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PLAN TO DEVELOP SCIENTIFIC AND TECHNICAL INFORMATION ACTIVITIES
 
FOR USAID/Ft-ILlPPINES
 

I. DESCRIPT1O' OF PROBLEM
 

A. Statement of Problem. 

irnuSAID/Philippines Ctntral Resource Liorary (CRL) has been in existence fora fubur of years ana has, essentially, ceased to function as a viaole,
iliLckjal part of Mission operations. 
 Trie Library has become a collection oflunuLraphs, reports, magazines, technicE. journals, ano newbpapers that
exi±t.U, to a large extern, inuepenoentl) of Mission personnel needs. 
The
ba-,is for this conclusion is trie cuiulat-ve opinions of the many USAID staffuisiuars interviewed as a part of this effort. In addition, a review of the
tbciiity, its holdings ano uroauctivity statistics confirms these opinions.
1tc citical tecnnical, scientific ano project documents neeaeu by various

orrices are maintained in separate prcgram office library/reference

colitctions, thus aupiicatiny CLR's func:lon; or, they are not availaule.
 

In(,uaition, many information-relatea se:vices required by Mission staff are
nuL OLifLy provided oue to a lack of awar-ness of information neeas, a lack of
Ltcrirical skills resident within current CRL personnel and a lack of relevant 
iiit uri,,ation. 

CUr.-ying tris situation is AIUAV's pia-.s to transfer certain technical
ifuio,,ation resources to Missions (and L C's) as a means to improve field
 
acUcJ5 to AID's project experiential inf.rmation. Knowledge of other
projects, methodologies, anu evaluation :ecnniques can ue snareu 
-- thusifprovi.ny project design, impiementation and accountability, however, these
activities incorporated the use of compu:erized and microform informationriunuiiig tecrinologies and system recipie-ts need to have staff aria resource 
capability to use them effectively.
 

As a rtsult, the current investment in l;zrary and technical information

activities is not meeting tre needs of tre Mission; and, an improved

c.,4PZLiity must te developed if needs are to be nmet 
and if full advantage of
 
new information processing tools are to ce realized. 

L. Current Status of Information Activi:ies
 

I) Central Resource Library (CRL). 
 The CRL staff consists of a Librarian
 
ariu a Librarian Assistant who perforr.the tasks of ordering, organizing,

processing and storiny the materials nausea in the CRL. 
Little effort is
given to active information oisseninazion. A recently reinstateo effort 
to circulate a Library L..st of new a,:quisitions is one attempt to inform
liission personnel of materials that iiay be of value tu them in theiriorK. However, the production of' th,;s list duplicates otier processingru!ictions and araws away personnel resources to perform basic tasks such 

http:ifprovi.ny


-2

as keeping the collection current or the facility tioy.
 

The Librarian oversees the acquisition ano organization of materials for
te CHL and performs technical duties such as cataloging, irterlibrary
infn, etc., 
in audition to supervising, reporting ano liaibon activities.Tre Library Assistant performs filing, typing, cocument claiming, andrulated auninistrative bupporl.tasks. 

Tne CRL makes no use of automation... either woro processing or computer to
suppurt its work. 
 The Liorary List was prepareo earlier this year on theisNG/UIS but is now typeu manually oue to CRL's lack of coivenient access
Lu a termiral. Library personnel ao not appear to nave sufficient
uiiuerstarioing of AID project development activities whicn impacts on the
Misiun's capacity selectto and/or oruer tecnnical inturmatioidppropriate to project or program office neeos. 
The relationsnip between
WuaL oocu;ients to keep in the CRL, baseo upon the large numbier of items itreueives, ano what is neeoeo Dy the staff is not oetermineo Dy program
requiiements but by the cumulation of inuiviuuals requests for informationthat have been maoe over the years. Criteria do not exist that establi:
tre selection function as an integral part of program operations.
 

A large portion of the library collection is outdateo; other holdings have
Lcen oetermined to be of little value to program requirements.
Furthermore, the filing ano storage of materials, using two differentcaLaloguing systems (Dewey ano LC) and applying outoatec AID/W guidelines,Luus not make the facility easy to use. Efforts to weeo out ana improveLl~u collection have been minimal (see Appendix A for description of CRL
noiuings) with the result being the accumulation of vast holdings of
uricatalogueo newspauers, ouplicate copies of AID publications, fiction and
items of marginal tecnnical value that should not be occupying space on
Lue CRL shelves. 
Exhibit I-I proviues information on the extent of staff
 
use of CRL resources.
 

Ir addition, recoros maintaineo by the Logistics Office, when sunarizea,
revealeJ that over $4,000 was spent in FY 1983 for the purchase of

puolications for the Mission.
 

baseu upon interviews with Mission personnel, the library is considered
irrelevant as a resource tool in meeting critical technical information
rleus. 
(See Appendix b for list of personnel intervieweu). User
 
(tatistics show that materials have been borrowed from the Library by an
average 2.3 users/oay over the last four years, with more than half oftheir requests being for general purpose periodicals, newspapers,
catalogues, fiction or other non-tecnnical materials. 
Interviewees aid
express a great deal of satisfaction from the support provioeo by CRL
personnel in researching uackground data or information, ano preparing
suiniary profiles on a geographic area or topics; ano, inoicated a desire
rur tee Mission to allocate more resources to having these kinas of'
rtquests supporte2 in lieu of other types of activities now performed by

CHL personnel.
 



-3-

Tne labor expended in maintaining the CRL is often focuseo on
 
non-essential tasks such as ,aintaining uplicate check-out logs,

Uupiicate cataloguing systems, 
 spurious statisical collecting, and 
repetitive clerical-type activities that could benefit from the use of
word processing or conputerization. Exniit 1-2 describes areas of work
 
trat are likely canioates for WP or AUP suoport.
 

2) Secialized CollecLions in Mission Program Offices. 
Even though
,ission personnel are requ red to provide CRL with copies of tecr-nical orproject documentation for submission to AID/W (See Appendix C), 
r-o


coi.,plete listing of materialb actually submitteo is availaule. A random 
search of ten known project-related reports revealed that only three were
 
in the CRL and only one hao been catalogueo. No recora coulo be founa as
 
to whether or not the material had been forwaroed to AID/W/DIU on any

routine, stanoaraizeu basis. 
As a result, key reports are maintaineo in
 
bpecial collections located within program offices. 
 (Appenoix A describes
 
trise collections). Much of this oocumentation is valuaule to other
 
co,,ponent offices in the Mission ano would be a valuable contribution to

AID/W's efforts to compile a better institutional iremory for tre Agency. 

Resources used to maintain these collections are provided from the
 
secretarial staffs of the various program offices. 
ORAD ano OCD have
 
e:taulisheo their own uocuuient control systems. 
Simple caro files are

igdiIntaineu, each deveLopeo separately without any ouvious tecnnical 
uirection from CRL personnel, ano without any attempt to consolidate or to
upply stariuaruizeo bioiiographic cataloging tecnniques or systems. It is
in these separate collections plus tne official project files that reside
 
tcn major portion of tre Mission's corpus available ano meaningful

scientific ano technical information. Yet, it is not organizeu to be of
 
value to the Mission as a whrule. 

Wriie it is true that iiany project reports are sent to AID/W as part of
 
official project files, their utility to Mission personnel is limited
 
priiiarily to the responsiule project personnel. Mission-wioe awareness
 
anu retrievability of the naterial is not possible under current
 
cunuitions. With projects becoming larger ano more complex, the need to
provioe systematic access to this infornation is essential ano must rely
uputi inrnovative information processing techniques. A linkage between
ufficial project documenation aintaineo in decentralizeo files in
UbAlf/Philippine pro4ram offices, and the technical informatiun they
contain needs to be established; and, a system of maintaining
uibliographic control over these materials (generateo as part of project

tracking) needs to be neveloped.
 

3) Relateo Information Sources in Metro Manila. Some official ano many
informal, unofficial relationships have been establisheu with cognate
uru n.,izatiuns in Metro Manila that contain holoings usetul to satisfying
USAID personnel information needs. These sources incluoe the Asian-

Liurary (RMC Building); the Asian Development bank library; UP libraries;

V,Wharid related-UN agency collections; the resources of the various 
Pr,±lippinc government agencies; and numerous contacts with inoiviouals who
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,UrK in trie many ayjncies that create, hold or nave access to information 
sought by Mission personnel. 

vwren information is neuueo urgently, as is quite often the situation, 
reiiance upon AID/W tu provide support is not feasible due tu the
 
ctit/istance factor. Access to local sources is an option, yet the
 
ii&ormation, if available, often lacks the required precision, format or
 
currency. but it is oftentimes better than nothing.
 

Tr.e CRL does maintain inter-library loan relationships witn selected 
urjanizations and las excellent rapport with key Philippine Government,
 
university and other information resources; but the relationship is
 

p.l.csonal ano riot systematically integrateu into CRL uperatiuns. As a 
result, program personnel rely primarily upon their own intorial contacts
 
ui tre legwork of their FSN staff to obtain information lucaily. 

4) C&R: Otficial Hroject Files. Within recent months, the organization 
ut official project tiles has been achieved unoer tric Girtction of Cecilia 
Lrcia. A oecentralizeu system of project file management was 

bs aUiisneo, witri inoivioual offices maintaining control over the official 
uucuientatiori of projects unuer their area of responsibility. Project 
i.nes that cross irsuiti-proyram areas are oispersed witni tnc eao program 
urtice maintaining control over cognizant portions of tre tiles while
 
cLwer otfices, sucn as Controller, Loistics and the Protram Office 
i,h.irtain ouplicate portions of the files relevant to their interest in the 
plujuct.
 

micreas the system is a significant improveiient over previous conditions, 

its uecentralizeo nature creates difficulties in quickly obtaining 

iifrurnatiuii tnat cuts across relateo project lines or aepicts iiiission-wiae 
activities. Since the system ooes not at present use any ncans of
 

outui,,ation to track project activities (other than financial) reports on 
project status, iiestones, report deliverables and other inuicators must 

ue prepareo manually. Integrating tinancial oata into reports also poses 

plublems in that financial system printouts createo by the Controllers 

ur'tice are often not availaole when neeouo nor in a format that is useful 
to the particular program office requirement.
 

in auuition, many of tre contract deliverables (evaluations, reports, 
etc.) are not being forwaroed to the CRL or to AID/W so that more complete
 

oucurentation can be compileo centrally. CRL was oesignateo leaO
 
responsibility for this activity; yet it has oeferred to office
 
secretaries to actually seno the materials to AID/W with the result being
 
no accountability over this activity.
 

Further complicating trie situation is the current work being undertaken by 
AiU/W (SER/MO) to create an "official project file" on microfiche. The
 
tIiiiat of triese files differs from that oeveloped by C6R/USAMD/Pilippines 
thus affecting any future efforts to easily integrate microfiche into
 
uaily Mission operations.
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5) Financial Tracking/Reporting of Project Activities. 
 The financial
iilallgement systems aevelopto by the Controller's Office to provide
tinancial accountability over fund expenuitures meets Miission management

b.jectives. 
 Operatiny on the HP 1000, with user-specificl customized
software, the system does not contain the oata aggregatiy or reporting
rlexiuility triat is 
now avaiable in many of the more advanced spread
britet/financial modelling, cata base management or project tracking
sortware packages neing offered with personal computers. HP 1O00 hardware
design, use of high-level programmfing languages (Fortran) and limited
 

p Luyranuirg resources ou not offer the flexibil.ity needeo to respond to
crianging program needs.
 

uite often, the cumulative information on a project cannot be aggregatedcaily using existing reporting system/programs, thus necessitating

pruyrwii staff effort to prepare reports iinually that cou±u ue created'wcre readily using microcomputer-basea spreadsheet analyses. Relying upon
uata Nianageient or contractor support to write a new program or format areh print routine plus the delay inobtaining information wren needed,reoers the existing system less than responsive to anticipateo programneeus even triough its "customized" features responsiveare to currentiianagement neeos. This situation is hignlignteo by the changing nature of
projeqt management activities (e.g. the RainfeO Resources Development

Piujtct ESF, etc.) whereoy the dynamic evolution of programcbjectives/metnodologies will require flexible data base management
systtiis to meet the many anu yariea information/oata requirements that
 
trnse projects will commrana.
 

in addition, continueo reliance on the HP 1000, considering its oesignlimitations, age ano incompatibility to AID/IRM plans to convert to the

,r4WG/VS system, places Mission management in the unenviawle position of
aiiortizing its investuient in existing systems while technological advances rave createu more powerful anu flexible systems that are less expensive 
ano mure "user friendly." 

In summary, the neeo to plan for ano manage the tecrnical intormationfunctions within the Mission is evioent. The current computer trainingub-ci offereu to Mission personnel is raising both tre interest level inano potential demano for improved information hangling systems. The
resuurces that will interact with tnis process neeo to ue orgazized in.ucri a way that maxiiium return of the new technology invtstment can beitalizea through greater proouctivity, efficiency ano piogram
efrectiveness.
 



-6-

EXHIBIT I-I
 

ANALYSIS OF CRL USERS - 1979-1982
 

1979 1980 1981 1562 Total
 

Matelials Receives in CRL
 

Luut/UocLmients 
PtrluuLcals/Newspapers 

1,205 
4,95 

2,806 
4,267 

1,714 
7,935 

5,335 
9,905 

11,060 
27,002 

aLo...w /Directories 
riij Vieocassettes 

31 
-

9 
-

42 5; 
12 

176 
12 

Total 38,2501/ 
Annual Average 9,562 

Accr ioned/Catalogued 	 - - 410 410 

£01i & cr s 

HID 	 1,b60 1,995 2,216 2,710 8,781

h~uh-AI1 
 L93 172 209 141 715
 

Total 9,496 3/
 
Annua± Average 2,374 -


Daily Average (250/dy/yr) 2.37
 

iaLtrials borroweo 

L-ous 	 470 
 39b 447 546 1,861

Lucumunts 	 645 646 
 629 99b 2,918

IurIIuicals/Newspapers 2,005 2,224 2,781 1,963 8,473
 
C.adlogs/Directories 
 95 151 98 162 506
 
Fi±ni/Viaeocassettes 178 21 
 44 24 267
 

Total 14,025
 
Annual Average 3,506
 

1/ 	Tnis figure represents all titles plus multiple copies of each title. 
No
 
figures available on unioue indivioual titles. Magazines/newspapers
 
itpresent 70% of materials received.
 

2/ 	Figures available only for 19b2. Using 1982 filgures, only 7% of
 
bLuks/oocuments receiveu were catalogues. Ability to ioentify/retreive
 
iiformation on remaining 93% non-existent nor can a oeterrination be mace
 
at to their inforation value.
 

3/ 	Figurtb incluoe reauers of periooicals/newspapers which rtpresent 60% of
 
[L.Lerials borroweu as opposed to tooks/oocufients (34%). Of this 34%,
 
approximately, 5% represents fiction/non-tecnnical cocument burrowing.
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EXHIbIT 1-2
 

CRL ACTIVITIES THAT CAN bENEFIT FROM AUTOMATION
 

I. Cication of bibliographic Recoros: Autumation wouiu eliminate processing 
reoros of documents which oftentimes go through 3-5 repetitive steps: 

u kequest for purcriase (type purchase oroer) 
o Catalogueo (prepare file cards)
 
u Enter information in aLccssions lug
 
o Create entry recoro in monthly Library List 
o Prepare bibliographies 

2. Citation of catalog caros/inex to Philippine Presioentiai Decrees:
 

Ali oecrees/letters of instructions obtaineo from cuinerciai publishers 
arrive with no inoex provioeo. CRL creates catalog caros for each aecree 
or letter of instruction, annotates entry ano files caros. 

3. boOk borrowing/Checkout: 

LJ L burrowers must sign book caro which is filed in "out" file. Control 
of magazines/newspapers maintaineo Dy separate slip system. CRL makes
 
entry in log book fileo by borrower name as well. Log is used to 
L;e ermine if person has documbnts cneckeo out if reassigneo or leaves
 
ission employment. 

4. Journal List/Claiming:
 

No consolioateo journal/serials list exists. Separate claiming cards are 
used to note receipt of specific issue/volume of a regular periodical. 
Nut cross referenceo to purcnase/requisition order, nor circulateo on 
periodic oasis to review journal list for relevancy to Mission needs. 

b. List:
DGcJk 

Latalog entries of significant new acquisituns groupeo uncer major

caLegories. Has had checkerea history of publication; recently started 
anew in January 19b3. Monthly since April, 1983. Typeu by hano; 
ouplicates typing of caro catalog aata. List is ripe canaidate for WP
 
pruouction.
 

6. Statistics:
 

Laily library use statistics are maintaineo by hand; cumulated monthly.
 
Intensive labor involvement. Criteria for reporting not precise with
 
fiajures somewhat ,isleaoing as to total number of oocunients receivea 
incluoes duplicate copy count; borrower nubers coibine casual readers of
 
newspapers/magazines with those seeking tecnnical/scientific information.
 



II. ObJECTIVES OF INFORMAgTION FUNCTION
 

,k.Role of Information Function in Mission Operations 

Today, information is consiuereo to be the critical conojuoity in the day-to-
Lky a! well as long teri activitie of complex business aria governmental

orj.... izations. The value of information is directly relateu to its
 
t.le.irless, availability, utility, retrievaoility, structure, anu accuracy.
 
L:bAi0 Missions and host country counterparts, often locateo in remote areas
 
,,raeu communications ano local information resources are inacuuate, are at a
 
is-uvaritage when oeveloping projects, evaluation methooologies, or relating


piujtcL goals anu objectives within the context of new scitLitic or technical 
li,-,uvations. AID has ueen criticizeo uy the Congress, GAO aio others for not 
nifi1ny cetter us of its own experiential history so as to apply successful 
appl.ocnes in project management and to avoid repeating mistakes. Misssion 
,Lafrs, riuwevei, are constrainteo by tin.e, lack of information, ano resources 
t pcrtorm the thorougn analyses often needeo auring project design ano prior 
to iuject implementation. 

Tn, :e uurces and capaoiilties of Missions differ.oepenuing on their size,

polt'ltiio of projects, and location. 
Similarly, their information neeos vary 
L'coruingly as resources.o thieir Large missions, sucn as UtAiD/Pnilippines,


hdvit arn abunoance of information ano with it goes the corollar, problem of
 
uiLLruzirng it in sucri a manner so that it can be effectively useo 
uy all
 
h'ls~ibo personnel. It also lacks certain types of infoimation. Other smaller
 
Mis-iuns rnave a oifferent problem in that they lack ootri the irnformation and
 
Lr;c capacity to obtain it reaaily; with some 
 even having problems in
 
uruaiizIg what limiteu resources they oo possess.
 

b. Oujective of USAID/Pnilippine Information Technology Transfer Program
 

vi.,it this report makes reference to existiny USAID/Philippine financial
 
repbrting systems ana to proposeo microcoiputer-baseo project tracking
 
SybLdfib, the focus of tnis report is on the use of scientific ano technical
 
ij.t&Liution usea in project operations. 
 This report is intenueo to apprise

kissiorn muanagement of the inter-relationships between, information creation and 
inf'uriation use, present the situation within the context of existing ano 
pianneu technology transfer mechanisms, an to outline recofoenaeo courses of 
action on which mission management can act. 

A cooroinated effort to improve the collection, organization, use and
 
uissefliination of scientific ano technical information by Mission personnel is
 
being iniplementea in response to a Mission request for assistance; and, as
 
part or 
relateo work being undertaken by PPC/CDEI. Unoer a PPC-sponsoreo

project, various ndels of information transfer are being developeo and tested
 
LU ruciitate placing AID's Developnent Information System in mission
 
settings. The project also establisheo the AID Document ano Information
 
hiauuiiny Facility (DIHF) where the transfer models are being oeveiopeo.
 



USAIu/Philippines was selected as a pilot site not only because of its
 
tALhi, ie use of ano Oemano for information, but also because its existing

i.ruiiution resource base needs improving. 
Whereas the agency's overall
 
uujccLives are linkeo to a nore colprerensive information trans;er process,

trie uujectives of this effort are suncarizeo as 
follows:
 

.i. 	Reoefine role ano functions of Mission library;
 

2. 	Develop a plan to govern the implementation of improveo information
 
rnznoling activities;
 

.3. 
 Define roles/duties, recruit ano train personnel requiren to implement
 
plans; 

4. 	 Define resource requirements, costs ano plans for placing tnem in the 
mission; 

. UnuertaKe Mission-wiae eoucatiort effort to assure staff awareness ano
 
understanding of inoivioual outies/responsibilties in use of ano
 
waintenance or inrormation resources; ano, of resources availaole to 
them -- both within the Mission ano in other organizations in the 
Mtro Manila area. 

u. 	 SeeK to proviue constant improveients in information use ana 
organization within the Mission by monitoring anu responoing to 
tecnnoiogicai auvancements, information use and 
 ission requirenents.
 

A LUiollary objective of the PPC technology transfer prograi, is to improve the 
iulsili.,tLion resources arnu capauiiities or responsible organizations of the 
rUz L cuuntries in whicr, AID operate. 
As relates to USAWD/Pniiippines, the 
f±i, Leing recollienueo envisions close working relations witn the 	Philippine
Nr\LiOCral Science ano Tecnnology Authority (NSTA) whereby USAID information 
actLvitb would be supporteo by NSTA while it simultaneously fulfills its
 
naLiunai-level responsibilities.
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III. 
 ISSUES AFFECTING OBJECTIVE ACHIEVEMENT
 

A. Coordinateo Planning
 

Niuraayirig thie Mission's information function must oevive from a clearly defined ano accepteo operational plan. 
The scope of holoings, the control of
m.ssio-generatea docuients, the relatiorsrip of the information function to
otrei, project ano financial management systems, inoividual outies andcsf.orsiuilities, ano a fuli unuerstarnoing of infornation tecnmiology,proceuures ano tools are the key components of the plan. Continueo management
LLtHtion, to tne pian is also vital to assure that Mission needs are being met 

as requirements and technologies change. 

b. Personnel
 

Mt tnc present tine, the Mission lacks personnel who possess the comuineainrorm;tion science, systems ano program-relateo skills to make maximum use ofintuzriation ano its relaLed technologies. In addition, greater exposure to
Iicrocomputer-based inforiimation processing technology by Mission personnel

(tlow unuerway) will create greater demanos for information ust. To coordinate
Lht introduction of these technologies into Mission operations, a concentrated
rtb.f 
 to recruit, train ono effectively employ inforiation science


sieciblists and tecnnicians is essential in lieu of continuing to 
support CRL
 
p:Ls ,,u l assyine at present. 

In 6-uitiun, oepth of support will be provioeD through a cooroiiateo efforttraL lirks TIC personnel, Data M'anagement personnel, NSTA personnel (if it 
L Ccu tre support organization), local contractor personnel, ano tne talentsut 
a proposed ASEAN Regional Information Coordinator. Systems will need to be
SuH.4.u1t:d; and, service aelivery cannot ue irpacteo by the breakouwn of the5,btei,, at any stage of operation. A backstop capacity for all aspects of work
 
it-vital.
 

C. Information Utility Discernment
 

i, iespunse to criticisms regaroing tne integrity of the Mission's libraryholuigiys, a capacity to hake judgements regarding the appropriateness of what 
store will beto shelve or a critical factor in determining the success oftrt ii,,ormation function. A close working relationship between the andusers"siterus" of information tois essential avoid amassing large quantities of reounuant, outoated, or irrelevant materials.
 

U. Access to Information
 

impruving access to information is requireo once a determination has been madeas to what kino of information the Mission neeos. Timeliness of request
lui ii.iiimhnt, appropriateness inforumationof content, anu flexiuiiity inreacting to the iterative process of information assimilation mandates that 
tti information function rely on computerizeo storage and retrieval systems 



oprbreU by pLrsonnel wrlu understand botr, the systems technology ano
irru n'ition neeos of tUe mission; ano, that tne use of relateo informationiu-.riing technologies (e.g., microfiche, COM, etc.) be incluoeo in Mission 

E. Avalalbility of Suppurt Resource/Equipment
 

$incc 
We success of the revisec information activity will aepeno on the
eti-ctvLiv use of aovancea infurImation rianuliny tecnologies, micrUcumputers,

SGI C re, microfiche, microticlie reaaers/printers, ano relateo systems ana[Au~tLuLeS must be maue procurea. Arrangements must be nooe fur tneir
,.cW ',nce ano role in Mission-wioe information, activities carefully
Iu~ILureO. Since these innuvations arE an integral part of ifiipruveu
ii,tcoJition hanuling operations, the entire concept can be adversely impacted
ir irnpprupriate priorities ano budget allocations restrict making these 
1tsuurce available. 
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IV. PROPOSED PLAN FOR COORDINATED USAID/PHILIPPINES INFORMATION FUNCTION
 

A. Establish Tecrnical Information Center
 

lne creation of a Technical Information Center is reconllenoeo. It would
 

icpidce the Central Resource Library, incorporate the technical information
 

cull.ctiuns maintained in tne 4rious program offices, ano assume
 

rusporisibility for the information resources to be transferred from AID/W. In
 

ai active leaoersrip role in cooroinating
0 UoLlun, the TIC wouio also assume 
cataloging, stolage, dissemination ar-iTLr-trieval of project-generatedtie 

uucuher LaLion; manage the docunient acquisitions function; distribute current 
tasks neeoeo toayLquisitions lists throughiout tne Mission; ano perform all 

LZuu turat project documertation is forwardeo accoroinyly to appropriate 

Mi1b/v' uffices (either in paper form, microfiche, or oata oiskette/tape). 

i. TiC Functions: The major functions to be performed ry tne TIC are 

t,use currently being performed oy the CRL in additionai Co tasks required 

to.c the Mission to take receipt ot" the Development Intorn,atiun,System; 

plus other planning and cooroinative activities needeo to upgrade the
 

t-ission's intormation hanoling function. They are listeo oelow:
 

o Acquisitions
 
o 
Prucessing: Cataloging,. Inoexing anu biuliograpnic RPecoro Development
 

o Resource Management ana Information Networking
 
o Reference anu Referral
 
u Staff Education ano Training
 
o Management an Reporting 

A ,,ure detailed description of the TIC functions is presented in Appendix 
C;. 

2. TIC Organizational Structure/Relationship to Otrier kission Units: It
 

is recomiienueo that the TIC be placeo oirectl, unoer the control of the 

Prugram Office so as to make its activities mure responsbive to the neeos 
of t e primary users of tf!c system. Ideally, systemb suppolL for the DIS 

hiil be proviueu uy NtMA. Information nteos that can nu met from existing 
syte, maintained by the Controller's Office or those oeing planned for 
ii.p±eiientation on microcomputers will be coordinateo througn the Program 

Office/TIC to assure proper utilization of resources. Exnioit IV-l
 

, 4pnically depicts tne proposeo location of the TIC wittiin thie existing 
kissiun hierarchy.
 

3. 	TIC Scope of Inforration olaings: The information to oe housed in 

Wre TIC wil'1 consist of those compunents of the CRL collections that are 

u-trmineo to be of significant value to Mission operations, plus selectee 

portions of the collecLions housed in the various program offices; and, 

trie inforiation trhat will De mau available from AIL/W when tre DIS is 
transferred. The data tapes and microfiche collections, while physically 

rused at NSTA, will De readily accessible by Mission personn-el ano 
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cunbidereo as an adjunct collection of tne TIC. ExniL-t IV-2 illustrates
 
the proposeo scope of TIC holuings. Appendix E provioi.s more detailed 
information on now tu organize the TIC collections. 

One ot the initial activities to be unoertaken by TIC ;ersonnel will be to 
uiidalyze tre current nuluings in tne CRL anu the variLu.- program oftices, 
u ter,,iine the relevancy of the information, make conpa:isons with the 
libLs uf uocuments available from AID/W ano create a T_- co±lection that 
is responsive to Mission needs.
 

4. TlC Staff/Personnel: TIC persunel will consist or tne following: 

o Supervisor/Information Science Specialist 
o Tecrinical Intormation Specialist 
o Library Assistant
 

Irit Supervisor will riave overall responsibility for i-- ,ging the TIC ana 
will perform the neeoeo liaison, tecrinical ano supervisory functions to
 
assure that the TIC objectives are being met. It is I:_2oiienoed that the 
Iaueship of the TIC come from within USAID oirect rii: ranks, witr 
Lecrinical support anu clerical assistance provioen froi, tre FSN pool. Due 
to uSAID oiiect hire personnel ceilings, recruiting fc: tnt Supervisor's

s.LuL is nigrly improbable. however, in view of the Lp:omirig turnover in 
Program Office personnel, the selection of personnel f-: tnese positions
cuulu include a requirement for someone with the basIc ,Kills, interests 
OIu aesire to take on this fuhction as part of their -- u description. 
tlL)/w training on D1S system operations could be pruw:eo to the TIC
 
Supervisor nominee prior to reporting for duty in the ;:ilippines.
 

The Technical Infornlation Specialist will work close- with Mission 
ptrsunnel-in performing searches, compiling infornatio- in response to 
rcjuests, and provide uetailed tecnnical support to as;ure the proper 
tuCioniny of the TIC systems and procedures. This p:sition can be
 
auvertiseu and filleu before the airect hire Supervisc: reports, with the 
leadership by the existing Au Hoc Library Coomittee przvideo in the
 
InLerim. The canuioate chosen for this jou woulo ntec to receive training 
in AID/W. 

TIe LicrarX Assistant will perform the needea aoministrative ana clerical 
tunctions to assure that all information collections a:e maintained 
pruperly. A more detailed description of each of the abuve positions is 
presented as Appendix E. 

[NOTE: If USAID opts to estaulish its own microfiche o-eration, additional.
 
personnel to perform these tasks would be required. S.e Section 0 below
 
fur adoitional oetails.j
 

bevelop Support Capability to Provide Tecnnical Infornmiion Services
 

i. Transfer/Receipt of Development Information Systei, from AID/W. An 
essential component of the Mission's tecnical infora:-iun function will 
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to take receipt of andi manage the data tapes, microficre cullections,software, ana 
systems ano procedures that will be transferrto from AID/W.

In aooition, coorainating this worK witn the appropriate systems support
organization will be critical. 
Snoulo NSTA not be the mission support

urganization , various options are piesenteu. 
The aiscussion below

uescribes various plans for nanaging the DIS transfer process.
 

a. 
Computer baseu Files: ('OPTION I) The Development Intormation

System operates on a Hewlett-Packaro 3000/Morel 40 computer and uses
trie MINISIS Data base Managemfient System software. 
 MINISIS was
developeo by Canaua's International Research ano Development Council
 as a tool for use in oeveloping countries' information exchange. (see
Exhibit IV-3) mostTne effective use of the system can te achievedonly if complete data bases can be transferreo to a haroware/6oftware 
compatiule site. 

UbAID/Philippine's existing complement of oata ano wurd processing
equipment ana software does not permit such a transfer. 
However,

trree Philippine organizations do possess 0Oth tie riaroware anosoftware --
NSTA, SEARCA, ano SEAFDEC. Due to distances of SEMRCA ano
SCAFDEC from the RNC uiloing, they are not oesirauwe canoioates to
serve as system transfer hosts. 
NSTA, locatea in bucutan, is within
reasonable distance, anio moreover, has both the mandate ar, 
oesire to
take on the responsibility of maintaining the DIS oata bases.

Transferring tne 01- to NSTA woulo acnieve AID's oUjective ofupgrading host country in'formation capabilities while si:ultaneously
ueeting USAID/Philippine neeos. 

In discussions witn Dr. Irene Amores, Director, Clearinghouse and
DocLmientation Services bureau, trie NSTA unit that woulo airectly
support the transfer process, it was proposed that USAID personnel

nave unrestricted use to the DS system as a conoition for
transferring it to NSTA. 
 This woula oe oone by makiny work/terminalspace available at NbTA offices in bicutan or by permitting USAID tohave a direct conm, nications tie-in with their computer which could be accesseo remotely from a TIC terminal Incatea in the RMC. Tnis latterapproach is more desirable but problems of obtaining a reliable 
ueoicatea telepnont lioow,,o may not permit it to occur. huwever, awork site at NSTA's facility woulo enable USAID Teconical Information
Specialists (or otrer qualifieo system users) to access tne DIS files
 even though the orive to Bicutan is not as desirable as dialing up the
 
computer directly.
 

The 015 components trat would be transferrea to the Pilippines are as
 
follows:
 

(i) DOCUMENT oata base containing recoros on over 32,000
scientific/technical ano project related documents;
 

(2) PROJAUrH which contains infornation on over lu,OOu active ano
 
inactive AID-sponsoreo projects ano which is cross-referenceo to
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Exhibit IV-3 

DEVELOPMENT INFORMATION 
PkOGRAM SYSTEM 
CONFIGURATION 

SOFTWARE\ - 2 6 C'5A 

525120MB 
eHP/WORD I 

TDP/3000I.SaOO/ 
PRINTER 

TAPE 
QDRIVE 

H-P/3000 
SERIES 44 

14201ATP 
PRADCCPM 

LRTS 

464B 
HADWIRED 

EMINALS 

-2622A 
2623A 
26248 
2626W 
2628W
LEXITRON 

(2622A
10 DATA
E'TERNAL GRAPHIX 

USERS 
 (BMIIt
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DOCUMENT thus permitting retrieval of specific documents related to a
particular project;
 

(3) Related suu-system components needed to access the two data
bases described above;
 

(4) AID Thesaurus wrhich is
the concepts and 
a tool fur system users to unoerstanoconstruction of the information contained in the DIS

tiles;
 

(5) Microfiche of the 32,000 technical reports ("PN" series);
 
(6) icroficne of the 
 O,OOU projecteo relateu items ("Pol series);
 

Trie microfiche collections woulo be maintained at NS1A which nas ficheduplicating ano fiche-to-fiche copying capabilities. 
Fiche readers
neeo to be obtainer: for 
also required. 

use by USAID pertionnel; a reauer-printer isCopies of DIS materials would be mace available toMission personnel in response to specific neeos. Recordsission-generateo Oacunientation will De createu directly on 
of 
MINISIS,ar1 tapes of triese aoaitiuns coulo be forwaraeo to AID/W (alongfiche or the source docunients) for inclusion in 

with 
the larger DIS files.
 

The D1S data base structure ano relationsnps are presented in more

aetail in Exhibit IV-4.
 

(OPTION 2) A secono oata base transfer option isUSAID-.iSTA offerea if thelink cannot be iniplernenteo. Efforts to have NSTA supportIS for the benet'it ut Philippine or ASEAN users woula proceedinuepenuently or uiscussions withi 

organizations with mINISIS 

one of the other Philippine

would be initiated.provioe more direct This option willaccess 
to the D15 by USAID personnel since the
data tapes anu microticie files would be physically locatedMission. This option, in thehowever, woulo require greater USAIDsupport and staffresource conagiitment to maintain. It woulu involve thetransfer of the D1S files, in abbreviatea form, along with specially
proyranwrieo, co0i1idrcialiy-availabie aata base management systemsObASEII) to operate on the WANG/OIS systeii 

(e.g.,
 
system once the CP/M operating
nas been installea on the Wang later in the year. Plans navealready been maae to aevelop project tracking/managetient systems using
obASEII/WANG for ORAD's Rainfeo Resources Development Project ana
could be applied to OLD, F/PVO and PHN projects as well.
 
In audition, the PPC/ESDS office in AID/W could nake economic ana
social data sets available to the Mission for use by program staff
memoers. PPC/ESuS tias oevelopeo microcomputer-ruaseu
can oata sets thatbe transferrea on diskette for use by field personnel who havecompatible microcum[puter/software resources. 
 This resource woulb-be
of value to designers seeking population, social or economic data, and
tu Program Office personnel performing both micro ana macro level
 
analyses.
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Exhibit IV-4 

kELATIOW OF MINISIS DATA BASE 
STRUCTURE TO
 

PROGRAM FUNCTIONS
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PPC/CDEI is currently engaged in testing various approaches to 
transfer the Dlb in microcoiputer-uaseo forms as a means to satisfythe information requirements of small missions lackiny the resources 
such as those available in Philippines. Microcomputer-oaseo sortware,

such as oBASEII, SCIMATE, etc,. 
are being tested in conjunction with
 
uploauing/oownloaoing recoros fron 
the DIS Hewiett-Packaro/MINISIS

configuration so that more flexible system solutions can be offered to
 
missions. 
 These transfer mooels will be fully integrateu in terms of

file structure, terminology, etc., with the more complete DIS files.
 
Triis approachi will enable Missions to receive ano process oisKettes
 
containing 01S recoros while simultaneously permitting bibliographic
 
recoros to be createu locally. Diskettes/tapes in a DIS compatible

format can be forwaroeo along with the source oocuments to PPC/CDEI in
 
a machine prucessanle moue for inclusion in the larger DIS data bases.
 

Using this approach, staff secretaries under the guidance of the TIC
 
Information Specialist coulo create bioliograpnic citations of

project-generated publications for storage in a mission-wide
 
information data base. This approach would diffuse the uata base
development lauor aro free up TIC personnel to perform more iportant
atalysis, searchi ano information packagin work anu eliminate the neeo
for program office personnel to maintain indivioual cabo catalogs of

trieir collections. This approacr, woulo also provioe the Mission with
 
more control over its operations, improve access to information and
integrate project manayemmient/oocument control systems. Otrier TIC 
functions sucn as publications acquisitions, reports, Metro Manila
 
library contacts, etc., coulo be developed on the system as well.
 

The drawbacks woulo be that full searching capability of DIS files
 
woulo not be possiole oue to the limiteo storage ano retrieval
 
capabilities of te micro-baseu WANG/obASEII system as opposeu to the
 more powerful processing capabilities available via trh H-P 3000
 
miniconiputer.
 

SmalLer processor/storage space on microcomputer will not permit

complete DIS recuros to be transferred. In addition, increaseo
 
Mission financial outlays to implemrent ano maintain such a system

would be required. 
Howevei, costs would be relaten primarily to
 
software maintenance ano supplies since the major nardware and
 
software investents have already occurred. Additionally, the
 
objective of improving host country information resources woulo be

negated and local project designers seeking access to the information
 
wuuld impose a greater burden on TIC/USAID re.sources.
 

(OPTION 3) A tniru option would be to place the DIS system on an

entirely separate microcomputei-uaseO system (e.g. IbM/PL-XT) that
would operate similarly as Option 2 oescribea above but would be
 
l,1intained exclusively by the TIC. 
 It would operate inutperuently of
 
the WANG/01S-CP/M equipment. Mission personnel woulo be offered the
 
opportunity to learn to use the searcr/ retrieval capaoilities of this
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system. The same file size/prucessing limitations triat apply to the 
WANG/OIS system exist as woula the mission's ouligation to financially 
support the system. Otrier TIC aoministrative/reportirig functions 
would be supported oy tne IBM system as well. 

(OPTION 4) A fourth option woulo be fur the missison to upgrade its
 
H-P 1000 to an H-P 3000. The costs and associaten problems of
 
converting financial ano other systems operating on trie H-P 1UO0 
 to an
 
upgraueo HP system is not realistic in view of State/AID decisions to
 
shift to WANG-VS comlputels as tne primary AUPE systems to be 
supported.
 

(OPTION 5) A fi.ftn option would be for USAID to enter into a contract 
with a conercial firm to provide the required services, buying time 
frorm them on a time-snareu oasis, however, no sucn organization
exists at present in tn Philippines. A najur investient in hardware 
woulu De requireu aiu tMr- cost of obtaininy MINISli toui cummercial use
from IDRC (estimateo $5u,UO0) coulo make sucri an option prohibitively
expensive since the firm woulo neeu to sell computer tiuc on the HP
 
3000 conciercially in oroer to justify a reasonable cralge to USAID.
 

Supporting cost oata for Options 4 ano 5 have not been uevelopeo.
 

b. DIS Microficne Files A corollary part of the D1 transfer will be 
the accompanyinrj transfer of microfiche of the tecnicai anu project
 
reports containeo in the Zystem. This consists of over 32,00U

tecrnical reports ("PN" series), anu information on over 1U,0UO
 
projects ("PD" series). TIC would establish controls over how the
 
fiche collections would be maue availaole to mission personnei,
 
working in close cooperation with NSTA, since having two duplicate 
sets of the entire ficre collections -- wnile possiole -- is not 
preferable. The TIC woulo also 'e responsible for assuring that 
project-generateo oucumentation warranting inclusion in the Center's
 
huloings are processed accordingly on the oata base, preparing
 
uocuments for microficrie processsing (either here or sent to AID/W)
and monitoring tne interfiling of new fiche into the larger fiche 
collections sent from AID/W.
 

The effective use of the transferred DIS requires access to the
 
oocuriients citeo a searcri of the oata base maoe.wrenever is Retrieval
of document is by a unique document ID number. Prompt access to this 
information can be proviaco only if the fiche collection acconpanies
the data base. The introouction of this technology answers the 
problem of timeliness in accessing theinformation, since it will be
available locally in fiche format, however, resistance to the use of
microfiche as oppuseu to paper must be considered. Ficne readers have 
to be selectea that will meet the varying quality of the fiche; 
fiche-to-fiche duplicating aria fiche-to-paper copying equipment will 
nave to be purchased since the fiche may be neeed off-site or a paper 
copy of selecteo portions of the oocunment may be neeueo to prepare a
 
report.
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The updating, retiling ana environiiiertal control over tre fiche

collection is 
an important function that requires carerui attention if

the system is to operate successfully. The fiche collections are

organizto in ascenoing aoculient ID nulluering sequernces anu must be
accurately maintainuu. If" a search yields specific citations thatmeet the user's neeos, the entire effort becomes futiie if the cited
material cannot oe locateo in the ficne collection. 

2. Project DocuAentation/Tracking Systems 

a. Systems Integration. The plans oescribeo above for managing the use of information within the Mission wakes a oistinction betweenscientific ano tecrinicai information ano project oocunentation. 
Projects themselves often create valuaole scientific ano tecnnicalinformation as specifieu in the ueliverable repurts scneoule. Other
project reports are in response to specific aoiministrative ormanagement reporting requireents. 
'WVnereasthis situation constitutes
 
one of AID's major on-guing concerns, steps are being taken to provide

better control over project documentation. The viaoility of
"official" files is a matter ur file integrity ano it missions do not
furwaro oocumentation to AID/W or it it is forwardeu ano lost, the
 
result is the same -- inaoequate oocumentation. 

The plan being recoiluiendecl for USAID/Philippines will involve
cuntinuation of the current C&R-sponsureo project aOCcumieration 
system. However, staff sbcretaries will be requireu to iake certainthat two copies of specitieo uocuentation subtiiitteo to or created by
project operations are 
forwaraeo to the TIC for processing.
 

In aooition, non-pruject generateo scientific or tecrinicai reports
obtaineu by the project offices will be forwardeu to the TIC for
 
processing as well. If the oocujiient satisfies criteria toi 
inclusion

in the TIC (an 
AID/W) oata bases, it will be prucesseu accordingly

(cataloged, austracteu, microficreo, etc.) ano aoueo to tre larger AID
 
collection. Its existence will re mace known to otner I ission

personnel by being citeu in the monthly acquistions list ano can beretrieved subsequently since it will be incluoeo in the oata base. 
If

trie material oues nut satisfy processing criteria, it wiil merely be auceu to the Mission's noloing lists, ano returnea to the originating
project officer for retention in office or personal working files. 

If the NSIA link is establisheo, TIC personnel will catalog the

material. oirectly onto trie DIS using MINISIS and applying AlO/W

cataloging guiaelines.
 

If the option to use te WANG/OIS system is aoopteo, tren a screen
format will oe prograiiameu using uBASEII that will enable office 
secretaries to prepare the initial bibliographic recoras ano then

forwaro the cocurments to the TIC for final processing ano indexing who
will access the appropriate file to monitor oucument 
aelivery/availaoility. This decentralization will oiffuse the labor
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involveo in creatin , the Mission's own biuligrapnic Gata base, 
eliminate trie proyram ottces' neeo to maintain separate cara files, 
ano allow each office to maintain recoros of its project oocumnentation 
using a compatible project trackig systei. [Appenuix C piovioes a 
aescription of trie oata elements tOat neeu to be captureo it' this 
plucessing of oucuil.cnts is to uu compatible witn DIS fiies.] 

U. APDWS Fiche Collection. The UM$ project is at, agtercy-wioe 
urertaKing to Hjiofictie official project files ariu uissciiinate Lne 
ficre for use U/ AIL/W Project aru Technical Officers as well as 
mission person,:i, but ii.ore importantly, it forces th~e cevelopment of 
complete project ujocumentation. In aooition to the DlS ticre 
collections Oescriuuo aLove, d corollary erf'orL sponsureu by SER/MO to 
conveit official bureau project files, naintaineu in AIb/6 to 
microficne (see FkUNTLNES, bec. 15b3) envisiurs trhc tiansfer of these 
lictie collections tu missions as well. An autoiiateo incex to these 
tichie cliectiuns has been oevlopeu on trie HP 36OU/NINISIS system,
thus iaking it possiole for users to obtain a quick listing of 
uucumentation availaule on a specitic project in oroer to locate the 
rigrt fiche.-

PPC/CDEI's miicrocomputtr mooeiing work incluces tre creation of 
riles/sortware for trese oata bases as well. The compleLtfness of 
triese fiche collections tor eacri project, rowever, is oiectly relaten 
to now oilligent iespective Mission personnel nave beei, in providing 
copi.s of project uocumen'atiun to AID/W. Ficne toi certain projects 
are not as conplete as otrerb, nor, supposeoly, as kissiun files; yet, 
tre AfPMS system oucs provioe access to the key oocuments in
 
iicrofoli.
 

Lhu;.obioation/Weeoirg ot mission Information Collections 

/ii essential step in creating the TIC wiil De agreeing on wtiat information 
i.,ulu be kept in] Lne center. Priur to triat bctiun, worK Cb! proceco to 
.cau but obvious uriessentiai materials (ouplicates, rnewspaptis, etc.) ano 

Lu co ,pbre AID/W printouts ano catalog caros to those in tre CkL as a 
b .ioe in making oeteriinations of turthier itei,,s to be eliiiinated. If 
AID/Vi ras tie ooculieit un ficne, it can be markeo' for oiscaioiiig. If the 
itci,, is not on an AIb/W list, a oecision nees to be maue as to. wnether or 
jot it meets the criteria for remaining in tre TIC coliection. If it ooes 
ruL i-,eet trhe criteria, it can be discarueu. If it ooes o.eet the criteria,
 
tr.e item ueeos to be catalogueo onto tne oata base. A oecisiorn to cut off 
,iucessing materials uSicg Library of Congress/Dewey cataloging rules must 

L.u ,uoe SO tiat all oocuueiets to be processed after a certain oate will oe 
(.6taIogueo using the new guioelines. The existing caro catalogs can oe 
Lu!,&O at trat time (e.g. July I, 19b4). Ibis bate is a realistic once 
rulluing tne complete DIS transfer process. 

1--.Luials in the various technical, program ano oter procram office 
collections will neeo to bc scanneu for relavance/availauility in the DIS 
Luiiection, ano processea accordingly. Again, macnine cataloging of these 
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t,,,,t.Cials cannot begin until trhe autoiiatea cataloging systel, is
 
LUlational; yet, seiectiun/weeuinq of materials to be prucesseo can
 
pruceeo in the mseanwrii:. 

U. Fiin ug of" USAID/Pnilippine aterials 

1u be copatible withi proposea new technologies, existing aria future 
niterials to Le incluueu in the TIC neeu to Le converteo to microfiche. In 
ucultion, a large portion of the L6AI/Priilippirie collection would be a 
valuaule contribution to the general DIS collection. At trie present time,
tLe exact nuriber of itens to be f'liieo is unknown until a decision on the 
TIC scope ania CLR weea-uut aria AIU/W comparison processes art conpleten. 

rowuver, to successfully integrate Mission activites with DI_ procedures,
 
i..Ltrials neea to be tilineu. The nst logical approacr, is to filn, the
 
iaterials locally to take auvantage of the relative benefits of the local
 
tcoi umy. The ideal approachi to solving this problem woulo be to use a 
ioca service bureau. An investigation of riicrograpnics venuors in the
 
i.ulippines nas revealea that no strvice bureau organization exits which 

L611 Go this work on a contract oasis. Local service bureaus perform 
surce oocument fiiminig to create only lain roll/cassette microtilm, COM 
ticli from oata tapes, or to make jacketeo-oicrofictie tromL IloIji strips; 
but none are involveu in creating lu5xl bfl&, 24x, ,b-fraiiu microfiche 
conpatible witri DIS stanoarus. v:oreover, none of the organziations 
iLtrviweu appeareo itittrtsti= in ebtablisrhing sucri an upeziaiun unless 
uLhy could ue guaranteed long* terhn, large volume busirebs prospects.Tne 
,; sion wuoulo be requirtu to purcrnase a camera/processor, abri a fiche 
uupiicator, and to astablisri proceoures for integrating this function into
 
tkission operations. Trie investment in triis operation riteus to me naae 
only if trhe volume of"material is sufficiently large. Otrerwise, the 
uuuments can be forwaroeo to A!U/14 for processing. 

nLce trie USAID backlog of"waterials to oe filmed is completeo, the 
£uutine processing of new acquisitions will not te significart. This 
v,1l pernit the TIC tioloings to remain current since newly acquiren 
woUunnts can be filnmeo as part of the processing function. Irie 
inwstment in the canra/processor woulo be amortized over trt intial 
p.riou of tie lequirea to film the baCklog. A comparison at these costs 
,eo-us to be equated witr statesice service bureaus costs to Getermine the 

applopriateness of iikig tris investment once trie volume ot materials to 
Le rilmifeO can oe aetermineo. Longer-term benefits will accrue to the 
tolizsion as new oocuments are procebseo ano aouea to trie collection in 
future years. The costs tor converting these would be only for the 
supplies ani labor.
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A separate option is to estimate tne volume of materials to be filmed ana tu investigate the cost of renting a camera/processor only to deal with 
trwe backlog and concentrate on juoiciously forwaroing new materials to 
Alu/W for processing there. 

*Lbes figure of $2.5J/titie, plus $.07/pp for filming, plus inoirect costs of
40> to determine cost of converting document to ficrie. E.g., at 50 pageieport woulo fit as one 5b-fraoe fiche. $2.50 + (90 x .07) + .40 = $12.32.
EXacti bilver duplicate ofrmaster fiche = $.75/fiche; each diazo duplicate
$. 4u/t iche. ] i 
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V. IMPLE£N.ETATION STRATEGY, SCHEDULE AND COSTS 

A. iiction Items 

Fuluwirig a review of this overall proposeo approach, a series of actions will
be required before plans can ie"implementeu. Listeo below are the key issueson winic, USAID management action will be required. 

i. Acoption of Concept to Establisn TIC. Management must agree to the
cuncept that an organizational entity similar to the TIC being proposeor.rein is, in fact, oesiranle; and, must designate its location
uperational responsibility within the existing hierarchy.
 

. Uevelup Detaileo Plan for Integrating Information Function into Mission
!L'erations. Wthile this report
inLegra sets forth a general approach for7ng the Mission's information activities witn AID/W systems, manyuctailed system characteristics will nteu to ue develupeo to meet themission's unique neeos as well as the AID/W system integrationrequirements. This oetaileu plan snoulo be oevelopeo in concert with allUbAd offices ano presented for management action prior to implementation. 

3. evelop formal o-r eeent with Philippine Nationai Science anolA IioIogy AutMority. Since NTA has been ciesignated-a Liporant role inthe transfer process, a role on which, USAlU will be oepenoent, aunutistanoing and ayreement with NSTA is essential 
firm 

expectations of both parties. 
to spell out all

Designated in the ayreement will be areasor responsiuility, ano any expecteo or requireo financial support neeo to
initiate and sustain the agreement. (NOTE: It is envisioneG at this tinetriat tre transfer of tre DIS to NSTA wi,! not require any AID financingeven though NSTA tias asked for assistance to pay the costs or a 9-monthtenure of a Senior Information Specialist to help them oevelop theirretworking capabilities. However, NSTA's willingness to support the DIStiansfer is not necessarily aepenoent upon trie receipt of" financial
assistance for this activity.)
 

iii tre event that an ayreement with NSTA cannot be reacneo satisfactorily,plans to implement a USAID-operated, conputer-based information systemcomipatible with the W1S will then need to tie inplementeo. 

4. Recruitand Train Personnel Personnel with basic skills neeo to be
recruited with the key inuivinual(s) sent to AI1/W for 3-5 nmnths trainingOn,the aetailed aspects of DIS operations.
 

1. Obtain Resources /Ecu ipnient A decision to allocate funas to purchlase
equipment, supplies, special services, ano other resources plus
ururwriting personnel salaries ana benefits must
netueu to inpltpnent the system will be 
be mace. Trhe amount
 

greater curing the startup phase

,.itr, iesser amuunts 
 neeoeo in subsequent years. Cost estimates have been 
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pv'uviueu below ano incluoe estimates on various options, special software

uevelopnent/integration, equipment purchases, ana microficrne preparation,
 
tiiifng ano ouplication.
 

o. Coihimitiint to ExpancieO Use of Innovative Information Processing Tools.
Itie introuuction of new information tecrinologies ano tools nave a tenoency
to create even greater aemanos for trteir use in oay-to-oay office
opeiations. 
 These events also 'leao to greater expectations uy personnel

Tor continued access to suqh innovations (equipment, software, media,
t.utc.) Mission managemnL must be prepared to incorporate these
innovations in its long range plans so triaL inoividual as will as
 
oi anizational benefits will accrue; ano, to assign appropriate priorities 
to ano conmit financial resources in support of these activities.
 

L. Icriuoule for ImplementatioA 

Lxtiut V-i presents a suggesteo scneoule for estaulishing the Mission's 
inmpruveu information activity. 

C. Lusts for Implementation 

N:bjui 
cost elements for system startup and projecteo annual operating costs
 
are presented as Exhibit V-2.
 



Exhibit V-1
 

Propused Impiementation Schedule
 

LuLtvity 

Activity Uopletion Date
 

I. Plan/Concept Approval 
 12/31/b3
2. Designate USAID Organizational Responsibilities 12/31/b3.iuverLise/Recruit FSN Tecn. Info. Specialist 
 1/31/84
Lunsuiiate Ayreefient vitb i\STA 2/2b/b4 
. bevelop Detaileu Systems Implementation Plan: 

DetaileG TIC Functions
 
'cope of TIC Holoinos 
Merginy of Mission huloing
Procedures for Cataloging Materials 
 3/1/84
Decision on Materials to be FiiLu-o 
Integration of DIS with USAID Project Mgmt. System
 

b. 
 Tecri. Info. Specialist Training ,.n WAS in AID/W 
 3/1-5/31/b4

7. Purcriase/Acquire Equipment & Supplies: 

Microficne Reader
 
Heauer-Printer 


-5/11/4

Ficne Cabinets (for NSTA)
 
Teleprione Line/Moutm
 

b. 
Acquire Contract Support Services to Assist in
System Installation at NSTA/USAID 
 5/15/b4
j. iUD/W Prepares Tapes/Fiche/Systems Manuals for
tSTA & USAIU 
5/I15/b4.iu. Install/Test System at NSTA 5/31/84
li. Luriuuct briefing 

6/15/b4
Z. Luiiimnce Processing of USAID-Generateo Materials 7/1/84


using Computerizeu Information System
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Exhibit V-2 

COST ANALYSIS FOR IMPLEMENTING PLANS TO DEVELOP
 
SCIENTIFIC ANU TECHNICAL INFORMiATION ACTIVITIES IN
 

USAID/PHILIPPINES
 

±. Staffing/Direct Costs for Technical Information Center: 

LbuUr 
 Startup Annual operating
 

Supervisor, TIC 
 Qtr. Time, OH Qtr. Time, OH
 
Ttc,. Info. Specialist (FSN l0)* $ 4,17b 
 $ 4,176

Liurary Asst. (FSN b)* 
 2,7b6 2,7bt

Tiavel/Per Diem (AIU/w) 5,00 -

Local Travel 
 500 500
 
Puuilcations Purcriases 
 4,000 3PGO
 

TOTAL $16,464 $10,464
 

*IProposeo new FSN graoe structurej
 

R.eources Neeoeo to Interface witli NSTA for Accessing DlS:
 

urect Cost Element 
 Startup Annual Operating
 

ueoicateo Telephone Line (RMC/NSTA)
 
Ifistaliat iun 
 $ 200 
m;ontnly Rental ($225 x 12 mos) 
 2700
 

Cu.,,,,unicaLions Moueiibm -

I,f 232iP Terminal/Printer 3500 
 -
t.icruficlie Reauers (4) 100 
f.iLrufiche Reauer/Printer 2000 -

icrolicrit Storage CaLinets (3)* 2400 
'upplies/katerials 
 1500 2000
 
Lu,,Iiact to support DIS Transfer
 
Process with NSTA 
 iU000 150u
 

TOTAL $24100 $ 5200
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3. Rebources Needed for DIS to be maintained using WANG/DIS:
 

wi.ect Cost Element Startup 
 Annual Operating
 

uttware:
 
CP/M-uaseu DbNS (Multiplan,
 

ObaseII, etc.) $ ±500
 
L[oItract for revision/upgradinb 3000 
 $2000
 

Lquipment: 
Uiskette converter 2000
 

Training/Proceoures Development 3500
 

TOTAL $I0000 $2000 

4. [esources Needeo for DIS to Operate Inoepenoently on IBM/PC-XT:
 

Direct Cost Elenent Startup 
 Annual Operating
 

Equipment: 
lbM/PC-XT (iOB disc) $10,000 

uftware 
 1,500 500
 
Cuntract for Software Mooification 3,500 1,O00
 
supplies/Materials 
 1,000 2,000
 
Maiii'enance 
 500 50
 

TOTAL $16,500** $4,000
 

L** costs in item two above for microticne-related equipment/supplies
 
to De aodeo to this cost.)
 

5. Resources Neeoeo for USAID to Perform Source Document Filming:
 

Uirect Cost Element 
 Startup Annual Operating
 

Lauor:
 
Camera Operator (FSN b)* 
 $ 2,7b6 $ 2,7b6b
 

bucuiient Preparation Clerk(s) FSN 5* 2,000
 
Ficlne Librarian 
 lbUO 1,800 

[*P4ew FSN Grade Structure)
 

Equipment:
 
3M SRC 1050 Dry Film Microfiche
 
Ca,,ra/Processor 
 34,176
 
Film (est. 10,OUO/ouc 6 9b/pp) 768 7b6
 
3M Dupfiche Printer/Developer 8,704
 
Film (8 boxes 6 100 fiche k $44.50) 356 35b
 

Supplies/Materials (Gloves, envelopes,

title caro masters, etc.) 2,500 3,000


Equipment Maintenance 1,000 1000
 

TOTAL $54,090** $14,49t,
 



iPHENDIX A: USAID/PHLIPPINES-L1bRARY 
& TECHNICAL IWFJRNATION COLLECTIONS
 

. Central Resource Library (17tr, Floor):
 

22 six-snelf units 6 containing approximately 50 oocuLient/srelf cataloguedusing Dewey (technical reports, etc.) 

17 	six-shelf units 6 containing approximately 50 coc .jmernts/snelfcatalogued using LC (monographs, special purchases, etc)
 
Lrute: Librarian criteria useo to oistinguisr whicn sytsten, to use is by
type of cover and cost; haro cover ana 
"eypensive" s,-ftcover items are
cdtalyueo using LC; 
technical reports, fugutive liT=rature, etc. is
caLalogueo using Dewey.]
 

b six-stelf units containing 2-b year ala cullectior.; ofscitntific/technical journals ano other serial publi:ations.

cLaogueu in any iscernale manner; monitors via 	

Not
 
-phaoeticallisting of
claiming 


slips.
 

i trret-sneif unit containing TV cassettes ano films
 

2 caie catalog cases 

"l1i 	 CRL also has a significant numier of 	re
.i,i.-icellaneuus aggregations of reports, 
serial :inoers containing

serials, etc.a,,u placeu 	 that are uncataloguedin binoers with no obvious organization t-it can Ue 	oetermineo uy 	tne casual user.
 

2. 	Crfice of Capital Development (4tr 1 Floor) 

Mppruximately ten (10) 40" shelves containing "aLerizi in reo 
uucufiient inoers titied as 	 follows: 
Annual Reports 
 Handicrafts Sectic.n
Agricultuie Inoustry 
 Institutions
 
businiess Applications 
 Magazines

Eip 	oyment 
 Marketing
Finance 

Metals Working Incustry
Fuuo Processing Sector Micro Enterprises

Furi iiture Sector/Associations 
 Miscellaneous
 

Ire collection also consists of six 
file cabinets of fficial Project
feiis organizeo by project nunmer, ano contains PIDs,'"Ps on MunicipalCuveopment Funo subprojects.
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An office-aeveloped card catalog is maintained by a statt secretary. Use
 
of the collection is as follows: OCD personnel 50%; Other USAID
= 

personnel = 40%; Outsiuer USAID = 
 10%.
 

3. Office of Rural and Agricultural Development (16tr, Floor):
 

Cuilection consists of 19 three-snelf units each containing approximately

5O documents (5,700 total titles) of scientific and technical as well a
 
project-relateo materials. 
 The collection encompasses approximately 150
 
sq. ft. 
 Each unit is numue-eo and itents &re cross referenced uy title to 
6ndlf location using a caro catalog system aevelopeu by one of trie 
secretaries. The catalog caro entry is not standaroizes or linkeo to any
uLrer Mission system. The collection is organizeo arouno the following
categories witn the number in ( ) indicating the shelf location of
 
riaterials:
 

Agriuusiness (7)
 
Ayrcuiture Credit (3)
 
Agriculture Cooperative (3)


"1 Marketing (3)
of Cropping (3)

" " (masagana) (99)

#I Systems (7) 
Development (4) 
Economics (4) 
Education (W)
 
Engineering (5)
" Directury/Resouurces for Development (5) 

Policy (5)
 
Research (2)

Researcn for Development (2)

II Mariagement/Research Planning (2) 
Rural Development (2)

Macninery Development Program/Rice Making Dev (1)


Forestry (2)
 
Fut.stry/Derurestation (2)
 
ALro-Forestation (i)
 
ALrarian Reforrii/Lano Reform (1) 
Land Tenure (W)
 
FarminU Systti,,s (5)
 
..Iall Farms/Small Farmers (5)
 
lre Farmers Scholar Program (5)
 
Siiall Farmers Creit (5)
 
Fisneries/Aquaculture (6)


"1 :Anthropology (6)
 
It : biological Sciences (6)
 

Fisrn MarKet (6)
 
Reports (o)
 

Fish/Niarketing Review (6)
 
ILLPRM-SEARCA Repurt (o)
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Fisheries Researcn (6)

Fisrieries/Aquaculture - SEAFDEC Reports (6) 
Livestock (9)


It 
 :Animal Husoanory & Agriculture Journal (9)

of :Worlo Animal (9)
 

fuultry/Poultry Feeoing (9)
 
Feeds: Livestock/Poultry (9)
 
Ptsticioes/Pest Protection/Pppt Control (9)
 
Lrop Losses (9)
 
Pest Management (9.)
 
Rooents (5)

'htea/WeeoControl (9)
 
Iniagement (7)tsdrketing (7) 
kaize/Corn (3)
 
Murly beans (4)
 
aineoueans (4)
 
Vtcytabies (4)
 
$orytium (4)
LtyJUmeS (4) 

Grains (4)
 
urains storage (4)
 
Rice Farming (4)
 
kicr Researcri (4)
 
kice Technology (4)
 
Root Crops (4)
 
AID Bibliography Series (3)
 
AIu ueneral (3)
 
Eoucation (14)
 
IRkI (12)
IKRI Reports/Review/workshops/Project Paper/Puolications (13 *12)

Eastern Visayas Studies (b)
 
Visayas State College of Agriculture kk(b)

bicoi River basin (b)
V,at'L Development ano Management (b) 

4. Regional Law Library (17tn Floor)
 

Cunsists of approximately 6U linear feet of legal texts/case bouks.
 

5. Reiuinal AuoiL Office (l7tn Floor)
 

Coilction cunsists of" one trree-srnelf unit containiny auoit reportspcirornmeo by Regional Auoit Office as well as other AID auuit offices.ll,use reports are generateu by local staff and sent from AID/W. Filed 
by year/auoit report liuimuer. 
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6. Lugistics Office (lbtrh Floor)
 

3 six-shelf units i containing approximately 25 supply/venuor catalogs
useo by Logistics Office in purchasing USAID ano project-relateo supplies,
equipment and materials. 
Also incluoes official GSA catalogs. Not
organized in any obvious classification; no title list.
 

7. Ortice of Program Economist (I5bn FLoor)
 

Lullection consists of 4 tnree-sheif units I 40" long containing economic
anu statistical information. 
Two shelf units contain general reference
faterials, yearbooks, AID evaluation/oata series buogets, ano selected

economic journals. 
These materials are not catalogueo in any manner
although a few titles 
oraereo tnrougn the CRL have been catalogued using
LC. The majority of items, rnowever 
nave been requesteo oirectly by staff 
i-emoers indepenoent of the CRL. 

Tie otrier two units contain econuic stuuies prepareo by the Economist's
Office. 
 These reports are given to Pnilippine or other local PVO,
ccunlolic, banking, or rebearcn organizations. 
Copies of these reports are
supposedly sent to CRL and to AID/W. 
 Total nuroer of tiltles is estimateo
 
to ut arouno 350+.
 



Appenoix B: List of Personnel Intervieweo
 

1. hicnara Hnooa, USAiD/Pnilippines, Asst. Program Otficer
 
2. Linaa WebD, Conmmuni.cations ania Recorus
 
3. Leciia Gracia, Conmnunications ano Records 
1. kalpr. Euwaras, Chief, Otfice of Rural ano Agricultural Development 
>. kusseli AuLiik, RI/Auoit 
0. Frank D)ickey, RIG/Auoit
 
7. jurin burns, RIG/Auoit
 
b. Jan Miller, Regional Legal Advisor 
'. 
Viiliaim Carter, Crief, Office of Foou for Peace and Vluntary Cooperation

.10. v,i1 bonsol, Conputer Specialist, Data Management Division 
±i. [,roui Colilmer, Controller 
12. kiialka Wijesooriya, Chief, budget &Accounts Division 
i.. Join Tennant, Chiet, Otfice of Capital Developnent 
14. J.urin Ounun, Chief, Office of Population, Health, ana Nutrition
 
1-'.Gary Cook, Office of Population, Healtn, ano Nutrition
 
io. Juy Riggs-Perla, Office of Population, Healtn and Nutrition
 
17. oave Lyons, American Ewuassy/Philippines, Consular Section
 
1b. *Iuce StaUer, Logistics Office 
hD. -iiioua Parayno, Central Resource Library 
20. 1,i1iLam Wite, Executive Officer 
21. PLtef Davis, OD/Economist (Ctbmn., Ao huc Library Coiwsittee) 
2z. W. Irene Amores, NMTA, Director, Clearinghouse anu Scientific 

uucuiumtation Division 
23. etve Chu, Systems Analyst, -.,Corp (Phil)
 
2,4 P-L Caurinio, Institute or Library bcience, UP (Dilinian)
 
2). Luciano Mangaficio, Anerican Emoassy/Philippines, Consular Affairs
 
2b. kicaroo Alviso, American Eboassy/Pnilippines, Consular Aftairs
 
27. Alfreoo Pozer, Ateneo oe Manila, Univ.
 
2b. Haulina C. Pestano, SLV
 

IiN 
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UNITED STATES GOVERNMENT 

Memorandum 
Io See Distribution 	 DATE: March 1, 1982 

FROM* John J. rney, Executive Officer
 

SUBJECT: Mission-Generated and Sponsored Documents
 

In response to the request of the Director of the Office of
 
Development Information and Utilization, Bureau for Science
 

,	and Technology, Agency for International Development, please

provide the Central Resource Library six (6) copies of each
 
final report or document generated by your division. Four (4)

copies on the documents will be sent to the DIU Office and
 
two (2) will be retained in the library for reference. Pub
lications requested are of the following types:
 

"l. 	Technical reports, micro, and macro data,
 
locally commissioned studies and host country
 
documents;
 

2. 	All formal project documents (PIDs, PPS, evalua
tions, appraisal reports, audit reports, etc.);
 

3. 	All supplementary project documents which provide
 
insight (contract implementation agreements,
 
key end-of-tour reports, etc.)."
 

CRL 	will be responsible for the mailing of these documents to
 
the 	DIU Office.
 

Distribution:
 
A.M. 	Schwarzwalder, OD S. Sinding, OPHN
 
M.C. 	Kilgour, OD 11. Carter, OFFPVC
 
G. Carner, OD/P 	 R. Edwards, ORAD
 
L. Ervin, OD/E 	 W. McDonald, OCD
 
C. S.Callison, OD/PE 	 D. Pressley, RLA
 
J. J. Garney, EO 	 D. Melville, AR
 
H. Collamer, CO 	 C. Vann, RIG/IIS
 
G. Laudato, PO 	 R. Aulik, RIG/A
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Appendix D: Detailed Description of TIC Functions
 

A. Acquisitions
 

1. Coordinate purchase of monographs, journals, technical reports from

conuircial publishers with Logistics Office. Develop automateo system to

nmoiiLain control over items purchased, renewals, costs, etc., and perform

claiming tasks.
 

2. Develop procedures for annual review of publications acquistions to
 
,Jtermine utility of materials to meeting program needs.
 

3. Cooroinate acquisition of materials through exchanges, gifts or

regular distribution from relevant sources/publishers of scientific an

LedL iricai information. 

4. Cooroinate receipt of oata tapes from AID/W witn uata processing

support organization and maintain master lists of aata base contents.
 

5. Coorainate receipt of microfiche collections from AID/W ano maintain
 
master lists and all updates of fiche sent to Philippines.
 

'. Prepare and distribute periooic listing of new acquisitions as a
 
by-prouuct of acquisitions process.
 

B. Processing: Cataloging, Inoexing ano Bioliographic Recoro Development
 

I. Prepare appropriate oibliographic citations of materials for inclusion
 
iii TIC collection according to type of material acquired:
 

--For mission or project-generateo documents, prepare machine
 
prucessable record (on MINISIS or other DbMS provioed uy AID/W to USAID
 
missions) in accordance with processing guidelines.
 

--For gifts, excriange, or materials received on a routine oasis,

aetermine appropriateness of document to selection criteria ana prepare

uibliographic citation accordingly;
 

--For journals, serials, monograpris, or other purchaseo materials,
 
prepare uioliograpnic record as specified in CDEI processing guidelines

(to be supplied).
 

2. Apply stanoaro inuex terms to bioliographic entries using thesaurus
 
provioed by AlL/W.
 



C. Information Networking
 

1. Establish appropriate working relationships with key PVO and
 
international oevelopment organizations ano inoivicuals locatea in Metro
 
Maniio ano throughout Philippines that possess information resources useful to
 
i,,toting program needs. Develop catalog of resources inoicating contact
 
puifrLs, scope of holoings, titles of major publication series, ana
 
exctinge/loan policies. The catalog is to be developeo usiny a computerizeo

udtd bast management system triatf will permit retrieval by subject, type of
 
organization, etc.
 

3. Establish ano maintain working relationships with resources in CONUS
 
(e.g. FPC/CDEI) and ASEAN region wno can be contactea to obtain neeoea
 
iraruiioatiun not available locally; ana become familiar with ways to quickly
 
obtain information from such sources.
 

4. Maintain close working relationsnips with local ADP support
 
oraiization(s) that will operationally maintain the DIS tapes/programs and
 
niictfichLe collections ano provice information to USAID manageient on the
 
status of tne working relationship; provide leadership on problem resolution
 
witri AID/W relative to DIS aeficiencies/problems, etc.
 

0. Reference and Referral Services
 

i. Perform on-line or batch processing of requests on DIS using MINISIS
 
or othter DBMS software oevelopea by AID/W or locally.
 

2. Assist users in aeveloping search strategies through appropriate use
 
of triesaurus descriptors ano keyworos.
 

3. Prepare responses to search requests by analyzing masterials and
 
outermining relevance of "yield" to request parameters.
 

4. Coordinate delivery of fiche/paper copy of materials to users.
 

5. Follow-up with users to determine utility of materials (contents,
 
tor',0L, legiuility, etc.) ano appropriateness of response.
 

E. Staff Eaucation ano Development
 

1. Develop plans ano materials to inform USAID staff on TIC resources,
 
systemts, procedures, etc.
 

2. Provioe training to personnel on use of DIS searching tools, OBMS
 
suarcning proceoures, ano creation of indiviual information files.
 

3. Cooroinate computerizeo support of DIS with responsiole computer
 
onanization anu witr, USAID Data Management Office to assure operational'
 
reliaLility of DIS.
 

/p 
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F. Management ano Reporting 

1. Couoruinate activities witri USAMID management to maintain TIC
responsiveness to mission plans/requirenents.
 

2. monitor aovancaes in inuriuation processing tecrnnolugies ano oversee
appiopriate j.ntroduction into mission operations.
 

3. Proviue financial accouritaoility of TIC activities ano prepare requiredreports on TIC operations as specified by management. 
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INTEIRAGENCT FSN EMPLOYEE POSITION DESCRIPTION
 
1.POST 
 2.~4C 1 PM omIO NO. 

Manila, Philippines USAID/Philippines PER-


A. REAON FOR SUBWIWJoh 
a. Th, puutio iCelac Po ogi No. PER-132 , Library Supervisor FSN-16 
b. 3Dic4 (Specify) TiilCr. 

L CLAm POCATI ACTIWU
 
kdcemm ev 0L An Tide o 
 eft orate Wawa 0 

1. -o~at LCUwf4uon Amaik
 
USAID Dep Executite Officer Library Supervisor FS"-I6
 

b. Othcc 

C. RCLomancndd by M~ating ofice 

ii n~ Tj U FMnONW 7. NAMAE Of EMPLOYEE 
Ermilda A. Parayno


8. MISO OR OFFICI 
C. Thuiz Subditvaso 

US.-D,'M..nila, Philippines Personnel Branch
 
Lxecllf CUi&'
r~xecutlve Office
ice d. Fougab Subdivision 

Personnel Division 

Whs i A comlplete and accurile .scriptiooof the dutial 1 . is~a couLett a of cbsc dutiesc accul gecdcaaipdoaAn rc.&PO~UAbIid"c of d~ia pO~osto. aad r spoa~biia7 dxbii poaoa. 

WEf----.. ... ... - ... . 
YT , lox-ia 

yntm, e ' Si.ruP,..vwro/- e].,i 

I I. Thu ii Acomplet.A Land ac.curai. dastsip on of the dutis 12. I hvc aacufis d mysel chat thia is an acc rated hioetand rc, p.ubiiio o. weL ksa Vas&f POLIU0,1p. eCncLa=JiAAnd.,Icrify that it hu 
in accordance with apmtpiac Local Employee Posititit; " " V "e o'ti /"Clau _Z1 ictasion Stand .rWilliam E. Wanamak 13_ William E. Wanamaker
 

Syw.ur o.imcric Sraperi=7 ride: Dep Executive Officer13. hsc FunzicioofPosirion Serves as in charge and Dute 
an expert in the major library functiot
 

of th( Mission's Central Library.
 

14 Major Duties and ResponJ ablitias (Contin on bL k het if mu, qwsce is ne dd) " uf ine 
I. Serves as an expert and in charge of the Mission s Central Library 25%
 

to provide USAID 
 staff members with comprehensive and selective reference
 
in a specialized subject area or 
broad areas of general interest, requir
ing specialized professional or technical experience and proficiency in

the particular function, services, programs or projects involved in a 
subject area or 
field of interest which is extensive in coverage or '
 
penetrating in depth; or it,the application of the theories, principles,

and techniques of librarianship. 
Selects or recommends acquisition of
 
materials which are comprehensive or highly selective in coverage,

including cur-ent and retrospective material collected on 
an interna
tional basis, and containing both primary and secondary source material,
 
to meet The requirements of the technical offices 
in their respective

development pRT rams. Serves as rn.e.ber of the l!Sl'- Professicral Library
Adv -or Co -. 1 ee. 

2. Screens, reviews, and 
 elects incoming scientific and technical 
 10%
 
documents for pertinency to 
the Mission's use and for importance in
 
advancing current research and development programs 
to meet their
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Eu~ti
u. : Possession of a master's degree in Library Science.
 

b. Pr ui Work Expaumm: From three to five years of progressively responsible 
experience in library work. 

e. Iost tnhy'-I8:1 Not-requred.

d. L~n ho xolicscy: Level IV, fluent in English is required.
 

C. Knowedges: A thorough knowledge of Library of Congress selection criteria
 
within the host country.
 

f. Abdties sd SkAh Ability to determine appropriate materials for the library

needs of the Mission. 
Ability to interpret and evaluate information related to
 
the Mission of the organization.
 

m6 PmJT1oN ELaiwTUm 

a. Speo Rbosivd: Under the supervision of the Chief, Personnel Branch,
Tomas A. Viloria, Pos. No. PER-133. -Receives administrative direction with regards
to pol zy matters. Performs technical responsibilities independently. Work is 
revie,.;d primaril for overall effectiveness and compliance with general policies
and proce ures.
 

b. Avaiuace Guiina:

Guidelines 
are based on limits of the objectives established by management in the
 
form of policy statements, delegations of authority, procedural manuals, or ope
rating instructions, USAID Orders, Administrative Notices, and other written
 
directives.
 

c. E cise of Judgmaul: Exercises judgment within the bounds of delegated autho
rity on matters within the scope of the incumbent's subject proficiency or in
 
determining methods of locating or retrieving required information and in the
 
methods of presenting such information.
 

d. Auhority to M&O Commitmmenu: Commitments are limited' to recommendations which 
are usually the basis for management decision for selection, approval, or disap
proval. 

C. Natue, L_-M, and Purpos of Contacu: Personal contacts are significant and areprimarily to establish and maintain cooperative work relationships to provide,

obtain, or exchange information. Contacts are typically with clientele of the
library or with the Mission staff members or staff members of other library and
information facilities; 
or with State, local or private industrial organizations.
 

f. 	Supervisn Extrcid:
 
Has technical supervision over 1-Library Asst I, FSN-12
 

S. Tuns RequiM to Wdorm FuU.RA o(["s: 

One month.
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14. Major Duties and Responsibilities (Continued)
 

goals and objectives.
 
-'3--,CataI "gsi cl'ssities , a: assignsbJeehalg :t::
 

difficult librij materials" to* facilitate.-retrievaL'of- materials-.- ,

and information. Answers 
a wide range of selective or comprehensive
reference questions when the information is not included in catalogs

or covered in the usual bibliographic controls; or requires the use
 
of materials not ordinarily considered to relate to the field involved,
 
to satisfy personal or written inquiries.
 

4. Based is the Mission Library Committee's policy, plans rules 152

and regulations ea library services for the guidance of USAID staff
members and outside users of the Mission Library facilities. Reviews
 
and evaluates order for bool. , periodicals to ensure minimum 
 cost and

essential needs. Exgmines trade publications and samples to determine

their needs in the Library; interviews publishers representatives onpublications advertised to ensure that their publications may be
 
essential to the Mission's development program; and consults with
 
assistant librarian to select materials.
 

5. Establishes inter-library/office cooperation within Metro

Manila and outside it for materials needed but not available in the 

102
 

Mission Library to be able to provfde information or materials
 
needed by users,,
 

6. Describes and d,-mostrates to users procedures for searching 52catalog files and shelves to locate information. Searches catalog
files and shelves tc locate materials.
 

7. To help offices and technicians, sendp out their requests 52
for library copies 
 to AID Research and Development Abstracts (ARDA),

and loan requests to 
Foreign Affairs Research Documentation Center
(FAR), Washington, D.C. For needed publication not available at 
ARDA or FAR, requests are sent to the country where such document 
originates. Contacts book dealers to check availability of books
requisitioned. Prepares bibliographies and reading lists for the 
information of the staff members.
 

8. Examines and selects materials to be discarded, repaired or 52
replaced to update references. Interviews film and VTrP.s borrowers ' 
and evalua:es their purpose for borrowing particular VTR or films to 
ensure effective and maximum use of borrowed VTR or films.
 

Makes 
 reports as requested and answers correspondence related 
to the activities of the Library. Furnishes information on library
activities, facilities, rules and services to USAID staff members
requesting these services. Explains use of reference sources, such 
as bibliographic indexes and reading guides to locate information, as 
may be requested. 

Performs other related duties as may be assigned. 
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INTERAGENCY - LOCAL EMPLOYEE POSITION DESCRIPTION
 
. 2. ,gINY 3. POSITION NO.
manila Dhilinotnes USArD/hi'trrines PSC 

A REA&ON FOR IumMIulON 
a. Thu poIjtion replaces Pouitlon No. =1SC Library Assistart r F,!-12 

b. Other (Specify) Title 'drui 

B.CLAWPICATION ACTION
 
AlI.lllton IV 
 a WW TWUOf uitm Grew lalUaila Oa 

US'SJ 7erutv 7-ecutive Offi er librir Assistant I FSN-12 

- - -- - - a 

c.X4ommand by'1wliaun olaks 

- T TI.. POSITIONl ......... 
 7. NAME OF EMPLOYEE 
I SION O il OFFIC Jane L. etbeng

. l' l Su WiViSio n 

hiiioines. qa IL.10 Persornel E-rv'.chrF sl.,.L;,[4 . .. . . . . .
 - t 
L Fd. 
 Fourth Subiision 

iffice " /
 
b. S lcondivis j
Su o 


--e a.Fifih Sibdivitoncr.,-! Division 
T. T Compete and accuralc delcription of the duties 10. This is comeletc -n ' 'curace description of the ducic,and respoa d.ifiet of tha poiton. and rcspoasib 'itIto thi potion. 

-7)-,,'-j-" . . .. -L .P 
T~cc. as I 

11. This Lsa co plete and accurate dcs:ription of the duties?'5ta thi 
.iiin ''ecIsavli 

mean an;d of a 32. I havc kfor tis ofthih position. Thera h ,av.lid manag fficdrrtjilf that th i a accurate descriptionof this position, and I certify thiit it has bcn classilied 
__era- C.//,s a C K,,.. . inaccordance with app roprswe Local Employee Posiioz 

q Clasification Stan~d~rdL 

_ _ . _ e;7A,_ ..... _ / - --- --- , _ _ 74- _ _ _-_ I _ _ _ _ _I _ - - ---------- - - ....._ _ Title: D"u,
IJ.BIa-ic Function of Position Performs 'rofessiona reference and tec.nical ser';ices of a fro= 

derate scooe, difficulty, and comlexity. 

14. Major Dutii and Responibiities (Contiiwe on bL nakl.e if,,iore ip c ii*r.drd) %of time 
1. Se-r-hes for, locates and acouires data for the use of specialized clieffLele
such as USATD technicians from the various offices of the Mission on subject rratters related to the Agriculture, Poculation, Fcod for Peace, .ealth, Capital De
velcoment Programs, or 
the Regional Legal tvisor, rnergy Advisor,. 7conomics Advi
sor's finctiors by aoclying star.dard library tools, 
nethcds and 7rccedures to
 
satisfy the service needs of 
said technicians, Performs cataloging and classification of library materials for .ich cataloging is not yet available, reclassi
fying and recataloging as needed to 
facilitate retrieval of the informaticn about

the library material w.en needed. Determines added entries and subject headings
 
as necessary to 
correct previops entries not sufficient to facilitate location
 
of the libar-y material when needed-
 -
 - - - - - - -- 3C%
 

2. Search.es for hard-to-find bibliograohic inf!cration, and, cn the basis of
this information, precares bibliographies that fully describe and identify items
 
to be acquired to satisfy the needs of the 
user.--------------
 ----0
 

http:Search.es
http:E-rv'.ch
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Major Duties and Restonsibilities (continued) 

3. Uodates vertical files or erheneral materials and maintains these files for the 
use of the USAID stiff members or other clients from outside. C]ips news items from 
magazines and/or newspapers of hartio lar interest for the Mission staff infor -Mon. 
Indexes articles and fresidential issuances to facilitate retriev" or giving out in
formation to users------------------------------


L. Maintains Periodicals collection subscrirtions of the Mission offices or gifts
 
from other sources by dates or Volume No. if available and shelves these periodicals
 
by alphabetical titles.---------------------------

5. Receives reouisitions for books or other materials from Fission Offices and 
after securing the approval of the Office Chief, types the reouisition in final 
form indicating the item number, title of material, unit cost, and total cost. 
Secures the clearance of the Executive Office and transmits the requisition to 
the General Services Officer for assigning the requisition number and forwarding

the recuisition to the Logistics Division for final purchase of books or other
 
materials requested ijn the requisition as set forth in the USAID order 5LI.2.

6. Uron receipt of the typing guide slip from the Librarian, prepares the neces
sary catalog cards set (1) main card to indicate the whole entry such as the call 
number (to locate the book), author of the book, title of the book, publisher, 
year ob publication, pagination, and tracing information (subject headings); (2)
shelf list card showing the came information as the main card with the shelf list 
number added and filed according to call number (3) accession card showing informa
tion without the tracing portion but with an accession number tc indicate the rumber 
of volume the library acquired (b) subject cards showing the subject headings
with the same information excluding the tracing information, the number of subject 
cards varying dezendinC on the subject mattors of the book; (5 title card showing
the title of the book and the other information except the tr,-dng information or 
(6)series card and joint author if reouired.-------------- ---- - - 

7. Establishes interlibrany/o'fice cco-eration within Vetro "'anila Librries for 
materials needed by Mission staff for the use of specific rro.ects within the Mis
sion. Eyamines and recommends to the Librarian materials to be discarded, reonired 
and rerlaced to provide continuous available snace for new materials in the Librar-yi

8. Sorts and shelves books, documents Pnd ctber library materials by following ac
cepted library Practices arH orocedures to facilitate lending and giving out infor a
tion tc users. Insrects returred books for damages and rerairs damaged books to Main
tam, usefulness for litrary nurcses. Files library corre.rcrdence and other records 
by subject matters to facilitate location and reference when needed. Performs inv'i.
tcr- of books annually as required to deterine available books on hand as of the date 
of inventory. Prepares mcnthly acccmrlishment rerort shcwir.p, a summary of the monthly
activities of the library for the information, of the sunervisor and'the Deputy Execil
tive Cfficer. Performs other related duties as may be assigned 
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A. Education: Incunbent should have a university degree in Library Science (Yas

ters Degree or equivalent crofes~ional qualification in Library Science. Sixty
 

C.E. (Continuing Educaticn) units recogni7ed are consirdered eoiivlent to a Masters
 

egre 'tt A eFrom cne to three vears of nrogressively resronsible
 

exterience in t1.e library field.
 

C. Post Entry Training: Not renutred. 

d. Language Pfufol- y: Level ±V (fluent) in written Rnd spoken English. 

of acc-upted lilrry cracticesar.- Droceduree. Knowledges:A demonstrnted knowledge 

and of current trends and innovations; demonstrited ability to :erfcrm cataloging,
 
classification; reference/public services duties; deronstrated kncwledge of a.ior
 

reference tools and srvices; understandiug of the Missicn's orogram obfe:tives.
 
f. Abihics and Skills: Ability to oerform research in reference sources, interprete
 

questions of rublic and the >.issicn's technicians; ability to develoo a--' Tintain
 
ccnt.cts among USAID staff -embers. Ability to draft corres-condence & rerorts.
 

&1&POSITION ELEIeNTS 

. Supcrvision R"ctveUnder the general supervision of the Chief, Persc~nel Branch 9 

Pos. No. Per-133. Performs.work indLcendently where orocedures have been established 
Fefers to the Librarian difficult reference or orocedural ouestions or rzre difficult 

cataloging or technical ouestions. 

b. Ayada€ile Guielines: Guidelines are generally well-defined and orofes .onal
 
guidance is available for the more difficult cataloging, technical ouest'ons or
 

difficult reference and orocedural questions.
 

, , JudW,-in:C Lxvy. ut Uses judgement in the selection of subject "at:ers to 

facilitate the retrieval of information required by the user or reouestiz Office.
 

d. Authuriuy to Make Commitments: Co.mitments are limited to ai ving o,t infc-ratioi' 

of the procedures within the Mission's library and those available matertals for
 
lending to clients.
 

C. N.ture. Level. idPurpose of ColItact: 'Contacts are with the rublic ind :SAID staff 
members.
 

Suprvimawi li,d. None 

Tune Required :tu Perform Full Ranr of Duties: 

One month.
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Position: Technical Information Specialist/Supervisor
 

A. basic Function
 

The incumbent serves as the Technical Information Specialist for the 

Nassion ano will nave overall responsibility for nmanaging ano supervising
 

ptrbonnel responsible for library holdings, technical literature,
 

,icroficne collections and other information resources maintaineo Dy the 

mission. The incumbent will perform requireo technical information 

functions as well. 

The incumbent will also maintain close working relationships with 

otrier scientific ano tecnnical information organizations in the 

Prilippines (e.g. NSTA, IIRI, SEAFDEC, SEARAC, TRC, ILS, etc.) as well as
 

traoitional libraries in the Metro Manila area in oroer to assist mission
 

personnel in responoing to information requests. Close working 

itiationsnip with AID/W (specifically PPC/CDEI ano AID/DIHF) will also be 

requireo to iaintain current knowleoge about AID/W information resources. 

Tr,is position will serve a vital role in AID's efforts to transfer its 

institutional memory to selected AID missions ano to cooperating LDC 

institutions, ano to provice project oesigrers, evaluators ano managers
 

witr, improveu access to AID's.project experientiai ano scientific ana 

tecnnical information resources. 

b. 	.-ajoi Duties ano Responsitilities 

Trie incumbent is responsible for managing all reference, referral, 

current 	awareness, research ano selection operations relevant to tre
 

Tunctionis the USAID/P Tectinical Information Center (TIC) which encompasses 

wriat 
was forierly calleo the Central Resource Library ano extensive new
 

/
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servi, es ano responsibilities. The incumoent will:
 

1. 	Interpret and respond to wioe variety of requests receiveo in person,
 

by 	telephone or in writing and/or cables from any of the following:
 

AID 	personnel post-a USAID/P; AID contractors/grantees working on
 

USAID/P funaeo projects; other US Government branches, oepartments and 

agencies; other developliient assistance oonors; individuals ano 

institutions active in oevelopiient assistance worlu-wiae; ano other
 

aeveloping country inoiviouals an institutions. In developing
 

content of responses, inoepenoently employs any or all of the
 

following professiQnal skills:
 

a) 	negotiate with users, to determine what user's actual needs are;
 

b) 	formulate appropriate search strategies, ioentifying existence or
 

lack of pertinent information;
 

c) cunouct searches, utilizing: 
 nanual ano/or automateo bioliographic 

tools; on-line interactive and/or batch searching of in-house aria 

external oata bases; reference tools ano collections in other
 

specializeu liuraries or repositories; and suoject specialists/
 

experts, as appropriate;
 

u) analyze ano select relevant materials ano information for users;
 

e) prepare ano dispatch responses verbally or~in writing.
 

The incumbent will give first priority to USAID/P requests for
 

assistance and refer requests by non-USAID personnel to other
 

resources in Metropolitan Manila, Philippine or ASEAN region.
 

2. 	Assist users in the use of TIC's reference resources to their fullest
 

potential, ano help in preparing and targeting appropriate
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afinuuncements regarding information resources ano services available to
 

mLission personnel (current awareness listings, mission-generated
 

puolication lists; new oata uase updates; fiche collections, etc.).
 

3. 	Assist in rtsearcring and selecting non-AID generated puolications ana 

uocunientation in suoject areas of competence: 

a) 	review selection mecia ano other bibliographic sources which treat
 

development assistance operations;
 

L) analyze ano researcri relevance anu significance of titles citea in
 

above neoia to USAID operations;
 

c) maintain liaison with institutions ano donors active in development
 

assistance work, identifying materials, oata, resources and/or
 

services being proouceo that possess potential significance to
 

USAID operations.
 

4. 	Oversee maintenance of tre 
monograpn, serials, AID-generateo and other
 

scientific-tecnnical reports ano microfiche collections housed in the
 

TIC 	including coamerciaily publisned journals, AID-generatec
 

periodicals and newsletters, etc. 
Monitors the distribution ana use 

of materials to USAID personnel. 

5. 	 Supervise inter-liorary loan hanoling ano procurement of articles, 

papers, publications made unoer TIC-aministereo deposit and/or coupon 

accounts, or outright purchase, or other arrangen&ants with local
 

liuraries in Metro.Manila area.
 

6. 	Maintain liaison with AID/W and Mission personnel, as well as other
 

institutions ano agencies involved in relevant oevelopment and
 

technical areas, so that the TIC may oraw upon these sources to
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iuentify ano extract information 
ano oocumentation,
Coilections to enhance AID'sano responses. 
Assists USAID/P to develop information systemsano services that are interactive with TIC ano other USAID/P information 
sy sees. 
7. Coroinate with local, host country organizations regarding use of DIS
uata files, software ano relateo information resources including
 

triesaurus usage.
 
b. Cooroainate ano oversee use of microcomputerbaseo information systemsano software to Le used to support mission technical information 

activities (e.g. creating bibliographic 
recoras in machine processable

form, for mission-generated 
Publications; using commercially available
software to down-luao/up-loau 
oata from DIS-host computer or othercolillercially available data base venoors; use specially createo

files/oisKettes 
to conuuct"special, 
on-oemano searches requesteo by
 
USA ID/P personnel).
 

5. Keep abreast of Agency programs and policies, including meetings
 
ano/or reading materials pertaining to AID.
 

C. Evbluation Factors 
The incumbent ideally will possess a grauuate-level certificationrALA-accreuiteo from anacademic program in library/information kuiences. A mininun offour ytars of professional tecnnical reference ano research work is requiredwitri experience in the use of computer-baseo bibliographic an other databases in subject areas relevant to AID's inlormation needs is essential.
Competence to learn and use computerized anoicrograpnic-based 


bibliographic
aino analytical control systems oeveloped for AID-generateo and AID-acquired 
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information ano docutientation collections manageo ano maintaineo at TIC must 

oD ueunonstrateo. Incumbent must te familiar with, ano competent to iaentify,
 

access ano use relevant reference literature, inforiiition services,
 

facilities, associations, and suuject experts. Incumbent must nave capacity
 

to work closely with ADP systems and personnel, to relate assigned functions 

to support by various system components (WANG, H-P, microconuters, etc.) ano
 

assist in oefining system needs, enhancements or problems.
 

Incumuent must also possess analytic capabilities in oroer to establish 

relevance of oocumentation/infornation ana otner resources in responding to 

Irquiries, as well as in juaging materials for potential selection ano
 

acquisition. Demonstrateu familiarity with aevelopment assistance
 

irnstitutions an programs is required. Previous experience in a
 

ovelopment-relatea or sponsoreo library/ocumentation center is preferred.
 

Inicumbent snoulo also liave 
ability to work and prouuce successfully under 

pressure of ueaolines, and to interact readily and positively with USAID
 

statr, anu otrier government ana non-government officials ana personnel at all 

itVtlS.
 

D. Supervisory and Work Controls
 

Incumuent works unoer the general supervision of the Program Officers, 

L'1/b/H, ano closely wit, trie heaos of the varijus USAID/P offices. Incumbent 

is respnsible for inoepenuent planning and professional juogments in carrying 

out assigned outies ano responsibilities. 

The incumuent nust also possess the needed skills ano capabilities to
 

supervise the work of a Librarian/Cataloguer and a Library Assistant.
 

Lraiteo: 3boutti, 1l/21/b3 
hevieweu ano Approveo: EO:WWnite 

OD/PE: Fiavis 
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MEMORANDUM
 

TO: Lee White
 

FROM: Janet Kubalak
 

SUBJ: Classification scheme for the AID Missions
 

DATE: August 23, 1983
 

lI've done some 
comparisons of the AID-Modified AGRIS
 
Classification scheme and the new 
 thesaurus; the two are
 
incompatible. The population sections in each scheme are 
the
 
most similar which is why Susan was able 
to modify the AGRIS
 
to match the thesaurus without too much trouble. the
What

incompdtibility means is that the conversion to 
the 	thesaurus
 
structure is not going to be 
a simple, straightforward task.
 

David Batty's recommendation is that I develop a skel
etal notation/classification scheme for the thesaurus, and that
 
this be sent to the AID Missions. He suggested solving the
 
problem of multiple listings of a descriptor by selecting a
 
primary location for it, for example, AGRICULTURAL RESEARCH,

which occurs in both the AGRICULTURE and RESEARCH facets, would

be given a primary location in AGRICULTURE. We will choose
 
primary locations based on the level of concreteness ("agricul
ture" is a more concrete concept than "research") and on use
fulness to AID.
 

Assigning notation before the thesaurus 
is complete is
 
a risky business. Recommended practice in thesaurus construc
tion is to disregard, in effect, the issue of notation until the
 
work is completed.
 

Should changes occur in the thesaurus over the next
 
several months (and they will) it could effect the classifica
tion scheme used at the missions. On the other hand, creating

this skeletal notation should be less trouble 
than trying to
 
convert AGRIS codes later on.
 

I can develop a skeletal notation scheme for the the
saurus in two weeks.
 

cc: 	Jim Booth-

David Batty
 

Attac hments
 
p 



Problem: 	 The missions want to catalog-and organize their
 
collections immediately.
 

o 	Dewey doesn't work well with such a specialized
 
collection. AID-Modified AGRIS works better
 

o 	We had hoped to use thesaurus notation for the 
shelf arrangement - but the thesaurus isn't 
completed yet. I am not 100% sure that MINISIS 
will handle the notation the way I want 'it to.
 

Possible Solutions:
 

1. Go ahead and use the Modified AGRIS codes and then
 
change them when the thesaurus notation is completed,
 

1.1 	How will the change take place? Will the
 
missions be online when the conversion be
comes necessary?
 

1.2 The AGRIS codes are totally incompatible with
 
the new thesaurus structure, i.e., the facets
 
don't have the same order at any level, AGRIS
 
has only nine major categories while the
 
thesaurus has 19, the facets don't have the
 
same 	components, etc.
 

2. Use the Modified AGRIS codes and don't change them
 
when the thesaurus notation is completed.
 

2.1 	 Use a conversion table
 
2.2 	 DIC will be using Dewey, the missions will
 

be using Modified AGRIS, and the thesaurus
 
will have yet a third notational system.
 
2.2.1 	 Does it matter? What will the real use
 

of the shelf arrangement be?
 

3. Tell the missions to wait a little longer.
 
3.1 	 They are tired of waiting. If they do wait it
 

has to be for a short period of time, and they

have to have an exact date for the completion
 
of the scheme.
 

4. Reorganize the AGRIS codes so they more accurately
 
reflect the structure of the thesaurus.
 

4.1 	 It will take an extremely large amount of re
organization to match AGRIS and the thesaurus.
 

4.2-	 If we do this then we have yet another nota
tional system in effect. One set of AGRIS
 
codes will not look anything like another.
 



Instead of being AGRIS or Modified AGRIS, it
 
will be a sort of "dimmy notation" created
 
to hold a place for the new notation.
 

5. Assign notation to the thesaurus as it stands now.
 
Send the notation to the AID Missions to use as
 
a classification scheme for shelf arrangement.
 

5.1 	 The thesaurus can and will change, which will
 
change 	 the notation. 
5.1.1 	 These changes will probably be less
 

trouble than converting AGRIS codes.
 
5.2 	 The polyhierarchy in the thesaurus means that
 

a descriptor can have more than one broader
 
term. We must have some method whereby the
 
cataloger knows which notation to choose.
 
5.2.1 	 We can develop guidelines, such as


"choose the more concrete of the loca
tions."
 

5.2.2 	 We can draw up a classification scheme
 
based on the thesaurus notation, but
 
-showing 	descriptors only in their pri
mary locations.
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MAJOR SECTIONS IN THE AID THESAURUS 9/6/83
 

1. 	Agriculture - livestock, land 
use, 	agricultural economics, 

irrigation, crops, pest control 

fertilizers, etc.
 

2. 	Communications - information 

sciences, communications tech-

nology, data processing, mass 

media, etc. 


3. 	Culture - art, religion, music, 


etc. 


4. 	Economics - trade, finar.ce, 

economic systems, banking, etc. 

5. 	Education - teacher education, 


educational facilities, educa
tional equipment, teaching
 
methods, students, training, 

participant education programs. 


6. 	Energy - fuels, electrification,
 
power plants, etc.
 

7. 	Food and Nutrition - foods, 

nutrltional deficiencies, diets,
 
maternal/child nutrition, etc.
 

d. 	Government and Law - political 

systems, public administration,
 
law, etc.
 

9. 	Health & Safety - health person-

nel, health education, diseases, 

medical research, health care,
 
sanitation, etc.
 

10. 	 Humnn Settlements - human envi
ronment, housing, urban/regional 
areas, etc. 

11. 	 Industry & Technology - indus

trial economics, types of in
dustries, industrial products,
 
plant location, engineering,
 
industrial processes, etc.
 

12. 	 Labor - employment, manpower,
 

working conditions, occupations,
 
etc.
 

13. 	 Management - organizations,
 
management operations, business
 
administration, development
 
administration, etc.
 

14. 	 Natural Resources & the Envirorr
ment - conservation, pollution,
 
resource management, natural
 
disasters, etc.
 

15. 	 Population & Demography - socie)
 

groups, family planning, demo
graphic data, etc.
 

16. 	 Sciences - physics, chemistry,
 

earth sciences, biology,
 
research, etc.
 

17. 	 Sociology & Psychology - anthro
pology, sociology, psychology,
 
social structure, human behav
ior, etc.
 

18. 	 Transportation - motor vehicles, 
roads, vaterways, freight travs - * 

portation, etc.
 

http:finar.ce


UNCLASSIFIED W i 4 -, STATF 337e61 

,ACT: AID-6 INFO: LCM C*PU/E
 

VZCFC 'LOP42 
 LOC: 10 455

RE FUEP'1L 
 27 NOV 93 1548

EF FUHC 07T161 '!-1547 
 CN: 36566
Z,' UUUUU ZZH CERG: AID
 
R 26362;)Z NOV E z DIST: AID
 
' SECSTATF 'ASHDC
 

TO AM.E'IASSY MANILA 6660<------------------------

IT
 
UNCLAS STATE 337061
 

AIDAC FOR JIM FOOTH
 

1.0. 12256: N/A
 
TAGS:
 
3UEJFCT: USAIr/PHILIPPINES LIBRARY.
 

FFS: MANILA 2979; STATF 329525.
 

1. PD PRFOJECT DOCUMFNTATION LIST NOT POlTCFED. VAN BPUNT OD
 
ADVISFD YOU AVE PD LIST OF PPC/E-DIU RETAINFD PROJFCT 
 E

tOCUMENTS FCF USAIE/PHILIPPINES PROJFCTS. 
 PLEASE ADVISE PE

.LF PD LISTS !OR ADDITIONAL USAID MISSION PROJECTS 

REQUIRED, E.G. PD LIST FOR 

-

ALL AISA 'UPIAU PROJECTS FROM
.rIS SYSTEM. EC__. 

2. GUIrFLINFS FOR DOCUMENTS RETAINFD BY PPC/E-DIU FOR C-1 
AID INSTITUTIONAL MEMORY FOLLOWS: 
(4) CORE DOCUMENTS
 
IOR AID DEVELOPM'ENT ASSISTANCE PROGRAMS 4ND PROJECTS C' 
PREPARED PY AID DIRECT-HIRE AND CONTRACT STAFF: FFASI-
 TR _
 
EILITY STUDIES, PIDS, PROJECT DESIGN DOCUMFNTS (PPOJFCT co 
PAPER, GRANT PROPOSAL, PAAD, OR OTHFR SUBSTITUTE 
DOCUr'ENT WFICR EETAILS PROJECT DESIGN SUCH AS 
COOPERATIVE, OR'IL
 
GRANT OR LOAN AGREEMFNT), PROGRAM DOCUMENTS (CDSS,
 

HCUSINI' GUARANTY, PL420, COMMODITY ItPORT, FTC.), PROJECT 
 c
 
EVALUATION REPORTS (ALL PES, INCLUDING ROUTINE, MID-TERM, 
 IG/ . 
IMPACT, IN-DEPTH, FINAL, FTC. 
WITH SUPPORTING CONTRACTOR .

PREPARED REPORTS), PROJECT AUDIT REPORTS, AND PROJECT 
 z ID
COMPLETION REPORTS (INCLUDFS FINAL REPORTS PREPARED BY
 
AID, AID CON-TRACTOR, OR PROJECT Ir PLMNTATING ORGANIZA
7ION); (F) AID-SUPPOPTFD OR AID-FUNRED TECH'NICAL AND
 

FSFARCH STUDIES, FINAL REPORTS, CONFvRENC" PROCEEDINGS,
CONFEFENCE PAPERS, NEWSLETTERS, AND 2THER PUBLICATIONS
 
PRFPARED UNDER AID PROJECT,-CONTRACT OR GRANT FUNDING OP
 
FY RESEARCD AND DEVELOPMENT INSTITUTIONS RPCFIVING
 
SUPSTANTIAL GRANT SUPPORT FROM AIr, 
E.G. IPRI; (C) OTHER
 
AID-GENERATED OR AID-FUNDED DOCUMENTS OR REPORTS WHICH
 
CONTAIN SIGNIFICANT PROGRAM OR 
PROJECT DFVPIOPMENT
 
ACCOMPLISHMENTS, STRATEGIFS, METBODOLOGIES 
(INCLUDING

IVAIUATICN METH.), AND EVALUATIVE OR "LFSSONS LEARNED-

I'NFORrATION INCI.UDING PROGRESS, ANNUAL, TRIP AND END-OF-
TOUR REPORTS, CALFS, MEMORANDA, SFCTOR ANALYSIS AND
4FCTOR STUDY REPORTS. PLEASE ADVISE IF FURTHER GUIDANCE
 
RFQUIFED.
 

.RFPORT TO IAY OUT lONGER TERM PLAN FOR DFVELOPMENT INFOR



MATION MANAGEMENT IN MISSION AND ACTTONS NPEDFD TO
 
IMPLEMENT IT SHOULD BE FORWARDED NEXT WEEK. 
 DAM
 
BT

#706I
 

NNNN
 

UNCLASS IFI ED 
 STATE 337061
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Exhibit ( 

Field Display Table
 

The following table lists each field in the DIC. database and
 
gives major zharacteristics. Starting positon refers to actual
 
location in the computer record; this positioning is evident when
 
viewing a record in Display. Ail fields are character fields
 
rather than numeric eventhough some value7 contain numerals.
 
Length is number of spaces each field occupies on the record no
 
matter how much room the'actual value takes up. Number of occui
rences indicates the maximum number of values each field can have
 
in any one record. The keyed fields are those ;hich are indexed,
 

FIELD NAME STARTING TYPE OF LENGTH NUMBER KEYED?
 
(Abbrev.) POSITION FIELu OCCUR.
 

DT--Date on file I C: 6 1 No
 
AI,-- IDW Doc. No. 7 C 8 1 No
 
DF--Format 15 C 2 1 No
 
ID--Doc, ID 17 C 8 1 Yes
 
SU--:ubject 25 C 4 1 Yes
 
OC--Secondary 29 C 4 1 Ho
 
CC--Country Code 33 C 4 1 Yes
 
LA--Language 37 C 8 1 No
 
T1--Titlel 45 C 67 1 No
 
T2--Title2 112 C 67 1 No
 
T3--Title3 179 C 67 1 NU
 
NU--kuthor s1-7) 295 C 67 7 No
 
YR--Year 1032 C 2 1 No
 
P--Pagin 1034 C 6 1 No
 
Ni--Notesl 1040 C 67 f No
 
N2--Notes2 1107 C 67 I No
 
N3--Notes3 1174 C 67 1 No
 
KY--Keyword (1-121) 1375 C 25 12 No
 
C--Contract 1875 C 19 1 Mo
 
CT--Contract Type 1896 C I 1 No
 
HR--RDA Issue 1897 C 7 1 No
 
9T--Bibtpe 1904 C 2 1 No
 
J--Project Number 1906 C 45 1 No
 
RS--Record Status 1951 C I 1 No
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Creating Subsets by Field Selection
 

Another optionl for creating manageable subsets is to select
 
only major fields from the database, and then truncate them
 
to a shorter length. Another option is to take only the
 
first occurrence of a repeating field, such as author.
 

Table IV-3 illustrates a correspondence between the DOCUMENT
 
fields selected for the Cairo project and the downloading

experiment for the IB11/PC (Exhibit IV-3).
 

TABLE IV-3
 

CAIRO DOCUMENTS DATA BASE
 

Cairo Warng VS System (Inquire) IBM/PC Equivalent (Minisis) 

Field Name Mnemonic Length Mnemonic Length 
Document 

Date entered DT 6 DIN 10 D610 

Docid AW 8 ID 14 AOOO 

Agris subject SU 4 AG 4 D131 

Language LA 8" LA 25 B540 

Title T1,T2,T3 201 TI 375 B230 

Author AU 469 AU 60 •*B210 

Year YR 2 YR 7 B630 

Pagination P 6 P 40 B641 

Notes N1,N2,N3 201 NOTE 240 B820 

Keywords KY 300 KEYS .700 C210 

Contract No. C 19 CONT 21 D060 

ARDA Issue AR 7 ARDA 10 D500 

•Bibtype BT 2 BT 2 D010 

Project No. J 45 PROJ 9 D100 

*Repeating field
 

A-4
 


