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FHreface

library science has at long last come of age,

# Il were, and has rightly been assigned its legiti-

gl place in the academic curriculum of the
Unlversities.  With the rapid developments and
Inerenring interest in the study of library -science, it
W become apparvent that there is a real need for
# briel but comprehensive treatment of the subject
A thorough grounding in the fundamentals of the
imelpline is essential for mastering the subject.
Thin hook embodies a selective collection of articles
and essays published in learned Journals,

The nrimary aim of this book is to give the
repdeor o reasonably complete understanding of the
viarlous principles and techniques involved in the
slidy of librarvy science. The book is so prepared
that il can be used as a text book for the freshers
mid mophomores working towards the Library Science
Degree and Certificate. At the same time there is
much in ils pages that will also be of absorbing
Interest. Lo the general reader and the lay public.
Therelore an  attempt has been made to present
the relevant facts in a brief compass-six chapters.
Keoping in mind the tremendous amount of ,ground
which Lhe student of to-day is expected to cover,
the work has been collated Lo form, il is hoped, a
eonbinuon: logical narreative.

A it to he expeeted, in the first chapter basic
eoncopls nre inbtroduced and carefully defined. The
five rudimentary liwws of library science axe delea-
wated in The sccond chapter. The third chaptler
denln with the svstems of, classification, their nota-
Hon, purpose and application.  The methodology of

vii
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cataloguing 1s explained in Chapter 1IV. The concepl
of ‘reference’ is presented in Chapter V. 7The pro
cedures involved in the library routine are enumeral
ed in the final chapter. Specimen card forms: and
an exhaustive glossary of techmnical terms enrich thce
book

The majority of the works without the aid of
which this book could not have been published ar:
listed in the selected hbibliography appended. The
reader whose intelleetual curiosity has been stimu
lated may profitably refer to any or all of them.

For granting permission to publish this book
the author is deeply grateful to the authorities of
the University of Madras, especially to Dr. A. 1.
Mudaliar, the distinguished Vice-Chancellor, who
has continued to inspire him ever since he came into
contact with him. Sincere thanks are due to
Dr. D. B. Krishna Rao, Professor of Library Science
for his encouragement and lively interest. The author
is indebted to Mr. P. Gangadhara Rao, M. A.
(Minns.), B.sc. (Hons.), Dip. Lib.Sc.. Reader in
Library Science for his kind Foreword. The author
desires to express his gratitude to Mr. C. E. Rama
chandran, M.A., M.Litt., for reading the manuscript
with -great care and to Mr. S. P. Namasivayam for

correcting the proofs patiently.

. Appreciation is expressed to the Publishers
Messrs. Annai Nilayam, for their kind co-operation
throughout the entire period of preparation of this
ﬁfﬂlllme ';

Cqﬁgtructlve criticisms are always welcome and
thankfully received.

Madras,
May 30, lﬂﬁﬂf A, Llvrwmalaemnd s wamigy

.
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Many educated men in our country are not
fully aware of the potentialities of the libraries.
his statement may sound strange, but it is true.
Burvival of democratic society depends largely on
the well informed citizens.  Libraries are very 1m-

ni media through which right information 1is
?l‘ﬁ\fltlml (o all readers al right time. Needless to
My that the intellectual growth of the citizens of
Ay country depends very much’ on the availability
of well equipped libraries.  To perform this basic
and classic function, librarians, who are not mere
oustodians of information-giving and knowledge-
snhancing materials, have to organise the libraries
In an imaginary way. They have to devise ways
and means to supply all necessary informations to
the nocdy readers expeditiously.  The time-saving
devicon often used by the librarians are clagsification
apd cataloguing. The former individualises the book,
figes itx place on the shell and mechanises- the
arrangement, and the latter tells the readexr ;whéther
the muterinl, in which he is interested, is #%ailable
IR the library or not, and if it is available where it
i Joonted, |

1X



The main purpose of this book seems to be to
explain the organisation, administration and func-
tions of libraries to the lay public. The book will
aiso serve as a basic book to the beginners in libr-
ary science, The glossary and illustrations included
at the end of the book will help the readers to use
the book properly. Perusal of this book will con-
vince any reader that the author has done a very
commendable job. In fact the author has succeeded:
in this book in achieving his aim of educating the
literates all about the libraries.

The author is well known in Tamil literary
world as s writer and g scholar. Through this work
he has successfully staged his entry as a scholar and
writer into the field of library science as well. His
style of writing is simple and lucid. By this work
he has rendered yeoman service to the library world
by unravelling to the lay public the mystery sur-
rounding the library and all that it stands for.

P. Gangadhara Rao
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1. GARDEN OF EDEN

UARDEN OIF EDEN

A library is a ““Garden of Eden” as it existed
ore the Fall of Man. If we enter this Garden,
re nrc many fruit-bearing trees with their over-
punging branches that yield their fruits to us. We
d only pluck them with zeal to enjoy them for

ore is God's Plenly in a library. It is the place
where the educated congregate. It is the place
which satisfies the intellectual curiosity of man.

A library is one of the important institutions
which contributes te the wellfare ol a country. All
povolulions to eslablish a socicly based on justice
and equality, spring in one sense, from the library
pf the nation. It spreads knowledge and thereby
helpw the healthy  growth of the culture and the
¢lvilimntion of the country. It knows and makes no
distinctions whatsoever of sex, caste, colour or creed,
but draws all the young and old of a country to-
whrds it and =ends them out, the better for it, by
enlightening  them in their particular fields and .
galering to their tastes of intellectual curiosity. =~

For hundreds of years in the past in India ard.
other Aninn Countries, the generality of mankind:
have wallowed in ignorance beinr uneducated ‘and
poor, while the few privileged rulers .. actually: ex-:
plolted the ignorance of the poor and _ﬁl‘mﬁ"*_fﬂunded‘"
thelp nwny over them. "o-day the percentage of
Witernten in Indin is very slowly decreasing. How-
ever, It in important and interesting. The ignorant
wp huve not been provided with all, opportunities
'” enlighlen themselves., e
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Citizens of India who were not capable of re
flecting ideas were never able to act against oppres
sion. So it is our bounden duty in free India to
enlighten the masses with a practical know-
ledge of atleast the rudiments of the various
branches w©of knowledge and provide them with a
certain practical knowledge of world affairs. As
the ignorant form the majority, it is our duty to
work for theiv welfare and we must realise that
knowledge is the basis ol all action. We must realise
that social uplift depends upon the education, social
background and the development of thinking process
of men. Numberless schools provided with good
libraries can also achieve this stupendous task of
educating the masses in India. Thus it is the libraries
of the world that hold the torch of knowledge,
which guide men who may otherwise grope In
lgnorance.

LIBRARY AND LIBRARIAN

The term ‘Library’ comes from Latin ‘Libraria’.
It originally signified just a collection of inseribed
‘palmyra leaves and parchments, but this is just
sothing better than a book shop. To-day its pur-
f‘pc-ses have widened beyond mere collection of books,
‘Swhich is just the first thing to be done. Many use-
£l books of various branches are first collected,
_;ﬂlassiﬁed .catalogued and kept in safety to be dis-
"-_:_trlbuted to those who seek them. It is not enough
4f @ librarian mmply boasts of a very large collec-
‘tion of hooks in his library. If he does not pro-
vide facilities for readers tc benefit by them, then
the very purpose of a library is lost. It is the
librarian’s primary duty to enable all who come to
him to enjoy the fruits, so to say, he has collected
from- the garden. Ie does, then, a dedicated service
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to mankind. He ought to feel proud about the
number of peopnle who benefited from a study of the
books he had collected. If the books are kept
untouched in the shelves, g librarian ought to be
ashamed of it. What is the use of the finest book
on earth if ne one is allowed to touch it? What is
the use of flowers that blossom in a desert?

LIBRARY PUBLICITY

Of course, good books need publicity and let the
librarian remember that it is his duty to choose the
right sort of books and publicise them among the
right sort of persons interested in them. It is his
duty to let the interested person know about the
nature of the book, theme, style and usefulness,
along with other relevant particulars of the author.
Thus, unless the librarian equips himself with the
knowledge of books as and when they are received
and collected, he will not be of any use to those who
seek his aid. He must have certain sense of selec-
tion and a practical sense also in so far as he
should be able to choose the right sort of book
which will guit .the standards of the persons whn
seek his aid. -

In a country like ours, where the read1ng hai:ﬂt
is to be developed, the librarian has to adopt all th&;.
devices of a book seller, who is but mfserested ini
himself. Propaganda and advertisement alsu gn a.
long way in getting customers or interested mem-
bers and readers. The bookseller amasses wealth
and does not care whether the purchaser makes use
of the book or not; the librarian does, on the other-
‘hand, a noble job nf social “service. It is he who is
respﬂnmble for dissemination of knowledge. 1t is
he who selflessly dedicates himself ito the real
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service of eradicating illiteracy, Thus the estab-
lishment of a good and useful library depends on the
co-operation of the people in charge of it, the kind
of books it contains and also proper publicity of
what it contains.

LIFE-BLOOD

Library is an abode of intellectuals, living and
dead, from the age of Tolkappiar to the present age
of ‘Apollo-8’. The books that embelish every
library are the greatest productions of human
minds. As Milton observes ‘“‘a good book is the
life-blood of a master spirit embalmed and treasured
upon purpose to a life beyond life". The dignity
and status of a nation depend not on the social
set-up or religion of the people, but solely on their
education. Libraries as culfural centres and store
houses of knowledge are the only means to improve
the education of rhillions of people all over the
world.

It is the duty of a peocple’'s government to
establish public libraries and sce that the people: —

1. become better citizens;

2. become more skilled in their daily occu-
pations;

3. appreciate and enjoy works of art and
literature;

4. develop their creative and spiritual capa-
cities;
5. educate themselves continuously;

6. keep pace with progress in all fields of
_knowledge; and
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7. make such use of leisure as will promote
their personal and social wellbeing.

PROPLISS UNIVERSITY

'I'he publie library is called ‘the People’s Univer-
alty' beceause it offers to the individual opportunity
i continue voluntarily, at his own pace, his life
g cducation. To-day’s readers seek information
own developments in the fields of nuclear science,
¢lectronics, outer space, computer method and other
subjects which were even beyond a man’s dream half
#h eontury ago. Movreover, they also come to the
public library for facts concerning local, state,
natlonal, and world affairs in order to exercise to
the full their responsibilities as citizens. Hence
Lthe public library should be the agency with an obli-
yntlon to provide malerials on all facts of contro-
versial issues.

RBooks contain the creative ideas of thinkers,
who have inspired mankind since the beginning of
written communication. The public library system
mnkes available to citizens of all ages, the accumula-
lon of more than 5,000 years of knowlegde. Hence
the public library should be developed as an arm of
freo public education provided by a people’s ‘Govern-
ment. In fact the school system and the plﬁﬁhc
Hibrary should grow on parallel lines since the Echogll
myutem is the avenune of formal education and the
public library, an informal onc.

TThe public library should provide materials for
all nges of people and on nearly all subjects of
humnn interest as far as *possible, taking into con-
siderntion only budgel allolment and human under-
slnnding.



NATIONAL LIBRARY

It is also the duty of the government of a demo-
cratic country to establish national libraries. Cer-
tain countries such as the United Kingdom, the United
States of America, France, U.S.S.R. and India have
national libraries and these Ilibraries function as
such in a general way. The Library of Congress,
fhe National Library of the United States is the
world’'s biggest library. It occupies two spacious
buildings, covering six acres. The books and pamph-
lets alone, which are more than 40 million, are
stored on nearly 270 miles of bookshelves, Pneumatic
tubes carry books from one building to another and
electric book carriers take them from floor to floor.
The national institution serves not only the Congress
but all government agencies and libraries and indi-
viduals throughout the country.

The chief ‘objectives of a national library
are: — :

1. to accumulate and make available now
and in the future everything published
within the country and the best works
published in other countries;

2. to compile and publish a national biblio-
graphy—an exhaustive list of all the
publications in a country;

3. to supply information and materials to
cther libraries, institutions and indivi-
duals throughout the country;

4. to aid formal instruction and to furtheor
research:

(23
5. to organise centralized cataleguing inelud.-
.ing classification with unit card system:
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to save time as well as labour of the
pecople employed in different libraries;
and

. to help the entire nation in all its intel-
lectual pursuits.

ACADIEMIC LIBRARIES

Next in importance are the academic libraries
which include school, college and university libra-
¥ion, All the way from kindergarten to university,
there are academice libraries. They are set up
to norve Lhe needs of students and faculties in formal
Institutions of learning. The free and opeén use of a
pchool library helps pupils enter more actively into
lonrning: experiences, find more satisfaction in them
nnd o ahead more rapidly.  The college library is
the most important single instrument of instruction
in the college and hence it is the, heart of the insti-
tutlon.  The modern methods of instruction and the
huge crowds of aspiring students have heightened
the Importance of a college library. Moreover the
porvice to the faculty forms, now-a-days, a major
part of the work of every college library.

T'he future of a nation depends laregely on the
children. the fature citizens of a country. Hence
the rending habit should  be cultivated even from
thelr childbhood.,  The school libraries organized on
healthy linen and  equipped  with not only the text
hooks hul. also books on Lravels, hobbies, handicrafts,
gamen and sports, scienlific inventions, discoveries,
hiographicanl skeleches of eminent people, stories of
adventure, airy tales, opie stories, animal stories
anitd  hintorieal  storics, will help the children to
develop  independent spirit and  self - confidence in
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them and to become more sociable as well as disci-
plined. The book stock of a college library should
contain not only the prescribed books for their study
and consultation but also the books on adventure,
popular science, sports, hobbies, cuiture, biographi-
cal sources containing InSpiring blographical sket-
ches, classical and modern literature and standard
and important reference sources, since they have to
serve the younger people who are very conscious of
themselves. The gireat task of a university library
is to help lecarned professors, more responsible
students, and researchers with necessary detailed
books and valuable reference sources, learned perio-
dicals, research publications and bibliographies on
different subjects through a well organised reference
service,

SPECIAL IIBRARIES

To-day’s technical and iIndustrial advances and
the expansion ol research in those fields has led to a
demand for special hibraries. Research workers in
science and technology, executives in business and
industrial firms and members of professional and
nstitutional organisations depend mostly on them.

a4

BSpecial libraries usually serve a limited number
of users who share g particular interest and they are
set up as g service department in a non-library
organization. Hence the librarian of a special
library shouia know and appreciate the objectives
as well as the needs of the organization in order to
collect the right materials and provide the most
useful service. In addition he should have some
knowledge of the subject and special field to which
he is rattached and the ability to adopt suitable
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Hbrary techniques to fit it.  The collection of mate-
Plala Tor special libraries should be related to the
aubject and specialized field of the concerned orga-
wlsntion nnd the coverage of the materials should be
more Intense, detailed and thorough since the users
e rpecialists. In addition, the techniques and
mothods employed in a  special library shouid be
more precisely geared to the specific needs of the
LIS Y

In fine, “a library houses a collection of reading
mnlerials lo preserve them and make them available
for use’.  Libraries have become indispensable in
fthe modern world. They serve academic world as
well as all branches of business, government, and
¢ivle life by furnishing information needed by indi-
vidunls and organizations and provide books and

olher materials to all people without any reser-
vallon.



2. THE “PANCH SHEEL"” OF
LIBRARY SCIENCE

Each branch of knowledge, be it one of Scienc:
Humanities or Technology, began with a small num
ber of concepts and ideas. Man has been making
progress gradually by his observations, experi-
ments, experiences and inferences. Each branch of
knowledge as a result grew into a large mass. When
the proliferation of ideas went beyond limits, man
began to corrclate them. IHe attempted to explore
the underlying principles that explain the inter-
relations between the different phenomena and also
those principles that unify and govern them. While
each phenomenon was governed by a specific prin-
ciple, a few principles were found to be all per-
vasive, so to say, within each branch by virtue of
being primordial in their nature. Thus a few basic
laws came to be enunciated in each branch of
knowledge.

| Library Science is no exception to it. The large

body of facts that have grown from the time of
Sumerian clay tablets to the modern mierocarding
developments, from the first revolution initiated by
Melvil Dewey by his Decimal Classification to the
modern concepts of Facet, Phase, and Zone Analysis of
Dr. S. R. Ranganathan, are all found to be influenced
and governed by a few fundamental principles or
laws. These basic laws are five in number. They
appear to be elementary and obvious yet they were
least followed. They are so simple, yet they so pro-
foundly influence and have complete sway over all
the domains of Library Science. These laws were
enunmated in 1928 by Dr. S. R. Ranganathan who
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hWap clevated Library Science tothe level of g dis-
glpline and secured recognition for it as a science so
{that the iaws are rightly called ‘“Five Laws of
Library Science’.

FIVE LAWS

The five laws of library science are as.
follows : —

1. Books are for use.

2. Every reader, his or her book.
3. Every book, its reader,

1. Save the time of the reader.

5. Library is a growlng organism.

-

Within the compass of this chapter it is not pos--
uible to describe completely the scope and influence:
ol these basic laws on all the domains of Library
Melence.  Therefore, each law ig taken one py one
and only some aspects of its influence on the col-
loction, organisation and service are indicated.

FIRST LAW

The first law “Books are for use’” serves to
bring out clearly the basic truth that mere collec-
tion ol books in a library is not to be an end in
iuoll’. A library should acquire, organise and pre-
porve books solely for use.  All the endless routine
Hlll“h as bhoolk sceleclion, ook nl‘(h}riﬂg‘, cataluguing.
and classiticaltion in o library is done to satisfy the
firnl law.

To start with, it must be remembered that
hookn nre collected for the purpose of enabling the
peaple (o read them. Mere voluminous collection of



12

books is useless, if they are not well utilised by the
people. Besides, books are not there in a library
to create awe or wonder in the minds of the rea-
-ders. Secondly, a librarian is nolt expected to
waste the resoruces of the library on very costly and
rare books or books which are not useful. Only
such of those books as would rouse a natural desire
for reading and make reading pleasant should find

g place in a library. Joth the exterior and the
interior of the books should be attractive enough to
rouse the readers’ curiosily. In other words, the

librarian should secleet the books which are gttrac-
tive, easy to handle, pleasing to read and strong
enough to stand use. The library may also buy size-
able and sumptuocus books made up of quality paper
in fine print and with prcfuse illustrations. Aiso
a few wholesome books of the hour with shining
jackets and arresting titles may be acquired by a
library. With a view to serving the needs of the
learned and the research workers, standard books
may be acquired.

Boeoks should be artistically displayed at regular
intervals. All the books should be carefully safe
ouarded also. Old, worn-out and seasonal books
should bhe weeded out periodically. The remaining
books should be kept c¢lean and in good repair.
Soiled books should be replaced by new copies perio-
-dicaliy.

The first law pleads that there should be pro-
vision for the appointment of ‘‘Reference Librari-
ans”’ who will transmit ideas that lie crystallized in
cold print. They are the friends of both readers
and bocks. Hence the Ilibrary authorities should
appoint more people for this noble service without
:any hegitation.
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The other implications of the first law are as-
follown : — ,

1. The library building should be attractive,
and the atmosphere should be conducive-
to study.

2. The seats provided in the library should
be comfortable, There should be ample:
moving space.

3. There should not only be free ventilation
but also mellowed lighting in all the
rooms of the library.

4. The f{looring should be sound proof.

H. There should bhe broad gang-ways in the-
stack room. The top most row of the
hook racks should be within the reach:
of the readers.  Guides should be pro-
vided for cvery tiery gang-way, etc., in
the stack room. Above all, the books
should be kept on open racks.

5, 'The library should work on all the days
and the working hours should suit the-
convenience of the readers.

The above are the ways and means to promote
the use ol books in a library. In other words these-
are the charancteristics of a true library.

HECOND LAW

T'he sccond law "'livery reader his or her book™
indlentes what books 5 library should buy. This
implles that the Jibrarian should be conversant with
the needs of the clientele. e should have an idea
of thelr occeupations so that he might bE‘f}ﬁbIE to
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provide facilities to improve their knowledge in the
respective fields of their specialization. This is
the primary duty of a librarian. In other words
{1he book selection should be based on the wants of
individual readers.

A school library should contain not only the
prescribed text books but also all other useful re-
ference and relevant books in various branches ot
learning. Similarly, a public library should alsc
contain books of g¢eneral interest as well as infor-
mative literature. As “books are for all’”’, and ‘‘as
the interests of the people vary in multitudinous
ways’’, all useful books in all branches of knowledge
should be found in a public library. TThen only
every individual will feel that his interest has mnot
been overlooked and thus will make the maximum
use of the library. Classics required by scholars
should find a proper place along with popular bwocks
written in a simple style. Children’s interest
should not be lost sight oif. DBooks printed in beld
type and with plenty of illustrations should be
made available to the children.

 The supreme advantage of this law ‘‘Books for
all”? came to be recognised only after the advent of
democracy. In a democratic country, as we know,
every citizen should have an equal opportunity to
continue his self education all through his life with
-the help of libraries. Hence library service should
be extended even to the in-patients of hospitals, to
the prisoners.in jails, to the sailors in ships and to
the blind. In order to provide books {for one
and all, the second law visualizes that the hbrary
provision of a nation should bhe placed cn a statu-
tory basis.  In other words this law would plead
~for _-t_,jhe';j}.pa;ssing of a library Act for the provision
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of books for all. It would also plead to establish
# nautional central library which would be the gene-
ral reservoir from which any library may draw its
supply of books required by ils readers.

THIRD LAW

The third law ‘“‘Every book its reader” points
out that ultimately a book is meant for the reader
ahd not for filling the stack room. Books cannot
fopch the hands of the readers of their own accord.
Bo It i3 the duty of the librarian to bring the rea-
tlern into contact with books. If books were to
#penk Lhey will mock at the librarian who does not
tlo this duty and condemn him as a villain who
wuppnrales the lover (reader) from his lady-love, the
hook, 'Therefore, the librarian should take care to
tlranw Lhe attention of Lhe readers to those valuable
hooks which lie unused and uncared for; besides, he
munl pive prompt publicity to new arrivals. This
conld be done by inscrting g notification in the press
o by library bulletins, circulars, notices and other
pimllnr devices. In addition, he can also contact
the ntudents, workers and members of various asso-
¢lallons through the authorities concerned and post
them wilth the latest information. This aspect of
publicity  has Lo be given grealer importance in
Indin  than in other countries, for here in our
vountry, the reading habil i3 sbill in the formative
nlage,  OF course, this s o diflicult task calling for
Immense enthuginam, paliencee, sympathy, persever:
pnen und hope on Hu parl. of the librarian.

The librarian ean also go out amidst people,
canviasning for readoers. Further, he can address
pibille mectings too.  In short, he should introduce
every form of publicily to altract the pE{}plE af the
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locality in which the library is situated. In other
words, he should see that every person in that
locality becomes a regular visitor to the library.

The third law also pleads that the reading
habit should be created in the minds of the people
even from childhood. Then only the librarian can
bring to the maximum level, the chance of every

book reaching its reader. For this purpose it 1s
better tec make provision for library hours in the
time table of the school and college classes. The

teaching staff of the various institutions should
know how such hours should be spent usefully.

Another implication of this law is that analy-
tical entries should be made for the multi-focalk
books. In the case of a multi-focal book, the title
may not indicate the secondary subjecis dealt with
in the book. Ilence it is quite natural that the
main entry for that book does not bring out the
secondary subjects.: Some readers may like to see
these secondary subjects. To help those people, the
library catalogue should contain analytical entries,
i.e., additional subject entries under the name of
each of the other specific subjects treated in the
book. Dr. S. R. Ranganathan calls these enfries
CGross Reference Eniries. These entries bring to
‘licht the specific subjects hidden within the
multi-focal book. So also the display of books by
turns at the display rack brings to light the hidden
_books on the racks. The entire stack room may be
designed and maintained as a display rcom. Thus,
the unused books are thrown up to the notlice of
the readers.

FOURTH LAW

The fourth law “Save the time of the reader”
urges -that the librarian should see that those whao
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had visited the library atleast once make it a habit
to re-visit the library. He should not lose his clien-
tele. How is this to be done? The best course would
be to devise methods for saving the time of the rea-
der, by enabling him to choose the books he needs
promptly and quickly. To avoid any delay in the
choice of a book, a reference librarian should imme-
diately rush to the help of the reader and this he
can do well by getting to know the reader’s interests
and by gcuiding him properly. The reference libra-
rian should be gentle and kind in his approach to
the reader. He must have the tact of a salesman,
endowed with a sincerity of purpose and a sense of
service. The reader should be led to the shelf in
which he can find the book he needs, Thus the
reader is brought into contact with books. The
main purpose of a library is to benefit the public by
enabling them to improve their knowledge and
satisfy their intellectual curiosity and this salient
aspect should not be forgotten by any library autho-
rity at any time.

Those who come to the library should not feel
that they are being unnecessarily delayed there.
They should not feel bored by the time taken fo¥’
the books to reach their hands. The zeal and curio-
sity of the reader must be whetted by the courtesy
of the library staff and this means prompt personal
service. The time aft the disposal of the reader
could be saved in many ways. This is best done¢
by the ‘““‘Open -Access System” adopted in the various
modern libraries. Under this system, boocks are
not kept under lock and key. On the other
hand, they are placed in open racks, thus inviting
the reader and almost inducing him to read:; The
reader is free to choose any book and read it there

2
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as in his home. Besides, he can take it from the
library also by becoming a member. Moreover,
after the introduction of the ticket system the unne-
cessary delay caused in entering the particulars of
a loaned book on a register, etc., is avoided. All
that a reader has to do is to go to the rack that
contains the book he needs, take it out, and place it
at the issue counter along with the borrower’s tic-
ket and then take it home. It will be exchanged for
the ticket,

To facilitate the reader to select the book quic-
kly it is mnecessary that the books are arranged
in 2z classified sequence on the racks. A well
classified arrangement of books would thus help to
arrange all the books on a specific subject in a
helpful manner. Hence there is every chance for a
reader to find his or her boock without any diffi-
culty. Books dealing with a particular subject with
correct class number assigned to them should all be
found arranged compactly in consecutive rows. This
arrangement would save the reader’'s time consider-
ably. It would also increase the use of books.

This law would also plead that the library staff
_should -find time to attend to each reader individu-
‘ally in order to save his or her time. For this pnr-
pose, it is necessary that the time of the staff also
should be saved by simplification and standardisa-
~4ion of procedure. Towards this end it would be
better that both the card system of record and the
system of vertical filing may be introduced in all
libraries. - This would save the time of the staff to
some extent. Further, centralisation of the pro-
cesses like classification and catalouging would also
relieve the staff to a great extent. This law pin-
points.ithe need for maintaining a library catalogue.
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FIFTH LAW

The fifth law, viz., ‘‘Library 1s a growing crga-
nism’’ is some what different from the others. The
trend of the present day is that the number of
readers will definitely be on the increase in any
library. In this context it is a truism to say that
there must be proportionate increase in the number
of books available to the readers. Similarly the
number of staff members must also be correspond-
ingly augmented. Thus it would advocate the
wyrowth of the Trinity in a library, viz., the Reader,
the Book and the Staff. 1t would also indicate their
nutual influence.

A newly started library may be compared to the
hody of a child. The body of a child grows:
sleadily both in height and weight. Even so should
n newly started library grow steadily in enlarging
the number of books, attracting more readers to it
and increasing the strength of its staff; but there is
an ultimate upper limit with regard to the stocking
of books, accommodation of readers and enlargement
of staff of all the libraries except the mnational cen-
tranl library similar to the upper limit to the height
und weight of a growing individual. . '

[t is desideratum of planning that the growth
of the Trinity in a library must be kept in view
when desionineg the building of the library. In other
words before a library building is erected it should
ho borne in mind that ample provision of space is
mude for its future growth. In the initial stages
of lnying the foundation itself, care must be taken
tn provide for future cnlargements and additions.
i'urther, the building must be of an attractive design
ind I must also be free from echoes inside:: It
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must be spacious enough to accommodate a suffici
ently large number of readers.

Seating and lighting arrangements must bo
satisfactory and perfect. Adequate elbow room ancd
moving-space must be left between chairs and
tables. The place where the books are arranged in
rows must be such as to enable the readers to pass
by without difficulty. The top most row of books
must be ecasily accessible.

There must be various guide cards in promin.
ent places to guide the reader automatically to the
books on different subjects arranged on the stack.
Above all, it must be borne in mind as a cardinal
principle that the library staff must receive all per-
sons who visit the library in a ftruly polite and
courteous manner and render them all help. It is
this human teuch that will help the growth of libra-
ries more than any other thing.

In short, the five laws of Ilibrary science de-
tailed above should be considered as the “Panch
Sheel’”” of the librarians and the library authorities.
Althﬂugh many have written on the philosophy of
dibrary service, it has bheen given to Dr. S. R. Ran-
“ganathan to admlrably reduce this into these five
fundamental laws which indeed constitute the very
basis of library service.



3. CLASSIFICATION—WHAT AND
WHAT FOR?

Classification is not an unknown process. It is
in vogue in every field of life from time immemorial
@and it 1s not peculiar to Library Science alone. It
1s practised consciously or unconsciously by all the
people all over the world. A housewife, a business-
Jman, a cashier in a bank, or a vendor in the street
arranges the things with which he or she deais.

A close observation of a vegetable market, a
bangle shop, a cloth shop, the cash counter of a
bank, or the railway ticket counter, will bhear testi-
mony to the fact that in every one of thern, things
are arranged and classified to suit the coavenience
0f customers.

Even in a kitchen, groceries will be so arranged

that the housewife may take conveniently the
‘things she needs for use. She will put the articles
which are frequently needed in a separate or easily
,ﬂE{‘!ESSible place.

In a vegetable market, all the vegetables may"
not always be available in a particular shop. There
will be shops selling p:a,rtlcular leaty wvegetables,
or roots, Other shops in another row may sell”
saps and fruits. This kind of arrangement can pe
seen in a wholesale market. In a retail shor, vege-
tables will be arranged in baskets within the easy
reach of the shop keeper. The purpose of such an
arrangement is to enable the shop keeper to respond
instantaneously to the demands of the customers
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without making them wait for a long time and with
out much efiort.

The cashier at the cash counter of a bank, a-
he transacts business, may be seen classifying and
arrangine the currency notes and coins separately
according to their denominations. Such classifica
tion and arrangement will be helpful to count easily
and quickly large sums of money.

The arrangement in a bangle shop will reveal
that separate show cases are used to exhibit
bangles made of different materials, viz., silver,
ivory, copper, plastic, glass, porcelain, shell, etc.
Even in those different cases bangles would be
arranged according to their quality, colour and
size.

In a cloth shop, there may be two departments.
one for handloom soods and the other for mill-made
coods. In each department, cotton, wool and silk
clothing would be arranged separately. Further,
these clothing may be so arranged as to exhibit
men’s clothing in one place and women's clothing in
another place.

From the above illustrations, it will be clear that
classification and arrangement are done for wvarious
reasons. The housewife wants to minimise her
‘movements in the kitchen by arranging the articies
-within her reach. The wvendors in the vegetable
markets want to transact more business and hence
they dislike ithe customers being made to wail
for a long time in their - shops. The cloth mer-
chant wishes to satisfy all his customers. The
cashier at the cash counter of a bank, does not want
to take a longer time to transact business and to
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cause inconvenience to the customers. The bangle
merchant desires to exhibit the varieties he has by
a neat arrangement.

In short it may be said that classification and
arrangement save time, make location and replace-
ment convenient and make it possible to transact
more business. Even in a library such classification
and arrangement are essential.

LIBRARY CLASSIFICATION

The library classification is the systematic
scheme for the arrangement of books and other
materials in a library. It is an important labour
saving device resulting in more and more efficient
and effective service to the community. Its primary
object is to secure economy and increased efficiency
in handling books.

In the olden days the books were grouped ac-
cording to size, colour, printer or publisher, Then
they were arranged according to the alphabetical
order of either the names of the authors, or the
titles of the books. Later the books were classified
according to subjects. At present the systematic
subject arrangement is considered as the most con- .
venient one. The chief object of this arrangement
is to divide universal knowledge into its wvarious
parts (subjects) and to arrange these parts in:a.
systematic order. This helps to bring the related
subjects together in some degree of affinity. The
unrelated subjects are separated automatically. In
short, the classification of books was an art in olden
days. Now it has become a science—a discipline at
the University level.
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When “'Open Access’’ system was introduced in
libraries, the systematic subject arrangement was
found to be the most convenient one for the readers
as well as the staff of the library. IIence a num-
bher of book classification systems were evolved by
the library scientists. They were published and
practised by many libraries,

A printed classification for arranging bocks 1s
called a scheme. The special features of a scheme
of book classification are:—

1. Schedules
scheme.

Ileadings which comprise the

2  Generalia class to accommodate works
which treat knowledge in general.

3. Form classes which contain books writ-
ten in a certain form,A viz., encyclo-
paedia, essay, poetry, drama, fiction,
speeches, ete.

4. TForm Divisions—Generalia divisions of
each particular subject.

5. Notation—System of symbols to repre-
sent a subject and its divisions.

€. Index—Alphabetical list of the terms
used in the schedules, giving the nota-
tion for each term.

- All the classification schemes attempt to inake
out a list of all branches of knowledge. Hence they
are called enumerative. In an enumerative classi-
fication scheme, the sub-classes are made for a more
oeneral class deductively. But there are many books
which deal with several branches of knowledge
though not in detail. Hence the Library Scientigts
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«I this century have attempted to draw classifica-
Lion inductively from certain fundamental concepts.
I'hese concepts may be combined in various ways to
form a synthesized concept for a whole document.
This 18 called Analytico-Synthetic Scheme. In this
neheme the groups of documents may be arranged
'nto classes. Thus a complete scheme may be con-
structed on this basis.

Knowledge is divided into a numbeyr of bran-
«hes according to accepted ideas. In order to
devige a system of classification, one has to survey
the whole range of human knowledge in existence,
i., all the branches of knowledge. Moreover, pro-
vidion should also be made for the unknown.

NOTATION

In o classification scheme, the notation plays an
unportant.  role. I'he notation is ‘““‘a system of
symbols, penerally letters and figures, used separa-
tely or in combination, to represent the divisions of
at classifiention scheme?”’.

The notation gives fixity and practicability to a
clangification scheme. Without it a classification
«nunnot be applied. Moreover, it cannot be Kkept in
order. 1t represents the divisions of a classification,
neheme. I stands for the he: 1.-:11:r1;;ﬁ:r in a scheme o
classification.  In short, a notation is an abbreviated
nign constructed  logically and ¢an be used in the
place of 2 term in the classification schedules. |

TThe notation used in 2 scheme should be brief,
vxpansive, adjustable and casily understood. It is of
Iwo kinds, viz., pure notation and mixed notation.
I only one kind of symbol is used, the notalion is
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called pure, otherwise mixed. Dewey’s notation I«
an example of pure notation. In this classification
he uses only figures, and not letters and figures, But
an extension using figures and letters is found only
in 822.33 (Shakespeare's Plays). Dr. S. R. Ranga-
nathan uses letters, figures, punctuation marks, ete.,
in his Colon Classification. Hence the notation
used by him is a mixed one.

CLASS NUMBER

The notation (number) assigned to the main
classes, their divisions and subdivisions of subjects
is called the class number. Dr. S. R. Ranganathan
considers a class number as an artificial language of
ordinal symbols designed to translate the name of
the specific subject into the symbolic language or
code language, The class numbers in a classifica-
tion scheme are useful for:

1. Finding out the books on a particular sub-
ject quickly since the books are arrang-
ed on the shelves according to the
class numbers of the wvarious specific
subjects treated in the books.

2. Replacing the books on the shelves imme-
diately.

3. Making use of them as short symbols in
' loan records.

4, Analysing the use of books on wvarious
subjects in a lending library.

5. Stock taking in the library, using. the
shelf list.

BOOK NUMBER

Many libraries add a book number to the class
number. -~ It is used to distinguish an individual *
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book from all others having the same class. It usu-
allv consists of an Author Number, a work mark,.
and volume or copy number. It is composed of
letters and ficures. It serves not only to identify
a particular boock among others having the same-
class number but also to place those books in the
desired order on the sheives according to author,
title, edition, etc. When the book numbeyr is used
to arrance the books alphabetically according to
Authors it is called “Author Number”. In Colon:
(Classification the book number is the translation cf
the names of certain features of a bouck into the
artificial language or ordinal numbers. It is made-
up of one or more of the following symbols : —

24 Roman capital letters omitting I and O, Lo
small Roman letters omitting 1 and o, the punctua-
tion marks, hyphen, semi-colon, dot and colon and
the 10 Arabic numerals. It consists of one or more
of the following successive numbers:—language
number, form number, year, accession part of book
number, volume number, supplement number, copy
number, criticism number and accession part of
criticism number.

CALL NUMBER

The two conjoined—class number and book.
aumber—give the call number. In Colon Classifica-
tion it consists of class number, book number and:-
collection number. Since we use the call number
in calling for a book, it is called so. It is a symbol
made up of either letters or figures or both.

PURPOSE OF LIBRARY CLASSIFICATION

The library classification is a systematic scheme-
for the arrangement of documents according to
specific subjects dealt with in the documents. In
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‘brief the library classification serves the following
purposes : —

1. It helps to arrange books in a helpful
order so that books may be located by
the readers and the staff immediately.

2. It helps to replace them correctly.

3. Tt helps te fix the proper place for a
newly added work among those that
arc already in a library.

4. Tt helps to fix the place for the frst 1.**01:'1-: |
on a new subject.

GENERAL - PRINLIPLES OF CLASSIFYING
BOOKS

The following are the general principles of
«classitfying books:—

i. Classification is primarily by subject,
except in literature. wher= first the
language and then the titerary form,
are the dominant characteristics.

2. Language does not affect classification
except in literature, unless an artificlal
classification is used

3. Class a book primarily according to the
intention of the author in writing it.

4. In ‘depth classification, every book is
classed in the most specific number
that will contain its subject. Except
in literature the general rule is to class
first by the most specific subject,
second by place, and third by form of
presentatmn
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Swvbjects in Context:

Before placing a book in number, the topic for-

which that number stands is surveyed in relation

IF

()

(1) the superordinate topics under which it-
falls. Looking back through the hier-
archy of broader subjects helps to-
make clear the aspect of the immediate:
subject. which is intended.

(2) The co-ordinate topics which stand be-
side it. Looking at co-ordinate topics:
helps to define and diseriminate clearly
between them and the number under:
consideration,

(3) the subordinate topics which fall under
it. Looking down through the sub-
divisions of o topic helps to delimit its.
scope and to find the most specific
number.

More than one subject:

(1) 1If 2 work deals with two subjects, class:
i, with the subject ¢iven greaver em-
phasis, ¢ class the effeet of one
subjecl, on another with  the subject
afTecled. '

(2) 11 o work breats equally of two subjects,
clustily  the  firslt. and bring out the-
olher in the eatalogue with a subject-
culry

(1) I work deals with three or more sub-
_im‘l.H_ choose 1_-,1‘11{-‘&1*31 numbe_r Eﬂntﬂiﬂ—
iy all subjecets if  possible, -If one:
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subject 1s noticeably predominant,
classify it.

Aspects of a subject:

(1) Class under the subject illustrated, not
under the subject suggested by the
aspect. Example, social aspects of
education, classed 1in education, not

sociology.

(2) Works dealing with (i) theory or techni-
que, and (ii) application of a process or
procedure are classed under one or the
other according to the author’'s main
purpose. If theory and technique are
only introductory to description of
application, classify under application.
If application is only an example,
classify under theory or technique.

Consider conditions in the individual library
when choosing a class number.
CLASSIFICATION SYSTEMS

The Earliest and the most popular
Classification System

The Tiewey Decimal Classification system is the

‘earliest as well as the widely used system. It was
invented by Melvil Dewey, the great American Libr-
ary Scientist, when he was still a student at
Amherst College. Dewey ‘invented this system so
that all books published so far and all books that
would be published could be classified under one
system. Almost all modern libraries use the system
only for classifying works other than fiction. Fic-
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tlon is arranged on separate shelves alphabetically
by author.

This scheme was published in 1876. In this
wcheme every subject is represented by .Arabic
numerals. The Universe of knowledge is divided
Into ten primary classes. The entire Universe of
knowledge is considered as forming a whole unit.
nch is divided into sub-divisions. Each subject is
represented by three numerical digits. After the
third a decimal point is put. Further divisions are
on decimal basis. Each number represents a specific
wubject. This scheme has been frequently revised
und enlarged. The most recenl edition is the 17th
(106H), in two volumes which runs necarly to 2,153
puges.  The st voinme containg the main sche-
dules arrangoed in the order of the classes of the
wehome toecther with their numericeal notation that
glves the scheme its name, I'he second volume con-
fning the relative index  (the alphabetical subject
Index) showine the pelntions that exist between the
vinrlons dtthyjects, and anpeclts of Lhese HLL!}jE{:tS. This
setheme has been widely  adopted not only In the
Linlted States and Enpland but also throughout the
world,  In our country alno several libraries, follow
dhin nysten.

PRRIMARY CLASSINS

The ten primary chewtern of this system are as
fullown

000  Genernlition (Reference Books).

10O PPhilosophy and Related Disciplines (Books
on the principles that cause, control, or
explnin aely and events).
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200 Religion (Books about the Bible, and books
about what people believe now and
have believed in the past. Myths come
under this classification).

SDO " The Social sciences (Books on Govern-
ment, Civics, Economics, Iairy Tales
and Legends).

400 Langauge (Books on the study of langu-
ages of different countries).

500 Pure Sciences (Books on Mathematics,
Chemistry, Botany, Geology, and other
sciences).

600 Technology (Applied Sciences—Books on
medicine, agriculture, vocations, inven-
tions, engineering),

700 The Arts (Books about painting, sculp-
ture, music, photography, architecture).

800 Literature and Rhetoric (Books of great
stories, plays and poems).

900 General Geography, History, etc. (Books
about history, travel, biography).

The books are arranged on the shelves numeri-
cally according to the Dewey Decimal classification
System 000-900. The classification is a decmial
system, i.e., 2 book numbered 529.78 would be placed
before 530.

DETAILED CHART

A detailed chart of Dewey Decimal Classifica-
tion System is hereunder given:—

000 GENERALITIES
010 Bibliographies and catalogues
020 Library Science |



030
040
050
060
070
080
090

100

110
120
130
140
150
160
170
180
181

181.4

190
200

210
220
221
225
230
240
250
260
270
280
290
294

294.1
294.3
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General Encyvclopaedic works

General periodicals

General Organizations
Newspapers and Journalism
General Collections
Manuscripts and Book rarities

PHILLOSOPHY AND RELATED

Ontology and methodology
Knowledge, cause, purpose, man
Pseudo and parapsychology
Specific philosophic viewpoints
Psychology

L.oglice

Ethics (Moral Philosophy)

Ancient, med., Oriental philos,
Oriental
India

Modern Western phifﬂSﬂphy
RELIGION

Natural religion

Bible

Old Testament

New Testament

Christian doctrinal theology
Christ. Moral and devotional theol.

Christ. pastoral, parochial, etc.
Christ., Soclal and eccles. theol.

Hist. and geog. of Chr. church

Christ. denominations and sects
- Other religions and compar. rel.

Brahmanism and related religions
The vedas
Buddhism
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294..4 Jainism
294.5 Hinduism

300 THE SOCIAL SCIENCES

310 Statistical method and stastisties

320 Political science

323 Rel. of state to individuals, ete.

330 Economics

333.7 Surface resources and general conserva-
tion policies

340 Law

350 Public administration

351.7 Finance and public welfare

353 United States federal and State Govern
ments

360 Welfare and association

370 Education

380 Commerce

383 Postal communication

384 Other systems of communication

385-388 Transportation

385 Railroad transportation

387 Wster, air, space transportation

383 Ground transportation

390 Customs and folklore

392 Customs of life cycle

3941 2 Festivals and anniversaries

398 Felklore

400 LANGUAGES

410 [.inguistics and nonverbal lang.

420 English and Anglo-saxon

430 Germanic languages

440 French, provencal, Catalan

450 Italian, Romanian, etc.

460 Spanigsh and Portuguese
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Insoecta (Inneeln

Annmmnin (Cyelostomen,  fishes, amphi-
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614
614.8
614.84
620
629.13
629.2
630
636
640

641
650
660

670
680
690

700

710
720
730
740
750

- 760 *

770
780
790

800

808.1
810
811
320
821
830
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Public health

Accidents and their prevention

By fire

Engineering and allied

Aeronautics

Motor land wvehicles

Agriculture and agr. indus.

Livestock and domestic animals

Domestic arts and sciences (IHHome eco-
nomics)

Food and drink

Business and related type of enterprise

Chemical technology and related indus-
tries

Products based on processible materials

Handcrafted, assembled, final products

Buildings

THE ARTS

Civil and landscape art
Architecture

Sculpture and the plastic art
Drawing and decorative arts.
Painting and paintings
Graphic arts

Photography and Photographs
Music

Recreation (Recreational arts)

LITERATURE

Poetry

American literature in English

Poetry

Of English and Anglo-Saxon languages:
Poetry

Of Germanic languages
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H40 French, Provencal, Catalan

R50 {talian, Romanian, Rheto-Romanic

8 [HY Spanish and Portuguese

R70 Of Italic languages

HRO Of classical languages and modern Greek
RO Of other languages

D00 . IHISTORY

010 General geography

D14 Europe |
920 General biography, genealogy, insignia
P22 Religious leaders, thinkers, workers
930 The ancient world to ca. 500 A.D.
040 Europe |

60 Asia

160 Aflrica

)70 North Ameoeriean

D71 Canadn

D72 Middle America

072.8 Central America

D73 lInited States

07:3.2 (lolonial period, 1607-1775
N73.9 20th Century, 1901—

D798 Alaska
RO South America
000 Other parts of world

SUMMARIEES AND TABLIGS

Sinee the Decimal Classification  of  Dewey 1s
developed In units of ten it is called so. It is caps:
ahle of Indefinite expansion, It is made graphic
by monns ol n serien of summaries and general
tables nhowing tho atep by step development of
alasnon—_rrom the genernl to the more specific. The
Arst summary gives tho ten main or basic classes.
The second summary consists of the 100 divisions
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—the ten divisions into which each of the 10 basic
classes have been divided. The third summary
contains the 1,000 sections into which the ten divi-
sions have been divided. Then follow the complete
tables consisting of all classes, divisions, sections
and sub-sections, -

PROGRESSIVE DEVELOPMENT

The progressive development of a main class
into divisions, sections and sub-sections is 111ust1'at-
ed below : —

600 TECHNOLOGY (APPLIED SCIEN-
CES)

610 Medical sciences

612 Human physiology

612.1 Circulatory and hemic systems

612.2 Respiratory system
612.21 Biophysics

612.22  Biochemistry

612.3 Nutrition

- FORM DIVISIONS

Provision is also made for sub-division accord-
ing to the form of material. There are nine com-
mon form sub-divisions to indicate wvarious stand

" points from which a subject may be considered.
They are as follows:—

o1 Philosophy, Theory 06 Organizations, Societies.
02 Handbooks, Outlines 07 Study, Teaching
03 Dictionaries,
Encyclopaedias 08 Collectlons, Polygraphy
04 Hssays, Lectures 09 History, Local

Treatment
05 Periodicals



39

.llu[llnn of their uso are given below :—

I  Philosophy of Religion 201 (Religion 200 :
Philosophy 01)

s Hintory of Tinguistics 409 (Linguistics 400 ;
listory 09)

B Rellgious Socioty 206 (Religion 200 ;
Society 06)
d: Outlino of Social 302 (Social Sciences 300 :
Holoneos outline 02)
B Diotlonary of Social 303 (Social Sciences 300 ;
Holonoow Dictionary 03)
B VPorlodiend on Arts 705 (Arts 700 :
Periodical 05)
T- Hintory of "'l RO . 81109 (Tamil Literature
Ladboratbure 8)4. 811 ; IHistory 09)

W, Iepnys on Halvimn 204.00104  (Suivism 294.551
' lnsnys 04)

W, Laootures on 't 194.81104 (Tamil Language

Linngungo 494.811 ; Liectures 04)

10, Haoandbhook of Indian 954.02 (Indian History 954 ;
Hintory Handbook 02)

1. P'hilosophlo aspoct of 701 (Art 700 ; Philosophic
Arl aspect 01)

1. Tonohing of Twmil 894.811107 (Tamil Poetry
Pootry 884.8111; Teaching 07)

10 lnoyolopnodin of 020.3 (Librarvianship 020 ;
Librarianuhip ltneyclopaedia 03)

It s o be remoembored here that if the classk
number to which thene form divisions are added,
onda In 'O the Nigure 'O In the form division is not
to be repeated, unless there is any specifiec instruc-
Yion,

Mor o History of Religion is 209, not 200.09.
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SOME USEFUL POINTS TO REMEMBER

1. Index: For finding a class numbeyr.for any
subject, first consult the index for the required topic
and then check the number found in the schedules.
Moreover it is better to look for the specific term
yather than the general. In other words choose the
precise term—specific subject term contained in the
name of a subject and look for it in the index.
Example : —Electrical Engineering is more precise
than Engineering. :

2 Mnemonic Features: Mnemonics are used
in this scheme. This means the employment of
numbers which usually mean the same thing when
nsed in different connections,

Example: —In fine Arts, 7 always denotes a
boock coming within the meaning of one of the Fine
Arts. O always means a general work. 700 is then
a general work on the Fine Arts and 709 a general
history of the IFine Arts. The same principle can
be applied in many of the divisions.

Some figures do not always give the same mean-
ing. But when they are used in certain circumst-
ances they have the same significance.

In Language and Literature we have:

420 English language
430 German language
440 French language

820 English literature
830 German literature
840 TFrench literature
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And Ienplish Language is subdivided: —

A1 Orthography
402 Flymology
A0 Dictionaries
A1 Synonyms |
120 Goranmmar, cote.
And no also in the ecase of German langu-

CTE

‘ 21 Orthopraphy

N lymolopy

U Dhictionaries

-l Syvnonyims

iy Girnmmny, ole,

PThun we e that within (100°8 the endings 1, 2,
W, bovonnlly hinve The e menning,

Al oo b baterntore we have : —

't bnplinh poelry
et ol drnma
MY lonplinh ficbion
vl Ianphinh essays
Kt German pooelry
Mt Guerman drama
M Glerman fielion
MLl Crernminn e88ays
s sooan Il thin principle does not apply in the

e ol WO nnd BKHO
4 Portodd Numbers: ‘I'hese numbers are found

in the Hhistory clinan T"hey serve to classify the
hintory ol n country  chronologically according to

perlodn

T 010 [iztory ol lMurope
0:10. 1 Maoedineval 1’eriod
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940.2 Modern Europe
940.3 World War I, 1914-1918

and for instance 942 would indicate as follows:—

942 History of England
942.01 Anglo Saxon era
942.02 Norman Period

But then this would complicate the use of 01—09 as
form numbers. So 001—009 are used.

Eg:—

Periodical on KEnglish History is 942.005, not
942.05 which stands for Tudor period.

4. Geographical Numbers: Often in D.C. the
direction ‘‘Divide like 930—990’ is found. It re-
fers to documents dealing with the history of a
subject in a particular country.

Eg:—
History of Education in India 370.954
370 History
370.9 Ilistory of education (370 4 09 =
370.9)
954 History of India

“Jﬂw the digit 9 designating the class I—Ilstﬂry
in 954 is to be disregarded and the remaining
digits 54 are to be added. Now we get 370.954.

5. In the case of a complex subject, first
analyse it and find out its constituent ideas and
aspects and then select the most important sub-
divisions.

To conclude, Melvil Dewey is the ‘Father’ of
book classification. His Decimal Classification is
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fhe oldert and il is most widely used. 1t 1s based.
o the principle that the entire knowledge may be
dividod into Len main groups and so on. The nota-
tlon uned in this scheme s o pure one consisting of
Avable Hpures used decimally. [t is infinitely ex-
pnnihle Morcover the Arabic numerals as deci-
mnls are writlen quickly and are casier to remem-
b In nhort the system is simple in conception.
Moul ol the seclions in il are fully worked out. It
im fully indexcd. It is also easy of understanding
wnd could he worked out, with least difficulty. Hence
iote well known all over the world.

P'he Colop Classtfication

The Colon Clicenficnbion ol e S0 R Ranga-
pt b, the tending Libenry Serentist of India was.
bbbt Maedvne i 1933 when he was the Lib-
Vvt of the Univernily ol Madras, A sixth edition
W pabliahed ine 1960, In this scheme the class
numbor ot o document i considered as  a transla-
il ol the ppeciie ”II|}.|-1‘{‘.|. ol the document into a.
pyinbolic Tnneagpe, "his scheme is not an enumera-
Hive ane (1 it the first analylico-synthetic scheme..
I does not ennmerade all possible classes in a single
aehodule. 1 eontines enumeralion to about 200 short
indopendent nehedoalen, In other words thd Colon:
Clivnnient ton provides anit schedules instead ol pro-
vidliinge vendy mnde nomber:sy The elass numbers
for ol posmible toplea nre construeted by combining:
the wmmbera i the different unit-schedules In-
wnlprned permutations and combinations, o

In thin neheme the subjeel is first analysed into:
tavets nand then the chews numbers  are constructed
by syntheri, ‘Phe notation used in this scheme 1S
womdsed one, The symbols used in this scheme:
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.are:—the ten Indo-Arabic numerals; the twenty-six
capital letters of the Roman alphabet; the twenty-
ihree small letters of the Roman alphabet excluding

1,

1,

and o; some

Greek letters,

the punctuation

marks, circular brackets and horizontal arrows. By
combining these symbols as per the rules and prin-
ciples provided for the purpose, the specific subject
of a book is rendered into the symbolic language
number—the Colon class number.

MAIN CILASSES

Nmi‘;;ﬁ'ihmwu&

ey

wHMEOQ"EDQ

Generalia

Universe of knowledge

Library Science
Book Science
Journalism
Natural Sciences

Mathematical Sciences

Mathematics

Physical Sciences
Physics

Engineering

Chemistry

Technology
Biology
Geology
Mining
Botany

A griculture

The order of main classes 1s

N
NX

ﬂﬁg‘qume:@*ﬂO-

<
N

as follows: —

Fine arts
Literature and

Language
Literature
Linguistics
Religion
Philosophy
Psychology
Social Sciences
Education
Geography
History
Political Science
HEconomics
Sociology
Soclal work
Law



K Zoology Illustrative
KX Antmal Husbandry
l- Muadicelno (:p:} Criticism technique
LX I'harmocognosy (p) Conference technique-
M Uwpelal nrin (r) Administration report
Hpleitunl ox porience technique
and mynbicism () Communication theory”

M7 uamanition nnd Social (X) Management

Hoelonoeoen

MZA  Thamandblon
ST N DN 2 A B Ca

I (olon Sehiengss e h |:|:'Iil'| class 15 not sub-
11Nl Mlence Thoere e o aehodule of elass num-
baign Lo all poccabde shdivemionne el cach main
bl Ii. gt el o ey ench meain eSS U.'fl]‘_"yiﬂg"
T L R -w-pnrnln-, nelie of woehoedules, ILach sche-
b commiaba ol bwo eolumns, The first  column

gy the number nnd the sccond column gives the:
coneept oo anhjeel an follows :—

CITAPTER D
I ngiuceriong

n ol 2] e |16 ]
W o | 1)
L el ewgprieeringg
o pyvagetion gud  draniage Wworl
' ||IH||~|'1*1'HH|||| wiloyp
i iver
'k

sl o on
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RULES:

A set of rules is provided for each main class
at the beginning. With the help of these rules the
classifier can construct the class number with the
least difficulty. |

DEVICES:

The following arc the important devices pro-
vided by this scheme for constructing a class num-
bher: —

1. Chronological Device consisting of the
appropriate chronological number used
for the further subdivisicn of a sub-
ject when the period forming part of
the subject demands expression in its
clase number. A schedule of chrono-
logical divisions 1is provided by the
scheme. The symbol for connecting a
chronoclogical number with a class num-
ber is a single inverted coma ().

Example: —
N 1900-1999 AD

N6 1960-1969 AD
N66 1960

History of public libraries in Tamilnadu (brou-
-ght upto 1900). 22v441°N.

Foreign policy of India in the 1960°s. V44:19°N6.
History of India brought upto 1962, V44'N62.

2. Geographical Device:—It 1is the appro-
priate geographical number of the con-
tinent, country, state, etc., as demand-
ed bv the specific sub]m;l, treated in
the document. A schedule of geograp-
hical divisions is provided by Colon
Classification. The class number of



17

tho subject should be worked out to the
Fullest extent first and then the appro-
printe geographical number should be
nddoed to it after putiing the connect-
ing symbhol dot (*.""). Dot is the connect-
Ing: symbol for subdividing any class
number by the gcographical device. A
lew  of the geographical devices are
iven below: —

I World 5 Europe
4 Anln 53 France
41 Chinn Hh Germany
49 Jugpimn 7% United States
44  Indin DY Russia
441 Muadenn (Compondle) DG Greatl Britain

44110 'Pomitlnsda (nltey 19D0HG) 8 Australia
Indinn Nirdae lilili:fl-l (Itirds K96 Indig 44]

High Hehool  idbearvles in the United States
BRI (Migh Mehool Libraries 232: United States
T4).

W Nwubjeel Deviee: —Sometimes g class num-
her  of the main class to which a
document. belongs has to be further
nubdivided by using a0 class nurnber of
nnother mnin celass, T'he second main
clum number id to he enclosed within
cleeulig broekels 1L is called subject
deviee number, e

ol 'hitlomaphy of Myntlolmm A : (R) = (MysticismA;
Philosophy R).

Holl Mh’sruhiulu;{y J =1 .‘(G‘H‘l)"‘-l{SDﬂ J: 1
Microbiology G91).

Agricultural Annlynis J:(E:3)-(Agriculture
J : Analysis E : 3).
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Mnemonic Device:—It consists in choocs
ing the digit for the further division
of a class in accordance with a conven
tion in regard to the different possible

significances of the digit available for
use.

e.g. the digit 1 is used as mnemonic for
Unity, God, World, the first in evolu-
tion or time, one dimension or line,
solid, state and all other entities which

may be viewed as correiates tTo The
above.

Alphabetical Device: —This provides for
the use of the first two or first few
initial letters of the name of an entity
for subdividing a class on the basis of
the name of the entity. This is to be
applied only in the c¢ase of prcper
names, trade names, and techmnical

names which are internationally cur-
rent.

e.g. Agriculture in the Cauvery Valley
J 441.16C.

Here 'C’ stands for Cauvery.

Superimposition Device:-—This provides
for constructing a class not provided
for in a schedule but can be got by
combining two divisions in one and the
same schedule of a main class. The

numbers are to be connected by
hyphen (“ — ).

e.g. British territory in India 44—56.
(44 India; 56 England).



49

In this Litle significance 1s given to India;
henee the digits for India (44) occur
first.

7. lLanguage  Divisions:—A  schedule of
Inngunge divisions and their respective
numbers is provided separately in this
neheme,  The language number may be
nted in o construceting the class numbers
of  Lthe main classes—Literature and
Lingulsaties 0. g- O Literature

' Langruintbies
O Pamidl Literntare P31 Tamil Tianguis-
BTRE

1l oty Spmhbola: I'he delails are
Fond elpow here,

W Cammon Juolatea:  'I'hese may be applie-
nhlo o muny main classes. A separate
achoedule contnining the common isola-
fes o found in Lhis scheme. In apply-
ing thin deviee the c¢lass number of the
subject off the document should be wor-
ked ont to the fullest extent before the
common inolate number requirad by it
In ndded Lo il

i HHibliography

e Peviodiend

v Fiatory

X Waorlk

w  Hopgraphy, ole,
Hiblography on ‘'hirukkural 031,1C5a.
Porlodien! on Physies Cm,
1
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History of Tamil Linguistics P31v.
Biography of C. Subramania Bharathy

031,1M82w.

Works of C. Subramania Bharathy 031,1M82x.

MAIN PRACTICAL STEPS

The main practical St&p$ to be followed in
classifying a document according to Colon Classifica-
tion are given below: —

1.

o

Examine the title of the document care-
fully and in some cases contents page.
preface, chapters and the whoie bcook
and determine the name of the specific
subject of the document in full.

Prepare a statement of the specific sub-
ject after omitting the insignificant
words (puffs) and check it with the
Aocument to ascertain whether all the
impoitant aspects of the specific sub-
ject dealt with in the document are
brovgnt out by it.

Break down the above statement into as
many concepts (major parts) as poessi-
ble and write down each concept in
square brackets,

Write down the name of the main class at
the beginning of the statement.

Consult the schedules of the Colon Classi-
fication scheme and render the words
in square brackets into the standard
terminology found in the schedules.
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. Write down jusl bhelow cach square brac-
ket the Cundamentad category to which
the coneepl in il belongrs and rearrange
Lhe wegaener of Lhe concepts on  the
fmttix of  Lhe scquence of the funda-
menlal eatepgories. T'he concept as well
n the fundivonental  calecories shoulad
evenn how be enclosed in square brae-
ity

1 Choene the conneeling symbol appropri-
ule I ench Tundiunental category and
NES R

- R hopedede B wonsdn within brackels intol
Che gisindbere wilh the aid of Lhe Colen
Capad o bty S wheduler and delele the
bt i bk Lo pod the elaus number of the
tlhostge i

How vdemnitley Follown Lhe above steps In classi-
Fytng » docunpnt he could assign the correct class
iy o the  thetiinend, Al the cnd he shouid
‘@hnlyne The e sumber into its constituent major
P‘ﬂn {eonesptae), pive u digil. by digit interpretation
w“h the help of  Ahe clasgifienlion schedules and

hWevh the seanlt with the speeifie abject. statement-
a_"_ b 10 Inllles,  IT 0t tadlies Toily, Lhe class
Rumber gaslgusd by the clumlticy is eenl. per eent
Moo |

.'Ai WE ANALYHIN

The abewo olghd wiepe ey e prouped into lthe
"H"llﬁ'"lﬂ Fomr major slepn;

. Dotermidning  the apecilic subject of the
Avcinent nnd writineg down the E&te
thendl. ol the specific sabject.
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2. Breaking down the above statement into
many concepts (major parts), writing
them and enclosing them in square
brackets.

3. Examining the Colon Classification
Scheme and picking out from the ap
propriate schedules the correct symbol
(number) for each one of these con
cepts (parts).

4. Building up the class number with the
aid of the numbers picked out follow
ing the rules and devices preovided by
the Colon Classification Scheme.

e.g. Cataloguing of manuscripts of the public
libraries in Tamilnadu in 1960s. :

[Cataloguing] [Manuscripts] [Public Libraries]
[Tamilnadu] [1960s]

[55] [12] [22] [4411] [N6]
2: 12 : 55. 4411’ N6

It is seen that Colon Classification postulates
(demands) that each constitutent part of a specific
subject is referable to one of the fundamental catc
gories, viz., Personality, Matter, Energy, Space and
Time. These five fundamental concepts should he
arranged in the decreasing sequence of their con
creteness. Now let us take the above example.

[Cataloguing] [Manusecripts] [Public Libraries]
[Tamilnadu] [1960s)

_[Energy] [Matter] [Personality] [Space] [Timo]

_ According to the above rule the concepts in the
above specific subject should be arranged as follows
before the class number is constructed.
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{Personality]; [Matter]: [Energy]- [Space] ‘[Time]
IPublic Libraries] [Manuscript]: [Cataloguing]

[22] 112} : [55].
[Tamilnadu] [1960s]
[4411])° [N6]

To help the proper construction of the class
number of the specific subject the Colon Scheme
has provided connecting symbols for the five funda-
mental concepts separately. The concepts along
with their connecting symbols are given here-
ander : —

Personality .

Matter ;

Energy :
Space

Time

&

Now the class number is constructed by writ-
ing the main class number, the numbers picked out
from the schedules for the concepts (parts) and the
connecting symbols.

[22]; [12]: [55]. [4411] ‘N6]

Lastly the brackets should be. deleted. Then
we get the following class number. .

22;12:55.4411°N6

Among the five fundamental categories, the
personality category 1is the totallity of all the
classes in a schedule. In other words it indicates
the wholeness of the subject. It is said to consti-

tute the personality facet of the main class. So
also the fundamental category, energy is said to con-
stitute the energy facet of the main class. Each

«<lass in the personality facet or energy facet is
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called personality focus or energy focus respectively.
Therehy we have Personality Facet, Matter Facet,
Energy Facet, Space Facet and Time Facet as the
case may be. Similarly with focus also.

The above process, i.e., breaking down the spe-
cific subject into major parts (concepts), referring
each part to the fundamental category to which
it belongs, rearranging the parts in their sequence,
providing the appropriate connecting symbols and
arriving at the class number of the specific subject
dealt with in the document, is called Facel
Analysis.

To become a good classifier one should

(1) master the principles, rules and de-
vices;

(2) have intensive practical exercises;

(3) learn many more points by doing actuai
exercises; |

(4) consult experts with regard to doubts:
and '

(5) coperate with other people in finding

solution for further problems in classi-
fication.



4., INTRODUCTION TO
CATALOGUING

LIBRARY CATALOGUIL - PURPOSE AND FUNC-
TIONS

The word ecatilogpue comes rom the Greek
phrase ‘Katalogs® which means a list or a register.
I'he L.ibrary Catalogue is as old as the organisation
of a collection of bonks. In the bygone ages it was
the practice to enter the hooks in a catalogue accord-
ing to the colour ol Their hindings. Moreover the
library catalogue wan only used as an inventory list
in those days. Bul now it i considered to be the
most usclul record o the hibrnry.,

According to AN Glowsary, oo library cala-
lopue 1o lint of hooko, mapn, ole, nrranged aceord-
iy o nome delinite plan In other words, it 1s a
systematio st of rending materinds found in g libr-
nry or group ol libroelen It records, deseribes and
indexes all the resowrcen ol o library.  In a research
library or special libvary it may include material
outside the library. A calalogue may be in print
or manuscript. It may be in cards or loose leaves
or in the form of a continuous book or in the paste
down form with gsgnpit lfor  interpolalion  of new
cntlries in between the exiling entries.

An ideal form ol o lbhwnry catnlogue would
increase the numboer of  vendern, 1L would econo-
mise the time and exponditore of the readers as well
ns the stafl of the Llwnry

The library culiligrae nhould bhe  an efficient
mstrument for ascoertnindng:

(A) whether the library contains g particu-
lar book apecified by (1) its author and
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title, or (2) its title alone, or (3) a suit
able substitute for the title;

(B) (1) which works by a particular author
are in the library;

(2) which editions of a particular work
are in the library;

(C) which works the library has on a parti-
cular subject.

In brief, a library catalogue should tell us, whe-
ther a given book is in the library and whether the
library has books on a given subject and how
many.

CATALOGUING

Greatest care should be taken to compile a libr-
ary catalogue. The process of compiling it is called
cataloguing and it is adopted by all modern libraries
to help the readers in hunting up the required in-
formation without loss of time. A listing in a cata-
logue is called an entry. The process of desecrib-
ing the book for a catalogue entry, usually on a
card, is called descriptive cataloguing. The essen-
tial information required is got from the title page,
the first important page found at the beginning of
a boock which gives the title of the book—the name
of the work, the subtitle—a desecriptive phrase ex-
plaining the main title, the author’'s name, the name
of the collaborator, if any, the edition, if any, and
the imprint which includes the place of publication,
the publisher and the date of publication.

In olden days the entries for books were made
according to the brder of their acquisition. Thus
the entries were not related to one another and so
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the catalouge was not at all useful. Therefere the
Library Scientists set to work and to-day, we have
all types of cataloguing codes which uphold the
principle that ‘“Books are for use’’. As the library
catalogue is made to be used by the readers as well
as by the staff, the clientele of the library will deter-
mine the type of cataloguing to be done. The users
of the catalogue may be adults, or children, or a
cross section of the general public, or a group of
specialists. While the principles are the same re-
oardless of the persons who will use the catalogue,
the amount of details to be provided in the entries
will vary greatly. In a special library more details
are necessary whereas in a school library, a simpler
record of information is enough. The basic prin-
giple of cataloguing is economy. Flence each enftry
found in a catalogue should accurately represent
the book and meet the need. This means that the
cataloguer’s judgement should always be a correct
one. In short, the information contained in an
entry must be selected carefully and in accordance
with the principle of economy.

CATALOGUER

A Librarian who prepares the entries for a
catalogue is the Cataloguer. He should possess:—

1. general education on broad lines;
2. real aptitude for the profession;
3. flair for accuracy;

4. thorough knowledge about the world and
its people, the great books of the
world, the books of the moment, the
important titles on different subjects
and the contents of the popular as well
as important works found in the libr-
ary, Bt
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6.
1.
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acquisitive and inquisitive mind;
organising capacity;

ccmmon sense, tact, ete.;
(above all) retentive memory.

CHIEF PRINCIPLES OF CATALOGUING

The following are the chief principles of cata

loguing : —

1. A catalogue should be compiled in such

b

a way that it has s maxirnum of flexi
bility so that new entries may bc
added easily when new books are ac
quired by the library. It should also
permit the easy removal of enftries
when the books are discarded, or lost.
In addition, revision as well as correc.
tion of entries already prepared should
be done with least difficulty. The book
collection of a library is dynamic and
constantly changing. Therefore, the
catalogue must be made in such a man-
ner that it may be easily changed and
kept up-to-date.

catalogue should be complied in such
a way that all entries may be easily
and quickly found. For example, if
one is searching for entries under
““ Arunachalam Pillai, E.M.”” he shculd
bz able to find them with minimum
effort. In a card catzlogue, for ex-
ample, the tray containing the cards
for Arunachalam Pillai should be
labelled in such a way that it i1s qui-
ckly identified. Similarly within the
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Lray Lthere should be guide eards to en-
able one quickly to {ind the desired en-
Lrics. IMinally, (the format of the-
calalogue should allow one to secan the
centries quickly  and  with minimum
oo,

catnlopgue should be so compiled and
nrrnnped thalt entries which logicaily
wo o logebher  actually stand together.
Thin means Lhat all entries for a given
nuthor must. be prepared in such a
mnnner that they are  grouped toge-
ther vepnrdlensy of the form ol name
Lol o the Bitle pape off the book,
AL calitiomes of o paven work should be
Foned i ome plonee under the author’s
i, mrrnnpod inon logieal order. AlL
bl o 1 LIV e :ZII]IrJl"l't: must be
avrvanped  under o uniform  subject
heodding  op  other deviee, so that all
hoolos trenting  of that EUbjEEt will
ey '|HH'|*|]'II‘I‘ ill l.h{‘ Uiltalﬂglle4

colnlopgue  should  be physically as
necessible an possible Ils |, format
should e wach that many readers can
conmanlt i o shmaltanceonndy.

citadopue should he prepared and main-
tinedd i 0 completely up-to-date-
Famhion with leanl expense.

calnlopne (nize) should be more corn-
P The Tformnl which results in a
catnlopgne oceapying  least space has  a:
decided advantage.
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PHYSICAL FORMS

Keeping the above principles in mind, let us
qnow consider the several types of format in which
library catalogues can be prepared.

The invention of paper and printing enabled
the production of books economical and in multitu-
‘des. With the spread of learning during the re-
naissance and with the development of the concep-
tion of democracy, libraries have developed fast.
Naturally the necessity of keeping a catalogue that
would help a reader to know the holdings of a libr-
ary came to be felt.

PRINTED BOOK CATALOGUE

The first in the line is the printed book cata-
jogue. This was of a familar form in those days
and persisted until the beginnings of the 20th cen-
‘tury. But it became less common in the West in
the last quarter of the 19th century. As the name
indicates, the entries are printed in page form and
‘bound into as many volumes as are required.

This type of format has the following advant-
- Tes ; —»

1. It permits any kind of arrangement of
entries desired.

2. The entries are easily and quickly found
provided there is adequate labeiling of
the volumes. Indeed, entries can be
scanned much more quickly than in
any other physical form. In other
words one could look at a number of
entries at one sweep of the eye.
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3. It is accessible; as many copies of the
catalogue as are required can be sup-
plied relatively cheaply.

4. Copies may be taken home or distributed.
widely to other libraries.

5. It is compact and occuples less space
than other types of catalogues.

However, the printed book catalogue has «ne-
oreat disadvantage which, from the point of view
of practical cataloguing operations, outweighs the-
advantages. It is completely lacking In flexibility.
Once it has been printed and bound, the book cata-
logue cannot admit new entries. So also entries
cannot be removed or revised. In fact it is out-of-
date before it is printed, since more books would
have been added after the press copy of the cata-
logue has been sent to the press. In short inflexi-
bility is the greatest defect of a printed catalogue.
But it is interesting to note that even to-day there
are many libraries which adopt this form for the
advantages it has. It is generally assumed that the-
printed book catalogue is the most expensive for-
mat. This is true when letter press is used. But
recent photo-lithographic methods of printing which!
involve no type-setting have made it less expensive
to print catalogue. As a result, in the last few
years some of the libraries have turned to the book
catalogue. They print the older entries of theirt
card catalogue in book form with a supplementary
card catalogue to keep the book catalogue up-to-
date.

CARD CATALOGUE

The ‘Second type of format to be considered is
the card catalogue, the typical catalogue found im
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all parts of the world. It was the genius of the
Library Scientist that hit upon the card form of
catalogue. As everyone knows, each entry is pre-
pared on a standard size card (7.5 x 12.5 cm.).
About 1,000-1,500 cards are locked in a ftray.

The great advantage of this type lies in its high
degree of flexibility. Entries may be added or re-
moved with maximum ease. Hence entries can be
arranged in any fashion desired and rearranged
ncecording to a different pattern, if warranted. More-
over the deletion of entries for books lost or weed-
ed out, and addition of entries for bouks added to
the library can be carried out easily. Sc¢ far as
disadvantages are concerned, the card catalogue is
difficult to consult than the printed book catalogue.
It is less accessible and is not transportable. Any-
how at present the card catalogue has become the
dominant form of library catalogue in many coun-
iries because of its greater flexibility.

SHEAF CATALOGUE

Another kind of format which is common only

in Great Britain is the sheaf cataloguc. In this
form, the entries are prepared on slips of a stan-
dard size and put into loose leaf binders. Each

slip contains one entry. The entries in it might be
hand written or typed or printed and they are rot-
ched at one end, protected by boards on either side
and secured by mechanical clasp. Thus they are
bound in-‘volumes. As compared with the printed
b{JD‘ ¢ atalogue its great advantage is flexibility. It
isase flexible as the card catalogue. But the addi-
- tion or removal of entries is more diflicult. Entries
'*may be arranged in any fashion desired. 1t is re-
Iatwely compact. So far as the accessibility is
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concerened it is more like the card catalogue than
ithe printed book catalogue. A major disadvantage
is that it is more difficult to consult, for siips must
be scanned singly and turned in order to find the
desired entries. While single volumes can easily
e moved about, no library could afford to prepare
multiple copies unless the entries were mechanically
duplicated.

INTERNAL FORMS

Now let us discuss the internal forms of the

library catalogue, i.e., the types of catalogues ac-
cording to arrangement of entries.

DICTIONARY CATALOGULE

At present the universal pattern of arrangement
is the dictionary arrangement. A dictionary cata-
logue is a catalogue in which all entries (author,
title, subject, and form) are arranged in one alpha-
betical sequence. The chief advantage of this cata-
logue is simplicity. There is a single file to consult
whether one's approach is by author, subject, or
title. One who is inexperienced in the use of libr-
ary catalogue finds this type of arrangement the
least perplexing since he is accustomed to this kind
of arrangement in dictionaries. But this is helpful
so long as the book collection remains small. But
when the library grows, the catalogue aiso grows
a«nd thereby becomes more complex. Since all the
entries are interfiled, filing becomes complicated.
Moreover the users have considerable difficutlyin
locating the desired entry in the file. Another
source of difficulty lies in the nature of the subject
entries which are in the form of alphabetical sub-
ject headings, e.g. “Mechanical Engineering’.
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“Steam-power Engineering’ ; ‘‘Hydraulic Engineer.
ing’’ ; ‘“Electrical Engineering’. All thz exampler
relate to Mechanical Engineering, each aspect hav
inge its own specific subject heading. Since thco
arrangement iJis alphabetical these headings arc
scattered throughout the catalogue. Hence it is im
possible to find in one place a logical subject arran.
gement of all material relating to Mechanical Engi-
neering. This is typical of the subject approach
provided by a dictionary catalogue. But it is
argued that most readers are seeking material on
a specific subject rather than making exhaustive
searches for all material on a broad subject and its
sub-divisions. But a research worker or a specialist
finds useful only a logical arrangement in one place
of all the material on a subject. This kind ol
approach is impossible in the dictionary cataloguc.
It is true that there are ‘‘See Also’’ references call
ing attention to related subjects or aspects of sub-
jects. But there remains the mneed to move about
from one part of the catalogue to another to find
the entries thus referred to. To conclude, the
dictionary catalogue provides a quick approach to &«
specific topic and to author and title entries. Bul
it fails to provide a systematic approach to all
aspects of a broad subject. If the dictionary cata-
logue is small or medium in size it is simple to use;
but when it grows larger the filing becomes com-
plicated and thus it becomes difficult to use.

DIVIDED CATALOGUE

s The difficulty experienced in using the dictinn-
‘-ary catalogue led to a modification of the dictionary
arrangement—the so called divided -catalogue. The
.subject entries were removed from the dictionary
catalcgue and filed separately, This resulted in two
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loguen, viz.,, alphabetical author and title cata-
e, and alphabetical subjoecel catalogue. The chief
viahtago of this divided catalogue is that the fil-
| of the cards in each catalogue is simpler than
wglll they are combined. Thus it becomes easier
@ loentle purticular entries in the files. But there
e nome complexitics when a divided catalogue is
Weed, In the (irst instance, it is necessary for the
aera to understand clearly the types of approach
Hl'iwlllml by ench entalogue. Secondly one should
fechidle whether il is author, title, or subject appro-
peh that  ho should  use. A divided catalogue
provides preater total acecessibility than the other
e aco that more people enn urte the eatalogue at
g o The Libwnry Horenbinty consider Lthat this
Avie ol vatalogae n nomoewhal. more  expensive to
mininntuwin than the Jdictionnry entanlogue because more
eanda e pegubred In thin connection it should be
foled that the sepnratle author and title eatalouge
nivd alphabetieonl  nuabjecl, entalogue were invented
even hetore the dovelopment of the dictionary cata-
fogue. Only in thoe Inte 19Lh century, some libraries
which hod orgnnized their ealalogues in this fashion
ehanpud over to Lhe dictionary catalogue.

(CLARIISD CATTALOGLUES

The lant In the line in the classed eatalouge. A
elanncdd valnlopgue s 0 endnlogue in which the sub-
Jeot vntelea e arranped in oo odeflinite scheme of
pluunlnl'ﬂllllﬂ I t'l*illnl's'n {hes uI|111:Lbutical-;i_ﬁubjt‘:ct
hondings of the divtionney entaloguce or the séﬁ;&;ﬂte
alphanbetionl nubject entalopgue, The author and tifle:
enlvion are prepored exanclly s for a dictionary“or
iy b entadograe, ' nubjeet approach in the

h
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classed catalogue is provided by cards arranged
according to a scheme of classification rather than
by alphabetical subject headings. For example,
instead of arranging the cards for books on British
History under the subject ‘““‘British History’’, they
are arranged under the classification symbol for
British History in the classification scheme chosen
for making the classed catalogue. If the Dewey
Decimal Classification is chosen, books on British
History would be filed under the number 942 which
stands for DBritish Ilistory in the Dewey Scheme. A
hook treating of two or more subjects will have two
or more subject cards, each filed under its appro-
priate class number. Because of the fact that the
users will not know the class number for a subject,
an alphabetical key to the classification system is
provided. Any number of index entries may be
made to a particular class number. In the above
example the following index entries may be prepar-
ed, each on its own card:—

British ITistory
U.K. Ilistory

The first entry would help those who think in
terms of British History. The second entry would
help the specialists who think in terms of U.K.
History anything connected with Britain or English
people. This weceuld illustrate the ﬂembﬂlty of the
dl})hﬂbﬁtlﬁﬂl subject index.

wT‘he major advantage of a classed catalogue is
that it provides a logical arrangement of books on
ail aspects of a broad subject and thus meets *he
needs of the scholars and specialists. But a classed
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catalogue can be no better than the classification
scheme used. Therefore, it is suggested that the
libraries providing a classed catalogue must take
particular care to select a classification which pro-
vides a logical, scholarly classification of knowledge,
which is up-to-date. It has been criticised that the
classed catalogue is more difficult to consult than
the dictionary catalogue because the user must
understand the use of the alphabetical subject index
and the advantage of the classed arrangement of
cards. N



5. REFERENCE WORK

CONCEPT OF REFERENCE FUNCTION

Reference work means ‘“‘direct, personal aid¢
within a library to persons in search of informa-
tion”. The information sought may vary from a
quickly supplied answer to one involving research.
The concept of the reference function has been grea.
tly expanded during the Ilast decades. In the
beginning reference work was considered primarily
as the answerineg of reference questions from a
select group ol books designated as ‘‘reference
books’’. KEven to-day the reference librarian retains
this function. But his world has been expanded to
include the entire library collection as well as
sources of information outside his own library. Be-
sides, he prepares indexes, bibliographies and inst-
ructions in the use of the library, guides the rea-
ders in the most efiective methods of using library
materials and facilities, evaluates and elects mate
trials, prepares publicity and displays and super-
vises the management of the reference section.
Moreover, interlibrary lending and borrowing, and
prepartion of guides to libraries or special collec-
tions and preparation of lists of new books are also
generally considered as the duties of the reference
iibrarian.

REFERENCE LIBRARIANS

Reference librarians are the persons who are in
charge of the work of a reference department. They
are the'canvassing agents for the books in a library
and by their personal canvassing, they introduce the
—Tight book to the right reader at the right time. To
* do this noble job cffectively, the reference librarians
should have fthe following qualifications:—
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1. First and foremost, they should have
sound education and training and a
rich cultural background based on the
study of especially the sciences, social
sciences, and national and world
nflairs.

2. 'They should have an urge for social
nervice, love for ]r11:4r1rm.1:11t3:r and have a
ke :nlvr{*qt in what is going on in
the world and in the community. Be-
sitdles, they should have faith in the
nhility of books 1o help humanity,

N They  should have  intellectual curiosily

nnd possenn pflrong memory power since
they nre The Iintelicetunl giants of the
sl ltution whoeroe Lthey work. In addi-
tion, they should have a broad acqua-
Intanece with every ficld of knowledge,
and with the colleetion in their library
and the scope and structure of the
bookn, T'hey should also be thoroughly
fnmilinr with the arrangement of the
hooks on the she.ves and of the cata-
logrue mnintained by the library.

4, 'T'hey should pnt themselves alongside the
hooksn and  periodieals that can meeb
thelr requirementn pnd work with the
rendors In thelr hunt for information.
Moreover they should receive. the rea-
tlern with n cheerful face and help them
In gelting thelr regquirements.

In brief, the reference librarians should have
abllity to comprohend onsily, imagination and re--
avmreefulnesns, onthusinsm, persistence, thorough
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knowledge of all the resources, humility, and abovcu
all, love for serving people.

REFERENCE BOOKS

Reference books are the books referred to for
specific information. In other words, referencc
books are not designed to be read through from
cover to cover. They contain separate facts arrang
ed for convenient and rapid use. They are of two
kinds, viz., reference books general in scope and
reference books on special subjects, They are other-
wise called ¢‘‘genral reference books’ and ‘‘subject
reference materials’’.

(General reference books are broad in scope and
useful for all. They may be divided into the follow
ing categories:

1. ENCYCLOPAEDIAS

The word encyclopaedia comes from the Greck
word ‘‘enkyklios Paideia’’. It means ‘‘education in
the circle of arts and sciences”’. An encyclopaedia
contains information on all subjects arranged in
alphabetical order. Hence it is very useful for
short, condensed articles on many subjects. Back-
ground questions as well as specific factual questions
can be readily answered by consulting it.

General encyclopaedias may be divided into the
following groups:—
(a) Major encyclopaedias, such as:—
1. Emncyclopedia  Americana. New York,.
Americana Corporation, 1961. 30 vols.
Rich in scientific articles; signed artic-
les by experts.

2. FEncyclopaedia  Britannica. 14th ed.
Chicago, Encyclopaedia Britannica,,
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Ince.,, 1961. 24  wvols. Oldest of the
slandard cenceyclopacdias in . English to-
day; scholarly; unusual illustrations;
Hignoed articles by experts.

a4, KNalai Kalanjiyam. Kd. by M. P. Periya-
niumi ‘Thooran, Madras, Tamil Valarchi
Knzhakam, 1954-63. 8 vols. The only
slandard modern encyclopaedia 1in
"1,

(1 Sehool eneyelopacdias such as:—

| (‘oo plon’s Pictwured neyclopedia and
Iact Tuder.  Chicengo, Compton, 1961.
I voln, 'ictures on almost  every
e, praded  aretielen;  index in each
S TNE

U W ld Noolk Faepelopedia, Chicago, Field
fonterprines  ldueational  Corporation,
Ial, IR Vols, Simple style; copiously
et rncted,

# YIEARIIOOKS

Yourbooks which are published annually contain
A e nmount ol informntion arranged in a concise
form nhoul evenli, progress nnd conditions during
the yonr covered In other wordn it provides statis-
$enl o divectory Information One can know the
Itent Information on n subjecl or what happened
I on parienbne yene by connulting  a yearbnnk The
tmportant typos of wmlumlm nre s — “

fit
P,

(n) neyelopnediy nnnual supplements, iSsu-
ol by the publishers of the major
gonernl  encyclopaedias  to  keep their
onceyclopnedins up-to-date.
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1. Americang Annual. New York, Americann
Corporation, 1923— . Contains events
of the previous year.

2. Britanmica Bool of the wyear. Chicage,
Encyclopaedia Britannica, Inec., 1938
— . Gives g calendar of events, short
articles, statistics and bibliography.

(b) Almanacs containing miscellaneous in=«
formation and statistics. They were
originally calendars of months and
days 1Including astronomical -calcula-
tions.

1. Information Please Almanac. Ed. by
John Kieran. New York, 1947— . In-
cludes miscellaneous information arran-
ged In general classes; subject index.

2. World Almanac and Book of facts. New
York, World Telegram and Sun, 1863
— . Contains information on all sub-
jects.

(¢c) Fact books, such as:

1. Facls on File. New York, Facts on File,
‘ Inec., 1940—. Useful weekly digest of
world events with cumulative index.

2. Keesing’s Contemporary Archives. Lon-
don, Keesing’s, 1931— . Weekly news
service, with cumulative index: includes
texts of speeches and documents,

3. Statesman’s Yearbook. TL.ondon, Mac-
milian, 1864— . Describes the Govern-
ment, people, religion, finance, defence,
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production, industry, commerce, com-
munication, moncy, and weights and

measures of the countries of the
world. '

8. ILHANDBOOKS

Iandbooks nre small books providing miscella-
fAeoua lomn of inlformation, capable of being con-

venlently tnken Lo any place for ready reference.
The mont unetul handhooks are:— -

I Digentn presenting information in a con-
denned form such as digests of laws,

dipentn ol nrlicleg from ‘_[]{!'I'ifldiﬂﬂlﬂ,
el

g4 Coampnntons  explandning  the various as-
peetn of i nubject,

# Compendiomn providing comprehensive
aummnrion of a subject.

4 Manunlv contnining instructions on occu-
pntlons, hobbies, trades, etc.

B, Mincollnnices spiving miscellaneous infor-
matlon on many subjects,

&

{, Mtignette. Kmily Post,  New York, Funk
and  Wagnalls, 1940, Book of social
usnpo:  Hluntented  with  photographs
and faestmilon of social forms.

a4  Kothavian Feonowmie (Guide and Investor 8
Hand book of India. 27th ed. Madras,
Kotharl & Sons, 1967. Very useful in.
providing  Information on industry,

(nanee and general ‘economic  develop-
mont
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4. DIRECTORIES

Directories are alphabetical or classified lists
containing names and addresses of persons, organi-
sations or institutions. They may also provide other
information pertaining to organisations.

1. Directory of nternational Scientific Orga-
nizntinons. Unesco, Paris, 1950.

9  World of Learning. 12th ed. London,
Furopa, 1962. Very useful directory ;
broader in scope; includes universities
and colleges, learned societies and re-
search institutions, libraries and archi-
ves and museums.

5 BIOGRAPHICAL SOURCES

Biographical sources are the reference sources
specially compiled to give biographical information.
They may be universal in scope. Sometimes they are
restricted to particular regions or areas oOr they may
be limited to persons no longer living or again, to
persons of a certain group or profession.

1. Current Biography. New York, Wilson,
1940— . Published monthly; presents
v articles on the life and work of people
in the news—national and international
affairs, sciences, arts and industry ;

articles accompanied by portraits.

9 Dictionary of American Biography. New
York, Seribner, 1928-58. 20 vols., index
and supplements 2. Greatest Ameri-
can Biographical dictionary contalining
"interesting life sketches of prominent
Americans from all the ages of Ameri-
‘can history; retrospective; very useful
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in the fields of Social Sciences andi
[.iterature. Prepared under the aus-
pices of the American Council of Lear-
ned Societies,

8. Diclionary of national Biography. Ed. by
l.eslie Stephen and Sydney Lee. Lon-
don, O.U.P., 1922. 22 vols. Supple-
ments.  Monumental as well as most
important book of reference for Eng-
lixh biography: includes information
nbout inhabitants of the British Isles.
nnd ity colonies; retrospective. It was
(rul. published  in 63 vols. by Smith.
[Glder (1THRL 1901),

A Waoehmter'n Riographical  Diclionary. Spr-
Ingheld, Mann,, Meoerrinm, 1943. Com-
tnina 10,000 bhriel hiographies of men
and women of all countries and alk
timen nand rom cvery field of human
netlvity  Also includes the correct pro-
nuncintion of the names.

b, Who'n Who, lLondon, Black, 1849—.
Alphabetieal biographical dictionary of
Hyving Dritish notables. Also includes.
the names of  internationally ~famous
pernonnlition,

0, Tamil FKluttalar  Yar Foar? Madras,
Taumll Bluttnlnry Sangam, 1966. Who's:
who of maodern ‘I'nmil writers,

6 DICTIONAIIGH

Dictlonarion  denl primarily with words and
gomtaln  Information about spelling, pronunication;.
definitions, grammar, synonyms and antonyms,.
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llustrations and miscellaneous information of an
encyclopaedic nature, There are also specilized
Jbooks words.

1. Dictionary of Modern Emnglish Usage.
Henry Watson Fowler. Oxford, Clar-
endon, 1926. Famous authority on
moot prﬂblems of grammatical usage.

2. English-Tamil Dictionary. Ed. by A. C.
Chettiar, Madras, University  of
Madras, 1964. 38 Vols. More Compre-
hensive; covers many words not attem-
pted in the earlier dictionaries. Single
Vol. edn., is also available.

3 New - English Dictionary on Historical
Principles. Murray, Sir James A. H.
and others. Oxford, Clarendon, 18883-
1933. 10 wvols.,. and supplement. Re-
issued, 1933, in 13 vols., under the title
Oxford English Dictionary., Most ex-
haustive work on the English tongue:
unabridged; primary source for the
meaning and use of words in the
English language; abridged edn. under
the title Shorter Oxzford Emnglish Dic-
teonary on Historical Principles,

4. Tamil Lexicon. Ed. by S. Vaiyapuri
Pillai, Madras, University of Madras,
1926. 6 vols. Supplement, 1937. Stan-
dard reference work containing the
~words in the Tamil language and their
- definitions.

D. ..ﬁ’ebster’s New International Dictionary
of the FKEmnglish Language. 2nd edn.
Springfield, Mass., Merriam, 1959.
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Most famous American dictionary;:
unabridged. In the new 3rd edn., 1961,.
archaic words and phrases are omitted..

7. GEOGRAPHICAL SOURCES

Geographical sources are the reference sources
much used in connection with geographical inquiries,
In other words, they are often used by the library-
for locating information about places. Maps 'In
sheet forms, atlases, which are books made up enti-
rely of maps, gazetteers, which are dictionaries ‘of
geographical places, and geograpnic handbooks or-
guides are the most important geographical sources.

1. Columbin Lippincott Gazetteer of the
World. Ed. by 1. K. Seltzer. New York,.
Columbia, 1952. Complete and up-te-
date geographical dictionary of the
world, additional information such as:
population, location, trade, industry,
natural resources, history, etc.; supple-.
ment included in the 1962 printing.

2. Times Atlas of the world. Ed. by John
Bartholomew. London, Times, 1955-

59. 5 vols. Best of the large world
atlases.

. INDEXES

Indexes point out where the information sought
by the readers can be fTound. In addition to the
indexes formed in books, there are other important
kinds of indexes which could help especially the
research scholars who seek material on a. particular
subject. They are:—
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1. Indexes to periodicals providing informa-
tion about the wealth of material bur-
ried in the periodicals.

2. Indexes to newspapers serving as keys to
the contents of the newspapers.

3. Indexes to literature found in collections
or anthologies.

There are also indexes to government publica-
Tions which are the result of the research and activi-
ties of the various government departments, bureaux
and agencies, and lists of magazines and news
papers, giving addresses, and other useful data, and
works speclally nrepared to help to locate the book
reviews.

1. N. W. Aye;t' {Lﬂd Son’s Directory of News-
papers and Periodicals. Philadelphia,
Ayer, 1880—. Comprehensive annmual
directory; contains information about
20,000 newspapers and magazines pub-
lished in America; arranged according
to places; particulars about periodicals
and newspapers furnished—name, fre-
quency of issue, price circulation, edi-
tors ete.

2. Redaders’ Guide to Periodical Literature.
New York, Wilson, 1905. Valuable
index to the contents of over 130 well
known general magazines from 1900 to
the present time; published twice a
.month; cumulated at intervals; each
“magazine article entered under its
~author and subject and also under title
as well; very useful for locating recent
mfﬂrmatmn as well as information
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which might have come out in magazi-
nes in years past and which might not
have been published in books,

B HIBLIOGRAPHITES

Hibliographics are the lists of writings. They
rru.““!””y consnlted 1}‘{ Lhe l“]!"ﬂ.r}r stafl for
wing  Information about books. They may be
vided Into Lwo proups, viz., general bibliographies
WII siibject hibliographies.  They range in size from

i vy beieteal vending: list to the most exhaustive
e containing wll the literature on a given subject,
W by o wiven puthor, or pablished oo riven coun-
v, o o tnon piven libenry, The  different
foivmna ol geneaanl hiblioprnphilen nre:

b Heade seloctton alds which nre compiled to
el e i the cholee ol books Tor read-
fvg v bying,

i P date  af hoolos conlonining informaticn
iwhoutl booloy in |H‘illl. in different coun-
PR

4 Cioneril t*nlllin‘l'}u'nﬂivu hib]ingraphies
Cirndbihing information about old books
ol uwny country or period.

4 Al Ffor loenting nrchives and manuseript
collectlonmn

i ;\Itlu oy llH'Htin”]J_ |.I_H"l|.-'¢'l'llll:]l’tl'"lt IJubliﬂa—
Finnn

| Ptitdivgraphp of Iibliographics. Theodore
Paoabory Waorld  bibliography of
bibllopeaphlen  d. edn. Tondon, Bes-
fevimnn, 19107 19085 vols, List¥.of sepa-
rntely  publinhed hihlit}ﬁl‘ﬂphiiﬁ%_; from
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the beginning of printing to date; sub
Ject arrangement of entrizs; author
and subject index.

2. British National Bibliographiy. London,
Council of the British National Biblio
graphy, 1950—. Weekly list of books d¢
posited in the copyright office of the
British Museum ; entries are fully cata
logued and classified.

3. Commemoration Bibliography. Comp. by
S. R. Ranganathan and R. Muthuku
maraswamy. Tirunelveli, Madra:s,
S.LS.S.W. Publishing Society, 1961.
Lists the first 1,008 books published by
the Society.

4. Cumulative Book Index; a world list of
books in the English language. New
York, Wilson, 1888—. Current,;
monthly ; annual and multiannual vols. ;
lists books in the English langmrago
published in all countries in a diction-
ary arrangement of authors, {titles,
and subjects.

. Indian National Bibliography. Central
Reference Library, Ministry of Scie-
ntific Research and cultural Affairs at
the National Library, Calcutta, 1958—.
Weekly ; lLiists current Indian publica-
tions received in the National Library,
Calcutta under the Delivery of Books
Act of 1954. Contains two sections,
viz., general publications and govern-
ment publications; each section divided
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into two parts—-classified and alphabe-
tical; monthly and annual cumula-
tions.

Reference books on special subjects are indis-
pensable guides prepared to help the scholars doing
research in their special field. The material found
in the subiect reference books is devoted to g specific
subject field such as literature, political science,
chemistry. Reference books on Spema.l subjects in-
clude guides to the literature in the respective fields
—bibliographies, periodical indexes, and abstract
journals—encyclopaedias, handbonks, dictionaries of
iterms, biographical dictionaries, directories, etec. A
few of the important subject sources are noted
below : —

1. Agricultural Index. New York, Wilson,
1916—. Valuable subject index to agti-
culture and allied fields such as bio-
logy, bacteriology, horticulture, fores-
try; includes periodicals, bulletins, re-
ports and pamphlets; monthly issues
cumulate at intervals during the year,
annually, biennially, or triennially.

2. Cambridge Bibliography of English Lite-
rature. Ed. by F. W. Bateson. Lendon,
C.U.P., 1940. 4 vols. Very important
work listing the authors, tlitles, and
selected editions, with relevant critical
matter, of all the works in English or
Latin published up to 1900; entries are
arranged chronologically under literary
periods and within the permds by
form subdivisions such as . poetry,
drama, fiction, ete.; V. 1. 60(} 1660 ;
V. 2. 1660-1880; V. 3 1880 190{”}5 V 4,
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Index. V. 5. Supplement: A.D 600
1900, ed. by G. Watson (1957) bringn
each section of the bibliography (600
1900) upto the beginning of 1955. Lilc
rature of the United States as well an
the French literature of Canada not
included.

3. Chemical Abstracts. Easton. Pa., Amevri
can Chemical Society, 1907—. Most ofli
cient as well as practical periodical
index devoted to elaborate abstracts of
chemical papers; very useful for local
ing current articles on any topic in the
field wherever published; eitation o
each article accompanied by an abstract
of its contents; semi monthly: indexcs
to authors, subjects, etc. -

4. Dictionary of Philosophy and Psychology.
New edn, New York, Macmillan, 1925.
< vols. Reprinted by Peter Smith in
1946. Excellent and authoratative basic
work covering the entire field: out of
date for modern developments.

5. FEncyclopedia of Religion and FEthics. Ed.
by James Hastings. New York, Serib
ner, 1908-27. 13 wvols. Monumental
general work . prepared from the stand.
point of no one religion:; articles on all
the religions of the world, and on all
great svstems of ethics; includes rele.
vant matter concerning mythology,
folklore, biology, psychology, and socio-

logy.
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K neyelopedia of the Social Sciences. New
York, Macmillan, 1930-35. 15 vols. Re-
e, 1937, 8 vols. Ed. by E. R. A.
Meligman and assisted by a board of
npocinlists and laymen and contributors
From many  learnced  societies; includes
nol. only the socinl sciences political
aclenee,  oconomics, law, anthropology,
sociolopy, and socinl work—>but also the
pon inl prpectys of many other fields of
knewlodpe  such as  cthies, education,
philonophy,  psychology, blology, geo-
praphy, medicine, and  art; excellent
ihliopepphien,  rieh in  biographical
mmntendnl o plven 0 mvnopept of the pro-
divian  nule dn the various ficlds of
arst bond s

(hgumiantiog of the Goverianicnl of I'ndia.
bl Inatitunte of Pablic Administra-
Hionn Mombiay, Anin PPublishing House,
toan Contiins deseriplive information:
veprnrding  the organisation and proe-
comnen ol governmentl in India at all
fovels nnd in all their aspects,

Chafonrd Companion Lo IWuglish Taterature.
e P'aal Hanrvey  Srd odn. New York,
CanFonad, 101G Mupgnifticiont, compila-
tlon, dletionnry ot brlel articles on
inliahy nuthors  and  their writings;
fetitions nivmes and  literary allusions
sxpdntned,

Oaford hHetionery  of Quotalions. 2nd.
ailn. New  York, O.U.P., 1953. . Inclu-
dea  gquotntions  based on  popularitys
indox of koy words, : E |
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10. Pre-Pallavan Tamil Index. N. Subra
manian. Madras, University of Madra,
1966.  Index of historical moterial
in Pre-Pallavan Tamil Literature; liul:
all entries, in Tamil alphabetical crder,
having historical and socialogical sizni
ficance; toponyms, events, ete., are al:n
listed.

11. Van Nostrand's Seienlific Encyclopcdio,
3/d. edn. New York, Van Nosirand,
1958. Concise one vol. encyclopaedia -
incluces articles on basic sciences -
well as applied sciences; contains bolh
elementary and techunical information.

EVALUATION OF REFERENCE BOOKS

Reference books are different in purpose from
other books. Hence for using them intelligently onc
must have knowledge of the authority, scope, treal
ment, arrangemoent, and special features of each.
Moreover a caretul study and evaluation of each
reference source acquired by the library can help
the reference staff to render efficient, expeditious
and exhaustive reference service. To ascertain the
quality -of gold, the goldsmith tests it with the help
of the touch-stone. So also evaluation of referencc
books should be done by examining their charac.

teristics noted.

1. Awuthority: This refers to the accuracy
of the work’s compilation. The vualuc
of a reference work depends solely on
the reputation of the author. Signed
articles are also a clue to authoritative
material
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2  Scope: A knowledge of the scope of the
work is essenlial.  The preface and in-
roduction are usceful in determining
(he scope (or Lhe field covered by the
work). Besides, one ¢an  read some
portion of  the work dealing with a
mntter with which he is familiar and
oxamine i, in the light of his own
Ktnowledpe of the subject,

" Prealment s Some bhooks are written by
pecinlinta and  thercfore the subjects
Cound in them e Lreated in a schol-
g by e IHencee they may boe o use-
ok ey o o hiohiveny, There are some
il bowny boo ool n dienling with the same
anbojec e contnln hriclt articles
wilttten Inon snlimple miyle along with
ol Bikhil o enphilen, I"or reandy refer-
e, theao hoolay nre very cssential to

nll

The fuets  Tound in o reference book
ahould bhe thorough, reliable, and com-
TLRLEE Inncenrney ol facts cannot be
e pieend Qomed hinens in the ease of a
fnetunl  boolk, s omintion in some
divection may  constitute  bias. But
ihia iy I Iullull'-l|

4 Avevngement The conlents of a refer-
ehees ook ahould he arranged systema-
tlenlly, e thnt the renders can consult
Iowith eaae  ‘'he most popular system
ol pevanpement s the ulphutwtlc arran-
pimenl HLeforence books such ﬁﬁ die-.
Lioninrion, eneyelopnedins, mﬂexeb’fullﬂw;
wlphanbotic order, T'here axe some ﬂthEr
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books in which the sequence of contents:
are classified according to chronologi-
cal or geographical or tabular order.
For e.g., bibliographies, treatises and
handbooks follow classified arrange-
ment; statistical works follow a tabu-
lated arrangement; atlases follow geo-
graphical order and historical outlines
are arranged chronologically. In addi-
tion to the systematic arrangement of
contents the main text arrangement of
a reference book should be adequately
complemented by indexes as well as
cross references.

5. Format: The get up of a book should
be attractive, and the book should be
easy of handling and strong enough tc
stand use. Good binding, paper, type,
wide margins and illustrations arc
necessary features of a good book,

6. Special features: Tach one of the refer-
ence books may have some outstanding
features which distinguish it from all
others.

REFERENCE WORK IN PUBLIC LIBRARIES

The main reference sources of a public library
system should be kept in the central library. Butl
each branch must have its own collection of refer-
ence tools, corresponding to the size of the branch
and the demands of its clientele. In order to serve
the clientele most effectively the reference librarian
~ or assistant should be familiar with the contents of
. -those: *Eouls as already stated. They should be exa-
mmed every now and then until he is thoroughly
“yfamiliar with!the contents.



87

The resources at the Central library should in-
clude reference books in many fields not found in
{ts branches. The readers at branches should be
Informed of the additional material available for
onsuliation at the central library. Every attempt
ghould be made to make available information from
the central library which may circulate when a
question has been referred to reference services,

T'he first step in reference work is to find out
whut the reader wants, Next, if the information is
rendily available in the library, it may be supplied
to the render.  If it is not available in that library,
the dibwnrinn may send o subject request to other
i nrden, whoere the informalion s avatlable. Sub-
el prequests should  be accompanicd by  as much
bivcboronnd  nn possible, no Lthat, the stafl members
ol other Hhoaries mny  be able to supply what is
with el I"l't':lurnll}r the use Lo which the informa-

Yiom e ta be pul o will give a clue as to what is
withled,

T'he librarian enn answer to a reader’s question
by roudily referring to the proper book. He could
oven oller o contacet. on the telephone neighbouring
Minnvier with n large colleetion of books and get
the nlformntion required by the reader.

Whon the question  in one  which cannot be
nnwerod rendily, norequent to other libraries, giving
an mmnch binelagoround an poraible should be made. If
the Informantion in nol nyvailnble in other libraries
it may be borrowed from the State Central Library,
i the reader conld nfford to  give time to the
Hhwnrinn,

Hoefercnce  questions must never, be answered,h_

from memory. T'he answer should be fumlshed only
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after consultation of the source containing the in-
formation.  Sometimes the library may be asked to
suggest reference books for purchase. It is wise
on the part of the library not to recommend books
for purchase. It may offer to furnish with sources
containing evaluation of books. All the important
books for evaluating reference sources must be
acquired and kept by the central library for this
purpose. The branches may send a regular request
for this information to the central library. Excerpts
of reviews of the books will have to be sent by the
same authority to the branch libraries.

Copies of the unbound periodicals received by
various branches may be borrowed for circulation
through a regular request procedure Besides, each
library in the system should be furnished with a
list of all the periodicals subscribed to by wvarious
libraries of the system, so that an inquirer in imme-
diate need of a periodical may be referred to the
branch having it. A telephone call to the other
library asking il the desired issue is in, will prevent
disappointment. It should be remembered here that
only the issues of the rast six months of each perio-
dical subscribed to can be circulated. The earlier
issues should mnot be circulated on any account.
They may be sent for binding and afterwards kept
in bound volumes in the library for the consultation
of the readers.

The reference staff will often be confronted
with a request by a reader for the issue of a re-
ference book so that he could go through it at
_,;f';{l_._;:hmm&.u Now it is the duty of the reference staff to

:‘-“"F"i:nfﬂr_m him that reference books must always be
“~available in the’ library for consultation. But special



89

permission may be given under exceptional circum-
stances. It is better not to have a hard and fast
rule.

In a busy library, it would sometimes be diffi-
cult to help every person seeking information., So
the staff must guard against devoting too much time
to persistent inquirers and those with trivial re-
quests at the expense of other readers. At the same
{ime the staff must realise that each inquiry is of
importance to the inquirer. They must be courteous,
lHowever, judgement must be exercised on the time
which may be spent on a particular enquirer. ¥or
(nulnnee, 0 publie library is nol justified in devot-
ing much time in helping an inquirer who just
wirhlin o ogquolation from n bool. The time spent
aver supplying  the  guotation needed may be spent
For more bmportnnt daties Answers Lo crossword
pzzlon shonld heo nvolded nn fnre nd possible. But
the Hhwnry con sagrpenl ROUECeNs rom which answers
condd hoe obbnlned

A record shonld e mudntained by all the libra-
ylen of the referenee  guestions rececived by them.
Phin record in of pront valie ns nn index, along with
clrentntion Npuren, o Hbenry  development, The
.-lllll!nlllll'll-'l pocelved hy the Hhrardesw enn be classified
It two-varletion: 1 Directionnl and 2. Search.

A directlonnl question Is one which could be
nnawered by divecting the Inquirer,

Joxmmnplon
“Are there D V. L Subroamanian's Rooks?”’
For this question the inquirer will haveito. be:

atmply directed to the eatalogue of the libra %" and
to the shelves, 2 i R

.
e,
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““Where are the books on Tamil Literature?”

IHere the inquirer is to be directed to the 031
section if the books are arranged on the shelves
according to the classification symbols of Colon
Classification devised by Dr. S. R. Ranganathan.

A search question, on the other hand, cannol
be answered immediately and involves search on
the part of the staff of the library.

Examples ; —

“What is  the importance of Kalingattu
Parani?”’

Tamii Euncyclopaedia will have to be consulted
to find out the answer.

“When was Dr. M. Varadarajan born?”

Who-is-who of Tamil writers or any biogra-
phical dictionary of Indian writers or Tamil writers
will have to be looked into for the answer.

In short the search questions serve to measure
the quality of library’'s services. But the directio-
nal questions are also important since they help in
measuring work load for budget justification. Every
question, whether it be directional or search, should
be tallied and recorded.

The organization of reference services varies
with the size of the library. In a small library, the
librarian mayv assume this function. In g medium
sized library there must be a reference assistant.
In a District Central Library there must be a sepa-
rate reference department and a trained staff to give
the most complete service possible. A Grade I
Librarian with one or two professionals (Certificate
hulders} may be appointed for this important libr-
ary:. work.

'1..":.



9l

In the U.S.A., according to the survey made in
1966, some information and reference service is
provided by almest all public libraries regardless of
mize. In recent years reference services in many
melropolitan libraries have been greatly expanded.
All the large publie libraries in the U.S.A. have re-
Orgnnided their services in such a way as to furnish
Information on literature, history and travel, philo-
nophy, music, arl, science and technology, business,.
ele., Reference and circulation functions are com-
bhined in the sceveral subject departments. In some:
Hhwnries o peneral relerence seetion handles general
Information inquirvies.  In olthers, the general refe-
vouce function v combined with that of one of the
it ject depmrbiment Thin change was necessitated.
I'H' Phiee v ol o of “II-I"HI','\-' lllilii'l'iHIH lHHlliH, |]l‘!['iﬂ—
dlodn, yopunte dociments nnd non book malerials.,
Mo conver 1 wan (el that one Hibrarian enan no lon-
e cineanpmeasy the world of lenrning and that staff
illullnlhulhru biv i Iu-tmmily in oprder Lo prnuide the
gl gudeaguan by il o pelenld HOrViee, A second
o el e the orpnnlzention ol reference ser-
Viewen e fhe  establishiment  of wpecial  service Lo
oo telophione tngubrtes, o some libraries, libra-
vins ol telephone deshs oquipped with ready refer-
vneo ook, clipping Ales jnd enrd indexes answer:
the abmple and divect gqueastions, Other questions re--
gubving o long semreh proe reloerred Lo the appropri-
wlo anhject depprtmentns I'hee  manin  libraries in.
Potealt and Clovelpd hnve I8 and 24 trunk lines
voenpoctively, For thin serviee

T"he Grade | Libearinn who is in charge of the:
velforence nection ol the Dikrtiect Central Library:
ahonld be the nwupervining  reference librarian., g.He
should direet. the reference gection, train and ‘guide- ..
the atnll attnched Lo central reference, services :and:
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the staff of branch libraries, and select and assign
yeference materials for all branches. In addition
he should consult branch librarians concerning re¢
1ated problems, particippate in evaluation and selec
tion of books and advise the Chief Librarian of thc
District Central Library as to the present and future
.development of reference service.

The reference collection at the central library
should be most extensive. The more specialized re-
ference tools should be found here. There should
be space at the centlral library to maintain a back
file of reference materials as well as periodicals
and newspapers. In short, though the reference col-
lection at central library must be considered as an
extension of the smallest collection of reference
tools in the smallest branch in the system, the in-
formation to be found in its coliection is to be
.ghared by all. The function of its staff is to serve
.all.

REFERENCE WORK IN ACADEMIC
LIBRARIES

In college and university libraries there should
be a general reference section supplemented by spe-
.cial reading rooms and departmental libraries. The
general reference section should serve mainly the
humanities and social sSclences. There should be
divisional libraries for the bhiological science and for
the physical sciences and in the case of the latter
‘there may be several departmental - libraries in
different locations. The general reference section
mmay also be assigned the responsibility of organis-
ing the reference services for large collections of
specialized materials such as government publica-
+tiong and reports. Now a days since the reference
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#ources are being increasingly used by scholars there:
should be expert reference assistance in all college
mnd university libraries. Only a specially trained
:ml slcilled staff can attend to this important func-
jon.

Al 1he beginning of every academic year a.
perics ol classes may be held for initiating the new
ontrants into the college. Besides, a series of
lownons may be conducted on the use of the refer-
CHCE HOLECeS?. Instructions with regard to taking:
down noles and compiling bibliographies may also
boe piven. I s belter il the classes are regular and
aprond over Lhroupghout Lthe year.

Pl i ol organising such  library classes.
whould e Lo inalil into the young  minds  the.
et hodin of  using Indinpennnble tools for education
il penepreh ook tnlh:t nned book reviews may
alno bho orpanianod by the relerence  scelion perio-
ieally

FOUR ASPECTS OFF REFERENCE SERVICE

r S 1. Ranganathan has stated in his bock:
PReforence  Serviee and  Bibliography’  that there
Are four aspects ol reference serviee which consist-
In the  procers o establighing conlact  between.
poivior nndd hoole by pernonnld Hervice,” The four
fnpocta e

Lo Inithntion o FPreshman,

o Genernd Help to General Readers.,
N, Rendy Relferonce Service,

4, Long Range Reference Servi‘ce.
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Tnitiation of freshman means acquainting the
veader with the resources, Every reader should
get the best out of the library whenever he visits it
‘This is possible only if the reader possesses thoro
ugh knowledge of the sources of information avail
able in the library. Besides, he should also have

some knowledge of the organisational techniques
employed by the library. KHence if anybody visits
the library for the first time he has to be welcomed,
kaken and shown around. This is the iirst step in
the initiation of [reshman.  This will certainly
make the freshman feel at home. Then he has o
be informed about the sequence of arrangement ol
reading materials such as books, periodicals, bullet-
ins, reports and special sequences, if any, the arran-
gement of publications within each sequence, the
catalouge maintained by the library, the other
indexes available, the assistance and services pro-
vided by the library and the library rules. Briel
infromation about the specialized departments of the
1ibrary, the advantages of open access system in the
library, the classification system adopted by the
library, and the arrangement of entries in the cala-
logue may also be furnished. A copy of the plan
of the library as well as the library handbook con-
taining rules and regulations of the library and
other information about &he library may be supplied

40 the new comer, if available.

General help to readers means the help render-
ed by the librarian to readers such as directing
them to particular subject shelves, reference collec-
tions, assisting them in locating books in the stack
roomt, giving theém guidance and advice on the use of
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relforence sources, and bibliographieal tools such as
Indoxes, catalogues, ete., and the method of
pearching.

Ready reference service is nothing but facb
finding or information service. Ilere the readers
aerved arce all ordinary enquirers. The questions
brought by them are easy and popular. The answer
to thene questions is furnished by brief consultation
of goeneral or subject refercnce bocks and ‘n a VEry
shorvt time  1lenee this service is called ready re-
forence nerviee,  The place where these ready refer-
ence quentions e handled is the information desk

or onoudry dends In nendemie libraries ready refer-
enen aeevieo chonld eduenle the elientele in the use
11 ||-u||",r b ferve e ATRIRE A lll H”H‘l' WH]‘({H thE'

aluddenta ahonld he tanpht how Lo help themselves by
beveantng  familiny with  the  resources  which they
wiornld v Lo vonsult tnter. Bul in Lthe case of ad-

mitntateative alnt the dibrarian should furnish the
it mitlon reqgulred

The elientele of n commercial or industrial or
dopartimental hibrary are busy persons and so they
many not he in o position Lo spare time to hunt for
informntion, leneo it becomes the duty ‘of the
ey stnft o Nnd out the exact information requiy-
e Ly them and poras iL on to them

oy rnnpge relerence nervice  is the special
aorvice provided by the Hihrarey ol o technical or re-
genreh or prolessionnl Inntitution, The readers.
aprvivodd by lonp ranpe el renee service are mostly
the resenrch worloers or neholars or S[}E{:iﬂliStS,ﬂ_The
informantion sought by such persons may not ﬁnd a.

L
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place in the common reference sources. Therefore
one has to go beyond the use of common referencc
sources and cull out answers from a number of pub-
lications, such as books, bulletins, reports and also
from other libraries. Naturally it will take much
time. Sometimes bibliographies are to be compiled
for service as well as for future needs. Since tho
questions put by the specialists will be of a specialis-
ed nature the answers to such questions will have
to be furnished after strenuous search of the re-
sources. Hence this service is called long range
reference service.



6. LIBRARY ROUTINE

L.ibrary routine deals with the different aspects
of library work. An inspiring and functionat libr-
ary programme cannot be carried out In the midst
of dinorder. Therefore certain procedures must be
followed consistently in order to make the resources
in the library readily available and to make the
Hbhrnry o pleasant place for readers as well as libr-
ary ninll. |

Thee important aspeets of library routine com-
mon Lo all kinds  of libraries are book selectiony
rdevinge ol hoolas,  preparation  of books for use,
glrenlation worle, mumintennnee of records and othey!
tatiea 1o b pearformeed toomnintanin 0 high standard
ol st vive |

| It b IO T'TON

Hool acloction In the process ol choosing books
and other rending nudterinls for o library according
o somoe prineciplen When books are selected for
a lhwnry, the objectives of Lhe library, the nature
of Ha cliontele, and the community to be served
muntl he hepl in mind 8o that the right books wilf
b noloctod In addition, the lfollowing impartan®
hook soloction principles may he followed in seleel-
g the hookn for o library:

. Heleet the monl nuitable bhooks which will
help the liheary to develop a good book
alock, nt low conl, for the greatest
niimber of unern ol Lhe Iibrﬂry.

2 Holect the bookin which are attractive,
oy o handle, pleasing, to read and
uirong cnoupgh lo wilhstand use,
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3. The book stock of the library must be
always balanced. Hence provision
should be made not only for educa
tional, and informational pursuits bul
also for recreational purposes,

4. Select books which will provide the rea
ders with information about them
selves, their work, their communily,
the world and their place in it.

Seclecet the basic and significant books in
the ficelds of science, arts and humani
ties.

(W} |

6. Select materials to further informal edu
cation and self realisation. Also selecl
source materials of wvalue to industry,
government, agriculture, business, local
history, and history of both the stalc
and the country, and materials for rc
creational reading.

Book selection for any library is a specialised
field. The book collection in a library 1s to
enrich the knowledge of its clientele in general, and
to further their intcllectual, spiritual and social dec
velopment. With the funds available, a library
must provide not only books of high literary quality
and great durability, but also the books that will
stimulate intellectual curiosity, encourage independ-
ent thinking and inculcate wvalues that will shape
individuals into respomnsible citizens of the country.

The selection of books is a professional respon.
sibility. It should be placed in the hands of a libra-
rian who is in a better position to know the needs
and interests of the clientele of the library. In an
attempt to maintain a balanced collection, the
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distribution subjectwise may be roughly as fol-
lows : —

PER CENT
(General works 10
Philosophy and religion 5
Social Sciences 10
l.ingruistics 5
Seienees 15
UIsefu] arts and fine arts 10
Iintory and geography includ-
ing Lravel 10
Hopruphy b
Lltorantare h 15
ietion 15
100

Hooks should be seleeted from approved sources.
The use ol the following sources in book selection
work will he lfound helpful: —

(n) Bibllographices:
1. NMritinh National Bibliography.

Q@  Indian Nalional Bibliography.

W Cumunlative Book Index; a world list of
bhookn in the English language.

4. I'he Nook 1iat, 1905—. Chicago, A.L.A.
(Mem! monthly; annotated list of selec-

ted boolkn),

8. Commemoratlion Bibliﬂgr&p@.
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6. Tamil Nool Vwara Attavana:, 1867-1900.
Madras, Tamil Development Research
Council. (Retrospective Tamil biblio-
graphy).

(b) Newspapers and Periodicals containing
Review Columns:—

1. Sunday edition of ‘“The Hindu” (Madras),
and ‘“The Mail’ (Madras), and “Sun-
day Standard’’® (Madras), containing
reviews of books in all languages.

Times Literary Supplement.

Bool: Review Digest, 1905—. New York,.
H. W. Wilson. (Monthly; annual
cumulations; indexes reviews of curr-
ent books appearing in periodicals).

4. Weeklies like ‘‘Kalki”’ (Madras), Month-

lies like “Noolakam’ (Madras), ‘“‘Fut-

taka Nanban’®~ (Madras), ‘‘Kalaimagal”

(Madras), “Amudhasurabi’’ (Madras),.

containing reviews of books in Tamil.

(¢) Suggestions from Readers:—

A suggestion book in which the readers cam
write their suggestions about book selection may be
maintained by the library. This should be perused
by the librarian every now and then.

2. ORDERING OF BOOKS

When a book is selected, a card (12% x 7% cms.)y
should be prepared. The ecard will contain the
following details:—

1. Author; |
- 2. Supplier and Date ordered;

- 8. Title;

PN
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4. Imprint;

5. Price;

6. Pagination;

7. Size-Height;

8. Annotation and

Date Received.

Then the eards for all the selected items, if they
sire. npproved for purchase, should be arranged
anlphabetienlly under the names of authors. The
nexl ltem ol work is to send appropriate orders to
the varioun publishers who can supply the books
medlected by the Tibenrey INach card may be endors-
ol with nn ddentifying nymbol indicating the name
ol thee hodeocthoy o then Nled s slated above.

T
e
-

A ot of honks to bhe sapplicd will be sent to
ey bt oy The linls nenl to various book-
atllovn nhould ho pumbered,  T'hese numbers should
oo qquatedd by the hooksellers on their invoices when
thoey mapply  the hooks  ordered for, so that when
thinae ook pre received the orders for them may
he eanecelled on the order file maintained by the
Hbrwry without any diflicully. Moreover, the order
apirds mny e withdrawn from the order box. After
vidorsalng the date of reccipt. ol the foof of these
e they mny he filed (o prevent, reordering.

The othey pointy to bhe noted in L(}IIHEGt]ﬂII withi
thoe work of bool orderving nre s —

Lo 10 there nre only a few titles for each
1lnhllr1|u-t', order thrnugh a bookseller
op jobber (alnnding vendor).

2. If there are many items for each publiz
sher, send the order directly to the:
publisher. B e
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3. Both the publisher and jobber should he
asked to make the supply promptly on
most favourable terms. If there is any
discount, it should be shown by then:
on. the invoices.

4. It is suggested that in the case of staund-
ing vendors, it is better to call for quo-
tations atleast from three persons aud
place orders with those who could sup-

ply the books on the most favourable
terms.

5. If any book not contained in the order is
supplied by a jobber or publisher or it
any book sent by him is spoiled or
damaged it should be sent back to him
and a new copy obtained at his cost.

6. In the case of books submitted on appro-
val, the books accepted by the library
should be covered by an official order.
Besides, cards should be prepared and
filed as stated above.

7. Books donated should be acknowledged as
soon as they are received by the libr-
ary and temporary cards prepared and
filed as mentioned above until they are
catalogued.

3. PREPARATION OF BOOKS FOR USE

The most technical part of the work of a libra-
yvian is that of preparing the books for use. The
purpose of buying books is to make them available
for the use of the clientele of the library as soon as
possible. Preparation of books for use is time con-
‘suming. Hence librarians should develop a systens
that would quicken the process.
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Proliminary Procedures:

The following are the preliminary procedures:
1, Checking Oft

When new books are received they should be
ohocked carcefully with the book order to find cut
whether the items ordered for have been received
and also whether they correspond in all respects with
the terms on which they have been supplied.

B Collntion

Collnte the books to ascertain whether or not
the copy of the book id complete as well as perfect.
Phin v usunlly  done by  leafing it through and
ol inie oy lerepalneiticn in prgring, print or illus-
trantiona

W Altampling

Altamp ench book with the mark of ownership
on the front and bael leaf, the title page and a few
olher papes,

d, Aveesnloning

Itnter the new books in the accession register
which s n numerieal list of all the books acquirea
by the Library Avcessioning  is the most I_impﬂrt,
ant of there preliminary procedures. The accession
rogintor which I found in soevern! forms like bound
I'liulnlﬂl*, loomo lead I*l'p,'inh't‘, nnd enrd I'nrm, 18 the
most important adminintentive record of a library.
It mhould  contnin the lollowing  particulars of a
bhook entered in b

(  Imle of necendlon,
o Acceession number,

4 Author's name and initials.
1. Short title including edition.
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5. Imprint—place of publication, publigsher
and date of publication.

6. Cost.

7. Remarks: Name of the supplier or book
seller, invoice number, and date of 1n
voice: name of the donor in the casec
of books donated and date of receipl.
If any book is lost or withdrawn for
any other reason the fact may be en
tered here,

A sample page of an accession register is found
hereunder: —

Date Accession Author Title Imp- Cost Remarks
Number rint Rs. Ps.

The books are numbered in the order in which
they are added to the library. KEach book should
have a separate number and each book has its own
line in the accession register. An accession num-
ber once assigned should not be used again on any
account. This accession number should be inked in
the book at the back of the title page. Besides, the
accession numbers should be copied on the invoices,
 against the respective items. Now the invoices
should be sent to the office without any further de-
lay so that the payment will be made promptly.
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Bimlilar accession registers may be maintained sepa-
rately for pamphlets, maps, ete. To differentiata
the nccession numbers assigned to these types of
matorinls, a symbol—g letter-may be added before
the nccession number. For eg. “M”’ for maps

(M 61).

Major Technical Processes

"hee othey major technical processes involved in
the proparation of books for use are classification,
Cantaloguing  inclunding the preparation of cards for
the shell” Lint and the filing of both catalogue as well
i sholl lint enrds, and processing the books, They
regqubre connlderable  enretul stady.  'I'The books are

oo vinndlear o thene procensen

d  Clianifloat iop |

ClamniNeantlon g the procery of assigning the eall
mimber 1o w hoolc by which the books are arranged
on the shelves,  Anyone ol Lthe standard published
wehomes mny he followed for classifying books.

M. Catuloguing

Cntnlogulng is the process of preparing cata-
logue entries for books under authors, subjects,
titlen, ole, Phe convenient physical form of, a libr-
ury cntndogue in the eard eatalogue which is made
Up ol nlandnrd  ceantalopgue eards (124 x 73 cms.).
oneh cinord contndnn an enlry,

If' n shelf' lint, which i a record of the books
e Lhey ntand on the shelveds is maintained by the
Hbrary, the necenmnry ontry may be prepared for
onch book whoen the entalogue entries are being pre-
pared. The detanils to be furnished on the entry
should consist of author's name, short title, edition
and date, accession number, and call number. Card
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form may be adopted for shelf list since it 1s morec
convenient. The call number of the book should b«
shown in one of the top corners of the shelf list
card. The shelf list is very essential for stock
taking purpose.

Now the catalogue cards prepared by the cata
loguer are to be arranged and filed alphabetically,
according to the words on the top Iline. It 1s sug
gested that standard filing rules may be followed.
A few basic rules which should always be used arc
given below: —

1. File alphabetically word by word.

2. Disregard “the”’, “a’” or ‘‘an’” when it
occurs as the first word of the title.

3. Spell out abbreviations.

4. Spell out the numbers which occur at the
beginning of the title in words.

The catalogue cards are to be filed in the dra-
wers contained in the catalogue cabinet specially
designed for this purpose. The shelf list cards may
also be arranged and filed.

8. Processing

After the cataloguing work has been completed
a book card and a book pocket are prepared. The
book card will contain the following:—Call number,
accession number, name of author, and title of the
book. These particulars may be typed. Finally the
spine of the book is lettered with white ink or
indian ink to contrast with the colour of the cover.
The book pocket is pasted on the inside of the book
cover and a due date slip pasted opposite to it. It
is better if the spine of the book is painted with
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shellac to prevent the call number from wearing off
quickly. Now the book is ready for use.

4. SHELF ARRANGEMENT OF BOOKS

Usually books are arranged on the shelves by
call numbers assigned according to some scheme of
classification. Books are placed on shelves from left
to right and top to bottom on each shelving sec-
tion. Books should be shelved upright so that the:
spine of a book will not be weakened or torn. The-
books should not be arranged in a tight manner in
the shelves. They must be so arranged as to beg
picked up just by the touch of the fingers. Shelves
should not be packed to full capacity and there.
should be ample space to shelve books returned.
Books should never be placed on top of other books.
in the shelves.

The beooks should be arranged in the foliowing
manner, first according to classification number ;.
then by alphabetical order of the authors and finally
by the alphabetical order of the titles.

The appearance of the library will improve if’
the books are placed on each shelf attractively and
the service of the library will improve if the books.
are in their proper places. Reference books -uch as
encyclopaedias, dictionaries should be shelved to-
gether in one section. This provides more conveni-
ence in using the materials.

There should be ample aids in locating books on.
the shelves. Each section of the shelves should be-
iabeled with a title ident-iﬁcatiﬂn such. as “Social
Sciences’, ‘‘Sciences’’ “ITumanities’’. Each shelf
should be labeled with general headmgs and their
sub-sections. It must also include the classification:
numbers; i.e., 398 Fairy Tales,
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5. LENDING OF BOOKS

It is necessary for the orderly conduct of a lihr
.ary to know the mame, occupation and address of
2 borrower. Hence it is suggested that when n
visitor desires to become a borrower he should he
asked to fill in an application form, Then the appli
cation form should be screened and found out whe
ther he is eligibie for membership. After scrceen
ing, the appropriate borrower’'s cards should hn
issued. The application form should then be filed

LCharging

When a book is lent to a borrower a record ol
the book lent and the name of the borrower munl
be kept so that the borrowed book can be traced
easily and quickly. This wvrocess is called “chary
ing”’. An efficient charging system should indicalu
how many books were issued each day and how
many borrowed the books, the names of borrowecr:
and the due date of the books issued.

Charging Systems

There are many charging systems like Newark
‘System, Browne System. The charging systcm
selected by a library should be the one most suited
+o0 it. In public libraries and large academic libr
aries where speed in charging and discharging ol
books is essential the time record should be main
‘tained. In this, the charge 'is recorded according
‘to the date borrowed or the date due. But the lat |
ter is best since it is easier for the borrowers to |
‘know when. the books are due. Special librarics
prefer a record of the material borrowed. A few
libraries prefer a borrower’s name system, i.e,
listing under the name of each borrower, the books
borrowed.
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Charging Rouline

Below, the time and book record system is des--
cribed briefly : —

The materials used are:—

1. Book pocket pasted on the inside of the:
front cover of the book to hold the-
book card.

2. Book card kept in the book pocket. It.,
should have a pocket on its front side-
to hold the reader’s ticket when a book
is lent and contain the call number, the:
book number and the accession number:
written in three lines and the name of

the author and the short title of the-
book.

3. Reader’s ticket made of good bristol
board. It is otherwise called bor-
rower’'s ticket or card. Usually it will
contain the emblem of the library, the-
name of the library and the words
‘Not Transferable’ on one side. The-
ticket number, the name of the bor-

rower, etc., are to be written on the-
other side.

k-

4. Date label pasted on the first blank page
of the book should indicate the name-
of the library and should have space-
for indicating the date on or before
which the book should be returned.

5. Loan slip with the name of the library
at its top and horizontal columns for-
call number, author, title, name of bor-
rower, date of issue (at bottom lefl),.
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ticket number (at bottom right) anid
due date (at top right corner).

6. Dater and one ink pad.

7. Charging trays to hold the book cardn
and the loan slips.

To charge a hook, a borrower presents the hoal
at the charging desk, along with the loan slip duly
filled in by him and his ticket. @ The library clerk
will remove the book card, check particulars on [(hn
loan slip with the particulars found on the hool
‘card, couple the book card with the reader’s tick«!,
stamp due date on the date label and loan slip «anl
will finally hand over the book to the reader. Now
the coupled book card and the loan slip are put he
hind the guide ‘‘To-day’s Charges’’. At the end ol
‘the day, all the coupled book cards should be sortewl
into the various main classes according to the clasui
fication scheme used by the library. Then the num
ber of issues in each class (subject) is recorded i
the “Record of exchanges book.”  Finally the coup
led book cards are re-arranged in call number order
and filed in this order under the date due. So also
‘the loan slips are arranged in a single classificd
order and filed separately. '

Now the charge consists of the book card coupl
ed with reader’s ticket arranged in a time sequenco
so that the overdue books may be controlled and tho
loan slips arranged in a classified order so that onc
could find out easily whether a book not found on

the shelf has been lent.

To discharge a book, the borrower presents the
‘book on the due date. The library clerk will check
the date due, then the call number, turn to the file,
pick up the coupled book card, hand the borrower
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his ticket and put back the book card in the book
pocket. He will also check up the physical condi-
tion of the book, and note down the defects, if any.
Finally he will pick out the related loan slip and
keep separately for disposal. In due course the
book will be replaced on the shelf. It is suggested

here that the book should be shelved as soon as
possible.

Querdue Boolks

In the case of overdue books prompt action
should be taken by the library authorities. They
should be brought to netice immediately. Overdue
notices may be prepared in polite wordings and sent

to the borrowers. After the mnotices have been
sent, a note should be attached to the book card to
indicate that the first notice has been sent. Tic-

kets may then be returned to the charging tray and
filed together behind a guide marked ‘““Overdues’,
separated by dates on which the books were due. At
the end of the week, if some of the books still re-
main not returned, a second notice, so marked in
red, will have to be prepared and sent to the bor-
yrower. A check mark in red should be placed on
the book ecard to indicate that a second notice has
been sent. If the book is not returned evén after
the second notice the matter should be reported to
the hicher authorities for further action.

The regulations regarding fines should be
applied to all borrowers and numbered receipts
should be given for all fine money received. The
amount collected should be recorded daily in a re-
gister and paid into the treasury or to any other
authority regularly and receipts obtained.
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Renewals

Provision for the renewal of books for a furthm
period is generally provided by the rules of the
library. But the needs of others should be takoen
into consideration before a renewal of a book
made. If there is any demand for the book to b
renewed the borrower should be informed accord
ingly. If phone renewal is permitted an endorsc
ment should be made on the book card. Then thc
book card should be left in the appropriate dalc
tray.

Reservations

There should also be provision for borrowing u
particular book lent to another by an interested
reader. He will have to leave a self addressed posl
card which will have to contain the details of thc
book. When the book is received the post card
will be sent informing him that the book is available.
Reservation of books should be filed in the order ol
receipt. When a book is reserved a small slip
indicating it should be attached to the book card.

6. LIBRARY RULES

There should be library rules framed by the
authorities of the library to maintain order and de-
corum in the library. Each member should know
the rules and regulations of the library. Therefore
the library authorities should make arrangement for
printing of the library rules for distribution. The
library rules will generally provide information
about the statutory body responsible for the library,
definition of members, lending of books, working
hours, observance of holidays, general conduct of the
members, etc.
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A set of few important loan rules ﬂf a public
library is found here under:—

1. Books shall be borrowed from this libr-
ary by one possessing a valid identifi-
cation card issued by this library.

2. Il¢ shall present his card when he wishes
to take books from the library.

3. Books shall be issued for two weeks,
with the following exceptions:—

(n) Books borrowed on inter-library loan
whnll he kept, for a shorter period;

(hy Hoolo will e nsned Tor shorter
pevioda bhecnune ol apecind demand or
v clhreomntnneens

(v) Mook will hee dnmmiedd to the patrons
gl on vacntion, for six weeks.

| ach moember nholl take three books at a
Lhme,

h Hookn  nhall  bhe  renewed onee in two
weoeelas, unless there is a request on file.
A necond rencewal shall be given at the
tdlineretion of the librarian. Tines accu-
muluted betfore renewal should be paid
bhetore the boole in rencewaoed.

. An overdue charge ol 6 paise per volume
per dny nhall bhe levied in the case of
bools nol relurned in time,

7. 'I'horve shall he npecinl privileges for tea-
chora nund rescnrch workers., Six books
nhaoll he binued (o them at one time re-
(urnable In nix weeks, if there is no
demand.
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8. The borrower shall be responsible for tho
damage, or loss of the books lent to
him. He shall be charged the list price
of lost books. He shall pay T5% of
the price in the case of books damaged.
If the damage 1s slight, the charge
shall be 25%. No charge shall be
made for books damaged by flood, fire
or any other disaster beyond human
control.

9. Sub-lending of books shall be strictly
prohibited.

10. A charge of 25 paise shall be collected for
loss or damage of each of the follow-
ing :—Book card, Book pocket, identi-
fication card and date slip.

7. LIBRARY BOOK INVENTORY

The following simple procedure may be
followed : —

1. Two people will be required for stock
verification, one to read the shelf list
and the other to take books from the

> shelves and examine them.

2. The shelf list cards are filed in the same
order in which books are arranged on
the shelves.

3. Check the shelves to make sure that the
books are arranged Iin the correct

order.

4. One person will have to read from the
shelf list drawer while the other will
have to be at the shelves.
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5. The call number and the accessicn num-

6.

Y

ber on the shelf list card will have to

be read.

The person at the shelf would check whe-

ther the book is on the shelf or not.
The book will have to be removed and
checked to see that the call number
and accession number on the book card
corrcespond to those on the shelf list
cinrd. If there 1is any discrepancy,
il. should be noted on a work sheet and
inucrted in the book for later correc-
Lion.  'I'he book will have 1o be exami-
ned ne to i phyaienl condition. If the
ook neods mending or rebinding, a
woew e, or o new pocket it is also
nofed on the work snheol, T'hese books
will hnve 1o bhe removed from the shel-
vern and placed In o box with the label
“Lidbernry Books {o be mended, ete.”’ -

When n hook is not on the shelf, a red

nlgnnl should be attached to the cor-
responding shelf list card.

I there is o book on the shelf for, vwhich

there is no shelf list card, prepare al
whelt' Hat card and file.

After the bhooks are checked with shelf

lint, conrull nll rources to see if titles
mnrked with red signals on the shelf
Hnl enrds are lent. If so, the signals
of theno titlen are to be removed. 1f
any book ennnot be located, write with,
pencil on the shelf list card cpposite to
the necesrsion number, ‘‘M/1.4.68”
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which means ‘‘Missing in inventor;,.
April, 1968 (month or year of verificz
tion). If a book is definitely lost, write
the word ‘lost’ in ink after accession
number. The shelf list cards for the
missing books may be set aside for
later gttention.

10. List all books which are missing and
finally these will have to be replaced.

8. BINDING AND MENDING OF BOOKS

It is one of the responsibilities of a librarian
to keep all the reading materials of his library in
good condition. Now-a-days many books published
are inadequately bound. Hence some libraries pre
fer to have reinforced library binding for' the bocks
bought by them. If they are sent for rebinding the
life span of them can be increased. In other words
a good rebinding makes a book last longer than
does its original binding. In addition the repair of
a book becomes necessary when pages are loose or
torn, when the back breaks at the joints or when
the super has been »ulled away from the contents.

It is also the practice to bind the periodicals
received by a library at the completion of each
volume after the receipt of its title page and
index.

When library books and periodicals are sent for
binding the following points merit attention: —

1. Binding work should be done promptly
and economically.

2. Choose a good commercial binder. Selec-
tion may be made by competitive quo-
tations.  Cost, service and quality of
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actual work should be taken intc con-
sideration. If funds are available
large libraries can operate a bindery
of their own.

Therve should be adequate allotment of
funds for binding.

’roper  instruetions should be given to
the binder on the quality and style of
hinding.

Ilook: and periodicals should be selected
carelully,  Only  the items which re-
cueire rebanding nre o be sclected.

oy ench Htem wlected oo eard should be
preparoed Toarninhing [he cosseontial par-
ttenlnrs and the dote of despatleh. For
n hook, the enrd will contain the name
of the puthor, title and call number.
'or n periodieal it will contain the
nnme ol Lhe  periodical, volume and
period covered and the call number.

T'"he cards should be arranged alphabe-
tically by title or author and then
typed. Now the list should be .numbe-
red serially and dated. Two copies of
the list should be taken, one to be sent
with the material for binding and the
other to be retained in the library.
Now the cards should be filed sepa-
rately.

When books are received from the binder,
they should be checked with the help
of the list retained by the Ilibrary.
The quality of binding should also be
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checked. If everything is in order.
the related cards should be removod
from the file and destroyed.

9. Lastly, the invoice of the binder should

be passed for payment., The rebound
books should be sent for processing and
then placed on the shelves. The perio

dicals should be entered on the shcll
lists and then shelved.

All the books may be rebound in stout buckram.
But leather may be used for costlier books.

Proper attention should also be given to minor
repairs of books. If there is any minor repair.
mending should be done immediately by the library
staff. One should mend the books when:—

1.
2.
3.

4.
o.

pages are loose or rumpled;
margins are ragged;

back cloth is breaking at joints or tep or
bottom ;

super or joints are broken; and
sewing is loose.

If several pages are missing in a book, and the
rest of the book is so badly worn and torn it should
be discarded and replaced by a new copy, if avail-

able.

9. PUBLIC RELATIONS AND PUBLICITY

It is one .of the important duties of the autho-
rities and staff of a library, especially a public
library, to create a relationship with the people so

that the library services can be improved and made:
to reach a wider circle.
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The citizens have every right to know everyth-
ing about their public library. Therefore a library
should try to build up the confidence of the public
in its policies, plans, methods, rules, finance, etc.,
uand in the steps taken to provide more facilities.

The public relations programme of a library—
(tw cvery day publicity—should be so arranged that
nll the people could understand it and thereby ex-
tend their maximum co-operation and help. Every
wlafl member of a library is a creator of public
nltitudes towards the library. The way he looks
nnd nels -looking cheerful, meeting and serving the
people with kindness and sympathy, keeping nimself
bhusy nnd doing  well hin job  will certainly create
conNdenee i the mindie o the |u‘H|i|{‘ and make them;
thinde that the wtnft of the Library are friendly, help-
ful wnd compelent, .

Mgua o Placardn

The Hbeary rhould  have adequate directional
nignn nand oxplanntory placards to indicate clearly
the wherenboutn of facilities provided. This will help
the putrons lo use the library without any difficulty,
el Lthe best out, of the library and enjoy their visits
to Lthe library.,

An alrendy pointed out  elsewhere, good publi-
¢ty I of greal value Lo the hibrary. Therefore
bvery oifort, should bhe made by the librarian to ad-
vertine the liberary, its resonrees and its services in
n dignifed manner. The following are some of the
melhodn o publicily

Comemeneniy Conlaela

A Librarian ol o publie library should know
the people in his locality  Lhe civie leaders, business-
maon, Leachers, members ol different organizations
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as well as institutions—and see that they know
about him. He should tell them about the library’s
resources. He can also depute some of his staff men-
bers to do intensive door-to-door promotion, takiny
a few interesting titles, bibliographies and circulars
and explaining the services provided by the library
to help people. Even though this sort of canvassing
is time consuming, it is rewarding. Besides lively
library talks on the objects of the library and its
methods and problems may be arranged by the libr-
ary at regular intervals. A good friends, organiza-
tion— “‘IF'riends of the Library’—consisting of a
group of friendly influential people who could help
the library in spreading knowledge and getling
funds may also be organized by the librarian.

Bulletin Boards

Bulletin boards in the library can be effectively
utilized for the purpose of stimulating interest In
books and reading. The arrangement of the bulle-
tin board should be simple, interesfing, and arttrac-
tive. A display that is convincing and has a definite

message will readily create interest, An interest-
ingly worded caption captures the Imagination oi
the reader. Suitable material for bulletin bcard

displays, are book jackets, pictures, posters, maps,
clippings, and photographs. Notices of all commu-
nity entertainments, lectures or other local events
and meetings open to the public may also be dis-
played. %

Eook Lists

- From time to time bibliographies on subjects of
current interest or lists of recent additions may be
prepared. Enough copies of them should be taken
and distributed among the members of the library.
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Boclkmarl:s

Bookmarks may also be prepared to acquaint
tho patrons with hours and services. Occasionally
thoy may contain a small selected list of titles to
publicise some commemorative event.

Newspaper Publicity

One of the most popular and effective means for
wiblicity is the press. Addition of new books can
Ln conveyed through the newspapers. Radio is also
ul' greant value.  Hlence the librarian should contact
the concerncd authorities and arrange for short re-
viewn of books and talks on library service.

('vlebrationn

abary weel o Nabional library week, birth-
dave ol prent poels, lenders nnd other greatl people,
wndveramrien of  prent evenln, nalional and inter-
bt tonad feantivals nnd laenl festivals like Pongal day
mny bee celehrnted by Hbearvies, ‘I'hese are the occa-
plons Tor public meeting:s, ook fairs may also be
arpnnisced on ndl such oceasions,

Avneal Ieporl

Above all o library should keep the patrons in-
formed of all aspeets of its activities by issuing an
pununl report. which should cover the following
polnt:

| revicw  of  the year's work;
o finnnee receipls and expeaditure;

4 Aprendn in orending and highlights of rea-
dern’ inleresl;

1. library's extention activities;

D.  slafl;

6. fulurce plans; and

7. donors and visitors,
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The sources for the arnual report are the sti
tistical data maintained by the various sections ol
the library. It is better if the head of each seclion
prepares the report cf his section from the diary
maintained by him. In addition, each gection shoul:l
prepare a monthly report sc that it may be con
sulted at the time of preparing the annual report.

The diaries and records to be consulted in con

nection with the preparation of an annual reporl
are: —

1. Counter Diary in which the total numba
of borrowers and the total number ol
books issued for loan are entered.

9. Technical Section Diary in which the
total number of books and periodical:
acquired, accessioned, classified, and
catalogued and bound are entered.

3.  Accounts Section Diary which contains
information about the budget allott

ment for various items and the moncy
actually spent. |

4. QGate Register which contains statistics
relating to the number of wvisitors to
the library.

-

5. Donation Register containing particulars
of donations received by the library.

The above records should be perused periodic-
ally by the concerned section heads. In most of the
libraries the calendar year, i.e., from January to
December, is. the year for annual report. Usually
"t is prepared by the senior most staff member who
is well acquainted with the activities of the library.

The data for the annual report should be obtain-
ed from various sections early in December. After
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geceiving the reply from all sections the annual re-
ort is to be drafted first in consultation with:
igher authorities. The draft should be finalised by
the first week of January. The repert should be:
presented in a simple readable form. Wherever
possible information or data may be furnished in
tabular forms. A copy of the annual report may

be sent to the press for publicising it in the news--
pRpera,

A model annual report of a university library”
in glven below i —

ARIUNA SANKAR UNIVERSITY LIBRARY
TIRUNILVIGLI

Annuanl Report-—-1048
I, Nlafri

Libearian: Hel AL Sankareavallinayagam,
M.A., M.Lib.Sc.

Asslatant Librarvlan: Sri C. B, Ramachandran,
M.A., M. Litt.,, M.S..

grl (L Vinayagam, M.A, M.S., the Senior Tech-
alenl  Amsintant recently promoted  as Reference:
Librarvinn from April 1968. |

Threo Technical Assistants have been added to-
the technicnl stafl.

The Departmental  Liabrary i also under the:
churpge of the Librarian.

11. (ranin:

The Libenry  recoived  Lhis year the following-
rants (rom Lhe Univernity Grants Commission o1
he purchase ol boolks and periodicals: —

(n) Rs. 15,000 for Sciences for the Maim
Library;
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(b) Rs. 20,000 for Humanities fcr the Main
Library ;

(¢c) Rs. 10,000 for the Departmental Libr
ary.

111. Hours of the Library:

The library worked from 7 am. to 7 p.m. on
-all the days of the year except Sundays and other
public holidays.

1V. Activities of the various sections:

1. Issue Section:

3,000 members enjoyed the privilege of borrow-
ing books from the Library. Of these, 500 joined
during the year under report. There arce 300
mofussil members. About one and half lakhs of

books were consulted within the Library and 80,000
books were issued on loan. The total number of

readers who used the Library was 50,000.

2. Reference Section:
Reading lists and bibliographies were prepared
and distributed to the members.

3. Technical Section:

4,500 books, 1,500 periodicals and 15 theses and
10 research 1epﬂrts were accessioned, classified and
catalogued during the year under report, involving
the preparation of 15,874 cataloguing cards.

4. Book Section:

6,480 volumes were added to the Library of
which 4,000 were by purchases and 2,480 by dona-
fLion or exchange. Of these 2,030 were deposited in
flie departmental library.

There are 1,280,000 volumes in the main library
and 25,000 volumes in the departmental library,
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thus making a total of 2,05,000 volumes. Besides-
these, there are 1,200 maps, 24 palm leaf manus-
cripts, 20 paper manuscripts and two sets of pho-
tostat copies of Dr. Caldwell's manuscripts. 856
theses submitted for research degrees of the Univer-
pity and 22 final reports of research students were-
deposited in the main library.

5. DBinding Section:

1,578 volumes of books and periodical publica-
tions were bound during the year under report.

6. D'erviodical Seclion:

The current. periodieal publications received 1n--
cluding exchanee  and il copies arprregated 1,500
of which 1,100 were keploin the main library and.
the vest in the depnetmental Tibrary.

Vv [.nt of Donorn:
I Dhanrmnpaeam Mulls o colleetion of books:
fn "'l
o Pirnvavadudurai . Mutt—a collection cof
Tamil Books on Saiva Siddhanta;

4. Tiruppanandal Mult—a collection of their-
publications;

1. Dr_ S. R. Ranganathan-—one set of -all his.
publications; -

no U.S.1.S., Madras—iwo gsols of Dewey:
Decimal Classification,

G. 'I'he Tindu, Madras—Vols. from 1934--
1OLK.

7 Tamil Nadu, Madurai—Vols, from 1955-+
196.3.

g Kalai Vallal Karumuttu Thiagarajamn
Chettiar—a collection of Tamil, Sans-
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krit and English books ﬁhich are
1,250 in number.

The Iibrar},r is indebted to the above institutions
and individual donors for the donation of books.

V1. Eaxtension Activities:

(a) A summer course in Library Science was
conducted from April-May 1968 for
the benefit of high school teachers. 50
teachers underwent the course.

(b) A book - exhibition was conducted In
February, 1968.

(¢) Four book reviews were organised.
Latest books on Sciences, Humanities,

Library science and Gandhian Philo-

sophy were reviewed by four eminent
scholars.

(d) A hand-book confaining a brief history
of the library and the rules of the
library was printed and distributed to
the members of the Library.

(e) “‘Bharathiyana’—a “Bibliography on the
worke of Bharathiar and the works

onn Bharathiar’ was compiled and pub-
lished.

(fy Three film shows were screened.

(g) A symposium on ‘‘The Medium of Inst-
ruction in the College’™ was conducted
in November, 1968.

74. Sankaravallinayagam

Librarian
Tirunelveli,

‘29—1—1969.
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10. EXTENSION ACTIVITIES

As pointed out earlier a public library should
meke ‘the people acquainted with world problems
mnd help them to solve these problems through read-
Ing and discussion. This can be done effectively by
arranging a series of programmes of extension
activities,

{n) Public Lectures

Organising public lectures has become now-a-
days one of the common features of a public library.
Arrangrements should be made well in advance and
proper  publicity  should be given in time through
newnpipers, handbills, posters, ele.

() Nook Neviewa

Mooks  whieh In some wny have a bearing on
the personal e of the people may be reviewed
perlodieally by anyone who has an interest in the
problemu presentod by the books chosen for review.

) ,H'H-mprmfﬂ-wi

Symposlum provides information on various
uupocts of o problem and the topic selected should
he n question in which the public will be deeply
intorosted such as “Medium of Instruction in Col-
logon'', The members participating in the sympo-
wlum should be knowledgeable persons.

)y Film Forum

I'Hm forum is one of the very interesting items
pinee 1L provides information in a dramatic way and
makes effective appeal to the people.

(0) Group Discussion

Giroup discussions may be organised on the
current questions on which there Is diverse opinlion
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Other Activities

Books may bhe sent to hospitals and prisons at
regular intervals by public libraries so that the
inpatients and the prisoners could read them and
benefit by it. Books printed in the embossed
Braille or mocen types may be purchased for the use
of the blind and door-to-door delivery may bo
organised to help them. The same privilege of door-
to-door delivery may also be extended to the aged
and the women folk. Story hours may be organised
for the benefit of illiterates and children. In addi-
tion, hooks of great value may be read by the
library staff to educate the illiterates. Great books
in foreign languages may also be translated into
the local language for the use of those who are
interested in them. -

Cultural programmes including ‘Kata Kalakshe-
pam’ and ‘Villuppattu’ and other dramatic perform-
ances may be held. Exhibits of community interest
may also be organised. It is suggested in this con-
nection that there should be an auditorium with
modern facilities in public libraries to cater to public
extension activities.

11. FURNITURE AND EQUIPMENT AND
| SUPPLIES
A list of essential furniture and equipment and

supplies required by a small library is found here-
under : —

Furniture and FEquipment

Card catalogue cabinet (10 or 15 drawer units)

“Qhelf list card cabinet (4 drawer unit)
Shelving to accommodate books and other mate-

rials
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Charging desk with return book slot
Librarian’s table and chair

Foot stool

Dictionary stand

Book trucks

wulobe

Tables (rectangular)

Tables (round)

(Chaulrs

“Bullebin honrdn

Vertienl 1'Hing Cabinet

Wall Cloek
Typowriter

All the equipments in a library should be
arrangod In such a way that they make the library
attractive. Tables and chairs should be arranged so
an to nllow atleast five feet of aisle space for easy
movement, The card catalogue should be of easy
accennibility.

aﬂ‘ JIJ_H' ('
The following wupplies are needed:—

Rook cards, Book pockots, Daters, Stamp pad,
Book ondn, Charging (rayn, I’aste, Guides for charg-
ing trays, Card calnlogue and Shelf list, Mending
tupes, Shell Iabels, Shell Inbel holders, Book order
curds, Accession register, Shelf list cards, Catalogue
enardn, Book plates, ele.

D)
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12. LIBRARY BUDGET

The library budget is the most :important item
of the financial set up of a library. Even a. small
library should prepare its budget. The preparation
of the budget is the responsibility of the librarian.
The librarian should always show great interest
in preparing the library budget—an eahmate of re.
ceipts and expenditure. : .

The librarian should discuss with his colleagues
before he prepares the budget. All the staff mem-
bers of the library should extend their co-operation
in preparing the library budget.

Money is required for an adequate library
service which demands:—

central library with reading rooms;

branches and service points required by
the area; -

facilities provided for research scholars,
children and blind people;

sufficient lending, reference and periodical
collections; and -

5. able and efficient staff.

w o oNE

-

In other words, money is required for the pur-

chase of reading materials, the payment of salaries

to the staff, dnd for tools, plants, equipment, furni-
Ture, cte.

In the case of public libraries run by local
authorities the library fund may be derived frc:-m
1. library cess;

2. subsidy or grant from the state govern-
ment;
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8. special grants from the central govern-
- ment; and | 5 |

4. gifts and endowments made by the
public. =

I'he library budget should be based on a com-
lote study of the resources and the needs of the
{brary. Morocover, it should be prepared with ‘care
and presented in simple terms so that the authorities
and the members of the library could understand
and grasp it . g L

Provision nhoald be made in the budget for all
the lbearvy requivementn which cost. money. All
the regqubrements iy be grouped into four main
homdtnge, viza, the hollding  and mnintenance, the
alnl?, the books  and periodienls,  ole., and miscel-

I“I'l““i". ilt1“1-|'| I“illl"llui']lllt‘l I"I.I‘-‘lillt’ltg‘.‘ l.‘}.l" thEEE items
shindl ho nw Follonwn .

PER CENT
1. Bullding and maintenance 25
2 Stadb 40
4. Rooks, periodicals, ete, | ._‘30
4. Miscellancous 5

T'he Amerlean Library Association recommends
the following atandards:

PER CENT
Snlnrles . 55
Rooks, perfodienls and binding 25

[leating, lighting, cleaning, station-
ery, postage and incidentals 20
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Further, it recommends that there should b«
three books per head for areas of less than 10,000
population and two books per head for areas ol
10,000—99,000 population.

In the budget, the estimates for the financial
year to come, the original estimates of the current
year, the revised estimates of the current year and
the actual expenditure of the previous year may be
provided. This will facilitate comparison. The
usual practice is to prepare the budget either in
December or January. Therefore the details of
income and expenditure should be worked out by
the accounts or finance section in November itself.

The library is just like a business undertaking.
The accounts of the library will be audited at the
end of every year. Hence the librarian and his
senior staff members must keep a careful check on
all expenditures. Moreover, they must be properly
authorisd and accounted for.

A sample form of estimates analysis is given
below : —
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BAGAVATHY PUBLIC LIBRARY

NANGUNERI
Wtimates for the year FEnding March 31st, 1969
M—-—-—-———-———-—-— 2 -
NCOME 19(:':B+59 196768 Tstimate 1966-67
Estimate Original | Revised Actual
Rs. Rs. Rs. Rs.
Honts and Hire of
Joome 2,000 1,500 1,500 1,400
Vines, sbe 1,th0 1,000 1,000 1,000
i
I|
H
Porknd Lo, 4 TH0 3 500 3,000 2,400
Halnnoe Hoguirod
From (J onovrenl : .
Huto Mund 0,900 5,600 5,200 4,600
10,000 8,100 8.200 7,000
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RS Y ' 1 196768 TEstimate | ‘
1968-69 196667
EXPENDITURE : -
Est:_l.mate Original | Revised | Actunl
I. Salaries an d
" Wages 5,500 4 455 4.510 3,850
II. Books and
- periodicals (in-
cluding bin- .
ding) 2,500 2,025 2,050 1,750
IITI. Other HExpen-
Ses ;—
(a) Electricity 400 324 328 280k
(b) Stationery 200 162 164 140
(c) Postage 100 81 82 70
(d) Lectures '
and Exhibi-
tions 300 243 246 210
(e) Furniture 800 648 656 560
(f) Miscellane - ]
ous 200 162 164 i 140
_____ _ e |
Total Expenditure 10,000 8,100 8,200 7,000
J



AVPPINDICES
BAMPLE CARD FORMS
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520 Namasivayam, S P
N Elements of Astronomy
Annai 1969 36 p Author
' Card
1 Astronomy I Title
O
520 Elements of Astronomy
N Namasivayam, S P
Elements of Astronomy Title
Annai 1969 36 p Card
1 Astronomy I Title

O :
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| 820 Astronomy
N Namasivayam, S P
Elements of Astronomy Subject
Annai 1969 36 p Card
1 Auntronomy I Title
O

820 Namasivayam, S P,

N Elements of Astronomy
Annai 1969 36 p Shelf

List
1
Mé Card

1 Astronomy I Title

O
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Here are some rules to be followed in preparing the cata
logue cards:

1.

)

8.

Use single spacing on all cards.

Space once after any punctuﬁ.tinn including the
period following abbreviations.

Space twice after a period at the end of a
sentence.

Do not write below guard-hole-.

Suﬁject ‘headings to be given should be listed in
the tracings at the bottom of each card.

HEach subject heading should be numberecd
with an Arabic numeral.

Added entries such as title, joint author, illustra-

tor, should be numbered with Roman
numerals.

Indention (spacing on the left margin of the
card) :

“Call number should be two spaces in from tbe

“edge of the card ; first indention should be

13 spaces in, and thlrd mdentmn should
- be 16 spaces in. * SR

Onﬂﬂider the 2nd line down from the top of the

- card, (approximately three-eighths of an
. inch) as the top line on all cards..
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Tp— A

(Pngination)

(Annotation)

(Title) (Imprint)

(Author) (Supplier and date ordered)

(Price) Book
- Order
(Size-Height) Card

(Date received)

Anlhor .

Title

Homnrehes

e

In the anmne of n

L S RSN LETER | PEE—— SR T

hinley aof ”HH]JIILH'I .

Cnrd used
for o Book®
in Binding~

Call Numbor: IRoutine

porlodien], nuthor and title are to

be roplancod by tho followlng:

1. Numo of tho porlodienl s nnd

2. Volumo and porlod covored.
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GLOSSARY OF TERMS

Abridgement (abridged edition). Condenscod
form of a work.

Abstract Journal (or Pertodical). Periodical
containing brief summaries of current matc
rial in books, pamphlets and periodicals.

Abstracting Service. Preparation and distribu
tion of abstracts in particular field or on
particular subject by an individual or an
agency. ~

Accession (v). To record all the reading matc
rials of a library in the order of acquisition.

Accession Date. Date of accession of a book.

Accession Number. Serial number given to a
- book acquired by a Library.

Accession Register. Important administrative
register containing a condensed description
and history of all the materials added to the
library. It is also known from its wvarious
forms as accession book, accession cards, ac-
cession catalogue, accession file, accession
sheets, ete.

Added FEntry. Entry other than the main
Lentry. -

Almanaec. Calendar containing statistics or
~facts related to particular dates.

%thubetic subject Catalogue. Catalogue arran-
ged  alphabetically by subject headings.

Alphabetic Subject Index. Index of specific
subjegts arranged alphabetically. |
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Alphabetico-Classed Catalogue. Alphabetic sub-
ject catalogue with subjects: grouped in
classes and subdivided alphabetically.

Analytical Entry.” Entry of a part of a book.

Annotation. Note added generally to an entry
in a bibliography describing the subject mat-
ter of a book.

Annual. Yearly publication.:

Anonymous. Work published without the
nuthor's name.

Anlthology. Colleetion of literary pieces.

Appendiv. Supplementary material given usu-
nlly nt the end ol n work

Application Card.  Memborship  application in
curd form

Applicalion  1Mile I"lle contnining application
cnrds,

Allax.  Colleetion  of mnpn.

Awnedio Visual — Malerviala, Aids for teaching
through car and cye, such as tape recorders,
slides, and molion pletures.

Author Analylic, Iinlry under author for a.
part of a work.

Author and Tille calalogue. Catalogue -
ing of author and title entries. |

Author Bibliography. List of works by, or by
and about, an author. £

Author Card. Catalogue card containin@# By oo
author entry.
10
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Author Catalogue. Catalogue of author entries
arranged alphabetically.

Author Entry. Entry under the name of the
author.

Author Number. Author mark (symbol) assig-
ned to a hook tc distinguish it from books of
other authors on the same subject,

Autobiography. A person’'s life written by
himself .

Bibliography. List often with descriptive or
critical notes of writings relating to a parti-
cular subject, period, author or printer.

Binding Book. ‘Administrative register provid-
ing information about books sent for bind-
ing,

Biobibliography. List of books with brief bio-
graphical data about their authors.

Biography. Life history of a person.

Book Card. Card used to represent the book
when it is lent.

Book Fair. An exhibit of books.
Book Jacket. Detachable book wrapper.

Book List. List of books usually with descrip-
tive notes to aid in book selection.

Book Number. Symbol assigned to diStngl:liSh
a2 work from all others on the same subject.
e

Boolk Pocket. Pocket pasted on the inside of a
book cover to hold a book card or a borrower’s
Card. '
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Book Record. Record of books lent showing the
| borrower's name and the due date of return.

Boolk selection. Process of selecting books.

Boolk Weelt. Week set aside for special celebra-
tion and exhibits to stimulate interest in

books.

Booklet (or Pamphlel). Small book, usually
with paper covers.

Boolkmobile. Automobile equipped with reading
materials to serve as a travelling library.

Books for the Blind. Books specially prepared
for the blind like books in braille or moon
type and talking books.,

Book Worm. Insect that damages books.

Borrower. Person borrowing books from a
library.
Borrower's Card. Card issued to a borrower

for recording books lent to him.

Borrower's Number. Registration number of a
library member.

Borrower’s Pocket. HEnvelope with borrower’s
name used in the Browne charging system.

Borrower’s record. Record of books lent to a
borrower, generally with dates of issue and
return.

Branch Library. Auxiliary library in a library
system.

Broad Classificalion. Classification of subjects
in broad general divisions.
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"Browne Charging System. Method of record
ing book loans devised by Nina E. Browne,
which uses a pocket bearing the borrower:
name to hold the book ecard of each bcul
borrowed. | |

Bullelin. Publication issued' at regular inter
vals by corporate bodies.

Call Number (Call Mark). Symbol assigned 1o
a book to indicate its location on shelves:
usually composed of class number and book
number.

Call Slip. Form to be filled out for borrowing
a bcok or to use a book not on open shelves

Card Catalogue. Catalogue made on cards.

Card Ceatalogue Cabinet. Filing cabinet for
holding a card catalogue.

Carrell (Cubicle or Stall). Alcove for individual
study in a library stack.

Catalogue. List of reading materials in a libr.
ary or collection arranged on some definite
plan.

Catalogue Card. Card generally of standard
size 7.5 ecm. x 125 em. used for -catalogu-
ing. .. .

Cataloguer. Omne who prepares a catalogue.

bkff&ta-lﬂguiﬂg. Process of preparing a catalogue.
Also: includes classification of books, assign-
ment of subject headings and maintenance of
the catalogue.
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Central Catalogue. Catalogue of all the collec-
tions of a central library or of a .central libr-
ary and its branches of a library system.

~C‘Bﬂt?“al Library. Main library of a library
system.

.Charge. Record of a book lent.

.Charging.  Process of recording the books
lent.

Charging File. Record of books lent, u‘sually.
consisting of book cards arranged by date or
call number.

(Charging System.  Method of keeping a record
of books lent,

Charging Tray.  Pray used t¢ hold the record
ol books lent.

(hute. Sloping channel through which a book
or book container may slide to a lower level.

Circuvlation Desk (Charging Desk).. Counter or
desk where books are charged and dischargzed.

Circulation Reciﬂrd; Qtatistical record of books
lent.

Class. Division of a classification scheme under

which subjects of common characteristics are
grouped.

.Class Entry. Catalogue entry of a book by the
name of its class (general subject).

Class Number (Classification Number). fTﬁfnber
assigned to the book to stand for the subject
.of its cemtents.
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Classed Catalogue. Catalogue arranged I
subjects according to a classification system

Classification. Systematic scheme for the arran

‘gement of books by subject or form. Also
assigning the appropriate classification sym

bols to the books.

Classification System. Particula_.r scheme ol
classification.

Classified Index. Index of topics grouped undc:
~ broad subjects.

Colon Classification. Classification scheme dc
vised by Dr. S. R. Ranganathan of India
which uses the colon to separate certain part:
of a class number.

Compiler. One who prﬁducés a' work bj,r collect
ing and putting together frnm the works ol

one or many authors.

Composite work. Work on a subject by differ
ent authors, the contribution of each forming
a distinet section or part of the complete
work.

Compound Name. Name made up of different.
proper names, usually connected by a hyphen,
~a conjunction or a preposition,.

Concordance. Alphabetical index of the prin-
cipal words in a book or the works of an
author with their immedate contexts and

“*:Sometimes with definition of the words.

Co-operating Library. Library that co-operates.
with other libraries in some common projects..
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Co-operative Book Buying. Joint purchasing of

™, - - -
books by two or more libraries in order to
secure economy.

Co-operative Book Selection. Joint selection of

books by two or more libraries to avoid dup-
lication.

Co-operative Cataloguing. - Production of cata-
logue entries through the joint action of many

libraries in order to save time, energy and
money.

Corporate Author. Corporate Bndy as the
author of a work.

orporale Rody. Ciroup of individuals legally
united into n body such s Government, insti-
tution, ote, |

Cownly Library. 1reo public library maintain.
cd by county taxation for the use of the
pcople of o counly (nddministrative unit of a
counly). |

Cumulative Indcex. Index of a periodical pub-
lished at stated intervids that combines new
entries with those ol an onrlier index to it.

Cutter Number. Aulthor number from one of
the Cutter tables or from the Cutter-Sanborn
3_figure Alphabetic "T'uble.

Date Card. Card placed in a book pocket to
indicate date of 1s8sue or date due.

il
Date Guide. Guide marked with pumerhls for

dates, used to arrange book cards .in a charg-
ing tray. - _— i 3
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Date Record. Record of :bhﬁks lent arranged
by date of issue or by date due.

Date Slip. Slip pasted on the inside cover or
on the fly leaf of a boek for recording date
.of issue or date due.

Delivery Station. Library agency which receives
the books requested by ‘the patrons from «
public library, issues and returns them to the
library at regular intervals.

Departmental Library. Library containing
books in a particular field attached to a de
partment in a college or a university or a Gov.
ernment and administered :as .a branch of the
main library or independently.

Deposit Fee. Money deposited by a borrower atl
the time of becoming a member of a library
which is refundable.

Deposit Station. Library agency in a store,
school, factory, club, etc., with a limited col-
lection of books obtained generally from a
public library and open at stipulated hours.

Dewey Decimal Classification. System of classi-
fication for books devised by Melvil Dewey,
an American who divides all knowledge into
ten main classes with further decimal divi-
sions using a notation of mumbers.

ﬁ&tiﬂm?ry. Reference book that Ilists alpha-
" betically the words in a language or the terms

in a special field and gives their meanings,
pronunciations, applications, etc.
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Dictionary Catalogue. Catalogue in which the
entries are arranged like the words in a dic-
tionary in alphabetical -order.

Digest. Brief condensation of a work,

Directory. Alphabetical or classified list of per-
sons or organisations, giving addresses, affi-
liations, ete., for individuals, and address,
officers, functmns, and similar data for orga-
nisations.

Discard. Book withdrawn from a library col-
lection as unfit for use or as it is no longer
needed.

Discharging. Cancelling the loan record of a
book on its return.

Display Case. Show case used for the display
of library materials.

Display Rack. Rack for displaying library
materials, distinguished according to use as
book rack, magazine rack, ete,

Divided Catalogue. Card Catalogue divided into

two or more parts, e.g., author and title cata-
logue and subject catalogue.

Documentation Service. Specialised form of
bibliographical service. In this, the emphasis
is mostly on the inclusion of periedieal litera-
ture and on the reader serviced, usually a re-
searcher or specialist.

Edition. Whole number of copies of-»g~hook
published at one time and in one form.

FEditor. One who edits a work.
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FEditor Reference. Reference in a cataloguc

- from an' editor’s mname, or from an entry
under the editor of a work to ‘another entry
containing complete information about the
work.

Electric Stylus. Sharp-pointed electric instru
- ment used for iInscribing call numbers on
pooks. | :

Embossed Bock. Book specially prepared for
the blind in raised characters.

Encyclopaedia (Cyclopedia). Work containing
short, condensed articles on a particular or
all branches of knﬂwledge usually arranged
alphabetically. : - N

Entry. Record of a book in a catalogue.

Entry word (Filing Word). . Word by which an
entry is arranged, usually the first word df
the heading.

Fxpansive classification. Classification scheme
devised by C. A. Cutter.

FEaxtension service. Catering of books and pro-
viding other library facilities to individuals.
or institutions like hospitals, prisons, ete  out-
side a library’s regular field of work.

Factual Book. - Informational book used fror re- |
creational reading.

Festschrift. Complimentary or memorial pub-
ication- in the form of a collection of essays,
ddresses, etc., issued in honour of a person,

11151:11:111&1011, or a saclety, on the nccaslun of
sﬂm&"":ﬁelebratmn. -
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Fiction. Imagined or invented stories.

Fine. Penalty for keeping books after they are-
due. |

Fixed Location. System of marking and
arranging books by shelf and book marks-
with a view to assigning a definite position.
to a book on a shelf.

Form Ewnitry. Entry of a book under the name-
of the kind of literature to which the book.
bhelongs.

Gazetteer. Geographical dictionary.

Glossary. ~ Section generally at the end of a
book that defines special terms.

(inide Card. Projecting labelled card to helps
in locating information in a card fiie,

Half Tille. DBrief title of a book or a series,.
printed on a separate leaf preceding the title-

page.

Handbook. Manual often containing rules or
instructions for doing or making things or-
a concise reference book covering a particu--.
lar subject,

Heading. Word or name or phrase by whichi
the alphabetical place of an entry in the cata-
logue is determined, it being usually the name-
of the author or the subject, or the literary
form or a word of the title.

. Home Library. Form of tr&vellmg library sent:
to a home by a pubhc library. Py v

Hﬂspztal Library. Library mmni;amed by i
hospital for the use nf its stafﬁz#:?d patients..
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Also includes the collection. of books sent to
a hospital from a public library for the uso
of the patients.

dllustrator. One who illustrates thoughts by
drawings or paintings.

dmprint. . Place and date of publication and the
name of the publisher or printer,

‘Index. An alphabetical list of topies, names,
ete., treated in a book with page reference.

Indexing Service. Production of indexes, fre-
quently cumulative, for particular subjects or

for certain types o¢f publications by an
agency.

‘Information Desk. Place where general infor-
mation or directions to readers are given.

Information File. File containing pamphlets
and other materials used for giving miscel-
laneous information wunder ready reference
service. Also includes a file of references to
sources of information on wvarious topics.

Interlibrary Loan. T.oan of material by one
library to another by library co-operation.

Joint Author. One who collaborates with one or
more associates to produce a work in which
the contribution of each is not separable from
that of others. |

Journal. Periodical or newspaper.
Juvenile. Book for children or young people.

';;Litﬁary_ FEaxtension. Promotion of libraries and
library service, by state, local .or wTegional
ageneies. '
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Literature Search. Systematic and exhaustive-
search for published material on a specific
subject or problem including the preparation
of abstracts for the use of researcher or spe-
cialist by a special library.

Magazine. Periodical for general reading.

Main Card. Catalogue card containing the-
main entry of a work.

Main Ewntry. Catalogue entry giving the maxi-.
mum information about a work.

Manual. Handbook containing the essentials of

a subject in a coneise form or rules for guid-
ance.,

Mending. Rectifying the minor repairs of a
book.

Messenger Service. Delivery and collection of”
books by a member of library stafi.

Mized motation. Many kinds of symbols used
in combination to represent the divisions of
a c]assiﬁr_:atinn scheme,

Moon Type. Embossed line type for the blind.
based on a modified form of the Roman capi-
tal letters devised in 1849 by Dr. William
Moon, a blind clergyman of England.

Municipal Library. Library maintained through
taxation by a civie authority.

amit

Museum Library. Special book CDﬂEE‘tiﬂHB
maintained by a museum in tht;‘_:.-ﬁ_glds covered
by its exhibits.
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“Name Catalogue. Catalogue arranged alphabe
tically by names of persons and places, whe
ther used as authors or subjects.

National Bibliography. Generally list of all the
works published in a counftry. Sometimes a
list of works about a couniry by natives of a
country living within the country or else-
where, or a list of works written In the lan
guage of a country. |

National Biography. Collective biography ol
eminent people of a country.

National Library. Library maintained by a
Gﬂvgrnment at national level.

Newacrk Charging System. Method of record-
ing books lent, in which the book cards are
filed to form a time record and the porrowers’
cards are retained by the borrowers.

Newspaper. Publication issued at stated and
frequent intervals, usually daily, weekly, or
semiweekly containing events and topics of
current interest.

Newspaper Stack. Specially planned stack for
the storage of bound volumes of newspapers.

‘Non-Fiction. Book giving factual accounts.

Notation. System of symbols, generally letters
and figures, used separately or in combina-

__tion to represent the divisions of a classifica-
tion scheme.

Oﬂ‘imqlﬁﬁmta,ln gue. Catalogue maintained for
the usé:; af the library staff.
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'Open Shelves. Book shelves to which readers
have direct access for choosing the books.

‘Order Card. Card giving all necessary infor-
mation about a bcok to be acquired.

‘OQverdue Book. Book not returned on time.

‘Qverdue Notice. Reminder sent to a borrower
for return of books overdue.

‘OQwnership Stamp. Stamp used for affixing the

name of the library on books to indicate
ownership.

Pamphlet. Publication consisting of only a few
leaves stitched together.

lets.

Periodical. Work usually issued at regular

intervals containing articles by different con-
tributors.

Pneumatic Book Carrier. System of tubes
through which containers of books are pro-
pelled by air pressure,

Pamphlel Box or File. Box for keeping pamph-

Pseudonym. Pen name used by an author to
conceal his identity.

Public Laibrary. Library serving free all resid-
ents of g locality.

Publisher. One who publishes a work.

Readers’ Advisor. Member of library st.;ﬂ"whn
helps the readers in their chmg:e ‘ﬂi Jbooks .

Recto, nght hand page of an Dfﬁ‘:ﬂ ﬁﬂuk
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Reference. - Partial entry of a .}mmk under
author, title, subject or kind, referring to «
fuller entry under some other heading.

Reference Book. Book containing compresscd
factual information about topics in particular
fields of knowledge or in all fields.

Serial. Publication issued in successive part:.
usually at regular intervals and continuecd
indefinitely such as periodicals, annuals in
cluding reports, year books, etc., memoirs,
proceedings, and transactions of societics.
Also any llterary composition. such as novel,
published in consecutive numbers of a perio

- dical. .

Series. Number of separate works, usially rc
lated to one another in subject or otherwisc
issued in succession, normally by the samo
publisher and in uniform style with a collec
tive title. -

Series Entry. Catalogue entry under the namec
of the series.

Series Note. Note included in a catalogue entry
containing the name of a series to which a
book belongs.

Shelf List. Card record of all the books belong-
ing to a library arranged by call numbers as
the books stand on the shelves, a very im-
portant file which is essential for inventory
purpose. | | | |

Story Howur. Period devoted regularly to the
tellmg -or reading of stories to children in a
pu’blm nr ‘school library.

5""'.3“&6936625 “Analytic. Entry under the subjech
of a pﬂl“tl of a work which includes a refer-

A . publication which contains it.
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Subject EBibliography. l.ist of references about
a given subject. *

Subject Card Catalogue card containing a sub-
ject entry.

Subject Catalogue. Catalogue consisting of sub-

© ject entries,

Subject Classification. C(Classificalion scheme de-
veloped by James Duff Brown from his ““Ad-
justable Classification’’. In this, only one
place is assigned to a subject.

Subject Entry. Entry under a subject.

Subject Heading. Name of a subject used &s a
heading under which books relating to that
subject are entered.

Subject Reference. Reference from one subject
heading to another. Also called subject cross
reference.

Subscription Library. Library owned Dby an
association and run on annual subscriptions
by the members.

Subtille. Secondary title, usually explanatnry,
printed after the main tlﬂE

Talking Book. Book recorded on phnnﬂgraph
records for the use of the blind people.

Tier. One of two or more rows of a book rack
arranged one above the other.

Time Record. Record of books lent iudicaling
the books due on a given day.

Title. Name of a work.

Title Analytic. Entry under the tltle of a part
of a work.

Title Card. Catalogue card cm‘mmg the title
entry of a book.

Title Catalogue. Catalﬂgued_-_f }'—'_'ﬁ_”f’llstlng of %ﬁe

entries.
11
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Title entry. Catalogue entry under the title of
a book. - _

Title Page. Page at the beginning of a book
containing the title, author, publlsher etc of

- the book.

Tracing. Section of a main entry cﬂntalnllw
the record of all added entrles made fﬂr 3
book. -

Trade Bibliography. List of bﬂﬂks_ in print or
for sale, published by a publisher or book-
seller. o |

Travelling Library. Small collection of selected
books sent by a central library agency for
the use of a branch, group, or community
during specified huurs .

Union Catalogue. Catalogue of ﬂ,II the books
found in a group of libraries. - =

Verso. Left hand page in an c}pen book

Vertical File. TFile containing clippings, pictu-
res, leaflets and similar reference material
maintained in a deep drawer or a set of
drawers. A,

Weeding. Discarding or transferring to stor-

- age of superfluous copies, rarely used books

and materials no longer reguired.

Weelkly. Periodical issued once a week.

Withdrawal. Process of removing from library
records all entries for a book dhcardfﬁd or
lost.

- Withdrawal Record. Record of books d]ECHl‘dEd

or lost.-

“Yeur: Bﬂﬂk Volume issued annually in order to
e}p encyclopaedia up-to-date. Also

meludes .an annual volume of current infor.

”’ma’tm:_n
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