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- P R E F A C E -

The suggest ions for the duties of an Orches tral Librarian 

are wr it ten for the sole purpose of aiding other librarians in 

a written form to overcome some of the obstacl es in the profes s ­

ion . My successor was chose n at a last minute crisis when the 

manager had severa l years to make a choice a nd t o h a ve him work 

with me for a six month period instead of two week s . During my 

t e nure I h a v e received many pho ne calls from b udding libraria n s 

requesting help . I coul d only converse and a n s wer their ques­

tions and send the m copies of some forms . I hope that this ex ~ 

tra effort in written form will present some aid t o others in 

the industry . 

·rhe many times when I spoke to other 1 ibrarians abou t mu­

tial p r oblems , their replies were very cour teous a nd very hel p­

ful to me . I hope that my answers to their questions 1~ere al so 

in good ordet· . 

Albert P . Steger 
Librarian Re-tired 
Detroit Sympho ny Orchestra 
September 20 , 1982 

llCTE : The letters , c ards and reproduced forms herein a~e pre­

se n ted as a guide and may be free ly used by the librarians as a 

format for their use . \-:hen using the " Guest Conductors" l etter 

of t he Cleveland Orchestra , o ne should c ontact Rona ld Whi t aker, 

the libraria n of that organi~a tion . 

@ 1983 Albert P . Stege r 

Albert p. Steger 
J une 20 , 1983 
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Lcl'·r c:H Of ;\GRI:: E!1EN1' 

\/he n ·I s t a rted my tenure as librari a n, the forme r l ibr<H- i a n, 

Arthur Luc k , brie f ed me cin what was r eGuired and tha t my ma in 

duties were to t he conductor and the manager . The conductor 

would r e q uest a l l work relat ed t o the mus i c and i t s preparation . 

The manager mus t know what e x penditures are required a n d tha t 

the wish es of the con d uc t o r be f ul fi lle d . I was a lso tol d t o 

maint a in the libra ry . 

When I was on my own , a ll sorts of p r oblems s t a rted to de­

ve l op including t he persone l mana g e r and some music i ans in re­

lat ionship wit h work that the former l i brarian was not invol v ed . 

To h a ve a wo r k ing agreeme nt I h ad an e xte nsive i nte rvie w with 

the ma nager . He r ead i ly unders t ood t h a t s uc h a n agreemen t 

should be in l e t ter fo r m a nd that it must be poste d . Ho1~ever , 

before signing and presenting i t to me , h e allowed t he conduc t o r 

and the persone l manager r ead and presen t their views . I pre­

sented th i s ag reemen t to a ll s ucceeding ma nagers ~1ho made no 

c h a nges . I t wa s n e ver observe d 100% but i t did wor k for good 

re l a tionship . 
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DETROIT SYMPHONY~ ORCI-IESTRA 

February 2.1 , 1968 

Mr. Albert Steger, Librarian 
Detroi t Symphony Orchestra 
F ord Audito r ium 
De troit, Michigan 4 8226 

Dear Mr. Steger: 

-
Six tNt lhrling • MuJ/c Dutcror (Jnd ConduC(or 

At t his time I think it would be wise for us to put into writing the 
p 1·e v iou s verbal agreeme nts which have existed b e tween the 
management and the stafC of the library governing the functions 
of the 01·chestra library. 

As head librarian for the Orchestra, it i s understood that you will 
assume full responsibility for the workings of the library as set 
forth in the following outline, and that any deviation from t h is outlin e 
w i ll be d i scussed directly with me. 

A - T he dutie s of the librarian shall be to: 

1. Keep all the music mat edals (property of the Orchestra) 
in a good filing s ystem and keep an up-to-date catalog 
of same, 

2., See tha t a ll matel'ials a r e iri good c ondition or advise 
for replacement of sam e if necessary, 

3, With t he agreement o f the conduc tor or the manager, 
make, have made, or purchase duplicate parts. 

4, Secure on renta l music t hat has been prog r ammed and 
is controlled by one of the various publi s hing houses , 

a - When requested, he s hall seek the rental fees 
of such material. 

b - Return such mat el'ial s after u sE{ - pe r agreements 
with the publisher . 

' 
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c - If the materials are PO, he shall advi se the 
manager of the purchase price providing it is 
available . 

d - If the mus ic on rental has more than one edition, 
the librarian shall be advised by the conductor 
which one is to be se cured. 

5. Secure all supplies necessary for repairs , shipments, 
etc. with the approval of Mr. Bernat. 

6. Assemble and make available to members of the Orchestra 
all future p rograms. It is unde r s t ood t hat s ubscription 
prog r ams will be made available at least two weeks in 
advance of the concert date. I realize that it i s impossible 
to establish an exact date for availa bility of other programs 
since there is usually an overlap of materials , however, 
s uch programs will be made available as soon as th e 
material is at hand. 

7. I will see tha t you rece ive memorandum s on future 
programs as soon as they are given to me by the 
conductore eo that any JuatC.rial w1•i'-= la i ~ nul in uuc 
libra ry may be rented. 

8 . The associate libra r ian shall aid the libra r ian in the 
repair of m ate rials , general library work and work 
mainly on the bowing of string parts. 

B . - Duties with orchestra members are: 

I. 

2. 

It is agt·eed that th e library w ill be open h·om 9 : 00 AM 
until 2:00PM Monday thru Thursday, and that mu s icians 
may come dul'ing these hours to secure pat·ts . T he library 
will not be ope n during concerts ot· concert hours except 
for School Gonce rts . 

Provide forms and see that the musicians sign for parts 
on futu r e assembled programs, thus accepting fu ll 
responsibi lity. 

a - These pa•·ts are to be returned for the rehearsal s. 
b - If the parts are lost or damaged by the musician, 

the librarian shall advise Mr. Bernat of same who 
will make the necessar y adjustment costs . 

c -All parts must be retut·ned when' rcquested by the 
librarian ot· associate. 
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3 , The library staff is not authorized to make duplicate 
parts for personal use on the office machine, Musicians 
must contact eithe1· Mr. Bernat or Mr. Kaminski in this 
matter, 

4. At no time are the librarians author i zed to loan parts 
for compositions other than those assembled for the 
regular concert programs. This will only be permitted 
by a signed directive from the manager. 

5, It is understood that the principal of each string section 
is responsible for all bowing in his section, The associate 
librarian s hall assist him in ma•:king duplicate parts; 
however, when it is necessary to make minor changes on 
stage during rehearsal, all members at each desk will 
assume responsibility for making the necessary change~. 
The conductor may ask t hat changes that are more exten­
sive be made by the librarians after rehearsal. When there 
is newly purchased mate rial, the 1\.bt·ary staff will see that 
the bowings are anade and rehearsal numbers added to Lht: 

pa1·ts. 

I hope this will be helpful in serving as an outline of the functions of 
the library. I want to thank you for the smooth operation we have 
had since you assumed the duties of librarian, and look forward to 
a continued successful operation in the coming year, 

Sincerely yours, 

HH/rd 
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STORAGt:: AND f'J LilJG OF i1U5IC 

There are several consideratirn1s to think of when fileing . 

1'/e are speakfng of the actural storage on shelv es and ·a c ard or 

catalog of t hat storage . 

A filing by composer s alphabetically in the storage re­

quires a lot of extra space, but faci litates the time in check­

ing for a work , since one would not have to check a catalog . A 

numbering system requires less space and always the ne1~ 1~orlc is 

added on the end . However extra spaces are required since dupli­

C4te sets are often added and p9rts a re .consta ntly repaired . 

An Alphabetical s ystem was employed in the Detroit Collection 

when I started my tenure which I was forced to change to a 

numbering system because of the lirnited working area . 

The materials should be boxed in dust proof cont ainers which 

c an be stored eithe r by lying flat or standing upright on a side . 

The upright requires less space . The flat filing keeps the pa­

per fla t an d thus will not c u rl . 

For the storage a cross index of cards is necessary . One 

file for the composers and the other for the titles will save a 

lot of tima and always be up to date . l-Ie alco developed a coto­

log for the conductors and managers so t hat they can have the 

comple te file in their hands . We use the catalog in the library 

at least 90% for o ur seeking. I n this catalog we supplied a~ 

on the cards , the composer , title, f i l e number , instrumen tation , 

publisher and timing • . Other information like arranger , copy­

right , and incomplete is also noted . 

For dust proof containers we constructed them us:.ng old 

folios and ne1~ railroad board ma terials . The ties are made 

from shoe strings cut to 8 inches . On occasion we have used 

large envel opes but found that their life span is very limited . 

The file number , t h e title and the compose r is printed on the 

exposed edge . 
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.. - - -·-- -- - ----- ------------ - ---·----- - -------------··----, ... .. \ 
,: , / .:. Composer Ca~log Number 

Composition Duration 

Publisher 

Srore 1U Violin FlutC" Horns PC'rcuuion 

Pimo 2nd Violin Piccolo Trumpet Xylophone 

UJtslc Viula Obo< Cornet Glockenspiel 

Harp ~~~· En~lish Horn Trombone Snare Drum 

Org.an Bus Cluinct Tuba Du.s Drum 

Humonium Eb Clarinet CutC'ntt 

Hupsichord Bus Clarinet Cymbal 

Ombalo Bauoon Trian~lc 

Contra 8a uoon Timp<1ni Tambourine 

I I I I S.axophone I I I I Tam: ram 

-(.-tie 1-. le 
€om poser- Catalog Number 
L .:. . 11 F' .>~.~ 
Gomposicion- Duracion 

Publisher 

Score ht Violin FlutC" Horns l,t rcu.ui:on 

Piano 2nd Violin Pkcolo Trumpet X)·lophone 

U ltste Viola Obo< Corntt C locktnspjel 

Harp C.llo En~lish Hom Trombone Snare Drum 

OrK<J.n Bau Chrinct Tuba Bus Drum 

Harmonium Eb Cbrinet C.asttnrt 

Harpsichord Ous Clarinet Cymbal 

.. 
C.mbalo Bassoon TrianJitlt 

Contra Bauoon 'l"impani . Tambourine 

Saxophone Tam-Tam 

... 
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:;CORE f'lLING - " 

Becv use of extra scores r equ ired for recordings , assistant 

conductors and of copyrighted materia ls, an extra storage area 

is requ ired. I tried to file all of the se scores together in 

alphabetical order but found that it wa s next to impossible. 

Therefore , I filed them according to size in alphabetical 

order; ie minature , study and large scores . Ho1~ever , I insti­

tuted only one card file using 3 x 5 size d cards . 

Composer 

Tit l e 

Publisher 

?ZRUSAL SCORES 

Size 
Hiniature 
Stu~y 
Lar:?e 

I 

Often a score is sent on per usal to the conductor , who 

usually tosses it into a corne r awaiting time for observation . 

Before long the pile gro1-1s until there might be 100 separ a te 

scores in the heap . These are usual l y given to t he librarian 

to return. Sometimes the r e turn address is lost or the composer 

h as moved. \·!hen these scores are returned b e cause of f a ulty 

a ddresses , they should not be tossed a1-1a y b u t we file the m with 

our extra score~ i ncluding the inde x card . In the f uture if a 

compose r sends a request for t he return of his score , He check 

the card index . If ~~e h a ve the card , ~~e searc h for the s core . 

If found, we ship same and make a record of it in our r eturne d 

materials files . 
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DETROIT SYHPHONY ORCHES'rRA .· 

Program. __________________________________ __ Date 19 __ _ .. 
Cond uctor ________________________________ __ 

Soloist~----------~-----------------

Composer Title I nstrumentation . Timing Source Cmnf' d 

. 

•. 

I 
. I 

I 
• 

. I I 

I 

.. . .. 

! 

-, 

I· 
-- ---- ---



BUILDI NG f'ROGRANS 

This is a layout and gathering procedure . I use t he system 

as t·1r . Arthur Luck, the f ormer librarian found convenien t . Since 

we were right handed , we gathered from right to l eft. Our layout 

diaghram is 

filled folios 4 3 2 1 

The overture or 

on to no. 4. 

ial is placed 

on the filled 

In 

opening work on the program is number 1 and then 

gathering No . 1 will be on the top . The mater-

in the empty folios and then turned up-side down 

stack. l'le usually gathered the string parts in 

order first since they a lways require the greater space . This 

is of course in order 1st violin, 2nd violin , viola, cel l o and 

bass . The l'iOodwinds are usually gathered after the strings in 

normal order flutes , oboes, clarinets and bassoons . The brass 

pickup is horns, trumpets , trombones and tuba . ?or the percuss­

ion parts we have a separate folder for t he timpany a nd two 

for the others . In the lst percussion folder we include a ll the 

mallet parts and the small percussion instruments . I n the 2nd 

fnlrlAr we Include all parts requiring l arge in • trurnon t s . The 

harp and keyboard parts are gathered last. Mr . Luck gathered 

these parts first since the h a rpist was usua lly breathing down 

his neck for the p a rts . 

In breaking down the programs the reverse of the gatberin~ 

is employed. The h a rps a nd keyboa rd folders a r e emptied first , 

then the percussion, brns s , woodwinds and strings in that orcer . 

I n this c ase we work from l eft to right . 

empt~-~9~!os fill~9_!9~ios 1 2 3 4 

If the program req uired many works , a faster 

cedure can be employed . all of the fol ders can be 

the parts can be distributed l i k e a deck of cards . 

par t s will be emptied firs t and the keyboard last . 

keyboard, harp and percussion 
brass 
wood~tind 
strings 

empty ing pro­

emptied a nd 

The string 

Sorting 

di s tribution . 

is simple , grab a hand full of parts a nd start the 

Wh e n completed the materials or separate se t s 
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~1ill be in proper order and ready for fileing since the percus­

sion parts will be on the bottom and the strings on top . Often 

when a program requires from 15 to 28 different works , this pro­

cedure is quite a time saver. To some of my assistants this 

method was quite confusing l 

Many librarians file the winds on top and the strings on 

the bot ton as they appear in the score . This is your own de­

cision to make and you can make adjustme nts in the program 

building for that purpose . 

FOLIOS CR FOLDERS 

For our program folios '~e use tag and index paper stock , 

manila in color . We have ten different sets with a Roman num­

eral on the upper left corner and the instrument name on the 

upper right corner . Some orchestras use fibe r boards of various 

colors taped at the hinge. \·le have h a d special " l eather like" 

folders which proved to be too heavy and cumbersome both for 'the 

transportation , etc a nd trying to keep them on the music stands . 

Guest conductors have supplied the materials for their programs 

completely gathered and in vinyl . covers . These proved to be 

very difficul t t o handl e since they were ve r y slippery . 
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STAGE JNF'OiU•1ATI ON SHSE:'t FOR THE STAGE CRE:':I 

The library must furnish for the stage crew the instrumen­

tation that is required on the stage for seating . Therefore, 

the stage inform<~tion sheet 1~as developed , The timings for · the 

va rious works should be written into the ma r g in before the com­

poser-title. The timings of wo rks is required for the ushers 

in addition for the stage crew . 

Often a work is performed 1~here a special seating is re­

quired . This can only be secured from the conductor. It is 

advisable to take the stage manager along for a meeting with the 

conductor ~then this is discusse9. A plan should be drawn on 

paper in the conductors script , or if another person does the 

honors, it should be silently witnessed! 

t-IUSICIAN SIGN-OUr SHEETS 

A r ecord should be made of all parts presented or secured 

by the musicians . It is true that the first flutist Hill take 

t he first f l ute folio and the first tfombone ha v e the first 

trombone folio , a nd the same for all the other winds, brass and 

percussion musicians . 

musician has taken the 

However , comes the rehearsal a nd the 

part home for practice and departed from 

home in a hurry and forgot it . The first person to ~~hom the 

conductor looks is the librarian , The librarian will cho ck the 

sing-out sheet (his only protection) and abserve if the person 

has signed for the folio . If he has signed, the conductor 

should be advised . If not , just start hunting around. It will 

appear at an abscure place l·lhere the music ian placed it , or some 

other musician unknOI·tingly moved it . 



·. ·. 
~tag0 Jnformation 

Concer t ________________________ _ fJ<Jte ___________ l 9 __ _ 

-- ·- . Conductor ____________ ~------- Soloi~t ________________________ _ 

Composer and Title 

--Flutes - - Horn s Timpani _ _ Organ 

Oboes _ _ Trumpets Percussion __ Harps -- --
--Clarinets --Trombones Cel esta __ stri ngs --

Bassoon s Tuba Pian o -- - -

Composer and Title 

Flutes Horns _ _ Ti mpani __ Organ - --
Oboes _ ._Trumpets Percussion __ Harps - -
Clari nets Trombones Celesta _ _ Strings -- - -
Bassoons Tuba Piano -- -- - -

Composer -a nd Title 

Flutes Horns Tim ::.ani __ prgan -- -- -- . 
_ _ Oboes Trum;>ets - - Percussion _·_· _Harps 

- -' ~ 
Clarinets rrombones Cel esta __ Strin gs -- --
Bassoons Tuba Piano -- --

Composer and Title 

Flutes Horns Timpani -- _ _ Organ 

Oboes __ Trumpets - -Percussion __ Harps 

Clarine ts Trombones Ce l esta __ St rings -- -- --
Bassoons Tuba - - Pian o 

.. 

Composer and Title 

Flutes Horns -- __ Ti mpani __ Organ 

Oboes __ Trumpets Fercussion _ _ Harps 

Clarinets . ____:frombones _£el"es~a' · · : . __ Strings 

Bassoons Tuba Piano -- -- - -
Total Strings : __ 1st Vn . 2nd Vn . Va . Vc . __ Cb . ( Stands ) 

Remarks : __________________________________________ ___ 



I .. · . : Dt:Ti<Ol T SY!'.?HO:I'x' ORCHt;STRA 

Music Check-out List 
" .. ·, 

Folio No·--~-------------------- Date ______________________________ _ 

Concert 
------------------------~ 

Conductor ______________ ~-----------

l1usician • s Name Part l1usician•s Name 

' ' 
f 

•, 

~ 

. -

. 
" 

. 

. 
·- . . 

-

.. 

-. : 

.1 1 string musicians must take the part designated to his stand . 
' part designated to another stand , he must clear that part Hith 
· .~!:"-.&..~ ..... - -L. 1..\.- ~ L.. •-- - - !L!--

Part 

. 

I -
~ 

If he requests 
the musicians 



•. ' Music Check-out Lis t 

Fol io No . _____ __ ··- ---- - Date ________________________ _ 

Con cer t ___ ___ -_-_·--·---~-
Conductor _______________ __ 

r1us i cian • s Name Part Musician ' s Name Part 

ln. Vielin Stand. I Cell. st=d I 

-... ... .. II "' ... II 

.. ... ... III .. .. rrr . 
,. w ... 

IV 
.. "' IV 

-.. M' " v: '" "' V· 

... "' "' VI "' ... VI 
-

"' ... .. 'l-IT B~ st=d I 

no "' .... VIII "' ... II 

- ... 
0 

~ ... 
IX 

II '" III 

' 2nd Violin Stand I "' 
.. 
"' IV 

' Itt .. ... II "' .. v 

- "' ... ,. III Fbwl 

... ... .. _IV Flute1 II 

0 .. .. v F~t& III : .. 
.. .. .. v.:r Flute IV· 

.. "' .. VII 

' " ... "' VIII Oboe• I 

Viol a. St~,d I Oboe: II 
-... ... II 

. 
Oboe- III 

'" " III Ent:• Horn 

"' ... IV .. C:Urinet I 
. ... ... v Clnrinet II 

- ---.. -· 
" 

., 71 Chrinat :;: :::::: & &b 

. 
: !3nss ClPrine t 

Al l string m~sicians must take the part designated to h is stand . 
a part designated to another stand , he must clear tha t par t with 
s itting at tha~ posi tion . 

If he request : 
the musicians 



Mus ic Check-out List 
'• \ 

f'ol io No ·------------ Dntc _______ _____ __ ~---

conc ert --------------- Conduc t or ____ _ _ ___ _____ _ 

-- ·- . 
f1usician • s Name Part Musician's Name Part 

~3s.oon I Har p I 

Ba3soon II Harp II 

Ba3soon III Piano 

Co ntr a. S=oon Coles,ta. 
.. 

. 
Horn I Au• t.. i{orn I 

Ho~rn II Ass•t Horn III 

Horn I II .. . 

, Horn IV -
' • .. 

Hor~ V -
' 

Hor.ri ' . VI • ., - . -· 

. - 'tlrumpe t I . ... . "' II . 

' "' III : . 
/. 

"' IV ' 
.• 

• 
'J!)r\)m bona, I . 
"' . "' II ' ' . . 

"' III 

. -
'l\lb21 
'llmJ1an1 

. . 
PercuS'Sion I 

. . . ~ II 
. . . 

.. .. 
. .. . 

-
. s tring musicians must take the pa rt designated to h;i.s stand • . 
' art desi gnated to anothe r stand , he must clear that part with 
:ting at that positi on . 

If h e reque s t ~ 
the musicians 

·. ·. 
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F'UTUR!:: PROGR!J•lS 

The manager usually gives the librarian a list of all pro­

grams for the future season . This listing iSoften r efer to as 

the Bible since it is the authority for the securing of all 

works . The pages are usua lly s tapled into a set of covers or 

are placed in a three-ring note book . Some of the programs are 

often changed during the season . F'or this I usually place the 

date of the change just above the listing and paste it over the 

original print. One must check the programs and find ~1hat ma­

t erials are in the orchestra collection a nd a l so what must be 

purchased or rented . I developed a program sheet which also 

shows the instrumentation for each work , the timing , the source 

and the conf irmat ion dates from the publishe r s o n r e nted works . 

I keep the o riginal of this sheet for the library use only . . ~ 

T~10 duplicate copies are ma d e , one which is posted in the library !u: ·tht 
scrutiny of the musicians , a nd the other copy is giv en to the 

per sonal manager who must hi re the extra musicians whe n necessary. 

ORD::RING 

Having the works in the orchestra collection is quite simple 

since i t is usually in good r epair a nd s tage re ady . nut the 

~~ork s that must be rented c rea t es probl e ms at times . The ASCAP 

and 8!-il catalogs a re a great help but not c omplete . !·!any com­

posers are always searching for publishers Hho v:ill giv e t h em 

a better contract . This causes ma ny problems since one mus t 

write a letter o f inquiry to all publishers listing t he man ' s 

works when the work is not listed in a n y catalog. Whe n the a t­

t e mpts are futi l e , the librarian must write to t he composer . 

His address can usually be secure d from a publisher . Often a 

call to a fe lloH libra rian in a nother major or chestra will 

prov e . to be successful . 

Al l materials should be ordered as soon as the libr a ry re­

ceives the programs for the foll o1·1ing season . In De troit we 

try to order al l music for t f1 e follo1~ing •,Jinter season before 

the 15th of June . On rnany occasions the publishers possess only 

b~o se ts of parts to b e s upplied for the entire wes t e rn he mis­

phere . 'fhcre for e , we desire to have o ur order on record as 
early as possible . 



.. \ 
Ordering continued 

Often when an orchestra has in their repertoire a copy­

right 1~ork which cannot be purchased , a copy could on occas i on 

be secured on a pe r manent · loan basis by special arr.:~ngement with 

the publ i s her . 

If a work c an be purchased a nd it appears that it will be 

often performed , by al l means purchase it since there is a noth­

er cost of which to be a v1are . The hours spent by the librarians 

in dup l icating the bowing marks for the str ings and the phra s ing 

a nd nua nce c h a nges fo r the e ntire orchestra duri ng rehearsals is 

very costly. B~sides a set of parts in the collection is al­

ways s tage ready and can be distributed within the orchestra 

during the rehear sal . 

ORDERING F'ORN SHEC:T 

The first a nd second years of my tenure I wrote a separat e 

order letter for each work on the a dvise of my predecessor . He 

men tioned that there ~~as usually a s light variation on rental s 

and that was why he sent separa t e l e tt ers . However , I realized 

tha t there wms not that muc h varia tion in ord0ring And decided 

that a form letter would be sufficie~t . Realizing what the 

rental publisher , our manager , conductor and other per sons wjsh­

ed , the form letter Has perfected . The date and address fo r the 

publishe r is typed in the blank space above the body of the let­

ter . The composer a nd title follows immediately . 

The type of concert l·thether it is for a subscri ption , 

special o r children ' s performance allo1-1s the publi s her to se t 

the fee . Often the publis her has a spec ial se t of ports se t a ­

side for c ert ain soloists or condu c tors , therefore their n ames 

are important . The requirements often change due to the orch­

estration and the doubling of wind parts. The amount of s t rings 

by stands should also be designated . The pub lisher also wants 

to know in 1~hat city or ci : ies with t heir dated of performances . 

The de live ry date is usua lly one month prior to the performance 

date since rentals are on a monthly bas i s . 

The manager want s to kno w who controls the license of copy­

right ; to 1~hom the fees must be paid; a nd l·thether or not t he . 
orQaniza tion has a contract with that or those asents . 
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detroit symphony 

Cable A ddress: DETSYM 
o etro ll Symphony orc hestra Ford Audllorlum D etroll. Mich iga n 48226 (313 ) 961·0700 

Pl ease res erve on ren t al the foll owing o r chestral ma t e rials : 

Composer and Title ____________________________________________________ _ 

Type of Conce rt------------------------------------·---------------------

Conductor ______________________________ - -----------------------------

Solol~t------------------------------------------------·-----------------
Requirements __________________________________________________________ __ 

Perfor mance Dat e {s ) with c i t y----------------------·------------------

De l i ve r y Date ________________________________________________________ ___ 

Is t he work licens ed by ASCAP 1 BMI , SESAC or other? 

Rema r ks -----------------------------------------------------------------

Please send confirma tion presen ting r~ntal quo t a t ion{ s ) . 

Yo urs sincerely , 

Albert P. St e ge r( Li brarian 
De troi t Symphony Orc hes tra 
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Crdering Form Sheet Continued 

All questions and information not listed in the above c an 

be written in the Remarks . The librarian wil l need a confirma­

tion f or himself and the renta l quotes for the manager . I us­

ual l y made a copy for my files to ~~hich I attached the con firm­

a tion when rece ived . The date o f conf irmation I also marked on 

my Program Sheet . 

We keep a card file of a ll rented materia l s including per­

usal scores . This record is marked on a 3 x 5 card . On the face 

side we inscribe the compos~r , title , instrumentation , timing 

and the ori ginal publishe r . · On t he reverse s ide the dates o f . 

performance , location, rental fee , our shipping date , and the 

publ i shers acknowledge ment is marked . If the publisher has sign­

ed the receipt card , one is safe . If however , there ha s been no 

acknowledgement one must start a tracer l•lith the common carri er 

if the publisher que stions the returning of hi s materi als •. 

In ordering music we all~ays che ck this f ile before searching 

in the publishers catalogs . Th is has prove n a very valuable file 

in giving in formation tb · the managers and other librarians . 

Face side 

Composer 

'ritle 

lnstrumentati<"n 
Timing 

Publisher 

·--------1 

reverse side 

r.:-··· .. . .... -··· ---,--- t 

I 
I 

I 
I 

., _____ j~ 
Location ate 

perf . 
!~~ .:::1 

(These are typed in the 
boxed areas above.) 
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R~PAI RING OF PARTS 

Paper is an expendible item , tears , rips and loose bindings 

can often be made by use and by shipments. Simpl e tears can be 

mended by using Scotch ~lagic Transparent Tape , or by the K-Mart 

tape similiar in quali t y , or the Le Pages brand. Do not use 

scotch tape sinc.e in time the adhesive will harden and separate 

from the cellophane material - which wil l fa l l off the paper : 

The adhesive will discolor the paper and your tear wil l be ex­

posed again . 

For side and corner tears or rips caused by handling and . 

dog-earing for rapid turns on the part of the performer , a gum­

med tape can be employed . This type of tape can be purchased 

from a paper house in a bunQle which consists of 30 rolls in the 

1 inch I•Jidth or 45 rol l s in the 3/4 inch width . The gum can 
·i 

either be on theoutside or the inside of the rol l . 

When I worked for Mr . Luck , he insisted that for torn 

pages or missing corners the she et be completely framed on both 

sides using one inch tape whenever possible . This made a beau­

tiful repair job but also created probl e ms . The printed paper 

is made from cellulose materia l s which expa nd during rainy sea­

son and contract during the dry spell . The tape used for f r a m­

ing has sealing glue for the adhesive and made of paper of a 

better quality which does not expand and contract with relation 

to the materia~s of the repaired sheet . This caus es creases or 

11rinkles to be fo r med 11hich develop into hugh rips or tea rs . 

This process can even occur while the music is filed and not 

being used •• 

Also the fr a ming c ause s the paper to tear along the line 

or the edge of the tape , especially if the same width · tape ' is 

used on both sides of the sheet. He remedied this problem by 

using a one inch tape on one side and a three-quarter tape on 

the reverse side . I have found tha t by tapeing the outer and 

lo\1er edges on one side gives better service even though it 

causes a curl •.1hi l e drying . For the riped off corners , I tape 

as described and on the reverse side I biased the tape . This 

. .Permits greater expansion and contraction . 

If one has a good copying machine , only the minor tears 

11ithin the print need to be repaired and then a ne11 copy be 

made 11hich might prove more satisf actory for the musician. 



• · . 
REPAIRING OF PARTS ( Continued} 

The hinge ing o f scores .:~ n d parts often need corrections . 

The adhesive in new scores made i n a boxed form l ike the Readers 

Diges t often har dens and the cover separ ates from the pr i nted 

pages . We f ound tha t a l ight coa t i ng of Co l d Paddin g Pas t e on 

the separa t e d bindi ng a nd cov e r will b e suffic i e n t . Cold pad­

din g pas t e can be purch ased fro m a printe r s supply house . 

I n ma ny parts thro u gh use t he bind i ngs become torn a nd the 

pages or s heets a r e separ ated . \>/here the re ar e many pages , the 

cloth bindin gs offered by the Gambl e Hinge d Co . of Chicago will 

prove satisfac t ory. However this process r e qui red a lot of 

p r acti ce t o become prof icien t . Part s o f f ewer pages can be 

stripped a t t he f o l d us i ng regular cloth o r gummed paper tape . 

l·le have found t h a t se l f adhesive t apes whe n used at t he 

folded bind ing was not t h e best answer . Here the cotton o r 

v i n y l wi ll s epara t e from the adhes ive like t hat of the sco t c h 

tape , o r t he a dhe s ive wi ll harden a nd re s tric t the page tur n i ng 

i n not a llowi ng t he shee t s to l ~e fla t . 

Often s core s a nd parts were s t apl e d to ho l d the pages to­

gether . These often fa l l out or loosed . For this binding I 

find the needle a nd thread to be the most satisfactory . I 

l earned of th is idea from my Grandfat her , Andrei~ Luck , l·lho 

orchest r ated many scores a nd sewed t he hand writte n pages into 

strong covers . 



•, 

Be lcH are some illustrations of repair and b indings . 
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~ '-- \ 
~- I~ 
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(A) 
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traction 
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o f paper 
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thread . Use as many ho l es /s you ·.~ish (""' ;' e c;p:jr 

\ finish b y ty~g with 
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/.!" ~ '-" "\ ::::::::::?\ '-....-/1 KO::: 

knot~t knot ~end 
start 

· use one needle o nly 

,. 
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I NSERTS, ETC . 

At the conductors desire or will the librarian will be re­

quested to make inserts, .transpositions or duplicate parts. \'lith 

the present copy machines much of this work is simplified. The 

conductor often requests weak passages in the first violin sec­

tion to be added to the 2nd violin section. In most instances 

this can be duplicated on the present machine and ~aged into the 

binding of the second part as a flip . Sometimes it is difficult 

adding inserts , for this the entire page c a n be duplicated and 

the insert spliced into the desired area. I t is easy to add in­

serts on the top and bottom of the pages . Many times it is nec­

essa ry to draw your m·m lines for notation. Conductors a l so 

request nuance changes . \·lhi t e liquid paper comes in handy to 

blot out some of the print confusing with the change, These 

inserts and changes you will find mostly are made in the String 

and Woodwind Sections . 

Here is a chart which I 

found to be very handy in ma­

king quick changes in trans­

positions . It has many miles 

in rny billfold . 

• .t 
~ ' • ... ' '""'-, ±. ::;:, r f' . ,_• .. e ~ 

VEST POCKET' . . 
J!IAIISPOSIT!OH CHART 

'1': · .. 



•• 

PACKAGL NAKING 

Because of new pol i cies developed by the common carriers , 

t he making o f packages f or shi pments has been changed . No long ­

er is it permitted to wrap a package in strong paper and tie it 

with s tring or rope . This sor t o f a bundle interferes with the 

movements of items vi a the conveyor system used by the carriers . 

They prefer to use boxe s only fastened with eithe r a vinyl or 
fiber glass tape . 

Some pub lishers are a lready using music packed in water 

proof bags within boxes . I often have wrapped the package in 

s trong paper and inse rted same in boxes , which makes it s emi­

water proof. 

All sorts of boxes should be saved since no two packages 

are ali ke . However , we have purchased different sized boxes in 

lots of 25 with the hope t hat they will work . We also purchas­

ed 2-inch ~~ide v inyl tape from the same source . Plastic b ags 

can be employed ~lithin the box as publishers usc . The out-

of date placards of artists can also be empl oye d in packaging . 

In shipping l arge scores which have a plastic or spiral 

binding , the binding often is broken or damaged duri119 shi !JHU:!nt . 

Por protec tion of the binding , I often inserted corrigated ca r d­

board 1~ithin the pages o f the book a nd tried to equalize the 

thickness of the book with the binding . Then I would wr ap 

either corrigated cardboard or placards a r ound the entire book . 

Often 1~hcn an extra large score is supplied us ually in the 

size of 11 x 18 inches or l a r ger and the part s are printed on 

paper s heets of 11 x 14 or smaller , 1 e qua li ze the par ts into 

two packages and then place t hem s ide by side over the score. 

This gives greater protection to all part s concerned and can be 

shipped in one parcel . 

Included in the box should be the original instrument a tion 

list , , addresses o f shipper and r eceiver, and a card l o be s i gn­

ed and r eturned by t he pub li sher recognizing t he r ecei p t of 

same . 
I n Detroit we make a duplicate copy of the instrumentation 

list to which we attach the bill for shipme nt and the card of 

recognization upon receipt. This we keep un9er a yearly file . 
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Score 

Harp 
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Flute 
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DETROIT SYMPHONY ORCHESTRA 

Henry and Edsel Ford Auditorium 
20 Eost Jefferson Avenue 

Detroit, Michigan 48226 

(l>icfMe sign nml return) Date'-------------

Received from Detroit Symphony Orchestra, score and parts of 

By•-----------------------------
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CO:>T KECPING 

Beside the ordering .and securing all ma t erials for pro­

grams, the bills for such had to be checked , signed by me and 

designated for what type of concerts or series they were requir­

ed. I was also requested to present the yearly costs for each 

series of concerts , the postages and the supplies . To ~implify 

the procedure I used a l arge work sheet for the weekly use . At 

the end of the season , I worked the separate sheets for the 

different series from the work sheets . I a lso make a sheet for 

the extra postage costs for letter mai ling s and the returning 

of personal materia ls for the guest conductors. The l a rge Hork 

sheet can be a time consuming procedure. But an extra half hour 

with it e very few days s hould keep one on t op . It was decided 

that the librarian should keep these costs since he above a l l 

office persone l kn01~s Hhich series should be cha rged. 

In the \~ork sheet the copyright controller can also be noted. 

In the composer;title box ASCAP . Bl·ll , SESAC or whatever can be 

listed if one must also make such a separate yearly listing for 

the mana ger. 

PETTY CASH FUND 

Since the librarian must return al l rente d ma terials, t here 

must be a fund from which to dra\~ c ash t o pay the common carrier . 

From this fund minor supplies might a lso be purchased . I r e fer­

red to this fund as Out Going Postage . For extra large s hipments 

via a ir "1e requested the common carrier to send a bill for pay­

me nt. Some orchestras have an account with a shipper and have 

no need for such a fund. This fund is entirely up to the dis­

cre tion of the manager . 
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L ETT~R~ TO GUEST CONDUCTORS 

A l etter to the guest conductors has to be develope d be­

cause of t he havoc created by t he musicians during and after 

the appe a rance of the guest conductors . The conductors forget 

that they are using materials not o f their ownership . Wanting 

t o and making severe changes in the o r chestra parts left a great 

mess upon their depa rture . 

I h a v e spoken to librarians of other or9anizat ions a nd 

found tha t the problem is nationwide . I secure d a copy of a 

letter u sed by the Cleveland Orchestra in their r e latio nship 

with Guest Conductors a nd have followed that i dea in our plans . 

However , their let ter mentions no plans for the rehears a ls . 

That information is r equired unde r our master contract . So that 

only one letter is sent , we added the third page for the Person­

nel t1anager . 

I made tHo duplicates of t he 2nd and 3rd pages; one for my­

self to h a ve in c ase the conductor did not return a copy a nd I 

would be forced to send a follow up; a nd the othe r copy i s to be 

retained by the conduc tor for hi s pe r sonal use . \·/e have h a d ex­

cellent response on this procedure , a nd the h avoc caused by the 

workings of guest conduc tors was minimised . 
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The [I· Musical Arls 

Association 
opotoring 

THE CLEVELAND ORCHESTRA 

TO OUR CUEST CONDUCTORS: 

LORIN MAAZEL, Music Director 

Severance Halt 
Cleveland, Ohio 44106 

216/231-7300 
Ceble t dcJren : CLEVEOACH 

ALFRED M. RANKIN 
P~td4tnl 

FRANK E. JOSEPH 
ChMilmt n ol fli t l ot/4 
CLAUDE M. BLAIR 
PETER REED 
HERBERT E. STRAWBRIDGE 
RICHARD B. TULliS 
VIce Ptt t ldtntt 

MICHAEl MAXWEll 
Otltt l t l AltM.ftt 

KENNETH HAAS 
Alsls lt n l Otn t Jtl Utf!MQ t r 
t MI 8tettlt1y 

GEORGE P. CARMER 
BullhtU Mtllt/1t l t fld flt t surer 

The members of the library staff of The Cleveland Orchestra 
would like t o do everything possible to make your stay with us as plea­
sant and musically effective a s possible. In order to minimize any 
problema which may arise in the preparati on of your programs , may I 
make the following suggestions: 

1. You are welcome to use the orchestra mater i a l in The Cleveland 
Orchestra Library, but with the understanding that the various 
markings (bowings, dynamics, etc. ) will not be changed or al­
tered in any way. 

2. If this should prove to be unsatisfactory to you, kindly ~lan 
to use your own marked orchestra material if at all possible. 
This should be mailed or shipped to me to arrive at least one 
month prior t o your first r ehear sal. The material should be 
carefully mar ked as you wish it to be performed (cuts , bowings, 
articulations, doublings, dynamics, etc .) . This will greatly 
fac ilitate the preparation of your program, as many members of 
the orchestra like to study the parts before rehearsing them. 

3. We can r ent f or your use orchestral mat erial (usually marked) 
which you may edit as you desire in the course of the rehearsals . 
Should you prefer to do this, kindly notify me accordingly, in­
dicating where appropriate, the edition or version you wish to 
use. 

4. Please note your wishes on the adjacent sheet and r eturn t his 
l etter to me as soon as possible. 

RW:pg 

Yours s incerely, 

Ronald Whitaker 
Librarian 
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1. I wish to use The Cleveland Orchestra's material for the following: 

2. I will provide my own material for the following : 

3, Please rent the material for the following: 

------------------------------------------------------------------------
Program I Date 

Program II Date 

Program III Date 
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detroit ~yrnphony 

Cable Address: DETSYM 
Detroit Symphony Orchestra Ford Auditorium Detroit, Michigan 48226 (3t3) 961·0700 

TO OUR GUEST CONDUCTORS: Tele:x;; ~31~.30 

The members of the library staff of The Det~oit Symphony 
Orchestra would like to do everything possible to make your stay 
with us as pleasant and musically effective as possible. In 
order to minimize any problems lvhich may arise in the preparation 
of your programs, may I make the following suggestions: 

' 
1. You are welcome to use the orchestra material in The 

Detroit Symphony Library , but with the understanding 
that the various markings (bowings, dynamics, etc.) 
will not be changed or altered in any way. 

2• If this should prove to be unsatisfactory to you, kind­
ly plan to use your own marked orchestra materials if 
at all possible. This should be mailed or shipped to 
me to a rrive at least five weeks prior to your first 
rehearsal. The material should be carefully marked as 
you wish it to be performed (cuts, bowings, articula­
tions, doubllngs, dynamics , etc.). This will greatly 
facilitate the preparation of your program, as many mem­
bers of the orchestra like to study the parts before 
r ehearsing them. 

3. \•le can rent for your use orchestral materials (usually 
marked) which you may edit as you desire in the course 
of the rehearsals. Should you prefer to do this, kindly 
notify me accordingly, indicating where appropriate, the 
edition or version you wish to use. If you find this im­
possible·, please send your private scor e two months in 
advance of the first rehearsal so that your markings can 
be copied into the rented parts. 

4. ~lease note your wishes on the attached sheet No. 2 , on 
the attached sheet No . 3 list your order for rehearsal 
and return this letter with the attached sheets to me as 
soon as possible. 

Yours sincerely , 

• Albert P. Steger , Librarian 
Detroit Symphony Orchestra 



Conductor: ____________________ ___ Date ___________ l9 __ __ 
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Program I Date 

' Progr am I I Date . . 

Program III Date 

1. I wish to use The Detroit Symphony Orchestra ' s material for 
th~ foilowing: 

2 . I wi ll provide my own ma terial for the following : 

3 . Please rent the material for the following : 

Please indicate whe n you wi s h . doublings in the Wind Sections, or 
a reduction in the S tring Section . 



• . •, 

Conductor: _________ _ .Date 19 Page 3 - -----
The Personnel Manager must know the order you wish to follow 

for each rehearsal. Please list below the exact order you wish: 

• Rehearsal 1 

• 

Rehearsal 2 

Rehearsal 3 

Rehearsal 4 

·' 

Date Time 

Date Time 

Date Time 

Date Time 
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