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What we plan on covering in the workshop:

Identifying User Needs
Collection Development Policies
Vendors & Orders (Firm and Standing)
Approval Plans
Gifts and Weeding

What topics would you like to include in the 
workshop?

Presenter
Presentation Notes
HollingWelcome and introductions



“Gnarly” issues in the collection development of music:

• When is it appropriate to collect older 
media formats like CDs, or vinyl?

• Should content be duplicated in physical 
format if it is available in an electronic 
subscription?  

• Purchasing the music of self-published 
composers

• Purchasing scores in .pdf format or a 
downloadable audio part needed for 
performing

• Sheet music on individual subscription 



Identifying User Needs

• Conservatory, school, or department?
• Is focus on research, education, performance, 

or some combination of these?
• If research focused, what level? 

(http://carnegieclassifications.iu.edu/classificat
ion_descriptions/basic.php) 

• In performance, is there one form or 
instrument that dominates?

Presenter
Presentation Notes
Holling1. What?User needs assessment is often thought of in direct correlation with collection assessment. In reality, we are assessing, or identifying, our patrons’ research, teaching, and learning needs. This means first finding out what your patrons are doing and what they’d like to be doing if they had the resources to support that work. After we know what our patrons need, we can look at our collections and assess whether our collections fulfill those needs in part or full. 2. When?Generally, we end up doing different pieces of patron needs and collection assessment at different rates. We’ll talk about the different methods for patron needs assessment momentarily and you’ll quickly see why there are different rates.3. Who?We want to capture the current and anticipated needs of both our existing patrons and potential patrons. But before we can even think about actual people, we also need to think at the macro-level and think about our institution.4. SlideOnce we have a broad, macro-level understanding of our institution, we can move to the micro-level of actual patron needs. To do this we can engage in both qualitative and quantitative forms of assessment.

http://carnegieclassifications.iu.edu/classification_descriptions/basic.php


Identifying User Needs
Qualitative

• Meet with faculty members (small groups, 
individually, new faculty orientation)

• User surveys
• User focus groups

Presenter
Presentation Notes
Holling1. Slide2. Qualitative MethodsIn qualitative methods, you will obviously need to be prepared with questions. In faculty meetings, also be prepared with a couple prompt questions but let them do most of the talking. New faculty orientations, Music Library Advisory Groups; student focus groups. Some prompt questions may include:What are you working on now? If you know you have good resources for that topic, ask: I’m sure we have a few good resources for that, have you found everything you need or is there an angle to your research where you wish we had more?If you know there aren’t any good resources or are unsure, ask: So what resources are you using then? How are you accessing them?What’s your position on print versus electronic? Is there ever a time you’d only want to use print? Vice versa? Why?What qualities are you looking for in an electronic resource?Any additional questions?Follow through is important! After these discussions, look at your collections. If you find something relevant to you conversation partner’s research needs, send them a line. If you discover there’s a huge gap in the collections related to that research need, start looking to fill it and offer your conversation partner some alternatives in the meantime.3. Benefits of Qualitative Methods:Builds relationships and demonstrates your sincere interest as a partner in supporting teaching, learning, research, and performance.Keeps you up to date with current needsIdentifies emerging collection needs4. Limitations of Qualitative Methods:Reflects current needs but does not anticipate future needsReveals the needs of a few, but are they the same as the silent majority?Unless you actively recruit non-library users, qualitative information will reflect needs of current patrons but not potential library patrons



Identifying User Needs
Quantitative

• Faculty publications
• Review course descriptions and syllabi
• Attend student performances 
• Review reference transactions
• Review ILL requests
• Review circulation statistics
• Review purchase requests

Presenter
Presentation Notes
Holling1. Quantitative MethodsData-driven acquisition!. What people relate in conversation may not necessarily be the same as their actions. Looking at the data also ensures you’re fulfilling the needs of your total patron population, not just the needs of a few vocal patrons.2. Slide – Potential data source:Faculty publications: specifically bibliographies in their recent publicationsReview course descriptions, syllabi, and, if you can get them, lists of student research topics. Attend student performancesReview reference transactionsReview ILL requestsReview circulation statistics: what ranges are seeing significant activity? This may be an area where keeping up with new publications may be important.Review purchase requests3. Benefits of Quantitative Methods:Some activities (such as reviewing faculty publications and attending student performances) reveal needs of current and potential patronsEnsures a broader, more inclusive picture of the needs of your current patrons.4. Limitations of Quantitative Methods:This is thankless work, i.e., you’re doing a lot of work on behalf of your constituents that they will never know about.Extremely time consuming.Will require synthesizing multiple data sets to get a complete picture (and this can be complicated).Captures past needs, only intimates current needs, and fails to anticipate future needs.5. Have any of you engaged in patron needs assessment? For what? How/Methodology? Lessons learned?6. Questions?



Collection Development Policies

• Why are they important?
• Core qualities of a good policy.
• What they should not be.

Presenter
Presentation Notes
HollingWhat are they?They are public statements that first briefly describe the key characteristics of the core target audience and then outline the broad parameters that guide collection development activity. These are largely, but not always, for internal audiences such as administrators and other librarians.2. Why are they so important?They clearly describe a library’s objectives in terms of collection development and access to information.They define a library’s priorities and needs.They promote communication between selectors and administrators.They promote communication between a library and its users.3. What are the core qualities of a good policy?Reflective of the real needs of your constituents.Reflective of the beliefs of your institution:does your institution value open access resources, does your institution promote digital resources, does your institution support resources sharing and consortial buying/borrowing, etc.Reflective off the realities of your institution:Do space limitations lead your institution to greater focus on electronic resourcesDo funding limitations impact your journal and/or database subscriptionsFlexible enough to capture the organically changing needs of your constituents.4. They should not be:Stagnant. Review your policy on a regular schedule. My reality means every three years. Your reality may suggest something else.Thrown together quickly. These require significant review, study, and reflection. For most of us that means summer project.



Collection Development Policies
University of North Texas Music Library
https://library.unt.edu/policies/music-collection-development/

Vanderbilt Anne Potter Wilson Music Library
http://www.library.vanderbilt.edu/music/coll_dev.php

Michigan State 
https://lib.msu.edu/about/collections/policy/
(https://libguides.lib.msu.edu/c.php?g=96009&p=625278)

Tulane University
http://library.tulane.edu/about/collections/policies/music

Dartmouth College
https://www.dartmouth.edu/~library/collprog/cdp/musiccdp.html

Presenter
Presentation Notes
Activity�Take 5 minutes to look at 1-2 of these policies. Think about what you like or not about them? Are they communicating their collecting goals to their primary users and administration? What type of collection development would work for your library?

https://library.unt.edu/policies/music-collection-development/
http://www.library.vanderbilt.edu/music/coll_dev.php
https://lib.msu.edu/about/collections/policy/
https://libguides.lib.msu.edu/c.php?g=96009&p=625278
http://library.tulane.edu/about/collections/policies/music
https://www.dartmouth.edu/%7Elibrary/collprog/cdp/musiccdp.html


ACTIVITY

Take 5 minutes to look at 1 of these 
policies. 

What do you like about it? What could 
be improved?

Are they communicating their 
collecting goals to their primary users 
and administration? 

What type of collection development 
policy is needed for your library? If 
your library already has one, is it 
working?



Vendors & Orders
Who are they? What are they?

Vendors for scores:
• Theodore Front
• Harrassowitz
• JW Pepper
• Hutchins & Rea

Vendors for A/V:
• ArkivMusic
• Theodore Front

International monographs:
• Harrassowitz (Europe)
• Amalivre (France)
• Casalini Libri (Italy)
• Puvill (Spain, Portugal, 

Latin America)
• ABEbooks (out-of-print)

Presenter
Presentation Notes
LauraWho are they?What is the difference in ordering from a vendor versus a publisher?  Vendors are accustomed to working with libraries as well as publishers and understand the needs of both.  Vendors can provide value-added services to libraries, such as discounts, invoicing, MARC records, and options for shelf-ready processing, as well as vendor reps. who can help meet your library’s individual needs and provide customer service support such as tracking down hard-to-find orders and following up on order requests in process.You’ll want to go to different vendors for different needs.  Each vendor has specializations and strengths that will benefit your ordering process.  For example, Theodore Front can provide music materials in all formats and they are very knowledgeable about contemporary composers, Harrassowitz provides broad coverage for European publications, ArkivMusic has a vast catalog of classical CDs and DVDs.  This is just a short list of some of the standard vendors that are often used by libraries, but you will discover many more as you explore what your needs are and which vendors can best meet them.I see a huge benefit in diversification and competition so I try to order materials from a variety of sources. That said, part of vendor selection is also closely tied to the needs of your acquisitions department and this may limit your vendor choices.2. Slide



Order Types

• Firm Orders
• Standing (or Continuation) Orders
• Approval Plans

Presenter
Presentation Notes
Laura2. Slide



Orders
Firm Orders

An order of a specific title in a specific format 
intentionally selected by a collection developer and 
placed (most often by an acquisitions member on 
behalf of the collection developer) with a specified 
vendor. 

Alt text = discretionary spending/buying
Alt text = micro-purchasing

Presenter
Presentation Notes
LauraDefinitionAlternative names



Orders
Firm Orders – Selecting

Selection Decision Factors:
• Was it requested?
• Does it fill a core area or provide an advancement of 

thought?
• Does it fulfill a current or anticipated research, 

teaching, learning, or performing need among your 
constituents?

• If you purchase a score, do you also need to purchase 
a recording?

• Cost? Is it cost prohibitive?
• Can it be acquired?

Presenter
Presentation Notes
Laura1. Slide/Selection Decision Factors:Was it requested – in some institutions with limited budgets and/or expertise, this is the only deciding factor. Any thoughts on why this might be problematic? (typically only a small subset of faculty actively make any selection decisions and typically those decision focus heavily or entirely on materials in their researcher/performance areas. This leads to an extremely unbalanced collection which can be costly to correct at a future date as faculty membership changes.)If you purchase a score, do you also need to purchase a recording? Is a recording even available?Cost? Is it cost prohibitive? What’s your price ceiling for a single item? If so, is it a candidate for year end “big ticket” spending?Scores can be harder to acquire than other formats.  Retrospective purchasing is more common than with other formats, but score vendors can often help to acquire older score imprints.  Some are only available through print-on-demand or for hire, but you can investigate availability and cost through your vendor or the publisher.  Perusal scores (scores on loan from publishers for study purposes) may be the only option available to you and your user.



Orders
Firm Orders - Selecting

New title announcements:
• Set up email/online notifications from vendors.
• Publication announcements in journals such as 

Notes (MLA) and Fontes Artis Musicae (IAML). 
• Blogs and newsletters in areas of interest to your 

users.
• Prize winners, such as Grammys, Pulitzer Prize, 

Grawemeyer Award. 
• Basic Music Library (compiled under the auspices of 

MLA) – for collection assessment and filling gaps.

Presenter
Presentation Notes
LauraSlideNotification sources are an efficient way to help you remain aware of the range of new and forthcoming publications and recordings.



Orders
Firm Orders - Selecting

Review Sources:
• Notes – all formats
• Fontes Artis Musicae – all formats
• Choice Reviews – books
• YBP - books
• Gramophone – recordings
• Fanfare – recordings
• Black Grooves – recordings 
• CD Hotlist – recordings
• Specialized journals, such as Opera News, JAMS, etc.

Presenter
Presentation Notes
LauraSlideReview sources can give you more in-depth and critical information about new publications and recordings, but unlike notifications (which usually provide just the facts) each source may represent a particular perspective or may be slanted towards areas of specialization.  Be aware of how objective (or not) a source may be and compare reviews when possible.Identify specialized journals which will provide reviews in areas of the greatest interest to your users.



Orders
Firm Orders – What it might look like

Presenter
Presentation Notes
Laura1. Before you start ordering, schedule a meeting with your acquisitions team! Talk with them about what information they need for each order and the format for submitting this information.   You’ll need to provide bibliographic and format information, publisher numbers, etc. that will ensure that your acquisitions team understands what you want to order.  2. Printed screenshot of a score order, showing important information about your order, such as the budget code, vendor, cost, whether or not the item as arrived, etc.  



Orders - A brief but related digression
Naming conventions

In music it’s not uncommon to recognize a work by 
multiple names. For example:

• Concerto no. 9 in E-flat major for piano
• Piano concerto no. 9, K. 271 in E-flat major
• Klavierkonzert nr. 9 Es-dur, KV 271
• Konzert in Es fur Klavier und Orchestra KV. 271
• Jeunehomme

Presenter
Presentation Notes
LauraMusical works can be known by a number of different names, which can make it difficult for your users (and even you!) to find them in the catalog.  The title information you have for an order or that you find on a vendor website might be represented in a wide variety of ways.  A work might be known alternately by a thematic catalog number (KV) or an opus number, in the original language or an English translation, or the work may be represented by a popular title, such as Jeunehomme, or Haydn’s Surprise Symphony.  The uniform title may be one strategy for trying to track down a work, or you might latch on to the elements least subject to variation, like the catalog number (i.e. 271 in this example) or the key, or the solo instrument—but, you still have to be careful about language variations in our very international field!



Orders - A brief but related digression
Naming conventions

Presenter
Presentation Notes
LauraAs a librarian, you might already know that there’s one consistent name for a musical work in a catalog, referred to as a preferred title  (uniform title).  What is a preferred title?  You can find the preferred title in the OCLC/Worldcat record.  It strives to establish a more authoritative version of the title for the purpose of bringing together all occurrences of the same work--it may well be different from the title as it’s represented on the title page of the publication, and is very likely to be different from the title by which the work might be popularly known.  



Orders - A brief but related digression
Vendor catalog records

Presenter
Presentation Notes
LauraHere are two different vendor records that show some of the variations in representing the information about the work, as well as the information about the edition of the score itself.  What are some of the differences? Similarities? How can you tell if these are the same score? What do these differences mean for searching for and locating materials in different online vendor catalogs? What do the differences in vendor records and variations in titles and formats mean for how you communicate with your acquisitions team? You need to make sure you have identified the crucial information about the musical work and edition you want to order as well as the format (for instance a full score versus parts, full score versus piano-vocal score) on your vendor website and that you communicate all of this clearly.



Orders
Firm Orders - Budgets

• Budgets are generally tied to the fiscal year

• How is your budget distributed among the different 
areas or formats you support?

• Manage your budget over the course of the year
• Adhere to fiscal year targets and deadlines
• Keep track of where you are in your budget 

throughout the fiscal year
• Assess spending at the end of the year

Presenter
Presentation Notes
LauraSlide 1You’ll have responsibility for one or multiple budgets that are generally tied to your institution’s fiscal year.  You are usually expected to spend your funds according to a fiscal year calendar and adhere to deadlines.Individual budgets may have limitations on how they can be spent and what subjects or formats you can purchase.  What decisions will you make about how to distribute your funds to cover all of the areas you need to cover?  What are some considerations?—faculty and curricular needs, new areas of interest, etc. What proportion will you use for scores versus CDs?  How much will you allocate for popular music?  For study scores versus performing editions?  



Orders
Firm Orders – Keeping track

• What is the total allocation for your budget this year?
• How much have you spent or encumbered at any given time?
• How much do you have left?
• Are you where you expected to be based on your calculations?

Presenter
Presentation Notes
LauraYou should keep track of where you are in your budget throughout the fiscal year. If you see a major discrepancy (generally more than $500) in your available balance, that’s when you know you need to go back through your order list and find out what might have been missed.



Orders
Firm Orders – Keeping track

Presenter
Presentation Notes
Laura1. You can keep track in a variety of ways—you might keep a spreadsheet like this or you may be able to run reports from your ILS at certain points during the year that will give you detailed information about your spending and the items that have been ordered.2. Keeping track of what you order is vitally important:It gives you a record to refer to if you have to answer questions from acquisitionsIt gives you a checklist to refer to as you ensure all of your orders were actually placedIt enables you to check on items requested by your users.It ensures you don’t over spend your budget3. Even though you can use this master purchase list to keep track of your budget, you should keep in mind that that it’s a rough guide. The prices we get at the time of purchase may be different than the prices you saw when you first identified the item. Always periodically check your budget in your acquisitions ILS module. If you see a major discrepancy (generally more than $500) in your available balance, that’s when you know you need to go back through your order list and find out what got missed.4. Any questions about firm orders?



Orders
Standing Orders and Subscriptions

An order with a vendor or publisher for a continuing resource, such as a 
journal or database subscription or an ongoing series or set.

Photo credit: Bach Archive Leipzig

Presenter
Presentation Notes
LauraYou can place standing orders for titles that  are published as part of a series.  Examples are book series (such as the MLA Basic Manual Series) or score sets (such as major composer complete works that are typically released one volume at a time)—setting up a standing order means that you’ll receive each volume automatically as they are published and be invoiced for the individual volumes as they arrive.   You might set up a subscription for a journal such as Music Library Association Notes (often an online subscription these days), or to a database—this ensures continued access and you usually pay an annual fee.

http://www.bachmuseumleipzig.de/sites/default/files/u96/NBA_1_gro%C3%9F.JPG
http://www.bachmuseumleipzig.de/en/bach-archive/research-projects-and-projects-our-library


Orders
Standing Orders—Considerations

• Efficient system for ensuring continued access to essential 
resources.

• Budgetary considerations
• Often expensive
• Discounts for subscriptions
• Financial commitment over a period of years.
• Designated budget for standing orders.

• Important to assess the needs of your users
• Database trials and user input
• May be subject to library approval and needs prioritization.
• Online resources and scholarly editions may not be available 

to your users through institutional sharing.

Presenter
Presentation Notes
LauraWith standing orders, you don’t have to worry about missing a volume or losing access.Database subscriptions are often quite expensive, as well as individual volumes of scholarly editions.Scholarly editions can sometimes be published over the course of 5, 10, 20 years.There is usually a dedicated budget for standing orders, although you may have to transfer money from your firm order budget or request special funding, so you often have to balance competing priorities.Because of the substantial financial commitment, many libraries have a process of prioritization and approval.  You may need to make a case for why this will benefit your users.Because these resources may not be available through institutional sharing, it’s even more critical to make sure you select continuing resources your users need.



Orders
Standing Orders - Selecting

Selection Decision Factors:
• Was the series requested?
• Does the series significantly contribute to 

meeting the current needs of your 
constituents?

• Does the series have the potential to 
significantly contribute to meeting the 
anticipated future needs of your constituents?

• Would it be cost prohibitive to purchase it as a 
set at a future date?

Presenter
Presentation Notes
LauraQuestions or thoughts about standing orders?



Orders
Approval Plans

Plans outlining parameters a specified vendor will 
use to select and ship materials to your library. 

Traditionally, the receiving library would review and 
“approve” the materials before accepting them, 
unwanted materials would be returned to the 
vendor. This approval phase occurs less and less, 
thus necessitating clear and thorough selection 
guidelines, regular monitoring, and periodic 
refinement of your approval plan.

Presenter
Presentation Notes
LauraUnlike firm orders, you do not perform title by title selection.  Instead, materials are selected by your vendor based on the profile you’ve developed with them.Your library will probably have a more general book plan with a vendor like Yankee Book Peddler.  You might decide to set up approval plans for scores, CDs, or DVDs.



Orders
Approval Plans- what they are

• A method to ensure the acquisition of core 
learning, teaching, research, and performance 
material

• A method to streamline the acquisitions process
• A method to direct your time, attention, and 

energy toward identifying unique yet significant 
material for your collection

Presenter
Presentation Notes
Laura



Orders
Approval Plans- what they are not

• A method to save significant amounts of time
• A method to fulfill all your collecting needs
• A method to fill in the gaps or compensate for 

your own limited knowledge

Presenter
Presentation Notes
LauraIt takes a lot of time to research, set up, monitor, and revise approval plans.Significant analysis is needed to determine what materials you want to receive in a consistent and ongoing way like this.  It should clearly support core areas and discernible user needs.You first need to understand the needs of your institution before you can craft and maintain an approval plan.  Approval plans can help address areas that are easily defined where more comprehensive coverage is needed.  You have to balance this with your continued budgetary needs for firm orders, where more individualized selection is needed.The plan needs to be monitored and reviewed on a regular basis to ensure that the vendor is providing materials that match the profile as well as meeting the budget you have set with them.  The plan should evolve to meet changing needs and to add important new/emerging composers.



Orders
Approval Plans- Services

• Discounts for both approval and firm orders
• Can set up new title announcements within 

parameters that you specify
• Experienced approval vendor and vendor rep. can 

provide knowledgeable support
• Vendor de-duplication service
• System to provide online selection and processing
• MARC records
• Shelf-ready

Presenter
Presentation Notes
LauraDoes the vendor offer discounts that extend to your firm orders as well?Experienced approval vendor and vendor rep. that can provide good support?Vendor de-duplication service to avoid duplication between your firm and approval orders?Online system to facilitate ordering and invoicing for you and your Acquisitions department?Do you need shelf-ready materials?



Orders
Approval Plans- when to use one

• When you have a thorough understanding of your 
collection and collecting needs

• When you have a clear understanding of your 
spending habits

• When you have funds to support both continued 
discretionary (i.e., firm orders) spending and an 
approval plan

Presenter
Presentation Notes
Laura



Orders
Approval Plans- setting it up

http://www.tfront.com/t-ApprovalPlansHome.aspx

Activity!

Presenter
Presentation Notes
LauraReview the parameters for approval plans with Theodore Front.  What considerations would you have for selecting approval plan parameters that best meet the needs of your institution, your users, and your collection strengths?

http://www.tfront.com/t-ApprovalPlansHome.aspx


GIFTS AND WEEDING
THE COMPLICATIONS AND BENEFITS OF ACCEPTING GIFTS

Presenter
Presentation Notes
HollingAre you able to ingest gifts? Do you have the staff time, stack space, and need?How will you limit the amount of gifts (faculty/university donations only; gift policy web page; special collections only?) Can you hold a book sale for unwanted items, what else can you do with unwanted items (Better World Books, give them to local used book/record store)?Be aware of state policies regarding gifts. 



SPECIAL THANKS TO:

Chris Durman (Univ. of Tennessee Knoxville)
Lisa Hooper (Tulane)

For sharing previous versions and contents of this collection 
development /acquisitions workshop

Please tell us how we can improve this workshop!



Additional Readings
Berndt Morris, Elizabeth. “Building a Collection in Electronic Music: Considerations and Sources.” Music 
Reference Services Quarterly 15/1 (Jan/Mar 2012): 34-40.

Luttmann, Stephen. “Selection of Music Materials,” Selecting Materials for Library Collections. Audrey 
Fenner, editor. Binghamton, NY: Haworth Information Press, 2004.

Fling, Michael. Guide to Developing a Library Music Collection. Chicago: American Library Association, 2008.

____. “Tips on Acquiring Music.” Notes: Quarterly Journal of the Music Library Association 63/2 (Dec 2006): 
279-288.

Hooper, Lisa. “And We’re Back! Experiences in Quickly Building a Robust Sound Recording Collection.” Music 
Reference Services Quarterly 15/3 (Jul 2012): 173-179.

____. “The Art of Crafting Music Score Approval Plans: An Ongoing Process.” Collection Management 41/4 
(2016): 228-235.

Maple, Amanda and Jean Morrow. Guide to Writing Collection Development Policies for Music. Music Library 
Association Technical Reports, 26. Lanham, MD: Scarecrow, for the Music Library Association, 2001.

Smith, Shelley. “Weeding Considerations for an Academic Music Library.” Music Reference Services Quarterly
15/1 (Jan 2012): 22-33.

Zager, Daniel.  “Essential Partners in Collection Development: Vendors and Music Librarians.” Notes: 
Quarterly Journal of the Music Library Association 63:3 (Mar 2007): 565-575.


	Collection Development & Acquisitions
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Gifts and Weeding
	Special Thanks To:
	Slide Number 34

