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PREFACE

This wapual was written to assist librarians and other information
mediators In the health and medical sciences in all aspects of serials work:
seleglion, acquisition, processing and servicing. The ultimate objective 1ia
to make a contributign te WHO's programme for the improvement of health
literalure services and notably for a2 more effecrive and efficient transfer of
information to health personnel in the developing countries,

beticient information transfer is a problem besetting the socio—economic
development of many developing countries. It is a particularly critical
factor in the health and medical sciences where resgeareh is flourighing, the
generation of new knowledpe fmpressive and the flood of publications of

Staggering proportions. The problem 1s partly one of quantity = whole
sepments of the information avallable never resch the developlng countries =
but atso one of quality - information transfer is net sufficiently selectlive

and vital knowledge is often buried under am avalanche of repetitious,
warginal, insignificant or qualitatively inferior information.

The traditional and by far the most active agents in the information
transter c¢haln are libraries and the main carriers of information are

serialg, In fact, more than &0% of all documentary material in the health
and medical seiences are of a serial nature! primary and  secondary
periodicals, newsletters, pgovernmental series, annuals and others, Their

control and management which te the non=initiated may look like a purely
technical aspect of librarianship is thus 4n reality a key problem of
information transfer,. Serials wmanagement in the health libraries will
determine how well the really relevant information is channelled to the end
users; to health care personnel, health administrators, biomedical and health
systems research staft, medical teachers and students, health educators and
others. The impact of seriales management on the health of people is neither
direct nor evident, It is nevertheless real.

If the coverage of the subject is comprehengive, {t 1s by no means
exhaustive, Aspects of serials management that apply only to libraries in a
hightly industrialized environment have either been owmitted or treated only
cursorily. Mozt health libraries in the developing countries still operate
in the traditional way and will c¢eontinue to do so for some time. In
congequence, the emphagis of the text is on conventional methods and
procedures of serials control. However, one chapter deals specifically with
the concept of computer-based serials systems and reference to automation
Aypects is made in many places throughout the document.
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1. SERIALS AND THEIR ROLEZ IN THE HEALTE LIBRARY

Many attempts have been made in library literature to define precisely what constitutes
a serial. Such definitions, however, are mainly of academic interest and of little utility
to the practising librarian. Which categories of publicaticns should be assigned to the
responsibility of the serials department is a3 decision which each library must take for
itself, Commonly, the following main groups of serial publiecations are included:

- Primary perjodicals, i.e. periodicals that publish original articles; they constitute,
of course, the majority of serials and are the main category of materials handled by a
gerials department. Examples: New England Journal of Medicine, Lancet.

= ZSecondary periedicals, i.e, abstracting and indexing Jjournals as well as other
bibliographic publications whieh 1list, and freguently summarize, articles from primsry
periodicals.

Examples: Index Medicug, Excerpta Medica, Current Contents.

- HReview periodicals (also called tertiary publiecations), These review retrospectively
the literature on specific topics over a given perioed, say three or five years.

Examples: Advances in Immunoclogy, Annual Review of Physiology.

Newspapers or newspaper-like publications.

Examples; Medical Tribune, MEdecine et Hygiéne.

Controlled circulation journals, 1.e. primary periodicals which rely for their existence
chiefly on advertising and are distributed free to specific professional groups,

Examples: Africa Health, Middle East Health.

— Howse journals, notably those published or distributed by pharmaceutical firmsg,

Examples; Ciba—Geigy Journal, Bayer Reports.

— Annual publications <(annuals). Most annuals are review publications (see above) but
some publish primary original articles whilst others are serial reference books.

Exampless: Harvey Lectures, Medical Pirectory.

There are several octher categories of serial publications whieh are of lesser
importance in health libraries but which, if they are taken, can be treated like other
serials. Some of them, such as newsletters and library acquisitions lists are of an
ephemeral nature and will normally be retained for brief periods only. Most technical
reports and many government publications are also in serial format and are usually dealt
with by the serials services.

A type of serial publication which is normally not processed by the serials department
is the monograph series. Since each volume in these series has a distinct title and
usually an auther or editor, they are better treated like monographs and therefore dealt
with by the catalogue department.

Another prouping of serisls can be made by mode of publication. The overwhelming
majerity are still in the print-on-paper format and will remain so for quite some time
yet. Certain serials appear in microform, either exclusively or, wmnore frequently, inm

parallel with a printed edition. A new category that may have some impact in the future
but is at present still at an experimental stage is the electronic journal.

The impertant role which serials play din health libraries can be expressed
quantitatively by figures which are known to every practising librarian. Up to 80% of the
total library budget for collections, occasionally even more, are absorbed by subscriptious
to serials. The same proportion is registered in the servicing sector where in most health
libraries approximately 804 of all user requests are for periodical articles.




WHO/HLT/87.1
page 2

For members of the health and medical community, regardiess of whether they are located
in the developing or the developed countries, serials are the chief source of information,
and easy access to a representative collection of the serial literature is therefore vital
to their work. It is through periodicals that medical researchers, medical teacheras and
health care personnel maintain current awareness ia Cheir respective fields of knowledge
rather Lhan through books where pew information only appears after a delay of several
years. This they achieve through the reading of original articles in primary journals and
by the regular scauning of abstracting and indexing publications. However, information is
not  only transferred through articles, abstracts and bibliographic listings. Other
sections in primary pericdicals can have a substantive information value too.. Foremost
amony them are editorlals, professional news, transactions of meetings, books reviews,
letters and advertisements. For the health personnel in the developing ¢ountries, serials
have an even wmore vital current awareness functigm than for their colleagues 4in the
industrislized world as they have less access to informal Information channels in the form

of personal contacts, altendance at meelings or the exchange of reprints. Thisz situaticn
enforces a greater reliance on the published serial literature as the chief source of
intormation and consequently augments the importance of heslth libraries. The excessive

cosls of medical periodicals reduces personal subscriptions drastically and because of hard

turrency restrictions, forelgn periodicals are rarvely subscribed to by individual members of
Lhe health community.

Current awareness is, however, not the only funetion of serials in the health
library. Ihe retrospective searching of the serial literature 1s the first operation which
medical authors undertake before writing a book or article. Kesearchers must do the same
in order to aveid Lhe unnecessary and costly duplication of work. Library staff exploit
the reference function of serials for the compilation of bibliographies or in answering
information inguivies. Although for most of them use decreases substantially after a
litetime of about (ive to 10 years, backruns of medical serials have an undeniable archival
value and in medical school and research libraries they will usually be retained for fairly
long periods.

This brief outline will suffice to identify the serisls collection as the most
important segment of every health library. Its size and quality will determine the value
of 4 library to its users.

Z., COLLECTION DEVELOPMENT

The most ditficull ana, conseguently, the most professional part of serials management
is the building and maintenance of a collection which optimally meets the needs of the
users. This process which c¢omprises long—term planning and the formulation of ang
agquisitions policy is c¢alled collection development. Two related concepts should be
defined in  this connectieon: Selection is the decision-making aspect of collection
development, j.e. the decision to order an Individual serial (or other library materials).
Acqulsition is the implementation of the selection decisions and comprises ordering, receipt
and payment . 1t 15 the subject of Chapter 4.

There are two distinet approaches to serials collection development:

- the traditional librarian's approach which c¢onsists of building a well=balanced
collection that evealy covers all subjects of the library's scope;

the library manager's appreoach which consists of acquiring those serials which will
satisfy the highest proportion of user requests.

Given the severe constraints of staff, funds and space under which the great majority
of health libraries in the developing countries operate these days, the manager's approach
receives incressing attention, It has the advantage of providing the best return on the
heavy financial Investment which libraries make in serial subscriptions, or in management
terms: it provides for optimal cost-effectiveness. Medical scheol libraries, howsver,
will usually have to aim for a proper balance of all disciplines covered by the curriculum
even if some segments of the collection may receive less use than others, The following
sections will provide some suggestions on how these two approaches can be lmplemented by the
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sevials librarian. In either case, however, it 1s understood that the result will not be a
self-sufficient collection but one which has to rely on cooperative resource gsharing with
othexy libraries in order to satisfy user requests.

2,1 The Collection development poligy

A librarisn who has the respomsibility for decisions on the acquisitioa of books,
serials and other library materials will normally be pguided by a collection development
poligy. In the larger libraries, this may be a detailed written statement of the selection
principles and criteria. In the great wmajority of healeh libraries in the developing
countries it will rather be s mental picture which the librariam has of the goals of the
libreaxy and which will serve as a general guideline in decision making for the selection
process. There are, however, good reasons why small libraries too should make the effort
te state their collection development policy in a written document which would alse cover
the pelicy regarding retention and weeding, It is not advisable for these criteria to be
stored only in the brain of one person whose temporary or permanent disappearance, for
whatever reason, wlll endanger the contiauity im collection building. Another argument in
favour of a written peolicy 1s the fact that frequently persons from outside the library such
as faculty oy library committee members will participate in the selection process and will
need a set of criteria in order to ensure consistency in their decisions. It must be
admitted that a collection development policy is wore useful for the selection of books than
for gewials where decisions are made far less frequently and where the financial constraints
leave less room for alrernative choices.

If the decision 1s taken to provide for a written collection development policy, all
persons involved in the acquisition process, both from within and outside the library,
ghould participate in its formuslation, The policy should be composed of two parts:

(a) An introductory part which outlines the mission and goals of the library and, if
appropriate, its parent institution, Tirese may consist of a medical school curriculum
and degree programmes or the ongoing projects of a research institute. The
introduction will further define the user groups and their informstion needs, describe
how the selection of library materials is made, assign responsibilities for decision
making and specify how funds are allocated.

(b) A main part consisting of a series of subject statements which comstitute the core of
the policy. An indication of the depth covered should be given for each subject
(ranging for instance from “comprehensive” to "minimal”). Other indicators regard
language, geographical and time coverage and the budget percentage allocated to each
subject, programme area, faculty or departiment. Specific guidelines may be given for
the purchage of multiple copies in core subject areas, the replacement of lost or
damaged copies, the acquisition of microforms in lieu of hard copies or the treatment
of gifts.

If thought necessary, a reference part may be added consisting of a list of contents
and a sybject index.

2.2 Building a new collection

There are both advantages ance disadvantages in establishing the serials collection of a
new library.

There is the advantage of not being locked inte a series of existing purchasing
decisions, and of being free from all trestraints ana pre—conceptions regarding the operation
0f a serials service, Planning can be relevant te the expressed needs of the users.

On the other hanmd, it will be necessary to go through the complex procedures of
identifying potential users and their needs, and then selecting suitable titles to form a
balanced collection within what are likely to be firm budgetary constraints.
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2.2.1 User suggestions

There sre several sources the serials libravian can tap for compiling a list of
candidate titles for a new collection. The most fmportant one 1s withour doubt the
Tuture user community of the library. Every effort must be made to contact a sample
of potential users, learn about their work, projects, plans etc. and to obtain from
each a list ol proposed serials for acquisition by the library. How many users should
be conzulted will depend on the size of the wser community and the time the librarian

has for Lhe study, In general terms: the larger the sample the better, as in too
small a sample the resuleing list can easily be djistorted by individual biases which
Ltend to neutralize thewmselves in a broader sample. More important still than its size

is the composition of the user cross—section which sghould be repregentative, l.e. cover
all the various user groups, departments, faculties, etc. The users should be briefed
on the financial situation of the library so as to avoid unrealistic demands being

made. 1t is recommended that users be requested to submit their sugpested titles in
several  groupings in  descending priority, for instance in three groups labelled
"essentlal”, “very important” and “useful”. Since 1t is unlikely that all uger

propusals can be met, the priority rankings will assist the serials librarian in the
elimination process.

The list of serial titles which will result when the individual user proposals are

merged cannot be considered as a finished product. It will most likely be far foo
larpe and its rtotal subseription price will exceed the budgetary limits of the
library. There will also be over-representation of some subject areas and
under—representation or even absence of others. The uwser list should therefore be

adjusted by checking it against & standard core list of serials in the health and
wmedical geiences.

2.2.1% Core lists ot gerials

Studies have shown that in most libraries 804 of the user demand concentrates on
only about Z0% of the fitles in the serials collecticn. Consequently efforts have
been wade to compile lists of such periodicals which appear to represent the core of
Lthe serials literature in specific subject areas,

Core lists are therefore lists of selections of the best or the most useful or the

must heavily demanded serials, depending on the criteria that were used for their
compilation.

The best koown core list in the health sciences 15 the one compiled by
Alfred N. Branden and D, R, Hill. It was published for the first time in 1965 and now

appears every other year, in revised and updated editions, in the EBulletin of the
Medical Libragy Association. It lists both textbooks and pericdicals. ite target

audience is swmall medical libraries, notably hospital libraries, in the USA and it
strikes a good balance betwsen the basic and the speclalized ¢linical sclences. About
one=Lhird of the tirles listed are marked by an asterisk, Thege are especlally
recommended for initial purchase by newly established libraries and it is this group of
Litles which can profitably be used for adjusting, refining or balancing the primary

list complled from user supgestions. 8
Howcver, the brandon—-Hill 1list must not be used uncritically. It comprises I

titles jin kEnglish only, with a proncunced U5 bias. Serials from the developing

countries are not dncluded. Greater emphasis is placed on serialy Iin c¢linlcal v

specialties of importance in Western nedicine (e.g. Geriatrica) than on thogse of
particuelar interest to developing countries (e.g. Tropical Diseases, Fubllic Health),

Although destined for swall libraries, it presupposes & moere favourable budgetary
gitualion than is found in most health libraries in the develeoping countries. The
complete core list of serials comprises 138 titles with an annual subscription cost of
about $ 10 000, and the first=choice selection 55 titles with an annual cost of
$ 3goo, In spite of these limitations, however, the core list compiled by Branden and
Hill constitutes a most valuable source for librarians who face the task of

gstablishing a new health science library.




WHO/HLT/87.1
page 5

The gerials librarian can invert this procedure by starting out with a core list,
distributing it among & sample of the users and requesting them to confirm, add or
delete titles.

2.2.3 Indexing coverage

Whether or not a periodical is covered by the major abstracting and indexing (A/I)
services is another element of selection guidance for the serials librarian. However,
since sowe of thouse services such as Ipndex Medicus or Excerpta Medica have a fairly
comprehensive coverage (2300 and 3500 titles respectively)y it is rather rtheir
non=coverage of a periodical which provides a clear, nsmely negative, indication. The
oppesite is true for the Abridged Index Medicus whose list of serials indexed, because
of its very restricted scope (100 titles), can virtually be considered a core list,
The lists of titles covered by other A/I services with a speelal interest in developing
countries are also useful guides (e.g. Tropical Diseases Bulletin, Rural Development
Abstracts, Nutritlon Abstracts & Reviews). Although many developing countries may
have only limited access to A/I publications, this does not detract from the usefulness
for selection purposes, of their lists of titles indexed. The very Jlnclusion of a
Journal title in an A/L service is gome indication of its value and status.

2.2.4 Finaliging the selection

It should now be clear that the process of assembling a periocdicals collection for
a new health library proceeds in several stages;

(2} a first temtative list is complled (e.y. from user suggestions);

(b) this initial list dis adjusted and refined (e.g. by supplementing it from a
standard core list of health sciences serials);

(c) the serials librarian finalizes the list by using his own professional Judgement
and by reconciling the selection with the funds available.

The third stage is lmportant as it allows the librarian to adapt the selection of
titles to the local situation. This refers particulariy to the inclusion of
periodicals published leocally or in neighbouriag countries. Those periodigals may be
considered as second or third cholce since they will usually nor match the scientific
gquality and editorial standard of the leading international periodicals but they have a
better coverage of domestic health problems, Moreover, they are more within the
fipancial reach .of most libraries, The serials libratian should therefore consider
including at least the best of them in his selection, in lieu of expensive
international titles which the library cannot afford.

At this stage the serials librarian should also explore the possibility of
receiving any titles free or in exchange. There is little hope that any of the
international primary or secondary journals will be available other than by purchase.
It may be worthwhile writing to ask, however, since some major medical journals and
wedical publishers are willing to consider speclal rates or even an initial free
subscription period to new medical libraries in developing countries (e.g. New England
Journal of Medicine). Others may have access to trusts or bequests from which small
sums may be available to assist libraries with book or =erial purchases. With local
serials and theose from other developing countries the chance of free receipt is
greater. The establishment of an exchange arrangement presupposes, of course, that
the library has serials of gufficlent professional interest to offer in return. Souwe
categories of health scienmces journals may be available free of charge. Among them
are controlled circulation jouknals, house journals of pharmaceutical firms, serials
published by local societies and associations in the health field as well as
newsletters and related publications of an ephemeral nature. Few of these will count
among the core titles but, if carefully selected, they may advantageously supplement

the core title collection. Under no circumstances should a serial be acquired for the
sole reason that it is free,

The various modes of acquisition are discussed in detail in Chapter 4.
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The end product of the selection process is the list of serials to be subscribed
to for the first year. During this Initial year, however, the serlals librariarm must
carefully waten the c¢ollection and subject it to yet another selection criterion,
namely ugage. This means recording all types of use: leans, consultation and
phetocopying. The evaluatien of these records may well show that some of the serials
recommended by the users are not used sufficiently te justify a subscriptlon. On the
vther hand, an analysis of the inter—~library loan statistics may reveal titles not
included in the initial selection which prove to be in heavy demand. With the dara of
the usage and the inter-library loan statistics in hand, the serials librarian can make
adjustnents for the second—year sgubscriptions that will result in a serials collectionm
of increased relevance and better cost—effectiveness.

2.2.5 Mulriple copy subscriptions

1f as a rule one copy per serial is held in health libraries, this rule iz not
without exceptions. As is the case with standard textbooks which are ordered in
multiple coples by medical scheool librarvies in order Lo meet student demand, it may be
desirable to subscribe to more than one copy of certain heavily used serials gsuch as
Lancet or the New Logland Jourpal of hedicine. For these core periodicals, the
availability of only one copy on the library shelves may prove insufficient to satisfy
Lhe simultaneous demand by several users, and heavy use would probably dilapidate this
unique copy 50 badly that retention beyone the current year would be problematic. In
libraries where serials are currently routed (circulated) to selected users,
c.g. faculty members in medical schools or physicians in hospitals, a seconda copy of
the core Liltles will definitely be reyuived for reference purposes in the library's
reading room.

The inevitable consequence of multiple copy subscriptions is that the library can
only hold 8 reduced number of serials titles. For every second or third copy of a
heavy—demand periodical one or several other titles from the list of subsgeriptions will
have to be sacrificed. The purchase of multiple copies of serials is a difficult
decision which should be taken on the grounds of usage and demand.

2.2.6  Multiple-year subscriptions

Some publishers grant reduced prices If subscriptions for several years are placed

and paid for in advance. Usually, the reductions are the higher the Jlonger the
subscription period, It is obvious that librarianms should avail themselves of such
savings only in the case of serials of whose continued value and need to the library
users Lhey are absolutely certain. They should alse consider the fact that

multiple-year subscriptions complicate budgeting if payments become due only every
third or fifth year,

2.2.7 Institutional subscription rates

Cerrain publishers will charge different subseription prices for institwtions
{such as librarlies) snd individual subscribers. The differences vary according to the
publisher but a proportion of 1:3 for individual to imstitutional prices is common.
Library asgoclations have denounced and protested against this discriminatory practice
but wilth little success, Serials librarians should pay institutional subscription
rates only 1f there I8 no similar title available at standard rates. This situation
is one where the librarian may be able to benefit from the kind of arrangement for
donations ot private subseriptions as outlined in 2.2.8 paragraph 2.

£.2.8 Alternatives to acquisition

Luring the difficull exercise of pruning the list of serlals recommended by the
users, &0 was Lo bring it within the limits ot the available budget, the serials
libravian must alsc look for alternatlve solutlions, Une =such solution is to stop
ordering a sgerlial which is held by another health library in the country. In this
case, the librarianm can provide users access to Lhe periodical through inter-library
lending arrangements, usually in the form of photocopied articles. Preconditions for
reliance on serials access in another library are elther proximity of location or good
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communicarions, conditions which are frequently not available in the developing
countries, Access to a serlal through apother library is not as useful as holding it
in one's own library. The routine scanning of new issues for current awareness is
move difficult but can be substantially offset by the judicious use of A/I publications.

Another alternative resource is private subscriptions by faculty or institutional
staff. The gerials librarian may be able to persuade such persons, especially if they
are active users of the library, to make new issues of their privately purchased
serials available to the entire user community or even donate them to the library once
they themselves have read them. There are twe major deficiencies of such
arrangements; new issues become available only after a delay of sometimes
unpredictable length and theve is no¢ guarantee that 211 f{ssues will reach the library.

The serials librarian c¢an also explore the possibility of entering iate an
arvrangement with a health 1ibrary in & developed country to receive duplicate copies
of certain periodicals on & current basig, Such duplicates may for instance become
available In the donating library when multiple copies of perjodicals have terminated
their routing cycle. The disadvantages of such arrangements are the same as ligted
above for private gubscriptions, with the additional problem of even longer delays.

2.2.9 Backfiles

In ovder to satisfy a fair proportion of user requests right from rhe start, a new
library cannot rely exclusively on the current and future years' subscriptions but will
need several years of backruns on its sghelves, at least for a selection of titles.
The questlon of backfiles must therefore be ralsed as soon as the tirles for the
serials ecollection have been selected,

Two specific questions must be answered in this context:

{a) For which titles should backfiles be purchased and which cimespan should be
covered retrospectively? Budgetary considerations may restrict backrup purchase
to the more heavily used serials, On avevage, five years of retrospeciive
completion would seem adequate since after that period the demand for most health
serials starts to drop. However, for a few titles from the central core 10 years
of backfiles may be justified.

{(b) In which formats should backfiles be obtained?  Users will normally prefer the
original printed format C(hard copy) but considerations of price ana sgpace may
oblige the library to acquire microform editions instead.

The acquisition of backfiles poses some special problems, These are outlined in
Sagtion 4.5; Acquisition of backfiles.

2,2,10 Cooperative collection development

As hag been pointed out above, access to the serials held by other libraries can

constitute an essential complement to the collections of any health library, It is
degirable that this access be planned rather than random, resulting from a coordination
of serials acquisitions between two or more libraries, Such planning is gowmetimes

undertaken by library networks and referred to as cooperative collection development.
Ideally, ccoperative collection development pursues two objectives:

(a) to ensure that all high demand (core) serisls are purchased by as many libraries
as possible so as to satisfy the preatest possible percentage of user demand at
the local or national level;

(b) to ensure that expensive serials and those of lesser demand are acquired by only
one library se as te avold costly duplication and broaden the total gollecticn
coverage to which each library has access.
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Cooperative collection development rvequires close and continued contacts belwean
all libraries participating in the arrangement and an attitude of active cooperation in

sharinyg their resourceg through inter-library lending and photocopy provision, As
mentioned wearlier, proximity of location and/or fast communications between the
partners in the arrangement make ceollection sharing more effective. Where these

conditions do not exist, as in a number of smaller developing countries, healtih
libraries may lind it more difficult to offer their users access to serials holdings

other than thelr own, and the librarian will have to use his ingenuity to overcome this
problem.

2.3 Developing an existing collection

e  librarian responsible for the maintenance of an  established health serials

collection sghould be guided by twe principles: continuity and cautious renewal, Serial
Subscriptions should not be switched on and off on a2 whim. Up to a peoint, the value of a
gerials collection resides in the unbroken runs of its titles, The serials librarian

should therefore take a fairly conservative atritude and hope that the development of the
present collection will continue & series of wise selection decisions taken In the past.
This does not, however, signify that existing subscriptions are taboo and must be continued
at all cost. If a serial has ceased to be relevant within the library's subject scope, 1if
it is no longer usea or if its cost has increased at a ratio that cannot be absorbed by the
budget, a cessation of the subscription may be justified. The normal health library is a
working collection and has no archival objectives.

beveloping an existing collection of health sciences gerials therefore requires the
librarian currently to do three things:

{a} monitor the use of the serials in order to verify whether they continue to meet
readers demand; if this is not the case, to weed those titles;

(b) keep informed about the appearance of new serfals which might be added to the
collection opr advantageously replace one of the existing titles;

{c) maintain contact with the user community so as to perceive in time new user necds
which musl be reflected in the composition of the serials collection,

These three activities will be discussed in the following sections,.
2.3,1  Mounitering usage and demand

Use is the most reliable inaicater of the value of a serial within a given library
collection ana for a given user community, It constitutes the single wost imporLant
element for deciding whether or not to continue a subscriptien.

Controlling and quantitatively recording all the different types of usage made of
serials in a libravy is a difficult exercise. It is still comparatively easy in a
small library where vse may be restricted to one single room and supervised by only one
librarian., It becouwes increasingly complex the larger the library, the more extended
its premises and the more npumercus its users.

There is oonly one category of use that is routinely recorded in libraries, namely
loans. However, loans represent only a fraction of the total use made of serials im a
library, in facl in many health libraries serials are entirely excluded from loanws.
The librarian must therefore make arrangements to gather data on the use of serials in
reading rooms, at the display shelves and at photocopying machines. This is more
easily achieved if well visible signs request the readers to leave all issues they have
used at any of these different locatioms in one or several specific, clearly marked
places. Several times a day, the librarian will then record the titles and preferably
also the years of the issues used before reshelving Chedd

there are a few points in serials use studies to which the serials librarian must
pay attention:
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(a) The data collected will be the more reliable the greater their number. A brief
one—time study is therefore insufficient, Use monitoring should be an ongoinyg

activity, either continuvous or at least perviodic, say every year during two
periods of two to three months sach,

(b} 1If little or no use is recorded for a serial, it would be rash to conclude that
the users are not interested in it and decide that it should be discontinued.
The serialg Jlibrarian must first ask the question whether the cause for this
non-use is not rather an insufficient promotion of the serials eplleection. Do
the users know this title is held by the library? If there are doubts, a
promotion campaign should be undertaken first and its results awalted before a
decision is taken.

(¢} Finally, the serials librarian, alone or in conjunction with the library
committes, must decide whether use or non—use of a serial should be the sole or
dominant factor om which to base a decision to retain a tictle in the collection or
not. It may be safer to combine it with other elements, e.g. consider both the
objective element of wuse and the subjective element of reader opinion, plus
whether the serial may be accessed conveniently in another library,

Ancther important set of data to be collected by the serials librarian is ylelded
by an analysis of the inter-library loan amd photocopy requests. It will show the
demand which exists for seriais not held by the library, If the reguests focus on one
Or two titles, these nmay be repgarded as candidates for future subs¢eription. The
decisive factor in favour of & subscription may be finsncial. If the annual expenses
for incter—library lending and photocopies for a given serial exceed the cost of one
year's subscription, then a decision to purchase may seen justifled,

This approach to¢ serials collection development may seem rather sophisticated and

. labour-jintensive for a& small health library, and it certainly is both. This does not

mean, however, that small libraries should renounce it. On the contrary, if a library

with a curreat serlals collection of 300 titles retains one which is not used, this is

of little ¢onsequence. In a small library that can only afford 20 current sgerials it
represents an inacceptable waste of funds,

2,3.2  hmaintaining awareness of new serials

Developing a serials collection requires the 1ibrarlan to be constantly aware of
new {itles published which fall within the subject scope of the library. To exercise
bibliographic control over serials 1s a difficult task, especially for the serials
librarian in the developing countries whose access te the various scurces of
information is usually limited,

The primary source of information on new serials are publishers' announcements,
The library should place a standing request with 211 major publishers of health and
medical literature to be seat regularly announcements on new books and serials. For
wany libraries this is the only reliable way of awareness of new serials, There are,
of course, regularly published lists of new serials, such as New Serial Titles.
however, unlike publishers’ announcements, these cannot be obtrained free but must be
subscribed te;  for mest small health libraries this additional cost cannot be
Justified. A list of some major publishers of health and medical serials is given in
Annex 1.

Another free source of blbliographic information is lists of acquisitions of other
health libraries, some of which will feature lists of new serials ordered. Most such
libraries will asree to put other health libraries on their mailing list and provide
thew with new issues of their accessions lists.

Otherwise, information on new health serials is widely scattered and the librarian
will only come across it by chance. Advertisements of new serials may appear in
primary journals which may also occasionally review the first issue of & new serial,
Most zbstracting and indexing journals announce which new titles they include in their
coverage, Useful information can, however, also be obtained through informal




WHO/HLT /87,1
page 10

channels. Faculty members and research staff may become aware of new serial
publications through their contacts with colleagues and, if requested, wili be pleascd
to pass such fnformation to the library.

2.3.3 hkonitoring user needs

User needs are not a constant factor but are subject to change. Such changes may
lhave wvarious reasons. In research institutes new projects may be undertaken, in
medical schools the curriculum may be extended, in health adwinigtrations the planning
uway be reoriented and shift to new, previously neglected areas. Each of these changes
will have an dmpact on, and modify the information needs of the persons coucerned.
unfoertunately, the serials librarian cannot necessarily count on being told aboul need
changes. Therefore, to keep the collection optimally relevant and responsive, it is
imperative for him to get such information and to keep abreast ¢! new developments that
way influence user needs. Freferably, such information should be obtained before the
changes actually oocur, &% any corrvective measures in the collection development pollcy
will take time before they become effective. The bpest way to achieve this Is the
regular, careful study of instituticnal deocuments, newsletters, plang, mnemoranda,
cle. Close contact with the users is another source since useful information 1is
somel fmes acquired through mere chatting. Where library committees exist, their

nembers willi usually be able to provide advance information on new projects, curriculum
changes, etc.

2.3.4  Selection: COrganization and decision making

How the selection process for new serial titles is organized will depend on Lhe

§lze of the library, the number of §jts staff, its subject scope and whether or not
there is a library coumittee.

In small libraries where only one staff member decides on unew acquisitions,
selection ¢an be made at an ad hoc basis, l.e. whenever a new interesting serial comes
Lo the attention of the librarian. The same informal procedure is indicated for

highly specialized libraries with a narrow subject scope where new serials will appear
only very infrequently.

in larger libraries, a more formal approach will be needed. Here the decision
making should not be limited to the serials librarian {(and probably the chief
librarisn) but involve also other staff, especilaliy from the acquisitions and public
services departments who may have useful wviews to contribute, Gelegtion meetings
should be organized on a more or legs repular basis, for instance gquarterly, This
will notably be necessary for medical scheol libraries where due to their wlde subject
seope there will be a gsigniflcant npumber of new titles to consider at each meeting.
In libraries which have the ceollaboration of & library commitise, the routine committee
meetings may be uged to discuss and decide on new serials.

before 8 decision can be reached on whether or not a specific new serial should be
added to the collection, answers must be sought to a3 number of questions:

~ boes the serial fill a gap in the collection?

- Will it advantageously replace a title already held?

- Will it meet expressed user demands?

Is Lhe serial's mission directly related to the library objectives, to
the medical school curriculum, the research programmes, whatever is
appropriate?

= Whieh other serials on the same toplc are already held?

- what is its quality (composition of the editorial board, reputation of
publisher and authors)?
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- Is the serial covered by any of the majer abstracting and indexing
gervices?

~ Is it available in another library in the country where it could be
accessed?

There are some other points on which inspired guesswork will have to
take the place of firm answers!

= Is the serial likely to continue publication beyona the first volume?

- Will it mwaintain the scientific and editerial standatrd of the first
issues?

- Will it be used?

If the sgerials librarian collaborates with a library committee, such information
should be gathered in advance and put before the members to permit them to make a
considered decision. In any case, whether the library staff decide alone or jointly
with a committee, the scrutiny of & specimen number previously obtained from the
publisher will be an essential element of the selection process.

If & new serial has beeun found to qualify for addition to the c¢ollection, i.&. If
satisfactory answers were given to the various points above, then the all-decigive
guestion must bhe asked; can we afford if? Frequently the subgeription cost of 3 new
serial cannot easily be absorbed by the library budget, and even if it can, the fact
nust be born in mind that, like most other serials to which the library subscyibes, its

price 1is likely to double over the next six to 10 years, 1f not sooner. In the
majority of c¢asges, the addition of a new serial means cancelling ome or several
existing titles so that not one but several decisions wmust be taken, This

"one=-in~one~out™ policy 1is regrettable but unaveidable 1n the present financial
situation.

Selection does not exclusively relate to new serials but may alsoe concern well
established titles, for instance when & Ilibravy extends itfs collection scope and
branches off into new subject areas. In this case, core lLists and the other
mechanisms described above for the establishment of new collections should be used.

Eventually, the selection will be based on a combination of the professional views
of library staff, the subject expertise of advisers from faculty or research staff, and
on financial considerations. The final decision, however, should be made by, or on
recommendation from the serials librarian whe is in the best position to appreciate all
the various factors of the selection process.

All selection decisions, particularly those on new serials, shoula be regarded as
tentative. Before a subscription i1s renewed for a second year, the status and quality
of the serigl and the use it genersted during the first year should be assessed and the
oplnion of experts or a s=ample of users should be obtaiped, Only if the initisl
selection decision is found to be still walid should the library proceed with the
renewal order,

It is strongly recommended that all selection decisions, regardless of whether
they were positive or negative, be recorded and kept in a file arranged alphabetically
by serial title. If ever a declsion is reviewed or questioned or if a serial that was
refused is recommended for acquisition at a later date, it will prove most valuable to
have the reasons fer the initial decision on file,
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2,3.5 Degelection

Freguently, the serials librarian will also be eobliged te select titles for

removal from the collection. The wmost frequent rteason is, of course, shortage of
funds but changes in the library's collection scope may also oblige the librarian to
drop one or several titles from the current subscription. This exercise is referred

to as deselection.

In deciding to cancel a subscription the same criteria are used as for selection,
only in reverse, The wunpleasant task for the serials librarian conglistz of
idenlifying the title or titles whose disappearance from the collection would cause the
least inconvenience to the users. Titles for cancellation would be those with the
lowest use staristics or wileh are considered to be of lower quality than the rest of
the collection, A title from a secondary subject ares is better sulted for
cancellation than one from a core subject. A subject which is represented by several
serials can suffer the less of one title easier than a subject on which there is only
one tircle [n the ceollection, The availability of a serial in another, easily
accessible library 1s another criterion {for deselectilon. Cancellations should
normally be gealt with when the subseription expires, although some agents and
publishers may consider a refund or eredit for the unused portion of a subseription
cancelled in midterm.

Various other, telated aspects of deselection are dealt within Chapter L1:
Retention and disposai.

3. BULCETING

In health libraries, the bulk of the collection budget is spent on serials. About 804
¢ap be assumed to be an average percentage. In libraries of research-oriented imgtitutions
the budget share of serials will be even higher; in medical school libraries with large
Lextbook programmes 1t may he lower, This 1illustrates the impact which serial collections
have on library finances,

3.1 Budget organization and budget problems

budgetary oryanization can vary considerably in libraries of different sizes. in
gmall libraries there will frequently be only one budget 1line for library materials. In
larger libraries, it is usual to have separate allotments for different items; books,
seriaig, binding and possibly a small unallotted fund. It is also not rare to find that in
both the bhook and the serials allotment fixed percentages are earmarked to various
departuents, faculties, institutes or other subdivisions of the parent imstitution. Such a
budpetary structure is necessarily rtigid and provides the librarian with practically no
tlexibility as it 1s normal that the various depertments will ¢losely control and jealously
defend their share of the funds and resist any shifts even if they are justified. Whatever
the budgetary organization, however, the serlals budget can only be developed in considering
the overall financial situation of the library and by determining an appropriate balance
belween the various categories of library materials. The frequently encountered practice
ef counteriny increases in serials subscriptieon prices by buying less books can easily lead
Lo 2 situation where balance completely disappears. Ultimately, the entire library budget
is spent on serials,

Like selection, budgeting may be the sole responsibility of the librarian or it may
have to he shared with a library committee or similar body. In any case, some higher

administrative authority will usually have to endorse the budgetary proposals submitted by
the library.

The wost secrious wmenace to serials budgets is fiscal uncertainty. To maintain a
collection of serials requires that the same amount of money, plus a more or less regular
annual incresase, must be regularly allotted every year. Unly when it is known that funds
are, or will be, availalbe can the renewal orders be placed. bnfortunately, libraries in
Lhe developing countries are trequently victims of highly erratic funding methods. This
may, for instance, mean that only half of the budgeted amount is allotted, that funds are




WHO/HLT/57.1
page 13

uot forthcoming at all for a year or twe or that they ave allotted with a delay of several
months, 1.,e., too late for t(he next year's renewal orders. The effects of such
irregularities are disruptive and therefore extremely harmful to serials collections where
paps occur that can usually not be closed at a later date. The usage wvalue of such
collections deteriorates rapidly. The serials libravian should take every opportunity to
peint cut to funding authorities the deleterious effects that funding cuts or delays will
have on the quality ot rthe library's services and stock. Support from faculty or from
influentia}l library users is often a vital asset in such & situation.

3.2 budgering for new collections

In building nrew sgerials collections, budgeting and selection are interdependent
operations which must proceed in parallel. Matching needs with funds has already been
menticned in the chapter on Selection, It i5 obvicusly important for the serials librarian
to have reliable data ¢n the subscription prices of the titles selected for purchase.
Price information way be obtained direct from the publishers, from the subscription agent,
from various directories of serials or from specimen issues, It 1s good budgeting practice
not to allet all the serials funds available to subscriptions but to keep an unallotted
[ESEIVE. This may be needed to pay for unexpected price increases, for the replacement of
missing i1ssues, for supplements not included 4im  the subsceription price and other
contingencies, Binding is another item that must be specially budgeted for, as well as the
purchase of backruns of serialg,

3.3 Budgetfing for existing collections

Budgeting for already existing serials collections is a comparatively easy task, The
intention will pormally be to continue the sawe set of ticles previously subseribed to.
Locking at the accounts of the past two or three years, the serials librarian will see:

(a) last year's total cost for serials, dncluding postage and the agent's service charge;
(b) the averasye annual cost increase.

This information will permit the assessment of costs for the next year. The general
trepnd of price increases has been falrly consistent iu the past and averages between 10-15%
a year for serisls in the health sciences, The c¢ost progression 1s, therefore, more or
less linear and, in principle, allews a projection which should net deviate too much from
the actual cost at the time of inveiecing, This 4is important as usually subscription
renewals must be made before the next year's prices are known. The serials librarian can
also refer to various price indexes for the published literature which appear regularly in
the Library Joukrnal, the Library Asscciation Record, Bowker's Annuwal and several other

BOUTCES. However, some caution is ipdicated in this connection for smaller libraries.
The tremd of price increases recorded is valid overall but not individually. In fact, for
single serials price increases of up to 60% for one year can be observed. Whilst such

exceptional increases for one or a few titles are of litrle congsequence in a larger medical
library with several hundred curreat serials, they can completely overthrow the cost
estimate in & small library with only 10 or 20 current subscriptions. Ancother uncertainty
is the changing exchange rates of the various hard currencies, The value fluctuations of
dollar, sterling or yen in relation to lpcal currencies that occur between the moment of
fund allocation and the moment of involcing can have an impact on serisls' subscription
prices that is totally unpredictable and which the librariarn can only meet in two ways? by
a significant unallotted reserve or by mobilizing additional funds, Airmail and registered
post delivery, ifi they are desired, must also be taken inte consideration and can be
estimated at about 30%Z of the subscription price on average. With some publishers,
however, these speclal modes of delivery can result in charges almost as high as the basic
subscription price of the serial.

As mentioned above regarding the budgeting for new collections, the serials librarian
will have to make supplementary allowances for such items as binding or the replacement of
nissing or damaged issues. If he anticipates the need, he should algo buduet an additicnal
amcunt for new subseriptions,
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3.4 Budgel justcifleation

1f formulating a serials budxet request is comparatively easy, getting it approved by
the funding authority (parent ipstitution, university, govermment, etc.) is & far more
difficult undertaking. The fucrease in funds required annually to maintain the collection
at Lhe same level is sometimes higher then the inflation rate in the country of publication
for the simple reason that serials prices are determined by factors which are only partly
related to inflstion. The funding authority will therefore tend to consider the bhudget
increase unjustified. The serials librarian should anticipate a rejection of the requesl
by accompanying it with evidence of the price trends for health sciences serials and point
QUL the consequences of insufficient funds on the library services. Any budget
Justitication should be phrased in a non—technical language g0 as not Lo cause problems for
administrators and flnancial wanagers unfamiliar with library matters.

3.5 Coping with an Inadequate budget

Given the ditficult economic situation in most developing countries, the serials
librarian must be prepared to find that less funas were approved than where asked forv.
This situation is common nowadays and the librarian must have a policy to cope with it.

Thetre are a number of options for corrective actlon:

(a) lunds are taken from the book allotment to close the gap in the serials budget. This
is a typlcal crisis reaction. It is not without lopic as serials constitute a
gtanding commitment which is net the case for books. Howaever, #as already mentioned
above It fs & shortsighted policy considering the library's overall collection
development and in any case, it could not be repeated indefinitely,

{b) The subscriptions to the most expensive gerials in the collection are not repewed.
This decision may have the beneficial effect of solving the financial problem.
However it c¢an be doubted that a solution on purely monetary terms is the optimal
ong, The expensive Litle may alsc be one of the most heavily used serfals. In this
case, the ability of the library to¢ meet the needs of its users is badly diminished,

(e} Multiple subscriptions are not renewed. A superficially attractive solution but which
also ignores the usage agspect. Multipie coples of serials ave ordered because Lhey
are nesded to satisfy heavy user demand. Clearly it cannet be in the interest of the
users if these subscriptions are discontinued. Occasionally, however, this option may
have some merit in that it brings quite forcefully re the artention of the authorities
the problems of the library in time of financial difficulty.

(d) The titles with the lowest use are not renewed. It is imnmediately obvious that this
solution Is in the best interest of both the library and its ugers. If regular use
menitoring has been undertaken (see Section 2.3.1), & list of low use material should
be simple to compile.

(e) When a choice has to be made between tirles that have a similar user value, bear in
mind the country of publication, the scope of the contents and whether it is applicable
to your country and the currency in which the subscription must be paid.

In all cases where library funding is threatened, canvagsing the support of ipfluential
Users can be very useful in helping tv ensure that the library gets a better hearing from
the financial administrators who may not be so aware of the library's value or purpoge,

1t can also be useful to prepare a list of journals likely to be cancelled, together
with thelr cost, and circulate this to library users, faculty members, etc. Many do not
realize the cost of these items and may either be willing to wmobhilize more support for
inereased funding, or to indicate, quite voluntarily, titles for cancellation.
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4. ACQUISITIUNS

Onee the sgelection of serials is fiualized, their actual acquisition must be
undertaken. This chapter treats the different wmodes of acquisition, ordering and payment
procedures, files to be kept, the role of a subscription agent, modes of dispateh and other
agpects, The serials librarian's role in acquisition work may geem primarily a supervisory
one, at Jleast in the larger health libraries, once the initial major decisions on the mode
of acquisition have been taken and the work procedures clearly defined. However, these
initial decisions are crucial as they can greatly affect the day-to-day routine work in the
serials service of the library.

The bulk of serials acquisition work concerns the ordering of new serials and their
subsequent subscription renewals, Subsldiary, wore occasional activities are the purchase
of back runs of serials, usually at the time when a new library is being established, and
the filling of gaps in existing sets due to past non-receipt, damage or loss,

There are baglically three ways of obtaining serials onm a regular basis: as gifts, by
exchange or on subscription, Ag will be shown, each mode has its advantages and
disadvantages, both from a financial and a worklead point of view.

4.1 Gifts

In libraxies whose financial situwation is precarious, material received free of charge
may seem at least a partial answer to the problem of building a collegtion of serials.
however, before accepting any serials on a free-of-charpe basis, the serialg librarian
should consider the following aspects and weipgh them against the workload, cost and space
reguirements connected with the acceptance and retention of complimentary materials, namely:

— the 1inltial establishing of s record for the title and its inclusion inte the library's
list of serials;

=~ the work invelved in processing the serial each time an issue is receivea, i.e, the
check=in, the c¢laiming of missing numbers and the filing;

= the space it will take on the shelves:

= the cost of binding it}

= whether the title is indeed likely to be used or whether, due to subject or language it
is marginal to, or falls outside the library users' field if interest (see also
Chapter 2: Collection development).

These factors should not only be considered when new serials are being offered to or
solicited by the library but also when back runs of serials are offered by libraries in
developed countries. Gifts should not be accepted just because they are free.

The type of useful material which may be received on a complimentary basis includes the
following; newsletters and similar ephemeral serials frum associations, voluntary bodies,
international organizations, commerxcial f£irms, controlled circulation publishers, etc.,
provided they are within scope and present an interest to the library's users. Whilst most
of these will not contain full-length original articles, many include important up-to-date
information on recent developments in the health field. It is often difficult to know of
their existence as they are rarely included in the standard bibliographical tocls used for
serials and not covered by the abstracting and indexing services. They fall thus into fhe
wide and varied category of the grey or fugitive literature. However, once the serials
librarian is aware of the existence of an Intevesting title potentially free of charge, &
simple letter on the library's headed paper requesting to be added to the complimentary

mafling list is usually sufiicient te ensure rexular receipt. In view of the ephemeral
nature ¢f such materials it is not advigable to waste time in following them up, claiming
missing issues or keeping backfiles in the collecrion. Unly the latest year or even only

the most recent issue may be worth retaining.
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_ lieatth and wedical periodicals from other developing countries may alse be avallable
tree of charge. In view of the similarity of health problems found in such countries,

these ritles ure often very relevant. It would be preferable to be able to offer a similar
serlal in exchange but if this is not possible, a request to the editor of publisher for a
lree regular copy may be successrul, Annual reports, statistical bulletins and other
serials from governmental bodies, including those of neighbouring countries, may also be
wbtained vn a complimgntary basis by writing to the departments concerned.

The serials librarian may alse consider soliciting titles from the medical staff of the
parent body ({(institute, hospital, etc.) some staff may be members of a professional
asgociation and thus receive their publications as part of the membership or take personal
Subscriptions to a periodieal, A request from the librarian or the library committee may
result in copies being donated to the library's collection. However, it should be noted
Lhat in such circumstances it is delicate for the serials librarian to claim missing or
delayed issues from the staff members as it is his own personal material and obviously, the
supply of the title will cease if the staff wmember should leave the parent body.
lneemplele and broken runs are offen the consequence of such arrangements, This problem
was already mentioned under Section 2.2.8 in the context of collection development.

Aid apencies may be another source of serials for health libraries, However, the
scriuls librarian is not always consulted as te the selection of titles sent. Alsc such
donations are often offered for s limited time span only. Although in principal the

serials librarlan cannot rely on such donations, it mugt be adaitted that they sometimes
form the backbone of a small library's collection. Subscriptions to be purchased for the
Library by an aid agency should preferably be solicited im the first iasstance through the
parent body, e.g. the university autherity ov, at the govermmental level, through the
ministry of health or the ministry of education,

4.4 bxchanges

The exchange of material between librarvies or between a8 library and s publisher, an
fnstitute or an assoclatien can be of mutual bepefit and often is a means of overcoming
problems or currency restrictions between countries. It is, of course, only possible i1if
the library has something to offer in exchange. This could be a publication of the parent
bhody such as the periodical of a faculty of medicine, annual reports, occasional papers,
eLrc, Ine systematic exchange of duplicate serials between libraries is another way of free

dequlisition. In ecertaln cases, the serials librarian may consider the purchaze of a
subscripeion to a periodical In his own country in exchange for a similar service by a
library in another country. Yet another option is the exchange of a periodical in return

lor a service, e.g. to receive a required periodical in exchange for a given number of
photocaopied articles a year from gerials pot held in the librarian's own collection. Such
2 gehene may only be feasible with libraries within the same country or with neighbouring
countries where active cooperation exists.

When setting up an exchange agreement, the librarian should consider the same points as
have been mentioned under Gifts (Section 4.1). In additien, the gerials staff may find
themselves involved in mailing out the exchange publications of the parent body. This can
mean considerable extra work in record keeping as well as requiring additional space for
packapging, mailing, ecte.

Botlh the offer amd the acceptance of an exchange should be wmade in writing. Larger
medical school Tibraries with acrive exchange programmes may find the use of a standard form
letter proficable. Unce an agreement is established, it should be treated as a2 business
arrangement, i,e. missing issues should be claimed if necessary. A library which wishes to
cancel an exchange arrangewment should give its partner at least three months notice.

4.3 SBubseriptions

The major gportion of the library's currvent serials are wusually received om
subscription. Depending on the type of library, the seriasls librarian may or may not be
responsible for the ordering work. Notably the librarian of a medical faculty library
sometimes has little involvement in, or knowledge of the procedures or ordering and re¢eipt
of the library's material, whether monopraphic or serial. Often housekeeping activities
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such as acquisitions, cataloguing and classification are carried out cemtrally by the
technical staff of the wain university library. Although such centralization relieves the
medical librarian of certain routine tasks, the loss of autonomy and control can result in
considerable delays in ordering material and the checking and payment of invoices. The
individual departmental librarian may not be able to alter the situation, but by personal
contact with the wyniversity staff concerned, keep up to date with procedures, note any
changes or developments, such as delay in ordering or the payment of invoices, which may
influence the receipt of serials.

The serials librarian recently appointed te a library which has been in existence Tor
some time, shoula become thovoughly acquainted with the acquisition procedures currently in
use before implementing important changes.

4.3,1 How to acquire subscriptions

The firgt decision the librarian must make for the acquisition of serials is
whether to subscribe divectly to the publisher of each individual title or whether to
choose a subseription agent to carry out the task for all the serials ordered, Ag
this choice is crucial, the advantages and the disadvantages of bhoth cpticns are
considered below.

4,3,1.1 OUrdering from the publisher

The main advantage of placing subscriptioas with the publisher i{s the direct

contact which is established. The serials librarian can be reasonably sure that the
order has been correctly entered, once the invoice has been received apnd the
subscription paid in an accepted currency, The publisher can be reminded eof the

essential details of the order aund payment at the time of claiming missing issues which
facilitates and speeds up the responge,

Another advantage is that the subscriber pays only the price of the
subscription. Extra charges are only incurred when special services such as airmail
or registered post delivery are requested by the library, A subscription agent, on
the other hand, always makees some overall extra charge for the service he performs,
whether it be a separate handling charge added to the invoice or a hidden percentage
increase on the cost of each title ordered. In theory thus it would seem cheaper and
quicker to order direct from the publisher.

However, the following substantial disadvantages must also be kept in mind before
a decision is made:

(a) DLirect ordering to the publisher of each serial is = lengthy process even if the

library subscribes to only a small pumber of titles. The paperwork invelved, the
checking and payment of different types of invoices in a variety of currencies and
follow=up of individual items result im high administrative costs. Dealing with

multiple suppliers will thus generate excessive paperwork which 1s inefficieat and
unecencmical in staff time,

(b) The majority of publishers of the serials to be ordered are most certainly basged
in developed countries and thus would request payment in hard currency. The
foreiyn currency restrictions and the lemgthy procedures involved im the payment
of gach publisher's invoice would in many cases preclude the practicality of
ordering ¢irect from publishers outside one's own country,

4.3.1.2 Opdering through a subscription agent

The choice of acquiriug material direct from the publisher or through an agent
probably does not exist in most developing countries in view of the constraints listed
in the previous paragraph. Whether a choice exists between using the services of a
local agent or an American and/or European agent will vary from country to country,
Frequently there are no local agents or if there are, their services may be limited to
the provision of general literarure only. However, 4in =ome countries large
booksellers act as subscription asgents as well. The most important advantage of using
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{a)

(03

(¢)

(d)

{e)

(£)

a local agent of good reputation would be the possibility of paying for foreign
gubscriptions in lecal money, thus aveiding the problems of obtaining hard foreign
currency, lf unfamiiliar with the domestic situvation, the serfals librarian
should make Inquiries, perhaps through colleagues in other libraries, whether a
good local apent dogs exist.

The advantages of using the services of an agent include the following:

trders are grouped, i.,e. one order can list all the subscriptions to he renswed
tor the following year as well as, in a separate list, any new subscriptions.
The serials librarian may send his order for all foreign titles either to one
agent or diversity, e.g. by using an agent in the USA for American titles and an
agent in the U.K. for bBritish and European serials. It is cheaper o purchase
terials from an agent in the ¢ountry of origin as no conversion of currency is
Involved, i.e. an American serial purchased through a British agent would cost
more than if purchased vis a U.K. agent, due to bank charges for currency
conversion. However, it is probably not efficient to use more than two or three
different agents as too much diversification will again result in too much
paperwork. On the other hand, the sgerials librarian sending orders to more than
one agent has Lhe opportunity to compare services and costs.

The librarian receives one annual jnvolce govering all jtewms which facillitates
payment procedures, Most  large subscription agents involce In one currency
only., The price in the original currency charged by the publisher may be
indicated on the invoice for each item and 1s then converted into the currency
charged by the agent. In olher cases the invoice just shows the price in the
converted currengy which complicates fimancial ¢ontrol by the serials librarian,

The agent, as the intermediary, may also offer, for anm extra charge, to deal with
any claims for missing issues and gubseription problems, Some agents provide
their own stationery for ¢laims which the librarian fills in and sendy back to the
agent. The agent should, in theory, then check that the subscription has been
correctly entered and add details ol proof of payment before forwarding the claim
te the publisher. Many of the large agents have, over the years, installed their
owil computerized systems so that claims may be followed up automstically 1f the
publisher does unot reply, It is possible that the publishers reacl more
favourably to claims transmitted by agents rather than individual 1libraries.
However, 1t is the responsibility of the serials librarian to engure that claims
are sent out at the appropriate time (see alsc Chapter 6; Claiming).

The computerized systems developed by the major agents in the developed countries
may offer many fringe benefits in addition teo the traditional services, Such
gervices may jnclude renewal lists sent by the agent which the serials librarian
only has to modify if necessary, then confirm remewal and return to the agent
before a fixed date te easure that the subscriptions for the next year are
registered, This aveids retyping & new order each year, Sdmilarly, standing
orders are often accepled by agents who automatically renew the original order
until it is ¢ancelled by the librarian.

The major subscription agents have files of bibliographical information concerning
a wide range of serials and should be able to act as a sgource of up=to-date
informaiion on serials which have ceased publication, changed title or publisher,
on new serials etc. Some agents Issue free catalogues or bulletins for their
customers containing such information regularly updatea.

The principal international agents offer a service of grouped shipments, airmail

and/or repistered delivery. Such agents will have all titles ordered for one
library sent to their own address where numbers are checked-in and dispatched fn

bulk at regular intervals to the consignee by alr or registerad post, Missing
issues are ¢laimed as necessary. The agent will even mark {ssues with the
library's own location codes or whatever symbol the librarian requests. This
gervice is not free, of course, and could cost at least 10-15% of the total c¢ost
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of subscriptions extra, depending on the agent. However, 1f countries where
problems of receipt exist, it may prove to be the solution for libraries who can

afford it.
There are also problems when ordering through an agent:

{a} One such problem is cost. Although ageuts may receive from the publishers =
discoant om the subsceriptions ordered, the rate of these discounts has been
decreasing over recent years. The agent cannot therefore depend on this discount
alone to make a preofit. As already mentioned above, in varying degrees and in
different ways all agents impose a handling or service charge which the library
pays for on top of the subscription price. Additionally, when an agent purchases
forelgn sexials for his clients, & benk charge is made on the currency conversion
or a fixed exchange rate is applied which iIs usually higher than the prevailing
bank rate. Thus, any extra charge is passed on to the client.

(b) GSome librarians question the agent's efficlency in dealing with claims and the
standard of this type of service varies coansiderably. However, as the agent is
only the middleman, the fault may ultimately lie with the publishers (see also
Chapter &: Claiming).

4.3.2 How to choose an agent

As previously mentiomed, each agent has his own working methods, terms and
standard of performance, Therefore, the choice may seem arbitrary if the librariam
has no experience of acquiring serials through a subscription agent, However, there
are several ways of finding out the quality of service of each agent before declding
which one would suit the library's requirements,

A subscription agent is in business to make a profit, The serials 1ibrarian, on
the other hand, is looking for an agent who offers the best services for the least
cost. If an agent, capable of handling subscriptions fot foreign gerials, is

available locally and if he accepts payment in national currency, it is probably not
worth seeking the services of an agent abroad.

Otherwise, the first step would be for the serials librariam to contact some of
the principal agents and to request ipformation on thelr terms and services. They
will probably send printed matter explaining their procedures and services offered and
alsc inform the serials librarian of their own requirements on such matters as the last
date that orders are accepted for the followlng year, when payment should be made, in
what currency, ete. It is gometimes difficult to evaluate the charges as the method
of fixing rates wvaries according to agent. Factors which influence the handling
charges include the number of subscriptions to be ordered, when payment can bhe made
{discounts may be offered in c¢ase of advance payment) and the discount the agent
receives from the publisher on individual titles.

& careful study, comparison and evaluation of relevant information from the
various agents should therefore be made. A "mock order” for quotation could then be
sent t¢ Lhose agents who seem to offer the best services and wost favourable
conditions. A "mock order” is simply a list of gome of the serials the library may
wish to order im future or is at present ordering from ancther source, The serials
librarian should request the agent to quote the price charged for a current year's
subscriprion to the titles listed. He should clearly state that the reguest is for
information only and should not be treated as a firm order. By sending the same
sample llst to several agents, the gerials librarian will be able to compare prices on
the quotations received. If the librarian can obtain the publisher's own gelling
price, either from a current copy of the perilodical itself or from a colleague in
another library, he can better judge the agent's charges. He should not take the
price from such bibliographical tools as Ulrich's Periodicals Directory or Willing's
Press Guide as as these are probably out of date.




WHO/HLT /87,1

page 20
It is dimportant that the serials librarian be aware of the following practices
that are commen with subscription agents. Sowe sagents calcularfe the handling charges
ag & percentage of the price of the subscription. Thus, the more expengive the

periodlcal the higher the handling charge. Other agents do exactly the opposite,.

Some agents charge a fixed rate on each subscription for which they receive little
or no discount from the publisher. Others charge a set percentage handling charge on
the total of the invoice. Obviously the handling charge based on a percentage of the
price of the subscriptions will increase with the riging cost of perigdicals each year
which amounts to about 10-15%. A fixed rate, on the other hand, remains stable until
the agent decides that it must be increased as he certainly will every few years.

As can be seen, praciices vary considerably and some agent's actual charge can
also vary according to the client concerned.

Although a guotation permits a setlals librarian to ascertaln the agent's pricing
method and scale, it does not allow him to judge the quality of the gervices
provided, For this, the librarian sheould obtain the opinions and experiences of
colleagues, He can also ask the agent to furnish the names of some ©f his clients in
his own country or in neighbouring countries to whom he could write for information.
It would be preferable to choose an agent who has experience of the problems particular
to developing countries and has proven efficient.

The names and addresses of some majotr international subscription agents are given
in Annex £.

4.3.3 Urdering

After the sometimes difficult managerial decisions on which serials to order for
the library and with which agent to place the orders, the actual ordering of the titles
chosen 1s a straightforward administrative procedure. However, there are a great
number of details to which attention must be pald and which will decide whether the
orders are recelved iu time by the agent, whether the serials will be correctly
addressed, mailed in the degired way, 1in the number of coples required, etc. The
principal ones of these administrative details will he discussed 1in the following
sections,

4.3.3,1 Timing

Whether the gerials librarian himself is regponsible for ordering or whether
serfials orders are handled centrally in a university library’s acquisition department,
he should ensure that they are dispatched to the agent at the correct time of the
year, Host apents require their c¢lients to send thelr orders for subscriptiens for
the c¢oming year at least three months beforehand, i.e. in September for subscriptions
starting the following January, The agents need time to process the gquantity of
orders they receive and arrange paymeut with the publishers. The publishers in turn
musl take the necessary action so that the subscriptions start with the first issue of
the following year. Timing is thus of utmost lmportance. If orders are sent late,
then it is most unlikely that the library will receive the first issue or issues
published at the beginnipgy of the year, Most publishers nowadays refuse to backdate a
subscription and will only service an order as from the current issue being published
after receipt of the order.

1f the approval of a library committee is required before a purchase order can be
sent, the serials librarian must ensure that subseriptions are discussed well in
advance of the deadline. The agent cannot be held responsible for delayed orders if
the library has not met the agent's requirements concerning date of orders. It would
be wrong to delay sending the bulk of an order just for one or two outstanding 1tems
for which a decision has not yet been taken. A supplementary order can always be sent
at a later date if necessary.
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When subscriptions toe new serials are under consideration, the librarian is

advizsed tc order the titles starting with the beginning of the next c¢alendar year
rather than in the middle of the ongoing volume, Those ordered for the first time
ghould appear in a separate alphabetical listing in the purchase order.

4,3,3.2 The purchase order

The purchase order should be neat and clear, with particular note taken of the

following points:

(a)

(b)

{c)

(d)

{e)

The client or consignee address should appear on the top of the order, clearly and
correctly set out. It should be remembered that publishers will oftem abbreviate
consignee addresses which are too long for their address system where the number
of lines may be limited as well as the lenmgth of each 1ine. It is therefore
advisable that the serials librariasn ensures conciseness rather than risking that
the publisher removes important parts of the address arbitrarily. Serials
intended for the library should be addressed accordiagly. Sometimes the Dean or
the Institute Director are cited in the address for administrative or bureaucratic
reasons with the result that the serials mever reach the library or are delayed,
The uwuse of a8 post office Box number is advisable as it ensures correct direct
delivery.

As mentioned above, new subscriptions to serials should be listed separately from
the repnewad orders. The titles should be listed in alphabetical order
indicating, if known, the name and address of the publisher, especially in the
case of new subscriptions. Items should be numbered consecutively and the number
af copies ordered must be clearly indicated.

The mode of dispatch should be specified. Where no indication is given, the
agent and the publisher will assume that surface mail is required. However, in
view of the numercus problems of receipt, delay and loss of items sent by surface
mail, the serials librarians in the developing countries may seriously want to
consider the possibility of requesting dispatch by air mail or registered post,
The major constraint teo such special ways of delivery is cost. Air mail or
registered post delivery may add considerably to the cost of the subseription,
This means that with a limited budger the librarian may have to choose between
less serials ordered for surer delivery or more titles with a higher risk of
missing issues and delays in receiprt, Some publishers, however, refuse to handle
any specilal deliveries and will only send out their serials by a common dispatch
systen, Afr mail costs will vary considerably according to the distance, the
weight and frequency of the serial, Sometimes rhe publisher inveices the normal
gsubscription rate at the begiuning of the year and sends a supplementary invoilce
at the end, covering air mail costs incurred during the year, A fipancially more
acceptable compromise would be to have certain titles sent by special delivery and
the others by surface mail. This should then be clearly indicated on the order,
next to the title.

Estimating the total cost. In arder to efficiently manage the library's budget
for serials, the librarian should be able to estimate approximately the likely
total costs of sgubscriptions for the following year. These procedures are
outlined in Sectiom 3.3: Budgeting for existing collecrions,

The serials librarian should carefully check the otder. It should be signed by
the responsible staff member and dispatehed by registered mail to ensure safe
delivery. The order must be accompanied by a list of any serial subscriptions
which are being cancelled for the coming year, The list should be clearly marked
"Subscriptions not to be renewed" go that there can be no error on the part on the
agent. This may usefully serve as proof of cancellation in case the publisher
persists in sending the title and later requests payment. The serials librarian
ghould try to avoid cameelling subscriptions before the expiry date. Agents are
usually willing to try to cancel at any time but their success depends entirely oun
the publisher's cooperation. Agents cannot make any refund unless they obtain
credit themselves from the publisher for the unexpired portion of the
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Subscription. Slnce they have computerized their services, some publishers
refuse cancellation once the subseription has been entered inte their orders
systew, i.e. aven before the beginning of the subscription period.

A gsample purchase order is given In Apnex 7.

4,3.3.3 Invoices

U receipt of the library's order, the agent will place individual orders with
cach publisher, Most publishers require pre-payment from the agent, esome accept
payment at a later date. The agent then prepares and sends the global invoice to the
client. The form of an invoice can vary considerably, Some agents will provide a
"single line" early invoice which gives only basic information of the total sum
involced. The idea is to facilitate early payment by the library and to offer a small
discount (two to two and a half per cent.) if payment is made before a fixed date.
The “one line” invoice is basea on an estimate of the following yesr's subscription
tates, it is followed at a later date by the definite inveice, itemizing titles and
prices and indicating any adjustment to pay or any credit balance. Thisz system of
involcing early in the vear the following vear's subscriptions is extremely useful for
countries where the banking procedures for the payment of invoices in hard curremcy ate
inordinately long.

A definite involce should give as winimum information the client's address, the
order number and date, the titles ordered and the price charged for each. A number of
agents do not specify the handling or service charge separately but ingorporate it into
the price charged for the subscription. Other agents specify the handling charge
geparately. The main international agents whose invoicing systems are computerized
can offer a wvariety of invoice plans to meet the requirements of individual
libraries. When possible the librarilan may prefer that the price be indicated in the
original currency as well as the converted rvate and that the handling charge be shown
separately, This system simplifies the checkiny of the items and prices involved.

It i egegential to check the invoice against the ovder as soon as LE  is
received. Any inaccuracies should be identified and repotted to the agent rapidly.
Obvivusly it is difficult to gheck the price charged by the agent against the price
printed in the serial ftself if the currency has been converted and the handling charge
incerporated. However, it is worth making a spot check on a few items and comparing
the invoice with the one received for the previous year's subscriptions, taking the
estimated price increase intoe account, The uumber of copies (if more than one copy is
ordered of any title) should also be verified. As previously mentioned, charxe for
alr mail and/or registered meil may only be inveiced at a later date, However, such
information should be indicated on the invelce so that the serials librarian 1s aware
ofb the mode of dispatch accepted by the publisher, knows when to expect supplementary
invoices and can zllotate the required smount from the budget. Any other relevant
information such as title changes or cessation of publication should also be mentioned
on the Invoice.

4,3.4 Payment

The main agents often accept payment in different hard currencies but
unfortunately rarely 1in the c¢urrencies of developing countries, Payment in hard
currency 1is probably the most serious problem faced by librarians in the these
countries. This is linked teo another difficulty, namely that of prepayment.
Increasingly, agents are requesting "cash with order” for any part of the world where
they suspect that payment problems might arise, If the serials librarian kpows that
payment procedures in his parent institution take & lomg time, he should plan
accordingly and request an early invoice from the agent. If payment is effected only
after the beginning of the subscription period, it is very unlikely that the first
isgsues of the year will be received. Thus planning ahead for the payment of serials
invoices 1is essential as well as checking from time to time with the administrative
staff concerned that payment is actually made.
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In countries where it is virtually impossible to obtain hard currency at all to
pay for foreign books and serials, there are two international schemes which may assist
the serials librarian to overcome this problem;

{a) Unesco coupons

Unesco coupons serve as a means of payment, Their value is expressed in US
dollars and they ate sold for national currency at the officlal rate of
exchange. Users can buy Unesco coupons from their National GCommission for
Unesco, which exist in many developing countries. This scheme is aimed at
individuals and ipstitutions wishiog to purchase books, serials, films and
material for educational, sclentific and cultural purposes.

The librarian should iaquitre with publishers and agents before sending an
order whether payment is accepted in this manner as gome firms are unfamilisr with
the Unesco coupoa programme or unwilling to participate in it.

The main drawback of the coupon scheme seem to be
— that national commissions for Unesco do not exist in every country;

— that even where they do, the allocation of coupons is limited so that the agency lis
obliged to decide on an order of pricrity for the various requests received;

= that not all agents or publishers accept Unesco coupons as a form of payment ;

— that at times when the dollar exchange rate fluctuates, the library way suffer a
loss between the time the coupons are bought and the date when they are used for
payment (but, of course, the opposite may also happen).

Information on the scheme may be obtained from the National Commission for Unesco
in individual countries or from Unesco headquarters (7 place de Fontenoy, 75700 Paris,
France).

(b) WHOQ Revolviny Fund

WHO offers assistance to health libraries in purchasing books and serialg by
use of the WHO revolving Fupd, This scheme enables iInstitutions to deposit in
local c¢urrency with WHQ, either for a one-time occurrence or periodically, the
amount reguired for such purchases. WHO orders the material on behalf of the
institution and uses the eguivalent amount in hard currency to pay for it, When
the Revolving Fund is used, an extra 20% of the toral estimated cost of the order
mugt be deposited as a guarantee that sufficient funds are available, However,
the ultimate charge i1s only for the serial gsubscriptions, postage and agent's
handling charges so that when all the invoices have been paid by WHO, any balance
is refunded. The local currency deposited is used by WHO for its projects in the
country, The procedure is carried out through the ministry of health of each
country which is informed by WHO of the limit of dellars available for the coming
year, 4z the procedure is quite lemngthy, the librarian should plan s5ubscriptions
well in advance and should be ready to deposit the necessary sum early in the vyear

for the following year's subscriptions, The librarian should contact the
ministry of health or the WHO Representative in his country for further
information.

4.4 Acquisitions Records

The mode of acquisition {gift, exchange or subscription) should be noted on the serials
ingeription card or record. This information is essential when claiming becomes necessary,
for instance because subscriptions may have a higher elaiming priority than exchanges or
gifts. It also plays a role in deeciding where to send the claim which may be the exchange
partner rather than the publigher. The librarisn should keep a serials correspondence file
in which any letters pertaining to agreements of donation or exchange are kept in
alphabetical order of serial rirles, Copies of purchase orders, related correspondence and
copies of invoices could be filed separately, with a new alphabetical title sequence for
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vach subscription year. & card f{ile could be established of purchased serial tiileg,
indicating the subseription year ordered, the corresponding inveice nuamber, the price,
cLo. This ipformation may be entered on the serials igscription record ingtead 1f

proeferred (see (Chapter 5; Receipt and recerds).
4.3 Acquisition of backfiles

The purchase of serials backfiles may be a one-time occurrence when a libraty is first
being established or when the subject scope of the colleection is being expanded. In
peneral, long back runs of serials are not required in the biomedical field. The
acquisition of backruns should be limited to titles and years for which the library is
likely to receive a cerlain level of demand, i.e. those for which it is not econowmlical,
practical or desirable to procure photocopies from other libraries in response to requests
Lhat cannot be met locally.

backruns of serials are usually available inm two forms: as printed hard copy or 1in
microform, When making a cholee, the librarian should take the following points inte
conslderations

() Hard copy backruns can be expensive and difficult to obtain as they are rarely
available from the original publisher. In fact, mest publishers sell thelr stock of
back issues soon after publication to a number of specialized dealers {see Annex 2).
The serials librarian should first ask for a quotation from such second-hand dealers as
the stock of one may not cover all the required materizl and the prlces may vary
considerably, When comparing quotations, the librarian should note whether postage 1u
included or not as this c¢apn be very expensive. Unfortunately considerable time may
#lapse between the receipt of quotations, comparison of data and the finsl order sent
Lo the back issue dealer, with the result that the required volumes may have been sold
gince and are ng longer available. Another problem to be faced is that one dealer may
not hold the full set of volumes and issues required so that the serisls librarian is
obkiged to purchase small parts from several dealers to complete his collection,
Another source for serials backfiles is the Universal Serials and Book Exchange (see
Annex 9). Uccasionally, statff members of the parent institution, university teachers
or research staff may hold private sets of impeortant, relevant serials and, if asked,
may be prepared to donate them to the library.

(b) Hidden expenses such as the postal charpes mentioned above and the possible peed for
binding the bhack issues on receipt inm the library must be taken inte account so as not
to exceed the available funds,

(¢) The back files will occupy space on the shelves, The librarian must therefore review
the stack situationm beforehand and make sure that the volumes to be ordered can he
accommodated, with space still available for future collection growth. The space
problem can be overcome if microforms sre purchased rather than original hard copy,
The specific aspects of microform serials, thelr advantages and disadvantages are
digeussed in Chapter l4: Microforms.

Ouee a4 decision has been taken on the titles and volumes to be purchased as well as on
their form, {.e. whether hard copy or microform, the library's subscription agent can
usually handle such an order.

The possibility of acquiring backruns by gift from establishea libraries iIin advanced
countries may be investigated before expensive purchases are made, A "Wants" list can be
compiled and circulated to a number of medical libraries at little cost. It is worth
remembering that many medical ipstitutionms in developing ¢ountries have an existing
connection through teaching or staff/student exchange programmes or research cooperation,
with well-founded dingtitutions in advanced countries, These relationships should be
exploited by the librarian wherever possible.

5. KECELFT ANL RECOKLS
Une of the most fundamental and essential tasks in the serials service of a library is

the check-in, i.e. the recording of receipt of new Ilsgues, If this appears Lto be a
straightforward task it is hecause dts complexity iz often not fully recopnized.
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Undertaken with insufficient care, this results in serials records which are disorganized
and not up to date, As a consequence, missing and overdue issues sre not claimed at the
appropriate time which leads to gaps in the collection and seriously effects the value of a
library to 1fs users.

The serials records constitute the key to the collection and should clearly show the
following items of information:

- what has been received;
- when it was received:
~ what nas been claimed and when]
— what is the status of certain issues and titles not received,
This information is necessary to the library staff for a variety of reasons, such as:

= to be able te inform the reader on the availability of a title or a given issue he is
requesting:

= to carry out prompt and effective claiming;

- to know when s volume is complete and ready for binding:

- to locate current and back issues;

— to provide the data elewments on which the list of the library's serials holdings is based.
5.1 Types of record keeping systems

The types of serials recording systems ramge im level of sophistication from the simple
loose—leaf folder to a complex computerized system, Whatever system is used, it should
provide rapid access to the required information. The presentation should be clear so that
the recorded data can be rapidly seen and understood by the library staff and, if necessary,
by the users. The type of system chosen will depend onm the number of serials curremtly
received and the available funds.

The most common system found in libraries for serials control is the wvisible card
index, «<ften known by the trademark Kardex. For a description of this equipment, see
Chapter 13: Equipment and furniture. It is a suitable system for libraries with a
reasonably large number of current serials, However, similar visible record units can he
obtained im book form for up to 100 cards, indicated for smaller collections.

Kardex~type files have the advantage that the titles are immediately visible and that
the cards do not have to be removed for inscription or consultation, The plastic edge at
the bottom of the card pockets allows tags or flags of different colours to be fixed,
denoting wmonth of receipt of the latest issue or whatever other items of information the
serisls librarian considers necessaty.

A similar system with the same cards hanging on rods In a cabinet can alse be used.

It rakes up less space but here the cards have to be removed each time for consultation or
inscription, with the rigk of misplacement or loss. Flagging is more difficult and less
evident. Large cards gultable for inscription purposes can simply be filed in a box but as
the titles are not so easily visible, recording is slightly more time consuming. For =&
small ¢ollection of serials, a loose-leaf folder is quite adequate, It does not allow for
flagging but this is not a serious disadvantage with a small number of titles. Whatever
system is used, it is rvecommended that the records be kept in alphabetical order by sgerial
ticle.
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3.2 Basic informwation recorded

For each serial currently received by a library, a basic set of data should be given on
the record, to identify the title and provide the staff with informaricn on its status. Tt
is Important to reslize that none of this information is permanent, In fact, permanency is
not @ characteristic of serials whose titles, publisher, frequengy, price and other elements
may change at any tilme of their existence.

Basic data to be recordea for a currenl serial comprise:

{a} uomplete and acvurate title of the serial as it currently occurs on the cover or title
pape, with an Indicetion of any previous title.

{b) Full and up-to-date address of the publisher and the claiming address if different,
e.g. In cases of gifts or exchange where the serial is not digpatched by the publisher.

(e} Name, ard address if necessary, of the agent through whom the subsceiption fs ordered.
(d) Mode of acquisition, i.e. subscription, exchange or glft,

{e) VFrequency, in case this is not evident trow the record,

(£) Mode of dispatch, i,¢. surface, airmail or registered mail,

(&) VYear, volume and issues received, including indexes, supplements and special lsgues,
possibly also the date of their receipr.

(I) Holdings statemenl as it appears in the list of serials holdings of the library.
{i) Binding Information.

(1) Location of current and back issues (e.s. reading room, stacks, various offices) and
whether the title circulates outside the library.

Some of the above items of information may be considered optionmal, others may not be
recorded in writing but indicated by the flapging system. Some elements of information are
only of use to the serials librarian and are taken into consideration when missing issues
are claimed, e.g. the mode of dispatch. Uther items may be kept in different files, e.y.
tinancial information such as invoice dates and payments. For examples of the formet and
layout of serials records see Annex 3.

5.3 Temporary Lfoforuation recorded

This is information of temporary validity which explains the status of an individual
[tem and which can be removed when it is no longer relevant, Examples of Lemporary
informalion on serials are;
{a) Netitication of issues claimed.

(b} Intormation frum publishers or agents on delayed or suspended publication of serials.

(c¢) Publishers' replies to claims such as: replacement is gent, issues are out—of-print,
ele.

(d} lnforwation om the expected publication date in the case of anmuals and irrepular
serfals.

2.4 Flagging sysrems

As mentioned above, plastic flags or tags of different colours can be fixed along the
edge of Lhe records in a visible card index. They may be slotted in at a fixed position Lo
denote items of information considered useful, e.g. location of issues, mode of acquisition,
treguency, volume at the binder, issues claimed, ebc, They can also be used to indicate
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the month of receipt of the latest Issue and thus serve as a means of judging if and when to
claim the next issue. There are two different methods of Flagging for this purpese
although both systems use the date of receipt of the latest issue as their determining
principle, Both systems require that the months of the year are printed across the top or
bottom of the card used for inseription.

(a) The flag can be fixed at the month in which the latest issue was actually received,
The month in which the issue was published or the date that is printed on the cover is
disregarded for this purpose. Every serials librarian knows that issues often appear
after, and occaslonally before, the date figuring on the cover and that due to postal
delays an issue may take up to three or four months to reach the consignee in a
developing country if dispatched by surface mail. By taking the frequency of
publication of the serial into account and the month in which the latest issue was
received, the serials librarjan can judge when the next issue can be expected. For
example, if the March issue of a monthly periodical is received in May, the next issue,
that for April, shouvld arrive in June. Thus, if nothing is received by July or
August, the librarian should consider claiming the next issue, Thies system of
flagging still means that the serials librarian or clerk is obliged to comsult each
card to be able to judge if claiming is necessary as the frequeney of publication of
the serial has to be ascertained and taken into account as well as the date of receipt
of the latest issue,

(b} The second system of flagging is faster at the claiming stage because it enables the
librarian to indicate the predicted momth of receipt of the next issue rather than
marking the date of receipt of the latest issgue, The flag can be fixed at the month
in which the uvext issue is due for receipt. Yor example, if the latest issue of a
quarterly pericdical is received in March, the librarian moves the flag to the month of
expected receipt of the next issue which should be June. Thus when claimging, the
serials librarian need only consult those cards for which the flagging shows that the
predicted date of receipt was some months earlier. When the librarian is making
claims in July for overdue issues, he neea only lock at the cards for which the
flagging indicates a predicted date of receipt that was prior to June. If this system
is faster at the claiming stage, it is slower at the moment of inscription because the
predicted date must be calculated as it depends on the frequency of the serial,

1f the serialg librarian uses a recording system which does not allew for flagging,
i,e. a loose-leaf folder or cards im a box, the date of receipt of each issue should be
noted next te the issue number on the record. Unfortunately, this can look messy and
sometimes makes the record difficult ro decipher. There should, therefore, be enough space
on the cards to ensure that this does not happen.

5.3 Factors affecting the receipt of serials

As most librarians are aware, the receipt of serials is often not predictable due to 3
variety of reasons, especially 4n libraries in the developing countries, In fact, receipt
depends on some or all of the following factors most of which were dlready mentioned in
Chapter 4: Acquisirions.

(a) Correct and timely placing of the subscription orders

1f ordering or payment are delayed, this will automatically affect the recelpt of
serials, Sometimes the publisher will send all back issues of a subscription year in

one batch if the subscription was entered late. At the same time, current issues are
dispatched and may reach the ¢onsignee even before the back issues,

(b} Adequate and complete consignee address

The address indicated by the cousignee should be as complete as possible to avoild
issues golng astray. Serials should be addressed to the library and not to the parent

institution or the dean of 4 medical school as this will certainly delay their receipt
and can even result in their loss.
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{v) Mail aupects

The secrials librarian should have an approximate idea of the time it takes for
mall Lo atrive from the various countries in which the major publishers are based. Her
can pauge thig by checking the date of dispateh on the envelopes in which the gerials
arrive. He should be able to predict the approximate date of recelpt for clalming
purposes and to inform his readers, always taking dinte account the wuswal postal
delays, Lf the dispatch by surface mail of serials causes unacceptable delays and
Ineresses the risk of loss or damage of issues, the serials librarian should coneider
dispateh by registered or airmail.

(d) Temporary delays

These may occur either in the country of dispatech or the country where the library
ig located and be duc to strikes of printing, peostal or dock workers or disruptions due
Lo natural disapters or political unrest.

7.6 Practical aspects of receipt and check-in

For the receipt of serials, the mail clerk of the library or whoever acts as such
should be instructed to remove the wrapping carefully in order to aveld dawage to the
Loguc. The envelope should be kept with the issue until inscription eon the serials record
Is carried out. It is lwportant that the envelope nol be discarded before as it cap carry
useful foformation such as the gonsignee address (sometimes [ssues are lncorrectly delivered
and  really idntended for another consignee), date of dispatch, publisher's address,
subseription cegssation date, etc. If the material received was not ordered or requested,
Lhe envelope can indicate at least by whom 1t was sent.

In larger health libraries, the check—in of serial issues on the record is usually left

Lo a non—professional sfaif member, In this case, the gerials librarian should epsure that
Adequate tralning has been given to the clerk. Ideally, writtenm imstructioms should be
available tor reference. The clerical staff member inscribing serials should Jleave aslde

l'vr his supervisor any issues or material that pose problems.

How Lrequently serial issues are inscribed in the record will depend on the number of
Litles received by the library. In principle, issues recedlved should be recorded and made
avallable to the users every day but at least {wice a week, They should be stamped with
Lhe library's name and Lhe date of receipt. Any items for which no record exists, for
whatever reason, should not be stamped. They may not be intended for the library and their
return woald uot be accepted by the publister it defaced by a stamp,

Most serial issues pose no problems and can be dealt with rapidly. On the other hand,
there are few serials which de not cause difficulties at one time or another. Such

problems occur witnd

(a} Chanpes of title

These are somctimes clearly indicated on the cover of the serial. The serials
librarian should be able Lo pick out any yitles that he does not recognize and search
on the title page or in the editorial for indication of & former title. 1f there has

in fact been a Llitle change, necessary action should be commenced for altering the
library's records, i.e. to close the entry for the old title and wmake a new record for
the current title, The two titles sheould be linked on the records hy references 50
that stalf and readers are inforued of the title change.

(b} Cessation or suspension of publication

Ihe cessation of suspension of publication of serials is often not pilcked up by
the serials librarian or ¢lerk unless the information is clearly shown on the cover of

the last issue. When a serial no longer arrives, the Llibrarian should check the
lajont igsue received more thoroughly before filing an unnecessary claim with the
publishers, Information on cessation or suspension of publication may be found on Lhe
title pyre, ia the editorial or on the back page,. Untovturately, some gerials cease

publication witheut warning,
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(¢) Duplicates

For titles received on subscription, duplication of issues should not be allowed
to continue indefinitely as the librarian may then be required either to pay for them
o to return the duplicates in saleable condition, i.e. not stamped or tern. It is
not necessary to inform the publisher of, and to return an individual issue received in
duplicate. However, it 1s advisable to take acrtion if duplicates are received
regularly. Duplicate copies recelved as gifts should be put on one side, They may

be considered useful exchange material or serve to complete the library®s own
collection Lf an issue is lost or stolen (see alse Chapter 8; Duplicates).

(d) New or unsolicited serials

Any materials for which there is no serials recoird should be set aside (with its
envelope) for further examination by the serials librarian. Unsolicited material may
include specimen issues of new serizls sent by the publisher or complimentary serial
publications sent by pharmaceutical firms or governmental agencies. If and when a
decision is taken to either keep or discard such materials, appropriate entries should
be made in the record system, It is important to record negative decisions as well as
pesitive ones =o that the person recording recelpt of future issues may take the
necessary action without further reference to the serials librarian.

{(e) Supplements and indexes

At least in theory these do not constitute problems but it is important that they
be clearly entered on the serials record, It is suggested that a separate record be
maintained for supplewments which appear on a regular and frequent basis as iz the case
for the varicus "Acta” periocdicals from Scandinavian publishers. & record soon looks
messy and confusing if too mueh information is crowded into & small space. A note
explaining the fact should be made on the main record for serials for whose supplements
4 separate entry Is to be found. The receipt of indexes should be clearly marked on

the record card at the end of the volume which they cover.

5.7 Subsidiary sevials Iinformation files

Apart from the current records on which incoming issues are inscribed regularly, other
files of information on serials may be necessary. Some of this information, such ag data
on binding or financial aspects may be combined with the check-in records. However,

separate filles may be established and mailntained on the following icems, especially in
larger libraries:

overall policy decisions concerning serials work;
- information on acquisitions procedures;
- finanecial agreements with the apgents;
- orders;
= invoices.
All 1libraries will require a correspondence file which will include esggential
information on donatlon agreements, exchange arrangements, important problems of receipt,
ey, Such correspondence should be arranged in alphaberiecal ovder of title of the sarials

recelved and under each title chrounologleally by date of letter. Filez should be clearly
labelled and be available for comsultation by all library staff members.

b. CLAIMING

Claiming 1s a task which is frequently underestimated, both as ragards its importance

and its difficulty. The completeness of a serials collection ecan to a reasonable degree
only be ensured through regular, systematic review and follow-up of the check—-in records.
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Statistics show that in the libraries of the developed countries about 5~8% of all issues
due are nol received and must be claimed. It is safe to puess that in the developing
countries the percentage is considerably higher.

The basic principle of claiming is simple and straightforward: claim all gerial issues

which are overdue, However, when individual cases are considered, this picture becomes far
more coinplex.

For obvious reasous, the chapter oo claiming overlaps partly with the section on
serials check-in in Chapter 53: Receipt and records. A certaln duplication ls therefore
unavoidable and, indeed, intentional.

6.1 Reasons for non-receipt of serials

There are many reasons why a serials issue may fail to reach its destination 4and
require claiming. A major subscription agent has compiled a list of 35 reasons and stated
that this list {s by no means exhaustive. The reasons can be divided into two groups
according to the type of delinquency: skipped issues or break of gervice.

& sklpped issue is an occasional non-—receipt in an otherwise unbroken sequence of

recorded scrials fssues, 8y far the meost common cause of skipped isgsues is “loss in Lhe
mail™, The word “loss™ here can take a variety of meanings: actual loss dug to
negligence, theft or misdirection to a wrong consignee are the most frequent ones, Not

infrequently what appesared to be a skipped {ssue turns out to be merely a deiay in the mail
and the fssue arrives long after it was due. Only rarely can skipped issues be blamed on
the publisher although it may happen once in a while that an Issue is actually not
dispatched. Not so rarc are cases of false non-receipt; the issue was received in the
Ilbrary but was not checked in, before a skipped 1ssue is clpimed, it pays to check
whether 1t does not ip fact sit on the display shelives.

Break  of service ({or lapsed subscription) means that & serial sStops coming
altopether. Typically, this happens at the beginning of the year and the party at fault is
either the agent who failed to place the renewal order with the publisher, or the publisher
who falled to record the order, who did not make the necessary mailing arrangements or who

entered a  faulty (wrong or incomplete) address onto the mailing Iist, A similar
delinquency is the inactive new order where a npew subscription is placed and the invoice
paild but no issues are receivad after a delay which is considered normal, There are also

cages of false break of service, e.g, when a serial ceases to appear or the publisher goes
out of bhusiness without the library having been inforwed of this fact.

The above—cilted reasons are only the most common ones, For the gerials librarian it
is dmportant to be aware of these various causes for a serial's non—arrival as this ma y

determine the best way to deal with the problem.

6.2 When to claim

Careful Liming is the most important factor in successful claiming. If claims are
sent too early, the library may still receive the claimed issue plus the replacemaent sent by
the publisher, This leads to an accumulation of duplicate issues and results in annoying

Lthe publisher who may eventually decide to disregard claims from this library, If claims
are sent too late, the {ssues may be out of print - wedern print tuns are narrowly
caleulated = or the publisher may have already sold the remaining stock to a second-hand
dealer from whom, of course, the missing issue must be purchased. Te ¢laim missing issues
only at the time when the volume is prepared for the binder is an entirely useless exercise,
4t least as regacds periodicals from commercial publishers, The problem 1is therefore to
determine just the right moment for sending the claim for a given issue. Thig requires
good commen sensc and a lot of experience,

Ia order to judge when an issue is overdue, one wsust know its expected time of
arrival. Here the experience of the serials librarian and the standard of his check-in
records are [mpeortant. He must know whether a periodical is usually published on schedule
or whether habitually there is a delay of several weeks, He must further have an idea of
the approximate time it takes for the perilodical to vreach the 1ibrary. Flapgs in the
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visible index, since they show the month of receipt of the previous issue, are of help but
the information is necessarily rather approximate, More precise information is avallable

if the date of receipt of the issues is noted during check—in, Otherwise, the game
information can be obtained from the date stamp on the previous issues. From these two
elements he cam then calculate the date of expected arrvival for any serial issue. Before

sending a ¢laim, he would normally add a safety margin in case there was some unforeseen
delay. This margin may be short in the case of a weekly periodical and more genercus in
the case of a quarterly, Az a rule, the safety margin should not exceed four weeks but for
some countries where the arrival of surface wmail is irregular ir may have to be longer.

Ocecagionally events of "force majeure” can interfere with the regular dispatch of
serialsr political events such as postal strikes or natural disasters such as garthquakes
ox fleoods. The serials librarian should be an attentive reader of newspapers so he can

keep himself informed about such exceptional conditions and take them into account for
claiming.

Many publishers in the developed countries have fulfilment policies with' fixed periods
after the publication date during which they will honour claims for the non-receipt of
serials issues. These periods usually vary between 30-90 days and thus disregard the
special mail and transfer problems of the developing countries.

ALl this proves that claiming should certainly be systematic but not automatie, There
are too many variables which must be taken into consideration. It is true that c¢laiming
algorithms have been developed for computerized serials systems but these cannot compete
with an experienced and competent serials librarian who can establish a claiming practice
for each individual serial, its special characteristics and a wide range of unplauned events.

6.3 The claiming procedure

If it is to be systematic, claiming must be organized. Often, this is not the case.
Claiming is considered an activity to be undertaken when there is a2 moment of free time and
in most health libraries such moments hardly ever occur. It is therefore necessary to set
up a claiming pattern and to follow it conscientiously.

Claiming can be performed in two ways: as & dally routine and as a periedic review.
Since they are complementary, both types should be practised.

The daily routine claiming is an integral part of the check-ln opevation. If, om
entering an issue In the serials record, the librarian notices that the arrpival of the
previous issue has not been recorded, a claim is made immediately. This is the ideal
method for spotting skipped issues. The only exception made is for weeklies where the
averdue period 1s too short and the claim may be delayed until the next issue is entered,
unless the missing issue has meanwhile been received.

The periodic review consists of a systematic check of all current sgerials records and
will show up cases of break of service. Ideally, the interval between two perviodic reviews
should not exceed six weeks. In libraries with a significant nuwaber of current serials,
the review of all records may alsc be made on & continucus basis rather than periodically,
for instance by checking two trays of record cards every day. An alternative is te check
the records of weeklies and of monthly core titles more often than the rest of the file.
In this case, the records in question should be signalled by coloured tabs or some other
form of identification. Most libraries will refrain from claiming missing issues of
certain categories of sevials such as periodicals of marginal subject interest or ephemeral

materials such as newsletters, The records of titles not to be c¢laimed should =zlsc be
identified in some way.

In some libraries, claimed igsues, when they arrive, are entered in a different colour
than unclaimed issues, say in red. If the librarian sees many red entries, it has the
effect of drawing his attention to certain periodicals with notoriously irregular receipt
and perwits him to take corrective action.
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6.4 Where to claim

For libraries that order their serials direct from the publishers, claims will
o¢bviously have to be addressed to the publisher of the serial in guestion. Libraries that
place their orders through a subgscription agent have two options:

{a) They can address all ¢laims to the agent who in turn will contact the publisher
concerned, Practically all major agents offer this type of service which greatly
facilitates the work of the serials librarian, For the additional workload of
claiming, the agent will of course make an extra charge so0 the serials librarvian will
have to decide whether the library can afford to pay it and, if so, make the necessary
budgetary provision.

(b) The alternative is to¢ address claims to the publisher or the agent, depending on the
particular type of claiming situation, All clajws for skipped lssues and in general
all firse claims may be addressed to the publisher, The agent would be the normal
claiming address for all cases of break of service, inactive new orders and for those
unresolved cases where routine claims to the publisher have been unsuccessful. In
these gituations it can be asgumed that the grouble is caused by a failure in the order
placement rather than by a one—time accident of supply and it 1is obviocusly the
responsibility of the agent to rvesolve this problem.

It is advanlageous, because rime saving, to use printed or mimeographed posteards and
formletters with standard texts for claims.

Claims addressed to the publisher should give:
(a) title, year, volume and number of the missing iscue;
(b) the full comsignee address, i.e. as it appears on the order;

{(¢) the agent's name (or the pumber and date of the order if the serial was ordered direct
rather than through an agent).

Claims addressed to the agent should give:
{a) title, year, volume and number of the missing issue;
{b) the full address of the consignee;
{c) number and date of the order;

{d) invoice number ({f an invoice has already been received).

Follow-up c¢laims should bhe clearly marked "Second claim™ or "Third claim”™ and cite the
dates of the previcus clains,

Rourine claims should be addressed neuwtrally to a firm (publisher, agent) or a
department within a firm, not to a person gince i1f the person 18 absent or has changed job
this can lead to unnecessary delays. However, in exceptionally difficult cases, it can be
helpful to solicit the assistance of a contact person working with the publisher or agent
concerned if such a person is known to the serials librarian.

A standard procedure for many publishers dealing with overgeas claims is, before
supplying replacement copies, to issue a form letter (via the agent if subscription is
routed in that way) requesting the consignee to check with local mell office or postal
authorities te ensure that the issue has not been lost there, To avolid this irritating
extra delay, it would be advisable to add the information to the initial ¢laim that a check
with local postal authoritieg has already been made,

Important titles can be protected from delay or mnon~arrival and the time-consuming
process of claiming, by using the “bulk-ship"” type of services offered by most agents (see
Section 4.3.1.2 (£)).
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6.5 Unresolved claims

Not all claims are successful. In & certain percentage of caeses, even repeated
efforts fail to procure a replacement for a migsing issue, This may be due to different
reaszons;

(a) The claimed issue is no lomger available from the publisher which means that it is
gither out of print or the publigher's stock was sold to a second-haund dealer;

{b} The publisher refuses to honour the elaim. This can notably happen if several issues
of the same serial are claimed within the same subscription period, If his checking
shows that these issues were in fact addressed to the proper address, the publisher may
feel that the repeated loss of issues i1s not his responsibility and does not oblige him
to provide replacements. '

{c) The publisher does not reply. This may be due to the same reasons as given under (b)
above, i.e. the publisher congiders the ¢laim as unjustified bt does not bother to say

S0, Another reason may be that the claim did not reach him, e.g. as it was not
correctly addressed,

In the first two cases, the situation is clear; either the library renounces acquiring
these lssues or it must tap other sources such as placing an order with a second=hand dealer
or making a request through a duplicates exchsnge scheme. The same two solutions offer
themselves for the third case but here the question must also be asked whether continued
claims should be made to the publisher, This in turn raises two issues; the economics of
claiming and the dogma of colliection integrity. As will be shown, the two issues are
closely interdependent.

There can be no question that every library should =stevive to wmake its serials
collection as complete as possible,  As was stated earlier, this is the whole ratjonale of
¢laiming, The fact that many health library collectiens in the developing countries have a
fairly low usage value is mainly due to the numerous gaps in their current serials, usually
the consequence of unreliable postal services. Undertaking efforts t¢ reduce the number of
thege pgaps as much as possible is the duty of every serials librarian,

However, whilst collection integrity is the aim it should not be pursued at all cost
and without discriminztion. Claiming is a labour—intensive activity and thus expensive.
To send claim upon claim for a skipped issue, with diminishing expectation that they will be
honoured, becomes bad wanagement beyond a certain point. This point varies, depending ou
the kind of serial and the type of delinquency. It is obvious that a lapsed subscription
must be pursued with great determination and aust be resolved whatever the effort
required, Likewise, a skipped issue of a core periodical deserves intensive and repeated
claiming, If this is unsuccessful, ordering through a second-hand dealer may be
Jjustified, For all other serials, however, the serials librarian must set an upper limit
for the claiming effort which wey be after the first, the secoud or, exceptionally, after
the third claim, depending on the value of the serial for the library's users. It must he
realized that by then six or more months may have gone by and that the current awareness
value of the periodical issve in question 1is already greatly reduced. The serials
librarian should resign himself in these cases to having a gap in his collection. Any user

requests for an article from such a missing issue should be satisfied through inter-library
lending.

6.6 Preventing claims

The best way of dealing with the claiming problem is not to let it arise in the first
place. It is true that this can only be achieved withia limits but every effort to reduce
the claiming load is worthwhile,

There are two areas in serials work where by taking precautions apd through
conscientious work many causes for later c¢laims csn be avoided: in ordering and check-in.
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For the ordering of serials it pays:
= to employ a reliable subse¢ription agent:
1o place orders (first and remewals) in time;
Lo pay inveices promptly upon receipt;
to indicate a receiving address that is complete and unambiguous.

For check-in operations, it is not only important that aill incoming igzguesg
be carefully recorded as this obviates the nead for unnecessary claims, The serizls
librarian wust also keep his records current by noting title changes, changes of frequency,
announcements of publication delays, out—of-sequence publication (I.,e. when no. 3 appears

before no. 2) and any other information that may have a bearing on the receipt and recording
of the serialsg,

There can be no doubt that requesting dispatch of the ordered serials by airmail or
registered post will reduce the number of lost issues and, consequently, obviate ¢laiming to
a large extent. It will, however, alse considerably increase the cost. The serials
librarian will have to decide whether he can afford the higher cost for the sake of improved

receipt of the serials, In most health libraries in the developing countries this will not
be the case.

The principle, 45 can be seen, is the same as in fighting disease: prophylaxis 1s
better than therapy.

7. BINUING

Binding used to be a straightforward operation only a few decades ago. As a rule, all
periodicals, except the more ephemeral titles, were bound, usually handsewn and covered in
buckram, full c¢loth or half-leather, according to the budgetary affluence of the library
concerned, Today it 1s common toe bina only selectively, if ar gll. A range of new
techniques are now offered and there are a number of substitutes to binding. This requires
the serials librarian to make frequent decisions, both poliecy and technical, and hag turoed
binding into a rather demanding part of gerials work.

7.1 To bind or not to bind

Three options are apen to the serials librarian: to continue the traditional policy of
binding all periodicals, to bind a selection of titles, or not to bind at all.

The advantages of binding are:

- it prevents the loss of individual issues and protects againat damage {collection
integrity);

it facilitates the work of the stack attendant and permits easy maintenance of the shelf
order;

if advertisements are removed, it renders the volumeg more compact, thus saving valushle
shelving space;

it makes serials volumes better accessible to, and usable for the readers.
There are, on the other hand, three major shortcomings:
bound volumes are more difficult to photoecopy;

- a user reading one article monopolizes, by necessity, the entire wvolume which 1s
inaccessible to other readers;
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- material in demand may be absent from the library for long periods during the binding
process,

For unbound collections, advantages and disadvantages are exactly inverted;
— single issues are easy to photocopy}

— a reader using one issue of a monthly periodical leaves the other eleven issues of the
volume accesgible to other readers;

—- on the shelves, unbound issues occupy a third more space than bound volumes from which
the advertisements were removed;

= they are more exposed to loss and damage;

~ they take longer to retrieve and file, and shelves full of unbound serials are far wore
difficult to keep in good order;

- they are not as easy to use by the reader as bound volumes where index and list of
contents are easily accessible as finding tools.

However, a decision whether or mot to bind cannot be based exclusively on weighing
these advantages and disadvantages but must also take two other factors inte account! cost
and obsclescence,

Every librarian is familiar with the consequences of steadily rising subscription
prices of gerials on the one hand and the no less steadily increasing binding costs on the
other. It is extremely rave to encounter library budgets which augment at a rate which
weets this double fipancial pressure. - In most librarvies there comes a point where a
painful decision has to be made; either to maintain the full binding programme and to
reduce the number of subscriptions, or to lower the binding standards in order to maintain
the subscriptions. Ugswally the decision is in favour of the serials at the expense of the
binding programme.

Serials obsolegcence is a facter that is now inereasingly taken into consideration for
binding policies,. User studies have shown that in health libraries the use of most
periodicals drops more or less sharply after five. years, Obviously, if it is felt that a
serial will survive five years of use in an unbound condition, after which time it is
expected to be largely inactive, it can well be removed from the binding programme.
Binding is therefore also closely related to the retentionm policy: if a serial is routinely
removed from the collection after five or even 10 years, there is usually little point in
investing in expensive binding.

How these various factors are assessed and which binding policy decisions are made will
depend on the situwation of gach individual library, mailnly its budget and the use behaviour
of its readers. In general terms, it is recommended to maintain a selective binding
programme wherever it can be afforded. The advantages of binding seem to outweigh the
digadvantages, provided the active lifespan and the length of retention of the serial
justify the expense. Whatever decision is made, it will necessarily be a compromise
between collection integrity, user convenience, shelving considerations and money, with the
latter being usually the single most important factor,

7.2 8election for binding

If a policy of selective binding is adopted, it is the responsibility of the serials
librarian to make a ¢holce of those serials that warrant binding more than the rest, Ag
their number will most likely have to be swall and the best use must be made of the limited
binding budget, it is important that the selection be based on objective criteria.

in reviewlng the points made in the previous section, two factors can be isolated thar
would appear determinant in identifyimg candidate titles for binding. The first 1is the
expected active lifespan of the serial in the library. Qbvicusly no ephemeral materials
will be considered for the binding programme nor serials in those branches of the health
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sciences where progress 1s particularly fast and, in consequence, obsolescence is high.
Among the remaining collectiomn, serials from the inner subject core, of reputed quality and
with documenled heavy use by the readers would qualify for shortlisting. The gecond factor
to be taken into account is the effgct which binding would have on the physical preservation
ot the serials and on their maintenance on the shelves. This in turn is largely dependent
on the Irequency of the perjodical and the thickness of the individual issues, If we take
perlodicals such as the Journal of Bacteriology ov Infection and Immunity, it is evident
that the fat issues of these rtitles with their fairly stiff covers keep well on the shelves
in an unbound condition. On the other hand, weeklies such ags the British Medical Journal
will profit considerably from binding. In an unbound state, they get easily damaged, are
difficult to keep In order and present retrieval problems for the user, Another possible
criterion fot binding selectionm is the amount of advertising matter. Serials with a high
rate of pharmaceutical advertisements will obviously permit considerable sgavings Iin shelf
space il these are omitted in the binding process, By comparison, the scientific value of
a serial and its subscription price are of much lesser importance as selection criteria for
binding. A litrle-used title need not be bound even if expensive and of outstanding
quality, It might rather be earmarked for cancellation,

The above criteria will enable the serials librarian to make 2 judicious selection of
serials for the binding programme. They are flexible and may be applied with greater or

lesser severity depending on the funds which are available for binding.

7.3 Technical decisions

Once a serlal is selected for binding, decisions must be made on a number of technical
points.

The most basic decision concerns the binding process toe be employed. bere, of course,
the serials librarian will have to make do with whatever techniques are offered by the local
binders and in many developing countries that offer will be very limited and may exclude the

more nmodern processes and materials, however, this need net be a disadvantage. In faet,
there can be no doubt that the traditional handsewing, where it can be applied, is still the
mest  durable binding technique for serials. One of the reasons why 1t has been

progressively abandoned in favour of machine sewing and glued binding is because in the
industrialized countries handsewn binding became forbiddingly expensive, Another problem

is that these days an increasing number of serial issues are no longer stitched but glued,
i.e. there arc no folds left for handsewing.

It is aot possible in the framework of this manuwal to discuss dm detall all aspects of
the varigus binding techniques but the pros and cons of the three major processes, as they

relate to serials binding, will be briefly outlined.

{a} Handsewn binding

As the stitches pass through the folds of the gatherings, spines are flexible and
volumes open flat, Narrow inner margins remain readable. Thanks to these properties
and because of their durability, handsewn volumes can be eaglly photocopled.
Rebinding, if required, is possible. Heavy duty binding of great durability,

(b} Oversewn binding
This can be manual but is usually machine binding. Spines are less flexible than
thogse that are handsewn, volumes do not open ag flat, the Inner marging are reduced,

A very solid binding methed,

{(c}) CGlued {(adhesive) binding

The characteristics are the same as for oversewing: less flexible spines, reduced
opening, slightly reduced inner margins. Photocopying is therefore problematic.
Since the folds of the gatherings are shaved before gluing, later rebinding is not
pessible. 1If not well done, single leaves will fall out, especlally under straln
cauged by photocopying. Glued bindings will not stand heavy use as well as handsewn
and pversewn bindings.
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Where the binders are equipped to do so, the serials librarian may decide to have
different categories of serials bound in different techniques, with high quality binding
reserved for heavily used titles and lower quality binding for the rest. These ratings
should be reviewed from time to time as the degree of usage of 2 given title may change.

For board covering, there are the traditional woven materisls such as cloth and the
particularly solid buckram but more recently a great variety of unwoven materials (synthetic
fibres) have also become available. The latter are usually cheaper and will de for the
majority of serial bindings as most of these synthetic wmaterials have & pgood tear
resistence. Only for heavily wsed titles, such as the major medical weeklies, would
buckram appear the most appropriate choice. Where the binding budget is very small,
uncovered boards with cloth spimes may be chosen, at least for serials with retention
periods not exceeding 10 to 15 years.

Spine lertering canm be done using the traditional gold foil but white or black foils
have become more common and are, of course, cheaper. They will normally outlast a volume's
active lifespan. An alternative for spine marking is the use of labels, either typewritten
or printed which can be prepared in advance, in batches for the next five to 10 volumes.
Covering labels with a transparent plastic foil prolongs their lifetime.

On all these points, the technical advice of the binder should be taken but the final
decision must rest with the serials Jlibrarian or the library direcror as it is a policy
decision with budgetary implications.

In places where a choice exists between several local binders, this choice will be one

of the wmost important technical decicions the library has to make. It is recommended that
small sample consignwents of serial volumes to be bound be given to each firm and that the
quality of their work and the prices charged be carefully compared and evaluated. The

serials librarian should inquire which techniques the binder can offer and whether any of
them are already doing library binding. If this is the case, references should be obtained
from rhe libraries concerned, A binder equipped to do adhesive binding should be given
preference in view of the increasing number of serials which are published with =shaved and
glued spines. Another selection criterion is the ability of the binder to deal with
consignments of work within a given lapse of time, preferably not exceeding three to four
weeks so as o minimize the unavailability of the serials to the users,

7.4 Assemblage apd preparations

In assembling 2 consignment of serials volumes for binding, the serials librarian has
to do & certain amount of checking and preparation.

The first basic item to make sure of is the completeness of the volume. This implies
that all the regular issues must be there, plus any supplements or special issues that may
belong to the volume in question as well as the title page, the list of contents and the
indexes, whichever of these are provided by the publisher. For most serials, the title
page and index are included in the last issue of the volume concerned or inserted in one of
the first dissues of the subsequent volume, Sometimes, however, and notably with
abstracting and indexing journals, there can be substantial delays of up to one year and
longer before the indexeg appear. Two records should be consulted in this process: the
library's serials check—in record to ensure that every item inscribed ig there, and the list
of contents to check whether all components of the volume have in fact been received by the
library. It is at this stage, therefore, that any gaps or abnormalities are spotted, A
collation, however, i.e. a page-by-page checking of the entire volume for completeness is
not recommended. This is a very time-consuming activity and the swall number of cages
where missing pages are detected normally do not Justify dit. If the binder is asked to
collate the volumes, this will considerably increase the price of binding.

If the volume is complete, the serials librarian should arrange the various c¢omponent
parts im the c¢orrect order, Sometimes, the title page, the list of contents and the
indexes cannot be separated because of the way they were printed, In these c¢aszes rthey
ghould be put at the end of the volume as this is the place where the reader will look for
the findex which is the most important of these three items. The serials librarian can
provide the binder with photocopies of the title page and the contents page to be put at the
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front of the volume. Supplements which are included in the volume's regular paginarion
should be placed in proper sequence. If they are paginated separately, they should be put
at the end of the wvolume, either before or after the index, depending on whether the
contents of the supplement figures in the index or not. The binder may be instructed to
place coloured dividers between the main volume and the supplement in order to facilitate
orientation for the users, For some serials, cumulated indexes are publighed for a number
of volumes. They should be placed at the end of the last volume covered and their
existence should be indicated on the spine.

Lf a new gserial is bound for the first time, several decisions must be taken which will
then normally remain valid for all subsequent volumes of the same title.

One such decision concerns the colour of the covering material. Some libraries biad
all their serials uniformly in the same colour while others prefer to use different
colours, In this case, an effort should be made to choose contrasting colours for adjacent
titles so as to facilitate orientation on the shelf in filing and retrieving by both library
staff snd readers, The choice of colours can be based on the samples which mogt binders
will provide for their clients,

The second major decision concerns advertisements, Az hag been mentlioned earlier,
omitting the advertising matter reduces the bulk of many serials volumes which In turn has
twe effects; it lowers binding cost and saves espace on the shelves. Although
advertisements certainly have apn information function, this function iz for current
awareness rather than for retrospective retfrieval, It is therefore strongly recommended
that all health libraries except those whose mission is medical history ask the binder to
remove all advertisements before the volume 15 bound. Usually, advertigement gsections are
paginated separately, e.g. in Roman numerals but even if they are included in the volume's
regular pagination they can be omitted provided this fact is stated in the front of the
volume, otherwise the reader will be lead to believe that pages were inadvertently
removed. The only exception is pages which carry both text and advertisements as these
will obviously have Lo be retained.

Another item whose removal or retention must be decided on are the covers of the
individual issues. Usually they do not carry unique information aud can therefore be
omitted, notably if for the serial wvolume in gquestion a list of contents is published, For
some serials where neither contents nor Indexes are compiled by the publisher, it may be
advisable to let the binder put all issue covers at the end of the volume thereby providing
the user with an index substitute.

Finally, several decisions must be taken regarding the spine lettering or the text to
be printed on the label, whichever method is chosen. As a rule, the full serial title
should be given, especially if the filing order on the shelves is alphabetically by title
rather than by call number or clasgification symbol, Very long titles may be shortened but
abbreviations should be avoided as they may cause misfiling. The title form, once declded
upon, should be retained, without variations, until a change of title oecurs.

There 1s a great variety of ways to denote the contents with regard to year and volume
number. The standard form is:

13
1986

ttere, the physical volume corresponds to one bibliographical volume and covers one calendar
year, 1f the bibliographical volume comprises part of two calendar years, the use of the
slash is indicated:

27
1985/86

1f two or more biblioygraphical volumes are bound in one physical volume, hyphens should he
used:

3-5
1984-86
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Where a bibllographical volume is split inte twoe or more physical volumes, either mounths or
issues may be indicated, depending on the frequency or issue numbering of the serial:s

45 7
Jan.-June no, 1-26
1985 1586
Cumulated indexes and numbered supplements should be indicated on the spine jin order to
facilitate retrieval. Some of the more common cases are;
25 45 Suppls
1985 1986 176-185
& index & Suppls 33-35 1985-8¢6
16-25
1976-85

The work of the binder is made easier and many errors are prevented if each volume to
be bound is accompanied by an imstruction slip. As it is not efficient to retype the same
set of instructions every time a volume of the same serial is bound, the use of standard
printed instruction slips is recormmended where, during the assembling stage, only the
apprapriate items need to be checked or crossed out. A sample lnstruction slip is piven as
Annex 8.

1f the assembling of a volume shows that it is very thin, the serials librarian may
decide te wait another yeatr and bind two bibliographical volumes togather. This is less
expensive than if each volume were bound separately bur care must be taken that this does
not result in a physical volume whose thickness and weight would affect the solidity of the
binding and make handling by the users difficult.

If & volume is found to be incomplete at the time of assembling for binding, there are
several options open to the serials librarian:

- if it is a very important serial, and as it is usually teo late to claim, a replacement
is ordered from a second-hand dealer and the volume is bound when the missing issue is
received;

= the volume is bound as it is and the fact of the missing part is meantioned ou the inside
cover or in the list of contents]

— an alternative to binding is chosen for the volume such as putting it intc a pamphlet box;
— the volume is left unbound.

No firm recommendations can be made for either of rhese options as the decision will
depend on various local factors such as the importance of the serial in gquestion for the
library, the availability of funds and others.

7.5 Dispatch and receipt of consignments

Librarians like to have their serials bound as soon as the volumes are complete.
Since for the majority of titles this is the case during the first three wmonths of every
calendar year, this poses evident problems for the binders who would prefer an even workflow
throughout the year and anyway could not cope with too large quantities at one time, The
serials librarian will therefore have to stagger the dispatch of volumes to the binders,
also taking care to keep the size of the consignments at a level where the binder can
guarantee their return within the delay agreed upon.

Before a batch of volumes is gent to the binder, the serials librarian must prepare the

necessary records, The basic ome is a list of the consigument giving the titles in
alphabetical sequence, the volume pumbers and the years, One copy of this list sheouwld
accompany the consignment, the second copy is retained by the serials department. If a

third copy is kept at the loan and inquiry desk, this will help the public services staff in
answering user requestsg, In smaller libraries, this copy of the consignment 1ist may be
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the only record that is required. In larger libraries with a more important binding
programme it is recommended that in addition a binding record be maintained for each
individual serial. For practical reasons, this binding record should be combined with the
check-in record, either on the same or a geparate c¢ard, Vigible indexes of the Kardex—typea
are designed to house the binding reccrds together with the check-in cards and both can be
viewed simultanegusly.

When the consiynment i1s back from the binder, several checks mwust be wmade by the
serials librarian, First he will wmake certain that all volumes on the consignment list
have in fact been returned, He will then verify for each individual volume whether the
ingtructions given have been followed by the binder, whether all parts are ia thelry preper
place and whether the wvolume was bound in accordance with the agreed specifications as
repards the quallty of the work, the binding technique, the type and colour of the coverlug
wmaterisl and the spine lettering, These checks are made much easier and mere reliable if
an instruction slip exists. Finally, the gerials librarian will make sure that the prices
indicated on the binder's itemized invoice correspond to the mutually apgreed tariff. This
may involve meassuring the hedght and thickness of the volumes since It is from these two
factors that the volume price is usually calculated, The operation ies then concluded by
passing the fnvoice for payment and by noting on the binding records the date of return from
the binder. If, howaver, faulty work is discovered in the checking process, the volume in
question is returned to the binder for corrective action and the payment of the invoice 1is
deferred until the entire congignment has passed the check and was found to be correctly
done and of acceptable quality.

in order to facilitate control by the serials librarian, the sequence of steps which
constitute the processes of assewmbling, preparation, dispatch and receipt of binding
congignments is repeated bhelow in the order In which the various steps should be taken.

Assembling and preparation

Search check~1n records for complete serial volumes to be bound.

Remove issues from the shelves.

Check for completeness by comparison with check=-in record and list of centents. Pay

particular attemtion to supplements, special issues and other non-routine components of
serials.

Arrange issues in proper sequence. 1f possible place title page and list of contents
in the ftront and indexes atr the end of the volume. Put supplenents and gpeclal lasues
where Lhey belong.

Lispatch

Tie up each assembled volume.

Complete binding instruction slips and ¢lip them to the c¢orvesponding volumes.
Type the consignment list, in alphabetilcal title sequence, in two copies.

Send the conslgnment together with one copy of the comsignment list to the binder.
Note the date of dispatch on the binding records for each serial.

Receipt

Check the returned consignment for completeness by comparing it with the counsignment
lisc.

Check each bound veolume against the instruction slip.

Check each volume for guality of work and other specifications.
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13. Check the consignment against the inveice and verify that corvect prices are charged,

14. Return to the binder any volumes not bound aceording to instructions or of faulty
quality.

15. When the entire consignment has successfully passed the cheeks, send the inveice for
payment.

16, Note the date of return from the binder on the binding record for each serial.
17, Return bound volumes to the shelves.

7.6 Alternatives to binding

There are mainly four reasons why libraries may turn to one or several substitutes to
regular binding:

(a) The budget does not support the cost of binding.

{b) The limited retention period for serials does mot Justify binding.
(¢} VUser needs are better served if serials are not bound,

{(d} There are no local firms that could do library binding.

Unfortunately, there are only few valid alternatives to binding and some of them do not
apply to the majority of the developing countries,

The cheapest solution is bundling, i.e. the tying—up of serial volumes with string or
securing them with rubber bands. However, this method so severely restricts the
accessibility of the serials to the users that librarians are strongly discouraged from
applying it accept in very exceptional circumstances,

A variety of alternative binding techniques are offered by the major suppliers of
library equipment and materials. Some of these are attractive but there are two serious
drawbacks, Firstly, they are of the do—it-yourself type, i.e. the preservation work wmust
be done in-house which for reasons of manpower or space, or both, will not be acceprable in
nany ¢f the smaller health libraries, Secondly, and more fmportant, the required equipment
and materials must be paid for In foreign currency which few libraries in the developing
countries can afford to do.

An alternative that merits serious consideration is to change the format of the
serials, i.e. to replace the original hard copy by microforms. The isgue of microform
serials is dealt with separately in Chapter 15.

The only sclution that is inexpensive, that permits good access to the serials and that
is appropriate to any country, is boxing. Pamphlet boxes of varicus designs will already
be in use in wmany health libraries for housing thin monegraphs, pamphlets, reprints and
similar materials. They may be in metal such as the so—called "Princeton files" or of
plastic material but both these are still fairly expensive. Preference should rathey be
given to cardboard boxes are much cheaper and can be wmanufactured locally in most
countries. © The cardboard should be of a sturdy quality to glve the boxes the required
solidity and, if possibie, acid-free to prevent paper deterioration. The boxes should not
be closed but open, with slanted gides, 2o that the contents can be casily scanned and the
spines of the Issues are at least partially visible. The contents of each box can be
indicated on self-adhesive labels stuck on the front pare, It saves shelving space 1if
boxes exist in two or three different sizes to accommodate the varlous serials formats.
The cardboard pamphlet boxes offered by the big library suppliers come folded up so that
they can be stocked easily,
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8. DUPLICATES

Chapter 7 on Claiming deals with missing serials issues, The opposite phenomencn is
duplicate issues which constitute a less critical problem but nevertheless one the serials
librarian will have to deal with. Essentially, he has to find answers to two questions:
- Why are we getting duplicates?

— What are we going to do with them?

8.1 Sources of duplicates

There are serials duplicates which may be called normal, namely those resulting from
multiple subscriptions but in the majority of cases the receipt of duplicate issues is an
enigma which it may not always be easy to sclve. A distinetion must be made between the
odd duplicate issue which may be due to a premature claim, and the regularly received set of

duplicates. The forwer case may be disregarded as it will not have any consequences Whilst
the latter one requires sction but first am attempt should be made to determine the cause
for the duplication, S¢me of the more frequent causes are discussed below,

(a} Subscription errors

In this case, the duplicates typically start arriviog with the first issue of a
new volume. The reason may be that the publisher has by mistake retained last year's
address plate and added another one for the current year. This case 1s c¢ritical as it
may also result in two invoices and must therefore be cleared up as soon as possible,
if necessary with the assistance of the subscription agent.

(b) Donated duplicates

S5taff members of the parent institution (faculty, institute) wmay recelve
periodicals privately and pass them on later to the library. If they do so regularly,
the serials librarjian may wish to contact the staff members to see whether they would
be willing to donate copies quickly after receipt so that the library's subscription to
the same title could be cancelled and the funds thus saved could be used for acquiring
an additicnal pericdical, Health 1libraries may also receive duplicate coplies of
current périodicals from associations, academies or other corporate bodies responsible
for their publication, Here it is ugually difficult to determine whether the donatlon
will continue indefinitely or whether it will cease after a year or Lwo, Librarians
should have some guarantee of continuity before they cancel the subscription to the
same title,

{c) Backrun digposal

Mostly of 1ittle value {5 the wungolicited provision of superseded backruns of
serials by well-weaning bhut ill-advised libraries in the developed countries, Rather
than undertake an indiscriminate dumping of materials which they wish to remove from
their ghelves, such libraries should first inquire which gerial titles are already held
by the c¢hosen recipient library in a developing country, how complete their sets are
and what gaps need filling. Based opn such data, a more selective dispatch can be made
of malerial that is of genuine value to the reciplent of the pifrt.

(d) Multiple subscriptions

The library may subscribe to wore tham ome copy of a title due to {ts high
demand, This high demand, however, is usually short-lived as it is mainly for current
AWATENess. Thus, after a short period of some months the use made of the second copy
may be preatly reduced,. it should be kept in the library until cthe first, permanently
kept copy is bound and can then be disposed of or added to the duplicates collection.
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Digposal or retention of duplicates

Once the source of the duplicares is identified and the reason for their coming known,

the serials librarian must decide what he wants ro do with them. Here he has several
options, depending on the situation of the library and the value of the periodical in
question.

(a)

(b)

(e)

(d)

(e)

Make them stop coming

This is a preventive action, It aims at solving the problem of unwanted
duplicates once and for all and it saves the librarian the decision dilemms whether to
retain or to dispose of them, Surprisingly, this is not as easy as it sounds, in
this age of auwtomation, some publishers find it less trouble to continue sending a
second copy, at least during the current year, rather than making & change inm the
malling system, If the duplicates came as a gift, it may not be diplomatic to tell
the donater to stop sendiag their publication and it may be preferable to discard them
guietly. However, in spite of these difficulties, it is evidently the best golution
to stop unwanted duplicates at the source which means writing a letter providing all
the required data and details such as order pumbers. Specimens of the address labels
are usually valuable for the publisher to take the necessary action as they give a code
from which the dispateh can be traced in the mailing system.

Use thew as back-up copies

If there is a continued heavy user demand for a serial, any duplicate issues may
be kept for back-up purposes until the demand subsides to a point where one copy will

satisfy fr. They may also be used to £ill gaps at the time when the first copy is to
be bound. '

Return them to the publisher

This may be done with duplicates due to premature claims or to a publisher's error
but an inquiry might be made first to ensure the return of the copies is really
wvanted, If this is the case, the fact may be mnoted on the check-in record card for
future reference.

Discard them

Many librarians have scruples to discard anything but there can be no doubt that
this is the indicated procedure for unwanted duplicates of serials for which there is
o demand in other libraries, Any other method of disposal causes administrative cost
which wmay not be justified.

Give them to other libraries

This may be done informally between health libraries which are geographically
close or in the framework of a national ov intermational scheme for the exchange of
duplicate serials. In the latter case, the serials librarian sends lists of the
issues he has available either to a central coordinating body or to the f{ndividual
libraries participating in a cooperative scheme. The advantage of such a scheme is
that each 1ibrary cas profit from the duplicates available from others. The
modalities should be agreed upon among the participants, e.g. whether cost of postage
is to be reimbursed, how oftem lists are ro be sent, etc. Duplicates can also form
the basig of an exchange sascheme where one library donates a regularly received
duplicate serial in exchange £or another serial similarly received by a second
library. Even 1if & duplicates scheme does not exist, the serials librarian cap
usually find a library to whieh he could donate hig duplicates. It must be rvealized,
however, that this form of disposal requires a certain amwount of shelving space where
duplicate issues can be held temporarily as well as manpower to type lisrs, assemble
conglgnments and dispatch them. If space and staff ave desperarely short, this is not
an appropriate solution.
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Y. ANNUALS, DIKECTOKIES AND SERIES

The wmajority of serials taken by health libraries are primary 4and Secondary
periodicals, i.e. publications characterized by a regular periodicity ranging, for most of
them, from weekly via monthly and bimonthly to gquarterly. The following chapter 1g devoted
Lo geveral catepories of serials which differ from periodicals in that elther they appear
only once a year or even legs frequently or that their publication schedule is not perfodic
at all but drregular. The difference is werely formal and may appear of little
consequence, in reality, as will be shown, il causes the serials librarian to treat theze
groups in some ways differvent from the rest of the serials collection, applying procedurcs
and time gehedules different from those observed for periodicals.

Y.1 Annuals

This heading unites various kinds of serials. The largest group is constituted by the
review publications, notably the series well known to every health librarian whese titles
begin with “Advances in ...”, “Annual Review of ..." and "Recent Advanceg in ...". They
are not unlike perflodicals inasmuch as they feature authored articles, with the difference,
however, that they sre critical summaries of articles from primary periodicals. The great
ma jorily of them appear at regular, annual intervals. This means that for orderimg, the
serials librarian can handle them like periodicals, i.e, either place renswsa)l subgeriprions
in the autumn for nex{ year's issue or have a standing order with the ageat.  When checked
into the visible file or whatever other serials record is kept, the date of recelipt should
be noted on the card so the serials librarian knows roughly at what time of the year he can
#xpeclt the next issue. This is wvital information in case claiming should becowme
necessary. The same procedure is, by the way, recommended for all the other categories
Lreated in tnis chapter, Annuals ag well as directeories or series are normally published
in bound volumes so the question of binding does not arise. As regarvds the retention of
annual review publications, the serials Llibrarian may well decide to keep CLhem
indefinitely. These retrospective overviews of the literature on specific topics or
branches in the health sciences remain valid even when the primary literature they review is
becoming obsolete. ln any case, with only one nmoderately sized volume a year for each
Litle, they occupy little shelf space.

9.2 Directories
Directories are not necessarily serial publigations but mest of them are, This ig due

to the fact that much of the information they contain 1s subject te change so0 the
directories, in order to maintain their currency, must be updated at more or less frequent

intervals, 1f pew editions appear irregularly and with geveral years between them, the
title in question can be repgarded to be a monrographic publication and processed
accordingly. However, many directories are published annually or every other year and

these become logically the responsibility of the serials department, Prominent among Lhem
are Lhe directories of national medical associations and wedical councile such as the
Medical Repister (UK), the American Medical Directory (USA) or Guide Rosenwald (France).
Kelated categories are almanacs such as the World Almanac and  Book of Factz or the
statesman's Year—Book and biographical directories of the Who's Who-type,

Lirectories are reference tools. It is therefore evident that in Iarger health
librarics where scparate refereace or public services departments exist, the staff of such
departwents partleipate in the selection process. For the ordering procedure, the serlals
librarian will have to differentiate. Certain dircetories may be so0 fumportant for the
library that each new edition must be acquired. In other cases, and notably in view of the
tuct that directories tend to be expensive, the decision may be taken Lo buy only every

gecond or third edition. Again, the opinion of the referemce staff wust be taken Into
4ceount. here a gtanding order will not be possible. Orders will be pleced once
informaticn is obtained that the expected next edition has come out or ig due Lo appear
shortly. Such information may be obtained from bibliographic sources, from publishers’

catalogues or through the agent.

Directories bocome obsolete once they are replaced by a new edition. This means that,
ag a rule, only the latest edition is retained. Superseded editions are best discarded.
To offer outdated directories to other libraries ie delicate as it may result in wrong
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answers to reference questions. Cnly titles where the data listed remain unchanged wmay be
considered for distribution. There are some exceptioms to this rule. One iz the Who was
who series which gives bibliographical data on persons who have died during the periocd

covered. This is information that will not change anymore and the volumes will therefore
be kept,

4.3 GSeries

Iu the introductory chapter of this manual, the recommeadation is made rhat monographic
series be (reated as books rather than serials. This is particularly valid if the volumes
of a series are purchased selectively, However, sometimes a library considers that a
series is so relevant to its scope that it must be acquired integrally. In this case,
ordering and receipt recording are usually entrusted to the seriais department. A standing
eorder will be placed with the apent who will provide and bill items asg they are published,
Afrer check-in, the volumes are passed to the cataloguing department for further processing,

9.4 Pharmaecopoeias and drug indexes

These will be handled by the serials department if pew edirions are published in fairly
frequent intervals as is the case for the American Drug Index (annual), Dicricnnaire Vidal
{annual) or the Bririgh Natiomal Formulary (every two and a half years). Everything said
above for directories is also true for pharmacopeoeias, Their high prices will oblige most
health Iibraries in the developing countries to buy new editioms only at certain
intervals. As is the case for directories, superseded editions lose their value and are
therefore not retained.

9.5 Standing orders, claiming and duplicates

In conelusion, three problems sghould be mentioned which regard specifically the
categories discussed in this chapter.

(a) Standing ovders

They are the preferred mode of ordering irregular serials, The serials librarian
must, however, be aware that it is not easy to know whether a standing order ig still
active, If a weekly or monthly serial is no lonmer being received, this is detected
guickly and action can be taken. If 2 standing order becomes “dormant", due to the
irregular publication schedules of the titles concerned, it will take the librarian
mucih longer to realize this, It is therefore recommended that a list of all standiang
orders is sent to the agent asnnually with a request for a report on the status of each
publication, The report sghould give the edition or number, the date of the last
volume published and the expected date of the next.

{b) Claiming

The claiming of overdue puyblications is evidently difficult if these appear only
at great iptervals or drregularly and is linked to the above-mentioned problem of the
dormant standing order, The serials librarian will ¢laim either because he kpeows from
bibliographical or other sources that a specific volume of an ordered series has
appeared some time ago or because he considers the lapse since the last volume rather
long and suspects that aaother volume is out but was not delivered. If the
publication cencerned is a directory or a pharmacopoeia, i.e. a publicatien of which
only the current edition is of value, it may sometimes be too late to claim by the time

the serials librarian becomes aware of the non-receipt, It would cobviously be foclish
to clafm the current edition only one or two months before the next issue is due ta
appear, However if annual reports on all standing orders are received, ir will bhe

quite clear if any publication has been missed and a ¢laim can be made immediately,

(e) Luplicates

1f an og¢casional duplicate issue is received of a reriodical, it can usually be
ignored and disposed of. An annual or a volume in a monographic series sent in
duplicate, however, is a more serious matter, Most likely it does not result from an







