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\ |
MAINTENANCE FUND comes ¥hrough the city levy and is used for
general maintenance. We hawe followed the practice of buying
all children's books from this fund, also some non-fiction,
all periodicals and binding.

DUPLICATE PAY FUND is the desk collection and includes fines

g”ﬂ? neeting the estimated budget 1is ﬁT???ﬂtEﬁ(Fié&Ted for overdue books and lost and damaged books; lost cards and
bl ol RO ‘ ; fees from country patrons. From this fund we purchase all of
sut by Librarian @m)Tiﬁ?nOp committee).This ig sent to the our adult fiction and and some of the non-fiction.

bo b mo bl DR itet A PERKINS MEMORIAL FUND 6f $1000 is invested and ghehin$egest
b fllabivelt G nialeiianth s 1 used for the best of non-fiction. Uarfinums éﬁjﬂ‘j“ﬁw Wl

2 ima e ee thie Board to ask fU® & devy not to exceed 1 i S

The law allows the BQete | EDWARDS MEMORIAL FUND of $1000 is invested and the interest
7o i used for the best of non-fiction, the preference to be given

to American history, or Lincoln biography.

yeting of ﬁba?* first Tuesday of each month at } |
e ’ GROVENOR MEMORIAL FUND OF $4000 is invested and the interest
gl used 10 eend the librarian and assistant to the State meet-

residents report giving Treasurers summary and in addition

7 ry 3 . s -
ik Y : ings. The balance used to build up the reference department,
S g
~nyal meeting at 2265 at February meevlng. 12 . s ; .
ABDARL, (RACC A EHE, AR . ' i M MOORE MEMORIAL FUND of $3000 is invested and the interegt
president, Treasurer and Librarian make reports. The ‘ uged for goed editions of Juvenile books. » ‘ A
) g ; { % LaAna, l‘xs*wkxﬁ e"ii\ \"(\Mg\&ﬁyv&j’@“%&h\&i}{ j{ ‘ oA ) g"\w{» i fl}"i’\i"”ﬂ“»v‘f {‘Wm 2% 0.4 s (A- £ Wwrin
N

the itemized budget is sent to the City CommissionelS
Building-and Grounds Committee asks for bids on coal \

S i ; W LIBRARY OF CONGRESS CARDS
¢laims for book bills are 0. X Yoy chairman of Book Committee,
We have a credit at the Library of Congress for cards

Our custom had been to send for cards for the better mon-

fiction. We may send by Library of Congress serial number

during year.
" lost or missing
C 4 or make slip as described in L. C. book of instruction.
n visitors attending ‘ .
g | Save the charge slips, they send a statement about once s
! of books loaned out, general character and Kind | vear
Such report must be signed by Preisdent and vecretary. J
, CITY LIMITS
University Heights. ouT |
South of 7th Mich. Limit
yorth of 7th Road East on Country Club LIMIT :
ﬁesz side of Barker, iN East OUT £ In the upper drawer of steel safe are the invoices
HZ:keiidgngf g AngITléglggﬁth» & ‘ and receipts snapped together, Correspondence is
¥ . 4 y = -l B i ,
33rd Seven blocks west 1limit e e TR o e 00
One block east of Del. QUT j ~ ' Hik ian' cords and accession
North §t. 8 Blocks iﬁf Treasurer's boocks, librarian's re ,

records are kept in this safe,

- | | ’ )ijtw hordbr WwamAn  x Loy s 3/

T e e . DBt " et T g e N e e s S T ki
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APPLICATIONS FOR PATRONS CARDS.

PERIODICALS R ResspsHes
1t tax-payer as guerentey={0I new comers

same of all s 1 A
i accept house

s, also

nr X 7
s o - G B & Ao

curnlie
s Ad a7 { ! :
bidder. o bt o 2 g 8 rsA SSORIRT ;
| ) y o !
i oo ¢ e 3 A s 2
& X /Ui { | g4\ Make all student cards expire May 15th
¢ 15%h.
e U
Before writing new s iff (1
i’ : ? 1 £
and see if they are gk
: y
|
OTINT a2 ) <
BOUND PERIODICALS. rst card
= C (4 ) L
« 3 | ~ : ﬂe
. M i ; ‘ .‘ ‘ L ara ShOu,’ A he +uirnead i - 3 s
The last of May we declce wiat periodicals are to be l i s st don i
o v L) i ) ¥ A—‘ ;
pou \’('] "hew are oM A and T 11n £
ound. They are coll d and volumed. If volume is not
cenmrnlete w = o i
compl e we renlace G C i
te we replact nd e mutilated
o X i )
h, 4
11 N e o 1 h " i 3
numbers. nurchase for us if we desire
egire.
|
W o s S e IR R 4
2 oniy periodicals in |
' i
For azines bound rast s¢ Rook 1 COUNTRY PATRONS B3
o “dstagt 8 Book . ‘ UNLI ALILUND < 0
dhn -
i) A RaTal [ el s LYY "
g e —OT] B oor - aramn——
5 5 TIPS 1 5O R T 5 AR S U v o S B
==y
Ruv g B ~E
Buy at rate (o} M
ai g +119 m i w i
anc Lt Lig hey ‘ $1.00 >
and ok ‘ s UU e rearT
0]0] ul‘ "”r"_\‘ = oe 79 J g ]
.75 -gix months
o g 4 2 Lo g
G ; ; ) - I TEe montn
rood service. AlsO 3 "on e
‘ , 00 = One onth.
2 3 e
1 Mark date of on bori 'a card register
2 i 3 - ~ oA ) e I L R Y e e . ey . i ik gt (:
foda g S el i ez N\ carxc Re0628—ia—LCO0UNTRY--PATRONS-BOO : b
rebinding— Feir—so far. 19338.7 e g COUNTRY-PATRONS-BOOK ' —date;—name rgth
- of--time-and-amount—paid. § i
f :

Preparing Your Magazines
for the Binder |

HE problem of preparing magazines for the binder |
frequently puzzles librarians. For that reason we asked
Mr. W. Elmo Reavis, President of the Pacific Library-

DEPOSITS
2 S _

Binding Company, Los Angeles, California to tell us how : V
e : 4 oy et PN ANAR NG
he suggests librarians prepare their magazines for- the e number following the Wi T L al s {an s
: AU S o Caitlioll,. WXl :
slip with both g R R
Ll SO ‘. na numoer ol on around

17N 82 - % ay,
cadili L
irom

draw

binders. His general instructions follow.

First of all list the magazines that you are sending to
the binder by title, volume and date, and furnish the binder
the
none Te.of the elie €2 .00 is & e the ]
3 & o JU S b it 8 1 " (i.;;“ uli I, ‘:-‘d

a copy of the list so that he may check the various pieces .
and then inform you if his account agrees with yours.
Discrepancies can thus be adjusted at once. | T
No preparation of the magazine itself is necessary before
it reaches the binder. Simply send the magazines with the
advertising matter and the cover to the binder, and let him
do the rest but be sure you give him instructions as to
what to do.
The binder wants instructions first of all, as to what he
is to include in the bound volume—whether covers, adver- 1
tisements, supplements, indexes, etc. He must not be ex-
pected to intuitively know the customer’s wishes. In the
absence of specific instructions, however, he usually follows
what he considers common custom in making up the
volume. But by all means give the binder specific instruc-
tions along these lines. :
The best way to give instructions is to put 2 slip of
paper in each volume giving specific instructions about that
volume. The binder will generally furnish small order slips
which can be used for this purpose. Ordinary paper may
be used, also. Each order slip should show the covering
materials wanted on that particular volume, the exact
wording to be used on the covering, information about the
other details, what is to be bound in the volume, and any
other special instructions.
1f you desire the binder to supply missing parts, to
replace mutilated parts, or to furnish indexes, definite in-
structions should be given with the order. It is particu-
larly annoying to the binder to have to enter into a cOr-
respondence because of a lack of an index—not knowing
certa‘inly whether to secure that index or to bind with-

e Tetuirne R, X
is returned when

d
funded be sure an




BOOKS; CONDITION OF | ]
Watch condtion of books as they come 1n -egpecially the
cecurity of the title page.

WATCH COVERS ;
Wateh for writing, and defacement of any kind and report
to Librarian, who will jetermine amount of fine.

CARDS ARE HELD until fines are paid. (Not always).

BOOKS , CHECKING
Then checking off a book look for:

1. Date

2. Author and Title

%, Accession number.
When charging out a book see that the right card is in hend.
If not-charge on a temporary card with AUTHOR,TITLE,and
LCCESSION NUMBER:GIVEN. Be sure€ and mark card "TEMP,CARD"
Books may be charged out only by regular librarians OT
apprentices and gubstitutes in charge of desk.

FILING CHARGING BOX

Disregard "A", -AN", and "The".

File alphabetically

Authors first

watch first names, keeping all titles by author together:
Thenfile titles, word by word. . ,

Example:

King, Basil
i Bible and common sense
Dust flower
Pluck
King, Frank
The ghoul
King, Franklin Hiram
Ventilation
King, Henry C.
Religion as life
King, Irving :
Education for social life.

FOLLOW THIS FORM for unpaid fines where we do not have the
NAME, (Full) Card Number
Address

Author and title

Date due, date returned, fines due. Note special
irregularities.

Example:

John Smith

1106 Green St.

Dickens-Oliver Twist, due May 8, 1933 returned May 20th

Eines .
1 notice 02
Left on desk by child. Total .26

or
Found in stack etc.

FOR SORTINGNON~FICTION CARDS BEFORE FILING.

900-909 - General History

910-918 - Travel
920-930 - Collected biography
B — Individual biography
Q30-999 - History.
FICm. v
NON%, STAMP DATE

)
0 1 2 I 5 S} 7 g R B T

(Duplicate pay)
éLOSt card)

P
c'
.P. (Country patron) Sample card for day record.
B

.B. (pamaged book)




Supp ies
Library Buresu Cat.cards,pockets
Gaylords(Red ropel
n J NI
NIGHT LIBRARIANS G0~ 143% Outlook-- Serip,patrons caré stationary;(Clzims)
81 } o P 3 Ni € Put i ‘
count and file all cards. élziisdzgg ?glendar, B iuah Bullock---Application caras plsin white for shelf
ut lights in stacks. Fix da s day record :
ggtersdand pad, sharpen ptnCi%$°e%a§§cougtamg date on #llen, Postal cards, reserve and overdues,500 e ch
recording books checked out, %?a;ohteﬁ gshelves, and claims in 1945,quite satisfac oty s
record card. Put books away, g verccharging box, put printed pads and plain for desk
eference and reading rooms. GO e s P 9.1 |
ink pad way also daters, Close Qoor§{g§0mptly a Opie Co,K.C.Mo Gleaning supplies
i & ool A i A SN %m‘. el ‘,a« ‘“’L ud Q“é{"“@;%‘\w{%"‘i il %;: il
S piE \ 1 Weavers--Towels,shades, linoleum, door mats ete
T Coal--Pids are sent in in July
; Budget prepared for July meeting
PASTE | |

pint of flour and

Add 2 tbsp. of péederedralgT. |

uarts of boiling f%t;réogil
g ioht minutes gtirring constegtly% yieveq .

ARy rths of a teaspoon of oil of cloves.

a??ltgfgi fggrﬂﬁ;rte of very good paste.

w K mage u¥ 4

i nec 2 am one
Mix to consistency Of cream O

emall quantity at wazer.
Add thi i t wo Q@
Add this mixture tO

Winthrop Pres &oard covers
NL. & E.%. Kruysman

1
k |
I 2hfePear] -t, N.Y. - | .
|
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1+ .Jan. 4, 19237
‘3 3 RULES GOVERNING RELATIONS BETWEEN THE HIGH SCHOOL
il Teachers from the County Schools may yfe the ten boa k , ]
¥ privilege given the city teachers upegn the payment of | ' AND THE CITY LIBRARY.
< Tive cents for each-Pook borrowed fér school purposes, ‘ ‘
These books may kept four weekg’ and are not renewgble. i 1. The teachers shall give the librgrians noticée of
Teachers must te regularly enrol)yed patrons of the Xibrary. ; reference work wanted, two days 1in advance.
Non-reside pay one dollar a Year for library g}ivileges. i . . _
= / i 5. Unless notiee of reference work is given, the libra-
B Each tedcher will be issued ten books at one tiﬁé upon ‘ rian will assume that the teachers wish the students
{:\ an sdfance payment of fifty Lents, and will be‘held respon- ' to look up thelir refergnges w1thogt without assistance,
0 sitle for fines on overdue/or lost books. ! except in cases of individual assignment.
%2, The teachers shall assist the librarisns in the selec-
tion of the books which are to be placed in reserve.

f 4. The teachers shall give the librarian notice as soon
ag a class is thru with the reservations.

Ocfib (1) 1887,
‘ 5. 1In the regular debates the coach shall assist in finding

S q The librarian asked that we consider a modification of the and putting out the necessaTy material.

{teacher's book privilege;ﬁlhstead of loaning ten books for
\ two weeks with another #%o weeks renewal pyivilege she / ° f 6. The teachers in the various departments should become

ysuggested a four weg ~period with no renewal and leavin 10 familiar with the material whieh is aveilable in the

library so that the library work may be assigned defin-

T ,
-8 SRthe discretion of Ahe teacher the matter /of reloaning ghe | \
4 = books to the children. The teacher being responsible ro the | } itely and with reasonable certazinty that the references
T ~library for fi¥fies on overdue books or for lost or dapaged . are to be found.
&) 3 books. ' }
R This sugg€stion met with the unanimous approval of the Board. | | 7. Occasional instruction given by the teachers in the
‘ clacs room concerning the use of the library, especially

when making new library assignments will be of great
value to the student and greatly appreciated by the

{ librarians.

8. The City Library is not a study hall. It is to be used
for MIBRARY PURPOSES only.

LIBRARY CLASSES
In September soon after the classes are at work in Junior
High School the 7th, ahd, 9th grades come over by classed

for instruction in the use of the library. The 7th grade

go to the Juvenile department and the 9th grade upstairs. | ez @72 : peses 2 licoe DZzrce fWeop

One class period id devoted %o this instruction. The ! i :
The library b ard at their meeting Sept 3, 1935 adopted

jnetructor comes with the class and assists. Bules are explein-— the following r:-solution.
ed and suggestions made in a general talk then the students ’ Lhtmary'privilegeg to rural high school students attending

‘ L.M. H.S. will be limited to one book at a time. Exception to
this rule will be left to the librsrienc&and H.S. teacher

are drilled for a while in locating books.

This may be done at the beginning of the 2nd semester if there

are new classes then.
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INVENTORY

Try t0 make inventory of fiction one year, non-fiction
the next.

Hold for second inventory before removing cards from
records.

If we can spare two girls for an hours at a time let one
read, and the other handle the books, looking at the card
to see thatothe correct card is in pgeksX

After reading a certain class look up new books, closed
shelf etc. Then charging box. Type missing books on loose
leaf sheet.

Class number - Author - title - accegsion number. - vol. no.
Mark "missing date" after accession number on shelf list
card.

Continue search for a couple of weeks before making
permanent sheet. ‘ '

BOOX ENUMERATION

Close library one morning between Christmas and New
Years. All books are counted. Use following classes:
Fiction Non-fiction
Reference Kansas books with non-fiction

German with Non-fiction

Reference—--— All bhooks in reference rooms, not bound
periodicals. Count periodicals separately, but list as
reference in final report.

Watch office, reading rooms, square case
mending shelf, rarebooks, reserves for s
Directors room,

Have one girl count fiction and non-fiction in charging
bax, omitting magezines. Divide stacks among others, keep
track by sections. Count all bound volumes or those paper
bound that are accessioned for circulation.

Do not count the pamphlets in cases.

Lineage books count with periodicals.

basement,

2
trays. Also

1932 We counted the books as usual during the holidays.
In mgking out the annual report we used the accession record
for final figures.

Take the last year total number of books add the accessions,
substract withdrawals.

Withdrawéls are found on the monthly report cards, also in
the monthly report book.
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priviil
ages to the K. U. students at sunflower that

L . ]
pplies to non-resident Students in.Lawrence. That is

MAIN DUTIES OF THE JANITOR

gare of furnace

Yard in summer and walks cleaned of ice and snow in

. winter.

falks syept every day, rain or shine.
Papers kept off walks and parking.
Floors swept every day, tile mopped once a week and
oftener in muddy weather.
Furniture and books dust in 1

: 4 8 ed every day in botl ' and

children's room. it e e
Director's room cleaned when used,.
Windows washed once a month 1 ; 3

i V she | h ront door and glas ies
wiped every day. : : siesm
Floors waxed oncé a month, Globes once a month.
To;lets cleaned and laundry sent once a week.
Shift books when necesgsary.

4 s
<A o

General house cleaning during summer 'afl bookq

1 1 xr P o o A 3 2 3 e i
shelves and cleaned, furniture pollsﬁed.
May be sent on errands at any time and +

o o

taken off

= S Rl - )
il g g p ’ 4 I .
Match plumbing, roof, tile, and building in general for
repairs and supplies. i '

4

out stc.

Look after mail at door and at S5P.M,

Watch money and safe.

Magazines and bocks in basement dusted once a week.
i

May be sent after books an he collects fines he

d
receives a quarter as messenger fees.

o

The Lawrence Free Public \.
 brary will act as a clearing hou
for books which residents wish t
donate to replace volumes lost by
libraries in other towns in Kansas
which were hit by flood waters.
Volumes needed are reference
works, adult novels and non-fiction,
children’s fiction and non-fiction.
Books should be in readable con-
Jdition. Donald Potter, Lawrence
librarian, said that the library will
‘make minor repairs needed on do-
‘nated volumes. - Cited as an ex-
‘ample of the need is the Marion
‘library, which lost 10,000 volumes
ruined beyond repair by ood
‘waters which covered the town.
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.. I am writing this memoren®im from the reoords at the City Mall in answer
question as to whether or not the Library has s charter emd if it is incorporated.

Lo f“.t.nt.

LAWRENCE FREE PUBLIC LIBRARY

¥4 following references to the estsblishment of the library under this name

ad the legal suthority granted the governing body of the City of Lawrence

YO8 Tie Lidmary Board of Directors to mske & tex levy to maintsin the library

Y% Ssken from the City of Lawremce, minute book F, page 482 and Ordinesnce Record 4,

% ke year 1503, APETTXIOFCINEIT .

."‘-'"" No. 38, Page 77 of Ordinence Record No. 4. Passed March 9, 1205 published
areh 10, 1908,

"% srdinance concerning an election to be held to vote on the 8uestion of establishing

S8 maintaining & free public Library and Re~ding Room in the Vity of Lawrence ordering
tald election.

“Seress Mr, Apdrew Carnegie of New York has offered to donate to the City of Lawrence
e sum of § 25,000,00 for the building.

"ereas Mre. Chas P, Grovenor has donated two lots for a building site.
And ¥here as both have been accepted by the jiiayor and Council.

"haress » petition signed by more tham fifty texpayers of the City has been presented
saking that the question of establishing and maintaining a free public Libmary and Resading
Foom in the "uy of Lawrence be submitted to the legal voters at the coming City Electionm.
% 1t ordained that the question be submitted at the regular electiom to be held

April 7, 1908,

wdinance No, 44, Page 81,82,83, of Ordinence Record No. 4, Passed by City Couneil
April 10, 1903, published im Lawrende Daily Journal #pril 11, 1803,

ERUEAL a petition of fifty texpayers was duly presented to the mayor and council
resuesting that the question of the esteblishment and muéntainanot of a free public
11%rary and reading room by said city umder Article 5, Yhapter 17 A General Statutes %
1901, be submitted to the legel voters of such city on the 7th day of April 1503,

D wheress , said vroposition was legally submitted as req uested and received in itse
faver & majority of the legal wotes cast at said eleotiomn, therefor

B 1T ORDAINED by the Mayor and Councilmen of the city of Lawrence.

teetism 1. ‘hat the Mayor of said City shall with the approval of the City Coumeil,
sreased to sppoint e board of directors for the said free public libmary and reading
room, ote.mnd to build the "Carmegie Library". etec,

$ stien & 8aid directors shall immediately after their eppoimtment meet and orgsnize,
.:.. ard adopt by-lows, rules end regulstions for the government of the Library ete.

5+ statute under which the library was established has since been amendéd as to the
sumber of directors and ete but reads the same as to ostablishgg ment by petition sand
£ the electors and is G, S, 1943 Supp. 12-1201 ¥x and G, S, 1935, 12-1202 to IR¥

vote of
1714 inolusive,

e %o .ﬁ.‘vor not the Library is incorporated and has s charter. The City of Lawrence
wes shartered Peb. 20, 1888 . On April 10, 1903 the City of Lewrence estsbllished the

L ihrary , wppointing e Bosrd to sdminister it under the statutes. The Library Board

‘s » mumioipal corporation, established by and a pmii sub division of the City of Lawremce,
1 sesordance with the statutes relsting therete. There is mo question but that the

swwnd City bas a legal right to make the library fund tex levy, as all statutes relating

s serete have been complied with,

ot S, th andihs, gune Hos onisuin £ Do nn Strany deadl it

Mk, B ET IR




