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(E 2) [E2] #Ee

Acquisitions Functions

ESTABLISHING AND REVIEWING
ACQUISTION POLICIES AND
PROCEDURES

Policy development

Patron feedback analysis

Performance analysis

Establishment of procurement
sources(vendor files, blanket
order agreements, etc.)

FUND CONTROL

Allocation of fund allotments

Fund encumbering and
rTecovery

[ nvoice clearing

Voucher preparation

MATERIAL SELECTR

Review of and selection {rom
notices of potential items

Preparation of purchase

requests

8) Ibid., p. 68.

ORDER PREPARATION AND CONTROL

MATERITALS HANDLING

Approval of purchase requests
[dentification of desiderata
materials

Screening and distribution of
purchase requests

Searching and completion of
bibiographic order data

Vendor and fund assignment

Order approval

Order form preparation and file
control-monographs, serials,
gift and exchange, etc.

Order canceliation

Material soriing and
distribution

Routing

Control of
processing

item through

— 10..%



RECEIPT PROCESS ING-MONOGRA -

PHS, SERIALS, ETC.
Itern verification

Invoice verification

Claiming
FILE INPUT AND MAINTENANCE

Record input preparation aund
TeEvision

Error correction

Transaction control:additions and

deletions

Use of data from ocutside source

(An interface with a book
jobber or a bibiographic
utility to pull the record
during the pre-order search

OTOCESS )
OUTPUT GENERATION, DISSE-~
MINATION, AND REPORTING

Preparation of order forms,
cancellations, claims, returns
Printing of lists of 1tems on

order

Output of change or control
cards
Preparation of preliminary

catalog copy

Preoparation of accessions lists

Dissemination of order lists,

GIFT,EXCHANGE ,MEMBERSHIP

KFEEE REAL 153

dealer catalogs, SD1 notices,

£1C
Dissemination of products

VENDORS , AND OTHER SOURCES
Control of gift sources
Control of exchange partners
Control of memberships
Control of vendor agreements
Maintenance of vendor and other
source [iles
REFERENCE . AND RETRIEVAL
File searching
in process
PROCESSING RECORDS FROM
QUTSIDE SOURCES

Selection of records identified

Retrieval of items

for purchase
Selection of records for

potential interest

Processing and maintenance of
outside data base

Modification of records for local
use

Dissemination of hard copy
records

Anaiysis of subject coverage

7) FtmEE 97 SANel B A
 ghdo] F2 = ofof et

8) FHIEWME B A, A Aol
B 4, AEe Y5717 5o B4

7} aha] A Ads oiok gt

4L Bho o) 4 7] 50 ol = E2 9} e}
) %o A% 4@ 75% o] Aol

&) Mathews, Joseph R. op.cit., pp. 78—8Q.

In-house System 2 & Y3 ulx] Al Ag ol
B, 2 ool

gEX B2 2,
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Cataloging Functions

ESTABL ISHING AND MAINTAINING
CATALOG PpOLICIES AND
PRCCEDURES

Paolicy development
Patron feedback analysis
Performance analysis

ESTABLISHING AND MAINTAIN-
ING LOCAL AUTHORITY LISTS
OR ADOPTION OF STANDARD
LISTS

Name authority files

Subject authority lists:
thesarus

GCther authority files

Filing rules

Descriptive cataloging rules

MATERIALS ANALYSIS

Descriptive analysis

Author entry establishment

Subject analysis and indexing

C lassification and
reclassification

Abstracting

Preparation of initial catalog
record

REFERENCE AND RETRIEVAL
File searching
Retrieval of item in process
Bile inquiry assistance

OUTPUT GENERATION DISSEMINATION

AND REPORTING

Report generation

Preparation of printed cards,
worksheets. etc.

Preparation of printed book
catalogs

Preparation of printed,/ punched
book cards

Preparation of printed lists

Preparation of indexs

evision and correction of
inttial record

FILE INPUT AND MAINTENANCE

Record input preparation and
revision

Biling
Cross reference control
BErYyor correction

Transaction control, additions,
and deletions

MATERIALS HANDLING
Sorting and preliminary control
Distribution to catalogers
Arrearage control
Preparation
Routing

INVENTORY CONTROL
Establish shelflist record
Added copy control
Added volume control
Recataloging and

reclassification control

Inventory statistics

maintenance and analysis

Disseminition of records
Union ltst reporting

PROCESSING CATALOG REC~
ORDS FROM OUTSIDE
SOURCES

Ordering catalog records

Organization and
dissemination of hardcopy
records for cataloging

Processing and maintenance of
machine~readable records

Modification of nonlocal
records

Selective dissemination of
records

-,




$8,000, 7 $1,500% vl ZstE BATAB
7F B B iE 3 #(purchase order) 2 fE, ik
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TEA2E Fol Sl
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(cataloging)
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OA & 2} ik (describing the item)

@A 52l #F(classifying the item)

@E%ﬁ@@g

adings)
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~ Prints lists and bibliographies

— Prints book catalogue

— Maintains subject heading/thesaurus files
— Maintains shelflist or other stock control
- Edits and formats local input

— Prints catalogue cards

— Maintains name authority files

— Provides statistical analyses of the catalogue or items in
collection

— Provides KWIC or other keyword indexes

— Prints or punches book cards

— Provides statistical analyses of use of subject heading/
thesaurus terms ‘

— Provides statistical analyses of cataloguing operations

— Prints spine labels, pocket labels

— Cumulates a MARC or other outside data bases

— Obtains input records from MARC or other outside data
" bases

— Edits and modifies outside records for local use

— Maintains report number authority file

j
3

11) Matthews, Joseph R., op.cit. pp. 85—86.

12) Wainwright, Jane, Computer, Provision in Br-
itish Libraries, (London ! Aslib, 1975), p. 23.
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Circulation Function

ESTABLISHMENT AND SURVEIL -
LANCE OF PGLICIES AND
PROCEDURZS

Policy deveiopmernt
Patron feedback analysis
Performance analysis

AUTHORIZED BORROWER CONTR -
OL
porrower registration
Borrower identification

Special routines for exceptional bo-
TTOWers

CHARGING PROCEDUREZES
Charging materials, books, serials,
etc,
Recording charge transaction
Book reservation procedures

DISCHARGING PROCEDURES
Discharging materials
Recording discharge transaction
Identification of reservecditems

FILE INPUT AND MAINTENANCE
(ALL FILES)

Transaction record
input—charges, discharges, etc.
noncirculating and reserve
materials

Printing of lists by course and
- professor

REFERENCE INQUIRY
Identification of items on loan
Identification of missing items

MATERIALS HANDLING, AND
MAINTENANCE FOR THE
COLLeCTION

Borrower file input

Transaction control, additions,
deletions

Error correction procedures

Inventory control records

Overdue and fine accounting

OVERDUE CONTROL
identification of overdue items
Receipt and control of overdues

and fines

INTERLIBRARY LOAN
Mbonitoring of interilibrary loan
requests— incoming
Monitoring of interlibrany loan
requests —outgoing

OUTPUT GENERATION, DISSEM~-

INATION, AND REPORTING

Charge records

Overdue notices

Reserve notices, recall notices

Report generation

Preparation of printed circulation
and discharge lists

Dissemination of records, reports,etc.

RESERVE OR SPECIAL NONCIR-
CULATING MATERIALS
Establishment of control
praon2dures
Maintenance of special
transaction files for

Retrieval of requested items

rResnelving and maintenance of
items

Routing of materials

rhysical preservation of items

Inventory of collection

Purging of outdated and unwanted
items

Preparation of materials for
shipment
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