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CHAPTER I 

INTRODUCTION 

According to Baumo1 (1973), the wholesale price index has been 

rising at a rate of about 1.S percent per annum, while the operating 

cost per student in academic learning resource centers and libraries 

has risen at the enormous compounded rate of 6.1 percent per annum. 

He has demonstrated conclusively that the relative productivity of the 

economy as a whole has increased about 3 percent while there has been 

little or no increase in the productivity in the technical services 

departments (e.g., the number of books processed per unit of time) in 

learning resource centers and libraries. Moreover, the salaries for 

personnel in learning resource centers are forced upward each year by 

the rise of wages in the community while productivity does not rise. 

The cost for cataloging books, for example, in community col

leges has risen to a point where it is now suspected that it costs more 

to catalog a book than to purchase it. The prospect of ever-rising 

costs can only portend financial bankruptcy for learning resource cen

ters or at least a significant degradation of the services offered, and 

there is some evidence that the latter has begun to occur in the com

munity college learning resource center. 

Technical processing operations are basic to the provision of 

learning resource center service. They tend to be parts of the learn

ing resource center work most susceptible to centralization, mechani

zation, routinization, and standardization. They are also the parts of 

1 
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the learning resource center operations most amenable to cost effec

tiveness measures and procedures. Centralization and possibly comput

erization of technical processes are not simply necessary to minimize 

unit costs, but are required to achieve quality of service. 

In order to have an effective centralized processing unit, the 

most modern management tools and techniques available must be utilized. 

The accountability pressures currently prominent will probably not sub

side in the near future, but rather will increase in intensity. Along 

the same thinking, accountability is now being emphasized in academic 

enterprises in order to be able to show the public what is being accom

plished with the resources available. Accountability is not an end in 

itself; its fundamental purpose is to optimize relationships between 

resources and results. 

Increased benefits for the patrons of the learning resource 

centers could occur as a result of centralizing the technical processes. 

For example, a union card catalog could be developed which would re

flect the holdings of the learning resource centers participating in 

the centralized processing organization, more subject entries could be 

created which would provide the users with a more viable approach to 

the collections, and materials could be processed faster and made more 

readily available. 

Traditionally, learning resource centers have been administered 

under a system of incremental budgeting. The incremental budgeting 

system is based on increases by annual increments in the financial sup

port of programs and the perpetuation of existing programs without much 

scrutiny. 
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The Planning-Programming--Budgeting System (PPBS), with its 

output focus and its input-output relationship, can provide an academic 

enterprise with a powerful vehicle for showing what results it is ac

complishing and how it is accomplishing them. PPBS is a comparatively 

new management tool in education. It can provide powerful assistance 

to a decision maker by displaying enterprise goals and alternative 

means for achieving them, including both the benefits and costs of each 

alternative. When resources are limited, a PPB System can assist with 

more effective allocation and management. 

Planning in the operations and costs of learning resource cen

ters must be undertaken early because of the long lags inherent in the 

decision making process and the very long-term commitment implicit in 

these decisions (Baumol, 1973). Decision making in learning resource 

center operations must take into account future as well as present 

costs. 

What distinguishes PPBS from other management innovations is 

that its methods are interrelated. The planning and programming di

mensions are interdependent and when combined with the budgeting di

mension a unified system is formulated. Failure to implement one part 

of the system will have an effect on the other parts. 

According to Alioto (1971), PPBS is an idea whose time has 

come to education in the 1970's during the present accountability era. 

Until recently the literature on PPBS had emphasized its conceptua1-

expository aspects, but had overlooked the operational-demonstrative 

facets. 
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PURPOSE OF THE STUDY 

The purpose of the study was to illustrate by using a Planning

Programming-Budgeting System how a centralized technical services pro

cessing organization could eventually aid in lowering costs and in im

proving the efficiency and effectiveness of technical services opera

tions, and provide interactive bibliographic means which would permit 

patrons to maximize the utilization of the available resources of the 

learning resource centers in West Virginia's community colleges. An

ticipated results from .the application of a PPB System to a simulated 

technical services processing center serving all three learning re

source centers were compared with results derived from the traditional 

system of technical services processing currently utilized by the three 

learning resource centers. 

STATEMENT OF THE PROBLEM AND OBJECTIVES 

The problem of this study was to develop a Planning-Programming

Budgeting System for a technical services processing center for the 

learning resource centers of West Virginia's three community colleges. 

Specific objectives were to: 

1. Determine the current costs for processing materials in 

each learning resource center and the current technical 

processing standards and procedures used by the learning 

resource centers. 

2. Apply the components of PPBS to formulate the management 

system of the technical services processing center. 
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3. Identify and clarify in conceptual and operational terms 

the objectives of the technical services processing center. 

4. Describe alternatives for the objectives of each major pro

gram. Identify the type and magnitude of resources (i.e., 

human, fiscal, spatial, and material) necessary for the 

pursuit of each alternative. 

5. Identify the ways projected financial savings and improved 

services for users would be realized as a result of central

izing the technical processing activities and operating in 

the PPBS mode. 

6. Appraise the PPB System and the general design and objec

tives of the technical services processing center by inter

viewing the professional staff members of the learning re

source centers .. 

NEED FOR THE STUDY 

The following factors constituted the need for the study: 

1. The lack of current means for complete subject analysis of 

materials being added to the learning resource centers. For 

example, additional subject headings and cross references 

would permit improved user utilization. 

2. The suspected unjustified high costs for performing duplicate 

technical services tasks by the learning resource centers. 

3. The lack of bibliographic knowledge concerning availability 

of the materials held by the learning resource centers. A 

union card catalog is needed for each learning resource 
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center which would reflect the holdings of all three learn

ing resource centers. 

4. The importance of applying PPBS principles while consider

ing objectives, programs, the relationship between program 

inputs and outputs, the alternatives, and the future costs 

and benefits of centralized technical processing. 

Centralization of technical services is necessary in order to 

free professional personnel in the learning resource center from ac

quisitions and cataloging tasks which they usually cannot do well, 

because the volume is too small or too large, their attention is divid

ed between technical services and readers' services, or they simply 

lack the necessary ability. It can free them to serve the learning 

resource center's clientele on an individualized basis. 

Centralized technical processing has been advocated for librar

ies for the past forty years. However, even with public and school li

braries engaging in centralized technical services ventures since the 

early 1950's, it was not until the latter 1960's that academic librar

ies and learning resource centers began actively exploring the feasi

bility of centralizing the technical processes. The advent of the Ohio 

College Library Center in 1970 and the increased tempo of technical 

processing activity in the community college learning resource center 

have created the need for study in systems development for centralized 

technical processing organizations. An exhaustive search of the lit

erature did not disclose any attempt to apply PPBS to centralized 

technical processing operations. 



7 

DEFINITIONS 

Technical processes and services. Acquisitions, accessioning, 

budget preparation and bookkeeping, cataloging and classifying, charg

ing systems, serials control, and preparation of materials (print as 

well as non-print media) make up the technical processes and services. 

Centralized processing. Centralized processing encompasses 

those technical services steps whereby materials for the three learning 

resource centers are ordered, cataloged, and prepared in one location. 

Learning resource center. The learning resource center is com

posed essentially of two components: the audiovisual or media component 

and the library component. 

Planning-Programming-Budgeting System (PPBS). A conceptual ap

proach to decision making developed by the RAND Corporation and in

stalled in the Department of Defense in 1961; a structured procedure 

for policy determination; introduced into the entire federal establish

ment in 1965; emphasizes outputs, program activities, and accomplish

ments; long-range planning, analytic evaluative tools, and economic 

rationality are basic ingredients (Hartley, 1968, p. '256). 

BIBNET. BIBNET is an acronym for the computerized bibliog

raphic network developed by the Information Dynamics Corporation. The 

network is connected via on-line telephone circuits from a centralized 

computer to the individual learning resource centers and libraries. By 

a cassette memory storage unit and a cathode-ray-tube terminal catalog 

cards may be produced locally. 

The Ohio College Library Center (OCLC). In general design, the 
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not-for-profit OCLC consists of a Xerox Data Systems Sigma 9 computer 

with cataloging and bibliographic data stored on random-access disc 

devices. Remote cathode-ray-tube terminals which are located in learn

ing resource centers and libraries are connected to the central com

puter by a network of telephone circuits. A secondary memory contains 

a file of bibliographic records and indexes which are used in producing 

catalog cards. Other technical services activity (e.g., acquisitions 

and serials control) have recently been implemented. 

Operations research. A way of making systematic inquiry into 

the problematic relationships between organizational goals and the 

possibilities of technical innovation. 

LIMITATIONS OF THE STUDY 

Three limitations exist in this study. First, it is limited to 

the three community college learning resource centers in West Virginia. 

Second, it is limited to the operations concerning technical processes 

and services. Third, it is limited to the alternatives of the PPB 

System which are compatible with the existing technical services pro

cessing activities. 

SCOPE OF THE PPB SYSTEM DEVELOPMENT AND APPLICATION 

Development and application of the PPB System for the processing 

center consisted of the following three phases: 

Phase I pertained to an exploration of the existing technical 

services operations in the learning resource centers. The author 
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visited each learning resource center and engaged in operations re

search of the technical processing procedures currently utilized. The 

study involved the collection of technical services data on unit costs, 

mean time calculations for performing technical services tasks, equip

ment overhead, cost for supplies, and the number of duplicate titles 

added. 

Phase II concerned a synchronized attack on the problem by 

operating directly in the PPBS mode. During this phase the PPB System 

was developed using the following chief components of PPBS: (1) the 

basic policy statements; (2) the program structure; (3) the program 

memoranda; (4) the program financial plan; and (5) the special analytic 

studies. 

Phase III entailed an appraisal of the PPB System and its ob

jectives and alternatives by the professional staff members of the 

learning resource centers. An interview was used as the instrument 

in the appraisal process. 

ORGANIZATION OF THE STUDY 

The chapters of the study are organi.zed in the following manner: 

Chapter I was the introductory chapter and contained the pur

pose of the study, the problem statement and specific objectives, the 

need for the study, definitions, limitations, and the scope of the PPB 

System development and application. 

Chapter II was comprised of the review of relevant literature 

concerning centralized processing and PPBS. 

Chapter III contained the methodology used in the study. 
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Chapter IV consisted of the results of the data collection, the 

PPB System, and the results of the interview of the professional staff 

members. 

tions. 

Chapter V contained the summary, conclusions, and recommenda-

The Appendixes included the following information: 

Appendix A--A daily time - function record. 

Appendix B--A list of the standardized technical processing 

activities. 

Appendix C--Scope of functions performed - standardized tech

nical processing activities. 

Appendix D--A BASIC computer program (Wang 3300). 

Appendix E--Analysis and comparison of current technical ser

vices operations. 

Appendix F--Interview instrument. 



CHAPTER II 

REVIEW OF THE LITERATURE 

The review of the literature chapter is arranged in five parts. 

The history, advantages, cost analyses, results of studies, and current 

practices of centralized processing comprise the first part of the re-

view. Historical development, attributes, characteristics, and the 

application to education practices are the aspects for the planning, 

programming, budgeting system given in part two. The importance of the 

application of modern management techniques to the learning resource 

center operations is discussed in the third part. Part four is com-

prised of an analysis of the literature reviewed in the first three 

parts. A summary is given in the last part. 

Centralized Processing 

Centralized processing and other cooperative efforts are not 

entirely new concepts for libraries and learning resource centers. 

Melvil Dewey (1877) in an article on cooperative cataloging wrote: 

At the present time, if a specifically valuable book is 
published, it finds its way to at least a thousand different 
libraries, in all of which it must be catalogued. One of the 
highest salaried officers of each of these thousand libraries 
must take this book and examine it for the scores of points 
that only a cataloguer can appreciate the necessity of look
ing up. Then the title must be copied and revised. Perhaps 
a half day is spent in preparing a satisfactory note to append 
for the benefit of the readers, etc., etc. And all of this 
work is repeated to a certain extent in each of the thousand 
libraries! Can librarians complain if practical businessmen 
call this sheer extravagance (p. l70)? 

The thrust toward getting processing centers developed was not 

too fruitful during the late 1800's and early 1900's. It was not until 

11 
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the mid-1940's that processing centers began to come into existence. 

The number of processing centers began to grow in the 1950's and sev-

era1 centers were established in the 1960's. These centers served pub-

1ic and school libraries almost without exception. Leonard (1969) did 

not find any evidence of processing centers serving a group of academic 

libraries or learning resource centers in a study he conducted. How-

ever, during the latter 1960's the literature revealed that different 

studies had begun in order to discover if centralized processing was a 

viable approach for the academic library and learning resource center. 

According to Piercy (1964), the specific gains of centralized 

processing are: 

(1) Advantages in purchasing books (higher discount, more 
consideration by the dealer, approval and return privileges, 
etc.); (2) economy for all in eliminating duplication of tasks 
(e.g., cataloging the same title but once for many libraries); 
(3) availability of needed bibliographic and professional tools 
(too expensive for each library to have); (4) assurance of hav
ing the work done expertly and uniformly (thus aiding the user 
going from library to library); (5) advantageous buying of sup
plies in large lots; (6) saving time and labor by utilizing 
machinery, equipment, and physical space too expensive for in
dividual libraries; (7) better development and training of 
personnel and providing staff specialization and promotional 
opportunities in the work; (8) elimination of duplicate records, 
such as authority files; and (9) installation of better work 
planning and management (p. 199). 

Cox (1955) listed two additional advantages: (1) the freeing 

of librarians for other areas of work, and (2) the possibility, through 

a union catalog and interlibrary loan arrangements, of making the total 

resources of the system available to each member. In this manner, the 

breadth of any individual library or learning center in the centralized 

processing system would be materially increased and the necessity for 

duplication reduced. 
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Disadvantages associated with processing centers include the 

possibility of a time lag in getting the materials to the learning re

source centers from the processing center. However, the time lag is 

anticipated only during the beginning months of the center's develop

ment. Within six months the time lag is replaced with greater speed in 

getting the materials processed than could be expected from each learn

ing resource center. The processing center should include both the 

acquisitions and cataloging activities. Bendix (1958) predicted that 

processing centers which handled cataloging only and did not have any

thing to do with acquisitions would be operating at a disadvantage. 

Hendricks (1966) had stressed that the economic aspect is the 

"paramount motive H in centralized technical services. One must in

vestigate the advantages of centralized processing to see if they off

set the economic factor. According to Kurtz (1970), when a processing 

center begins, the costs can be extremely high, but they need not be 

viewed with alarm. As the work flows are changed, steps are eliminated, 

and the staff becomes better trained, the per unit cost begins to de

cline. Kurtz revealed that during the first four-month activity period 

of the processing center of the Rhode Island Department of State Li

brary Services the operating cost per book was $2.9105. The cost per 

book after six months was down to $2.224. The decrease occurred in 

spite of a rise in costs for all facets of the center along with the 

addition of more employees. 

According to Gipson (1967), an analysis of costs for adding a 

book to the Macomb County Community College can be broken down into 

five cost items: materials cost, personnel cost, equipment cost, 
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supplies cost, and area cost. However, each of these cost items con

tains some hidden costs. The "hidden costs" for processing items need 

further analysis. 

A study done with the Louisiana State Library Processing Center 

supports the financial savings concept of processing centers. After 

the Louisiana State Library Processing Center was in operation for one 

year, an analysis of operations revealed that the center saved, as com

pared with former independent operations, a total of 1,508 man hours 

($3,136.64), a savings of $184.24 on supplies, and a savings ($214.00) 

on increased discount figured at 3.6 percent on the overall book budget 

for a total savings for 1969 of $3,534.88 (Roundtree, 1970). 

Leonard (1969) with the assistance of a National Science Foun

dation grant conducted one of the more analytical studies concerning 

costs and centralized technical processing. In his study with nine 

state-supported academic libraries in Colorado, he discovered that the 

processing center would save the libraries at least $117,000.00. A dol

lar savings of $1.40 per book would occur for single volume processing 

and $1.92 for processing two or more identical copies could be saved. 

The cost savings realized through centralized processing do not 

reflect the nonquantifiable benefits realized by the individual learn

ing resource center or library. One such benefit is that of released 

time from the repetitive, clerical tasks associated with acquisitions 

and cataloging. The new time for the learning resource center personnel 

to engage in more substantive aspects of the academic program may be 

valued as highly as the financial savings realized from centralized 

processing. With all learning resource center costs constantly rising 
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and increasing demands being put on learning resource centers in the 

teaching processes, few learning resource centers can afford technical 

processes which are inefficient and of undue cost. 

Progress toward the development of processing abroad and out

side of the United States has not occurred very rapidly. For example, 

Sukiasian (1966) made clear that the U.S.S.R. is far behind other coun

tries in centralized processing. He denotes that the classification 

scheme is also decentralized and is carried on by many organizations. 

Apparently, much preliminary work needs to be done before the Soviet 

Union can engage in centralized processing on a large scale. The idea 

of centralized processing in Great Britain has perhaps been more talked 

about than practiced. It is a curious fact that the public libraries 

of Great Britain which were most active during the prewar years in pro

moting the notion of centralized cataloging are turning away from it 

while academic libraries which were least interested in such a prospect 

are now turning toward it. In 1950, the British National Bibliography 

was started with the hope of creating bibliographic control for the 

major libraries of Great Britain. However, the ineffectiveness of the 

British National Bibliography has resulted in its meeting only a small 

fraction of Britain's library needs (Francis, 1950). Bringing the 

centralized processing activity back closer to the United States, it 

should be noted that Canada did not establish a national office of 

Library Resources until 1968. According to Sylvestre (1969), the lack 

of cooperative efforts through centralized control has left Canada 

with an isolated fragmentation of its library resources. 

Although centralized processing cannot be considered new in the 
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United States, it has taken on many new facets since World War II. 

With the passage of the Library Services Act by the United States Con

gress in 1956, funds became available for public and school libraries 

to use in creating processing centers. Cronin (1967) reported that 

when Congress approved Title II-C of the Higher Education Act of 1965 

it took two very important steps in aiding libraries and learning re

source centers of higher education in the United States. The steps 

were described: (1) it fully recognized for the first time the 

importance of granting Federal aid and assistance toward solving the 

problems of cataloging in this country; and (2) it gave the Library of 

Congress a clear mandate to provide new and unparalleled services for 

the benefit of academic and research libraries and learning resource 

centers in the United States. 

Problems still exist in the many operations of centralized 

processing. One problem is that of developing standardized times. 

Time measures have been conducted in certain clerical activities in 

technical processing. Voos (1965) engaged in a doctoral dissertation 

study dealing with a microtechnique motion measurement of particular 

technical services. Two conclusions developed from his study: (1) 

cost is more subject to change than time (i.e., salaries normally in

crease annually, but the time involved in completing a technical ser

vices task is not likely to change significantly), and (2) each tech

nical services operation should be under constant surveillance to 

determine whether it is necessary and whether it accomplishes the task 

it was originally set up to perform. In regard to time and its re

lationship to technical services, the computer is on the horizon as 



17 

being the one innovation which lvill enhance the argument for central

izing the technical processes to save time. The computer has and will 

continue to add new dimensions to technical services. Kilgour (1973), 

director of the Ohio College Library Center, continues to advocate that 

the only economic viability for libraries and learning resource centers 

is cooperation by centralization. 

Planning-Programming-Budgeting System (PPBS) 

P1anning-Programming-Budgeting System is many things for mod

ernizing management and decision making at all levels. It is an in

tegrated system to improve the information base for policy, program, 

and resource-allocation decisions. It is a unifying and comparing 

process for higher level review and analysis of program alternatives. 

It provides, through narrative and numerical expression, an explicit 

determination of the relative efficiency and economy of allocating 

limited resources to alternate plans for achieving concrete objectives. 

Also, it is a means for revealing the long-range consequences (in terms 

of estimated costs and benefits) of annual or short-range decisions and 

actions on plans, programs, and resource allocations. 

The program budgeting and systems analysis elements of PPBS can 

be traced in American industry to the 1920's when General Motors and 

DuPont formulated working documents whose purpose was to identify 

major objectives, to define programs essential to these goals, to iden

tify resources and to relate them to specific types of objectives, and 

to analyze systematically the alternatives available. At about the 

same time the Bell Laboratories introduced methods of systems analysis 
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which are similar to those used today except they were primarily 1imit-

ed to hardware or equipment (Novick, 1969). 

In government, the two Hoover Commissions (1947-1949 and 1953-

1955) introduced concepts, "performance budget" in the earlier case, 

and "program budget" in the latter which gave emphasis to the activities 

or outputs for which inputs are used (Gross, 1969). The first general 

public awareness of PPBS occurred when Charles Hitch of the RAND Cor-

poration became comptroller of the U.S. Defense Department and intro-

duced the system for Secretary Robert McNamara. Prior to the use of 

PPBS, the Department of Defense did not have an integrated mission-

oriented system for planning and allocating its resources. It relied 

upon the classification and allocation of resources on the basis of 

categories such as research and development, procurement, construction, 

operations and maintenance, and military personnel (Held, 1966). 

The experience of PPBS in the Department of Defense prompted 

President Lyndon B. Johnson to decide that the PPBS approach should be 

applied to the other departments and agencies of the executive branch 

of the Federal government. On August 25, 1965, the President announced 

his decision (Novick, 1967): 

This morning I have just concluded a breakfast meeting with 
the Cabinet and with the heads of Federal agencies and I am ask
ing each of them to immediately begin to introduce a very new 
and very revolutionary system of planning and programming and 
budgeting throughout the vast Federal government, so that 
through the tools of modern management the full promise of a 
finer life can be brought to every American at the lowest possi
ble cost. This program is designed to achieve three major ob
jectives. It will help us to find new ways to do jobs faster, 
to do jobs better, and to do jobs less expensively (p. xix). 

One way of viewing PPBS is to see it as a response to the in-
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adequacy in traditional budgeting. In the United States, the budget 

design of the Federal government was built largely with the need to 

control financial improprieties on the part of public officials. Be-

ing a comptroller's budget, it was "not designed to assist analysis, 

planning, and decision making, and it does not work well for that 

purpose (Anshen, 1965, p. 12)." 

With objects of expenditure or inputs as its orientation, from 

the perspective of top-level decision making, the budget, according to 

Anshen (1965), did not provide the necessary information to: 

(1) Choose among alternative goals when available resources 
are insufficient to undertake the achievement of all goals con
currently, (2) measure the total immediate cost of activities 
designed to achieve any single goal, (3) identify currently the 
implicit future costs of present program decisions, (4) chart 
with confidence the probable future course of the expenditure 
side of the budget in total and significant detail, or (5) eval
uate the efficiency and effectiveness of the performance of on
going programs by comparing costs with achievements (p. 14). 

Traditional budgeting did not pay much attention to the goals 

and objectives of programs for which the government committed resources. 

Neither was there much concern with alternatives or better ways for 

achieving program objectives. Capron (1969) called attention to the 

fact that when agencies made recommendations on programs and budget 

dollars to the Bureau of the Budget and the President, the absence of 

alternatives and the absence of the kind of information needed for 

judging the effect of either an increase or decrease in funding level 

on a given program had led to the situation in which the judgment of 

the Bureau of the Budget staffs had, at times, to replace arbitrarily 

the judgment of those who knew much more about the program. 



20 

The objectives of PPBS. One objective of PPBS is the specifi

cation and clarification of the goals and objectives of an organiza

tion's programs. Unless an organization is aware of what its programs 

are intended to do, it becomes difficult to know whether such programs 

are serving their purposes. PPBS in this respect has the effect of 

impelling the organization to take stock of what it is doing, and to 

chart its course accordingly. 

Being output oriented, PPBS is interested in the relation be

tween the output of a program and its objectives. Only when the output 

of a specific program is analyzed in the context of its objectives does 

it become meaningful. Such analysis is also the basis for determining 

the effectiveness of a program. 

According to Tok (1970), an objective of PPBS is the identifi

cation of the entire costs of program decisions, whether the costs are 

immediate or extend into the future. The system seeks to measure, or 

at least take cognizance of, the total costs of programs as fully as 

possible, whether present or future, indirect or direct. 

PPBS aims toward planning programs for the first year and sub

sequent years. Planning is long-range and considers the multi-year 

implications of current decisions. Planning and programming normally 

utilize a five-year forward time horizon. However, the time horizon is 

dependent upon the PPB System being considered. Nevertheless, the first 

future year is the detailed budget year. 

The application of analysis to the search for the most effective 

alternatives for accomplishing the objectives of programs, if possible, 

at the lowest cost is a further pursuit of PPBS. Under PPBS, programs 
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are to come under periodic review to ensure that resources are used to 

the best advantage. 

An overall objective of PPBS is to integrate the planning, pro

gramming, and budgeting functions of an enterprise into a formal system. 

The system would provide better information on organizational objec

tives and alternative ways to attain them, including explicit presen

tation of the costs and benefits of the alternatives. The primary aim 

is to assist administrators in improving their decision making in the 

spheres of resource allocation and management. PPBS also creates a 

decision-making environment in which the basis of competition among 

subordinate organizational units in an enterprise is the effectiveness 

of subordinate unit contributions to an organization's goals. 

Interrelated dimensions of PPBS. The three major dimensions of 

the PPBS acronym are: planning, programming, and budgeting. It cannot 

be emphasized too much that these three dimensions are not separate 

dimensions but are interrelated and interdependent. 

Novick (1964) makes it clear that "planning and programming are 

really aspects of the same process; they differ only in emphasis 

(p. 58)." To him planning is a "more informal process than programming, 

more a matter of procedures (p. 69)." He visualizes programming as 

being the more specific determination of courses of action generated 

through planning. Plans are translated into programs. De Ganaro (1971) 

defined the three dimensions in the following manner: (1) planning-

the study of objectives and alternative ways to achieve objectives, of 

future environments, and of contingencies and how to respond to them; 
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(2) programming--a method of describing activities according to ob

jectives or outputs and of relating these objectives to the costs or 

inputs needed to produce the outputs or effectiveness desired; and 

(3) budgeting--the activity through which funds are requested, appro-

priated, apportioned and accounted (p. 30). 

The final element of PPBS--system--is merely the structure 

within which the planning, programming and budgeting takes place. Per

haps it would be more accurate to state that the system is the process 

of planning, programming, and budgeting falling within the foregoing 

definitions of the three interrelated dimensions. 

Major components of the PPB Syste~. The Bureau of the Budget 

Bulletin Number 68-9 (The analysis and evaluation of ... ,1969) de

veloped four components in order to present PPBS as a formal system. 

The four components, with brief descriptions, are: (1) program struc

ture--this component describes the framework of the system with its 

objectives. Three levels of classification (i.e., categories, sub

categories, and elements) are used in composing a complete program 

structure; (2) program memoranda--a comparison of the character-

istics of each alternative given for obtaining the objectives make 

up the document known as the program memoranda; (3) program financial 

plan--this document contains a continuing record from year to year of 

the outputs, costs, and financing of all agency programs. It reflects 

the multi-year programs of an organization by summarizing the past, the 

current, and subsequent budgetary years; and (4) special analytic 

studies--studies supply the analytic foundation for decisions made in 
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the program memoranda. Part or all of program issues may be exposed 

to analytic studies in order to enhance the decision-making process. 

Special analytic studies may also be called cost-effectiveness, cost

benefit analysis, or systems analysis. Whatever they are called, their 

basic goal is to provide a quantifiable evaluation of alternatives. 

Cleland and King (1968) defined the systems analysis function in the 

PPB System as: (a) systematic examination and comparison of those 

alternative actions which are related to the accomplishment of desired 

objectives, (b) comparisons of alternatives on the basis of the resource 

cost and the benefit associated with each alternative, and (c) explicit 

consideration of uncertainty. 

The four PPBS components have been followed as a formal system 

structure very closely by the various Federal governmental agencies. 

However, many other agencies (e.g., state governments and school dis

tricts) which have been operating supposedly in the PPBS mode have at

tempted to create their own structure, and consequently resulted in 

lacking the basic ingredients and philosophical foundation of an effec

tive PPB System. 

Advantages of PPBS. Many advantages are inherent in the PPB 

System. One of them is that it operates as a zero-base budgeting pro

cess (Schultze, 1968). Zero-base budgeting differs from incremental 

budgeting in that it reviews and justifies each program beginning from 

zero, while incremental budgeting operates on the basis of a percent 

or actual dollar increment over the present period. With PPBS, the 

continuation of each program is questioned and must be documented; 
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this approach encourages reallocation of funds to new programs when old 

programs cannot be fully justified or better use of resources is iden

tified. 

Matrices relate the program structure to the total organization 

(Carlson, 1969). A three-dimensional procedure (e.g., alternatives, 

program elements, and time) may be illustrated to reveal how each pro

gram element is multi-dimensional in respect to the contribution it 

makes to the program. 

PPBS is an approach to decision making which systematically in

tegrates all aspects of planning and implementation of programs (Alioto, 

1971). Many management systems lack the integrating and systematic 

approach possessed by PPBS. 

What PPBS is not. The word "programming" in PPBS does not mean 

computer programming (Hartley, 1968). PPBS is also not decision making 

by computer. Decisions will continue to come from the political pro

cess, influenced by value judgments, from the pressures coming from the 

various interested parties as well as from the process of systematic 

analysis. 

PPBS is not a system which in itself centralizes decision mak

ing. Sophisticated analytical techniques are used. It is recognized 

that centralization can result from using PPBS because superior ana

lytical and informational technologies present a decision maker with 

the opportunity to exercise more control. However, this centralization 

is intentionally brought about by the decision maker. It does not 

happen automatically under the PPBS approach (Carlson, 1970). 
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According to Hartley (1968), PPBS does not imply that t~e 

entire output of an organization can be quantified and measured. Many 

products gleaned from a PPB System may be non-quantifiable, but ex

tremely valuable. PPBS is not limited to cost-accounting and to eco

nomic considerations in the narrow sense. 

Furthermore, PPBS is not a substitute for the experience, the 

intuition, and the judgment of the decision maker. On the contrary, 

its aim is to sharpen that intuition and judgment by stating problems 

more precisely, by discovering new alternatives, and by making explicit 

the comparison among alternatives. 

PPBS and Accountability in Education 

According to Alioto (1971), "no social institution finds itself 

in greater trouble today and none is less likely to finish the decade 

recognizably intact than the American system of public education. Pub

lic schools and institutions of higher education are embroiled in a 

major overriding financial crisis; demands for educational services have 

escalated much faster than the system's ability and resources to meet 

them (p. 3)." School administrators are being held more accountable 

than ever for the results of the public tax dollar. They claim that 

society has articulated inconsistent expectations and they readily ac

knowledge the absence of any real, systematic way to judge the pro

ductivity of the educational systems. 

The popular educational term in the 1970's is accountability. 

It is a goal-referenced term. It is meaningless unless one specifies 

accountability for what, to whom, and under what conditions (Knezevich, 
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1973). PPBS may be perceived as a management technique to use in de-

ve10ping a functional accountability system. PPBS does specify objec-

tives, feasible alternatives, zero-base budgeting, and it emphasizes 

quantifiable as well as non-quantifiable outcomes. 

Hartley (1968) has indicated the need for PPBS in education by 

stating "let us hope that within the decade of the 1970's educational 

planning will shift more rapidly from blind, doctrinal faith toward 

conceptual strategies emerging from administrative theory and manage-

ment science. PPBS provides a framework for coping with disconcerting 

changes and awesome responsibilities that will face the schools with 

increasing intensity each year (p. 127)." 

Modern Management Systems for Learning Resource Centers and Libraries 

During the last decade several modern management systems have 

made inroads into the institutions of higher education. Acronyms such 

as MBO, PERT, and PPBS have become common in management discussions and 

practices. Even though there is a dearth of literature concerning the 

application of management systems to learning resource centers and 

libraries, these very important departments of institutions of higher 

education will not be able to escape the impact of modern management 

systems much longer. The need for modern approaches to managing 1earn-

ing resource centers and libraries was stated by Munn (1968): 

Many academic administrators view the library as a bottom
less pit. They have observed that increased appropriations one 
year invariably result in still larger requests the next. More 
important, there do not appear to be even any theoretical limits 
to the library's needs. Certainly the library profession has 
been unable to define them. The current pressure to introduce 
modern management practices to the universities will not leave 
libraries unaffected. Such techniques as program budgeting 
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require a much more rigorous analysis of the balance of return 
against investment than has ever been applied to libraries. 
Just why should the library receive 3 or 6 or 1 or 10 percent 
of the institution's budget? How should the claims of the 
library for budget support be evaluated? These and similar 
questions are certain to be asked. It might be prudent for 
academic librarians to have answers (p. 51). 

The community college learning resource center administrators 

are being placed under the accountability pressures and are becoming 

more responsible for getting the maximum utilization and benefits from 

materials and personnel. Fearn (1972) notes that the community col-

leges are the fastest-growing sector of this country's post-secondary 

educational system. He stresses the need for management systems that 

will reflect a benefit-cost approach. If taxpayers are going to con-

tinue to give financial support to community colleges, then the admin-

istrators of the community colleges are going to have to provide lead-

ership by using management systems which will contain goals, objectives, 

input-output relationships, and a method for analysis. Components of 

the community college, such as the learning resource center, must em-

ploy the systems approach in order to enhance productivity by meeting 

specific objectives. 

Drucker (1954) began writing in the 1950's on the concept of 

management by objectives (MBO) in business and industrial management. 

MBO is a way to manage by identifying objectives and applying them as 

criteria to judge the quality and effectiveness of inputs and activ-

ities. A high priority is placed on defining organizational objectives 

and communicating them to all personnel. The "systems management 

oriented" conceptualization of MBO is much closer to PPBS than is the 

"human relations oriented" concept based on the interpretation by the 
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designer of the MBO System. MBO may be considered as a subset of the 

PPB System. 

Learning resource centers are goin~ to have to apply the prin

ciples of management techniques. The areas of technical processing 

are large and complex and need to be addressed in a systematic manner. 

Odiorne (1971) stated that if the executive "can control results, he 

indeed can manage even the largest (p. 13)" of organizations. MBO be

comes a "general system of management" of the "systems approach to ad

ministration" in this conceptualization. 

According to Battersby (1964), it was in 1961 when PERT (Pro

gram Evaluation Review Technique) and other efforts in network analysis 

were brought into the vocabulary of forward-thinking managers. At that 

time, as today, it was believed that efficient management must always 

stem from a precise statement of an objective; that any project must 

begin with an explicit definition of what is to be achieved. Decisions 

need to be forecasted between the critical (important) and noncritical 

jobs. An organization such as a learning resource center with the 

various routine tasks could apply principles of PERT toward improvement 

of efficiency. 

The learning resource center could use the principles of MBO, 

PERT, and PPBS concurrently in an active management system. A general 

MBO model based on the systems management point of view may be useful 

in implementing PPBS. While the missions and objectives of the learn

ing resource center are undergoing their cycles, a PERT chart may be 

drawn with the significant events identified and the time for achieving 

each of them noted to help ascertain if the learning resource center is 
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on target in implementing the system. 

AN ANALYSIS OF THE LITERATURE 

The literature surveyed concerning centralized processing was 

comprehensive and provided an historical as well as a global perspec

tive. Some important research remains to be done with the development 

of standard times for technical processing activities which could be 

used as universal guideposts for learning resource centers and librar

ies. Since the concept of learning resource center is fairly new in 

the academic world, most of the literature used the word tllibraries" 

rather than "learning resource centers." The handling and processing 

of nonbook media materials were only briefly mentioned. 

After the researcher made a thorough search of all of the in

dexing tools to periodical, book, and microform materials, it was real

ized that not one article had been written concerning any type of man

agement system as being applied to technical services processing cen

ters. Apparently, the new processing centers have been developed with

out much thought given to the benefits of the new management systems. 

Many facets of PPBS are revealed in the literature. "Program 

budgeting" is used in the literature sometimes in lieu of PPBS. Even 

though the Bureau of the Budget had spent considerable time in organ

izing a systematic, hierarchial structure for PPBS, many researchers 

and writers tend to devise their own system of PPB. In one expression 

proponents of PPBS will elaborate on how well structured the PPB System 

is, and then their ensuing statements will reveal how well they have 

begun weakening the structured aspect of PPBS by attempting to subtract 
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some dimension of the system. The bulk of the literature tends to 

devote pages to the theoretical and conceptual aspects of PPBS, but 

very little has been done through research to reveal how a compre

hensive PPB System can be operationalized. 

SUMMARY 

The theoretical and practical concepts of centralized pro

cessing and Planning-Programming-Budgeting System were explored in 

depth in this chapter. Historical perspective as well as the major 

attributes and characteristics for centralized processing and PPBS 

were presented. Description was provided on the value of the PPB 

System toward easing the pressures of accountability in education in 

the 1970's. After the literature review was completed, a brief analy

sis of the literature was given. 



CHAPTER III 

METHODOLOGY 

The methodology for this study consisted of three related 

phases. Phase I was a study of the current costs and operations of the 

three learning resource centers. The primary intent of the study was 

to collect data to substantiate the need for a centralized agency to 

perform the technical services functions. Phase II consisted of the 

development and application of a PPB System which could be used as a 

modern management technique if a decision were made to centralize the 

technical services operations. The chief components of a PPB System 

were delineated and applied to a technical services processing center. 

In hierarchial arrangement, the components are: (1) basic policy 

statements, (2) program structure, (3) program memoranda, (4) program 

financial plan, and (5) special analytic studies. Phase III involved 

an appraisal of the objectives, alternatives, and general organization 

of the simulated technical services processing center as presented in 

the PPBS mode. The appraisal was conducted by interviewing the pro

fessional staff members of the learning resource centers. Results of 

the interviews were used in refining the PPB System. 

PHASE I--DATA COLLECTION 

Data were collected to determine the cost for processing each 

item in the technical services departments of the learning resource 

centers during 1973-74. In order to discover the processing cost per 

31 
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item, the following steps were taken: 

1. The author visited each learning resource center for one 

working day and carefully 'explained to the technical services staff 

members how to complete a "Daily Time - Function Record" (Appendix A) 

which was devised and tested in a dissertation study by Hendricks 

(1966). Explanation was given concerning how time was to be measured 

(i.e., rounding to the nearest minute) and how to use the function num

bers from the form entitled "Standardized Technical Processing Activ- . 

ities" (Appendix B). Before leaving each learning resource center, the 

author demonstrated several examples involving the utilization of the 

"Daily Time - Function Record." An elaboration on the scope of func

tions (Appendix C) accompanied the "Standardized Technical Processing 

Activities" form. The "Daily Time - Function Record" was completed 

during a period of five to ten working days. 

2. Statistical information was received for each learning 

resource center concerning the number of book and nonbook material owned 

on June 30, 1974; the number of book and nonbook material added between 

July 1, 1973, and June 30, 1974; the learning resource center material 

budget for 1973-74; the number of PTE professional staff members; PTE 

clerical personnel; and technical services student assistants (Table 1, 

p. 45). 

3. Information was obtained concerning the 1973-74 salaries, 

the hours of vacation, hours sick, and the number of holidays for the 

personnel employed in the technical services department (Table 2, 

p.46). The wages-per-minute costs were calculated using the following 

formula: 
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Nt - (Wv + Ws + Wh) - W - P H/CWp) = Hh (Hh)/60 = h 

Wt = Total work hours reported Wp = Productive hours 

Wv = Hours of vacation H = Total wages paid 

Ws = Hours sick Hh = Productive wage cost/hour 

Wh = Paid holidays (in hours) h = Productive wage cost/minute 

4. Statistics were gotten for the annual supply budget (Bs) 

and the number of items (book and nonbook materials) processed (P) for 

1973-74 (Table 3, p. 48). The unit supply budget was determined by 

using the following formula: 

(Bs)/P = S (unit supply cost) 

5. Dollar figures were obtained for items which make up the 

overhead on equipment presently owned by the learning resource centers. 

Capital outlay, life-span in years, equipment cost per year, contract 

services, depreciation, and the total number of items processed in 

1973-74 were the aspects utilized in determining overhead on equipment 

(Table 4, p. 49). The following formula was used: 

De = 
E = 
P = 
C = 
L = 
A = 
D = 

De = (E + D + A)/P 

Overhead on equipment 
Equipment cost per annum 
Total items processed in 1973-74 
Capital outlay for equipment for technical services in 1973-74 
Estimated life-span of the equipment purchased 
Contract services per year 
Depreciation in dollars per year 

6. The following measures were used in determining the cost 

per activity (Table 5, p. 50; Table 6, p. 57; and Table 7, p. 64): 

Mean time (from "Daily Time - Function Record") (a). The mean 

time was first calculated for each activity description (as listed 
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on the "Standardized Technical Processing Activities" form) per learn

ing resource center. Total time in minutes per activity, divided by 

the number of items handled, determined the mean time. 

Personal rating factor (b). The personal rating factor was a 

value judgment determined by the participants of the study while they 

were completing the "Daily Time - Function Record." Normal working 

speed (100%) was rated 1.00; 20% below normal working speed was rated 

.80; and 20% above normal working speed was rated 1.20. 

Standardizing factor (c). Yoos (1965) listed the following 

elements which affect labor productivity and also which are difficult 

to obtain through direct time observations and diary study data: 

unproductive time = 16.3%; supervision = 6.5%; administration = 3.8%; 

instruction = 5.7% for a total of 32.3%. 

Doughtery (1966) used Yoos' elements to compute the following 

standardizing factor formula: 

c = 100/(100 - P) where P = 32.3 c = 1.48 

Standard time Cd). The standard time for each activity was 

calculated by multiplying the mean time Ca) by the personal rating 

factor (b) and the product of (a) and (b) by the standardizing factor 

(c) (i.e., d = a x b x c). 

Wages-per-minute (f). The wages-per-minute were obtained from 

information provided by the learning resource centers (Table 2, p. 46). 

Cost of activity (g). The cost of activity was calculated by 
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multiplying the value for standard time (d) by the wages-per-minute 

Cf) (i.e., g = d x f). Table 5, p. 50; Table 6, p. 57; and Table 7, 

p. 64 contain data for the three learning resource centers. 

The data for the foregoing (a) through (g) were programmed for 

the Wang 3300 Computing System. The computer program is located in 

Appendix D. 

7. The total cost (in dollars) for processing per item by the 

learning resource centers was determined by using the following for

mula: Labor cost/item + Supply cost/item + Overhead (equipment)/item 

= Cost of processing per item per learning resource center (Table 8, 

p. 71). 

A second objective of the study was to gather information (dif

ferences and similarities) from observations and analyses of the exist

ing technical services operations and procedures (Appendix E). The 

new acquisitions lists of Parkersburg Community College and West Vir

ginia Northern Community College were used in comparing duplicate 

titles added during 1973-74. (Southern West Virginia Community College 

did not create a list of new acquisitions.) Call numbers were organ

ized into their proper taxonomy and compared for identicalness. 

The results of the study provided the necessary informational 

base for the planning, programming, and budgeting of a technical ser

vices processing center. The costs information was needed for compar

ative purposes and the knowledge of the current procedures and opera

tions was needed prior to the construction of the objectives and alter

natives of the processing center. 
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PHASE II--APPLICATION OF A PPB SYSTEM 

During Phase II the essential components of a PPB System were 

described and the main features of each component were delineated with 

examples of application to the processing center. 

Regardless of the size of an organization, five components are 

necessary for a comprehensive PPB System. The components are: (1) 

the basic policy statements, (2) the program structure, (3) the pro

gram memoranda, (4) the program financial plan, and (5) the special 

analytic studies. 

Basic Policy Statements 

The basic policy statements were the initial statements in the 

preparation of a PPB System. They were written in conceptual terms 

which addressed the main features and the ultimate goals of the pro

cessing center. 

The initial statements defined the limits of each aspect of the 

processing center in order for any question dealing with overall policy 

to be answered by referring to the appropriate statement. Basic policy 

statements were designed to contain enough latitude so that all policy

type characteristics of the processing center were supported. Also, as 

part of the basic policy statements structure, assumption statements 

concerning the expectations and organization of the processing center 

were presented. 

The Program Structure 

The program structure identified the processing center's basic 
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objectives by delineating them into operational terms. In this study, 

the activities of the program structure were grouped in a way that 

would facilitate comparisons of the cost and effectiveness of alter

native approaches to the processing center's objectives. Steps were 

designated for the activities which were necessary to achieve the ob

jectives. Given below is a three-level taxonomy which was used in 

presenting the parts of the program structure. 

Program categories. The categories provided a suitable frame

work for considering and resolving major questions of missions and 

scale of operations, for example, in both acquisitions and cataloging 

of materials. Succinct headings describing the objectives were applied 

to each category. 

Program subcategories. The subcategories were divisions of the 

categories and were based on objectives which were more specifically 

defined than those objectives for categories. Program elements with 

similar output were grouped as the result of the specific objectives 

of the subcategories. 

Program elements. The elements covered the processing center's 

activities which were related directly to the production of a specific 

output (e.g., the processed book), or a group of related outputs (e.g., 

processed book and nonbook media materials). Thus, the program elements 

were the basic units of the program structure. 

Three methods that could be used for displaying various parts 

of the budget were revealed in the program structure. They were: 
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(1) appropriation categories for insuring that obligations and expen

ditures of the processing center stay within limits (for control), (2) 

activity categories--by type of activity--for improving the efficiency 

of each processing center component (for management), and (3) program 

objectives and the evaluation of outputs (e.g., processed materials) 

in terms of the objectives (for strategic planning). 

Program Memoranda 

The program memoranda re-identified the program categories and 

the objectives to be attained. Alternatives for the various programs 

(e.g., the application of the OCLC Computing System to the cataloging 

program) were made explicit. A program document was prepared for each 

program category_ The document allowed for a presentation of the 

characteristics of each alternative. 

In this study the intent was to particularly emphasize the 

program memoranda for the first operating year of the processing cen

ter. However, provisions were inherent in the design for subsequent 

years. 

Resource requirements (e.g., space, personnel, equipment, and 

supplies) for the new processing center were noted. While the program 

structure dealt primarily with the objectives of the processing center, 

the program memoranda were concerned with functions, physical develop

ment of the center, and the type of prod.ucts expected from the various 

alternatives. In most cases, at least two alternatives were developed 

for each major program category. 

Performance criteria (e.g., the number of items processed 
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within a given period of time) were established. Projected effective

ness of the processing center toward meeting its objectives were de

veloped with a multi-year basis in mind. 

Quantifiable benefits were listed for each alternative. Also, 

non-quantifiable benefits, such as having access to the learning re

source centers' collections via a union card catalog, were given for 

each alternative. 

The requirement of the program memoranda in the PPB System 

helped to insure that decisions were made on the basis of evidence and 

after consideration of alternatives, and that the choices were delib

erate rather than accidental. Various program memoranda prepared would 

serve as a means of policy guidance for the processing center. These 

program memoranda presented the narrative and tabular material of the 

PPB System and led into the program financial plan. 

Program Financial Plan 

The program financial plan was a comprehensive multi-year bud

get summary of the various program alternatives for the processing 

center in terms of their outputs, costs, and financing needs over a 

planning period covering the first budget year and the next four years. 

Provisions were made in the program financial plan to maintain a con

tinuing record from year to year of the outputs, costs, and financing 

of all activities of the processing center. The multi-year budget 

permitted the opportunity for a complete budget review (intrinsic of 

PPBS) after each year. 

During analytic deliberations, the program financial plan 
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focused essentially upon measurable economic benefits. However, some 

of the benefits were not entirely economic and did not lend themselves 

to measurement in dollars. 

A comparative cost analysis of the processing of materials in 

the three learning resource centers for 1973-74 with the estimated cost 

for the first budget year of the PPBS-designed processing center were 

revealed in tabular form. Cost information beyond the first year of 

the processing center reflected only the best "guesstimates" which are 

satisfactory for purposes of comparability. Whenever precise data were 

not available, proxy measures (figures) were used in lieu of none at 

all. 

The program financial plan provided means for a continuing 

record from year to year of the outputs, costs, and financing of all 

of the processing center's alternative programs. Thus, the program 

financial plan was the basic planning document of the PPB System for 

the processing center. 

Special Analytic Studies 

The special analytic studies component of the PPB System can 

only be described as extremely broad in function. It includes any 

activity which analyzes a particular problem concerning the processing 

center with the objective of reaching a conclusion that can be used in 

the policy-making process. 

In the PPB System developed in this study, the essential 

analytic study was that of comparison of the alternatives. The analyses 

of alternatives attempted to ascertain the alternative course of action 
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which would yield the greatest benefit for the given budget expense. 

Analyses were designed to relate facts and figures to provide a proper 

analytic basis for making decisions regarding any output of a partic

ular processing center program. This was especially true in the pre

paration of catalog cards. 

Two main considerations were the amount of time-phased costs 

and time-phased benefits of each alternative course of action under 

scrutiny. As time progresses with the development of the PPB System 

within the proposed processing center, it may become necessary to 

instigate trade-offs in order to enhance effectiveness. Certain alter

natives may even have to be combined in order to retain the greatest 

effectiveness, for given resources, in achieving the objectives. 

The special analytic studies served as the primary decision

making component of the PPB System. After all of the alternatives 

had been compared and scrutinized, the recommendation of the alternatives 

(one for the acquisitions-cataloging functions and one for the inter

active bibliographic functions) best suited for the processing center 

evolved from the special analytic studies. 

Other Components 

In addition to the foregoing five essential components of the 

PPB System, other components were needed to provide the necessary 

illumination in the interpretation of the total system. 

The 'program addendum document. Aspects of organization, oper

ating procedures, sequence of events, and time factors which were not 

included under the five chief components of the PPB System were included 
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in the addendum document. Flow charts of the operating procedures 

(e.g., tracing the flow of an item from the time it is ordered, re

ceived, cataloged, and prepared through the processing activities) and 

other information deemed appropriate for the recommended alternatives 

were included. 

PHASE III--APPRAISAL OF THE PPB SYSTEM 

After the PPB System had been developed and application had 

been made to the simulated processing center, the professional staff 

members of the learning resource centers were interviewed concerning 

the objectives, programs, and alternatives given. Also, special em

phasis was placed on procuring the reactions of the respondents to 

the recommended alternatives and to the new user services that would be 

created as compared with the existing user services provided. 

Results of the interviews were used in developing the final 

version of the PPB System which was presented in this study. The 

structured interview instrument used by the interviewer is given in 

Appendix F. 

SUMMARY 

This chapter was organized in the following manner: Phase I 

consisted of a data collection study to determine the existing costs 

and procedures for the technical services activities, analysis of 

current operating procedures, and the percent of duplicate titles 

added. Phase II involved the development and application of a PPB 

System to a simulated technical services processing center. Chief 
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components of fPBS were delineated and the selection of program alter

natives evolved from the PPBS process. Steps were illustrated in the 

program addendum document for an item from the time it was selected 

for ordering to the time it was completely processed and ready for the 

user. Phase III contained an appraisal of the objectives, programs, 

and alternatives of the PPB System. A structured interview instrument 

was used by the author to obtain the reactions and constructive com

ments of the professional staff members of the learning resource cen

ters to the objectives, programs, and alternatives. 



CHAPTER IV 

RESULTS OF THE DATA COLLECTION, A PPB SYSTEM, 

AND RESULTS OF THE INTERVIEW 

RESULTS OF THE DATA COLLECTION 

In order to obtain a data analysis and perspective of the 

volume size, number of items added for 1973-74, the material budget, 

and the staff size of the three learning resource centers, a statis

tical profile of these characteristics was presented in Table 1. 

Table 2, Wages-Per-Minute Cost, reveals how the productive 

wage-cost-per-minute was derived. The greatest differentiation in the 

wage-cost-per-minute was in the clerk category. While Parkersburg 

Community College paid its clerks $0.041 per minute, Southern West 

Virginia Community College was paying its clerks $0.061 per minute. 

Table 3 reveals the cost for supplies per processed item. 

Table 4, Equipment Overhead, illustrates the equipment overhead cost 

per processed item. (Due to not having access to exact cost figures, 

simulated figures were used for the depreciation cost on equipment 

owned prior to 1973-74.) 

Tables 5, 6, and 7 are exhibits of the results of the computa

tion of the unit costs for technical processing activities. The com

puter program used in obtaining these results is located in Appendix D. 

A Summary Cost Sheet, Table 8, illustrates the cost of pro

cessing per item by each learning resource center. 

44 



Institution1 

PCC 

SWVCC 

WVNCC 

Table 1 

STATISTICAL PROFILE OF LEARNING RESOURCE CENTERS 

OF THE PARTICIPATING COMMUNITY COLLEGES 

No. of book & 
nonbook materia12 

held 6-30-74 

29,268 

40,933 

19,608 

No. of book & 
nonbook material 

added 7-73 -- 6-30-74 

2,618 

8,968* 

2,372 

LRC 
material 
budget 

$ 40,000 

159,000 

51,000 

Prof. 
staff 
(FTE) 

2 

2 

2 

Clerical 
staff 
(FTE) 

3 

4 

4 

*Of the 8,968 items only approximately 4,500 were completely processed. 

1. PCC ---- Parkersburg Community College 
S\~CC Southern West Virginia Community College 
WVNCC -- West Virginia Northern Community College 

Student 
asst. 

3 

6 

5 

2. Nonbook material includes: A. Film media (filmstrips; microforms such as microfilm, microfiche, 
micro-opaques; motion pictures; slides; transparencies). 

B. Magnetic tapes, cartridges, cassettes, cylinders, and discs. 
C. Three-dimensional materials (games, globes, kits, maps, models, 

realia). 

.r::.. 
t.n 



Table 2 

WAGES-PER-MINUTE COST 

Wt Wv 

Number of Personnel Total work hours/yr. Hours vacation/lr. 
LRC Stdt. Clerk Prof. Stdt. Clerk Prof. Stdt. Clerk Prof. 

PCC 3 3 2 720 5,872.5 3,915 225 330 

SWVCC 6 4 2 1,440 7,830.0 3,915 300 330 
~ 

'" 
WVNCC 5 4 2 1,200 7,830.0 3,915 300 330 

Ws Wh Wp 

Hours sick/yr. Paid ho1idals/yr. Productive hours/yr. 
LRC Stdt. Clerk Prof. Stdt. Clerk Prof. Stdt. Clerk Prof. 

PCC 68 83 247.5 165 720 5,332 3,337 

SWVCC 60 45 330.0 165 1,440 7,140 3,375 

WVNCC 60 38 330.0 165 1,200 7,140 3,382 



Table 2 - Continued 

WAGE-PER-MINUTE COST 

H Hh h 

Total wages Eaid/yr. Productive wage cost/hour Productive wage cost/minute 
LRC 

PCC 

SWVCC 

WVNCC 

Stdt. Clerk Prof. Stdt. Clerk Prof. Stdt. Clerk 

$1,368 $12,960 $25,000 $1.90 $2.431 $7.492 $0.032 $0.041 

2,736 26,300 24,600 1.90 3.683 7.289 0.032 0.061 

2,280 21,700 26,000 1.90 3.039 7.688 0.032 0.051 

Formula: Wt - (Wv + Ws + Wh) = Wp H/(Wp) = Hh (Hh)/60 = h 

Key: Wt = 261 days (365 days per year less 104 days for weekend days = 261 days) 
Wv = 10 days of vacation for clerks; 22 days of vacation for professionals 
Wh = 11 days of paid holidays 

(Work days involved 7.5 hours/day) 

Prof. 

$0.125 

0.121 

0.128 

~ 
-.....) 



Table 3 

SUPPLIES COST 

Bs p S 

LRC Annual supply budget/yr.* Items processed/yr. Unit supply cost/yr. 

PCC $ 950 2,618 $.363 

SWVCC 3,560 4,500 .791 
+:a. 
00 

WVNCC 1,770 2,372 .746 

cost for catalog cards 

Formula: (Bs)/P = S (unit supply cost) 



LRC 

PCC 

SWVCC 

WVNCC 

Table 4 

EQUIPMENT OVERHEAD 

CA) (D) 

Capital Life-span 
outlay in years 

eE) 
Equipment 
cost per 

year 
Contract 
services 

Depre
ciation 

Total No. of 
items processed 

in 1973-74 
E + D + A 

$1,475 

1,635 

1,550 

10 $147.50 $ 80 $300* 2,618 $527.50 

10 163.50 150 300* 4,500 613.50 

10 155.00 80 300* 2,372 535.00 

*Indicates a simulated figure since exact data were not available 

Formula for overhead on equipment: Oe = (E + D + A)/P 

Oe = Overhead on equipment 
E : Equipment cost per year 
P = Total items processed in 1973-74 
C = Capital outlay for equipment for technical processes in 1973-74 
L = Estimated life-span of the equipment purchased 
A : Contract services (such as photocopying machines) per annum 
D : Depreciation in dollars per annum on equipment held prior to 1973-74 

Equipment 
overhead 

$.201 

.136 

.225 

~ 
I,.Q 



1. 

2. 

3. 

4. 

Key: 

a = 
b = 

c = 

Table 5 

UNIT COST CALCULATION FOR TECHNICAL PROCESSING ACTIVITIES 

Learning Resource Center Parkersburg Community College 

(Formula: d = a x b x c; g = d x f) 

e2 = Clerk (full time) 
e3 = Professional 

f = Wage/minute 
g = Cost of activity 

d 
el = 

Observed mean time 
Personal rating factor 
(data taken from diary) 
Standardizing factor (1.48) 
Standard time 
Student assistant 

NA = Not applicable (not performed 
at this LRC) 

Acquisitions 

Activity description a b c d e 

Open, sort and distribute .37 .90 1.48 .49 2 
incoming mail 

Review book and nonbook requests; .52 .81 1.48 .62 3 
review selection media 

Select titles to be ordered 2.18 .90 1.48 2.90 3 

Type order request card .15 .75 1.48 .17 2 

f 

.041 

.125 

.125 

.041 

g 

.020 

.078 

.363 

.007 

V1 
o 



Acquisitions 

Activity description a b c d e f g 

5. Search and verify bibliographic 1.37 1.00 1.48 2.03 3 .1 .253 
information 

6. Assign vendor and fund 6.93 .90 1.48 9.23 3 .125 1.154 

7. Prepare multiple order record 2.04 .90 1.48 2.72 2 .041 .112 

8. Type purchase requisition, etc. 6.93 .90 1.48 9.23 2 .041 .378 

9. Revise typing; sign and mail .99 .95 1.48 1.39 2 .041 .057 
requests U1 

...... 

10. Burst forms .54 .95 1.48 .76 2 .041 .031 

11. File forms in appropriate files 6.93 .90 1.48 9.23 2 .041 .378 

12. Encumbrance or prepayment routine 5.18 .92 1.48 7.05 2 .041 .289 

13. Unpack materials; check with .77 .94 1.48 1.07 2 .041 .044 
packing list or invoice 

14. Check in serials 1.24 1.00 1.48 1.84 2 .041 .075 

IS. Collate materials 9.17 .90 1.48 12.21 2 .041 .501 

16. Material return procedure .57 .95 1.48 .80 2 .041 .033 
, defective 

copy) 



Acquisitions 

Activity description a b c d e f g 

17. Material accessioning routine .67 .95 1.48 .94 2 .041 .039 

18. Write sourcing information 6.38 .98 1.48 9.25 2 .041 .379 

19. Write gift form 4.44 .90 1.48 5.91 2 .041 .242 

20. Material distribution routine 9.17 .90 1.48 12.21 2 .041 .501 

21. Prepare receiving report .57 .95 1.48 .80 2 .041 .033 

22. Prepare invoices for payment 2.28 .90 1.48 3.04 2 .041 .125 
VI 
N 

23. Expenditure routine 9.17 .90 1.48 12.21 2 .041 .501 

24. Clear file .51 .85 1.48 .64 2 .041 .026 

25. File forms, etc., in completed 9.17 .90 1.48 12.21 2 .041 .501 
records or discard 

26. Requester notification routine 2.25 1.00 1.48 3.33 2 .041 .137 

27. Periodic accessions list routine .80 .90 1.48 1.07 2 .041 .044 

28. Vendor status routine 1.85 .95 1.48 2.60 2 .041 .107 

29. Claims routine 13.67 1.00 1.48 20~23 2 .041 .829 

30. Cancellations routine 1.45 .95 1.48 2.04 2 .041 .084 



Acquisitions 

Activity description a b c d e f g 

31. Out-of-print order routine 1.67 .85 1.48 2.10 2 .041 .086 

32. Process inquiries 6.72 .96 1.48 9.55 2 .041 .392 

33. General typing - correspondence, 7.96 .90 1.48 10.60 2 .041 .435 
etc. 

34. General revision NA 

35. General filing .84 1.00 1.48 1.24 2 .041 .051 V1 
(,M 

36. Other acquisitions activities 8.00 .90 1.48 10.66 2 .041 .437 
not listed above 

Subtotal = 8.722 

Cataloging 

Activity description a b c d e f g 

37. Sort materials, assign and .78 .98 1.48 1.13 2 .041 .046 
distribute 

38. Search for LC copy; verify 5.77 1.00 1.48 8.54 3 .125 1.068 
bibliographic information 



Cataloging 

Activity description a b c d e f g 

39. Order LC cards or other .77 .94 1.48 1.07 1 .032 .034 
unit cards 

40. Receive and arrange LC cards '.57 .90 1.48 .76 2 .041 .031 

41. Receive and arrange LC proof 1.00 .90 1.48 1.33 2 .041 .054 
slips or proof sheets 

42. File LC copy (cards or proof) .47 .98 1.48 .68 2 .041 .028 
en 

43. Match LC cards or proof copy 1.63 .90 1.48 2.17 2 .041 .089 ~ 

and books 

44. Added copies/added volumes 1.26 .85 1.48 1.59 2 .041 .065 
routine 

45. Catalog and classify 1.87 1.00 1.48 2.77 3 .125 .346 
with LC cards/copy 

46. Original cataloging and 7.89 1.00 1.48 11.68 3 .125 1.460 
classifying 

47. Shelf listing (for 44, 4.15 1.00 1.48 6.14 3 .125 .768 
45, and 46) 

48. Type complete card sets 3.16 .92 1.48 4.30 3 .125 .538 

49. Type master card 1.56 .90 1.48 2.08 2 .041 .085 



Cataloging 

Activity description a b c d e f g 

50. Revise master card .88 .90 1.48 1.17 2 .041 .048 

51. Type modification on a 1.16 .90 1.48 1.55 2 .041 .064 
card or proof slip 

52. Reproduce card sets (other than .26 .90 1.48 .35 2 .041 .014 
typing); sort cards into sets 

53. Type call number, added entries 1.96 .90 1.48 2.61 2 .041 .107 

54. Revise typing on card sets .30 .90 1.48 .40 2 .041 .016 
VI 
VI 

55. Prepare authority cards NA 

56. Prepare cross-reference cards NA 

57. Prepare circulation card 1.57 .90 1.48 2.09 2 .041 .086 

58. Prepare book pocket 1.57 .90 1.48 2.09 2 .041 .086 

59. Type call number label; affix 2.24 .91 1.48 3.02 1 .032 .097 
call number on label on material 

60. Affix pocket and date due slip .79 .90 1.48 1.05 2 .041 .043 

61. Stamp property stamps .80 .90 1.48 1.07 2 .041 .044 

62. Paperback books - binding routine .73 .95 1.48 1.03 1 .032 .033 



Cataloging 

Activity description a b c d e f g 

63. Revise completed material before NA 
forwarding it to circulation 

64. Sort and alphabetize shelf list .26 1.00 1.48 .38 1 .032 .012 
of all catalog cards 

65. File shelf list and all .40 .90 1.48 .53 2 .041 .022 
catalog cards 

66. Revise filing of shelf list .45 .95 1.48 .63 3 .125 .079 U1 
and all catalog cards 0\ 

67. Paperback books - bindery .62 .98 1.48 .90 1 .032 .029 
routine (preparation) 

68. Paperback books - bindery .97 .95 1.48 1.36 3 .125 .170 
routine (receiving) 

69. Catalog maintenance 1.75 1.10 1.48 2.85 2 .041 .117 
(other than filing) 

Subtotal = 5.679 

Acquisitions subtotal = $ 8.722 
Cataloging subtotal = 5.679 

Total = $14.401 



1. 

2. 

3. 

4. 

Table 6 

UNIT COST CALCULATION FOR TECHNICAL PROCESSING ACTIVITIES 

Learning Resource Center Southern West Virginia Community College 

Key: (Formula: d = a x b x c; g = d x f) 

a = 
b = 
c = 
d = 

el = 

Observed mean time 
Personal rating factor 
(data taken from diary) 
Standardizing factor (1.48) 
Standard time 
Student assistant 

e2 = Clerk (full time) 
e3 = Professional 

f = Wage/minute 
g = Cost of activity 

NA = Not applicable (not performed 
at this LRC) 

Acquisitions 

Activity description a b c d e 

Open, sort and distribute 1.02 .98 1.48 1.48 1 
incoming mail 

Review book and nonbook requests; .86 .94 1.48 1.20 3 
review selection media 

Select titles to be ordered 1.51 .94 1.48 2.10 3 

Type order request card .28 1.00 1.48 .41 2 

f 

.032 

.121 

.121 

.061 

g 

.047 

.145 

.254 

.025 

VI 
'-I 



Acquisitions 

Activity description a b c d e f g 

5. Search and verify bibliographic 1.61 .98 1.48 2.34 2 .061 .143 
information 

6. Assign vendor and fund 3.17 .97 1.48 4.55 2 .061 .278 

7. Prepare multiple order record 2.31 .95 1.48 3.25 2 .061 .198 

8. Type purchase requisition~ etc. 4.01 .98 1.48 5.82 2 .061 .355 

9. Revise typing; sign and mail 1.09 .98 1.48 1.58 2 .061 .096 V1 

requests 00 

10. Burst forms .98 .98 1.48 1.42 2 .061 .087 

11. File forms in appropriate files 2.43 .97 1.48 3.49 2 .061 .213 

12. Encumbrance or prepayment routine 1.95 .98 1.48 2.83 2 .061 .173 

13. Unpack materials; check with 1.29 .98 1.48 1.87 2 .061 .114 
packing list or invoice 

14. Check in serials 1.38 .98 1.48 2.00 2 .061 .122 

15. Collate materials .75 .95 1.48 1.05 2 .061 .064 

16. Material return procedure 1.93 .98 1.48 2.80 2 .061 .171 
(incorrect shipment, defective 
copy) 



Acquisitions 

Activity description a b c d e f g 

17. Material accessioning routine .80 1.00 1.48 1.18 2 .061 .072 

18. Write sourcing information 5.86 .98 1.48 8.50 2 .061 .518 

19. Write gift form 3.80 1.00 1.48 5.62 2 .061 .343 

20. Material distribution routine 8.38 .99 1.48 12.28 2 .061 .749 

21. Prepare receiving report 1.27 .95 1.48 1.79 2 .061 .109 
V1 

22. Prepare invoices for payment 4.29 .98 1.48 6.22 2 .061 .379 ~ 

23. Expenditure routine 4.08 .94 1.48 5.68 2 .061 .346 

24. Clear in-process file 1.72 1.10 1.48 2.80 2 .061 .171 

25. File forms, etc., in completed 6.84 1.00 1.48 10.12 2 .061 .617 
records or discard 

26. Requester notification routine 1.02 1.00 1.48 1.51 2 .061 .092 

27. Periodic accessions list routine .70 .95 1.48 .98 2 .061 .060 

28. Vendor status routine 2.82 1.00 1.48 4.17 2 .061 .254 

29. Claims routine 11.02 .90 1.48 14.68 2 .061 .895 

30. Cancellations routine 3.00 .90 1.48 4.00 2 .061 .244 



Acquisitions 

Activity description a b c d e f g 

31. Out-of-print order routine .88 .90 1.48 1.17 2 .061 .071 

32. Process inquiries 3.16 1.00 1.48 4.68 2 .061 .285 

33. General typing - correspondence, 6.15 .98 1.48 8.92 1 .032 .285 
etc. 

34. General revision 2.67 1.00 1.48 3.95 2 .061 .241 

35. General filing .30 .90 1.48 .40 2 .061 .024 0\ 
0 

36. Other acquisitions activities 3.00 1.00 1.48 4.44 2 .061 .271 
not listed above 

Subtotal = 8.511 

Cataloging 

Activity description a b c d e f g 

37. Sort materials, assign and 1.22 .92 1.48 1.66 2 .061 .101 
distribute 

38. Search LC copy; verify 6.23 .95 1.48 8.76 3 .121 1.060 
bibliographic information 



Cataloging 

Activity description a b c d e f g 

39. Order LC cards or other 4.48 .89 1.48 5.90 1 .032 .189 
unit cards 

40. Receive and arrange LC cards 2.67 .75 1.48 2.96 1 .032 .095 

41. Receive and arrange LC proof .78 .95 1.48 1.10 2 .061 .067 
slips or proof sheets 

42. File LC copy (cards or proof) .42 .95 1.48 .59 2 .061 .036 
0\ 

43. Match LC cards or proof copy 1.00 .95 1.48 1.41 3 .121 .171 ..... 
and books 

44. Added copies/added volumes 1.67 1.02 1.48 2.52 2 .061 .154 
routine 

45. Catalog and classify 1.09 .99 1.48 1.60 3 .121 .194 
with LC cards/copy 

46. Original cataloging and 6.52 1.02 1.48 9.84 3 .121 1.191 
classifying 

47. Shelf listing (for 44, .78 1.00 1.48 1.15 3 .121 .139 
45, and 46) 

48. Type complete card sets 3.44 .92 1.48 4.68 2 .061 .285 

49. Type master card 7.37 .98 1.48 10.69 2 .061 .652 



Cataloging 

Activity description a b c d e f g 

50. Revise master card 1.07 1.00 1.48 1.58 3 .121 .191 

51. Type modification on a 1.46 .90 1.48 1.94 1 .032 .062 
card or proof slip 

52. Reproduce card sets (other than 3.00 1.00 1.48 4.44 2 .061 .271 
typing); sort cards into sets 

53. Type call number, added entries 2.09 .96 1.48 2.97 2 .061 .181 
0\ 

54. Revise typing on sets .64 1.03 1.48 .98 2 .061 .060 t-.) 

55. Prepare authority cards NA 

56. Prepare cross-reference cards NA 

57. Prepare circulation card 1.33 .93 1.48 1.83 1 .032 .059 

58. Prepare book pocket .91 .92 1.48 1.24 1 .032 .040 

59. call number label; affix 1.12 .90 1.48 1.49 1 .032 .048 
call number on label on material 

60. Affix pocket and date due slip .82 .88 1.48 1.07 2 .061 .065 

61. Stamp property stamps .82 .88 1.48 1.07 2 .061 .065 

62. Paperback books - binding routine .70 .92 1.48 .95 1 .032 .030 



Cataloging 

Activity description a b c d e f g 

63. Revise completed material before .87 .93 1.48 1 .. 20 2 .061 .073 
forwarding it to circulation 

64. Sort and alphabetize shelf list .27 .95 1.48 .38 3 .121 .. 046 
of all catalog cards 

65. File shelf list and all .61 .95 1.48 .86 3 .121 .104 
catalog cards 

66. Revise filing of shelf list .31 .98 1.48 
and all catalog cards 

.. 45 3 .121 .054 0\ 
(A 

67. Paperback books - bindery .75 .90 1.48 1.00 1 .032 .032 
routine (preparation) 

68. Paperback books - bindery 1.10 1.00 1.48 1.63 3 .121 .197 
routine (receiving) 

69. Catalog maintenance 1.23 1.00 1.48 1.82 3 .121 .220 
(other than filing) 

Subtotal = 6.132 

Acquisitions subtotal = $ 8.511 
Cataloging subtotal = 6.132 

Total = $14.643 



1. 

2. 

3. 

4. 

Table 7 

UNIT COST CALCULATION FOR TECHNICAL PROCESSING ACTIVITIES 

Learning Resource Center West Virginia Northern Community College 

Key: (Formula: d = a x b x c; g = d x f) 

a = 
b = 

c ;;;; 
d = 

e1 = 

Observed mean time 
Personal rating factor 
(data taken from diary) 
Standardizing factor (1.48) 
Standard time 
Student assistant 

e2 = Clerk (full time) 
= Professional 

f = Wage/minute 
g = Cost of activity 

NA = Not applicable (not performed 
at this LRC) 

Acquisitions 

Activity description a b c d e 

Open, sort and distribute 1.87 1.00 1.48 2.77 2 
incoming mail 

Review book and nonbook requests; .72 .95 1.48 1.01 3 
review selection media 

Select titles to be ordered 2.84 .90 1.48 3.78 3 

Type order request card .37 .90 1.48 .49 2 

f 

.051 

.128 

.128 

.051 

g 

.141 

.129 

.484 

.025 

0\ 
.,f::l. 



Acquisitions 

Activity description a b c d e f g 

5. Search and verify bibliographic 4.94 .99 1.48 7.24 2 .051 .369 
information 

6. Assign vendor and fund 4.78 .95 1.48 6.72 3 .128 .860 

7. Prepare multiple order record 2.05 1.00 1.48 3.03 2 .051 .155 

8. Type purchase requisition, etc. 5.82 1.00 1.48 8.61 2 .051 .439 

9. Revise typing; sign and mail 2.17 .95 1.48 3.05 2 .051 .156 
(3\ 

requests c.n 

10. Burst forms .16 1.00 1.48 .24 2 .051 .012 

11. File forms in appropriate files .38 1.00 1.48 .56 2 .051 .029 

12. Encumbrance or prepayment routine 3.72 .96 1.48 5.29 2 .051 .270 

13. Unpack materials; check with 1.70 1.00 1.48 2.52 2 .051 .129 
packing list or invoice 

14. Check in serials 1.50 1.00 1.48 2.22 2 .051 .113 

15. Collate materials .90 1.00 1.48 1.33 2 .051 .068 

16. Material return procedure 5.00' 1.00 1.48 7.40 2 .051 .377 
(incorrect shipment, defective 
copy) 



Acquisitions 

Activity description a b c d e f g 

17. Material accessioning routine .55 .99 1.48 .81 2 .051 .041 

18. Write sourcing information 5.42 1.00 1.48 8 .. 02 2 .051 .409 

19. Write gift form 3.51 .95 1.48 4.94 2 .051 .252 

20. Material distribution 9.24 .95 1.48 12.99 2 .051 .662 

21. Prepare receiving report 3.21 1.00 1.48 4.75 2 .051 .242 

22. Prepare invoices for 6.84 1.00 1.48 10.12 2 .051 .516 
0' 
0' 

23. Expenditure routine .07 1.00 1.48 .10 2 .051 .005 

24. Clear in-process file .68 1.00 1.48 1.01 2 .051 .052 

25. File forms, etc., in completed 6.13 .95 1.48 8.62 2 .051 .440 
records or discard 

26. Requester notification routine .49 1.00 1.48 .73 1 .032 .023 

27. Periodic accessions list routine 1.00 .90 1.48 1.33 2 .051 .068 

28. Vendor status routine 1.67 1.00 1.48 2.47 2 .051 .126 

29. Claims routine 12.74 .90 1.48 16.97 2 .051 .865 

30. Cancellations routine .84 1.00 1.48 1.24 1 .032 .040 



Acquisitions 

Activity description a b c d e f g 

31. Out-of-print order routine 2.55 .90 1.48 3.40 2 .051 .173 

32. Process inquiries 7.12 1.00 1.48 10.54 2 .051 .538 

33. General typing - correspondence, 6.63 1.00 1.48 9.81 2 .051 .500 
etc. 

34. General revision NA 

35. General filing .75 1.00 1.48 1.11 2 .051 .057 C]\ 
-....J 

36. Other acquisitions activities 5.33 1.00 1.48 7.89 2 .051 .402 
not listed above 

Subtotal = 9.167 

Cataloging 

Activity description a b c d e f g 

37. Sort materials, assign and .55 1.00 1.48 .81 3 .128 .104 
distribute 

38. for LC copy; verify 6.38 .98 1.48 9.25 3 .128 1.184 
bibliographic information 



Cataloging 

Activity description a b c d e f g 

39. Order LC cards or other 2.10 .97 1.48 3.01 1 .032 .096 
unit cards 

40. Receive and arrange LC cards .11 1.00 1.48 .16 1 .032 .005 

41. Receive and arrange LC proof .50 1.00 1.48 .74 2 .051 .038 
slips or proof sheets 

42. File LC copy (cards or proof) .50 1.00 1.48 .74 1 .032 .024 
0'\ 

43. Match LC cards or proof copy .50 1.00 1.48 .74 2 .051 .038 00 

and books 

44. Added copies/added volumes 1.53 .97 1.48 2.20 3 .128 .282 
routine 

45. Catalog and classify 4.36 1.00 1.48 6.45 3 .128 .826 
with LC cards/copy 

46. Original cataloging and 18.70 .90 1.48 24.91 3 .128 3.188 
classifying 

47. Shelf listing (for 44, .92 1.00 1.48 1.36 3 .128 .174 
45, and 46) 

48. Type complete card sets 3.10 1.00 1.48 4.59 2 .051 .234 

49. Type master card 4.57 1.00 1.48 6.76 2 .051 .345 



Cataloging 

Activity description a b c d e f g 

50. Revise master card 1.42 1.00 1.48 2.10 3 .128 .269 

51. Type modification on a 1.32 1.06 1.48 2.07 2 .051 .106 
card or proof slip 

52. Reproduce card sets (other than .38 1.00 1.48 .56 2 .051 .029 
typing); sort cards into sets 

53. Type call number, added entries 1.05 1.00 1.48 1.55 2 .051 .079 
Cf\ 

54. Revise typing on card sets 1.31 1.00 1.48 1.94 2 .051 .099 ~ 

55. Prepare authority cards .67 1.00 1.48 .99 3 .128 .127 

56. Prepare cross-reference cards 2.00 1.00 1.48 2.96 3 .128 .379 

57. Prepare circulation card 1.11 .99 1.48 1.63 2 .051 .083 

58. Prepare book pocket 1..13 .99 1.48 1.66 2 .051 .085 

59. Type call number label; affix .77 1.00 1.48 1.14 2 .051 .058 
call number on label on material 

60. Affix pocket and date due slip 1.09 1.00 1.48 1.61 1 .032 .052 

61. Stamp property stamps .57 1.00 1.48 .84 1 .032 .027 

62. Paperback books - binding routine .84 1.00 1.48 1.24 1 .032 .040 



Cataloging 

Activity description a b c d e f g 

63. Revise completed material before .65 .96 1.48 .92 3 .128 .118 
forwarding it to circulation 

64. Sort and alphabetize shelf list .26 1.00 1.48 .38 2 .051 .019 
of all catalog cards 

65. File shelf list and all .50 1.00 1.48 .74 2 .051 .038 
catalog cards 

66. Revise filing of shelf list .13 1.00 1.48 .19 3 .128 .024 '-l 

and all catalog cards 0 

67. Paperback books - bindery .60 1.00 1.48 .89 1 .032 .028 
routine (preparation) 

68. Paperback books - bindery .93 1.00 1.48 1.38 3 .128 .177 
routine (receiving) 

69. Catalog maintenance 1.62 1.20 1.48 2.88 2 .051 .147 
(other than filing) 

Subtotal = 8.522 

Acquisitions subtotal = $ 9.167 
Cataloging subtotal = 8.522 

Total $17.689 



LRC 

PCC 

SWVCC 

WVNCC 

(Average) 

Table 8 

SUMMARY COST SHEET 

COST OF PROCESSING PER ITEM (IN DOLLARS) BY MEMBER LRC 

Labor cost/item 

$14.401 

14.643 

17.689 

$15.578 

Supply cost/item 

$.363 

.791 

.746 

$.633 

Overhead 
(equipment)/item 

$.201 

.136 

.225 

$.187 

Cost of processing 
per item per member LRC 

$14.965 

15.570 

18.660 

$16.398 

Formula: Labor cost/item + Supply cost/item + Overhead (equipment)/item 

= Cost of processing per member LRC 

""-l 
t-I 
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The $16.398 average figure revealed on the foregoing Summary 

Cost Sheet, Table 8, was used when comparing the average cost for pro

cessing per item in the three learning resource centers with the aver

age cost of PPBS alternatives used in this study for processing items. 

The $16.398 average was a close estimate for this study based on the 

fact that if the $150,900.00 (reported amount spent for technical ser

vices salaries, supplies and equipment) were divided by 9,490 (the 

estimated number of items processed by the three learning resource cen

ters) the quotient would be $15.900 per processed item. A high estimate 

given for the total number of items completely processed by Southern 

West Virginia Community College and the occasional use of other clerks 

and student assistants (whose wages were not reported in this study) 

would elucidate the reason for the small difference between the two 

cost estimates for processing per item. After considering these two 

factors, the $16.398 would be the more realistic cost for processing 

per item. 

All of the technical services activities could not be central

ized. For example, the item selection for ordering and the filing of 

cards in the card catalogs would have to be handled locally in each 

learning resource center. In Table 9, Cost of Functions Retained by 

Learning Resource Centers, it was revealed that an average of $0.841 

for processing each item would be retained by the learning resource 

centers. 

An analysis and comparison of the technical services opera

tions currently being used by the learning resource centers (Appen-
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dix E) were made by the author while visiting the three community 

colleges. In summary, results of the study revealed that: (1) cen

tralization of the technical services operations could occur without 

any substantial changes having to be made in existing operations and 

procedures, (2) ordering procedures are nearly identical in scope and 

function, (3) circulation and classification systems are identical, 

(4) cataloging procedures for various media are similar, (5) very 

little inter-learning resource center cooperative effort (e.g., catalog 

cards have not been exchanged) has been made toward improving user 

services. 

After arranging the call numbers by the Library of Congress 

scheme for new items cataloged at Parkersburg Community College and 

West Virginia Northern Community College, the call numbers were com

pared for identicalness. It was discovered that of the items processed 

during 1973-74 by the two learning resource centers, 38 percent were 

duplicates. A centralized processing agency would aid in reducing 

duplication and could coordinate the spending of funds more judiciously 

in building a broader title base for the learning resource centers. 

Also, whenever duplication in item purchasing were required, the pro

cessing agency could save valuable labor time by eliminating the re

petitive tasks. 



Table 9 

COST OF FUNCTIONS RETAINED BY LEARNING RESOURCE CENTERS 

Functions 
Cost of 

LRC functions 
retained 1 2 3 4 65 66 69 

PCC $.686 X X X X X X X 

SWVCC .849 X X X X X X X -..J 
.j:::l. 

WVNCC .988 X X X X X X X 

Average cost = $.841 

Functions: 

1 Open, sort, and distribute incoming mail 
2 Review book and nonbook order requests 
3 Select titles to be ordered 
4 Type order request card 

6S File shelf list and all catalog cards 
66 Revise filing of shelf list and all catalog cards 
69 Catalog maintenance (other than filing) 
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A PLANNING-PROGRAMMING-BUDGETING SYSTEM 

FOR A TECHNICAL SERVICES PROCESSING CENTER SERVING 

THE LEARNING RESOURCE CENTERS OF WEST VIRGINIA'S CO~WUNITY COLLEGES 

BASIC POLICY STATEMENTS 

The technical services processing center is designed to: 

1. Function as a separate entity of the West Virginia Board 

of Regents and be directly responsible to an executive officer of the 

Board of Regents. 

2. Operate within a PPBS mode by conducting an annual review 

of programs and their objectives, and by fully evaluating each alter

native. 

3. Receive revenue funding from the West Virginia Board of 

Regents and submit periodic budgetary records to the West Virginia 

Board of Regents and to each community college business office. 

4. Perform technical services and coordinate interactive bib

liographic services for the three learning resource centers and provide 

equity in all services and operations for each learning resource center. 

5. Provide for a cordial working relationship with the director 

of each learning resource center. 

6. Achieve and maintain quality services and standards while 

minimizing the unit costs. 

7. Encourage and provide means for cooperative planning) 

sharing of resources, and joint purchasing among the learning resource 

centers. 



76 

8. Devise new methods for improving user services for each 

learning resource center. 

9. Provide latitude in organizational philosophy to encompass 

the technical services of the learning resource centers of the other 

state-supported institutions of higher education in West Virginia. 

Assumptions 

1. The learning resource centers would maintain a spending 

level for materials which would warrant centralized processing. 

2. Reassigned physical space at one of the community colleges 

or at one of the other state-supported institutions of higher education 

would be available for the technical services processing center. 

3. The learning resource centers would continue using the 

Library of Congress classification system format which is the standard 

format used with the existing developed computer data bases. 

THE PROGRAM STRUCTURE 

Program Categories 

A. Perform the acquisitions functions for the three learning 

resource centers. 

B. Perform the cataloging functions for the three learning 

resource centers. 

C. Perform the interactive bibliographic functions for the 

three learning resource centers (the interactive biblio~raphic func

tions may be independently created or generated as a result of the 

acquisitions and cataloging functions). 
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Program Subcategories 

The functions given for acquisitions and cataloging in the 

program subcategories and program elements are considered basic func

tions. Some of the program elements may be merged or altered by alter

natives involving mechanization. However, the end product of various 

alternatives must equal or be better in quality and quantity measures 

when compared with outcomes produced by the individual learning re

source centers. 

A. Acquisitions Functions 

1. Verify orders by bibliographic searching. 

2. Place orders with vendors. 

3. Perform the receiving and billing procedures. 

4. Conduct the post-cataloging activities of acquisitions. 

5. Complete the miscellaneous activities of acquisitions. 

B. Cataloging Functions 

1. Perform the pre-cataloging tasks. 

2. Catalog materials for which Library of Congress cards 

exist. 

3. Do original cataloging of materials for which Library 

of Congress cards do not exist. 

4. Produce and process the catalog cards. 

5. Perform the mechanical processing of the materials. 

6. Complete the miscellaneous cataloging activities. 

C. Interactive Bibliographic Functions 
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1. Prepare union card catalogs. 

2. Prepare a joint listing of new materials. 

3. Create added entries for the catalog cards. 

4. Provide means for exchanging materials. 

5. Economize by shared purchasing practices. 

Program Elements 

A. Acquisitions Functions 

1. Search and verify order requests by consulting bib-

liographic guides and order files. 

2. Assign vendor and fund. 

3. Prepare multiple order record. 

4. Prepare purchase requisition forms. 

5. Revise typing, sign, and mail order requests. 

6. Burst forms. 

7. File forms in appropriate locations. 

8. Make encumbrance entry in ledger. 

9. Unpack materials and check them with packing list. 

10. Check outstanding order file. 

11. Collate material. 

12. Perform material return procedure. 

13. Accession materials. 

14. Write source information on materials. 

15. Prepare gift record form. 

16. Prepare material distribution form. 

17. Prepare receiving report. 
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18. Prepare invoices for payment~ 

19. Perform expenditure routine. 

20. Clear in-process file. 

21. Verify records for each learning resource center. 

22. File forms in completed records or discard. 

23. Perform requester notification routine. 

24. Prepare accessions list. 

25. Perform vendor status routine. 

26. Perform claims routine. 

27. Perform cancellations routine. 

28. Perform out-of-print order routine. 

29. Process inquiries. 

30. Perform general filing and revision. 

31. Send prepared materials to the respective learning 

resource centers via mail service. 

B. Cataloging Functions 

1. Sort materials~ assign and distribute. 

2. Search for LC copy; verify bibliographic information. 

3. Order LC cards. 

4. Receive and arrange LC cards. 

5. Receive and arrange LC proof slips or proof sheets. 

6. File LC copy (cards or proof)~ 

7. Match LC cards or proof copy and materials. 

8. Perform added copies/added volumes routine. 

9. Catalog and classify with LC cards. 
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10. Perform original cataloging and classifying. 

11. Prepare shelf list. 

12. Prepare complete card sets. 

13. Prepare master card. 

14. Revise master card. 

15. Prepare modification on cards. 

16. Reproduce card sets. 

17. Sort cards into sets. 

18. Prepare call number and added entries. 

19. Revise typing on card sets. 

20. Prepare authority cards. 

21. Prepare cross-reference cards. 

22. Prepare circulation card. 

23. Prepare book pocket. 

24. Prepare and affix call number on material. 

25. Affix pocket and date due slip. 

26. Affix bibliographical and review material in book. 

27. Stamp property identification. 

28. Perform binding routine for paperback books. 

29. Revise completed materials before forwarding to learn

ing resource centers. 

30. Sort and alphabetize shelf list and all catalog cards. 

C. Interactive Bibliographic Functions 

1. Prepare three sets of catalog cards for each item pro

cessed in order to develop a union card catalog in each 1earn-
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ing resource center. 

2. Denote location of material on catalog cards (e.g., 

PCC for Parkersburg Community College, SWVCC for Southern West 

Virginia Community College, and WVNCC for West Virginia North

ern Community College). 

3. Publish a subject oriented monthly listing of all new 

materials processed for each learning resource center with 

location of material denoted. 

4. Prepare additional subject headings, cross references, 

and analytics for all materials processed. 

S. Exchange magazine articles desired; exchange video

tapes and other nonbook materials; maximize the utilization 

of all materials in the three learning resource centers. 

6. Coordinate the acquisitions in such a manner as to 

reduce redundant purchasing of little-used materials. 

7. Develop a broader title base by coordinating the ex

penditures of funds designated for materials. 

8. Utilize machine capabilities for relaying information 

among the processing center and the learning resource centers. 

PROGRAM MEMORANDA 

Program Category -- To Perform the Acquisitions Functions 

Alternative Nwnber One: A manual system for acquisitions (in 

conjunction with the manual system for cataloging). 
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A. Procedures 

The acquisitions functions would be completed by the tech

nical services processing center's staff using traditional, 

manual methods; tasks would be completed in a manner similar to 

the way they were completed by the learning resource centers. 

B. Resource Requirements 

Personnel: 

Equipment: 

Space: 

Supplies: 

1 professional 

2 paraprofessionals 

16 clerk-typists 

3 file cabinets 

3 card catalog cabinets 

9 regular desks 

10 typing-work desks 

10 typing chairs 

14 regular chairs 

1 adding machine 

10 typewriters 

1 Se-Lin labeler 

2 work tables 

4 book trucks 

6 sections double-faced shelving (seven 

shelves per section) 

2,000 square feet 

Book cards and pockets, typewriter ribbons, 

and miscellaneous items as deemed necessary 



83 

C. Performance Criteria 

1. Quantity: Acquisitions activities would be completed 

for a minimum of 9,000 items per fiscal year. 

2. Quality: A quality of service equal to or better than 

the service provided by the individual learning resource cen

ters would be the criterion standard. 

It would be expected that the efficiency and effectiveness 

of the technical services processing center staff would improve 

with experience. 

D. Expected Benefits 

1. Quantifiable: Centralization and standardization would 

reduce the unit cost for acquisitions. A discount advantage 

of approximately 10 percent from the jobbers and publishers 

would be realized as a result of the processing center's pur

chasing a larger volume than each individual learning resource 

center. Funds would be spent more wisely by not duplicating 

little-used materials. 

2. Non-quantifiable: Professional staff members in each 

learning resource center would be free of the acquisitions 

activities and would have more time to assist and teach the 

students and other patrons. More job satisfaction, continuity, 

and staff specialization would exist since the technical ser

vices processing center staff would have to concentrate on 

technical services only. 
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Alternative Number Two: The Ohio College Library System for 

performing the acquisitions functions (the acquisitions capability is 

contingent upon the implementation timetable). 

A. Procedures 

The processing center would perform nearly all acquisitions 

activities by using a cathode-ray-tube (CRT) terminal which 

would be connected via special telephone circuits to the OGLC 

centrally-located computer. 

Orders would be entered on the terminal and a screen dis

play would provide a specific space or "field" in which to 

enter each data element relative to the processing of the or

der, and the actual order would then be created from the data 

entered. By following a given format, the processing center 

could enter comprehensive information concerning an order. For 

example, the following order elements could be entered for each 

item desired: author, title, edition, place, publisher, date 

of publication, frequency of issue, series, standard book num

ber or serial number, number of volumes of a set, number of 

copies wanted, and the list price. 

B. Resource Requirements (to be used in conjunction with the 

cataloging functions by the OGLC). 

Personnel: I professional 

I senior clerk-typist 

5 clerk-typists 



Equipment: 

Space: 

Supplies: 
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3 file cabinets 

3 card catalog cabinets 

3 regular desks 

4 typing-work desks 

4 typing chairs 

9 regular chairs 

1 adding machine 

4 typewriters 

1 Se-Lin labeler 

2 work tables 

4 book trucks 

6 sections double-faced shelving (seven shelves 

per section) 

1 OCLC - CRT terminal 

800 square feet 

Book cards and pockets, typewriter ribbons, 

and miscellaneous items as deemed necessary 

C. Performance Criteria 

1. Quantity: The minimum standard would be the completion 

of the acquisitions activities for a minimum of 9,000 volumes 

per fiscal year. 

2. Quality: A quality would be maintained that would be 

equal to or better than the quality of service formerly pro

vided by the learning resource centers. 
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D. Expected Benefits 

1. Quantifiable: Cost reduction would occur as a result 

of a fewer number of personnel needed, eradication of unnec

essary duplication of materials, and of requiring a fewer number 

of labor hours for preparing order forms and maintaining finan

cial records. 

2. Non-quantifiable: All acquisitions records would be 

on-line with the computer and could be updated immediately. 

Overdue orders would be claimed by the computer on an auto

matic basisj accounting records would be produced from one 

central record. More accurate and faster processing of orders 

would be possible. 

Alternative Number Three: A manual system for acquisitions 

(in conjunction with the BIBNET 2701-2 System for cataloging). 

A. Procedures 

The acquisitions tasks would be completed by the technical 

services processing center's employees using traditional, manual 

methods. Tasks would be completed in a manner similar to the 

way they were formerly completed by the learning resource 

centers. 

B. Resource Requirements (to be used for both acquisitions 

and cataloging). 

Pe~sonnel: I professional 

1 paraprofessional 



Equipment: 

Space: 

Supplies: 
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9 clerk-typists 

3 file cabinets 

3 card catalog cabinets 

5 regular desks 

7 typing-work desks 

7 typing chairs 

12 regular chairs 

1 adding machine 

7 typewriters 

1 Se-Lin labeler 

2 work tables 

4 book trucks 

6 sections double-faced shelving (seven 

shelves per section) 

1 BIBNET 2701-2 CRT terminal with card printer 

1,350 square feet 

Book cards and pockets, typewriter ribbons, 

and miscellaneous items as deemed necessary 

c. Performance Criteria 

1. Quantity: The cataloging activities for a minimum of 

9,000 items would be completed per fiscal year. 

2. Quality: A quality equal to or better than the ac

quisitions service formerly provided by the individual learn

ing resource centers would be maintained. 
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D. Expected Benefits 

1. Quantifiable: Centralization and standardization would 

reduce the per unit labor cost for acquisitions. By ordering 

a larger volume of materials from the jobbers and publishers, 

a 10 percent discount advantage should be gained. 

2. Non-quantifiable: Staff specialization would increase 

due to having only the technical services to perform. Greater 

effectiveness in acquisitions operations would be an end 

product of staff specialization. 

Program Category -- To Perform the Cataloging Functions 

Alternative Number One: A manual system for cataloging (in 

conjunction with the manual system for acquisitions). 

A. Procedures 

The cataloging functions would be completed by the tech

nical services processing center's employees using traditional, 

manual methods. The tasks would be done in a manner very 

similar to the way they were completed by the individual 

learning resource centers. 

B. Resource Requirements (for both acquisitions and cataloging) 

Personnel: 

Equipment: 

1 professional 

2 paraprofessionals 

16 clerk-typists 

3 file cabinets 

3 card catalog cabinets 



Space: 

Supplies: 
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9 regular desks 

10 typing-work desks 

10 typing chairs 

14 regular chairs 

1 adding machine 

10 typewriters 

1 Se-Lin laheler 

2 work tables 

4 book trucks 

6 sections double-faced shelving (seven 

shelves per section) 

2,000 square feet 

Book cards and pockets, typewriter ribbons, 

and miscellaneous items as deemed necessary 

C. Performance Criteria 

1. Quantity; Cataloging activities would be completed for 

a minimum of 9,000 items per fiscal year. 

2. Quality: A quality of service equal to or better .than 

the service provided by the individual learning resource cen

ters would be the criterion standard. 

D. Expected Benefits 

1. Quantifiable: Centralization and standardization 

would reduce the per unit cost for labor for cataloging. By 

purchasing larger units of volume, materials (e.g., catalog 

cards) would be obtained more economically. 
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2. Non-quantifiable: As a consequence of not being re

quired to work directly with users of the learning resource 

centers) the staff members of the processing center would be 

able to catalog materials faster and with more consistency. 

The staff members would also have more time for constructing 

additional subject headings and analytics for the card cat

alogs. 

Alternative Number Two: The Ohio College Library Center Sys

tem for performing the cataloging functions. 

A. Procedures 

The cataloging functions would be performed by using a 

cathode-ray-tube (CRT) terminal which would be connected via 

telephone circuits to the OCLC computer. An operator, a 

clerk-typist in most instances, would consult the central data 

base via the terminal to determine if catalog cards were avail

able for a given item. One may check the data base for catalog 

card entries by the following options: (1) Library of Congress 

card catalog number, (2) author and/or title, and (3) inter

national standard book number. A screen on the terminal would 

display which cards were available in the data base. If the 

cards matched the book or item exactly, the operator would 

confirm the screen display. If there were any variations 

(e.g., a different edition number) of the card entry in the 

data base as compared with the item to be cataloged, the 

operator could delete the incorrect information and enter the 
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correct information on the screen display. The cards which 

would be sent to the processing center would be those that 

had been confirmed by the processing center's personnel. 

Catalog cards would be produced at OCLC and sent via mail 

service to the processing center. The computer would print 

subject headings, tracings, titles, call numbers and all other 

required and desired information on the cards. The cards 

would be pre-filed according to the top line of the cards by 

the compute.r and would be ready for filing in the card catalog 

upon receipt. 

B. Resource Requirements (to be used for both acquisitions and 

cataloging). 

Personnel: I professional 

1 senior clerk-typist 

5 clerk-typists 

Equipment: 3 file cabinets 

3 card catalog cabinets 

3 regular desks 

4 typing-work desks 

4 typing chairs 

9 regular chairs 

1 adding machine 

4 typewriters 

1 Se-Lin labeler 

2 work tables 



Space: 

Supplies: 
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4 book trucks 

6 sections double-faced shelving (seven shelves 

per section) 

1 OCLC - CRT terminal 

800 square feet 

Book cards and pockets, typewriter ribbons, 

and miscellaneous items as deemed necessary 

c. Performance Criteria 

1. Quantity: The cataloging activities for a minimum of 

9,000 items per fiscal year would be completed. 

2. Quality: A quality of service equal to or better than 

the cataloging service formerly provided by the individual 

learning resource centers would be maintained. 

D. Expected Benefits 

1. Quantifiable: Centralization, standardization, and 

computerization would reduce the unit labor cost for cata

loging. The number of staff members required could be re

duced. Complete preparation and pre-filing of the catalog 

cards would save hours of labor time which were formerly de

voted to these particular tasks. 

2. Non-quantifiable: Staff specialization would be in

creased due to staff members not having to be also responsible 

for user services. New materials would be processed faster 

and subsequently would be available for users more quickly. 

Important subject headings and cross references would be 
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generated from the oeLe data base; many special purpose list

ings (e.g., new book lists, subject bibliographies) would be 

produced in printed or microfilm form. 

Alternative Number Three: The BIBNET 2701-2 System for cata

loging (in conjunction with the manual system for acquisitions). 

A. Procedures 

The BIBNET 2701-2 System would provide on-line access to' a 

central computer data base consisting of Library of Congress 

cataloging entries. The system would consist of a cathode

ray-tube terminal and a card printer in the processing center. 

Cataloging information needed by the central computer for lo

cating entries would be one of the fOllowing: (1) author 

and/or title, (2) Library of Congress card catalog number, or 

(3) international standard book number. 

If the card information that appeared on the terminal 

screen matched a given book or item and was confirmed by an 

operator, the cataloging information would be transferred to 

the processing center's magnetic cassette tape in the terminal 

and the operator would go on to the next search. When all 

searches were completed, telephone contact with the remote 

data center would be relinquished. 

Each record could be displayed on the CRT screen in the 

local lion-line" mode in order for the operator to review and 

edit the cataloging data to match specific learning resource 
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center needs. After approval or revision of the selected 

records, they would be used to prepare catalog cards in com

plete sets. 

B. Resource Requirements (to be used for both acquisitions 

and cataloging). 

Personnel: 

Equipment: 

Supplies: 

1 professional 

1 paraprofessional 

9 clerk-typists 

3 file cabinets 

3 card catalog cabinets 

5 regular desks 

7 typing-work desks 

7 typing chairs 

12 regular chairs 

1 adding machine 

7 typewriters 

1 Se-Lin labeler 

2 work tables 

4 book trucks 

6 sections double-faced shelving (seven 

shelves per section) 

1 BIBNET 2701-2 CRT terminal with card printer 

Book cards and pockets, typewriter ribbons, 

and miscellaneous items as deemed necessary 
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C. Performance Criteria 

1. Quantity: The cataloging activities for a minimum of 

9,000 items per fiscal year would be completed. 

2. Quality: A quality of service equal to or better than 

the cataloging service formerly provided by the individual 

learning resource centers would be maintained. 

D. Expected Benefits 

1. Quantifiable: Labor time would be saved per unit pro

cessed as a result of computerization and centralization. 

Fewer staff members and increased staff efficiency would be 

money-saving benefits. 

2. Non-quantifiable: Catalog cards would be printed 

immediately within the processing center. Subject headings 

and cross references could be generated locally with the card 

printer. 
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Program Category -- To Perform the Interactive Bibliographic Functions 

It should be noted that many of the interactive bibliographic 

functions are direct by-products of the acquisitions and cataloging 

activities. New periodic accessions lists, for example, are con

tingent upon the acquisitions and cataloging functions. Thus, the 

alternatives described in this program category are primarily con

cerned with interactivity among the processing center and learning 

resource centers which is not inherent in acquisitions and cataloging 

activities. 

Alternative Number One: A teletypewriter system connecting the 

three learning resource centers with each other and with the technical 

services processing center. 

A. Procedures 

Each learning resource center would be connected via a 

telephone-line teletypewriter system to the technical ser

vices processing center and to each other learning resource 

center. A special telephone circuit would be needed to inter

connect the four agencies. 

The technical services processing center would serve as 

the clearinghouse agency for the three learning resource cen

ters. Messages typed would be relayed to the processing cen

ter or directly to a particular learning resource center. 

Messages could be placed on tape to be used for future ref

erence. 
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B. Resource Requirements 

Personnel: 1 clerk-typist (existing staff members would 

be utilized in the processing center and 

learning resource centers) 

Equipment: 

Space: 

Supplies: 

4 teletypewriters (one for the processing cen-

ter and one for each learning resource center) 

16 square feet at each agency 

Teletypewriter tape and paper 

c. Performance Criteria 

1. Quantity: The activity created among the four agencies 

would dictate the quantity of work to be performed. After the 

first operating year, a quantifiable performance level could 

be established. 

2. Quality: An excellent quality of typing performance 

would be expected at the four agencies. Ability to follow an 

established format when using the teletypewriter would be a 

factor when determining quality. 

D. Expected Benefits 

1. Quantifiable: The teletypewriter would initially be 

considered an added cost. However, as the activity of the 

centralized processing agency gained momentum, savings would 

be realized by using the teletypewriter to expedite the mes

sages to the individual learning resource centers concerning 

the availability of particular items in the learning resource 
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centers. and by using it to aid in reducing duplicate title 

ordering. 

2. Non-quantifiable: Inter-learning resource center loans 

would be coordinated more efficiently via the teletypewriter 

system. Books, nonbook materials, and magazine articles could 

be requested among the learning resource centers; user ser

vices would be improved. Written communiqu~ would be enhanced 

among the four agencies. 

Alternative Number Two: A telefacsimile transmitter-receiver 

system utilized by the learning resource centers and the technical 

processing center. 

A. Procedures 

Each learning resource center would be connected to the 

technical services processing center and to the other learning 

resource centers via a telephone telefacsimile transmitter

receiver system. Regular telephone circuits would be used 

with the transmitter-receiver system. 

It would be possible to transmit copies of photographs, 

letters (handwritten and typed), graphs and other illustrations 

among the four agencies by following these steps: (1) the 

operator would dial the telephone number of the agency to 

whom he wished to send or receive a copy, (2) the operator 

at the receiving station would answer the telephone and place 

the telephone receiver on the telefacsimile transmitter-
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receiver coupler, and (3) the message would be transmitted. 

Maximum amount of time required for the transmitting-receiving 

transaction would be four minutes. However, most transactions 

require only two minutes. 

B. Resource Requirements 

Personnel: 1 clerk-typist (existing staff menmers in the 

processing center and learning resource cen

ters would be utilized) 

Equipment: 4 telefacsimile transmitter-receivers (one for 

each agency) 

Space: 9 square feet at each agency 

Supplies: Paper for the transmitter-receiver 

C. Performance Criteria 

1. Quantity: The activity created among the four agencies 

would dictate the quantity of work to be performed. After the 

first operating year, a quantitative performance level could 

be established. 

2. Quality: The quality of service would be based on the 

quality of the copy that was placed into the transmitter. 

Also, the capability of the machines would affect the quality 

of the product. 

D. Expected Benefits 

1. Quantifiable: During the first year the telefacsimile 

transmitter-receiver would be considered as an added expense. 
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As user and technical services became better coordinated among 

the agencies by the processing center, a financial savings 

from more utilization of existing learning materials would be 

gradually realized. 

2. Non-quantifiable: Facsimile copies of magazine arti

cles, sections from reference books, letters, and other print

ed communiqu~ could be exchanged among the four agencies. 

User services would be enhanced by having immediate access to 

the collections of the other learning resource centers. Copies 

of invoices, orders, new acquisitions lists, and other impor

tant documents could be exchanged by the four agencies with 

minimal delay_ 

Merging the Program Categories and Alternatives 

Due to the dependence of the acquisitions and cataloging func

tions upon each other for achieving the objectives of the technical 

services processing center, the program categories for acquisitions 

and cataloging were combined into one category which would represent 

both functions. The program category for the interactive bibliographic 

functions was left unchanged. 

The alternatives given in the program memoranda were merged 

and will be recognized in the program financial plan as follows: 

Alternative Number One a manual system to perform the acquisitions and 

cataloging functions; Alternative Number Two -- the Ohio College Library 

Center System to perform the acquisitions and cataloging functions; 

Alternative Nunfuer Three -- a manual system to perform the acquisitions 
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functions and the BIBNET 2701-2 System to perform the cataloging 

functions. 

PROGRAM FINANCIAL PLAN 

Program Category -- To Perform the Acquisitions and Cataloging Functions 

Revenue for program category. Funding for the technical ser

vices processing center would be provided by the West Virginia Board 

of Regents (higher education budget). 

Alternative Number One: To perform the acquisitions and cata

loging functions using a manual system. The analysis of expenditures 

for the first operating year (1975-76) is given in Table 10 (Personnel) 

and Table 11 (Equipment and Supplies). 

Alternative Number Two: To perform the acquisitions and cata

loging functions by using the Ohio College Library Center System. The 

analysis of expenditures for the first operating year (1975-76) is 

given in Table 12 (Personnel) and Table 13 (Equipment and Supplies). 

Alternative Number Three: To perform the acquisitions functions 

by using a manual system and to perform the cataloging functions by 

using the BIBNET 2701-2 System. The analysis of expenditures for the 

first operating year (1975-76) is given in Table 14 (Personnel) and 

Table 15 (Equipment and Supplies). 



Table 10 

PERSONNEL (ALTERNATIVE NUMBER ONE) 

Number Position title 

1 professional 

2 paraprofessional 

16 clerk-typist 

Salal1" 

$ 15~000 

18,000 

80,000 
$113,000 

Personnel subtotal = $113,000 
..... 
o 
N 



103 

Table 11 

EQUIPMENT AND SUPPLIES (ALTERNATIVE NUMBER ONE) 

Item Unit Life-span Cost per 
Quantity descriEtion Erice Total (rears) rear 

-3 file cabinets $ 90 $ 270 10 $ 27 

3 card catalog cabinets 1,200 3,600 10 360 

9 regular desks 200 1,800 10 180 

10 typing-work desks 160 1,600 10 160 

10 typing chairs 110 1,100 10 110 

14 regular chairs 80 1,200 15 75 

1 adding machine 120 120 5 24 

10 typewriters 400 4,000 10 400 

1 Se-Lin 1abe1er 350 350 5 70 

2 work tables 300 600 15 40 

4 book trucks 70 280 10 28 

6 sections of shelving 200 1,200 15 80 

Contract services 345 

Depreciation 300 
$3,280 $16,040 $2,199 

Equipment (cost per year) subtotal = $ 2,199 

Supplies (including postage and miscellaneous) = 8,000 

Personnel subtotal (from Table 10) = 113,000 

Total = $123,199 



Table 12 

PERSONNEL (ALTERNATIVE NUMBER TWO) 

Number Position title 

1 professional 

1 senior clerk-typist 

5 clerk-typist 

Salary 

$15,000 

7,000 

25,000 
$47,000 

Personnel subtotal = $47,000 
..... 
o 
~ 
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Table 13 

EQUIPMENT AND SUPPLIES (ALTERNATIVE NUMBER TWO) 

Item Unit Life-span Cost per 
guantitl descriEtion Erice Total (rears) rear 

3 file cabinets $ 90 $ 270 10 $ 27 

3 card catalog cabinets 1,200 3,600 10 360 

3 regular desks 200 600 10 60 

4 typing-work desks 160 640 10 64 

4 typing chairs 110 440 10 44 

9 regular chairs 80 720 15 48 

1 adding machine 120 120 5 24 

4 typewriters 400 1,600 10 160 

1 Se-Lin labeler 350 350 5 70 

2 work tables 300 600 15 40 

4 book trucks 70 280 10 28 

6 sections of shelving 200 1,200 15 80 

Contract services 165 

Depreciation 200 

OCLC 40,680 
$3,280 $10,420 $42,050 

Equipment (cost per year) subtotal = $42,050 

Supplies (including postage and miscellaneous) = 8,000 

Personnel subtotal (from Table 12) = 47,000 

Total = $97,050 



Table 14 

PERSONNEL (ALTERNATIVE NUMBER THREE) 

Number Position title 

1 professional 

1 paraprofessional 

9 clerk-typist 

Salary 

$15,000 

9,000 

45,000 
$69,000 

Personnel subtotal = $69,000 
..... 
o 
01 
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Table 15 

EQUIPMENT AND SUPPLIES (ALTERNATIVE NUMBER THREE) 

Item Unit Life-span Cost per 
~uantitr descriEtion Erice Total (rears) ~ear 

3 file cabinets $ 90 $ 270 10 $ 27 

3 card catalog cabinets 1,200 3,600 10 360 

5 regular desks 200 1,000 10 100 

7 typing-work desks 160 1,120 10 112 

7 typing chairs 110 770 10 77 

12 regular chairs 80 960 15 64 

1 adding machine 120 120 5 24 

7 typewriters 400 2,800 10 280 

1 Se-Lin 1abe1er 350 350 5 70 

2 work tables 300 600 15 40 

4 book trucks 70 280 10 28 

6 sections of shelving 200 1,200 15 80 

Contract services 255 

Depreciation 250 

BIBNET 2701-2 $35,225 
$3,280 $13,070 $36,992 

Equipment (cost per year) subtotal = $ 36,992 

Supplies (including postage and miscellaneous) = 8,000 

Personnel subtotal (from Table 14) = 69,000 

Total = $113,992 
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Program Category -- To Perform the Interactive Bibliographic Functions 

Revenue for program category_ Direct funding would come from 

the West Virginia Board of Regents (higher education budget) for the 

processing center's teletypewriter (Alternative Nurr~er One) or tele

facsimile transmitter-receiver (Alternative Number Two). The costs 

for the teletypewriters (Alternative Number One) or te1efacsimi1e 

transmitter-receivers (Alternative Number Two) in the learning resource 

centers would be included in the budget of the respective colleges. 

Alternative Number One: A teletypewriter system would connect 

the three learning resource centers with the processing center and also 

with each other. The analysis of expenditures for the first operating 

year (1975-76) is given in Table 16 (Personnel) and Table 17 (Equip

ment and Supplies). 

Alternative Number Two: A telefacsimile transmitter-receiver 

system would connect the three learning resource centers with the pro

cessing center and with each other. The analysis of expenditures for 

the first operating year (1975-76) is given in Table 18 (Personnel) 

and Table 19 (Equipment and Supplies). 



Number 

1 

guantitr 

1 
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Table 16 

PERSONNEL (ALTERNATIVE NUMBER ONE) 

Position title 

operator (use existing 
acquisitions-cataloging staff) 

Table 17 

EQUIPMENT AND SUPPLIES (ALTERNATIVE NUMBER ONE) 

Item Unit Life-span 
descriEtion Erice Total (lears) 

teletypewriter $1,800 $1,800 10 

Contract services 

Depreciation 
$1,800 $1,800 

Telephone circuits ($40 per month) 

Supplies (paper and tape) 

Salary 

o 

Cost per 
lear 

$180 

70 

60 
$310 

480 

70 

Total = $860 



Number 

1 

Quantitl 

1 

110 

Table 18 

PERSONNEL (ALTERNATIVE NUMBER TWO) 

Position title 

operator (use existing 
acquisitions-cataloging staff) 

Table 19 

EQUIPMENT AND SUPPLIES (ALTERNATIVE NUMBER TWO) 

Item Unit Life-span 
descriEtion Erice Total (lears) 

telefacsimile $1,400 $1,400 10 
transmitter-receiver 

Contract services 

Depreciation 
$1,400 $1,400 

Supplies (paper) 

Salary 

o 

Cost per 
lear 

$140 

SO 

40 
$230 

160 

Total ::: $390 
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Following are tables which reveal the estimated costs for a 

five-year period for each alternative under the acquisitions and cata-

loging program category: 

Table 20 

ALTERNATIVE NUMBER ONE -- THE MANUAL SYSTEM 

Year 
Budget item 1975-76 1976-77 1977-78 1978-79 1979-80 

Personnel $113,000 $122,040 $137,603 $151,363 $166,499 

Equipment 2,199 2,199 2,199 2,199 2,199 

Supplies 8,000 8,240 8,487 8,911 9,357 

(Total) $123,199 $132,479 $148,289 $162,473 $178,055 

Table 21 

ALTERNATIVE NUMBER TWO -- THE OeLe SYSTEM 

Year 
Budget item 1975-76 1976-77 1977-78 1978-79 1979-80 

Personnel $47,000 $ 50,760 $ 58,821 $ 64,703 $ 71,173 

Equipment 1,370 1,370 1,370 1,370 1,370 

OeLe 40,680 41,494 42,324 44,017 45,778 

Supplies 8,000 8,240 8,487 8,911 9,357 

(Total) $97,050 $101,864 $111,002 $119,001 $127,678 
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Table 22 

ALTERNATIVE NUMBER THREE -- MANUAL SYSTEM FOR ACQUISITIONS 

AND BIBNET 2701-2 SYSTEM FOR CATALOGING 

Year 
Budget item 1975-76 1976-77 1977-78 1978-79 1979-80 

Personnel $ 69,000 $ 74,520 $ 80,482 $ 88,530 $ 97,380 

Equipment 1,767 1,767 1,767 1,767 1,767 

BIBNET 2701-2 35,225 35,930 36,649 38,115 39,640 

Supplies 8,000 8,240 8,487 8,911 9,357 

(Total) $113,992 $120,457 $127,385 $137,323 $148,144 

Explanation of budget figures used in Tables 20, 21, and 22. 

The salaries were increased by 8 percent for 1976-77 and 1977-78, and 

10 percent during 1978-79 and 1979-80. Equipment included contract 

services and depreciation. OCLe and BIBNET budgets were increased 2 per-

cent for 1976-77 and 1977-78, and 4 percent during 1978-79 and 1979-80. 

The supplies budget included postage and was increased 3 percent during 

1976-77 and 1977-78, and by 5 percent during the last two years. 

By using the number of items processed (9,490) by the learning 

resource centers during 1973-74 as an estimate guide, and by dividing 

this figure into the total expenditures for each alternative for ac-

quisitions and cataloging to obtain an estimate for the processing cost 

per item, a comparison was made in Table 23 of the 1973-74 average 

processing cost per item with the estimate for each alternative for 

1975-76. 
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Table 23 

COMPARISON OF PROCESSING COSTS PER ITEM 

Learning Resource 
Centers 
1973-74 

Processing Center Alternatives 
(1975-76) 

I II III 

Cost per item $16.398 $12.982 $10.227 $12.012 

SPECIAL ANALYTIC STUDIES. 

The central thrust of this component was to compare the alter-

natives of the program categories and to present one alternative rec-

ommendation for each program category. 

Comparison of Alternatives 

Program Category -- To Perform the Acquisitions and Cataloging Functions 

Alternative Number One: The manual system. 

A. Anticipated Advantages 

As compared with the other alternatives for this program 

category, Alternative Nurrlber One does not contain any notice-

able efficiency and effectiveness advantages. 

B. Anticipated Disadvantages 

Alternative Number One would require more square footage 

area, more personnel and equipment, and would reflect a more 

substantial percentage increase in costs than the other two 
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alternatives. 

C. Impact on Total Program 

If compared with the existing technical services programs 

in the learning resource centers, this alternative would be 

beneficial to the total learning resource center program by 

reducing the processing cost per item, generating improved 

user services by freeing existing professional staff members' 

from technical services duties and enabling them to work with 

patrons of the learning resource center. It would also permit 

the processing center to coordinate collection development in 

each learning resource center. 

Alternative Number Two: The OCLC System. 

A. Anticipated Advantages 

Advantages expected from this alternative include: 

1. Computerized ordering, ledgers, encumbrances, expen

ditures, record keeping, order number assignment, and invoicing 

procedures. 

2. Catalog card production and machine-filed cards, and 

the generation of additional subject headings and cross refer

ences. 

3. Reduction in the annual rise of per unit costs. 

4. Production of new accessions lists by computer. 

B. Anticipated Disadvantages 

As compared with the other alternatives for this program 
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category, this alternative offers the fewest number of possible 

disadvantages. A time lag of approximately seven days from the 

time catalog cards are requested until they are received con

stitutes the most obvious disadvantage. A computer downtime 

of less than 5 percent of the total operating time may also 

be considered a disadvantage. 

C. Impact on Total Program 

With both acquisitions and cataloging functions computer

ized, the efficiency and effectiveness of the total technical 

services operations would be substantially enhanced. The cost 

per processed unit would decrease while more computerized ser

vices (e.g., serials and circulation control) would become 

available as they developed. The existing on-line capabilities 

would permit the learning resource centers, via the processing 

center, to have materials processed quickly and this would pro

vide speedier availability of resources. 

Alternative Number Three: The manual system for acquisitions 

and the BIBNET 2701-2 System for cataloging. 

A. Anticipated Advantages 

The manual system for acquisitions, like the acquisitions 

aspect in Alternative Number One, does not offer any signifi

cant advantages when compared with the DCLC System for ac

quisitions. However, the reduction of duplicate acquisitions 

effort and the efficiency derived from staff specialization are 
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attributes of this alte~ative when compared with the operation 

of the independent acquisitions departments in the learning 

resource centers. 

The greatest single advantage provided by the BIBNET 

2701-2 System is its capability to print the catalog cards 

immediately within the processing center. BIBNET 2701-2, like 

OCLC, can make additional subject headings which would improve 

services for the users. BIBNET has the potential of developing 

many new computer subsystems for libraries and learning re

source centers and also of developing into a national bibliog

raphic network with capabilities similar to those possessed 

by OCLC. 

B. Anticipated Disadvantages 

When compared with the OCLC acquisitions system, the manual 

acquisitions system would be slow and cumbersome. The record 

keeping and manual filing would be much greater than that for 

OCLC. 

The chief drawback to the BIBNET 2701-2 cataloging system 

is its financial aspect. Undoubtedly, BIBNET 2701-2 has many 

advantages when compared with the manual system and the local 

card production feature is an advantage not possessed by OeLC. 

However, due to the short time that BIBNET has been in exis

tence, the costs for the computerized cataloging capabilities 

are still high. 
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c. Impact on Total Program 

The capability of BIBNET 2701-2 to produce catalog cards 

locally in the processing center would be the one feature that 

would have the most significant' impact on the total program. 

By producing the catalog cards immediately whenever the cata

loging process began for a given item, the processing center 

staff would have full control over the quality of cataloging 

results and efficiency would be maximized in the work flow, 

since items received would not have to be shelved for one 

week or more until catalog cards were received. The speed 

in processing items would make resources more readily available 

for the users. 

Program Category -- To Perform the Interactive Bibliographic Functions 

Alternative Number One: A teletypewriter system would connect 

the three learning resource centers with the processing center and with 

each other. 

A. Anticipated Advantages 

Due to a special telephone circuit, the teletypewriter 

system could relay a typed message automatically to another 

teletypewriter. Important notifications and loan requests 

could be conveyed among the four agencies at any time during 

the day utilizing the automatic services of the teletypewriter. 

B. Anticipated Disadvantages 
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The teletypewriter is limited to the typed input capability 

only. Also, the special telephone circuit is comparatively 

expensive when other means of inter-communication are con

sidered. 

c. Impact on Total Program 

Interaction among the four agencies would be provided by 

an expeditious method involving the special telephone circuits. 

The communication gap filled by this alternative vehicle would 

have a direct effect upon the exchange and utilization of 

learning materials. 

Alternative Number Two: A telefacsimile transmitter-receiver 

system would connect the three learning resource centers with the pro

cessing center and with each other. 

A. Anticipated Advantages 

Nearly any illustration (e.g., maps, photographs) that 

could be copied onto paper could be sent from one agency to 

another via regular telephone lines. Magazine articles or 

various pages from a book could be transferred from one learn

ing resource center to another. The processing center would 

be able to transmit or receive messages and materials to and 

from learning resource centers. The variation in use and the 

financial aspect of the telefacsimile transmitter-receiver 

are significant advantages when compared with the teletype

writer. 
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B. Anticipated Disadvantages 

Since the telefacsimile transmitter-receiver operates with 

a regular telephone receiver, each time a message were to be 

relayed an operator would have to call the other agency and 

request that the receiving agency place its telephone receiver 

on the coupler. 

C. Impact on Total Program 

With the capability of transmitting nearly any form of in

formation that could be placed on paper, the telefacsimile 

transmitter-receiver would permit services to be improved in 

each learning resource center and would aid in cost avoidance 

and reduction. It would enhance utilization of expensive and 

special collections, greater sharing of resources, and better 

coordination of technical and user services. 

Recommended Alternatives for the First Operating Year (1975-76) 

Based on the foregoing analyses of the alternatives, the 

following alternatives are recommended for the first operating year: 

Program Category -- To Perform the Acquisitions and Cataloging Functions 

Alternative Number Two: The OCLC System. 

Program Category -- To Perform the Interactive Bibliographie Functions 

Alternative Number Two: The telefacsimile transmitter-receiver 

system. 



120 

Major Factors Influencing Recommendations 

A. The OCLC System 

1. Budgetary: The OCLC System's estimated cost ($97,050) 

for the first operating year was $16,942 less than the estimated 

cost for the BIBNET-manual system, and $26,149 less than the 

estimated cost for the manual system. 

2. Capability: The dual capability of performing both 

acquisitions and cataloging complements the total technical 

services program. Many new programs (e.g., serials control 

and bibliographic information retrieval) are in the develop

ment stage and will be geared for the terminal that would be 

in the processing center. 

3. Acceptability: On the national level, the OCLC System 

for technical services has been well received for its reliabil

ity and effectiveness. 

B. The Telefacsimile Transmitter-Receiver Network 

1. Budgetary: Compared with the teletypewriter network, 

the telefacsimile transmitter-receiver was $470 less for the 

first operating fiscal year. 

2. Capability: Having the capability of transmitting 

a telefacsimile copy of nearly any type of illustration that 

could be placed on a paper format, the telefacsimile trans

mitter-receiver has the potential of improving and enlarging 

the services provided for the users of the learning resource 
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centers. 

3. Acceptability: The application of the te1efacsimi1e 

transmitter-receiver to learning resource centers is still in 

a novel stage. However, the instrument has been effectively 

applied and well-received by other types of agencies. 

The Program Addendum Document 

Aspects of the processing center considered important for fur

ther elaboration to provide the necessary understanding of the pro

cessing center composition were included in the program addendum 

document. 

Personnel organization. Figure 1 is an organization chart 

which illustrates the formal working relationship of the processing 

center personnel with each other, with the West Virginia Board of 

Regents, and with the community colleges. Broken lines represent an 

advisory relationship only. 

General operating procedures. Books and other bulky learning 

materials which would be impossible to send via the telefacsimile trans

mitter-receiver system would be sent by mail service from the processing 

center or from one learning resource center to another. Library postal 

rate of 6 cents ~or the first pound and 3 cents for each additional 

pound was a budgetary matter which was encompassed in the $8,000 budget 

category for supplies. The $8,000 for supplies was intentionally in

flated to cover unanticipated expenses. The $390 for the telefacsimile 

transmitter-receiver would be included in the supply budget. During the 
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(Acquisitions) 
(Cataloging) 

Figure 1. Organization Chart -- Processing Center 
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first operating year a $10,420 expenditure for equipment and a $1,400 

outlay for the purchase of the processing center's te1efacsimi1e trans

mitter-receiver would need to be made. For comparative purposes in 

this study, the figures used for equipment were the cost-per-year 

amounts for equipment. 

The cost for the OCLC System was based on 8,000 titles added 

per year (i.e., 8,000 titles would represent at least 9,000 items). 

Telephone charges, regional membership costs, and terminal rental 

maintenance would total $18,000. For 8,000 titles, approximately 

168,000 catalog cards (an average of seven cards per title per learning 

resource center) would be needed. With a charge of 3.5 cents per card 

for 168,000 cards, the total cost for cards would be $5,880. Acquisi

tions costs were based on a $2.10 per title service charge (i.e., 8,000 

x $2.10 = $16,800). 

Costs for the BIBNET 2701-2 System were based on 8,000 titles 

added per year (i.e., 8,000 titles would represent at least 9,000 

items). Telephone line charges, terminal and card printer renta1-

maintenance costs would total about $15,500. For 8,000 titles, approxi

mately 168,000 cards (an average of seven cards per title per learning 

resource center) would be needed. With a charge of 2.5 cents per card 

for 168,000 cards, the total cost for the cards would be $4,200. There 

would also be an on-line charge of $45 per hour. An estimated 345 

hours of on-line time would be needed each year. Thus, the on-line 

time would cost $15,525. 

Personnel of the processing center would receive the regular 

vacation, holidays, sick leave, and other benefits as received by other 
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employees of the Board of Regents. Promotions would be based on merit. 

Program review. During the first operating year, the Director 

of the processing center would need to meet with the staff of each 

learning resource center, members of the processing center staff, and 

members of the Board of Regents to undertake a complete program review 

of the existing program categories for the processing center. Planning 

would commence from zero-base budgeting and the existing program ob

jectives and alternatives would be assessed. New program objectives 

and alternatives would be introduced and compared with the existing 

program objectives. As illustrated in this chapter, an intensive com

parison and scrutiny of the alternatives under the auspices of PPBS 

guidelines would need to be made. 

Abridged program categories and elements. The application of 

the OCLC computing system to technical services activities would make 

a substantial change in the program categories and elements as they 

were presented in the program structure section of this chapter. Many 

of the program elements (e.g., the vast amount of time devoted to the 

typing of information on catalog cards) would become tasks which the 

computer would perform. The flow chart (Figure 2) provides an overview 

of the sequence of technical services events and reveals how some of the 

acquisitions and cataloging program categories and elements have been 

abridged and combined. 

RESULTS OF THE INTERVIEW 

In Appendix F an interview instrument is given which was used 
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ACQUISITIONS AND CATALOGING 

Receive order 
request from LRC 

Verify bibliographic 
information 

Computer prepares 
purchase order and 

sends it to vendor and 
a copy to processing center 

I Item received I 

,/ 
Item checked 

with computer order record 

Figure 2. Flow Chart of OCLC Technical Services Activities 
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computer makes 
claim with vendor ~ __ N_O ____ -c 

Return to vendor 
and enter note 

in data base 

Notify computer 
of missing 
invoice 

CATALOGING 

NO 

NO 

Enter order NO 
for cards tf-----------< 

on CRT 

Item is received 
from acquisitions 

Figure 2. Flow Chart of OCLC Technical Services Activities - Cont'd. 
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Verify cards 
for filing and tracings 

" Prepare 
circulation card 

Prepare book 
pocket and card 

Affix book pocket 
and date due slip 

Type call 
number label 

Stamp property 
identification 

Figure 2. Flow Chart of OCLC Technical Services Activities - Cont'd. 
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I Binding rout ine I 

Send prepared item 
with cards and invoice to LRC 

Request financial records 
from computer 

Request periodic 
accessions lists 

from computer 

Send financial 
records and accessions 

lists to LRC 

Figure 2. Flow Chart of OCLC Technical Services Activities - Conttd. 
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in interviewing the professional staff members of the learning resource 

centers. The responses and comments of the staff members were used in 

refining the PPB System. The objectives and alternatives did not re

quire any major revision after discussion with the professional staff 

members. Part of the reason for not having to make any significant 

changes in the objectives and alternatives may have been due to the 

staff members' lack of familiarity with PPBS and the computer possibil

ities with technical services activities. 

There appeared to be a consensus that the processing center 

would make a positive contribution toward improving the technical 

services operations and save money, and that it would enable better ser

vices to be provided for the users of the learning resource centers. 

Existing professional staff members are needed for other duties in the 

learning resource centers. Two of the learning resource centers are 

currently understaffed; therefore, job elimination was not a concern of 

the respondents. 

The possible elimination of duplicate title purchasing was in 

a 5 to 30 percent range. It was estimated by the staff members that 

no more than 10 percent of each learning resource center's collection 

was checked out to users at anyone time. Consequently, the collections 

are probably under utilized. 

Unfair treatment was the only reservation revealed by the staff 

members concerning a processing center. Special emphasis was made in 

the basic policy statement of the PPB System denoting that equity would 

be provided for all learning resource centers. 
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SUMMARY 

Results of the data collection study were presented in the 

first part of this chapter. A figure of $16.398 per item was cal

culated as the average cost for processing per item in the learning 

resource centers for 1973-74. Approximately $0.841 per item for 

processing would have to be retained by each learning resource center. 

Some activities (e.g., item selection) would have to be done by each 

learning resource center. 

A comparative analysis of the existing technical services 

operations and procedures revealed that centralized processing could 

occur without the involvement of any major interruption or transfor

mation in the learning resource centers. Many of the existing proce

dures are identical in preparation and application. 

After comparing the new titles added during 1973-74 at two of 

the learning resource centers, it was discovered that 38 percent of the 

new titles added were duplicates. The high duplication factor warrants 

some measure for better expenditure of funds. 

The components of PPBS were applied to a simulated technical 

services processing center. Program objectives and alternatives were 

delineated. The OCLC alternative was recommended for the acquisitions 

and cataloging program category. A te1efacsimile transmitter-receiver 

system was recommended for the interactive bibliographic program category. 

Explanations and aspects of personnel organization and financial 

analyses were presented in the program addendum document. Also, a flow 

chart of the computerized technical services activities was presented. 



CHAPTER V 

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 

This study involved a data collection process and a comparative 

analysis review of the existing technical services processing costs and 

operating procedures in the learning resource centers of West Virginia's 

three community colleges. The results of these two endeavors provided 

the necessary comparative information used in the development and appli

cation of the components of a PPB System to a simulated technical ser

vices processing center. 

SUMMARY 

Proponents of the application of management techniques to tech

nical processing activities in libraries and learning resource centers 

have been around for a long time. Even though Melvi1 Dewey advocated 

centralized processing for libraries as early as 1877, the professional 

literature reveals that it was not until the latter 1960's that cen

tralized processing of materials began to receive serious consideration 

by academic learning resource centers and libraries. Even at this late 

date the major investigations undertaken focused on how the materials 

could be processed cheaper and faster by traditional, manual methods in 

a central location. The literature failed to expose any trace whereby 

a centralized processing agency was founded based on modern management 

principles or based on replacing manual procedures with computerization. 

This study should fill a hiatus in the professional literature in regard 
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to the application of a PPB System with computer alternatives for a 

technical services processing center. 

The data collection process and the comparative analysis review 

provided the support for the application of a PPB System to the simu

lated technical services processing center. With an average estimated 

cost of $16.398 for processing each item in the learning resource cen

ters, the components of PPBS were utilized to their fullest extent by 

the introduction and comparison of possible alternatives. Objectives of 

the PPB System encompassed the improvement of the quality and quantity 

of technical services activities being performed by the learning resource 

centers and included the presentation of alternatives which would lower 

the per unit processing cost. In addition to the improvement of the 

efficiency and effectiveness of the technical services activities, a 

thrust was made to provide improvement in the services available to the 

users of the learning resource centers. 

After careful examination of the alternatives given for each 

program category, it was recommended that the Ohio College Library Cen

ter System would be the best system for performing the acquisitions and 

cataloging functions. The OCLC System also possessed capabilities (e.g., 

the generation of additional subject headings and the printout of peri

odic accessions lists of new material) which would enhance services for 

users. A complete review of personnel, equipment and supplies was made 

for each alternative. The projected cost per processed item for the 

OCLe System was $10.227 for the first operating year. This cost for 

processing per item was $6.171 less than the average cost ($16.398) for 

processing per item by the learning resource centers during 1973-74. 
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The cost savings would be expected to be greater each ensuing 

year. With the cost per processed item being reduced each year during 

a period in history when such a financial result would be in direct con

trast to inflationary practices, the accountability of the planners of 

the technical services processing center would be enhanced. An expected 

discount advantage of approximately 10 percent realized from larger 

volume purchasing would also be a financial savings perpetuated by cen

tralizing the acquisitions functions. 

A telefacsimile transmitter-receiver system was chosen as the 

alternative for the interactive bibliographic functions program cate

gory. The telefacsimile transmitter-receiver system would provide a 

means for relaying bibliographic information for users among the three 

learning resource centers. It would also complement the acquisitions 

and cataloging functions by providing a method for forwarding ordering 

and cataloging information to and from the processing center. 

A program addendum document presented all operating procedures 

and other aspects of the processing center not covered in the other 

PPBS components. A flow chart provided an illustration of new se

quences of events in acquisitions and cataloging. As a consequence of 

the capability of the computer to perform certain technical services 

simultaneously, some of the program categories and program elements had 

been abridged or combined with others. 

After the first draft of the PPB System was completed with 

alternatives chosen, the professional staff members of the learning 

resource centers were interviewed. The respondents did not suggest any 

major changes in the PPBS program objectives and alternatives. They 
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confirmed that the lowering of the cost for processing per unit and 

the improvement of user services should be major emphases of the OeLC 

System and the telefacsimile transmitter-receiver system. 

CONCLUSIONS 

As a result of this study, particular conclusions may be made: 

1. The precision of the time-study measurements used in this 

study is unknown. However, the mean times and processing costs did 

provide an estimated per processed item cost base which could be used 

for comparative purposes with the alternatives in the PPB System. 

2. The three learning resource centers mentioned in this study 

need a centralized agency to perform their technical services functions. 

3. An interactive bibliographic system is needed for the learn

ing resource centers in order for them to maximize the utilization of 

their resources and to improve user services. 

4. By centralizing the technical services of the three learn

ing resource centers, it would become economically feasible to utilize 

computer services which the individual learning resource centers could 

not afford. 

5. Each of the learning resource centers is performing some 

redundant technical services functions which could be performed once by 

the processing center. 

6. The application of a PPB System to a technical services 

processing center possesses merit that should be given serious con

sideration. Other management techniques (e.g., MBO, PERT) possess 

characteristics which could complement PPBS if applied to the organi-
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zational composition of the processing center. 

7. The professional staff members at the learning resource cen

ters are receptive to the development of a technical services processing 

center with PPBS as its planning and management tool. 

RECOMMENDATIONS 

On the basis of the findings and conclusions of this investi

gation, the following recommendations are offered: 

1. A technical services processing center is recommended to 

perform the acquisitions and cataloging functions and to coordinate the 

interactive bibliographic functions for the three learning resource 

centers. It is recommended that PPBS be utilized as the management 

technique for the processing center. 

2. It is recommended that the OCLe System and the telefacsimile 

transmitter-receiver system be selected as the alternatives for the 

technical services processing center during the first operating year. 

New alternatives need to be introduced in the annual program review 

which is inherent of PPBS. 

3. Further study in determining the standard times for tech

nical services processing activities needs to be done. It is recom

mended that a study of this magnitude and importance be given national 

support by directors of learning resource centers and libraries and by 

other responsible persons who would be able to influence learning re

source center and library personnel concerning the need for developing 

time standards that could be used with work measurement and cost 

analysis. 
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4. With a national propensity toward an increased tempo in 

the development of more centralized processing and coordinating agencies 

for learning resource centers and libraries, an investigation should 

be undertaken which would result in the development of a manual of 

operations for processing and coordinating agencies. The manual would 

set forth recommended systems for floor layout, work flow, and simulated 

models for use in aiding the new agencies during the early planning and 

formulation stages. 

5. A formalism for a general cost-benefit analysis needs to be 

developed for the learning resource centers. Developing an analytic 

solution for this problem remains both a difficult and important task 

concerning the analysis of learning resource centers. 

6. This study did not attempt to include the awesome task of 

developing a Management Information System (MIS) for a technical ser

vices processing center. An MIS-related investigation is needed for 

measuring the impact of decisions made by a processing center on the 

agencies it serves. 

7. Explicitness must be inherent in the program structure of 

the PPB System. The categories, subcategories, and elements of the 

program structure should be stated succinctly and should provide adequate 

clarification of the objectives of the program categories. 

8. Whenever PPBS is implemented, it is very important that all 

of the major components of the PPB System be utilized. Failure to im

plement a given component may lead to failure of the system's compre

hensiveness and effectiveness. 

9. A study is recommended whereby Management by Objectives (MBO) 
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would be fused with PPBS as the management mechanism for a processing 

center. MBO would strengthen the definition of the objectives and 

missions of the processing center and would provide the agency with 

better time-phased goals. 

10. As a result of the strong possibility of providing better 

services for the total learning resource center program and of im

provement in cost effectiveness, it is inevitable that more processing 

centers will be brought into existence. Thus, it is recommended that 

the systems approach be employed in the development of a national net

work of interactive processing centers. 

11. An investigation should be directed toward ascertaining how 

a learning resource center is used and identifying the attitudes that 

users hold regarding the services provided by a learning resource cen

ter which is participating in a centralized technical services arrange

ment. 

12. Exploration and development are needed in more sophisticated 

data transfer methods among learning resource centers. Methods need to 

be devised for providing data transfer for the community colleges which 

are located in remote, rural areas. 

13. A central depository for maintaining the various standard 

times for performing technical services activities is needed in the 

United States. Currently there is no specific place where one can ob

tain standard times for performing technical services activities. The 

depository would contain the data base to be used when an attempt was 

made to compare and improve existing technical services activities. 

14. Studies are recommended in the development of analytic 
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models to be used while exploring the phenomena of exponential growth, 

use, and obsolescence of the collections of learning resource centers. 

15. More emphasis should be given to stochastic modeling for 

simulating the operation of proposed technical services processing 

centers. A Markov chain model could be used to describe the tasks of 

a processing center on the basis of probability distributions. 
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APPENDIX A 

DAILY TIME - FUNCTION RECORD 

Learning Resource Center -----------------------------------
Name 

Department 

Position Date --------

(The following four pages contain the Daily Time - Function 
Record form which was used in collecting data on time per 
activity-function.) 
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STANDARDIZED TECHNICAL PROCESSING ACTIVITIES* 

I. Acquisitions 

A. Preliminary Activities 

1. Open, sort and distribute incoming mail 
2. Review book and nonbook order requests; review selection 

media 
3. Select titles to be ordered 
4. Type order request card 

B. Bibliographic Searching - Checking 

5. Search and verify bibliographic information 

C. Orders Placement 

6. Assign vendor and fund 
7. Prepare multiple order record 
8. Type purchase requisition, etc. 
9. Revise typing; sign and mail requests 

10. Burst forms 
11. File forms in appropriate files 
12. Encumbrance or prepayment routine 

D. Receiving and Billing 

13. Unpack materials; check with packing list or invoice, check 
outstanding order file 

14. Check in serials 
15. Collate materials 
16. Material return procedure (incorrect shipment, defective 

copy) 
17. Material (book and nonbook) accessioning routine 
18. Write sourcing information 
19. Prepare gift record form 
20. Material distribution routine 
21. Prepare receiving report 
22. Prepare invoices for payment 
23. Expenditure routine 

E. Post-Cataloging 

24. Clear in-process file 
25. File forms, etc., in completed records or discard 
26. Requester notification routine 
27. Periodic accessions list routine 
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F. Miscellaneous Activities 

28. Vendor status routine 
29. Claims routine 
30. Cancellations routine 
31. Out-of-print order routine 
32. Process inquiries 
33. General typing - correspondence, etc. 
34. General revision 
35. General filing 

G. Other Acquisitions Activities 

36. Other acquisitions activities not listed above 

II. Cataloging 

A. Pre-Cataloging 

37. Sort materials, assign and distribute 
38. Search for LC copy; verify bibliographic information 
39. Order LC cards or other unit cards 
40. Receive and arrange LC cards 
41. Receive and arrange LC proof slips or proof sheets 
42. File LC copy (cards or proof) 
43. Match LC cards or proof copy and books 
44. Added copies/added volumes routine 

B. LC Cataloging 

45. Catalog and classify with LC cards/copy 

C. Original Cataloging 

46. Original cataloging and classifying 
47. Shelf listing (for 44, 45, and 46) 

D. Card Reproduction and Processing 

48. Type complete card sets 
49. Type master card 
50. Revise master card 
51. Type modification on a card or proof slip 
52. Reproduce card sets (other than typing); sort cards into 

sets 
53. Type call number, added entries 
54. Revise typing on card sets 
55. Prepare authority cards 
56. Prepare cross reference cards 
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E. Mechanical Book and Nonbook Processing 

57. Prepare circulation card 
58. Prepare book pocket 
59. Type call number label; affix call number on material 
60. Affix pocket and date due slip; affix gift plate 
61. Stamp property marks 
62. Paperback books - binding routine 
63. Revise completed material before forwarding to circulation 

F. Card Filing 

64. Sort and alphabetize shelf list and all catalog cards 
65. File shelf list and all catalog cards 
66. Revise filing of shelf list and all catalog cards 

G. Miscellaneous Activities 

67. Paperback books - bindery routine (preparation) 
68. Paperback books - bindery routine (receiving) 
69. Catalog maintenance (other than filing) 

* (Leonard, 1969, pp. 60-62) 
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STANDARDIZED TECHNICAL PROCESSING ACTIVITIES 

SCOPE OF FUNCTIONS PERFORMED** 

I. Acquisitions 

A. Preliminary Activities 

1. Open, sort and distribute incoming mail: 
Mail is opened and sorted into like items (publishers' ad
vertisements, catalogs, book requests, invoices, incoming 
books, serials, etc.), and distributed to appropriate pro
cessing point. 

2. Review book and nonbook requests; review selection media: 
Order requests are examined to determine their bibliograph
ic completeness, their suitability to the scope of the 
collection, and the status of the funds against which they 
will be charged. Selection media are periodically reviewed 
to, identify new titles which should be added to the col
lection. Placement of orders by review of selection media 
satisfies the general subject scope of the collection. 

3. Select titles to be ordered: 
Titles which satisfy departmental or general interests are 
selected for order placement. 

4. Type order request card: 
Typist prepares order request card from bibliographic in
formation supplied by the requester. Information may be 
sent in the form of publishers' flyers, brochures, hand
written request lists, catalogs, bibliographies, etc. A 
single order request card is typed or handwritten for each 
title selected. 

B. Bibliographic Searching - Checking 

5. Search and verify bibliographic information: 
Requests are searched: (1) to establish entry, complete 
missing bibliographic information, and determine avail
ability of title and LC copy, and (2) to determine possible 
duplication of title, through card catalog and outstanding 
order file. 

C. Orders Placement 

6. Assign vendor and fund: 
Dealer or publisher with whom an order will be placed is 
designated, and the fund to be encumbered is indicated. 
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7. Prepare multiple order record: 
Typist completes multiple-order form for each title ordered, 
following oral or written instructions for each group of 
orders. 

8. Type purchase requisition, etc.: 
Typist prepares requisition or order, either in ordering 
a group of titles (initial order), or as a confirming re
quest for payment for materials already received. 

9. Revise typing; sign and mail requests: 
Typed orders are revised, noting that information is accu
rately typed and is complete. Requests are signed, appro
priate vendor copies are placed in addressed envelopes and 
orders are mailed to assigned vendor or publisher. 

10. Burst forms: 
All forms are separated and sorted for distribution. 

11. File forms in appropriate files: 
Sorted forms are filed in designated files; i.e., out
standing orders file, purchase requisition or order file, 
fund file, etc. 

12. Encumbrance or prepayment routine: 
Encumbrance entry is made in ledger under appropriate fund 
for each title ordered. If budgetary records are calcu
lated on unit record equipment, an encumbrance card(s) is 
keypunched from order record information. 

D. Receiving, Billing 

13. Unpack materials; check against packing list or invoice; 
check outstanding file: 
Packages containing materials are opened, materials are 
arranged for checking, and checked against packing slip 
and/or invoice. Incoming materials are screened to deter
mine which need special handling. Outstanding order file 
slips are pulled, or date of receipt of material is noted 
on the slip which remains in order file until processing 
is completed. 

14. Check in serials: 
Serials are separated from the other titles and are entered 
in the proper records before further processing. 

15. Collate materials: 
Material is examined to determine whether signatures have 
been properly bound and print is clear. 
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16. Material return procedure (incorrect shipment, defective 
copy) : 
Materials which have been incorrectly supplied, approval 
materials not selected, and defective copies are prepared 
for return shipment to the supplying source. 

17. Material accessioning routine: 
Accession number is stamped on material for positive iden
tification of individual title. Number may be stamped or 
otnerwise recorded on one or more records as aid in iden
tification, and in slipping charge cards. Formal acces
sions record (ledger) may be maintained in which accessions 
number, author, title, publisher, date, order source, price, 
etc., are recorded for each item accessioned. Informal 
accessions record may be in form of notebook of invoices or 
order slips with accessions number. 

18. Write sourcing information: 
Information on source of order (e.g., copy number and 
source of order) is written on each item. 

19. Prepare gift record form: 
A gift record is prepared for each item given the LRC 
which is added to the collection. 

20. Material distribution routine: 
A process form may be prepared to be routed with each 
title. Materials are forwarded to the Cataloging Depart
ment, or placed in a holding area, depending upon avail
able copy and processing treatment. 

21. Prepare receiving report: 
A report is prepared certifying receipt of materials for 
which payment is requested. 

22. Prepare invoices for payment: 
Invoices are checked to insure that all titles listed on 
the invoice have been received. Any discrepancies (in
correct shipment, defective copy, etc.) are noted, neces
sary changes are made, and the invoice is certified for 
payment, either through preparation of a receiving report 
or by signature of the director on the invoice itself. 
Forms are sent to the Business Office for payment. 

23. Expenditure routine: 
Expenditure amounts are posted under appropriate titles and 
funds in the ledger (or an expenditure card is keypunched 
for each title paid). Fund encumbrance and expenditure 
data are maintained on current basis on a ledger or on 
punched cards. Periodic reports are distributed to aca-

\. 
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demic departments for which LRC maintains records, and to 
Purchasing or Fiscal Office. Credit memos are noted. 

E. Post-Cataloging 

24. Clear in-process file: 
Order slips are pulled from outstanding orders file when 
acquisitions receives notification from cataloging that 
title is completely processed, and is ready for circulation. 

25. File forms, etc., in completed records or discard: 
Prepared forms used in the order process are filed in re
quired completed orders files, or are discarded when re
moved from the in-process files. 

26. Requester notification routine: 
Requester is notified that title is processed and is ready 
for circulation. 

27. Periodic accessions list routine: 
A list of selected or total recent acquisitions is prepared 
on a periodic basis, and sent to faculty members. 

F. Miscellaneous Activities 

28. Vendor status routine: 
Write dealer's reply on order form in outstanding orders 
file; pull order form if dealer has cancelled order, or if 
LRC wants to cancel. 

29. Claims routine: 
Order files are periodically searched to locate orders 
which have been outstanding beyond the established period 
for claims. Form letters are prepared (or multiform slips 
are reproduced) and mailed to the ordering source, re
questing explanation of delay in receiving requested 
material. 

30. Cancellations routine: 
Orders which the source cannot supply are cancelled, with 
possible placement to another source (dealer, publisher, 
out-of-print dealer) noted. Appropriate forms are pulled 
from all in-process files at time of cancellation, reason 
noted, and determination made of desirability of are-order. 

31. Out-of-print routine: 
Desired out-of-print materials may be ordered through an 
out-of-print dealer. A letter is prepared and mailed to 
the source. A request form is typed for each title ordered 
and filed in the in-process file. 
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32. Process inquiries: 
Answer specific inquiries from requester regarding status. 
of an order in process; general inquiries concerning sta
tus of in-process order noted in public catalog by patro~; 
general inquiries regarding bibliographic information, 
i.e., author, title, date of publication, publisher, price, 
etc. 

33. General typing - correspondence, etc.: 
Acquisitions typing not noted above is included here: e.g., 
general correspondence to publishers, dealers or colleagues; 
request for price quotations; exchange or gift lists; etc. 

34. General reV1Slon: 
Acquisitions revision not noted above is included here: 
e.g., revision of letters typed in corresponding with deal
ers, publishers, colleagues, etc.; revision of prepared 
lists; revision of other tasks performed by acquisitions 
personnel. 

35. General filing: 
Acquisitions filing not noted above is included here. 

G. Other Acquisitions Activities 

36. Other acquisitions activities not listed above: 
Use this number for processes in the Acquisitions Depart
ment which are not included-in activities 1-35. 

II. Cataloging 

A. Pre-Cataloging 

37. Sort materials, books; assign and distribute: 
Materials delivered from the Acquisitions Department are 
sorted into categories for processing: i.e., added volumes, 
added copies, materials with LC copy, materials for which 
LC cards/copy must be searched, original cataloging, etc. 
Materials are distributed to the appropriate processing 
area .. 

38. Search for LC copy; verify bibliographic information: 
Additional searching is done to verify bibliographic data 
and to locate LC copy or copy closely approximating titles 
to be cataloged. 

39. Order LC cards or other unit cards: 
Cards to be ordered are determined, order is prepared 
(multiple-form LC slip, or preprinted, typed LC order), 
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sent, and interim (outstanding) order slip is filed. Unit 
cards are frequently ordered at the time orders for new 
titles are placed. 

40. Receive and arrange LC cards: 
Upon receipt of cards, LC interim order slip is pulled, LC 
cards are sorted and matched, or held for filing (and 
later matching with incoming materials). 

41. Receive and arrange LC proof slips or proof sheets: 
Upon receipt of proof slips, slips are examined, sorted 
and matched with materials or held for filing. Proof 
sheets are examined, cut apart, sorted, and matched with 
materials or held for filing. 

42. File LC copy (cards or proof): 
LC copy is sorted (unless received pre-sorted) and filed as 
it is received. 

43. Match LC cards or proof copy and materials: 
Upon receipt of both material and LC card set, a match is 
accomplished through systematic, periodic check of both 
material holding shelves and LC card holding drawers, or a 
proof copy is pulled. 

44. Added copies/added volumes routine: 
The main entry and shelf list cards are pulled, added 
copies or volumes are entered on these records, and the 
materials are then ready for physical processing. 

B. LC Cataloging 

45. Catalog and classify with LC cards/copy: 
LC cards or copy are compared with material to insure that 
cards match the material in question. Titles are classified 
and entries may be checked in the public catalog, subjects 
established, and modifications made, if necessary. Call 
number is written on the material. 

C. Original Cataloging 

46. Original cataloging and classifying: 
Cataloger performs descriptive cataloging, subject analysis 
classification, and authority work (i.e., name subject, 
etc.) for titles for which no LC copy is available. Cata
loger prepares a work slip or work sheet to be used in 
typing copy for catalog card reproduction. 

47. Shelf listing (for 44,45, and 46): 
The shelf list is examined to prevent duplicate assignment 
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of a call number. A temporary shelf list slip/card is 
prepared and filed to reserve the call ·number while the 
material is being processed, and before a permanent shelf 
list card is prepared and filed. 

D. Card Reproduction and Processing 

48. Type complete card sets: 
Complete card sets are typed, or additional cards are typed 
as required to complete card sets. 

49. Type master card: 
A master card is typed, to be used in reproducing sets of 
unit cards by electrostatic or photoreproductive processes. 
A complete set of catalog cards may be typed in lieu of 
reproducing the set. 

50. Revise master card: 
Master card is proofread to correct any typing errors. If 
a complete set of catalog cards is typed, each card must 
be examined for errors. 

51. Type modification on a card or proof slip: 
Close copy is modified, if little modification is required. 
Modified copy then serves as master card for reproduction 
of card sets. 

52. Reproduce card sets (other than typing); sort cards into 
sets: 
Some method of card reproduction is used to duplicate a set 
of catalog cards from each master card typed. Reproduced 
cards are sorted into sets after reproduction (and cutting, 
if necessary). 

53. Type call number, added entries: 
Call number is typed on cards in the set; established added 
entries are typed at top of cards in the set; shelf list 
card is typed. 

54. Revise typing on card sets: 
Cards are revised to verify accuracy of typing, both of 
call number and added entries. 

55. Prepare authority cards: 
Authority cards are typed or otherwise prepared as neces
sary for authority files mentioned. 

56. Prepare cross-reference cards: 
Cross-reference cards are prepared as new subject (and 
corporate) entries are established, and emphasis is on 
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established subjects changes. 

E. Mechanical Book and Nonbook Processing 

57. Prepare circulation card: 
A circulation charge card(s) is typed or prepared for all 
materials processed into the LRC's circulating collection. 

58. Prepare book pocket: 
Identifying bibliographic elements may be typed on the book 
pocket; or adhesive label containing elements may be at
tached to the pocket. 

59. Type call number label; affix call number on material: 
Call number is typed on adhesive Se-lin material, and 
affixed. 

60. Affix pocket and date due slip. Affix gift plate: 
Card pocket is glued onto material in a predetermined 
position. Date due slip is tipped in. Gift plate is 
pasted on material in a fixed position. 

61. Stamp property marks: 
The LRC's identifying stamp is placed on the material at 
several fixed locations (i.e., edge stamp, title page). 

62. Paperback books - binding routine: 
LRCs equipped for "home binding" may bind paperback books 
or place plastic covers or jackets on them. 

63. Revise completed materials before forwarding to circu
lation: 
Completely processed materials are checked to insure 
accuracy of typing and processing. 

F. Card Filing 

64. Sort and alphabetize shelf list and all catalog cards: 
Cards (shelf list, main catalog, authority, cross-refer
ence, etc.) are arranged in order in which they will be 
filed. 

65. File shelf list and all catalog cards: 
Cards are filed in the shelf list, public catalog and other 
files following LRC's rules for systematic arrangement of 
card files. 

66. Revise filing of shelf list and all catalog cards: 
Filing is checked to insure its accuracy; corrections are 
made where necessary. 
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G. Miscellaneous Activities 

67. Paperback books - bindery routine (preparation): 
Paperback books and other paperbound materials are pre
pared for shipment to the bindery. Lists of titles are 
typed, or order cards filed in bindery control records. 

68. Paperback books - bindery routine (receiving): 
Shipment of books from bindery is checked, records are 
changed to reflect those titles which have been returned 
and books readied for processing. 

69. Catalog maintenance (other than filing): 
Replacement of worn or mutilated cards, correction of 
changed or incorrect entries, etc., is entailed in main
tenance of the card catalog. 

**(Leonard, 1969, pp. 262-271) 
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BASIC COMPUTER PROGRAM (WANG 3300) 

10 PRINT "THIS PROGRAM WILL CALCULATE" 

20 PRINT "THE STANDARD TIME AND COST OF ACTIVITY" 

30 PRINT "FOR TECHNICAL PROCESSING ACTIVITIES" 

40 PR INT: PRINT 

50 PRINT "A = OBSERVED MEAN TIME" 

60 PRINT fiB = PERSONAL RATING FACTOR" 

70 PRINT flC = STANDARDIZING FACTOR (1.48)" 

80 PRINT "D = STANDARD TIl'.1E" 

90 PRINT "F = WAGE PER MINUTE" 

100 PRINT "G = COST OF ACTIVITY" 

110 PRINT:PRINT 

120 READ A, B, C, F 

130 D = A * B * C 

140 G = D * F 

150 PRINT "A = If; A, "B = It; B, tIC = If; C 

160 PRINT "D = H; D, "G = H; G 

170 PRINT:PRINT 

180 GO TO 120 

190 DATA 

200 END 
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ANALYSIS AND COMPARISON OF CURRENT TECHNICAL SERVICES OPERATIONS 

IN THE THREE LEARNING RESOURCE CENTERS 

(The figure given in each response space represents the number of 
learning resource centers.) 

1. Uses standard printed order cards in acquisitions: 

3 Yes o No 

2. Orders at least 80 percent of new materials from a jobber: 

3 Yes o No 

3. Maintains encumbrances and expenditures ledgers within the learn
ing resource center: 

3 Yes o No ---
4. Submits invoices to local business office for payment: 

3 Yes o No ---
5. Approximate amount of discount received from jobbers and publishers: 

o --- 10-15 percent o --- 21-25 percent 

16-20 percent ---3 26-30 percent ---o 

6. Type of charging system used: 

o Machine 3 Manual 

7. Classification scheme used: 

o Dewey 3 --- Library of Congress (LC) 

8. Cuttering table used: 

o Cutter Sanborn 3 LC 

9. Distance from cataloging room to card catalog: 

2 25 to 49 feet o 50 to 100 feet 

o 101 to 150 feet 1 151 feet or more --- ---
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10. Places pocket, pocket card, and date due slip in or on processed 
materials: 

3 Yes o No --- ---
11. Uses Se-Lin labeling tape for call number labels: 

3 Yes No --- ---
12. Stamps property identification on materials: 

Yes o No --- ---
13. Uses Library of Congress printed cards for the public card catalog: 

3 Yes o No ---
14. Generates additional subject headings and cross references: 

o Yes 3 No --- ---
15. Creates a shelf-list card for new materials to be used for in

ventory purposes: 

3 Yes o No --- ---
16. Catalogs commercially-produced nonbook media materials and files 

cards in card catalog: 

3 Yes o No --- ---
17. Catalogs locally-produced media (e.g., videotapes, slides) and 

files cards in card catalog: 

3 Yes o No --- ---
18. Exchanges catalog cards for new materials cataloged with other 

learning resource centers: 

Yes 3 No --- ---
19. Prepares a periodic list of new materials cataloged for patrons: 

2 Yes No --- ---
20. Exchanges lists of new materials with other learning resource 

centers: 

o Yes 3 No --- ---
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21. Maintains an accession book for new materials processed: 

o Yes 3 No --- ---
22. Records accession number in or on processed materials: 

3 Yes o No --- ---
23. Time lag from time material is ordered to time material is com

pletely processed and ready for use: 

o one month 

1 two months 

2 three months or more 
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INTERVIEW INSTRUMENT 

The following questions were presented to the professional 

staff members of the learning resource centers. The number given in 

each response space represents the number of learning resource centers. 

1. To what extent are you familiar with PPBS? 

o Very familiar 

3 Slightly familiar 

o Unfamiliar 

2. Do you approve of the manner by which the processing center's 
alternatives were compared? 

3 Yes 

o No 

3. Do you agree with the choice of the alternative selected for 
acquisitions and cataloging? 

3 Yes 

o No 

4. Do you think the objectives of the processing center were defined 
with clarity for effective operation? 

3 Yes 

o No 

5. Have you seen an OCLe terminal in operation? 

1 Yes 

2 No 

6. For respondents who answered "no" to number four, in what ways 
have you obtained your information concerning the OGLe System? 

Professional reading; discussions with colleagues 
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7. Are you familiar with the BIBNET System? 

1 Yes 

2 No 

8. lVhat other alternatives do you believe should have been introduced 
and compared? 

One respondent initially believed a book catalog should have been 
considered. After discussion concerning the prohibitive financial 
aspect and the incompatibility that a book catalog would impose on 
the current system, the respondent decided a book catalog would 
not be a good choice for an alternative 

9. Are you familiar with a teletypewriter system? 

3 Yes 

o No 

10. Are you familiar with the telefacsimile transmitter-receiver system? 

o Yes 

3 No 

11. What are some interactive bibliographic functions you believe 
should occur among the learning resource centers that would promote 
the learning situation for your students? 

Exchange of accessions lists; access to more magazine articles; 
exchange of reading lists prepared by instructors; knowledge of 
what video-tapes, films, and other nonbook materials are available 
for loan at the other learning resource centers 

12. Approximately what percent of your learning resource center's 
collection is checked out at one time? 

1 Less than 5 percent 

2 Between 5 and 10 percent 

o More than 10 percent 

13. Approximately what percent of the time do your users leave the 
learning resource center without getting the information they need? 

1 10 to 20 percent 

2 Unknown 
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14. What percent of the new titles you purchase each year would not be 
purchased if you had immediate access to them at another learning 
resource center? 

1 5 to 15 percent 

2 15 to 30 percent 

15. In what ways do you foresee a processing center's promoting better 
student utilization of your learning resource center? 

Faster processing of materials would make materials more readily 
available; more subject headings and analytics could be prepared; 
coordination of nonbook materials would be possible; preparation 
of periodic accessions lists representing all learning resource 
centers; preparation of a union card catalog for each learning 
resource center which would reflect holdings in all three learning 
resource centers 

16. What major reservation do you have concerning a processing center 
which would perform the bulk of the acquisitions and cataloging 
activities for the three learning resource centers? 

Unfair treatment to the member learning resource center 

17. If the processing center were to become a reality, could your 
learning resource center or college absorb the existing pro
fessional staff? 

3 Yes 

o No 

Comments: Two of the learning resource centers were understaffed 
according to the American Library Association standards; 
the removal of the technical services responsibilities 
would not be missed by some 

18. In what areas would the technical services staff members be 
assigned? 

User services; audiovisual center; learning laboratory; graphics 
laboratory; teaching introductory courses in audiovisual and 
library usage 

19. What are some of your reservations concerning the use of computers 
for doing the acquisitions and cataloging tasks? 

Computer downtime; mistakes on printouts 
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AN APPLICATION OF A PLANNING-PROGRAMMING-BUDGETING SYSTEM 

TO A TECHNICAL SERVICES PROCESSING CENTER 

by 

Donald E. Riggs 

(ABSTRACT) 

The purpose of this study was to illustrate by using a Planning

Programming-Budgeting System how a centralized technical processing 

agency could eventually aid in lowering costs and in improving the 

efficiency and effectiveness of technical services operations, and pro

vide interactive bibliographic means which would permit users to maxi

mize the utilization of the available resources of the learning resource 

centers in West Virginia's community colleges. Prior to engaging in 

the application of the components of PPBS to the simulated technical 

services processing center, a data collection process and a comparative 

analysis review of the existing technical services processing costs and 

operating procedures in the learning resource centers were performed. 

Results of these two investigations provided the data base for deter

mining the comparative costs between the existing processing cost per 

unit and the PPB System alternatives, and the latitude and compatibility 

were established concerning which alternatives would be appropriate for 

the existing technical services processes. 

Basic policy statements, program structure, program memoranda, 

program financial plan, and special analytic studies were the components 

of PPBS which were delineated and used interdependently with the program 

objectives and alternatives of the technical services processing center. 



Primary thrust of lowering the unit cost per processed item and pro

viding better service for the users of the learning resource centers 

was continually re-emphasized. 

The two recommended alternatives evolving from the PPB System 

were: (1) the Ohio College Library Center System was recommended for 

the acquisitions and cataloging functions, and (2) a te1efacsimile 

transmitter-receiver system was recommended for the interactive bib

liographic functions. 

Projected cost per processed item for the OCLC System during 

the first operating year was approximately $6.171 less than the average 

cost for processing per item by the learning resource centers during 

1973-74. The cost savings would be expected to be greater each ensuing 

year. With the cost per processed item being reduced or remaining 

almost steady each year during a period in history when such a financial 

result would be in direct contrast to inflationary practices, the 

accountability of the planners of the technical services processing 

center would be enhanced. 

The telefacsimile transmitter-receiver system would provide a 

means for relaying bibliographic information and facsimile copies of 

various material for users among the three learning resource centers. 

It would also complement the acquisitions and cataloging functions by 

providing a method for forwarding ordering and cataloging information 

to and from the processing center. 


