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The Center for
Development Information and Evaluation

The Center for Development Information and Evaluation (CDIE) was established within
the U.S. Agency for International Development (A.L.D.) in 1983. Two of the primary goals of
CDIE are to capture and provide access to A.ID.’s documented experience in international
economic development assistance, and to support the Agency’s needs for other information
relevant to the social and economic development process.

CDIE, through its Development Information Division, (CDIE/DI), provides information
resources and services to A.LD. personnel, contractors, and host country counterparts,
whether in Washington D.C. or in the field. Information services are provided through a
variety of channels, including the Research and Reference Services, the A.LLD. Library, the
A.LD. Document and Information Handling Facility, the Economic and Social Data Service,
and through the U.S. Department of Agriculture’s Technical Inquiry Service. CDIE/DI also
works to strengthen the information services in the Agency’s overseas Missions, so that infor-
mation needs can be met locally and quickly whenever possible. This manual was developed
as one further means of assisting these Mission information centers.

Any comments on this manual may be addressed to:

Center for Development Information and Evaluation
PPC/CDIE/DI

Room 209, SA-18

Washington, D.C. 20523-1802

USA

Telephone: (703) 875-4904

Other helpful telephone numbers:

CDIE/Development Information: (703) 875-4805
A.LD. Library Reference Desk: (703) 875-4818
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ABS Annual Budget Submission
AFR Bureau for Africa (A.LD.)
AGRIS Agricultural Information Service (FAO)
A.LD. Agency for International Development
AlLD/W Agency for International Development’s main office in Washington, D.C.
APO Army Post Office
ARDA A.LD. Research and Development Abstracts
C
CDIE Center for Development Information and Evaluation
CDSS Country Development Strategy Statement
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CY Calendar Year
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D
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E
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EXO Executive Office (USAID)
F
FAO Food and Agricultural Organization (UN)
FPO Fleet Post Office
FVA Bureau for Food for Peace and Voluntary Assistance (A.LD.)
FY Fiscal Year



GPO
GSO
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JAO

L

LAC
LOC

M

M/SER/IRM Bureau for Management, Directorate for Program and Management Services,

MODEM

N

NEA
NGO
NTIS

OECD

PAAD
PAR
PC

Government Printing Office
Government Services Office

International Communications System
Inter-library Loan

Indefinite Quantity Contract
International Standards Organization

Joint Administrative Organization; Joint Administrative
Operation

Bureau for Latin America and the Caribbean (ALD.)
Library of Congress (Overseas Division)

Information Resources Management (A.LD.)
Modulation-demodulation device for computer transmission
of data

Near Eastern and South Asian Affairs (State)
Nongovernmental Organization
National Technical Information Service

Organization for Economic Development and Cooperation

Project Assistance Approval Document
Project Appraisal Report
Personal Computer
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PES
PID
PIL
PP
PPC
PVO

REDSO
ROCAP
R&RS

SDI
S&T

TDY
TIP

UPS

UN
UNDP
UNESCO

USAID
USDA

USIA
USIS

VCR

WHO

Peace Corps Volunteer

Project Evaluation Summary

Project Identification Document

Project Implementation Letter

Project Paper

Bureau for Program and Policy Coordination
Private Voluntary Organization

Regional Economic Development Services Office (A.I.D.)
Regional Office for Central American Programs (A.LD.)
Research and Reference Services

Selective Dissemination of Information
Bureau for Science and Technology (A.LD.)

Temporary Duty
Tailored Information Package

Uninterruptible Power Supply

United Nations

United Nations Development Program

United Nations Educational, Scientific, and Cultural
Organization

United States Agency for International Development
(Overseas Mission)

United States Department of Agriculture

United States Information Agency (Washington, D.C.)
United States Information Service (Overseas)

Video Cassette Recorder

World Health Organization
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Glossary

A

Accession number - The number assigned to each book or item as it is received by a library
or information center. Accession numbers can be continuously numbered or a coded system
can be utilized.

Acquisitions - The process of acquiring materials for a collection. Materials can be ob-
tained by purchase, as gifts, or through the exchange of publications with other institutions.

A.LD. Thesaurus - A tool for the indexing and retrieval of technical and project document
information processed by CDIE and A.LLD. The Thesaurus contains a list of approved index-
ing terms or descriptors relating to various subjects on international development.

Annual Budget Submission (ABS) - The ABS marks the substantive beginning of a new
budget cycle, and is the basis for A.LLD.’s submission to the Office of Management and
Budget (OMB) and A.LD.’s later presentation to the U.S. Congress (called a Congressional
Presentation or "CP"). The ABS provides the fiscal data and revised cost estimates for the
initial decision on funding levels for the operational year.

Authority file - A record of the proper form of names, subjects, or series used in a catalog.
The purpose of an authority file is to keep entries uniform.

B
Byte (computer) - A single character of information. .

C

Calendar year (CY) - A period of time conventionally accepted as marking the beginning
and ending of a numbered year, usually January 1st to December 31st in the Gregorian calen-
dar.

Call number - The alphanumeric notation used to identify and locate a cataloged item. It
consists of a subject classification code and a supplementary identification code which unique-
ly identifies each item in the same class.

Catalog - A listing of library materials contained in a collection, a library, or a group of
libraries, usually arranged in an alphanumeric sequence. Usually contains a description of
each item, its subject content, and location.



Catalog, on-line - A catalog which is maintained and searched directly on a computer sys-
tem.

Cataloging, descriptive - The cataloging process concerned with capturing the basic bibliog-
raphic information about a work, such as author, title, publisher, and date of publication.

Cataloging, subject - The cataloging process concerned with describing the subject content
of a work using several subject keywords. Subject cataloging facilitates the location of items
of interest in the catalog. (See Classification scheme).

Checkout cards - A file of 3 inch x S inch cards on which is recorded information on items
borrowed from a collection including, user’s name, the item borrowed, and the date the item
is due.

Checkout log (Logout book) - A circulation system which tracks the use of materials
through the recording of the name of the user, item loaned, length of loan, and date due.
(See checkout cards.)

Chronological files - Files which contain records of transactions, often pertalmng to acquisi-
tions or correspondence, kept in order by date.

Circulation system - The process by which a library or information center maintains records
on the loan of materials held in its collection. The circulation procedure usually includes use
of a checkout card (or log) where information about the borrower, the length of the loan, any
provisions regarding the return of materials, and any penalties for failure to return materials
is recorded.

Claim(s), to claim - An action taken to secure an ordered but unreceived book or peri-
odical.

Classification - The process of assigning a single, primary subject code to a work to group it
on the shelf with other works of the same subject. Classification facilitates the act of brows-
ing to locate items of interest.

Classification scheme - A standardized list of subjects and corresponding codes used in ar-
ranging information resources on shelves.

Clipping - A service provided by library or information center staff whereby newspaper or
journal articles on a specific field of interest are cut or photocopied from the source docu-
ment and kept in a vertical file for access by users.

Collection (selection) - See Acquisitions above.
Congressional Presentation (CP) - An annual work plan in descriptive format supple-

mented by financial data presented by A.LD. to the U.S. Congress. (See Annual Budget Sub-
mission above.)
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Country Development Strategy Statement (CDSS) - The CDSS summarizes (in about 50
pages) the host country’s social and economic development status, progress and constraints to
development, the host country’s development plan and resources, and the USAID Mission’s
overall and sectoral assistance strategy within the framework of concurrent
A.LD./Washington policy and guidelines. A CDSS is prepared annually by the USAID Mis-
sion.

Current awareness - Services by which a library or information center keeps its users up-to-
date in their field of interest. These include Clipping, Routing, and Table of Contents ser-
vices.

D

Deposit account - An account established by sending money to a book jobber, NTIS, or the
Government Printing Office (GPO), prior to submitting orders for publications. Payment for
the item(s) is automatically deducted from the balance of the account when items are or-
dered. See also Jobber, book.

Development information - Information, originating from national and international or-
ganizations, concerned with the processes of socioeconomic development in less developed
countries.

Development Information System (DIS) - The computerized database maintained in
A.LD./Washington by PPC/CDIE/DI. It contains documents relating to A.I.D.-funded
projects since 1974 including design and evaluation documents and contractor-produced
reports.

Direct-hire - A person employed by the Agency for International Development (A.L.D.)
under the auspices of the U.S. Government.

E
Ephemera - Something which is of interest or value for only a short period of time.

F

Feasibility studies - Preliminary studies undertaken to assess the need for a project in a
given sector of development.

Field (computer) - An area reserved in a computer record for a specific piece of informa-
tion, e.g. author or title.

Field delimiters - The symbols or characters used to indicate when a field ends and another
begins.



Fiscal year (FY) - The financial year of the U.S. Government which covers the 12 calendar
months from October 1st of a given year through September 30th of the following year. The
fiscal year is designated by the calendar year in which it ends (Example: FY88).

Floppy disk (Flexible disk; diskette) - A plastic disk coated with magnetic material specifi-
cally designed as a computer storage medium which is small, lightweight, and portable.

Foreign service national (FSN) - A citizen of the host country hired by an A.L.D. Mission
whose terms of employment depend on the Mission’s agreement with the host country govern-
ment.

Free text searching - Searching any part of a computer record.
H

Hardware (computer) - The physical equipment of a computer such as the keyboard,
monitor, printer, disk drive, etc.

Hard disk (Fixed disk) - A rigid form of a floppy disk; a computer data storage medium
which is not removable, is less resistant to damage, and has a greater storage capacity (usually
10, 20, 30, or 40 megabytes), than a floppy disk.

Hard copy - See Printout.
I

IBM-compatible - A microcomputer system not manufactured by IBM but which functions
as an IBM PC system and uses IBM PC software.

IBM Emulation - The method by which a Wang personal computer imitates the operations
of an IBM personal computer.

Indefinite quantity contract (IQC) - A contract that allows for the purchase of supplies and
services initiated through a series of delivery orders, each of which do not exceed a period of
120 days. The overall contract specifies a guaranteed minimum order and cumulatlve maxi-
mum dollar/quantity amount.

Index - An alphabetic or numeric listing of information, such as subject, author, or contract
number.

Institutional memory - A chronological record in multiple-media form (printed, electromc
etc.) of the activities of an organization over a given period.

International Standards Organization (ISO) - An organization which promotes the interna-
tional exchange of data through standardized formats and procedures.

s
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Inter-library loan (ILL) - A reciprocal arrangement with another library or information cen-
ter to share resources through the lending and borrowing of books or materials.

Invoice - An itemized list of goods shipped, usually specifying the price and terms of sale.

Invoice, Pro forma - An invoice which is provided in advance to prescibe form, notify terms
of sale or describe items or cost.

J

Jobber, book - A supplier, usually a wholesaler, who stocks books from many different
publishers, making it possible to secure from one source books and materials produced by
many different publishers.

Jobber, serial (subscription service) - A serials jobber handles subscriptions for journals or
serials from a variety of publishers. The jobber consolidates and directs subscriber’s orders
for serial publications to the publishers and provides billing and claim services.

K

Kardex - A card system for tracking the receipt of individual issues of journal subscriptions.

Key in - To enter information into a computer system using a keyboard.
L

Local vendors - Jobbers or dealers located in the host country who have an allocation of
hard currency (often provided through the Ministry of Finance) which they use to import
books and/or periodicals from a given country or countries. Orders placed through them are
often paid in local currency.

M

Menu (computer) - A list of operations available for selection and execution as shown on
the computer monitor (screen).

MicroDIS - A microcomputer-based software package developed by AID/PPC/CDIE to as-
sist USAID Mission information centers in managing and accessing their document-based
development information resources. :

Microfiche - A sheet of film bearing a reduced image of printed pages and providing a com-
pact means of information storage and dissemination.

Module (computer) - One component of a software system which is designed to perform a
specific function or set of functions, e.g., cataloging.



N

Non-governmental organization (NGO) - Any organization neither affiliated with nor sup-
ported by the public sector.

Non-project assistance - The transfer of resources, under A.LD. financing, for the purpose
of promoting economic development and/or political stabilization of a cooperating country by
means of short-term relief from budgetary or balance of payments constraints.

0

Online - One mode of interaction with a computer in which the computer immediately
responds to a command or query. Contrasts with a batch or delayed response mode.

P

Personal computer (PC) - A microcomputer.

Personal services contract (PSC) - A contract between A.L.D. and an individual for a
specific service for a given period of time. These contracts can be entered into at either the
Mission- or Agency-level.

Physical processing - The stamping and labelling of each item acquired by a DIC to indi-
cate that it is Mission property and to identify its shelf location.

Pouch - A special arrangement made for the regular transfer of mail between
A.LD./Washington offices and Missions.

Printout (computer) - A paper copy of all or part of a computer data base.

Private voluntary organization (PVO) - A non-profit, tax-exempt and non-governmental or-
ganization established and governed by a group of private citizens whose purpose is to engage
in voluntary, charitable, and development assistance operations overseas.

Program Assistance Approval Document (PAAD) - A document allocating funds for a given
A.LD. program.

Project Evaluation Summary (PES or ES) - A document which reviews project perfor-
mance, summarizes progress and highlights problems, action decisions, and unresolved issues.
It is prepared by the USAID Mission Evaluation Officer and USAID Project Officer in col-
laboration with the host country counterpart Project Officer.

Project Identification Document (PID) - A document which outlines (in about 15 pages)
the description, rationale, and estimated cost of a new project.
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Project Implementation Letter (PIL) - A document which provides administrative, finan-
cial, and/or technical guidance to the counterpart host country Project Manager. A PIL is
prepared by the USAID Mission at any time during project implementation when the USAID
Project Officer considers it appropriate.

Project Paper (PP) - A document which presents the rationale, a thorough analysis, plan,
schedule, cost estimate, and recommendations for a new project and provides supporting
documentation, tables, schedules, and special studies. It is prepared by the USAID Mission
in collaboration with the host country counterpart after approval of the PID by the
A.LD./Washington Regional Bureau.

Purchase order - An official document authorizing a vendor to deliver materials or equip-
ment or to perform services. Upon acceptance, the document constitutes the purchase con-
tract.

R

Reference source - Any publication from which authoritative information may be obtained.
Reference sources are not necessarily limited to reference works.

Routing - A process by which information is routinely circulated to users.
S

Sci-Mate - A series of computer programs produced by the Institute for Scientific Informa-
tion in Philadelphia, Pennsylvania and consisting of "The Manager" (a database management
package); "The Editor" (for creating bibliographies) and "The Searcher" (for computer to com-
puter telecommunications applications).

Serial - A publication, usually numbered, issued in successive parts and intended to con-
tinue indefinitely. Serials include periodicals; newspapers; annuals (reports, yearbooks, etc);
the journals, memoirs, proceedings, and transactions of societies; and numbered monographic
series.

Software (computer) - Computer programs which enable users to accomplish specific tasks.

Subject keywords (Descriptors) - Vocabulary selected from a thesaurus to describe the sub-
ject content of a book or document. '

U

User’s guide - A concise pamphlet which describes the resources and services available to
library or information center users. :



User log - A record of information requests made at a library or information center which
- includes the nature of the request and the manner in which it was presented, the user’s or-
ganizational affiliation, and the action taken in response to the request.

User services - Various types of activities conducted by a information center manager
and/or staff to meet the information needs of users including traditional activities such as cir-
culation and reference, and innovative activities such as Current Awareness and Table of Con-
tents services.

A%
Vertical file - A file used to store ephemeral materials.

W

Wang, OIS (Office Information System) - A Wang system, smaller than the Wang VS,
used primarily for word processing and departmental applications.

Wang, VS (Virtual System) - Wang minicomputer used for data base management applica-
tions and to provide a link to other computer systems.

Weeding (culling) - The process by which books and materials are reviewed and, if no
longer relevant, removed from a collection.
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The purpose of this manual is to improve
USAID Mission access to social and
economic development experience through
a successfully managed "development infor-
mation center."

What is a development information cen-
ter (or DIC)? Primarily it is a place where
books and other resources are collected
and managed, and where professional staff
are available to provide assistance in using

those and other resources. A USAID Mis- -

sion DIC plays a critical role in promoting
the systematic use of information for
designing and managing A.L.D. projects
and programs. Through the strategic use
of information, project managers and staff
can enhance their knowledge of the
development experience of A.LD., other
donors, and LDC’s, and improve their
management of Agency programs and thus
the quality and performance of A.LD’s
work.

Some USAID Missions with established
information services call their facilities
libraries or technical information centers.
We have adopted the term "development
information center" because development
is A.LD.’s business. The emphasis of a
DIC, however, is on managing and promot-
ing the use of information services in sup-
port of the development process. As that
part of a Mission through which develop-
ment information resources are provided,
the DIC also serves as a gateway to other
information not available in the Mission.

This manual draws on years of collective
experience in DIC management. It seeks
to answer questions and clarify uncertain-
ties expressed by DIC managers and staff,
who have varying professional back-
grounds, but who rarely have any formal
training in managing library or information
center operations. It is meant to offer
practical guidelines for operating a success-
ful DIC, with the caveat that no two DIC’s
are alike. The organization and operation
of DIC’s vary according to the level of Mis-
sion support, the number of experienced
staff, and the scope of DIC resources. The
objective of the manual is thus to identify
and explain a broad range of information
management tasks and services of poten-
tial applicability in any DIC. The selection
of appropriate levels and sequences of ac-
tivity must be determined by each DIC
after a careful analysis of Mission needs.

The manual is organized into three sec-
tions:

(1) managing a development information
center;

(2) managing and organizing informa-
tion resources; and

(3) providing services.

This framework, by intention, places
equal weight on each aspect. '

DIC Manual/July 1988/3



One final point should be made about
the content and purpose of this manual. It
is important to keep in mind that, while all
DIC’s have a common goal - to provide in-
formation services and resources - there
are many ways to achieve this goal. DIC
staff, particularly those with little ex-
perience in information centers or who are
isolated from contact with professional

4/Introduction

peers, are often hopeful that someone can
tell them the "right" way to do things. This
manual attempts to provide specific recom-
mendations when possible, but the reader
should remember that there are many pos-
sible solutions to problems. Make use of
the information provided, but have con-
fidence in local, common sense solutions
to problems and needs that arise.



2.0 Managing a Development Information Center

2.1 Introduction

2.2 Role of the DIC manager
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2.3 Assessing information needs
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2.1 Introduction

Managing a DIC involves a number of
different duties. The DIC manager often
is asked to be information specialist, com-
puter operator, accountant, and office
manager all at the same time. Admittedly,
performing well in each of these jobs is
not easy. However, it can be made easier
if the basic purpose of the DIC is accepted
within the Mission: to provide Mission
staff with current and reliable materials
about development issues directly pertain-
ing to the Mission’s work and to serve as a
repository for current and past project
documentation. This purpose can be ac-
complished by an active, enthusiastic DIC
manager who understands the organization-
al tasks required to maintain a well-run, ef-
ficient DIC. This section focuses, then, on
fundamental aspects of managing a DIC.

Section 2.2 (Role of the DIC manager)
provides an introduction to the tasks a
DIC manager is expected to perform in
three primary areas of responsibility;

Section 2.3 (Assessing information
needs) describes the important process of
assessing user needs, a vital step in decid-
ing what kinds of materials and services to
provide.

Section 2.4 (The DIC facility) provides
some guidelines for selecting and organiz-
ing a location for the DIC within the Mis-
sion, and lists basic equipment and furnish-
ings that will be required.

Section 2.5 (Budgeting) notes items
which may be included in a DIC budget.

Section 2.6 ( Automating DIC opera-
tions) provides a brief introduction to the
advantages (and disadvantages) of com-
puterizing DIC operations.

Finally, Section 2.7 (Recordkeeping and
communication) discusses the kinds of
records that should be kept of DIC ac-
tivities. More detailed discussions of the
policy and procedural issues introduced in
this section follow in Sections 3 and 4.

22 Role of the DIC manager

Each USAID Mission determines the
character of its information center and, as
a result, the size and functions of DIC’s
vary somewhat from Mission to Mission.
Some are large, centralized and automated
library information centers with a broad
base of A.I.D. and non-A.L.D. users; others
are small information units which coor-
dinate information retrieval and dissemina-
tion only for A.LD. staff. Most DIC’s,
though, fall somewhere in between focus-
ing on the needs of the Mission staff and
selected non-A.L.D. users.

This variation in the character of DIC’s
makes it difficult to write a "job descrip-
tion" for a typical DIC manager. An ideal
manager would be able to establish clear
acquisitions policies, computerize all DIC
resources, and introduce innovative user
services geared specifically to the various
user groups of the DIC. Unfortunately, a
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number of factors limit the kinds of tasks a
DIC manager is able to perform, including
availability of support staff, the level of
training of the staff, and even the ability
and enthusiasm of the manager.

Whatever the scope of work, a DIC
manager (and his/her supervisor) should
avoid thinking of the job as a secretarial
position. In order to perform well in the
job, a DIC manager should have (or be en-
couraged to develop) a keen sense of
professional responsibility as an informa-
tion specialist within the Mission. Being
an information specialist does not neces-
sarily mean that candidates should have
formal training in information manage-
ment; it does require, however, a willing-
ness to take an active role in meeting the
information needs of the Mission. Rather
than simply filling out order forms for staff
who request certain documents, the DIC
manager should be aware of the range of
services a DIC can provide, understand the
information requirements of users, and
work with users (rather than for them) to
find innovative ways to tailor services and
resources to their needs (see also Section
23).

With this in mind, candidates for DIC
manager should possess some of these
qualities:

o effective communication skills and
an ability to work with people on a
one-to-one basis;

e good management and organization-
al skills to handle the three main
aspects of the DIC: managing the:
DIC, organizing the resources, and
providing services;

¢ an ability to initiate activities (that
is, be a self-starter); and

8/Managing a DIiC

« a working knowledge of the host
country, and, if possible, of the host
country language.

Further, the ability of the manager to
coordinate DIC activities effectively may
be enhanced by:

¢ previous experience with A.LD. or
other development organizations;

o aworking knowledge of information
management;

o aknowledge of research methods.

2.2.1 Functions of a DIC manager

The three basic functions of a DIC
manager as shown in Exhibit 2.1 are:

e Managing the DIC - establishing of-
fice policies, submitting informal
budgets for DIC expenses, perform-
ing assessments of user needs, etc.
Additional tasks might include com-
puterizing the DIC operations, train-
ing other DIC staff, and compiling a

- local DIC manual.

e Organizing resources - inventorying
DIC and Mission holdings, estab-
lishing selection/deselection policies,
ordering and obtaining materials,
recommending and implementing a
classification scheme, etc. Money
and time permitting, these activities
could be extended to include using
jobbers for non- A.LD. acquisitions,
or computerizing the DIC catalog.

o Providing services - establishing
policies for circulation and lending,
responding to walk-in patrons, clip-



ping and routing information to Mis-
sion divisions, developing guides for
DIC users, establishing a two-way
link with CDIE, etc. Additional
tasks might include preparing bibli-
ographies for recurring key subjects,
preparing and distributing acquisi-
tions lists or a DIC newsletter, or
even synthesizing development infor-
mation and providing critical
analyses for Mission staff.

o a DIC manager to help write his/her
own job description or as a tool for
planning resources and/or services
for the DIC; or

o the supervisor of a DIC manager to
establish criteria against which the
performance of the manager can be
measured.

Again, it cannot be over emphasized that
these task lists are tentative; each Mission

S R

Specific tasks a DIC manager might per- will have to adapt them to its own situa-
form in each of the three areas are noted tion. An explanation of levels of tasks fol-
in Exhibit 2.2 below. These lists might be lows.
used by:

Minimum tasks are those tasks fun-
o the Mission’s Executive Office damental to running any DIC. These tasks
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(EXO) prior to hiring a DIC
manager to develop a formal scope
of work;

are particularly relevant to DIC’s which
are in the beginning stages of develop-
ment. The focus is on A.LD. users.

Exhibit 2.1 Functions of the DIC manager
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Minimum tasks

Managing the DIC

Establishes role within Mission

Assesses state of DIC

Clarifies user group

Prepares/submits budget

Establishes office procedures

Assesses A.LD. users

Organizes A.l.D. communications

Recommends space, snvironment, equipment
and shelving

Orders library supplies

Clarifies existing Mission policies regarding DIC

Adapts CDIE/DI manual to existing Mission
situation.

Organizing resources

Inventories Mission resources

Establishes selection/deselection policy

Recommends core Mission resources

Begins shelving resources

Gathers information on jobbers

Establishes check-in and shelving procedures for
serials .

Acquires relevant A.l.D. resources

Recommends centralized/non-centralized
collection

Disseminating information

Establishes policy for circulation/flending

Handles walk-in patrons

Directs users to resources

Answers factual reference questions

Clips and routes information

Provides orientation sessions for new users

Establishes links with A.L.D/W and local sources
for materials

Submits Mission reports to DIS

Malintains bulletin board

Intermediate tasks

Assesses selected non-A.l.D. users
Requests training for Mission computers
Trains assistant

Sets up Mission DIC manual

Considers software for automating DIC

Begins acquisition of non-A.l.D. resources
Reviews software for collection automation
Files and categorizes ephemeral material
Shelves all resources

Anticipates user needs

Gathers research materials

Provides users with access to DIC resources,
inter-iibrary loan, and local sources

Prepares bibliographies for recurring subjects

Prepares and distributes acquisitions lists

Prepares newsletter

Provides Table of Contents service and SDI

Sets up procedures for facility and equipment
use

Networks with other DIC managers

Maximum tasks Assessaes all non-A.LD. user needs Uses jobbers for ordering Anticipates TDY personnel needs
Uses automation for all DIC operations Uses computer for receiving, storing and Synthesizes information and provides critical
retrieving information analyses
Acquires special collections Orders A.l.D. documents for all users
Assists divisions within the Mission to organize Networks with local libraries and other host
development materials country sources
Exhibit 2.2 Task lists for the DIC manager
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Intermediate tasks are more specialized
and presume that minimum tasks were in-
itiated and possibly completed. These
tasks will be most relevant to existing
DIC’s. The focus includes both A.LD.
users and selected non-A.LD. users.

Maximum tasks are normally reserved
for DIC’s which are expanding their collec-
tions and services. These tasks presume

- that minimum tasks are completed and

that intermediate tasks were initiated. The
focus here will include all development-
oriented users, both A.I.D. and non-A.L.D.

2.3 Assessing information needs

Clarifying who the DIC users are, deter-
mining their general information needs,
and providing resources and services to
meet those needs are all critical aspects of
the DIC manager’s job. Part of the effec-
tiveness of a successful DIC manager is the
ability to align resources with needs. This
can be done anytime, such as when a new
DIC manager or A.LD. staff arrive in the
Mission or simply when the DIC manager
feels the Center’s resources and services
need to be realigned with the changing
needs of the users.

2.3.1 Knowing the users

The typical users of a USAID Mission
Development Information Center are:

AlD
¢ direct hire and/or contract staff;

o foreign service nationals (FSN’s)"
working for ALD.;

o contract personnel working at the
“ + Mission for an extended period
(more than 6 months);

e TDY personnel, from a regional
A.LD. office, A.1.D./Washington, or
an A.LD. contractor, working on
short-term assignment (less than 6
months);

Non-A.LD.
¢ host country government personnel;

e PVO (private voluntary organiza-
tion) staff;

« other donor personnel (World Bank,
UN, WHO, etc.);

o Peace Corps volunteers;
¢ university students; and
e virtually anyone else who is working
in the field of development in the
host country.
The DIC will have to use its resources
and services to meet the needs of this
diverse user group. For example, users

may request information in order to:

« update information on a new area
(person, country or subject);

o increase the number of alternative
sources for dealing with an informa-
tion need; ,

e conduct research;

o identify and isolate specific facts to
fill an information gap;

o confirm a given fact or opinion;
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¢ obtain a known work containing
needed information; or

¢ obtain examples or models for of-
fice, host country colleague or host
country institution use.

However, a user may also need to:

e stay current in a professional and/or
technical specialty;

¢ monitor specific ongoing issues/inter-
ests; or

¢ scan a wide range of information for
trends and shifting priorities.

2.3.2 Assessing A.LD. users’ needs

How should the DIC manager go about
conducting an "assessment" of A.LD. users’
needs?

Begin by asking Mission staff questions
about their information needs. Obviously,
the more that is known about what staff ex-
pect of the DIC, the easier it will be to
develop services to meet these needs. To
obtain this information the DIC manager
should:

1. Talk to Mission Staff (Interview).

The DIC manager should interview the
USAID Mission Director, Deputy Direc-
tor, and all Division chiefs. The assess-
ment guidesheet provided in this section
(Exhibit 2.3) can be used as an aid.
During the interview, explain the reason
for the assessment and how the informa-
tion will be used. The relationship the
DIC manager establishes during the inter-
view will be important in providing resour-
ces and services later on. If possible, the

12/Managing a DIC

DIC manager should stress a desire to
work with rather than for the Mission staff
in meeting their information needs. Also
keep in mind that getting users to be
specific about their information needs will
not be easy. Many times, the user may ex-
press interest in resources on, say,
‘economics.’ Since ‘economics’ is a broad
field, this response is not particularly help-
ful. The DIC manager should try to extract
more information: What does the user
mean by ‘economics’? Balance of pay-
ments? Agricultural economics? Trends in
the host country? As mentioned above,
the attached guidesheet will help both the
DIC manager and the Mission staff mem-
ber focus more specifically on particular in-
formation needs. Key topics that should
receive special attention during the inter-
view include:

utility: how will the information be used?

subject matter: what subjects or fields
should be covered in the information cen-
ter?

format: which format is preferred -
paper copies, microfiche, video, films, or
computer on-line access?

sources: which development information
sources would be of most use?

2. Attend staff meetings.

If possible, the DIC manager should at-
tend Mission staff meetings.- From discus-
sions and exchanges of information among
staff members, the DIC manager’s perspec-
tive will be broadened regarding A.LD.
users’ needs. In addition, staff meetings
will provide an opportunity for the DIC
manager to present updates and overviews
regarding the resources and services which
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USAID/
Guidesheet for User Assessment
Development Information Center

Name of Interviewee and Title:
Date:
General:

1. Does user know who you are and what you do? If not, provide brief (2-3 sentence) over-
view/description of the DIC.

2. Has user ever had access to the Mission DIC? Were questions answered and was the staff help-
ful? What could have been better?

3. Has user had access to materials or services from CDIE: AID Library, R&RS, AID Document and
Information Handling Facility (DIHF), Technical Inquiry Service? Results?

Specific:

4. What projects/programs will user be assigned to or be working on during time at the Mission?

5. Is there a project (bi-lateral, regional, centrally funded projects) listing available for which
user/Division currently has responsibility or in which they have an active interest? Is the Mission
documentation complete for these projects? Does user know about obtaining project information on :
microfiche through Bureaus or DIHF?

6. What type of information (technical, project experiential, AID or non-AID etc.) would be of most
use? Which format Is preferred: paper, microfiche, diskette?

7. What information sources are most frequently used: Mission files; personal files; AID/Washington
informal network; the DIC at the Mission; other donor sources?

8. What has been the best/worst overseas experience in obtalning information?

9. Are there any specific documents]]ournals/]ourna| articles the user would like to see on a regular
basis? Are there any specific references the user would use regularly if they were in the DIC?

Summary of interview:

Recurring needs:
Specific requests (Ask interviewee to fill out DIC Reference Request Form, Exhibit 4.4)

DIC Action:

Exhibit 2.3 Sample assessment guidesheet
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are available through the Development In-
formation Center and to continually inter-
act with the A.LD. staff.

3. Hold DIC orientations.

The DIC manager should try to provide
an orientation for new A.LD. staff during
their first few weeks at the Mission. Even
half an hour would be enough for the DIC
manager to provide information about cur-
rent resources and services, and, of course,
to gather information about the new user
and his information requirements and ex-
pectations. :

4. Learn about Mission priorities/ac-
tivities.

The DIC manager should try to obtain a
Mission project listing for which the Mis-
sion has direct or indirect responsibility.
This list will most likely be found in the
Mission Projects Office. If a listing is not
available at the Mission, contact CDIE/DI
and one will be prepared from the A.LD.
Development Information System (DIS).
Also, look over the Mission’s Country
Development Strategy Statement (CDSS)
if there is one and any other planning docu-
ments such as the Mission’s Annual
Budget Submission (ABS), or Congres-
sional Presentation (CP), and any Action
Plans. They will yield a perspective on cur-
rent and planned Mission project and non-
project activity. Copies of these docu-
ments should be located somewhere in the
Mission; if not, contact CDIE.

2.3.3 Assessing non-A.1.D. users’ needs

For those users outside the A.ID. com-
munity, the DIC manager may try to con-
duct an occasional "interview" when a new
user requests permission to use the

14/Managing a DIC

DIC. A more efficient method, though, is
to log daily non-A.LD. user requests. A
log is merely a listing of users with such in-
formation as how the request was initiated
(in person, on the telephone, in a letter or
other correspondence), the user’s organiza-
tional affiliation, the types of materials
which are used or checked out, the types
of service which are requested or are re-
quired on the part of the DIC manager,
and the DIC action taken. Over a period
of time the DIC manager will be able to as-
certain trends in non-A.L.D. users’ needs
and reflect this in the materials collected
and services offered.

2.3.4 Using the assessments

Once the user’s needs are identified, the
information should be synthesized and util-
ized to:

« establish a collection/selection policy
for the DIC which responds to the
needs of the users (see Section 3.2);

o determine which services are
feasible based on both time and
money limitations (see Section 4);

« monitor shifts in development
and/or Mission priorities.

2.4 The DIC facility

Like any information center, a DIC
should provide users with a pleasant en-
vironment in which to work. While it may
not be possible to control all of the factors
that affect the physical location and spatial
organization and comfort of a DIC, there
are some fundamental issues worth con-
sidering.
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2.4.1 Space, environment, and utilities

Space. There are three main considera-
tions in determining whether an available
space would be appropriate for a DIC.,
First, the room should be an area no
smaller than 18 feet x 18 feet. Second, the
windows and doors of the room should be
secured with locks to guard against theft at
night or when the DIC manager and/or
staff members are absent. Finally, the
Center must be accessible to A.LD. users
(e.g., in a centrally-located space) and non-
ALLD. users if the DIC is open for their
use (see Section 4.2 on circulation and
lending).

Environment. While it may be one of
the more difficult things to control, the
DIC’s environment will play a major role
in the proper functioning of the Center
and in the condition of the DIC materials
and equipment. Ideally, the Center should
be well-lit with both electric and natural
light. If possible, the Center should be air-
conditioned and equipped with some
means of controlling both humidity and
dust. It is also advisable to locate the DIC
away from highly congested areas of the
building or away from parts of the building
which border on busy streets in order to
minimize external noise.

Utilities. Depending on the level of
automation at the DIC, the most impor-
tant utility which will affect DIC opera-
tions is the availability and reliability of
electricity. If possible, it is best to equip
the Center with an uninterruptible power
supply (U.P.S.), especially if the DIC util-
izes a computer system for the majority of
its operations. In addition, the U.P.S. will

help to ensure that environmental controls

(e.g., air conditioning) remain stable.

2.4.2 Furnishings, equipment and supplies

After an appropriate space is selected
and secured, furnishings, equipment, and
supplies must be obtained. Ordering infor-
mation for suggested items noted on the
following pages can be obtained from
either the Executive Office in the Mission
(especially for furnishings) or from library
supply specialists such as Gaylord and
Brodart (write and ask for a free catalog).
Copies of both companies’ order forms are
attached (Exhibits 2.4-2.5), as well as a list
of companies which manufacture
microform equipment (Exhibit 2.6).

Furnishings. There are some standard
furnishings which are recommended for a
Mission DIC to create a comfortable at-
mosphere. It may be possible to request
the manufacture of some of these items by
local artisans to keep costs down.

o Shelving - at least four floor-to-ceil-
ing standing bookshelves with 12
inch shelf height.

o Tables - one or two-large tables with
chairs for users, depending on space
available.

o Desks - one to two desks for staff.

o Filing cabinets - a sufficient number
of cabinets to hold administrative
records, miscellaneous resources,
such as vertical files, and Mission
project documentation acquired by
the DIC.

o Supply cabinet.

o Bulletin board.
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EEEEEEEEEREE ORDER FORM NO. RM 86-87
The
<> Your Gaylord
Records Management
Customer Number 1 8 Box 4901, Syracuse, NY 13221-4901
Catalog Box 60659, Los Angeles, CA 50060-0859
TWX 710 545-0232
NEW CUSTOMERS—SEE REVERSE SIDE
(Please Print or Type)
Mark tor, or Attention of Company
: Company ? Attention
] - L
[ L
Street Address Address
T : T
o o
- City State Zip Code City State Zip Code
A Purchase Order No. Authorization Signature
"r’ Orders are invoiced at prices prevailing at time ot
g Date Print Name Please shipment.
R The minimum shipping and handling charge is
[} — " $4.75. Also. be sure to include applicaple state
i Amount Enclosed TittePosition and local taxes.
T \f your order is $40.00 or iess. please enclose your
o | TaxExemptno. Telephone check or money order.
N
Size. Style. " Quantity -
Catatog No. Color. Finish Description (Pkg.. Box. Ea.) Unit Price Total
Minimum Shipping &
= Amount enclosed for $ (Check or Money Order) Handling if Applicable
O Charge this order to our account.
(Applies to commercial. protessional and government otfices, institutions, libraries, schools, ' GRAND TOTAL
colieges and universities.)
[ —or—
4 3 g?:t:;h;;?oﬁ:gt":::' us. we qualify as noted above. We have listed our credit references on State & Local Taxes
¥ and Shipping & Handling
i .
# 7 visa [ l I l__| I_I ] | l J I ] I J — will be added to your invoice.
xp. Date
| O Mastercara EENE NN EEEnEEEN
;r' Exp. Date Z Pleasesenda
0| T American Express | I | J | Ll TJ_' T ‘ I [ I I | I supply of order forms.
] Exp. Date
Authorized Charge Card Signature: . Thank You!
Print Name, Please:
Terms ara net payable on receipt of invoica.
For Office Use. ’ -

Exhibit 2.4 .Gaylord order form
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- Ppurchase I:
Order Number
Who may we contact regarding your order? We will call only if we

ORDER FORM GATALOG - BRODART

EASTERN DIVISION—£.0. Box 3037 Toll Free Ordering:
1000 Memorial Avenue . ano th m: "mmm::.:* - N
Wiliamaport, Ps. 17705 Call 1-800-233-8467 ShppIng informetion.
“TERN DiVISION—1238 South Hatcher Street n Pennsyhnia call: Torma: Puyment within 30 Says of irwoice dste FOB
1-800-332-6708 Brodart of feciory.

. 1industry, Ca. 51748

Buling Address: (Piease print or type)

Delivery Address: (if diftsrent from “Bill to™)

ST

Name/Tae

Lisrary. Sehnal Corpemion. Othr Duptftion

Lisrery, Sohesl. Corpurahon. Our Inaistwngn

L]

St

Cny Suase

s Cy o 2»

| _United Parcel requires a street address, not a P.O. Box number.

have questions. Daytime
Telsphone Number
Signature/Title
INDICATE PAYMENT METHOD
DBl us. -
Minimum order $35.00
Pleass provide sdditional '
el . EREIRRENEREEER
Cang Swmbror
Charge my D Mastercard [ Visa I | | l | |
Shipping will be added to your account [ hd
e " Amount enclosed
unh: tte Col v Total  |ema oo
qugrey mz Bor | wimy | Cokr | Descpton (rovuct coou tmen | gt | g ST
Al shipping charges are extra. For shipping Information see page 513. Estimated shippl
- ordering lnfo?mauon see paga 513. Send any neceasary clsim forma. Charges. See %o‘?ﬂ
TAX EXEMPTION NUMBER

Exhibit 2.5 Brodart order form
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APDMS EOQUIPMENT LISTING

01q e 6ujBeuep/sl
>

PRODUCT [MANUFACTURER QST ] CHARACTERISTICS
NAME INFORMATION RANGE 1 360° Bifocal Overall REMARKS
(%) |Rotation| Users Dimensions

Microdesign 955 . Bell & Howell 200 -~ 300 | yes yes 18" depth Used by AFR/PD, and

857 W. State Street | 12" width ANE/PD

Harford, Wisec. 53027 | 2" height

(414) 673-3920 ll 27 1bs.

Il250 - 300 | yes No 14 3/4" depth Heavily used in Africa

Microdesign 935 Bell & Howell
: 12 1/4" width and Asia Near East

|
I
|
B ]
] | ]
| | |
| I | |
I ] | |
| | [ |
| I ] |
m 857 W. State Street | | | |
= Harford, Wisec. 53027 | | ] | 21 1/4" height | Bureaus
= (414) 673-3920 I : { { 'I 25 1bs. :
o1 w513 /[ INortiwest Microfilm 1200 - 250 | yes | yes | 16 3/4"depth | Used by ARR & ANE,
» N )A( 1600 67th Ave. North | | | | 12 width | and soley used by LAC
o P.0. Box 29037 I I I | 21 3/4" height |
= % Minneapolis, MN 55429 | | | | 22 1bs. - |
® M \% (612) 566-5950 | | | | |
P % [Telex: 29-0687 I| } ; 'l |
E.| w1 375 Northwest Microfilm 200 - 250 | No | No | 91/2depth |  Used in M
S 1600 67th Ave. North | | l | 83/4 width |
8 P.0, Box 29037 | | | | 18°1/2 height |
ad Minneagolis, MN 55429 | | | 15 1bs. |
=  1{612) 566-5950 | | | | |
= Telex: 29-0687 { Il = :
Q
Informant 11 |Northwest Microfilm 300-350 | No | No ICloged: | - Rechargable Internal
(Briefcase Portable) 1600 67th Ave. North | | I 13"  depth | Battery (1 hr life)
P.O. Box 29037 I I | 13"  width | - Removable top case for
Minneapolis, MN 55429 | | | 5 3/4" beight | wall projection.
(612) 566-5950 ] ! | |Opened: |
Telex: 29-0687 | | | | 16 1/2" depth |
| | | l | 13" width |
| | | ] | 13 7/8" beight |
| | | | | 12 1bs. I
} II { , | 14 1bs w/battery,
|
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(panupiuod) 9°2 uqIyxgy

61/8861 Ainp/lenuely Oi1a
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APDMS EQUIPMENT LISTING

B. READER/PRINTERS:

PRODUCT [MANUFACTURER QOST [ CHARACTERISTICS [ Gsa

NAME INFORMATION RANGE | Print /Toner Overall SCHEDULE REMARKS

: €3] } Process Dimensions
File Search 13554 Bell & Howell -0- ISensitized* [27" high GS 00F-85285 Model
6800 McCormick Rd. | Paper 18" wide Discontinuved
|Chicago, IL. 60645 | 31" deep 5/29/87
_ | |
| |

PC 70 Cannon U,S.A., Inc. 400 - |Plain Paper |22 1/2" high |GS 00F-91851 Used soley in
|One Canon Plaza 3,000 |Dry Toner I31 3/4" wide |Exp. 9/30/88 Financial Mant
|Lake Success, NY 11042 | | 125 7/8" deep
1-800-453-9000 } }

RP 503 IMinolta Corp. 400 - IPlain Paper |31 1/4" high |[GS OOF-91882 New model
1101 Williams Drive 000 |Dry Toner 120 7/8" wide |Exp. 9/30/88 currently used
iRansey, NJ. 07446 | 124 7/32" deep | in Financial

RP 40SE |[Minolta Corp. 500 - |Sensitized* 27" high |GS OOF-91882 | Used in the
{101 Williams Drive 000 | Paper 120" wide |[Exp. 9/30/88 | Geographic
,Ransey, NJ. 07446 {Liquid Toner }2 " deep { Bureaus
| | | |
| | ] |-
| I | |
| | I |

*Note: Sensitized paper & Liquid toner has a

shelf life limited to 18 months.




e Magazine rack(s) - to display current
issues only, or to display current is-
sues and store back issues.

¢ Microfiche storage files.

o Videotape storage unit (optional -
tapes can also be stored on shelves).

e Map storage unit.

¢ Audio cassette storage unit.

¢ Card catalog file.

o Serial card file/kardex unit.

¢ Footstool.

o Tables and chairs for equipment.

Equipment and supplies. The following

is a suggested list.of the equipment and
supplies which will help the DIC to
operate smoothly. The lists are selective
but they may help the DIC manager to an-
ticipate some of the basics needed to

operate a DIC,

Equipment
o Typewriter.

¢ Computer equipment (See Section
2.6).

¢ VCR, television monitor, and head-
phones.

Microfiche reader/printer.

Photocopier.

Supplies
o Shelf labels/holders.

20/Managing a DIC

o Book/spine pressure-sensitive labels.
¢ Date-due slips.

o Card file storage boxes.

o Date stamp.

¢ Library stamp (e.g. "Property of
USAID/____DIC").

¢ Cardboard storage boxes (for peri-
odicals, miscellaneous materials).

¢ Book supports/bookends.
¢ Checkout book.
¢ User log.

o Computer/typewriter supplies
(paper, ribbons, diskettes).

o General office supplies as needed:
(envelopes; padded mailing en-
velopes; USAID stationery; 3 inch x
5 inch index cards, file folders, etc.).

o Photocopier and microfiche paper,
printer toner and fixer.

¢ Magazine record cards/periodical
cards (monthly and annual).

2.5 Budgeting

Developing a budget which anticipates
expenses for the Development Information
Center is often part of the DIC manager’s
responsibility. If asked to provide input
for a Mission budget under which the DIC
expenses would fall, Exhibit 2.7 lists some
of the items that should be included.

Some costs are one-time only, others are
recurring, Start-up budgets for new
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centers will be different from continuing
budgets for on-going centers. Budgets will
also vary from Mission to Mission depend-
ing on the size of a DIC’s collection, the
services provided, and the financial sup-
port it receives.

2.6 Automating DIC operations

Given the speed and ease with which
computers can sort and retrieve informa-
tion, it is easy to see why some DIC’s have
chosen to computerize certain basic tasks.
Once catalog information is entered, a
computer can provide quick access to that
information in a variety of ways (e.g., by
subject, author, title, date of publication,
publication type, etc.). Computers can also
be used for certain kinds of DIC
recordkeeping (such as acquisitions and
user statistics) and to produce new acquisi-
tions lists and bibliographies directly from

the catalog. Some automation software
packages include circulation modules that
allow for computer tracking of borrowed
materials, and printing of uniform overdue
notices. It is even possible to use a local
DIC computer to store and search subsets
of A.LD. document citations from
A.LD./Washington’s Development Infor-
mation System (DIS). Computers can sig-
nificantly increase DIC capabilities and ef-
ficiency.

- Automation may not be appropriate for
every DIC, however. For those DIC’s with
small collections, which are supported by
part-time and/or temporary staff, the time
and effort required for training and conver-
sion from manual to automated systems
may be better spent in providing services.
Use of a computer in a DIC also places ad-
ditional demands on the Mission computer
support staff, who will usually be needed
to assist in installation and maintenance,

One -time costs

Staffing
o Initial training

Materials

o Library references (initial purchase of
Books in Print, Ulrich’s Periodicals
Directory, globe, dictionary, en-

cyclopedia)

Furnishings
e Magazine stand, shelving, etc.
o Desks, chairs, computer tables

Equipment
o Microform equipment, computers, etc.
o Photocopier, VCR, typewriter

Recurring costs

Staffing
e Salaries
o Continual training
e Travel

Materials

o Rent or office space (if separate
from Mission

Books, catalogs, reference materials
Serials subscriptions

Reproduction

Mailing

Supplies

Exhibit 2.7 Sample one-time and recurring items in a DIC budget
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problem solving, and basic training in the
use of computers. In some Missions there
may be technical problems (such as an in-
adequate power supply) that preclude com-
puter use in the DIC. And in some cases
there is simply not enough money to
finance the equipment.

For those DIC’s weighing the pros and
cons of automation, some factors that can
help clarify the automation requirements,
along with descriptions of three software
packages currently used in DIC’s, are dis-
cussed briefly below.

2.6.1 Preliminary considerations

Obviously, automating the DIC is not a
one-person decision. Once the manager
decides to explore the potential for
automation, one of the first things to do is
identify key persons within the Mission
who have experience which can help the
manager evaluate requirements for
automation. These may include the Mis-
sion officer responsible for the DIC, in-
dividual Program/Project officers, the com-
puter staff, and even the Mission Director.
The following issues should be discussed
with these key individuals: (1) DIC require-
ments; (2) expectations and needs of the
Mission staff; (3) training; (4) time; and
(5) money. These topics are discussed in
more detail in the following paragraphs (as-
sociated questions are highlighted in Ex-
hibit 2.8).

DIC requirements. How can DIC
operations and user services be improved
through computerization? If the DIC has
a small, well-organized collection, and an
up-to-date card catalog, computerization
may not be needed. On the other hand, if
the collection is large, if it needs to be
reorganized (reclassified), or if it is ex-
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pected to grow significantly, a computer
and the improved recordkeeping and ac-
cess to the subject content of the collec-
tion it offers could be warranted. There is
no set size a collection must reach before
automation becomes an option. What is
more important to consider are DIC and
Mission needs, and the benefits an-
ticipated from automation.

From the point of view of the Mission

staff, one of the most obvious benefits of

automation is an improved ability to find
information in the DIC collection.

Expectations and needs of the Mission
staff. One advantage of automation is an
online catalog. Unlike a paper copy
catalog, it is possible to search an online
catalog directly on the computer, several
search criteria can be specified at the same
time (e.g., two related subjects), and
results are displayed quickly. An online
catalog greatly speeds Mission user sear-
ches and improves accessibility to resour-
ces (assuming that the catalog is up-to-

Six questions to ask before deciding
to automate:

1. Is there staff time (to learn the system
_and to convert existing records)?

2. Is there staff interest?

3. s there Mission support (e.g.,
technical, financial, political)?

4. Can a Wang workstation or PC be
dedicated to library use during hours
needed?

5. Is there sufficient power supply?

6. s the collection anticipated to grow?

Exhibit 2.8 Automation questions
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date). On the other hand, it can also make
Mission staff dependent on DIC staff to as-
sist with searches, or intimidate users who
prefer the familiar paper-based (i.e., card
or print-out) catalogs organized by author,
title, and/or subject. User preference can
be an important factor in deciding whether
to automate and what type of system to
select.

Training. In almost every case the DIC
manager will have to spend a significant
amount of time learning how to use the
automated system. How much time this
will take depends on the manager’s
familiarity with computers and on the com-
plexity of the system chosen. It is impor-
tant to know that any plan for automation
should take into account (1) learning how
to use the computer itself and (2) training
in the library system software selected.
Another factor to consider is the source of
the training. All three systems in use at
DIC’s (Wang, Sci-Mate, and MicroDIS)
can be self taught, although help from the
local computer staff and externally-
provided training can speed the learning
process. Can local computer staff provide
training support in equipment use and
maintenance procedures? Will other train-
ing support be needed (e.g., on-site, in the
region, or in A.I.D./Washington)?

Time. In addition to the time spent in
training, automation usually involves an ex-
tended start-up time during which new
cataloging guidelines and other DIC proce-
dures are developed, and DIC files and
catalog information are converted into
some machine-readable form. If existing
records on catalog cards need to be keyed
in to the computer, and if only one subject
heading (or keyword) is currently assigned,
then the DIC may need to allow about 15-
20 minutes per item for identification of
additional keywords and entry of the entire

record. For a collection of 500 documents,
assuming that ten hours are devoted to this
each week, the whole process will take at
least 4 months. Sometimes the manager
will decide that the collection should be
weeded or reorganized (reclassified)
during the conversion process, which takes
more time. Time will also be needed for
equipment maintenance and troubleshoot-
ing.

Money. If the DIC chooses a system that
runs on the Wang OIS or VS, arrange-
ments will need to be made to share use of
the Mission’s minicomputer system. Other-
wise, automation most likely will involve
purchase of the necessary equipment
(usually a personal computer with a hard
disk and a printer), maintenance agree-
ment, and, possibly, software. While it is
possible for a DIC to share a personal com-
puter with another Mission office, the DIC
must have uninterrupted use of the equip-
ment during its hours of operation. A per-
sonal computer (PC) dedicated to the DIC
is preferable to a minicomputer system.

2.6.2 Software options

Several automation software packages
are currently in use in DIC’s (see Exhibit
2.9). As the following descriptions indicate,
each system offers slightly different
capabilities, requires varying levels of train-
ing and support from Mission computer
staff, uses different equipment, and entails
slightly different costs.

Wang Word Processing runs on any
standard OIS or VS system. It supports
entry of a simple catalog record and uses
Wang field delimiters and sort capability
to produce paper copy catalogs and acquisi-
tions lists organized by author, title, or
major subject. The system does not adapt
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well to online searching, however. Of the ran on a Wang PC in native mode, but this
three options, this approach requires the is no longer supported). Sci-Mate has the
least amount of staff training and time to advantage of allowing online searching of
implement. - any part of the catalog record (free text
Sci-Mate Manager is a commercial pack- searching). It requires an initial invest-
age produced by the Institute for Scientific ment of time, however, to define the
Information in Philadelphia, PA ($295). catalog database and report formats, and
The latest release (2.1) runs on the IBM has only a limited capability to produce

PC or compatible equipment, or on a
Wang PC with IBM emulation (version 2.0

Hardware requirements
Wang OIS or VS X
Wang PC w/ IBM emulation Tx X
IBM PC or compatible X X

Software cost
Purchase x
Free to DIC's X b

Functions
Cataloging X X
Online searching X
Paper copy catalog X
Circulation
Acquisitions tracking
Statistical reporting
Acquisitions lists/bibliographies X X

x x

X x X X

Catalog database
Locally defined, variable length fields
Pre-defined, fixed length fields X

x
x

Support services available from CDIE/DI
Training (at cost)
Technical support _ X
Transfer of DIS records
Conversion from another system x

x
xX X x X

Technical support
Required locally X X ) X

Maximum catalog capacity
10,000 records : b x*
Limited to maximum file size X
of 32 million characters

*Note: MicroDIS can exceed the 10,000 record limit by operating it on 80286 or 80386 class microcomputers.

Exhibit 2.9 DIC software packages
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sorted paper copy catalogs. Production of
bibliographies requires an additional
module (Sci-Mate Editor, $195).

MicroDIS is a library automation
software package developed by CDIE, and
is available free-of-charge to A.I.D. Mis-
sions, offices, and projects, and to as-
sociated host country institutions.
MicroDIS runs on IBM PC compatible
equipment (including Wang PC’s with
IBM emulation); a hard disk and 512K of
memory are required. Separate modules
within MicroDIS support cataloging, on-
line searching (by author, title, subject,
type of document, call number, and date
ranges), circulation control, statistical
reporting, acquisitions tracking, and
several online textual reference files. All
options are menu driven and data entry
screens are pre-formatted. Acquisitions
lists and bibliographies are easily
produced. MicroDIS is not recommended
for users wanting paper-copy catalogs of
over 500 records, and users with over 1,000
records should have a tape back-up unit.

CDIE in Washington can provide more
information about any of these systems,
and can also provide technical assistance
in evaluating DIC automation needs and in
selecting a system.

Naturally, any final decision on whether
to automate and which system to select
will depend on the specific situations of in-
dividual Missions and their DIC’s that can-
not be anticipated here. One thing can be
said with certainty, however: the most fun-
damental requirement of any automation
project is a clear understanding of what a
DIC hopes to accomplish. Regardless of
whether the objectives of automation are
modest (e.g., to improve maintenance of a
paper copy catalog) or complex, they form

the basis for all other decisions, and for a
successful transition to improved DIC
capabilities.

2.7 Recordkeeping and communications

It is up to the DIC manager to keep a
record of written communications directly
affecting activities of the DIC. The term
"communications” here refers to memoran-
da, letters, cables, request forms and ac-
quisition-related materials such as pur-
chase orders, requests for check issuance,
etc. Organizing these communications logi-
cally will provide a means of dealing with
the large amounts of paperwork on a daily
basis and will provide the written record so
often needed for reference. Most Mission
DIC’s are autonomous offices; that is, they
function on their own regarding office ac-
tivities. They may be part of one division
within the Mission, but all records, orders
and communications directly related to the
DIC are kept at the Center. Therefore,
the suggestions below presume that most
records and communications related to
DIC activities are maintained by the DIC
manager.

2.7.1 Chronological files

Chronological files are k