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LIBRARY HANDBOOK

PURPOSE OF THE HANDBOOK

The primary purpose of the library is to supply as
many as possible of the books needed by faculty and
students with the least possible waste of time and energy
on the part of the user. Practically every course or re
search project of the University is in varying degree
dependent on library facilities and every member of the
teaching and research staff and all registered students
are entitled to its service.

The library has grown in size and scope with the in
crease in student enrolment and the multiplication of uni
versity activities. Its organization has necessarily be
come more complex and the rules governing its use more
numerous. This handbook attempts to give essential in
formation regarding its organization and most effective
use and to indicate the rules and regulations of the
regents of the University, the Library Committee of the
University Senate, and the library administration which
are most necessary to promote the best service to all con
cerned. It is impossible to give complete freedom of use
to everyone at all times and a due regard for the rights
of others is the only way of increasing personal library
privileges.

A course in the Use of Books and Libraries (Lib.
Meth. 1) is offered each quarter by members of the
library staff. It aims to give a knowledge of library
procedure and of the most important reference material
the student will need in his personal study and research.
It is primarily for freshmen and sophomores and only a
limited number can be admitted each quarter.

A year of professional training for library service is
offered by the Division of Library Instruction. This is
affiliated with the library, the university librarian being



director of the division. At least three years of ap
proved college work are required for admission to this
division. A special bulletin describing the curriculum
and requirements of the division may be obtained on ap
plication to the Registrar, University of Minnesota, Min
neapolis, Minn.

Changes in hours of opening or in library rules and
regulations as well as other matters of interest to the
users of the library are published, as occasion demands,
in the Official Daily Bulletin of the University.

The instructions herein are based on the practice of
the General Library. In the interests of better service,
local variations are to be found in the procedures of some
of the branches of the library. These can easily be
learned from the assistants in charge of these branch
reading rooms.

Some of these instructions may seem almost offensively
elementary if addressed to upper classmen or graduate
students, and some mention of resources may not seem
of use to lower classmen. Nevertheless, experience shows
that failure to use the library is not confined to the
lower classes or even to undergraduates, nor intelligent
use of advanced material to seniors and graduates.

Experience has therefore guided both inclusion and
exclusion. It is assumed that each user of this H alld
book will be competent to judge for himself what in
it is useful to him.

This edition has been entirely rewritten with the co
operation of the department heads and college librarians.
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ADMINISTRATION

"The University Library comprises all books, maps,
charts, manuscripts and similar documents purchased out
of university funds, or acquired in any other manner by
the University, except such as are of an administrative
nature and such maps and charts as relate to, or are
used in, the internal organization of the several depart
ments."

The University Library is administered through (a)
the General Library; (b) college libraries; (c) depart
mental collections. The libraries of the schools and sta
tions at Crookston, Grand Rapids, and Morris are also
technically a part of the University Library.

The total number of volumes in all the branches of
the University Library was approximately 833,000 ac
cessioned volumes on July 1, 1936, exclusive of more than
50,000 uncataloged but available pamphlets and theses
and many government documents similarly available.
More than 30,000 volumes are annually added to the
University Library. Over 7,100 serials are currently re
ceived by the General Library.

The administrative officers of the University Library
are listed on page 4. The university librarian is also
an officer of the Board of Regents and is responsible
directly to the president of the University for the general
supervision of the University Library. The department
heads and the assistants in charge of most of the col
lege and departmental libraries are directly responsible
to the university librarian for the detailed administration
of their respective departments. The Law library, the
University High School library, and the libraries of the
schools and stations are autonomous, with their own
budgets, and directly responsible to their respective deans
and administrative heads. Purchases of books, periodical
subscriptions, and binding, for all units of the University
Library, are administered through the General Library.

The Library Committee of the University Senate as
sists in distributing the book funds of the General Library
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in authorizing periodical subscriptions and III matters af
fecting general university policy.

LIBRARIES

The General Library is housed in the Library Build
ing. This building is the administrative center of the
university library system and the greater portion of its
books are housed in it. It contains more than 725,000
volumes, including most of the general reference books
and the main collections in all fields, with such excep
tions as are indicated later.

The library offices and main workrooms, the I{eserve
Reading Room, and the Arthur Upson Reading Room
are on the first floor. The circulation department, and
the Reference, Periodical, and Biological-Medical read
ing rooms are on the second floor. The third floor in
cludes seminar, class, and reading rooms and studies for
research and is reserved for the use of the faculty and
advanced students engaged in research (see p. 45). The
footnotes to the floor plans on pages 54-57 give further
details as to the location and use of rooms in the
library.

College libraries may be maintained as separate units
apart from the General Library only with the approval
of the regents of the University. They contain per
manent collections of books, periodicals, transactions and
proceedings of learned societies, and other printed mate
rial in the special fields of the college in which they are
kept. The following college libraries outside the Library
Building have been authorized by the regents of the
University: Agriculture, Chemistry, Engineering, Law,
Mines and Metallurgy, University High School.

The library of the College of Education is in the front
suite on the third floor of the Library. The former
libraries of Dentistry, Medicine, and much of Pharmacy
are combined with the departmental libraries in Anatomy,
Botany, Surgery, and Zoology in the Biological-Medical
library at the north end of the second floor of the Library.
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The Department of Agriculture library is located
in the Administration Building on the University Farm
campus in St. Anthony Park, St. Paul. Its collection of
over 47,000 volumes and about 1,100 serials relates chiefly
to agricultural research, but it also contains many books
of general interest. Students registered on either the
Main campus in Minneapolis or the Farm campus in
St. Paul are entitled to full library privileges on both.
An intercampus loan system is in operation.

The chief departmental coIlections of the Department
of Agriculture library are: Agricultural Biochemistry,
Entomology and Economic Zoology, Forestry, Horticul
ture, Plant Pathology, Veterinary Science.

The Law library occupies commodious quarters in
the Law School Building. It contains about 83,300 vol
umes. About 1,000 periodicals and other serials are regu
larly received. The coIlection includes complete sets of
the American federal and state reports, the Interstate
Commerce and other commission reports of legal signifi
cance; nearly all the English and British colonial and
Dominion reports; American federal and state and (with
a few exceptions) English and British statutes; many
appeIlate court briefs; the standard digests, encyclopedias,
legal periodicals, treatises, and textbooks. The collection
is steadily growing. The State Law Library, ill the
Capitol in St. Paul, is also accessible to students.

The University High School library includes about
4,500 volumes and 60 periodicals suitable for high school
use. It is a department of the College of Education and
primarily an experimental laboratory and subsidiary of
the instructional work of the college. It is not accessible
for general use. It is located in Room 117 of the Educa
tion Building.

The Chemistry library in the Chemistry Building
contains about 10,293 volumes and subscribes for 97 peri
odicals, of which it has an excellent collection in many
languages.

The Engineering library (Room 128, Engineering
Building) includes about 28,000 volumes and 440 periodi-
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cals are regularly taken. It is a consolidation of the
former libraries in Civil Engineering, Electrical Engi
neering, and Mechanical Engineering and also includes
material in the other phases of engineering included in
the curriculum and research projects of the College of
Engineering and Architecture.

The Mines and Metallurgy library (Room 209,
Mines Building) includes about 4,000 volumes and regu
larly receives 30 periodicals. Its collection is supple
mented by the departmental collection of the Department
of Geology in Pillsbury Hall.

Departmental collections.-By a resolution of the
university Senate, sepal'ate departmental collections are
confined to "such material as is in frequent use in the
daily work of the department." They vary in size with
the size and character of the work of the different de
partments. Three of the largest of these department col
lections are in three related groups on the third or semi
nar floor of the Library Building. These are (1) Educa
tion and Psychology (front suite); (2) Literature and
Language (south suite); (3) History and Geography
(north suite). A fourth, the' Social Science group (Poli
tical Science, Economics, and Sociology) is in the north
suite in the basement with the offices of the League of
Minnesota Municipalities and the Municipal Reference
Bureau of the General Extension Division of the Univer
sity of Minnesota, temporarily adjoining. Members of
the library staff are in attendance at all times collections
are open. Admission is limited to the faculty and ad
vanced students doing research work. Special cards of
admission to the social science seminars must be obtained
from Room 320, Library. A working collection in
physics is now located in the Physics Building.

Working collections of reference books and laboratory
aids, subject to the University Senate resolution cited
above, are kept in most of the scienti fic departments, the
Department of English in Folwell Hall, the Department
of Geology in Pillsbury Hall, and in some other depart-
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ment quarters. The General College is conducting an
experimental reading room with a selected collection, in
Room 202, Wesbrook Hall.

The specific locations of some other departmental col
lections in important special fields follow:

Anatomy and Animal Biology.... Biological-Medical Library
Botany Biological-Medical Library
English 311 Library
Geography 338 Library
German 306 Library
History 329-36 Library
Holway Mycological Library 305 Botany
Latin and Greek 302 Library
Mathematics General Library Stack
Philology 309 Library
Psychology 317 Library
Romance Languages and Literature. 313 Library
Scandinavian Languages and Literature .. 304 Library
Surgery Biological-Medical Library

College and departmental collections are available for
the reasonable reference use of any faculty member or
qualified research worker.

Residence halls libraries.-Small collections chiefly
of a general and recreational character are maintained in
Shevlin Hall, Pioneer Hall, the Nurses' Hall of the
University of Minnesota Hospitals, and the dormitory of
the Farm School. These are for the use of the residents
of these halls, and, while technically a part of the library,
are neither provided from general library funds nor avail
able for general library purposes.

READING ROOMS

Four large reading rooms and the Arthur Upson Room
are in the Library Building. The hours of opening are
given on pages 14-16.

The Reference Room is the second floor room. It
contains the permanent reference collection, including dic
tionaries, encyclopedias, handbooks, annuals, and com
pilations intended for occasional reference, rather than for
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consecutive reading. Other books, not strictly reference
in character, but much used in preparing c1asswork, term
papers, and research, are also placed in this collection.
For example, a set of Shakespeare's works as well as the
Shakespeare concordances and some dictionaries and hand
books, and the different Cambridge History Series as well
as historical dictionaries and handbooks, are on the shelves.
Books included in this collection have a special mark "R"
and may not be taken from the reading room. Books bor
rowed from the reference department and used in the
Reference Room must be returned through the slide at
the left end of the reference desk. Books borrowed from
the circulation department should be returned to the cir
culation desk. A pamphlet and clippings file is also kept.
Interlibrary loans and the use of books not in general
circulation (the "Z" collection) are administered by the
reference department. The circulation department admin
isters the "Y" collection of books, too scarce or valuable
for the heavy wear of the ordinary stacks. There are
420 seats for readers in the Reference Room.

The Periodical Room is the south room on the sec
ond floor of the Library. It has a seating capacity of 180.
Current periodicals and newspapers (except those deal
ing with the biological sciences) are kept here. Bound
volumes of magazines and other serials are kept in the
adjoining stack. A complete set of the Congressional
Record is kept at the west end of the room and a file of
the Commercial and Financial Chronicle is shelved on the
east wall. To insure prompt service most of the periodi
cals are kept subject to written request at the service
desk. A "visible index," accessible to readers, lists the
current and bound files available with their locations.
Files of most of the important periodical indexes are kept
in duplicate in the Periodical Room and the Reference
Room.

The Biological-Medical Room occupies the north
end of the second floor of the Library. It has accommo
dation for 216 readers. It includes the former college and
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departmental libraries in Animal Biology (Zoology),
Botany, Dentistry, Medicine, Pediatrics, and much of
Pharmacy. Reference books, texts, and treatises of vari
ous kinds are kept on open shelves in this room. Adjacent
parts of the stack contain bound sets of periodicals and
books relating to the biological sciences and their appli
cations. A "visible index" to sets is in the room.

The Reserve Reading Room with chairs for 338
readers, is the large north room on the first floor of the
Library. Books assigned for reading in the various
courses are kept behind the delivery desk, which must be
passed to enter the reading room. These books are re
served at the request of the instructors in charge of the
courses with which they are to be used, and are changed
each quarter or as often as the need of them requires.
Rules for the use of "reserve books" may be found on
pages 40-41.

The Arthur Upson Room, in the northeast corner
of the first floor, with its special furniture and nearly all
its books, is a gift from a friend of the University. It
was opened February, 1925, as a memorial to a former
member of the university faculty. The books include
about 5,000 volumes of standard literature in many fields
and are intended to suggest titles and types of books suit
able for personal reading and personal libraries. As the
purpose of the room is reading for personal pleasure and
profit, an attempt is made to obtain conditions of quiet
and comfort as nearly as possible comparable with those
of a good private library.

To insure suitable use of the room, the conditions of
the gift require that no textbooks, notebooks, or other
classroom material or periodicals may be taken into or
used in the room. Silence must be maintained. No meet
ings or social gatherings may at any time be held in the
room. There are seats for about 40 readers.
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COLLEGE READING AND STUDY ROOMS

In addition to the reading rooms in the main Library
Building, the following schools and colleges have separate
reading rooms in their own buildings: Agriculture, 160
readers; Chemistry, 75 readers; Engineering, 240 read
ers; Mines and Metallurgy, 80 readers.

The General College has a special reading rOOlll
(202 Wesbrook Hall) with seats for 145 readers, in
which experiments in directed reading are being con
ducted. It is open only to General College students.

Study rooms, not under library jurisdiction or offering
regular library facilities, are to be found in the following
buildings:

Burton Hall.-The reading room of the old library, with ISO
seats.

School of Dentistry.--Room 231, with 20 seats.
Folwell Hall.-A ~tudy room, for women, in the basement, witn

25 seats.
Medical Sciences.-Room 117, for 25 men.
Millard Hall.-Room 118, for 25 women.
Minnesota Union.-Room 101. A Hmagazine room," with about

30 seats for men.
Shevlin Hall.-A study room for women, on the second floor.

Students who use these rooms instead of the library
reading rooms for note writing, textbook study, and other
purposes for which the special services of the library
reading rooms are not necessary, will confer a great serv
ice on those who desire to use the regular library facil
ities for the purposes for which they are provided and
maintained. Library reading rooms are not intended for
conversation and general social intercourse.

HOURS OF OPENING

(Subject to change on published notice)

During the college year, the regular hours of opening
for the reading rooms and circulation desks, are as
follows, except on some legal holidays and other special
occasions. During the hours of general university convo
cations, the library is closed by university regulations.
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Variations from regular hours are announced in the
Official Daily Bulletin of the University.

General Library (including the Biological-Medical Li
brary)

7:45 a.m. to 10 :00 p.m., Monday to Friday inclusive
7 :45 a.m. to 6 :00 p.m., Saturday

Department of Agriculture Library
8 :00 a.m. to 9 :00 p.m., Monday to Friday inclusive
8 :00 a.m. to 5 :00 p.m., Saturday

Chemistry Library
8 :30 a.m. to 8 :00 p.m., Monday to Friday inclusive
8 :30 a.m. to 12 :00 noon, Saturday

Engineering Library
8 :00 a.m. to 9 :00 p.m., Monday to Friday inclusive
8 :00 a.m. to 6 :00 p.m., Saturday

Law Library
8 :00 a.m. to 10 :00 p.m., Monday to Friday inclusive
8 :00 a.m. to 5 :00 p.m., Saturday

Mines and Metallurgy Library
9 :00 a.m. to 5 :00 p.m.; 7 :00 to 10 :00 p.m., Monday to

Friday inclusive
9 :00 a.m. to 12 :00 noon, Saturday

SUMMER SESSION HOURS

(Subj ect to change on published notice)

General Library, first term
7 :45 a.m. to 9 :00 p.m., Monday to Friday inclusive
7 :45 a.m. to 12 noon, Saturday

General Library, second term
7:45 a.m. to 5 :00 p.m., Monday to Friday inclusive
7:45 a.m. to 12 :00 noon, Saturday

Department of Agriculture Library, first term
8 :00 a.m. to 5 :30 p.m., Monday to Friday inclusive
8 :00 to 12 :00 noon, Saturday

Chemistry Library (J uly only)
8 :00 a.m. to 5 :00 p.m., Monday to Friday inclusive
8 :00 a.m. to 12 :00 noon, Saturday
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Engineering Library
8 :00 a.m. to 5 :00 p.m., :'londay to Friday inclusive
8 :00 a.m. to 12 :00 noon, Saturday

The library offices, like the other offices of the Univer
sity, are open from 8 :30 a.m. to 5 :00 p.m., except on
designated holidays, general university convocation hours,
and other times announced in the Official Daily Blllletill.
From June IS to September 1, inclusive, they are open
from 8 :00 a.m. to 4 :30 p.m.

CATALOGS

General catalog.-The general catalog of the uni
versity libraries is located in the central hall on the sec
ond floor of the Library Building. It serves as an index
to all the cataloged books, pamphlets, periodicals, etc. in
the lihraries (except Agriculture and Law, for which it
is not complete). The general catalog is a dictional"y card
catalog. An author's wmks are found entered under his
name and arranged alphabetically by title. The works on
a given subject are listeu nuder the subject and alpha
beted by autbor. Books with distinctive titles are usually
founcl under title entries also. All of tbese cards: author,
subject, title, series, and secondary entries are arranged
in one alphabet like a dictionary. For further directions
in the use of the catalog, see pages 34-39.

The separate college libraries have separate cata
logs, more or less complete, of tbe books therein. Dupli
cate entries of 1I10st of these books appear in the general
catalog.

Old catalog.-J n the last section of the catalog,
labeled "Old Catalog" are cards for many books I"eceived
before 1907, which have not been recataloged. The
greater number of these books are classed in 200 (Re
ligion) but there also are some in 500 (Natural Science)
and 800 (Literature).

Union catalog.-In the Bibliography Room (102)
on the first floor of the Library Building is a depository
catalog of the Library of Congress. This contains only
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the author cards for the books in this great library.
Filed with these entries are also cards from the following
libraries: University of Chicago, University of Illinois,
University of Michigan, Harvard University (no longer
received), Wesleyan University, and the John Crerar
Library. Between 60,000 and 70,000 titles are added each
year to the union catalog, making it a most valuable aid
in bibliographical work.

Special catalogs.-Some of the printed catalogs of
various large libraries which are often useful for refer
ence and bibliographical work are:

Bibliotheque N ationale (Paris). Catalogue General
(in progress).

British Museum Catalog (new edition in progress).
British Museum (Natural History) Catalog.
Carnegie Library (Pittsburgh) Catalog.
Gesamtkatalog der Preussischen Bibliotheken (in prog

ress). Kept up to date by the following: Berliner
Titeldrucke 1930 to date.

London Library Catalog.
Sveriges Offentliga Bibliotek. Accessions Katalog.
U. S. Surgeon General's Office. Index catalog of the

library.

SHELF LIST

The shelf list is a card catalog of the books in the
library arranged by classification numbers. It is located
in the Catalog Room (103) on the first floor of the
Library Building. Its chief use is for inventory purposes
and for occasional special research. For most purposes
the general catalog should be used.

INDEXES

Sets of the most important indexes to periodicals are
kept in the Reference Room and the Periodical Room.
Consult assistants in either room for help in their use.
The most important of these indexes are Poole's Index
to Periodical Literatltre, 1802 to 1906. Poole is indexed
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under the subject (or "catch-word" of the title), but in
cludes no entries under names of authors. These, when
known, are given in parentheses after the title. The
entries include the name and volume number (not date)
of the magazine and the initial page number of the article.
This index is important for locating earlier American
and English periodical articles.

Readers' Guide to Periodical Literature, 1900 to
date, is a later and current index. which includes many
reports of learned societies, and some public documents.
It is now published with semimonthly supplements, cumu
lated at different periods during the year and at annual
and three-year or five-year periods. Unlike Poole, the
Readers' Guide is a dictionary catalog, indexing by
authors, titles, and subjects in one alphabet. Its entries
include both volume numbers and dates of publication and
inclusive page references.

International Index to Periodicals is an index to
periodicals and serials of more specialized interest than
those indexed in the Readers' Guide, and ordinarily found
only in rather large libraries. From 1907 to 1920 inclu
sive, it was entitled the Readers' Guide Supplement.

Annual Magazine Subject Index, 1907 to date, sup
plements .other indexes by including periodicals-notably
art, dramatic, and historical society publications-not in
dexed in the Readers' Guide and other special periodical
indexes. It has a separate section, also published sepa
rately under its title, Dramatic Index. which indexes
dramatic periodicals and other articles of dramatic in
terest. It is often referred to as "Faxoll," from the name
of its compiler and publisher.

Book Review Digest, 1905 to date, published month
ly with semiannual and annual cumulatory. An index
to reviews of current books and arranged alphabetically
by authors, with an index of subjects, titles, and pseudo
nyms of authors.

Subject Index to Periodicals, 1915 to date, is an
English index, by author and subject lists, to more than
500 periodicals, about 40 of which are foreign. It dupli-
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cates much material included in the Readers' Guide and
the International Index.

Essay and General Literature Index is an index to
collected essays and sections of books. It practically
supersedes the earlier A. L. A. Index to General Litera
ture.

Special indexes.-There are many individual and
serial indexes of value in special fields. A few of the
more important of these now in the library are listed
below. Others are on the shelves of the various reading
rooms or are listed in the general catalog.

Agricultural Index.
A. L. A. Index to General Literature.
A. L. A. Portrait Index.
Art Index.
Bibliographie der Deutschen Zeitschriftenliteratur.
Bibliographie der Fremdsprachigen Zeitschriften-

literatur.
Bibliographie der Rezensionem.
Bibliographie der Sozialwissenschaften.
Biological Abstracts.
Chemical Abstracts.
Dramatic Index.
Education Index.
Ellis. General Index to Illustrations.
Engineering Index.
Firkins, Ina T. E., Index to Plays.
Firkins, Ina T. E., Index to Short Stories.
Granger, E., Index to Poetry and Recitations.
Index Medicus.
Index of the Periodical Dental Literature.
Industrial Arts Index.
New York Times Index.
Public Affairs Information Service.
Quarterly Cumulative Index to Current Medical

Literature.
Riches. Analytical Bibliography of Universal Biog

raphy.
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Sears. Song Index.
Times. Official Index.
U. S. Office of Education. Research Studies in Educa

tion.
Zoological Record.

BIBLIOGRAPHY ROOM

Room 102, on the first floor of the Library Building,
contains a large collection of bibliographies on various
subjects. The publishers' trade lists, catalogs, and bibli
ographies of national scope are shelved in this room. A
few of the more important are listed on pages 21-23. The
Union and Library of Congress depository catalogs, in
which are filed the printed cards of certain libraries men
tioned on page 16, are also located there. The bibliog
raphies shelved there are fOl" use in this room only.
Attendants in the room wil1 assist in finding desired
books at any time during office hours (8 :00 a.m. to
5 :00 p.m.). The collection in the Bibliography Room
indicates only a part of the bibliographies in the library.
Many, particularly those limited to special subjects, are
shelved in the Reference Room and other reading rooms.
Others are in the bookstack. Important bibliographies
included as parts of books are usually listed in the gen
eral catalog under the subjects of which they treat, with
the subhead "Bibliography" (e.g., Shakespeare, 'Nilliam,
Bibliography) .

BIBLIOGRAPHIES

A bibliography is a list of references pertammg to a
specific subject. The library has an excellent working
collection of bibliographies which is steadily growing. As
indicated in the preceding section, this col1ection is
centered in Room 102, but it has long since outgrown
that room. The catalogs and indexes listed on pages 16-20
are bibliographies of the highest value. Many reference
books, textbooks, and other books dealing with specific
subjects include bibliographical notes on separate biblio
graphical sections.
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Much time can be saved in the preparation of class
work, term papers, or debates by using bibliographies.
Before beginning such papers, consult the catalog, the
reference librarian ano his assistants, and the staffs of
the reading rooms. Three main classes of bibliographies
may be mentioned; (1) general, dealing with several sub
jects or a broad general field; (2) /lational, dealing with
books and articles published in, or in some way relating
to, a particular country; (3) subject. dealing with a
definite subject of smaller scope than the general or
national. A very few of the more important of the first
two classes are listed below. The special subject bibliog
raphies should be sought on reading room shelves or
through the general catalog.

IMPORTANT GENERAL BIBLIOGRAPHIES

Brunet, ]. C, Manuel du Libraire et de l'Amateur de
Livres.

Graesse, ]. G. T., Tresor de Livres Rares et Precieux.
Serial publications of foreign governments, 1815 to 1931.
Union list of newspapers.
Union list of serials.

SELECTED NATIONAL BIBLIOGRAPHIES

American

American Catalog. 1876-1910.
Cumulative Book Index. 1898-date. From 1929 on .a

world list of books published in the English language,
published monthly with quarterly, annual, and longer
cumulations. An author, title, and subject list arranged
in dictionary form.

Evans, C, American Bibliography. 1639-1799.
Kel1y, James, American Catalog of Books. 1861-1870.
Publishers' Trade List Annual.
Roorbach, O. A., Bibliotheca Americana. 1820-1860.
Sabin, J., Dictionary of Books Relating to America.
United States Catalog. Forms an approximately com-

plete record of books published in the United States
which were in print January 1, 1928.
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English

English Catalogue of Books. 1801-date. An annual vol
ume with periodic cumulations.

Lowndes, W. T., Bibliographer's Manual. of English
Literature. From earliest times to 1834.

Reference Catalogue of Current Literature.
Whitakers Cumulative Booklist. 1924-date.

Fl'ench

Biblio., Catalogue des Ouvrages parus en Langue Fran
<;aise dans Ie Monde Entier 1934-date. Monthly with
annual cumulation.

Bibliographie de la France. 1811-date.
Librairie Fran<;aise, Catalogue General des Ouvrages en

Vente au January 1, 1930. Kept up to date by annual
supplements.

Lorenz, 0., Catalogue General de la Librairie Fran<;aise.
1840-date.

Querard, La France Litteraire. 1700-1826.
Repertoire de Bibliographie Fran<;aise. 1500-1930 (in

progress) .
Vicaire, Manuel de l'Amateur de Livres du XIX Siec1e.

German

Deutsche Nationalbibliographie. 1930-date (weekly).
Deutscher Literaturkatalog. 1914-date.
Deutsches Biicherverzeichnis. 1911-date.
Halbj ahrsverzeichnis. 1911-date.
Heinsius, Allgemeines Biicherlexikon. 1700-1892.
Kayser, Vollstandiges Biicherlexikon. 1891-1911.

Italian

Bolletino delle Pubblicazioni Italiane. 1900-date.
Pagliani, A., Catalogo Generale delle Libreria Italiana.

1847-date.
Scheda Cumulative Italiana. 1932-date.
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Norwegiall

Aarskatalog over Norsk Litteratur. 1904-date.
Norsk Bog-fortegnelse. 1848-date.
Pettersen, H., Bibliotheca Norvegica. 1648-1813.

Swedish

Aarskatalog for Svenska Bokhande1n. 1906-date.
Svensk Bok-katalog. 1866-date.
Svensk Bog-Lexikon. 1830-1865.

Dallish

Bibliotheca Danica. 1482-1830.
Dansk Bogfortegnelse. 1859-date.

Dutch

Brinkman's Catalogus der Boeken, etc. 1850-date.

REFERENCE DEPARTMENT

The Reference Room contains a permanent collection
of more than 7,500 volumes. These have a special mark
"R" and may not be borrowed for use outside the room,
but they may be used freely and without formality in the
room itself. Books may also be borrowed from the circu
lation department and used in the Reference Room. They
should be returned to the circulation desk. All books
charg'ed at the reference desk must be returned throug'h
the slide at the left end of the reference desk. Except
for a few volumes kept within or near the reference
librarian's office, the books are arranged by the Dewey
Decimal Classification (see page 33), beginning with Sec
tion C of the wall shelves on the right of the right exit
and following by the decimal class order around the room
to the left of the left exit.

The reference librarian and his assistants should be
consulted for assistance in finding or using reference
books, catalogs, periodical and other indexes, and other
reference material. The department endeavors to give
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any possible aid to anyone in search of information and
such aid should be asked without hesitation. At the same
time, the large number of facuIty and students makes
much individual aid difficult. Any self-help in the way
of consulting catalogs, bibliographies, and the like, wiII
make the location and use of desired material quicker
and easier. Definiteness in requests also helps. For ex
ample, if the date of President Franklin D. Roosevelt's
birthday is wanted, do not ask for "a biographical dic
tionary" or even for "a book on Roosevelt." (See also
p. 29.)

A few of the most important general reference books
in the Reference Room are listed below. They are of
the type usually needed for basic facts. Detailed research
involves the use of others more limited in scope and more
attention to material not of the conventional reference
book type.

ENGLISH DICTIONARIES

Century Dictionary.
Murray, New English Dictionary (Oxford Dictionary).
New Standard Dictionary.
Webster, New International Dictionary.
Wyld, Universal Dictionary of the English Language.

FOREIGN LANGUAGE DICTIONARIES

Danish-Norwegian

Dahlerup, Ordbog over det danske sprog.

French

Clifton and Grimaux: New French-English and English-
French Dictionary.

Dictionnaire de l'Academie fran<;aise.
Littre. Dictionnaire de la Langue fl'an<;aisc.
Nouveau petit Larousse I1Iustre.

German

Grimm, Deutsches W orterbuch (in progress).
Muret-Sanders, Enzyklopadisches englisch-deutsches und

deutsch-englisches W orterbuch.
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Italian

Hoare, Italian Dictionary.
Tommaseo, Dizionario dena lingua italiana.

Latin

Du Cange, Glossarium mediae et infimae latinitatis.
Forcellini, Totius latinitatis lexicon.
Harper's Latin Dictionary.

Norwegian

Brynildsen, Norsk-Engelsk Ordbok.

SpaHish

Academia espanola.
Diccionario manual.
Velazquez, New Pronouncing Dictionary of the Spanish

and English Languages.

Swedish

Ordbok.
Svenska akademien.

ENCYCLOPEDIAS

Czech

Ottuv Slovnik NaucnY.

Danish

Salmonsens konversationsleksikon.

English and American

Encyclopedia Americana.
Encyclopaedia Britannica.
New International Encyclopaedia.

French

La Grand Encyclopedie.
Larousse, Grand Dictionnaire Universe!.
Nouveau Larousse Illustre.
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German
Der Grosse Brockhaus.
Meyers Konversationslexikon.

I fa/ian

Enciclopedia I taliana (in progress).

N oYH'egian

Aschehougs Konversations Leksikon.
Illustreret Norsk Konversations Leksikon.

Russian

Bol'shaia sovetskaia entsiklopediia.

Spanish

Diccionario Enciclopedico Hispano-Americano.
Enciclopedia Universal Illustrada Europeo-Americana.

Swedish

Konversationslexicon och Realencyklopedi.
Nordisk Familjebok.

SPECIAL ENCYCLOPEDIAS

American and English Encyclopaedia of Law.
Bailey, Cyclopedia of American Agriculture.
Bailey, Standard Cyclopedia of Horticulture.
Catholic Encyclopedia.
Chambers' Cyclopaedia of English Literature.
Champlin, Cyclopedia of Painters and Paintings.
Encyclopaedia of the Social Sciences.
Encyclopedia of Sunday Schools and Religious Education.
Harper's Encyclopaedia of United States History.
Hart, Cyclopedia of American Government.
Hastings, Encyclopedia of Religion and Ethics.
Jewish Encyclopedia.
Larned, New History for Ready Reference.
Machinery's Encyclopedia.
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Monroe, Cyclopedia of Education.
New Schaff-Herzog Encyclopedia of Religious Knowl

edge.

SPECIAL DICTIONARIES AND DIRECTORIES

Ayer, Directory of Newspapers and Periodicals.
Bartlett, Familiar Quotations.
Bouvier, Law Dictionary.
Grove's Dictionary of Music and Musicians.
Palgrave, Dictionary of Political Economy.
Paton, Accountants' Handbook.
Rogers' Dictionary of Abbreviations.
Schlomann, Illustrated Technical Dictionaries.
Stevenson, Home Book of Quotations.
Sturgis, Dictionary of Architecture.
Ulrich, Periodicals Directory.
Warren, Dictionary of Psychology.
Webb, New Dictionary of Statistics.
Webel, German-English Technical and Scientific Dic

tionary.

BIOGRAPHICAL DICTIONARIES

General

Biographie Universelle.
Chambers' Biographical Dictionary.
Lippincott's Pronouncing Biographical Dictionary.
Nouvelle Biographie Generale.
Poggendorff, Biographisch-literarisches Handworterbuch

fur Mathematik, etc.
Rose, New General Biographical Dictionary.

American

Appleton's Cyclopaedia of American Biography.
Dictionary of American Biography.

Belgian

Biographie Nationale.
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L

British

Dictionary of National Biography (generally referred to
in bibliographies as DNB).

Dutch

Aa. Biografisch W oordenboek.
Molhuysen and Blok, Nieuw Nederlandsch biografisch

W oordenboek.
French

Dictionnaire de Biographie fran<;aise (in progress).

German

Allgemeine Deutsche Biographie.

Scandinavian

Biografiskt lexikon.
Bricka, Dansk biografisk lexikon.
Personalhistorisk Tidsskrift.
Svenskt Biografiskt Lexikon.

CONTEMPORARY BIOGRAPHY

Who's Who, for British and some international contempo
rary biography.

Who's Who in America for contemporary American bi
ography, and a large number of similar publications
with similar names (International Who's Who; Hvem
er hvem't Qui etes-vous't Wer ist's't etc. American
Men of Science, etc.) should be consulted for informa
tion regarding living persons.

YEARBOOKS, HANDBOOKS, TREATISES

There are numerous yearbooks, handbooks, special dic
tionaries, and treatises on a great variety of subjects, the
usefulness of which can easily be seen by examination of
the reference shelves. A few typical ones of general use
are: Cambridge Ancient History,. Cambridge Medieval
History,. Cambridge Modern History,. Cambridge H is-
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tory of American Literature,. Cambridge History of
English Literature,. Fletcher, History of Architecture,.
Minerva (Handbooll of the learned world); Mimlesota
Legislative Manual,. Paton, Accountants' Handbook,.
Standard Catalog for Public Libraries,. Statesman's Year
book,. Statistical Abstract of the United States; World
AlmOlwc.

HOW TO USE BOOKS
Read the title page to learn the author of the book, its

general subject, and the place and date of its publication.
A book published in 1910 wil1 give you no facts about
the World War.

Read the preface and introduction to learn what the
author intended to write. It is unfair to blame him for
not doing something he never intended to do. Consult the
table of contents. It shows the chapter headings, which
outline the plan of the volume and which are a guide to
the broad subjects or divisions treated. Consult the index.
It is a guide to the specific topics discussed in the volume.
Do not confuse it with the table of contents.

PERIODICALS
Current issues and bound volumes of periodicals and

newspapers may be obtained at the desk in the Periodical
Room. These are for use in that room only. A special
cal1 slip may be obtained at the desk.

Cal1 slips should give the name of the periodical; the
volume and number, and the date; cal1 numbers are un
necessary for material in this col1ection. Volumes used
in carrels by those with stack permits should always be
charged at the periodical desk.

The references necessary for the cal1 slips if not exactly
known by the borrower, may usual1y be obtained from
the periodical indexes on file in both the Periodical Room
and the Reference Room.

The General Library and its branches regularly receive
more than 7,100 serials. With the addition of those re
ceived by Law and Agriculture, the total, including gifts
and exchanges, is more than 9,100.
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The beginning of an excellent selective research col
lection of American and foreign newspapers has been
made. Overlapping files of older papers furnish an al
most complete sequence of events since the late eighteenth
century. Among the more important files currently main
tained are: Boston Evening Transcript; Chicago Trib
lHle; Detroit News; Manchester Guardian Weekly;
Minneapolis Journal; Minneapolis Tribune; Neue Freie
Presse (Vienna); New York Times; Le Temps; The
Times (London),. United States News,. Wall Street
Journal.

GOVERNMENT DOCUMENTS

For several years past there has been a systematic at
tempt to collect national, state, and municipal documents
of the United States and several leading foreign coun
tries. While the collection is far from complete in many
subjects, there is a good working group of documentary
material which is being increasingly used in Economics,
Education, History, Political Science, Sociology, and
many fields of science.

United States.-The University Library is a general
depository for the volumes and pamphlets, on widely
varying subjects, issued by the United States Govern
ment. Our set includes most of the older as well as the
more recent.

Many of these documents are listed in the card catalog,
but a large number are not recorded there. The greater
part of the "congressional set" and the most recent de
partmental documents are available only through the use
of the catalogs published by the Federal Government.
Files of these are available in both reference and periodi
cal rooms. When the card catalog fails to reveal material
wanted, or when the catalog entry indicates that a serial
publication is not up to date, consult a member of the
reference staff, who will provide the necessary biblio
graphical guides.

State and Municipal.-The collection comprises
documents of the states of the Union. There is a good
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working collection of those of many of the leading states.
This collection is growing rapidly. Many municipal and
state documents are available in the Municipal Reference
Bureau (see p. 53).

The most recent publications in this field are likely to
be uncataloged, but may usually be had upon application
at the desk in the Periodical Room. Good collections of
federal and state documents are also available in the
Library of the Minnesota Historical Society and the Min
nesota State. Library, both in St. Paul.

Great Britain.-The library has a practically com
plete file of the Sessional Papers of Great Britain from
1919 to date; for the period preceding 1919 there are sev
eral thousand unbound and uncataloged Sessional Papers
and other official documents in the stacks. These are
available through the use of indexes shelved in the refer
ence room. Many other British documents of special in
terest are listed in the card catalog. Important series are:

Journals of the House of Lords (incomplete)
Journals of the House of Commons . (incomplete)
Hansard's Parliamentary Debates.
Canada.-Nearly complete sets of the Sessional

Papers of Upper and Lower Canada and the Dominion,
of Ontario, Quebec, and Newfoundland are in the library.
More or less extensive runs of other provincial and
Dominion documents are available.

Ireland.-The library has a set of the Irish Free
State Parliamentary Debates since its beginning.

Finland.-A set of the Parliamentary Papers
(Handlingar) of Finland from 1908 (Swedish edition)
has been received.

France.-An almost continuous file of many im
portant parliamentary publications from 1789 to the pres
ent are listed in the catalog and there are many special
documents from the Revolutionary Period to the present.
Important files may be found under the entries:

France. Chambre des Deputes,. France. Cha111bre des
Pairs,. France. Assemblee N ationale,. J01lrnal 0 ffi
cial de la Republique Fran,aise,. M oniteur Universel.
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Germany.-In addition to many publications of
Prussia and the North German Confederation and many
departmental reports of Saxony and other parts of· the
Reich, the library has a comprehensive file of the Steno
graphische Berichte uber die Verhandlungen des dentschen
Reichstags.

Spain.-An incomplete but extensive file of the
Diario de Sessiones de la Cortes, from 1823 to 1918 is
in the document collection.

Belgium.-A file of Belgian parliamentary proceed·
ings since 1830 (the re-establishment) is available. The
two chief series are;

Annales et Documents Parliamentaires de la Chambre
des Representants et du Senat, 1844 to date.

Moniteur Beige, 1831 to 1896.
Netherlands.-A corresponding file for the N ether

lands is Verslag van de Handelingen del' Staaten
generaal, 1847 to date.

Files of varying degrees of completeness of the docu
ments of other countries are also in the General Library.
In addition to those which al'e cataloged there is a con
siderable number uncataloged. An index to them is
maintained in the Reference Room. This collection is
steadily increasing and, tho incomplete, provides a gooe!
working basis for research in many widely different fields.

COLLEGE CATALOGS

The catalogs and bulletins of many of the more im
portant colleges and universities are regularly cataloged
and shelved in the book stack. Many others, as yet un
cataloged, may be had on application in the Periodical
Room. More extensive files of the most recent of these
publications are kept in the office of the registrar, who
should be consulted regarding questions of transfer credit
and other matters affecting the curriculum of the indi
vidual student.
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MASTER'S THESES

Before 1925, candidates for the Master's degrees
were required to deposit only one copy of their theses
in the library. These are typewritten and a part of the
university records. As no duplicates are available, no
one is permitted to use them outside the Reference Room.
Beginning with 1925, two copies of each thesis have been
deposited, one for reference and permanent record, the
other for circulation. The original copies are kept in
the reference department. To use them, apply to the
reference staff.

CLASSIFICATION

Dewey Decimal System.-The books in the library
are grouped together by subjects. The system followed
is the Dewey Decimal Classification with some modifica
tions. A copy of these may be found at the reference
librarian's desk. The ten main classes or divisions are:

000-099 General works, bibliography, general periodicals

100-199 Philosophy, psychology, ethics

200-299 Religion, Bible, church history

300-399 Sociology, economics, law, education

400-499 Philology (languages)

500-599 Natural science

600-699 Applied science and useful arts

700-799 Fine arts, recreations

800-899 Literature

900-999 History, biography, travel

Each of these classes is subdivided into ten minor
classes, which in turn are subdivided as minutely as the
subject of the book classified requires. For example,
900-999 are the inclusive numbers for history; 973-999
are the inclusive numbers for United States history, 973.7,
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War of Secession. The subdivision for this subclass, the
Civil \Var, are as follows:

973.71 Political history
.72 Diplomatic history
.73 Special campaigns and battles
.74 General military history
.75 Naval history
.76 Celebrations
.77 Prisons, hospitals, etc.
.78 Personal narratives
.79 Illustrative material

These subdivisions may be continued to whatever
minuteness of classification is required. The class number
determines the position of the book on the shelves and
groups it with others of the same subject. Other symbols
are used to indicate size (if oversized), the author, title,
and number of the copy if there are duplicates. These
combined figures and letters are the call number which
indicates the exact location of the book.

It is 1I0t necessary for the student to understand the
details of the classification, but in calling for books he
should copy the call number in the upper left-hand corner
of the catalog card in full. An error in one letter or
figure may send the messenger to the wrong shelf and
thereby cause considerable delay. (See also p. 38.)

HOW TO USE THE CARD CATALOG

The catalog of a large library is unavoidably more
complicated than that of a small one and the beginning
student may find some difficulty in locating the particular
book he needs. During the busiest hours one of the refer
ence assistants may be found at the desk nearest the card
catalog. She will assist anyone who desires help in the
use of the catalog. If no assistant is at the desk ask one
of the reference assistants for aid.

Arrangement.-The card catalog is alphabetically
arranged. A thoro knowledge of the alphabet and its
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many combinations is indispensable for every user of the
catalog and of reference books. Before deciding that a
given book is not in the catalog or a reference not in
cluded in a reference book or index, the student should
be sure that he has looked in the right place. When in
doubt, a member of the reference staff should be con
sulted. Some specific methods of avoiding common diffi
culties in finding entries in the catalog are given below.

Method.-Look in the catalog under the name of
the author whose book you desire, or under the subject
about which you wish information. The author card has
the name of the author on the first line. The subj ect card
is readily recognized by its red upper edge and it has
the subject typed on the first line. If the title of the
book is distinctive you may also find it entered with the
title on the first line.

All of an author's works are entered alphabetically
by titles under his name. If there are complete editions,
these are entered first. Individual works, alphabeted by
title, follow.

Biographical and critical works relating to a given
author follow the list of his works. These are alphabeted
by author.

Example of the different entries for a book.-Rue,
Larry. I PI)' for News. If this book is desired, it may
be found by looking in the catalog under Rue, Larry.
If the author is not known but the title is remembered,
look for I Fly for News. If neither the author nor title
is known but a book about certain air flights is wanted,
look under AerOilautics. Plights. Perhaps you are more
interested in journalism. If so, do not look under Jour
nalism, but the more specific subject, Reporters and Re
portillg. If your interest is in travel and you look in the
catalog under Travel you will find a cross reference card,
"Travels see Voyages and Travel." Therefore look
under Voyages and Travels. For such books there are
five different approaches found in the catalog.
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Besides the author, subjects, and titles, other entries
are also found, e.g.;

Harvard Historical Studies (series card)

The series card gives the list of books in the series
which the library contains.

Green, John, compo (compiler card)

Payne, Enoch George, ed. (editor card)

Kent, Rockwell, illus. (illustrator card).

Garnet, Mrs. Constance (Black) tr. (translator
card)

Points which should be especially noted;

1. Modified vowels as ii, ii, P, ii in the German, Scandi
navian, and other languages are arranged as if they were
spelled ae, oe, ue.

Examples;

Aanrud, Hans
Arets aventyr
Aaron

Bilker
Boelter
Bomer
Boer War

Goring
Goethals
Goethe
Gettinger

2. Compound names are arranged as separate words.

Examples;

New Hampshire
New York

Newark
Newfoundland

3. Proper names beginning with M' or Mc arranged as
tho spelled uniformly Mac. Names beginning with St. are
arranged as if spelled Saint.

Examples;

M'Cormick
McCrae
Macdonald

Saint, Lawrence B.
St. Cloud, Minn.
Saint Elizabeth's hospital

I.

4. Surnames preceded by "de," "van," "von," and simi
lar titles are arranged by the surname only, unless angli
cized in its compound form.
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1860-1865.
1914-1918.
Military.

Examples

1. Bismarck, Otto, Furst von
Voltaire, Franc;ois Marie Arouet de

2. de la Mare, Walter John
Van Loon, Hendrik \Villem

5. Initial articles are disregarded in all languages.

Examples:

Oxford, Arnold Whitaker.
The Oxford Book of American Essays.
Oxford Movement.
Das Oxforder Buch deutscher Dichtung.

6. Abbreviations are arranged as if spelled in full.

Examples:

Mistress Brent.
Mrs. Gerald's niece.
The mistress of the manse.

7. When the same word serves for several kinds of
headings, the order is person, subject, title.

Examples:

France, Anatole (personal)
France, History (subject)
La France Vie d'Amerique (title)

8. Forenames precede surnames when these are identical.

Examples:

George V., King of Great Britain.
George, Prince of Denmark.
George, Henry.

9. Subdivisions under the history of a country are ar
ranged in chronological order (an exception). These
are frequently subdivided. The period subheadings are
often followed by other subheadings alphabetically ar
ranged.

Examples:
United States History.
United States History.
United States History.
United States History.
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Symbols for college and other special collections
are as follows:

Symbol

B

C
En
F

G
K
M
Ph

R

X (Pencilled)
y

z

Department

Biology in general

Chemistry
Engineering
Pharmacy

Geology
Children's collection
Mines and Metallurgy
Physics

Reff'TenCe books

Permanent loans
Scarce and valuable

books

Treasure room

Building

Library, Biological-Medical
Room

Chemistry Building
l\lain Engineering Building
Pharmacy (Pharmaceutical

works in the Biological
Medical library are
marked "n")

Pillsbury Hall
General Library Stack
Mines Building
General Library, Rooms

319, 321
Reference Room, General

Library
Various offices
Issued by the circulation

department (on special
permit)

General Library (non-cir
culating or issued only
on slJecial permit)

Some older books, not yet recataloged bear the follow
ing symbols: Bo (Botany); De (Dentistry) ; S (Medi
cine). These are now in the Biological-Medical collection
in the General Library. Books in the Department of
r\griculture library, and the Law library which are also
included in the general catalog in the General Library,
have their location stamped on the cards.

Day slips, for books to be used in the reading
rooms, are to be found on the tables adj oining the end
catalog or at the desk in the Biological-Medical Room.

\Vhen the right entry has been found in the catalog, a
call slip should he filled out as indicated on the slip with
full call number (see below), author, ti tIe, signature of
borrower, volume, series or year (in the case of serials),
university post-office box number, and date of borrowing.

Call numbers.-As previously stated (p. 34) the
call numbers are the combination of letters and ligures
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found in the upper left-hand corner of the catalog cards.
The upper number designates the class to which the book
belongs; the lower letter and number its relative location,
by author and title, in the class. These letters appear on
the backs of all cataloged books and on the bookplates
in the books. "R" before the first figure of the call num
ber indicates that the book is a reference book, to be
found in the open shelves of the Reference Room of the
General Library. A letter or combination of letters (other
than R) placed before the first figure indicates that the
volume is in a college, departmental, or other special col
lection (see Symbols, p. 38). All books without a letter
before the class number belong in the General Library or
the library branch indicated on the bookplate. It is very
important that the full call number be put on each call
slip. (See also p. 34.)

CHARGING SYSTEM

Books are lent: (a) for use in the reading rooms only;
(b) for ovemight use; (c) for two weeks.

Reference books, government documents, periodicals,
original copies of Minnesota Master's theses, manuscripts
generally, and some rare, expensive, and easily damaged
books in special collections are not lent for use outside
the reading rooms. These, with many of the available but
uncataloged documents and pamphlets, should be applied
for at the reference desk.

Anyone desiring to draw a book for use in the upper
reading room must fill out a day slip (to be found on
the tables adjoining the catalog) exactly as indicated on
the slips. The slip must be presented to an attendant at
the loan desk. The attendant delivers the book to the
borrower and files the slip. The charge is cancelled upon
the return of the books. Books drawn for use in any of
the reading rooms must be returned at such time as the
attendants specify, especially in case of books in general
demand.
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Reserves.-These books, which are assigned by the
faculty for required class reading are for use in the Re
serve Room. To obtain one of these books, one of the
special slips found on the long table at the entrance to
the Reserve Corridor must be filled out as indicated. For
reserve books it is not necessary to 'Iook up call numbers.
The author and title, with the student's signature and uni
"ersity post-office box number are all that are required.
A simplified catalog, or shelf list, of the books "on re
serve" is filed in catalog trays on the long table. Periodi
cal articles "on reserve" are kept in the Periodical Room,
where inquiry for them should be made.

As far as possible, the entries in the reserYe catalog
are under the author's name. However, in cases in which
the only a,'ailable copy of the assigned material is not to
be found in the catalog under the author's name (e.g.,
Edith ~r. Thomas, Betra)Jal of the Rose, available only
in Stedman's American Allthology) the main entry would
he under Thomas, with a cross reference to Stedman.

The call slip, properly made out, should be handed to
an assistant. \\Then the book is found, the page calls the
name of the borrower, who receives the book and passes
down the line into the Reserve Reading Room, The hook
may be retained for two hours with renewed privileges
unless otherwise stipulated when the book is given to
the horrower. \Vhen the bOlTower is done with the book,
it should be placed on the slide on the inner wall of the
Reserve Reading Room, near the door.

Students who need to use reserve books at ilTegular
times may do so if the written permission of the in
structor or instructors at whose request the book was
put on reserve is presented to the assistant at the reserve
desk, pro<'ided always that such withdrawal from the re
serve collection does not illterfere with service to the
general student body or the groups in whose interests the
hook was reserved.

Books may not be removed from the reserve collection
except on written request of the instructor or instructors
at whose request the book was placed on reserve. The
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university librarian reserves the right to remove from
or to decline to put on reserve any books in such general
use that their reservation would cause general incon
venience and to remove any books which are unused by
those for whom they were reserved.

Overnight books.-Reserve books are lent for one
night only. Overnight slips are obtainable each evening
after 7 :30, and after 1 :00 p.m. on Saturdays. Books of
which there are only single copies and those in great
demand may be taken "overnight" after 8 :30 p.m. (or
4 :30 p.m. on Saturdays) unless, in the judgment of the
assistant in charge, the demand for them is too great to
justify their overnight circulation at that time.

Overnight books must be returned by 8 :30 a.m. of the
day following. If not returned by that time, a progressive
fine (see pp. 39-43, 50-51) is imposed.

To draw an overnight book, the student fills out one
of the overnight slips. The assistant will then fill out a
receipt in duplicate; the copy is given to the student.
The following morning the student presents the receipt
to the attendant at the reserve desk and the hour of re
turn is then stamped thereon. The student should retain
this receipt for twenty-four hours that any mistakes in
charges may be adjusted. Possession of the receipt is the
student's security against mistakes and the library cannot
be responsible for difficulty arising from failure to re
tain it.

Two-week books.-\Vith some exceptions, books
not reserved for assigned class use or in permanent or
temporary reference collections may be borrowed for two
weeks, subject to recall at any time.

To procure a two-week book, the regular call slip must
be made out as for reading room use (see p. 39). This
slip (with the book, if previously drawn for reading room
use) must be presented with the borrower's library card
to the assistant at the circulation desk so that it may be
properly charged.

Responsibility for rules.-The library cannot be re
sponsible for mistakes due to ignorance of its rules. The
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essential ones are published each quarter in the Official
Doily Bulletin as well as in this H011dbook. All library
blanks and forms should be read before signing.

Library cards.-Library cards are issued to all users
of the library entitled to draw books (see p. 7) on ap
plication at the circulation desk of the General Library
or at the loan desks of its branches and of the college
libraries. No books will be issued unless these cards are
presented. It is advisable to apply for these cards with
a fee receipt, as soon as possible after registration. A
library card issued in the main library or in any of the
college or branch libraries will be honored in all library
units open to general student use.

Cards are issued for personal use only and not to be
lent to others. The person to whom a card is issued will
be held responsible for the safe and prompt return of all
books issued on his card and for all fines due on such
books. This card must be returned to the library for
cancellation before a clearance of the holder's university
record will be issued from the registrar's office. Unless
the card is presented, a delay of two weeks to clear the
library record is necessary.

If a library card is lost, application must be made at
least forty-eight hours before a new one will be issued.
Twenty-five cents will be charged for the new card. The
issue of more than one library card to replace the lost
one in anyone academic quarter will be made only for
exceptional reasons and these only at the discretion of
the university librarian or the head of the circulation
department.

GRADUATE STUDENTS AND TEACHING
FELLOWS

Graduate students and teaching fellows may draw, not
to exceed ten, books required for their work. These may
be retained throughout a quarter, if not requested by
someone else in the meantime. Books not directly related
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to the student's personal curriculum are lent subject to
the two-week rule. All books are subject to immediate
recall when need arises.

Teaching fellows or assistants and graduate students
have no special privileges in regard to "reserve" books.
Fairness to others requires observance by advanced stu
dents as well as undergraduates of the rules governing
the return of both reserve and regular books. Teaching
fellows or assistants and graduate students are subject to
the prescribed fines for failure to return reserve or over
night books at the specified hour-two-week books on
the date due, others promptly after a notice for recall has
been sent them.

Graduate students will find it advantageous to consult
with the reference librarian as soon as their thesis sub
jects have been selected. He and his assistants will help
them determine whether the library has a satisfactory
supply of material on the subject chosen; will file the
subjects, and, as far as time and opportunity permit, will
inform them of related material that comes to the atten
tion of the reference staff. Minute research on theses or
other individual student projects cannot be undertaken by
the reference staff nor will it be possible to make exten
sive purchases of books merely to facilitate the writing
of individual theses.

INTERLIBRARY LOANS

Many large libraries will lend books needed for gradu
ate or faculty research in other institutions. Applications
for such loans must be made through the reference li
brarians. The library can assume no responsibility for
any books borrowed personally from other libraries nor
can it lend books except on the request of another library.

The regulations governing interlibrary loans differ
greatly among libraries, and the University of Minnesota
must observe the rules fixed by the library lending the
book. In general, books are lent for two weeks only.
Few libraries will borrow from or lend to other libraries
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hooks for the use of undergraduates or for candidates for
the Master's degrees. The great number of students in
these two groups makes this impossible. Thesis subjects
should be chosen with this limitation in mind. Members
of the faculty engaged in research and candidates for
Doctor's degrees may borrow within reasonable limits,
subject in all cases to the rules of the libraries to which
applications for such loans are made.

Members of the faculty as well as students must pre
sent a written request when they desire to borrow books
on interlibrary loan. Graduate students who are candi
dates for the degree Ph.D. and who desire to borrow
books on interlibrary loan must present a written request
signed by the member of the faculty under whooe direc
tion the work is being done. The Library of Congress
and an increasing number of other libraries lend books
for the personal use of the faculty only and not in general
for the use of graduate students of any grade.

Libraries in general are tending to limit interlibrary
loans because of the risk of loss and damage to the books
borrowed and the inconvenience caused to their own li
brary public. Manuscripts, unique or very rare books,
expensive and fragile items, or those which cannot be re
placed easily are not usually lent to other libraries. In
such cases, it is often possible to obtain photostat copies
or (in a few cases) films of the desired material.

All transportation charges and service charges made
by the lending library and any loss of, or damage to, a
book while in the possession of the borrower, must be
paid by the borrower either personally or from funds at
the disposal of the department in which he is working.
In the latter case, written approval of the head of the
department or his designated representative must be pre
sented with the approval of the faculty adviser. The
cost of photostats or films must usually be met 111 the
same way.

All books borrowed on interlibrary loan must be re
turned promptly on the date designated by the lending
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library. Failure to return borrowed books promptly rna)
result in the withdrawal of interlibrary loan privileges.

Current books, books not needed for research, and other
books readily obtainable by purchase will not be bor
rowed or lent on interlibrary loan.

SEMINAR LIBRARIES

The seminar library groups are for the use of the
faculty and for advanced students to whom permits have
been issued (see below). The books deposited in them
are for use in these rooms and are not for general ci rcu
lation. They are deposited on request of the instructors
in whose course or courses they are to be used-primarily
for reference purposes. Application for the home use of
these books, except for specific individual assignments
and on written rcqllest of the instructor concerned, must
be made through the general circulation department,
which will make suitable arrangements in case the book
is not needed in the seminar. Books needed for use in
two or more departments not closely related or assig'necl
for use in both undergraduate and grauuate courses are
usually "reserved" in the general Reserve Room (see
pp. 13, 40).

ACCESS TO STACK AND SEMINAR
LIBRARIES

The following rules (adopted as resolutions by the
Library Committee of the University Senate) govern
admission to the seminar rooms in the hasement and on
the third floor and to the bookstacks :

1. Admission to the stacks and seminars shall be regu
larly confined to faculty and registered graduate students
anu other qualified persons approved by the university
librarian.

2. To obtain admission, a graduate student must oh
tain a stack permit, subj ect to the rules now in force.
This permit will be issued m duplicate-one for the li
brary files and the other to sen'e the student as an
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identification card. Stack and seminar passes will be
issued to any member of the faculty on request and
identification. Graduate student permits are valid only
for the period indicated on them and in no case beyond
the end of the academic year in which they are issued,
or the period for which the student is registered in the
University.

3. Entrance to and exit from the stacks must be made
at the main circulation desk. The entrances at other
places are for library staff use only.

4. All persons who desire to enter the stacks must
deposit their identification cards with the attendant in
charge. On leaving stacks the permit must be reclaimed.
This rule will be generally applied except in case of
regular members of the library staff on duty and such
members of the faculty as may he identified by the
attendants.

5. All books taken from the stacks must be shown to
an attendant, who will make the suitable charges for them.

6. The stack and seminar permits must be presented
for cancellation, by the student holding the permit, at
any time a "library clearance" is requested.

7. Special students (including "honor students" working
on research or other advanced projects and recommended
in writing by their faculty advisers, other advanced re
search workers, and visiting scholars, who present satis
factory identification or a recommendation from a member
of the University Senate may be granted special stack and
seminar privileges by the university librarian. These per
mits are subject to the same limitations as regular permits
and are valid only for the period specified on them.

8. Any regular or special permit may be revoked by
the university librarian for violation of regular library
rules governing the use of books, or any violation of the
rights of others using the stacks or seminars.

Stack permits for graduate and undergraduate students
may be obtained in the Education Seminar (front suite,
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third floor, Main Library). Special stack permits in
cluded in section 7 above, must be obtained at the library
office (107 Library).

CORRESPONDENCE STUDY COURSE
STUDENTS

Students registered in correspondence study courses of
fered by the General Extension Division of the Univer
sity may borrow books from the library subject to the
following conditions: The privilege of borrowing does
not apply to textbooks nor to books other than those as
signed by the instructor for required collateral reading
in the course. Books on reserve in the library and those
in use or in general demand for resident university work
cannot be lent to correspondence study students. The
period of loan is one month. The student must pay the
cost of transportation both ways and must return the
hooks promptly at the expiration of the loan period.

Applications for these loans should always be made on
blanks which will be supplied on request by the Corre
sljondence Study Department, General Extension Divi
sion, University of Minnesota, and should be addressed to
the University Librarian, University of Minnesota, Min
neapolis, Minnesota.

The Library Division of the Minnesota State Education
Department, St. Paul, Minnesota, has a traveling library
department in which are many suitable books which it
will lend to correspondence study students on request.

EXTENSION STUDENTS

Students registered in Extension Division classes in
Minneapolis or St. Paul may borrow books, other than
textbooks, for use in connection with their courses.
Extension students must furnish identification and are
subj ect to all library regulations including those in re
gard to return of books on demand and to fines for
overdue books.
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STUDIES AND CARRELS

The following recommendations regarding the use of
carrels and private studies in the Library Building were
unanimously adopted by the Library Committee of the
University Senate and have been put into force as library
regulations. In view of the limited number of carrels and
studies available, it will be necessary to enforce them
generally.

CARRELS

The carrels at the rear of the bookstacks are intended
primarily for research: (1) for faculty members and
visiting scholars; (2) for advanced research students or
assistants at work on a de finite study. In no case will
they be assigned for private offices or for administrative
purposes.

Assignments will be made by the university librarian
on the written request of the head of the department in
which the applicant is employed or registered and with
the approval of the chairman of the Graduate School
group committee in the applicant's field of study or work.
This request should state specifically the purpose for
which the carrel is to be used and the length of time
the study will probably take. All applications should be
in the hands of the Graduate School group committee as
early as possible.

Assignments will not ordinarily be made beyond the
end of the current quarter. In no case will they be made
beyond the end of the current academic year. Summer
Session assignments will be considered separate assign
ments.

The assignment of a carrel implies priority in its lise
and in the use of the carrel shelves for such books as
are charged to it and for space for notes and seminar
material left in the carrel. It is impracticable to forbid
its use for reference purposes to others at such times as
the person to whom it is assigned is not using it. Books,
notes, and other material left in carrels by others than
those to whom the carrels are assigned are sl1bj ect to
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removal at any time by the library staff. All books not
properly charged to carrels will be returned to the stacks.

Three carrels (at each end and in the center) on each
stack level will be left unassigned until further notice.
They are for the free use of anyone authorized to use
the bookstacks. and no pre-emption of them by any indi
vidual student or faculty member is authorized.

Conversation and the use of typewriters are not per
mitted in the carrels. All manuscripts, notes, personal
books, or other material left in them are left at the
owner's risk.

Carrel permits may be cancelled at any time by the
university librarian for disuse of the carrel, violation of
library rules or other abuse of library privileges, or other
sufficient cause. The assignment of a carrel presumably
implies considerable use of it by the person to whom it
is assigned.

STUDIES

The private studies in the library are intended pri
marily for the use of faculty members and visiting
scholars preparing research material for publication.

Assignments are made by the university librarian on
the written request of the member of the library com
mittee in the general field of the applicant's request and
with the approval of the dean of the Graduate School. The
request for assignment should state specifically the char
acter of the publication in preparation and the time it is
expected to be ready for the press.

Assignments will ordinarily be made for one or two
quarters. In no case will they be made beyond the end
of the current academic year. Summer Session assign
ments will be considered as separate assignments, valid
only during the months of July, August, and September.

The assignment may be revoked at any time by the
university librarian in case the study is not used or for
other sufficient cause.
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LIBRARY LENDING RULES

The rules regarding fines for infractions of the lending
regulations of the library and for inj uries to books are
general university rules adopted by the Board of Regents.
Any violation of them makes the offender liable to gen
eral university discipline. The library staff has no
authority to remit any penalty incurred for disregarding
them. For convenience some regulations noted elsewhere
are repeated here.

Books, other than those in restricted collections or "on
reserve" may be borrowed for a period of two weeks,
suhject to recall at any time if needed elsewhere. A fine
of 5 cents per day will be charged for two-week books
kept overtime. This fine will be charged to the oWller
of the card on which the books are charged, and the
amount due will be deducted from his deposit fund.

Books borrowed from the circulation department must
be returned to the circulation desk-not left on desks or
tables or given to other students. The student on whose
card a book has been issued is personally responsible for
it until it has been returned to the circulation desk.
Books borrowed through the reference department must
be returned to the reference desk. Reserve books must
be returned to the reserve desk.
~ot more than three books may be charged at the same

time to any undergraduate student.
Books on reserve for assigned reading may be taken

out for one night at such an hour as the head of the
circulation department may designate. All overnight
books must be returned to the reserve desk by 8 :30 a.m.
the following morning. If not returned by that time a
fine of 2S cents will be imposed. An additional 10 cents
will be charged for every hour or fraction of an hour
thereafter that the book is retained. Since books are put
on reserve because of their presumptive use by many
students, a careful observance of this rule is necessary.

Reference books, government documents in general, and
periodicals are for use in reading rooms only.
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No one is authorized to draw books in his own name
to be lent to others. By doing so he becomes liable for
all fines or other penalties resulting from such action.
Borrowers who mark, mutilate, damage, or lose books
belonging to the library will be required to pay, in addi
tion to any fines which may have been incurred, the full
cost of replacing another copy of the book lost.

University credits will be withheld until the student's
library record has been cleared.

Conversation in the reading rooms is forbidden. Willful
offenders are liable to university discipline.

LIBRARIES OF MINNEAPOLIS AND
ST. PAUL

There are many public, school, college, and special
libraries in Minneapolis and St. Paul and their vicinity.
Many of these are accessible under varying conditions to
special students and to students and faculty residents of
the respective vicinities. Among the largest and most
accessible are those listed below. Each of these deter
mines its own conditions of use. The University Library
cannot modify these in any way nor can it assume any
responsibility for the use of these libraries by the faculty
or the students of the University. These libraries are very
generous in co-operating with the University Library and
in assisting faculty and students in every possible way.

The Minneapolis Public Library (including the Min
neapolis Athenaeum) has many branches and a reference
and circulating collection of 644,047 volumes. It is es
pecially strong in art, music, and history.

The St. Paul Public Library also includes many
branches. Its reference and circulating collection includes
377,769 volumes.

The Minnesota State Historical Society has a reference
library of 183,000 volumes and thousands of manuscripts,
chiefly on various phases of local and American history.

The James Jerome Hill Memorial Library, which
shares a building with the Cental Branch of the St. Paul

51



Public Library, has an excellent reference collection of
about 83,000 volumes. Its scope is general and a special
attempt to include the latest available reference books
is made.

The Minnesota State Library, in the State Capitol, has
a collection of about 120,000 volumes and 40,000 uncata
loged pamphlets. It includes chiefly public documents
and law.

The Minneapolis Institute of Arts has a good working
collection of about 3,100 volumes on art. It is accessible
for students' use under the general conditions of admis
sion to the institute.

INTERDEPARTMENT LOANS

A library card issued at the circulation desk of the
General Library or any of the authorized library units
entitles the holder to the use of books in any part of the
University Library, subject to the regulations in force in
the unit in which the desired book belongs. Much time
can be saved by application at the unit to which a desired
book logically belongs. For example, books and periodi
cals relating to sanitary engineering are usually to be
found in the Engineering library. Public health ma
terial relating to disease will probably be found in the
Biological-Medical collection. Copies of many books in
considerable demand and useful in several fields will be
found in more than one unit. Material in extensively
overlapping fields is mostly shelved in the General
Library.

If a book is not located in a special branch, it can
usually be traced, through the records of the General
Library, by inquiry at the main circulation desk or the
reference department.

A regular delivery service between the Main campus
and the campus of the Department of Agriculture is
maintained. There are also daily deliveries between the
General Library and its branches on the Main campus.
These deliveries are made only to designated offices in
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the different buildings. Personal delivery service either
in the delivery or return of books from personal offices
is not practicable. Faculty members as well as students
are responsible for the return of borrowed books.

MUNICIPAL REFERENCE BUREAU

The Municipal Reference Bureau of the General Exten
sion Division of the University of Minnesota was or
ganized in 1913 to provide accurate information on mat
ters of municipal concern for municipal officials, civic
associations, and private individuals. To do this it col
lects reports, charters, ordinances, and other documents
of municipal interest and prepares reports and statistics.
It has co-operative and exchange relations with approxi
mately sixty bureaus of municipal research and reference
and leagues of municipalities scattered throughout this
country and Canada. Subjects covering practically every
phase of municipal work have been analyzed and reported
by these agencies. The experience of the last two dec
ades-during which more information was collected re
garding municipal activities than at any other time in
history-is thus available. The Bureau for Research in
Government, under the direction of the Political Science
Department of the College of Science, Literature, and
t~ Arts, is closely co-ordinated with the Municipal Ref
erence Bureau.

The Municipal Reference Bureau is at present located
in the north end, Rooms 14 to 16, of the library basement.
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Includes public lavatories, the Division of Library Instruction class
rooms and offices (Nos. 3 to 7), Commission On Higher Education (Nos.
4 to 11, marked "Map Room"), Municipal Reference Bureau (No" 15 to
16), and the Social Science Seminar Suite (Nos. 12 to 15). The otber
rooms are used for administrative or other library purposes and are not
available for public use.
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Includes the Reserve Reading Room, the Arthur Upson Room
(marked "Standard Library" on plan), and the library offices (Nos. 106
to 107, 101 to 104). A public telephone booth and a public elevator (E)
to the third floor and basement are also on this floor.
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SECOND FLOOR

L

Occupied by three large reading rooms: the Reference (or Main
Reading) Room, the Biological·Medieal Library (here called "Medical·
Biological), ami the Periodical Room and by the delivery desk and
offices of the circulation department. The referenee librarian's office is
in the Reference Room and the public catalog is in the central hall to
the left of the delivery desk.
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THIRD (SEMINAR) FLOOR

This includes three seminar suites: Education and Psychology (Nos.
314 to 326), History and Geography (Nos. 327 to 339), and Literature
and Language (Nos. 302 to 313), and graduate discussion rooms (Nos.
301, 312, 328, 329, 339). Admission to the rooms on this floor is by
permit only (see pp. 45 to 47).
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