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Lesson Cne

INFORMATION SOURCES

In day-to-day activities in most reference libraries, the librarian relies on
reference books which are carefully marked and segregated im a special section
of the library. How many titles the new librarian should be familiar with when
taking over a reference position? Some 1ibrarians> argue that the following
sources are necessary for reference work.

Information chain

The library generally must rely on published data——data which, by the
pnature of publishing, may be weeks, months, or even years out of date. A rongh
way of measuring usual timeliness of materials is to classify them as primary,
secondary, or tertiary:

1. Primary sources: These are original materials which have not bzen
filtered through interpretation, condensation, or, often, even evaluation by a
second partye.

2. Secondary sources: A secondary source is information about primary or
original' information which usually has been modified, selected, or rearranged
for purposes of audiences.

3+ Tertiary sources; These consist of information which is a distillation and
collection of primary and secondary sources.Twice removed from the original,
they include almost all types of the reference sources, works such as encyclope—
dias, reviews, biographical sources, fact books, and almanacs.

Whenever a reference source has become part of our experiences it requires
little thought to match a question with a probable answer form. Those forms may

be divided into two large categories: the control—access—directional type and the
source typee.

The control—-access—directional type of source

Control The bibliography serves as a control device——a kind of checklist,
it is prepared through research (finding the specific source) , identification, des-
cription, and classification.

Access Once the items are controlled, the individual items are organized for
easy access to facilitate intellectual works All the access may be subdivided as

o« 1



follows:

1. Bibliographies of reference sources and the literature of a field, .if either
a general or a subject nature.

2. The library card catalog or the catalogs of numerous libraries arranged
for easy access through a union list.

3. General systematic enumerative bibliography which includes various forms
-of bibliography.

4. Indexes and abstracts.

Direction Bibliographies serve to direct users to the sources of answers. For

their effective use, the items listed must be either in the library or available
from another library system.

Source type

Source type may be subdivided as encyclopedias, fact sources, dictionaries,
biographical sources, geographical sources.
Government documents

Government documents are official publications ordered and normally published
by the federal, state, and local government.
Unconventional reference sources

A term frequently seen in connection with reference serv}ice at the public
library level is “information and referral”, or simply “I&R”.There are: other
terms used to describe this service, such as “community information center’.
Essentially, the purpose of this special reference service is to offer the users

access to resources that will help them with health, rent, consumer, legal, and
similar problems.

New Words and Expressions

1. day-to-day XM, HH¥W, Z¥EK 9. encyclopedia n. BR&H, HHWM

2. rely on K% 10. in connection with 5%, X7
3. segregate v. Zr[JHIK 11. unconventional adj. A3 M, 4K
4. out of date ETH) PR, FEEHAM

5. tertiary adj. =IRICHR, =BEHIAY 12. timeliness n. Fif, B EIVE

6. distillation n. By, LEY, HE  13. index n. EKFI

7. almanac n. iP () , £% 14. abstract n. 3CH§

8. enumerative adj. 5%



Translation Techniques

#OE B R

—. P&

B — B R SCTE B 2 IR 0 B B B S0TE 5 AR BT XV 1 T2 0 T T 5 s R
BEs,

B NESRARKEE, RIEBUE, Y. k. BRERTHNEETE, HE
BHATEBR SRS BRI, BEELIMENEEREZ—, WEARNFHMEESRXRNY
—11%%

HEETAENZERERPHEEEBERIARMN, I THEREMS E LR
BREBRTE, HTHGRERENEEER, DAGKEMEEERERAR R B,
WA MFE MRS R T AR, ER RSO T4,

s BRI

BEEREEESUFRORE, —RUDBFEERERTRIE “EE, ER"EAF
P “RET , BAMBETEENRS. BELS0IE KR P 2R 5 % KOk,
ARETEER, B, BF. FAEREHORAR, “BE DREREERHRE—
AR R RN, BRM . A . EEAD ARG S %,

Brig @, MISESCEERINEN SiE, e, FEICH AU AR IRE
H, BHZRRE. BENIR, BRESTHE. EENRE BECHERE. 4MEA.
EHALBRER,

MRS AR R . AR, RIERRESRERE, MR R
EXR, BNUOEFNREECLARE: AERRREE, E5 HERE,

= PHEEETAEXNEERNECR

Lo P W70 S B EOR A A O LR SR AL B B R 55 O S A

2. PR EBBESEIE T AR IEFY 1B A WE

S. HELFEA SR EM Rl 5H,

4o FEBRHERET HBHP;

5. REZSERCMAEAEXRNIES;

6 HEBEARBENFELMMNINE. —FRHHITHEER

7. FEEF-ENEEIS AR,

. BEEF

To BN, REHEENEE

2. BAGHT.

1) R TAFMNAs

2 ) SrHTE AN R AT A F R &I K1 2
3) MW LTXHWEETE XL,

3. EHEMBFEY, BERIE.



Exercises

1. Answer the following questions:
1) Which sources are necessary for reference work?
2 ) What is the definition of “secondary source”?
3 ) What do tertiary sources consist of?
4 ) What is the definition of “government documents”?
5) What may all the access be subdivided into?

2. Translate the following sentences and phrases into Chinese,

1) primary sourcess secondary sources; terliary sources.

2 ) the control—access—directional type.

3) to match a question with a answer formo.

4) How many titles the new librarian should be familiar with when taking
over a reference position?

5) The library generally must rely on published data——data which,by the
nature of publishing, may be weeks, months,or even years out of date.

3. Translate the following sentences into English.
1) ZL4UER—AFHWFIKIEAR, (in connection with)
2) RTINS ERES - ELBRDEN. (be familiar with)
3) REHAFHERZERRLAMIT, (remove from)
4) R EHE, REHE, FEWHAEIA, (either--or)

4. Explain the translation procedures.



Lesson Two

IMPORTANCE OF RECORDS MANAGEMENT

The product of the office is paperwork. Although paperwork has been largely
undisciplined, uncontrollably expensive, and a constant hindrancz to the full
attainment of corporate objsctives, it is nevertheless essential. Businesses depend
on accurate records. Records have been described as extensions of the brain.’This
may be placing too much emphasis on the importence of records; nevertheless,
it has been establishad that no organization can exist without adequate records.

The need for paperwork is justified but the economic waste resulting from
the inefficjent handling of paperwork is not justified. There seems to be little
doubt that in the field of rzcords creation, records usage, records keeping, and
records retention there is a higher percentage of economic waste in relation to
total outlay then in any other functional activity of business or governmeant today.
This economic waste, reasonably estimated at hundreds of millions of dollars
annually,is inexcusable. It may be attributed to managerial inertia, devotion to the
maintenance of traditional methods, unwillingness to recognize that records manag-
ement is a separate and highly important operational function, and failure to notice
that records waste constitutes a serious reduction from the organization’s annual
profits.

Records management pzsrsonnel are now evaluating their programs and estab-
lishing goals toward the creation and management of information rather than paper.
Research has been conducted by ths federal governmsant,state governmsnts, indust—
ries, and individuals for the purpose of analyzing paperwork activities. These an-
ajyses were made for the purposes of reducing paperwork expense,improving
systems and procedures, and establishing more efficient programs.

Although electronic equipment is making great strides in the achievement of
speed and economy in paperwork or data processing in the office, it does not
appear to be cutting down on paperwork, but rather it accelerates the rate at
which paper is turned oute.

Papsrwork and paperwork costs will increase. The more automated our ind-
ustrial production,with more workeré being replaced by recording instruments,the
more records will be produced. With more technical people entering management,
more records will be needed because th: scientist manager needs a great deal of

recorded data to make decisions and formulaie policies.



Paperwork problems cannot be solved through mechanization, but rather
through an organized scientific approach. The records management program must
break through all departmsntal lines in organizations and operate as an integrate
whole rather than a departmental segment of the organization. A large portion of
today’s paperwork costs could be reduced without electronics and automation if
organizations would give as much attention to paperwork simplifications as is
devoted to the necessary reorganizing of systems prior to installation of =lectronic
equipment.

The elsctronics age offers no automatic solution. The paperwork involved in
electronic calculations in today’s transmission patterns can add to the problem
rather than simplify it unless procedures are carefully screened and developed.
Present procedures should not be adapted to machine use. The opportunities which
electronic data processing brings to records management are the opportunity to

improve the reporting process, to integrate paperwork, and to gain new recognition
for the importance of records control.

New Words and Expressions

1. hindrance n. B 6. departmental a. ¥W{TH

2. outlay v. Xft, 163 7. integrate v. fH&5&, HRBAE

3. inexcusable a. U] JFiH K 8. segment n. ¥4y

4. inertia n. PPE, FER 9. screen n. Bf, #; v. Sk, 45

5. stride v. &E3E, BEid 10. result from pi--K4&,/°4, BH T, #T

Translation Techniques

i8] $L3k HEfa 3l 1
—, Wk
Wit h AL LR LR, WE, YAREEREETICME SHEKERRR, EENGH
%iﬁllo Wjﬁu:
1) like causes produce like resultss
2) I like English more than math. ZhaRlikelAERE, & XHWARE,
3) Don’t treat me like a guest.
—. WX
MERELTXHMERER, M AR AE U R eh 51 40, 35 B U B DGR H
CokER, W XSHERAEA: ‘
1. FXEFE: TR ¥ — 30 IE T B R BN B L B N R A A S e, Bl
1) The holographic image must be viewed by iooking directly through the

film. Consequently, the size of the film limits the size.

4 EES VA EBEERIRR A EWE . B 5K 80 R T EE f A2 2 Rl



2) During the first part of his life, Watt studied weather and storm.
IRERN AR LR IMREE,
2. WX AEML, B
1) If the lift were greater the aeroplane would go higher and higher.
MBEAIK, BB CRE,
2 ) The major contributors in component technology have been in the semi-
conductors. JLHFERPREZERBEY S ETH,
3. WXHFE, M.
The bottleneck in applying these devices to library is not so much in the
cost or availability of hardware; but, instead, in the imagination and
ability of programers to provide the applications.
mMBEEXEEARTEBR, HXBERETESNYRPREMER, mMETAENA
HKRFHEAZRKERIIMESN .,
4. TR B,

1) In order to get a large amount of water power we need a large

pressure and a large current. JFEBIRMKY, RNBEHNKEMBHIK
o
2 ) Proton has a possitive charge and electron a negative charge,but netron

has neither. JRFHWIERE, HIFWHARE, BEPFRABEHEHBAN.

Exercises

1. Answer the following questions;
1) Does the use of electronic equipment offer a solution to the problem of
handling the increasing volume of records? Explain.
2) Do you agree with the viewpoint that paperwork problems cannot be
solved through mechanization? Substantiate your answer.
2. Make sentences using the following phrases':

1) result from 4) be attributed to
2 ) failure to notice 5) to make great strides in
3 ) be justified 6 ) to break through

3. Put the following into Chinese;

A large amount of reading time is wasted because the information in the
reports is repetitious,late or irrelevant. Executive reading time is more expensive
than the cost of preparation and distribution of reports. The time of an executive
earning ¥ 50,000 a year is worth approximately one dollar a minute. If he spends
five hours a day reading reports, the cost to the organization would be ¥ 300.

4. Translate the last paragraph of the text into Chinese using the diction tech-
nigue.



Lesson Three

DEVELOPMENT OF RECORDS MANAGEMENT

Because of the increase in the Volumé of records being created and retained,
the importance of paperwork management was recognized by the United States
Government after World War J . This recognition was an outgrowth of the work
of the Office Methods Division of the Navy. This Division was headed by Emmett
Leahy during World War J. Mr. Leahy was awarded a Navy Citation for
developing Records Management programs that resulted in savings of 21 million
dollars in four years. The Commission on Organization of the Executive Branch
of the Government, directed: by Herbert, with Mr. Leahy as Chairman of the
Records Management Task Force of the Commission, was organized.

Upon the recommendation of the Commission, the Congress on June 30,1949,
established the General Services Administration (Public Law 152). In 1850, by the
Federal Records Act (Public Law 754), the administrator of this agency was given
responsibility for the promotion of a program to improve the management of
government records.

In 1953, the Commission on Organization of the Executive Branch of the
Government was authorized, through the assistance of various task forces,to make
a study of the operation, organization, and policies of the government in certain
broad areas of governmental functions. In order to get a comprehensive observa-—
tion of the workings of the government paperwork, the Task Force organized
work groups to study problems common to all agencies. These groups studied 14
large agencies, individual organizational units, and smaller agencies.

The Task Force predicted the following obtainable savings as a result of
extending successful records management programs throughout the government.

Correspondence $75,000,000
Forms 50,000,000
Reports 50,000,000
Mail Operations 30,000,000
Office Files 50,000,000
Total $ 255,000,000

Included in the detailed recommendations of the Task Force were the recom—
mendations that clear_cut classifications standards be promulgated for all types of

positions involved in the programs of paperwork management and that the

L] 8 -



General Services Administration (Paperwork Management Services) serve as a
clearing house for all federal agencies for management information relating to all
aspacts of the paperwork management programo.

Part [ of the 'Task Force Report covered paperwork requived of industry and
individuals by the United States government. Cooperation of 29 industries was
obtained to work with the Task Force in setting up 328 paperwork targets. The
targets were confined to what appeared to be the most vulnerable burdens of
paperwork and reporting required of industry and of the people by the government.
Most frequently the target consisted of eliminating an unnecessary reportsreducing
the frequency of a reports reducing the number of copies of a report; simplifying
or consolidating necessary reportss and eliminating unnecessary detail, delays or
cost of reporting. Thirty—two government bureaus,offices,agencies,or commissions
coopzrated with the Task Force.

Over 15 million dollar’s worth of useless paperwork costs to companies and
government agencies have been eliminated through industry’s cooperation with the
Hoover Commission and the Task Force. The Task Force proved thatthe unwieldy
mass of papsrwork done by the nation for the government can be successfully
reduced. The savings have been calculated at $ 310,183,000 in paperwork borne
by industry and $5,091,000 in paperwork within the government.

In this report, the Task Force recommended that Congress establish a

three-member,nonsalaried commission, advisory to the president, on paperwork

required by offices and departments. It recommended, too, that Congress require
final recommendations in this commission’s last report providing for a pcrmanent
responsibility within the executive branch of the government for the control and

reduction as well as improvement of paperwork required of the nation by the
government.

The state governtments have also taken an interest in the centralized control
of records. California was the first state to enact parts of a centralized program
for records management. Legislation to provide a more complete records manage~
ment service for state agencies was introduced at the 1953 Regular Session for
and was referred to the Joint Legislative Committee on Government Reorganization
further investigation and report.

New York is often cited as the first state to enact legislation providing for a
frecords management program. Legislation was enacted in 1950 and 1951 providing
or procedure for the management of records of beth state and local governments.
The state program is administered by the Management Unit of the Division of the
Budgets The local government records program is under the direction of the
commissioner of education who has assigned the administration of this program on
the Pablic Records Section of the Division of Archives and History.



Records management in the Government began in response to the need for
system and order in the disposal of inactive records, but it has grown beyond its
original intent. In the future, increasing attention will be given to other areas of
the paperwork problem because of the great economics and imprcovements in these
areas. The nescessity for selecting and preserving records for the use of manage-
ment and for historical purpose will always been important element of every
records program.

In the business world, as in the Federal and State governments just before
and during World War [, two forces have affected growth of the specialized
field of records management. The first of these forces was the interest of archiv™
ists and historians in preserving important records. This emphasis began a quar-
ter of a century ago. Now it is believed that records of business form a part of
our cultural inheritance.

The second, and more powerful of the forces, was the impact of the growing
volume of records that aroused top management to consider the possibility of
reducing the costs of space, equipment,and personnel involved in handling records.

The newly developed force is the belief that business is an information and
idea system and records are management’s memorye.

New Words and Expressions

1. outgrowth n. ¥&ilf, ¥¥k, &F 8. advisory a. ¥, BRK

2. Task Force 5ERS 9, enact v. HE, MH
3. promulgate v. AR 10. disposal n. &, H:H
4, clear—cut a. FAEBEEN 11. inheritance n. &, BE>™

5. executive a. HTH, FWMAR 12. legislation n. 33, HEH

6. vulnerable a. HZHEW,PHEHE 13. commissioner n ¥Hh, BH

7. eliminate v. i 14. unwieldy a. ZEEH, EEHH,EHFR
& 1

Translation Techniques
i iE
BEERERL PR L ENEXRFRANIAE, BHERESCDTSHATELMER
SLH B R,
— AT ST 1L 1A
1o HFEIFE, ®WEHNE T, SHANBERRDHEEN, J5HEN> DEEREH
FIEB4y, EENDEER, LPFHFERARKIRBESRA RS, Hlm.

1) High voltage is necessary for long transmission line while low voltage

(is necassary) for safe use.

¢« 10
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WHEREETERE, MESHENERE.
2 ) Some motions appear to be very simple, others very complicated.
HEZEHFRRMR, FRIHEREUMRIR,

2. FAZER. BiF—NLRATEEZILAIIEBOEH, WRILANTEY. B
BB RN EECREE, B, NENLAEEEZRMARELLMYZEE, #
W

1) By the action of mitric and sulphuric acids on benzene, nitrobenzene is

formed.

R AMBRIER T3, £HEE,
3. WHEE. FTHREERSZEFZAMNRR, ENRALEEERINER,

1) Searchers are not only finders and recorders of information; they are
also systematizers and interpreters.
BEARNEBROEAEMCEE, MHHEEFRNASEMBERESL.

4. FFERBEH,

1) Being stable in air at ordinary temperature, mercury combines with
oxygen if heated.
BARERTKEESSPRBERN, HEME, ERERALE,

2 ) Since the weight of a body depends upon its distance from the center of
the earth, the acceleration of a freely falling body also depends upon
this distance.

BRI YANEERBR T EEFBRP.OMNERS, U e AERNINEEIRRRT
X—BEE.

. R SR SRR Y .

1. fMEAE. REWHEMBER W& L AALT RS TE,

1) When the exploration was completeds the two astronauts on the moon
would blast off in the landing craft to join the moonship once more.

ZRYET/HERER, AREWFELUFRAESARZAR LR XFTEFREDFEHTE
M. A

2 ) It has been stated that every synthetic organic chemical listed in Beils-
tein can be made in some way or other starting with methane.
T CURESEAVLLETAD PEAIHERENGRAELBEREHPRER
B :

2. WETOAEFSVE R RS R R DL RSO B B, Bl

1) The frepuency, wave length, and speed of sound are closely related.
ANREE, WRMEEF=2REIMRN,

2 ) There are seveval ways of retrieving: by author index, by subject
index, by corporate index, by source index, by other indexs.
BEMRRER:. —HEREZERT, —FHEREZERY, —HERERK
EER, —FHERERS, HEEXERT.

o 11 o
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WA R R R DA Bk — 2R R, AR CERE. am. ™,
—. EFERIGER, oA AHRE,

The molecules of gases do not only move in the three directions in spacess

they are also capable of rotating, and the atoms in the molecule may vibrate

with respect to one another.

S FRUEREER=ZAFNES, WHEEMES: 4 FPRKNETFEEHAIRES.
EXA BT, BREDS AP EEtheyEB T o

. AWERASRHARFE It RIthat,

It was in 1946 that the first computer was invented.
FE—EHETFITBEIRELIM46F RHM,

=, BWYERE, Hlm.

Different metals differ in their conductivity.

AEREBEEARKZRE,

W, AR, Hm.

Semiconductor devices are small and light.

e RBREERNERRE,

. EREER, Hlim.

This CRT has worked in succession three or four hours.
XEREBEEETA=ZNA/NMTT (B8 Tor)

X, BHEH, DEERTH, FARBRAETSANHRBRTESE, Bksantl
Bl g

A computer need for just library use may not be economically feasible.
HRENLEEBEERESF EEATITH,

+. RERSRBREE, HEEANSIESEESRBESERES 1T M &, B

S8 PR T R A A R ER RN e, Bl

Check every part carefully and then mounted in position.

HFERES AW, RELEF.
EHES, ARRAXLATLER, XHPERTRA, RERRA—FPLHELK,

R BN, RE\FEL—A, Fm:

The propelling force or thrust of a rocket may be defined as the reaction

force produced by expelling particles at high velocity through a nozzle.

1.

KA HE 7 AT L E SOk A Y HE R OB TR P A AR D

Exercises

Answer the following questions:
1) What are the Commission on Organization of the Executive Branch of

the Government anthorized to do in 19537

.12 o



