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APPENDIX L

ADP /NETWORKING




ADP/NETWORKING TASK FORCE GROUP ;

ARMY LIBRARY INSTITUTE J
Minutes

18 May 1981

Sfodalugd

The meeting was called to order at 1530 hours in the Ballroom West, Governor
Morris Inn. Barbara Henseler, Chairperson, led the meeting with the assistance of
Donna Griffitts, ALC liaison. A list of attendees is attached. (ATTACH. #1) The
session began with the introduction of attendees.

Barbara Henseler gave a brief history of the Task Force Group beginning with
its ALC-assigned mission thru the 1980 Army Library Institute up to the present. q
Five handouts were passed to the group. They were:

Minutes from the 1980 ALI meeting of the TFG. (ATTACH. #2)
ADP/Networking Survey. (ATTACH. #3)

Glossary of Terms. (ATTACH. #4)

Information Intelligence Online Newsletter. (ATTACH. #5)

5. Small Computers in Libraries. (ATTACH. #6)

The status of certain recommendations from the 1980 Army Library Institute
was discussed, including: 3

1. National Defense University is still moving forward on the automation of :
the Air University Index to Military Periodicals. Also being planned is an ;
entirely new automated index to cover AU's index as well as other titles. The {
person to contact at NDU is Barbara Henseler.

2. No progress has yet been made on a list of persons serving on various
committes or groups or the list of persons with expertise in ADP. These lists will
3 be compiled once the ADP Survey has been sent and received.

] 3. A primer or glossary dealing with ADP terms has been completed and will
be sent out with the survey.

4. The ADP/Networking Survey has been formulated but due to cooperation
problems with ALMO, it has not been sent out.

The TFG was briefed on the various problems that have come up in relation to
the survey. There was a discussion of whether or not this information is really
needed. The overwhelming consensus was that the information is necessary and
vital to future plans of the Army library community. It was also decided that
TFG members were to fill out the questionnaire as a trial run.

The meeting was adjourned at 1700.

W -

Respectfully submitted
Lorna Andrele
Ad Hoc Recording Secretary




Minutes
21 May 1981

The meating was called to order at 0815 hours in the Marquis B Room, Governor
Morris Inn. Barbara Henseler, Chairperson, presided over the meeting. A list of
attendees is attached. (ATTACH. #7)

Fred Anzalone moved that a question be added to the survey asking what services
the library will provide for other libraries. Examples: Software packages or
on-line searches. The motion was seconded and passed.

Barbara Henseler explained to the group that there seemed to be a large dichotomy
within the group as far as ADP knowledge and expertise. For the purpose of the
TFG, we will attempt to raise the level of knowledge for those librarians unfamiliar
with ADP/Networking. It is this audience we hope to reach without losing the
interest of the more advanced user. Our logic is this: Those with a high level
of knowledge and sophistication know other sources for help. Those with a lower
level of expertise do not know where else to turn for help other that to the Army
library community. Hopefully, we will be able to help and teach all levels.

There was some discussion held concerning the recommendation that the fields
of ADP and Networking be split with Networking either standing alone or becoming
a part of the TFG on Shared Resources. The group voted that the TFG remain as is.

The test run of the survey as discussed, as were the problems encountered
with the disseminiation of the survey. The suggestion was made and agreed upon
to include in the glossary definitions for "dedicated line" and '"designated line.'
The problem of getting the survey out was then discussed. Three options were
brought forward. They were:

1. The survey be sent out by official channels from TAG with a Report
Control number. .

2. The survey be sent out through technical channels by ALMO.

3. Another agency volunteer to act independently and send out the survey.
A motion was mode, seconded, and passed that the ALMO office send the survey out
no later than 1 July 1981. If this suspense date is not met, the TFG will seek
a volunteer agency to disseminate the survey and tabulate the results.

Barbara Henseler brought up some of the comments mentioned at the end of the
trial survey. The following topics were suggested for TFG projects:

1. Newsletter/Fact Sheet/Bibliography to be disseminated with monthly TFG
minutes.

Info sheet on new terminals/equipment
Electronic mail
. Video discs
Mini- and Micro- computers
FEDLINK Services
DTIC's Services
Formal presentation on one of the above for rext years ALI,
. Data Base Open House at next year ALI to allow introduction to some
of the online services.
Ed Burgess explained what SBIE was and how CARL is utilizing it. Other
information discussions held concerned DTIC, FEDLINK, etc.
Barbara Henseler then thanked the group for their enthusiasm and recommendations
and looks forward to contact in the future. The meeting was adjourned at 0915.

W oo &N

Respectfully submitted
Lorna Andrele
Ad Hoc Recording Secretary
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Lucy R. Greene
Linda Raquena
Kathyrn Coffman
Carolyn Saintsing
Doris Egge

Hoyt Galloway
Susan A. Macksey
Phil Casey

Ana Cristan
Mary Stark
Donald Koslow
Lee Porter
Carolyn Alexander
Lea Hughes
Patricia Altner
L.S. Kuntz

Ed Burgess
Rosalie 0. Forst
Jane Cooney
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Dorothy Mylin
Katherine Sites
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Jo Ann Schoonmaker
Carla Pomager
Eleanore Zeman
Alfred Anzalone

ATTACHMENT 1

TFG ATTENDEES
18 May 1981

ORGANIZATION

"Fort Ord Library System

Harry Diamond Labs.

BMD System Command Huntsville, Ala.

Army Logistics Library Ft. Lee, VA
Tripler Army Medical Center, Hawaii

HQ TRADOC Ft, Monroe, VA

TRADOC Ft. Monroe, VA

Ft. Detrick MD

Ft. Amador Panama

AMMRC Watertown, Mass.

ARRCOM

HQ TRADOC

Hospital Library West Point

USMA )

Ft. McPherson Library System

USACDEC Ft. Ord

Applied Tech Lab Ft. Eustis VA

ARRADCOM Dover NJ

U.S. Army Aviation Center Ft. Rucker, Ala
Command & General Staff College Ft. Leavenworth, KS
ARRADCOM

Redstone Scientific Infor Ctr

ARRADCOM

St. Louis Area Support Center

Fitzsimmons Army Medical Center, Denver
Ft. Lee MSA

Ft. Lewis Post Library

U. of Il1l. Library School

Ft. Monroe Post Library

Chemical School Library Ft. McClellan, Ala.
Missile Munitions Ctr & School Redstone
Plastics Tech Eval Ctr
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ATTACHMENT 2

ADP/NETWORKING TASK FORCE GROUP -
ARMY LIBRARY INSTITUTE
MINUTES
25 August 1989

The meeting was called to order at 1515 hours in Seminar Room A,
Atlanta Biltmore Hotel. Present were: Chairperson Barbara Henseler (NDU),
ALC Liaison Donna Griffitts (0SG), Ad-Hoc Recording Secretary Mormand
Varieur (ARRADCOM), Lynda Kuntz (USAAVNC), John Finnegan (INSCOM), Judy
Hawthorne (TRADOC), Josie Jones (FORSCOM Resource Mgt.), Bonnie Miller
(MICOM). Dorothy Fisk (ALMO) attended part of the meeting.

The following navers were handed out: 1) Definition of the goals
of the TFG; 2) Minutes of meeting of 29 May 1980; 3) Minutes of meeting
of 13 July 1980; 4) The Structure and Govermnance of Librarv Networks
(1978 Conference), Chanter l: lletwork Anatomy and 'letwork Objectives by
Allen Xent, Chapter 3: Jetwork Anatomy and Objectives: Comments by James
H. Kennedy, Chapter 9- lletwork Topologv and the Federal Library Committee
by James P. Rilev: 5) Proceedings of 1978 Clinic on Library Applications
of Data Processing: So You Want to Build a Network by Douglas F. Kunkel:

6) Draft of TFG survey,; 7) Draft of revised survey proposed by JoAn Stolley
(TRALINET).
TFG members were given a general background of the origins of the
group and then asked to think about standards and standardization of ADP
and networks and the proposals that should be made to the ALC.

The importance of the TF; was emphasized in the announcement by
Dorothy Fisk (ALMO Chief) that a new ADP nosition will soon be added
to her staff.

Members were invited to attend the Army Library/Fentagon's overview
of its Integrated Library System (ILS) during the morning of 6 November
1980 in the Pentagon, Room 1A518,and on TRALISNET in the afternoon in
Room 3E4673.

A review was mode of NDU's progress in automating Air Universitv's
Index to Military Periodicals.

It was suggested that ALMO's newsletter be published monthly with
general information on each TFG highlighted, but one of them discussed
in greater depth each month.

The possibility of having a living file of information on persons
who have knowledge of certain aspects of ADP/Metworking, of acronyms and
systems addresses, names of representatives on various pertinent committees,
etc. Mention was made that Jack Kolb is Army's representative to DTIC,
while Normand Varieur is DOD representative to SLA's Network Committee and
Army's reo. to SBIE (DTIC's Shared Bibliographic Input Experiment).

—— .
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Jim Dodd, President of SLA and Director of Georgia Tech will be
giving a briefing on what benefits may be derived from networks.

The goals of this TFG myst also include a vehicle for updating
and distributing information to librarians in the field.

The two draft copies of proposed surveys were given to members
to look at from both sides (sender and receiver) and to propose a final
draft that will be sent out under the TAG's signature.

The meeting adjourned at 1630 hours.

Respectfully submitted,
Normand Varieur
Ad-Hoc Recording Secretary

MINUTES
27 August 1980

The meeting was called to order at 1600 hours in Seminar Room A.
Present were: Chairperson Barbara Henseler (NDU), ALC Liaison Donna
Griffitts (0SG), Ad-Hoc Recording Secretary lormand Varieur (ARRADCOM),
Bonnie Miller (MICOM), John Finnegan (INSCOM), Judy Hawthorne (TRADOC).
One person, Pat Pepin of Bio-Med Labs - APG, joined the TFG.

Mr, James Dodd, Director of Georgia Tech Library Services and
President of SLA was introduced. He asked each member to outline the
type of library with which they were associated then questioned the
need for a subset of FEDLINK since there was such a diversity of
interests. Mr. Dodd succintly explained the operation of SOLINET and
gave three examples of its benefits: a COM catalog of each library's
holdings, a COM union catalog, and a COM union list of serials. He
explained the possible use of WLN software for subject searching
capability in SOLINET and the heavy use of teletype of Georgia Tech.

He said that copyright control was the user's responsibility except for
obvious gross abuse but that the telex form (from ALA ILL standards)
contains the necessary phrasing for copyright protection. SLA has begun
a special project to etermine which libraries are SOURCE members, their
Telex numbers, and what telecommunication facilities they have. He

also mention the NCLIS will be publishing a report on the role of special
libraries in networks. Jim Webster (SUNY/Buffalo), Chairman of SLA's
Network Committee, is on this NCLIS Task Force.

A question was asked concerning the merging of regional networks into
a national one. Mr. Dodd feels that smaller groups work together better
but may be backed up by larger groups. Mr. Dodd requestion to be placed .

on the mailing list of this ALC TG and to make the work of the Group known
to the NCLIS Task Force.




He mentioned the desirability of transmitting data digitally from one
computer to another. Fhe technology 1is there but certain legal impediments
exist. Mr. Dodd finished his presentation at 1653 hours. He declined the
invi:ation to remain for the business portion of the meeting which concerned

the proposed survey.

Barbara Henseler and Donna Griffitcs repeated the need of the survey
to be succinct. There was some debate on whether to retain the cost
remark for each item., It was decided to leave it in knowing that some

installations may ignore the question.

ad

ST

The item on databases was also question since, in a least one instance
(NTIS), the database cannot be separated from the retrieval system. The
question of control or availability was introduced. It was decided that
only those items under the direct control of the chief of the library,
information center, etc., will be counted. Telelacsiwmile and word !
processing equipment will be included. 4

ket I it v

A short range project for the TFG was introduced and agreed upon.
A short primer containing definitions of databases and networks will
be develooed. This primer will be sent out to all installations ASAP.
A second copy will accompany the survey. This will reduce the number
of survey pages while educating those not familiar with the acronyms or
definitions. This survey will be mentioned during the report to the ALI

on Friday.

The results of the survey and any other paperwork packages (document-
ation, justification, etc.) will be received and filed by the ALMO.
Various acronyms for identifying this survey and its results were debated. I
ANSIC was chosen: ADP/Networking Systems Information Center.

T ST

The meeting was adjourned at 1734 hours.

Respectfully submitted,
Normand Varieur
Ad-Hoc Recording Secretary

MINUTES
28 August 1980

The third and last meeting of the TFG at ALI IV was called to
order at 1038 hours. Present were: Chairperson Barbara Henseler (NDU),
ALC Liaison Donna Griffitts (0SG), Ad-Hoc Recording Secretary Normand
Varieur (ARRADCOM), Judy Hawthorne (TRASANA), Linda Kuntz (AVNC), Pat s
Pepin (MRDC), .John Finnegan (INSCOM), and Bonnie Miller (MICOM). ]




The only order of business was the review of the proposed survey. The
request in the survey for cost and justification for equipment/services was
again considered. A definite decision was reached to retain these items
although the workd "justification” would be changed to '"paperwork package."
Barbara Henseler and Donna Griffitts will prepare the actual survey format
along the lines of the JoAn Stolley draft of the survey which was chosen
as the basic vehicle. The decision to keep the request for paperwork was
made because it was decided that at a later date ALMO could request copies
of such packages to keep on file as a reference for others. The survey
will be sent out by ALMO with a cover letter alluding to the primer which
Barbara and Donna will prepare with the help of the TFG members.

Discussion concerning the insert of a question on willingness to
join a network led to the withdrawal of this recommendation. The draft
survey was then reviewed in detail with many additions, deletions and
changes made. Noteworthy among these were:
a) Change '"Data Base Services' to "Retrieval Services' throughout.
b) Delete on pg. 2 NTIS, add OCLC/Acquisions; Hew York Times/KITS;
OPTIMIS; JURIS; Westlaw; Mead; Alchohol & ...; FLITE and DOE/RECON.
c) Delete on pg. 2 cclumn for Dedicated Sercies but all note to
asterisk those services with dedicated lines.
d) On pg. 2 add question concerning use of Direct-Dial, Tymnet,
Telenet, other - specify.
e) On pg. 3, add after COM: Computer Output Book Catalog
f) On pg. 4, rearrange list to place multi-purpose first.
g) On pg. 5, show two separate lines for CRT's and teleprinters.
h) On pg. 546, add '"cost" above colum headings ''Lease/Purchase'.
i) Cn pg. 6, add: Zebra/Bar Code Reader-printer, OCR reader-printer.

The Meeting was adjourned at 1140 hours.
Respectfully submitted,

Normand Varieur
Ad-Hoc Recording Secretary
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ATTACHMENT 3
DEPARTMENT OF THE ARMY

OFFICE OF THE SURGEON GENERAL
WASHINGTON, D.C. 20310

REPLY TO
ATTENTION OF

DASG-AAFJML-P - i
31 December 1980

- Mrs. Dorothy Fisk, Director
Army Library Management Office

DAAG-AL 1
Hoffman Bldg. I, Rm 1456
Washington, D.C. 2031u 1

Dear Dorothy:

Enclosed in completed format are the ADP/Networking Task Force Group survey
and glossary. Per earlier discussion, request that information be sent out
under TAG cover letter and reports control number to all Army libraries. The
TFG has asked that a suspense date of three to four weeks be established, once i
survey 1s distributed. Survey needs to be distributed and returned so that
information can be tallied, interpreted and presented at the Army Library
Instictute on 18 May 1981.

Originals of survey and glossary were not sent, as they are in varying lengths :
and in cut & paste format. It is anticipated that after your final review, that J
; ~ your Publications Division will layout material in a professional format.

g i 1f there are questions, please contact me.

Sincerely,

D

Donna K. Griffitts, Administrative Librarian
Joint Medical Library
Office of the Surgeon General, DA

G e

Liaision to ALC for TFG on ADP/Networking




DAAG-AL

SUBJECT: Army Library Study Report

1. Reference is made to HQDA Letter, 28-79-2, 16 May 1979, Subject: Army
Library Management.

2. As a follow-on to the referenced study, the inclosed questionnaire with
cover letter is being forwarded directly to all Army libraries based on
address lists supplied by Staff/Chief Librarians of the major Army commands
and/or headquarters agencies. The Army Library Council (ALC) Task Force
Group on ADP/Networking will use this data for their report on the use of
ADP equipment in Armv libraries and to begin long range planning efforts in
the area of networking. This data will be made available through individual
MACOM staff offices and through the Army Library Management Office (ALMO) to
all Army libraries on request.

3. Questinnaires are to be returned to the Army Library Management Office
NLT . The mailing address is HQDA(DAAG-AL), Washington, D.C.
20314, A self-addressed envelope is attachef for return of questionnaire.

4. Questions regarding completion of this report should be addressed to the
"Army Library Management Office, AUTOVON 221-9128/29, Commerical number
202/329-9128/29 or the Joint Medical Library, AUTOVON 225-5752, commerical
number 202/695-5752/53.

11
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CODE:

REPORT CONTROL NUMBER:

ARMY LIBRARY COUNCIL TASK FORCE -GROUP ON ADP/NETWORKING

TO:

*Please TYPE or PRINT responses

“Please use attached GLOSSARY in completing questionnaire

“A self-addressed envelope is provided for return of survey
*Your time in completion of this report is appreciated

Person ccmpleting report:

AUTOVON:

Commercial /FTS Number:

Major Command/Agency: (check as appropriate)

DARCOM FORSCOM TRADOC COE ACC HSC 0TSG MDW TAGCEN
Other (specify):

Type of Institution: (check as appropriate).

Technical Library _ School/Academic Library_ __  Engineering Library ?
Morale 3Jupport/Post Library__n Medical (Clinical or R&D) Library E
Patients Library___  Law Library __ Information Center %
Conslidated Libraries ___ Other (specify) ;

Do you share equipment with another library, if yes, specify

Purpose of Report. Data gathered from this questionnaire will be

used by Army Library Council Task Force Group on ADP/Networking to
prepare a report for the Council and will aslo be used for information
dissemination to all Army librarics.
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1.

Network Membership

a.

b.

Is this library a member of any federal, state, or civilian network(s)?
Examples of networks include the Federal Library Information Network
(FEDLINK); Southeastern Library Network (SOLINET); OCLC, Inc., cooperative
state networks, etc.

Yes No

If response 1s YES, please specify which network(s):
(Provide full name as well as any acronym)

(1)

(2)

(3)

(4)

(5)

If response to the above is YES, does any member of this library function
in an official capacity such as Chair of a committee, acting Army
representative, etc.?

Name of Person Description of Official Function

I
r
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4
4 1
\;. 7. Mee vf Ketriecval Services 1
a. A oany of the following retrivval services available through your litrarv?
Yes No 3
If response is YES, please check all appropriate columns.
9 . ] 1
4 s i A
] DATA 8ALT RETRIEVAL PIGCYBACK™* A I"APER WORX p
"‘, SERVICLS PACKAGE 1S AVTIALADLI k-
1. PrIC/unclassified S - -
2 DTIC/classified o - e R
1 3. Ouldinterlibrary loan . - o ]
j 4. CCLU’serials check-in o - - b
i 5  OCLU/cataloeging . - I
1 6. O(LC'acquisitions o _ - '
, 7. WL . - -
4 8. HLIN (Ballots) . . o i
; 9 8B trbit o _ . :
1€ Lockirerd/Dialog o _ . 1
1. bxe L - o ]
f 12, NV Ti s/Infobank . - — '
4 I.nY Times/KITS - - - -
16, The "Scurce” I T — .. 3
15, LI/ OLARS . . -
le. LIAIS o . _
] 17, MEals o - -
e, T o — - i
L ! 19, c1pe, . - o 1
- 20, SEOPrI0 o . - i
. 21, Jvats o . —_— ;
1 22. WESLAY . _— -
E 23, FLITL I - o |
= 24, DOE-RE:ON . - - 9
E 25. LEGISLATE - - -
- - 26. ERIC — . -
| 27. ALCOIIPL INFO RETRICVAL o
ST — - —_ i
28. Flectronic nail box and/or ;
Conputer conferencing d
A (specify system): . —_ —_—
X 29. Othwr retricval systems
‘ (specify system):
. b boes this library offer training in use of these retricval systens to an. ne ':
outside of the immediate library? F
Yes o
. Il response is YES, plese specify service(s): _ ]
ﬂ c. st an astrik if you have o dedicated line for DTIC or OULC in binen 1=
£ “Iigg ack tefers Lo use of amother library facilil;.'/cqu"pm-v.\t.fm'.scrvicm ) 1
“%\ paper wark package can include fecumontation such as justification statenonte, eoonomi, 3
-y anilysis, AR 18-1 approvals, CSA aperovals, procurecrint docurints, etc, E

14




g I"DEX,
‘ 3. Computer Generated Products =
Y ————
1 ———
Does this library produce, or is it directly involved in the nroduction,
of anv of the following types of products?
Yes _ No }

If response is YES, please provide a brief description (10 words or less)

TYPE PRODUCT DESCRIPTION

a. INDEXES i
(can include products such

i
1 as kev word indexes, etc) 3
, j
1 9
] b. COMPUTER OUTPUT MICROFORM 3
1 (COM) CATALOCS/CARDS)
Fl c. COMPUTLR OUTPUT BOOK i
1 CATALOGS 3

d. ACCESSION LISTINGS
(can iunclude listings for
books, doruments, etc.)

e. AUTHORITY LISTINCS/FILES
and T!HESAURI

f. SERIALS UNION LISTINGS/
SERIALS CHECK~IN/ORDERING

g. PRIVATL FILE/INTERACTIVE
DATA BASE

h. ADDRESSEE/MAILING LISTINGS

1. OTHER (sprcitv):

Continue narrative of plain bond naper as required

15
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Do you use any of the following? Please check a8 appropriate

Direct dial

TYMNET
TELINET

—————

OTHER(specify)

7. What types of things would

y Library Council Task
Force Group on ADP/Networking do?

8. Other comments,




ATTACHMENT 4

CLOSSARY
AMIGOS -- A network of five states: AZ, NM, AR, TX & OK |
]
Arciival tape -- A magnetic tape that contains a copy of a library's l

machine~readable data base in MARC Il format. The utility may send to
th: library on a regular basis updated tapes continaing those records
revised or added to the utility's data base since the last tape was pre-
pared. The magnetic tape may also be called a transaction tape

Authorityv file -~ A file that may contain records of the authorized form -

of author headings (personal, corporate, meeting and conference names, and

uniform title headings) author/title and title series heading, and subject

heiding {topical, geographic, personal, corporate and meeting names, and

uniform title headings). Cross~references and notes are usually included

where appropriate. The records in a automaed authority file may or may not

be linked to the bibliographic data base

Automatic data processing -- (1) Data processing largely performed by
automatic means (2) By excension, the discipline which deals with methods
and techniques related to data processing performed by automatic means
(3) Pertaining to data processing equipment such as electrical accounting
machines and electronic data processing equipment. Abbreviated ADP.

BALLOTS -- An acronym for Bibliographic Automation of Large Library Operations
using a time-sharing system was developed and first implemented for the 1
Stanford University libraries. See RLIN.

Bar code recognition -- A form of machine-readable encodation formed by
vertical bars and spaces. A scanner measures presence or absence of a
i reflection over time to determine bit patterns of characters

] BRS -~- Bibliographic Retrieval Services. Provides low-cost on-line access to §

4 the following data bases: MEDLARS, Biosis Previews, Chemical Abstracts. i
Condensates, Psvchological Abstracts, AGRICOLA, ERIC, INSPEC, Electrical

i and Electronic Abstracts, Computer and Control Abstrac:s §

3 Card reader =-- A device that senses and translates into machine code the 1
3 holes in punched cards

Cassette tape storage -- Storage of data on a serial device that records
i, magnetically on a removable tape cassette

N . e ——

L . R . - k
i

CIRC I1 -- Foreign science and technology data base of unclassified and . A
classified data b
Computer assisted instruction -- A data processing application in which a

computing system involves a dialog between the student and a computer
program which informs him of his mistakes as he makes them. (CAI)

Computer conferencing -- Group communication through a computer system.
Communication mav be either simultaneous or delayed. The topic discussed,

points made, and proceedings developed are maintained on the computer
system

Computer metwork -- A complex consisting of two or more interconnected
computing units

COM (Computer-output microform) == A process in which computer information
is output onto a microform (e.g. microfilm or microfiche) through a COM
printer

CRT (Cathode rav tube) -~ A terminal with a television picture cube to
display information visually. Usually the CRT terminal has a typevriter-
like keyboard to provide instructions and data to the computer ( ¢.g. the
OCLC und COMSER terminals)

[}
s ‘ Data -- (1) computer application: alpha and numeric characters which are
. processed by a computer (2) General use: Facts or information gathered
g for a specific purpose
1 -
E- Data base -- The entire collection of data files maintained in a computer
systen
b

Data bank -~ A collection of data stored in a computer system in such a

way that it may be retrieved by different means to form compilations for
various purposes




Data communications equipment =- A generic term which includes the telephone
lines and connecting equipment necessary to link a computer with a terminal
or another computer

DDC -~ See DTIC

Dedicated service -- See leased facility

Dedicated telephone line =- A telephone line used exclusively by one
customer. The line usually does not pass through interexchange switching
equipment. The line is provided for a monthly service charge without
regard to the amount of use of the line

Dial-up access (or dial access) =-- The use of a dial or pushbutton telephone
to initiate a station-to-station call, generally from a library to a
computer. Terminals using dial-up access usually may not access the full
range of functions operating on the utility's computer system. In a dial-
up system the terminal is not linked to the computer when not in use.

Documentation -~ (1) The creating, collecting, organizing, storing, citing

and dissemination of documents or the information recorded in documents.
(2) A collection of documents or information on a given subject

DOE/RECON -- The Department of Energy's online interactive search service
that is available to organizaticns whose mission and responsibilities require
access to the DOE data bases. There are approximately 11 data bases,
including the Energy Data Base, the Research in Progress in file, the
GAP file (General and Practical), and FEDEX, an index to data in certain
energy information agency publications

DTIC (Defense Technical Information Center) =-- Provides coverage of defense-
related research and development reports generated by U,S. government-
sponsored research. On-line and off-line capabilities available.

Electronic mail =-- Computer message systems. Communications are sent through
a computer to a specific addressee. The addressee retrieves messages fron
his mailbox in the computer system.

FEDLINK =-- Federal Libraries Information Network

FLITE -- Federal Legal Information Through Electronics. A full-text computer
system sponsored by the Department of Defense comprised largely of legal
data but also includes non-legal materials such as Defense Acquisition
Regulations, Comptroller General's Decisions and the Code of Federal Regula-
tions

GLIN -- ,Georgia Library Information Network

Hard copy -- Usually paper copy which does not require magnification or
a mechanical reader

Hardware =-- Physical equipment as opposed to the computer program or methed
of use for example, mechanical magnetic electrical or electronic devices.
Contrast with software

ILLINET -- Illinois Library and Information Network

INFO BANK -- The Information Bank indexes and abstracts virtually all news
and editorial matter from the NEW YORK TIMES. It also covers material
from other newspapers, business publications, science publications and
magazines.

Information retrieval system -- A computing system application designed
to recover specific information from a mas: of data

JURLS =- Justice Retrieval and Inquiry System. An online legal database

developed by the Department of Justice. WESTLAW, FLITE AND LEXIS are all
comparable systems.

Keypunch -- A keyboard actuated device that punches holes in a card to
represent data

Kevword =- (1) One of the significant and informative words in a title or
document that describe the contnet of that document (2) A symbol that
identifies a parameter

KWIC == Keyword in context

KWOC --  Keyword out of context

21
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Leased facility -- A facility reserved for sole use of a single leasing

customer

LECI-SLATE -- A computerized bill and vote tracking system which provides a
complete history of all bills and resolutions introduced in Congress
beginning with the %6th Congress.

LECIS -- Legirlative Information and Status System. A computer system
designed to assist Congress by providing historical and current status of 2
all legislation introduced before either house of Congress beginning with
the 93rd Congress.
| LEXIS -- An online full-text legal data base developed by Mead Data Central -
which accesses all reported state and Federal court decisions, the U.S. Code,
the Internal Revenue Code and other decisions such as labor, copyright and
Lockheed/DIALOG ~-- A commercial online search service that provides access
to over eighty data bases or indexed files. Each file is oriented to a
specific subject or category of publication, e.g., Energyline, GPO Monthly
Catalog, Management Contents, NTIS, etc.

LSI chip -- A small integrated-circuit package containing manv logic
elements. Large-scale integration (1lsi) densitites can varv from 500 to
50,000 transistors per chip

Magnetic disk == A flat circular plate with a magnetic surface on which data
can be stored by selective magnetization of portions of the tlat surface

Magnetic storage -- A storage device that utilizes the magnetic properties of
materials to store data, for example magnetic cores, tapes and films

Magnetic tape -- (1) A tape with a magnetic surface on which data can be
stored by selective polarization of portions of the surface (2) A tape of
magnetic material used as the constituent in dome forms of magnétic cores

MARC -- An abbreviation for Machine Readable Cataloging produced at Library
of Congress

MARC II -- An acronym for Machine Readable cataloging, is a specific variable
length record format developed bv the Library of Congress. There are .

different MARC formats for books, serials, maps, music, authorities, etc.

Master file -- A file that is either relatively permanent or that is treated
1 as an authority in a particular job

. MEDLARS =- Medical Literature Analysis and Retrieval System

Microcomputer -~ A computer with a microprocessor as its central processing :
unit

Microform reproduction =- The duplication of a microform (microfilm, micro-
fiche, aperture cards, ultrafiche) either in a paper copy or as another
microform

i) il

MIDLNET -- Midwest Regional Library Network

Minizomputer =- A general purpose computer capable of either stand alone
operation or attachment to a conventional computer system. In the past
these computers were linmited to 8 and 16 bit word length. However, 32 bit

word lengths are now coming on the market. A memory and capability expand

the mini increasingly, can only be defined relative to the largest computers.
Many people identify three types of minis: the micro, the mini, and the midi.
The basic distinction among them lies in the number of bits in each word.

This in turn affects the computers speed. power and flexibility. Microcomputers
tvplically use 4 to 8 bit word sizes, mini's 16 bits and the midi 32 bits.

NELINET -- Now England Library Information Network

National Technical information Serivce (NTIS) -- A broad and crossdisciplinary
file containing citations to U.$S. Government-sponsored research and development
technical reports; which are available to the general public.

National network -- A plan to link together the bibliographic utilites, the
Librarv of Congress and some individual libraries to allow computer commini-
cations. The national network does not currentlv exist.

Network == A number of communication lines connecting a computer with remote
terminals or other computers. This technical definition should not be confused
with "Regional Library Networks", such as SOLINET and NLLINET that may provide
other noncomputer services. or nationally based networks such as RLG that
operate noncomputer programs.
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Networking =-- An interconnected or interrelated group or system. May include
the tollowing: reciprocal borrowing services, expanded interlibrary loan
service, union list of serials, union catalog ot books, reference service,
computer services, delivecy service, catalog card production and/or coopera-
tive cataloging, central resource or storage centers, clearinghouse, joint
purchase of materials, publications programs, bibliographic centers, joint
research projects, special communication services, microfilming, etc.

New York Times/KITS -- The Key Issues Tracking System provides online access
to important information on economic and foreign affairs, energy and trans-
portation issues and politics. The material is drawn from nearly 50
national and regional regional news sources, as well as technical journals.

NEXIS‘ -~ An online free-text periodical, wire service and newspaper data base
which retrieves full-text stories from the "Washington Post", AP, Reuters,
UP and various periodicals.

NTIS -- See National Technical Information Service
OCLC -- Ohio College Library Center. A not-for-profit corporation providing
resources to a large number of libraries. Featured services include catalogine,

ILLs, acquisitions and serials check-in.

Optical character recognition -- The machine identification of printed characters
through use of light-sensitive devices. Abbreviated OCR

Optical scanner =-- (1) A device that scans optically and usually generates an
analog or digital signal (2) A device that opticallv scans printed or written
data and generates their digital representations.

OPTIMIS ~- The acronym for Operations Management Information System. This is
a computer dial-up service run by the Armv Adjutant General to supoort the
Aarmy Staff aeencies in the Pentagon. It consists of unclassified reference
to HQDA completed actions, reports and studies. Retrieval is based on subject/
keywords.

~

PALINET -~ Pennsylvania Area }Library Network
Plotter -- An output unit that presents data in the form of a two-dimensional
graphical representation.

Printer == An output device that converts coded input to readable impressions
on paper or other media

Private file -- Any collection or records composed of any combination of
bibliographic, textual, and/or numeric elements that is placed in computer
storage for subsequent retrieval, and that is not available to the general
public form either the file produced or an online service.

Private line =-- The channel and channel equipment furnished to a customer as
a unit for his exclusive use without interexchange switching arrangements.

RLIN -- An acronym for Research Libraires Information Network, formerly known
as BALLOTS. A bibliographic utility designed to meet needs of research
libraries.

SALINET -- Satelite Library Information Network

SCORPIO =-- Subject--Content--Oriented Retriever For Processing Information
On-line

Search only =-- The mode of operation which allows a terminal ooerator only
to search the data base and not update or add records. RLIN and WLN calls
this "search only” mode and UTLAS calls this "read only" mode. OCLC does
not provide this service.

Software -- A set of programs. procedures and possible associated docunmentation
concerned with the operation of a dJata processing system. For example,
compilers, library routines, manuals, circuit diagrams. Contrast with hardware

SOLINET -- Southeastern Library Information Network

The "Source" -- A computer service offered by Source Telecomputing Corporation.
Priced to appeal to the home computer user, this service offers access to the
UPI wire, games, computer programs and electronic mail.

System Development Corporation (SDC)/ORBIT -- A commerical online search
service that provides access to over seventy-five data bases or indexed
files. FEile orientation is gimilar to Lockheed/DIALOG.
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Telecommunications -- (1) Pertaining to the transmission of signals over long
distances such as by telegraph, radio or television (2) Data transmission ;ﬂ

between a computing system and remotely located devices via a unit that
performs the necessary format conversion and controls the rate of transmission

Telefacsimile -- The transmission and reproduction of an image over distance
by communications channels.

Terminal -- A device capable of sending and receiving information over a
communication channel. In general the equipment on one end of a circuit
which can senu and receive messages.

Time sharing -- (1) Pertaining to the interleaved use of the time of a device
(2) A method of using a computing system that allows a number of users to
execute programs concurrently and to interact with the programs during
execution. Although the computer actually services each user in sequence,
the high speed of the computer makes it aopear that users are handled sinul- 3
taneously.

it e, il

o

Turnkey system -- A system that can be delivered with little or no modification :
by a vendor. Current use of the expression "turnkey" comes from a custorer §
being able to purchase an automobile that is ready to be driven off the show- E

room floor by simply "turning the key"

T.W.X. =-- Literally, Teletypewriter Exchange Service. Also used to refer to :
the teletype located in interlibrary services.

TY!NET =~- The largest U.S. common carrier or private (nontelephone) cormunication %
facility for the transmission of computer data. The service i3 provided by :
the Tymshare Corporation and charges are made by the hour and the number of
log on oczurrences. Dial-up terminals may use TYMNET. TELENET is a competing 1
company .

WESTLAW -~ An online full~text legal data bases which access all reported
state and Federal court dicisions

WLN -- Washington Library Network

Word processor =-- A text-editing typewriter which captures keystrokes on a
magnetic media for later editing and playback. Current wor processors are
increasingly software based. Many are beginning to offer programmable memory,
records management, mathematical programs, sort capabilities and communications.
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MICROCOMPUTER NETWORKING -

Microcomputer networking will be a major change affecting the business, library, amd

' home environments in the 1980's. These changes are developing due to several fac-

g tors including: (a) improving alternatives for telecormunications, (b) lowering {
costs of microcomputers and random access mass storage, (c) flexibility and compa- 1
tibility being built into micro-networking systems, and (d) multi-purpose capabili-
ties being provided in many systems (word processing, electronic messaging, online
interfacing with information utilities, etc.). This month we will take an in-depth
look at two such operational systems, the Colorado ORACLE and the ACCESS SERIES I
and II. Both systems are specifically designed for library networking applications
but are flexible enough to find a wide variety of other uses in different environ-
ments.

COLORADO ORACLE - '

The Colorado ORACLE is an electronic mail, messaging, and conference system designed
to aid intra- and inter-library communications in the state of Colorado. The idea

was origirally conceived by Darrell Humphrey, a graduate student at the University 1
of Colorado in Boulder, who saw the possibilities of improving library communica- i
tions via a dial-up microcomputer. In order to develop the system, Mr. Humphrey ob- 3
tained the help of two companies, ECCSYS Corporation (a computer software company) ?
and LEWAN & ASSOC., INC. (a Denver business equipment supplier) who helped h:m k
R finance and develop Coloradv ORACLE, which is now the topic of his dissertation.

E Colorado ORACLE is a software package developed for use on the Alpha Micro computer

(the same hardware used by the STAR information retrieval system being developed by
' Carlos Cuadra Assoc.),has 196K RAM solid state memory and will allow up to 24 users

to utilize the system simultaneously. Dial-up is possible using most standard CRT
or print terminals with ASCII character sets and operating with full duplex, no
parity, and either 300 or 1200 baud modems. Hard disk drives are attached to the Al-
pha Micro for mass storage. A maximum of 8 Alpha Micros can be linked together uti-
lizing shared disk storage (up to 2,400 Megabytes possible) for larger network re-
quirements.

The mail and messaging features of the ORACLE software include such options as: a
public bulletin board, personal notes or messages, calendar of events, interlibrary
loan transactions, plus other areas which can be developed by the users.

The system will also have the capability for computer conferencing, as full text
proceedings and other documents can be entered so that they are available for
viewing 24 hours a day. Another possible application is to store newsletters or
journal articles online so that they may be reviewed and commented upon, online.
more -

© 1981 Information Intelligence Incorporated 0194-0694/81/$04.00/0 Ii
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Currently, the Colorado ORACLE system has been operable since April 1, 1981, in an
experimental mode. Users presently include 47 Colorado libraries and two microcom-
puter electronic mail systems. During the first five days of operation over 150
callers utilized the system, sending several hundred messages. The initial test
phase will be completed May 31, 1981.

ECCSYS Corporation is making the ORACLE system commercially available with full
documentation of the hardware and software. The cost for a minimal configuration
will be around $17,000, and prices will be higher for additional storage capabili-
ties and other features as necessary. For more information, contact: Darrell
Humphrey, Colorado ORACLE, c/o ECCSYS Corporation, 934 Pearl Street, Suite D,
Boulder, Co. 80302. Telephone (303)442-8785.

ACCESS SERIES I & IT -

The ACCESS software is an inexpensive microcomputer networking system designed for
electronic mail, messaging, and interlibrary loan transactions for business, li- i
brary, and home applications. It was initially introduced 1% years ago as a result a
of a joint effort by Desert Technology (a software development firm in Phoenix) and

Information Intelligence Inc. ACCESS software is designed to run on the very popu-
lar and inexpensive Apple II Plus and Apple III microcomputers and will allow each
unit to become an electronic mail and messaging (EMM) node which can be dialed into ;
by regular terminals or other microcomputers (only one user at a time). 4

Aside from EMM capabilities, the ACCESS system can be used to augment bibliogra-
phic utilities such as OCLC, RLIN and WLN by providing for local independent and
regional networks that can create a focal point for smaller institutions to have
access indirectly to these larger utilities.

i s

ACCESS SERIES I requires two 54" floppy disk drives attached to the microcomputer,
allowing up to 150 messages on the Apple II and III. For a more complete descrip-
tion of the ACCESS SERIES I system see the August 1980 p. 1-2 issue of this news-
letter.
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The new ACCESS SERIES II now enables the Apple microcomputer to handle in excess of
3,000 messages or orders. This is accomplished through enhanced ACCESS software,
plus a hard disk for the Apple II or III. The Series II is fully compatible with
the Series I but enables central nodes on a network to handle the large additional
message capacities required on a typical network system. In addition, the Series

II has an automatic polling feature which permits fully automated transmittal and
receipt of information to any other similar system or network at operator preset
times when telephone and telecommunications rates are lower. This permits the opera-
tor of the ACCESS SERIES II system the convenience of being at home or thousands of
miles away while the network function is taking place.

i s

e g

The ACCESS systems have been thoroughly tested and units are operational in the
United States and Mexico. Full documentation accompanies the software and a free
online demonstration is available at 110 or 300 baud by dialing (602) 996-9709.

It is expected that the -price of the ACCESS SERIES I software will soon be $800,
and ACCESS SERIES 11 software at $2,500. (Ed. note: An entire ACCESS SERIES I
more -
© 1981 Information Intelligence Incorporated 0194-0694/81/504.00/0
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syscem including all hardware/software will thus be available for less than $5,000.)

For further information or literature contact: Information Intelligence Inc., P.O.
Box 31098, Phoenix, AZ 85046. Telephone (602)996-2283 (voice) or (602)996-9709
(online - 300 baud, full duplex). Dealer inquiries are invited.

SDC SIMPLIFIES OFFLINE PRINTING -

Most searchers using SDC's ORBIT system request offline prints with the command
PRINT FULL OFFLINE INDENTED STORAD. This long phrase has been simplified by SDC and
can now be implemented Ly typing PRTOFF. This tells ORBIT to do offline prints of
all citations in the previous search statement in the indented format. PRTOFF can
be appended with such modifications as a different search statement number (e.g.,
PRTOFF S5510), the requirement ti.at certain citations be skipped (PRTOFF SKIP 50},

or other variations. The former method of entering offline prints is still valid,
however.

NIOSH RECOMMENDS SAFETY GUIDELINES FOR CRT'S -

In a soon-to-be-released report, the National Institute of Occupational Safety and
Health (NIOSH) will offer recommendations for the safe operation of cathode ray tube
(CRT) terminals. The study was conducted at the request of several labor organiza-
tions who were concerned with the hazards of CRT operation. The primary areas
examined were possible radiation hazards, and the visual and ergonomic aspects of
CRT usage.

The NIOSH stirdy concluded that CRT's pose no radiation hazarc to operators and are
not a cause of cataracts. However, the institute did find areas of concern involving
eye strain, psychological stress and comfort of operation.

Some of the recommendations suggested by NIOSH for reqular CRT users include: for
those using CRT's under an intermediate workload, a 15-minute break should be pro-
vided every 2 hours, for intense and demanding CRT usage, a l15-minute break should
be taken every hour, the keyboard should be moveable, screen brightness and orienta-
tion should be adjustable, glare and lighting precaution should be provided, proper
leg room and viewing distance should be available, and persons with vision deficien-
cies should be checked on a regular basis.

The guidelines proposed by NIOSH are not legally binding and compliance is voluntary.

NEXIS TO INCLUDE 31 MCGRAW HILL JOURNALS IN FULL TEXT -

The NEXIS information retrieval service developed by MeadData Central (MDC) will
make available online the full text of 31 McGraw Hill business and professional
journals. The agreement will allow weekly journals to be available online within
seven days after publication, biweeklies within 14 days, and monthlies within 28
days. The online availability of these journals will be done in phases with the
first six going into the system before the summer of 1981. Initially, Business Week,
Aviation Week & Space Technology, and Chemical Week will be retrospectively loaded

to 1975, and Engineering News Record, Engineering & Mining Journal, and Chemical
more -

© 1981 nation Intelligence Incorporated 0194-0694/81/504.00/0
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SCOPE AED COVERAGE

More and more libraries are be-
ginning to experiment with micro-
computers, Various organizations are
developing incxpensive systems for
indexing, serials control, reference
and searching and circulation mangage-
ment, However, little of this work
has been published, probably because
those who are doing it have thus far
found little time to write about it.
In addition, there arc many librarians
who, though not actively using micros
to date, arec extremely interested in
their potential, The principal
objecctives of this newsletter are:
1) to act as a clearinghouse for the
sharing of information on micros in
libraries, and 2).to offer some gquid-
ance to thosc who are new to the
field, in “he form of glossaries,
short tutorial articles, and reviews
of both programs and books pertinent
to this subject.

The editors will work toward the
development of a network of contracts-
identifying those who are working on
various kinds of projects, and sharing
this knowlcage with others, Program
deveiopment work is difficult and
time-consuming; anything that can re-
duce this effort will be useful to
many others,

At more or less frequent inter-
vals, SCIL will publish articles dis-
til1ling out Bome general principles
for micros {in libraries,. Even the
limited exposure to micros thus far
has resulted in some general trends,
and some broadly applicable guide-
lines.

THE SYSTEMS

For SCIL purpeses, we consider a
"micro" to be a system costing under
$10,000. At present, ttis means that
we will concentrate on the Apple, the
TRS-80 series, and other 8080 and 280
S-100 bus systems, If there is suffi-
cient interest and demand, we will
also deal with PETs, SOLs, or other
systems, (If you found much of the

voL. 1, No.

previous two sentences unintelligible,
then you have a lot of catching up to
do in this area.)

THE LARGUAGES

BASIC will be the primary comp-
uter language of interest, since it is
far and away the most common language
for microu, We will watch the
developments in Pascal and other con-
tenders, but at the moment BASIC is
clecarly the dominant language. Except
in rare instances, we will not deal
with assembly language, There are
many programming texts and quides for
BASIC on the market at present. There
are also many versions of BASIC, Un-
fortunately, none of the texts deal
adequately with the types of problems
faced in libraries regarding text
manipulation, printer operations, and
file bhandling,

PROGRAM REVIEWS

Many programs are commercially
available which may have some utility
in libraries, 1In particular, there
are many word-processing and data base
management systems on the market, Few
libraries can afford to invest upwards
of $300-$700 on the basis of adver-
tisements alone. SCIL will acquire
anc evaluate as many of these programs
as finances permit, and will also
acquire the operating manuals of
others.

SPELLING CHECKERS AS AUTHORITIES?

Many readers may have noted the
recent advertisements in the micro-
computer trade journals for programs
which check the spelling of words
entered via one or another of the text
editing programs available, These
checking programs validate each word
in a text against a dictionary of up

(Continued on next page)
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to some 20,000 words, and flaqg those
words in the text which do not match,
Though the SCIL staff has not yet had
an opportunity to use such a program,
it seems plausible, or at least poss-
ible, that a variation of such a spel-
ling checker co'tld be used as an auto-
mated authority file for either author
names or subject headings, If anyone
has worked un this problem, we would
appreciate hearing what progress has
been made,

CATCHING UP

There has been an incredible
volume of material published on comp-
uters in general, and on micro-
computers in particular, over the past
several years, The list below reflects
the editor's opinionated preferences.
It is not a comprehensive listing of
"best books.,"

The first two titles are good
general introductions to the entire
notiovn of computers and what they do.

Kleinbery, Harry. How You Can
Learn To Live With Comp-

Utersa Penguin, 1978.
$2.95. (ISBN 0 14 004970
3.

Despite the unfortunate
choice of title, this is an
excellent non-technical view
of what goes on inside
computers, and what they can
or can't Jdo, and of their
potential impact.

Covvy, H., Dominic & Ncal Harding,
Computex Consgciouspness:
Suryiving The Automated
80's, Addison Wesley, Read-
ing, Mass. 1980. $5.95,
(ISBN 0 201 01939 6).

Pulls together a wide range
of "buzz words", describes
them in context, and ex-
plains much of the current
technology. Excellent for
one just starting to work in
the area.

This next list is a small samp-
ling of the many books on BASIC now
avalilable, Some titles are aimed at
particular microcomputers, or versions
of BASIC, others are more general, on
the assumption that you will have your
mioro, and a reference manual for your
particular dialect of BASIC.
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Albrecht, Robert, Leroy Finkel
and Jerald R. Brown., Basic
For Home Computers. Wiley,
NY, 1978. $5,95 (ISBN O
471 03204 2).

A programmed text., Albrecht
is a prolific author in this
area, He's published
several BASIC teaching
guides, for various micros,

Dwyer, Thomas and Margot Critch-
field. Bit Ci Bagic. Addison
Weeley, Reading, Mass.,
1980, $5.95., (ISBN 0 201
03115 9.

These authors have also pub-
lished several other
similar works.

Kemney, John G. and Thomas F.
Kurtz. Basic lrodramming.
3d ed, Wiley, NY 1980.
$13.95. (ISBN 0 471 01863

5).

Kemney and Kurtz are the
creators of BASIC, though 1t
has grown far beyond their
original ideas,

Morton, Jeffrey B. Iptroduction
To DBasic., Matrix Publish-
ing. Champaign, TI11., 1977,
$9.95, (ISBN 0916460 22 3).

Sharpe, William F. and Nancy L,
Jacob. Basic: An Introduct-
ion To Computcer krogramming
Vginag The Bazi¢ Language.
3d ed. Frce Press, 1979, (0
02 928390 6).

For those who are seriously
interested in becoming competent pro-
grammers, the following three will
prove valuable,

Lien, David L. The Bagi¢ Hand-
book. An Encyclopedia of
The Basic Computer Lang-
uage, Compusoft Publishing
Co., San Diego., 1978.
514,95. (ISBN 0 932760 00

A compendium of all BASIC
instructions, commands and
functions from a wide ranqge
of different versions of the
lanquage. Valualble in con-
verting a program from oune
version of BASIC to another.
Shows alternate forms of
(Continued on next page)
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instructions, an often small
subroutines which can be
used if your version lacks a
particular instruction.

Nevison, John M. The Little Book
0f Basic Style; How To Write
A Program You Can Read.
Addison Wesley, Reading,
Mass., 1978. (ISBN O 201
05247 4).

Excellent guide to help you
write clear, effective prog-
rams, Almost as much ol a
classic in its field as its
inspiration, Strunk &
White's "The Elcements of
Style."

Bruce, Robert C. Software Dgbugaina
For Microcomputers. Reston
Go., Reston, VA,, 1980,
(ISBN 0 8359 7020 5S).

One of the few books to help
you avoid programming errors
find them when you do, and
correct them,

Finally, for the really serious
programmer,

Wetherhill, Charles. Etudes For
Programmers., Prentice Hall,
Englewood Cliffs, NJ, 1978,
$13.95. (ISBN 0 13 291807
2).

A series of progressively
more difficult programming
challenges in many different
subject areas, Not
specifically designed for
BASIC, but most of the
etudes can be done in that
language. Some are very
challenging.

KEEPINRG UP

The least painful way to keep up
in the field is, of course, to read
the journals aimed at the microcomp-
uter user community, along with a few
more specialized ones for users of
particular brands of micros.

Among the general ones are:

Bykte., 70 Main St,, Peter
borough, NH 03458 $15/yr.

Carries a mixture of hard-
ware, software, and system
design articles.

Kilobaud Microcomputina, P.O.
Box 997, Farmingdale, NY
11737  $25/yr.

Tends to have more hardware
oriented articles than Byte,
but otherwise similar,

Creative Computing. P.O. 789-
M, Morristown, NJ 07960.

$15/yr.

Probably the least techni-
cal. Light style. Runs
many game programs, (ques-
sing games, tic-tac-toe,
etc.). Cartoons, occasional
short fiction. Probably the
best choice for school li-
brarians, as it will attract
students more than the other
titles,

Perseonal Computing., 50 Essex St.,
Rochelle Park, NY 07662,

$14/yr.

subtitled "ror Your Home and
Business,”" which describes
it accurately. For the ser-
ious, or semi-serious user,
not for game-playing.

Interface Age, 16704 Marquardt
Ave.,, Cerritos, CA 90701,

$18/yr.

Subtitle "Computing for Home
and Business Applications.”
Hence similar in scope to

mputing., Mostly
software and systems evalu-
ation articles. Aimed at
the business/professional
user,

A good way to qect more intorm-
ation on specific programs or cquip-

- ment is to make use of the Rcader's

30

Service Cards ("Bingo Cards®™) in cach
iscue, The ads are usually keyed to
numbers on the card, 1f you circle
the appropriate numbers, the
advertisers will send you their den-
criptive literature, An extensive
collection of materials can be rapidly
built up in this way.

i Awq’ﬁxm .
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IBM TO GO WITH MICROS?

The rumor i1s that in the next six
months IBM will introduce a new serles
of personal computers competitive with
such exiting lines as Radio Shack,
Commodore, and Apple., These will be
made in the Raliegh, North Carolina
area with four basic marketing areas
as the initial target: microcomputers
for the small business and/or pro-
fessional person; home hobbyists; the
rising number of home information
systems such as videotext, electronic
funds transfer, etc,; and systems
intended to be used in departments
that have intormation processing needs
independent of the central data pro-
cessing facility.

HEAVY APPLE USE AT 501

Rosamone Laythe, Assistant
Director for Public Services at the
Lovejoy Library, Southern Illinois
University (Edwardsville, IL 62026)
reports that the APPLE II is heavily
used in a wide range of academic li-
brary applications. They have ac-
guired a Corvus hard disk, which al-
lows much faster access to much larger
files than is possible with the usual
mini-£floppies. Present applications
include:

1. Production of a music reserves
catalog on demand. This consists of a
shelflist, catalog by composcr/title,
and individual lists for each course
and instructor.

2% New phonorecord catalog,

similar to the Music Reserve, but

with the additional feature of dated
entries,

3 Analysis of Transaction
Statistics by time, day, location and
type.

4. Monthly, cumulative and
comparative circulation and traffic
statistics, These are compiled and
printed in about 40 minutes. Pre-
viously this was a 3-day project with
inherent calculation and typing
errors,

Sl Library personnel 1lists
compiled by the administration are
used to update and produce mailing and

o ® T - T T

telephone lists. A library committee
list, with current membership and
length of term of office is also being
used to update information as changes
occur,

6. Form letters requesting
Reserve lists are stored and can now
be quickly modified and produced each
quarter before being sent to the
teaching faculty.

7. A listing of periodicals,
newspapers, and other serials pur-
chasea by non-library units, SIU-E
circa fall, 1979,

8. A break-down of the library
budget for the years 1964/65 through
1979/80 in the categories of salaries,

- wages, materials, binding and "other",

giving totals and percentages. Our
Spinwriter printer enabled us to con-
solidate this information on a legal
size sheet for easy comparisons,

9., The results of a survey of
public coin-op copiers within the
state university libraries of Illinois
(CODSULI) .

10, Prrparation of a third edi-
tion of Masters' DRegree Thesces
Prescnted at Southern Illinois Uni-
versity at [Ldwordsville: a Biblio-
araphy clasified by subject areas.
Thic covers the period 1968-80. A
paraprofessional prepared this on the
Apple II in approximately 60 hours
using the "Magic Window" program.
This compares with the use of a
protessional librarian assisted by a
clerk and several student assistants
over a much longer period of time for
previous editions,

The following applications are
now under development:

1. An index to our local
newspaper, We have already produced
several years on microfilm,

2. Updating of approximately 150
library instruction bibliographies and
search quides.

3. Compilation of Slavic and
East-Europecan bibliographies and other
special research collection materials
lists.

4, An index to the SIU-E Faculty
collection, a permanent exhibit
consisting of monographs and non-book
publications, which will provide for
easy updating and retrieval,

(Continued on next page)




5. Analyses of comparative HEGIS
statistics compiled from our own state
university (CODSULI) 1library
statistics.

6. Student payroll bi-monthly
reporting of expenditures to date by
library units,

APPLE IN PLATTSBURG, (NY) PL

Prompted by the growing awareness
that there are many children in rural
areas that are growing in a computer-
dominated world without themselves
being able to acquire computer liter-
acy, Stanley A, Ransom, Director of
the Clinton-Essex-Franklin Library
System in New York, decided to do
something about the preoblem., Investi-
gation revealed that a microcomputer
could be purchased for less than
$3,000 and the board of trustees
authorized this for the Plattsburgh
Library children's room.

The Apple II was chosen, primar-
ily because of the disk drive program
storage, the color graphics feature
and the audio synthesizer capability,
in addition to the availability of a
wide variety of software, The unit
consisted of an Apple I1 Plus with 32K
bytes of RAM, one disk drive, integer
BASIC firm-ware card, Zenith color
monitor, game paddles and related
hardware. The system was eventually
expanded to 48K bytes of RAM. Among
the software purchases were
educational programs in math, econ-
omics, and word learning, as well as
Micro-Chess and various games.

During the day the system is
available to adults and as the stu-
dents arrive after school they fill
out the time frames. There are soft-
ware users and programmers, the latter
usually older than 11 and who have
access after 6 p.m, 1In the carly
stages users were restricted to 15
minutes each but as the actual writing
of programs requires more time this
was expanded to an hour, There have
been volunteers to teach programming
to children and it has been found that
they tend to teach each other as they
learn more about the system,

A more complete account of this
project is given in: Romans, Anne F.
and Ransom, Stanley A. "An Apple a
Day: Microcomputers in the Public
Library.” American Libraries, December

32

1980, pp. 691-693. This excellent
article also contains an annotated
bibliography on children and
computers,

APPLES BACK UP CLSI CIRC SYSTEM

The Tucson Public Library has
recently purchased two Apple micro-
computers (48K) and a software package
from Computer Translations, Inc. (CT1)
in Provo, Utah, The Apples will be
used primarily as back-up for the
Library's CL System, Inc. on-line
circulation system by recording check-
out and checking transactions are read
back into the circulation system data
bases when the system comes back up.
The system requires an Apple II Plus
with 48K RAM, two floppy disk drives,
a screen (TV or monitor), software and
a special switch available from the
software vendor,

Installation of the two Apples
was accomplished just prior to a sche-
duled downtime day, so Library staff
had experience without delay on the
latest additions to TPL's
technological family. When the circ-
ulation system was brought down, the
Apple units were activated without
problem and performed flawlessly.,

Circulation staff were generally
enthusjiastic,.."It's great®... "Beats
handwriting the transactions®...
"Speeded checkout tremendously®...”In-
formation transferred accurately to
main computer when we came up”.

At present, the Main Library is
using the Apple as a direct on-line
terminal with an adaptive modem from
CTI., Evaluation of this and investig-
ation of other possible uges in under-
way, and two additional Apples have
been ordered. The system vendor is:

Computer Translations, Inc.
Box 7004 University Station
Provo, Utah 84602

Phone: (801) 377-2844

A wide range of other programs
are available from the company. The
use of these in addition to the Apple
circulation system backup can make the
microcomputer a very versatile add-
ition to the library.




CLASS OFPERS MICROCOMPUTER SUPPORT,
DISCOUNRTS TO MEMBERS

CLASS, the California Authority
for Systems and Services, offers, in
addition to its "large-scale" ser-
vices, both hardware discounts of
about 10% off list price on TRS-80 Mod
11's software. They have a general-
ized intormation retrieval system (See
"Golden Retriever is Not a Dog" story
elsewhere in this issue) and a ser-
ials control system, The latter is
for small to medium size libraries.
It provides for current check-in,
claims alert, subscriptions and pay-
ment, routing, binding, and location
information, It is available for
$1500, A maintenance and upgrade
subscription is also offered, fnr
$600/yr. Though many think of CLASS as
a strictly "California™ organization,
it has many members outside the state.
Membersnip fces are based on a sliding
scale, dctermined by the library's
bbok budget. Applications and inquir-
ies from libraries located anywhetc
are welcome, CLASS is located at 1415
Koll Circle, Suite 101, San Jose, CA
95112, (408) 289-1756.

GOLDEN RETRIEVER IS NOT A DOG

Whatever its other qualities, the
general information retrieval syctem
offered by CLASS gets high marks for
its name. "Golden Retriever II" is a
TRS-80 Mod 1I based system which pro-
vides:

. Keyword indexing with full

Boolean logic for searching

. Variable records lengths

. Sophisticated command lang-

vage and field modification

. Unique data constants and

prompts for rapid data entry

. User friendly interface with

"help" commands

. Flexibility to meet individ-

ual needs

Golden Retriever 11 is an im-
proved version of the system designed
by Jerry Lerman at Golden State Uni-
versity. It forms the basis for the
Serials Control System offered by
CLASS (see previous story). It can
also be used for reference material,
newspaper indexing, terminal access to
other systems, mailing list control,
and other purposes., At present the
system requires three 8" disk units,
one for the programs and operating

system, one for master file storage,
and one for index data. Future plars
include an upgrade to a hard disk
system, allowing storage of very large
files. Further information is avail-
able from CLASS, at 1415 Koll Circle,
Suite 101, San Jose, CA 95112. (408)
289-1756.

NEW JOURNAL TO REVIEW PROGRANS

A new semi-annual journal, gSoft-
vare Revicw, is scheduled to begin
publication this fall, According to
the publisher, Software Review will
feature: articles on software con-
cepts, evaluation, and selection; re¢-
ports on available software products
suitable for ecducation and library
applications; and rceviews of books and
other recent publication: pertaining
to computer software and with dircct
relevance for library and educational
users,

It will be edited by William
Satfady and Rhoda Garoogian both of
the Schoos ol Library and Infoarmatyorn
Science, Pratt Institutc.

Subscriptions arc availalle [rom
Microform Review, 520 Rivcrside 5oy,
Westport, Ct. 06880. Subscription
rates are: USA - $2B/yr; Canada and
Mexico - $43/yr; Other foreign
countries, air mail - $58/yr.

UNC-GREENSBORO OFFERS SUPPORT AND
PROGRAM

Professor Theodore¢ C. Hines has
rrepared a paper describing some thir-
ty differcnt library applications of
microcomputers, exclusive of the neoi-
mal "business and accounting" oprr-
ations. These ranaec from preparalion
of catalog cards through film
bookings, special collcections catalog-
ing, community bulletin boards and
preparation of name and subject
authority lists,

"Getting into microcomputer use
is not as difficult as it may scem,
because there are various levels of
involvement possible. Level onc is as
simple as acquiring a computer and
learning to load existing programs --
basically not as hard as loading film

(Continucd on next page)
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in a camera, FEven at this level, use
of a word processing program alone can
make the microcomputer pay for itself
in less than a year even in a quite
small library.”

Finally, do not think 'library
automation’', Rather, think public
services -- and think of new public
services, not just the use of the
computer to make older chores easier
or more efficient, Make your
computerization visible, and show it
visibly providing something new in the
way of services to users,"

Faculty members of the Library
Science/Educational Technology Divis-
ion and the School of Education at the
University of North Carolina at
Greensboro (Greensboro, NC 27412) have
programs which can carry out, or be
adapted to carry out, all of the
thirty applications which Dr. Hines
describes, Further information can be
obtained by writing him, Mrs, Rosann
Collins, or Dr. Francis A, Harvey at
the above address. They may be
reached via phore as well, at (919)
379-5710.

TRS-80 IN USE AT GLENDORA (CA) PL

Glendora Public Library is cur-
tently using a Mod 1 TRS5-80 for order
controi, catalog cards, terminal use,
and electronic mail. In addition,
some non-library applications are run-
ning as well, including a program to
list all city employees by name or
department, and a salary/benefit
inter-city comparison system. Accord-
ing to John Jolly, Director, their
plans to expand into printing overdue
notices and bills, maintenance of a
community calendar, word processing,
and connection to the "Source" system
on-line.

In addition to the Mod I itself,
with 48K RAM, they have the expansion
interface, 2 mini-floppies, a Qume
"daisy-wheel” printer, a modem and an
RS 232-C Serial Interface board. The
software support included Level 1I1I
BASIC in ROM, word processing prog-
rams, an assembler and disassembler,
and communications support,

The programming has been done by
Mr, Jolly, who can be reached at Glen-
dora Library and Cultural Center, 140
S. Glendora Ave,, Glendora, CA 91740,
(213) 963-4160.

LOSING YOUR MEMORY?

If you are having trouble with
your microcomputer losing its memory
or acting erratically, static electri-
city may be the cause, Most micropro-
cessors have some type of internal
protection which is effective under
normal conditions, However, when the
temperature and humidity are low and
there is carpeting in the vicinity, a
human operator can build up a charge
of 20 to 30 kilovolts. Since a micro-
processor can be damaged by voltages
as low as 10 volts it is wise to
discharge the static electricity by
touching metal, another person, or a
large animal, (They may object of
course,) In this event another techn-
ique is to apply antistatic spray or
fabric softener to the carpet near the
unit., This should solve the problem
of the lost lines,

SCIL VIA WORDSTAR

This first issue of the Small_
Computers in_Libraries bas been pro-
duced using the Wordstar text proces-
sing program running M/PM on an Altos
multi-user microcomputer. The printer
is a NEC Spinwriter. All the typo-
graphic variations in the text of this
issue werc crcated with Wordstar ex-
cept the masthead at the top of the
front page.

We will normally vse this system
to produce each issue, but sometimes
we will try out a different printer,
or perhaps a different way of organiz-
ing the material on the page, both to
demonstrate to our subscribers some of
the variations which are feasible and
to improve the appearance of SCIL
itself., This issue was prepared with
justified right margins, Perhaps next
time we will prepare it with a ragged
right margin, or vary the line spacing
somewhat, One of the valuable features
of a word processing system is that we
can try out these variations (as well
as some rather less successful ones
which never appear in print) with
minimal effort., We can alter the
printing parameters ad _lib to try a
particular format. If we don't like
it, we need only change them and try
again. The only expense is the extra
time consured in printing the draft

copy.
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YOUR PROJECTS

SCIL would appreciate learning of
microcomputer projects which you have
implemented in your organization. We
will eventually publish a directory of
who's doing what, but of course to do
that we need to know what you're
doing, To make it easier for use to
keep everything straight, if you write
to describe your program or applic-
ation, please be sure to include the
following points:

1. Your name and address (phone
umber too, if possible),

2. A description of what applic-
ations you are now running, (e.q.,
word-processing, cataloging support,
circulation, or whatever.) A para-
graph or two for each application is
sufficient.

3. What hardware you are using.
Be fairly specific, "Apple I1", "Apple
II Plus®", "TRS-80 Mod II", etc. Also
specify what peripherials you use;
disks, type of printer, etc,

4. What software you are using,
(e.g,, operating system, language
used, etc,). Also indicate whether
the programs were locally written,
adapted from other programs in the
public domain, or are commercially
produced programs (e.g.,, "Electric
Pencil®™, "wWord Star", "DB-Master",

etc.).

5. Other: (e.g., you might have
worked up a procedure for using a
commercially available data base sy-
stem. Though another user would have
to buy the system from the vendor,
your documentation on how to use it
could be vaituable,)

6. Indicate if the programs
and/or documentation are available to
others from you, and if so at what
cost.

7. If you have published any-
thing on your applications in the
literature, give appropriate cit-
ations,

SUBSCRIPTION DATA

The Small Computers in Libraries
(SCIL) Newsletter is a monthly public-
ation of the Graduate Library School,
University of Arizona, Tucson.
Domestic subscriptions are $20/yr.
Other subscriptions in North America
are $25/yr; other foreign subsriptions
are $35/yr. Subscription orders should
be sent to: :

Graduate Library School
w0 Attn: SCIL
University of Arizona
1515 E, First Street
Tucson, AZ 85719

il *ﬁﬁ‘_v‘;ir»jl‘;:,, .
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SCIL Newsletter
Graduate Library School
University of Arizona
1515 E. First St.
Tucson, Az. 85721

liancy Harvey
3500 36th St. i,
Arlington, VA 22207
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NAME

Patrick Dore
Aaron Farnell
Alfred Anzalone
Dorothy Mylin
Jane Cooney
Lealer Hughes
Anita Cristan*
Mary Stark

Linda Requena
Lorna Andrle

Lee Porter

Doris Egge
Carolyn Saintsing
Kathryn Coffman
Eleanore Zeman
Lucy Greene

Ed Burgess

Susan Macksey
Harvey Reynolds
Carolyn Alexander
Jim Hearon

L.S. Kuntz

Hoyt Galloway

Don Koslow

Jo Ann Schoonmaker
Carla Pomager
Phil Casey
Rosalie 0. Forst
Katherine Sites

ATTACHMENT 7

TFG ATTENDEES
21 May 1981

ORGANIZATION

Harry Diamond Labs.
ARRADCOM

PLASTEC

FAMC

Redstone Sci Info Ctr
Applied Tech Lab

HQ TRADOC

MEDDAC

Tripler AMC

Grandstaff Library

Ft. McPherson Library System
Ft. Detrick Post Library
HQ TRADOC

HQ TRADOC

MMCS

Army Logistics Library
CARL

Army Materials & Mechanics Research Center

Ft. Ord Library System
USACDEC

St. Louis Area Support Center
USAAUNC

Ft. Amador Panama

USMA Library

Ft. Monroe

Ft. McClellan/Chemical School
ARRCOM

ARRADCOM

Ft. Lee MSA/TRADOC

* Indicates that they dv not want to be on TFG mailing list.
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Report on Meeting Proceedings, CITA Task Force Group, 1981 Ammy Library Institute

Margaret Hardin, Chairperson

The CITA process continues to be characterized by wide variations in procedures
and local interpretation of basic instructions, making completion of a sample State-
ment of Work an especially important goal for the Task Force Group.

In discussion, Margaret Hardin noted the difficulties encountered in producing
a Statement of Work applicable to the various Army library types, each possessing
distinctive missions and requirements. Nell Strickland, Amy Library Council Liaison,
reported that Council direction to the Task Force Group called for the writing of a
sample Statement of Work geared to Morale Support Activities libraries that recognized,
as well, factors that must be addressed for other types of libraries. The final
product is to serve as a "shopping list" of components that may be extracted and used
as required by each library type.

Because composition of the Task Force Group has changed, and for the benefit of
new members, the Chairperson askad member Carolyn Pate to meet separately with those
new individuals to review progress to date in examining the CITA process and in
assembling a sample Statement of Work.

A draft sample Statement assembled by Margaret Hardin was reviewed (see Handout
# 1), as was a Statement of Work prepared by Nancy Bowles (see Handout # 2). Tasks
involved in the circulation and stack maintenance functions, assembled by Marcia Whipple,
were also examined (see Handout # 3). Arlene Tibayan provided a copy of a recently
revised outline for the Statement of Work that her installation had asked her to
complete with only brief prior notice (see Handout #4), and commented that it does not
mesh well with library requirements. Additional handouts from Arlene Tibayan were a
“Checklist for Libraries" (see Handout # 5), and a list for "Inspection of Libraries"
(see Handout # 6), both developed in a former overseas command and of possible help
in assembling the sample Statement.

Focus durinag discussion was on that section of the Statement of Work that spells
out specific tasks required of tre contractor. A number of tasks had been identified
and described earlier bv Group members and additional items were added. The fact was
stressed that the Statement is performance-criented. and so makes quality contro’
extremely imoortant. because the Statement tells the contractor what to do. not how
to do it, aualitv assurance tnat establisnes standards and acceptable levels of per-
tformance 15 needed. Group mempers worked at assembliing qualitv assurance standards
for tne foliowina tasks: interlibrarv loan, cataioginc and classification. ena user
orientation. This exercise demonstrated to the members the problems associated with
procucing standards with whicn all could aaree and confirmed that the "shopping list"
aporoach is indeed expedien-.

It was empnasized that librarians faced with the need to write a Statemant of
Work should examine and utilize the sample Statement. Thouah local format and in-
structions will probably diffe-. tne sample will represent the combined experience o~
a number of Armv librarians. ana review of its basic content and approach ic
especialiy recommendec.
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FINAL ACTION

Copies of the sample Statement of Work in final form will be forwarded to the
Army Library Management Office (ALMO) in August and those librarians with an
immediate need for assistance with CITA may go direct to the ALMO for a copy. It
is suggested, however, that coordination first be made through the Major Command
librarian concerned, since additional guidance, material, and possible refinements
of the sample Statement geared to specific types of libraries may be available.

MEMBERSHIP
Task Force Group members who have served are as follows:

Chairperson - Margaret Hardin

Members Nancy Bowles
Barbara Everidge
Delfina Galloway
Severine Langelan
Marijean Murray
Carolyn Pate

) Glenna Piersall  jarriet Pitchford

1 Benard Strony

3 Juanita Taylor

: Arlene Tibayan

p Albert West _____— Marcia Whipple

, Beverly Wood

ALC Liaison - Nell Strickland

D. Louise Maclean

Marijean Murray
Recorder
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SAMPLE HANDOUT 1, CITA TFG

|

|

STATEMENT OF WORK i
GENERAL ]

4

1. MISSIUN.

The Morale Supprort Library Branch will provide the » litary community effective,

professionally directed library services and adequate quantities of current, reiro ]
spective, and authoritative book and non-book multimedia materials in all subject fields
to support (1) morale, welfare, recreation, education and traini ng programs, (2) provide
mission support to activities and installations, (3) complement specialized collections

in other Army libraries, (4) stimulate the use of library resources.

2. SCOPE,
The contractor shall operate the Morale Support Activities lLibrary Branch. The

services under this contract shall be made available to authorized perconnel in com-

DR TR )

pliance with AR 28-1. Idbrary services shall be available seven days a week and contractor
personnel shall be on duty when the libraries are open to the public. The library

branch consists of four libraries and one library service center. The main library ls
located in a XXXX squzre foot pormanent building which opened to the public in X,

This building, number XXX, is scheduled to be expanded by XXXX sguare feet in the FY 1985
MCA program. This library houses a conference room which can seat b persons who reccrve
the room for conferences, classes and meetings. This library also houses & coin operated
copy machine, microformat reader/printers, phonographs, projectors, study rooms, Lyping
rooms, a children's roon, two patios, a staff kitchen and lounge area and a work arce.

A vault containing classified documents is also located in the main litrary. The XXXX
square foot Branch library # is located 3.8 miles from the main libtrary in a frame
building built in .19U2. This building is scheduled for demolition in FY 1985. All
children's books are housed in this library. The XXX square foot Eranch library

is located 10.9 miles from the main library in an area known as West Fort XXX, in room

XXX of building number XXX, The Hospital Patient lLibrary is located in XXX Army Hospital,

in room number XXX. The Library Service Center, building XXXX, is XXX square feet in
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2. DFFINITIONS.

2.1,

2.2,

2.3,

2.4,

2.5

2.6,

247

2.8.

249,

2,10,

2.11,

2,12,

2.13-

2.14,

2,15,

2,16,

2.17.
2,18,

2O19n

Military Comminity. For the rurposes of this contract, the milj

is defined as that area ..,

Multi-media material,

Main Library,

Branch Library,

Hocpital Patient Library,

Library Service Center,

Children's Books,

Terminal,

oCLC,

FFDLINK,

Ephemeral material,

Serial publication,

Microformats,

MCA Program,

Publicity,

Ground maintenance,

Custodial services,
Autovon

Building maintenance,

42
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3. DOCUMENTS,
3ele AR 2R-1, dated ___ o Located at Procurement und Cortracting Office,

building XXX, Fort- XXXXXXX Texas,

3e2. AR 735-11, dated ___ . Located at Procurement and Contracting Office,

& Building XXX, Fort XXxxxxx Texas, :

Je3s Security regulation,

3.4, Standards of Conduct regulation.

3¢5, Safety regulation.

3.6, Energy conservation policies,

3+7. EEO policies,

3.8. 0fficial correspondence regulations.




4. GOVERNMENT FURNISHED FACTLITIES AND SERVICES.

4.1, The government will furnish the buildings and/or rooms which are the sites
of the present libraries,

4,2, The government will furnish Army, Department of Defense, and Fort XXX 1orms,
requisitions, and directives as listed on attachment #1, Initial supplies of

these items will be available at contract start,

b.3. The govermment will furnish existing expendable supplies

and equipment on hand at contract start for inclusion in contractor inventory.

1 44341, The government will furnish non-expendable equipment and furnishings on hand
1 at contract start for inclusion in contractor inventory and for the 1ife of the

contract only, as listed on attachment #2.

4 4.4, The government will furnish facilities-related services as followsi

4,4,1. Garbage pick-up and disposal service,

b.bo2. Local, Class A telephone service in all libraries. Fhone use will be in

3

accordance with Fort XXXXXX Regulation ____e Autovon service will be .
provided at the main library only, |

b.4.3, Utilities to include electricity and water.

L4, Insect and rodent control.

L.4.5. Penalty mailing privileges?

b.,4,6, Building maintenance,

b.4,7. Replacement of dead grass, shrubs and trees if necessity for replacement

is not the fault of the contractor.

4,5, The goverrment will furnish the Contractor's Representative (COR) as designated

on orders by the Contracting Officer at Fort Missilo, Texas,



11

5. CONTRACTOR FURNISHED FACILITIFES AND SFRVICES.,

5¢1. The contractor shall furnish a quality control manual to assure the requirements

of the contract are provided as specified, and to provide a method for identifying

deficiencies in the quality of services performed,

542. Services to be performed by the contractor shall not be delegated to a sub-

S e s i e

contractor, The contractor shall be solely resronsible for the performance

o7 the contract not withstanding the delegation or assignment of any powers

e b ot T

or duties to his employees,

i

5¢3. The contractor shall provide all personnel required to perform all aspects of

library and library-related services as shown in Exhibit #1.

5«4, The contractor shall furnish an on-site project manarer to supervise library

services and conduct qnality evaluations,

gi 5¢5. The contractor shall provide expendable and non-expendable supplies and equip-
ment beyond initially furnished supplies and equipme=t, as they are needed to
Ll provide library services. Furnishings and equipment needing replacement during

! and/or repaired
the 1life of the contract, shall be replaced/by the cantractor as the furnishings

and/or equipment become unserviceable.

5¢6. The contractor shall furnish a vehicle, and provide all maintenance and operational
expenses of operating the vehicle for library mail pick-up and delivery, and

for distribution of library materials and supplies.

5¢7. The contractor shall provide ground maintenance to include, but not be limited
to, weed control, grass control, clipping and shaping of hedges and/or trees, : ?
trash and debris removal, watering and fertilizing and cleanine of sidewalks,

steps and stairs., The ground maintenance.shall include all areas immediately

outside ljbrary facilities as defined by the Post Engineer.
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5.9,

5.10.

5.11.

5.12.

5.13.

5.15.

S5, 16

available to authorized government representatives.

The contractor shall provide custodial services ir all areas of library
facilities furnished by the government, in accordance with Post Engineer

requirements.

The contractor shall furnish and equip his own office off-post if such an office

is needed.

The contractor shall comply with safety and security requirements as specified

in AR , dated . ;

The contractor shall comply with EEO policies as specified in .

The contractor shall prepare official correspondence in accordance with

AR, dated .

The contractor shall provide library personnel to participate in preparation
and planning for post wide annual and seasonal programs to include, but not he

limited to, Armed Forces Day and Fourth of July celebrations.

The contractor shall be responsible for everything else needed to produde the

desired results, except what the government furnishes.

The contractor shall provide the COR lists of titles of new materials, new
equipment, and information about library programs that would be of interest

to library patrons, for inclusion in ihe HMorale Support Activities public;;y

A

newsletters, bulletins, flyers and posters. - -

The contractor shall maintain data consisting of, but not limited to, monthly

library statistics showing the activities in each department with monthly and

cunulative totals for each fiscal year. This dats shall be made readily

e Rl s b




4

5.17.

5.18.

P S o)

The contractor shall accomplish a complete inventory annually of all circula-

~

ting and non-circulating library items.

The contractor shall comply with requirements specified in the DATA Requirement?

list (Attachment # ).

L el i
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8 6. Specific Tas¥s or Requirements,

(Tasks to be prepared hy the following:)

_ 6.1, Administration Marparet Hardin
!
1 6.2, Acquisitions Sarah Michel
6.3. Technical Services Elizabeth Madden
6.4, Reference Flizabeth Bolden
6.5. Circulation/Stack Maintenince Marcia Whipple
-' 6.6, Secret documents Delfina Galloway/Judy Hawthorne
3 6+7. Public relations Margaret Hardin
‘ £.8, Mail room Juanita Tavlor
3 ‘
! 6.9. Serial publications Nancy Bowles
ki _
1 6.10, Inventory Margaret Hardin
E |
:"i
& 6,11, Reports Marijean Murray
'QJ 6.12, Hospital library service Marcia “vhipple, small hospital

Nancy Bowles, large hospital

¢ | 6.13  Extension services Carolyn Pate
b 6,14 Maintenance of grounds Juanita Taylor
-y

6.15 AV equipment !

6.16. Collections management ?




STAT: MENT OF WORK 6.2
ACQUICITIONS

Scope: The contractor shall provide full acquisition services for a
technical library whose patrons consist chiefly of engineers and
scientists. The contractor in performing this service shall supply
books, serials, microforms and ephemeral items.

Definitions: GSerial - A publication in any medium issued in successive
parts bearing numerical or chronological designations and intended to
be continued indefinitely. Serials include: newspapers, annuals,
Journals, proceedings, etc.

Ephemeral Items: Publications of an obscure or unusual source, e.g.,
pamphlets, Ilyers, posters, etc.

Government Furnished Facilities: The contractor must have the demonstrated
capacity to pay cash to the publisher before delivery, if it is a

publisherS requirement. Contractor must supply a monthly status report of
items on order and received. List due on or before last working day of

the month. The contractor shall provide courier service to deliver

rush orders to the library. Contractor shall be responsible for every-

thing else to produce the desired results except what the Government
furnishes.

Specific Tasks: The contractor shall order books, renew subscriptions,
receive and deliver items, supply status lists, service subscriptions,
perform accounting and invoicing functions and provide documentation and
reports on orders placed, paid and amended.

Quality Assurance Provisions: All orders placed by the library will be
acknowledged in writing by the contractor within three working days of the
contractor§ receipt of the order. The contractor shall place book orders
within five working days of receipt. Rush orders shall be placed by the
contractor within 24 hours of their receipt from the library. The
contractor shall place renewals for serials on the subscription list
within sixty days of receipt of the list. All subscription orders
requiring advanced payment shall be made by the contractor for later
reimbursement by the library. The contractor shall strive to place all
crders on a calendar year basis.

The contractor shall not place any order for supplements, cumulative
indexes, special issues without the approval of the library.

The contractor shall deliver items on a weekly schrdule except rush items
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4

which will be delivered immediately Lo the Vitrary uron
receipt by the contract.r.
The contractor shall servicee cubscription ty memns of claims, ajlrecs

changes, renewal notices and notification to the library of changees in
publication status.

on transactions.

lecord and Receipts: The contractor shall provide monthly status lists
of publications on order. The lists are to be received on or before

the last working day of the month. The contractor shall confirm each
erder in writing to the library within three days of receipt. The

contractor shall provide the livrary with full financial statements
Concerning orders,

Designation of COR: The library shall desi
authorized to transmit orders.
and confirmed inp writing.

gnate in writing individuals

Certain orders may be transmitted by phone
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642 Acqnisitions.,

] Purchase requisitions shall he initiated by the contractor and be aprroved

by the COR. Required files and records shall be maintained by the KOR. The

KOR will maintain records of any deposit account/blanket purchase agreements
which may be established.

-
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A

CITA, SO

EXTENSION SERVICES 16 April 16™

Provides library services outside the main library throush branches, boolkmobiler,

field collections, deposit collections, mail service, office collections, paperbound

outlets, or other methods.

2 . . 2 = o i anr
Survevs military community to determine locations or relecations for service an

the types of services required. Coordinates plans and activities with military

units, education programs, lorale Support branches, and other mission ggfgggéal

Post activities. Provides mission essential reference material to individual
offices for justifiable reauests,  Develops programmine responsive Lo users in

the local community.,

Extension services include, but are not limited to, circulation scrvices, refércence

énd reader's advisory services,
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1
1
3
6,16, Collection Maintenance,
The contractor shall select and acquire throurh purchase, or loan
reading materials for the library necessary to satisfy the requirements of all
aysr interests
authorized users in the accomrlishment of their missions/and maintain up-tc- {
date responsive collections of reference and circulating materials.,
: i
.,-; |
i }
|
5
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7+ QUALITY ASSURANCE PROVISIONS,

7¢1. The assurance of the quality of key personnel and other library employees will

be based on specific information given in Exhibit #1.

T v i
g, -l

7+24 The quality assurance level of services will be based on customer satisfaction

and growth and maintenance of the library collection as specified in the
contractor's quality control manual, and as given in the Statement of Work

paragraph 6,5, and paragraph 6.16,

7+3. The quality assurance evaluation will be based on contractor performance in
complying with the Army 1ibrary mission requirements and in performance of

specific tasks and/or requirements 1isted in paragraph 6,1 thru 6,16,

7.4, The quality control will be based on a file of inspections conducted by the COR

and the corrective action taken by the contractor.

ii 7¢5¢ Library services and compliance with AR 28-1 and AR 735-11 and applicable SOPs,

will be monitored by the COR, and by the Commgnd Librarian throigh staff

assistance visits and through review and approval of for

the purchase of mission-essential commercial technical pnblications and productionsi

through review of patron surveys and questionnaires, and throngh monthly review

of statistical reports.




8. DELIVERABIES (RECORDS AND REPORTS)

8.1.
8.2.
8.3.
8.4,
8.5.
8.6.
8.7.
8.8.
8.9.
B ll@.
8.11.

8.12.

8.13.

Purchase request form.

Receiving report form.

Monthly statistical report form.
Annual statistical report form.
Inventory adjustment report.
Interlibrary 1loan request, SF 162.

Statement of charges.

Heport of survey.

Blank form request.
Borrower's card.

Application card.

Hand-receipt form (property, non-expendable, appropriéted).

Hand-receipt form (property, non-expendable, non-appropriated).

(Date due, to whom, how many
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Exhibit [

TECHNICAL PROPOSAL INSTRUCTIONS

I. GENERAL
The purpose of this document is to give general instructions on the
_preparation of proposals to those who wish to respond to this Request
for Proposal. Adherence to these instructions by offerors will facilitate
an objective evaluation of proposals by Army officials.

The work to be performed under this procurement is as described
in the attached '"Statement of Work. "

It is desired that your Technical Proposal be 6rgnnized according
to the following format:

Introduction

Management and Operations Plan
Comprehension of Army Library Program
Personnel Qualifications (Resumes)

I1. SPECIFIC INFORMATION

The technical evaluation will be based on the information furnished
b i in your response to the RFP. The Technical Proposal should therefore,
address itself to the following:

A. Key Personnel

The quality and pertinence of past experience and education

will be evaluated. The background data of key personnel must be com-

g plete and verifiable. Show the company's commitment of key personnel
g | reflecting the continuity of required professionalism throughout the dura-
1 tion of the contract, including extensions. The contriutions of each key
: person to the proposal, and an indication of availability will be included.

k! Failure to submit a resume for a key position will result in assignment

of a zero value,
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B. Management and Operations Plan

; 1. Describe policies and procedures establishing the authority
3 and responsibilities of the on-site project manager within the company
structure. Discuss the specific authorities and responsibilities of the
project manager and his subordinate supervisors for performance of work
1 described in the Slalemenl of Work.

2 2. The identification of personnel must include position title

1 and an explanation as to how they will be integrated into the company manage-
ment and operating plan. Specifically discuss proposed sources, numbers

of personnel, skill-mix, supervisory ratios, and deployment against your
organizational approach. Include an organization chart showing deployment
of personnel. A departure from the projected manpower level contained in
Attachment A must be fully justified.

T R T S

3. Describe how you intend to perform the functicns identified

i in the Statement of Work. Show the working relationships between organiza-

tional entities and indicate what work will be performed by each and how the
i work will be accomplished. Describe your work control plan for assurance
of quality, timeliness and efficiency for categories of work within broad
functional areas. Explain specifically how you plan to control library loans,
maintain records of accountability for library materials, and purge the
library inventory of materials no longer needed. Provide information as to ]
i how you plan to cover secretarial, bookkeeping and other administrative '

functions on-site. Describe how you intend to provide the reports listed in

para. 8, Sow.

L C. Comprehension of the Library Program

¥ This factor includes the degree of understanding of all require-
- ments of the mission as demonstrated by the adequacy of response to the
RFP, appropriateness and compatibility of management policies and
objectives and suitability of the proposed organization structure. Discuss
understanding of general objectives and specific requirements of the project,
3 providing a general overview of what is to be done. ‘Proposers are cautioned
‘ that cost realism will be used extensively in the Government's assessment ,
of the measure of understanding possessed by each offeror. Proposals which 1
- are unrealistically low or do not reflect a reasonable relationship of com- '
] pensation to the job categories so as to impair the contractor's ability to

! recruit and retain competent personnel may be deemed reflective of failure
; to comprehend the complexity of the contract requirement. In this regard,
NASA is concerned with the quality and stability of the work force on this
contract. Include a total compensation plan (salary and fringe btenefits)
b for professional employees.
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III. EVALUATION CRITERIA

Proposals will be evaluated on the basis of several general factors
and associated weights. Offerors are cautioned not to minimize the
importance of an adeanate response in an area because it carries less
weight than other areas. The factors and relative weightings are as
follow:

1. Understanding the Requirement
Z. Qualifications of the Librarian (Project Manager),

Factor 1 is weighted most heavily.
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EXHIBIT 1
ATTACHMENT A

Staffing and workload data

The following is furnished as information to assist the offeror in preparing
a proposal.

Staffing Historical Projected
1ist employees now working in No. now Upcoming
the library, as approved in the working changes

Economic Analysis

Workload Data

The following workload data represents that effort performed by the above cited

staffing. ACTIONS (FISCAL YEARS)
DEFPARTMENTS QUANTITY 1980 1981
A. Processing

Books purchased and cataloged XXX XXX

Books prepared for bindery XXXX XXXX

List other actions

B. DOCUMENTS

Documents on hand XXXX
Documents {classified) XXXX
Documents checked out . XXXX XXXX

List other actions




Exhibit 1
ATTACHMENT B
Qualifications

The following position qualification guidelines are not inclusive of all categories

of labor and are not intended to restrict the offeror's approach in proposing other
classifications which they believe can perform the effort with maximum economy. The :
Government however expects that for those classifications proposed which are listed

below, the individual will meet the qualifications described, and for others, the offeror

offeror will furnish justification supporting changes in classifications.

POSITION QUALIFICATIONS AND EXPERIENCE
*librarian Master of Arts degree in library science from an

accredited college/university, with six years
progressively difficult supervisory experience in

XXXXXX (type of library/ operations. Demon-
strated capability to rlan and execute a special
library program, including related administrative
activities. One of the six years of supervisory
experience must include managing a library program )
of an organization comparable in size, type, and
complexity to the XXXXXXXX Library.

ki * Librarian (reference) .
| * Librarian (cataloger)

4 .

| Continue listing all personnel

i approved in the Economic Analysis. Give qualifications for each.

i

as

*

Key Personnel. Submit written resumes outlining education and experience for personnel
intended for these key positions and indicate whether these people are committed
to work under the proposed contract.
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CIRCULATION QUANTITY
Books on Hand XXXXXX
Books checked out
Pamphlets checked out
Art reproductions
ETC. ETC. ETC.
Periodicals on hand XXX
Periodicals checked out
Microformats
Microfilm on hand XXXXXX
Microfiche on hand XXXXXX
Ultrafiche on hand XXXXXX

Microformats used in library

REFERENCE SERVICES

Reference books on hand
Reference questions
Reader's advisory services
Interlibrary loans
Telephone queries

LIST ANY OTHER DEPARTMENT NECESSARY
Childrens?
Activity rooms?
Typing rooms?
Record players?

XXXXX

ACTIONS (FICTAl YEARS)

1980

XXXX
XXXX
XXXX

XXXX

XXXX

XXXXX
XXXXX
XXXXX
XXXXX

1A

XXXX
XXXX
XXXX

XXXXX

XXXX

XXXXX
XXXXX
XXXXX
XXXXX




1.1,

1,1.1,

1.1,2,

1.1.3
lﬂlIL‘O

1.1.5.

]-1.6-
1.1.7

2,

2.1

2.1.1
2.1,2
26 1573
2.1,4
2,1,5
2.1,6
2.2

2.2.1

‘20 2. 2

2.2,3
2,2,4
2.2:5
2246
2.2.7

)
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vorm BERICT CF wURR

Scope, This S,0,W, contaiqs tne requirement for the operation of the Intfo, "!.rary

of the Morale Support Activit- at Ft. uveadpan, Co,

The Contractor shall furnish the militery community with all library services for

one year,

The Military community consists of active duty personnel stationed at Ft, uveadpan,
neighboring Camps Sun'py and Mugvamp, and their dependents; retired military personnel
and their dependents, hospital patients, and civilian eaployees at Ft, Deadpan,
Approx, population served is XXXXXX,

Liorary services include, but are not limited to: acquisitions, cataloging, reference
service, circulation and distribution of library materials, and preparation of
bibliograrhies, -

General information and directional requests shall also be answered,

The Contractor shall be responsible for the acquisition and dissemination of the
following resources: books, periodicals, pamphlets, phonograph records, cassette
tapes, microfiche, art reproductions and on-line search services,

The Contractor shall operate the library x days a week, xx hours a day, The library
shall be open a mininum of xx hours after the military close of business,

The contractor shall be responsible for quality control of the library operations,
The Contractor's services are subject to inspection by a representative of the
government at all times and places during the term of the contract, See Inspection
of Servlices clause DAR ?7-1902.4 in Appendix A,

Definitions '

Library terms

Dewey Decimal System

Reference question

Directional Request

Manual Search

On-line search

McMaughton Book Service

Military Terms

D.0.D,

H,S.C,

A.R,

COR

S5.0.P,

Dependent .

Class A and Class C telephone service

g e




3, Covernmert irr »ael taci..t a0 e,

3.1 One library fac'lity on t- o w § 1 of sir, iis, consistin, u:
and including a : wiing roum, re;onoace goor, cildren's room, 2 oif.
areas, stack area, one sture room and one .atrine,

3.2, Furniture, See Appendix B,

3.8 Equipment, See “ppendix c.

3.4 The Government will supply one class A and one class C telephone, The contractor
shall be liable for'an_y charges other than for library business,

3.5. The Government will supply all utilities and insure proper maintenance of utility

e

equipment,

5.6 The Government will provide bullding maintenance, Structural changes at ccntractor
expense must be approved by -------- prior to making changes,

3.7. The Government will turn over all existing furniture, library materials and supplies

to the Contractor, These items will be listed on the contractor inventory., OSee

e T e D i b

Appendix D.

4, . Zontractor Furnished items 1
) 4,1 Tne Zuntractor shall furnish all personnel, services, supplies and equipment (except
ar  tne rwise provided by the terms of this contract) to jerform this contract, l
f L, 2 frniractual services, The Contractor shall provide McNaughton book service (with
a »nimum book stock of 600); on-line services of Lockheed with & minimum expeniitum |
. of xxxx dollars per year, ll
; 4.5 ~aterials, The “ontractor shall supply a minimum of:
i 4,31 XXXX new books per year, These shall be rew and not more than 1% remainders, The
X books shall be abprox, xx % non-ficticr and xx % fiction, and of recent publication,
| 4,%,2 XXX new phunograin receris and tapes, These :thall be new, in good conditicn and

popular with library osatrons,
4,3,3, =xxx pieces of microfilm and fiche
4,3,4, xx Art reproducticns per year, )
Loh Cleaning service, The contractor shall provide library cleanlng services at least

once a week, The outdoor lawns and Pa.rking area shall ve kept free of trash at all
timeg, . B
4,5, ~Staff, The Lontractor snall staff the librar y with qualified personnel during
operating hours,
4,5,1 Gualified "staff shall tonsists of:

4,5,1,1,At least one profe.)smnal librarian with a Yasters Degree from an accredited iitrary

/

{ school and a minimum of three years Jlbrary experience in administration,

i 4,5,1,2,At ]_ca_st‘one techni_ci_az; with a High School diploma and a minimum of 2 years library
experience' a.n& typing ability of a minimum of 40 wpm,

4 4,5 1,3,.ibracy aldes with a high school diploma and neeting a minimum typing requirerent

v

of #Cwpm, 63

-

R il
-
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L,5,2 Froper att.re <ha,i be wern when the library is open, Snorts, ha.ters anc cutoffs
are not ccusicerea acceptabie,

5. Specific taske, vujeratior of the library shall include:

5.1 Administration

5.1,1, General Administrative requirements,

5.1,1,1, Contractor shall furnish an organizational chart including names, addresses and
phone numbers (off duty, of individuals responsible for the library, Chart shall
be supplied to-------- .

5.1.1.2, Contractor shall provide rccord keeping and reports required in accordance with
applicable publications listed in #6,

5.1,1,3. ‘ne Contractor shall be responsible for preparing all correspondence for the
library, Correspondence for the military channels shail be prepared as outlined
in AR 340-15 (Correspondence manual), and other applicable publications listed
in #6 of this section,

5.1,1.4, The Contractor shall be responsible for maintaining administrative files in
accondance with AW 340-15-1, TheContractar shall make available all records at
tne tormination of the contract,

9.1.1,5Tne Sovernnent will supply all required forms,

£,1,2, tnyeical 3ecuirty,

5.1.2,1 Key Control, (mly authorized library personnel shall possess library keys,
Cne extra key will be kept in the Morale Support Officer's Office.

5.1,2,2 Security of the library, Library personnel closing the library at nirht shall
insure that all windows and doors are closed and locked,

5.1.3 Loss or damage of government property., The contractor shall be liable fcr any loss
or damage to government property and the facilities under his care which result
from contractor neglect,

5.1,2 Library administration (will be covered in another S.O,H.)

5.2 Acquisitions 9
553 Technical Services

S.4 Refercnc:/AV equipnent

5.5 Circulation/ Stack FKaintenance

5.6 Secret documents

5.7. Sablic relations ,
5.8, a1l room ‘
5.9, Inventory

5.10, Extension Services

5,11, Maintenance of grounds

5.12, Programming
5,13, Publications

i s ek

e L




5.14
5.1“'1
5'1“.1'

5.14,1,

5.1“.1.

5.14,1,

5.14,2
5.14,2,
5.14,2,
Sl 2.

5.14,3
5.14.3.
S 14550
5.14 4,
5,144,

£, 304,

5.14.4,

5 Lok,

1,5

SRS

5.14, 5,

Serial publications

Acquisition

1., The Contractor shall purchase a minimum of xxx periodical subscriptions for
a period of one year,

2. A variety of periodicals shall be selected including sports, news, military,
financial, how to, special interest, local, ethnic, men$ and women's publications

3. Quality, Periodicals shall be informative and objective, They shall either be
of known quality or favorable reviewed in a reliable source such as Magazines
for libraries by Bill Katz,

4  Selection of a jobber, Contractor shall use a jobber of known reliability to
insure receipt of periodicals, There shall bergge%ggsga gguggntgépégbgg%ggﬁgdns.
Monitoring receipt of periodicals

1 Contractor shall pick up the mail daily from the Army mail room,

2 Daily Check-in, Records shall be kept of all periodicals received,

3 Follow-up of missing issues, Claims for missing issues shall be made within 20
days following expected receipt date, '

Yaintenance of periodicals

1  New issues shall be put on display racks the same day of receipt,

2 Back issues shall be kept for x years, Feriodicals shall be kept in order by
publication and also by date,

Binding (If applicable) -

1 Selection of bindery, Contractor shall select a reliable company,

2. Periodicals shall be sent to the bindery monthly, Turn-around time shall not
be greater than one month,

3 Issues shall be prepared for binding, The contractor shall insure that all
issues are present and in order, Instructions shall be given to the bindery
to ensure consistency with bound volumes pr.esentl,.y in the library, Volumes
with missing issues shall not be bound, .

L, Upon receipt of bound volumes, contractor shall insure that the volumes are
correctly lettered, numbered and boun?, MNisbound volumes shall be' returned
to the bindery for correction, )
location of missing issues for binding

1 Contractor shall attempt to locate missing issues through the use of want
lists circulatedtgot less than xx number of libraries at least quarterly,

2. Contractor shall attempt to purchase m.iss.ing issues if available,

il i S PRI

bt ik G it
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5,25, Hespital library serviec
£.15,1 Ward Service
9.15,1,1 The “ookcart shall be taken to the warus during the morning rours a ninimum of »
days a week, '
5.15,1.2,A11 wards shall be visited at least twice a week except for tne nursery and intensive
care,
5.15,1,3, Paperbound books shall be given to all hospital patients requesting them, They
shall be supplied w'ith a selection of reading matter including non-fiction, novels,
and magarines, No 1limit snall be placed on the quantity given to a patient, Jlaticnt
shall not ve required tc¢ return these, Approx, xxx number of paperbound books and
magazines are given away per month,
5.15.1,4 Cataloged library books shall be checked out to patients who desire works which
are not available in paperback, Efforts shall be made to retrieve these books before
ratient is discharged from the hospital,
£.15.2  pecial requests, The contractor shall take the desired materials to the patient
the scame day as the request is made provided that the materials are present in
the library,
f£.15.3, CSpecial equipment,
£.15.3.1 Contractor shall supply talking books and players to the patients whenever requectad
Talking books and type of recording shall be selected by patrons,
“.15.3,2 Prism glasses, A stock of prism ¢lasses shall be maintained at all times, Tnese
ve issued free to patients at the doctor's request, They need not be returned,
Approx, x number of pairs are issued per month, Minimum stock on hand should be
»x number of pa’Ts,
5.15,3.3 Fage turners, Tx 1ts needing such equipment shall be issued ore, Contractor
shall insure that item is returned to the library before patient is discharged
from the hospital. X number of page turners shall be turned over to the contractor
at th ¢ beginning of the contract, Contractor shall be I:esponsible for showing
patient how io operaté the turner,
5.15.3.4 large orint books, The contractor shall supply these to patients as requested,
A base stock of these books shall be turned over to the contractor at the beginning

of the contract,

5.15.4.  ierscnnel services, Expericnced, sensitive "persconnel shall take the bookcart to
the wards, e /

5.15.5 Ambulatory patients, The “ontractor shall(be responsive to the special needs of
patients and insure that these needs are met:

5.15.6  Patients who do not have access to the library or the book cart,

5.15,6,1 Prisoner,, Contractor shall contact. the Military Police monthly to determine if
there are any prisoners needing paperbound books, Paperbacks shall be supplied as

66
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needed, Ar:rox, xX number of books are given to prisoners nontnly, |
5.15,6,2 Mental pa:.ents, Boxes of new paperbacks will be given free of charge tc personnel  §
in charge of the ward, A minimum of one book for every 2 patients shall be given '
out every month, Subjects shall be of popular interest and published within the
last two years, There are approx, xxx number of patients present at any given time,
6. Applicable documents and regulations
6.1 Library documents
6.1,1 A.L.,A, Rules for filing catalog cards 2nd ed. AIA, c,1968,
6.1,2 Anglo-American cataloging rules, 2nd ed, AlA c.1979, 1 ?
6.1.3. Dewey Decimal Classification iables i

6.1.4, Library of Congress Sub i 1dings

6.1,5 Operating instructions - ary equipment

6.2  Army regulations ’ |
6.2,1 DA Pamphlet 28-30 Library Uperational guide Army Library Program, dtd. 05 Jan 1977 i 4

6.2.2 AR 340-15 Preparing correspondence, dtd 01 Jan 1979
6.2.3 AR 340-18; 1&2 The Army Functional file System, dtd 14 Aug 1969,
6.2,%, AR 23-1 Army Morale Support Activitirs, dtd 01 Jan 1979
6.2.5, AR 735-11 Accounting for lost, damaged and destroyed property, did, 15 Cct 1978,
6,2,6, AR 735-17 Accounting for library books, dtd 21 Oct 1974,
6.2, When a new regulation is issued the contractor shall follow it amd disregart the old
one, COR will assure receipt of new regulations or changes to old repulations, )
Y64 The government will furnish copies of all listed documents and regulations listed
above,

Uc Reports
7.1 See DD 1423 Contract data requirements for list of required reports, Sce Appendix E.

7.2, See DD 1664 Data item description for description of required information, Appendix F,

7.3 Other reports, Contractor shall supply the Morale- Support Officer with an S,0,P, .
within 30 days after the start of the coatract, The S,0.P, shall specify the procedures
used to operate and maintain the library and grounds,

8, Performance requirements 4
8,1, " The contractor shall propose methods of quality control for the library operztions not |
later than the pre-performance conference, One ciopy shall be supplied to the Contracting

officer, ,
8.2 The government representative will visit and inspect the library a minimum o/f twice
| a mo..th to ensure that the contractor's perfarmance meets minimum performance standards,
8.3 The Government representat'i:}e will reveiw and\ evaluate the monthly statistics,
8.4,  The Government representative will question library patrons and ward personnel on a
_ random basis to determine the effectiveness of the library service,
8.5 Yerformance standards

67
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Appendix D

The Followins property wiil be turned over tc the coniractor at the beginning of the contract,

At thc end of the contract all items shall be turned over to the Gov ernment with the

exceptions noted below,

Furniture: See “ppendix B for listing,

Equipment: Uee Appendix C for listing

Books: XXXX number of volumes, losses during the contract period shall not be greater
than X & of the sum 61‘ volumes on hand plus the total number of volumes added during
the contract year, Salvaged books shall not be included in the loss percentage,
Salvaged hardbound books shall be turned in to and tbe number of
volumes salvaged verified by . Salvaged paperbound books shall

be turned over to — for numerical verification and then discarded,

Phonograph records and cassettes, losses during the contract period shall not be greater
than X % of the sum of items on hand and the Lotal number of items added during
the contract year, Damaged and broken items shall be turned over to _ for
nurerical verification and then discarded,

FEte,
“ibrary Suprlies: The same qda.ntlties of supplies shall be on hand when the contract is

completed as when the contract began, Any shortages shall be charged to the
contractor,

Listing of supplies,

70
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Appendix F
L] 108N TIPICATION aip
b » DATAITEM DESCRI¥TION oy e
] ' niveg = oo
3 List of On-Cal) Drivers - Yehicle Recovery Service USAF U-YGH-2
mum-now-g....‘ ¢ arPmaQvay, Davg
This 115t provides the names of fndividuals who can be ]_5’ ”51-7_979.
redcked on a 24 hours a day, 7 days a week basfis. e ST minagy R
HQ USAF/LETN .
ﬁl: LT T T ]
No
21 i BEERSY w, e T ATl
NSA
i L Ull.l“'-ﬂ-u-'llﬂl;-710-!—:’
A
; The 1458 will be used by the Base Command Post in the event
] that vehicle recovery service s needeq after normal duty |__ T
bours. L
NSA
Ll T T ———
. N/A
A Prepare 11st as follows:
i A
tame Phrce Number Address
‘
4'4! r .
1 ‘
¥ |
1
i
"Y
|
' :
%.;n" D '53:‘" 1 664 Seel ________ er______e.iems L

Data Item Descri;;figh.:—




6.51

6.52

6.52.1

6.52.2

6.53

6.54

6.55

HANDOUT 3, CITA 1rG

6.5 CIRCULATION/STACK MAINTENANCE

Rules and regulations for lending are contained in AR 28-1 and TRADOC
Reg 1-2. Directions for lending are included in DA Pam 28-30 and
Library sop.

Circulation techniques include all processes, records, and rules
Tequired for the loanp and satisfactory return of library matertals.

Registration of borrowers. Every patron authorized to borrow library
materials will show ap ID card and fi11 out. a registration card

(fig. ). 1n addition to the registration card, the patron will
have a borrower's card (fig. ).

Charging and discharging library materials. Charging is making a
record of the specific item loaned, to whom loaned, and for what
length of time. This essential information must be recorded at the
time of the loan either mechanically or manually. Discharging is

the cancellation of that record. Renewal of a book is the recharging
of the book to the same borrower for an additional loan period.

us wadt

a. At the close of each circulation period (eagh 3%y) book
cards for books lent are collected and sorted for counting and
entered in the circulation record.

b. Books and Mmaterials lent and renewed during each circulation
period are counted by class or (other) division and the count
is recorded to be compiled in weekly, monthly, and annual Statistics.

Receiving and recording money. See AR 735-17. Records of money
received for logt materials will be kept for established periods:

(daily, weekly, monthly.) Cash collection vouchers, DD Form 1131

(fig._ ) will pe submitted with cash to'Finance Office
(daily, weekly, monthly). -

Reserve Book. Any book or material in the circulating collection
not immediately available may, at the patron's request, be reserved
for him. A book which has been requested by several patrons should
be circulated to each in turn, as determined by the date of request.
DA Form 1884, Library Reserve Notice (fig,___).

Overdue Notices.
/

a8. As library materials become overdue at the expiration of the
loan period, overdye notices, DA FoKm 1885 or 1885-1 (fig. ),
should be sent to the patron.
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6.

6.

6.57.1

6.

56

57

58

6.5 CIRCULATION/STACK MAINTENANCE

b. When further notification is required it is recommended
that a letter be sent to the Company Commander or other person of
authority who will contact the delinquent patron and assist in
retrieving the property. Sample letter (fig._ ).

Maintain Interlibrary Loan records. Material will be borrowed from
another library to fill special requests and will be lent to Jdther
libraries. Standard Form 162 (fig. ) will be used or the ILL
subsystem of OCLC. Complete records are kept of requests sent,
materials received, and return dates. Charges for postage, insurance,
and photocopying must be collected.

Care of Shelves. The usefulness of the library collection depen?s
upon the ease and speed with which books and other library material
can be located.

Books, pamphlets, microforms, and other library materials must be
sorted and returned to their proper location after use.
classifications scheme is followed except for such materials as
microforms, maps, records, magazines, and pictures which require
special housing. Other materials such as fiction, special collections,
childrens, or youth books may be separately shelved. Locations of
such collections are indicated by a distinguishing mark or label.

a. Shelves will be read on a regular scheduled basis. This
duty involves going over shelves item by item to be sure each is
in its proper place. '

b. Shelves will be kept orderly by regularly aligning books
and providing support to keep hooks vpright.

c. Books and materials will be cleared from tables in reading

areas throuvghout operating hours. g

d. Routine and spot inspections should be used to supervise
shelf work. During this time the inspector makes note of minor
shifting needed, ¢hecks condition of shelf labels and location guides,
and also withdraws such books as neced relabeling or mending.

Taking Book Inventory. This is the task of checking the shelf list
against the entire stock whatever its location at the time. Shelf
list inventory will be taken (at the beginning of the contract)
and/or (at the end of the contract). Inventory Adjustment Report,
DA Form 444 (fig._ ) will be used ko record losses and gains found
during inventory. See AR 28-1 and AR 735-17 for allowable loss
percentage.
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6.16 COLLECTIONS MANAGEMENT

6.161 Selection of Material. The selection of books, periodicals, and
other library material, as distinct from their acquisition, requires
constant and extensive reading, a broad background of knowledge in
the literature, ideas, terminology and leading figures in many
fields, familiarity with bibliographical aids of all kinds, and a
high degree of judgement. The considerable amount of clerical
detail connected with order work, complicated as it may be, is not
to be confused with the selection process which is essentially
professional in character and which includes the following specific
duties. See AR 28-1 for guidelines on number of acquisitions per
year, and DA Pam 28-30 Chapter 5 Selection of Library Materials.

6.161.1 Formulate Policies of Selection. This task is basic, involwving
decisions that determine the character of the collection in relatica
to the function of the library.

6.161.2  Budgeting Book Fund. Conforming to the general policies adopted by ;
the library the book fund must be budgeted more or less minutely.

6.161.3 Make and Study Surveys of Reader Interest. This may include specaial
studies made from questionaires or periodic surveys of circulation
records and reports of staff working with readers.

6.161.4 Investigate and Study School Curriculum.
6.161.5 Investigate Community Needs.

6.161.6 Selecting Materials from Book Reviews, Catalogs, Lists, etc. The
basic list to be checked is the monthly DA Kit lists. Reading book
reviews and other literature are means of keeping abreast of current
publications and evaluating them. In the course of such reading,
items will be checked for tentative selection, "a process not to be
‘confused with clerical checking for titles alrecady in the collection,
number of copies, etc.

6.161.7 Preparing Lists' of Material Needed in Specific Subjects. In connec-
tion with book selection, this involves choosing, with the aid of
subject bibliographies and critical reviews the hooks that best fill
£aps or supplement inadequate subject coverage.

6.161.8 Considering Requests for Specific Material.
! 6.161.9 Decide Extent of Duplication of Spegific Material.

.161.10 Decide on Editions.

R R S g, e o
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6.16 COLLECTIONS MANAGEMENT
Consider Purchase of Material Sent on Approval.
Examine Dealer's Stocks and Publishers' Displays.

Interview Salesmen.

Make Final Selection for Regular Orders. When all information,
requests, and recommendations are at hand, contemplated orders for
New materials must be selected according to general policies.

Examining Material for Discard and Replacement. See AR 28-1 for
guidelines as to number of replacements and percentage of discard.
DA Pam 28-30 also has guidelines. This involves the exercise of
sound judgment based on knowledge of the collection in its relation
to the needs of the library.

Gifes, Carefully review each title prior to adding it to the
collection in accordance with AR 735-17.
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CHIWCK Li3T FCR LIBRARILS
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Name Location Class Date
Supe- Excel- |Ade- Inadc—
Factors Considered rior (lent quate guate

I. Adminisiration
1. Pcrsonncl Management,
8. Supervision
b. Training
c. Assignment of Duties
2. Technical Processes
a., Card Catalogs & Shelflists
b. Rccord Catalogs
J. Filcs & Records
d. Property & Policy Files
b. lapazinc Records
c. Supplies
d. Sufcpuarding of Funds
L. Circulézion Routine:
II. Ruaduers Scrvice

l.

Book Collection

a. Book Orders

b. Arrangcement

¢. Contcmporary Military
itcading Program

d. TForeign lanpuage Materials

(1) Books

(Z) Records

2. Non-Book Matcrial and
Pamphlet Filcs
3. Recordings '
L. Refercnce Service
5. Readers Advisory Service !
6. Inter-Library Loans d




oSupc- [uxcecl=- | Ade- 11 o=
Fuctors Consiucred rior |lent quatc | aualc

: 111, Tublicity & Public Relations
l. Publicity )

a, Postere

b. Booklists & Bibliographies ) -

c. Articlcs in Unit Newspapers

d. Daily Bulletins

4 c. Fliers
. AFN =
. Special bzhibits or
Displays
20 Programming ;
@, In Library 3
b. In Service Cluu :
¢. Plscvhere h
3. Co-ordination With On-Post [
and Off-Post Activities ]
d. Other Sections ;
b. Unit Commanders 3
¢. FElucation Center ?
d. US Forcos Institute Students
¢, U. of laryland Courscs ]
i !
f. Courses Publicized in Library ;
- } 4
3 p.  Clubs and/or Groups ;
k[ 1V. Physical Aspecis 1
i 1. Physical layout 4
§i 2. Maintcnance |

3. Utilities

L. Library Furnishings,
Fcuipment, & Supplics

V. Utilizotion
1. Attendance

<+ Circulation

3. Military Usagc ' s




————

Factorc Considered

Supe-
rior

Excel-
lent

Ade-
quate

Inad:-
quatc

P ——— —===
VI. Miscellany

1. Hours of Operation

2., R & U Support

3. Post Level QM Support

L. Transportation

5. Signal Support

VII. Familiarity with Directives, etc.

GENERAL REMARKS:

RECOMMENDATIONS :

PERSONS CONTACTED:
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CHPICYICH OF L15AARILS

Points or questions below ard sugresieu as a guide for peridodic
insgpection and review of libraries by the irmy Librarian. This
ingpection check list was compiled for a specific arca, there-
fore, not all poinis will oc applicatle tc¢ cvery arca, This
ohould be considered us a guide and adapled as feasible.

a. Appearancc and physical condition

1. Is the library clecan and altractive? i/hen was it
last painted? Drapes laundcred? Any evidence of
water danage or leaks?

2. Arc the bocks shelved neally? ILettered on spine
legibly? Are oversized bookends needed? (for
reference & large books) Have the shelves been
carefully read?

0. Arc the book vections marked to show location of
Loelis (fiction, reference, western, mysterics,

: °C10HLC“f1CthH special collcclions, etc)? Are

1 the labels clcan?

Li.  Are there gpecial exhibits of new books or books
on a particular subject?

4 . Are correct hours posted cn clean, ncat signs oulside
library? Are holiday hours (whelher 'thai or American
holiday) clearly noted?

6. 1Is the lighting adequate? Any burned out bulbs? Are
stack arcas card catalog arca and desk arca adequately
lighted?

7. Are the furnishings attractive and in good physical
condition? Do scttees sit solid on flocr? Is
upholstery torn? are springs broken? .

6. 1s the air conditioner functioniné?, If none, is
ventilation adequate?

9. Do the wall surfaces and wood trim need repair and/
or painling?

10.  Are the book shelves uniform ‘and in good condition?
: Are bolts and screws of book shelves tightened?

11. 1s the {loor clean, and in the best possible conditign?




12. 1s arrangemcnt for besl utilization of space, cfficiency
of operation, and gcncral comfort? (Jdeal: 2 foot
clearance between booksuelves anu other furniture,

13, 1Is all food or cvidence of food in the library rcmoved?

14. Is '"personal clutter'" of all employees cleared out of
the library? |

15. Are pieces of scotch tape and thumb tacks removed?
Are signs and announcements hung straight? Are signs |
professional looking?

16. Are waste baskets clean (inside and outside)?

17. Are books mended regularly and call number indicated
clearly on spine?
b. location and space ]

l. 1Is the library location convenient for most readers? i

2. Does the library have enough space for readers to sit
and read, study or write in comfort for a few hours?

3. 1s thcre enough book shelfl cpace?

. Is there space to store supplies, bvack files of
lagazines, books to be returned to the jibrary
Depot etc.?

5. Are clcaning supplies (mops, brocms ctc.) stored out
of sight®?

C. Security
1. 1Is the library properly secured by loch and ley when

not in operation? Where are the keyc iiept? Jho has
access to keys? -

ro

Is charging desk placed near entruncé to insw ¢ that
all books leaving the library are properly checked
out?

' 5. Loes desk command sufficient view of rcading rooms to
adequale superv.sion of property?

shnss b o diag o

3 . Ly, Has an effcctive clearance  system been devised to
E insure return of books when borrawers are transferred?
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4.  Does clearinge office check with Army Librarian
or other desirnated individual before clearing
officer and civilian personnel from the Command?

b. Do unit commanders coopcrate with the Army
Librarian in clecaring enlisted men of library
obligations?

Safety

13

N

Is the building; number and telephone number of the
fire station posted near the telephone? Are FIRE
/1T signs poslted? Are inflammables (wax) stored

in closed tin containers? Can the firc extinguishe:
be rcached casily - no blocking with furniture. Are
ash trays emptied each night into clean metal
containers?

Are lamps, lable or floor, pulled out from wall
lcavinr exposed cords which could cause accidents?

Supply

1. Does the supply of magazines seem current and adcquate?

2. Arc gencral officc supplies (pencils, paper, etc.)
supplied as needed?

5. Are utilities scrvices (clecaning, replaccment of

burned out light bulbs, emergency repairs, etc.)
satisfactory?

Personnel

1.

2

5

I,

Arc the library assistants neat looking, alert and
apparently "on the job"?

Is the Commanding Officer or the Recreation Services
Officer satisfied with the operatlon and supervision
of the library?
Do staff members have shfficient speaking and reading
knowledge of the English languagé to attend the needs
of rcaders and Lo acquire rcasonable working knowledge
of the books?

Liop
Is there a useirul procedure manual available for
reference by livrary assistant?
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- ReCurds and riles g
1.  Convenicpce Files

@ Are all felders clcan and in alphabetical order?
b.  File folders wecded of out of date matcerial?

2. Voucher Tiles

a. Are all issuc slips actioneg in?

b. Are igsue slips and turn-in slips filed chronolo-
gically? Signed?

¢. Is running book balance neat ana up to date?

d. Ts signature authorization (nelcration of
Authority card) in file~

€. Docs book balance shect match iscue and turn-in
slips? '

3. Circulation Files

a. Arc cards properly filed?

b.  Proper information at hecad of book card?

€. Name printed clearly above illegitle signaturecs;
cards signed?

d. Dates stamped opposite all entries?

.  Overdue Files

- Are cards properly filed?

Is 1st, 2nd, or 3rd notice with date sent printea

below borrover's name on book card?

c Are "suag" cards marked with conmplete explanation
Ly means of o note stapled to vook card, &5 Pl R g

- situation®

d.  Arc se-cond nelices followed up?

€. Is interlibrary loan file checked rcesularly for
overduces and are olher librarics notified promptly
for boois that are two viceks or more overduc?

f. AL whol intervals are first, seccona and third
overdue notices sent out? (Borrcwer cards should

ve filed in overdue file)

HO response to the third notice is received,
vhat follow up is made?

h. 1s all correspendence relative to possible "hopelecssh

cases retained to establish Lhe fact that all

rossible steps were talen to effect the return of

the book?

G D
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D.  horrower's ¥File i

4 a,  Arc all norrower's cards not used in last 6

3 monlhs removed?

b. Arc cards properly filed?

: c. Is full information on card: last name, first,
3 ranlz, S5l number, completc dcsignation of unity,
i signaturc, itclcephone number, and dependent's
name wherc applicable?

.

6. Circulation Record

Is circulation for given dates rccorded systcmatically?
And ncatly? i

Y. Attendancce 1

a. Is daily attcndance, recorded gscparately for

morning, alternoon, and evening hours in order
_ that informotion may be continually available
E for possible adjustments in hours of service?
E b. Ig daily atlendance recorded systematically?
c. Are therc any restrictions on attendance?

D g A R

&. Periodical Record File

1 a. Is there a rcconciliation with what has becn k
N ordercd and whal you are receiving? Do you g
k! know where vextra magazines" are {rom?

A b, Are cards for magazines you no longer receive

i destroyed? ;

c. Wwho do you notify if you are not receiving issucs :
of any title regularly? ;

. (@) Are records kept by writing in the date received 1
4 instcad of jusit a check mark? !
| 9. Inter Library Loan File/Log Book ?

, a. How often is Inter-Library file checked?
: b. i/hat follow-up procedure is used? (After 1 month)
E €. Arc all requests dated?

5 d. Ts patron notified if a long dclay is indicated?
b, c. Is Interlibrary loan log up to date?

! 10. 1Is a loy book, day shcel or other devicc used to keep
communicalions open between LWR, EM, and you?
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11. Snelf List

a. Is a completc and up to date shelf list maintaincd?

b, Are biography shelf-list cards filed by subject with
subjecct cntry typed on card?

C. Are cards neat, and {rec irom writing and notations?

12, Card catalog

Is filing revised by Army Librarian? ;
Are there subject heading dividers? '
Are there cross references whenever needed?

Arc special collectinns adequately and uniformly
marikea on catalog carr.? E
Arc there cross refercnces to subjects on which ]
matcrial is found in vertical file?

f.  Arc lost, missing books reported to depot regularly?

20cCch

®

15. JFunds.

4.  Arc funds records kept up to date?
b. Is CPF notified of long ovcerdue orders?

h. Reading Matcrials and Services

1. Is supply of ncw books, both expendable and non-
expcndable, suificient to meet demand?

¢. Arc notes made on subject and Lilles most popular
with readers? This information it used for purchase
requests. Is & reader's interest file maintained?

Is supply of magazine sufficient to meet demand?

. Arec notes made on the magazines tilles most popular
with readers?

5. Arc all dircct mail copies of subscriptions (Stars
Stripes, Army Times, Time, Life. elc received
regularly?

6. Are books maintained in classificd order upon shelves
with alphabetical order within classification.

7. 15 classificatlion consistent? Arc all copics of a
given tille given the same classification?

0. Do shelves have subject labels to puide the browsing
reader?




10.

iIIRe

Arc new booas couspicuously chelved apari from oud
main colleciion with approvriate pocters? Are the
books aclually ncweg

Are displays of gspecial types of bookg in evidence
to promote and build reader intcrest?

Are little-used books brought to the attention of
readers by means of exhibits or otlier means of
rcconmendation?

Is the collection weeded regularly for titles in
which reader's intlerest can no longer be aroused?

flave unncedeu duplicates been climinated?

Have lost or duamaged titles been veplaced from
available depol stock?

I1s collection checked regularly for obsolete and salvage
books? 1lave books in poor physical conditicn been
mcnded? Check particularly cartoon books.

Is catalog accossible to readers?

I5 a reserve system in operation for the purposc of
[iling reader requests for the morc popular titles?

Do livrary atlendants personally aid borrowers in
selcction and location of boolis?

Are library attendants trained Lo usc the simple
reference tools?

i/hen answers to reference questions cannot be located
by the library attendants, are these questions referred
immediately to the Army Librarian?

Are library hours strictly adhered to?

s ctaflfing cuflficient to lkeep the library in
opzration for the nceded hours?

Does limited use of the library warrant continuing
he exponse of its operation as a ficld or permanent

Jibrary; ;s

(Very important -- the reason for the inspection).
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a,

b.
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i, Dhocs e.tensive use of the livrary warrant increase ]
0f facilities in the way of larger quarters and ,
additional personnel? i

25. Are special interest bibliographies and reading A
lists prepared for classes, organizations, offices?
Are interlibrary loans encouraged to help these
students?

1. Publicity and progsramming

1. Ig library service well advertised?

Bullectin boards within the library?

Special digsplays within the library?
Distribution of lists and posters? Where? (Have
a list)

Space in locally published daily bulletin and/or
accivities posters?

Outdoor directory signs in all pertinent areas?
Annotations and/or book reviews of new bcoks and
books of subject interest in local publications?
Are current events and interests capitalized on?

Programming and public relations

Arc new military units informed aboutl library
services?

Iz there coordination with Amcrican Dependeht
Schiooles, . Troop Information and Education program,
University of Maryland and other cducational
bodies? Yho is the education adviser? What
classes are currently being offered?

Are music appreciation and story hours planned?
Other special programs?

Docs the librarian actively participate and
cooperale in group and club programs on and
off-post? '

2. Is a filec maintained of past publicity and programming
‘ accomplished? (An idea filec for future planning)

ke Arc bulletin boards and displays pre-planncd (usc a
calondar or notcbook)?

R —
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ARMY LIBRARY INSTITUTE, MORRISTOWN, NEW JERSEY

Proceedings: Task Force Group #8: Technician Training

Meeting 1530-1700 Monday, 18 May 81

A review of the Task Force Mission and progress to date was given by
Madge J. Busey, Task Force Chair. The mission is to (1) Determine training
needs of Library Technicians in Army Libraries at all levels. (2) Review
currently available training packages in relation to the needs identified.
(3) Develop training programs and the means to make them available to all.

Skt el Th el i

Two projects were agreed upon at the ALI in Atlanta for completion by
the 1961 ALI. They were: (1) A questionnaire to all library technicians
in order to compile a directory and to survey technician training needs.
(2) To complete the development of the self-paced reference package.

Joyce Watlington undertook the questionnaire for library technicians.
MACOM Librarians were helpful in supplying library addresses. 223 libraries
were sent questionnaires from which there was a 61% reply. As a result a
directory of 223 technicians was compiled and sent out to all replying
technicians and to all libraries queried. The questionnaire also identified
461 training needs. Of these training requirements Reference was requested
by 122 technicians; 109 Technical Services; 69 Circulation Services; 59 ADP 3
as applied to libraries; 36 Acquisitions (Procurement); 28 "everything'".

Other requests were for training in audio-visual; childrens' literature and |3
programs; periodicals selection; hospital librarianship. |

il e

Rosemary Marlowe who chaired the sub-committee to complete development
of the self-paced reference package. Mrs. Busey reported that Rosemary had
transferred to Augsburg, Germany from CARL and as a result has had no time to

u work on package. She agreed to help but asked to be relieved as chairperson.
' Lois Carey, Reference Librarian at Van Noy Library, Fort Belvoir voluntecred
to take over as Chair. She has been working with A-V personnel and has
established format for lessons. A copy of Lesson I in self-paced format was
handed out for comment at Session IT of Group 8.

Delfinia Galloway, liaison member to group 8 for the ALMO Counsel reported
that she had presented the fundine needs ($10,000) for producing the reference
‘ nackare to the counsel. Mrs. Fisk., AIMO Directar, agreed to try to find thec.
E | money at D.A., but later advised it would not be available in FY81. She will
: include it in the budget to be submitted in FY82.

Mrs. Galloway also reported to the group on her attendance at the Air

: Force sponsored 40 hour Technician's Training Course II held at San Antonio

- | College, San Antonio, Texas. Del found this course well-taught and generally
worthwhile. The Air Force (Tony Dakin) will reserve two spaces each session
for Army Technicians. The next session will be in October 1981. There is no

' charge for the class, but Army must fund per diem and travel. Anyone interested

may contact Mrs. Galloway, Air Defense School, Ft. Bliss, Texas 69916 ATVN: 968-5781.
Adjourned until Session II
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Meeting 0815 to 1000 Thursday, 21 May 1981

The Task Force Group discussed an outline of a possible self-paced ]
course on Piocurement. Agreement was made to table this in view of the
work being done by the Procurement Task Force. Alternate training sources
in Procurement were discussed - 1.e. the GSA courses given in many sections
of the country, a schedule is available by writing the Training Division ;
(FAT), Federal Supply Service, General Services Administration, Room 1006, A
Crystal Square, Building #5, Washington, D. C. 20406.

T

The next discussion was on the self-paced sample lesson for the Reference
package. The group liked the format and agreed to proceed with completing
this in form, ready for audio-visual when funds become available.

A cataloging package was discussed as 4 next project to complete when 3
the Reference Package is finished and tested.

i

Mrs. Busey discussed the cassettes which would be produced as by-products ?
of the Reference Package and played one on Books-in-Print, already completed.
The group felt these would in themselves make valuable training tools and
it was decided to have at least 3 sets of each reproduced for circulation to
requesting libraries. Each cassette covers either one reference tool - or in

some cases several tools covering the same subject. The Task Force members
signed up to work on this project.

The Technician's Directory was reviewed. A number of additional names !
were received too late for inclusion and several personnel changes have been
made. Joyce Watlington volunteered to update the directory by sending out
a second questionnaire to capture a larger percentage of the technicians working
in libraries. Names and addresses will be included in the training needs half
of the questionnaire so questions on specifics available training can be answered.
The directory will include source information on training availabe to technicians
thru correspondence courses or self-paced programs,

The Task's Force's recommendations for the 1982 ALI Technician program were
discussed. It was the consensus of the group that they would like to have
one entire day. The subjects preferred were (1) Assertiveness Training (2) Library
management (3) Technician's classification standards (new benchmark series. OPM).
Del Galbraith recommended the speaker at the Air Force training classes who

spoke on '"Being supervised and supervising others'". These recommendations will
be forwarded to the 1982 Program committee.

Technicians were reminded of the afternoon training session for them on

Reference Materials to be given by a member of the Reference Department, Morris
County Free Library.
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Report of Sessions of TFG - Shared Resources

After the members of the TFG introduced themselves, the group discussed the
work and accomplishments of the group since its establishment at ALI 1 in 1977.
The group noted with pride that, with the dedicated leadership of Mary Nell Wooten,
they had sought input for, compiled, indexed, printed, and distributed two editions
of the Army Interlibrary Loan Directory.

Mary Nell Wooten, the chairperson, noted a problem with the group's mission
statement from the ALMO. At ALI IV, the TFG selected two projects: (1) to develop
CONUS library profiles--a resource directory--similar to those developed in USAREUR
and (2) to develop an Army-wide interlibrary loan policy. The latter project was
endorsed by the ALC. The policy statement developed by us will become the basis for
a new AR.

A lack of the promised orders from ALMO authorizing members to carry out their
committee work at the local installation was noted.

The TFG members split into groups to discuss the resource directory and the
ILL policy.

The following decisions were made concerning the resource directory:

1. The use of local creativity might be more appealing, quicker, and
more informative than a questionnaire format.

2. Members' submissions will be used as examples for other profiles.
3. New members are encouraged to prepare profiles for their installations.
4, A single profile per installation is the goal.

The decisions made concerning ILL policy recommendations were prepared for

submission to ALC. The issues of OCLC referrals, libraries of last resort, payment
for ILLs, mailing regulations, and workload were all addressed.

[s/ Lyle W. Minter

' Recorder

'
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RELEGATION OF LIBRARY MATERIAL

By Joseph Barth

Creative utilization of physical space has been one of those many demands made
upon practicing librarians for which little is provided in the way of professional
training., Fxperience, personal or shared, is the best mentor in matters of space
allocation,

The foliowing are thoughts intended to stimulate thinking about steps involved
with acquiring a secondary shelving area and subsequent decision making which
identifies certain materials to be relegated to a remote area. What is written
here is based on the experience of the staff of the U.S. Military Academy Library
which is currently dealing with problems associated with the acquisition of an
annex facility into which 75,000 volumes will be moved from the main library
building. Also helpful in this project is the publication '"Guidelines for Collec-
tion Development' issued by the American Library Association.

The first axiom which we are told to observe when considering weighty matters

of policy is to begin with a clear statement of the objectives of the organization.
We all think we know what the objectives of our own organization are until we

begin to discuss those objectives., It is often surprising for a library administra-
tor to discover how many objectives exist within his or her organization when the
professional staff is polled on the question. Regardless of the stated objective
of an organization, the staff will work toward the objectives it perceives as
appropriate and these, if different from the official statement of objectives, will
color the operating policy of the organization. Complicating the difficulty in
arriving at a consensus objective or set of objectives is the fact that we all are
part of an organization enormously, almost incomprehensively, larger than any of

us can imagine. There may be confusion about the proper role of a professional
librarian, nevertheless, we all claim to be pursuing some common goals as
"professional librarians," As if that part weren't difficult enough to deal with,
the Army intrudes and brings with it another set of boxes into which we need to
find a comfortable fit, Not to belabor the point, constraints do abound. We need
to identify our objectives and, because we find ourselves wearing many hats, we
need to assure that we do not establish conflicting objectives each of which
satisfies a specific segment of the total organization of which we are a part.

For example, the undergraduate library which attempts to maintain an ill defined
research or comprehensive level collection has sown for itself the seeds of its

own space problem. .

A clear definition of objectives which is understood by the entire staff is

the obvious but often an elusive first step in dividing a collection. These
objectives should be incorporated into the library's collection development policy
and it should be written down or, once again, there will be as many collection
development policies as there are staff members in the library.
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The ALA Guidelines list relegation is an alternative to be considered when
reviewing collections and generally refers to low-use storage. The other alter-
natives are discard and preservation treatment., A set of written criteria needs
to be establishedt® use in the identification of material for relegation. One

of the criticisms of a secondary shelving facility is that it becomes a crutch for
lazy decisions which never get made. Faced with overcrowded shelves, the first
temptation is to rush into the cavernous confines of an unspoiled annex and

inflict upon it the incarnations of past decisions gone bad.

Some conmon criteria recommended for consideration in msaking decisions to
relegate material are: use; interlibrary loan utilization; value/quality criteria;
undesirable duplication; journal relegation criteria. Each of these could be the

subject of a lengthy study but treatment will here be limited to a few thoughts
on each,

Use criteria seem to be the obvious basis for relegation of material which
otherwise supports the objectives of the library but which shows little circula-
tion, This is of paramount importance because it provides an alternative disposi-
tion for material which might otherwise be discarded. As we all know from reading
Trueswell, our patrons will define our collections for us very well by what they
take home with them, either through legitimate charge out or tbrough less acceptable
permanent borrowing. But we also must bear in mind that a charge out represents

a filled need. How many of those books on the shelf which show low circulation
represent needs of unvocal or less articulate patrons or represent future needs?
Without the luxury of a remote shelving area, this material might otherwise be
discarded, The only way to recognize this material is to bring to it that eclusive
quality of professional judgment which is formed from knowing the clientele we
serve as well as we know the books with which we serve them.

Another criteria specified is interlibrary loan utilization and this is a cover

for that complex consideration of a library's role in cooperative collection develop-
ment projects or, more commonly, some resource sharing arrangement. The fact that
cooperative collection development projects rarely succeed and that resource sharing
is only slightly more successful should serve to encourage rather than discourage
pursuit of initiatives in this area, If there is a future for libraries as we now
know them, resource sharing must play a larger part than it now does. What do we

in the Army library program do in this area and why do we not do more?

Undesirable duplication becomes obvious when demand for a title falls off and the
shelves are loaded with remnunts of the curriculum of yesteryear. It's easy to
relegate these surplus copies to a remote area simply because it's too painful

to discard those items or because it is too much trouble to attempt to share our
resources., Make no mistabke, redistributing this possible wealth of duplicate
material is no part-time task. It should not be undertaken if resource sharing
is not an organizational objective,




Value/quality criteria have to do with checking our collection against
established lists of recommended books. This is a nice, simple way to -escape
difficult choices because no less an authority than the American Library Associa-
tion says that that particular book on horse breeding is a book for college
libraries; therefore, we keep it. Strict adherence to check-list collection
management will assure that we all have exactly the same collections.

The final item to be mentioned, but hardly the end of the discussion, is

Journal relegation criteria, Selection decisions for periodicals are seldom easy

and inevitably cause some dissatisfaction. They are among the most expensive
decisions we make and one can only hope that when periodical holdings are reviewed
for possible relegation, proper deliberation was exercised in the selection decision,

Selecting the titles for relegation is only the beginning of a laborious process.
Decisions regarding access to the material, both bibliographic and physical,

security of the area, staffing of the area, and shelving arrangement used to be
grappled with,

Utilization of an annex for expanding shelf capacity is an option which must

be consciously chosen. The cost to the organization can be as obvious as the staff
time required to move the material and provide the access to the material or much
more subtile such as added photocopy cost, added interlibrary loan demand, patron
dissatisfaction and wear and tear on the books. Planning needs to begin well in

advance and acquisition of the space muat be in harmony with the written objectives
of the organization.
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I. BACKGROUND

The Combined Arms Research Library (CARL) has developed a vertically integrated
system for selecting, acquiring, processing, and using new books. Through
effective use of OCLC, TRALINET, and librarians, we have effected tangible and
intangible improvements in our technical services operations.

The following brief paper will discuss the techniques used and their effects
on the book and public literature portions of CARL. Most of the innovations
used on books were not directly applicable to the documents collection, and I
have chosen not to discuss that important part of the library operation. I am
the present head of the Reference Services Branch and past head of the Readers'
Services Branch. The innovations described below will be discussed from that
point of view only.

CARL is the library of the U.S. Army Command and General Staff College and the
main information service facility for Fort Leavenworth. It occupies the second
and third floors of Bell Hall. See Appendix 7 for official statements of mission
and functions. 1In 1978 CARL had a traditional organization. There was a direc-
tor, a Readers' Services Branch, and a Technical Services Branch. The Classified
Branch handled classified document accounting, downgrading, and registered mail
functions. See Appendix 1.

This organization had virtues. It placed all the peovle who answer questions and
work with the public under one head, while placing all the technical services,
backroom operations under another supervisor. Circulation for books and documents
was semi-automated and one senior library technician supervised both. Cataloging
and processing for all types of material was entirely manual, very labor-intensive,

and reasonably effective. The staff understood the organization and generally
liked it.

There were, however, some disadvantages to this structure. Circulation duties on
the third floor were sufficiently different from those on the second floor that
little or no cross-training was possible. While all cataloging was under one

head and done in one room, there was no inter-action between book and document
work flows. Different people, different tools, and totally different philoso-
phies divided people working side-by-side in the book and document processing

area into virtually unrelated fiefdoms. Technology was about to make major changes
in these dissimilar work flows, although at the time we could see only a cloudy
and imprecise picture of the coming changes.

Books and public literature are on the second floor library; the third floor is
a restricted area holding classified and unclassified documents. There were
and are two circulation desks which have almost no interaction. Since 1973,
they have shared a Mohawk batch-processed, semi-automated system, but get
separate reports and keep different statistics, hours, and SOPs.

The Acquisitions Librarian was part of Technical Services, but worked exclusively
. on books and periodicals. Almost all documents were acquired through inter-
agency channels; the Acquisitions section was solely concerned with materials
that cost money. In fact, very few staff crossed the boundary between book and

3 document in their day-to-day work. Of the nonsupervisory civilian employees,
only the three reference librarians and two senior technicians had any duties
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which involved both types of materials. The "informal organization" was very
much like the physical arrangement--second vs. third floor. '

Another factor which suggested reorganization to us was the advent of TRALINET.
CARL had agreed to handle the documents module (DOCMOD) of TRALINET and to do
shared cataloging input to OCLC for some libraries. Although the future of
DOCMOD was murky then (it still is) it seemed clear that a central role in

] TRADOC document management would require some sort of organizational change.

: Documents were not and are not cataloged in OCLC, another thing that separates

b1 them from the books.

CARL began using OCLC in October 1978. By summer, the director had become
convinced that economies were possible in cataloging and he expressed interest
in making some unspecified changes in the book cataloging/processing operations.

In August 1979 the director unilaterally decided to reorganize. A series of
extremely acrimonious discussions among the professional staff resulted in a
grudging concensus. The organization in Appendix 2 would be implemented in
November 1979.

II. TRALINET AND BOOK CATALOGING

OCLC can be thought of as a centralized network in which the OCLC main frame is
the only important operational contact for member libraries. Administrative
details are handled by user network offices, but each field library does its
own cataloging. Our network has never offered that direct interaction to its
members.

A When TRALINET first began enrolling libraries in OCLC, its progenitors
; envisioned a distributed centralized network (see Appendix 3). Field libra-

i ries would submit worksheets containing cataloging information to one of three
input points. The first input point would be the network headquarters, the
second would be CARL, and the third would be named later. (As it happened, a
L third library never was named.) A cataloger at each input point, skilled in
3 OCLC, would log in, imitating a field library, and produce cards and labels
5 according to that field library's previously arranged profiles. This cata-

- loger would be expected to be expert in OCLC practices, and would be capable
g of using minimal descriptions of books (generally limited to IC card number,

# author, and title) to produce complete records meeting TRALINET and OCILC
standards. Standardization of format was important to TRALINET because trans-
action tapes from OCLC would be used to update a TRALIMNET union data base. In
February 1979 the CARL book cataloger began doing shared input, and, by fall,
she was handling input from CARL and three other libraries.

Later, the TRALINET managers became disenchanted with the distributed central-
ized network. CARL's Beehive terminal was transferred to Ft. Monroe in May 1980
concurrent with the transfer to Germany of the cataloger who operated it. 1In
place of the relatively expensive Beehive, TRALINET funded a multipurpose
terminal/printer which we now use to access the ILL subsystem and commercial
data base vendors. (CARL ILL transactions rose slowly to their present level of
approximately 150/month, and hindsight shows that we could not have supported
cataloging and interlibrary loan functions on one terminal.) All input is now

2 done at the system center in Fort Monroe. Twenty-one field libraries submit
bibliographic and holdings information which is keyed into OCIC by a special-
ist. This system proved to have a number of advantages. First, and greatest,
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4
CARL has reduced the number of man hours spent on the many operations involved 4
in cataloging. Second, input and products are more standardized, and some -1
local files have become redundant. Third, physical processing of books has
been simplified. Fourth, TRALINET has generated three new products; a COM
listing of CARL holdings, a COM listing of TRADOC holdings, and a printout of
each month's accessions.

iy

samede it

We have reduced the labor in cataloging primarily by accepting existing cata-
loging copy with little or no change, and by transferring certain tasks to
TRALINET. Our SOP requires that DILC (i.e., cataloging done by IC) copy is
authoritative. We will change obvious errors (typos, etc.). We will adjust
the Dewey call number to conform to our existing shelf list. We will not
create monograph records where a serial record already exists; we will not
create new OCIC records if one exists to use or adopt. The cataloging tech-
nician can obtain at least 98% of our cataloging copy by searching OCIC.

When she finds a record, she will print it off and staple it to a TRADOC

Form 1015-R. 1If the record is DLC, she may accept that in toto. She normally
uses the call number shown, possibly truncating it to match our existing shelf
list. She assigns a Cutter number, and completes the @49 loce” holdings field.
She then pencils the call number in the book, files a temporary shelf list
card, and mails the worksheet to Fort Monroe. 1If the best available copy is
non-DLC a librarian will examine it, assign a call number, and do any other
editing. For a flowchart, see Appendix 6, but remember that this is a general
guide only; many changes and ad hoc decisions have affected the process.

By virtue of its self-appointed role as sole input point, the system center has
had to absorb some of CARL's clerical workload. Most obvious, of course, is
the actual keying of information and production of records. CARL cataloging
staff now produce paper worksheets only (see Appendix 4) not electronic records.

Physical processing is simplified. The System Center terminal operator is best
placed to print OCLC pre-formatted label sets, so our technician {(a GS-3
Library Aid) no longer types book pockets or spine labels. She simply sticks
the OCLC labels on the spine and pocket. Actually, while this is a savings,

it is not an enormous one. The spine labels do not stick well to the books

(we discard all dust jackets) and are frequently replaced with SE-LIN labels.
Certain books do not yet fit into the work flow and are still done manually,
but fortunately this is a diminishing class and should be virtually extinct
within two years. Several files have disappeared. There is no longer a file
of IC card sets waiting to be matched to books. There is no more authority
file; the items which would require reference to such a file can usually be
verified in OCLC. Due to the reorganization of technician duties, we no longer
have a backlog of cards to file.

The new products generated by the system center have shown some promise. Each
month TRALINET creates a master fiche holding all of CARL's OCLC cataloging.
The fiche is cumulative and holds all records from October 1978 to the present.
As of 7 Feb 81 CARL showed 3,955 records, which probably represent about 3,500
new accessions, 500 retrospective cataloging additions, and about 8,000 volumes.
Fort Leavenworth has facilities to duplicate these masters in quantity, and we
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have developed a distribution list of interested people around the post. In
April 81, we distributed 22 sets to 21 addresses. The list includes the Post
Library, the Medical Library, offices in CGSC, and offices in CACDA, CATRADA,
and ARI. There are improvements which need to be made in format, information
displayed, and our distribution process, but we hope those will come in time.
(See Appendix 5 for TRALINET's COMfiche catalog formats.) TRALINET also gen-
erated one edition of a TRADOC union catalog on microfiche. 1 believe this
product to be unnecessary. It is of little use to patrons, since to obtain
any material not on Ft Leavenworth, they need the intervention of the library.
It is no use to us for interlibrary loan, as all the information on it, and
more, 1s displayed on-line in OCLCs ILL subsystem. CARL makes no operational
use of the union catalog as yet; we do not choose to circumscribe our biblio~
graphic horizon to the relatively limited TRADOC library community.

Paper printouts of each month's cataloging data have some slight use. By a
minimum expenditure of time, an experienced librarian can scan the printout
and occasionally identify inconsistencies in that month's production. Also,
it's a fairly bulky physical object with which to impress visitors. TRALINET
has advertised it as a sort of current awareness on new books list, but it
comes out too slowly for that. Invariably all catalog cards are filed and
newer books available by the time the hard copy listing is out.

A legitimate argument against our present system might be that we are misusing
an essentially centralized, cooperative computer network by imposing an extra,
unnecessary layer of operators. A major advantage of the OCLC network is its
ability to tailor output to specific desires of member libraries. No one
knows these desires better than member library catalogers, so it follows that
field catalogers should do the input, produce cards, etc., and take direct
responsibility for their own work. We approach this argument from the point
of view of the reference staff. Under the old system, a cataloger cataloged
only. He had no patron contact and never used the materials he concealed
under meaningless LC subject headings and inappropriate numbers. (I am not
referring now to specific defalcations, but rather to a generally recognized
professional stereotype.) Mistakes occurred often enough to shake the
reference staff's confidence in cataloging. The "tailored" products were
often perceived as having no relevance to the real world of research.

Under our new system, the reference staff is the cataloging staff. This
results in the real, if unquantifiable, advantage that reference personnel
have selected, cataloged, and used many items in our collection and are
naturally more familiar with them. We can no longer curse the catalogers, but
must take direct responsibility for solving problems of bibliographic access.
Four GS-9 librarians have participated in this experiment and all four express
pleasure in the greater range of professional duties required, the increased
responsiveness of the cataloging process, and their improved familiarity with
the collection.

Cost-efficient use of local staff time is a major factor. By using a GS-5
technician to do most of our routine cataloging work, we save more professional
time to use for patron service. For example, our old cataloger devised Cutter
numbers herself; this is an extremely mechanical process needing minimal

.
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training. When that specific assignment was transferred to a technician, per-
haps one or two professional manhours per week were released. The greatest
argument, however, is that by using TRALINET manpower and making the most of
computer technology, many time-consuming jobs can now be done cutside the
library, on someone else's budget. A smaller proportion of our limited
resources is used for support operations, and a greater proportion for public
services. Rather than pay for a relatively expensive dedicated Beehive, we i
use a cheaper multipurpose terminal very heavily.

ITI. RESULTS

Our system has been in full operation for 18 months now. The results are
wholly satisfactory to me, and the staff is generally committed to this
approach. Training of technicians has improved. The speed of response is at
least comparable; the ease of cataloging is greater; quality is satisfactory.

Committment of the staff has been a major asset. Turnover in all the concerned
slots has aided the transition. Within a few months after reorganization, we
lost the full-time book cataloger, the technician who vrocesses books, and ¥
the technician who acted as a cataloging assistant. A little later both
reference librarians left, one to Germany, one to a promotion in Savannah.
Hire lag was lengthy for all these jobs, the cataloging technician especially
(March to December). Part of the delay was caused by the decision to rewrite
job descriptions for the two technicians when those slots became vacant.

Both were GS-4s originally. CPO regraded the book processor to GS-3, and the

cataloging technician to GS-5; I believe these are accurate reflections of the
levels of work actually performed.

Training has, of course, been a major concern. New SOPs, new procedures,
changes in TRALINET worksheets, and personnel changes combined to give the
Reference Services Branch a high level of confusion for some months. However,
cooperation from motivated employees, constant attention to detail, and a con-
stant transfer of information and support among all involved parties have
overcome most problems. Cataloging snags and work flow holdups are solved by
discussion and by focussing on the goal: swift, accurate service to patrons,

Speed of response is an area not wholly responsive to CARL's initiative. It

is rare for any book to wait more than a week between receipt and cataloging,
although peaks and valleys in the rate of acquisition do cause lags. A signif-
icant backlog of new books and recataloging problems has vanished. Our biggest
problem is TRALINET's turnaround time, which has been variable. According to
Lu Knight, the system center's head cataloger, she is capable of turning
around all worksheets from 21 member libraries in two to four days, if fully
staffed and if OCLC is up full-time. (In 1981 neither condition has existed.)

She asserts that her operation averages about four minutes to process a work-
sheet if a record is on-line already. Original input takes five to six times
as long. The system center can handle 450-500 worksheets per day. She
believes this rate to be comparable to other OCLC cataloging operations.
Personnel at the system center have been extremely helpful. Errors have
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occurred on both sides, but we have been able to work together to overcome
problems. With less responsive catalogers, this system would not have worked.

IV. CONCLUSION

CARL is well satisfied to integrate professional reference and cataloging
duties. By the use of available computer technology, and the cooperation of
a capable system center staff, CARL has lessened its cataloging workload and
nade the cataloging process more accessible and less threatening to cur own
staff. Speed of response, a critical factor requiring constant managerial
attention, has been acceptable if not optimum. Quality control has been acod,

both because of supervision at CARL and because of skilled technical personnel
at TRALINET.

A minicomputer-based circulation and biblicgraphic control system for CARL is
in the budget cycles now. The data we are creating now will have a very
favorable impact on that system if (when?) it arrives,
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3-k3. COMBINED ARMS RESEARCH LIBRARY(CAAL). The Combined Arms Researcn

&:rary provides the Combined iArms Centsr, TRADOC schools, and the TRADOC

rary and Iaformation Network (TRALINET) wish library materials and
Se~vices to support courses of study and research.
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S-44, RESPONSIBILITIES AND AUTHORITY. The Director, Combined Arms Researc:

Library, is respoansidle for and delegated the authority to accomplish the
following:

a. ZXeep abreast of developments in information technology in order to
provide the best possidle library service to the College.

b. Provide information support to CAC and TRADOC.

¢. Support the common curriculum, elective program, graduate credit
electives/degree completion program, and Master of Military Art and Science
Progranm.

d. Provide access to the Defense Technical Information Center, the
Defense Logistics Studies Information Exchangs and commercial data bases.

e. Support the development of TRALINET by making interlibrary loans,
developing, and operating the Documents Center, and providing assistance %o
TRADOC in planning TRALINET activities.

5-45. RELATIONSHIPS. The Director, Combined Arms Research Library, is
responsible to the Assistant Deputy Commandant.

S-46. REFERENCE SERVICES BRANCH. The Reference Services Branch selects,

acquires and processes books and periodicals, and provides iategrated refer-
ence services to the College and CAC.

S5-47. RESPONSIBILITIES AND AUTHORITY. The Chief, Reference Servicss Braach
is responsible for and delegated authority to accomplish the following:

a. Select, acquire, catalog and circulate books, periodicals, audiovis-
ual materials, special matsrials, and commercial databases for the Library.

b. Maintain accountability and budget records for the library.
c. Integrats CARL cataloging practices with TRALINET.
d. Provide information service to the College and CAC.

S-48. RELATIONSHIPS. The Chief, Reference Services Branch, is responsidle
to the Directop, Combined Arms Research Library.

S-49, DOCUMENTS CENTER. The Documents Center selects, acquires catalogs
and circulates documents, and provides reference service to the College,

CAC, and TRAILNET. The center secures and controls classified materials in
accordance with applicadble regulations.

WPCLL88A/ JUNSO
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5-50. AESPONSIBILITIES AND AUTEORITY. The Chief, Documents Center, is i
responsible for and delegated authority to accomplish the following: g

a. Select, acquire, catalog, circulate, and provide reference and
information service for documents to the College, CAC and TRALINET.

b. Operate classified message centar for the College and CAC activities.
¢. Maintain security control system for classified information. 1
d. Maintain NATO, ATOMAL, and COSMIC control points for the College=/CAC.

e. Maintain TS control point and reading area.

e e S S s

f. Acquire, control, store, and disseminate classified College instruc-
tional material. &

g. Provide a continuing program of security awareness far Library staff.

i

5-51., "RELATTIONSEIPS. The Chief, Docurcnts Center is respoasnible to the 3
Director, Ccmbined Arms Research Library. ' ﬂ
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YEARS OF PLENTY, YEARS OF DROUGHT:

ARCHIVAL MANAGEMENT AND LIBRARY SYSTEMS

A few years ago, an archivist coming into a meeting of Librarians
would feel he was Daniel meeting the lions. Though some still might feel
this way, enough awareness of the difference between archives and libraries
has arisen to allow for fruitful discussion of common ground, Still, some
of you may think of an archivist as a librarian who doesn't know the Dewey

Decimal System, or - in modern parlance - someone who doesn't know an LC
from a Social Security number!

When a library is called upon to host an archives, as USMA Library does,
there is fear on the part of the librarians of becoming a host to a dangerous
parasite! Often the archivists fear total absorption., Need there be such
mutual fears? Or do archives managers and library managers share a body of
knowledge such that their efforts compliment each other?

At the U.S. Military Academy, the Librarian is in charge of both the
Archives and the Library. Tables of organization place the Archives under the
Librarian but outside of the Library system itself. But that table represents
theory, and in the real world, budget and personnel needs, internal and external
communications and supply support all come from within or through the Library,.

In essence, only the archival material themselves do not come through Library
channels,

In contrast to the book, film, fiche and periodical purchases or manuscript
donations with which the librarian is familiar, the material in an archives
collection is acquired by a process of accession or accretion via offical
government, business, university, church, or other channels. They are the official
records of an organization. The material is brought under archival control
because someone has decided that the records are of permanent value either as
administrative or historical records or, usually, because they are valuable for
both administrative and historical purposes. The problems of making funds
available to purchase these materials does not usually arise, nor does anyone
worry about charging out these materials as books araz charged out for one of
attributes of such records is that they usually exist in single copies only.

What problems do arise, however, involve an increcsingly urgent need to
preserve, index and make available for research the originals (or suitable
copies) of these materials. Does this sound familiar? 1t should, for here is
where the functions of librarians and the archivists begin to merge., Partly
as a result of convergence of interests and needs, the USMA Archives shares a
floor with the Special Collections or Rare Books and Manuscripts Section of the
main library. Soon the two sectione will also be sharing a conservation area.
Photographic and paper presevvation areas, and a vacudyne will be set up and
operated in tandem. Materials from othey sections of the library will also be
treated, as well as, perhaps, some museum materials.
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The USMA Library already has an Archives - it came to the Library by a
process which involved the original Archivist becoming the librarian. The
archives services the official U,S. Military Academy records, including the
cadet records of graduates like Lee, Grant, Eisenhower and Bardley and non-
graduates like Poe and Whistler. An active microfilming, paper, photographic
and sound recording preservation program ensurcs that some at least, of these
records will survive into the next century, You may well ask - do we want to
get involved in a similar set-up? Perhaps you do if your records now go to
NARS or some other distant repository. In our case, these National Archives
materials (for such they are officially) remain under Academy care. They are
available for cadets, USMA staff and other researchers. Since researchers may
also be using manuscripts, rare books, and government documents or "merely"
the regular library collection at the same time, the presence of the records at
the Academy is a boon to them.

In the call for papers for this meeting, it was suggested that the question
of "what is in it for you" should be answered., What is in it for you depends
upon your situation. If you are near the depository that holds your official
records, if you have a very limited budget, if the extra administrative load
involved in handling valuable original material would pose problems then perhaps
further discussion would be a waste of time. If you are still interested, however,
and need to know more than it is time for you to do several things: examine
the current state of your records management system, look over the attached
bibliography - it only hints at what is available - finally, visit your nearest
archives! Don't try to talk to the denizens there about cataloging or AACR-2
though - they are probably hip deep in deteriorating paper, fading photographs
and research inquiries from Australia (or their local library) and will have
trouble communicating on that level (and may not ¢ven know what you are talking
about), But they will still be glad to see you, as I am, for in the future
automation, conservation, budget and other problems involved in information
management may be best worked out and funds most efficierntly used in common
projects. Yes, Libraries and Archives may find there are many mutual benefits
in intimate cooperation in this critical period and neither need absorb the
other.

Bibliographic Essay

The book Modern Archives Principles and Techniques (T.R. Schellenberg) is
the archivists "Bible." It approaches the subject in a quasi-theoretical manner
so that a reading of this will give you a basic "course" in the subject of
archives management. The National Archives publishes a series of handbooks
covering the basic subjects of indexing, appraisal, disposition usc. These should
be pursued; your '"local archivist" should have them ready-to-land. If unsure of
your nearest archives, check the Directory of Archives and Manuscript Repositories.




The Northeast Document Conservation Center and the Library of Congress
also publish pamphlets on library and archival conservation., The American
Archivist - a quarterly - contains information ranging from the theoretical to
the practical including articles on information retrieval from repositories.
The National Archives offers a two-week course twice yearly for those new to
the field -~ a "must" would be to get one, at least, of your people to it
immediately if you intend to start an archives. (Reservations are hard to come
by: Ms Maggene Daniels at 202-523-3073 (D.C.) is the current coordinator for
the course)., It is usually given in June and December. A nearby college may
also give courses in archives and archival management,

Archivists and librarians with photographic materials should subscribe to
the Rochester Insititute of Technology publication Photographic Conservation
(SIC). The Society of American Archivists and other groups sponsor meetings
and workshops year-round. There is no lack of guidance - but there is a paucity
of people trained and available to do the work; keep that in mind too when you
decide whether to start (or keep) an archives within your organization,

Dr. Ed Cass

Chief Archivist

United States Military Academy
West Point, NY 10996

Autovon 688-2017
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THE _LIBRARY COMMITTEE WANTS YOU:

AN ESSAY ON
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THE LIBRARY COMMITTEE WANTS YOU

|
The library committee has drawn its fair share of darts and in some l
cases deservedly so., Complaints can be accurately leveled at both sides - 1
librarians felt faculty had too much control of the budget process while
faculty members have felt librarians were being obstructive. In some in-
stances both sides felt the other was ignorant or indifferent. We are not
here to rehash the past of the library committee, but to re-examine its !
potential role in the future. ;

1 doubt very much if any of us needs the budgetary problems of the 3
academic library explained. Suffice it to say that budgets are being cut '
while prices for serials and monographs continue to rise. What we need
are solutions; practical solutions that can be effectively practiced by
those of us in the trenches.

The first point is good public relations. The administration and
faculty must be made aware of services, holdings, and staff members of the
library. Efforts must be made to alert them to items of particular interest
in their areas of expertise, Educate the academic community to think of the
library as the focal point of the college or university. This can be accom-
plished by being visible., Get invited to department meetings and present a
brief talk on the services and materials of interest to them, Listen to 3
their reactions, suggestions, complaints. Be open minded; they have their :
viewpoints, too. Get the library staff involved in happenings on campus. 1
Attend faculty meetings — social events as well as formal functions. Become :
a familiar face. Eventually there will exist a rapport between members of
the library staff and the faculty. Not everyone will love the library.

It is also extremely important to have an active role in the deter-
mination of the library's share of the budget. Who better to represent the
library's interest than the librarian? A factual presentation in clear
language as to what services and materials can be bought, and their benefits,
can result in more dollars being funnelled into library budget. Emphasis
can be placed on the educational goals and mission of the institution; show
how library expenditures meet these goals and enhance the overall mission,
After all where else is there a wealth of information on most, if not all,
subjects taught at the institution? Who else can make that claim? Use
accreditation standards to support your efforts. Libraries are used in
evaluating institutions - make the most of it.

Tap the faculty as the valuable resource they are. Help them to help
you, Provide pertinent lists and reviews for their perusal and recommenda-
tions. Solicit their help in evaluating present collections, determining
needs for the future, and in selecting the best purchase for the expenditure.
Recognize their subject expertise and use it to both your advantages. The
committee need not be a rigid, formal entity but some structure is recommended.
Perhaps a representative from each department who would &act as a liaison
between the other members of the department and the library would be a viable
possibility. Alternately, members of the library staff could be regular
attendees to departmental meetings, soliciting heip and strengthening the
faculty-library bond,




With this kind of active participation, the real needs of the library
can be made known and positive steps taken to balance resources against
those needs. Ideally, informed faculty will place the greater needs of the
institution above personal interests. At the least, the library staff will
have valuable advice from all areas, and can use this information to establish
priority lists, and make knowledgeable acquisition decisions. In either case,

the whole institution benefits, and the library becomes a reflection of their
interests and concerns,

The ultimate goal of such extensive cooperation is more funds channelled
to the library, with department chairperson's voices joined with that of the
librarian stressing services, advantages, and potential in terms administrators
understand, The generating of interest among faculty and administrators in
their subject specialities may have the added bonus of being transmitted to
students, Students who are inspired about their subjects and taught to be
library users can go on to remain important library supporters of the future,

To be a viable proposition the library must make the commitment to be a
visible and an active member of the academic community. It involves hard work,
planning, and a determination to succeed. The faculty must be presented with
a librarian who can earn and keep their respect by demonstrating a knowledge
of something other than card catalogs. Once a fellow comrade, the results are
worth the effort, While each institution needs to determine the size and role
of their library committee, this writer has tried to show the potential of a
library-faculty partnership and the goals it can accomplish.

Ms Terry L. DiDomenico
Selection Librarian
US Army War College Library
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US ARMY RUSSTAN INSTITUTE

1. ORTENTATIONS - The formal annual library orientation is a traditional

part of the flood of orientations given to all incoming students  Assuming
that the students are drowning in information and that a detailed description
of library resources is not of immediate interest, 1 keep my presentation short
and simple., The orientation consists of a quick recitation of types of
materials and services available, an explanation of the very simple borrowing
procedures, and a quick walk through the library during which I point out the
locations of major resources (e.g., reference books, periodicals, microform
room, etc.,)., During the orientation talk and again during the tour, I extend
an invitation to each student for a personal orientation at a later date, That
the library staff is there to assist with any questions is emphasized. The one-
to-one orientations usually take place with the first research paper assignments,
and they take the form of a "search strategy" in which a variety of relevant
research aids are identified, and a priority for use of various in-library
resources is recommended. 1 have found that students are more receptive to a
one-to-one orientation, and when there is a definite need to know. I am
fortunate to be able to provide individual service since the student body is
small (60). While not all students avail themselves of the offered one-to-onc¢
orientation at first, I also find that those students who do avail themselves
of the service will pass the word on to the others, who in turn are then
encouraged to ask the librarian for assistance.

2. TFACULTY STATUS - USARI is the process of reorganization, to include a look
at faculty make-up and status,

3. PUBLIC RELATIONS - One of my goals has been to publicize USARI and especially
its library resources. 1 am doing this through a continuous and intensive
program of correspondence with a variety of other libraries, governmental and
private agencies and individuals; through ILL transactions; attendance at various
professional meetings; visits to other libraries and special agencies; encouraging
visits to USARI; and by distributing USARI publications. While none of my PR
efforts are unique, I admit, they are effective if only because they had not

been carried out before.

4., ACADEMIC LIBRARY RESOURCE SHARING - I have managed to establish a working
relationship with the University of Illinois, which serves as a clearing house

for Slavic Studies materials and information. I have used its services a few
times, to include direct ILLs or referrals to other libraries. Most requests,
however, for ILLs and/or information not available at this library are satisfied
by local libraries in Germany, including the libraries of: the USAREUR, MSA
system, the USAFE libraries, the Radio free Europe/Radio Library, Amerika Haus

and the US Embassy in Bonn. An excellent working relationship has been established
between these libraries and USARI Library, and includes reciprocal




and informal Ills, informal exchanges of information, free photo ccpies
of needed periodical articles, exchange of new books and periodical
holdings lists, sharing surplus publications.

I hope to establish similar working relationships with other special
and academic libraries in Europe, especially in Germany. To this end

I have already begun informal correspondence with some of the target

i} s W, AT

libraries.
A rather significant cooperative effort presently underway is this
i Library's input into the USAREUR Union List of Serials. In addition

to being an important resource sharing tool, this Union List will
further publicize and make more readily available and accessible the
unique resources of USARI Library,

T, o4

BOFDAN I. HUFUTIAK
Litrary Director
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LIBRARY ORIENTATION/INSTRUCTION: BACKGROUND & APPLICATIONS

Marijean Murray -

Confronted by the shift from a materials-centered to a client-centered
focus in libraries, librarians have increasingly questioned the adequacy of
traditional orientation and library instruction methods. In a world of pro-
liferating information sources, bibliographic access routes and new technolo-
gies, Galvin sees the client-centered library evaluating its accomplishments
not in terms of holdings or statistics but in the "... more subtle and far
more significant measures of document de]iver¥ capability and capacity to
facilitate the information transfer process".! The client-centered librarian,
and particularly the academic librarian, seeks to provide access to a multi-
tude of resources, but too often sees the critical delivery and transfer
process falter when library clientele cannot effectively use the library. Of
additional significance for the academic librarian is modern education's move
toward independent study with its "... assumption that the learner is capable
of searching out significagt knowledge," both in the academic setting and
through lifelong learning.

In defining and differentiating what is meant by orientation and by {
instruction, Lee sees "... no harm in using "library orientation", "library {
instruction", "library orientation and instruction", or any other temminology
so long as programs are being systematically pursued".3 Though today defini-
tions found in the literature differ with the writer, most, 1ike Melum4 restrict
“orientation" to mean some demonstration of the location of sources and materials
and consider "instruction" as centering around use of specific library resources.
Koppelman® distinguishes orientation (a walking tour, lecture, audiovisual, audio-
taped or printed program emphasizing location of materials with simplified intro-
duction to basic tools) from instruction (a for-credit course). According to ]
Veit, the two temms "... are sometimes used synonymously to include all effort 1
to acquaint a student with the library, its resources, and their utilization."
A clear distinction is made by Fjallbrant, who sees the two activities as dif-
ferent aspects of user instruction, with orientation "... concerned with enab-
ling the student to become aware of the existence of the academic library and
the service available there."’ Instruction is "... concerned with problems of
information retrieval."8

O —
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A brief overview of where user education is today and of its probable
future form and direction is possible through the resources of Project LOEX
(Library Orientation/Instruction Exchange), “...a central clearinghouse agency
[ that co]lects and loans 1....both sample materials and the data from program
methods." Located at Eastern Michigan University, the exchange boasts a
wealth of material and an impressive database of facts and figures. From her
LOEX vantage point, Kirkendall reports that sample printed handouts, programs
and lecture contents are becoming more succinct with the discovery by 1ibrarians
that too much and too complex are not necessarily better. Earlier requests for
the latest novel or unique ideas in instruction have abated "... as practitioners
~ realize that the best instruction need not be perpetually inventive".10 While
b there seem to be fewer new ventures into programs using sound-slide or video
r or in conducted tours, interest in computer-assisted instruction and self-paced/
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programmed workbook exercises is evident. Unified informational graphic

systems are recognized as a need for most libraries, and pretesting to assess
student library skills is on the increase. Instructional programs in audio-
visual format "... are being installed at the point of use, with the most effec-
tive programs lasting ten minutes or less."11

s R A

In examining user education it must be noted that the aims and objectives
of programs in various library settings differ and so effect the methods of
orientation and instruction chosen. Following are brief descriptions of several
orientation/instruction formats and specific library programs.

PRI 10

Audiovisual Methods

The bright, appealing media of videotapes, sound-slide presentations and
audiotape recordings increasingly provide the means by which students are in- \
structed to use today's academic libraries. Baldwin and Rudolph cite their 1
practical advantages, noting that "They are convenient. They help avoid dis- ;
ruption in the library, eliminate scheduling problems for the library staff re-
sponsible for bibliographic instruction, and reduce the amount of staff time
involved in preparing and giving lecture tours."12 Anspaugh notes an additiona}
advantage, that people learn at different rates and in different ways and sees
an effective orientation possible and_incividually paced instruction a reality
through a mix of media with nonmedia.13 Use of a familiar format with today's
television and film-wise generation can also serve to establish a favorable
attitude toward the library.14

Fjdallbrant raises several points in considering choice of media, including
production cost, ease of display and updating, and control over speed of pres-
entation, and concludes that for those reasons, sound-slide programs are a
highly suitable medium for library education.‘s Other instances where the
effectiveness of the various formats has been examined include Baldwin and Rud-
olph's study comparing the traditional library tour with a twenty-minute sound-
slide presentation. Results produced showed, surprisingly, the sound-slide
program did not convey information for immediate recall as well as did the tour.
They concluded with a call for further research in this area.l6 Later, Nagy and
Thomas' experiment featured study of the effectiveness of two instructional video-
tapes and found significant improvement in student library utilization skills as
a result of their use.l7

Library Use of Audiovisual Formats Within a Multi-Media Package

The Rowland Medical Library at the University of Mississippi Medical Center
found itself faced with increased enrollments plus a dramatic curriculum change
that required teaching 300 lower division medical students a three-credit course
in library use within an accelerated ten-week quarter.18 The previous patron-
librarian rapport achieved through use of small groups was clearly no longer
possible, though the objectives of course instruction continued to include stu-
dent introduction to and ability to use the library, its services and important
tools. In addition, students needed to be introduced to the resources of an
important medical information network that could meet their future research re-
quirements when they no longer were located in a medical center environment.

With the help of an educational technology specialist, a multi-media self-




instructional approach to orientation and instruction was developed that

included: a twenty-minute audiotaped self-guided tour of the library; a

ten-minute videotape that served the delightful function of first, intro-

ducing the reference and circulation staffs and second, of describing the ]
network mechanisms for obtaining medical information through any basic unit |
library regardless of future geographical location; and a self-instructional ’
booklet that reinforced and expanded on the audiotour, presenting information

on reference tools, indexes, abstracts and computer databases. Two self-teach-
ing quizzes for review were also part of the package. Students responded to

the package favorably and staff rated it effective in fulfilling the course
requirements. Allen concluded that "Except for the answering of occasional
questions and conducting computer-assisted literature searches, a minimal

amount of librarian time was required for the actual delivery of instruction."19

She expressed confidence that the course would remain in its present form as an
important part of the curriculum. 1

i Computer-Assisted Instruction 1

In computer-assisted instruction (CAI), the student participates in in-
dividual sessions at a computer terminal and responds to information or ques-
tions presented by the system. Dence makes the point that CAI is not used as
extensively or effectively as it might be because relatively few individuals in
the education field are aware of its applications or that its advantages of ;n- :
dividualization and prompt feedback result in higher pretest/posttest gains. 0 !
In CAI "...feedback is cuntingent upon student response, whereas other types of :
I programmed instruction often permit students to see correct responses before

formulating their own."2] The fact that feedback is immediate hLas also been 1
‘ shown to strengthen student recall.

T

" Computer-Assisted Instruction in Library Orientation

settings with access to computer hardware and applicable systems. One such
program at the College of Veterinary Medicine of the University of Il1linois
(Urbana) takes advantage of a number of PLATO (Programmed Logig for Automatic

: Teaching Operation) consoles located adjacent to the library. 2 Out of almost
k- seventy CAI programs of study developed for the veterinary medical students, one

= program, written by the librarian with the help of regular programmer, deals
- with the library and its resources.

F Specific library instruction programs using CAIl are feasible in academic

3

K

I Frcm the program's title page, the operator may select from a number of

E choices within the program, calling up either a schematic of the physical ar-
rangement of the library, with explanation of each section, a 1ist of recent ac-

, quisitions, current faculty publications, changes in library hours, or news from
the subject field. Also available for call up are descriptions of twelve lib-

! rary resources of special interest such as the card catalog, with a self-test

B! on its arrangement, index sources such as Index Medicus, a listing of journals

K in the library, data on the MEDLINE network, etc. Each of the twelve descrip-

' tions may be continued in detail, or the user may change to another topic at
any time. The obvious advantage of this program is its flexibility, allowing

b "...different types of users...[tol... 8 immediately to those parts of the
program which are of interest to them".23 The number of teminals dictates
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how many persons may use the program simultaneously, and though library
clientele are usually introduced individually to the program, it has also
been used to orient as many as eighty students to the library in lieu of
part of the usual orientation lecture.

Orientation Tours

Bad press plagues the library tour, but Lynch zeroes in on a possible
cause, the recurring notion that a tour "... ought to do more than familiarize
the 1ibrary user with locations..."24. She points out that "Too often, lib-
rarians have acted as if users could learn all about a library in a brief
tour and, therefore, have tried to cram into users' heads all kinds of infor-
mation about using the card catalog, the periodical indexes, the reference
collection while...on a walk t?gough the building. Very little of this is
comprehended or remembered..."¢?. As part of a realistic reassessment she
urges that tours be viewed simply as a means of introducing students to a com-
plex facility containing a collection of material organized for their use and
staffed with helpful personnel, trained and ready to assist them. She recog-
nizes that as buildings and collections have grown more complicated, new ex-
pedients have developed, such as the self-guided tour using printed guidebook
and the audiotaped tour. Suggestions from librarians in the field surveyed
on developing a printed guide include the admonitions to "...keep the tone
warm and cheerful to avoid any feeling...that this is a complete replacement
for living human beings as guides. It is good to have it [ the guide 1 dis-
played somep]agg where a person can hand it to the students with some welcom-
ing comment...¢®. On producing cassette tours, such considerations as time
limits (20 minutes of recorded time/40 minutes of walking time) for optimum
memory retention and the importance of a professional-quality product are
among suggestions received.

Individual Orientation Tours

A combination of circumstances enables the staff of the Learning Resources
Center (LRC) of the US Army Sergeants Major Academy to orient incoming students

to the facility on an individual basis. Relatively small numbers of students

assigned to each six-month-long class, a facility on one level with public ser-
vice points spaced throughout, and a staff skilled at tailoring their fifteen to

twenty-minute presentations to each individual are a few of the important rea-
sons that such tours are possible. In describing this program, Stevens noted
that "The majority of the hand-picked senior noncomissioned officers assigned

to the Academy, though experienced and successful leaders and managers, may not

have enjoyed a love affair with a library in many years, let alone a research

experience."2/ A phenomenon we encounter and that may characterize other military
academic student populations as well is the out-of-school adult returning to an

academic environment, often after many years. Word of intensive classwork,
writing, speaking and research requirements has no doubt been relayed to the
new arrival, so apprehension exists in good measure upon the initial visit to
the LRC. Add to this the fact that "Libraries," as Lyncg quoted Kathleen Molz
on work with out-of-school adults, “"can be intimidating"<® and we see good
reason for a highly individualized orientation program.

Our approach within each individual tour matches that prescribed by Me]um?9
although she had a more homogenous student group in mind. We welcome the student
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to the LRC and introduce key resources and available equipment and services.
Throughout the orientation tour, as staff members are irtroduced, special em-

e phasis i« placed on the fact that the LRC workforce is able and willing to

i assist ‘the student when he or she returns to begin class assignments and re-
search andeavors. Because of time constraints within the curriculum, there
is no formal course in library use. Instead, staff works closely with the
students, instructing and guiding them on an individual basis as they utilize
the LRC collection.

Stevens recognized that such personal orientations constitute "...a tre-
mendously expensive investment of time and staff...", but concluded, and
rightly so, that it is "...one which pays off handsomely during the student's
time here and hopefully continues to enhance subsequent 1ibrary experiences."

Conclusion

A wealth of instructional methods and formats exist, each capable of de-
livering library orientation and education, each with inherent advantages and
disadvantages as teaching media. Although only a few have been presented here,
many more exist and should be considered and evaluated by interested academic
librarians. Only through continued study of instructional methods can librarians
acquire the expertise necessary to weigh their organizations' goals and realities
against library instruction needs and then develop, from among many possibilities,
successful user education programs.
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23-26 March 1981
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DEPARTMENT OF DEFENSE

NATIONAL DEFENSE UNIVERSITY

WASHINGION D C 20019

23 April 1981

LT

SUBJECT: NDU Library Training Trip, 23-26 March 1981

1. Attached is a sct of six tabbed documents/document sets
tracing the NDU Library trip from its proposal and justifica-
tion in September 1980 to the "after-action” report dated

14 April 1981. The tabs include:

o

a. Proposa® and justification paper.

b. Request for travel orders, roster of participants,
and approved DD 1610 (Authorization for TDY Travel
of DOD Personnel).

c. DA 3953 (Purchase Request and Commitment) to hire
charter bus company, itinerary and approved DD
1155 (Purchase Order).

d. Detailed itinerary and actual expense sheet furnished
each NDU participant.

e. Letters confirming informal arrangements, Command
request, informal approval, Command approval, and

thanks.

f. "After action” report incorporatina ideas from
reports written by each Library supervisor and
participant.

2. Funds were programmed as "contract" (transportation, baggaae
handling, and lodging) and "training" (TDY). Upon return

to the duty station, training forms (DD 1556) were filled out
and staffed through CPO channels in an identical manner as are
those for formal education/training courses.

3. Note that the roster of participants included with the
Tab b documents has, for this ALI purpose, had the names and
SSN's masked. Two copies of this document were required:
One, for attachment to the travel order, and two, annotated
with job titles, for the information of the Director of the
Library visited in order arrange for counterpart meetings.

/

(/fJ. THOMAS RUSSELL
Library Director




TAB A

SUBJECT: NDU Library Staff Trip
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DEPARTMENT OF ve FENSK

NATIONAL DEFENSE Ut iV «Ji7° l
WASHINGTON, D C If2 ¢

RMD-LD 4 September 1980

MEMORANDUM FOR: Colonel B. T. Meadows
Director, Resources Management Directorate

SUBJECT: NDU Library Statf Trip

l. Having approached maximum consolidation of collections within the physical '
plant presently available, the staff of the NDU Library is beginning to assemble j
and develop special format collections. These collections are: classified :
documents, government documents, microforms, non-print media (A/V), ?
periodicals, and reference including automated retrieval services.

: 2. Having had special format assignments since fall of 1979, the librarians b
] and technicians have ''cut their teeth" on the basics by reading professional

1 literature, attending training sessions, and doing basics here at the University.

A With this foundation the staff is ready to look at specialized format collections,

: scrvices, and products at other similar libraries and to meet their counterparts

with whom they have been in contact. :

ool g g o

T B

3. It is recommended, therefore, that 20 NDU library staff members visit the
libraries of the Army War College, the US Military Academy, and the Naval
War College, 22-25 September. A chartered bus is the proposed means of
‘ravel,and lodging would be arranged for in the vicinities of West Point, N. Y.,
d Newport, R.I. The trip cost would not exceed $5, 000 which amount is
ailable in the Library travel budget.

4\ e ’rdé’g;m/%

7~/ 1. THOMAS RUSSELL
. Library Director




TAB B

TDY Orders




" DISPOSITION FORM

Por use of this form, son AR 340-13; the progonent sgeney o The Adiutent Generel’'s Othiee.

RENRENCE OR OPAVE SYMEOL sunecT

NDU RMD-LD Request for: _X_Temporary Duty Travel Orders

ICAF —-]nvitational Travel Orders 1

NWC —Amendment Revocation |

T0 RMD-CD 08 _RMD-LD OATE _12 Fgh 8] oMt 1

Phone 38432

l.

2. NDU/BD

3. NDU-ABAP/Admin Svcs Br

' 1. Request travel orders be issued for the following named individuai(s):
NAME, RANK/BR OF SERVICE SQCIAL SECURITY NUMBER SCTY CLEARAN:E
See attached Field Trip Travel Participants' Sheet |

a. Date of Departure: _23 Mar 81  Date of Return: _26 Mar 81 Total days: .4 .da..: |
b. Date and time required at destination: 23 .Mar 81 - 0900 24 Mar &1l

o

c. TDY Point(s): Naval War College, Newport. R. I, and West Point -
Military Academy, West Point, N.Y. (Itiperarv attaghed) .
Varistions in itinerary: —. Yes: —x No.

Mode of transportation: _Chartered Bus -
Transportation request required: X_ Yes: ___No: (if yes, attach flight itinerary) 1

Lod requirements: Gqvernment Commercjal —edm : Other e
Purp‘:slsothDY To v‘imt tq'xe T3 brarnl'es c:’.n Newport and west Point,

- . Sasanias

Feron

14
.

Special authorizations required: _No. Special Conveyance: i Conference or registration fee (identify
conference by name and date of conference)
a. Conference identification:

b. Amount of conference fee: ___N/A

‘ ¢.  Conference fee paid by NDU purchase order: ____ Yes: _X_No: (if yes, do not submit conference E
i payment with this form. Submit to NDU-ABLD). 3
1 d. Does conference fee include cost of meals: Yes: X No: (if yes, how many ) :
3. Delay enroute: Yes: _NO No: total days : Dates
- _ Advance travel pay request: _ X Yes: __No. Amount: $16.50 per _persan per day

4. TDY point of contact (include address and telephone number if possible) _Naval War College
Library - Dr. Schwass - (8) 948-2641, West Point - Mr. Weiss 0?

5. Remarks: Orientations, Tours aw
while v1;1t1ng}&§a libgaries.

: (2)
3 & signature Of requestor signature of supv/rating official
(3)
signature of approving authority
[~ (ref NDU Reg 55-1, Para 3)
{
~ FOR BUDGET USE ONLY _ ESTIMATE OF COST AN _ VAIL Y
' per diem: travel: other: total:
¢ FUND CITATION:

signature of Budget Officer

FORM REPLACES 00 FCAM M6, EXISTING SUPSLIES OF FNICH WLl 8K i
DA ' ree 02 2496 ISSUED ANO USED UNTIL | FED 63 UNL £33 SOSNER EXNAUSTRD. SO LNE .S Eo-ete
E Overprint ! Oct *7: Revised | Jun 79_ Previous editions obsolete)

. et | AR o g
' ’ L, [ A -3
Y T LS W R P V& LT T St ) T TP
& P TR PR




Field TipTravel Participants IC

National Defense University s N\

TRIP SUPERVISOR J. Thomas Russell PHON: X384

FIELD STUDY GRQUP NO.
COUNTRIES _Newport, R. I. and West Point, N.Y.

~IFT OFF EXCESS BAGGAGE  NO. POUNDS
CLASS "“A"” AGENT WORKING GROUP CASHIER .
ALTERNATE ALTERNATE
(CIVILIAN ONLY)__Yvonne W. Blackwell (MILITARY ONLY) .
GRADE/ BRANCH OF POUNDS
NAME _ - RANK SERVICE SSAN EXCESS 82
1
GS-14 Civilian |/#% )/07
7
1 Gs-7 Civilian |€3€ 7k 0»

A7
Gs-11 | civilian |#C € Jiy / C/a%m/ z
DL{ . _GS-5 Civilian 101 (}/m*- /)(/ /?1/ //\

r

( ]
of ¥ L’Mﬂ”- vilian /7 (/,/ ﬁ(/‘m,/( s

S ™ e - 4 / L/Z ¢
A f'M Y Lgs-7 Civilian V77 YL e yire et )

i
g\l,’ﬁff,.’fﬁw GS-7 Civilian | /40 Cxbt. 5—/’//4
SU P € Gs-12 ilian | /HC CHY, ["7“7‘ %

’f' f}’ﬁ" ‘c‘ Civilian _;‘ p m

Tﬁ'P\ T Gs-9 _ |civilian J42 Eeds ("I /lc p
)

?ew GS=7 Civilian | /97 (é/a/c //7/ e (1

AT
GS-6 Civilian |79/ (z/ﬂ//z

I(A Zn ufe

CCae
1 Gs-13 Civilian [/ [ 202 é’/’(’f///duc
1 _GS=-5 civilian |/9/ (- ».-A Tl s
| GS=7 Civilian |/9# KL & Lok
: GS-11 Civilian /% _2 // ’/‘(_/,,

LaZiz,
GS-11 Civilian /¢/C //7 /[C/

GS-7 Civilian |/#/ _,L-é Tl
GS-9 Civilian Ve 244 /zz//.) L1, 8¢l

GS-5 Civilian Ay ?;L/[all/,ﬁ(/u/ {t'

e+ ‘-(L

GS-11 Civilian |/#/% y//c Qa"( )c)
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Field TioTravel Participants

[ U

ICA

National Defense University s

FIELD STUDY GRQUP.NQ.
~

—— — ~

TRIP SUPERVISOR _J. Thomas Russell PHONE 3°.:

N

&

. ™\
COUNTRIES _West Point, N. Y, ONLY
\_/
~IFT OFF EXCESS BAGGAGE NO.POUNDS __ _ ____
CLASS “A‘ AGENT WORKING GROUP CASHIER
ALTERNATE " ALTERNATE
(CIVILIAN ONLY; Yvonne W. Blachkwell (MILITARY ONLY) -
GRADE/ B8RANCH OF POUNDS
NAME . RANK SERVICE SSAN

N D \éVI-?ER EKT

EXCESS i» .

A
E

GS-12 Civilian J A PC/.‘( //«/ﬁ? (e:;'///




REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ' Riouesr
(Reference: Jown: Travel Reguisuons) 2
Travel Authorize¢ a5 Jndicated In Jiems 2 through 31 20 FEB 81
REQUEST FOR OFFICIAL TRAVEL _J
2. NAME (Lost, Furs. Midels Inusal) (SEE REVERSE) P POSITION TITLE AND GRADE OR RATING
RUSSELL, J. THOMAS GS-14 (SEE REVERSEY i
16 OFFICAL BTATION S ORGANIZATIONAL ELEMENT € PHONE NC = jé
' National Defense University NATIONAL DEFENSE UNIVERSITY §
. Ft L J.Mc Nair, Washington, DC 20319 RMD-LD W37WAA 693-8437 j
3. TYPL OF ORDERS 8. SECURITY CLEARANCE ® PURPOSE OF Tov T 1
TO ATTEND ORIENTATIONS AND TECHNICAL BRI*
GROUP-TDY TS ]
1046.APPROX NO. OF DAYS OF b. PROCEED O/4 [TDate) ]
TDY (Inciuding travel tome) ;
3 23 MARCH 81
11. [TINERARY Dvuuu:on AUTHMORIZED ' 7 ;
FROM FT MCNAIR, WASHINGTON D.C. TO NAVAL WAR COLLEGE , NEWPORT R.I. AND U.S. MILITARY 1
* ACADAMY, WEST POINT, N.Y. AND RETURN 3
12, MODE OF TRANSPORTATION .
COMMERCAL OCOVERNMENT PRIVATELY OWNED CONVEVYAanCE (Check ong)
RAlL Al sus swir AR vEmicLt sHIP RNATE PER MILL: i T
J XXXX [ ~ont aovanvtaczous TO GOvERmMENT 7

MILEACT REWMBURSEMENT AND PER DIEM LIMITED TO (LN

AS DETERMINED BY APPROPRIATE TRANSPORTATION STRUCTIVE COSY OF COMMON CARRIER TRANSPORTATION A

OFPICER (Overvess Travel waly) AELATED PER DIEM A8 DETCAMINED N JTA. TRAVEL Yl
LIMITED AS INDICATED IN JTR,
13. I3 PER DIEM AUTHORIZED IN ACCORDANCE WM JTR. VOL II N
L] OTHER RATE OF PER DIEM (Spectfy)
4. . ESTIMATED COST 15. ADVANCE
*ER.DIEM TRAVEL OTHER TOTAL AUREORISS
$1,932.00 - s 1,740.00 s -0- $3,672.00 $55.00 each

16. REMARKS (Use tha spese for speciol requirements, leave, supernor or 1si- chu eccommodalions, excess baggag . regustranon fees. el:.)

You are required to submit a travel voucher within five duty days upon completion of your
mission,

~

M F 1A u and signaiure; Wm
B USAF GY A. IRVING JR CWV’

Pisbursing and Voucher Clerk ef Admnistranve and Personnel Sves [ivv
AUTHORIZATION

8. ACCOUNTING CITATION
2112020 28-6000 P814751.41000 2119 S49092 AB60 $1,932.00
2112020 28-6000 P814751.41000 2199 S49092 AB60 $1,740.00

[ ’ i0. ORDER AUTHORIZING OFFICIA| (Tuir on ture) OR AUTHENTICATION 21. DATE ISSUED

E HELEN P. MAZZELL W 23 February 1981

: . comptroller, National Defense University 22. vazn ORDER NUMBER
Ft L J Mc Nair, Washington, D C 20319 G002

e TR

P ok TR R
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Purchase Request and Itinerary
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23
23
24
25
25
26
26
26

Mar
Mar
Mar
Mar
Mar
Mar
Mar

Mar

fame ve L ki

- Mon
- Mon
- Tues
- Wed
- Wed
- Thur
- Thur

- Thur

NDU LIBRARY TRIP

23-26 March 1981
{ Days

20 PEOPLE FROM THE LIBRARY

TENTATIVE ITINERARY

Depart from NDU, Ft McNair @ 0700 hours

Arrive @ Newport - P.M.

Tour/Technical Briefing @ Newport - A.M. & P.M.
Depart from Newport to West Point - A.M.

Arrive @ West Po:nt - Orientation - P.M.
Tour/Technical Briefing @ West Point - A.M.
Depart from West Point - P.M.

Arrive at NDU, Ft McNair @ 1600 hours

ﬁ___--_q

PLEASE NOTE

RECOMMEND THE VIKING HOTEL IN NEWPORT, R. I. AND THE RAMADA INN
IN WEST POINT, N. Y.

TRANSPORTATION

Bus Transportation Includes: Deluxe Bus Transportation

Baggage Handling
Hotel Accommodations

Bus Transportation - $198.50 per person (20 people) $3,970

Pér Diex - $16.50 per person (20 people) - 3 1/2 days 1,150

TOTAL TRIP ~$5,120




P d [ meouest ron ouoTaTions O 550,100
°0X OROIA POA SUPPLIEE OR BERVICEP RETURN COPYIHEN! OF THIE OUOTE BY
APEEieY (THIS 1S NOT AN ORDER. See DD Form 11881} e 1
CURTHAZT PUMLN ORDER RO 2 DELIVERY QROEA NO. ) DATE OF ORDIN 4 AEUUISITION PURCH RLOULST NO Ladd bl
£ = 40 10 Feb 81
5010 BY coot’ ) AUMINISTERED 8Y (17 smer than 8] coor ] ‘a OfLiviAY FO8
Contracting Offic:, Rm. 113 Buyer42 %‘"
lHational Defense University, 81dg. 59 Mr. A. Eugene/Major KcDede " ]
Ft. Mchatr, Mashington, DC 20319 (202) 693-8143 : (oetimely
 CENTAACTON QUOTEA coot ] PACILITY CODE l 10 DELIVER 1O £08 POINT BY. 1 uRECh IF ]
r L B I b AY el :
N::J“A'::‘u umr T“" N . [F] mlc'uvﬂ TERMS
PO Box 146 .
L Garrett Park, MD 20765 g e
TSP 10 €Ok ] 1 :t uv's.unv WILL Bk MADE 8Y ~ cope -
Supply Off'“. kn. 118 L . ag MARK A1 1
Kational Defense University, B‘ldg 69 |SAMEASBLOCKS .. ..., ., "Hvndm _
Ft. Mdh"‘. "“‘1“9““- Dc 2031 . ORDER ML i
2 oRLIVERY This deinery erder n ©° on this side of form nniy and ls imued on snother Government sgency of in socordence with snd subject
10 tnrms gnd of above d
3 - Reference your ; hmmn the g On terrme tied heren, 9. for U.S. purch ]
’ Gerwral Provisions of Purchase Order on DO Fom\ 1188¢ (EXCEPY CLAUSE NO. IJA”LIES ONLY IF THIS 80X D 1S CHECKED, AND NO. 1§ IF THIS 80X | '
S CHECKEDI): specie! provisions b o % o : ' . mdohm- d. This hase 18 wd undet ] i
O USC 2304 (a1) or s toeciived in the schedule if withi the U.S.. s powsssions or Puerto Rico: if otherwise, under 204 ta)e). _’.
) # checkod. Additional Genersi P 8001y Supslier shell sign “'Accaprense ™ on DD Form 1158¢ and retum copies. Doy |
5 .,-,‘ i Tion nmwcu.\:u : w‘ " ,_.“k ( /u..(/g( ﬁ‘«l"-/")‘(
i ppw K7 ’
2112C20 28-5C00 P814751.41002-2572 $43072 ABSO 7 dad
" SN n. n n. . e
17RM NO. SCHEDULE OF SUPPLIESSEAVICES ORDERED/ It uNIT PRiCE AMOUNT
. o ACCEPTEO ® )
0001 st chartared bus from Catter Tours be obtaingd . 20 [ea | $1:3.50 |$3,570.00 :
0 carry 20 Library psrsonall to the destination [ T ’
newport, R.I. & lewYork). Must be 46 passenger
bus with hotel accomodations Included in pactago deal for.
3-26 Varch (4 cays) at 3196.50 per person.
SEE ATTACHED ITIGERARM AND PERT lNE JKFORMATION )
M. «~«$S‘,Lf. )’hvs %hch—»ll':_' .
~
wFIRAIKG ORCER-CO %OT DU ) -
Il::::"',:: :m ?:‘:::'.az,:,,;:“’:‘:m: M UNITED STATES OF AMENICA [ I "ll L:‘/'__I 2 TOYAL S 3'9":‘. { A
e, i il Sy ccoed oo £ //
— = w John Y, PLB_‘ sral§S R omoeamG o ricen ) ENCES ]
SLANTITY INCOLUMN 20 HAS JEEN 27.3HIP. NO. 78 0 O VOUCNER No./ ::.m‘u
Qe O szl 0 e :;?‘%ON'MWWMCMM [ eantiar 12.PAID BY 33, AMOUNT VERIF €0 CORRECT FOR
O rnaL
o boaruhy M-umul-'-unuru-"v Sayment. D comrLETS . _
ALCLAED AT [ JB RECEIVES BT | 35. DATE ALCEIVED 0. TOTAL CONTAINERS | &1 §/A ACCOUNT NUMBER €2 $/A VOUCHLH NO
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NDU LIBRARY TRIP ]

23-26 March 1981
4 days

NEWPORT, R. I. & WESTPOINT, N.Y.

LIBRARY STAFF

J TRIP INCLUDES: Deluxe Round Trip Motor Coach Transportation
4 Hotel Accommodations for 4 days and 3 nights
Baggage and Handling ‘
Tax & Gratuity for Hotel Only

ITINERARY

Mon 23 Mar 0700 hrs Depart from NDU to Newport, R. I. Bus will be
located in front of Roosevelt Hall.

Mon 23 Mar 1130 hrs LUNCH STOP (On your own) - 45 minutes

Mon 23 Mar 1215 hrs Continue on to Newport

Mon 23 Mar 1700 hrs Arrive @ the Treadway Inn Motel
Telephone No. (401) 847-9000

Mon 23 Mar Evening FREE

;» Tues 24 Mar 0815 hrs Depart for the Naval War College Library

'; Tues 24 Mar 0900 hrs Arrive for NWC History, Curriculum, .and 1
k| Library's Role in Curriculum support. U
! Tues 24 Mar 1030 hrs TOUR of the Naval War College Library 1

Tues 24 Mar 1130 hrs LUNCH at the Naval War College Officers' Club
Tues 24 Mar 1330 hrs STAFF Counterpart Meetings

,;3 Tues 24 Mar 1600 hrs Depart from the Naval War College

% Tues 24 Mar 1615 hrs Tour of Newport
Tues 24 Mar 1800 hrs Return to Treadway Inn Motel
Wed 25 Mar 0700 hrs Depart for Westpoint, N.Y.

‘; Wed 25 Mar 1130 hrs Arrive at the Ramada Inn in Newburgh, N.Y.
Telephone No. (914) 564-4500

Wed 25 Mar 1300 hrs Depart for Westpoint Library

1 /64
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Wed 25 Mar 1330 hrs Arrive for A/V Briefing (USMA Admissions/ 1
History, Curriculum, and Library's role in curriculum 2

Wed 25 Mar 1500 hrs Tour of the Westpoint Library

Wed 25 Mar 1600 hrs Return to the Ramada Inn
Wed 25 Mar 1830 hrs Depart for Westpoint

Wed 25 Mar DINNER at the Westpoint Officers' Club

Wed 25 Mar Return to the Ramada Inn

Thurs 26 Mar 0815 hrs Depart for Westpoint Library 1

Thurs 26 Mar 0900 hrs Arrive for staff Counterpart meetings ?

Thurs 26 Mar 1130 hrs LUNCH at the Westpoint Officers' Club

Thurs 26 Mar 1300 hrs Depart from Westpoint to NDU

Thurs 26 Mar REST STOP, if necessary
Thurs 26 Mar 1830 hrs Arrive at NDU

PLEASE NOTE: All meals are at your expense. |

Don't forget your NDU name tags !

Treadway Inn Motel = =9000

Ramada Inn - (914) 564-4500

Keep track of your expense (copy attached)

Provost Marshal has been notified that our ;
cars will be left on the parking lot for 4
4 days ;
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i

not otherwise reimbursebie.

cost of alcoholic beverages may not be included.)

% Cout of locel transpormstion and tips detween places of lodg-
ing or duty points to end from places where meais are mhen

| — g
U 8. Govemmen Prining OMce 1978—-208913 -
STATEMENT OF ACTUAL EXPENSES
1o cumu—
ATMBURBASLE EXPENSES (/TR, C4612 AND M4009)
OATE Ungars LAUNORY /8 4/
4 aoaina rssaing |1 rni At Yoriu
L SREANPAST LUNEN OINNER CLEANING A
X
——
- =
+ —
]
NOTES
/
L Atwen lodgir.y receiptis) os supporting document(s). L () Fees and tips to beilboys and maids: (b) fees and tips to port-
ere and baggsgemen (Members of Uniformed Services indicate
Y, only those fees end tips paid to porters and baggagemen and at
Cout of eech mesl and tip to be shown s single smount (the places of lodging. Fees and tipsatc On currier (er ls are

seperstely reimburseble.). (c) telephone and telegraphic charges
for lodging reservations. (d) expenses (olher then those shown on
lodging receipts) relsted to lodging end velet services (except bor-
bers, icurists, or urs); (e) related taxes and service
charges on allowable items of expense (other then those tn note 3!
if not included elsewhere.

L

{Type or Print Neme)

certify that itemized amounts are actual and necessary experses

incurred by me in performance of official travel for which [ have not been reimbursed.

JSIGNATURE

- —

OATE

.

IR, P e
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Ltr to Egon Weiss, Librarian, west Point

and

Ltr to Prof Schwass, Director, usMma
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DEPARTMENT OF DEFENSE

NATIONAL LEFENSE UNIVERSITY
WASHINGTON O C 203198

Rl 18 February 19¢
NDU-RMD-LD

Mr. Egon Weiss, Librarian
U. S. Military Academy
West Point, |
lNew York 10996

Dear Egon,

It was good to talk with you last week and to receive your 3
"green light" on the proposed visit of NDU Library staff members g
to tour your shop and meet with your staff. To confirm our plan:
we would like to visit USMA on Wednesday 25 March in the afternoc:
and on Thursday 26 March in the morning. Unless conflicts arise
and I hear otherwise from you we shall plan on:

Library's role in
curriculum support

Wednesday 25 March Thursday 26 March z

1330 A/V Rm briefing 0900 Staff counterpart meiinas ;
USMA-Admissions/History [

Curriculum 1130 Lunch at Club 1

1500 Tour of Library

We shall have a bus at our disposal; so, the times of briefings
and visits, of course, are at your pleasure.

Your offer to arrange for dinner at the Officers' Club Wednesdav
evening and for lunch there on Thursday was indeed thoughtful and
greatly appreciated. We shall look forward to dining there.

Fnclosed are: 1) Itinerary, 2) Roster of NDU Library visitowrs,
3) copy of Command letter.

Thanks again for your support. I look forward to seeing you
and to the opportunity for the NDU Library staff to "experience"
West Point!

Sincerely,
/"’—,
Jor_

: \\\g‘\zggggs RUSSELL
¢ Librar.*ﬁ%:eg&2£;-

e pid e 2

gl |
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o I TRy RO DU T X PPL S/ BE el




DEPARTLENT OF DEFENSE

NATIONAL DEFENSE UNIVERSITY
WASHINGTON. O.C 20319

REPLY TO
ATTENTION OF

NDU=RMD=-LD 17 February 1981

General Andrew J. Goodpaster
Superintendent

United States Military Academy
West Point, New York 10996

Dear General Goodpaster:

In support of my continuing effort to improve NDU Library services
and resources, I would appreciate very much your allowing about 20
of our staff the opportunity to visit your paw Library.

A good time for us would be the week of 23 March, for the students
will be away then. Would it be possible to arrange for a curriculum
briefing, a tour of the facility, and time for staff members to meet
their counterparts? Specific details would be worked out by our
Library Directors.

I do hope this proposed visit will not impose too great a burden on
your people, and that you will be able to accommodate us.

with warm personal regards.
Sincerely,
R.‘G. GARD, JR.

Lieutenant General, USA
President




DEPARTMENT OF THE ARMY
UNITED STATES MILITARY ACADEMY
WEST POINT. NEW YORK 10996

26 February 1981

Mr. J. Thomas Russell

Director

National Defense University Library
Fort Leslie J, McNair

Washington, D.C. 20319

Dear Tom:

Pursuant to General Gard's official communication of 17 February and your letter
of 18 February, I have arranged the details for your forthcoming visit.

The Admissions Division, the Dean's Office and I are going to do our part of
orientations on admissions, the curriculum and the Library and the rest of the
time, our librarians can co-mingle and consult to their hearts' content. 1
think only good can come of this type of exchange. The Club is prepared to
feed you on Wednesday evening and Thursday noon., One additional detail -~ please
have the bus stop at the Visitors Information Center which, as you remember, is
at the left of Thayer Gate, Bldg 622, and pick up a bus parking pass from Ms.
Sharon Lodge or whoever hands them out that day. The recommended parking area

is in the vicinity of Clinton Field on the road that loops around Kosciusko
Monument.

I will be in Florida on leave be..een 3-11 March., If there are any questions,
please don't hesitate to call Don Koslow. Official notification is in the .. .
ﬂwu/

All the best to you and our illustrious alumnae.

Sincerely,
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OFFICE OF THE SUPERINTENDENY
UNITED STATES MILITARY ACADEMY
WESY POINT. NEW YORK 109906

MADN 5 March 1981

2-4

Dearw

Many thanks for your letter of 17 February 1981 in v/hich you inquire about "
visiting our library. We are looking forward to hosting your contingent. | J
understand that coordination has been effected by our respective library 1
directors for visits on the afternoon of the 25th and the morning of the 26th

of March. Members of the Admissions staff, the Dean's Office, and the Library

will assist in orientations and on-site discussions. It is hoped that this visit
will prove to be of mutual benefit.

s

i

i st

With best wishes from West Point,

Sincerely,

_H

A. J. GOODPASTER
Lt. General JU.S. Army
Superintendent

Lieutenant General R. G. Gard, Jr.
President

National Defense University
Washington, D.C. 20319
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CEPARTMENT OF DEFENSE

NATIONAL DEFENSE UNIVERSITY

WASHINGTON D C 20317

P 30 March 1981
NDU-RMD-LD

Mr. Egon Weiss, Librarian
US Military Academy

West Point,

New York 10996

Dear Egon,

The value of our visit to your Library is yet to be
fully realized. The staff is full of new ideas, suagestions,
and proposals to graft ideas and procedures from there to
here. Nearly everyone spoke of the short time we had together
and their wish that it could have been longer. The judgement:
are unanimous that the on-site contacts were-and will continue
to prove-invaluable.

Please accept again my personal thanks of your hospitality
and thoughtfulness on our behalf.

With warm regards.

Sincerely,

. MAS RUSSELL
Library Di or
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DEPARTMENT OF DEFENSE

NATIONAL DECFrEnsE UNIVEKSITY
WASHINGTON D ¢ 20319

1€ February 19¢)
NDU~-RMD-LD :

Professor Earl R. Schwass, Director
U. S. Naval wkar College Library
Newport,

Rhode Island 02840

Dear Earl,

ey

It was good to talk with you and to receive your "green light'
on the proposed visit of NDU °Library staff members to tour your
shop and meet with your staff. To confirm our plans, we would 1i!.
to visit the Library on Tuesday 24 March. Unless conflicts arise
and I hear otherwise from You we shall plan on:

" i

Tuesday 24 March

0900 Briefing
NWC Historv
Curriculum
Library's role in
curriculum support

1030 Tour of Library
Lunch
1330 Staff counterpart meetings

We shall have a bus at our disposal; so, the times of briefings ang
visits, of course, are at your pleasure.

Your offer to arrange for lunch at the Officers' Club on
Tuesday was indeed thoughtful and greatly appreciated. We look forverd
to dining there.

Enclosed are: 1) Itinerary, 2) Roster of NDU Library visitors
3) copy of Command letter.

Thanks again for your support. I look forward to seeing you

and to the opportunity for the NDU Library staff to "experience"
Newport!

Sincerely,

g
~ /ﬁﬁﬁh‘___

J. TROMAS RUSSELL
Library Dir
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DEPARTHIIENT OF DEFENSE

NATIONAL DEFENSE UNIVERSITY
WASHINGTON,. DC 20319

i

REPLY TO
ATTENTION OF

NDU-RMD-~LD

17 February 1981

Rear Admiral Edward F. Welch, Jr.
President

Naval War College
Newport, Rhode Islznd 02840

Dear Eddie:

P TN T

In support of my continuing effort to improve NDU Library services
and resources, I would appreciate very much your allowing about 20
of our staff the opportunity to visit uvour new Library.

A good time for us would be the week of 23 March, for the students
will be away then. Would it be possible to arrange for a curriculum
briefing, a tour of the facility, and time for staff members to meet

their counterparts? Specific details would be worked out by our
Library Directors.

I do hope this proposed visit will not impose too great a burden on
your people, and that you will be able to accommodate us.

With warm personal regards.

Sincerely,

O~

R . GARD, JR.
Licutcaznt General, USA
Presicent
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Dear Bob,

We will be delighted tc receilve your library
stalf here during the week of 23 March and will try
to make their visit a profitable one. My Library
Director, Professor Earl R. Schwass, (Autovon 9438-

2641) may be contacted for detailed arrangements. i
E I am certain that our people will welcome i
the opportunity to meet your library staff members 1

4 and will benefit from exchanging ideas with them.

é Sincerely,

?i E; c
EDWARD F. WELCH, JR.
Rear Admiral, U.S. Navy

Lieutenant General R.G. Gard, Jr., USA
President, National Defense University
Washington, DC 20319
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14 April 1061
NDU-RMD-LD

MEMORANDUM FOR: COL Benjamin T. Meadows, Director
Resources Management Directorate

SUBJECT: Library Staff Training Trip

1. Eighteen of the 35 members of the NDU Library staff
visited the Naval War College (NWC, Newport) and U. S.
Military Academy (USMA) Libraries during the week of the
23rd of March. The trip was accomplished by contract with
a charter bus firm which arranged for all transportation,
baggage handling, and lodging. An advance of $55.00 was
issued to each staff member to cover part of the cost of
meals and incidentals. Total funding for the four days

is expected to be about $6000.00.

2. The trip was even more successful then had been
anticipated, for the benefits in specific information exchang.
(such as procedural details), in contacts made, and in

ideas generated for possible local improvement accured not
only to NDU but to the staffs of the two institutions

visited. The directors of each Library mentioned this fact
during the course of our visits.

3. Observations and comments resulting from the trip fall
into five categories.

a. Organization. In both instances the Libraries

stand as equals to academic departments, the Director
reporting to the official responsible for overall
curricular affairs. At NDU the situation would be
parallel if the Library were raised to the Directorate
level with the Librarian reporting to the Vice President
of the University. Internally, both Libraries are
structured with two main divisions, one public services
and the other technical services. At NWC, Newport, the
Special Collections chief is also responsible for

collection development; at USMA, collection development
is a separate staff assignment.
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b. Operating procedures and services

-Classified materials are separated at NWC, Newport
by classification level: the Library handles materials
through secret, and an "AG" section handles higher gradeu
materials at a separate location. Cards for the catalog
to classified holdings are printed by a word processing
section and arrive with completed headinas typed in.

The "Document Library Notes" is generated from selected
copies of these cards. Mail room personnel assume
responsibility for all logs and receipting. Destruction
is accomplished by a disintegrator. Selection occurs

by the initiative of the classified library staff and the
faculty. USMA has no classified Library section.

-Cataloging at NWC, Newport, is consolidated, that
is, both open and closed literature is handled by the
one section which is in a huge vault. Internal operatic:
and work flow are far clearer and more efficient than
at NDU because of the space allocated to the catalogina
section. Both institutions use OCLC for cataloaing
purooses. USMA has provided NDU with the Military Acadenr:
ID code so we can search serials in-put at West Point; NI
is reciprocating and, in addition, is sending along a
copy of a local serials on-line index to OCLC titles.

-Acquisitions at NWC, Newport, functions primarily
in the areas of selection, procurement, and reviewing;
collection development activities are assigned to the
Special Collections librarian. All materials received-
whether ordered or not-are first processed in Acquisitions.
The acquisitions policy determines the collection to be
a fixed subject resource which does not make shifts
necessitating new purchasing programs 1in subject areas
of current interest with minor excepticns for faculty/
reader services staff requests. This is true, also, at
USMA where the Collection Development & Selection librarian
does the majority of book selection. Textbooks are
carefully eliminated from each Library, also, At NWC, all
course support work is handled by faculty directly with
publishers and local printing plant. The University of
Rhode Island has established a branch bookstore in the
same building which houses the Library to the delight of
all concerned including the University of Rhode Island.
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-Reader Services operates in essentially the same
manner in both Libraries. NWC, Newport, has an excitino
program of "Library Tutorials" for elective courses
where reference librarians conduct classes on informa-
tion resources available for specific subject support.
All microforms are concentrated in one nhysical area i
regardless of original format; this is true at both ]
institutions. NWC issues ID cards to evervone attached ;
to the institution, and the Library uses the ID card
for charageout purposes. books and periodicals are
processed with a hidden maaretic tape which becomes part
of the NWC, Newport, security system to reduce book
losses. Each institution has a separate area to house
and service Government documents. At NWC, each student
has a two-drawer security container for personal use
at his own desk. One NDU visitor remarked, "The student
study rooms were certainly the most comfortable looking,
and the atmosphere was just the thing to make one want
to get a higher education at the NWC."

-Special Collections, extensive at USMA and more
modest at NWC, Newport, respond to the "needs" of both
the permanent collections and the clientele. Conservatio
description, and utilization are common to both. NDU's
holdings differ significantly from either institution's.

c. Physical layout and Plant. The technical services,
both acquisitions and cataloging, have adequate working
space allocated to them. To NDU visitors, this amount
of work space was seen as vast and astonishing. Each
supervisor, at both institutions, has a private office.
In neither case was it possible to locate technical
services on the same floor as the general reference
collection. Microforms are grouped together as are
Special Collections, government documents and non-print
media. A freight elevator is available at NWC, Newport,
but unfortunately not at USMA. Stable temperature and
humidity levels, at 70 F and 50% relative humidity, are
acceptable at each institution but difficult to maintain.
Each buildings has problems with water leaks, ani both
have wet stand pipe fire systems without automatic over-
head sprinklers. The vault at USMA is reserved for
Special Collections only. Staff facilities are modern
and include lounge and locker rooms/showers.




4. No specific recommendations accompany this paper.
Implementation of ideas will be discussed by the Library
staff, listed and prioritized. A listing will follow with
specific recommendations for approval and orderly action as
it becomes possible.

4 5. On behalf of the NDU Library staff it is my pleasure to

4 extend thanks to the Director of the Resources Management
Directorate and to the President of the University for their
support of this endeavor. Long-term benefits will accrue
because of this initiative.

A omye; %(é/

/ J. THOAMS RUSSELL
Library Director
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Mr Joe Barth

Asst Librarian for
Collection Development

US Military Academy

West Point, New York 10996

AUTOVON 688-4560

Dr Ed Cass

Chief, USMA Archives

US Military Academy

West Point, New York 10996
AUTOVON 688-2017

Mr Bohdan I Kohutiak
Director of Library
US Army Russian Institute
APO New York 09053

Mr J Thomas Russell

Director of Library

National Defense University

Fort McNair, Washington DC 20319
AUTOVON 223-8437
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Mr Ed Burgess

Chief, Reference Service

US Army Command & General Staff
College

Combined Arms Research Library

Fort Leavenworth, Kansas 66027

AUTOVON 552-3098

Mrs Terry L DiDomenico

Librarian, Resources Branch

US Army War College Library

Carlisle Barracks, Pennsylvania 17013
AUTOVON 242-4318

Ms Marijean Murray

Chief Librarian

US Army Sergeants Major Academy
Fort Bliss, Texas 79918
AUTOVON 978-8176

Ms Barbara E Stevens

Director of Library

US Army War College Library

Carlisle Barracks, Pennsylvania 17013
AUTOVON 242-4319




APPENDIX Q

MEDICAL LIBRARY

\
N
*







OBJECTIVES OF MILITARY HEALTH SERVICE SYSTEM 3

0O MAINTAIN PHYSICALLY AND MENTALLY FIT, COMBAT AND OPERA-
TIONALLY READY MILITARY FORCE.

00 PROVIDE COMPREHENSIVE AND HIGH QUALITY HEALTH SERVICE
TO ACTIVE DUTY PERSONNEL

00 DEVELOP HEALTH STANDARDS FOR SELECTION, UTILIZATION,
ELIMINATION OF MILITARY PERSONNEL.

00 PERFORM R&D AND EVALUATION REQUIRED TO SUPPORT MILITARY
MISSIONS AND FORCES.

O ENSURE TIMELY AVAILABILITY OF TRAINED MANPOWER AND OTHER
HEALTH RESOURCES TO MEET CONTINGENCY PLANS.

O PROVIDE HEALTH SERVICES TO ELIGIBLE BENEFICIARIES AS CUR-
RENTLY AUTHORIZED BY LAW AND PRACTICE.

00 HELP CREATE AND MAINTAIN MORALE - ACTIVE DUTY, DEPEN- .?
DENTS, SURVIVORS. 1;

00 ENCOURAGE CAREER COMMITMENT - RETIREES, DEPENDENTS,
SURVIVORS.




4

O MAINTAIN PROFESSIONALLY VIABLE AND EFFECTIVE HEALTH CARE;
SYSTEM AS INCENTIVE FOR RECRUITING AND RETAINING HIGH
QUALITY HEALTH PROFESSIONALS.

00 PROVIDE FULL SPECTRUM OF MEDICAL PROBLEMS FOR PRO-
FESSIONAL DEVELOPMENT,

00 CONDUCT CLINICAL INVESTIGATION ESSENTIAL FOR MEDICAL
QUALIFICATION.
O MAINTAIN SYSTEM OF HEALTH SERVICES THAT IS AS EFFECTIVE
AND EFFICIENT AS POSSIBLE,

SOURCE:  MCHC, TITLE 10




FUNCTIONS OF THE SURGEON GENERAL |

Overall Responcibilities and Relationships -

--Development, policy direction, organization,
and management of an integrated Army-wide
Health Services System.

--0n health and medical matters - direct access
to the Secretary of the Army and Chief of Staff,

--Equitable consideration is given to the Active
Army, National Guard, and Army Reserve.




FUNCTIONS OF THE SURGEON GENERAL

Army Staff Responsibility For -

-Planning,developing, programing, directing,
and supervising health services for the Army.

-Establishing health standards.
-Health professional education/training.

~-Medical research, development, test, and
evaluation.

-Information systems in support of health services.

-Direction, coordination, and evaluation of medical
materiel and maintenance programs.,

-Technical review and evaluation of non-medical
materiel-determine health hazards.

-Formulating policies and requlations - health
aspects of Army environmental programs.

E -Direction, coordination, and evaluation of world -
k. wide programs - enhance health-prevent disease.
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FUNCTIONS OF THE SURGEON GENERAL

UNDER SUPERVISION OF OTHER STAFF ELEMENTS

DCS OPERATIONS & PLANS

--PREPARES MEDICAL PORTION OF CONTINGENCY PLANS,
--EVALUATES TRAINING AND READINESS OF MED DEPT,

--DEVELOPS MEDICAL SUPPORT ELEMENTS OF ARMY FORCES,

--DEVELOPS HEALTH SERVICES DOCTRINE, CONCEPTS, AND SYSTEMS
FOR INTEGRATION INTO THE ARMY IN THE FIELD,

--DEVELOPS MANPOWER REQUIREMENTS/ALLOCATIONS FOR MED
DEPT UNITS,

--REVIEWS AND ANALYZES BASIS OF ISSUE PLANS FOR MEDICAL
AND OTHER ITEMS RELATED TO HEALTH.

--REVIEWS AND EVALUATES AUTHORIZATION DOCUMENTS PERTAIN-
ING TO MEDICAL PERSONNEL AND EQUIPMENT.

--PARTICIPATES IN FORCE DEVELOPMENT TESTS AND EVALUATION
PROG RAMS .

--REVIEWS ARMY MEDICAL MATERIEL REQUIREMENTS DOCUMENTS
FOR VALIDITY AND VIABILITY,

COMPTROLLER

--FORMULATION, JUSTIFICATION, SUPERVISION, AND EXECUTION
OF ARMY BUDGETS FOR HEALTH SERVICES,

ACS INTELLIGENCE

--PRODUCTION OF DOD GENERAL, SCIENTIFIC, AND TECHNICAL
INTELLIGENCE ON MEDICAL MATTERS,

191
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DCS PERSONNEL

. --EXERCISES CAREER MANAGEMENT AUTHORITY OVER AMEDD
: OFFICERS (EXCEPT GENERAL OFFICERS),

--DEVELOPS AMEDD OFFICER CORPS AUTHORIZATIONS,

Sk it 2ot s o

DCS LOGISTICS

--MANAGES MEDICAL MATERIEL INCLUDING OVERSEA REQUIREMENTS,

--DETERMINES PROPER TYFES OF MEDICAL AND OTHER ITEMS AND
1 QUANTITIES OF EQUIPMENT FOR HEALTH PROTECTION AND
SANITATION,

DCS RESEARCH, DEVELOPMENT & ACQUISITION

--FORMULATES, JUSTIFIES, AND EXECUTES REQUIREMENTS FOR
MEDICAL RESEARCH, DEVELOPMENT, TEST AND EVALUATION,

--PARTICIPATES IN INTERNATIONAL MILITARY STANDARDIZATION,

CHIEF OF ENGINEERS

B -=PLANS, PROGRAMS, AND BUDGETS - HEALTH FACILITIES CONSTRU-
| TION,

o --PROVIDES TECHNICAL ASSISTANCE AND GUIDANCE - HEALTH ASPECTS
OF ENVIRONMENTAL POLLUTION,
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UNITED STATES ARMY
MEDICAL RESEARCH AND DEVELOPMENT COMMAND

1 INTRODUCTION

? The United States Army Medical Research and Development Command (USAMRDC)

F is dedicated to the proposition that the Army has unique medical problems

E that must be solved by the Army. It conducts a vital, m!ssion-oriented,
medical research and development program to support the soldier in the field
and meet other Army health research needs.

i iaap it

‘ This complex and diverse program is directed tcward increasing efficiency of
manpower utilization through development of new medical techniques, knowledge,
and equipment for improving health maintenance, reducing losses from infectious
diseases, increasing the probabilities for survival and recovery from combat
wounds and other trauma, improving protection from hazardous environments, and
enhancing military performance.

i s o

o

y The widespread activities of the Command place its personnel in contact witt
L - military and civilian medical practitioners and research workers in most of
3 the nations of the free world.

More than 2800 personnel located at nine major research installations through-
out the Continental United States, and five units in Europe, Southeest Asia,
Africa, and South America comprise the Command.

The in-hovse research is complemented by over 275 active contracts and grants
with universities, non-profit research organizations, and industry. These
investigations are specifically designed to solve problems in Army field
medicine.
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US ARMY MEDICAL RESEARCH AND DEVELOPMENT COMMAND

The USAMRDC headquartered at Fort Detrick, Frederick, MI} 21701, is resronsible

for administration and coordination of the RDTE Programs of the AMEDD, To

cxecute this program the USAMRDC receives guidance and resources from both the
Surgeon General and Deputy Chief of Staff for Research, Development, ard
Acquisition, Department of the Army. The medical research progrem is limited

to those problems which are unique to the military, and is conducted in the

United States as well as other countries. Medical rescarch and development
activities are performed in military Institutes by military and cl!vilian investi-
gators and through contracts with universities and industry. Some rescarch is
conducted in government laboratories such as those of the Department of Apriculturc,

—

| HISTORY
4 A. The USAMRDC grew out of the Medical Department Technical Cormittce (estab-
lished by 0Office Order 376, War Department, Army Service Forces, 01SG, 11 June

1943) of World War IT which was replaced by the Army Medical Researchk and
Development Board was set up by Office Order 194, Army Service Fcrces, OTSG,

| 17 August 1945 with two divisions: Research Division and Development Division,
Also, the Army Epidemidogical Board was brouglt under the general supervision
of the Board at this time,

e uand

. The Army Medical Research and Development Board was redesignated the Rerearch
i and Development Division by the TSG Office memo of 16 October 1953. The
Division consisted of: Office of the Chief, Technical Director of Resecarch,
Administration Office, Budget and Fiscal Office, Dental Rerccarch Brarch, Human
U Rescurces Research Branch, Medical Research Branch, Prevertive Medicine Research
' Branch, Special Projects Branch, and Surgical Research Branch,

This Division became the US Army Medical Research and Developmert Comrand as a
Class Il activity under The Surgeon General on 20 August 1958 pursuant to

DA General Order 31 dated 25 August 1958 and was located in the Navy Building
on Constitution Avenue, Washingtoun, DC.

B. 29 September 1958-GO 9, OTSG, assigned the following units to the Command
effective 3 October 1958:

1. Walter Reed Army Institute of Research, Washington, DC.

2. US Army Medical kquipment Development Laboratory (USAMERDL),
Fort Totten, NY,

US Army Prosthetics Research Laboratory, Washington, DC.
US Army Medical Research Unit (USAMRU), Malaya,

US Army Medical Unit, Fort Detrick, Frederick, MD.

US Army Tropical Research Medical Laboratory, Fort Brooke, Pverto Rico.
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US ARMY MEDICAL RESEARCH AND DEVELOPMENT COMMAND (Cont)

7. US Army Medical Resarch Laboratory (USAMRL), Fort Knox, KY.
8. US Army Surgical Research Unjt, Fort Sam Houstom, TX,
9. US Army Medical Research and Nutrition Laboratory (USAMRNL),
Denver, CO,
10. 1 October 1958-GO 10, OTSG, established the USAMRU, Germany under the

1959

(o]

1962

1963

1964

USAMRDC.

C. Major organizational, mission, and location changes in the Commend follow:

USAMRU, Fanama, established.

US Army Reseaviin Institute of environmental Medicine established,.
USAMRU, Bangkok established.

USAMRU, Congo established.

US Army Institute of Dental Research established.

US Army Aeromedical Research Unit established.

USAMRU, Germany discontinued.
USAMRU, Congc discontinued.
USAMRU, Uganda established.

US Army Prosthetic Laboratory redesignated US Army Medical Biomechanical
Research Laboratory (USAMBRL).

US Army Tropical Research Medical Laboratory, Puerto Rico discontinued.
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1965

1966

3 1967

1968

1969

Fogeh ;

Sl ol

1972

1973

US ARMY MEDICAL, RESEARCH AND DEVELOPMENT COMMAND (Ccnt)

USAMRU, Vietnam established.
USAMRU, San Francisco established.

Arctic Medical Rescarch Laboratory, Fort Wainwright, Alaska established
as a subunit of USARIEM.

USAMRU, Malaya changed to USAMRU, Malaysia

USAMRU, Uganda discontinued.

USAMRU, San Francisco changed to Letterman Army Institute of
Research,

US Army Medical Unit, Fort Detrick changed to US Army Mecdicel Research
Institute of Infectious Diseases,

US Army Surgical Research Unit changed to Institute of Surgical Research.

U'S Army Aeromedical Research Unit changed to the UUS Army Aeromedical
Research Laboratory.

USAMRDC moved from the Navy Building to the Forrestal Building,
Washington, DC,

US Army Medical Equipment Development Lahoratory moved from Ft, Totten
to Ft. Detrick and name changed to US Army Bloengincering Rescarch and
Development Laborztory.

US Army Bicmechanical Research Laboratory moved ancd corsolidated with
USAMI'RDL at Ft. Detrick.

US Army Medical Environmental Engineering Research lmit (USAMEERU),
Edgewood Arsenal established.

US Army Garrison (USAG), Fort Detrick assigned to USAMRDC.

USAG, Fort Detrick was transferred to the Health Services Command.
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o USAMRU, Malaysia, USAMRU, Panama and Army component of SEATO Lab, Bangkok
were reorganized into the WRAIR Special Foreign Activity (SFA).

o USAMRU, Brasilia, Brazil established.

o USAMRU, Namoibi, Kenya established.

o USAMRNL, Denver discontinued and consolidated with LAIR,

’

o USAMEERU, Edgewood discontinued and consolidated with USAMBREL.

o USAMRU, Vietnam discontinued.

o0 Prosthetic mission transferred to Veterans Administration.

o USAMRL, Fort Knox discontinued and consolidated with LAIR.

o USAMRU, Belem, Brazil established,

Arctic Medical Research Laboratory, Alaska discontinued.

USAMRU, Panama discontinued.

USAMRU, Europe established.

USAMRDC moved from Forrestal Building, Washington, DC to Fort Detrick.
USAMRU, Belem, Brazil discontinued.

US Army Component SEATO Lab, Bangkok changed to Armed Forces Research
Institute of Medical Sciences (AFRIMS).

Chemical defense research mission assigned tc USAMRLC,

US Army Diomedical Laboratory transferred from Chemical Systems Laboratory,
DARCOM to USAMRIC,

Nutrition research mission transferred to US Department of Agriculture.

USAMRIID established as a subunit of WRAIR,
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D. Commanders of the US Army Medical Research and Development Command

Robert L., Hullimghorst, Colonel, MC. Aug-Oct 1958,

Joseph H, McNinch, Brigadier General, MC, 1958-60

James H. Foresee, Brigadier General, MC, 1960-62

Robert E, Blount, Brigadier General, MC, 1962-65

Colin F., Vorder Bruegge, Brigadier General, MC, 1665-67

Joe M. Blumberg, Major General MC, 1967-69

Irvin C. Plough, Colonel, MC, 1969-70

Richard R, Taylor, Major General, MC. 1970-73

, Robert Bernstein, Brigadler General, MC, 1 Mar - 31 May 1973
1 Kenneth R, Dirks, Brigadier General, MC, 1973-76

] William S. Augerson, Major General, MC, 1976-28 Feb 79
LeeRoy G. Jones, Colorel, MC, 1 Muarch - 24 June 1979

3 Garrison Rapmund, Brigadier Genersal, MC, 25 June 79 - Present

3

MISSION

A. The Commander and staff of the Headquarters, USAMRDC, plan, coordinate, {
1 direct, execute, supervise, and review the United States Army Medical Department ]
? Research, Development, Test and Evaluation (AMEDD RDTE) Program, which is

designed to meet the health needs of the Army; serves as the Materiel Developer
for The Surgeon General and perform research, development, test and evaluation
] staff functions for The Surgeon General.

. The Commander, USAMRDC, commancs the designated USAMRDC units and directs
and manges their research and development efforts in carrying out the assigned
AMEDD RDTE Programs.

E ' 1. Walter Reed Army Institute of Research, Washington, DC 20012,

2. US Army Institute of Dental Research, Washingtcn, DC 20012, ;

1 3. US Army Medical Bioengineering Research and Dcvelopment L:boratory, ;;
3 . Fort Detrick, MD 217C1. '

4, US Army Institute of Surgical Research, Fort Sam Houstcn, TX 78234,
55 US Army Institute of Environmental Medicine, Natick, MA 01760,
6. US Army Aeromedical Research Laboratory, Fort Rucker, AL 36362,

- 7. Letterman Army Institute of Research, Presidio of San Franciscc,
: CA 94129,

 _' 8. US Army ﬁiomedical Laboratory, Aberdeen Proving Cround, MD 21010.
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US APMY MEDICAL RESEARCH AND DEVELOPMENT COMMAND (Cont)

MILITARY

MANPOWER FY 81 CIVILIAN TOTAL

FOINTS OF CONTACT:

1500 1340 2840

ADDRESS :

TELEPHONE ;
AUTOVON:

POSITION

Commander

Deputy Commander
Executive Officer

Alde
Adjutant

Chief Medicel NCO

Headquarters

US Army Medical Research and Development Command
Fort Detrick

Frederick, MD 21701

(301) 663- + ext

343- + ext :
INCUMBENT EXT i
BG Garrison Rapmund, MC 7613 :
COL Harry G. Dangerfield, MC 1317 ;
COL Thomas L. Tiudeau, MSC 7377 b
ILT Maureen Coleman, MSC 7613
CPT Danny E. Lacy, MSC 2121

SGM Robert A, Falconi 7377 g E

_—

PENTAGON OFFICE 3

TEL: (202) 697-1120 1
AUTOVON: 227-1120 :




HEADQUARTERS

KEY PERSONNEL

Commander
BG Garrison Rapmund, MC

Deputy Commander
COL Harry G. Dangerfield, McC

Executive Officer
COL Thomas L. Trudeau

Adjutant
CPT(P) Danny E, Lacy, MSC

Chief Medical Nco
SGM Robert A, Falconi

Director, Research Operations
LTC Bernard A, Schiefer, MSC

Director, Research Plans
COL Harry G Dangerfield, MC

Director, Resources Management
COL John R, Cobbs, MSC

Director, Research Programs
COL Philip F, Sobocinski, MSC

Research Ares Manager 1
COL David L, Huxsoll, vcC

Research Area Manager 1I
COL Thomas F, CAmp, Jr., MC

Research Area Manager IIT
LTC John D. LaMothe, MSC

| Research Area Manager IV
COL Thomas P, Sweeney, DC

X Research Area Manager V
I COL Duane E, Hilmas, VC
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US ARMY MEDICAL RESEARCH AND DEVEL OPMENT COMMAND f

AREAS OF RESEARCH

RESEARCH AREA I - MILITARY DISEASE HAZARDS

Military preventive medicine 1

o
o Malaria
o Arthropod-hborre virus discases 2
3 o Acute respliratory diseases
. o Tropica) diseases of military significance
1 o Bacterial and mycotic diseases
é o Hepatitis
4 o Diarrhkeal disorders 1
i o Medical defense againct bilological agents .fﬁ
o Zoonoses [ B
o Drug development q

RESEARCH AREA I1 - COMBAT CASUALTY CARE

Trauma

Bload transfusion

Military burn technology
Bioengineering

Combat medical materiel development
Medical management in toxic environment
Combat surgery

Forward resuscitation

O 00 000 20

RESEARCH AREA 111 - HEALTH HAZARDS OF MILITARY SYSTEMS

4 o Environmental (climatic) medicine: heat, cold and high terrestrial
altitude stress EE
.g' Physiologic basis for adaptation ard tclerance 1
Health hazard assessmentof military material d
Work and phvsical fitness

Psychophysiology of vision and hearing

Military psychiatry

Aviation medicine

Fnvironmental quelity technology

lLaser safety : §
Microwave and ionizing radiation 1
Military envirormental stress

0O 009 00CO0O0COO O

RESEARCH AREA IV - COMBAT MAXILLOFACIAL INJURY, DENTAL D1SEASE AND MATERIALS

o Oral disease prevention
o Maxillofacial surgical improvements
o Dental material development
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RESEARCH AREA V - MEDICAL DEFENSE AGAINST CHEMICAL AGENTS

0 Antidotes -
o Patient decontamination
o Chemoprotectives
0 Chemotherapeutics
A
E |
&
]
)
A
|
[}
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THE RESEARCH PROGRAM

The USAMRDC research efforts are divided into five areas: (1) Military
Disease Hazards:; (2) Combat Casualty Care; (3) Heelth Hazards of Military
Systems; (4) Combat Maxillofacial Injury, Dental Disease and Muterial: and (5)
Midical Defense Against Chemical Agents.

The research area concept of research reduces emphasis on management by
institution in favor of management by program, The goals of this modifi-
cation effort are to align USAMRDC programs mcre closely with other Army
Research, Development, Test and Fvaluation (RDTE) programs, to relate USAMRDC
programs with the Science and Technology Otjectives GuSde and to provide a
more coherent and easily understood medical R&D program to Army decision
makers,

Each USAMRDC mission area can be defined on the bhasis of thke {interaction
between host (man), agent and environment, and in terms of the prospective
user of the research product., Each deals with a militarily unique group of
threats to indfvidual well being and ultimately, therefore, with threats to
military mission accomplishment,

Each of the five research areas has elements of medical threat assessment,

prevention and treatment. Lkmphasis in two of the arecas is on prevention,
while the others assume prevention has failed and deal primarily with treatment.

Research Area I: Military Disease Hazards

This area of research and development includes the assessment, preventlon,
diagnosis and treatment of natural or endemic infectious diseases which would
hamper military operations or mobilization worldwide, and potential bhlological
warfare agents whichk could be used by opposing forces to adversely affect troop
effectiveness.

Research is conducted utilizing new and classical techniques of immunochemistry,
histopathology, serology, immunology, micrcbiology, and epidemiology on infec-
tious diseases with existing or potential effect on military operations.

The objectives of the research are to meet military requirements for safe

and effective drugs and vaccines to protect soldiers against cndemic and
epldemic diseases which decrement training, mobilization, nr comtat operations,
as well as to affcrd protection against known and potential biological weapons.
Military personnel must be prepared to engage In combat in any peopclitical
region. Therefore, to assure strategic mobility, drugs ard vaccines must bhe
cvailable to protect against diseases encountered. Since diseases that are of
concern to the military are not of general civilian public health importance

in the United States, commercial research on such vaccines or drugs does not

exist.

R




Rcscarch Area I1: Combat Casualty Care

Combat casualty care encompasses the tasks of acquisition, stabilization,
evacuation, diagnosis and treatment of combat casualties and the develop-
ment of the medical material needed to assist in those tasks,

This program prcvides the basic scilence, technology and ccncept support for
research efforts directed toward this care. It is concerned with mcdern
battlefield requirements for management of wounding from conventional and
ron-convent ional weapons, burns, lasers, artillery blast overpressure, as
well as management of shock, sepsls, acute kidney and respiratory raillure
developing from these injuries. Additionally, treatment of psychiatric
battle casualties and development of blood substitutes and preservation
systems are addressed in this program,

Research Area III: Health Hazards of Military Systems

Human health threats dealt with in this area are those (a) built into
weapon sysems, (b) caused by military operations, (c) generated during
combat training, (d) inherent to certain microenvironments, ard (e)
produced by Army industrial operaticns. Examples include bone degrad-

ing vibrations present in armored vehicles, toxic contamination of water
supplies in theaters of operations, smoke induced respiratory injury, heat
stroke induced by wearing chemical protective suits in hot environments and
hearing loss attributable to artillery weapon noise,

This area performs research principally oriented toward the behavioral,
psychologic. and performance requirements imposed by military operations.

The research effort 13 directed at the prevention of casualties by focusing
on predisposing factors which make the individual soldier more valuable
because of fnadequate physical conditions, training, and indoctrination,.
Neuropsychiatric ard physiological investigations are pursued to {dentify
environmental ard operational stressors which cffect soldier tolerance and
survivability, Efforts include, but are not limited to medical indices of
crew workload and fatigue, environmental stressors of heat, cold, and altitide
and biomedical aspects of sustained operations.

Also, research effort 1s directed at determining the toxicological and
environmental fate characteristics of Armx'uniqne pollutants while a
smaller effort is directed toward the development of supporting analytical
techniques and monitcring methods.

Research Area IV: Combat Maxillofacial Injury, Dental Disease and Materials

This research program is directed at problems impacting on the ability of the
Army Dental Corps to support the combat readiness of the Army and the soldier

in the fleld in the accomplishment of his combat mission. Primary objectives

of the current research program are the development of more effective means
of preventing and treating catastrophic combat wounds of the orofacial
couplex; the development of improved methodology for preventing and
treating combat dental emergencies resulting from oral disease; and the
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development of effective patient management systems for responding to
the demands of rapid mobilization and deployment and for delivering oral
health care in the highly mobile, contaminated environment of future
battlefields.

Research Area V: Medical Defense Against Chemical Agents

A multidisciplinary approach is being used to develop an Integrated Medical
System for Individual Protection for the soldier exposed to chemical warfare
agents, Major efforts of the program involve: the definition of the mechanisms
by which chemical warfare agents, in lethal or sublethal concentrations, and with
repeated exposures, induce their sequence of effects and relate these

effects to the dose and pharmacokinetics of the agent: the definition of the mechanism:

by which antidotes, prophylaxes, and therapeutics, directed at mitigating the
effects of chemical warfare agents, exert their effects and relate these effects
to the dose, pharmecokinetics and structure of the drug; the determination of the
dermatopharmacokinetics of chemical warfare agents (absorption, adsorption,
permeability, distribution, biotransformation, and elimination) and the mechanisms
by which drugs and/or decontaminating compounds alter the dermatopharmacokinetice
of chemical warfare agents; and the definition, development, validation, and
maintenance of standardized animal, behavioral, cellular, and biochemical models
and procedures for elucidating the biological sequence of effects of chemical
warfare agents, antidotes, and decontaminating compounds, and conducting safcty,
tolerance, and efficacy studies of antidotes and decontaminating compounds to
assure the timely and effective development of drugs fcr individual soldier use.
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" Cutler US Army Community Hospital, Fort Devens, MA 01433
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US ARMY COMMUNITY HOSPITALS

Bassett US Army Community Hospital, Fort Wainwright, AK 99703

Darnall US Army Community Hospital, Fort Hood, TX 76544

DeWitt US Army Community Hospital, Fort Belvoir, VA 22060

Fox US Army Community Hospital, Redstone Arsenal, Huntsville, AL 35809
General Leonard Wood US Army Community Hospital, Fort Leonard Wood, MO 65473
Gorgas US Army Community Hospital, Panama, APO Miami 34004

Ireland US Army Community Hospital, Fort Knox, KY 40121

Irwin US Army Community Hospital, Fort Riley, KS 66442

Kenner US Army Community Hospital, Fort Lee, VA 23801

Kimbrough US Army Community Hospital, Fort Meade, MD 20755

Lyster US Army Community Hospital, Fort Rucker, AL 36360

Martin US Army Community Hospital, Fort Benning, GA 31905

McDonald US Army Community Hospitali, Fort Eustis, VA 23604

1
Moncrief US Army Community Hospital, Fort Jackson, SC 29207 E
Munson US Army Community Hospital, Fort Leavenworth, KS 66027 ]
Noble US Army Community Hospital, Fort McClellan, AL 36201 i
E
1

Patterson US Army Community Hospital, Fort Monmouth, NJ 07703
Reynolds US Army Community Hospital, Fort Sill, OK 73503

Silas B. Hays US Army Community Hospital, Fort Ord, CA 93941 :
Walson US Army Community Hospital, Fort Dix, NJ 08640
Weed US Army Community Hospital, Fort Irwin, CA 92311 1
William Keller US Army Community Hospital, USMA, West Point, NY 10996

Womack US Army Community Hospital, Fort Bragg, NC 28307

US Army Community Hospital, Fort Campbell, KY 42223
US Army Community Hospital, Fort Carson, CO 80913

US Army Community Hospital, Coco Solo, Panama, APO Miami 34008

US Army Community Hospital, Fort Polk, LA 71459

US Army Community Hospital, Fort Stewart, GA 31313
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FEDERAL. HEALTH RESOURCES SHARING COMMITTEE

Preamble -

In recent years there have been unprecedented changes in the organization
and delivery of health care in the United States. There are valid
reasons to believe, moreover, that the trends demonstrated to date are
only the beginning of a substantial redirection of the entire system.
Burgeoning technology, rising costs, increasing consumer requirements,

and fragmentation of the approach to the total health care of the individual

suggest that new approaches are necessary to achieve the objectives of
the health care system, both outside and within government. The Assistant
Secretary of Defense (Health Affairs), the Surgeons General of the Armed
Services, the Assistant Secretary for Health, DHEW (Surgeon General of
the U.S. Public Health Service), and the Chief Medical Director of the
Veterans Administration affirm their belief that one approach to the
common objective of providing the highest possible quality of health
care with greatest efficiency lies in the acceptance of common goals and
an open approach to the sharing of resources. It 1s recognized that the
broad goal of sharing resources to improve the overall quality of health
care to their patients and reduce the excess consumption of scarce
resources can be accomplished, in part, by coordinated planning arrange-
ments among tle signatories to this agreenent.

Purpose

To identify and promote opportunities for joint planning and use of
health care resources in the Federal Government. To provide a forum for
representatives from Federal agencies to interact in the cooperative
exploration of joint planning and sharing opportunities in the delivery
of medical services and the use of medical resources. In pursuit of the
primary objective of sharing Federal health resources, the Committee
should consider the following:

a. Improving the quality, availability, and accessibility of
patient care including patient comfort, convenience, and satisfaction.

b. Improving the efficiency with which patient care resources are
expended. .

c. Supporting attainment of the basic missions of Federal agencies
participating in the agreement.

d. Promoting broad relationships with health care institutions
outside Government.

e. Promoting cooperative arrangements with non-Federal health
providers in areas of expunsive specialized health services including
continuing communication and liaison with health systems agencies.

f. Undertaking sharing programs in a way that supports training
programs and enhances recruitment and retention of health care personnel.

g. Minimizing disruption of existing patient care, training, and
research programs. In no case shall such sharing activities reduce the
capability of a member Federal agency to assure the provision of care to
its primary beneficiaries.
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Aggporitx

The authority for this Committee tp operate under the terms of this
charter is derived from the authority vested by public laws and executive
orders in the signatories of this charter.

The basic authority for sharing among Federal health care providers is
established in such sources as:

31 USC 686 (Economy Act) - 38 USC 5053 - sharing

broad authority for interagency specialized medical resources
sharing only (VA)

38 USC 5003 - facility and 10 USC 1074(b) - VA pro-

equipment sharing only (VA) vision of care for certain

retirees only
42 USC 254(a) - sharing

speclalized medical resources 10 USC 1074, 1076 - PHS

only (PHS) provision of care for active
duty military, retired and

38 USC 616 - DOD and PHS dependents and DOD care of

care for veterans if author- other uniformed beneficiaries

ized by appropriation or

other Act

The Committee shall ensure compliance with such authorities in proposing
joint programs or sharing activities.

Organization

a. Membership. Each participating Federal agency or department
shall assign representatives to serve on the Committee,

b. Chairmanshir. Chairmanship shall rotate annually among agencies
in an order determined by the members. It shall be the responsibility
of the Chairman to coordinate arrangements for meetings by conveying the
time, place, and agenda to all members. The Chairman shall ensure that
minutes of meetings are recorded and distributed to members. Files and
pertinent reccrds shall be maintained by the Chairman.

c. Meetings. Meetings shall be held at times and places designated
by the Chairman. Meetings shall be held not less than semi-annually.

Scope of Activities

a. Define and clarify scope of "joint planning" and "sharing."

b. Advise Federal agency officials on cooperative opportunities
and constraints.

c. Identify and recommend to the agencies legislative, regulatory,
or other policy changes to enhance joint planning and sharing.
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d. Initiate, validete and recommend coordinated programs with

" - highest payoff in reducing unwarranted duplication or excess capacity

without adversely effecting efficiency, effectiveness, readiness or
quality of care.

e. Constitute subcommittees to explore the feasibility of joint
planning and sharing arrangements in specific health care areas and to
develop criteria and standards when appropriate. To establish milestones
for subcommittee compliance. Initial working groups will be:

(1) Cardiac Catheterization Laboratory Subcommittee
(2) Computerized Tomography Subcommittee

(3) Mobilization Support Subcommittee

(4) Medical Information Systems Subcommittee

f. Clarify and recommend costing and funding provisions for
interagency and sharing arrangements.

g. Support appropriate interfacing with the existing mobilization
expansion agreement between the VA, DOD, and PHS.

h. Periodically assess and document the scope and extent of joint
planning and sharing in effect for the purpose of facilitating further
sharing through an exchange of such information.

Implemeutation

The Committee's recommendations will be sent to each agency for con-
sideration and action. The recommendations will be implemented through
existing agency and departmental structures and processes. If a consensus
has not been achieved by the Committee, all members' positions will be
forwarded with the recommendations.
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DisTRICT OF COLUMBIA RML [V

MARYLAND MIU-ATLANTIC REGIUNAL MEDICAL LIBRARY PRUGRAM
NoRTH CAROLINA NATIONAL LIBRARY OF MEDICINE
“VIRGINIA 8000 RockviLLE Pike, Bethespa, MU 20209 '
WEST VIRGINIA (501) 496-5955

: NUMBER 28 NEWSLETTER APRIL 1981

!

NATIONAL LIBRARY OF MEDICINE UNION LIST POLICY

P The Library is currently engaged in an effort to build a national location/holdings
4 data base as part of the MEDLARS III system (News, August 1979). Serials holdings
4 data from over 500 biomedical libraries, including many hospital libraries will be
] merged into the data base by early 1982 and will then be used to generate a variety
g of union list products. Online access to holdings data for larger serials collections

will also be available on SERLINE at that time. Expansion of the data base to include
serials holdings data for other hospital libraries will proceed during the next

few years. Eventually, the holdings data base will be used to provide automated

3 routing of document requests in MEDLARS III. In the future, location data for

- monographs and audiovisuals will also be included in the MEDLARS III system. ‘ |
- The successful development of the national location/holdings data depends on the |
F merger of data from many existing disparate systems and must be governed by specific

technical requirements for data coding and transfer. NLM believes that contracts
are the best means for coordinating these technical requirements and has therefore

decided that resource project grant funds will not be used to create or continue ;
regional or local union lists. 5

For information about related programs in your region, contact your Regional Medical
Library. A full status report on NLM's efforts to develop the national holdings
data base will appear in an upcoming issue of the NLM News. :

At this time, Region IV union lists that are being integrated into the national
) SERLINE data base are: North Carolina Union List; Virginia Union List; MAHSL;

o | N.C. AHEC: DOCHSIN; West Virginia; Hospital Council of Metropolitan Washington;

' Military Medical Libraries; D.C. Consortium; and medical library serial systens 'i
based on PHILSOM, OCLC, or UCMP. i

For more detailed information about various option: 1 developing local union EE
lists within each Region, contact your Regional Medical Library (301-496-5955). ;3
2184 |
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AGENDA
INTRODUCTION Pat Louderback
0820 - 0900 Rap Groups .
a) Public Services b) Technical Services c) Chief Librarians

Elect a spokesperson.

feel free to discuss any topic you wish.
with each other.

0900 - 0905 Brief Break

0905 - 0930

0930 - 1000

Topics listed for informal discussion are merely suggestions. Please
The purpose is to share and to become acquainted

Rap groups report to General Assembly. Questions, answers, comments,

general discussion.

Public Services

. Importance of the Reference

interview.

. Scheduline: expertise on duty

1600 - 2100 and on weekends.

. The Army deals in numbers. What's

a better way to count Information
Retrieval? (Average time per question
vs number of questions.)

ILLs that simply cannot be filled.

You are very dedicated. Is your time
well spent?

. What "worthy" PR activities can you

share?

Chief Librarians

. Goals and objectives for your library

svstem are well established. Yet---7

. Paper work and meetings.

. TDA: authorizcd vs recognized. Utili-

zation of NAF personnel in viable
spaces.

Budget and budget input, both AF and
NAF. Review and Analysis (R&A).

Special projects: please share.

. Listening: Do you listen well? What is

your staff telling you and why?

CITA. 8. ALMO.

Nell Strickland and Una Huggins.

w

. The new materials are exciting. Have you

. Back log: aware of titles, pulling those

. Free "Bitch" session. Take 3-5 minutes, '"bitch"
. Realistically: What kind of assistance do you i

. Flexibility of long term employees: diminishing 1
i

Technical Services

though* of working reference at the Main one
late schedule per week and one weekend per
month to see how the materials really fit into i
the collection and how they are used by patrons? 3

To what extent do you accept the CIP? 3

‘What advice do you have for the non-OCLC library
system in planning for future utilization of OCLC?

Original cataloging: how is the 19th ed. Dewey

affecting you?

necessary for immediate use. What is your
method?

Suggested topics for all groups

about anything you wish, in unison if vou wish!
Select one or more gripes to throw out to the

General Assembly. (no solution(s) necessary! 4
And no fair "bitching" about this session!) .

expect from the MACOM and DA library directors?
Think in terms of what their restrictions might
be: What can they do for us? If no restrictions,
what would you like the directors to do for us?

or diminished staff, cross training vs one
known job.

= (223
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DEPARTMENT OF THE ARMY

HEADGQUARTERS UNITED STATES CONTINENTAL ARMY COMMAND
FORT MONROL, VIRGINIA 23381

ATIT-E 31 May 1972

SUBJECT: Report of CONARC Schools and College Library Workshop

SEE DISTRIBUTION

1. The CONARC Schools and College Library Workshop was conducted by
this headquarters at Fort Eustis, Virginia, 18-20 April 1972,

2. One of the purposes of the workshop was to prepare recommendations
related to service schools and college library program. Position
papers and summary papers containing these recommendations are for-
warded for your information and action where appropriate.

3. The documents are currently being staffed within CONARC.

FOR THE COMMANDER:

UALR )
1 Incl W. H. PIERCE
as LTC, AGC
’ Asst AG
DISTRIBUTION:
CG, CONUSA

CG, USAS/TC&FG

CO, USASch/TC, Ft McClellan
Comdt, CONARC Sch (except USASESS,
USAMPS, USACMLCS, USWACS)

Copies furnished:

CG, USA Admin Sch Cen & Ft Ben Harrison
Comdt

USASESS

USAMPS

USAQMLCS

USWACS
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CONARC SCHOOLS AND COLLEGE

LIBRARY WORKSHOP

18-20 APRIL 1972

US ARMY :HANYPORTATION SCHOOL

FORT RUSTIS, VIRGINIA
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CONARC SCHOOLS AND COLLEGE
LIBRARY WORKSHOP

Opening Remarks

MG Ira A, Hunt, Jr.

(Will be distributed at a later date.)
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GUIDANCE FOR LIBRARY OPERATION
BRIGADIER GENERAL HENRY C, NEWTON (RET), EDUCATIONAL CONSULTANT

CONARC

1. I am delighted to have the opportunity of speaking to you on

the critical problems of the organization, staffing and functioning

of our libraries, which, in my opinion, are the heart of the Army
educational system., As many of you know, I was an Educational

Advisor to General Haines on the Board to Review Army Officer Schocls.
In my first meeting with the Board, and after reviewing the agenda, I
discovered that the Report was not to devote a chapter to the school
and college libraries. 1 pointed this out immediately, and the
secretary of the Board stated that there would be a couple of paragrephs
in the general comments relative to the library. I vigorously objected
to the library being relegated to such a position and urged that a

full chapter be devoted to the subject. General Haines supported my
position, and directed that I prepare the chapter.

2., After becoming an Educational Advisor to General Haines when he

was assigned as the Commanding General of CONARC, I started my program
of study of the Army schools under his command. In eacl. school I
visited, I spent considerable time in the library, and as I proceeded
with my studies I became convinced that we should have a Library
Conference. I knew that such a conference had never been held by
CONARC, which holds frequent conferences covering everything from the
Army Commanders to the Training Aids Centers. I discussed this problem
with General Haines, and he agreed that such a conference should be
held, and requested me to prepare the necessary study covering the

type of conference, program, workshops, etc. This was done and he
approved the concept, and thus, we are now holding the first conference
of Librarians of the school and college libraries uader CONARC.

3. Many of the problems you encounter in your libraries are due to
the design of the lihrary itself. 1 am at a complete loss as to why
the libraries in a number of our recent academic buildings, are so
poorly designed. It indicates a lack of coordination between the
Librarian, the Project Officer of the school, the Corps of Engineers,
and particularly, the Architect. In a few libraries I have been




successful in having additional working space alloted, so the
l1ibrary could function properly, however, in the majority of
instances, you are tied to a structured plant that cannot be
changed, therefore you must adjust your space to the facilities
available, and produce the most efficient operation possible.

4, Library Committees or Boards, as I identify them, vary from
practically non-existent in some schools to very effective in others.
In one school, for example, the Librarian could not produce the
minutes of the last meeting of the Board, and could not even

remember the last time such a meeting was held. An effective Library
Board is essential to assist the Commandant or Assistant Commandant

in the administration and overall orgeanization of the facility, with

a special reference to the size and effectiveness of the staff, the
capability of the library to support the mission of the school, and
the scope of the collection to support the various curricula. The
Board should meet at least every two months and the findings should
be documented in appropriate minutes and forwarded to the Commandant
or Assistant Commandant through the officer responsible for the
sqperyisiqn_of,5hg_;1bggyy, The Librarian should attend all the
Board meetings, however, should not be a voting member of the Board.

A secretary should be provided for the purpose of preparing the minutes
and other administrative matters as a result of the Board meeting.

The Board membership should consist of the Directors of the Academic
Departments, including the Non Resident Department and the Educational
Advisor. The staff officer having supervision of the library, should
not be a member of the Board, inasmuch as the function of the Board

is to advise the Commandant, or Assistant Commandant, of the capability
of the library to effectively support the mission of the school. The
staff officer responsible for supervising the library should not be a
voting member of the Board. A well organized, effective Board could
make a major .contribution to the operation and efficiency of the
library.

5. All schools should have a Student Library Committee. It should
consist of approximately five members from the Officer Advanced Class,
or any other classes in residence, for a sufficient period of time

to be familiar with the library and its support of the mission of the
school, 1 do not intend to infer that enlisted personnel should not
be members of the Board. Most of the enlisted courses, however, are
MOS producing in nature and not of sufficient length for the students




g to utilize the facility over a long period of time, which is

% really essential to enable them, as members of the Committee, to
analyze the effectiveness of the staff and the scope of the
collection. The chairmen of the Student Library Committee should

sit with the Library Board in its regularly scheduled meeting,
however, he should not be a voting member thereof. If properly
organized, such a Committee could make a major contribution to the
effectiveness of the library, with a special reference to the breadth
of the collection to support staff studies, research projects and

the Electives Program. i

TS TS

6. In a number of libraries, the Classified Files are quite ex-
tensive and have a tendency to grow out of control. This poses a
‘ serious situation, not only as pertains to the mass of information
E accumulated, but the proper cataloging thereof. The schools in
which this situation exists should have a Classified Files Committee,
consisting of members of the staff and faculty. The Committee should
be charged with the responsibility of reviewing and identifying all
new classified material being added to the collection, and, on a
planned basis, reviewing the collection for the purpose of eliminating
or more effectively cataloging the various items in the collection.
This would be quite a task, however, it could be accouplished on a
progressive baslis,

e e

7. The source of new titles for the library always poses a critical
problem. This should not be left entirely to the librarian, due to the ]L
x technical nature of the t.xts 1. the collection for the support of

what might be called the "hard core" portion of the curriculum.
Members of the faculty should be a constant source of new titles and
all of the Academic Departments should be required to supply the names
of appropriate titles in support of the curriculum, including the
Electives Program as well as staff studies, research projects, term
papers, etc. The librarian should be in a position, to closely
coordinate with the Academic Departments and the Curriculum Division

| to constantly develop the collection on a progressive basis, to meet ‘
5 the increasing demands of the student body, as a result of the ]?
curriculum changes, etc.

il e St

{ 8. In my studies of the libraries and my discussions with groups of )

students, 1 have found from their comments that the collections are 4
E. oriented to the mission of the .chool, from the standpoint of "hardware', ]
4 technical training and tactical instruction. All of the collections i
) should be broadened to include texts in the area of History, Geopolitics, 4




Social Studies and vhat might be classified in a general ares of
the Humanities. The support of the rather broad Electives Program
becomes a matter of paramount concern, in view of the collateral

reading required to support the subject content of the various courses
offered.

9. Accession Lists are prepared in practically all of the libraries
and generally on a monthly basis., It is suggested that these lists
graphed sheet, tq_bénéontained in an appropriate brochure with a well
designed cover carrying the school emblem in color, with appropriate
title, etc.

10. All schools should prepare a brochure titled "Suggested Reading
List!'. This list should not be of too great a length and should be
sub-divided in subjects to support the core curriculum, and other
areas of general reading, as referred to above. Each title should
have a brief description of the content similar to that appearing in
the Contemporary Reading List. This is essential, inasmuch as the

title of the text does not, in many instances, indicate the scope of
the work.

11. Each library should have a well designed "Library Guide' with a
suitable cover. In one library I recently visited, it consisted of
only a group of mimeographed pages stapled together. The Library
Guide shoyld contain a plan of the library, all administrative details,
wajor hreakdown of the catalog systems and other pertinent information
designed to familiarize the student with the entire facility 2 and the
serviceas the staff {s prepang.to_pjfgg. A brochure of this nature
should be issued to the students during their initial briefing.

12, In many instances the school is scattered through a series of
buildings far removed from the library. 1In some schools the principle
academic building which also contains the library, may have from 25

to 30 classrooms. The library should provide standard, large size
bulletin boards to be located in the strategic areas where_students
tend to congregate or in areas of maximum traffic flow. I have used
these bulletin boards in several of my schools and they have provided
vital "point of contact advertising" of the library. For example, a
bulletin board could have a map of the Middle East and distributed
around the map the colorful jackets from the most recent books avail-
able covering the area. The jackets could have a small ribbon leading
to the major area of interest covered by the publication, If these
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bulletin boards are attractively designed and changed at periodic
intervals, they will do much to alert the student to the services
the library is performing ind develop an interest factor toward

a more constructive reading program. One librarian pointed out to
me the bulletin board at the entrance to the library. The student
already knows where is he going and a bulletin board at this point
is of no interest =- he Is not even going to stop and look at it.
On the other hand, if this bulletin board had been adjacent to the
snack bar, I feel sure that he would have studied the display as

he consumed his morning coffee or afternoon "coke'.

13. Procurement problems are extremely accute. In many instances,
requisitions are not filled under six to eight months and when filled,
are short from ten to twenty-five percent of the items., This problem
requires immediate and positive action _on the part of CONARC, coupled
with a maximum degree of coordination with the Purchasing and Con-
tracting officer of the Post. This coordination should be on the part
of the librarian, and a senior officer of the staff. The variations
in the attitudes and actions of the Purchasing and Contracting

of ficers is such that it defies description. 1In this connection
"publishers ends' are available from distributors at substantial
savings, and this entire source should be carefully examined not only
by the librarian, but by the officer in charge of the Book Shop.

14. All libraries should oe carpeted to reduce the noise factor. I
have constantly stressed this, as I have visited the various schools
and in most instances appropriate action has been taken to provide
carpeting. In this connection, it is suggested that the space between
the stacks, where it is no: excessive, be reduced to 2' 6" and the

area between the stacks pruvided with striBs in lieu of 1nstalling
carpeting in the entire stack area,

5. I was surprised at the number of libraries not equipped with

study carrels, These study carrels should be provided in all libraries

and in many instances, could be at the end of the aisles, between the
stacks, It carrels arc i1n a darkened area they should be properly

lighted. They can be either purchased from the various manufacturers
or made by the Traininy Aid Centers.

l6, 1 have left the size of the library staff to the last item,
however, the variation here is striking. The size of the staff varies
in some of the smaller libraries from three persons to as many as 28
in the larger installations. There is a certain minimum requirement
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for a library, which in view of the staffing guide, and other
manpower directives is rather difficult to define, with any hope
of accomplishment. In my opinion, the library should have the
following personnel as an absolute minimum.

Librarian
Assistant Librarian
Secretary
Two clerks
Processing Assistant

It is recognized that in one or two instances, this staff might prove
excessive, considering the size of the school and the collection. It

is certaln, however, that it would not be excessive in such as the
Armor, Chaplain, Intelligence, Military Police, Southeast Signal and
other schools similar in size. 1t 1is a fundamental in the entire
library program, that Advance Class Students in a small school have

the same professional advantages, as their brother officers in a large
institution. This certainly 1s not the case {n many of our service
schools, the:icfore, the staffing, along with the scope of the collection,
becomes problems of vital importance.

17. I realize, as you do, that I have only scratched the surface of
many of the problems you face in the bullding of your libraries. The
program for your various workshops will bring to light many more

than the ones I have referred to, and in far greater detail.

18. If our officers are only concerned with the various Field and
Technical Manuals made available to them in their initial briefing,
there would be no apparent need for a library. These official pub-
lications are required tuxts and offer little, if any, challenge to
one's imagination. With the changing complexion of the entire military
establishment, and the broadening scope of the curriculum, with
particular reference to the Electives Program, the library assumes a
far greater role in serving todays Army than it did in past years.

s
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CONARC SCHOOLS AND COLLEGE
LIBRARY WORKSHOP

Working Group Assignments

Group 1

Staff sfze and Staffing Guide, Career Program (quality, training and in-
take requirements)., PFaculty status of librarians and attendance at
curriculum development conferences and staff meetings; position classi-
fication standards and types of positions required in a CONARC school or
college library. Library committee or board (composition, frequency of
meetings, functions and chairman); Student Library Committee (purpose and

functions); organizational location of a school library; requirements
for a CONARC Staff Librarian.

Group I1

Administration of a CONARC school or college library. Selection and
evaluation of materials; new sources of information, technical processes;
traditional or new library services for staff, faculty, and students;
hours of operation. Accountability for student text material; security
information documents; and requirements to diversity resources,

facilities and furniture to Include study carrels; special equipment;
floor covering and stacking,

Group 111

Procurement problems to include procedures; shortages in fill, and time
to fill; "Buy American" act; and periodical procurement. Development
of fund requirementa based on achool needs (new titles and issues,
selective binding of periodicals and microforms). Reporting require-

ments for Pederal Library Statistics; other statistics; and uniformity
requirements, Standards,

236

. o
ey Loy L L e i e St sl S s citdedidh

o Moadd i sl aiaiatiaa

AT bl 2




T

b L B RaT - aha

Group 1

QRGANIZATION, STAFFING AND PERSONNEL
POSITION PAPER

1. PROBLEM: Cansideration of the organization, staffing and personnel
policies of CONARC schools and college libraries.

2. DISCUSSION: Organization, staffing and personnel policies of CONARC
schools and college libraries fall generally into five general categories:

a. Staff size and Staffing Guide, career program.

b. Faculty status of librarians and attendance at curriculum planning
conferences.

c. Position classification standards and types of positions required
in a CONARC school or college library.

d. Library Committee - Composition, function, frequency of meetings,
chairman, functions and place of Student Library Committee.

e. Organizational location of library, and necessity for CONARC
Staff Librarians.

Although all there categories are important, some require less con-
sideration and may be quickly disposed of.

For example, faculty status far a libraria.n'is an established fact. The

problem arises in the degree of the librarian's involvement in curri-
culum planning.

Historically libraries are generally located under the Secretary or the
Director of Instruction, the location being determined by a preference
for involvement in a direct line of command, or involvement in academic
development. Where there is a wide diversity of interests, or spread
of organization over a great geographic area, it is apparent that same

cohesive organization is necessary for the guidance of libraries to-
ward their cammon goal.

The shifting, ever changing, work force supply, and the constant growth
of library services make it mandatory that staffing guides and position
standards be available to school and college librarians.

3. CONCLUSIONS:

a. Insufficient study has been made to determine whethsr or not
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the organizational location of the library is significant.

b. While faculty status for librariens is an established fact, the
librarian‘'s involvement with curriculum planning varies greatly.

c. There is an apparent need for the establishment of a pro-

fessional position designed for guidance and cohesion of CONARC schools
librarians.

d. Present staffing guides are not applicable to schools and
college libraries, and unrealistic in guidance to local commands.

e. Present job classification, standards for 1410 and 1411
positions are satisfactory.

L. RECOMMENDATIONS:

a. CONARC librarians be directed to make a study as to the proper
organizational location of the library, insuring that the librarian
be in a direct chain of command to the commandant and also actively
involved in curriculum planning and development to insure library

support of the program. A directive should then be published to in-
sure uniformity.

b. A professional position should be established for a CONARC
Staff Librarian.

c. A Library Committee should be established by formal written
direction. The librarian should be a non-voting member, but not a
recorder. The function of the committee should be advosiry and

supportive only. The chairman should be the head of the organization
under which the library is located.

d. Present classification standards should be left alone as
satisfactory and workable.

e. Staffing guides should be based on an initial structure for
a small library and evaluated in the following manner:

(1) A staffing guide should be developed using as a base position
a small library (e.g. 20,000 volumes).

(2) Size of staff should be based on recommendations such as

those found in ALA recommended standards, Junior College recammended
standards, SLA, etc.
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(3) Basic size should be administrator no lower than GS-11, 1410
series; reference and cataloging libraries no lower than GS-9, 1410
series; two library technicians no lower than G5-L, 1411 series and
one secretary and administrator, either a clerk typist or library
technician.

() From this point on staff size and grade level should be in-
creased by consideration of such factors as:

(a) Growing collection and work load.
(b) 1Increased depth of research and reference service.
(c) Additional acquisition of more sophisticated forms of materials.
(d) Increased level and scope of educational instruction.
(e) Increased bibliographic service.
f. Staff should be increased and changed from bottom up using
the type of reconmendations outlined by ALA, or Junior College standards
e.g. four professionals and one technician or two professionals and
one technician.
g. Finally, it is recommended that CONARC take steps to so revise

a staffing guide and issue command directives to insure general com-
pliance at local levels.
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Group 11

CONARC DIRECTIVE FOR LIBRARY OPERATION

POSITION PAPER

1. PROBLEM: To provide guidance in the form of a regulation, circular,
or pamphlet, as appropriate, for the administration and operation of
the CONARC schools and college library system.

2. DISCUSSION:

a. The CONARC school libraries as a system have no overall guidance,
Such guidance, which should originate with an imperativeiy-needed CONARC
Staff Librarian, {s required to meet minimum standards for efficient
operations and optimum utilization of resources.

b. Lack of guidance is evidenced by the broad variety of inter-
pretation of directives fu such diverse areas as:

1. Procurement regulations,
2. Staffing Guides,

3. Records management (l.e., liles equipment) regulations,

4. Budgeting procedures.

1)

Space criteria requirvments.

6. Classified materials handling.

7. Communications possi‘:!fties (to include AUTOVON and tele-
printers.)

8. Coourdination among 1:hraries.

9. Interchange and stand rdization of equipment.
10. Statistics,

¢. The CONARC Staff Lim « ian and the school librarians can utilize

A pamphlet as an effective medium for discussion and exchange of ideas
for the improvement of services to their clientele. A pamphlet, rather

than a regulation, will provide the scope to afford the flexibility

required to be responsive to the different mission objectives of the
various school libraries,
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3. CONCLUSIONS:

a. Guidance is required to introduce a greater semblance of order

to maximize the effectiveness of the entire CONARC schools library
system.

b. Professional librarians are required to write such a pamphlet
for staffing through the school and CONARC,

4. RECOMMENDATIONS:

a. That a committee congisting of not fewer than five (5) nor
more than nine (9) professional librarians be quointed to draft such

a pamphlet to cover all items of concern to the CONARC school libtariea
system.

b. That this draft be coordinated through the schools NLT 15 Aug 72
and be submitted to CG CONARC NLT 1 Oct 72.
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Group 11

STUDENT TEXTS

POSITION PAPER

l. PROBLEM: To determine whether the librarian should be the account-
able officer for student text material,

2. DISCUSSION:

a. 7Tne regulation on accountability of library materials does not
include text materials as library materials,

b. Libraries are not staffed to perform the functions of 1issue,
check in and control of these materials., Manpower survey teams believe

that this is a task for the section responsible for administering student
electives.

3. CONCLUSION: CONARC librarians should not have the responsibility
for accountebility of student text materials,.

4. RECOMMENDATION: That the proposed CONARC Schools and College

Library regulation or pamphlet state that the procurement, accountability,
processing, issue and turn in of student texts are not the responsibility

of the librarian,
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CLASSIFIED DOCUMENT FILE

POSITION PAPER

1. PROBLEM: To determine whether CONARC school libraries should be
made responsible for the storage and destruction of classified documents.

2, DISCUSSION:

a. The CONARC school liberaries vary with respect to their relatiomn-
ship with classified materials. For example, some librariane are TOP
SECRET control officers for general classified materials. This material
includes that which neither has relationship to literary growth nor
is of reference or historial value.

b. Time, which could be better spent in assisting customers or in
managing the library, is frequently diluted by the destruction of un-
needed classified documents and by filing that material which has no
true reference or historial value,

3. CONCLUSIONS:

a, Classiffed documents in a library should be considered primarily
as reference materials and secondarily as classified material.

b. CONARC school librarians should not be charged with the re-
sponsibility of providing a storage facility or dumping ground for all
classified documents,.

4. RECOMMENDATIONS:

a, That CONARC inform school commandants of the problem and the
effect it has on library operations,

b. That CONARC recommend t¢ school commandants that libraries
maintain only those documents of specific value to the library,
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Group 11

FILING EQUIPMENT

POSITION PAPER

1. PROBLEM: To determine whether library files should be excluded
from records management regulations.

2. DISCUSSION:

a., Library filing equipment, such as card catalog units, are
difficult to purchase when needed because of the moratorium or purchase
of new file equipment.

b. Library files, such as card catalogs, are used on a continuing
basis and are not considered for retirement. Housing for additions

to the collection, such as microfilm, microfiche, cassettes, etc., is
also necessary,

c. Library administrative records do fit into the records manage-
ment system; therefore, they should come under those regulations.

3. CONCLUSION: With the exception of administrative files, libraries

files and associated filing equipment are not pertinent to records
management .,

4. RECOMMENDATION: It is recommended that library files and filing
equipment be considered by CONARC directive to be exempt from records

management regulations. Library administrative files should still
remain under records management regulations.
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Group 11

FACILITIES AND EQUIPMENT

POSITION PAPER

1. PROBLEM: To establish guidelines relative to library facilities
and equipment.

2, DISCUSSION:

a. Space criteria, CTA or some other listing or authorization of
furniture and equipment, and quality standards must be developed to en-
able the librarian to plan properly.

b. Information concerning the suitability and capability of library
equipment and furnishings must be readily available.

c. Time is often needlessly expended on justification for space
and equipment which if authorized in published documents would facilitate
the procurement of these {tems.

3. CONCLUSION: It is necessary that space criteria be developed; the
latest information on new equipment be disseminated; and that a CTA
or the equivalent be established.

4, RECOMMENDATIONS:

a, That CONARC P& or higher headquarters develop space criteria.

b. That CONARC or higher headquarters deveiop a CTA or list of
items authorized for libraries.

c. That the CONARC Staff Librarian disseminate appropriate infor-
matfon concerning new equipment.
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Group 11

ADMINISTRATION

SUMMARY PAPER

1. SUBJECT: Library Administration

2. SUMMARY OF DISCUSSION:

a. Regulatory and broad policy guidance are required from HQ

CONARC, in order toc develop specific policies, plans and program
guidance locally.

b. Flexibility is required in formulation of policies and plans
at all echelcns, in order to meet changing educational trends.

c. Vertical and horizontal coordination and communication are
required. The placement of the library organizationally must facili-
tate the coordination upward within the school hierarchy, as well as,

laterally on the peer level, i.e., with other libraries, both civilian
and military, other school departments, etc.

d. The budgeting function and the personnel selection and manage-
ment function both belong with the library director. The requirements

for funds and personnel must be developed and justified by the librarian
who 1s the professional expert.

e. The librarian has the overall responsibility for the develop-
ment of library resources.

3. CONCLUSION:

It 1s concluded that the librarian is responsible for the adminis-
tration of the library. The librarian must be given the authority to

determine requirements and the support necessary to accomplish the
library's mission.
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Group 11

LIBRARY SERVICES TO STAFF, FACULTY AND STUDENTS ]

o

[ ] SUMMARY PAPER

b 1. SUBJECT: Library Services to Staff, Faculty and Students

2, SUMMARY OF DISCUSSION:

a. New equipment such as computer displays and the Xerox, tele-
E printer are mandatory to provide the best possible service to staff,
i faculty and students of CONARC libraries,

b. Commercial cataloging services for library media should be
utilized as needed, when standard cataloging services such as Library
k of Congress cards are not available,

c. Selective Dissemination of Information is recognized as a re-
; quired service; however, it is not a full service in most libraries
: due to lack of funds and staff.

d. Public relations can be good for service if it is done well.
Poorly done, public relations do more harm than good.

e. Evening hours and weekend hours of opening are valuable times

for service, if it is required. Staffing should be commensurate with
the added hours.

3. CONCLUSIONS: A library service to staff, faculty, and students_
can be made more effective with new equipment and techniques provided
that there is adequate staffing and funding. An Information Sheet
from CONARC giving news of new techniques and services would be useful
to all CONARC librarians. Recognition must be given that these ser-

vices can be given only if adequate staff, facilities and funding are
provided.
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Group I1I

LIRRARY STATISTICS

POSITION PAPER

1. PROBLEM: To determine the identification, definition, and utilization
of library operational statistics.

2. DISCUSSION: a, There has not been a formal program within CONARC
for i1dentification, development, and utilization of operational data in
CONARC school, institute, and college libraries.

b. Communications between libraries; libraries and local management;
and libraries and CONARC are hampered by a definitive and understandable
statistical vocabulary and media.

¢. Management within the military educational system requires
essential and timely data.

d. The CONARC DCSIT instituted an informal statistical report in
preparation for the last CONARC Commandant's Conference. These statistics
were hurridly developed without adequate definition or verification. Some
of the statistical areas in this report are not essential while wume
pertinent areas were omitted. Additionally, CONARC has informally asked
that changes 1in these statistics be reported.

3. CONCLUSIONS:

a. Statistics are most effective when made available to and used by
management. To provide an effective vehicle for the development and
utilization of library statistics, it is felt that a formal reporting
system be established by CONARC.

b. The existing 1..formal report can be formalized with minor adjust-
ments to format and content. It should be implemented as an annual
report and promulgated by a definitive regulation. As an annual report,
the majority of the statistics would reflect fiscal year activities, and
should, therefore, be developed after the end of the fiscal year and
submitted to CONARC by 15 August.

c. The final phase of utilization of this report would ve the publi-
cation of comparative data and distribution to each school for local
management review, analysis and utilization.

/promulgate
4. RECOMMENDATION: CONARC a regulation that identifies, defines, and
provides for the utilization of statistical data on CONARC school libraries.

Recommended statistical areas are identified at Inclosure 1, and item
definitions at Inclosure 2.
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1.

(Proposed) Service School Library Report

Personnel (Auth/OH;

RCS

a. Prof Civ
b. Non-prof Civ
c. Ml

Fund Allocation
a. Last FY

b. Current FY

Facilities
a. Floor Space (sq ft)
b. Seating Capacity

Items on Hand

a. TOTAL

b. Catalogued Volumes
c. Periodicals

d. Other

Periodical Titles
(Current Subscriptions)

Items Received
a. 3d Past FY

b. 2d Past FY

c. Last FY

Annual Attendance
a. 3d Past FY

b. 2d Past FY

c. Last FY

Item Circulation

(lLast FY)

Micro Form (Yes/No)




STATISTICAL DEFINITIONS
1. Personnel. Professional civilians are identified as those assigned
to career fleld ___+ Only full time personnel should be reported.

_ 2. Fund Allocation. The last approved allocation should be included for
s the past and current FY.

3. Floor Space. The total floor space of all areas and facilities, and 1
the number of customer seats to include carrels. ]

4. Items on Hand. Catalogued volumes are those for which cards have been i
made, placed in the catalogue, but not necessarily classified (Dewey deci- 4
mal or library of congress). Perlodicals include holdings by bibliographic
volume regardless of format. fOther includes official publications, un-
catalogued documents, maps, vevrtical files, photographs,slides, recordings,
and any other item not otherwise covered.

L e s e

5. Periodical Titles. The number of current subscriptions.

6. Items Received/Withdrawn. 1lncludes all material identified in para 4.

7. Attendance. Includes individual visitations in all library facilities
to include separate classified security areas, seminar reference annexes, etc.

8. Item Circulation. Includes all items checked out and taken from the
library.

9. Micro Form. Includes microfilm and microfiche.




STATISTICAL DEFINITIONS
1. Personnel. Professional civilianes are identified as those assigned
to career field GS-1410. Only full time personnel should be reported.

2. Fund Allocation. The last approved allocation should be included
for the past and current FY,

3. Floor Space. The total floor space of all areas and facilities, and
the number of customer seats to include carrels.

4. Items on Hand. Catalogued volumes are those for which cards have been
made, placed in the catalogue, but not necessarily classified (Dewey deci-
mal or library of congress). Periodicals include holdings by bibliographic
volume regardless of format. They include magarines, newspapers, and other
serial publications that are processed in the same manner as magazines and
newspapers, and located in the periodicals section(s) of the library. Serial
publications that have been catalogued in such a manner that they cannot
readily be identified as serial publications should not be reported with
periodical collections. For example, a newspaper or a yearbook that has

been catalogued as a volume of book stock is to be reported with book stock.
A magazine or annual report issued by an agency and classified with general
documents in government documents section of the library is not to be
reported since it is not handled as a serial publication. A bibliographic
volume is the publisher's volume (i.e., the unit established by the publisher
as a volume). (Do unot report fractions of a volume). Other includes official
publications, uncatalogued documents, maps, vertical files, photographs,
slides, recordings, and any other item not otherwise covered.

5. Periodical Titles. Report the number of items for which a separate
shelflist or check-in card has hcan made, The current subscriptions.

6. Items Received/Withdrawn. Includes all material identified in para 4.
Report the gross number added and the gross number withdrawn,

7. Attendance. Includes individual visitations in all library facilities
to include separate classified security areas, seminar reference annexes, etc.

8. 1ltem Circulation. Includes all {tems checked out and taken from the
library.

9. Micco Form. Includes microfilm and microfiche.

Dl e
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Group 1I1

STANDARDS

POSITION PAPER

1. PROBLEM: To identify some of those administrative and operational areas
of the CONARC school and college libraries to which standardization is
applicable.

2. DISCUSSION: a. The Haines Report, Vol 3, Annex D, Appendix 25, cites
the need for established standards in many areas of aschool and college
library administration and operation.

b. This lack of standards 1s further substantiated through a review
of military publications relative to service school operations, and through
conversations with school and college librarianms.

c. Prior to identifying some of the areas requiring standards the
following basic elements were defined.

(1) Standards. Factors that have uniform application to each library
in the CONARC school and college system.

(2) Purpose of Standards. Standards are established as guidelines
for administrative evaluation by school authorities and for professional
evaluation by librarians.

d. Quantitative standards should be kept to a minimum, in favor of
qualitative standards. Application of quantitative standards can be
unrealistic in evaluating a library considering the extent of variation
in mission, currucula content and scope, number and category of student
enrollments, and instructional emphasis among the schools. Furthermore,
standards stated as quantitative elements can serve as deterrents in
supporting the school mission and in servicing the library requirements
of the students, faculty and staff.

¢, Time precluded any delineation of standards, other than the
following designated as examples among the areas listed as requiring
standards under para 3, CONCLUSIONS.

3. CONCLUSIONS: Some of the areas identified as being applicable to the
establishment of standards for the administration and operation of school
and college libraries are:

a. Function. Example: The function of college and school libraries

is to provide library materials and services to support the mission and
curriculum of the school and/or college library.
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! Conclusion (Cont)

_; 5 b. Organization
1 (1) Within the school

(2) Within the library

1 c. Academic Relationship

(1) Library Committee

(2) Faculty status of personnel

(3) Staff involvement o1 planning
(4) Curriculum and library materials

d. Funds

(1) Total Requirements Budget prepared by the library with
guidance developed by Budget Officer.

(2) Regularly appropriated funding increments to provide a steady
flow of new materials with library throughout the year.

{3) Items for inclusion in budget (list items)
e. Facility
(1) Present Criteria: TM 5-843-1, 8 July 1970, Space and Planning
Criteria for U.S. Army Service Schools. Requires revision to include,

E among others, illumination, carre! space, temperature control, etc.

p (2) Adaptation of existing libraries to meet criterion established
R in ™ 5-843-1 (as revised).

(3) Location

- (4) Long-term planning
(5) Work flow engilneerc.
| f. Personnel

A (1) Staffing. Present c:citcris: DA Pam 616-558, 20 December 1967,
{ - Staffiny Guide for U.S. Army Scrvice Schools. Requires revision.

3 (2) Qualifications. Present criteria: Civil Service Commission,
3 ’ X-118 Handbook, GS-1410 series, GS-1411 series, GS-1412 series.
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Group 11

LIBRARY RESOURCES

SUMMARY PAPER

1. SUBJECT: Library Resources

2. SUMMARY OF DISCUSSION:

a, The collective resources of all libraries should be utilized
to the fullest, In order to accomplish this task, it is necessary for
CONARC libraries to have an AUTOVON line assigned to each library.
With AUTOVON available, interlibrary loan of materials can be simplified.
This will allow an individual library the freedom to expand its re-
source base, without storing every item in the library.

b. Libraries belonging to a regional union catalog enjoy good re-
lations with other members. The resources of the region become the
resource base of the library through interlibrary loan.

c. The library is a media center and as such should acquire
materials in all media, print or noneprint.

3. CONCLUSIONS:

a, It is recommended that CONARC support the requirement that each
installation assign at least one AUTOVON line to each CONARC library
on the installation, for the purpose of facilitating interlibrary loan
and information exchange in the most economical and expeditious manner.

b. CONARC libraries should join regional union catalogs in order
to provide more resources t: che library patron.

c. Each library should budget for and purchase material in all
media as the material is required.

M e
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Conclusion (Cont)
(3) Educational Development

(a) GS-1410 Series. Ex: Librarians with less than the
Master's Degree in Library Science will show evidence of progress toward
that degree in increments of not less than 6 semester hours in each two
year period until completed.

(b) GS-1411 Series

(¢) GS-1412 Series

(4) Training and continuing education under the Librarian Career
Program.

(5) Administrative and progressive responsibilities of the librarian
administrator.

(6) Responsibilities of the non-professional staff.

(7) Attendance at professional meeting (cite Joint Travel Regula-
tions).

g. Equipment

(1) Present criteria: CTA 28-1, 13 Dec 68 Special Services, Section
[l A& B, Section III A & C, Libraries. Needs revision.

(2) Standard library equipment to meet ALA Standards.
(3) Office equipment
(4) Audio Visual Equlpment

(5) Miscellaneous eqiipment, such as anti-thrift device.

I, Qpllectlon
(1) Purpose
(2) Current Status I'a. tLollection will be maintained at a

cuirent level through acquisition of new material and the systematic wceding
o! worn and obsolete materials.

(3) Media comprehensiveness, Ex: The collection will include
coenmmication media in all formats such as but not limited to books, periodi-
cal and serial publications, documents, military publications, audio-
visuals, pamphlets, reporte, maps, clippings, microform.
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Conclusion (Cont)
(4) Subject coverage 1

(5) Flexibility for expansion to meet emerging emphasis and 1
curriculum changes. §

(6) Military history.
(7) Military science.
(8) Archival materials for service, branch and/or corps.

(9) Reference.

(10) Relation to other military and/or civilian collection.

f. Technical Services

(1) Acquisitions

(2) Cataloging
E‘ (3) Classification

(4) Abstracting and indexing

;; (5) Circulation
?i J. Reporting
(1) Review and Analysis
(2) Higher Headquarters
i' (3) Local school admluilstration
k. Reader Services
(1) Reference
EQ (2) Readers' Advisory
- | (3) Bibliographic

(4) Inter-library loan

4. RECOMMENDATIONS :

1 a. That a committee be established to develop standards for school

and college libraries utilizing, but not limited to, the identified areas
listed in para 3.




Recommendations (Cont)

b. That the committee be composed of three professional school and
college librarian administrators.
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Group I11

FINANCIAL SUPPORT

POSITION PAPER

1. PROBLEM: To secure adequate financial support of the school or
college library.

2. DISCUSSION: a. The Haines Report in Annex D, Appendix 25, para 15,
evidences concern regarding the variation in support of library require-
ments among the 25 CONARC schools. This concern is substantiated not

only with statistical data presented in the Haines Report but also with
the discussion among the

b. Library support ranges from no established fiscal year budget,
through the use only of year-end funds, to established line item sub-
mission in the school's approved budget.

¢. Budget guidance for the most part fails to reach many of the
libraries early in the budget cycle to allow planning, justification,
discussion and confirmation at the school level, It appears that fre-
quently the librarians are not brought into the budget process.

3. CONCLUSIONS:

a. A lack of communication between the library and various academic
and operational elements of the school will prevent the development of
a budget reflecting both immediate and anticipated library requirements
to support the school mission.

b. The viability of the total library program as an integral part

of the total school program shoulid be a matter of command concern and
recognition.

c¢. Development and preparation of a budget is impossible without

fully developed long and short~range programs and supporting statistical
data.

d. The COB, prepared in March prior to the beginning of the fiscal
year, presupposes prior planning. Operational funding becomes available

under (he COB. Long-range planning for major improvements in collection
and/or cquipment must be projected well in advance.

e. Adequate support of the school curriculum can only be effective
with adequate funds to acquire the most current informational media.
An immediate requirement exists for expanded funding to support the
expanding curriculum including elective courses, military history courses

and current social problems, all compensated for by a varied but
continuous inflation factor.
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4. RECOMMENDATIONS:

a. That the librarian prepare the school library budget with the
advice of the Library Committee, the DOI and the Budget Officer.

b. That the librarian have in evidence, in addition to immediate
short-range needs, a long-range plan to achieve the library goal of
fully supporting the school mission and operational requirements.

c. That prior to the submission of the COB the librarian be
appraised of pending mission or curriculum changes affecting library
requirements by the DOL, the Library Coomittee, the staff of the Edu-
cational Advisor, etc. Or, in other words, that all school programs,
and particularly changes in the programs, be examined by a knowledgeable
individual for potential library impact. This does not negate nor
detract from the inherent professional duty of the librarian to be
personally responsible for the development and growth of a collection.

d. That the library, in cooperation with the Budget Officer,
maintain adequate records reflecting past expenditures by area and that
he be prepared to adjust expenditures with a realistic index of in-
flationary trends.

e. That the librarian prepare for the possible allocation of year-
end funds by preparing a want-list of needs.

f. That the library budget should be represented by a separate
line item in the total school budget, or at least by a separate line
item under the major element to which assigned.
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Group I11

PROCUREMENT

POSITION PAPER

1. PROBLEM: CONARC School Libraries are experiencing problems in the
procurement of materials and services, due in large part to a lack
of uniformity in the procurement procedures used for library materials.

2. DISCUSSION: Working Group III discussed a number of problems, both

unique and general, experienced in the procurement of library materials.
It was conceded that some of these situations have been caused by a lack
of understanding of purchasing procedures on the part of the librarians,
and of library procedures and materials on the part of P& personnel.

3. CONCLUSIONS: 1t is both desirable and possible to achieve uniformity
of application of procurement procedures to CONARC school libraries,

to reduce both the variety of processes and the lead-time between requi-
sitfons and to improve cooperation between libraries and their local
procurement agencies.

4. RECOMMENDATIONS:

a. 1t is recommended that CONARC encourage, by whatever means
necessary and feasible, better coordination and communication between
Purchasing and Contracting off{ices, so that by uniformity of interpre-
tation of the ASPR's, and uniformity of procurement procedures, better
services might be rendered.

b. It is recommended that the libraries be encouraged to seek better
rapport and coordination between library personnel and the personnel of
the P&C offices, to include a reciprocal briefing of all those concerned.

c. It is recommended that the CONARC school librarians feed into_
the office of the DA Library Functional Chief's representative those items
of information and effective techniques of procurement proPeer_docu-
mented by citation to pertinent regulations and other authority, for in-
clusion in the Technical 1nformation Sheet, which is disseminated to the
field through technical channels. These would include such matters as
blanket purchase agreements, the Buy America Act, bulk funding, the

purchase of GPO coupons, membership to societies, and subscrigtioq
to network services.




CONARC SCHOOLS AND COLLEGE
LIBRARIAN WORKSHOP PARTICIPANTS

18-20 April 1972

MG Howard F. Schiltz
Commanding General
Fort Eustis, Virginia 23604

BG Ira A. Hunt, Jr.
DCSIT
Fort Monroe, Virginia 23351

BG Milton E. Key
ADCSIT
Fort Monroe, Virginia 23351

BG H. C. Newton (Ret)
LNO Office - Pentagon
Washington, D. C. 20301

Miss Ada E. Schwartz

Director, Army Library Program
TAGO, Dept of the Army
Washington, D. C. 2031k
22-38200

LTC W. E. Jones, Jr.
HQ CONARC

ATTN: P&R

Fort Monroe, VA 23351
680-4328 )

MAJ K. C. Fogelquist
HQ CONARC

ATTN: ATIT-SOS

Fort Monroe, VA 23351
680-2217

Mr. C. L. Carroll

HQ CONARC

ATTN: ATIT-PSD

Fort Monroe, VA 23351
680-3551
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Mr. D. L. James

HQ CONARC

ATTN: DCSFOR

Fort Monroe, VA 23351
680-3827

Mr. R. Latta

HQ CONARC

ATTN: ATLOG-P

Fort Monroe, VA 23351
680-383L

Mr. H. A. Schulz

HQ CONARC

ATTN: ATIT-E

Fort Monroe, VA 23351
680-2214

Mrs. Martha Thomas

HQ CONARC

ATTN: A, Q. Library
Fort Monroe, VA 23351
680-2821

Mrs. Marina Griner

Librarian

Academic Library

Gates-Lord Hall

Fort BenjJamin Harrison, IN 46216

Miss Helen A. Ratermann
Librarian

P. 0. Box 5040

USAADS

Fort Bliss, TX 79916
568-5761

Miss Mary Louise Wallace
Chief Librarian

USAARMS
Fort Knox, KY L0121
L6L4-0111
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Miss Mary L. Mathis

Head Librarian

Morris Swett Technical Library
USAFAS

Fort Sill, OK 73503
639-4525

Miss Mary L. Durkin
Chief Librarian
USAAVNS

Fort Rucker, AL 36360
255-501L

Mr. Dick H. Qostenink, Jr.
Librarian

RM 120, Bldg LO8

USACHS

Fort Hamilton, NY 11252
232-3124

Mr. Thomas E. Chandler
Educational Advisor
USAOMICS

Fort McClellan, AL 36201
865-3618

Mrs. Martha M. Howard
Librarian

USACMLCS

Fort McClellan, AL 36201
865-3621

Mrs. Dorothy C. Tompkins
Administrative Librarian
USACSEW=
Fort Huachuca, AZ 85613
879-5515

Comm-.iwd 't

USACGSC

ATTN- ATSCS-SE-A (MAJ J.S. Wilson)
Fort !oavenworth,KA 66027

562-2 1357

Mr. Anthony F. McGraw
Chief, Library Div

USACGSC

Fort leavenworth, KA 66027
552-1358

Mr. Charles R. Knapp
Chief, Library Div
USAES

Fort Belvoir, VA 22060

354-252L

Mr. Thomas R. Gresne
Chief Librarian
Infantry Hall

USAIS

Fort Benning, GA 31905
255-44013

Miss Helen L. Mills
Librarian

USAINTS

Fort Huachuca, AZ 85613
879-5930

Mrs. Dorothy G. Campbell
Librarian

ATTN: ATSOR-SAL

USAOC&S

Aberdeen Proving Ground, MD 21078
870-L991

Mr. J. Russell Seese

Asst Director

Metalworking 3ves Tng Dept

ATTN: ATSOR-IS

USAQC&S

Aberdeen Proving Ground, MD 21005
870-35L1

1LT Mary M. Harper
Library Officer
USAMPS

Fort Gordon, GA 30905
780-2915

Mrs. Christian Joyce Mayo
Supervisory Librarian
USAMPS

Fort Gordon, GA 30905
780-6528

Commandant

USAMMC

ATTN: ATSMM-X (Mr. Vaughn Davison)
Redstone Arsenal, AL 35809
7h6-2737
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Commandant

USAMMCS

ATTN: ATSMM-AL (Mrs. Jo L. Pierce)
Redstone Arsenal, AL 35809
746-7425

Commandant
USAMMCS

ATTN: ATSMM-AL (Miss Yvonne J. Taylor)

Redstone Arsenal, AL 35809

Mrs. Lucy R. Greene
Librarian Logistics Library
Bunker Hall

USAQMS

Fort Lee, VA 23801
687-5407

Mr. Raymon Trisdale
Chief, Logistics Library
Bunker Hall

USAQMS

Fort Lee, VA 23801
687-5407

Mrs. Josephine G. Magee
Supervisory Librarian
Myer Hall

USASCS

Fort Monmouth, NJ 07703
992-1687

Mr. Salvatore J. Ripandelli
Acting Chief, Instructional
Methods Division

Office of the DOI

USASCS

Fort Monmouth, NJ 07703
992-2353

Miss A. Janelle Scoggin
Librartan

Convad Technical Library
USASFSS

Fort (wrdon, GA 30905
780- 3922

LTC vernon E. Staum

Chief, Doctrine, Literature &
Publications Div

USAIMA

Fort Bragg, NC 28307
236-9191

Mrs. Jacqueline Baldwin
Head Librarian

Kennedy Hall

USAIMA

Fort Bragg, NC 28307
236-9383

Mre. Virginia S, Miller
USATSCH

Fort Eustis, VA 23604
927-5583

Mr. Malcolm Young
USATSCH

Fort Eustis, VA 23604
927-5583

Mrsg., Sybil I. Parker
Librarian

US WAC School, Bldg 1081
Fort McClellan, AL 36201

865-5434

Mre. Gloria W. Cullifer
Procurement

Fort Eustis, VA 23604
929-2303

Miss Ingjerd 0. Omdahl

Staff Librarian

HQ, First Army - DCSPER-SSD
Fort George G. Meade, MD 20755
923-7369

Miss Helen E. Fry

Staff Librarian

Special Services

HQ, Fifth USA

Fort Sam Houston, TX 78234
471-2741

Miss Carmen E. Clark

Chief, Readers Services Br
USAWC Library

Carlisle Barracks, PA 17013
242-4319

Miss Joyce L. Eakin

Asst Dir, Libraries

USA Mil History Research Collection
Carlisle Barracks, PA 17013
242-4139




Mrs. R. Vivian Hebert
Librarian

The Judge Advocate General's School

1 Charlottesville, VA 22901

4 236-0311

)

Wl

4 Mrs. Roberta C. Gray -

¥l Chief, Technical

i Information Center

2 USASTC&S

; Fort Devens, MA 01433
796-2089
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ALTERNATE STAFFING

CooPeraTIVE EDUCATION PLans
FEDERAL JUNTOR FELLOWSHIP PROGRAM
Worker-TRAINEE PROGRAM

RESEARCH ENGINEERING APPRENTICE
STUDENT VOLUNTEER SERVICES

SIMER EMPLOYMENT

Stay IN ScHooL ProcraM
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(A) PROVIDES PERIODS OF STUDY INTERSPERSED WITH STUDY RELATED WORK ]
(B) CONDUCTED IN ACCORDANCE WITH A PLANNED SCHEDULE AND WORKING AGREEMENT BETWEEN

h AGENCY AND EDUCATIONAL INSTITUTION J
T (A) COOPERATIVE EDUCATION STUDENTS ARE EMPLOYED IN SUCH FIELDS AS:

ENGINEERING AND SCIENCE 1
PROCUREMENT

FINANCE & ACCOUNTING

CiviLIAN PERSONNEL ADMINISTRATION

B R Hmpg?

R (B) WorK IS SCHEDULED FOR PERIODS CORRESPONDING WITH SEMESTERS, TRIMESTERS OR QUARTERS
CRITERIA:

i (A) ENROLLED IN A COOPERATIVE EDUCATION PROGRAM AT COLLEGE

3 (B) 2.0 scHOLASTIC AVERAGE ON A 4,0 scALE

; () U.S. cimizen

k., (D) RECOMMENDED FOR EMPLOYMENT BY COLLEGE g
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BENEFITS - FOR EMPLOYERS
POTENTIAL SOURCE OF QUALITY GRADUATES

(A) POSITIONS FILLED ON THE BASIS OF A STUDENTS PROVEN PERFORMANCE
(B) REDUCES HIGH RATE OF TURNOVER

(c) ReDUCES TIME OF ON-THE-JOB TRAINING FOR NEW EMPLOYEES

For STupENTS

(A) EXPOSURE TO A REALISTIC WORK SITUATION - ALLOWING EARLY ADAPTION TO
WORK ENVIRONVENT

(B) INCOME FROM WORK PERIODS
(¢) Turtion AsSISTANCE FOR ERS Coop STUDENTS

ADDITIONAL BENEFITS FOR STUDENT
(A) PAY IN ACCORDANCE WITH FEDERAL PAY SCHEDULE
(B) AMNUAL AND SICK LEAVE
(c) Parp HoLipays J
(p) HeaLtH BeNertTs & LIFE INSURANCE
(e) FeDERAL RETIREMENT

(F) Non-COMPETITIVE CONVERSION UPON GRADUATION

(CILINGS: EMPLOYMENT 1S CHARGED AGAINST DERIVED CEILINGS. MORE THAN ONE STUDENT
MAY OCCUPY A SINGLE POSITION. 4
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FEDERAL JUNIOR FELIOWSHIP PROGRAM

PURPOSE: To PROVIDE CAREER RELATED SUMMER AND VACATION EMPLOYMENT FOR HIGH SCHOOL
SENIORS WHO NEED EARNINGS TO ATTEND COLLEGE.,
TYPES: STUDENTS ARE ASSIGNED TO WORK WITH PROFESSIONAL, TECHNICAL, OR ADMINISTRATIVE
EMPLOYEES IN FIELDS RELATED TO THEIR EDUCATIONAL OBJECTIVES, SUCH FIELDS ARE:
ACCOUNTING
BusinEss ADMINISTRATION
CoMPUTER SCIENCE
MaTHEMATICS

CRITERIA:
(A) GRADUATING SENIOR IN AN ACCREDITED PUBLIC OR PRIVATE HIGH SCHOOL
(8) Upper 107 OF GRADUATING CLASS OR IN A CLASS OF LESS THAN 50 RANK AMONG TOP 5
(c) NEED EARNINGS FROM EMPLOYMENT TO MEET COLLEGE EXPENSES
(D) B ACCEPTED AS A FULL TIME STUDENT IN AN ACCREDITED COLLEGE
(E) B INTERESTED IN A FEDERAL CAREER AFTER GRADUATION
(F) Be A U.S. crTizen
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BeNEFITS:
For_EMPLOYERS:
(A)  POTENTIAL SOURCE OF QUALITY EMPLOVEE UPON GRADUATION
(B) PROVIDES HIGHLY MOTIVATED AND PRODUCTIVE PART TIME EMPLOYEE
For Supent:
(A) TRAINING AND PRACTICAL EXPERIENCE
(B) INCOME FROM WORK PER! x
(c) KNowLEDGE oF FEDERAL EMPLOYMENT OPPORTUNITIES
AODITIONAL BENEFITS OF sTupeNTs: |
(A) PAY IN ACCORDANCE WITH FEDERAL PAY SCHEDULE |
(B) AMNUAL AND SICK LEAVE
(c) PaID HoLIDAYS
(D) HEALTH BENEFITS AND LIFE INSURANGE
(E) FEDERAL RETIREMENT
(EILINGS: SPECIAL EMPLOYMENT CEILINGS ALLOCATED BY OPM
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|
] HORKER TRAINEE PROGRA
’ (For Low-SkILLED, HIGHLY MoTIVATED PEOPLE)
Pwrpose:  To ReacH Out To DISADVANTAGED GRouPs

Tyres: CLERKk-TvPisT
ENGINEERING AID ,
MaiL & FiLe CLerk
INDUSTRIAL AID
AutoMoTIVE MAINTENANCE AID
DATA TRANSCRIBER

CRITERIA - No WRITTEN TEST |

FiLe DirecTLY -1

Y LeneH OF TRAINING ProcraM: ONE YEAR a

X Benerivs - WeLL TRAINED, HiGHLY MoTIVATED EMPLOYEES - AIDS AFFIRMATIVE ACTION PROGRAM a

:

* f

|

i

b |

5
|
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RESEARCH & ENGINFFRING APPRENTICESHIP
i (For Hre4 ScrooL Stubents WHo SHow AN APTITUDE ForR ScIENCE AD MaH)

Purrose: To PROVIDE HANDS—ON EXPERIENCE

] To ENCOURAGE PROMISING STUDENTS TO CONTINUE EDUCATION
k
Types: ENGINEERING

SCIENCES
CRITERIA: SCIENTIFIC AND MATHEMATICAL APTITUDE
NoMINATION BY HicH ScrooL .
No WR1TTEN TEST
BENEFITS - STUDENT-EMPLOYEES WHO ASSIST PROFESSIONAL ENGINEERS AND SCIENTISTS
Conversion To Co-Op Procram
1 : CONVERSION TO PROFESSIONAL EMPLOYEE STATUS

g




STUENT. AN INDIVIDUAL ENROLLED 1N HiaH ScrooL, TRae, TECHNICAL, VocATIONAL
' INSTITUTE, CoMuNITY COLLEGE OR UNIVERSITY.
VOLUNTEER SERVICE. Services PErForMED By A STUDENT WITHOUT COMPENSATION,
EMPLOYMENT Celting, None
1 EnRICHMENT OF EDUCATIONAL PrOCESS,
3 IMPROVED RELATIONSHIPS - EMPLOYER-EDUCATION-STUDENT,
i STUDENT CAREER DECISIONS.
4 Arouse STubeNT INTEREST IN New Or DeveLoping OccuPATIONS,
i
i
|
3
4
.“-*,,9
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SUMER EMPLOYVENT

(FOR HIGH SCHOOL GRADUATES, COLLEGE STUDENTS, COLLEGE GRADUATES)

PurPosE: To ACCOMPLISH NEEDED WORK THROUGH TEMPORARY EMPLOYMENT
Types: Group I - CLerrcaL GS-1/4
Group 11 - SuB PROFESSIONAL/NONCLERICAL GS-1/4
Group II] - PROFESSIONAL, TECHNICAL OR ADMINISTRATIVE GS-5 AND ABOVE
CRITERIA: No WRITTEN TEST FILE DIRECTLY WITH AGENCY
BeneF1TS: FOR THE INSTALLATION:
ACCOMPLISH WORK DURING VACATION PERIODS FOR REGULAR WORK FORCE,
PROVIDE THE POTENTIAL FOR THE INSTALLATIONS FUTURE STAFFING NEEDS.

FoR THE YOUNG PEOPLE:
OPPORTUNITY TO GAIN EXPERIENCE FOR FUTURE EMPLOYMENT
EARN MONEY FOR EDUCATIONAL NEEDS
LEARN GOOD WORK HABITS
CerLings: EXEMPT FROM INSTALLATION REGULAR CEILING
COMPENSATION, FRINGE BENEFITS:
STEP 1 OF APPRCPRIATE GRADE

4 Soc1AL SECURITY

ANNUAL, SICK LEAVE

-
-
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PurposE: To ACCOMPLISH NEEDED WORK THROUGH TEMPORARY EMPLOYMENT
BeNgFITS: FOR THE INSTALLATION:
ACCOMPLISH WORK DURING VACATION PERIODS FOR REGULAR WORK FORCE
PROVIDE THE POTENTIAL FOR THE INSTALLATIONS FUTURE STAFFING NEEDS
FOR THE YOUNG PEOPLE:
OPPORTUNITY TO GAIN EXPERIENCE FOR FUTURE EMPLOYMENT
EArN MONEY FOR EDUCATIONAL NEEDS
LEARN GOOD WORK HABITS
CRITERIA: SUMMER AIDS: REFERRAL BY STATE EMPLOYMENT SERVICE BASED ON ECONOMIC NEED
STAY IN ScHooL: REFERRAL BY SCHOOL COUNSELORS BASED ON ECONGMIC NEED
CEILINGS: CXEMPY FROM INSTALLATION REGULAR CEILING
WoRK PERIODS: SUMMER AIDS: FULL TIME, DURING THE SUMMER
STAY IN SCHoOL: PART TIME DURING ACADEMIC YEAR
COMPENSATION, FRINGE BENEFITS:
FEDERAL MINIMUM WAGE
SOCIAL SECURITY

ANNUAL, SICK LEAVE
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FEDERAL LIBRARY COMMITTEE
FEDLINK NETWORK OFFICE

Mailing Address: Telephone: ]
¢/o Libeary of Congress (202) 287-4434 |
Washington, D.C. 20340 ’

= "Polytechs on EIES"

An Overview for the Army Library Institute
5 by Bruce C. Miller

Network Librarian

Federal Library Committee/Federal

Library and Information Network

Morristown, NJ

: May 20, 1981 3

Polytechs is a system in its broadest sense - a structured method of :
- communication between informed decision-makers. As such, it is bigger and :
1 broader than traditional library pursuits. A list of current government users ;
i (attached) gives some indication of its appeal to centers of evolving technology.
Certainly libraries have and will continue to fill an important role in these
centers. And, as I will show, Polytechs uses certain traditional principles of P
3 good library practice to facilitate useful communication. Because of this we
should be able to appreciate and use this (or similar) systems in our respective

work.

g Polytechs is not a bibliographic retrieval system. It is an advanced type

of electronic mail system (EM). It is somewhat unique in that it represents ?
some of the more creative uses of EM by persons who are highly attuned to the

=B process of information dissemination and its relation to information use. 1

say somewhat unique because 1 believe that other competing EM systems can be

w used in ways that are similar to Polytechs'. So while I talk today about

- Polytechs, I will be emphasizing the theories or principles underlying it. I
{ i do not want to give a sales pitch for Polytechs. I do want to show how it
E‘ is an example of techniques that can invigorate the practice of information
] sharing.

.?."'l FLC—Secrvice and Guidance to all Federal Libravies
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First, a definition of terms. Polytechs is the general term describing
the system developed and operated by an organization called Participation

Systems, Inc. Polytechs is a set of message switching software that is

resident on computers at the New Jersey Institute of Techuology which are part
of a broader system called EIES, or the Electronic Information Exchange
? System. Thus the phrase "Polytechs on EIES." Participation Systems, Inc. is |
; the operational and business office for Polytechs, and it is located in
2 Cambridge, Massachusetts. I am indebted in what fellows to Harry Stevens, the
; President of Polytechs and to Polytechs' Washington D.C. representative,

{ George Rinehart.

4 Poytechs is a type of electronic mail system, and first I am going to talk
i
1 a bit about EM. Then I will describe some creative uses of EM as incorporated
3 in Polytechs.
3
z
: Electronic Mail
A
¢ ) .
Very simply, EM takes advantage of the existing TELENET or TYMNET telecom- . 9
] munications network to permit the transfer of documents. The most important

characteristic of EM is that transmissions are virtually instantaneous. With

EM there are no postal delays which slow decisions and which have made expensive
overnight express mail services a growing (and profitable) industry. With EM,
message delivery takes only as long as it takes the receiver to check his or

her 'mailbox.'

How does it work? Typically, a central computer systems performs like

e e Tom i g

an ordinary ‘answering service,' receiving and storing all messages from

.

correspondents under your individual code. Correspondents send messages

T

I into the central computer using standard teleprinter or video display terminals

et

which talk through the TYMNET or TELENET telecommunications network. Receivers

! periodically dial up their mailbox using similar terminals and networks.

GeL i g el

Messages are 'delivered' as they print out on the receivers' terminals. Some

messages will be answered promptly; others can be stored; others can be forwarded

b

electronically to a more appropriate individual o: organization.

282

o ) o R (]

- " » D ST ) Z — L Z < T L =
e o P Al e 2o "]ﬁ ﬁ A b 2 Ii! i e e S S Sy 1 T g g B i Sl L S e i 1 e i




Hopefully this sounds familiar to those of you who have used the OCLC

Interlibrary Loan subsystem. ILL is a special purpose electronic mail system.

In addition to the speed factor, there are several general characteristics

of EM that are worth pondering:

- it is location independent. I can get my mail wherever I am. There

are no more forwarding addresses (if I move) or intraoffice delays (if
I am in a large organization. (Slide) This gives rise to the concept

of the 'global office'

- it is paperless; I keep only what I need for a particular purpose

- there is never any 'lost mail.' I can no longer use the 'I didn't get

it' excuse or buy time with the 'it just went out' cover

These are deceptively simple things. Commentators think their impact on the
art of office management will be profound. None of us can predict the long-""
range effects, but it has been suggested that business relationships, structures,
and organizations will change dramatically. It has been written that ‘producti-
vity' will be increased as we are relieved of onerous paper-shuffling and
direct our faculties to the decisions or actions that are appropriately the

end result of communication or information transfer.

EM has some more down-to-earth characteristics: ;

- a whole arsenal of word processing techniques have been built into’ 1
EM services. Such tedious chores as editing, proofreading, layout, ;

justification, and even spelling verification are made easier

- the art of automated files management has been built into good EM

services. It gives each of us our own paperless files that can be

searched more quickly and by a greater number of headings than paper

files
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A

- one of our paperless files can be a personal time management system

or calendar. remind us of due dates and, by interfacing with
our colleague ars, permit us to schedule meetings quickly
- increasingly, EM . (cveloping multifile search capability which permits

tangential or side searchers (for example on bibliographic data bases)

This permits us to footnote our more authoritative memos!

- because EM systems have at their heart highly developed mailing list
modules, there are possibilities for multiple mailings and for mailings

to highly specialized interest groups.

These are some of the characteristics of EM systems, and many of them are

incorporated in Polyteéhs.

What are the costs for an EM service? Typically, there is no subscription

fee. Service is charged at connect hour rates and there is a basic TYMNET or

TELENET charge (currently about $8.00 per hour for 300 baud service.) Obviousiy,

the cost of a given message is a function of its length, and the extent to
which it is clean before it is input. Incidentally, most good EM services
will interface with common word processing systems. Thus you can clean.a
message cheaply on your WP device and 'upload'® it into an EM system in order
to minimize connect time. To the basic telecommunications charges is added
the central computer charge for processing the message by the service bureau.
This can be btetween .10 and .50 per 'response unit'. Several resource units
may be required to process messages of varying complexity. For example, a
message to many mailboxes, or one requiring an acknowledged receipt, carbon or
blind copies, etc. Specific prices are available from vendors, and several

are currently on GSA schedules.

i




Polytechs

Polytechs is sometimes popularly referied to as teleconferencing and
occasionally confused with videoconferencing. Polytechs is not videoconferencing.
There is no picture or image of participants. A conference is defined as a
formal exchange of views, sometimes by a representative assembly or administra-
tive organization. To confer is to come together to compare views take
counsel. Polytechs permits conferencing in these sensés. Although ‘coming
together' is not required. 1In this era of tight travel budgets, such techniques
as this will probably be increasingly used. Because it is founded on the
concept of 'topics' (or inquiries, or issues, or techniques, or policies, or
practices) that are shared by interested participants through EM techniques, a
document is used, and that document can evolve, through group participation,

into a useful part of the published record.

Polytechs has developed the classifiability of the information needy and

the information unit, and techniques to match the two quickly.
© ey

We librarians should be very comfortable with the concept of classifying
information units. We do it all the time. The practice of collection management
is of organizing units (books, documents, citations, articles, maps, etc.) so
that they are quickly and precisely retrievable. 1 think too often we t ake
for granted the usefulness of what we do. We should be experts in this sort

of thing.

Classifying the informationally needy is not quite so familiar. It is
part of what library schools used to call the 'reference inquiry'. Or, in
more recent times, what those of us who run selective dissemination systems

call the patron profile. (slide.)

The overhead shows in a schematic way the interconnection between these
two practices. The payoff is the red lines which show us putting the patron

in contact with information units of value.

¢
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There is an important difference between Polytechs and traditional library
management. In libraries we usually deal with the published record. Polytechs
involves 'state of the art' or 'emerging issues' that are often not yet part

of the published record. (slide)

Participation Systems, Inc. is aptly named. It facilitates the participa-
tion among self-selected 'exchanges' in dialogues or conferences. Informal
information sharing is generally acknowledged among students of information
sharing is generally acknowledged among students of information transfer to be
a key part of the development of new ideas. The document generating characteri-
stics of EM (when EM is used for informal information sharing) means that EM
can result in useful documents. Attached to this paper are examples of 'Back-
ground/Response’ papers that resulted from group inquiry into specific issues

through Polytech participants.

Viewed from the context of 'traditional' library operations these exhanges
are obviously unretrievable until they materialize in the published record and
have been cataloged and indexed. And that can take years. (Automated shared .-
cataloging systems have greatly reduced the time required to catalog new books.

But remember that many books are 'out of date by the time they are printed').

The structure of Polytechs participation parallels the structure of
organized information retrieval in the sense that both are based on hierarchical

'files' of people and topics. (slide)

With document (or topic) retrieval, there is a hierarchy of indexing
language consisting of subordinate related concepts usually drawn from a
thesaurus or controlled language. The terms can be categorized roughly as

general, intermediate, and specific. The Library of Congress Subject Headings

is an example.
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Similary, participants in Polytechs organize themselves into subordinate
‘exchanges' which are further subdivided into 'topics'. Urbantech, Publitech,
and Legitech are three exchanges that consist of persons (or groups) who share
concerns limited to urban affairs, public adminstration, and legilative
affairs respectively. It would be possible for interested library consortia
to address and solve problems of mutual concern through an exchange, called
‘Bibliotech' for example. Anyone can join any exchange or topic. Obviously,

his or her benefits will be directly related to the degree of his or her

participation.

(Slide) How does it work. A topic, or inquiry is posed by A. It is
indexed according to the terms of the appropriate exchange. It is keyed
into the Polytechs inquiry networking system which is basically. B through H
have previously indicated an interest in (he subjects contained in this
exchange. The computer delivers the topic to the mailbox of each participant.
B does not check his or her mailbox, and misses the chance to respond. C

through H receive it. F happens to have an answer or useful comment, and adds

it to the brief. A receives feedback, and, additionally, C, D, E, and H..

derive the added benefit of sharing the answer or comment. G received but did

not select membership in this particular topic and does not share in the

response.

All of this is accomplished by an elaborate mail or distribution list
appended to each topic. A knowledge of terms, topics and members is essential,
and the system includes directories which are accessible by code number, index

terms, key words in titles, and members names.

The OCLC Name Address Directory has much the same structure, by the way.
The ‘organizational' address record (or 'exchange' in Polytechs terms) can
contain up to 150 subordinate organizational unit addresses (or topics, in
Polytechs.) Within each major organization, we can browse through & classified
directory for the part of the organization we seek. Imagine, instead of
searching for addresses, that we are searching a directory of special-interest

topics, some of which have useful briefing papers attached.
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Lets look at the Polytechs commands (slide) to make these operations
clearer. This shows most of the commands in the system. (Slide) Here I have
highlighted those commands used for read and respond in red and green respecti-
vely. With these commands you can screen or browse through key words or index

terms to specific topies.

These are useful editor, monitor, or gatekeeper functions in the system.
They are performed by a few users with expanded authorization. One has to do
with the indexing of topics. This (slide) shows those commands. The other
has to do with adding members to a group or exchange. This (slide) shows
those commands. These key positions may be filled by self-selection, or the
Polytechs system itself can be used to conduct an election for these key

positions.

Imagine many different topics being considered simultaneously. On
Monday, when we checked, there were over five hundred. Some may be thought of "~
as trivial, like this one concerning the environmental effects of the polystyrene
wrappers in which a fast food chain wraps its hamburgers. Others are more
significant, like this one which explores the safety hazards in pipeline
transmission of liquified petroleum gas. This is an information tool which is

keeping its members abreast of developing technologies.

How about broader dissemination? For those of us who are not tied
directly (o the system; who are bound by more traditional means of information
transmission like documents. The information that evolves through the Polytechs
'conferences' can be further redistributed in the form of newsletters (slide)

by editors.
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1 have tried to show how Polytechs is a special type of electronic mail {
system in which the participants share their interest and expertise to synthesize

new, useful ideas. How much does the system cost? The FLC/FEDLINK contract

is on a subscription basis, as opposed to the EM price structure that 1

SPS

described earlier. Annual prepayment is made for a basic monthly connect hour
credit of 10 hours. Beyond the 10 hour base, excess hours each mouth are
billed at the prevailing Telenet rate. Small users who do not exhaust their i
monthly credit of 10 hours will thus pay in excess of § 20.00 per connect
hour for the service. Heavy users can reduce their average connect hour rate ) 3
to $12.00 or $15.00 if their use includes a few hours at the Telenet rate.

Compared to the typical EM rate (which is usually 10-20% above the prevailing

Telenet rate), Polytechs rates are higher. Whether the added power of Polytechs

is worth the additional cost is something that can be decided during a one or

two month trial .ubscription.

Summary

EIES is less than a decade old, and Polytechs is less than two years old.

bbb casaicte s

It is still very much ‘of an experiment. The fact that it is an appealing

experiment is indicated by the fact that Polytechs software may soon be loaded

2 on the Source. Also, EIES will install new hardware this summer to carry the

growing load and reduce response time.

In the November 1978 Fortune a survey was reported that the three major
time-wasters in the office environment were the telephone, mail, and meetings. |

Polytechs seems to be an alternative. Time will tell. s
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POLYTECHS ON EIES

Current Government Users

Air Force Armament Laboratory

Army Research Institute

Army Topological Command

Department of Transportation Cambridge Research Laboratory
Environmental Protection Agency

Executive Office of the President

Harry Diamond Laboratories

Livermore Radiation Laboratory

Los Alamos Scientific Laboratories

National Bureau of Standards
National Institute for Occupational Safety and Health

National Oce:nic and Atmospheric Administration
National Technical Information Service

Naval Air Development Center

Naval Underwater Systems Laboratory

Private Sector Users

International City Management Association
National Innovation System

National Conference of State Legislators
State Legislative Reference Bureaux
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Polytechs Commande

Access to EIES
to other exchanges
Add groups
keys to topics
members to exchange
to group
to toplc
monitor oprions
responses
topice
topics to selection
Close topics to responses
Compose responses
topics
Delete keys from topics
responses
topics
topics from selection
Display members of exchange
i of group
of toplc
monitor options
titles of responses
titles of topics
topics in selection
Cet abbreviated index
full alphabetic in-
members of exchan;
of group
of topic
nonitor options
responses (full text)
responses (headers only)
topics In selection
with responses
topic/inquiries only
Vodify markers
monitor options
responses
topics
Release members from exchange
Remove groups
members from exchange
from group
Retrieve topics by keyword
Review groups
nembers of exchange
monitor optiocns
responses
waiting items
Select topics :
Trap members into exchange
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SIGMUND"™ A. SMiTH
EXECUTIVE DIRECTOR
LEGISLATIVE OFFICE FOR
RESEARCH LIAISON

Charcoal

INQUIRY:

BACKGROUND:

RESPONSE:

e S i it o bl

ROOM 528, MAIN CAPITOL BUILDING
HARRISBURG, PENNSYLVANIA
FHONE: (717) 787-B948

HOUSE OF REPRESENTATIVES
COMMONWEALTH OF PENNSYLVANIA

HARRISBURG
N-8/7884,

PA-77#51

Is charcoal a viable alternative as an cnergy source or. extender for

coal?

In January 1977, Professor Eugene W. White, Professor of Solid State
Science at Penn State, published a paper entitled, "Wood Charcoal as

an Extender or Alternative for Coal: An Immediately Available

Energy Source." As its title implies, this paper proposed the use

of charcoal as a supplement and possibly an alternative energy source

for coal. Because of the current energy problems facing the nation

there is always a great deal of legislative interest regarding new

energy sources and ways of supplementing current energy sources., This -
inquiry was a request for critical comments regarding Professor White's

proposal.

1. The probable economics and barriers to converting the annual timber
harvest waste in Pennsylvania to charcoal are: ‘ .

(a) The economics of charcoal production are intrinsically materials
handling. The density of charcoal creates a utility to volume re-
lationship that must be overcome.

(b) The large capital investment required for new charcoal production
units must be spread over a large volume production at higher market
prices to approach economic feasibility. There is some concern about .
the capital investment required for charcoal production plants and the
available market for charcoal by-products. Although utilities are a
natural market, they may be reluctant to utilize charcoal.

2. TIs there a possibility of developing on a national scale, within
the next two to three years, charcoal production to supply an amount of
energv equivalent to the present oil imports?

(a) No way! Agreement with this idea is a gross overstatement,

(b) Charcoal production problems that must be solved to meet the goal

.of charcoal energy equivalent to oil imports .include the design of in-

dustrial charr~oal-producing systems, overcoming environmental problems,
and the design of hoiler systems that burn charcoal.

3. 1Is charcoal an immediately available energy source?

(a) There are varying opinions on this point. Those that agree that
charcoal is an immediately available energy source point to the cut to
growth ratio for Pennsylvania forests of 1:3.
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MINNESOTA LEGISLATURE
SCIENCE AND TECHNOLOGY PROJECT

17 STATE CAPITOL ~ ST. PAUL 55155 !

JOHN G, MALINKA
Director

(612)296-8039

SAMUEL F. HOHMANN
Research Scientist

(612)296-8040

WILLY JACOBSON
Setvohny

(612)295 804

3 PKOPOSED LEGISLATION ON RADIOACTIVE WASTE DISPOSAL IN OTHER STATES

INQULRY: What radioactive waste disposal legislation is being considered in
other states?

i o 3

BACKGROUND: Minnesota is among ten states considering radioactive waste disposal
legislation in the current session. Through brief telephone inter-
views with legislative staff in nine states, the following informa-
tion has been obtained.

e

- RESPONSE: Connecticut has three bills in the house. One regarding transporta-
' tion merely extends the requirement to get permits from the DOT to
common carriers (in addition to those already required to get permits).
A resolution to Congress requesting that Connecticuc not become a re-
pository has been recommitted and subsequently died. Fipally, a bill
to prohibit any radioactive waste disposal within Connecticut, whether
high-level or low-level, went through committee, to the floor, was re- |
committed, passed back to the floor where the Speaker will not move
the bill to passage on the grounds that it is unconstitutional.

‘™

- The Indiana House has introduced a resolution to Congress expressing
3' opposition to the ERDA plan to locate a nuclear waste site in Indiana.
The status of the resolution is not known.

Louisiana currently has two bills up for consideration. One prohibits
disposal of radioactive wastes within the state while the other pro- 1
vides for regulation under the Division of Radiation Control. Louisiana

currently has a law which prohibits tramsportation of nuclear wastes

into the state. This law, however, has not been enforced since it is i
dcemed unconstitutional. 1

Michigan currently has five radioactive waste disposal-transportation

E bills in the Committee on State Affairs. One prohibits deposit of

‘ radiocactive wastes in Michigan; a second regulates transportation of ‘
radioactive wastes in Michigan; another removes from the state (meaning i
the governor's veto) the consent clause in siting disposal facilities

in Michigan; one requires a certificate of reliability for depositing ]
radioactive wastes in Michigan; and finally, one bill establishes a com- 3
mission to regulate transportation of radioactive wastes.

Montana had several waste substance bills to consider: solid, hazardous,

and radioactive. Two dealt with radioactive waste disposal. One com- 3
pletely banned radioactive waste disposal while the second prohibits

<>
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Seience Resource Office
Massachusetts General ourt
State House - Boston 02133

N-6/78#1
Polystyrene Packaging MA-4/76
ki INQUIRY: What are the health and environmental implications

£ of McDonald's new polystyrene food containers?

BACKGROUND: McDonald's prepares its sandwiches before they
are ordered. To keep breakfasts and larger
sandwiches warm and moist, McDonald's has
traditionally used a paperboard box with an inner
paper wrap. Recently, the box and wrap were re-
placed by a container made of expanded polystyrene
(PS), which is a better insulator and costs less.

McDonald's still uses paper packaging for small
sandwiches and other food items.

RESPONSE: The Food and Drug Administration approved PS
packaging after finding it unreactive with food.
The PS container keeps food fresh without affect-
ing its flavor.

PS is a by-product of the petroleum production
3 process. Unlike wood, the source of paper,
3 petroleum is a non-renewable resource.

Unlike paper, PS is not biodegradable and cannot

be ecoromically recycled. The major means of

. PS disposal are by incineration and by burial in

3 sanitary landfills and dumps. When incinerated,

2 : PS leaves significantly less residual ash and

- produces more heat than the burning of paper.

’ This additional heat aids in the incineration of

wet refuse and can also be used for other applications.

3 A 1971 New York University study found that PS 1
Vﬁ burns clean, does not damage incinerators, and 4
‘ does not significantly affect the concentrations

of noxious gases such as sulfur dioxide, cyanide,

and nitric oxide produced by the incineration of

municipal refuse.

 3- REFERENCES: Marynowski, Disposal of Polymer Solid Wastes by
: . Primary Polymer Producers and Plastics Fabricators,

Environmental Protection Agency, 1972

Darnay, Franklin, "The Role of Packaging in Solid
Waste Management 1966 to 197/6", Public Health Service

Publication No. 1855, 1969.
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FEDERAL LIBRARY COMMITTEE
FEDLINK NETWORK OFFICE

Mailing Address: Telephone:
¢/o Library of Congress (202) 2876454
Washington, D.C. 20540

3 B9. POLITECHS/EIES

:ﬂ The Federal Library Committee (FLC), working with its Federal Library

4 and Information Network (FEDLINK), has contracted with Partitipation Systems,
3 Inc. (PSI) for its POLITECHS service for FY 198l. Any federal agency is eligible
to take advantage of this contract by completing the attached Call for Estimates
(CFE) and signing the resultant Interagency Agreement (IAG), which is sent to your
agency after the CFE has been processed by FEDLINK.

P e et

There is a FEDLINK Administrative fee for all members participating on this
contract.

S Dot s

For the use of this service, payment may be made either direct to the vendor
on monthly invoices, or through a transfer of funds to the Library of Congress.
For those who transfer funds to the Library of Congress there is an 11% overhead
charge.

T

1 Included in this CFE are

4 ) 1. PSI Description
L : 2. PSI supplied rate sheet
3. Call for Estimates

Please return this completed CFE to the FEDLINK office by September 12, 1980.

Should you wish to have more information on this contract, please contact
Bruce Miller, FEDLINK (202) 287-6454.

FLC-Service and Guidance to all Federal Libraries
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POLITECHS/EIES

COMPUTER CONFERENCING AND INQUIRY-RESPONSE EXCHANGE

Politechs is a comprehensive system designed to meet the total policy com-
munication and technical information needs of public officials, technical ex-
perts and private citizens, Politechs involves the integration of existing

data bases as well as the evolution of new data bases through networking.

At the core of Politechs networking is a computer-based Electronic
Information Exchange System known as EIES. Politechs uses EIES in two principal
ways. First, the designers, administrators, facilitators, editors, and evalu-
ators of Politechs use EIES as an electronic office where théy daily use
(1) mersages, (2) conferences and (3) notebooks on EIES respectively to:

(1) contact each other personally

e often more quickly than by phone since asynchronous access
is allowed from any phone that can be connected to any
computer terminal (often portable) at whatever time each
person finds most convenient

e with as .much official status as signed letters (since ac-
cess codes are secret and known only to the sender) but
available in minutes rather than days

e with such added conveniences as group messaging, instant
copying to others vwhen desired, privacy safeguards, re-
trieval of old messages and search of keys or text as
required

(2) comment on subjects of interest

e in reaction to comments from others entered on a continu-
ing basis whenever convenient, without the expense of
travel as required for face-to-face conferences

e with the opportunity to vote anonymously on various
scales as an aid to determine consensus or to help guide
individual or group decisions

3}

® being guided by a moderator for each conference and by
agendas and being able to determime how open or closed
conference membership shduld be, .as well as being able
to comment whenever desired, either anonymously or under
a pen name in order to facilitate responses
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(3) prepare online to publish

e articles or reports co-authored, possibly by peuple who
may not even have met face-to-face

e using text-editing features that have now become familiar
in word-processing computers but with the added advantage
of allowing widely dispersed persons to have immediate
access to revised and edited materials

e so that offline dissemination of printed results can be
used to magnify and extend the various effects of online

networking

While these electronic messages, conferences, and notebooks are essential
tools of the team that supports Politechs, the extent to which these particular
electronic tools are used by the main participants in Politechs depends in part

upon their degree of interest in shaping the other part (described below) of 4

Politecus-on~-EIES. The other part of Politechs-on-EIES is user-designed. Every
user has the option to help design improvements in this other basic part.

While the message-conference-notebook part might be called the "EIES part"
of Politechs-on-EIES, the "Politechs part" involves an additional degree of
structure to support the exchange of (1) inquiries, (2) responses and (3) briefs.
These three formats parallel the less structured (1) messages, (2) conferences,
and (3) notebooks in the following ways:

(1) Inquiries, like messages, are authored spontaneously, usually
on relatively new topics of concern to any participants who
assume the role of inquirers. Inquiries are usually:

e introduced as pointed questions, aimed at getting specific
answers such as technical data, case examples, or leads to
resource people or other references needed to help resolve
particular policy issues

e Jimited in length (e.g., three lines) so that all other
participants in whatever Politechs Exchange is being used
will not be overloaded when they consider, which new in-
quiries are of enough interest for them to "select," so
that the computer will auvtomatically thereafter deliver
background and responses on those selected topics as well
as receive any response that the selector may wish to
compose

e accompanied by a longer background "page" or paragraph so
that those who select any inquiry might learn from the
inquirer something more of the historical, political and/
or technical context of the inquiry, so that any potential
respondent might then know what the inquirer already knows
before bothering to try to help
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(2)

(3

Responses in Politechs, like conferences in'EIES, are less
spontaneous than Politechs inquiries (or EIES messages) in
that they stick to whatever subject has been raised in the
particular inquiry with which they are associated. Responses
usually are of one of the following types:

e technical data, which may be in the heads of fellow net-
workers or which may be at least brief enough to be trans-
.mitted for the benefit not only of the original inquirer
but of others who select that inquiry; data which may be
in sources like searchable data bases that a respondent can

share with the inquirers and with the selectors of an
inquiry

® case examples of how some other jurisdiction might have al-
ready handled some policy issue that becomes the subject of
an inquiry seeking experience of peers, whether about suc-
cesses, failures or just insights

e leads to key resources -- experts, organizations, or refer-
ence materials -- that can help in response to new in-
quiries and by doing so thus perhaps qualify to be retained

in a data base Jor porsible high-speed retricval later to aid
new ingquirers

Briefs in Politechs, like notebook pages in EIES, are generally
more carefully written than Politechs inquiries and responses
(or ETES messages or conference comments) because they are, in
a sense, more nearly ready for publication. Briefs may be pre-
pared in various formats, but they are usually limited to two
pages so they can each be published on two sides of a single
sheet. Here are three current formats for Politechs Briefs:

e completed inquiries reworded usually to sharpen further their
opening pointed questions, each followed by a background
paragraph to put any question in its political or technical
context, then the response in a summary which is based not
only upon responses received through Politecks-orn-EIES but
also upon offline research by the inquirer, and concluding
with references to key literature or key resource people that
provided input for the preparer of the inquiry brief

e process options that can help any participating organizations

in Politechs-on-EIES strengthen their own operations for pro-
viding their clients or constituents such capabilities as a
technical inquiry service, a policy dialogue program, in-
depth research studies, various networking arrangements, and
communication support systems; these briefs state the purpose
of any process option, background about its development, its
main features, and requirements including costs

resource directory entries written to describe not only parti-
cipating organizations in Politechslon-EIES but also other
key resource organizations; their formats mdy vary but generally
they describe any resource three ways: first organizationally,
then in terms of policy research interests, and finally in
terms of information and communication capabilities such as

libraries, news Jetters, conference sponsorship, data bases
maintained, etc.
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* TERMS AND CONDITIONS

2 §%

190.

Participation Systems Incorporated (hercafter referred to as
PSI affords online access, from remote terminals, to one or more
information exchanges currently on the Electronic Informatiaon
Exchange System (hereafter referred to as EIES).

This agreement consists of the above subscription order, these
terms and conditions and the rate schedule below and shall be
governed by the laws of the Commonwealth of Massachusetts.

PSI shall provide access to the Publictech Exchange and to
whatever other exchanges within Politechs on EIES are avail-
able according to limitations to be established by other mem-
bers of any such exchange, there being no such limitations for
Publictech.

Customer acknowledges that this complete agreement has been read,
agrees to be bound by its terms and agrees that it is the com-
plete and exclusive statement of agreement between the parties,
superseding all other communications oral or written. Except

as otherwise provided herein, this agreement may be modified
only by written amendment signed by the parties hereto. In the
event Customer issues a purchase order or other instrument cover-
ing the services herein specified, it is understood that it is
for Customer's internal purposes only and sha.l in no way modify,
add to, or delete any of the terms or conditions herein.

Each Class 1 Account includes quicker response time than a Class
2 Account and provides inquiry-authoring privileges in Publictech
and, if requested, in EIES a private conference and/or a private
notebook.

Class 1 Accounts must be paid for in advance on a subscription
basis as shown in the Rate Schedule attached.

In the event that a subscription payment or renewal is delayed,
in order to avoid interruption of service, PSI may reduce the
Account (s) involved to Class 2 status.

Subscriptions include an allocation of what is considered to be a
minimum of connect time required for effective participation in
one or more Exchanges within Politechs on EIES. No refunds will
be given if less than the allocated connect time is used during
the subscription period. However, unused connect time shall be
still available if a subscription is renewed.

Customer agrees to pay for any connect time used in excess of the
allocated minimum. For those using more than the allocated mini-
mum per month, invoices will be issued during the subscription
period on either a monthly or quarterly basis, depending upon the
rate of connect-time usage. Terms of payment shall be net thirty
(30) days. Any past due accounts will have connect hours limited
to whatever amount remains in the minimum allocation for the re-
mainder of the subscription period.

In order to avoid having service interrupted because of insuffi-
cient connect time, midterm invoices for heavy users of connect
time will include enough connect time to allow for the remainder
of the subscription period to be completed at the higher rate of
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11.

12.

13.

14.

15.

16.

17.

usage experienced during the first month(s) of the subscription
period. Any such midterm invoices will also show the amount of
excess time used thus far, in case the Customer would prefer to
pay for just that amount and to reduce the usage of connect
time during the remainder of the subscription period.

In addition to the rates contained herein, Customer shall be
liable to PSI for all sales, use, and excise taxes required to
be collected by PSI or paid by it to tax authorities for ser-
vices and materials furnished hereunder.

It is Customer's responsibility to preserve the secrecy of the
access code, vhich can be changed in order to assure against
unauthorized use of an account.

Unless rental of a Politechs terminal is explicitly arranged

with PSI, the terminal and phone coupler or data set are pro-
vided by Customer. If a Politechs terminal is rented, then a
supplementary agreement covering terms of terminal maintenance
will be made. However, this agreement to subscribe to Polite;hs
on ETES will in no way be affected by any failure of any terminal,
since Customer can use Politechs on EIES through terminals that
can be readily obtained other than from PSI.

PSI Representatives will provide consultation online or by phone
on problems relating to "olitechs on EIES.

LIMITATION OF LIABILITY: Customer agrees that PSI's entire lia-
bility for damages regardless of the form of action, shall not
exceed the charges paid, or three months' charges (whichever is
less). for the material or services to which a claim of liability

is asserted or imposed. Customer agrees that PSI will not be )
liable for consequential or incidental damages or for lost profits
or for any claim or demand of any nature or kind whether asserted
against PSI or against Customer by any third party arising out of
the services or materials provided hereunder or their use. Custom-
er agrees to indemnify and hold PSI harmless from claims of third
parties arising out of the services or materials provided here-
under or their use. No action or suit, regardless of form, other
than an action for payments due PSI, arising out of the transaction
of this Agreement may be brought by either party more than one year
after the cause of action has occurred.

EXCUSABLE DEILAY: PSI shall not be liable or deemed to be in defgult
for any delays or failure in performance or interruption of service
resulting directly or indirectly from any cause or circumstance
beyond the reasonable control of PSI.

Rates, terms and conditions are subject to change by PSI provided
at least thirty (30) days' written notice is given the Customer
prior to the effective date of <such change. If the Customer has not
terminated this Agreement at least two weeks prior to the effective
date, the change shall automatically become effective as of the date
so specified in the change. Subscriptions that are terminated

will be refunded for unused portions on a prorated basis, yith
termination to begin no sooner'than two (2) weeks after written
notice is received by PSI of Customer's desire to so terminate.
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SUBSCRIPTION RATE SCHEDULE

Dialing Through Service Connect Hours Excess Hours
Term Direct Telenet Class Included Direct Telenet
1 year $1560 $ 2160 | 10 hr./mo. Q/hr. $ 5/hr‘/
6 months $ 780 $ 1080 1l 10 hr./mo. 0/hr. $ 5/hr. iv
2 months -$ 130 $ 180 2 5 hr./mo. 0/hr. $ Shr.
Unlimited N.A. $ 100 subaccount 10 hours N.A. $10/nr.

a) One- or two-month trials are nonrenewable and are available on an
introductory basis only.

b) For orders received by PSI no later than the 1l)th of any month,
" the term of service begins on the 1lst of the f>llowing month, as
will be indicated on an order acknowledgemrent to be sent to
Customer, unless Customer requests a later month to begin.

4 c) Class 1 status may be changed to Class 2 and connect hours limited
' to five (5) if any payment is delayed. The subscription period
begins as stated@ on the order acknowledgement or renewal invoice
regardless of when payment is received.

d) Dialing through Telenet ports located in major cities saves long
5 distance phone charges.

£ e) Rates for Telenet apply only to continental United States. Other
rates are available from PSI on a supplementary schedule.

oo e T
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APPENDIX V

MINICOMPUTERS FOR LIBRARY FUNCTIONS
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wednesday: Mini #3

Mini-session #3 on Mini computers for library functions was led by Phil
Casey, Chief, Technical Library, Rock Island, Illinois (ARROOM), assisted by
Andy Burton of Radio Shack, Cedar Grove, N,]J,

Demonstration equipment: Radio Shack TRS-80 Model III Microcomputer (storage:

floppy diskette)
Radio Shack TRS 80 Line printer

Texas Instrument Silent 700 Dial-up terminal

The minicomputer can be used as part of a large automated system, or can
stand alone, either as a dedicated, "turn-key' system; e.g,, CLSI or mini-MARC,
or as a programmable computer waiting for instructions and data to be input,
This discussion dealt with stand-alone minicomputers or micro computers in a
technical library with individual application programs, as opposed to ILS.

The librarian found that a minicomputer already purchased and operating was
available for shared use on the installation, Without any special background
he was able to start writing his own program with only 24 clock hours of
instruction, Bither QOBAL or FORTRAN languages could be used,

He has used the minicomputer to perform the following operations:

Subscription program:

Bund accounting control, including job order numbers for back-
charging departments for office subscriptions,

Order control (to whom, from whom, for whom, when)

Produce renewal notices,

Produce purchasing document (a list of titles to be attached to the

nurchase order)

Produce receiving reports (filed on receipt of the first issue of

a journal)
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Mini #3 (page 2)

Produce holdings 1list
Produce routing tags
Book acquisitions;
Pund accounting control
Produce purchasing document
Inform Pinance & Accounting and Procurement
Produce receéiving reports, open order o ntrol, and follow-ups
Monitor vendor performance
Produce accession list
Colle ction development statistics

Circulation:

Accounting for books on indefinite loan (hand receipts)
Produce hand receipt inventories

Another function which lends itself to automation not presently being used at
ARRQOM is that of information retrieval, Some examples were given:

Indices to special collections (microfiche, manufacturers® (and other) catalogs,

vertical file, journal articles)

Specialized bibliographies

Non-bibliographic data such as indicating trends,

The hourly cost to the ARROOM library for the use of a prime computer was
estimated at $3,30, Automated book receiving, ordering, and subscriptions alone
resulted in an estimated savings in labor costs of $2500, Other applications have
paid off in time saved even if only used once,

Andy burton gave a demonstration of word processing on a micro computer, Rditing
and storage capability were its major features, Further discussion was held on the
differences between tvpes of computers (general purpose vs, dedicated) and between

computers and word processors, Samples of library-oriented products were available

for examination,

Aaiadis




Mini #3 (page 3)

In summing up, it was observed that automation by micro computer is co

inexpensive, especially when equipment is shared,

with a rapid payback, Resources

for automation may already exist on the library's installation, Individual appli-
Cations can be simple to maintain, and implemented very quickly, with control

kept in the library, Since there is rapid pay-back, integrated systems can be

implemented at any time thereafter without concern for a heavy investment in the

individual application,
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OCLC FOR BEGINNERS




Wednesday: Mini #4

Mini-session #4 on OCLC for beginners was conducted by David Rrunell, Pederal
Library Committee,

Mr, Brunell outlined the basic systems available from OCLC,
The system begins with a master bibliographic file which is created from input
from 2800 contributing libraries., It now has 7 1/3 million records, with 35,000
additions a week, From this base, eight subsystems are, or will be available,
1, Cataloging.

Supplies LC format/MARC format catalog information, and produces catalog
cards, PFully operational,
2. 1ILL,
; The bibliographic file can be searched for a particular item and a list of
E holding libraries displayed, The system will select five libraries which can be
; requested to send the item to a borrowing library Ly entering the ILL command

on the terminal keyhoard, The system will ask each of the five in order until the

. ool

4 request is filled,

3 3. Name-address directory.,

k| This file contains identifications, locations and descriptive information about
each of the OCLC system users, serials publishers and vendors. It is currently
! "under construction", Bventually it will contain the ILL policy of a library,
4, Serials control subsystem,
This system will provide ordering, check-in and claiming functions, and is
6. currently about one third completed,
& 5, LC name authority file,
ﬁ This file contains approximately 750,000 organization or personal names and
pseudonyms, Tt traces organization or group history,, as well as the sources

used to determine the accuracy of the name,
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6, Acquisitions systen,

This system is being designed to permit ordering of and paying for library
materials from vendors, It is being tested now to see if it meets the needs of
military libraries,

7. Circulation system,

OCLC is responding to user requests to develop a central automated circu-
lation system, but it will not e developed for two to three years, It will be
very expensive and perhaps not feasible, because of the great volume of circu-
lation activity, which would be too great to handle with any reasonalle response
time, Other svstems are better for this function now,

&, Searching subsystem,

Bully operational to search for particular titles,
Access to QOCLC,
1, Nedicated line; a long distance line from the library to Qhio, for wnich the
telecommunication charge is consistent whether the system is heing used or not,
This cost is rising,
2, Dial-up: time-share with a Texas Instrument terminal, calling Ohio to make the
connection, This system is very cheap,

Some current costs are:

Terminal - $3700,
Service contract - ¢33, / mo,
Pirst time use - $1,50 ea,
OCLC can be very expensive, 3Some networks are cheaper .because of the different

systems offered, With OCLC, a library has to have the cataloging subsystem in

order to get ILL, since everything is on a cooperative basis, Some day, OCLC

will sell parts of subsystems to provide the particular things a library wants,
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APPENDIX X

CAREER PROGRAMS AND POSITION CLASSIFICATION STANDARDS




Wednesday: Mini #S5

Mini-session #5 on Performance standards was led by Ginger Omdahl, HQ,

DARQOM,
The use of performance standards is now a matter of law, There will be no

"correct" interpretation of the law until it is tried in court, A supervisor

may be sued for failing to anply the standards, which must be "in

place' by 1 Oct 1981,

“In place' means having been signed bv the supervisor, the reviewer and then

Sl e gt Lot L e s

dated and signed bv the employee, When the standards are signed bv the employee,
all previous standards, etc,, are gone, A copy of the standards mus. be given
to both the em>lovee and the supervisor. The supervisor's signature signifies
that the standards have been discussed with the employee, The reviewer's signa-

ture signifies that all administrative requirements are in order for the

o et ot B SRR

standards,
[he employees signature does not wmean that the employee agrees with the
: standards, but that they have been explained to him.
Three different levels of standards are:
1, Senior executive level,
2¢ G3~13 and above in the merit pav system,

3, GS-12 and below, and GS-13s and -14s not in merit nay (CPAS)

The various rating levels are currently being pulhlished with definitions for
outstanding, etc, ratings,

The GPAS will have four forms (also currently being pul'lished), Theyare:
a, York form, -, Continiation of the work form, c¢. Anpraisal, d, Supplement
to the appraisal,

When writing the performance standards, the major elements must be listed as

results you are looking for, not activities; i.e,, personnel management is a result

while supervising personnel is an activity, Critical elements can be changed




Mini #5 (page 2)

during the rating period, if a rcason is given,

All supervisory personnel will lave three critical elements: WPQO, personnel
management, and a functional element,

Measuring should be done by spot checking, A comnuter program should not be
required, Standards should be tracked throughout the year, and if the employee
is not performing up to standard, determine the reason and consider changing the
standarAs, A reason may be given why they can not be met Auring this period,

Standards should be exceedable, so they are to Le written at the "fully

successful level, How the supervisor arrives at ratings is part of his/her

nerformance appraisal,
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Wednesday: Mini #6

Mini-session #6, a mock screening panel, was led by Louise Nyce, HQ}, BORSCOM,
and Ann Donnelly, OPM,

Participants in this session were given a mock SKAP and asked to give it the
rating it might receive from the screening panel, The same instructions that are

issued to careerists were available for reference,

An hour was not nearly enough for the questions arising from this exercise,
but several suggestions of general interest emerpged, Some are:
a, It is useful to rewrite experience blocks on the 2302 every time either the

definitions of elements or the crediting plan change, or whenever the grade level

G Lt SR L L e i Rt b g

at which a function is being performed changes,

it

b, Use item 13b and extra sheets of paper for any information that can not

ca

be contained in another block.

W

ce Write experience blocks in message form - as abbreviated as possible, Use

the last block on the page to highlight several jobs if those Llocks have to be

dropped off the page,

d, The panel accepts, in eclements 35-40, any rating on which supervisor and

reviewer agree,

Other treminders included the panel's policy of requiring explicitness in the

description of duties performed, the responsibilitv of the careerist to educate his/

her supervisors and reviewers about the rating system, and the fact that some elements

cannot be rated above a C level because definitions were written to include the

best possible performance,
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012-34-5678

987-6543

1l. Enoter element racing aftar thoroyu

and Elements Appropriate for Rating in
also teviev Definitioms for Qual

SSN

paragraph 3b(8)

AUTOVOR

gh familiarization with rating levels in psragraph 3b(2)

loformation and Instructions (Iael 2);
ifications Rating Elements (Appendix A).

I SELT [SUPTIREVIPANE] SUPV] REV|PANEL ]
CHNICAL SERVICES ADMIN/MANAGEMENT
Palu Tion = | mxioex] wxx | J0. Inscl/Agey Lib Mge B
1. Books ? c 1lC 3l. Mgt Ieprovement ' A
-. Serials ] c lc 32, Reporting Procedures . C | & | &
3. Periodicals s c Ilc 33, Lib Plant & Equi> el ic
4. Documents/Tech Reot C [N« 34, Scaff Lib Proe Mg:o
. Audio=-Visual r -~ C
6. Special Matarials C [l ok CETERAL QUAL ELRFXNTS
ocurement xxx | xxx dax | xxx! 15. Work Plan & x| 1
. Books C C C 36, Written Comm xxx| P
. Serials C % C 37, Oral Comm XX |
.jtrmdical:: Ie (e} 38, Ilnit-Innova XX
. Documents/Tech Ravt e |C 39. Interper—-Rel-Coop x| I IC,
. Audio=Visual [ [T 40. Analy & Conmcent Abty | wxx| B |
7. Special Materzals c 1 C . C i
taloging/Classification xxx | xxx/xxx| xxx | PROGRAM MCT ELEMERTS
. BOOKS B N A Gl. Plan, Prog & Comezol | (. | & 1 (.
4. Serials A ‘N 1A 42, Coordination C D &
. Pariodicals T4 14 43, Meet Org Goals YR NJ
0. Documents/.echi Revt ¢ LAl
/. Audio=Visuali B 1A TR PERSONNEL MCT ELIMENTS
. opecial Macerials N AN 44, Eff Pers Mgr C. &_
ther lecs Sve Functions yox | xxxixxx! xxx | 45. Per: Apor & Zopi Prod o
. Indexing D lac D 46. Comm & Org Dev [ %___%
. Abstracting W-ARVVARY 4/. Furtherine EEO B 1]
. ADP AbpLications ~ C GB. Etf in Deal w/Uaiouns
. Leadership lech Sve | 1A r ?,
pomic sicrs
3. Orien/Tag/PR /5 1 /1
2%, SDI/User Ffeedbacx }_ C
2. (seneral Reference ?
4. Bibliosravhiic Sve e
L G 1.
B I3
9. Laadership=Pub Sve % | 3172

12. SPECIAL SKILLS: I hawve s knowledge of the system(s) or specialties checked balow. I have

also entered the yesr of wy most recent administrative know ‘dge,

work mﬁmu.ﬁ/g. train-

ing in the skill(s) and provided further decails on DA Torm 1302 (See para 3b(%),

ADP SYSIE
| Spocm!y Al

MISCELLATEOUS

Specialty aar

NS
. oCLC

i

. C3 Micrograohics

Exhibicy/Disolavs

inm

o=

Regtoration/Prevn

4.0 Procurement/Conty

o

R T r—

T




___Moped, Mary NMI] 012-34-5678
NAME (last, Firsc, MI) SSN
13. Justification Statement.
: a. Documentatior for "A" or "B" ratinnms: |
] . L
Aenent Submizzad by - g
Nunbers | (C, S, or R) i Accomplistment/Achievement (Include Uhere and (hen Obtained)
g
13,14, C Systemized, modified and developed the card cat.
4 15 and shelf list during 05-79 to 05-80. When 1 canpe
] to the Library there was a tremendous back-log.
Hy I cut this back-log 80%.
17 ‘ c A new system for filmstrip and cassette class-
ification was instituted in June 1977 to allow
specialized patrons access to materials normally
not allowed out of the library.
| OCLC to be installed in Library in July 1981.
; 22 C
23 ¢ See page 4b 4
}
;
' A 3
b. Careerist justification vhers Suparvisor has eatered zn "B gnd/or vhere experisncs {3
- is pot reflsczad on DA Yora 2302. ! ,j
1 et | §
e Numbers Ioerieace/Qualifications Vhere/Vhen Vho May Verify |4
. 16 & 18 |Assisted in cataloging Bronx Collepe,NY | Former Supv. '
documents and Special 04-75 to 05-76 Mr. John Moped 3
Materials 1
3 ;
{

Additional pages msy be added using format above. Artaciments will be identified with 4
specific ele=ents and limited to thase authorized inm ! . =uctionsg. b {1 4

Number of additional pages (exclusiva of atzachmer )

DA FORM 4638-R,
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LIBRARIAN CAREER PROGRAM~APPRAISAL AND INDIVIDUAL DEVELOFMENT PLAN

Ser u of e furm. e MQDA LTR 089- : The grenanant sgeney & e Dusvey Chist of Sw? for Pervamat.
Seu DA CPR 2901,

DATA REOUIRED BY TLL PEIVACY ACS OF 1974. 1Individuals sskad or recuired to ‘uruish
personal infor=ation are advised of the following:

ACTHORITY: 3 USC Code 3202

PRINCIPAL PUPPOSE: Provides oasagement vith information o the career and promoction desires
and qualifications of career program regiscrants in the Department of thea Army.

Al ROUTINE USES: Used by DA staff agencies, commands, and installations as an applicant and
referral file for designated civilian carear prograz positions: to determine qualifications,
avallability, and mobility of carseriscs for existing snd future vacancies in the TS and
oversea locations: to develop refarral lists of highly qualified carserists to f4l1
vacancies; snd to determine training needs and identify carearists for axacutive developwment.
Information is used for selection and career planmning purposes, preparing reports, replying
to correspondence, responding to requests from courts and regulatory bodiass, and responding
to grievances and complaints relaced to such questions as qualifications detsrminaction and

acaselection.

DISCLOSURE: Disclosure of the Social Security Number (SSN) and other personal inforwstion
{s voluntary. BHowaver, failurs to provids the requasted informacion may-result in improper
identification, thus, eliminacing tha individual from training and/or consideration for
DA-wride teferral and adversaly affecting thg carserist's opportunities for developesental

opportunities.
PART I - CARETRIST'S STATRMENT
1. Moped Mary NMJ 5. Supv. Librarian, GS5-1410-11
Last Name First = Position Iitle, Series and Grade
L 3. 012-34-5678
Post Librarian =T

] Fort Nowhere
V_ ) 4, Hardtofind, USA 01234 UUSATOP s. AV 987-6543

. 0f7ice address (shov zip cods & MACQM) Autoven and Commarcisl (incl Area Code)
‘ 6. My assassment of progress since the last sppraisal towvard mseeting caresr goals and

scatement of current and future goals follows:

|
d There has been no progress toward meeting my career goal. I would
like to attend a Military Librarians Workshop and be promoted to GS-12.

A f 7. I wish to defar my consideration for referral and understand I must initisce a
4 complece appraisal {f a change in referral stacus {s later desired, a procsss which may
taks more than ) sonths to complete. I furthar understand that this deferment precludes
consideracion for raferral to positions vithin wy owvn organization. NOTE: If this ites
is checkad, sign balow and complete IDP (Part IV) onlv.

SIGNATURE (deferrec carserist) } v

DA FORM 4438-R,
Incl )

REPLACES 0A FORM 48se-R, | Jul 78 . weeH 19 QRSOLETE.
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012-34-5678
SS

Moped, Mary NMI]
NAMZ (Last, FPirsc, MI)

8. Indicate belov in thsa § (supervisory) or K (bonsupervisory) columm the Ctypes of
positions for vhich consideration 1s requestad. In the appropriats block(s) eater the
grada(s), e.g., 9, 10, 11, for vhich raferral consideration is dasired. Idemtify only

: thoss positiocns for vhich you meet or exceed minimm US Office of Persounel Management 1
; (OPM) qualificacions requirements. . ;
; ]
3 TECENICAL SEIVICES FEBLIC 4
3 LIBsadY ACQ/ PROC CATALOC NG e ADMINISTRATION 2
5 CATEGORY '
§ $ ¥ $ i € b 3 ]

oe i : ,

12 | 11/12 11/22) 11/12 | ]

E l ; i
: Rl 11/12) 12 | 11/12 11/12 11/12
§ SCBOQL
] e 12 | 11/13 11/12 11/12
8 o
:
E ARMY LIBRAXY
| PENTAGON
{ MILTTAPY ETSTORY
B b [y aryeps o
& MACO/DA 4
" - — '

9. CaresTist's corants regarding refectral dasives:
3 1 would accept a lateral assipnment for developmental purposes at the
‘ * Army Library Pentagon.

10. CPO Carzification: As tha CPO, or represeatative, I bave indicated delov vhether the
carverist poats OFY qualificacions for position(s) listed sbove. This cer=ificstion is
based on & Teviewv of the careerist's official records and X-118 qualificarcicns staaZards:

OAuu ziniooe O qualificstions requirsmssts for sarise 1410, librariza.

() Does not meet mintmm OP¥ qualificatisns requiremencs for the following grade(s)
= for the reason(s) statad: i

3 /,7 / /// ' ;
- J{ zr’fzé-:‘zf Lin A7k L Dud LG
5 or Rapresgfiracive Signacure and Titls)/ Dats ,/

DA FORM 4638—R,




JUSTIFICATIONS (Con't)

Element

23 c Expanded Library publicity program by utilizing closed circuit
TV spot announcements, welcome letters to newly assigned
personnel and their dependents, planned library and local
community tours and briefings. Established an annual Library
Open House during National Library Week, made guest appearances
on local Post TV program '"Current Events', wrote monthly
articles for local Post's column "What's Up?'"; provided

. biweekly statistics and new buok reviews for the Post Bulletin.

1 Prepared script and coordinated with AFTV (Post) on the pro-

] duction of a 15-minute AFTV videotape on Library resources and

services. Instructed incening military and dependent personnel,

and civilians, on use of the library; briefed visitors. Through i

all of the above, newcomers have been able to familiarize themselves

with the library, its proprams, and the local community; library
sponsorship of special programs has expanded greatly during the

period 05-78 to 05-79.

et Sl i o

e e i

25 C As Reference Librarian at Ft. Big Apple (05-76 to 05-78),
T supplied extensive, in-depth reference service to patrons
(including students, instructors and staff personnel) .of the
Post. Reference Letter of Appreciation dated 24 March 1978.

j . 28 C Member of Task Force Group Resource Sharing (08-80)

Tp—

i 29 C See DA Form 2302

9 30 C Revised all operating procedures and restructured the reporting
| system to create a flow of management data which was not previ-
| ously available.

L. Prepared plans to move the library; however, the reason for the
move did not occur and the planned move was cancelled. In lieu
) of the move, established a program for the renovation of the
! library including new shelving, furniture, equipment, air-
conditioning, draperies, carpeting, and background music.

Developed the supporting documentation on the need for a
bookmobile. Approval was obtained and funds will be available
in the 2nd Quarter of FY 82.

Responsible for the development and management of the library
budget for materials, furniture, supplies, equipment, etc.;
budget is in excess of $150,000.




S The identification, collection, and analysis of management
data is one of Ms. Moped's strong points. Her efforts in this
N area have provided the Administration Office with more than
sufficient data to request, and receive, additional funding.

31 C Wrote study which proved that OCLC is cost-effective in the
Library in July 1980 and was able to plan the entry of
retrospective records in a 1-year time frame using contract
help on non-prime time hours.

S Concur that the study exceeds the standard as written and a basis
for justification for OCLC to be installed in this library in
July 1981. Study was used also as a sample to Command for
guidance purposes.

47 Member of Federal Womens Program, 1980 to Present.
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MOPED, Mary NMI 012-34-5678
WAE (Last, First, MI) [11]
)/ IT1 -

14, Supervigor's Cowments: My racings in Part II represent my assessmsnt of the

careerist's qualifications for specific rating elememts.Element 29 rated "B'" based on potential.

Elements 39 and 42 rated "'D" as Ms. Moped has a tendency to act oup her own without
coordinating with undersigned on actions that affect other on-post activities and -
she doesn't always accept decisions made at a higher level. Ms Moped, however,is

making a concerned effort to improve in these two areas.

M/- \ Ve \\?\

od Name, Grade, and Title I
JOHN ALDEN
Chief Librarian, GS-12
15. Reviewer's Comments: I hswe personslly reviewed ths rating levels eatered by the
careerist and supervisor. My ratings in Part II represent my assesssent of the
careerist's qualificarions for spacific rating elaments.Ms, Moped is a very competant and
dedicated Librarian and is a valued member of the staff. She is admired by all
with whom she comes in contact. She is always willing to work overtime. 1
strongly recommend her for promotion,

\ l\qul\‘i 7] '.\
[3 nﬁ‘!ﬁ
Typed Neme, Grade, and Title
Harry Casten, Capt, RSO

16. Careerist's Comments: (This doss not necessarily raflect agresment with tha career
appraisal.) 1 have baa the opportunity to reviev and discuss this appraisal. (If the
caresrist and supervisor are geographically ssparated from the revisver, the caresrist
may eign prior to revigwer).

As my supervisor has stated above, I am now striving to cooperate and
coordinate more fully with my supervisor and other personnal on post.

ZMW@L lig1
17. MACOWAcciviey Carser Progrem Memager Daview

Documents: )

a. _LM Torm 4638-1, LCP Appraisal (1980 Ravision) (original and 2 copies).

b. _Ls- besic DA Porm 2302, Qualificacicn Record=Civilisn Personnal (Original & 2 copies).
c. _Lmrr-: DA Form 4338-R, Availability and Interest Statemsnt (origimal).

d. ____ Curvent AL Yorm lébl-R, USARZUR careerists only (originmal).

.. Current DA Porm 4343=R, Carser Program Daca Sheet, vheare appropriaste (original).

Typed Rame, GCrads, end Title
Abdul O'"Hare, GS-15

MACOM LCPM
DA FORM 4638-2 '




PART III - REVIEWS

Elements 26 and 29: There does not appear to be support for careerist's ratings

in these Elements.

.
¥

Item 14: Concur with statement of Supervisor. Improvements in these two areas

should enhance Ms. Moped's opportunities for future developmental
assignments and/or promction.

M nn

3 Abdul O'Hare, GS-15
] MACOM LCPM / "~ [
1 Signature eﬁ

Dat
& Typed Name, Grade, and Title
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DEPARTMENT OF THE ARMY
Fort Big Apple, New York 98765

ASAP-MHD-TD 24 March 1978

SUBJECT: Letter of Appreciation for Ms. Mary Moped

THRU: Director of Training
Military History Education Department
Fort Big Apple, New York 98765

TO: Chief
Library Division
Fort Bip Apple, New York 98765

1. On Monday, 19 March 1978, I contacted Ms. Mary Moped of your organization and
asked her to assist me in securing a copy of an obscure Sioux Indian book needed
for research 1 am conducting in conjunction with a Little Big Horn Project. My
search in local public and university libraries was unproductive and I needed

the information before noon on 20 March. Through Ms. Moped's efforts, 1 had the
required book in my hands by 0800 hours on 20 March.

2. In the past two years 1 have on several occasions asked for Ms. Moped's
assistance with difficult research problems connected with my work at Fort Big
Apple. On every occasion her results far exceeded my expectations.

3. Ms. Moped is a truly dedicated professional who always goes beyond the mission
requirements to please her library patrons. I for one, just wanted her to know

that her efforts are appreciated.

FOR THE COMMANDER:

L QIS

GEORGE A. CUSTER, JR.
CoL G-3
Assistant Director of Training
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USE TYPEWRITER - PARENTHETICAL NOTATIONS INDICATE EXACT OR MAXIMUM NUMBER OF CHARACTERS REQUIRED IN EACH ITEM.

1. APPOINTMENT L2 REGISTRATION 3. 80C SEC ACCT NO. | 4. NAME (Lost, Firetl, Middie Initiet)
STYATUS ) )
BABIC CHANGE
CS )
X ‘ 012-34-5678 MOPED, Mary NMI
8. CAREFR PROGRAM 6. AGCY-85.0.N. » 7. 8EX (Mer F) (1) |8.YEAROP BIRTH(2)| 9. MARITAL STATUS . . .
cooe (2 | svCo cooes () M o 3) .“)w=%?ovu%
21 22-111-22 !
o ey ey | — ) - — =
1. VETPREFERENCE 12.8VC CMP> DATE 15. EDUCATION COD 14. HIGHEST ORAD 8. DATE ENTERED [e. DATE INITIA
173 RtV Al o F— EVen Ne284%%) | CURR GR (Mo¥rx4y A3G0 08 Mo-Frxe)
0 05-01-76 8 e-1 05 79

17. PRIMARY SPECIALTY (Adbreviate) (Mexi2){10. SECONDARY SPECIALTY (Abbe) (Maz 12) | 19. TERTIARY SPECIALTY (Ablr) (Mex 12)

ADMINISTRATION CATALOGING REFERENCE

20. EXPERIENCE: Working back from present, list in date order the last six distinctly separate positions held whether in government,
industsy or mititary service, Posltions should not be listed separately unless they sre characterized by dilferences in grade,
|___major duties, employing office or experience code
a. FROM |b. YO(Mo-Ys)|c. SERIES |d. GRADE [ 0. POSITION YITLE (Adbreviate) (Max 20) |1. EMPLOYING OFFPICE 6 LOCATION (Mox 20)

(Mo-Yr)(4) (4) (4) ) . -

05-80 | PRES 1410 G11 1Supv Librarian d_Ft Nowhere Hardtofind Wva

¢ EXPENENCE COOK(? l ] h. DESCAIPTION OF WORK

Supervises and administers Post Library; act in absence of Chief Librarian. Resp for
identifying needs of lib & take appropriate action; established & maint reporting
procedures; planned and justified renovations to Lib; maint supply & equip and order
replacements.

?'.':;::)s;‘) 5 vo(ﬂo(vr)) c.llnll‘l) Td. .IA(D” o. POBITION TITLE (Abbreviate) (Mex 20) [1. smPLOYING OPPICE 4 LOCATION(Max 20)
05 79 | 05 80 1410 G11 Librarian (Cataloger) USAED, Hardtofind, WVA
¢ EXPERIENCE CODE(? T l L h. DESCRIPTION OF WORK

As Head Cataloger of Engr libr w[Q0,000 bound vols & 150,000 other items, resp for class
catalog & assign LC subgect headings to new acq mat. Perform orig catalog (90% cat

usjn% OCLC); update OCLC data base & keep abreast of changes in OCLC on-line catalog.
Maintain main card cat & shelf list; resp for selection £’acq of bks & mat. Member of

Task Force  Group Resource Sharing.

(ci‘:;’cjl;‘) b. VO(Ho(Y‘p e.ltll?‘l) d. olAa} 8. POSITION TITLE (Abbreviste) (Nax 20) |f. EMPLOYING OFPICE & LOC ATION(Mex 20)
04 78 | 05 79 1410 G09 Post Librarian Ft. Forpetit, LA
8- EXPERIENCE CODE(7) ] [ ] h. OESCRIP TION OF WORK Only supvr of main Post Lib of approx

18,000 vols 1/stf of 1 Tech, 1 pt clk-Typist, € 2 Vols. Rev, select and order bks, mag-
azines,pamphlets,gov docs & A-V mat; weed & 1nventory.collec£10ns; train 1ib stf; pre-
pare AE & NAF budpets; Broject future manpr rqgmts; process all 1lib mat to in¢l large
amts of DeweY cat.; estbl all 1lib SOPs & programs; provide reader's adv & ref svcs;}
prepares publicity; maintains bldg £ equipment.

o, FROM [b. vomo-v')) c. SERIES [d. GRADE [o. POSITION TITL K (Abbreviate) (Maz 20) |[f. RMPLOYING OFFICE & LOCATION(Mex 20)
(Mo-Yr) (6) (¢ (4 (3) i .
05 76 | 05 78 1410 | GO9 Librarian (Reference) Ft. Big Apple, NY

& EXP ERIENC L CODE(?, | l ] h. OESCRIPTION OF WORK

Resp for ref & reader's adv svcs at Post Lib. Resp for acq of all AV equip & mat.,
periodicals; assist in acq of new bks and mat; resp for PR in Lib & community.

?‘.':_;37‘) b, Yo(lozl) c. Illl(l‘: d. onu(a’g o. POSITION TITL E (Abbreviete) (Mex 20) [1. EMPLOYING OFPFICE & LOCATION(NEx 20)
04 75 | 05 76 | 0000 | 0000 | School Librarian (Cataloger) | Bronx College, Bronx, NY
8. EXPERIENCE CODK(?) ] ] h. DESCRIP TION OF WORK ’

Resp for cat & process of all bk and nonbk mat; cataloged all AV mat; resp for maint
of AV equipment; resp for verification of all catalop cards and entries; checked
processing on all new books & mat.

®. FAOM | &. TO(Mo-Yr) c. SERIES |d. GRADE | . POSITION TITLE (Abbeeviate) (Maz 20) [1. €MPLOYING OFFICRE & LOCATION (MNax 20)
(Mo-Yr) (4) ()] (L} %)
6. EXPERIENCE CODE(T) | [ T ]» cuscaisTion o womx -
DA fow 2 302 PREVIOUS EDITION MAY BE USED QUALIFICATION RECORD - CIVILIAN PERSONNEL

For use of this lerm, soe CPR 950-1; the preponent egency
is Office rf the Doputy Chief of $10lf for Porsonnel.
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-
21, AVAILAGILITY: [ndlcstion of aveilebility will not be considered se & commitment but shold reflect & genuine interes, Emplayse will be
considered only for aress in which he indicsses aveilability.

Indicste svailebility by checking either “'A’" or '“B’’ below. In addition, If *‘B** Is checked, identify specific sreas of availability
by recording P’ or **D’’ in sppropriste boves balow stutes and countries llated. Use ““P'" to indicate aveilability for promu:ion only
and ''D'" for Jevelopmental sssignment In grade) or promotion Employees aveileble only within timite of present commuting srea must
enter **P*'" or **D’’ under the stete or country which includes the sreas, -

a. [ | woT avaiL seLE

b. I AVAILABLE A9 INDICATED ELCW.

r PR A
i o~ L
; L I L R
& O ~ 1
E{ A PP S i LRl A 3
' i I T AL AN i”/‘ 8061, 82,703 8a 1
"’ COTTLTE T Tl |
k. LY S . - ek B SR S W o - . -
1 T EDUCATION (Show anly formal education beyond high school.)
E rmon T TB 1w we | oEcake | . ) -
: i - ™ & MA;?':.(;";;!O" SCHOOL & LOCATION(Clty & Stats)
9 Wi ¥r) (d) | (Ma-Fer (4} (4} ra (Max 20)
3 a I R T ot [l . ‘
*
] a8 T3 | DB T4 W [FRT M5 Library Science Catholic Univ,, Wash DC y
4 TERGE] 06 73 2410 XHA Education Heavens Col for Women, NY 3
. 1
3
g
‘] {
E 21 OTHER TRAINING AND SELF DEVELOPMENT (Include Artmy sponsored coureas.)
3 FROM “1to ] oavs [ 77777 coumse ritLEz Om suestcT O :
3 (Mu-Yn 74)| {Mo.-Yr) (&) (4) ' SELP.-DEVELOPMENT ACTIVITY (Max 20) LOCATION(City & State) ‘Max 20) é
. s [} 3 i d . 1
'
i 08 80 08 20 | 0OuVA : Army Library Institute Atlanta, GA ;
p . T U E
B 04 T 04 73 (010105 . 0CLC FLC, Wash DC 1
| B E
| - A - . :
| §
3 24. SPECIAL SKILLS, ACCOMPLISHMENTS, LICENSES, AND CERTIFICATES 3
EROM To R XKINDOF SKILL. LICENSE E€TC..0m | ~—~———— T - o 4
Ma-Yr) (4)) (Mo-Yr) (6) SUBJECT OF ACCOMPLISHMENT (Max 20) LOCATION (City & Siate) Mex 10) 1
__1 L__o ] < d 3
1 05 30 |00 00 | FWP Certificate Ft. Nowhere, WVA 1
03 80 |08 80 ‘1 Task Force Gp Res Sharing Atlanta, GA i
" 06 78 00 00 Equitation New Orleans, LA 1
& 03 77 |03 78 Projector's Li~ense Ft. Big Apple, NY
E | 05 78 |03 79 DA Lib PR Working Gp Alexandria, VA
2% B AWARDS AND RECOGNITION ‘
) DATE y . . T —K—IND OF AWARD ORm NATURK AWARDING AGENCY 8 LOCATION
Mo -Yr)(4) o OF ACHIEVEMENT (Marx 20) (City end Stets) (Max 20)
- » . -] c ]
Ei 03 78 Letter of Appreciation Ft. Big Apple, NY
3
= 28, STATEMENT OF EMPLOYER: oatg REOP EMPLOYRE :
FHE INFORMATION I MAYE FPURNIIHAU ON . i
s THIS FORM 1§ TRUK AND CORAECT TO THE d___ 3
g AUSTOF MY RNOWLRDAR AND srLiEr ano | | May 1981 d
i HAS BEEN SUBMITTED IN OO0 FAITH,
Sl REVIEWBY CIVILIAN PERSONNEL OFFICE THID COMPLETED #OMM ~AS BEEN REVIEW Y THE UNOERJIGNED. ALL INPFOMMA. “
. TION APPFEARS TO B COMPL ETK AND ACCUAATE AND “AS AREN REPOATED IN ACCORDANCE WITH APPLICASLE INSTRUCTIONS ‘ 3
AND MEGUL ATIONT. o '
;. DATE TITLEOF PEAIONNEL ISP ECIALIST SIGNATUR S ya
| ) M 81 Pers Staffing Specialist = g e /_/_
¥ n May 19 g 5p e A e b
P —

R .
e T e et i Sl o Ui 3 dibinl
. il it




