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FOREWORD

T h is  i s  th e  f i r s t  in  a s e r ie s  o f  Handbooks which th e  

In t e r n a t io n a l  W orking P a r ty  o f  C o -o p e ra t iv e  L ib ra r ia n s  and 

Docum entation O f f ic e r s  p lans t o  p u b lish  from  t im e  t o  t im e .

This Handbook i s  based on papers presented a t the 11th 

meeting o f  the In te rn a t io n a l Working Party  at H e ls in k i in  

1975 by Mr. B. Howcroft, Manager o f  the L ib ra ry  and 

Inform ation Unit o f  the C o-operative  W holesale Soc iety , and 

Mrs. I .  Wagner, L ib ra r ia n  o f  the B r it is h  Labour Party .

Each paper d e s c r ib e s  th e  system s fo l lo w e d  in  t h e i r  r e s p e c t iv e  

l i b r a r i e s  in  th e  c o l l e c t i o n  and use o f  p ress  c u t t in g s  ( c l ip p in g s ) .  

I t  w i l l  be seen  th a t  th e r e  a re  d i f fe r e n c e s  in  approach in  th e  

o p e ra t io n  o f  p re ss  c u t t in g  c o l l e c t io n s .  I  f e e l  su re th a t  

n e ith e r  o f  th e  two c o n tr ib u to r s  would rega rd  t h e i r  own press  

c u tt in g s  system  as s u p e r io r  t o  th e  o th e r  -  both  system s have 

t h e i r  p a r t ic u la r  m e r its  -  and we do not make com parisons 

between th e  two system s o u t l in e d  in  t h is  Handbook, Both 

c o n tr ib u to rs  a re  s im p ly  o f f e r i n g  in fo rm a tio n  and a d v ic e  

based on t h e i r  e x p e r ie n ce  and on th e  needs and requ irem en ts 

o f  th e  o r g a n is a t io n s  w hich th ey  s e rv e .

I t  i s  hoped th a t  th e  rea d er  a f t e r  s tu d y in g  th e  two system s 

o u t l in e d  w i l l  be encouraged  t o  th in k  o f  th e  v a lu e  o f  

e s ta b l is h in g  a p ress  c u t t in g s  system  in  h is  own l ib r a r y  and 

in fo rm a tio n  s e r v ic e .  I t  i s  hoped th a t  th e  e x p e r ie n c e  

d e sc r ib ed  in  th e s e  pages w i l l  be o f  p r a c t i c a l  h e lp  to  th e  

rea d e r ; i t  i s  up t o  him to  e v a lu a te  th e  two system s 

d e sc r ib ed  and d e c id e  which system  would be a p p ro p r ia te  to  

adopt f o r  th e  purposes o f  h is  l ib r a r y  o r  w hether to  combine 

fe a tu re s  f o r  both  system s.



PRESS CLIPPINGS; T h e ir  v a lu e , o r g a n is a t io n ,  and e x p lo i t -  
t a t io n  in  a C o -o p e ra t iv e  L ib ra ry  and In fo rm a tio n  S e r v ic e

by

Bernard H ow cro ft, F .L .A . Manager, L ib ra ry  & In fo rm a tio n  
U n it, C o -o p e ra t iv e  W h olesa le  S o c ie t y  L td . ,  U n ited  
Kingdom
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Why do we ta k e  p ress  c l ip p in g s ?

Of a l l  th e  sou rces  o f  in fo rm a tio n  read  w ith  any 

d egree  o f  r e g u la r i t y  and thoroughness, by L ib ra r ia n s  and 

L ib ra ry  u se rs , newspapers and a l im it e d  range o f  p e r io d ic a ls  

w i l l  fe a tu r e  h igh  on th e  l i s t .  O b v iou s ly , th ey  are 

in v a lu a b le  as m edia f o r  cu rren t , u p -to -d a te  in fo rm a tio n .

A d d i t io n a l ly ,  a sh o rt item  in  a newspaper o r  

p e r io d ic a l  can be a p o in te r  to  a le n g th ie r  p ie c e  o f  

in fo rm a tio n  in  a book, r e p o r t  o r  o th e r  document. In  

p u b l ic is in g  th e  e x is te n c e  o f  p u b lic a t io n s  a r e fe r e n c e ,  o r  

b e t t e r  a sh o rt re v iew  in  a newspaper, can r e v e a l  t h e i r  

e x is te n c e  t o  a much w id er  rea d e rsh ip . No m a tte r  how good our 

memories may b e , th e r e  i s  a l im i t  t o  what we can s to r e  in  

them, and, as we a l l  know memories p la y  s tra n g e  t r i c k s  when we 

t r y  t o  r e c a l l  th e  source in  which a p ie c e  o f  in fo rm a tio n  was 

seen and, even w orse , how lo n g  ago i t  appeared .

In  th e  D n ited  Kingdom, indexes  t o  th e  m ajor newspapers 

and p e r io d ic a ls  in  th e  s e r io u s  areas o f  b u s in ess , in d u s try  and 

commerce, a re  few  and fa r  betw een. What few  th e r e  a re  appear 

to o  in f r e q u e n t ly  o r  to o  l a t e  t o  be u s e fu l,  o r  th ey  in d ex  

s e l e c t i v e l y ,  and when we come t o  sea rch  f o r  an item  i t  somehow 

n ever seems t o  be one o f  th ose  s e le c t e d  f o r  in d e x in g . Th is  

p resen ts  r e a l  prob lem s in  hunting down what y e  a re  lo o k in g  f o r .  

What can we do, t h e r e fo r e ,  t o  h e lp  o u rs e lv es ?



In  th e  L ib ra ry  and In fo rm a tio n  U n it o f  th e  B r it is h  

C o -o p e ra t iv e  W h olesa le  S o c ie ty  we d ec id ed  to  b u ild  up our 

own p ress  c l ip p in g s  c o l l e c t io n  by s e le c t in g  from  a w ide 

range o f  newspapers and p e r io d ic a ls  th ose  item s thought to  

be u s e fu l in  ou r resea rch  and in fo rm a tio n  work. So th a t  our 

f i l e s  o f  th e  more in fo rm a t iv e  more h e a v ily -u s e d  p e r io d ic a ls  

and newspapers a re  not ru ined  by gaps in  them l e f t  by th e  

c l ip p in g s  we have e x tra c te d ,  we ta k e  two c o p ie s  (som etim es 

more than tw o ) o f  many t i t l e s  -  one copy f o r  c u t t in g  th e  

o t lie r  f o r  ou r f i l e  o f  com plete c o p ie s .  U s e fu l item s do 

appear p r in te d  b ack -to -b ack  in v a r ia b ly  on d i f f e r i n g  s u b je c ts , 

so f o r  one o f  them a photocopy i s  made and th a t  i s  used as 

the press  c l ip p in g ,

iVhat should be c u t?

The range o f  t i t l e s  to  co ve r  in  th e  p ress  c l ip p in g s  

programme and th e  e x ten t o f  th e  s u b je c t  co ve ra ge  can be 

d ec id ed  o n ly  by each l ib r a r y .  S t a f f  tim e  a v a i la b le  to  

perform  th e  v a r io u s  ta sk s , which i s  a d a i l y  o ccu p a tio n , is  

th e  d e te rm in in g  fa c t o r  in  how com prehensive a c o l l e c t i o n  can 

be.

In  scann ing newspapers, s t a f f  p e rfo rm in g  t h is  ta sk  

r e g u la r ly  d e ve lo p  an e x p e r t is e  in  p e ru s in g  v e r y  q u ic k ly  

th e  t e x t  o f  a newspaper, which, backed up by e x p e r ien ce  in  

knowing w iiich  pages are l i k e l y  t o  demand c lo s e r  s c ru t in y  in  

o rd e r  to  a vo id  m iss in g  u s e fu l m a te r ia l ,  p re v en ts  th e  task  

ta k in g  up to o  much tim e . Courses in  q u ick e r  rea d in g  can 

a s s is t  s t a f f  to  d e ve lo p  t h e i r  rea d in g  s k i l l s  and so perusS 

w ith  some speed  p a r t ic u la r  news item s and fe a tu r e s .



Remember to o  th a t  th e  same p ie c e s  o f  news o r  in fo rm a tio n  

are  p r in te d  in  a number o f  d i f f e r e n t  sou rces  but th e  

p re s e n ta t io n , th e  d e t a i l  and r e l i a b i l i t y  o f  p a r t ic u la r  news 

item s, w i l l  be fa c to r s  th a t have t o  be b o m e  in  mind when 

d e c id in g  w hich item  to  cut o f  th e  v a r io u s  ones which have t o  

be p r in te d . The sm a ll news item  o f  o n ly  two o r  th re e  l in e s  

can be ju s t  as u s e fu l as a su rvey  c o v e r in g  10 to  20 pages w ith  

a mass o f  s t a t i s t i c s .  At a p a r t ic u la r  t im e , o n ly  i t s  re leva n ce  

to  th e  answ ering o f  a qu es tio n , a req u est f o r  in fo rm a tio n , 

d ec id es  ju s t  how u s e fu l i t  has been t o  f in d  i t  q u ic k ly .

Knowing th a t  i t  i s  d i f f i c u l t  t o  remember th e  source in  

which an item  o f  news appeared p ro v id e s  th e  reason  f o r  the 

e x is te n c e  o f  a c l ip p in g s  c o l l e c t io n .  C u ttin g  out item s which 

may be o f  d o u b tfu l v a lu e , (o r  so i t  i s  th ou gh t at th e  t im e ] )  

may appear to  w aste tim e . Do not v ie w  th e  ta sk  q u ite  l ik e  

th a t .  One o f  ou r go ld en  ru le s  i s ;

" . . . . i f  in  doubt, cut i t  ou t . . . .  "

The C lip p in g s  -  t h e i r  trea tm en t f o r  th e  c o l l e c t i o n

Tak ing th e  c l ip p in g s  from  th e  newspapers i s  a v e ry  s im p le 

ta sk  and one u s u a lly  a ss ign ed  to  th e  most ju n io r  o f  th e  

l i b r a r y 's  s t a f f .  N on e th e less , t h is  member o f  s t a f f  must be 

sys tem a tic  in  h e r  work and th in k  about what she i s  d o in g . She 

must understand h er c o n tr ib u t io n  t o  th e  t o t a l  c o l l e c t io n  and 

th e  n e c e s s it y  f o r  accu racy in  h er d u t ie s  t o  th e  u se fu ln ess  o f  

th e  c o l l e c t i o n .  Once th e  e x t r a c ts  have been  taken , th e  next 

ta sk  i s  t o  put on th e  c l ip p in g  i t s e l f  th e  t i t l e  o f  th e  news

paper o r  p e r io d ic a l  from  which i t  was taken  and th e  da te  on 

which i t  appeared . The t i t l e  can be g iv e n  in  a b b re v ia ted

-  5 -



form , e .g .  "VB" f o r  "V a r t  B la d " .  Sm all c l ip p in g s  can 

become lo s t  q u ite  e a s i l y .  Each one shou ld  be a f f i x e d ,  

u s u a lly  pasted  on to , a sh ee t o f  th in  paper. In  th e  C.W .S. 

L ib ra ry  ju s t  two s iz e s  o f  f l im s y  t is s u e  a re  used, th e  

In te r n a t io n a l  A4 and A5 s i z e s .

For th e  ad h es iv e , use e i t h e r  a w h ite , o r  p r e fe r a b ly  

a tra n sp a ren t p a s te , but a v o id  'c o lo u r e d ' g lu e s  as, in  t im e , 

th ey  ten d  t o  cause th e  c l ip p in g s  th m selves  t o  become 

d is c o lo u re d , and t h e r e fo r e  d i f f i c u l t  t o  read . Do not ap p ly  

to o  much p aste  o r  th e  c l ip p in g s  w i l l  s t ic k  to g e th e r .  A f t e r  

be in g  pasted  on to  th e  t is s u e  th e  sou rce  from  w hich i t  was 

e x tra c te d  and da te  on which i t  appeared shou ld  be t r a n s fe r r e d  

t o  th e  t is s u e .  The c o p ie s  o f  sam ple c l ip p in g s  w h ich a re  

a ttach ed  w i l l  in d ic a t e  how we do i t .

The arrangem ent and r e t r i e v a l  o f  th e  c l ip p in g s  w i l l  be 

d e a lt  w ith  in  th e  n ex t s e c t io n .

W h ils t  we a re  lo o k in g  a t th e  p h y s ic a l form  o f  th e  

c l ip p in g s  and th e  t o t a l  c o l l e c t i o n ,  l e t  us lo o k  a t th e  

manner in  which th ey  are  s to r e d .  For each s ep a ra te  s u b je c t  

f i l e ,  th e  c l ip p in g s  a re  p la c ed  onto a sh ee t o f  s t i f f  ca rd  in  

th e  top  le f t -h a n d  c o rn e r  o f  w hich th e r e  i s  a paper fa s te n in g  

o r  ta g . Th is  ho lds th e  ba tch  o f  c l ip p in g s  f i r m ly  to g e th e r  

h e lp in g  t o  ensure th a t  none f a l l s  ou t and becomes l o s t .  The 

most recen t c u tt in g s  are  th o s e  on to p  o f  th e  f i l e .

By k eep in g  each ba tch  o f  c l ip p in g s  fa s te n e d  t o  a card  

c o n fin ed  to  o n ly  one o r  tw o -y e a r  periods,^ th e  rem oval o f  

unwanted, o u t - o f - d a te  m a te r ia l  i s  f a c i l i t a t e d .  For exam ple, 

i t  may be th a t  th e r e  has been  no c o n s is te n t ly  a p p lie d  p o l ic y  

f o r  r e je c t io n  and rem oval o f  o u t - o f - d a t e  c l ip p in g s  and th e
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d a te  i s  an a c c e p ta b le  f a c t o r  by which t o  r e j e c t  o r  s i f t  out 

some o f  th e  m a te r ia l .  I t  w i l l  be seen  th a t  a d a te  a rran ge

ment does h e lp  t o  keep f i l e s  to  a reason ab le  s i z e  and t o  

p ro v id e  a c c ep ta b le  t im e  spans in  th e  p e r io d  cove red .

A ss ign in g  Mumbers/Sub.ject Headings -  In d ex in g

Each c l ip p in g  i s  g iv e n  a s u b je c t  c l a s i f i c a t i o n  number, 

ju s t  as any o th e r  item  in  th e  l ib r a r y  i s .  CThe c l a s s i f i c a t io n  

used in  th e  CVS l ib r a r y  i s  t h e i r  own scheme em p loy in g  a sp ects  

o f  th e  U n iv e r s a l D ecim al C la s s i f i c a t io n  S y s tem ). Where a 

c u t t in g  cove rs  more th an  one s u b je c t  and a c r o s s - r e fe r e n c e  

would be h e lp fu l  in  d raw ing a t t e n t io n  to  th e  e x is te n c e  o f  

in fo rm a tio n  housed in  a b o th er  f i l e ,  th en  we make ou t a c ro s s -  

r e fe r e n c e  s l i p .  (A  sam ple i s  shown b e low )

-  7 -

CROSS REFERENCE C.W.S. L td . L ib ra ry  & 
In fo rm a tio n  U n it

S u b je c t

C lass No.

E x tra c t from

d ated

O r ig in a l  f i l e d  in

By u s in g  e x is t in g  c l a s s i f i c a t i o n  numbers, w ith  some 

m o d if ic a t io n s ,  th e  system  works w e l l .  As u sers  a re  fa m i l ia r  

w ith  th e  use o f  th e  c l a s s i f i c a t i o n  scheme when lo o k in g  f o r  

book le ts/pam ph le ts , th e r e  i s  much t o  be s a id  f o r  ad op tin g  

th is  w ith  i t s  b u i l t - i n  fe a tu r e s  o f  a l o g i c a l ,  s y s te m a tic



arrangem ent o f  s u b je c ts  w ith  a n a tu ra l s u b -d iv is io n  from  th e  

p^eneral to  s p e c i f i c  a sp ec ts  o f  a s u b je c t .

The a l t e r n a t iv e  i s  t o  adopt an e x is t in g  scheme o f  

s u b je c t  head ings (a rra n g ed  a lp h a b e t ic a l ly  A to  Z ) o r  to  draw 

up o n e 's  own scheme d es ign ed  t o  meet l im it e d  s p e c ia l  needs o f  

one*s own c o l l e c t io n .  A lth ou gh  an a lp h a b e t ic a l arrangem ent o f  

su b je c ts  i s  more e a s i l y  u n derstood  by u sers , th e  lo c a t io n  o f  

s u b je c ts  i s  f a r  from  l o g i c a l ,  b e in g  determ ined  by th e  

a cc id en t o f  th e  i n i t i a l  l e t t e r  o f  th e  s u b je c t  h ead in g .

As c u tt in g s  o f t e n  do n o t have an au thor o r  common t i t l e  

f o r  th e  same p ie c e  o f  in fo rm a tio n  o r  news, th e r e  i s  l i t t l e  i f  

any b ib l io g r a p h ic a l  data  on which t o  base a c a ta lo g u e  e n tr y . 

In d ex in g , to o ,  may p ro v id e  l i t t l e  re tu rn  f o r  a good  d e a l o f  

oa in s ta k in g  e f f o r t .  In  th e  C.W .S. l ib r a r y ,  p ress  c l ip p in g s  

are  n e ith e r  ca ta lo gu ed  nor in d exed , r e ly in g  on th e  c l a s s i f i 

c a t io n  numbers and good c ro s s - r e fe r e n c e s  to  o th e r  s u b je c ts  o r  

asp ec ts  o f  a s u b je c t ,  as th e  means o f  r e t r i e v a l .  I t  fo l lo w s  

th a t  i t  i s  in  th is  a sp ec t o f  th e  jo b  th a t  th e  l i b r a r i a n 's  

t e c h n ic a l  s k i l l  i s  in  d e te rm in in g  th e  p r e c is e  s u b je c t  d e a lt  

w ith  in  a p ie c e  o f  in fo rm a tio n  and th en  a s s ig n in g  th e  

a p p ro p r ia te  c l a s s i f i c a t io n  number r e le v a n t  to  th a t  s u b je c t .

E x p lo it in g  th e  c o l l e c t i o n  o f  c l ip p in g s

As a c o n s id e ra b le  amount o f  t im e  i s  d evo ted  to  

s e le c t in g  item s to  be e x t r a c te d ,  t h e i r  p rep a ra tio n  f o r  th e  

f i l e s ,  a s s ig n in g  th e  n ecessa ry  c l a s s i f i c a t i o n  numbers and th e  

d a i l y  ta sk  f o r  f i l i n g  them, i t  i s  v i t a l  th a t  th e  f u l l e s t  

p o s s ib le  use i s  made o f  them. T h is  a p p lie s  to  th e  l i b r a r y 's "  

s t a f f  more than  to  u se rs , because i t  i s  th e  l ib r a r y  s t a f f  who 

w i l l  know o f  th e  e x is te n c e  o f  th e  c o l l e c t io n ,  who w i l l  have
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been s e le c t in g  th e  item s which go to  b u i ld  up th e  f i l e s  and 

w i l l  be more f a m i l ia r  w ith  th e  range o f  s u b je c ts  cove red , 

C.W..S, l ib r a r y  f i l e s  are  more than f i l e s  o f  p ress  c l ip p in g s  

though, th ey  a ls o  in c lu d e  press  n o t ic e s  is su ed  by our 

Goveriunent Departm ents and o th e r  s e m i - o f f i c i a l  b o d ie s , o f  

n o te s / r e p lie s  t o  q u e r ie s  put t o  th e  l ib r a r y  by i t s  u sers , 

in deed  alm ost any p ie c e  o f  in fo rm a tio n  which i t  i s  u s e fu l 

t o  keep and which no o th e r  pa rt o f  the l i b r a r y 's  t o t a l  s tock  

would r e v e a l as r e a d i ly ,  Vfhen. th e  l i b r a r y 's  In fo rm a tio n  

O f f ic e r s  handle an in q u ir y ,  i t  i s  n a tu ra l th a t  th ey  tu rn  

f i r s t  o f  a l l  to  th e  p ress  c l ip p in g s  f i l e s ,  hop ing th a t  th ey  

w i l l  have s e le c t e d  som eth ing from  t h e i r  rea d in g  which w i l l  

h e lp  th e  in q u ir e r .  Perhaps S0% o f  what i s  put on th e  f i l e s  

w i l l  have a v e r y  sh o rt l i f e ,  i t  may not be u s e fu l t o  us, but 

th e  o th e r  20% o f  h e lp fu l  m a te r ia l more than rewards us f o r  the 

tim e we have d evo ted  t o  i t  a t th ose  tim es when we are  put to  

th e  t e s t  to  f in d ,  v e ry  q u ic k ly ,  a p a r t ic u la r  p ie c e  o f  

in fo rm a tio n , o r  some i r r e g u la r l y  pu b lish ed  s t a t i s t i c s ,  o r  an 

answer to  an in q u ir y .  But then  th ese  are th e  asp ec ts  o f  our 

r o le  as in fo rm a tio n  w o rk e rs / lib ra r ia n s  which make th e  job  

w o rth w h ile .
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CUT A}>'D BE SAVED 

by

Ir e n e  Wagner, L ib ra r ia n  o f  th e  
B r i t is h  Labour P a r ty

In tr o d u c t io n

Some who wqrk in  l i b r a r i e s  o r  o th e r  in s t i t u t io n s ,  and 

who r e ly  p a r t ly  on newspaper cove ra ge  o f  e v en ts , have 

d i f f i c u l t i e s  in  cop in g  w ith  p ress  c u t t in g s .  We do not mean 

. m agazine c u tt in g s  where one te a r s  ou t whole pages and f i l e s  

them w ith  th e  pam phlets -  but ju s t  th o s e  b i t s  which a re  cut 

ou t o f  th e  newspapers.

B e fo re  s e t t in g  up a c u t t in g  u n it ,  th e r e  are ' o b v io u s ly  

s e v e r a l  q u es tio n s  one has t o  ask o n e s e l f :  1. I s  i t  w orth  

w h ile  c u t t in g  newspapers (a )  a t  a l l ?  (b )  y o u r s e lf?  O b v iou s ly  

th e  s e t-u p  w i l l  be e x p en s iv e  and may o n ly  be o f  l im it e d  

va lu e  w h a tever one does. I f  th e  l ib r a r ia n  does not want to  

do th e  c u t t in g  h im s e lf,  th e r e  a re  a lways ag en c ie s  he m ight 

c a l l  upon who w i l l  do t h is  te d io u s  jo b  f o r  him. T h is , o f  

cou rse , p resupposes, th a t  th e  agency w i l l  cut e x a c t ly  what 

th e  l ib r a r ia n  r e q u ire s  and o f  th a t  he can n ever  be su re .

2. What t o  do w ith  th e  c u t t in g s  when th e  l ib r a r ia n  has 

d ec id ed  t o  have them? 3. What purpose w i l l  th e  w hole 

system  have ( in fo rm a tio n ?  h is to r y ?  reco rd  o r  r e s ea rch ? )?

In  our v iew , newspapers a re  one o f  th e  most im portan t sou rces  

o f  in fo rm a tio n . Be i t  th a t  one works in  s o c ia l  s c ie n c e s , 

a p p lie d  s c ie n c e s , in d u s try , l o c a l  government o r  in  f a c t  any 

f i e l d ,  newspapers r e f l e c t  tren d s  in  s o c ie t y ;  th e y  r e p o r t  and 

comment on news and g iv e  a p ic tu r e  o f  a l l  a sp ec ts  o f  l i f e .

F or th e  s e r io u s  s tu d en t, p re ss  c u tt in g s  a re  an in v a lu a b le  

source supplem entary t o  books, pam phlets and p e r io d ic a ls .
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The g r e a te s t  d i f f i c u l t i e s  a r is e ,  however, in  th e  •know

how" a t th e  s t a r t .  Once one has made up o n e 's  mind, th e  

p lan n in g  s ta g e  b e g in s . In  th e  l i g h t  o f  th e  l ib r a r y  u s e r s ' 

needs, th e  l ib r a r ia n  chooses (o r  makes) h is  c l a s s i f i c a t io n .

I t  must be p o in ted  ou t th a t  th e r e  does not e x is t  a hard and 

fa s t  c l a s s i f i c a t io n  f o r  p ress  c u tt in g s  as th e r e  e x is t s  f o r  

books and o th e r  p r in te d  m a te r ia l .  I t  i s ,  o f  cou rse , q u ite  

p o s s ib le  to  use a stan dard  c la s s i f i c a t io n ,  l i k e  a dec im a l 

c la s s i f i c a t io n ,  which would harm onise w ith  th e  r e s t  o f  th e  

l ib r a r y  system . The o n ly  d isad van tage  o f  t h is  i s  f o r  th e  

" f o ld e r s "  (s e e  b e lo w ),  in  th a t  th e  l ib r a r ia n  would have to  

w r it e  many numbers on v e r y  l im it e d  space on th e  c u t t in g .  I f  

th e  l ib r a r ia n  i s  g o in g  t o  be a " s t i c k e r "  (s e e  b e low ) i t  would 

be w orth  w h ile  c o n s id e r in g  t h is  method o f  c l a s s i f i c a t io n .

How one c la s s i f i e s '  and marks, we s h a l l  show la t e r .

The second s ta g e  i s  t o  d ec id e  what to  do w ith  th e

c u tt in g s  and what equipment to  o b ta in . The l a t t e r  depends on

th e  fo rm er.

F o ld  and S t ic k

There a re  o n ly  two ways o f  d e a lin g  w ith  t h is  s o r t  o f  

m a te r ia l:  "FOLD" i t  o r  "STICK" i t .  Having e x p e r ie n ce  o f  both

methods, we th in k  th a t  th e r e  i s  not much d i f f e r e n c e  f o r  th e  

u se rs .

In  th e  " f o ld in g "  method th e  u se r  tak es  a sm a ll

en ve lop e  from  a sm a ll f i l i n g  d raw er; he th en  has t o  u n fo ld  th e

c u t t in g  from  th e  en ve lop e  and f o ld  i t  a ga in  a f t e r  u se . W ith 

th e  " s t i c k "  method, th e  u se r  goes t o  a la r g e r  f i l i n g  c a b in e t, 

h e lp s  h im s e lf to  a la r g e  f o ld e r  and thumbs th rough  th e  un

fo ld e d  pages u n t i l  he f in d s  what he wants, and th en  re tu rn s
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th e  f o ld e r  to  th e  c a b in e t. For both  methods f i l i n g

ca b in e ts , fo ld e r s  o r  en ve lop es , paper e t c ,  a re  needed.

Index C ata logu e

The next s te p  i s  to  e s ta b l is h  an in d ex  c a ta lo gu e  to  th e  

press c u t t in g  c l a s s i f i c a t io n .  T h is  can ta k e  th e  form  o f  a 

card c a b in e t { 1 3 cm x 8cm card  s i z e  i s  b e s t )  o r  a manual in  

lo o s e - l e a f  form . I t  i s  an a id  to  th e  users  in  f in d in g  th e  

p re c is e  s u b je c t  and i s  u s e fu l in  any case f o r  th e  c l a s s i f i e r s .  

For them, th e  lo o s e - l e a f  manual i s  m a rg in a lly  more u s e fu l.

The card  ca ta lo gu e  i s  s tu r d ie r  and can be used by a l l  u se rs .

In  my v iew  i t  i s  b e s t to  have bo th .

P ro v is io n  o f  S t a f f

Having d e a lt  w ith  th ese  problem s, th e  s t a f f i n g  o f  the

u n it i s  o f  utmost im portance and so i s  th& q u a n tity  o f  papers

needed. For exam ple, d e a lin g  e v e ry  day w ith  ap p ro x im a te ly  400 

c u tt in g s , a s t a f f  o f  fo u r  i s  needed to  mark, c la s s i f y ,  cu t, 

f o ld  and f i l e  from  19 newspapers.

S in ce  th e  Labour P a r ty  L ib ra ry  uses th e  " f o ld in g "  method 

th e  f o l lo w in g  pages w i l l  d ea l w ith  th e  p ro cesses  which are 

a p p ro a r ia te  to  t h is  method.

1. T o o ls  and Equipment

1. co lo u red  crayons f o r  marking c u t t in g s  t o  be taken . (We 

use red  f o r  p r e fe r e n c e )

2. c o lo u red  pens f o r  c la s s i f y in g .  (We use red  f o r  "p e rs o n a ls "  

(s e e  b e lo w ),  b lu e  f o r  "g e n e ra l  s u b je c ts  and g reen  f o r  '  

c o u n tr ie s "  )

3. S c is s o r s  o r  " c l i p - i t s "  (th e  l a t t e r  i s  a curved  k n ife  in  a



holder and ouch used in  the USA)

4. Rubber stamps w ith  th e  name o f  th e  newspaper and th e  

d a te . T h is  n orm ally  cove rs  10 y ea rs .

5. Stamp pads. (F o r  e a s ie r  i d e n t i f i c a t i o n  we use a 

d i f f e r e n t  c o lo u r  each yea r.

6 . G lue. T h is  may sound s tra n ge  t o  use in  a fo ld in g  

system , but i f  a c u tt in g  i s  v e r y  sm a ll i t  must be 

f i x e d  t o  a s t r ip  o f  paper t o  p re s e rv e  i t .

7. Cards o f  v a r io u s  s iz e s  (F o r  in d ex , "p e rs o n a l"  s to r e  and 

s to r e  markers s . b . )

8 . C olou red  d o ts  f o r  " c lo s e d "  f i l e s .  (T h is  i s  a " s a fe t y  

v a lv e "  f o r  f i l i n g

9. S ig n a ls  ( f o r  " c o l l e c t i v e "  p e rs o n a ls )

10. P la s t i c  paper c l ip s  ( t o  c l i p  "p e rs o n a ls "  in  th e  

" C o l l e c t i v e "  f i l e s  to g e th e r .  M eta l c l ip s  e v e n tu a lly  

c o r r o d e . )

11. T ransparen t s t ic k y  tap e  f o r  ta p in g  p a r ts  o f  c u tt in g s  

to g e th e r  o r  r e p a ir  te a r s .

12. C olou red  en ve lo p es .

1 3 . L ab e ls  ( f o r  " s to re -m a rk e rs " )

1 4 . F i l i n g  c a b in e ts

a. en ve lop es

b. cards f o r  c l a s s i f i c a t io n  in d ex , s to r e  in d ex , s to r e -  

m arkers.

I I .  M arking

For e f f i c i e n t  s e r v ic e ,  a t l e a s t  two c o p ie s  o f  th e  same 

issu e  o f  a newspaper are needed. T h is  a vo id s  a d e c is io n  on 

which c u tt in g  t o  ta k e  when th ey  o v e r la p  on two s id e s  o f  a page.
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Then th e  "s p in e "  i s  cut ( e i t h e r  w ith  th e  a id  o f  a 

paper k n ife ,  o r  by t e a r in g )  o f  both  c o p ie s . P la c e  one fa c e  

down and th e  o th e r  fa c e  up. T h is  means th a t  one copy, th e  

f i r s t ,  has a l l  th e  odd numbered pages, and th e  second a l l  

th e  even pages. In  t h is  way th e r e  i s  com p lete  c o n t r o l  o v e r  

th e  m a te r ia l .  H aving done t h i s ,  ta k e  an a p p ro p r ia te  crayon  

and s ta r t  m arking.

Th is can be done t h i s  way; o r  t h is  way:

I t  i s  most im portan t, th a t  c u tt in g s  t o  be taken  are  

w e l l  marked, to p  and bottom . In  case o f  m u lt ip le  c u tt in g s , 

t h is  i s  even  more im portan t. Thus:

found u s e fu l t o  ask a c ross  s e c t io n  o f  th e  p eo p le  who are 

g o in g  to  use th e  system  to  go th rough  one o r  two papers, and 

mark what th ey  would c o n s id e r  im portan t t o  cu t. Th is  m ight 

h e lp  in  g e t t in g  t o  know what s p e c ia l is e d  item s a re  con s id ered  

im portan t and i t  cou ld  a ls o  h e lp  in  th e  ch o ic e  o f  s u b je c t 

head ings f o r  c l a s s i f i c a t io n .

I I I .  C la s s i fy in g

H aving chosen th e  item s f o r  c u t t in g ,  th ey  a re  then



M a s s i f i e d .  The s im p le s t ones t o  c l a s s i f y  a re  the 

"p e rs o n a l"  on es. "P e rs o n a l"  c u tt in g s  r e la t e  t o  in d iv id u a l 

person s; t h e i r  c a r e e r s , p u b lic  and p erson a l a c t i v i t i e s  e t c .  

P e rs o n a ls : We u n d e r lin e  th e  com plete name, but r in g  th e

surname. T h is  i s  e s s e n t ia l  when one d e a ls  w ith  fo r e ig n  names, 

such as Far E astern , Hungarian and A ra b ic  e t c .  A ccord in g  to  

th e  im portance t o  th e  l ib r a r ia n ,  p e rs o n a l f i l e s  can be sub

d iv id e d  in to  " f a m i ly " ,  "s p e e c h es " , " v i s i t s "  e t c .  The ch o ice  

must be th e  l i b r a r i a n 's  s in c e  o n ly  he can d e c id e  th e  use

fu ln e s s  o f  such a s u b -d iv is io n .  The c o lo u r  used in  th e  

Labour P a r ty  i s  red  -  t h is  i d e n t i f i e s  th e  c u t t in g  as be in g  

" p e r s o n a l" .
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The nex t group o f  c u tt in g s  w i l l  be th e  " G en era l sub .ject" 

ones. The s u b je c t  i s  e i t h e r  u n d e r lin ed  in  b lu e  o r  th e  

c l a s s i f i c a t i o n  i s  w r i t t e n  in  b lu e .

C ou n tr ies  and t h e i r  s u b je c ts  a re  u n d e r lin ed  in  g reen . 

The t h ir d  s ta g e  o f  th e  p rocess  i s  th e  c la s s i f y in g  f o r  

both  "G en e ra l s u b je c ts "  and " c o u n t r ie s " .  As was s a id  in  th e  

in t r o d u c t io n ,  th e r e  i s  no hard and fa s t  ru le  o f  waht t o  do. 

The ch o ic e  must be th e  l i b r a r i a n 's .  H aving con su lted



c o lle a g u e s , i t  i s  u s e fu l t o  v i s i t  newspaper l i b r a r i e s  o r  

o th e r  in s t i t u t io n s  who have a w e l l  e s ta b lis h e d  c u t t in g -  

s e r v ic e .  The l ib r a r ia n  w i l l  th en  see  how th ey  do i t  and i f  

any o f  i t  cou ld  be a p p lic a b le  to  h is  l ib r a r y .  Do not be 

daunted by th e  s i z e  o f  some o f  th e  newspaper l i b r a r i e s ,  and 

l e t  t h is  not stand  in  th e  way o f  a c c e p t in g  a d v ic e !

We o p e ra te  an a lp h a b e t ic a l c l a s s i f i c a t i o n  o f  main 

su b je c ts  w ith  sub-head ings t o  s u it  u se rs . But t h is  w i l l  be 

d iscu ssed  l a t e r .  When m arking a s u b je c t ,  i t  i s  im portan t to  

be c o n s is te n t .  S in c e  ou r c u tt in g s  a re  fo ld e d  a cco rd in g  to  

columns, th e  main s u b je c t ,  and i f  p o s s ib le  th e  sub-head ings, 

must appear on th e  l e f t . To a vo id  to o  much w r i t in g  on l im it e d  

space, su b -h ead in gs , i f  a p p ro p r ia te , can be u n d e r lin ed  i f  

c l a r i t y  can thus be a ch ieved . Main head in gs can be a b b re v ia ted  

e .g .  "L  & 0" f o r  Law and O rder. I f  th e  s u b je c t  appears in  th e  

t e x t  o f  th e  head in g, i t  shou ld  be u n d e r lin ed  tw ic e ,  su b s id ia ry  

headings once. _______________________________________
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INDUSTRIES

t e x t i l e

I f  th e r e  i s  a c u t t in g  which con ta in s  "g e n e ra l  s u b je c t "  

m atter  as w e l l  as a speech  by someone, th e r e  w i l l  have t o  be a 

second c u t t in g  o r  photocopy made. T h is  must be in d ic a te d  to  the 

c u t te r  by a r in g ed  1 on th e  c u t t in g .

A word o f  w arn ing h ere : one m ight be tem pted  to  photocopy

innum erable c u tt in g s  to  c o v e r  a l l  p o s s ib le  subhead ings, but do 

not do t h is .  I f  th e  c l a s s i f i c a t io n  i s  r ig h t ,  t h is  shou ld  not have 

to  be done.
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A s im i la r  p rocess  i s  used as f a r  as "c o u n try " 

c u tt in g s  a re  concerned , u s in g  g re en . Very  o f t e n ,  su b je c t 

head ings used f o r  "G en era l s u b je c ts "  can be used.

F in a l ly  an im portan t n o te  on c o n t in u a t io n s . To h e lp  the 

c u tte r s  see  th a t  an item  i s  con tin u ed , t h is  i s  s tr e s s e d  by 

p la c in g  c ro s se s  a t  each s id e  a t th e  b eg in n in g  and a t th e  end 

o f  th e  c o n t in u a t io n .

To conclu de t h i s  s e c t io n ,  a t t e n t io n  must be drawn to  the 

fa c t  th a t  no two newspapers p r in t  th e  s t o r y  in  th e  same way. 

D ecide which a re  th e  most im portan t " t r e n d s "  f o r  oVie's purpose, 

and d is c a rd  th e  r e s t .  Too many c u tt in g s  w i l l  s u f fo c a te  the 

f i l i n g  system , to o  few  w i l l  be in adequ a te .

IV  C la s s i f i c a t i o n

U n less th e  l ib r a r ia n  works in  a v e ry  s p e c ia l is e d  l ib r a r y ,  

he w i l l  f in d  th a t  a c l a s s i f i c a t io n  "a c ro s s  th e  board" i s  

p robab ly  h e lp fu l .

B eing a p o l i t i c a l  l ib r a r y ,  th e  Labour P a r ty  L ib ra ry  ranges 

o v e r  th e  whole a rea  o f  i t s  u sers* needs. I t s  main (G en e ra l) 

s u b je c ts  a re :

A r ts  t  R e c re a t io n  (A t R ) ; Communications t  Mass Media (CMM); 

Economy (E c o n ); Education (E d );  In d u s try  ( I n d y ) ;  Labour (L a b );



Law 4 Order (L 4 0 );  L o ca l Government (L G ); M ig ra t io n  (M ig );  

P o l i t i c a l  P a r t ie s  (P P ) ;  P o l i t i c s  ( P o l ) ;  R e l ig io n  (R e l ) ;  S c ien ce  

& Technology (S c& T ); S o c ia l  A n th r ip o lo g y  (S A );  S o c ia l  R e l i e f  & 

W e lfa re  (SRW ); S o c ia l  S e c u r ity  (S B ); Town and Country P lan n in g  

(T4C P ); T rade Unions (T U s );  and f i n a l l y  T ran sp ort ( T ) .

Each o f  th ese  main s u b je c t  head ings i s  d iv id e d  in to  

app rox im ate ly  th r e e  su b -h ead in gs . The need f o r  sub-head ings 

a r is e s  as one goes  a lo n g . A word o f  cau tio n  though : to o  many 

sub-headings w i l l  con fu se  and f i l l  up th e  in d ex  t o  th e  

c la s s i f i c a t io n .  R ath er, in tro d u ce  a main head ing in t o  th e  

a lp a b e t ic a l  o rd e r . A t y p i c a l  page from  th e  l ib r a r y  manual i s  

shown at th e  end o f  t h is  p a r t .

As to  th e  c l a s s i f i c a t i o n  o f  cou n try  c u t t in g s ,  th e s e  can be 

d i\ id ed  s im p ly  in to  " I n t e r n a l ” and "ExternaJ.** a f f a i r s  t o  b eg in  

w ith . T h is  would a ls o  ta k e  ca re  o f  sm a ll "u n d e ra c t iv e "  co u n tr ie s  

wliich are not o f t e n  r e fe r r e d  t o  in  th e  p ress . 'When a sm a ll 

cou n try , however, in  due tim e  becomes " a c t i v e "  and grows in  

im portance f o r  e i t h e r  econom ic o r  o th e r  reasons, th e  l ib r a r ia n  

w il^  . ave to  d ec id e  a ga in  where h is  u ser-n eeds a re . Thus, f o r  

excan-.ple, th e  Labour P a r ty  L ib ra ry  s ta r t e d  in  a v e ry  b r i e f  way 

c l a s s i f y  VIETNAM, but f in is h e d  o f f  w ith  one page o f  sub

headings.' A sample o f  t h is  i s  a ls o  shown a t th e  end o f  t h is  

s e c t io n .  On th e  w h ole , i t  has been found th a t a few  im portan t 

s u b -d iv is io n s  w i l l  be enough.

The p erson a l c l a s s i f i c a t i o n  i s  c o m p a ra tiv e ly  s im p le .

C u ttin gs  w i l l  be found m os tly  under a r a th e r  g e n e ra l head ing 

e . g .  by y e a r .V e ry  im p o rta n t p eo p le , who make many speech es , 

t r a v e l  o r  g i v e  in te r v ie w s  to  th e  p ress , rad io  o r  t e l e v i s i o n  may 

need to  have c l ip p in g s  about them su b -d iv id ed  e v e r y  s i x  months 

o r  even , in  extrem e cases , by week. W ith  th ose  p eo p le , m ostly
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in  p u b lic  l i f e ,  i t  i s  found th a t  v a r ia t io n s  a re  p o s s ib le  and 

th e  f o l lo w in g  g iv e s  a t y p ic a l  sequence o f  c l a s s i f i c a t io n :

EVERYMAN. John

G enera l JAN/MAR 1976

Speeches 1974

E le c t io n  Speeches 1974

V is i t s  1972-1976

In te r v ie w s  (P r e s s )  1973-1976

In te r v ie w s  (R ad io  & TV) 1972-1973

Memoirs (R e v ie w s ) 197 3

Fam ily

B iography

The n ex t s tep  in  th e  sequence o f  work p ro cesses  i s  th e  . 

d a te  stam ping. T h is  must be done i f  p o s s ib le  o v e r  th e  f i r s t  

column i f  th e  " f o ld in g "  method i s  used. Care shou ld  be taken  

not t o  o b l i t e r a t e  th e  c la s s i f i c a t io n  o r  make th e  d a te  in v i s ib l e  

by overstam p in g  p r in t .  The l a t t e r  i s  a common f a u l t  and 

causes much annoyance. S in ce  one must th in k  o f  p o s t e r i t y ,  th is  

must n ever happen/
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E X A M P L E S ;

A d v iso ry  C en tre  f o r  Education  Sample 1

B oard ing S ch oo ls

C o lle g e s

C .A .T .s .

Teacher T ra in in g  C o lle g e s  

Finance



Further Education 

H igher Education

Robbins Report 

Teach In  

U n iv e r s ity

U n iv e r s i t ie s  A-Z in c lu d in g  O xford , Franks Commission

U n iv e r s i t ie s  F inance

U n iv e r s i t ie s  S ch o la rsh ip s

U n iv e r s it y  In d u s t r ia l  S ch o la rsh ip s

U n iv e r s ity  Students

U n iv e r s ity  S tuden ts F o re ign

U n iv e r s ity  S tuden ts G rants to

U n iv e r s ity  S tuden ts N a t io n a l Union o f  Students 

U n iv e r s ity  Teachers 

Language 

N ursery Schools 

Prim ary 

Schools

S c i e n t i f i c  and T e ch n ic a l 

Secondary

Commercial
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Vietnam: G enera l 

An ti-W ar A t t itu d e  

A t t i tu d e s :  China

France

Other C ou n tries

Russia

U.K.

Sample 2



Comment gen.

U.K.

U .K . O f f i c i a l

U.K. Non O f f i c i a l

U.K. Non O f f i c i a l  M .P .s

U.K. T each -In s  Read-Ins P reach  In s .

U .S.

A u s tr a l ia  M i l i t a r y  A id  

V i etnam/Conunonwealth 

F o re ign  R e la t io n s : U .S .A .

N orth

Peace Moves

" " Coimnonwealth

" " U.K.

" " U.N.

" " U.S.

P o l i t i c s  

R e l ig io n  

U .S . A id

U .S . M i l i t a r y  In te n r e n t io n  

V ie t  C O n g .

V C u ttin g

H aving spent a c o n s id e ra b le  tim e  p rep a r in g  th e  papers f o r  

c u t t in g ,  th e  l ib r a r ia n  now assem bles h is  t o o ls :  s c is s o r s  o r

" C l i p - i t s " ,  s t r ip s  o f  paper, g lu e  and ta p e .

We in  th e  Labour P a r ty  L ib ra ry  f in d  th e  " c l i p - i t s "  v e ry  

u s e fu l and qu ick , but in  some cases th e  p a p e r 's  q u a l i t y  i s  such 

th a t  t h is  method produces ja g g e d  edges . In  t h is  case we always
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use s c is s o r s .  G reat ca re  must be taken  when c u t t in g  item s .

I t  i s  o n ly  to o  easy t o  cut o f f  p a r t o f  th e  da te  a t th e  s id e ,

(s e e  copy p. ) h a l f  a h e a d lin e  o r  th e  a d v ic e  th a t  th e  

a i - t ic le  con tinu es  on th e  back page. I f  th e  da te  i s  m u tila te d , 

t h is  c re a te s  g re a t  d i f f i c u l t y .

We use a d i f f e r e n t  c o lo u r  stamp pad each y e a r  -  ju s t  in  

case -  o n ly  on a t h r e e - y e a r ly  r o ta t io n .  Th is  i s  a p re ca u t io n  

in  em ergen cies . C on tin u a tion s  must a ls o  be v e ry  c a r e fu l ly  

watched. O ften  th e  c o n t in u a t io n  o r  " t a i l "  has a c o m p le te ly  

d i f f e r e n t  and m is lea d in g  h e a d lin e  from  th a t  o f  th e  b eg in n in g  o f  

th e  a r t i c l e .  Column c o n tin u a tio n s  must a ls o  be watched.

These are  columns w h ich  m ight be broken by a p ic tu r e  (n o t  needed) 

aiid th e r e fo r e  have to  be cut and su bsequ en tly  f i x e d  to g e th e r .

I t  i s  p r e fe r a b le  t o  s t i c k  them to g e th e r  w ith  tra n sp a ren t ta p e  

im m ed ia te ly  so as to  a vo id  them b e in g  detached , blown away o r  

thrown away. C u ttin g  z ig - z a g  o r  s c a llo p e d  edges may lo o k  

a r t i s t i c ,  but must a t a l l  c o s ts  be a vo id ed i Sm all c u t t in g s  must 

be g lu ed  on s t r ip s  o f  paper t o  f i t  th e  s iz e  o f  th e  en ve lo p e .

G oof q u a l i t y  paper shou ld  be used, s in c e  t is s u e  w i l l  g e t  dog

ea red  and e v e n tu a lly  to rn .

-  22 -



V I. F i l in g

The r e g u la r  d a i ly  f i l i n g  o f  m a te r ia l i s  e s s e n t ia l .  On th e  

w hole, f i l i n g  i s  not an i n t e l l e c t u a l  p u rsu it , but i s  immensely 

ed u ca tio n a l. I f  th e  f i l i n g  i s  done w ith  a le r tn e s s  o n e 's  

b ra in  w i l l  s to r e  v e r y  la r g e  amounts o f  in fo rm a tio n  f o r  in s ta n t 

r e t r i e v a l  and th e  p rocess  becomes le s s  o f  a b o r in g  o ccu p a tio n . 

There  a re  two ty p es  o f  p erson ; th o s e  who f i l e  b l in d ly  (and 

th ey  a re  o f t e n  wrong) and th ose  s u f f i c i e n t l y  in t e r e s t e d  ( r a r e l y  

w ron g ). I t  i s  up t o  th e  l i b r a r ia n  t o  make p eop le  aware o f  th e  

g r e a t  r e s p o n s ib i l i t y  th ey  have f o r  accu ra te  f i l i n g .  One 

m is f i l e d  c u tt in g  can not o n ly  b r in g  in ju ry  t o  th e  l i b r a r y 's  

r ep u ta t io n  but i s ,  o f  cou rse , l o s t  f o r  e v e r  u n less  d is c o v e re d  by 

chance.

To a l l e v i a t e  boredom, th e  chance o f  wrong f i l i n g  and many 

o th e r  p i t f a l l s ,  we have in tro d u ced  c o lo u r  -  c o lo u r  f o r  th e  

en ve lop es  and cards  -  and t h i s  seems t o  h e lp . I n d u s t r ia l  

p s y c h o lo g is ts  u rge  th e  use o f  c o lo u r  in  fa c t o r ie s  and o f f i c e s .

I f  l ib r a r ia n s  a re  fa c e d , day in  and day ou t, w ith  an in s ip id  

c o lo u r  such as b u f f ,  d i f f e r e n c e s  o f  en ve lop es  seem t o  d isap pea r , 

w h atever so c a l le d  f o o lp r o o f  methods one u ses . C o lou r g iv e s  a 

new in t e r e s t  to  th e  eye  and th e r e fo r e  c re a te s  e x t ra  a le r tn e s s .  

D a rtin g  from  g reen  t o  y e l lo w  t o  p ink , f o r  exam ple, s t im u la te s  

a t t e n t iv e n e s s .  When ready  f o r  f i l i n g ,  (and i t  must be s tr e s s e d  

a ga in , th a t  t h is  must happen e v e ry  day) s o r t  th e  c u t t in g s  in to  

th re e  heaps: one f o r  " r e d s " ,  one f o r  th e  " b lu e s " ,  and one f o r  

th e  " g r e e n s " .

a. P e rs o n a ls . P rsp are  th e  p ink en ve lop es  by w r i t in g  "PERSONAL" 

on th e  l e f t  hand s id e ,  th e  name in  th e  m idd le , and any o th e r  

data  on th e  r ig h t
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- 2A

PERSONAL NAME. F ir s t  name data

A lso  prepara a " c o l l e c t i v e "  en ve lop e  to  go w ith  th e  l e t t e r  

o f  th e  a lp h a be t. In  t h is  f i l e  s in g le  "p e rs o n a l"  c u t t in g s .

in d iv id u a l en ve lop e . G reat ca re  shou ld  be taken  to  in s p e c t  

th e  con ten ts  o f  th ese  a t r e g u la r  in t e r v a ls .  To make th ese  

en ve lop es  more consp icuous, we use a g reen  one w ith  a m eta l 

s ig n a l  f o r  b e t t e r  " v i s i b i l i t y " .  In  th e  "p e rs o n a ls " ,  o n ly  

th e  en ve lopes  o f  v e ry  prom inent p eop le  seem to  f i l l  up a t a 

ra p id  ra te .

Once th e  en ve lop e  i s  f i l l e d ,  and i t  i s  reckoned th a t  

a p p rox im a te ly  60 c u t t in g s  f i l l  an en ve lop e , i t  i s  " c lo s e d " .  

That means: a co lo u red  dot i s  a f f i x e d  on th e  l e f t  o f  th e  name

and a f i n a l  date must be typ ed  on th e  r ig h t .

PERSONAL NAME Jan 1973 -  Mar 1974

Then make a new en ve lop e  im m ed ia te ly . I f  th e  person  i s  

dead th e  l ib r a r ia n  can ta k e  ou t th e  en ve lop e  a lt o g e th e r  and 

put i t  in  s t o r e .  Then a card  o f  th e  same s i z e  as th e  

en ve lop e  i s  put in  i t s  p la c e  t o  in d ic a te  th e  e x is te n c e  o f  

m a te r ia l on t h is  p a r t ic u la r  p erson . W r ite  th e  name on a



s u ita b le  la b e l  and make an e x tra  (s m a ll )  card  f o r  th e  " s t o r e  

in d ex ” . The s to r e  in dex  i s  o n ly  n ecessa ry  r e a l l y  i f  t h is  i s  

kept in  a d i f f e r e n t  room. I f  not put in  s to r e ,  th e  en ve lop e  

can be l e f t  where i t  i s ,  but f i x  a dot on th e  r ig h t  hand s id e  

o f  th e  en ve lop e  and in d ic a t e  da te  o f  death.

-  25  -

PERSONAL NAME + 1. 1.1976

b. Su b .jec ts ; The p re p a ra t io n  f o r  th is  s e c t io n  w i l l  ta k e  up 

much more tim e s in c e  one w i l l  have to  d ec id e  how th e  s u b je c ts  

a re  t o  be d e a lt  w ith . Assuming a w ide range i s  r e q u ire d , thep 

p repare  f o r  as many y e l lo w  s u b je c t  f i l e s  one can th in k  o f ,  

always k eep in g  in- mind th e  u s e r 's  needs. Soon enough, one 

w i l l  be g iv e n  good a d v ic e  on how to  s p l i t  main head in gs in to  

su b -h ead in gs .

In  our e x p e r ien ce  th e s e  grow out o f  th e  u s e r 's  needs 

anyhow. I t  can occu r th a t  a sub-head ing  becomes VERY 

im portan t. In  t h is  ca se , i t  i s  b e t t e r  to  "ta k e  i t  r ig h t  ou t" 

and make a main head ing f o r  i t .  Once main head ings a re  s p l i t  

in t o  su b -head ings, i t  i s  e x trem e ly  im portan t to  mark th e  

en ve lop es  as c o n c is e ly  as p o s s ib le .  Th is  means th a t  you may 

have as many as fo u r  words and a da te  on th e  en ve lo p e .

/ SUBJECT >ttIN HEADING SUBHEADING SUBHEADING DATE \

YELLOW

For " c lo s in g "  f u l l  en ve lop es  use th e  same methods as 

"p e rs o n a l"  ones.



c. C o u n tr ie s : P rep are  g reen  en ve lop es  by ty p in g  th e  name o f

th e  coun try  on th e  l e f t ,  th e  s u b je c t  in  th e  m idd le  ( i t  i s

a lways u s e fu l t o  have a " g e n e ra l"  f i l e  t o  b eg in  w ith ) and

th e da te  on th e  r ig h t .  When s t a r t in g  "c o u n try " f i l e s ,  i t  may

be found th a t an " in t e r n a t io n  a f f a i r s "  and " e x t e r n a l  a f f a i r s "  

i s  enough f o r  a sh o rt p e r io d .  L a te r  th ese  f i l e s  can be 

e a s i ly  s p l i t  in to  s u b je c t  and da te  o rd e r .
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COUNTRY SUBJECT DATE

GREEN

C lose  en ve lop es  by u s in g  same method as f o r  "p e r s o n a ls " .

d. M isce llan eou s  A d v ic e ;

Always f i l e  in  d a te  o rd e r  ( l a s t  da te  a t th e  back)

A vo id  o v e r f i l l e d  e n v e lo p e s . E ith e r  th e  en ve lop es  s p l i t  o r  

b u rst on f i l i n g ,  o r  th ey  s p l i t  when b e in g  used. They a re  a ls o  

v e ry  i r r i t a t i n g  to  th e  u se rs .

Type head ings as c o n c is e ly  as p o s s ib le .  T h is  p reven ts  

i r r i t a t i o n  and g e n e ra l u n p leasan tness a l l  round.

A vo id  to o  many su b -h ead in gs . T h is  a vo id s  i r r i t a t i o n .

T ry  to  fo rm u la te  a "sp ace  p o l ic y "  f o r  ty p in g  head in gs on 

en ve lo p e s . The f i l e s  lo o k  b e t t e r  and are  e a s ie r  to  read  i f  

spaces between words a re  th e  same. T ry  to  t r a in  users  not to  

lo s e  c u t t in g s .

V I I .  O ther Uses

P ress  c u t t in g  c o l l e c t io n s  do not rep resen t o n ly  an 

in fo rm a tio n  t o o l  f o r  d a y - to -d a y  work. There a re  v a r io u s  ways 

one can u t i l i s e  them on a l a r g e r  s c a le .



1. A d a i ly  p ress  r e v ie w ; T h is  i s  done in  most la r g e  

o r g a o is a t io n s  and in v o lv e s  a qu ick  exam in a tion , c u t t in g  and 

d u p lic a t io n  o f  a s e le c t io n  o f  newspapers in  th e  m orning.

Th is  can add t o  th e  p r e s t ig e  o f  th e  l ib r a r y  i f  w e l l  done.

A p re -p r in te d  c o v e r  f o r  t h is  w i l l  be an a d d it io n a l  

a t t  r a c t io n .

2. Short b io g ra p h ie s ; These can be accum ulated from  th e  

"p e r s o n a ls " .  A photograph cou ld  be added and th e  " c o l la g e "  

d u p lic a te d  f o r  e i t h e r  in d iv id u a ls  demands o r  as a c o l l e c t io n  

o f  b io g ra p h ie s  f o r  p u b lic a t io n .

.T. S peeches; For qu ick  r e fe r e n c e  t h is  i s  a u s e fu l s u b je c t 

t o  d u p lic a te .

4. Q u o ta tio n s ; Cut th e  r e le v a n t  p a rts  from  th e  a r t i c l e s  and

s t ic k  them on ca rds .

To sum up, p ress  c u t t in g s  a re  a v e r y  u s e fu l in fo rm a tio n

t o o l .  They need d e d ic a t io n  and p a tien c e  by th e  s t a f f  who

o p e ra te  such a c o l l e c t i o n .  They a ls o  ta k e  up a l o t  o f  space:

th e  Labour P a r ty  l i b r a r y  works w ith  an a ve ra ge  o f  77 c u tt in g s

to  an en ve lop e , ap p ro x im a te ly  60 en ve lop es  to  a d raw er; th e re

are  12 drawers t o  a c a b in e t  and th e  l ib r a r y  uses 24 o f  th ose

y t o t a l  in  cu rren t use; 1 , 3 3 0 .5 6 0  c u t t in g s y ^

I t  i s  u s e fu l t o  assess  th e  press  c u tt in g s  s e r v ic e  from

tim e to  tim e  by n o tin g  what en ve lop e  goes on lo a n , when, and

how many tim es ; how th e  c l a s s i f i c a t io n  works and i f  th e r e  i s

need t o  change. I t  i s  b e t t e r  t o  change in  th e  l i g h t  o f

ex p e r ien ce  r a th e r  th an  t o  c a r ry  a l i a b i l i t y  i n d e f in i t e l y .

To produce a "u s e r 's  gu id e  to  show a v i s i t o r  t o  th e  l ib r a r y

how to  make th e  b e s t  use o f  th e  s e r v ic e ,  e x p la in in g  th e

c l a s s i f i c a t io n  system , th e  in d ic e s  e t c . ,  w i l l  le s s e n  h is

sense o f  con fu s io n  when f i r s t  en cou n ter in g  th e  co m p lex ity  o f

a p ress  c u tt in g s  c o l l e c t i o n .
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l‘h'2 o f toT- t  t o  o p e r a t e  a press  c u tt in g s  c o l l e c t i o n  i s  

w<‘ l l  wor t h  w h ile .  There i s  a lw ays the exc item en t when one 

sees th o  c o l l c c t i o n  m entioned "w ith  g r a t e fu l  thanks" in  th e  

f o r e w o r d  o f  a book o r  one r e c e iv e s  th e  o c c a s io n a l l e t t e r  o f  

tha nks ,  Thore i s  a good f e e l in g  when th e  users  say  "Thank 

you ". Then th e  l ib r a r ia n  knows he has done h is  b e s t  and 

5>ucceaded. ^ .
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