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Extract from pages 66 to T2 of the
MOTHLR
Sri Aurosnpo
1928

Mahasaraswati is the Mother’s Power of Work and her spmit
of perfection and order The youngest of the Four she s the most
skiiful fn executire faculty aod the nearest to physical Natore.
Maheswari lays down the large lines of the world forces, Mahakali

detalls of organisation and execution, relation of parts and cllecuve
combdnation af forces and unfailing exactitude of result and ful-
filment. The sclence and craft acd technique of things are Maha
sarasorati’s province., Always she holds in her nature and can give
to thoe whom she has chosen the intimate and precise knowledge
the subtlety and patience the accaracy of intuitive mind and cons-
cloms hand and discerning eye of the perfect worker  This Power Is
the strong, the tireless, the carcfu! and efficlent buikler organirer
sdministrator techniclan, artisan snd classifier of the worlds.
When the takes up the transformation and new ballding of the
nature, her sction is laborfous and minnte and often seems to
our { slow and interminable, but it fs persistent, Integral
and flawless. For the will 1a her works is scrupulous, unsleeping,
{ndefstigable Jeaning over us she potes and tonches cvery lttle
detall, finds ont every mimmtc defoct, gap twist of incompleteness,
considers and weighs accurately all that has been dono and all that
remming 6tll to be done hereaflter Nothing is too small or apps-
rently tovial for her attention nothing bowevet impalpablo or
disguised or latent can cscape her  Moulding sod remoulding, she
labours each part Il it has attalned its troe form, is pat in ifs cxact
pleco in the wholo and fulfils fts precise purpose. In her constant
and diligent armengement and rearrangement of things her eye is
on all necds at once and the way to meet them and ber intuition
knows what is to be choten and what rejected and successfully
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GENESIS AND CONSPECTUS

01 First Experencs

It was October 1924 mpmcc“l(hoSchDdobenthMp
In the University College, London. There were clasies on the
vasjons branches of libvary science  There was & course entilkd
“ Libaary Routlne™ C R Sapderson was tho lecturer  He way
young snd brilliant. His manner of exposition was asresting.
His mastery of detsils was impressive.  Ho lighted up the prosaic
field of library routine with his powerful personality anslytical
mind, and peneteatiog Imight. He roado me visualiso every pleco
of work involved in Iibracy admint 13k Jectures equipped
me with the power to obserye critically and comparatively the way
In which the diferont sections of different libearkes wero being
wmdmiorstered in those days, ] observed the day-fo-day working
of more than & hundred libraties in tho United Kingdom. The
ITbradfans and the stall of most of these librartes were kind enough
10 answer my many qucstions about the why the what, and the
how of the way in which they did their respective pleces of work
‘This was my first experience in library adminbtration.

01l APPLICATION

I came beck to the Madmas University Library In July 1925
1 found & virgin soil to cultivate  Thero was no bampering tradition
1o bo fought sgalnst. Thoe stall was meagre. They had been
Tooking after the books with considerabls caro for aboat fen years,
They were willing to movo with me Jo the design of the adminfstrative
work, which I took on hand At the beginning, I did prectically
every kind of work in the library This gave me an opportunity
to apply the varlons principles of sdministeation, mentally distllted
oul of what was absorbed In the United Klngdom.

012 Frrri LAW IN FULL STEAM
An unexpected event brought e lalo relation with the then
Chiel Minister of the Medaas State. This resulted in the libracy
toiting samptuons recurring and non-recurring grants foc the



o LINEARY ADMINIVTIRATION

theaty  The avrda] axesier st o op frem TOV I € it The
bt of petiwal pehac 1oy Bilen by ke Lhan bt ep
frem ™ I Thra i oo ef Mol b o o0 freo 10000
1o Il The di oy atterdance VSN Bn from 30 10 G0 TH
Malf s prad ally increawed e S0 10 All the s TRaS 1 be
reermied frem ar v yoorg men finh from oal’sp o whool
Troy bsd tn be Lttad oty the wades nuatwn of tbe bbyary  The
fafih Law of Libtary Sorcece ! wat then m full steam.

013 Goop i\ Disguisr

Thi weady ard raphd prowth of e § dary in all docenoa
demanded the continoed adpniment ood doclepment of the
crpzranen of the weil  the continped snalyus of cach prece
of worl iate j1s alsmate jobag and the presenpien of the reutine
for cach job  The amount of mork was (of many yean in cxers
of the nermal capaaty of the 113 T 3+ by the tme the sddioral
1T needed to cope wath a partculzr amount of morl conld be got
by fighting the way actoss afl the hartiers set up by red tape and
the ohtructne clements in the top-ranapement @ bew higher
amount would have heen reached  This factor proved to be a
rood in dispuite Ravonaliuation of the work became a recesuty
Simplificauon of roulint ¢metgad mevitably  Streambiving of 1he
admirusteation became obliratery  Highet prodoctivity had to
be punued in every sphere of wotk  Standardisation of materialy
and proceises was mad. conscrously or unconswciowsly  The
flow of work had perforce to be talen along the most cconomecal
lines.

014 Hapry ANTICIPATION

The technique of all these factors in efficent management was
not then known  But necesslty proved to bo a3 usmil 8 produoct] e
mothet of mvention  The Stall Council and the Sectional Councils
were formed out of sheer ncventity without any theoretical hnowledge
or external guddance They pronvided the forum for collecti e
thinling i desi; a system of ton whth the greatest
potentiality for productvity Looking back from our present
posltion in 1959 into those far off years of the 1970 g, we find that
the design of administration, set up thirty )nn ago had antiipated
adminbly the Canons of Manag and Admi being
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formulated today in the Science of Management. This kappy
anticipation can be teaced only to Providence

015 EXPOSITION
The Madms Library Assoclation atarted {ts School of Library
Sclence In 1929 It was taken over by the University of Madras
in 1931 and b still being continued without a break.  This School
provided a fucther belp 1n sell-cducation. The tmk of teaching
Library Adminksteation to the students lighted up many & path
which had been passed through mnconsclouly in the day-to-day
routine, without any comclous thinking. By 1928 however the

016 PUBLICATION
Assocustion started its Publication Series

Berles af tho Madres Librury Association, This #8 the Genesis
of the first edition of this book.






GENT31E AND CORLTECTLY o
shan of the latey anicles. We did not bas eset bave fra e to do
e wnd motion-siudy with ibe sop-saich snd othet tnutrsecrial
adt. Moteoner nehther the ure of Wbran~s ror the rapndut
of \beiz gy tomRener net she cost of man terece i1 India wowld
jondy or demdnd the Inttoduction of photopraphy asd ethos
mechankeal and electronie alds tn | brary routine Al that could
T done W & 1rumsTecive tumite of (e wait of sus boun
reeded for the routlre of the differemt jotn dilowed by the job-
amlbyus in the firnl cditlon of this sery bool. § Ramathadran®
arted on b pestd belstion of the b 3 and odd
Teary Jobs, Bt he found himelf umibke 10 complete ten thin
crnde aliempt at quastiaine focgsarement. Mot could § find the
ume for fL AL these (actors had teen dicoumaging w ventute
mo the second editton,

023 Incwease in Lmrany Fuvo

Bt 3 new faciot appesstdd o few momita apo, which led 10 the
dcc\dontubﬂn;omlmudcdhlcn‘lmmnn}ngforlmh
experimental work snd obective investipation 10 be castled et
1 reterned homo I Febraary 1957 afier » ong way In Europe,
On oy retwrn, 1 way pleasantly sarprised at the enormous pros blon
mado by the Government of lodla for he development of the

mlﬂsnﬂsundthnln:rcacdboe’:fund‘mfoundmbcquhe

in cxeent of the trained man power avallable, The Ubrary fund
provided could not bo uiflised in & truly eficient and helplal way

024 A BAD STATE OF ATYAIRS

it b wrong 1o neglect tho proper taiming of Ubearlans It i
cqmﬂy‘mgwﬁntuhtmmlhnluﬁmlbwbmfnﬂydt
vast sum of money provided for the fiest time in most Mbrarkey,
T}mhnuwmnbmofm—mdhnﬁonmdfm—lhmlh
this mattef  Therefore, he publc do not grt & reasomabls return
on the poblic fund tutned on to libearkes. Tho stiention of tho

authoritses bas not been drawn to this bad wiste of atialey by the
libcury-advisers in the government,

15



nt LISRARY ADMIN)sIRATION
05 Scope of Mhe flook

0S5 Not A Book o~ Tioxy
11 may ato be stated that thus ranes] docs not attempt ether 10
d wus or ovea 10 aste what the outlsol of bbrarres wiould b
althouph the detnls of the day 1 day work dopend bLrpely upen
the cutloel.  On the othor hard 1t anures the cutlool st f it
intre Focle vofTNay g lenee

052 Not a Hoox on Tictivtor
Nor ¢ the manwaf attesspt 10 eypound \he Weory o f ¢
practical drrections reparding the ¢ Merent facets of [ i we-k
such as ko L sclection or clasuiBaation or caualopu ap of refere ¢
wnice A separate book Bt been publ hed by me daaling aa
each one of thae techniques

05 Compectoy
A few wotd ma)y he davated 1o dewente the plan of the manual

061 THTORY OF ADMINISTRATION
Part 1 dealing with the groundwork v somewhat fased foward
the theony of admims traten However thr theory w expound~d
with library admun stratwon steadily in vew

062 FAcrTs or LINRARY ADMINISTRATION
Part  forms the bulk of this manwal T 1 devoted 1o the dr
trrctine acety of hbrary administration

063 FACTTS or GINTRAL ADMINISTRATION
Pant 3 deals with thow oo utmes whyh are common (o all 3dm an.
tratons  Proprh speaking those later chapters would not occumy
as mech space a they do here af there were a peneral bool, on office
admmbhtration m our country  In such a case thes later chapters
coul have been shortened considerably by merely giving references
10 36ch a general manual of office admmistrat onand by noungdown
only those variatons that are necessary in hibrary admunistration.

064 Pran or Eacit CniapTir
One chapter 13 devoted to cach Fuorction ic to cach of the See

1%



GENESIS AND CONFPECTUS 174

tions [nto which the library staff has (o be divided on 2 functional
basts. A chapter b divided Into cight parts, corresponding to
the eight chapters into which Part 1 s divided  The first part deals
with the plarming of the work of tho Section forming tho subject
matter of the chapter and enumerntes the different Factors tn
Pianning  The second part B dovoted to Job Amabsls The
third part ghves the Rawtine for cach job  The fourth part iodicates
the spectal points that the Head of the Section ghould bear in mind
in order to Elimiwmte Waste and secure efficlency  The Efih part
grves in » tabular form the vardous rules which deal with the points
at which the Section comes in contact with the other Sections.
In other words, it deals with the Correfation of the work of the
Section with the work of the other Sections. ‘The sixth part gives
in & tabular form & mode! Thne Scheme for the performance of the
different jobs of tho Section The seventh part enumerates and
describes the varfous Forms and Regirters required by tho Section
The cighth and the last part gives In a tabular form the different
Flfer to bo maintained by the Scction and the way in which

tbey should bo clasified, numbered and arranged for ready
reference,

065 Joms
It rmay be stated that the anslysis in the sacond part of the differont
chapters has fsolated nearly 1,000 different jobs (sco section 12 for
definition) inyolved in the sdministration of IMbrarics.

066 Routing
The routine peraining to all theso jobs is deseribed fn the third
part of the sovern! chapters. It {s these parts that will be in constant

mwe by the workers in a @brary They occupy usturally more
than half of the volume.

07 Nuonbering of Sectiors
A word about the numbering of the chapters and the sections in
this volume. In tho Cokw chusrficarion and the Chasrified catologue
code the decimal notation was used foc the purpose.  While cven
that wus considered rovolutionary by some, 1 have 1o confes that
tbe complexity of sdminhtrative routine is of a still higher order
and has transcended the decimal notation. To use the technical

19
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01 TERPARY ADMISISTRATION

terms daacloped i the Co = gli v ari 4 the e of charac
tenistes of aralysie (o be wwad an a ranmal of ade ) tratrsn sre
wwally mote than tna That §s why th, c-amal rotatwon s rot
suTewent enher 10 0y foprther o (o o wlowe autematacally
ke points 10 B emered By 1F s marwal Onothe other fard
the faceted notate Brought anto sepue By the € Ly Claof
Jeatin adm ts of any number of trairy of characterniay and s
hence much more powetful. [t fyerd (o be both necetsary ard
1l erent

071 HosPitam £ AnD CREATINE DOTATION
The functron of the f tatten 1 rot mere cnumeratron, It wel
amount 10 mrung one of the mon poacrful gkl to 3y ematre
thinking 1f the u<e of notatien ks teatinted to the 11t functron
On the othet hand & wefldanised notation can whip up theoght
secure thetouphnews provele O+ endl=w interpelation ard e
polation of parapraphs without altering the aumdxr of am of th
exnuing ones and render telfetence casy  In a word the rotauon
muit be not only hospitab! bat abso ereatne and expressne

072 MxrMonic FACTTID NaTATION

The Cotan Notation s ¢apable of rendeting all the sene
Turther on account of ity great mnemenke quality it has fed 1o a
conuderable cconomy of thoupht and secured therouphacss of
detatls sn an agtomabe and cfforthest way  This w my excuse
ot having fitted the chapters amd the sections of this manual with
the [xceted moemonie notatton Those who are famduar with the
Colon chatrification will find o to be meamngfol  To the others,
1 would recommend a preliminary study of chapters 01 0 and
the fint section of chapter 06 of that book—maling altopether
not more than sven mpos—for undenstapding the numbering
of the chapiers and the sections of this manoal. 1t may te sared
that & retuli of the mhemonic numbeting s that the numbers weed
to cnurerate the divtstont of a (ome wre not always cansccutine,

03 Imvpiration from S¢i Aorobinds
As the routine parts of the several chapters were getting filled
up and falrcopied T had frequent doubts whetber & book with such
detalls was worth printing. Once when 1 was most despondent,
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Shri P A Subramania Ayyar my old headmaster happened to
introdoce me to the Morker by St Aurobindo And Sri Auro-
bindo's vivid description of Mehassraswat? inspired me and lifted
me from the despondence {nto which I was falling.  As far better
than any apologla of my own for writing this book of detalls,
1 reprint on pages 9 and 10 with his permission, these words of Sd
Aurobindo from the Aforher

21






Part 1

THEORY OF ADMINISTRATION
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Charme 11

PLANNING
111 Bash of Flamaing
The first step in organisiog any. administrative force ks to orpanise
itinto fent sections gtoa fully thought-out plan.

To get a sultable phan is aqm‘vnk.nt to findlng out an appropriate
characteristic as the basis for classifying the entire work cast upon
the administrative force. The characiedstic chosen will vary
with the natore of the business entrusted 1o the admimsiration
hmaybereﬁom!orrnnﬂlonﬂcrpmonalm-ormyo«hcrwum—
purt of mixed, The sckoce of admink tlon
s fast becoming a scienco in our Lfetime—has llrudy developed
a specla) fargon to label the plans, based on different characteristics.
Here are somo terms, which are current series plan paralled plan,
fanctional plan, drvinenal plan, line and stafll plan apd so on.

The Canons of Clastification® must be borne in mind in the
chokee of the charcteristic which is to be mado the basis of the
planmng of an administrution

112 Functiozal Plagning
Funotional planning is found almost ualversally In natore,
All except the very simplest forms of cell life viz the protista,
secm 10 have learned tho advantage of a drvision of labonr  And
In the maro complex cell colonies, such as animals, we find the
degres of specialiation carried so far that the indhvidoal cell is
fitted only to perform one function, and would quickly pedth wathout
1be complementary sctivities of its fellow celh,
Many snimals have also karned tho sdvantege of drvisjon of
Labour  From the insect socketies to the complex civilisations
o!mhumrmweﬁndﬂmpﬂndphalmdvdynpplbd.

1121 MECHANICS OF PLANNING
1In most types of sdministration—and especially {n Hbrary adminis-
tration—ths bess of planning likely to yhkld the bost results is &
functional besis, adapied to the needs of the particular admintstra
thon and translated into practical shape in tho Ught of other organisa

s



114 LIRRAKY ADMINISTRATION

1he stafl has sufficlent enthusiatm o make the Library grow from
year 10 year ft teads (o o vexatious tl(u:(lou The authorites
seldom realise how gunckly (he ioned wtafl is out bered
They plain of fi loms for Increase of stalf and
turn them down. E\cn wi(h tho best of cffoct, the inadequate
31317 §3 unabls 1o render even half the service which they announce
and aspire 1o render  Publicity brmgs in more readers than can be
served and more books than cn be organised. The retult is
complaint and disappointment {rom all quarters, snd ridecule and
under writing by & handful of cynics whose voke drowns the voice
of others. Cowardly and selfish Hbrarfans feel frustrated and
begin 1o drift at the risk of the Uibrary repelling readert. 1 have
seen this phenomenon recur in library sftet library in the East
and in the West alike  Till recently 1 had taken ihis 1o be as pro-
vidential and inexorable as an earthquake. Of Iate, T am able to see
somo light and think of some means of averting this form of frmin

tion In the growth of & young library and in the apict of a hard

wotking, enthmaimtic moneering staff who put service abave self

mmterests. The means I recommend i3 that fbrary authorities
should once for all agree to o mathematical {formula for the staff of
Worary interests i tetms of the outurn of worl. Once thws
formula fs sccepted, the alteration 1n ths strength of the stafl mould
tecome mechanical and impertonal.  There need not be a recucr

ing opportunity for the play of cyniclsm and vexation.

This formula is based on my own personal experience m the
Madras University Library | was ked to fts formulation by my
having been imvited from 1945 omwards by several libranes for
advice on this very queshion of stafl [t was fint published fn 1948,
Since then it has been tested in several places both in lodia and
abroad. It b 1aid to have grven satisfaction

1145 STAFF FORMULA
1et A = Nomber of volumes Accesstoned in o year

B == Annuni Budget nﬂotmt in R\rpws,

D = Numberof di d—that is, abat d
nndh:d.zmdm-ycax

G = Number of Gate-Hours for » yesr
(One Gato-Homr = One counter gate kept open for
ope hoar )
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PLANNING 1145

Number of Hours the library i kept open In a day
Number of Periodials currently (aken,

Nomber of Readers per day

Number of Seats for readers.

Number of Volumes in the library

Number of Working days in a year

X, it X is one integer

The Integer Just greater than X, If Its fractional part
b greater than .25

The Integer just smaller than X, if Its fractiomal part
Is not greater than 25

Number of persons in Book Section

Number of persoas in Circulation Section.

Number of persons as Librarian and his Deputies.
Nurmber of persons in Muintenancs Sectlon.

Number of persons in Perbodicals Section

Number of persons in Reference Section.

Number of persons in Technucal—that s Classificatlon
and Catslogulng—Section,

Formulae for Staff of Different Sections

AJ6000
ansm
HW/1500.
A%000
P/500.

[R/50] W/250
(A+40D)2000

Formula for Total Professional Staff

SB-+SC+4-SLA+SM +SP+SR+ST
{ 3(A+20D) +2(G +3P) +-2W(H4-6[R/50]) }/3000.

Formula for Non-Professional Skifled Staff
B/30,000-+{5/100].



145 LIBRARY ADMINISTRATION
Formwla for Unnkifled Staff

5B/44-5C/2+5L+5SMM +5P/2 +SR/8-+A[20,000
+1D/500-+B60,000+(S/1001/4 +V /30,000

m { 27A-+2(B +120D)4-20(G+3P)+430,000(S/100}
4V +IW(40H +3{R/501} /120,000

115 Ar The Libery Grows

The question may be asked of what vse is an elaborate functional
analysts in planning the admunbstrative work of & small library
run by one man-—a type that is numericatty the grestest in the world
My answer is that even a do-afl hbwnrlan con discharge his duties
with greater ease thoroughness, ond effickncy if he knows the
dufferent fonction 1o be performed, the different jobs to boe attended
1o and the sequence 1n which they should be taken up. A well
thought-out time-table for the jobs i quite necessary  Again
there is the Fifth Law of Library Science “ A lbrary k2 growmng
otganitm” * The small library of today will s00n grow in sirc
ond in staff  As i grows, the need for functjonnl planming will
‘become incremsingly feit

1151 ProorRESIVE DELEGATION

At the Hbrary outgrows being a one man concern & libranan
finds 1bat be must delegato to amisiants those parts of the work
which exceed h own capscity At firt he wsually shares with
his assstants much of the adminmtrative routme.  As the library
grows still further be delegates the entire fumction of performance
Ho has pr jonal non-prafessional staff and oskiled
staff to work undet iy orders  Thus siage Is reached, wo may say
when the strength of the stxff grows beyond twenty  Suil later
even the work of supervision becomes too great {o volume and be
is obliged to content tumsal{ more and more with indwcating plans
andob,eahu.)avmgitto\hccxpcﬂmwofhnnnismmxoﬁnd
ways of carrymg ot his plaos. This stage b reached as the strength
of the wafl approaches one hundred.  The dixgram at tho boginouig
of 1hr part thows the way in which the functions involved in the
sdminigiration of a library get divided and sobdivided as tho staff
IRCTERNS. The diagram preseots aiso an srticulated view of the
different functrons.
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116 Imeqmality ju Fumetions

1161 TnE REQUIRED

Just as 2l the functioms devolve on the do-all librarmn at the
carliest stage, it bs obvious that ooe and the same person will have
to perform more than one function until the stafl grows to a suffickent
size  Forther all tho functions are not of equal magnitude, Hence
o or more of the lighter functions may be assigned to one member
of the staffl while some of the heavier functions will have at the
fame time, to be entrusted to a section of stafl consisting of two
or more members. This Inequality i the result of the wnequal
drmand on time mads by the different functions.

1162 ApILITY REQUIRED
There i3 yet another Inequality among the functiom. Somo
functlons are of a routine and mechankeal rature.  Other functions
may exact phytical exertion.  Some are of a high academic order
while, still others are, in sddiuon to being of an academic nature
dependent for thetr satisfactory performance on tho entire persomal-
ity of the tafl responsible for it

1163 Nusper REQUIRED
Thus the sections into which the staff of a library will have to
be divided will vary conmsiderably in numerical strength  The
equipment, the aptituds, and the higher qualities of the members
capstrtating them will ako have to vary

117 Factors In Planclog

Beforo leaving this chapter 1t may be stated that the Arst part
of most of the chapters of Paris 2 and 3 will be entitled “ Planning”
It will enumernte the Factors with reference to which the wozk of
the section ¢hould be planned. The charactenstic forming the
basis of the analysts of the factors involved in the function will vary
with the function Je will bo different in dHferent chapiers. Agan
all the factors may not give rise to the same amount of work of to an
equal number of jobr.
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JOB ANALYSIS

121 Terminology

1211 Jom
The sccond part of most of the chapters of Parts | and 2 Is entitled
“Job Analysk™ By a Job Is meant an ultimate piece of work
which Is best dono at a single stretch and whose duratron is ordemarily
short.

1212 Work
A number of related fobs constitute an ftem of Work  To each
factor enumerated in the “ Planning ™ part of cach chapter may
correspond a number of related items of work

1213 SBQUENCE OF CATEGORIES
Thus, as we start from “ library administration ™ and go down
step by step along * function” “factor”  work ™ and arrive at
“job™ wo go through a well-artculated sequence of categories
which gradually increase in intension and decreass m extenson.
In some cascy, tho step * work  may be absent. In other words,
the category “ job ™ may immediately follow the category “ factor”

122 Notatiom for Petiod
The jobs of cach item of work ate grouped sccording to thelr
periodicity  The perlods and the notation representing them
aro as follows

1 Immediate 5 Weokly

2 Houdy 6 Monthly
3 Casual 7 Quartetly
4 Daily 8 Annusl

123 Full Job Nomber
A word abonut the structure of the notation representing & job
Itf:batloboﬂuw:thn;:arﬂmh:mmph- Let us tako the job

2



JO® ANALYSIS 1234

entitled Overdue Sheet Filing 1t B8 a weekly job relating to Adwis
son Tork, which, In fts turn, refates to the factor Members It
is a job that b part of the function of the Clrexkation Section.  Its
number Is 2611 12:54  Here "2 shows that it belongs to
u Distitrctive Library Function and 6 stands for Clrosdation Section,
11 stands for Aembers, 12 stands for Admission i erk, 5 stands for
Weekly Job and 4 stands for the specific Job, viz. Orerdue Sheet
Fling

1231 Jom vs. RoUTINE

When we speak of tho job analyals relating to thk job it will
be represented by the nomber 26211 1254 Here 2, which is
tuterpolated between 6 and 11 shows that the reference to the job
occurs in the “Job Anslysis ™ part of the chapter 2 bemg the
number of the part dealmg with “ Job Analysis * in every chapter
Similarly the routine connéctod with the job will be numbered
26311 1254 Hero 3 which s interpolated between 6 and 11
shows that the referencs to the job occurs in the “ Routlne ™ part
of the chapter 3 bemg the number of the part dealing with “ Rou
tne” in every chapter

1232 Numprr oF Groups oF Diaits
Now we can dexcribo the siructure of the notation representing

s job in general terms. It will consist of six groups of
digits.

1233 PRELDMNARY NUMBER
The first digit shows whether the job belongs to a Distinctive
Library Function or to & General Office Function. This fs the
Preliminary Number

1234 FuNCTION NUMBER

‘The sccond group will represent the function. It may be referred
o as Finsction Number 1t will bo of ons digit or two digits accord
ing #1 it has 10 9 or one 9 at its beginning.  Thom, the numbec of
dgrts in the Functlon Number s definitely ascertainable from s
very appesance.  Hence, according to ths rales of Colon Classifics
ton the function number need pot be separated by a * ” from the
succeeding group of digits.

L1



1235 LISRARY ADMINISTRATION

1235 FacTtor NuMmBacr
The third group of digits will represent the Factor to which the
job relates. It may be referred to as the Factor Awmber It
may be of one or more dighs.  As it 1s thus of a varying number
of digits, 1t must be scparated by a “ " from the succeeding group
of dipts.

1236 Work NUMBER
The fourth group of digits represents the 3 ork to which the job
belongs. It may be referred to ms the Hork Awmber Thhs may
be of one ot more dimts, ie of a varying number of digits.  Hence
it has to be folloned by & * ™ If thete 13 no Work Number
the colon which 1 to accompany it may be omifted.

1237 Prriob NUMBER
Next comes the Period Aumber From the period table given
at the bepnning of this part of this chapter it can be seen that
the Period Number is altways of one digit Henc-: nccordlut
to the rules of Colon Classifi it can be foft
by the Job Number without on intervening colon

1238 Jom Nummrr
The sixth group of digits represents the specific job It may
be referred to as the Job Niomber

1239 FuLL NuMBER FOR JoB

Thus a fall blown number for a Job will consist of a Preliminary
Number a Function Number a Factor Number a colon o Work
Number a colon, a Period Number and a Job Number

It may bo stated, farther that in the part of a chapter dealing
with “ Job Analysh  tho dipit “2  will be Interpolated between
the Function Number and the Factor Number  Similarly in the
part of a chapter dealmg with * Routlne™ the digit 3 will be 30
mterpolated.

124 Creative Thinking
The job analyxs given in the different chapters does not, however
include a vital piece of work viz Creatire Thinking  The qualifica-
tions and conditions required for creative thinking often do not
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harmonise well with those required for effective routine performance.
Routine performance usually requires the rapid shifting of attention
from onc immediate problem to another leaving Lmlc opportunlty
cither for reveris or for i fon to a
single idea. If the stafl b large enough to rekease the librarian
for this creative work and If hus background of past experience
could grve him the necessary grasp of details, the service of the
Jibrary will have a chance to mmprove steadily in quality But
this work of Creasire Thinking cannot be analysed into definite jobs

with definite pcrbdlcny Nor Is it desirable that jt should be s0
reduced to romtine,

135 Best Days Work

1251  JoB SHEET

But the situstion is quite different in the case of the other ordinary
performances. A careful analysh of the work into jobs and a full
presentation of tho results of anglysts are possible  In fact, that
1 the business of the Ubrarlan, The first step o securing cffective
performance by an individual is to sec that he understands and i3
properly prepered to perform the work.  The second step is to
create conditions which stimutate him to put forth his best efforts
In performance. Tho two stages aro related  for the very firt
cmential fs lnterest. Inaterest, in turn & closcly connceted with
the understanding of the work and confidence in ano s ability to do
it well The scetting in of these factors will be facilitated by a ready
made job analysis In writing. A job-shect describing in detail the
routine for completing the job should be furnished to the person
doing the job  The third sections of the different chapters togrther
form a collection of all the jot-shents.

1252 FrmsnpLY HELP FROM ABOVE
The greatest obsiacle to harmonious co-operation between
the lbrartan and the staff lies in the {gnorance of the fibrasman
as to what really constittes a proper day’s work for a member
of the staff, the best day’s work that a man could peoperty do,
Yyoar in and year out, with effickency and without undpe exhauation.
A closc, Inthmats, personal co-operttion betwesn the Ibrarmn
and his waff it the essence of sclenslfic admivisiration. Almost
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every performance of the staff should be preceded by one or more
preparatory acts of the fibraran which will enable them to do
thelr work better and quicker than they otherwise could. Apd
each person should be duly taught by and receh e 1he most friendly
help from thoso who are above him, imtead of being deiven or
coerced by his bosses, or lelt to his own unaided devices

126 Revhloa of Amalyls

1261 Co-OPERATIVE REVISION

The mode! analyss shown m the second parts of be different
chapters should be examined and revised from time to tme.  See-
tional Mectings of the stafl, under the chabrmanship of the hemd
of tbe section, must be convened and the librarian shoold be present
at tuch mectings and gulde the discusnon along proper Imes,  All
the jobs whmmuﬂmm(inwu:htmaﬂemt\oormmhm.
thould be di d, {n addition at g of the Staff Council.
The subordmate finds in such mceﬁhs! cpponunn\cs for s

premion under the durection and lon of the Iibrarian.
Ooodmmlemu!uwhtunchmcmbuonhnmﬂ'ﬂndﬂnhhwofk
and in such ! {ngs an ad outlet for his creative
impulse In soch conditions, there exists—not the swspicions
watchfulness end the more or kess open warfare which characterises
the ordwnary types of but frendly co<
between the librarian and the stafl.

1262 CHANGES IN THE WORK MANUAL

All the changes in job analysls agreed upon at u Sectioma! Meeting
ot by the Staff Councll should bo carefully drafted or at least
scrutinised and appeoved by the libeanan. They must be expeti-
mentally put into practice whike in the drafting stage and the result
should bo obeerved.  If any changs i found to be desirable, it muat
be incorporated In the libmrians copy and the sections copy
of the manual.
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ROUTINE

131 Termlsalogy

By  Roatine ” is meant those dutkes of a regular and repetitive
natore that aro requisite for sdministrative purposes. The third
part of most of the chapters gives the Routine for each of the Jobs
relating to the Function of which the chapier ireats.  In considering
the Routine suggesied in this manual, it Is necessary to bear in
mind that tho whole of it cannot be exactly sultable to any one
st of conditions bat =il tho suggestions have boen found
most necemary and valusble under some one or other ordhmary
condition.

132 Enmpirical Appeosch

The Routine is desctibed In the Light of the experience gained
duaring the ten years of tralning the stall of the Madras University
Library Eighty per cent of the staff were raw recrufts, quite
unsccustomed to any Routine This factor provided endless
opportuntties to obscrvo the idiosyncrasies that men arc capable
of in performing even the simphest and the obvious Rooune, if
ket to themselves—thls ks quits epart from the lack of application
and the reloctance 1o do hard work continucesly so characteristio
of the youth fresh frem the cxamination-ridden school or college.
This dimation provided ample opportunities to expennmnt in many
ways and finally fix th> Rowtine with the co-operaton and consent
of the stafl concerned.

133 Need for Revision
Rontine, that scrves & valuable purpose when inutiated, may
Cemso 1o be wseful by some Iater changs m condithons.

1331 ExaurLe FroM IssUE WORK
Fot cxample, in the exrlier yeary, the Crculation Sectson had to
be inducted m the Routine suited to & “ closed ” Ubrary  As the
Tibeary began to attract #n inoceating crowd and a¢ the smne began
to mount up by leaps and boands, the establithed Routine began
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10 break down from time to time and ft had (o be vaned, apunst
the inerth of establshed habits,  But quite a sharp break had to
come In and the existing Routine had to be thrown overboard
and replaced by an altogether new one  because, the authorities
of the library were obliged to introduce the open mocess system
and prepare themsehves In conformity with what obtaina in open
accens libranes all the world over for the small annoal lass incidental
to such a system, as being less wasteful than increasing the circulation
stall indefinitely as the fssue {ncreased.

1332 EXAMPLE FROM BOOK PURCHASE-CHAIN

Again, in the carlier yeart, book selection and book ordering
were done once In a year Consequently catalogumg abso came
10 be done only for a few weeks 1n the year and there was no classi
fication.  This implied also that the bulk of the work of the Accounts
Sectron was concentrated 1 a few weeks of the year In those
crcumitances, the entire stafl was moved on from one function
to another in the course of the year  This slow method of adminis
tering the library was posaible in the earlier years as the users were
very few and very patient, not knowing what kind of service they
could expect from a library  As the library changed its outlook
and placed m the forefront prompt and adequate service to the
public, the planning of the Routine on an annual basis had to be
grven up and the weekly batis had to be established for the book
purchase-chain  Books came to be sclected and ordered cvery
week  Books arrived overy week. They had to bo clasifled,
catalogued and released for public wo week by week.  Thos change
m condi meant the biiat of an altogether new Routine

1333 LOCAL VARIATION

Sometimes a Routine is establhbed to correct some abuse or
to gain some experience &nd with the educatron of the parties
concerned, the valpe of that Routime becornes too litthe to be worth
maintaining. Hencs 1t has to be ckarly understood that it i
not meant that the Routine described m this manual 1 to be rigidly
end mechanically enforced. It has to be Jooked upon merely as
a model Esch library will have to vary it sustably and, whenever
pecetsary  add subsidiary Routine m the Uxht of the strength,
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13 How To Revise

1341 HABIT AND PREJUDICE
In setting out 10 reorganise any Routine, a good deal of prepara-
tion ks necessary if the transition ks to be effected smoothly  Regard
must be pald not only to the changing of the methods of Routine
involved, but alo to the :h:nﬁngo!’pcrmml habits and to the
infl of ! pre] If the reorganhation s in good
hnnd.l,pmpm'ulofymavuwmbemwrmhmdyrorlho
change. This preparatory ncdonhahay: fmportant, even when
the pref to be

1342 Hasten SLowLy
Reorganhation that touches the habits of man should * hasten
slowly™ The taking on of pew habits and the shedding of old
habits should bo made natural by stimulating the interest of those
concerned in the new mcthods  Any onc who has had experknes
in reorganhation will realise the necessity of keeping un open mind
as to the best moves to make and the best sequence in which to
make them.  Many circumstances may arse to suggest a modiica-
tion of otigiml plans, and i some desired result can be achloved
without disturbing somo habits, then this should be dons In
any case full notes should be sct down of existing methods for
future reference, before altering anything. It i quite an important
pofnt to comsult those who have to carry out the Rouatine as to
the actual conditions of work. Even If the organiser feels that
they cannot be expected to understand the principles of the new
Jines on which b is working, he will alwayx be the stronger for
demoastrating to an interested party—it may be an opposite party—
the merits of his proposals. If the organiser can conovinoe the
Routine Worker that s modification of Routinc fs desirable, the
results of roorganiation aro likely to be better And on purely

sctfith grounds, the orgameer thould am to have the staff with him
by such a step

1343 STIMULATION OF THE LOYALTY OF THE STAFF

To take the staff with hun meam, or may seem to mean, painfully
slow progress, but onco this iertis has been overcoms, progres
w1l be both rapid and irresistible. But above all, perhaps, the
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loyalty of the staff will have been stimulated and quite possibly
much latent merit In the staff will have been discovered.  The stafl
should willmgly realiss that it is their duty at this stage to raise
points not seemingly provided for by the organker Once new
methods have become accepted as denrable ft i difficult to be
patient with those whose prefodice b Jonger Iived.  But even so 1t
s a better policy to cireumvent this prejudice than attempt to bear
it down by the exercise of authonty

135 Librarian s Duty

Scientific management thus requires considerable thinking, plan
nng, analytis and the previous writing out of the details of
procedure on the part of the librarian.

The notion, that the head of a library has only to sign falr copes,
and at other moments either drive-the stall with the power vested
in him or if he s of 2 soft nature give himself up to private pursaits,
should go.

136 Duty of the Staff

While all this Is pecesyary it 3 by no means sufficent. No
System of Routine, however carefully prescribed, will produce
the desired effect, untcw its detalls are faithfully performed by the
siaffl  The unmual opportunity which the library ghves to the pubhic
1o come in constant contact with Hs wocking will sharply show
forth cvery little inacturacy and slovenlinem in carrying out the
Routine. This danger 15 very great in libranes.  Nothing can be
hidden m a library from the public eye. The meticulons perform-
ance of the sllotted rontme with goodwill, interest, and zeal is the
only means of ensurmg the quality of the servico and maintaining
the reputatron of the library

1361 ADHERENCE TO TIME TABLE
To mention onc or two details, 1t 11 of the greatest mportance
that the time-table for the performance of the different jobs should
bo strictly obesrved.  Any alackness at any point fs likely to appear
ultimately as dely in sarving the public.

1362 STYLE OF WRITING
In spite of the many mechanical contrivances now available,
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muoch writing by hand still remains to be done. A slovenly or
Trregular hand will, in addition to its being an eye-sore if it catches
the public cye, lead to much confusion in charging, discharpmg
and other ltems of work  Hence, it i necessary that &)} writing
should be peat and clear  All tho assistants in a Ubrary should
remodel their siyke in conformity with the round detached library
hand.!* The lines should be properly directed. Thoy should be
Lunr[.ublypa:nlk“axhtodgu. It i frritating to find accessfon

dings, and titles written on the catalogus
cards or on Ihc books themselves slong lines making all imaginable
ungles with the edges.

137 Accuracy of Werk
Another fund 1 quality d ded by Library Routine
Is sccuracy Even a small inaccurscy for cxample, In wriung
tho call numbers or acctssion numbers will create e situation
demanding protracted work to discover and set right the inaccuracy
ot a later stage  Take another example, A mott trivial mistake
In spelling may effectively hide awny a catalogoe card from the
readers.  Thoso that have bad & week’s experience o tho Circalation
Routine can reaifsc what a heartbreak can be cawsed cven by the

slightest negligence or inaccuracy in the charging and discharging
work,

138 Orderlimess

1t {3 well known that s library has to handle thousands of volumes,
ench bemng different from the other Hence, it will bo pechaps
caily granted that unless orderliness of tho highest degreo is practis-
4, chnos will s00n be the result.  But perhaps, it is not so well
known that most of the records in a library are now kept in cards
to satisfy the Fourth Law of Library Science, viz  Save the time
of the reader " and its corollary “ Save the timo of the saff™ 2
The card system of records has been shown to reduce ths work
by about seventy five per cent.  Any apparatus which is sa highly
evolved and efficfent i bound to be extremaly delicats. It must
be handked with the greatest caro and orderliness possbic, ot endless
confuslon and chaos will result.
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ELIMINATION OF WASTE

141  Scientlfic Maragement
Screntific management requures that, in preseriting the routine
as well as in getting it carried out, every possible care munt be taken
to chiminate waste  Wastage may occur in human personality in
mental energy and in physical energy  Wastage may alsooctur in
matenals, in space and in time

142 Mampgement of Personne]

Of these, the wastage in human personality fs the most subtle
and elmive and i usually least provided against, although it s the
most devastating. When the lower qualites and emotlons—a fakse
sense of prestige or the fascmation of tyrannkal methods—blind
the man at the head of effairs, they causo much damage to the
personality of the staff

1421 PHILOSOPHY OF FORCE
The trouble may also be duc to tome false philosophy of manage
ment.  One such philosophy of mowving the stafl to zction {3 the
plulosophy of force. The individual may be presented with hard
alternatives, aither do a particular thing, or be hurt or made to
suffer a lose.

1422 PHILOSOPHY OF TRICKERY

Another false philosophy is that of trkckery 1t ignores the
organio nature of human conduct and attempts to deal with cvery
stustion o Ase  Both the philasophy of force and the philosophy
of trickery sometimet secure reaults. Both tend to tecure these
resulty without belnging mto play or even in opposition to the
pevsonality of the staff  Trickery soon exhausts jtsell  forco can
at beat secure only the rmnimum response, at the cost of un accumu
lating mountaln of grevances, which at last overwhelm the aggrossor
23 hntory haa repeatedly proved.  Force or trickery blesseth neither
tho chief nor the staff They both result ultimately in a hoge
wasto in the personality of both.
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1423  PHILOSOPHY OF LEADERSHIP
How moch more intelligent and how much moro human is the
philosophy oflcadenh}p which enllsts the whole personality of the
followers. Such a philosophy 18 hardly compatible with e sofltary
or predatory attitude whid: regards others merely as materlal for
A soclal philosophy on the contrary bolds that
individual happiness & best ad d by collective action.

1424  ASSENT OF THE STATF

At 2 first step in the climination of waste in personality sane
leadership secures the assent of the staff  Thereby It releases
the wholc encrgy instead of a small part There is no question
a3 10 which type of leadership will unfold the personality most
fally and climinate wasts therein.  But men at the head of affaies
have often lacked the patience the wisdom and the spicitual jnsight
10 sc the glower but 1n the end the more productive method of
working wirh the staff

1425 SrruaTioN For Ust oF FORCE
Force is sometimes justiled in ono type of dtuation  When
a man 1 yiekling to impulses which in hn innermost heart he knows
to be anti-socfal or contrary 1o obligations whose fustfce be scknow-
ledges, he will respect foreo and may even feel gratitudo to the chiel
who wiclds it. But most of the mcentives to effort are soctal in
thedr naturo.

1426 MUTUAL ADJUSTMENT
Now let us examine tho interaction among tho stalT themselves.
At first the members do not know and are often suspiclowns of one
another  There are unarticulated and often discordant purposes
pulling in vericus directions. Bot as good keadership provides
the conditrons and the stimuli which relexse the natural social
tendencles and hahits of the group thuejan.ﬂn;purpom gradoally
wdjwt themeelves and a common purposc—a * personality
quite definitely r merges in the admunistrative force
It has becomo a live organbim. A small scale repetitbon of this
process takes place every tome & new member I3 grafled on 1o the
Itving detues of the group He {s alien and difficult until he has
imbibed the customs and the polnts of view of the group It Ix
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ons of the duties of the librarlan to minimse the wastage in person-
ality duc to thesc factors.

1427 MALADJUSTMENT OF WORK

Another canse that may lead to wastage in personality s mal
adjustment of work  If & man cannot do his work well yet cannot
escapo doing it, e I8 likely to come to hate it and varions emotional
disturbances mar the performance. The man may attempt to
compensate for hls own uneasy fecling of inefficiency by acthity
in other directions in which he imagines he can do better with
the result of meddlesomeness or fightness. Inferfonty reactions
may occur in other forms or the individual may simply resign
himself to the performance of drodgery with no Interest.  Another
maladjustment comes when the individoal performs work which
is too simple for him. Then, he will bo bored and Ineffictency
will set in,

The wastage in personality duc to such maladjustments and
the importance of the correct adjustrent of the indvidaal to the
inteilectual leve] of his task are matters of more Importance than
is commanly realised. It is 2150 a matter of considerable didficulty
because the work of the world must be dons and 1t Iy not always
practicable to grve full weight to indrvidual preferences In getting
itdone. At moments of political and communal recrmination and
readjustment, this problem comes to be deliberately ignored.
Complete adjustment is also dificult becamse of the lack of a fully
developed technique for measuring individual capacity or assessing
individoal aptitude. Hence, the success of 2 management
chmination of waste 1 this direction, has to depend largely on
the jodgment and tact of the Iibrarian.

1428 ADJUSTMENT OF ROUTINE

In conclusion, 1t may be sald that the hbrarizn should deel with
every sitmtion and distribute work in such a way that an opportunity
1 afforded for the personality of each member of the safl to get
itself expressed ms fully and as artistically as postibde in his work
Even routine becomes an enjoyable work of art if the personality
of the performer can express ftsclf fn it. In such & caac, (hs rontine
gets adjusted in the most well-proportioned and the most economicul
way
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143 Faclors other thas Personnel
While the wastage in human personality i most elusive and
:cq\xhuthctutlpllyo{'memon;utyo(lhcl[hﬂdmforlu
certain hanial alds are avaflabh ek
wastage in other respects, vz wental energy physb!.l energy
materlals, space and ume. These aids contre round three Ideas,
viz standardiation, simplificatlon and recordlng.

144 Standardkation

Standardisation fs the setting up, by authority or common
consent of a quantity quallly ;nn:rn,ocmhod,ununﬁor
measurement or as an for | Au individual lives
his Ofo within severe limiu of time, encrgy and crcative powor
Hence, every act that can be taken ot of the domain of new and
therefore uncertain and d.HHml!lhlngx,nndpnnlnthnanewry
of routins mnd sdmpls scts A Y acts—
relemuhhnmamdcm:ytolbtfulﬂlmloﬁhocrwmlmpuhe
and thus enlarges his horzon,  Hence, standardisation s oae of the
epentia] forces winch make civilisation possible.  Such institutions
as the Unfted States Bureaw of Standards and the Indisn Standards
Institutlon are # tribute for the necessity of standards.

1441 FIELD FOR STANDARDISATION

Standardisation can be applied with advantags to nearly all
the affalrs of business.  Wherever a method or an object is used
repeatedly there i Likely to be an sdvantagy in standardising
the practice and Umiting it to » small range of models.  Standardma
thon mey be applied to qualitics and sizes of materials, to processes
and to working procedures of performance.  Libtury sdministration
has 10 gain not a litthe by observing the principle of stundardhation.

14411 DEWEY AND STANDARDISATION
Melvil Dewey the father of libradanshup, was oao of the first
Hbrarians who not anly presched standardisation bot practmed it.
Here b an estimate of Dewey’s contribution to standardistion
Out of the determination of Dewoy to atandardise and timplify
~ grow the Committes on Co-opetation of tho American Library
Amocistion, which he operated at no profit to himself in Boston.
Out of that grew the Readers and Writers Ecoromy Co a3 a moans
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of manufactunng and distributing time-saving devices for {ibranans.
Qut of that finally grew the Library Burcau whose catalogues of

equipment quickly ovedenp( mcre convenkence for libranes and
have resuited in chang hods and equip
of every modern office™ 1%

1443 LIDRARY MATERIALS
The library profession has now standards, on the side of materialy,
for the book sckction card—whkch is also to serve successively
as the book order card the accemion card and the withdrawal
card— the catalogue card, the shelf reglster card, the book card,
the readers ticket, the book racks, the book shelves, the book
trolley and every kind of records forms and receptacles

1444 LiBRARY PRACTICES

1t has also siandardhed the proctdure to be followed 1n book
tclection in book ordering, In accessioning, in clauifying, in
cataloguing, 1n circulation work and in every other piece of work
tobe done nalibrary  The routine that is described in the several
chaptens of this book aims to set up & standard of procedure.  The
sections dealmg with routino are overwelghted with details m
order to make the standard procedure as definite as possible,

145 Stopilfled Practice

WNext to the prncple of standardisation comes the principle
of sumplificanon  The smaller the variety of models and sizes
‘which will answer & given need, the lower the wastage, A realfsation
of this advantage tharpened by tho urgent demands of the wotld
war led the American bowiness men to seek the gmdance of the
Department of Commerce and to cmbark on an extensive progrum-
mo of hfication  To give an plo of thele achd
thus matter where thirty-four vanctios and sizes of common bdck
were made, it was found possible to serve all purposes with one
where milk bottkes were made n forty-mune sizes and types, it
was found that nine sizet, all suppled with & single slze of cap,
would do*

1451 MARGIN OF TOLERANCE
Reduoction of all cases to & single standard or & limited range of
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standards, presents cettwn difficulties We have to reconcile
the principke of standardisation to a practical difficulty Uni
formity is foreign to Natore. Among thowsands of people all of
the same racial type, no two will be found preerely alike  So
also in the cast of processes. The best that can be aimed ot It
approximate similanty Jn practice some degrec of departure
from the standard, cafled  margin of tolerance™ must be allowed
for Thus when the standard kength of the catalogue cord i3 5
1t I better to specily it as 87105 by thus fixing the upper limut
to the tolerance, we hope to prevent the departure from the standard
from becoming violent.

1452 ExaMPLE OF MARGIN of TOLERANCE

The generul procedure in fixing the margin of tolerance s to
ascertain of decide the degree of varfation consistent with o desired
performance and make the margin as great a3 con be consistent
with this performance. The necenmity of tolerance exiends to
many flelds besides the mechankal and the materml. Many
pweees of work in a library require comparstively cxact timo stand
ards.  For two years, we had a trying time in the Madras Unsversity
Library when the time standards were rigidly fixed without allowing
a margin of tolerance  Not & week passed without cach section
complalmng about the other section as [agging behind time.  This
produced much irritation and what 13 worse, breakdown of petform
ance,  About a year ago, the rendermg of the time scheme elastic
by allowing » ble margi of tol has produced the
necemary change in the atmosphere.

1453 TARESHOLD VALUE

Tolerance cannot exceed a threshold value, beyond which the
desired result will bo impossible  The rmnge of the tolerance tends
10 bave 2 fixed ratio to size, or i other words to follow a geometrc
rather than an arithmetic rate of ipcresse  In psychology thes has
been formulated as  law by Weber who states that the Ieast percep-
tible difference between ope quantity and another bears a constent
mtio 1o the quantity

1454 INDIA 8 SPECIAL OPPORTUNITY
Subject to the provision of sach marging of tolerance, the fewer

47
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the standards, both of materials and of proctdures the better
itwill be India can galn much in ber library practice, if her libra
nans would bear this principle of simpfification 1n mind. 1t is
partcularly easy for India, ns she has not yet developed any parti
cular standard in the library sphere and practised it for a sufficlently
long time, for sentimental Interests to develop The selection
of a single mecthod or typo as standard and the climination of
unnecessary types would present difficultres in countries whero
library proctice has reached & high level of maturity becaise,
it is apt to mean on the part of many {ndividuals and hibrarkes
grving up local customs, habits and standards  Bat in Indiz wo are
comparatively speaking, freo from any such narrow loyalty to local
customs, and practioes at tho present moment. Hence, 1t 13 much
eaner for the library profession in India to arrbve at the fewest
poxsible agreed standards of procedure as well us of library apparatos
and equpment. The only desid arp the develop of an
scademic outlook and goodwlll, a certaln amount of research
and above all the suppression of personal pique by indindeals In
the interest of the establuhment of a healthy traditlon in the
professton.

146 Limltatioms

This call far standardisation and simplification is not, however
to be interpreted to mean that all individuality in all spheres 13
10 be absolotely suppressed and that evervtiung in a library s to be
rednced 1o & dead lovel of mechamcal routine  This s far from
my ddea. On the contrary I hold emphatically that an orderly
and satirfactory sdministrative system should stnve to release men
and not to enslavo them.

Standardisation and simplification aro therefore to be carried out
only in certain limited spheres  If they are carried beyond these
spheres, they oro likely to be more harmful than helpful. For
it has to be constantly borno in mind that standarduation is always
a compromise Imtinctively one feeh, no matter how sarviceable
the standard article mav be, that ono puts & certain constraint on
one s freedom of action, and some slight shackle on one s individnal
ity in accepting & prodoct built to fit mass needs rather than indivi-
dual deaire. The human mmd i pot built for repetition, * Lifo™
says Prof Whrtshead, “ is an offenstve against the repetitive meche-
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nism of the umverso ¥ ‘The stream of thought must move con
stantly to now ldeas, If it Is to contioue to flow

1461 MECHANICAL AIDS AND REPETITIVE WORK

Thm tho demand both for individuality and for vactty sets
limits to the extent of standardisation. In those things which
servo the individual as mechanienl aids —tho type-wriler or the
ool by which ho eatns his living the tckephone by which ho calls
the grocer or any similar utility—there is no great demand for
Indviduality All onc wants are eflectiveness and economy
So it 1s with repetitive work.

1462 MATEamumREwonm
But in those things which are inth
lh:-vcra;npcnondm&esumuchexduﬂvmus.lndmdmury
and variety as he can afferd A recoguition of this desire indi
roughly cortaln geseral limfts beyond which the advantages of
standardisation do not justfy the sscrifice of personal valpes
nvoleed.

1463 RELEASING CREATIVE FORCES

standardisation is at best & compromise between the desire
for Individuality and varicty and the need for cconomy Whore
it merely represents the making habitual and automatis of & noces
Ry activity mndud.hnﬂonhunctplntohunnnlty relcasing
creatbre forces to now The g3 of dardk
tlon, stmplification and mechankation of dure in all adminis
tratioms, and particularly in library administration, are simitar
to what Professor Jacks calls the “ Favourable omens” of tho
present mechanioal age  * Whatever the evik of a mechanical
apo may be™ sayz Prof Jecks In his Hibbert Loctures, it, Dover
theless, provides us with an opportunity for undaing its own mis-
chicfs. Machinery is taking over the burden of human toil, and
%0 liberating our encrgles and Jongthening the time when we are
fres to wae them In ways that are not mechanical.  Thuy, if mechs-
nhm enslaves us while wo aro tmmersed in {t, at the samo trme it
thoriens the hours of our stavery and leagthens the hours when wo
arofreomen. Here surcly s an opportonity which & wiss generation
will be quick to sefze, and which only a generstion sunk in folly

o,
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conld overlook—an opportunity to recover at the lelture end of ife
the {reedom, the spontancity the creativeness and the joy which
the other end, the mechanical end, tends to thwart and smother "%

147 Plck-Up-Work
Eliminatron of waste of trme requires the device of “ Pick Up-
Work * in library administration 1t }s doe 1o the necesshy for
posting persons ot certain pomts in the library whether there 13
actual flow of work or not,

1471 EXAMPLE FROM REFERENCE SECTION

For example, the reference libranans have to be pested in the
stack room at all hours. But there would be frequently mtervals
when there may not be any reader at all in the stack room secking
theirbelp. At the same time, &3 readers may turn up at any moment,
they cannot be withdrawn from the stack room. Hence, some
pik up-work must be given to the reference librarians to fill such
vacant moments. The pxck up-work must be such that it can be
convenlently dope in thelr own places.  In the Madras Unlversity
Library book eclection work is marked out for such Prck Up-Work
for the reference section.

1472 ExaMPLE FROM CIRCULATION SECTION
Agam, the circulation assistant cannot leave the counter at any
moment even though he may not find sufficient counter work to
engage hum in certain Intervalt. The Pick Up-Work that the
Madras University Libeary 13 sottmg apart for him 1s the correetion
of the call numbers in the catalogue cards and slips of the volumes
whose call numbers have undergons revision.

1473 ScHEME OF Pick Ur-WORK
Each library will have to go carefully mto this problem and work
out & scheme of Pxk Up-Woik, taking Into consideration the
quatification of the staff who have to be given such work, the
adapability of the work to be done piece-meal at intervals and the
pomts where thote members of the staff are stationed.

1474 RESPONSIBILITY OF HEAD OF SECTION
The fourth part of mast of the succeedmg chapters deals with



ELIMINATION OF WASTL 1482

the special steps that the head of the section, dealt with in the chapter
should take—the points that he must particularly cvamine st
stated Intervals, the kind of statistics that he should coliect and
build from day to day as a measure of the output of his sectlon
and the diary that he must mantain to enable him to form a clear
pciure of the regulsr movernent of work in his sectron and to ald
hum in making fmprovements in the standard of procedure in his
secuon and In the formulation of the necessary detalled fnstructions
1o the workers.

148 Records of Standsrds

A step in standardsation is the making of a definite record of
the standard. Records are necessary as & substitute and supplement
for human memory Human memories are unreliable. Recol
lections fmse and diffose.

Change ocours by fmperceptible and unconscious departures
from a remembered standard.  Only where there Is a definlte record,
i 1t possible to measure the degreo or note the point of departare
from standards.

1481 MANUAL OF STANDARDS

Standard practice nstructions, manuals of procedure, job analyns
and time schednles furnish ilfustrations of records of standards
This manual jtself is an instance in polnt. As has already been
Indicated elsewhere, however much 1t Is overwelghted with details,
there will atill be many points on which cach library will have to
wits cut jts own supplementary rules. Henee, the copy of a
manual like this should be bound interkaved for interpolation of
subsidlary rules framed by indhndeal libracies.

1482 WEEKLY PROGRESS REPORT
Ope of the vital duties of the head of a scction is to ensure the
progress of the wark of his section in strict accordance with the
approved time scheme.  For this porposs ke must prepare a weekly
Ume-table for cach onc of his asalstants and himself showing
‘mmmmmﬁmlhbswbapnfmd,mmpdin
proper time and {ndicatl; poxsible or necersary
the exact hour when a job should be performed or
He shonld scyutinise with tho aid of the time-table whether each

51
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one of the jobs allotted for the day has been satisfactorily completed.
In addition, he should examine and satis{y himself that the week s
work s fully and satsfactonly rounded off before the close of the
week and he should send a progress report 1o the Mbrarian through
the assistant librarian on the first day of every week  The progress
report should state the jobs and the cortespondence that are un-
avoldably left in arrears.  Agalnst each tuch ftem the reason for
the delay and the tirao when it would be cleared off should be briefly
stated.

1483 DiarmEs

For the preparation of weckly reports, without wastage or dis-
location of work, each section should maintain its own diary of all
work done.  Diaries are best kept in loose sheets of double foolscap
tize fixed to card boards of equal size by gem clips or by any other
tuitable device I they are kept In the form of boond books, the
verso and the recto of an open page taken together will present the
samo sire.

1484 DAY DiaRY

If the diary s for daily out turn, one sheet can be used for one
month.  The aumber of honrontal lines should be 38 31 lines
aro at the rate of onc for each date in the moath. The 8th line,
the 16th line, the 24th line, the 320d line and the 36k line are for
cumulativo totals  The 37th Line s for the cumulative total for
the year at the end of the preceding month to be brought forward
from the dwry of the preceding month. The 38th linc is
for the cumulative total for the year at the end of the current
month.

1485 WEERLY DIARY

If the diary u for weckly out turn, one sheet can be used for 6
tonths.  The number of hotirontal lines should be 32, 26 lines
aro at the mate of onc per week for six months.  The 5th I, the
10th line, the 16th line, the 21at line, the 26th Line and the 32nd line
are for comulative totalx. Tho diary sheet for the sccond half
of the yeat is to have, two additional lines, one for bringing forward
he cumalative total from the carlier sheet and the other for the
final total for the year

<Yy
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1486 SPECIFICATION FOR HEADINGS of DIARIES
The foarth part of the different chapters will specify the column
headings that should be had in the respective duaries

1487 Diary FoRrs
The quantity of duary sheets consumed in a year will not justify
printing ot mechankal duplicatron  Further the headings may
have 1o be altered from time to tims as the distribution of jobs
l:;p(m‘uunemvnrbd. Hencr the dlary forms are to be in manu-
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CORRELATION

151 Tisrmowy In Work

HEimination of waste requires another factor namely the correct
cotrelation of the performances of the different sections which may
be referred to ey External Correlation and abso tho cotrect correlation
of the performances of the different members of the same section,
which may be referred to 23 Jnternal Correlation The time s
faxt golng by for the indlvidual achievement of any onc man standing
alone and without the help of those around him. And the time is
coming when all great things will bo done by that type of co-opera
tion in which each man performs the functlon for which he is best
suited, each man preserves his own indivlduality and 13 suprems
in his particolar function and each man loses none of his originality
and proper personal inftiathve and yet is controlled by and must
work harmoniously with many other men.  Platifudes of this sort
are canly expressed and as easlly ignored as belng a counsel of
perfection.

152 Co-ordlantion and Economy

But the principle of effective correlation assumes special import
ence in library administration as the library has to work on all
dayy and for long hours, as the service rendered by the library has
to be charactersed by an extraordinsry degreo of promptness
and exactness, and as the pature of books is such that accuracy
of the highest order iy neceasary fn handling them and m dealing
with the various records connected with them at different stages
and in different sections. The main cssentlals to bo consklered
in orgamimng the overyday details 1n library adminstration are
co-ordination and economy To an extent cconomy results from
co-ordination. But proper co-ordination may mean an increase
of staff and paper work, which may essily appear and still mote
enxily bo condemned as extravagance or red-tape  but the test of
economy lies further along the lme, as to whether improved adminis-
trative correlation is finding expression 1n over allincreased effickncy
in point of quantity or quality or both.

e
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153  Method of Cotrelating

1531 Starr CounciL
The librarian should meet the beads of sections at least once
In a2 month to discuss the vacious matters of inter-sectional adjust
ment, The formation of Staff Council and regular monthly mect
fups of the samo will be helpfal in this matter I have suggested
in the Five krws of library science’® that the Staff Council may
comist of the heads of all the sections and In addition ons representa
trve of each section  Buot later experience has shown that the
long hours of the libeary and tho shift system, that bas to obtain
mako it difficult to convene monthly meetings of such a large Stafl
Council. Hencs wo changed over in the Madras Untversity Library
1o the experiment of having only the heads of sections on the Staff

1532 SecTioNAL MEETING
It is desirable to havo monthly mectings of the members of &
wctlon to dbcuss and solve afl intra-sectionnl peoblems. If all
such Sectional Mectings are held a fow days before the monthly
moeting of the Staff Councl it will be possible for the inter-rectional
Problems abo to bo well discussed at the respective Sectlosal
Meetings, g0 that tho heads of tho sections are well equipped to
como to sathsfactory and stablo decisions on all cotrelational points
brought before tho Staff Counedl  Another msthod of improving
1hs correlation will be to appoint amall ad Aoc committess to con-
sider specafic points and to draft for the comideration of the Staff

Parposs, it 18 ono of ths primary duties of the librarian to put his
full persamlity into this work of cotrelation, so that the best results
may be echiered with tho least hitch,

154 Artioaiated Whele
The fifth part of most of the succeeding chapters contatns a
Correlation Tabls. It mentions the different rules which represent
polmts of contsct betwean the section dealt with In tho chapter
and the other sections. The rontine described in the soversl ruks
figuring fn the Cocrelation Table will bo the chief Hems of rounse

5
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that will have to be constantly watched and frequently re-examined
by the librarian and the Staff Counct so that the work of the different
sections may be well dovetailed into one another the correlation
between the different sections may always be maintained at as fugh
a Jevel as possible, and the entre work of the hibrary may present
a pletare of a well articulated whole

155  Spirit of the Hive
Soch e high degree of correlation in the work and the most
cordinl terms in the relationship of the staff are necessary if the
library #s to function up to its bett. Perhaps, a reference may
be made here to the deseription of the sparit of co-operatlon that
should prevail among the library staff in comsequence of the Fifth
Law of Library Sclence—* The Spint of the Hive ™ as I have called
1t in tho Fire laws of library science ' “She  departs  Her
placo is teken at once by an impatient worker who continnes
the task that a third will finish, while others close by are attackmng
the rest of the surface cach ane obeying the law of interrupted
and successive labour as though ft wero an inherent principle of
lhohivvt.hulhnpndco“oﬂ:hunldbodhu{butcdandcvery
be y and to all.” ¢

6
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TIME S5CHEME

161 Tinre Famine

Time I3 the canvas on which every sdministeative pleture has to be
drawn. The canvas, however is limited and does not offer full ampls
tudz to any administration, and certainly not to Iibrary adminkst
nitlon.  On the contracy If & librory attempts 1o fulfil the First
Thres Laws of Library Scuence, it is obliged to face a perpetual timo
famine This has become such a chronle featare of Lbrary adminlst
ratlon that Iibrary sclence is obliged 1o devote one of sts fundamental
faws (0 time—Save tho Lime of the reader and hence of the staff

The jobs of the day and of the week arc usually such that they
¢an just fill 3 day or a week without overflowing, If and only i
they are beought Into clesrly-undersiood time-relation with one
Another  In other words, there must be a properly thomght-out
time scheme for the jobs. Adminktration cannot depend upon a
fortaltons wdjoxtment of time,

162 How of the Scheme
The first atep in proper time-adjustment o to clamfy the jobs
on the basls of their periodicity Accordingly jots have been
thﬁhcdlnn:cdonlzz,uimmcdhw,homiy casual, dally weskly
monthly quarterly and annual,

1621 MopsL TIME SCHEME

Thcdxlhpnnormondthznmedmlduptmghuubuhx
Saternents showmg by way of lllustration the distribution of tho
Jobs In time, 4 it obtamed at the tlme of edition 1 f the Madras
u It goes withont saymg that all the immedlato
Jobs have to be done immediataly that hourly jobs have to bo done
each hour acd that catual Jobs would have to be dope as pick-up-
work at wiack moments. Hence sxch jobs wall not Agure fu the
tabular statements.

1624 Dawy Joss
Thumnnyhoauh!udemcdludnﬂy}ah This table enumerat

-1
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s the daily jobs in the sequence in which they are best performed.
It may bhappen that some jobs have to be dons timultanconsly
Such jobs are oll shown in a single line or in two or more run-on
Iines.

‘The table devoted to weekly jobs gives the jobs to be done in
the dufferent days of the week, The jobs asigned to a day are
shown in the sequence in which they are best done  They will
have to be interpolated between the daily jobs of the day in a
convenient manner A Job which has to be done at & particular
hour on the allotted day has the hour of the day shown next to it
in clreular brackets.

1626 MoNTHLY JOBS
In tho case of the monthly jobs, the quarterly joba, and the
annual jobs, tome {ndication fs made as to the week in which
they may bo done. They will have to be interpolated between
the weekly jobs of the week In e convenlent manper

1628 PERIODICAL REVIEW
Bubject to the provision of a comfortable margin of tolerance,
a3 mdicated in section 1452, ench library should work out a time
scheme and tho staff should fafthfully keep to the time-table. It
is the business of the Hbrarian and the Staff Councl to review the
trme wheme perlodically and readjust it in the light of the fiow
of work, changs of hands, and the carler experience in the matter

163 Junction Moment
Particular attontion thould be paid to the fixing of what may
be called Junction Moments  Junction Moment & a polnt of time
when two or more different Jobs have to bo done together and in
mutual consultation by two or more membert of the staff The
problem becomes much more acute, when the different jobs belong
to different sections altogethar or when the same job has to bo done
in co-operation by different sections. Esch section nmest wortk
out its time scheme and carry out its duties as closc to the scheme
21 possible #o that all the concerned sections mav reach the Junction
Moment in absofute raadiness  Any hitch in this matter # bound
to dusturb the whols work of the libcary and may require protracted
effort to recover from such a disturbance. The problem of tho
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Jenction Moment I as acute and delicate as the problem of the
wrival of all the tratns at & junction station according to the schedul
edtme.  As has been already indicated in sectlon 1452, the organisa
ton should grve a reasonable margin of tolerance for the work of
the different scctions, so that all unavordable deviations from
the time schedule, ocourring in the different sections, may be made
Bp before the work of the sectlons reaches tho Junction Moment.
Here are some pies of the Junction M in the Madcas

1631 Exappre 1
At 5 PM on Wednesdays, the technical section is to hand over
the new books of the week to the maintenance section  The
techmical section keeps the books sorted fnto different sequences.
The malntenance section tallies them and after & rapid scrutiny
%nds the volomes to thelr respective places. Tho * recent additions
sequencs ™ [s a very popular sequence  Readers know this Junction
Moment and they anxiowly wait for the new arrivals.  Any delay
In the work at this Junctlon Moment bs bound to react prejudicl-
omly on the readers.  Again the dopartments of resesrch expect
MWWp‘plannnfterlhnmomL

1632 EXAMPLE 2

4 ru Thursdays, s snother important Junction Moment. By
this tlme the technical section should have clomified the arrivals
of the week and detected finally all unintended doplications.  The
&ceation section comes 10 accessbon the volumes. It bas to finish
the accrsslon before 5 Pu and hand over the related bills to the
accounts section.  The perlodical publication section also is affected
by this Junction Moment, as the volumes of perfodicaly completed
during the week have to got accessioned at this time. Thus, four
tections mect at this Junction Moment.

1633 STATEMENT OF JUNCTION MOMENTS
The Junction Moments are shown in the tables of correlation
of the fifth parts of the chapters by the imertion of the time in
cuvnlar brackets after the Junction Moment jobs. The Junction
Moments ro also similarly indicated in the time scheme given
in the sixth parts of tho chapters.
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164  Alternative Schemes in Resene

There 13 another way in which tbe organisation will have 1o
imitate the raitway to secure the Junciion Moment jobs being
finshed off without a hitch It Is known that the railway has
alternative time-tables for the running of a given train in case the
normal time table brenks down completely  Similarly the library
organhation must have slternative distribution of jobs for each
section in reserve, 1o that, if a partcular member of the safl Is
casuaily prevented from doing his part, the work of the section
may be carned through withoot allowing any repercussion on
the Junction Moment For six months, the Madras Univeruty
Library worked a scheme of allernative distribotion of fobs. We
had worked out alternatrve schemes for distribution of jobs for
most of the contingencies that can be reasopably anbcipated
Our experience is that it is o tource of great relief under trying
conditions whether the trouble s due to unavoidable sndden
absance of a member of the staff or to nnusual rush of readers.
It saves the head of the section from rushing about in panic and
becomung frrrtable. It enables him to move round abaorbing
the sitoation and quferly rearranging the stafl absolutely unper
turbed by the conditions which he has to face, so that a spirt
of confidence exists thronghout.

165 Main Riythm

It may bo stated hers that most of the routine in a lbmry 3
best done on a weekly basis. A day is too short a perod and
a month f1 too long Hence the majority of the jobs of
tho library are weekly jobs. Thoreforo the greatest pomibio
vigllance should be exercued by the lLbrary staff to seo that
the work n properly rounded off every week In the Madns
University Library we took Saturday as the fint day of the
week  Saturday happened to be the buskst day partly doe
to the Incoming of forelgn mail and partly dus to the number
of vuitors to the Lbeary being greatest on that day Sunday
camo next in heavmest of work. Hence, it would have boen
woonvenuent to clear off arrcars and round off the week's
work If we ended (ho week with a Saturday or o Soedsy
On the contrary it was much more convenient to begin the week
with soch rush days.

&0
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166 Pleibora of Holldayy

However there bt one factor In Indla today which disturbs the
fmooth running of adminkstration on 8 weekly bask. It fs due
‘o the tradftion of extravagance that had crept into India 1n the
miter of holidays  The tradition may have been dus to political
cames Nevertheless, it keads to much keisureliness, disorderhiness
2d waste in administration There s & plethora of holidays
f‘“‘“’d aperiodically throughout the year—Ilindu holidays,
! holidays, Christian holidays Valshnava holidays
Roman Cathofic holidays, sentimental holidays and surprse
bobdays because “A™ visits the locality or “B  was dead, or “C™
& onee born or “D™ did or did not do something ehic or “E”
P Of won a coclet mateh  The number of Christian holidays,
of cumple, that India had was many Umes greater than what
1 Christtan comniriey themselves have  To add to this, there is
koog Tt of “late atiendance ” days and * carly closing™ days.
The te5ult of thes ks tho merciless tharting of the Rhpihm of 1 ork

167 Mute San and Cloak of Refigion

1 am noy of the specious ar based on pacudo-
teoties about the Influence of the mute tropical sun, that are
"d”lldmmadlo perpetuate this annoying system that hay some-

TP in.  There arc agaln the arguments masquerading under
4 0elipons cloak - Somebudy chould prick theso bubbics and wipe
1t thiy banefu! tradition. My appeal to the young libracy profes-
Yo it thay ft should take the ead and rexcs the cnormons time
Yt b being wasted
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FORMS AND REGISTERS

171 Desiga

Forms are idered by some ns y and are usually
condemned as 30 much red tape  But if properly designed, formy
can be made effective tools to simplify and control work and to
save time and cost. To be effective tools, however forms muost
be properly designed from the pont of view of r
the purpose sought, with & minimum of effort and with the most
economic use of materials.

1711 PURPOSE
The first question 1o be considered in demigning the form fs
the purpose of the form. It must be remembered that forms provide
the means of carrying out decinons and polies  and, they also
provide the bass for administrative action.

1712 DEesiGN SHEET
Next to purposc, the information to be provided for in the form is
to be carcfully thought out and recorded systematically in the Dexign
Sheet The Design Shect is to contain the following information

1 All the purposes that the form has to fulfil

2 The information which must be recorded in the form in
order to fulfil each purposs

3 Tho scctions and the number of persoms by whom the 1n-
formation 15 to be entered in the form

4 ’nmwmofdrin{ormaﬂunlobcmtemdinmoform

5 The time, the fi and the ci
op ths entry in the farm

6 Whether pen, pencil, or typewrlter n to be med In fillmg
the form or whother photographyy is to be used

7 ‘The sections and the number of persons by whom each plece
of information is to be used and how it 13 to bo nred—is it
tramsctibed to another form perlodically or is it merely read
by some one for mformation ?

o
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§ When and how frequently and for how long a period 13 the
information 10 be psed and

9 The method of sorting the forma and the method of filing
them—the information by which they are to be fikd and
the filing appliances to be used.

mD‘ﬁEﬂShvﬂlhmﬂdconm!nnhnmrhlpm,uu:h
onc of the above jtems, In beaef termd, 3o that it can serve as a check
ft for consulting all those who come in contact with the form
fﬂll‘:ywny

1713 DEsiGN WORK

Havmg coflected oll the pecessary Information apd tabalated
10 the Design Sheet, we are ready to design the form. The general
Pritcipls underlylng form design s that tha recording snd the
using of information in the form and the handling of the form are
10 be performed with the greatest cconomy and with tho least
oumber of errors.  Accuracy speed and ntcfulness are the deciding
factors. The following principes may be bore In mind

1 The hoadings must be s0 chosen that the amomnt of writing
10 bo done in filhng the form should be reduced to the mind
mum possible

2 The headings shouM be in such & form that the information
that It shows i definite and whenever possible quantitative

3 The headings should be 30 grouped that they fall In the

s$equence fn which the sections sing it normally think of them

23 far a3 pouiblo one tide of the form alone s to be pred,

1f both sides have 10 be taed, an effort should be made to

havs complete ploces of information on cach side of the form
to eliminate the necetsity for turning

Ith-mompdmwhcthexmahfomnhnuldcouulnpdmad

N

fmmmdi!hkpﬂnt:donounddsonly the mstructions may
be printed on the blank side. This will be only
lnr.hﬂamoftbfmtoboﬂ.ﬂcdbythopuhlt. Bat if
the form is to ba filled up only by the etaff, It may bo suMcient
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to leavo the instructions to the manual of administration  and
S Thodesgnof theform willdepend largely on the type of file used

51 If vertical files, the flling symbol should o consplcuously
put on the Icading line and the paper tseif should be of
proper weight

52 If visible files, it has to bo decided what mformation
should be visible and whether the form should be visible
at the top or at the bottom

53 1f loose leaf tinding 1s wsed, sufficeent binding margn
must be allowed—about an inch or so

54 If the forms are to be bound as & book, the amount
of margin to be left and tho number of pages that should
£o {nto a book are to bo carefully considered  whether
a verso and the succeeding recto are to be differently
paginated or whether the same page number should bo
borno by them is also to be considered  and

6 1M photography I to be wsed, multr-purposo Master Copy

and a ¢t of associated Masky may bo deslgned,  The quantum

of work in the librarles of Indla today and the current cost

of clencal labour may not make this cconomical

172 Specification
1In regard to Specification, attention shonld be paid to the followmy
1 The paper to bo weed
2 The stz of the form
3 Prmtmg
4 Therulmg and
5 Punching and perforation, whersver necepsary

173 Paper

1731 GrapE
Ths grade of paper to be used i to be determined in tho light
of two factors, viz the ife of the form and the character of handling.

1732 Lire
The life of the form may be
1 Temporary asm the case of
11 Somrce selection slips (eoo rale 217)
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12 Requisition form for books

13 Bespeaking card

14 Overdue card (see ruke 267) and

15 Stores Indent forms (sce ruke 3977)
2 Scmi-permanent, as in the case of

21 Book order forms (seo rule 227)

22 Check cards (sec rulke 237)

23 Admbsaion cards and

24 Overdue register sheets (seo rule 267)
3 Permanent, as in the case of

31 Accesuon cards (we rule 217)

32 Catalogue cards (sce rulo 257) end

33 The various account books (see rule 377)

1733 HANDLING

The character of handling may be mild as in the case of accession
cards, normal as in the case of tho cards of the Periodical Publication
Sectlon, or rough as In the cass of the cataloguc cards In the public
Catalogue cablnet.

Iz general afl forms of a permarent natore and all forms that
require rough handling for @ long period should be on paper of
the best quality while Inferior paper may be used for forms of
temporary and mild use  for example, ledger paper 1 recommended
for account books and for the office copy of tho catalogue, whereas
ocdinary writlng paper may be used for correspondence, stores
Indent forms and book sclection sourco lips.

1734 WeGHT

Again, the weight of the paper to bo used b to depend wpon the
the paper is to reoctve, the number of carbon coples
tho stiffness neocssary in order to aid filing, whether
the form i3 1o bo sent by poxt and s0 on.  For example, the cards
of tho Perlodical Publication Section and the sccemion cards are
10 be mads of bristol boards, but the catalogue cards of the publio
Cataloguo cabinet are to bo of special make with a large percentaga

of rag, and well pressed and calendered.

1735 Covrour
Wlth regard 1o the oolour of the paper it b better to profer

e
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white ot nearly white colour in almost all caser.  Colour schemes
may have to be adopted for facthiating expeditions routme work.
But Jt is pot necessary that the entire card should be coloured.
In the Madrat University Library we had expetimented with
coloured cards for five years. Our feeling Is that coloured cards
produce exhaustion of the eye much more quickly At the tame
time we were convinced also of the great help that tho colour
scheme gives.  We have reconclled these two factors in the follow
g way Instead of using coloured cards, wo use white cards only
But where coloured cards are nevctsary the wihote card has its
top edge coloured with the appropriate tint. The application of
the colour extends only to ebout 1/10 of an inch, from the edge.
This arrangement secures all the facilities that the colour scheme
can give and &t the same time relieves the ey from unneccusary
stram.

1736 Size

The size of tho form i3 a very Important factor in cffecting savings.
Since the time of Mcdvil Dowey the opinion of the library profession
has been stowly but definitely drawing its weight in favour of 3x5
inches in mott of the cases. Such u standardisation of the sire
of the form i very important, particularly for the wltimate filmg
of cards or theets.  This standardisation of sizs i3 ane of the preli
minary steps to clear the way for development. To cut cards of
3%5 inches wre, it ia desirable that librarles purchase boerds
which are produced to the size 253x 30} Inches. Fifty cards of
standard size will cut from ono board of this alze without any

WaMAgGE.

‘Whilo most of the forms in Hbrury use are now of the uze 3 x5
inches, there are mill some forms of other odd sizes. Thers are
for example letter heads, They cannot obriomly be reduced to
3%5 inches urs  Further the pructice m Indua hay not yet recos-
nited the value of redocing ail letter head sizes to one uniform size
At least two different sizes are in uae in most librardes, while thres
sizes are not unoommeon. Again tho acconnt books farm another
problkem. The present practico scems to be 10 keep the accomnt
books in folio sire  Similarly certain other forms relating to
the staff and account sections continne to be mamtawed in folio size
At tho other extrems wo have ths readers ticket and the book
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ard which have pecessarily to be of a very small mre—about
2x1 foches size.

1737 GRADE
The following are the only grades recommended 1 Bristol
board, 4 theets thick 2 Ledper paper double foolscap, 301b
3 Printing paper double foolieap 241b 4 Printing paper
double foolscap, 211b 5 Printing paper double foolscap, 16 Ib,

174 Pristlag

1741 Tyre-Size

When a form has to be printed, tho size of type must bo carcfully
chosen. Ta all forms intended only for internal use in the Ubrary
the smallest passible size may be used, say 6 point type. On the
other hand for forms to be used by the public, slightly larger
type may be desirable.  Whenever the form i of the standard card
size, and much matter has to be printed 6 point type will have to be
ueed.

1742 PRINTING OF CARDS

If a form has to be printed on both sides, cars omust bo taken
about the df in which the fre lines run.  1f the form
is of tho card gre, In most cases It will be filed vertically so a3 to
stand on onc of Hs longer edges. Hence tho lines should run
parallel to the longer edges.  Further as the card will tem on dts
bottom edge as the axis, the first line at the back of the card will
have to bo near the bottom edge.

1743 ProvtmvG OF OTHER FORMS
In the same way in the casc of each form the way in which
it will bo filed and the axts about which it will teen must be taken

nto comideration to declde the point where the printing on the
back lde {1 to commence

175 Rnbog
Much of staff thoe can be saved if proper attention s paid to
the ruling of forms. The unlt of messuro or tho distance between
Two consecutiye ruks 3 1 point or /& inch The mumber of
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points by which horlzontal lines thould be spaced must be so
decided that the pumber of rules In a page is five or & multiple of
five, in all forms in which the entries are of a-line-an-entry ryps
The total number of entnes are counted very easily If the roling
15 standardised in this way  The labour of eollecting and bullding
up satisties is thus copsiderably minimised. From the pomt
of view of tht space necesary for writing, 18 point ie § inch
spaciog 8 quile common  Hence, the spacing selected for any
partleylar form shonld be that one in the neighbourhood of }
{nch, which satisies the condition that has afready been latd down
regarding the number of rules that should be had on a page

1751 WARNING
A word of waming may be uttered. Tho expense of securing
proofs for rullng is tremendous and thercfore ususlly peohibitive
It 1s therefore necestary to have specifications for ruling perfect,
since corfections are not possible. 1t 13 even more necessary to
have accursto specifications for a ruled form than for a form for
which a plate Is to be made  for the loss n case & plate s wrong
is merely the cost of the plate, while if the rullngs are not specified
correctly the coat b the labour of sstiing up the machine, the time
the machine has becn operated and the entire valuc of the paper

176 Ewomeration

The seventh part of most of the snoceeding chapters s devored
to the enumeration and specification of the forms necessary for
the work of the scction. If ons and the same form Is likely to bo
of me in two or more sections, 1t 13 described in the chapter devoted
o tho earlicst of the sections.  Letter heads and other forn required
for general correspondence aro deacribed 1o Chaptar 393 Corres~
pondence Scction”

177 Form Numsber
For coavenkence of tefarence, each form s given a Formt Nuntber
A form number will conmst of thres groups of digics. Fach digft
18 10 bo given place valuc as in decimal fraction.

1771  Sizs NUMBER
As we proceod from left to ight, the first group will repeesent
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size It may be calied the Si.e Nimber and will consist of a singhe
digit xs shown in the following scheduke

A Abnormally small size ie size [eas than 7.5x13 cms.
C Card slze je 75x13 cms.

O Octavo aize, 1c 10.5¥ 17 ems.

Q Quarto size, 10 215> 17 ems.

S Super-size or follo sirr, i 21.5x34 cms.

1772 FuNcTiON NUMBIR
The second group will consist of ono diglt, two digits or three
dighs, according as it kns no 9 one 9 or two 9s ot its beginning.
This may be referred to as the Fiotcrfon Number and will constst
of the pumber representing the section to which the form Is assigned.

1773 Job NuMBER
The third group may be referred (o as the Job Number It
‘will comsist of one or more digits fixed mnemonically with reference
to the number of the job in connection with which the form is
mosly wsed.

178 Description of Form

A form may be of diferent kinds—letter heads letter forms
for imulpg routine letters  tabular forms with columm headings
tabular forms wath row headings tabular forms with colomn
headings a3 well a1 row headings forms soch an application
formt and requsitlon forms for use by the puble and 0 on

Again, some forms may have to be printed, some—those for
Intermal pte—may bo stencilied, while certaln other forms may also
be malmined in macusenpt.

The deseription of a form will comist of the following items in
the sequence shown

Form number

Name of ths form

Whether the form i to be printed, stencified or handwritten
Hithtobopnnmd,tbedmuﬂypomb:md

The grads of paper to be nsed

The colour of paper to bo used  or the colour with which

- TN RN

ey
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the edge of the form is to be treated

7 The sizo of the form if not clear from the first digit of the form

number

8 Method of filing, If necessary and called for and

9 Other pleces of information regarding the matter to be printed,

beadingy, rullngs, etc which will vary with the natore of the
form.

In case a form is to be ruled, the number of rules to be drawn
in & page and the Interval between the rules will be given in terms
of points—a point being equal to 5 of an inch. In the cass
of tabular headings, for each heading, the wadth of the column
or the row as the case may be, will be ghven in Inches within circular
brackets wherover necessary  In tho case of forms of a complex
nature, the entire form will be reproduced on a conveniently redoced
scale. Whenever drafts of routme ketters are given the letter head
I3 to be 2dded to them in the usnal way 1¢ in the same stylo as is
indicated for form Q993 In the case of registers, if each page
s to be differently paginated it will be described as * Ordinary
Pagmation™ If on the other hand any two opposte pages are
to recovo the aame page number it will be deseribed a3 * Folio
Pagination”™
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CORRESPONDENCE, FILES AND RECORDS
181 Introdoction

1811 VErTICAL FILE
Filing is a very {mportant phase of work In every office. The
Foeral efficiency of a business depends to a great extent upon the
efficiency of s filing system. Experience has proved that papers
Aled horizontally one on top of another 1n drawers or on shelves
o much harder to find than thoss filed vertically on edge one
back to the other  Thus, thero came Into uso tho Vertiesl Flie

1812 ProbLeMs oF FILING
The study of the problem of filing correspondence and records
bas continued until, today flling equipment and systems have
become pretty well standardied. This stand Includes
lhﬂ'nﬂomdmo(pnput,tbctypuofﬁlingqulpmtlnwhldl
'-hﬂﬂnhepmdwhhummm:conomyoflpammdmn
fling methods by which they may be filed quickly and found quickly
when needed, 30 as to sathly the corollary of the Fourth Law of
Library Sctence, viz Savo the Time of the Stff.

1813 MEcHANICAL EQUIPMENT
In our coumtry the f and other condith dant on
mmtortheﬂ'bnﬁudomtjmurymnmmduuhu,-tpmm:.
of any specialised filing equipment which would involve Lrgs Initial
outlsy Tho usual pad, the work table fitted with a shelf along
the farthec edpo and a vertical file drmwer at either side snd the
Tecord rack aro suffcient equipment.

1814 FILE ARRANGEMENT
3 the arrangament of files, however there bs no reason
mhm“ﬁo—dmmutndnhou}dnotbumdbymyﬁbﬂ:y—
14520 o wnell, rich o poor It ks wemal to divide tho methods of
ing flos into two groups, viz the alphabetical group and
numerical group A method that s numerical up to & polnt

ArTan,
the

K|
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and then changes over to the alphabetical and ch )l 1 method:
i!mostnthfmoryinnllhnry—-inftdmlnycﬁcc. The filmg
method that fs given here is of this mixed type

1815 FILING AS A VOCATION

But whatever the method of filing adopted & heavy responsibility
rests opon the thoulders of those who do the fillng work. The
sccurecy of this work cannot be checked up at the end of cach day
a1 can the accuracy of the book keeper or the cashier or the typist.
A filing error as a rule, goes unnoticed until that fateful day on which
& certain paper 18 ¢alled for and is foond missing. The loss of &
record is ofien a most serious matter It i3 extremely important,
therefore that all papers be filed with the utmost care and accumacy
The principal object of filing is not filing itself bot the rapid finding
of the papers filed  This requires a fairly advanced filing method,
the details of which—particularly file numberfog—~reguire to be
carefully mastered by a course of troinmg and instrixtion  In other
words, the imptoved filing methods of today Involve the employ
ment of trained operators. Filing has become a definite, and
important offico vocstion.  But, in the worda of James N McCord,
Darector of the Now York School of Filling, * When 1t came to the
varlons refi the intell 1on and scgregation,
tho abllity to accurately and instantly prodece, there was no
source from which properly qualified persons could be tecured.
Trained stenographers, typists, book keepers and telephono opera
tors wero casily availyble, bat no provision had cver been made
for similar mstruction for filing and indexing clerks except by library
schools whos excellent work Is confined to library methods™1®
The library profession may well be prond of this tribute,

182 Fitng Method
Let w now turn to the actual filing method.  Perhaps it is best
tockear at the outset, the usc of the terms imvolved.  The conception
of * ultimate fils ™ is developed in tho pext fow pages, for the sake
of definiteness and clearness. But let s begin with the ordinary
o of the term file.

1821 FiLE DEFINED
The New Oxford dictiomary gives tho followmg definitions to the
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word “file ™ used as & noun

1 A string or wire, on which papers and docurments are strucg
for preservation and reference  In recent yeans extended to
various other appliances for holding papers so that they can
be easily referred to

~ A collection of papers placed on a file or merely arranged in
order of date or subject for ready reference.

Used 23 & verb, to fike means to place a document in a duo posi-
than among the records of a court or public office.

1822 FiLING TerMS
All cor : should be mi lassified and assigned
A File Mark  The flle mark of a correspondence will conmst of
two party, the File Awmber and the FYling Characteristic,
The File Number i3 to be made up snccesshvely of the following

18221 The number of the section of the safl to whch it relates.
This part of the file number may be referred to a9 the
Section Number

1822 Tho number representing the factor or the work, or the
job, as the case may be, to which it relates.  This part
of the fils number may bo referred to as the Perport
Number

18223 Tho number made up of the Sectlon Number and the
Purport Number may be refetred to as the Clas Number

18224 The number if emy amplifying the claxy number This
part of the fllo number may be referred to &9 the Anplife
g Number

Of thewe, the Section Number and the Purport Number will
conmt of Arabio numerals and the Amplifying Number will conist
of letters of the Roman alphebet or Arabic numerals or both.
Tho digits in a Filo Number are to be written from left to tight and
are to bo given place waloe o1 in dectmal fractions.  As for their

of AB G
Y 70,112 89
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1823 FriNG CHARACTERISTIC
All correspondence which have the same File Number are to
be clapified among themselves by the Filing Characterintic  The
Fillug Characterist will vary wth the FTle Namber  In the majority
of cases, it will consust of the name of the correspondent.

1824 UrmiMATE FILE

All correspondence having the same Filo Mark should be fastened
by u single tape tag, a pin bewng used If the number of sheets to bo
fastened 15 Iess than four It will be called an Ultimare File  The
correspondence in an Ultimate Filo are to be arranged chronological
ly by the date of emanation from or of receipt in tho libaary  If 2
corretpondence i3 In two or more sheets, they are to be arranged
among themseives in their proper sequence, as indicated on them,
or If thers is no such indication sech that they read continnowas-
ly annexures, if any comung last. The leaves of an ultimats
file are to be numbered continuownly at the right hand top
cotnet

Tha filing charactetistic must be chosen 10 that the papers which
gt fastencd by a single tape tag into an ultimato fike satisfy the
following conditions

1 The papers read continnously and
2 There 1 unity of subject matter

The Filing Characteristic may have to be omutted If it prevents
continoous reading.

1825 DOCKET SHEET
Each oitimate file must bo furnished with a Docker Sheet  The
Docket Sheet may bo & ahoct of brown paper A white label 3x2§
inches 13 to be pasted near its left hand bottom cormner so that the
edges of tho Iabel are pemallel to the corresponding edges of the
Docket Sheet and are ono fnch from them. This label may be
referred to a8 the Docket Label.  On the Docket Label, the file mack
is to bo written in lines paraliel to tho longer edge. The class
number s to be in the first line and the filing characterstio in
the second lins and continued if pecessary in the succeeding

lines.
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Example 611G
Chandrasckharan (S)
057

Here 6 b the Scetion Number It shows that the filo relates to
the Circulation Sectlon.

11 h the Purport Number It shows that it relates to member

P

G s the Amplilylng Number It shows that it relates to a
greduate member

Chandrasckharan (S) 2057 s the Flling Characteristic. It k
the name of the member amplified by his deposit number In order
to indridualise the different persons having the same name. In
this ease the namo of the member followed by his deposit number
{s used a3 the Flling Characteristic.

1826 DerFNTTION OF ULTIMATE FILE
Now we may define an Ulumate Flle us 2 gathering of a Docket
Shect and one or more sheets of paper containing correspondence,
notes, eto characterised by unlty of subject and continuity of
treatment and stranged chronologically with ths Docket Sheet
Brst and fastened topether for preservation and ready reference,

with the ald of a pin or s tape tag or sny other suitable
applance.

1827 PaAp oF Fries

Aﬂthoulﬂ.nnloﬁ}cshlﬂngthommuﬂlcnumbcrmwbeumnr

by the fillng ch istic and arc to be
orrllm.d]yl:ep(lnomp‘d. However if the number of files belong.
Ing to a fils number is too many to bo put conveniently in one pad,
they may be distrbuted over two of mote pads.  On the coatrary
if the mumber of ultimato files belonging respectively to two or more
consecutive nltimate files [s too small to require & separate pad for
cach fils mumber a singlo pad may be used to accommodats all the
ultrmate flls of all such filo nombert. A label 3x2{ inches
is 10 be pasted on onc of the flaps of the pad just pear the polnt
‘whers This label may bo refocred
the

e
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1828 CorLeCTIONS OF Fries

The pads relating to » section are 10 be arranged vertically 1n a
clawified sequence by the fike numbers along the farther edge of
the work table. If the number of pads 15 too large to be accom
modated in one line, the farther edge of the work table may be fitted
with the necessary number of shelves to mccommodate all the pads
of tho section.  The collection of fikes thus formed along the facther
edge of the work table may be refetred to as the Currens Collection,
Such of tho files of the Current Collection as are taken out for disposal
on any day are to be kept flat in a separato pad.  This flat file pad
may be referred to as the Disposal Pad  Such of the files as have
been finally dusposed of arc to be sent elther to the Quar-Currenr
Collection ot to the Record Collection according to the instruction
on the subject. A file which 11 sent to the Quasi-Current Collection
is to bave s file pumber after the alterations, if any In sccordance
with inttroctions  underlined. A file which ls sent to the Record
Section 13 to have its fils number after the alterations, if any in
accordance with imstroctions, both overlined and underlined. The
locatlon of the quasl-current collection releting to different sections
will be indicated 10 the respective chapters. But the locatlon of
tho record coflection is the Record Section itself In case the
library Is small, and young, and the records are not many in
number it may not be inconvenient to have the record colkection
also located in the sections concerned.

1829 CHANGE OF COLLECTION AND DESTRUCTION
It requures great diseretion to decide when and how long a file
should be in the quasicurrent collection when and how long it
should be kept 1n the record collection and whether 1t can be de
stroyed at all and if g0 when. The following general prinaple
may bo enunciated

A file 15 to be taken away from the current collection as soon
a3 it may be reasonably deemed to have been flnally disposed of
If it is one that may be required for andit purposes, it should in
the first instance bo transferred to the quasi-current collechon and
transferred therefrom to the record collection as soon as tho aundrt
is over Otherwise, it may be transferred directly from the carrrent
collection to the record collection. The peniod for which a fike
should lie in the record collection will have to be decided for each
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d-mofﬂtu.\hﬂcccm}nﬁlanmhnalobcuutcdnspcrmml
fecords and never destroyed.

183 Esomeration of Flies
The erghth part of most of the succreding chapters Is devoted
to the files of the section concerned. 11 will give all the information
tegardmg the files in a tabular form.  The following are the headings
of the tabular form o far s they may be applicable

1 The pame of the fik for convemencs of reference, each
file will bo given a name

2 The class number

3 Method of amplifying the class nember If any

4 The flmg charctenstic

S The time of tramfer to the quasi<urrent collection

€ The file number it is to have whils lying in the quasi-current
collection if cifferent from the onginal file number

7 The trme of transfer to the record colkection

3 The file romber it s to havo while lying 1n the record cofkeo-
thon If different from the original file number and

9 The time of destruction, if not to be preserved permancatly

Chnnumhenmybampﬂ.ﬁcdbytubjcadcv‘b:orhnpap
Gevice or any other mmilar device. Subject device conslus in
Putling, efier the class number the number of the maln subject
of the book or books as given in the scheme of classification in uso
in tho libeary 1o which tho file relates. Othrer doviers ars 0 bo
constructed along analogous limes.

184 Receipt of Mall
A'mnnlhnmﬂlrﬂm,cvuymwn:dmﬁapundmcom
opened by the Wbradan and gets his dated mitials They arc
then sent to ths Correspondence Section to bo registered.
For aach the regutering cleck writes 1ts File
N“m"':flbcvetbonluuuou.irlthnmd:udyfoundlnwm
*andard plac fo the correspondence. He also undedines in

tho Filing Charucteristic, In caso it is different from tho name
the corespondent. Then he reglsters the correspondancs In
Iumdcmupmdnnmllcslaur The correspond-

77

i
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ndmﬂlounygrm!ulmt‘ltubmcwmnuhonmﬂﬂ
sheet of paper than to write between the lmes. When o draft
has been much cut about, It is 10 be recopied before bemg submted
to the librarian.

1863 REeFERENCTS

When 2 letter is In continuation of 8 series of cotrespondencs,
the last of which was received from the person to be addressed;
the phrawe “ With refereoce fo the correspondence eoding itk
your letter  shoutd as a rule, be employred Onlhco!lrfbf_’d-
if the last Jetter was ope lssoed by the library the phrase “Ia
continumtion of this office Jetter™ I 1o be uwed. Figores ad
references arc a3 far a3 possible to be embodied in the fext a3
not reicpated to appendices or to the margins.

1864 CoNvINTIONS

Anhccndonb:xcxzmdjustbcfm!hcmuhfrc;hehmmﬂ
is to put hus minals, wnte the word Lib” To the kit of 1
word “ Lib™ put your own initials and below them the curent
date. Below the current date is to be put the smbol "N R
{measig “No Reply ), or “S R” (meaning © Shot Ran%
Reply™) or“L R (mninz“l_on:RnnpRtply")md‘K
s a reply is not obligatory or a reply is doc withn t‘b"‘nR"
of & reply 15 due after two weeks, In casc the symbol *5 v
”pu'*erehﬂdalcfotlhumplyucmwylfmmiﬁﬂmm
date need bo added after #§ R” If however the reply B
eaclier the date on or before » hich the reply s due 13 10 b0
sher S R™ Similadly if the symbol writtea 18 ° R e
H”’”d’“’fm’@bhmdytvmmonmbmccnodm*””mt
put after “L R” If however Lhcdncd:mrornrfﬂ!“m
ﬁ"“mwmmmdmdﬂmbtobﬂmﬁfd

1865 PRESENTATION OF FILE
mlmtofmmmwmmmnﬂybdmﬁtdhmmw
a3 the last sheet of the related flls if thero be anY et
they aro 10 be added to the fle aftey the dralt reply THRUS L
contanng the draft roply i to bo farned ovee the DOCKEt

80 23 10 appenr fleat.

.
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¢lna of cases, while certain files will have to be treated &y permanent
records and never destroyed.

183 Emmueration of Flies
The elghth part of most of the succecding chapters is devoted
to the files of the scction concerned. It will grve all the information
regarding the files in a tabular form.  Tho following are the headings
of the tabular form so far as they may be applicable

1 The name of the file for convenience of reference each

file will bo given a name

The class mumber

Mcthod of smplifying the class nomber if any

The filing characteristlc

“The time of tramfer to the quasi-current collection

The filo number it Is to have while lying In the quasi-comrrent

colkection §f different from the original file number

7 The time of transfer to the record collection

8 The file number 1t i3 to have while lylog m tho record collec
tlon If different from the ordginal filo number  and

9 The time of destructlon, if not to bo preserved permanently

bW

Class numbers may be amplified by subject devics or language
device or any other similar device. Subject devico coasists in
patting, alter tho class number the number of the main subjoct
of ths book or books as given in the schemo of dassification in use
in the hibwary to which the fils relates. Other dovices are to be
constructed aloag snalogous lnes.

184 Receipt of Mall
As 3001 as the mail artives, every inward correspondence gots
upcnadbythelibrn'l.mumiwhnducdhld:lh They are
then sent to the Cor . Sectlon to be
For cach correspondence, the registering clork writes its Fllo
Number abovo the salatstion, if it {3 not already found in some
stapdard place in the correspondence. He abo mderlines in
pencil the Flling Characteristic, in case it s different from the pame
of the correspondent. Then he registecs the comrespondencs in
the appropoate Inward Correspondence Register  The correspoad-

7
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ence and the registers aro then sent to the different sections,  Along
with these the Outward Correspondence Regnters and the files

relating to the d correspond. despatched on the 8
day are al1o sent to the respective sections.

185 Collection of Papers

As soon as thess materaly arcve at a sectiof, the head of the
section does the following~

1851 He takes chargs of tho files, relating to his section and
returned by the Correspondence Section, and utials against the
respective tems in tho Outward Correspondence Register In
the office copy filed last in each such ultimate file, ho exammes
if the despatcher had stamped ths date of despatch.  If he had not
done 10 he brmgs it to the notxcs of the despatcher and gets it
rectified.  If thers is Inordinate ducrepancy between the date of
despatch and the date of the office copy as given beneath the tnitlals
of the drafting clerk, he brings it to the notxce of the libradian.
1852 He rapedly examines if any jtem in the despatch register
relatng to his section hes the column “ Reply Recelpt Date™
blank. For cach such item, he exammes if the reply duec date
(given In the appropnate column in the despatch register) ham
been pamed. If so he pulls out the related filo from the corrent
collection and places 1t on the Dispasal Pad  If the uldmate flle
13 not in the current collection, it is likely to bo found in the flles
just recetved from tho correspondence section or In the Deferred
Dispasal Pod.

1853 He takes charge of the inward correspondence and the

3 and the ying materials, f oy relating to
his tection and infuals agamst the appropriate items in the Inward
Correspondence Reglster

1854 He then wends away tho Ontward Correspondenco Regis-
ter and the Inward Correspondence Register

1855 Then he palls out from the current coliection the ultrmate
files relating to each of the inward correspondence roesived by hum
and files that correspondence theredn.  If u Jettar has no file relating
to it, & freah filo }s to be stacted with that Jetter a8 the first aheet
As 100m 33 cach inward correspondence is thuy filed, the related
ultimato flls is placed on the Disposal Pad

1856 Thpn,ﬂ'myomnrdaoﬂupondmﬁﬂneodllobaluimtcd
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by Him on the day he pulls out the related witmate file if any
from the current colkction and places it on the Dispasal Ped  If
bowever there fs no related fie in the current collection, he prepares
the necessary Docket Sheet for it and places it on the Ditposal Pad.

1857 )f any matter requires a file from the quasdcurrent colke
tlon or from the record collection he pets K from the section con-
cerned and places It on the Dispesal Pod

1858 In this way ho collects sl the files that require his attention
in the course of the day

1859 Then he takes ons by onc each one of the ultimate filey
fn the Drspotal Pad and deals with it as thown in the succeeding
sections.

186 Letter Drafiing

1f It requires a ktter tho stafl-member concerned drafls ft, I
dmfiing the following points are to be remembered The name
and correct address of the addressco B8 10 be writien first. §n
Lhomﬁmlhawmd“omﬂdewnm"hwbe“ﬂum“d
s 10 bo followsd by the exact nomber and dato of the reference
In tho nest line, tho word ™ Sabjeet ™ 15 1o be writen and by 1o by
runwedhylmuﬂxmmmnmwmuf‘hc
Jmnbavnlhcnlunﬂm.lltFﬂnNnmhg,wbem sobject.

1861 DRAFTING

mmﬂnﬂynﬂ:hbﬂ Mpmm
to be mumbered, a pATAETABh bewn,
statement or fresh argurnent. N%T;“mnw

occupy th least pomsible time. A draft s 10 be TRding may
laoguags and courteoualy worded  Tho tae of 4y o CTPcrate
and abbreviations s to be avoided. Collog,

1862 NEATNESS IN
Lnduu\-lrnl:ml.un\:::lbbliugm:lt!mnmx;imofdrl.rt.l,‘_m°
a3 alo much writing between the lipes. Uitbe%”l:wldcd,
revise
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4
a dmaft to any great extent, it Is better to rewnte it on another
sheot of paper than to write between the lines. When a draft
has been much cut about, it i to be recopied before being submitted
to the librarian.

1863 REFERENCES

When & letter is 10 continuation of a serees of correspondence,
the last of which was recerved from the persan to be sddressed,
tho phrase * With refc to the correspond ending with
your letter ™ should, as a rule, be employed. On the other hand,
if the last letter was ono issued by the library the phrase “In
continuation of this office letter™ i to be used. Figures and
references are, a3 far as ponsible, to be embodled In the text and
not relegated to appendices or to the margums.

1864 CONVENTIONS

At the end of the text and just before the point where the libranan
1 to put hus Initials, write the word Lib” To the left of the
word * Lib” put your own initials and below them tho corrent
date, Below the current datc is to be pot the symbol “N R”
(meaning “No Reply™) or “S R” (mesalng = Short Range
Reply ), or “L R (meaning * Long Rangs Reply ”) according
as & reply b not obhigatory or a reply fs doe withm two weeks,
or a reply is due after two weekw In case the symbol “S R ™
s put, if the last date for the reply 1 cxactly a fortnight hence, no
date nced be added after “8 R™  If however the reply is due
earller tho date on or befors which the reply s due i to bo entered
after S R” Similarly if the symbol written is “*L R™ and
if the dato for reply Iy exactly two months hence no dato is to be
put after “L R* If, however the dus date for a reply is not
exactly two months hence, the due date Is to be cntered aftor
“LR

1865 PRESENTATION OF FILE
The shiest of paper on which the roply b drafted It to bo edded
as tho last ahoet of the related filo if there be any enclosures,
they are to bo added to the flle after the draft reply  Then tho ahect
containing the draft reply is to bo turned over the Docket Shoet

50 as to appear first.
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1866 RESPONSIBILITY

The head of the section b not required himself to draft the letter
in every cate, But be it to satisfy himself that the drafliog of hu
1 b and ! Al letters emanating from
& scction are to pass through the head of the section, who will
Initial them below the word * Lib™ in token of his having made
himself responsible for them,

When tho librarlan drafls 2 letter himmelf ft §s to be understood
that the hesd of the section concerned Is as responsible for the
cotrectness of any fact that the libranan may state, as §f tho ketter
was drafted by the head of the section himsell  Heads of sections
are therefore responsible for brinpng to the notics of the librardan

all reitvant facts and papers which the librarian might have accident
ally overlooked.

1867 TRANSMISSION TO LIBRARIAN
As s00n ag the dralt reply Is complete, In the manner Indicated
above its ultimate flle is to be placed in the Tramsmisson Pod
of the section.
187 Romtiwe Letter

1f only & routine kiter for which there is 8 panted or typed form
1 required, the staff-member concerned fills up the form and deals
with it s {n section 186.  Generally in such cases, there will be no
need for an office copy  If however an office copy is necessary
he fills up another copy of the form and nses it es the office copy
The office copy is to bo filed first and the fair copy next. If a
scparate office copy 1 not made  write near tho bottom of the laxt
ahert of the file the endorsement ** Replied on ™ or * Addressed on™

‘The despatcher is to stamp the date of despaich of the fair copy
against this endorsement.

182 Reminder

1f only & reminder bs required, the staff-member concerned fills up
@ reminder card and desls with 1t as i eection 187 In filling up
the reminder card, the file number to be used is the Fams as the file
number of the tetter to which it fs & reminder amplified successively
by the lotier R™ and the Arabic numeral representing the number
of the reminder At the end of tho romndc, stato in very beef
torms the pucport of tho Ietter
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Near the left hand end of the office copy of the letter to which

lhurcmmd:rr\:lam,tbemdommt“hmon"hmbem

If there be more than onc der the diffe ind

to be entered one below another in snccesuve lines. Thclﬂmnm

will put his initialy against these entries and that will serve the
of office coples for the reminders. The despatch date

is 10 be put against the endorscment as 1n section 187

1891 Other Action

If any action other than drafting a ktier or wrting a remunder
is requured, the staff-member conceened takes the pecetsary action
and then records at the end of the last letter m the filo the sction
taken and adds hiz dated initlals. Then bo dealy with it as m
section 1867 if it has to go to the lbranan or transfers it to the
Preferred Disposal Pad if the dechlon s to take it up for disposal
at & later date.

18911 FiLe
1f no sehon whatcver s called for the staff member concerned,
2dds the word “file” pear the left hand bottom corner of the last
Ietter 1 the fike and puts his dated initrals and then deals with

it as 1n secton 1867

18912 CONSULTATION
If a file requires a previous consultation with the libracdan or with
any other member of the staff the etaff-member concerned, makes
tho necessary consnltation and takes the further action, called for

1892 Deferred Disposal
If it s declded that the disposal of the fils 13 to bo deferred,
the stafl member copcerped transfers 1t to the Deferred Disposal Pad
after taking such interim action as may be necessary I ascertaine
able, ho notes down near the left hand bottom ocorner of the last
letter in the fils, the date on which the fils is to be taken up for

disposal
18921 ARRANGEMENT OF DEFERRED FILes

The ultunate fles in the Deferred Disposal Pad arc to bo arranged
chromologically by the date marked for duposal, tho farthest dato



CORRESPONDENCE FILES AND RECORDS 1894

bang kept bottom-most.  If two or more ultimate files have the
same date mark for disposal they arc to be arranged among them-
schves by theie filo marls.  The ultimate files which do not mention
any deflnito date for disposal are to be placed In the scquencs
of thelr file marks at the top, i¢ above all the vitimate files which
have a definite date marked for disposal.

18922 TRANSMISSION TO LIBRARIAN

El;hduythnn!dmlcﬁlahﬁchefcrmdDispom!Pldlhoukd

d and disposed of whensver postible.

Aﬂ:rllllhoposdbhulljmwﬁluhﬂnbcmdkpmedofrorlbo

day and trantferred o the Transmltsion Pod they are to be rearranged

in the Ti \ Pad in : with thelr resp fils

marks and sent to the librarian at ths appointed hour of the day
along with tho Tranmixdon Register

1893 State of Work Table
The rexult of this procedure will be that at any tme the work
table will contain only one Current Collection of Files in the vertical
form, one Dhposal Pad with tho flies arranged horzontally one
Deferred Dispoeal Pad with the fiks arranged horizontally and
at certaln moments one Transmisnon Pad with the flles ernnged
hotizontally The Transmission Pad will be with the lbrarlan or
with the Correspondence Baction 1€ it s not on the work table of the
section.  Each clerk thould seo that the tablo is as tidy as possible.

18931 DEsIGN ON PADS
Thbe Transmisdon Pad, the Disposal Pad and the Deferred
Disposal Pad should all have the pumber of the sectlon boldly
and prominently written in the centro of both the flaps of tho
the

posible, the colour of the file boards used for the differsat pads
may bo different,

1894 Prompt Disposal
It fs destrable that each file thould ba disposed of as peomptly
and expeditiowsly ¢ posxible. Subject to any specisl variation
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necessltated by any particular case, all the routine correspondence
of the Circulation Section should be dispased of on the day on
which the inward correspondence 18 recerved, while all the other
correapondence of that section and all the correspondence of the
other sections should be disposed of withm the week in which
the irward correspondence is received. It Is deximable to have a
time scheme for the disposal of each class of files, in as detailed
and expliat a form ay s feasible.

18941 Tae FuLL Route

From the above 1t can be seen that the routme of correspondence
can be pictured as follows  An inward correspondence fs first
teceived by the libranan it passes through the Correapondence
Section to the section to which it relates  there it gets attached to
the appropnate filo and then it setthes down in tho Disposal Pad
from thero it goes to the Transmismon Pad of the tection directly
or through the Deferred Disposal Pad  then in company with the
other files 1n the Transmisnlon Pad, it gocs to the librarlan  from
the libranan it goes to tho Correspondence Section I 1t {3 to be
furcopied by the Correspondence Section, it again goes to the
libearian through thoe fair copy vertfier and returns to tho Corres-
pondence Section  thereafter it goes beck to its related soction for
depont in the carrent collection of files.

18942 TRANSMISSION REGISTER

‘Whenever a flle or any other thing is passed from onc section
1o another 1ts transter and retransfer are to bo controfled and watch-
ed with the aid of & Tremsmistion Register For this purpose each
tection must maintain the neoewsary number of trammmsion registers,
with appropriate columns It may happen that in certaln cases,
tome other registers scrve also tho purpotes of a transmision
register  In such cases, separate transmmslon registers are not

nectuary
The Transmision Register for fiks is to have the following
cofumms

1 Filo mark
2 Initlals of the recciver and
3 Date of return to the scction.



CORRCSPONDENCE FILES AND RECORDS 8361

Each page s to have 15 lines. First put the current dato and
cnter tho file marks fn the classified sequence. As soon as the
Transmison Register comes back, examino if it has recelved the
foitiats of tho receiver  As cach fils comes back enter the date of
receipt.  If any file does not return on the due date (csually the
pext day) take the question up with the concerned person and
bave it traced out and settled.

18943 TIME SCHEME
The following time scheme is followed in the Madras University
Library m regard to the movement of correspondence
All inward mails reach tho respective sections before 12 noon.
All officc copies pass through the ibmasn and reach the corres-
pondence Section before 1 PM  All fiir coples and routine letters
in printed or stencilied forms reach tho librarian before 4 P and
reach the Correspondence Sectlon before 5 P

1895 Steay Mall
Apart from tho mzin mafl of the day 2 library is likely to get
letters at all odd hours. Such stray letters also will have to bo
dealt with m the samo way as described above, If any particular
Jetter requires urgent attention, it should be mads to pam through
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indefimtely long time. In soch cases it may not be convement
10 keep the file itself In the Deferred Disposal Pad.  On the con-
trary it may be desitablo to keep the file in the current sequence
but have a remembrancer sheet of paper below all the files of that
pad on which the file mark of such a file Is entered with the date
on which it thould be taken up for disposal. Every day when
collecting files for disposal, this remembrancer sheet also shoukd
be looked into and the filet marked for tho day should ahko be
taken out of the eurrent collection.

18962 OUTWARD CORRESPONDENCE
The method of followlng up cutward correspondence has been
indicated In the earller sections.  The method, by which the head
of a sectlon will bo reminded automatieally of the outward letters
which requice & remindet to be sent, iy given in section 1852, The
method of sending reminders is developed in section 188.

1897 Croms Reference
1t will happen not Infrequently that an action initiated with a
certain ultmate file has to bo followed up with other nltimato files
For ¥z, an indent for Math ics books will be in file no
13B  The subject will be pursted 1n this file by the Book Sclection
Section until ths sanctlon for the mdent is obtained Further
sction will have to be taken by the Order Section perhaps in two
staget, enquiry and order  For the order in question, the Order
Section may have 1o send one or more ooquines. Each one of
these enquines will form independent filles with the filk N 22B
and their respective fling characterstics.  Each of theso enqumy
files will be purened until the firms from which the book shoukd
bo bonght aro finally settled. Thereafter the orders will form
another file with the file N 23B and their respective filmg charac
teristics. The problem is to connect the indent file the different
enquiry files relatmg to 1t, and the different order flles. Ths ks
done by the mathod of Cross Refermce  Cross Reference is of
two Kinds, Bottom Cross Reference and Top Cross Reference At
the bottom of the last shest of the mdent filo mentioned ahove,
2 Cross Referenco will be eatered as follows  “ Sco 22B (name
of the first book) dated " 1f the indent has given
sise to scveral enquiry flles, agaimt all tho ftems which go into
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one and the same enqulry file, such distingulshing marks a3 a cross
or a tick will be put, That diwunguishing mark will be repeated
at the bottom and the cross reference will have to be given against
it. ‘This will be done for each of the distinguishing marks.

To each Bottom Cross Reference wifl corresposd a Top Cross
Reference  The Top Cross Referencs will be mado at the top
of the office copy of the concerned enquiry It will tako the form
“Sev 13B (expert correspondent) dated "

Shmilarly tho last sheet of each enquiry file will get a Bottom
Crom Reference which connects it with the order fils in which
further action s taken, and each order Ble will have a Top Cross
Reference connecting it with the enquiry file, on which the order
1 bated or If there has been no enquiry fike at all with the indent
file to which it relates.

This Crom Reference may be not only between the files belonxing
1o the same section but also between fils belonging to different
sections. It fs pot pecesary to muoliply examples hee  This
Cross Reference Method it

1 to sccure unity in cach ultimate file,

2 to ehmimate memory and

3 to bring togethor Automatically all the different files that may
be refevent for the dispoal of any question

The oocations which require a Cross Reference will be casily

‘Whemever a particular file Is sent to the libmean for his conaiders-
tlon, care must be taken to send not only the particular fils, bat
ko all the other files which have Cross Reference relation with it
and which may be refevant to the subject under consideration.

1898 Extractteg

Another complicaton that usually arses in dealing with correy
pondence is duo to & ktter doaling with moro than one subject.
Tolvoidthhcompl]adun,hhmrythntltml[bnry-hould
never inaluds In ane apd the same letter more than onc subject.
It should alio try 1o permueds the correrpopdents of the Hhrary
to foltow this prmciple. One method by which ths correspondants
can be persnaded {s to suggest to them that no ketier from them

87
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should have referenco to more than one letter of the livary How-
ever & library cannot be quite sure of all tho correspondents obsery-
Ing this principle. Hence, anses the problem of complex letters.
By a Complex Lerter is meant a letter which dealt with more than
one subject The method of extracting has been developed to
meet the case of Complex Letters.  The letter in question is sasnigned
1o one of the ultimate files to which it relates. Portions of the
letier which relate to other ulimate files are extracted in different
sheets of paper and those extracts are included in the respective
files and treated as independent letters.

This extraction may be donc by the Carrespondence Section
iDdIbd'mtheknmmre;Btucdmdsemtothedlﬂ'mt
sectlons.  Or the letter may be regutered by the Cor
Sectlon with the number appropmate mlhcultimntcﬂlo{nvh)ch
the original 13 to be filed.  Then the section that recarves the onglnal
Ietter may mark out the portions to bo extracted and send it back
to the Corespondence Section.  Then, the Cotrespondence Section
will make the nccessary cxtracts.

An 3001 23 an extract is signed by the librarian, it shonid be
treated a3 an inward mail and routed in the ussal way
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CHarTIR 21
BOOK SELECTION SECTION

211 Plapning

hmybcrepnlcdhml}m(‘cde&l(n\hhbookaulyvdlhdt

isteative routine ed with book seb But the
theory of book selection 15 a different matter It requires a volume
by itsclf My Library book selccrion®™ deals with ft.  Referenco
may also be made here to the foundations of the theory of book
sclection which have been indicated in the Fire kaws of lbrary
schemer ©

2111 SOURCES FOR SELECTION

The sources for book sehection arc varked. Soggpations can
be got not only from the trade lists and Natlopal and State Biblio-
graphies, but abo from the bibliographies and reviews occurring
in books and petiodicals.  The suggestions from the reading pablic
form another postible woucce, although this soucce u likely to be of
uneven merit. The Reference Scctlop the Shell Section and
the Circulation Section can give moch help in this matter

2112 EXPERTS FOR HeLP

1t shonld not be presumed that the entire evaluation of selection
can be dooe by the bibrary itsedf It will be & good policy to have
tho help of experts In different subjects in making the selection.
But the wholo work of selection should not be thifted to cxperts.
As it b the library that will have access to the greatest number
of sources, most of the work should be done by the library leaving
the minimum pomible work to be dono by the experts.

2113 FINANCIAL RESPONSIBILITY
Financo by an ultimats deciding factor in the sekection of books.
No library o likely to have unlmlited funds to boy everything
publithed—or even 1o bay wll the most worthwhile publicatioas.
Hence, the greatest care is to be exerclsed in spending the sum
availably for books. To ses that the bodget n not exceeded on
the one hand and that, on tho other no amount is left unappro-

91
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priated at the end of the financial year the Book Selection Section
shonld exercite the greatest vigilance posuble and work hand in
hand with the Book Order Sectlon, the Petlodical Publication
Scotion and the Accounts Section. 1t Is also the duty of the Book
Selection Section to 1ce that the book fund is distributed in proper
proportion among the different subjects in the light of legitimate
local demand aod that no particular subject usurps far more than
what should be {ts proper share, simply because 1t happens to be
sponsoted, for the time being, by an influential person or clique

2114 Sumect CycCLES

It will help the symmetrical building up of the stock of the library
and add to tho systematisation of the work of thus section and
of tho other sections, 1f the book resources to be added to the library
annually in the different subjects are taken up for treatment
systematic cycles, the periodicrty for cach subjpect being adjmsted
from time to tme in tho Light of supply and demand and with
a view to spreadmg the work of the scetion evenly over the different
wocks of the year

2118 FACTORS IN PLANNING
The distinctive work of the Book Sefection Section s to bo plan
ned with reference to the following factors

1 Sources

2 Sclection

3 Indent and

6 Financo
212 Job Amlysh
2121 SOURCES

Tbhe work of the Book Selection Scotion relating to Sources
in general may conslst of the following items

2 Acquirmg the somrces for book n by purchase or
donation or otherwise, which may be referred to as Sowrces

Acguiring Work and
8 Amn;lngthnwumcaofbookndcaion,wtdc.hm.ybomfm

to as Sowrces Arranging Work

173
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2121.2 Sources Acquiring Work
21212 1 Sources Acquiring Work is to consist of the following
immediste jobs

1 As and when the names of useful soarces for book sclection
como to notice, jotting down the necessary partsculars, which
oy be referred 1o as Sources Noring  and

2 As and when specific books of probable interest to the Hbrary
are brought to notxce, jotting down the necessary particulars
abott them which moy be referred 10 as Sugpesiion Noting

2121.2:5 Sources Acquiring Work Is to consist of the following
weckly Job

2 Sending requbition for sources of book selection, which
mAy be referred to as Sowrces Reguisitioning

2121 8 Sources Arranging Work

2121 8.5 Sources Arranging Work is to consist of the following
weekly Job

8 Arranging the sources of book selection that are recelved
from tume to tims in a systematio manner on the sources
sheil which may bo referred 1o a3 Sowrces Shelring

212188 Sources Armunging Work i to consht of the following

snnual fjob

8 Woeding out the out-of-date sources from tho sources shell
whrch may be reforred to an Sources Weeding

2122 SeLECTION
The work of the Book Sclectfom Section relating to Selection
in goaeral may comsist of the following items of work

1 Sdectng from the different sources the rtems worth considecn-
tion by the cxperts in the different subjects, whichk may be
referred to as Book Selection Work

2 Writmg oot book selection cards for the ltems sclected,
‘which may be referred to a3 Book Selection Carding Work
and

5 Porwarding book sckectlon cards and other references to
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the exports for an expression of thelr opinioa or for facilitating
the preparation of indent which may be referred to s Book
Selection Comswltation 15 ork

2122 1 Boohk Selection Work
2122 1.3 Book Sekection Work is to consist of the followng
casuaf jobs
1 Marking in the sonrces the items that are worth bedng sent up
for consideration by the experts In the different subjects, which
may be referred to as Prellminary Selection and
8 C(beciang the marked jtems with the stock m the library
which may bo referred to as Preliminary Checking
2122 1.5 Book Sclection Work s to comsut of the following
weekly job
1 Forwarding the marked sources for the consideration of the
which may be referred to a3 Marked Sources
Forwarding
2122.2 Book Selection Carding Work
2122.2.3 Book Selection Carding Work is to consist of the
following casual jobs
1 Wnting out book wlection card for each of the approved
ftems, which may be referrad to as Book Selection Cord

Wruing
5 Tentatlvely clamifylng sach book selection card, whih
may be referred to as Book Selection Card Clawrifying  and
Filling up the bibliographcal gaps 1n the book sclection cards,
which may be referred to as Book Selection Card Compheting

2122.2.5 Book Sclection Work is to consist of the following
weekly jobs

1 Comparing and verifying the entrics 1n the book stlection

cards with the sources, which may be referred to a3 Book

Selection Card Revistng  and
8 Flhnthcmivcdbook:dccﬂoucmdimlheldmcdurd,

tray which may bo referred to as Book Selection Card
Filing

-
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2122 5 Book Selection Consultation IWork
2122.54 Book Selection Comsultation Work Is to consist
of the following daily Job

5 When the scquisition of a book has to be urpently considered,
sending a reference to the expert concerned and asking for
his advice, which may be referred to as Urgenr Bock Selec
tion Consulting

212.:5.5 Book Sclection Consultation Work b to consist of

tho followng weekly jobs

1 Foreardmg the sccumulated book selection cards to the
experts concrrned making for thedr recommendations which
may bo refered to as Book Selectiom Card Farmwrding

3 Making a list of tho approved items, which may be referred
to us Indent Copying  and

8 Sorting the book sckction cards returned by the experts
and disposing of the cards pot recommended, which may be
referred to s Unrecommended Card Fliing

2123 INDENTS
The work of the Book Selechion Section relating to Indents
in general may consist of the following ftems of work

1 Scrutinising the Indents for books received from the experts
or the anthorities concerned which may be referred to as
Indents Serutintsing Work  and

3 Getting the necessary sanction for the indents, which may
be referred to as Inderus Passtng Work

2123 1 Indents Scrutinidng Work
2123 1.5 Indents Scrutininng Work i to comist of the follow-
ing weekly jobs

1 Checking the indents received with the stock the order
tray and the bills on hand, which may be referred to as
Indents Checking

23 Prepanog book selection cards for such of those iterms in
the checked indent as have pot been already carded, which
may be referred to a3 Supplemental Book Selection Carding
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25

27

[

Tentattvely classifying the supplemental book selection cards,
which may be referred to as Swpplementol Book Selection
Card Classifying

Filling up the hibliographical gaps In the supplemental
book selection cards, which may be referred to ay Swpple-
mental Book Selection Card Completing

Merpug the supplemental book selection cards with the
book sclection cards already existing in relation to the
indents concerned, whuich may be refecred to as Supplemental
Book Selection Card Merging

Ckaring up doubts and difficulties in consmltation with
the experts concerned, which may be referred to &s Jademss
Doubts Clearing

Obtaining information about the cost of the items wherever
necessary which may be referred to as Cost Asceriaining and
Estimatmg the cost of the indents, which may be referred
to as Indents Estimating

2123 3 Indents Passing Work

2123 3.5 Indents Passing Work is to comust of the following
weckly jobs

1

11

2

3

Prepanng the necossary notea for the sanctioning suthority
which may be referred to as Indent Noting
Forwarding the indents to the sanctioning authordty which
may be referred to as Indent Forwarding

Paming the sanctioned indents on to the Order Section, which
may be referted to as Sanctiomed Indent Forwarding end
Taking the necemary action on such of the rtems of the
forwarded mdents as havo not received the sanctlon of the
suthortty concerned, which may be referred to ay Rejected
Items Disposing

2126 FINANCE

The work of the Book Selectom Scction relating to finance
in general may consist of the folbowing items of work

6 Tﬂdnzthonecauryncplwﬁxthﬂmnunlﬂ]mmfor

books and penodicals in different subjects, which may bo
referred to as Allotment Work and
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7 Advidng the experts responstble for the preparation of
indents for books about the financial potition In regard to
the different subjects from time to time, which may be referrod
10 a3 Alfotment W atehing Hork.

2126 6 Allotment Work
21266 8 Allotment Work i3 to consist of the following annual
Jobs

1 Asoertalning from the expert advisers In different subjects
if they desiro to have any change In the apnual allotment
to thefr respective subjects, which may be referred to as
Expert Opindan Obtaining

22 Estimating the cost of the indents awaiting ordering in each
subject, which may bo referred to as Arrear Indents Esti-
mating

23 Esttmating the cost of outstanding orders for ordinary
‘books in cach subject, which may be refarred t0 &3 Oxtstand-
ing Orders Estimating

24 Estimating the probable cost of 1 decs of
Hndlhnunhmtd:d,wlﬂdlmlybcrﬁmedwusmﬁng
Orderx Ertimating

3 Ascertaining from the Periodical Publication Section the

probable cost of the current periodical publcations in

each mubject, which muy be referred to as Perfodical Pubdica-

tions Subseription Extimating

Ascertaining from the Financo Section the total book find

likely to be sanctioned for the yesr which may be referred

to as Budyet Ascertaining

7 Ascertaining from ths Accomnts Section the sctoal expend!
tore on boaks and peclodical publioations in esch subject
for the thres preceding years, which may be roferred to as
Actuals Ascertaining

3

o

Preparing in the light of the data obtained by tho foregoing
Toutines, the schedulo of allotment for the different subjeots,

Whldlmjybnrdn-rtdmuhdbmtuytoAﬂam and
91 Forwxrding the schedule of alk 1o
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2126 7 Allotment Watching Work
212677 Allotment Watching Work is to consist of the follow-
ing quartetly jobs
The jobs under this seetion will be similar to the anmual jobs
22, 23 and 24 under 2126 6 Allotment Work and in addition the
following

3 Ascertaning from the Perlodical Publication Section the
annual subecription that will have to be incurred during
the current finandal year on any new periodical pubfications
that might have been sanctioned in the year which may be
refarred to at New Perlodical Publication Cost Ascertaining

7 Ascertaining from the Accounts Section the actual expenditure

on books dutlng the current financial year which may be

refared to a3 Spent Amownt Ascertalning

Advising the experts m the different subjects about the amount

remaining tnapproprinted, which may be refated to as

Allotment Balance
2126 78 Allotment Watching Work is to conslst of the follow

ing amnual job
1 Advising the expert in each subject about the annoal allotrment

for tho subject, which may be referred to as Allotment Advising
213 Roatine
2131 Sources
2131 2 Sources Acquiring Work

213121 Immedicte jobs

21312 11  Sourcss Notivg
The Book Selection Section i3 likely to come across informmtion
reqarding sources that may be of use in book selection work at

any moment This may happen cither {n the courso of the section s

systematical perusal of the printed materlals or in their convermtion

ot correspondence with persons or bodles competent to give advics
in the matter 1t may even bappen in a very unexpected and
unmual way while engaged in some other work  As soom as the
information s spotted out, note down all the necessary particulars
a3 far a4 they msy be available with regard to the sourco that shonid
be scquired to aid book sdection. It will bo convenient to use &

o
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Source Selection Slip with similar headings as the book selection
card for noting down the particulars.  Filke all such source slips
in the Source Slips Tray in u classified sequence on tha basls of the
subject to which the source relates.

2131.2 12 SvoosmioN Norma

Books of probable interest to the lbrary are likely to be brought
to the notice of the Book Selection Sectlon elther by the other sections
of the Library ot by the users of the Ibrary or when the Book Selection
Sectfon peruses different books and

When the suggestion reaches the Book Sclection Section, prepare
8 Book Setection Card for it and file 1t in the Suggerrion Tray in the
classlfied sequence.

2131.2:5 Weekly Jobs
2131.2:52  SouncEs RPQUISITIONING
On the appointed day of the week, péck out from the Sourcs
Slips Trry the outstanding source aips and gend requosition to
the appropriate party for the supply of the source.

2131 8 Sources Arranging

2131 825 Weekly jobs
3131-8:58  SooRCES SHELYIMG
On the appotnted day of the week, fnsart all the sources of book
scjection roccived fn the course of the week, in the appropriate
places in the Sowrces Shef

It will be benit to have the foltowing thres ch .
for the clasified arrangement of the sources
1 Subject

2 Vendor or publisher as the case may be  and

3 The dats of the source.

Thess characteristics may be taken fo the seqoence grven above,
A remalt of this will be that on the Sourcos Shelf all the sourcs
materialy relating to e specified subject wall be found together
Among the sources relating to & speaificd subject, sl those tsned
by & specsfic vendor or publisher will be found together and arranged
chronalogacally in the sequence of the date of isrne.

As book schection will have to proceed subject by subject, it
canl by easily scen that this is the most conventont arrangoment
far shelving the sources.
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213188 Ammal job

2131 8 88 Soumcess WerpmG
At the appointed time each year scrutinme the sources shelf
carefully and weed out all unwanted materals,
The sources for book selection accumulate in a library at a
very rapld rate. They also grow out of date with equal rapldity
If the weeding out is not done systematically one s likely to be
snowed down by useless rubbish and the Sources Shelf may prove
to be an obstruction rather than a help

2132 SeLecTiON
2132 1 Book Selection Work

2132 1.3 Canul jobs

2132 131 PreInanaRry SELECTION
Mark In pencil in the source for book selection each item that
in your opinion deserves comiderstion by the experts who help
the Hbrery in book selection wark. The marking should be dono
as follows  Gutss the main class of the item and put in the left
hand margin oppoaite to the heading of the item the symbol for the
main clats,

2132 1.38  PreumWaNary CHECXING
Take each of the marked sources in hand and check the marked
items with the llbrary catalogue as well a3 the book selection cards
in tho selected cards tray and the order tray  Score out the ftems
that erc already represented in the library catalogne or in tho sclected
cards tray
213215 Peekly jobs
2132 1,51 MARXED SOURCES FORWANDING

On the appointed day of the week, forward to the libranan alf
the marked sources which have been prediminarily checked,

2132 2 Book Selection Carding Work
21322.3  Caswal fobs

21322.31 Booxk SkrzcnioN Caxb Wimvg
As 00D a3 the marked sources are recefved from the librartan,

1
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write ont 8 Boak Selection Card for each of the ltems approved by
him.

Use the Library hand for writing tho book sclection card.  Re-
member in particniar that the book sclection card written by you
is golng to be tramsformed snccessively Into the indent card, order
card and sccenslon card and that jt forms a permanent record of
the library
Grve in the left hand bottom corner of the book sekection card
the exact reference to the source from which the book Is schected
¢g PC (meaning Publither’s cireular) ¥ 38, p 55.

21322.35 Boox SELICTION CARD CLASNIFYING
As far a3 can be judped by the title, author and review notes,
if any found 1n the book selectlon card, clamify the book as closely
as possible and enter {n penci] the class number in the appropriate
place in the book sclection card. Whenever necessary consult
the technkeal sectlon.

2132237 Boox Smecrion CAxD COMPLETING
If the necomary bibliogmphical detalls aro not to be found
in the source, securs them from any other avallable source and
make the boak selection card a3 complets as posadble.

213225 [Peekly jobs
2132.2:51 BooK SeLrcmoN CArD REVITNG
On the sppotmted day of the week, take out all the book selection
cards written and completed In the week and compere the entrics

with the sources from which thoy were taken. Carry out all the
corrections found necessary

2132.2:58 Boox SmBCTION Carp Fmno
As s00n m the revising work 13 over imsert the cards in the
Selected Cards Tray in tho appropriate classified sequence.  While
nserting & card, if 2 card u already found for a particular book
take away and ecovs out the card which s less full in details,
2132 5 Book Selection Consultation Work

2132.5 4 Daily jobs
2132.5 45 UxcENT BOOK SELECTION CONSULTING
Thamnhmfcrthh}obhﬂmﬂnrwthnrmdnedm{nnu 55
cxcept that 1t will have to be donc urgently
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2132.5.5 Weekly jota
2132 5.51 Boox SeLECTION CARDS FORWARDING

On the appolated day of the weck, pick out, from the Selected
Cards Tray and the Deferred Cards Tray the book selection cards
pertaining to the subject or subjects which fall due to be dealt
with in the week in the light of the suggestions contained in the
introduction to this chapter and forward them to the experts who
help the library 1n Book Selection Work. In the forwarding letter
mention the number of cards sent, the amount allotted to ths subject
for expenditure within the year the amount already spent, the
amount still unspent and an cstimated cost of the ftems included
in the book selection cards sent. Request the experts to sort the
book sclection cards 1nto three groups, as “ approved  * rejected ™
and * deferred”  If necessary mention abo the date by which
tho reply s expected A more sathfactory practxs will bo to
persuade the experts to call at the library and get the work dooc
jomtly by the expert and the librarian.

2132.5.53 InpeENT COPYING

Sort the cards in the approved group by the main classes,  Sepa
rate out the cards that require standing order prepayment cte.
Sort the remaining cardy pertalming to a specific maln class by
the standing vendor with whom the order is to be placed so far
a1 can be ascertmned from the Book Order Section Arrangs
the cards in euch vendor group alphabetically wing the heading
as tho basis. After the srrangement 1 over send thom to the
Correspondence Section for tho fndents to be typed. It will be
an advantage to get five copies to bo typed. Omne copy i to be
used a3 the indent, the second as the order the third and the fourth
a3 the office comes of the order and the fifth for the file of tho
reference section.

2132 5 58 UnmecosM@nDeD CARDS FiuNg
As s00m a3 the cards come back from the experts, file the deferred
cards in the appropriate classified sequence In the Selected Cards
Tray and filo the rejected cards in the appropriate classified sequence
in the rejected cards tray I the expert had not already sorted
{ho cards as desired but had merely noted on the cards his opinion,
the cardy will have to be sorted ont into the three groups as s
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step before the unrecommendsd cards are flled.

It I3 a matter for consideration whether the finally rejected cards
may not be stralght away destroyed. But experience shows that
it may be helpful to preserve them for some time and pass them
on to other libranes which are less organised and seck our bhelp
in Book Selection Work, If however there i3 no chance for this,
the rejected cards may be destroyed periodically sty once in a
year As an aliernative, the entry on the card may be scored
out and the card weed for soms other purposes, such as for
shelfiabels.

2133 INDENTS
2133 | Indents Scrutinising Work

2133 1.5 Weekly jobs
2133 1.51 IrvpenT Crirexang

On the appointed day of the week, chock cach Indent reccived
in the weok carefully with the catalogue, the order tray and the
tulls on hand awaiting payment. Check each item not only with
reference to the heading but also with refercnce to the title, If it
is one that fs likely to havo received a title entry Check also
with reference to the ecries entry of the boak belongs to & serfes.
Check also the names of translator editor etc and in every other
postlble way to ses that no ftem ki unneccssarily duplicated
in cascs of doub, go to the shell and examine such of the booky
&3 you hxve reasons to suspect might have been wrongly entered
in the indent. If in your opinion an attempt thould be made for
secaring any Ham as @ donation, pat tha letter “G™ ggainst it. I
eny tem raises tesncs which cannot be settled without a reference
to the expert, put the ktter “E” against it. Soore out the item
which are not wanted. As soon as the cheoking f3 over write
tho word “* Checiied * at the left hand bottom corner of the last
theet of the indent, Imtial and date it

21331523 SorrirurnTAL Boox SeLrcTiod Cannpea, EIC
upplementa]

book sclection process the roatines for theso
1@mnhnﬂumtbcmuﬂ.moflhnmnupondhgjobldvm
under 2132.2 Book Selection Carding W
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2133 1.54 InpexTs Dourts CLEARING
On the appointed day of the week, scrutinise tho mdents checked
10 the week and refer all the ftems, against which the letter “E”
has been put to the expert concerned setting forth clearly the fsues
that require to be examined by tho expert and asking for a definite
decdsion by him,

2133 1.55 CosT ASCERTAINING
If agamst any of the items m the indent, the cost 13 not gven,
write to the puoblisher ar vendor as the case may be, asking for
a quotation. In some cates the cost may be csilmated and the
further work with the mdent may bo taken on hand. In cases
where the cost is likely to be very high or the cout s likely to go
bevond the amount allotted for the sabject, it is desimble that
the cost i proviously ascertained before further action s taken.

2133 1.56 INDENT ESTIMATING
After all the processes that are mentioned under indents scrutmis-
ng work are over estimats the cost of the indents a3 closcly as
possible and writo the figure in pencil oppoudte to the word * Check
ed at the bottom of the last shect of the indent. The estimate
thould be given both 1n forelgn and local currency to facilitats
the work of the ordering section,

2133 3 Indents Passing Work

213335 Weekly johs
21333:5]  DNDENT NOTING
On the appointed day of the week, for cach of the scrutinised
indents, prepare an indent note on the Indewt Noting Form, filling
up all the columns as fully as postible, taking care to get the cxact
smount already spent in the snbject and the cstimated cost of the
outstanding orders from the accounts section and the order section

respectively
Az 300n 29 the notes are filled op forward it to the Lbrarian
{dr his approval and remucks, if any

2133.3:511 INDENT FomWARDING
On the appointed dxy of tho week, collect all the indents on
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which notes have been p d in the week, Incloding the urgent
mdents also if any  Arrangs them In the scquence of the subjects
and forward them to the Commitres Section for Inclision in the
papers that are to be seat up to the sanctioning awthority during
the week or to the librarian, if he is himself the sanctioning authority

2133352 SancroxID INDENT FORWARDING

On the appointed day of the week, take up each of the sanctioned
indents rocetved from the Committee Sectlon or the libearian as the
case may be and deal with It ag follows

Pxck out the four other coples of tho Indent (see routine 2132:5:53
which provides for five coples of the indents betng mads at the tume
of Indent copying) in the case of indents copied by the sectioa
and score out in them such of the ltems &3 have not reocived the
sanction.  Score out similarly fn the case of lodents received In
the form of lists from outside. Attach a transmisslon sheet to
one of the copses or tho original as the case may be and copy in it
relevant extracty from the Indent Noting Sheet. Remember
particalarly to note down the date of sanction and the remarks,
if any of the sanctioning authority and then trammbt the four
coples of the indent to the Ordermg Section.
Mongvhhtbccophorthctndemorthcm-w.mlu(hom
m;ybo,mmhlhulhnliook' ton Crds of the 1

demh!hn[ndthotnShmt.thﬂdncormnﬂnlniun
of the copies to tho Order Section and get the dated initials of the
head of the Order Section as a token of the scction having taken
charge of the copies of the Indent and of the related Boak Selecthon
Cards,

2133.3.58 RercTeD Itews Drronna

Aftee tho tramsmbsdion of tho coples to the Order Sestion, pick
out the book selection cards of the rejeoted ftems and insect them
fn tho proper plsce in the Rejected Cards Tray or Deferred Cards
Tray as the case may be. If, howowr the fostruction of the
tanctioning anthority i that the ltem should be bronght up delnitely
at & later mecting, tramsfer the cards to the Sekected Cards Tray
with a alip attached {0 the cards showmg tho time when they should
be sent to the sanctloning authorty
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2136 FiNANCE
2136 6 Aljotment Work

2136 68 Ammual jobs
The diffecent Jobs of the Allotment Work should be done for
each subject separately

21366 81 EXPEXT OPMINION OBTAINING
At the appointed time cach year write to the experts, helping
the library in Book Selection Work in different subjects, seeking
their advice as to whether the annual allotment for their respective
subjects would require any change In the jetter state the total
annml allotment for the preceding year the umount spent on current
periodical publications and ths balance available for books and
beck volumes of perlodreal publications. Ak also if they would
suggest the scquuition of the back volumes of any periodical
publication in the ensuing financial yesr

2136 6.822 AREAR INDENTS ESTIMATING

At the sppolnted time each year pick out the indents that are
esther awaitlng sanction or having been tanctioned have not yet
been transmitted to the Order Section. Estimate which of theso
indents could be purchased within the financial year and cHminate
them, Estomate the cost of the indents that will have to be purchas-
ed in tho next fimancial yoar This amount may be referred to as
Arrear Indent Cost.

21366 823 OUTSTANDING OrDERS ESTIMATING
Find out from the Order Section the items for which an ordet
had been sent but whose supply could not be expected within
the financial yoar and get an estimate of their cot.  This amount
may be referred to as Outstandlng Order Cost.

2136 6 824 STANDING ORDERS EFTMATING
Find omt in consultation with the Otder Section, how many
yolumes ate likely to be received in the next financial year under
the different standing ordets which arc current. Estimate thelr
cost. Thls amount may be referred to 8% Sxanding Order Cost
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213636 83 PERIODICAL PURLICATIONS SURsCRIPTION ESTMATING
Get from the Perfodical Publication Scction an estimate of
the annual subscription for the perfodical publicatlons current in
each of the subjects,  Find out also if there Is any probability of amy
back volames of perodical publications being acquired and if g0 pet
their probablo cost.

Ascertain in this way the total amount that is to be spent on
periodical publications f{or each subject in the next financial yexr
This amount may be referred to as Periodical Publicotions
Cast

2136-6:86 BUDGET ASCIKTAINING
Find out {rom the Finance Section ths probable amount that is
likely to bo availabls for parchase of books and periodical publica
tions In the next financinl year This amount may be referred to as
Budget Amount

2136 6 87 ACTUALS ASCEXTAINTNG
Find out from the Accounts Section the actual expenditure on
books and periodical publications In ench subject for each of the
three preceding financlal years  Estimate from theso data tho
averags of tho normal amount spent oo each subyect per year  This
amount may be referred 10 a3 the Aetmaly

21366 88 PRELIMINARY TO ALLOTMENT
In the light of the data obtuned by the foregoing routines,
prepere & schedale of allotment for the different subjects.

2136-6:891 ALLOTMENT SBANCTIONING
Forward the schedule of allotment with the necessary notes
to tho Committce Section for inclusion in the papars that are
to be sent to the mnctiontng authority

2136 7 Allotment Watching Work
2136 77 Quorterly jobs
2136 7722, 21367 723, 21367724
These routines are slmilar to the corrosponding anmim! routines
In 21366 Allotment Work™
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2136 773 New Pemopical PUrLicATIONS CosT AsGrRTADGNG
FmdomfromtbePu-lodlmlPubUaﬂonScmon,ifnnyn:w
lications have been loned during the year and
thowmuahnmonnt:huuldbowtn;utformlngﬂxxmb—
scription in the current financaal year

2136 777 SPENT AWOUNT ASCEKTAINING
Find out from the Accounts Section the amount actoally spent
on books during ths flnancisl year

21367 T8 ALLOTMENT BALANCE ADVISNG
Find out the total of the amonnt ascertained by the foregoing
routines and subtract it from the annual allotment to the subject.
Wote to the expert in the subject specifying the amount that is
still mmappropriated.

2136 78 Amrual job
2136 7 81 ALLOTMENT ADVIING
As 1001 as the sanction for the schedule of annual allotment
13 received from the Committee Section, adviee the oxperts
each subject about the amount allotted to the subject for expenditure
during the financlal year and also the dustribution of the amoant
under different heads such w3 booky, standing orders en books,
periodical publications and back volumes of periodical publications,

214 Enmination of Waste

2141 DIVISION OF WORK

If the turnover in the Book Sclection Section demands the aseign-
ment of scveral members to it, the distribution of work among the
asustarits of the section should prooeed along tho lines of subject
speczalisation.  This will enablo cach member to acquire an Intemive

with the biblrography of certamn subjects or groups
ofmbjwunndmindmbknuwlcd@ofﬂnmoumuo{thc
library In those subects.

2142 RespoNsIBILITY OF HEAD OF SECTION

The head of the section should review the work of ths aselstants
carefully so that books of a border line naturs do ot get duplicated
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by different assistants. This can be done by the scrutiny of the
peovisional class numbers asiigned, as well as by an alphabetical

of the different groups of book selection cards. [t
i denrable that the Annuat Allotment Work and ths Quacterly

Allotment Watching Work should bo done by the head of the
section himsell

2143 Driaries
Two diaries are necessary for ths section,

2144 GENERAL DIARY
One General Diary on a daifly basds i to have the following

22 Indents recetved

31 Book sclection cards checked with selected cards
teay

32 Book sckection cards checked with order tray

34 Book selectron cards checked with bills on hand

35 Book selection cards checked with catalogoe

2145 Boox SELECTION CARDS DIARY
The second diary b to bo on & weekdy basis to show the number
of book selection cards written.  Its headings must comist of the
symbols for the main classes of the clamification scheme umed
or somo sultable modificaion of them.

215 Cerrelatisn
Much internal correlation will bo necessary to avold the duplioa
tion of the same book by diferent amistants.  Further In the onso
of books in wnfamillar the smistant who knows the
Inngoages will avo to givo & helping hand in the sclection of books
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in those languages, although the subject of the books may be
different from the cnes he specialises in.

The following Table of Correlation shows the jobs thut bring
the section into contact with other sectiony

All Sections
21312 12 Supgestion Noting.

2 Book Order Section
2132 1.38 Preliminary Checking
2133151 Indent Checking
2133.3:52 Sanctioned Indent Forwardmg
21366 823 Outstanding Orders Estimating
2136 7 723 Outstanding Orders Hstimating
2136 6 824 Standing Orders Estimating
2136 7 724 Standing Orders Estimating.

3 Perlodical Publication Section
21366 83 Periodical Publications Subacniption Extrmating
2136 773 New Periodical Publicatioms Cost Ascertaining.

4 Accession Section
2133 1.51  Indent Checkong.

§ Technical Section
2132.2.35 Boak Sclecnon Card Clasafying.

91 Contmities Section
2133.3.511 Indent Forwarding (Tucsday 12 noon)
217 6 891 Allotment Sanctioning.

96 Finance Section
2136 6 86 Budget Ascertaining.

97 Accounts Section
2136 6 87 Actuals Ascertaining
21367 71 Spent Amount Ascertaming.
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216 Tiostrative Time Scheme
2165 WerxLy JoBs

Saturday
2131 8.58  Sources Shelving
2133 1.51 Indent Checklng.

Sunday

2133 1:51  Indent Checking .

2133 1.523 Supplemental Book Selection Carding

2133 1:5258 Suppkmcnul Book Selection Card Guﬂryiug
2133 1.527 1 Book Sefection Cards C

2133 1528 Supplemental Book Sckction Cards Merging
2133 1:34  Indents Doubts Clearmg

2133 135 Cost Ascertaining.

Monday
2132 1.51 Marked Sources Forwarding
2132231 Book Selection Card Writing
2132.5:53 Indent Copying.

Twexday
21312:52 Sources Requisitloming

+1331.56  Indent Estimating
2133.3:51 Indent Noting

+133.3.511 Indent Forwarding (12 noon)

Wednesday
2132231 Book Sclection Card Writing
2132251 Book Selection Card Reovirng.

Thrackty
2132.2:58 Book Selection Card Flling
2132.5 51 Book Selection Cards Forwarding
2132:5.58 Unrecommended Cards Filing
2133352 Sanctioned Indent Forwarding
2133358 Regected Items Dispouing.

111



2167

213677

2131 8-88

2136 781

2136-6.81
2136 6 822

2136 6 823
2136 6 824

2136 6 83

2136 6 86

2136 6 87

2136 6 88

21366 91

LIBRARY ADMINISTRATION
2167 QUARTERLY JoBS

The last week of each quarter
The jobs of the Allotment Watching Work.

2163 ANNUAL JoB

Jartudry
Sources Weeding
Allotment Advising.

week

September—Second
Expert Opinion Obtaming
Arrear Indents Estimating

Third week
Outstanding Orders Estimating
Standing Orders Estimatng.

Fowrth weelk
Periodical Publications Substcription Estimating.

October—Flrat week
Budget Ascertaining.

Second week
Actmals Ascertainmg.

November—FIrst week
Proliminary to Allotment.

December—Flrst week
Allotment Sanctioning.
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217 Forms and Registers

27

C1Z Bowk Sclection Cerd. Priotol 6 pt Bristol board. White. Tray
“Tho text of the form s &3 follows

{Fromt side)

DeaN WIN

Yr

Ed
Pub prico

(Beck rde)

fOrder N

[Voucher N

f

<z
T

HHE

Eob

i

HHENEHEHHHEEE E;? L 1
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Q12 Book Sekction Comsmliation Letter Form. Stencll 21 Ib Printing
peper White.  The taxt of the form ts 0y follows

Sabject  Boox SrLECTION

(Nm)mmwmhcﬂm)mmdramm
Pleaso bo good ooough to sort them Ioto the three groups,
ferred  and “refected™ Tmthrmmnnybcqunuybumkdmd
et to me along Wdh a covering kter embodying your recommendation.
The balnc svallablo for purchass of books In your subject within the current
firancial year b Ry

Expectiog your reply within z week,

813 Indent Notixy Form, Sienal 21 [b Priting pepsc White, The t=x¢
of the form fs a5 Dliows

Ourtxida N Datwed

Pl N Date of receipt

From

Sobject Indant for Bocks

Lidearion + Not Office Note

N of {tems recommmended
N of iwems already available or on
Nde‘:‘hmrmmﬂ:dlurdnﬂh-

Rs
Bstumated cost of ths dephcations

Rs
Total estrmmted cost Re
Allotmant for books R
Amonnt already appropeiated L.
Balanco evailebia Re
Reyoaria

Library Committoe’s dechdon
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Crarrer 22
BOOK ORDER SECTION
221 Phaneing

2211 FaR Orr BoOX MARKET

Tho work of ordermng books m Indian libracies is at present more
difficolt than it m elsewhere It is European books and particolarly
Engluh books that figure most in Indlan Hbraries. Thos, the
cHlef book markets are thousands of miles awmy—In far off London,
New York and other centres in Europe. As a result, Indian
libraries are not able to get books on approval to choose between
different editlons. The task of declding whether o mew edition
that is annonnced s substantially diffecent from the onc that the
library already posscies becomes extremely difficult. The Book
Order Sectlon in Indisn libraries has to take a much greater respons-
ibflity and put 1n much more work in checking the fndents with
ths stock than that in Boropean and American librarles,

2212 INDIAN PURLICATIONS
In the matter of Indian publications, the situation is even worse
The publshing trads i not yet properly organised in India.  Nor
i3 there s booksclling trade, except for school text boaks. In
most cases, the author hrmaell has to play the roko of publisher
and booksellker He lives in out-of the-way places. As may
be expected, ho has not doveloped busineas methods Not m-
frequently it happens thet ho does not respond at all to orders.
Thers are instances when the Madms Univeraity Libmry had to
send six rominders to an author-cum-publuher-cum-book-sellar
before getting a reply Occaxonally it happens that the author
hﬂdb\mthuﬁngu-lbyvmhninglOMllmkofhhlndmt
bo had Jeft his plsco m ditgust and migrated to some other place
to find soms means of Iving. Tn afl probubility b had keft his
stock bahind, in his deserted houss with nobody to look after them
mdmbnnonnmhho}dvﬂhg:mmdkmthhlmmtoﬁhm
sddress. This pectoro s by no means an imaginary ons. Tho
Wummmmmmﬁnmmmq
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Library have been experiencing this every now and then, It
can be realised how difficult book ordeting should be in such clrcum-
stances,

Another complicating factor in ordecing Indian books k due
to there belng no conformity to bibliographical standards either
in the make-up of the ttle pages of books o in the preparation of
indents by persons specialising in the study of topics usually found
only in books in Indian languages pobikshed in India. The typo-
graphical display of the title page not infreqoently places improper
cmphals, For example, tho name of the patron or some other
influential person appears In the boldest and In the biggest type,
whereas tho name of the author s hidden away in the smallest
possible type or i3 even omitted. Specialists sl continwe to
mention the books only by the titlke The jdea that ths namos
of authory and publishers are nccersary chements in fndlvidualhsing
books has not yet become familiar

Thero is, at present, & vexatlous factor There » no Net Book
Sytem.  Some booksellers give a ducount alightly greater than
‘what the publisher himself grves. The Central Executive inststs on
ths advantage being taken at any cost. It does not realme that
the cost of getting comparative quotatlon—it has often 10 be for
mdlvidual books cren—exooeds tho probable benefit in most caves.
Nor does it realse that a bookscller concemed often delays supply
and ultimately even fails to supply

2213  MurmivoLuMeDp Books

Another responsibility af the Book Order Section is that of seeing
that the Multivolomed Books are carefully watched and that all
the volumes of m sct are acquired a3 and when published. It is
« matter of comman knowiedge that frequently we come scross
cases of Muttvolomed Books whose volumes are published in
different years.  Unlens a sultable mechenfim is devised to deal
with such cases, it will kead to the library posseming incomplets
a¢tx, to the great annoyance of the resders.

scription basis form other complicating factors which require
tho greatost vigilance on the part of the Book Order Section.
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2215 STANDING VENDOR

It is & moot point whether it i1 advantageoms for a library to
buymboohdimctlyfromthnpub{hhtmotmmughnsmdlng
Vendor In the cass of Indian books, the question b exsily decided
in favour of the former alternative.  For Indi has not yet developed
& reliable, pamstaking and organited book trade for such books.
The vexatiows factor mentioped at the end of Section 2212 makes
the Standmg Vendor System result In extreme delay in the supply
of books. Hence, as has already becn indlcated, the only eatis-
factory procedure fs to deal drectly with the publshers or the
authors, as the case may be. No doubt, every effort should be
made to build and organise 3 sound booksellers trade in Indu,
capeble of handling all our purchases, Indian or forcign.

The pomtion It, however different in the caso of Foropean
and Amencan books,  Here it is an advantage to have a Standing
Vendor appointed in India {tself or at each important book
centre—say ope for London, one for New York, one for Lelpalg,
one for Puris and soon  On the one hand, thess book centres have
cxperienced and booksellers of anding, and on the other
it will be difficult for Indian libraries to take all the bibliographical
precautions, If they deal dwectly with the soveral publisthers  Thero
are booksellers in those book centres who arc prepared to render us
¢ertain amount of bibllographical service.

2216 TERMS OF CONTRACT
1t i pecessary that Indian [ibraries shonid stipulate certain condi-
tions of s bibHographical nature in appointing a Standing Vendar
He shonld be asked to nndertake the following responsibllitics

1 Every volume should be carcfully collated befors being

supplied.  If any defect is ducovered at this end the veodor

thould take beck the defective copy and supply & sound copy

at his own cost, including the to and fro frelght

The latest edibon of the book Is to be supplicd, unless there

are specific Instructions to the contrary

3 If the order copy contaim a note that a certain edition of &
particolar book s afready In the Hbrary he should find out
§f the Inter edition in the market Is substantlally diffecent from
{he one in the library  1f not, the book should not be supplied,
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but an advice should be sent.  In cases of doubt, he should
state the case and supply the book only after receiving a
confirmatory order

4 If a book Is the rehsuo of another book under a different
tiile, ha should advise the Library about it and supply it oaly
after recelving a confirmatory order

5 1f & book b an off-print from a periodical publication or
another book, he should advise the library about it and
supply it only after receiving a confirmatory order

6 1 a book 1 really a foreign publication thoagh lsted in the
trade periodicals of his country by the local representstive
of the foreign publisher he shonld adrise the Hbrary about It
and supply it only after receiving a confirmatory order

7 1f there Is any difference In tho name or in the spelfing of
the name of the author or in the title, he shouk! advise the
libraxy about It and make the supply only after receiving a
conflrmatory order  and

% If any book occurs in moce than ono order or Is covered
by any of tho standing orders, only onc copy thould bo
suppied and a second copy should not be supplied without
gettmg a conflrmatory order

In all theso cases, If the vendor sends & wrong supply he should
take it back at his own cost.

The experienco of the Madras University Library s that a sub-
stantial saving is effected in the book fund by the standing vendors
undertaking soch bibliographioal respomibilitles. As the trede
1lsts do not generally give frank information on these points, theso
problems cannot be solved withont actually examining the book.
This b impracticable for Indian libraries a3 we are thousands of
miles sway from the book markets Henco the responsibility
has to be shifted to the standing vendors in the respective book
centres. This abso ahows the futility of appointing Tndian book
scllers as standing vendors for formgn books, unless they have
ttdrownnpnulnthndlﬂh:mbookcmtruufthnworld.tu
cxamine the supply personally before It is thipped.

2217 QuT-OR-PRINT BOOKS
In tho matter of Out-Of-Prixt books, It 18 best to obtain quotations

ns
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from different second-hand booksellers and decide the vendor
in each case on fts merits, rather than appoint a single standing
vendor  Very often the cataloguces of the second hand bookseflens
may obviate even the neceslty for enqury  But these catalogoes
should not be relied upon If the amount s consldersble It may
be ponible to get better terms by obtaining competitive i

2218 FACTORS IN PLANNING
The distinctive work of the Book Order Section 13 to be planned
wrth reference to the following factors

1 Standing vendors
2 Enquiries and f for unmsual individoal books
3 Books not falling within clases 4 to 8 cnumerated below

which may be referred to a3 Ordinary Books

4 Standing Order Books which means onc of the following

41 Books belonging to a series whoso volumes the Lbrary has
decded to buy which may bo referred 1o as Serdes Books

42 Books in two or more volumes, all the volumes not being
published wimultapeously whch may be referred to as
Multivohunted Books

43 Books publuhed in parts or in fascicules, which may be
referred to as Instalmens Books

44 Books for which advance payment has to be paid in full
or in part befare sctual publcation, which may be referred
to as Subscription Books and

8 Books which can be acquired as donatlan, which may be
referred 10 as Gift Books

Of theso factors, the sppolntiocnt of standing vendors will
have to be dope annually bienmully or triennially but not at more
frequent intervah.  Enquitics will have to bo made and quotations
will have to be obtained for unusual individual books a3 and when
required as & casual job. The ordermg of ordmary books thould
be taken up penodically tho pertodicity depending upon ths quan-
uty of the order In a big library it may be comvenient to use
the week as the perlod. Tn what follows, the routine 8 described
on that besis. But if longer petfods are practicable in smaller
hhnrlu.Lbﬂnwﬂ]bonodkﬂicultytnldcpﬂngthnromlmmmy
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periodicity The order work for instalment books, subscription
books and series books Is to be planned on the analogy of the work
of tho Perlodical Publication Sectlon. Hence, in what follows,
it b only such items of rontine in regard to these books as are
different from the routine of the Periodical Publication Section
that are elaborated and for all other routine, reference s to be
made to the routine of the Perfodical Publication Section.

22191 Suvmect CycLEs

Thoy, the most Important part of the routine described In this
chapter can be scen to be that which relates to ordinary books.
Au suggested In section 2114 1t will add to the systematisation of
the work of this section and of the other sections If the order work
for the different subjects are taken up for the weekly order work
In systematic eycles, the periodiclty for cach subject being adjusted
from tono to time in the light of supply and demand and with &
vicw to spreadng the work of the scctlon cvenly over the different
weeks of the year

22 Job Amlysis

2221 STANDING VENDORS
2221 8 The work of the Book Order Section retaung to Sanding
Vendors ;s to comist of the following annual jobs

1 Calling for the terms on which ordinary books can be supplied
to the library by different vendors, whih may bo referred

to as Calling for Terms of Supply

Tabulation of the terms offered by the different vendors,

mfchmaybemfmcdlouhbu!am;lhermqf&zpply

5 Fixing the standing vendor or vendors, as the case may be,
which may bo rofarred to an Stonding Vendor Appointing

« ENQURDN AND Qm-m'nom POR

UNUSUAL
nn.s T]nvodu{thoBookOnhSccdourduﬂ.nwa)-
quiries and Quotations for tousual ind books 15 to comint

of tho following weekly jobs
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Calling for quotation ot for any information in Tegard to
spearfic book or books, as the case may be, which may be
referred to as Qwotation Calling ot Enqdring and
Tabulating the information obtamed from the different
sources relating to wpecific books, which may be referred to as
Quotation Tabulating

2223  ORDINARY BOOKS

2223 The work of the Book Order Section relating to Ordinary
Books is to consist of the following jtems

1

223 1.5 Tallylng and

Tallylng and sorting ths book sclection cards relating to
the indent, which may be referred to as Tallying and Sarting
Work

Checking the book sclection cards wath the resources of
tho library wath & viow to climinating duplication which
may be referred to &3 Final Checking Work

Preparing the order which may bo referred to as Order
Preparing Work

Consulting the experts concerned about doubtful cascs,
which may be refated to ma Doubt Clearing Work
Isaumg tho order which may be refered to as Ordering
Work

Carrying out the pecemary items of wock relating to an
order immediately afier 1t v 1s3ued, which may boe referred
10 a3 Poxt-Order Waork

Recetving the supply relating to an order which may be
referred to as Book Supply Recelving Work and
Dealing with the information recefved, if any about the
books not supplisd, which may be referred to a3 Unnipplied
Books Dupostng Work

Ensuring the prompt execution of the orders by the vendors,
which may he referred to as Vigtlancs Order Work.

2223 1 Tallying and Sorting Work
Sortlng Work 13 to consit of the

following weekly jobs
1 T.nyingmah)du:tnrﬂwmdmtwpy as the case may be,

receved from the Book Sclkectlon Section, with the refated
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book selection cards received from the same sectlon and
sorting the latter according to the types of books, which may

the indents taken op for ordering in the week, which may
be referred to as Order Conds Alphabetlsing

2223.2  Final Cheching Work
22232.5 Final Checkmg Work s to consist of the followng
weekly jobs

23 Checking the alphabetised order cards with the outstanding
order tray which may be referred to a3 Checking with
Outsianding Order Tray

24 Checking the alphabettsed order cards with the standing
order cards, which may be referred to as Checking with
Standing Order Cards

4 Checking the siphabetised order cards with the bills on
hand, which may be referred to a3 Checking with Bills on
Hand

495 Swbsidiary job in the Afodras Udversity Library  Getting

tho alphabetised ordar cards checked by the exchange soction,

‘which may be referred to as Checking with Exchange List

5 Checking the alphabetised order cards with the Hbeary
catalogur, which may be referred to as Checking witk Cata-
logue and

8 In case of doubt checking tho order cards directly with
the books on the shelfl which may be referred to as
Checking with Books

2223 3 Order Preparing Work
2223.3.5 Order Preparing Work is to consist of the following
weekly jobs

11 Sorting tho unscored cards from the card checkmg box
and sorting them by vendors, eto. which may be referred
to as Unseored Cards Sorting

118  Pioking out the cards of the books which can be got as gifts,
which mxy be referred to as Gift Cases Plcking

123wy
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12 Estimating the cost of each one of the groups into which
the unscored cards have been sorted, which may bo referred
10 a8 Order Cost Extimating

13 If the book selectlon section has trammitted the appeoved
indent in origmal, getting the order copiw typed with
the pecetsary notes, which may be referred to as Order
Copy Making

14 If the book sclection section has trammitted only coples
of the approved indent, tramsferring to the coples of the
Indent the pecessary rcmarks and notes from the related
order cards, whith may be referred 1o a3 Order Copp
Noting

15 Scoring out the rejected dtems and tallying the unscored
items with the unscored cards in the alphabetred order
card box of the week, which may be referred to as Order

Copy Complating
5 Consultmg the Techmical Section, Clreulation Section,
Reference Section and Matk Section for detection of

any casual duplxations that might have unintentionally
crept Into the order which may be referred to xs Inter
sectional Comsultbeg  and

6 Fludmg out if the funds for the subject wonkd admit of
the order which may be referred to as Flmance Diary

Consulting
2223 4 Doubt Clearing Work
2223 4 5 Dounbt Clearing Work is to conslst of the fallowing
weekly jobs
5 FPlacing beforo tho experts the hsues on which advico s
sought, which may bo referred to a3 Adrice Seeking and
8 Taking the neccssary action on tho recelpt of the advice,
which may be refcered to as Adrice Disposing

2223 5 Ordering Work
2223 5.5 Ordexing Work » to consist of the following woekly

Jobs
]wmmmfmmfmﬂnnmﬂmnxmﬁm
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order to the vendor which may be referred o as Order
W riting

Scrutinising the order after fts return from the librarlan
which may be referred to as Final Scrutiny

Filing the order cards n the order tray which may be
referred to as Order Card fling  and

Transmission of tho order to the cofrespondence scction
for despatch which may be referred to a3 Onder
Transmisting

2223 6 Post Order Work

7223 6.5 Post-Order Work B to comist of the following
weekly jobs

1

o

o

Trammitting to the Book Sclection Sectlon the original
indent, in cases where the odginal indent had beea received,
which may bo referred to as Original Indent Trousmitting
Filing tho office copis of the order which may bo ceferred
to as Order Copy Flling

Entering the estimated cost of the order In the finance dlary
which may be referred 1o o3 Finance Diary Posting
Transmitting to the reference section the third copy of the
order which may be referred to &3 Order Copy Transmiiting

and
Filing the cards scored out during the checking procens,
which may be referred to a8 Seored Cardr Flling

2223 7 Book Supply Recetving Work

223 7.5 Book Supply Recerving Work b to comist of the
following weekly joba

1

2

3

4

Revicwing the supply and tr ing it to the S
scction, which may be referred to as Swpply Reoeiving
Picklng out tho order cards from the order tray for each ftem
in the bill, which may be referred to as Supplied Cards Picking
Reconcllmg the order cards with the bill, wiuch may be
refexred to as Order Cordy Reconetlmg  and

Transmitting the bill and the related reconclled order cards
to the Acceagion Section, which may be referred to as Bill
and Cards Transmitting
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post and not by cargo boat, as the latter courss would involve
much delay

2231 82 TABULATING THE TeRM OF SUPFLY
As goon as tho replies are recedved from the different vendors,
tabulate the terms of sopply in & systematic manner and wnite notes
for the conmderation of the libranan.

2231 85 STANDING VENDOR APPOINTING

Send the tabalated terms of supply to the Librarian at least two
months before the expiry of the term of the existing standing vendor
and obtain the deasion from um.  As soon as he sclects the
Standing Vendor for the next perrod, communicats the order of
appointment promptly In tho communication state explerly
tho terms of supply and get from the Standing Vendor a
letter of consent to do the scrvico subject to the condltions
stipulated

2232 ENQUIRIES AND QUOTATIONS

2231 51 QUOTATION CALLING OR ENQUIRING

Thus routine will have to be done in the case of same of the
Indian publications and the out-of print forelgn bookw. For
each book or group of bocks, wriie to the necessary number of
bookscllers specifying all the available bibliographical information
sbout the books, asking the bookscller to supplement the biblio-
graphical information in detadl along the lines indicated in the
introduction to this chapter and to quote the price It has to
be repeated hete that & the Indian boak trade has not yet properly
evolved, the necossary information may not bo obtainable by
one lotter The corraspondence may have to bo continued for
soms time before n satisfsctory result is obtained.

2232 52 QUOTATION TABULATING
As 3000 as the quotations are recerved from the different vendors,
fabulato them and add the neceseary notes for the consideration
of tho librarlan. Take tho tabulated statement to the Hbrackn
mdg:thuordu’!uwthaﬂmhu’ldiunmbomh:u.
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2233  ORDINARY Booxs
2233 1 Tallying and Sorting Work

2233 1.5 Weekly fobs
2233 1.51 PrELUGNARY SORTING

As soon as the indent ot the Indent copy and the refated book
seloction cards are received from the Book Sefection Section,
deal with each indent snccessively o follows
Pick out the book selection card sppropriste to each entry
I the tndent. Comparo them, If tho comparmson doscloses any
discrepancy put it sside for rectifying It later in consultation with

After all tho items have beop 1o dealt with, put the indent or
the indent copy a3 the casc may be asido In the Pending Indents File.
Get cach of the cards set aside on account of discrepancy disclos-
ed, rectfy it wath the help of the Book Selection Section and insert
1t in the sppropriate group,

Transfer the cards in the fnstal Group, Multivolumed

2233.2 Final Checking Work
different jobs of checking work, carufully check
reference to each one of tho hesdings that the book
11 likely to receive, 1 in routine 2233.2°55

In of duplicagdon, scors out in pencil scross the related
from the keft hand bottom corner to the right hand
top corner and transfer the card to behind the “Duplicates™

&

; £
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in the box. Simfilarly m case any card presents a difficulty which
carmot be solved without expert help tramfer 1t to behmnd the
“ Doubt{ul” Guide m the box. The remaining cardy may be
referred to s the Surviving Cards.

If any peculltntics are brought to notice, note them down 1 a
35 inches shp and pin the slip to the back of the related order
card with the skio of the allp having the rotes sway from the back
of the arder card and the lines in the sip proceeding in the same
drection 23 the lines on the back of the order card. The pla It
to be apphed at the right hand top corner

After completion of the checking Job with a card, put & pendil
mark at the right hand top corner of the card m token of your
having completed the checking job

03325 Weekly jobs
2233.2.523 CaPCKING WITH OUTSTANDING ORDER TRAY
Carefully cheek each of the cards in the Card Checking Box
of the week with the cards in the Qutstanding Order Tray in which
the cards will o arranged in one alphabetic sequence by their
headings.

2233.2.524¢ CHECKING WITH STANDING ORDER CARDS
Check each of the Surviving Cards in the Card Checking Box
with each of the standing order cards awuiting supply

22332 54 CHECXaNG WrTH Briis on Banp
Carefully check cach entry m cach of ths bills on hand with
the Surviving Cards in the Card Checking Box

Subridiary Job in the Madras University Library
2233.2.5455 CHECKING WITH EXCHANGE Loy

Carefolty check the Surviving Cards in the Card Checking
Box, first with tho index part of tho catalogne. Remember to
check it with all ths posstibs entries o the catalogne, cg oach
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one of the beadings which the book i3 Likely to recerve m accordance
with the cataloguing rules.®*

In the case where the index cntry 1n the catalogue, which has
the hesding In question, i only a class index entry check the
correspondmg order card with the main cards under the class
number given In the index card.

In all cases in which the order card has cither no heading or
bas been given a doubtfnl heading or has any other pecullarities,
guess the probable nght beadings and cheek them with the index
pert of the catalogue. Also goess the probable class number
of the book and check it with that region of the main peart of the
catalogue which refates to that cless number

2233258 CHECKING wITH Boows
If after thetc checkings ars over there is siill room for
doubt in the case of any order card, cheek it with the books
on the shelf

2233 3 Order Preparing Work

223335 Weckly fobs
12333511 Urscomen CarDS SoRTING
Take out all the surviving cards in the alphabetised Order Cards
Bax, and sort tham oa the basis of the foltowing charscteristics
Main subpect  and
Veodor
Let the cards falling into the sub-group of a specified vendor in
the group of a specified subject be referred to as an Ulitmate Group
Alphabetise the cards in esch one of the ultimate groups.

22333 5118 Grrr Cases Proxava
Pick out [rom esch of the alphabetised ultimate groups, such
order cards as, you think, may be procurable gratis from the publish-
ing body or any other source.  Put them in the Gift Reqwirition Box,
to be dezht with in accordance with the routine 2238

2233.3.51. Ouwpex Cost ESTIMATING
Estimate the total cost of all the cards in a specified subject
and find out if the total does not excecd the balance available to
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the credit of the subject.  If it exceeds, remove the necessary number
of cards to the Deferred Order Cards Tray  If it does not exceed,
soc {if the necessary margin is Jeft to meet the contingency of baving to
purchase urgent books in the subject In the remaming part of the
year  Only the cards, that erc left over aficr all the necessary
eliminations to keep the cost of the order within a reasonable
1mmit, are to be taken for the next routine.

The estimated Cost of the Order 1 to bo entered at the end of the
last card in the set

2233.3.513 Omper Cory Maxma
In the case of those ultimate groups for which the Book Selection
Section had furnlshed the approved indent mn omginal, get four
order coples typed.  Each entry is 10 be provided with the necessary
consolidated notes in 8 form which will be intelligitée to the vendoe
In case the order card has a slip attached to it

2233 3 514  Orper Cory Notvg
In the case of such Ultimate Groups for which tho Book Selection
Section has furnished four copies of the approved indent, transfer
to each entry in threo of the coples of the approved indent the
consolidated nofes In & form which will bo intelligible to the
vendor in case tho order card has a dip attached to it.

2233 3 515 Owper Cory COMPLETING
With the aid of the duplicate and the doubtfu] cards in the alpha
betised Qrder Cards Box of the week, score out in all the four
copes of the indent the unwanted items, Then, tally carefully
the remaming entrics in the order copies with the remadning cards
and their alips, if any in the alphabetised Order Cards Box of the

week

22313355 INTERSECTIONAL CONFULTING
Pasm round » copy of the completed order to cach of tho Sections
that are likely to be of help viz tho Perlodical Publication Section,
the Accemmon Section, the Technleal Scction, the Circulation
Sectlon, the Reference Section and tho Maintenance Secton, for
d of any casual duplications that might havo uniatentionslly

copt into the order
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After allowing a rcasonable time to each Section, collect from
them any helpful remark that they might be able to make and s
them for the further {mprovement of the order

Swhsidiary Rule of the Madras University Library
A copy of the completed order b to be sent also to the Exchange
Sectron,

2233 3.56 Fmaxce Dy ConsuLming

Find out from the Fisance Diary the smoust already appropriated
in the subject to which tho order relates and the Balanco that I
available  If the estimated cost of the order excreds the Balance
available either strike out the necessary nomber of jtems or add
2 note In tho order copy for the information of the vendor specify-
ing the muximum amount beyond which the cost of the supply
thould not go and giving him any possible instructions for cutting
out iterns, if necesmry

2233 4 Doubt Clearing Work

1233 4:5  Weekly fobs
2233 4:55 ADVICE SEERING
Take all the cards from behind the * Doubtful™ Guide and
enonciate the dificnlties relating to each of them in the form of
definite fwoes and transmit them to the expects concerned for
the necessary advice.

2233 4.53  Apvicz DorosiNg
As soon w3 the advico iy received from the axperts, take the
Decessary action on cach jtem.

2233 5 Ordering Work

2233-5 5 Weekly joby

2233.5 51 Owrper WaITING
For cach of the fina] orders, J ¢ for all the order coples relating
10 the Ultinate Groupe of Order Cards, widts out & formal letter
transmitting the Order to the Yendor  IF the attentlon of the vendor
fs to be invited 1o mny spectal points, emomber to state them
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explicitly Send them to the librarian. 1 3

2233.5.524 FINAL SCRUTINY
After the order leticr and the order coples arc received from
the libradan examine i his signature and his initlaks occur in all
the necemary places. Remomber particularly that all the scored
ftems should have recelved hiy initrals, Then peruse the order
rapmdly to grve a last chance for detection of wmintentional duplica-
tion and for any other peculiarities which may require special noting
I any item gets scored out at this stage or if any note fs to be added
at this siage, bring It to the notice of the ibrarisn and get ho ap-

proval and also hiy initials 1n cases of sconng out.

2233.5,528 Owrper Card Frung

After the final scrutiny 1 over note in cach card the number
and date of the order and the vendor and put the initals in the
appropnaie place, Then, elphabetise the order cards.

Tnsert them in the proper alphabetical sequence in the Qutstamd-
ing Order Tray

If in the course of tht msertion any umntennonal duplication
is datected, take it to the notico of the librarian and take prompt
steps to get the order copy corrected before its despatch ather by
soormy out or by the sddition of notes, as the cas may be.

The related card s to be sent 10 tho Unwanted Cards Tray ot
B to be imserted m the Outstanding Order Tray sccordmg to the
decldon made

2233 5 53 OnrpER TRAXSMITTING
After the filmg of the order cards and the cotscquential astion
if any transmit to the Correspondence Section the offico copy
and tho fair copy of the order letter and the order lists for despatch,
tpecifying the date on which the orders should be despatched

2233 6 Post Order Work
Nots  The jobs under this work except the foioth are to be taken
wp Gfter the file relating to the order comes back from the Corres
pondence Section.  But the Finance Diory Posting is to be finiched
aflsr the final scratiny of the order and before the order Is actually
hed from the Correspomdence Section.

134
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2233:6:5 Weekly fobs

2233651 ORIGINAL INDENT TRANSITIING
At 1001 a3 all the [tems of an original indent received from
the Book Selection Section are disposed of tick in the margin of
the orlginal indent againgt cach ftem finally ordered and put the
necessary remarks In the case of the ltems finally decided not to
be ordered® Note on the top of tho office copies of the related
orders the Fils Number of the Indent to which they relate.  Also
pat at the bottom of the indent ngainst the different symbols [ndicat
ing the ordered items, the appropriate File Number of the related
Orders.  Then, tramamit the original indent to the Book Selecthon
Section

2233 6 52 Onoze Cory Frpva

If the order copy wis made In the Order Sectlon, the necessary
cros3 referencing for each copy and the related original indent
would have been mads in accordance with the routine in 22336 51
In suach & case the second copy of the order may be filed straight
away In the Office Copy Flle In the scquence of the File Mark. The
Third copy may be msed a3 Vigilanco Order Copy for Vigilance
Order Work  (see section 2223 82).

If on the other hand, the order copy was made in the Book
Selection Sectlon the nectsmary crom referencing i tho related
origioal indent should be made by getting the odginal indent
from the Book Selection Scction and writing down at the bottom
the Decessary crom references fn the manner indicated in routine
2233 6.51 then the originel indent ahould be transmitted to the
Book Sciection Scction and the offioe copies of tho order are to bo
flied. ‘This may be called Viglkance Ordor Flie

2233656 Francs Duary Posrivg
On the appormied day each week, enter the estimated oost of
the orders isned in the week under the appropriats subject heading
in the Financhal Diary which is maintained in common by the book

zcrlccdm,umpu—lodhlpuuhﬂmtcﬂmmdthcmmu
on.

22336 57 Cuom Cory Traxurine
Noto in the fourth copy of the ordec the date of the order and
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2233-6.57 LIBRARY ADMINISTRATION
tranwmit it to the Reference Section for their file.

2233 6 58 Scomen Carxps Fiuneg
On the 1ast day of the week, merge the order cards scored duaring
the different stages of checking and consulting in the tray containmg
the Rejected Book Sclection Cards in one alphabetic sequence.

2233 7 Book Supply Receiving Work

22337.5 Weekly fobs
2233 7:51 SurrLy RecerviNg

As s00n as tho supply of books is received from the libragan,
poruso the backs us well as the inside of the books mpidly and
sco 1f any book has been {nadvertemly duplicated. Aak the other
concerned sectiont, viz Book Sclection Section, Technical Seotron,
Reference Sectron and Shelf Section, to review them similarly  This
reviowing 1 to be done In & few munutes. Tt is intended only to
detect cates of daplication that might be brought to mind without
any serious and prolonged Investigation.

2233 7.52 SuUPPLIED CaRDS PicxmNG
Pick out all the bills relating to the books reviewed. Arrangs
the bills by the orders to which they relate.  As a result, the bith
relatmg to the same subject will be together and srranged chronolo-
ghcally by the dato of order and the different yubjects will como in
their natural class sequence.  For cach item of the bill, pick ont the
related card from the Outstandmg Order Tray If the card car
responding to any item in the bill is not to be found, look for it
carefully under any other probable heading under which the card
might have been filed. If m spite of woch a search, tho card bs
not to be found, take the affice copy of the related order and venfy

1 if the item is in the order  and
2 i it had not been already supplled.

If both the conditions are satixfied, the card must be found in the
Outstanding Order Tray and & careful scarch must be made,

If on the other hand, cither of the conditions is not satisfied,
the book shauld have becn wrongly sent by the vendot or thould
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have been already supplied and paid for In cither case, the
supply B8 not due. Against the items not due, write tho words
“ Not doe ™ in pencil in the concerned hill.

2233 7.53 Omptr CAxps RECONCILING
After all the items in the bill have been disposed of elther by
pkiing out the refated cards or by writing tho words “ Not due™
compare eech card with the refated ftem in the bill If thero is
any dhscrepancy pick out the letter if any recchved from the
vendor ining such dk cler, If the exp jons ghven
in the vendor s letfer are acceptable, make the nccestary alterations
In the order card. In cases of doubt, consult the libearian before
making the alteration in the order card. By a careful perumal of
the vendor’s letter see If all the discrepancies raised by him have
been fully dealt with by you, If they have becn write & note in
pencil at the left hand bottom corner of the vendor's letier to
the effect “ Al have been noted and reconelled”

2233 7 54 Buir, BooXs AND CaxD1 TRANSMITIING

sion Bectlan with the related bills and books.

2233 8 Unsupplied Books Disposing Work

2233 8.5 Weekly jobr
2233.8.51 UnsurrLizp CARDI Prexmvo

cards of the ftems referred 1o in the kiters. Pat all such cards
in the Unsupplied Cards Box and investigate esch case along
Enes appropriats to it

an account of
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Mis-spelling of the names of authors or titles
Differences in edition
The editon ordered not belng substantally different from

W R -

2233 8 53 REORDERING
In the case of all the cards in which the investigation shows
that the ltems ars to be obtained from some other vendor cancel
the order with the original vendor and then proceed with ths
routines glven under 2233.5 and 22336 By way of iliustration,
it may be stated that cases of this ratare may arise on account of

1 A book belng out of print and hence being obtainable only
from second hand book market

2 The actual publication of the book being in & country different
from that of the vendor and hence being more conveniently
purchasable from soms other vendor end

3 Other similar oauses.

2233 8.54 ORpEx CANCELLING
In the casc of all the cards in which the investigation shows that
the order may bo cancelled, write a letter to the vendor cancelling
the order  Writo in pencil the word * Cancelled ™ at the bottom
of the related cards and file thom In the Cancelled Order Trav
By way of illustration, 1t may be stated, that cases of thus nature
may ariso on account of the

Edition offered not being acceptable

Year of publication not being acceptabs

Price quoted not being seceptablo

Pdrtion offered not bemg substantlalty different from the

edition 1n the library

5 Book being the wame a8 another book uwnder another title
already in the library

6 Book belng a part of or & reprint from some other book or

periodical already In the library and

Total cost of the supply exceoding any {imit that mught have

ESEFN RN

~
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been set when the order was ismed  and
8 Other shmilar camses

2233 82 Vigilance Order Work

2233 82.5 Weekly fobs
2233.82 51 Vienance Ororx Daning

Near the right hand top corner of the Vigilance Order Copy
note the Earllest Due Week of Supply as estimated  Note below
it the Final Full Supply Weck. Tho Earliest Due Week should
be estimated on the beals of the distance of the bookmarket, and
of the announced dats of publication in the casc of a pre-publication
order Note these dates In the second order copy also put In the
Offtee Copy Flke

2233 12.52  Yigrance Ozpox Fiung
1 Keep the Vigllance Order Files in & pad or a set of pads to be
called Vigilance Order Pad
. The Vigllance Qrder Pud will have 60 Week Guides {n the
form of Card Boerds with tabs  In respect of these, follow
the analogy of the Prellminary given under sectlon 2334 3 46.
Each Vigllance Order Copy shonld be inserted in the proper

clamified place below the Week Guide of the Earliest Doo
Week.

w

2233 82 53 SurrLY NoTivG
On the appointed day of the week, before trammitting the bill
and the booa to the Accewsion Section &3 prescribed in Routine
2233 7.54 deal with each Bill as foltows
In the Vigilaneo Order Copy corresponding to it, enter the Week
umber of the Current Week in tho Remarks Colomn against
cach rtem, either soverally or collectively a3 pmy be expedient.

z

2233 82.54 InrORMATION NOTiNG
On the appointed day of the week which will bo after the boaks

on ANy letter recetved from the Vendor such as
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OP for out of Print,
038 for out of Stock,
PE for Procurable Elscwhere.

This 13 to be done in unison with the Routine * 2233 8 Unsap-
plied Books Disposing Work ™

2233 82 55 Vicnance Fouow Up

Afier Supply Noting and Information Noting are finkshed, on
the appolnted day of the week, examine each of the Vigilance Order
Caples lymg below the Weck Guide of the Current Week in the
Vigllancs Order Pad.

1

~

w

If the Remarks Columm shows that the supply has been com-
pieted to the fullest extent available, insert the Vigilanco
Order Copy 1n the Supply Completed Pad, 1n its proper classified

place,

If the Supply 13 not completed and the Final Full Supply Week
has not yet been reached, insert the Vigilance Order Copy
to below the Week Guide of the Next Week.

If the Supply b not completed and the Final Full Supply
Week has been resched, insert it in the Current Peek’s Dis
posal Pad in the classifted seqoence

When all the Vigilance Order Copies have been removed
from below the Week Gudo of the Current Week, shift
that Week Gmuds to the bottom-most posltion In the Vigilance
Order Pad. It will thos become Week Gulde for the Corres-
ponding Week of the next year

For cach of the Vigilance Order Copies in the Clorent Week s
Disposal Pad wend remmder or take any other appropriate
action. Note the sctron taken and the date at the bottom
of the Order Copy  If & reminder is sent note the Current
Week Nomber bejow the Final Full Supply Week Number
If the week for second o third reminder hascome, do

aimilariy

The Waiting Thme betwreen two consecutive remindocs should
be declded aocordmg to some convention on the basis of
the dotancs of the book market.

After the third remmder coasult the librarlan ebout the
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further action to be taken and do as he directs,

2 Afer action is completed, insert all the Yigilanco Order Copres
of the Current Week s Disposal Pad In the correct clapifted
place just below the uppermost Week Guide In ths Vigilance
Order Pad.

2233.82.8 Axmsal job
22338288 VIGILANCE ORDER DEsTROYING
On the appolnted day of the year destroy all the Yigilance Ocder
Copies in the Supply Completed Pad.

2234 STANDING ORDERS
The work of tho Book Order Section relating to Standing
Orders B to comist of weekly joba similar to theso for
ordinary books in most respects.  The chief differenco will consist
in

Having the standing order cards i a scparate sequence  and
Watching and controlling the regular supply In sccordance
with the procedurc lasd down in “ Chapter 23 Periodieal
Publicaton Section™

22341 Series Books
If the publisher is grving his owmn sctial number to the different
yolumes, the reoeipt of the volumes can bo controlled with the aid
of thoss numbers. Othsrwise the volumes should be numbered
by the library as and when they are recelved.

22342 Multivolumed Books
The probable number of the romalning volumes and the
Probable date when they will bo poblished shonld be o
cortatned and poted in the related standing order cards to ald
the watching of the receipt of these volumes af tho proper

-

22343 Instalment Books

ths systametio reccipt of the fesciculss. Howorer it must be

141
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remembered that in actual practrce, instalment books suffer from
great irregulanty and cven coms to an abrupt end on account of
financial difficulties. The greatest wariness 11 necemary in dealing
with them. Further as soon as a particular book is

one must carefnlly waich for the tritle page and index of the book
The title pago and index of a particnlar book may even be published
alang with a fascicule of soms other book. It will be a good practice
to writs to the vendor or publisher as soon as & book is completed
asking when and in what mamner the titls pago and index will be
published.

22344  Subscription Books

In the cass of a subscription book the library has to advance the
cost beforo the book i printed.  Thus a great risk i undertaken
in therr cases. Hence, their cases must be closely watched until
the account s satisfactorily scttled. A sulncriphon book may
be of any of the preceding vareties. Tho number of volumes or
fascxcules doe should be ascertained and a line should be devoted
10 cach ops of the fascicules or volumes, as the case may be, In
the standing arder card and the regular recapt of the parts,
watched.

22345 Trade Announcements

In tho case of standing order books, m eddition to taking prompt
action as 300n &s 1t 13 discovered that a part or book has not arnved
at the schedoled tupe, trads announcements should bo closcly
watched and, forther it will be & good practics to examine all the
standmg orders periodically say once 1n & quarter study the files,
place tho facts before the librarun and take such action as may be
called for

In tho Madras University Library all correspondence relating to
standing ordets is attonded to on Tucsdays

22346 Completed Volume
For each completed volume recdved in response to a Standing
Order mn Accession Card is to be prepared fillmg np the heading,
the title, and wuch of the procoss cotumns on the back of tho card
23 can be filkd. This card is to be transmittsd to the Acceslon

Saction along with the book.
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2238  GiFr Books

22385 $eckly fobs
2238.5)  GrFT SoLICTTING
In the case of the cards picked out for soliciting gifts In accordance
with routine 2233.35118 “ Chft Cases Picking™ write to the
probable donots In courteons terms asking for a free mft of the
concerned books.

2238:5°  SoUCITED GIFT ACCEFTING

As soan a3 the solicited gt books axrive, send an acknowledgment
to the dontor in courteous terme.  Then put imide the book a ship
with the words “ Soliated gift book from (domor) ™ and pass the
book on to the Accesston Section.  If ft fs sctiled that the solicited
donation fs refised, Inclodo the related book selection card in the
week’s group of cards awaiting to be ordered. It may bo stated
here that all unsolicited gift books are to be dealt with by the
Accesslon Section directly

224 Flimination of Waste

2241 ORGANISATION

If the tnrnover m the section demands the sssignment of several
members to it, the distribution of work among the asmistants of
1he section should proceed along the lines of language specialisation,
Except in the caso of Englith, specialisation in Iangmage may be,
geancrally speaking, equivalent to speclalisation in oountries, Thus,
the specialoetion suggested will cnable each member of the section
10 acquire mn intensivo acquaintance with the trade conditions fn
Certain specified countries. This will alo facalitate correspondence
in foreign langiages

2242 BIBLIOGRAPHICAL Frair
The Head of the Book Order Section should davelop o hiblo-
grapiical flair 1o spot out cases of duplication in the indent as
well a3 in tho order list. Every order mmust be finally serutintsed
by him.  Invamably the final ordering wock also should bo doos
byhim. He should partwularly verify if all the arder copics contain
A1l the notes acoumnlated in each order card for the information
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of the vendor He shonld also have under his direet control all
Kinds of standing orders.

2243 ORDER TRAY

The Order Tray is & most vital instroment for avolding double
payment a3 well as for eschewing unordered books. Hence that
tray must be under lock and key in his pertomal custody He
must be s0 sure of its accur in the alplab for
as well a3 accuracy in the cards included—that, if & cerd 13 not
found for a book, ho can definitely ssert that the book i not
doe to the libtary on peyment.

244 DiarEs
In sddition to filling up tho financial diary every week as provided
in routine 2233 6 56 and bringmng its cumulative total up-to-date
from month to moath—it will be seen that the financial diary is
coomon to thres sections—the head of this section should maintain
two other disrics, each on & weckly basis.

2245 GENERAL Diary
The first diary is to have the following headings

11 Letters received

121 Letiers repiied

122 Letiers filed

141 Letiers drafted

142 Routing lstters issued

15 Reminders sent

21 Indents received

22 Todents returned

323 Book arder cards checked with outstanding order tray
327 Book ogder cards checked with standing order cards
Book order cards checked with bills on hand

Book order cards checked with exchange st

Book order cards checked with catalogus

Book order cards checked with shelf

Standing orders ismed for series books

Standing orders sued for multvolumed books
Standing orders issned for instalment books

BEBRIR

»~
w
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Order cards filed
Ordinary books received from vendor
71 Serics books received from vendor
72 Multivolumed books recerred from vesdor
73 Fasclenles of jnstalment books recetred from vendoc
74 Sabscription books recrived from vendor
754 Volumes and cards transmitted to the accesston section.

44 Standing orders issucd for subscription books
5
7

2246 Book ORDER CARDS DIARY
The second diary is to show tho number of book order cards
filed in the week according to subjects. Its headings must consist
of the symbols for the main drvisions of the book clanification
used or somo sultable modification of them.

225 Correlation Tabls

All Sections
pazi kR 1 Intorsectional consulting
1 Book Selection Section
2233 1:51 Preliminary sortiag
2233651 Original indont toammutting.

233234 Checking with bills on hand

2233.3:5495  Checking with exchange list

433754 Bill and cards transmiting (Satarday 1 » M)
238 52 Solicited @t accepiing.

5 Techmical Section
I332:55 Cheeking with catalogue.

7 erence Section
233657 Ordereopy::{mnmtup

8 Maintepance Section
2233238 Checking with books.



2233.3.56
2233 6.56

33.3.513
2233.5.53

2233 1.51
n331.82
n3i2 s
31258
332524
2233 7.51
233782
2233 7.53
2233 7.54

233255

2233 2.5495
233258
22333511
23335118
2333512
2233 458

232,51
23252
72333.513
22338

:

LIBRARY ADMINISTRATION
$6 Finance Sectlon

Finance diary consulting
Finance diary posting.

Order tramsmitng. (Thursday 3 ru)
226 Ilustrative Thne Scheme

WEEKLY JoRS

Bl and cards tranemitting. (1 Pu)

Sunday
Checling with catalogue,

Monday
Checking with exchango lmt

Checking with books
Unecored cards sorting
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1 echesday
22333514 Order copy noting
2233.3.515  Order copy completing
2233.3:55  Intersectional coesulting
2233.3:56 Finance diary consaiting
2233:3.51  Order wrhting.

2233 455 Advice secking

2233:5.524  Final scrutiny

2233:5.528 Order card filing

2233 553 Order mansmitung (3 PM)
2233.651  Original Indent transmitiing §
733652 Order copy filing

2233656  Finance diary posting

2233 6,57  Order copy transmitting
2233:6.58  Scorcd cards filling.

ANNUAL Joss
Axgust
231.81 Calling for tams of supply
October
231.88 Standing vendor appointing.

227 Forms smd Registers
C24 Standing order cord. Manuscript.  Bristol board. White,
Tray Front wde. 7 lmes. Back sido 18 lines,
Row headings at the top of the front rde
Firat i Series/Heading
Socond ine 30 Numb dated - Pedlod
Third llne  Vendor Nots

Column hwadmgs for the remaining purt of tho first mde and
for the back side

Serdal/Vol Numb (1.5 cm)
Voucher Numb and data (.5 cm).
Heading (3 em). Pr¢o (5 cm).

Acoemlan Numb 2 cm).
Call Namber (3 cm).
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Q12 Book enqudry form Stencil 21 1b printing paper  White.
The text of the form 1s as follows
Swbfect  ENQUIRY ABOUT Booxs

Please lot mo kiow whether yon can supply this lbrary with
the books mentioned below/in the enclosed Imt. If so at what
prices ?

Also furnish me with the following information regarding the
books

Editions avallablo with the prices.

Full namo of the author

Full title.

Publisher

Date of publication.

Scrics, if any to which the publication belongs,

If 1t is an off print from & book or 2 perdodical, the name
and volume of the book or periodical

If it is an old book published with a pew title, the ttle of
tho old book

B R T A

=3

NB Picaso do not treat this as an order for supply

Q231 Order form to local vendors Stencil. 21 Ib printing
paper  White. The text of the form is as follows
Subjeet  Boox ORDER
Please supply the library with the
‘books in the enclosed list on the terms agreed upon/at ther published
poces fess commusion, fres of all delivery and packing charges
and tend a bill in duplicate for payment at an early date

Q232 Order form to owtside Indian vendors Stencil. 21 1b
pnating paper  White. The text of the form is as follows
Subject  Boor ORDER

Please supply the Ubrary with the
books in tht enclosed list mentioped below at therr published
pdoulmswmmndnn/nthc;mcmqwtcdbywuinynmm
loguefin your ketter under reference and send ® bill in dupheate
for payment at an early date. If you want 1o send the books
bynn“ypamd the freight should be prepaid and the paroe!

1AR
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should be addressed to the Librarian
Libeary andnotto slf™ Ifyousend
them by post, please do not tend them by VPP

Q135 Order form to the sanding vendors. Stencil. 21 1b
peinting paper  White, The text of the form Iy as follows
Swbject  Boox ORpER

Please supply 1he Library under the
mual conditions with the books In the enclosed lats, viz
Order Nomb Dated Remarks,
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Cinarrez 23
PERIODICAL PUBLICATION SECTION
231 Phamning

2311 CompuicatING FACTORS

The work of the Periodical Publication Section assumes great
magnitude in libraries of universities, research insthtutions and other
learned bodier  For the definitlon of the term “ Pertodical Publicat
fon™ a reference may be made to the Clastified catalogue code.*
As has been sinted in tho Introduction to Chapter 70 of the same
book, “Prriodical publications form one of the sonrces of

in libeury work. “Their vagarics may transcend all imagination and
anticipation. It looks a3 if nothiug relating to & paclodical publica-
ﬂoumnnupcunq:onoraprho—publhhin;wdm nsme,
pertodicity formar sl to all
or stray volumes and, last bot not least, span of [life and resur
rection.” A full discossion of the vagaries with flustrations will
be found in Part 7 of the samo book Whily such vagaries are
mﬁdmdybuﬁiln(!odnwnlom ltnynnrlybmkdnback

wacﬁcn.tbn!hmtmsmdvhhdnmofmmirlng

peciodical p dcating factor which keads
Xuthhrun]tbﬂmﬂnpcdodh! are always published
in limited ediions. If the non-receipt of a particnlar number o
not braught to the notice of the vendor promxly end a copy clddmed
from him, therc s a great peobtability for the libeary not getting
it at all. Hence, tho greatest amount of vigllance and promptocss
s neceasary in deafing with the aoquisition of pariodioal publications.

mobility that the card system can give to deal with the periodical
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2312 LIBRAXY ADMINISTRATION

publications.  Otherwise wo cannot secure the necemsary economy
of energy and economy of tims. Agaln, we must reduce the
dependence on memory to a minimum. The bound book method
does not help us m this direction as much as we want. It cannot
automatically bring to our notice the names of the perfodical
publications that are duo in any particular week or day

2313 TuREB CARD SYSTEM

After many experiments, we have devised in the Madras
University Library the “Three card system™ Tho routine de-
scribed in this chapter relates to this system. It is being worked
satigfactorily from the year 1930 The amount of saving that has
resuited from it can be inferred from the fact that although the
mumber of penodical publications taken m the library has nsen
from 240 in 1974 to 1,200 in 1934 thero has been no mcrease of
stafl in the Periodical Publication Section. It el continoes single
banded, Pethaps, 1t may bo possible to carry on the work without
additopal staff untl the nomber reaches about 1000 In the
carlier years when the library was using bound volumes far records,
there was tight work cven though there ware onfy 240 periodical
publications current. But the mtroduction of the “Three card
system” In 1930 has given this phenomenal relef The “Three
card systemn™ secures the maxmmum tomover with tho mimmum
staff

In this system, throo cards, exch 3 « 5 inches, are maintained for
cach perdodical publication taken in the library They are calted
reapectively the Register Card the Check Card and the Classified
Index Card Tho columns of each of these cards ero indicated ia
Part 7 of thi chapter

The way m which the three cards are operated 13 explained fully
in Part 3 of this chapter

2314 ReaisTER CARD
The Register Card n used for recording entres relating to the
wlmhnn.undthdamofpublhﬂonmdrwdptofm:peﬂo-
dical publication s and when its 1esues are received  The voucher
numhu'mdthndamofpaymtm:honmailnthhmm
R.eghttrcudxmmnsodinonen]phbeﬁulnqmbym
titles of the periodical publications.
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2315 Cuech CARD

The Check Card i intended to help the watching of the teetipt
of tho different issues of the publications and {o temind uy when &
pacticolar jisue becomes overdee mnd the need for tending a re-
minder arises. When a reminder Is seat, the bsuo of reminders it
recorded in these cards, Check Cards stand divided nto 52 groups
according 1o the week in which the next issuo ks due. For this pur-
pate, each week o taken to end on an allotted day say Wednesday
As thero may be 5 Wednexdays in some months of the year there
am § Week Guides for cach month. Thua the total number of
Week Guides for the year Is €0 But 8 of these will be fnoperative
The Week Guides arc numbered exprestively soch as 11 12,

152122 124 and 125 The Cheek Cards in cach weekly
group will lie arrenged io one alphabetical sequence by the titles of
the periodical publicatioon.

2316 Crassiriep INDEX CARD
The Classified Index Card of a publication thows what volomes
of the publication are avaflable in tha library It also thows the
comulative indexes, the supplements and the apecial volumes, i
any relating to the publication that may be avaflabls n the hibrury
Aa the name indicates, the classified Index cords aro arranged in &
Lasaif} by the clats of the publicatk

2317 ProMpr RELEASE

In the matter of handling the new hsues that como from time to
tizne, it thould be a matter of honour for the Periodical Publication
Section that tho jssoes are released for publio use in s shoct & time
&3 poasible after tho receipt of tho mall. 1t m known that tho demand
for tho dailies, weeklics and fortnightlics fs greatest. Hence, the
routine in the third part of this chapter provdes for dealing with
these expoditiouly before the long-peciod oneas are taken up.

2318 FACTORS IN PLANNDNG
The distunctrve wock of the Perlodical Publmation Section f to be
planned with reference to the following fkstors
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It will help the symmetrical bailding up of the perodical publica
tion resources of the library i the penodical publcations taken
in the library are divided into the different main subjects and the
list relating to cach subject i reviewed from tme to tme in the
light of supply and demand both on its own ments and in relation
to the lista in the other subjects.

32 Job Analysis

2321 STANDING VENDORS
The work of the Perfodical Publication Section redating to
standing vendors, Is to conumt of jobs similar to those gven in
seciion 2221 Standing vendors™

2324 CURRENT VOLUMES
The work of the Penodical Publication Section relatmg to the
current volumes of the perfodical publications taken in the libeary
b to conmut of the following items

1 Chooung, and obtaming the sanction for the intlon of
new poblications and reviewing and reviting the current list
of penodical publications from time to time, which may be
refctmdmuPdiad?mIPmﬂlcaﬂaﬂSdtuianWw*

2 Ordering the bl and g the order
frumyurtoymrtnth:mcormﬂnmdpuhﬂmhom.whhh
may be referred to as Periodical Publication Ordering
Work

3 Watching the regular and systematio receipt of the current
135023 of the publxcations ordered or otherwise duc and making
them available for use, which may be referred to as Perfodleal
Publication Work

4 In the case of the volumes of the publications which have
‘been completed, taking the necessary stops (o get'tho volumes
accestioned and made available a3 & bound volome, which
may be referred to as Completing Fork

5 Watching the of the publ of h
indexes to the periodical publications in the library and taking
steps to aeqmre them, which may be referred to as Cumahrire
Index Work
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6 Taking all such action as the week s supply might require,
which may bo referred to as Reunding Of Work

7 Calling for and passing the bilks for the perfodical publications
taken ln the library which may be referred to as Perfodicol
Publication Bill Passing Bork

8 Placing the loose isxnes of the perfodical received from time
to thme on the deplay table in the first instanco and later Iz
the sheives, which may bo referred to as Loase [oue Shelring
Work and

12 D:spaﬂn;orlhcunordq-cdmdmutedmdwmﬁy

{iverod periodical p i which may be referred to #s
Sutpense Perfodical Publications 1rark

2324 1 Perlodical Publication Selectlon Work
Publication Selectlon

232411 Perfodical Work s to consist
of the following immedinte job

1 As and when wpecific perodical publications of probabke
interest to the library are brought to notee, jotting down the
necssary particulars about them, which may be referred to as

Suggestion Noting

2324 1.5 Periodical Publication Secton Work is to consist of
the following weekly jobs

1 Checking the slips ined in the i
Slips Box with tho Iist of tho periodical publications current
in the library which may be referred to as Prefimimary
Checking
Calling for quotation or for any information 1n regard to the
periodreal publication witose zequintion 1o the library b to b
convldered, which may be reforred to as Period¥oa! Publication
Enquring

Checking the suggestion slipa with tha {ist of current parodical
pubtlications again 1n the light of thy information roceived sz 2
rosult of tho enquiry which may be referred to as Serond’

the fimancial posiion of the subxct concerned
in the Hght of the quotations recrved, which may bo referred
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Tt will help the symmetrical bullding up of the periodical publica
tion resources of the library if the perlodical poblations taken
in the hibrary are divided into the different main subdects and the
list relating to each subject i3 revicwed from time to tme in the
fight of supply and demand both on its own merits and in relation
to the lists in the other subjects.

32 Job Amilyxs

2321 STANDING VENDORS
The work of ths Perfodical Publicaion Section rolating to
standing vendors, is to consist of jobs similar to those gven in
scction “ 2221 Standing vendors ™

2324 CURRENT VOLUMES
The work of the Penodical Publication Section relating to the
current volumes of tho periodical publications taken 1n the libmry
ia to conmt of the following {toms

1 Choosing, and obtaining the ion for the daitlon of
now publications and reviewing and revising the current lst
of penodical publications from time to time, which may be
referred to as Periodical Publication Selection Work

2 Ordering the sanctioned publications and rencwing the order
fram year to year 1n the case of continued publioutions, which
may bo referred to as Perlodical Publication Ordering
Work

3 Watching the regular and systemanc recept of the carrent
msaues of the publications ordered or otherwise due and making
them avadlable for nse, which may be referred to as Periodlos!
Publleation Recelving Work

4 In the case of the volumes of the pablications which have
bcmcomplm:d,ukin;thnm:ynmmm‘&wvolum

{oned and made available as & bound volume, which
may be referred 1o as Completing Work
5 Watchmg the of the publi of cunmulatly

indexes to the perlodical publications in tho library and taking
rtepnowqunnhnu.whh:hmlybemfmadmucwalln
Index Work
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1may be referred to a3 Curent Jasue Cuttingy and Stomping
56 Perusing the current issves rapidly to detect peculiarites
and announcements, If any which may be referred to as
Current Isswe Perasing
6 Shiftmg to behind the appropriate “ Week Guide™ the Check
Card of the periodical publication received, which may be
referred to as Check Cand Shifitng
61 Watching the arrival of the Btues of the Dailies, which may
be referred to as Dally Viglance
If anmy loose sheets, plates, maps be found in any of the
cutrent heoes, Maing them If necessary widch may bo re-
fesred to a3 Loose Sheets Flxieg and
If any cotrection slips gre found in any of the current {sroes,
taking the necessary sction in regard 1o them which may be
referred to ay Correction Sliy Disposing

-

32435 Periodical Publication Recelving Work is to conabst
of the following weckly job

1 Watching the srrival of the issues of the periodical poblics-
tions duc in the week which may be referred to as Werkly
Figlianee

2324 4 Periodical Publication Completing Work
2324 45 Peniodical Poblication Campleting Wock s to consist
of the following weekly jobs

1 Collecting together all the issues relating to the ltke page
contents and mdex recaved in the week, which may bo
referred to a3 Loose epwes Collecting

2 Verifying the volume with the contents page which may be
referred to as Loass Jeswes Tallying

Making up the looso mucs into the hecessary number of

volomes, which may bo referred to a3 Vobame Muaking Up

Sepuruiing the supplements, If sy which may be refecred to

3 Supplernent

‘Writing out spechal binding instrootions, if any which may

be referred to ma Binding Pecwdiority Drafitng

‘Writing out sccersion cards for the completed volumes, which

-

o
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may be referred to as Accession Card Writing

7 Trammismon of the volumes and the accenion cards to the
Acceudon Section, which may be referred to as Completed
Volumes Transmitting and

8 Noung the sccession number in the Register Cards, which
may be referred 10 as Accesyion Number Noting

2324 5 Curmulative Index Work
232451 Cumulative Index Work s to consist of the follow
ng immediats job
1 Asand when the announcement of & cumulatres index comes
to notice, noting down the Information, which may bo re
ferred to as Cuarmlative Index Noting

2324.5 4 Cumulative Index Wortk 13 to consist of daily jobs
similar to thoss of Periodxal Publication Recedving Work wath the
followmg modifications

3 Entenng the recerpt of the cumulstive mdex in the Clawsified
Curd, whh may be referred to as Class{fled Card Entering
15 to take the place of **3 current froues afphabetuing™

6 Omit “6 Check Card Shifting”

2324.55 Cumulative Index Work i to conant of the following
weekly jobs

1 Checking tho cumulstive index suggestion allps contained
at tho beginning of the week s Current Box with the contents
of the library which may be referred to as Cumulative Index

Checking

22 Preparing the order for each of the cummlative indexes to
be scquired, which may be referred to ay Cirmdatire Index
Order Preparing

23 ‘Transmittmg the order to the librarian for his ngnature which
may bo referred 1o as Cxnndative Order Transmitting

26 Noting in the finance diary an estimate of the cost of the
cumuiative indexes finally ordeced, which may be referred
to a3 Flumes Diary Posting and

5% Smilar to the cotresponding weekly jobs uwnder
“2324 4.5 Werkly joba of completing work”
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2324 6 Rounding Off Work
2324635 Rounding Off Work Is to combat of the following
weekly jobs

1 Notifying the vendor about the Bon-receipt of curreat frsues
within & reasonable time, after tho due date, which may be
referred to as Now-Supply Not{frixng

2 Notifying the vendor about the noareceipt of ttle page,
contents and Index, which may be referred to as T'C/T
Notifying

3 Notifying the vendor of the gaps that might bave been discover
od In the supply in the courss of the registering work during
thoweek which may be referred to as Gap-tr-Swpply Notifring

4 Notifylng tho yeodor about tho defects in the crrrent issues
teceived during tho week which may be refered to as
Defective Supply Notlfying

5 Acknowledging to tho donors the recoipt of the current
frsoes of periodical poblications supplicd gratls, which may

by rferred to as Cwrent Isswe Ackmowledging

Notlylng the vendor of the duplicats lssoes that might have

besn inadvertently supplied during the week, which may

be referred to as Duplicate Supply Notifying

93 Taking such sction as may be necessary on cach of tho slips
found in the week s Canrent Box, which may be reftrred to
as Slips Dirpesing*

95 Distributing tho cards in the week’s Current Box after jts
reccipt from the Iibrarian, which mey be referred 10 a8

Week's Ciurrent Box Distribating and

96 Tranamitting to the librartan for signsture the weck’s Current
Box after all the necessary cards have been written ont and

insorted, which may be referred to as Week’s Cwrrent Bax
Trenomitting

o

23247 Perlodical Publication Bill Passing Work
2324 735 Periodios]l Publications Bill Pasing Work b to
conslst of the following weekly jobs

12 Calling for hill, in case they are not sent in by the vendors,
which may bo referred to as Bl Calling
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Alphabetining the bills by the name of the periodical publt
cation, which may be referred to as Billy Ajphabetiting
Scrutmiting the preceding payment for the periodical publi
cation mentioned in the bill, which may bo referred to as
Preceding Payment Scrutinizing

Yenfymg if the clalm i3 In eccordance with the sccepted
subscription rate and if not so finding out the justification
for the change, winch may be referred to as Cost Verifying
Certifying in each bill the correctness of the claim and the
receipt of supply 1n caso of post payment, which may be
referred to as Bl

Rovising the certified bills to detect mistakes if any which
may be referted to as Bills Revising

Groupung togsther such of the verified bills as relate to the
samo vendor which may be referred to as Growping by
Vendors

Transmitting the bills to the Accounts Section, which may
be refered to as Paned Bills Transmitting and

On the return of the bills from tho Accomnts Scotion after
being pamed by the Hbranan, noting down the voucher
number m the Register Cards, which may be referred to as
Voucher Number Noting

2324 8 Loose Issue Shelving Work

2324 8 4 Looso Ismuo Shelving Work B8 to consist of tho
following daily jobs

1

2
[

Arranging the ncw fsues of the periodical pubhcations reghs-
tered, in & clasmfied  sequence, which may be referred to us
New Ispues Arronging

Placing the ncw issucs on the displey table, which may be
referred to as New Jowes Diplaying and

Shelving the old issucs dsplayed on the display table, which
may be referred to as Old Ienues Shelbving

2327 Bacx VoruMEs

The joba relatlng to the ordering and recerving of back volumes
p{pcﬂod.!ﬂlpublinuammdmﬂutummruptcututhno(
ordermg and recelving boaks.
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233 Routine

The routles d with the 1 of ding Vendon
is similar to that given in * 2231 Standing vendon™

23311 MIDDLE MAN'S INTERVENTION

It is doubtful if the appoil of ding Vendors is an
advantage in the case of penodical publications. The idiosyncrasies
of the perlodical publications arc s0 many and so sudden and the
isucs of penrodical publications go out of print in such a surpridogly
short time, that, except by extraordingry vigilance, the Ubmrys
collection of periodical publications s [lable to becoms defective
and incomplete. Agaln, the very nature of the content of s perio-
dical publication bs such that it loses in value if its supply ks delayed
unnecessarily even by one day  Witness for cxample, the look of
dinappointment visible in the faces of the cager workers, when, doo
to some casal hitch in the periodical publication section, thero b a
fow hours delay in the redeasing for public wte of tho oes that
have arthed by the day's mail, or o the weekly foreign mall s
delayed by & day as it occasionally often happons.  Therefors, It is
desirable that tho exira delay likely to be camed by the middle-
man s interventton should bo avolded.

23312 No STanNDING VENDOR

Hence, the wock commocted with the perfodical publiations is

Hkely to be much more satisfactory if the Iibxary desls with the

publishers direct. Even if this might mean some extra cost In ad-

mintstration, that cost 18 warth the return that we get in the form

of satisfaction to the readers. Bat, it may pot mexn really extra

cout, As the pahlishers of perdodicals allow too small & commisdion

to vendory, a stending vendor iy likely to mako a small charge on the

over tho publithed pooe. It i a matter of experienco that

thie chargs will ncarty balance the extra cost involved in dealing
with tho publithers directly

23313 Damms
It may perhapa, be not 80 very objectiomablc to have standing
vendors in the cass of dailies, as tha agency wock foc dailles is much
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more organised and the standing agents get sufficient remuneration
for their servico from the publishers of the dalbes themselves,
without having to expect any extra commisdon of remuneration
from tho buyers. But, in the case of publications of any other
pertodicity a standing vendor may prove to bo a fifth wheal.

2334 CuRRENT VOLUMES

2334 1 Perlodical Publication Selecting Work
2334 1 The routins for the different Jobs of this work is umilar

1o the cotrespondmg routine given in sections 2131 2132 and 2133

2334 101 Specimen Copy

‘Thero b, howover one difference. It 13 desirablo that & specimen
copy thould bo obtained from the publithers and perused and sant
for the perusal of the expert advisers and of the sanctioning autho-
ity before & decision i mads to take a new periodical pablicaton.
Very often specimen copies of new periodicsl publications are
urmlly sent by the publishers gratnitowsly and they themsetves
form the sources for sclection. Even if specimen coples have not
boen gratmtonsly received, in most caset, it may be posshblo to grt
thern on application. A better credit may be enjoyed if such speci
men copies are, after the final seloction is over cither paid for in
case of welecion or returned to the publishers in case of rejection,
unless the publisher has definitely instrocted that they need not be
retumed.

2334 102 Anmual Review
There is yet snother difforence between book sclection work and
perlodical publication selection wotk, The latter requires a st of
anrual jobs, while it 13 not so in the former case. Tho annual jobs,
cnumerated in role 2324 1 8 of tho job amalyss pert of this
chapter provads for tho anmual revizion of the current hut of perio-
dical publications.
2334 103 Reason for Revision

That the list pesds Tovimon goes without ssylng. Tho rovision
mummmmwmmmumﬁdm}m

pblications ¢ tves, ot in the spp of now p
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of by s changs in the financlal aflotment for perlodical publcations,
o by & chango in the requirements of the cllentelo of the lbrary
No librery can adopt the policy “once taken, fot ever taken” In the
cxse of periodical poblicatlons.

2334 104 Consideration for Librarlan s Views
On the contrary it is sekdom that lbmry committees mostly
made of laymen, and even expetienced subject specialists resliss
the full implications of tinkering with the current list of periodical
Publications now and then. They do not realns how difffcnit it will
be to fill up gaps in a sct of perlodical publications. They do not
take a suficlently long visw of thingt nor realtse that periodical
publicatrons have & permancnt valuc and may serve a very useful
end in the future, although thelr mso might havo gone down a little
at the moment. Under these clroumstances, ths librarian has a very
delicate task to pedform. Ho has to give the proper lead to the
1ibrary committee in tho matter and frame the bssues to bo placed
before the libracy committee and the subject spocialist in such & way
that hasty and lightheariod decrions may not bo easy The Ilbrary
committens alo ahould realise that the bailding up of the perodical
publication resources of & Libracy requures great forethought, and &
souzc of values that can be developod only by an fatimate knowledgs

visws in the matter of revising tho curreat list of periodical pabli-
cations with great consideradon. In fact they should leave the
anmmel tovision of periodicals to bo dons by the librarkan in con-
sultation with subject axpotts. They should restrict thefr responsh
billty to reeing that the annml bodgst provisdoa for periodicals s
not excoeded.

23341 105 Selection Manth
In the came

f hli whose d i to bo
dﬁdﬂiw do thut the disconti should have
ellect only from bcﬁnﬂnan!-voln.mnmdnotinthnm}ddh
'Olumo. oweyer obviows thes suggostion may be, it b very

and tho result s the ugly presence of incomplete
volumu the shelves of libraries. As more then half the periodical
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publications begin their volumes in Jaguary it will be & good polcy
to take up the annual jobe connected with the skectmg work somo
tme in August end arrive at tho final decision before the end
of September

2334 18 Amnual fobs
2334 1 81 CurreNT LT PREPARING

In the appointed month of cach year make a complete Iist of all
the perfodical publications current in the yrar Change sheet when-
over tho main subject changes, Each item in the list should contain
the class nomber the tils, the stock in Ubrary the perodicity the
annual subscoption and remaria.

If the list of the peniodical publications taken are not viclently
changed from year to year 1t may be more economical to take
stencil copics of the list once in five years. In that case instead of
‘preparing a fresh list, mako the necemary corrections in one of the
stendl coptes

2334 1 82 Coreent LoT REVIEWING

Examins cach ftem in the list of perlodical publications current
in the Hbrary Note down m the remarks column If there is any
abnormality If the Reference Section and the Ciroulation Sectlon
havo any definite opinlon throwing light on the desirability of conti
Tming it or not, note it down in tho remarks column.  After cach
{item has been dealt with fn that way take it to the librarian and
discuss it with htm.

2334 1 83 Co-OPERATRNG LiERaxY CoryuLTNG
1In the interests of national economy it iy desirable that periodical
publicat are not nly duphcated in the different
libraries of tho same tegion.  Certmun periodical publications will
have necessarily to bo duplicated if they sre in frequent demand.
In tho case of many others, duplication can very well bo avolded.
For this purposc, tho librares of a region should be in friendly
co-operation with ono anather Their fluanees for periodical publi-
catloms should bo regarded s if pooled togother as one fund and
distributed carefuily over as many different periodical publications
a3 possible. Thero is anc danget however which must be avolded.
Namofthaco—opu’!ﬂngubnﬂalhouldlmindopcndmﬂyortho
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others. The publications anigned to a particolac library should
not be light heartedly taken away from it and reassigned to some
other libcary That will kead to the breaking up of tho sct in an
inconvenlent way Whenover such a reanignment becomes abso-
Iutely necessary the back volumes also should be transferred from
the old IMbeary to the now one. Remembering thess peinciples In
view consalt the co-operating libraries 1o 8nd ont whether the lhat
of periodical publications current in your library requires any
amendment.

2334 1.84 FrNancal Pownon Revowing

Examine the financial position of the library as o whole, and ako
the finsncial allotment to the different subjests, Exemino if the
estimated annual sobscription to the periodical peblkations current
i3 within ths means of the libmary as & whole and of each of the
subjects. If any readjustment appears to be necessary peepero tho
necestyry notes for the conxideratlon of the librarlan, the expert
advisors and the library committes.

2334 1 85 CumeNT Loy CossuimHa
If neceasary consult the expetts in the different subjects to find
out what amendments are domrablo in the current list. Word the
letter catefully rahing all the points on which advics s songht in the
form of definltc fsues, on which clear and bref roples can be given.

2334 1 86 ComeenT Lot Notovg
After all these proceeses are over prepars oarefully-worded notes
for the consideration of the sanctioning authority

2334 1 87 CuzeexT List FoxwazDING
At tho appointed time, send the current list with its notes to the
sanctioning anthonty thromgh the Comumfttees Scction for the
neceseary approval

23342 Perlodical Publication Ordering Work
233425 Weekly jobs
23342:51 FiMAL CRCCXING
This rontine b to bo simdlar to the routing under “2233.2 Flnal

167



2334.2.51 LIBRARY ADMINISTRATION

Checking Work” with the following modifications

The checking will have to be done only with the catalogus of the
library the Register Card Tray of the Perlodreal Pubbcation Section
and the Classified Card Tray of the same section.

2334.2:516 Fouanaal Posrrion Drapmo
As so0n as the final checking B over examine the financlal
position of the subject to which ths periodical publication relates,
in copsultation with the Book Selection Section ths Book Order
Section, and the Accounts Section. If there is reason to doube the
adequacy of finance, take the instructions of the libranan before
proceeding forther

2334252 OrDER PREPARING
For cach sanctioped penodical publication for which there s
adequate finance, write out an order
If the decision s to take the perodical publication for an inde-
fintte period, add the following tentence in the order  “This may
be treated as & standing order until countermanded.”
On tho other hand If the decision is to takn 1t only temporarily
say for one or two years, specify explcitly the pedod for which the
supply 13 to be made.
In many of the periodical pubhcations, the volume periodicity
may not agreo with calendar years. Hence, it may bo advantagrous
10 specifly the period for which the supply is to bo contined, not
by the calendar year but by volume number  Othervae, theee b the
rlak of the library havmg incompleto volumes on the ahelves. It Is
scldom that ths managing authonties of a library realme this
swkwardness. Hence, special care 11 to bo taken in advancs m
preparing the notes on the indent so that the sanction of tho manag-
ing body may be got in the appropriate form.

2334253 PeriovicAL PusLicaTion Caxpmvo
Asmuthcmd:copththunqum-p?;odhlpubﬂu
prepare, provisionally in pencl, thres cards, the Classified
ﬁmmm&rﬂ.mwmmmm
mth:-pproprhmphoainthdrmpwdwmlfpﬂmuior
stencil coues of the list of the carrent perfodical pubfications exist,
arryomthnintcrpohdmmthcmpymrktdforthuyur

ey
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2334.2:54  PrrioptCaL PUBLICATION ORDCR TRANSMITTING

As 300n ¢ the periodical publication carding is over writo in the
officc copy of the ordec the word, “carded” and initial and date It
Then, transmit it with the file to the librarkan for signature

2314.2:56  FinanciaL Diary Posting
As soom a3 the Hbrarizn has signed the order for a periodical
publication make the necessary entrics in the financial diary In the
column devoted 1o the subject to which the publication belongt.
1t may bo tepeated here that the financial diary i3 common to the

thres sections—Book Order Section, Perfodical Publication Section
and Accounts Section.

23342 8 Anmwal jobs

Although a standing order is recommended to be placed, it s a
good practice {0 review tho list of the current periodicul publications
onco in & year and msuo renewal orders conflrming the standing
order or Issno cancel orderw, sccording to the decision. From the
nature of the case, it is obvions, that this anneal work should be
made fn sufficsent tmo for the rencwal order or the cancel order
ut_hucunnuyho,tomdnh:publhb:rbdmlncwmlumoo{lhn
the lishers of learned
pq-lodhhmdoln;nnmt:nhn!grlnﬂmndﬂrkk.lth
seldom that a learned poriodical pays its own way Hence, jt is the
duty of all Ebrackes to minimise the risk of the publisher by furnish-
ing him with the necessary Information sufficiently 1n advance to
enable him to decids the number of copees to be printed.

23342 81 ReNewaL ORDER Lommva

Take out each card in the Register Cards Tray Examme the
decitlon an the lst of current perlodical publications, prepered
in conpection with the jobs eanmerated in ruks 2324 1 8 and o
#f tho axo has fallen on it. Examine also if tho file relating to the
pablication has any note that might have been recorded

its continnance. Hxamine also the entrdes in the Register Card to
wo if there is anything abnarmal about ths publication. Pull ont
tho related Classificd Card and pat it hn the classified sequenes in the
Renewal Listing Tray or Cancel Listing Bax, according as continua-
tion or cancelling is indicated. Placo the Rogister Card back in
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its onginal place, After all tho cards in tho Regnter Card Tray
have been thes disposed of it follows that the Renewal Listing Tray
would have been completed. Prepare an estimate of the annual
subscription for the periodical publications in each subject. Discoss
with the llbranan the cards in the Renowal Listing Tray and the
Cancel Listing Box, class by clast

Aficr the necessary transfer of cards b made have the renowal
list typed. Begin a now shect with every subject. ‘The number of
coples to be taken i likely to vary from library to library It will
dopend upon tho number of persons whose advice is to be sought
regarding renewsl. In any case, it will be 2 good plan to have at
least five coples mads out cach year Once in five years, 1t will bo
an advantage 1o have soms fifty copica stendilled. If this is dons, the
work of typing the list every year may bo obviated, becauso the
stencil copics may bo used, {rom year to year with tho nscessary
mterpolations and scoring out dono annually

23342 2 ReNewAL OmDiR Lo TALLYING
After tho typing of tho Renewal Order List or the ocorrecting the
Year's Copy of the Stencil List, as the case may be, is over tally
it carefully with tho cards m the Renewal Listing Tray If thoro is
any discrepancy have 1t set right. Write the ondorsement  “TalHed™
on the Renewal List and fmtial and date it

23342 8) RENEWAL OrDER WRITING
For each of the iterms in the finally modifled renewel list, writs oot

address from the corresponding card in the R 1 Listing Tray

23342 84 RENEWAL UzDEx TALLYDNG
After il tho renewal cards are wntten out, and addressed, get
tbem carefolly talied with the finally modified rencwal Lt As
soon as this s over tramfer the clsssified cards fram the Renowal
Listing Tray to the Clasufied Card Tray taking care to put eech
card in tho appropriate classified place. Put your nitiafs fn the
rcnewllordﬂm:dsultokmoryuu:hnvmguﬂkd!hcmmcfhﬂy

2334.2 85 RENEWAL ORDER ADDRESS VERIFYING
As 8001 & the renewal order tallying is over alphabetisp by tho
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tths and verify the address In the Renewnl Order Cards with the
address given in the corresponding Register Card Tray Put your
inftiaks in the left hand bottom comer of tho address skdo of the
card as & token of your having verified tho address. Ask another
Person (0 check the correetness of tho order and put his initials in
the Rencwal Order List in token of his having done 30

23342.86 Rexewal Omprx SorTiNg

As x0on a3 the renewal order address verifying s over sort the
fonewnd order cerdy by (he countries mentfoned in the address,
Alphabetiso the order cards In each comntry group, by the address
in the card. If there be two of moto cards having the same address,
consolidate them n one card or one letter a3 the case may bo.

As soon as the comsolidation work fs over get It verified carefully
and put your initials in the inthdy of the consolidated order in token
of your having verified it. Then score out and destroy the unwanted
rencwal order cards.

23342 87 ReNEwar Onper TRANDOTIING
Send the sorted remewal order cards and leticrs along with the
finally modified renowal list to the librarian for his signature.

2334.2 88 STANDING ORDER CANCELLING
For each of the itsms i tho Cenced Listing Box propare a cancel
order and serd ft to the branan for mgnatore slong with the files,
after carefully tallying the orders with the classified cards in the
Cancel Listing Box. Tranter tho cards to the Cancelled Tray
‘

23342 883 CANCELLID CARD MARKING

Atfach s coloured alip to the Register Cards and the Check Cards
of the cancelled publications,

23342 884 Carpy CANCELLING
In the course of the reoctving wark, if yon como across a Check
Card or & Regoter Card with a coloured slip ettached to it, cxamine
if the current volume i comploted. If so remove It 16 the Cancelled
Tray The Register Card end Check Card of & publication should
bo krpt tognther in the Canceiled Tray They should be arranged
slphabetically as the first group in the Cancellod Tray  Tha Canoclied

1
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Cards should be arranged in a classified sequenco
after the last volume received is posted in

LS% FpNcaL DRy ANNUAL PosTiNG
At the beginning of each financal year wnte in the Financial
Drary tho estimated annual cost of the periodical publications in
each subject. Ths cost is to be cstimated in the light of the renewal
orders sent and the actual cost paid during the preceding financial
year

2334 3 Periodical Publication Receiving Work

2331431 Immediats jobs
2334311 V P Pacxer Recavina
As so0n 22 & VP Packet by presented, examune If its contents
are doe. If they are due, prepare ths Intimatlon Form for the
libcarian s signature and send 1t to him along with the Packet.
After it Is acoepted and comes back to you, remove tho Wrapper
carfully end troat it as & Bill. Put the contents along with the
publications recedved in the day and deal with them mccording to

the peccssary

2333 12 WRoNGLY DELIVERED PACKET RETURNING
If any packet containing petiodical publications hst been
delivered wrongly in the library ether due to wrong address ot
due to other caunses, send it back promptly to the Post Office ot
the person concerned with the necessary instruction.

233434 Daily jobs
23343 411 Wrarrer Braumm<iNg

The perlodical publications received in the day by the lbrarian,
will come to you with the Wrapper of each, mserted in the jnude.
Thev will come thortly after the mail arrives. As soon a3 they come,
ul]ymhpublhnﬂonwﬂhtthnppxlmidﬂitmdmnﬂnntbu
mepsrcumfuﬂymmvbcthnnk:ddmucdlodrubmry
IF there s any discrepancy put it asils with the Wrapper in its
inside in the Doubtfol Group of Publications. They may be taken

upfmdiq)oﬁllttbaendofthcday
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23343 412 SoxTivg
Tho publications about which everything b normal are to be
sorted into suitable groups according to their urgency of demand
from readers, as far as it can be ascertatned  Each of the suceeeding
Daily Jobs connected with the Recelving Wotk as well as the
New Insnes Displaying Job Is to be done group by group in the
increasing sequenco of urgency The advantage of thhs is that the
periodicals for which there i usually an fmmediste demand, will

reach the readers haods as early a3 possible.

23343 2 CureenT Issur CoLratnea

Take each of the publications and collats it carcfully Noto near
the top of tho beck of the front cover all aboormalitles, incloding
missing peges, dofective pages, 1003 sheats, map, platey, cocrection
slips, etc.

1f thero s any defect, put it sside in the Defective Growp of
publications. Those without defect sre to be put together into
the Soumd Grovp of publicationt.

23343 43 CURKENT [SSOBE ALPHARETDSTNG
Take the publicstions in the Sound Group in convenicat batches
and alphabetise them by the titk.

23343 4 Conment InUr REGOTERING
Prelminary
Ol Pull ont the Register Cards Tray and place it on the table
02 Current Issue Regetering is to be danc for cach Sound Groap
of Publications, as and when fts alphabethation s completed.
Bring cach such group to the table & and when It gets formed.
024 Work should also be dome on each Defeativo Group of
Publications of the Current Week. Bring cach such group to the
table along with the last mstalment of Sound Group.

Other Steps
03 Woek's Cwrrest Bax. The box into which the Register Cards,
the Check Cards, the Stps, and the other assoclated cards of the
publications recerved in the week, are coliected from timo to time

for aftention dunng the Vigllancs Work and the Rounding off
Work of the Week.

1m
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031 Put tho Week s Current Box on the table.
04 Registermg should be done ono publication at & trme.

Process of Registering

05 To regivter mesns to do the following

051 To enter in the concerned columns in the Register Card in
Arabio numerals the Volumo and Issoe Number the Current Week
Number (and the date also in the Cass of & Weekly) and

052 To enter near the top right hand corner of the front page
of the wrapper of tho Jasno the class number of the publication as
given in the Register Card.

06 As soom as each publication is registered or is found to be
dther a duplicats or a not-Gue ons, or a defectivo ane, put 1t Front
Cover upwards in the respoctive groups, oae above the other in the
sequence in which they are taken up to work with,

07 Kinds of Pecullarities

071 The Routino of Registering will vary with the peculanties
met wth in each publication. The peculiarines are enumerated
below and the Routine for each peculiarity is given in the succeeding
scctions
072 Gap-n-Sapply Publication. Publlestion of which the huus
received 18 later than same cacher 1suc(s) not yet recctved.

073 T C1 Recetred Publication. Publication whose T C I (Title-
Contents and Index) has arrived with the isvue received.
0731 T CINot Recetred Publication. Publication whose T C I
s duo with the msus recefved—this will ordinarily be either the last
tsguo of a volums ot the first 1ssne of the next volume—but is not

found with the lsue,

074 First  Arrival PuMlicatbom  Publication whose {mue s
arrived m the library for tho first time ss & resuit of ardering or of
soliciting gift-

075 Gift Publieation. Publication being rocerved as & gift. Its
Reghitraton Card and Check Card will be of a specified colour—
grecnlntheMl.d:uUnlmdtyUbury

076 Duplicate Pulication, Publication for which a copy of the
tsguo ot T C I recerved has boen already registered in tho Reglister

677 Cancelled Poblication  Publication to be discontinued after
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the completion of tho current volume. Its Reglstration Card will
Bavo a red slip atiached to ft.
078 Not Doe Pabilcativw, Publication for which there i no
Registration Card. It is Likely to be a Sample Copy or a copy
sent by mustake.
Q794 Defective Publication, Publicatlon lying in the Defective
Group of the Current Week.
03 Afier regnteting all the pobfications received st the thme,
1 Insort the Regiser Card Tray in its place and
2 Remove the Duplicate the Not Duc and the Defective
Groups to their respecthe places and insert them in their
proper alphabetical places.

2334.3+441 NomMAL PUBLICATION
Register a Normal Publication In the first vacant Line in {ts Register
Card. Put its Register Card into the Week’s Current Box, in alphx
betical sequonce  Put the Issnc Into the Reglstered Group of Imucs.

23343 442 GAPIN-SUPPLY PURLICATION
Registcr & Gap-in-Supply Publication I the lme approprmts to
tho Issne, Jexving the lines for the cadler unsupplied Issucs vacant.
Put jts Reghter Card in the Week s Current Box 1n alphabetical
sequence.  Put tho Issue into tho Registered Group of Imucs

2334.3 443 T CI RECHVED PUPLICATION
1 Register a Publxcation with the T CIin tho last but one line
for the current volumo if it is its last Issve. If it i the first frsuo
of tho next volume, register it in the finst Hao for that volums
lcavmg & Hos for the TCL
Regter the TCI In the Isst line for the current volume.
Put its Register Card In the Week s Current Box In alphabeti-
cnl
4 Ifthe T C 1 and the Issne aro not scpambls, put the whoke
into the T C T Growp
If tho T C I and the Iteno are separshle, put the former in the
T C 1 Group and the Imue in the Registered Group of Issucs.

W

w

2343 4431 T CI Nor Recavep Pusiicaon
Register the Inruo of & T C T Nop-Receipt Publication, keaving
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the T C I lino free. Put the Reguter Card fn the Week s Current
Box in alphabetscal sequence. Put the Issne in the Registered Group
of Isxucs.

23343 44 FryT Ammavar PosucamoN

Regitter & Finst Arrival Publication in the lme appropriate to
the Issus which has errived. Check all tho pencll entries in the
Reguter Card with the pubbeation. Rectify them if necessary
Clasify the pubcation, taking the help of the Technical Section
if pecossary  Write tho class number in the Registor Card and near
tba right hand top comer of front cover of tho Ismtue. Put the
Register Card in the Week s Current Box in alphabetical sequence
Put the Isuo in the Regirtered Group of Issnes.

2334 3 445 GroT PrmucATION
The Regutration Card for a Gift Publicatron will be coloured—
it i green in the Madras University Library ‘The work with it will
be similar to ooe or other of the preceding five routines, as the case
may be. The routine for a Gift Publication will bo eimilar to
that for a putchased publication and wiil have the additional

items gfven m 2334°6.55

23343 446 DuruCATe PUBLICATION
Do not register & Duplcato Publication. Put it in the Duplicare
Swpply Group of Iwsuer,

2334 3 447 CANCELLED PUBLICATION
1f the Registration Card has a Red Ship attached to it, its order is
cancelled with effect from tho next volume.

1 If the Isyuc belongs to the canceiled volumeo it must not bo
regtered. Wixte the word “Cancelled” near the right hand top
corner of the cover Put it m the Cancelled Group of Isyues,

2 If the issne belongs to a volums prior to the ono cancelled, the
routine is derdlar 10 one or the other of the 6 routines described in
Sections 23343441 to 23343 446.

23343 448 Not Dus PusLcATION

1f tbere s bo Register Card for & publication, it is kely to bo &
Sample Copy Put it in the Not Due Group of Isnses.
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2334.3 4494 DerLemive PusuicaTiov
Attach to the Register Card of a Defective Publication a white
slip and write on it the Volume and Issue Number of the
ity date of reeept, and a statement of tho defect found. Tako this
from the back of the front cover Put the Register Card in the
Week's Current Box in the alphabetical sequence. Put the Issue in
the Defectim Swpply Grosip of Isues,

2334.345 CUrReNT [ssuB CUTITNG AND STAMPING

At toon a3 the Registeting of each publicatlon is over cut open
all the shests of the publication and put the {ibrary stamp on the
cover page In a convenient place as near as pomible to the right
hand top corner Put the stamp on the fint page and the last page
and on such of tho intermediate pages which aro muitiples of fifty
Put the stamp on the becks of all the plates. Taks carc that tho
stamp it not put on any printed matter fn any page.

As s00n s the Cutting and Stamping of each fxyuo & over If
thero s any looso sheet, plate or map, put the issoe asids In the
Loase Sheet Growp 1f there b any correction slip, pat the ityoe astdo
1n the Correction SHp Growp Put all the other issucs n the Norma!
Growp

Note  [n sorting the limues ix this manner 3 may be made of
the potes recorded om the inride of the front cover at the fime of
collating

rapidly Jooking out for any announcement by tho publisher cither
in a separate slip or in some part of the cover pages or at the top of
the first page or in the editortal column, 1f there s one, or in the news
column or in tho notes columa or in any other place. The aanousni-
ment may refate either to Comulative Indaxes of to changes 1o iy
pablication {tself. Take szch action a3 may be necsuary 4 fue
announcement, if any s found. If the action roquired will in .4
somo time and can bo postpaned to the ronsding off day 4+ o,
wock, cither put the publication ands for later action or €5, 11,
xwt.r:d.own'.hn:luﬂ:wr.tfd:aopuh!iclﬂcml.m'ithnlntl::unq(,r ot

;;3x5inchanupundpmlbculptu!howe¢/;w,:

—



23343 46 Corcx CARD SHIFTING
Preliminary

01 After the Permsal of the Issnes (described m  sectioo
2334 3 456) and the Looso Issue Shelving (described in section
2334 8) for all the lssnes in a Reghtered Group of Issoes aro over
pull out the Check Card Tray and place it on the Table.

011 The Week Guido of the Current Week will be the Finst
Week Guide In it. Behund 1t, the Check Cards of the Publicatons
Dus in the Current Week will stand in alphabetical seqoence-

012 The Check Cards of the publications Du in the succersive
Later Weeks will ttand in alphabeticsl sequence belund the Week
Guide of the respectivo Later Weeks,

02 Allotted Day of the Week  The day of the week allotted to
be 1ts last day for the purpose of roundmg off the week's work of
the Perlodical Publication Section.

021 In the Madras Universty Library Wednesday b the Aot
ted Day of the Week

03 Vreek Gulde A card of the size of the Check Card, wih s
tab projecting from one of 1ts longer edges.

031 Guide Number tn Week Guide A number like 114 whxh
means the Fourth Week of November wntten on the tab of tho
Week Gmde Fourth Week means the Week 1 November whidh
cnds on the Fourth Allotted Day m that month.

032 Some months will have 5 Allotted Week Days. Therefore,
there should be 5 Week Guides for each moath. The Week Guade
S will be 1n wie 1n certain months and out of weo in others.

033 In a month m which the Week Gurde 3 11 not In use, it ¥l
be clote to 1ts Week Guide 4 with no Check Cards between them
In that case, the Week Card 5 will be so turned that the Guite
Number an 1t faces the back end of the Check Card Tray

04 NextDme Week. For a Check Card behind the Week Gmd®
of the Current Week, calculate the Next Due Date as follows

041 If the Period 13 mentioned in the Check Card as a numbet
of\ceh.l.ddthltnumhcnothane_anmbermthnWeeka
of the Current Week

Example 11 114 1 the Number of the Crrrent Week and
Penod ks 1 Week ths Number of the Next Due Weck is 115 1
November has 5 Allotted Days of the Week

042 If the Perlod 11 mentioned n the Check Card as a pumb®
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of months, »dd that number to tho Month Number in tho Weok
Guido of the Current Week

Exampie 1 1f 114 Is the Nomber of the Current Week and the
Penod & | Month, the Numbes of the Naxt Due Week is 124

2 If 114k the Number of the Current Week and tho Peclod is
3 Moaths, the Number of the Next Due Weck js 2.4—that is the
fourth week of tho February of the next year

05 Put the Week’s Cmrent Box in a convetiont posstion by the
#de of the Check Card Ty

06 Put 8 Spare Box next to tho Week's Current Box

General

1 For esch Register Card in the Week s Current Box, which
does not have its Check Card behind it, pull out its Check Card
from behmd the Week Guido of the Current Week in the
Check Card Tray and proceed as dexcribed in the succeeding
wtions.

2 If the Check Card of & Register Card is not found behind the
Week Guido of the Current Week or of the pext one or two wecks,
calculate its Next Duo Week with the aid of the Week of the Last

and of its Petrod. Its Check Card will be behind the
Week Guide of that Next Due Week or onc of fts nelghboering
weaks

8 Unless the day I3 the Vigilance Day of the Week (sco section
2334 .3.51 para 0I) after all such Register Cards in the Week’s
Carrent Bax are dealt with m the sid way pat the Check
Card Tray in i3 place. Put also the Woek’s Corrent Box in ity
place.

2334 3 461 Noamal PusLICATION

For tho Register Card of a Normal Publication,

1 Score out in hs Check Card the entry if any for the Issze
registered in the Carrent Weok,

2 1f there bs no Surviving Unscored Entry In it, fosert the Cheok
Card behind the Week Guide of s Next Doo Week in the proper
alphabetical place and insert its Reglater Card fn the Sparc Box in
the propor alphabetical place.

3 If thero 1 gy Surviving Unscored Entry in it and the date in
the Unscored Entry does not indicate any ection to be taken fu the

17
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Carrent Week, insert the Check Card behind the Week Guide of
the Next Week 1n the proper alphabetical place, and msert its
Registr Card In tho Spars Box in its proper alphabetical
place,

4 If thero is any Surviving Unscored Entry in it and ths dats in
an Umcored Entry indicates acton to be taken in the Curreat
‘Week, insert the Check Card behund its Register Card in the Week’s
Current Box.

23343 462 GARN-SUPPLY PUBLICATION
For the Register Card of a Gap-in-Sopply Publeation, score
out in fts Check Card the entry if any for the Issue registered
in the Current Week. Enter tho firt two cofumnsa in i, fmsert
the Cheek Card belund its Register Card m the Week's Current
Box.

2334 3 463 T C I Recavep PopLIcATION

For the Register Curd of 2 T C T Recefved Publication,

1 Score out in its Check Card the entry if any for the Isoe or
the T C 1 regustered in the Current Week.

2 If there 18 no Surviving Unscored Entry ia it, insert the Check
Card behind the Week Guids of the Next Dno Week, in the proper
alphabetical place and 1ts Register Card in the Spars Box in ity
proper alphabetical place.

3 If thereis a Surviving Umcored Eatry in it, do sz prescribed
for Normal Publication in sectlon 2334 3 461

2334 3 4631 T CINot RocaIviD PUBLICATION
For the Regustration Card of & T C I Not Recetved Publicatron,
entet the first two columms in the Check Card. Insert it behmd its
Regster Card In the Week’s Current Box.

23343 464 FsT ARRIVAL PUNLICATION
For the Reguster Card of First Arrival Publications,
1 Carry out in the Check Card any correctons mads in its
Reglster Card-
2 Ink the Pencll Entnies in jts Register Card and Check Card.
3 Trsert the Check Card behind the Week Gmde of the Next

Dus Date In its proper alphabetical place.

yon
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4 Insert the Register Card In the Spare Box in fts proper alpha-~
betical place.

23343 465 Grrr PusLICATION
For the Regrster Card of & Gift Publication,
1 Scoreoutinittheentry fany for the Irsue or T C 1 registered
in the Current Week.
2 Tosert the Check Curd behind Its Register Card in the Week's
Carrent Box. 3

23343467 CANCELLED PUBLICATION
For the Register Card of a Cancelled Publication,
1 Ifthe T CIhas not yet arrived, do as in Section 2334 3 461
2 1 the T C1 has arrived and no Issue I due, attach the Red
SHptothe TCL
3 Put tho “Cancclled” stamp on the Register Card and the
Check Card.
4 Put them together in the Spare Box, tho Registar Card belng
in front of tho Check Card.

23343 4695 DerecTive PunucaTioN
For the Regutor Card of & Cancelled Publication,
1 Attach & White Slip to the Check Card and copy in it the
entry 1n the Whito Slip attached to Hs Register Curd.
2 Tmert the Check Card behind ifs Registey Cord in the Week's
Curront Box

2334.3 4636  Sranx Box
After the Check Card Shifting is completed foc Current Week,
insert cach Regrster Card coflected in the Spars Box into the
Register Tray In 1ts proper alphabetical place.

23343 4698 Dary VIGILANCE
The Check Cards of the daities should be kept in & separate group
of their own, with only three gmide cards viz “Supplied” “Dus™
and “Overdne.” For every daily whose jasoe has arrived shift as
socm a3 the Check Card shifiing is over if any Cheok Card still Lies
behind the due guide of dalhes, remind the vendor concerned aboat
the non-supply of the day’s irsme, dther by phoaa ot by post as mxy

18
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be convenient. Then, transfer the curds behind the Due Guide to
behund the Overdue Guide and those behmd the Supplied Guide to
behind the Due Guide.

23343 47 Loom SHeETs Foama
Take the publications in the loose aheet group one by one. Take
out the looso sheets, plates, maps, otc properly fix them in the
appropriate places in the approprsie manner if they deserve to be
80 treated. Add the issus to the normal group mentioned in routine
2334 345

23343 48 CosmECTION Sirr DDromiNG

Take the publications in the correction slip group one by one.
If ths corrections to be carried out are not t0o many carry out all
the corrections mdicated. Put the appropnate class number volume
number jsyoe number eto on the top most Ime of the correction
alip and put it in the correction slip box In the classified sequence,
Add the publication to the normal group refarred to in routine
0343 45

If the corrections 1o be carrled out arc too many take the neces
Decessary instroctions from the librarian as to the procedure to
bo sdopted.

233435 Weekly jobs
2334351 WEEKLY VIGILANCE
Definitions and Preliminary
01 Vigllance day The day in tho week to be chosen by cach
Hbrary to watch the correct arrrval of periodical publications in the
Hhrary It is belpful to make the Allotted Day of the Week (Seo
section 23343 46 para 02) the Vigilance Day
011 Tn the Madras Univermty Library Wednesday s the
Vigilance Day s wedl as the Allotied Day of the Week
02 Perdod. 1 The normal (or intended) Number of Weeks
betsreen the publication of Two Consecntive Issues of a Perlodical,
if it is not more than 3 Weeks.
2 Tbenomnl(orimmd.sd)NmnbcrofMonthsbemthe
puhliaﬁmnofTwoCanwuﬁveImothﬂodimLﬂ'ﬂbnot

less than 1 Month.
03 Grats Week. The Number of Wecks to be added to the
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Period of a perdodical publication to allow for unavoldable delays
in publication.
For example, it may be fixed a3 follows

For Gruce 1 oehs

Weekly or Fortaightly
Moottty

Quarterly

Laspar Periods

D

041 Weak for tho First Reminder The Last of the Graco
Weeks.

042 Week for the Second Remder The Fourth Wesk after
the Fhst Renunder
043 Week for the Tidnl Remloder  Tho Fourth Week after the
Second Reminder
044 Week for Special Action. Ths Fourth Week after the
Third Reminder Ths will mean about three Months after thy
Graco Wecks are over

1 Do the Weekly Vigilanco Job aftec the completion of Check
Card Shifting on the Yigilance Day of the Weck.

2 Onthat day retain on tho table the Check Card Tray and the
Week's Carrent Box, for tho Weskly Vigilance Job.

3 Puoll ont the Register Tray and keep it on the table.

4 Each of the Check Cards behind the Week Guide of the
Current Dato will bo overdns. It will have an Unscored Entry It
will ba one of the following kinds.

40 Whether & Reminder bs doo or not b indicated by the Grace
Weaks considered with the nombers of ths week entered in column
2 m the ceso of an incompleto entry and by the number of Wecks
for Rominder in the case of & completod cutry

Remtoder Not Doe Check Card
41 Check Card not indicating completion of the Weeks for the
first, the second, oc the third reminder or for special Action, as tho
Cuso Imay be,
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Rentoder Due Check Cand
42 Check Card indscating completion of the weeks for the first
tho second, or the third reminder as the case may be.

Special Actlon Due Cheek Card
43 Check Card indicating completion of the weeks for special

action.

5 Pull out, onc by ons, each Cheek Card from behind the Week
Gmdo of the Current Week and deal with It as preseribed in the
four succeeding sections.

8 After tho completlon of the Routines I the four
sucoeeding sections, fnsert the Regimer Tray and the Check
Cexd Trsy in their respective places and put the Week’s Current
Box m its plece.

2334.3.511 RewnarEe Nor Dur Curck Carp
1 If the Check Card 13 & Reminder Not Dus Card, insert it
behind the Week Guids of the Next Weak in the proper alphabetical

place.

2 If it has & Whits Slip attached, showing defect in #n Imsne
and if a 1ound copy of that Too has been registered in the Current
Week, remove the Whito Blip from it and fram its Register
Card.

23343512 Rewmner Dur Crecx CarD
1f the Check Card » & Reminder Due Card, pull out its Register
Card from the Register Tray Inscrt both together (with the Register
Card first) in the Week’s Current Box in the proper alphabetical
place.

2334 3.513 SeeaaL AcmioN CrEeck Carp
If the Check Card 13 a Special Action Card, pull out its Registar
Card from the Remster Tray Insert both together (with the
Rcsm-u'Cudﬁru)ntthnundorthoWn:leurrmtBaxinl

Alphabetical S

2334.3:518 Wirx GuIDE SRIFTING
As the end of the Routine mentioned in the above three sections,
thers will be no Check Card behind the Week Gulds of the Current
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Week. Shift it to the last position in tho Check Card Tray It will
thus becoms the Week Guide for the corresponding week of the
next yesr

2334 4 Perfodical Publication Completing Work

2334 4.5 Weekly jobs
2334 4:51 Loosz Issurs CoLLPCTING
On tho appointed day of the week, take each of the items [n
the TCT group and deal with i as follows  Collect alf the looa
hsues to which the T CI relates. They will ordinarily be on the
shell. 1 by any chance any looso hssue is not found on tho shelf,
it b likely to have gone on loan to specialists. Scnd a Registration
Slip to the Circulation Section. As soon &1 the loose lawue concerned
comes back, put {t In the collection.

2334 452 Loost Issurs TALLYDNG

For each of the volmmes whose loose isucs have been completoly
collected, verify with the #id of the contents page, if the volume is
complete, If there Is any defest in any yolume, investigato tho matter
and et it dght. If tho defects cannot bo set right, take it to the
nmkeothpon.d:nlndp:thhldﬂm.errupondmccviLh
blisher or b necessary tio up the volume

lndpmhtnlhnTCIWairbxxGw alphabetically by the titts

2334 453 Vounm Maxma Ur

Exsmino the contents page and the completed volume carefully
If there bo two or more sequences of pagination, examine if the
whole thmg should be bound ss one volume or in two or three
volumes, Even if thero be only ane sequence of peginxtion, examing
if on account of unwieldy nre or the existence of two or maro title
peges, it is to bo bound i two or moro volumes.

At this stags consult the normal Binding Slip for the pablicaticn.
If your findings agree with the normal instroctions in the Binding
SHp, scparate the completed volume into the necessary nmmber of
volumes and tio up oach of thom. If there B sny abnormality
consnlt the Binding Seotion, and, if necessary the Technical Section,
and then take it to the notics of the librarian for Instructions, Then,
oarTy out fns instroctions.
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2334454 SUPPLEMENT SEPARATING
Examine 1if there is any Book or Periodical Supplement with
t pagination. If thero it, deal with it along Hpes similar
to the preceding routine.

2334 4.55 BDING PECULIARITIES DraFTING
If the binding to be done to the completed volume diffars in
any wey from the normal mode of tindmg the publication, as
recorded in the Bindmg Slip, prepare a Special Slip showing the
doviatlons‘from the normsl binding instructien. Pin this STip to the
bundled volume so as to attract the attention of tho other sections
that will have to deal with it.

2334 4.56 AccesgoN Carp Wrimmvo
As 500n a3 the Bindng Peculiarities Drafting 15 over writo out
Accrasion Cards for the volumes made up. The acceslon number
and the collation noed not be written out. On the beck aide of the
Accesnon Card, the Voucher Number can not be written if 1t is &
ca30 of post payment. In the column “Date of Receipt™ enter the
date of completing.

2334 4 57 Mane-Ur VoLUMEY TRAXOMITIING

Amange the sccemioned volumes in the clasmfied seqoence.
Arrange the correspording Accession Cards in the classified
seqience and put them in & box. Fill up tho Tramsmission
Register Then, tramymit the made-up volumes and tho Box of
Accestion Cards to the Accosdon Section, alang with the Trans-
mission Register  As soon as tho Transmission Register oomes
back, examine if It has recoived the inttiah of the Head of
the Accession Section, as & token of hiy having received ths
matenaks.

2334 458 Accesaonl Nuweer NoTo
As 1001 23 the Box of Accession Cards comes from tho Accession
Section, note the Accession Numbers of the periodical publicatrons
in the related register cards In tho concernod Classified Index
Card enter the necessary details abont volume number supple-
ments, and cumulative indexes. Then, toansmit the Box of Accession
Cards to the Accounts Section.
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2334.5 Cunbative Index Work

233451 lwvmediate jobs
2334.5 11  Cuwuramive Inpex Notvo

You are likely to come across announcements of Cumulative
Indexes while perpsing current numbers of periodical publications
recarved in the fibrary s provided in routino “2334.3 456
Perming” In cottaln cases you may recelve letters from publishers,

ing the issoe of Cumul Indexes. In certaln other cases,
Cunralative Indexes may come oot ln regular periods. In all theso
cases be vigilant to coliect the information and note it down In &
Sclection Slip and put ft at the very beginning of the Week s Current
Bax.

2334:5 4 Daily jobs

The daily jobs really relate to the recedving work of the
Cumulative Indexes ordered. Hence, thoy are quito similar to the
recetving work of the corrent issues of periodical publications, with
the modification that there will be no current fsue alphabething
and that you will have the additional routins of entering the receipt
of the Cummulative Index in the Classificd Index Card. Agaln, there
will be no Check Card shriting in thesa cases.

2334:5°5  Feekly jobs
Tho weekly jobs of Cummlstivs Index Work relate partly to
ordering and partly to recelving.

2334-5.51 CuMurATIVE INpEX CHBCKING
On ths appointed day of ths week, check each of the Suggestion

scod the index with & bill in doplicate as soom ms it comes
out.
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23345523 CoMULATIVE OnDTR TRANSMITTING
On the appointed day of the week, tend tho orders for ths
Cumulative Indexes for the signatmre of the libearian.

2334.5.526 FruaNce Diary Posting
As 5000 a3 tha order copies got signed by the libractan, find ont
the total estimated Cost of the Cumulative Indexes ordered and
enter the amount under the proper subject in the Finance Diacy

2334 5.55 10 2334 5.58 Weekly jobs
The routine for thess jobs is exactly similar to that under
“2334 4.5 Weekly Jobs of Completmg Work.”

2334 6 Rounding Off Work

233465 eskly jobs
1 The Purposs of the Rounding Off Work bs to take tho neces-
sary action on all the defects and peculiarities notieed 10 receiving
and handling the peciodical publications and their Register Carda
and Check Cards, in the course of the Current Week
2 Tt is & convenience to accumulate all such work and the con
nected correspandence for the whole week, and to have them
disposcd off an the day after the Yigilance Day
3 The Rounding Off Work will relate to the

31 Items accumulated in the Weck’s Current Bax
36 Pubhcations in the Duplicate Supply Group and
38 Pubbcatom in the Not Dee Group

4 The Iterms m Week’s Current Box will stand sorted 1nto the
following groups
41 The Reguter Cardy, with thelr respective Cheek Cards

behind them, for all cases 1n which & Reminder or a
Defect Notice or an Acknowledgement s dus, armanged

42 The Regluer Cards, with thelr respective Check Cards
behind them, for all cases in which Spocul Action is to be
taken s a result of faflure of supply for 3 months
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43 Sfips of the publications, which are to be ordered, arrang-
ed in one alphabetical sequencs

44 Slips of the publications, for which any other action may
have to be taken, arranged in one alphabetical sequence,

S The First group mentfoned fn 41 will consist of eases call-
g for

Reminder about Noa-Supply of Issus

Reminder about Non Supply of TC I

Reminder about Gap-in-Supply

Defect Notice and

Acknowledgment of an Issuc of a Gdt Publcation,

aren=

6 The groups mentioned in 4 will atand arranged o tho same
sequence a3 the one in which they are mentioned in 4

2334651 Non-SurrLY NOTIFYING
For each Check Card indicating Non-Supply writo a Noa-Supply
Reminder Card finding the particulars about the Issue Do and
about the fuwe Inst supplicd from the corresponding Register
Card and address it. Take the address from the Register Card. Fill
up the columns in the Check Card.  Insert the filed up Reminder
Card hust behind its Check Card in the Week's Current Box

2334 6.52 Now-SurrLy of T C1 NoTrme
Fﬂ%dﬂnﬂﬁk&rﬂ)hd}nﬁnﬁ Noa-Supply of titk page,
contents and index, orite & T C I Reminder Card and addrens ft.
Take the nddress from the Register Card. Fill up the oolomns in
the Check Card. Insert the filled up Reminder Card just behind
{ts Check Card in the Week’s Current Box.

2334-6:53  GAr-IN-SUPPLY NOTIFYING
For cach Check Card indioating Gap-n-Supply writs & Gap-in
Supply-Cerd takmg the particulars from the corrosponding Register
Card and address it. Take tho address from the Register Card.
FIll up the columns tn the Check Card. Insort the filled up Gap-
t;;s:mmmb:hmiummdmmwﬁhw
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2334 6.54 DerecTIve SurrLy NoTiFyivg
Formd:ChnckCn’dwiLhWblmSUpindlwnguﬁdivoSupply
write a Defective Supply Card and addrees it. Take the sddress
from the Register Card. Note tho date of the Reminder in the
‘White Slips attached to the Check Card. Insert the Defective Supply
Card just behmd 118 Check Card m the Week’s Corrent Box.

2334°6.55 CUXRENT IssUE ACKNOWLEDGING
Far each Check Card lndicating acknowledgment for Gift Publi-
cation, write an Acknowledgment Card taking the particulars from
the corresponding Register Card and address it. Tako the address
from the Regitter Card. Insert tho filkd up Acknowledgment
Card betind fts Check Card in ths Week’s Box.

2334656 DurLicats SuPrLy NoTFYme
For each of the publications found in the Duplicate Group
formed in the Current Week, write a letter to the Vendor asking
how the Duplecate Copy is to be duposed of

2334 6.58 Not Due Groor
For each of the publications in the Not Dus Group coosult the
Hbrarian, As mstrocted by him, elther

1 Treat it as & Spocimen Copy and take action a3 in Routine
“2334 101 or

2 Do s for Duplicats Supply Notifymg or

3 Take any other action sugpested.

2334 6 591 Wezx 8 Cumeent Box TRANIMITTING
After all tho SHps and tho Cards in the Weak’s Current Box aro
dealt with, transmit tho Week’s Current Box for the Iibratians

signature.

2334 6 552 SrecaL Acnor Cars
Take instroctions from the libearian and act accordingly in the
case of each opo of the cases needing Special Action. It may be
remembered that their Register Cards and the Check Cards will be
at tho very end of ths Cards in the Week’s Current Box. Their
pubbnﬁumwu!dhxv:bcmomdmfor:immhs.
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2334:6:593  Surs Disrosing
For each of the Slips found in the Week's Current Box (Sec
Routine 2334 3 436) take such action as may bo necessary  After
the action is taken, the Slip may be destroyed.

2334-6.595 WEEK'Ss CURRENT Bax DoTrmuming

As soon as ths Weck s Current Box comes back from tho
librarian

1 Pikk out each Chetk Card Examine if it has recerved the
Hbrarian's initals and, if not, get his initals, Then, {nsert It
I the Check Card Tray behind the Week Guide of the Current
Week, except that those for the Gift Publications, for which
an scknowledgment was sent should bo inserted behind the
Week Gulde of fts Next Duc Week.

2 Insert tho Register Cards in Register Tray in their proper
places.

2334:6.596 Wrerx's CyraeNT Box TeaMauIiTING
Send all the signed Notifying Cards and Acknowiedgment Cards
to the Correspondence Section for Despatch.

2334 7 Bills Passing Work

of lesrned socicties, and gmilar hibraries, where the number of
pertodical publications taken s uscally large. In other librarkes,
it mery not bo so g & problem. Still, the rovting sct forth here will
be applicabls in all cases.

It generally happens that payments have to bo made In Advanco
to periodical publicstrans. The balk of the subtaciption hence falla
doe at the closs of the calendar year

In Indis, which is thousands of mikes away from the chief centre
of peoduction, it hes to be taken up in October Ths significancs
of some of the routines mentioned hercunder such as 1 and 6, will
bevomo epparent i thelr cases.

But stray buls may be coming in afl weekn That & why
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2334 75 Weekly jobs
2334 7.51 Biis ALFHAXSTIING
As oon a3 the Bills of the Wesk are received from the Cot
mpondcncoSecuon,lmdorh.noinpmu’lmach‘Bm&nmb;
word 1 the nume of the penodwcal publication, under which its
Register Card 1 filed. Then, soct the Bills alphabetically by the
titke of the peclodical publicaton.

2334 7 52 PRECEDING PAYNENT SCRUTINIRNG

Take each of the Bills 1n the Alphabetised Groep, compars the
clamm in each with tho record of Preceding Payments and seo 3
the claim is due and particularly satisfy yourself that 3t is not a
case of Double Payment. Examine also 1f the volume for which
the claim s now mads m the one pext to the volums for winch
payment was Inst made, If there ix any gap, take the neceesary
action in consultapon with the librarian. Check also with the Bills
peudmg in the Accourts Section.

Whils scrutinising the Preceding Payment, examme abo if the
perlodical publication s bewng rogulacly recefved. If the suppfy
shows any abnormal irregoianty it will be advisable to take the
matter to the notios of the librariea and got his previous sanction
for proceedmg farther with the Bill.

334 753 Cost VEMIFYING

While scrutinning the Preceding Payment, find out also if the
Cost claimed for the Current Volume 13 the sams or diferent from
the Cost of the Preceding Volume. Refer to the file corresponding
to the publication and find out if any Change of Subscription has
besn recorded in it 1€ the Coxt clatmed s different from the Normal
Coat, examine if there 1 any justification for it m the record. Other
wise correspond with the publisher ot veodor as the case may be
and escertain what the Correct Cost should be.

2334 7 54 Buis CeRTOVING
If 3 Bill is 8 case of Advance Payment, wnte “Ady P** and put
your injtials in tho 1ot hand bottom commer of the Bl afler
having complcted the preceding routine correctly  If it Is & case of

poﬁpnymt,nﬂsfywmlfwhcthm&nmpplyhuhemadr
factorily receved and, If 50, 8dd a cortrficato at the Jeft hand bottom
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coner to that efiect. In elther crse, it will help future reference
if the particular Subject, to which the Cost of the Periodical
Pollleation should be debited, Is indicated in symbols fust by the
wids of your Initials, eg that the clanification scheme
sed in the brary Is Colon Classification, If it fs to be debited to
Mathematkes put “B™ if it is to beo debitod to Commeree, pat “X57
and 10 on. Note, in the appropruate piace in the Register Card, the
Number and, if necessary the Year of the Volume for which the
BIIl is passed.

2334 7.55 Biis Roviseo
It is better that ths Job of Bills Revhing b dono by
somebody different from the oms who had dons the preceding
routines.  Scrutlnise and revise tbe Certificed Bills curefully
examining with special care the Preceding Payment and tho
Correctness of the Cost claimed. Verdy also the Total I it
ts & cam of First Payment, verify if thers is proper Sanction
Find ont abo if the payment relates to any discontinued

It i a matter of experience that ¢ good deal of annoysnce and
audit troublo can be svolded if the pecessary time fs devoted to
have all the bills carcfully revised by a third person before they
aro finally passed.

2334 7:56 GroUPING BY VENDORS
Take all the Rovised Bills and wherever together

Decestary group
the Bills from the samo vendor and pint them tognther 50 that they
may constituts a Singlo Yoocher

2334 7.57 ParsD Buots Tearsmirrivg
Aﬁcrlhncmupin;hydenrlhwumdogqn.m
&hyu{tbﬂmk,tnmmﬂaﬂﬂrksrhodhﬂhwm\,mnu
Section for further action and as s0on #a the T, Regt
mmubnck.venfyifhhm:wdwdﬂnmhh]:n{dz}{mo{.w
muwmmmmdmmhmmmdw
that Section.

2334 758 Voucam NuMmex Nornig
Onl.hol.ppotnmdd.:yolﬂmwmk.nhfmmun“ ts
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Section all the Vouchers relating to the Perjodical Publiaation
Section pasted for payment during the week, and enter the
Voucher Number and Date 1n the appropriate place in the
related Register Card, It is this cntry which is going to guard
you against Double Payment. Henco, thw routme must bo
donc very promptly and in any cate No Further Set of
Bills shonld be taken up for action before this routms i
finkkhed. It I8 even better to go & step further No Further
Set of Bills should be taken up for action before the Accounts
Section has verified the noting down of the Vouchers as provided
in Rule 3737 43.55

2334 8 Loose Issue Shelving Work

233484 Daily jobs
Preliminary

] Itwﬂl:ddtotbeccmmimccchudcn,lrth:l.oooalm
Shetving Work i donc 1n m the d
of the urgency of demand from readers. It has been already indicat
adtuthemﬁmmhﬁngm“ﬂMJRmddn.ka”thatlth
desirable to plete the routine I by taken
in thhs sequence
02 The advantage in this method is as follows  There i vrmally
much demand for the new msues of some perlodicals Henco the
readers will be sapshed if theso are released for nae at the eardlest
possible moment, instead of holding them over wntil the wholo
set of the periodcal publications received in the day aro ready
for duplay
03 A Looto Imus of a Perlodical will have to lic, in succesmon,
in Four Pluces before its volume 13 completed, bound, and put in
fis place in ths Stack Room. All theso four places are best found
in the Perodicals Reading Room. They are defined bellow

Definitions
031 Cwmrrest Week s Display Table. The Periodicals Room
Tablo fn which the Isgues of the Periodical Publications recetved

n the Current Week are displayed for use by readers. This contains
o Label Holder mto which is inseried a strip of curd board mth

tho legend “Current Week # Artivab™

10d
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032 Last Week s Dbplay Table The Periodxals Room Table
in which Iszurs of the Periodicat Publications were recetved 1n the
Preceding Week are displayed for uso by readers. This coatsins a
Label Holder into which is interted a sirip of card board with
the legend “Last Week s Arrrvab”

033 Earler Weeks Dfsplay Table The Periodxcals Room
Table in which tho Issves, of the Perlodical Publications, received
more than Two Weeks eartier are displayed for te by readers.
Its Label Holder will have Subject Guides.

034 Uncoarpleted Valuone Rack  Book Rack(s) In or close
to the Periodkeal Room, in which the kanes of a volame taken oat
from the Display Table’ are kept until it i completed. In the Book
Rack, cach Pedodical Poblication has a Shelf Guide. Bay goides
al1o aro provided

035 In each of the above, the Issues are kept arranged In the
Clamdfied Sequence.

2334 8 41 Nrw Issuex ARRANOCING
Az 1000 a3 each Instalment of the Peclodicals is resdy for dhaplay
arrange them in @ Classifled Sequence with the aid of the class
number noted at the right hand top corner of the oover of each. In
tho case of nrw publcations and thoso that have undergone any
change, the Bsues are to bo sent to the Reference Section for perusal
and return before bemg displayed.

2334 8 22 Now Lmwes Drriayiveo
Take the Clagsified Set of the new Issnes to tho Current Weelk’s
Duplay Table and msert each in its proper clamified plsce in the
galleries of that Table,

234 8.5 Werekly jobe
2334 852 Gume STRIm
On the Appointed Day of the Week, interchangs the Guide
Strips of the “Current Week's Display Tablo™ and the “Last Week’s
Display Table™ As a result, the Current Week’s Arrrvals grt trams-
formed into Last Weok s Arcivals,

2334 8.53 RruovAL TO EAxLIER WrEX's Dnrray TAmce
1 Collect each Imua lylng displayed in tho galledes of the Tablo
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now having the Guide Strip “Current Week s Arrtvals™

2 Take them to the Earlier Weeks Display Table, Insert cach
in i3 proper classified place in the galleries of that Table, While
downg 5o collest the carhier oo which it displaces.

3 The gallenes of the Table for Current Week’s Arnvals would
have been completely cleared and made ready to receive the Arrivabs
of the Current Weck

2334 8 54 Op [z SHELVING
Take the old Ismes collected in the preceding ronmtine to the
Uncompleted Volumes Rack Insert cach imno into the plle or
bundle of its volume If it 18 the First Iwoe of its volume, put it in
its proper place in the clasmfied sequence. If it i & New Publ
cation, prepare and imsert the Shelf Guide for it

2334 94  Suspense Periodical Publications Work

On the appointed day of the week take each of the periodical
publications accumulated 1n the Suspense Group in the courss
of the week. Examine if there i any correspondenoe relating to it.
Find out also 1f there 13 any informatfon in the publication ftself
showing why it had been sent to the library If it is a Specimen
Copy take the neceteary action as in Selecting Work. If 1t s found
to bo a casc of wrongly sent publication, take the necctsary action
in comsultation with the Hbrarian.

2337 Back VoLuMes

Back Volumes cost a good deal. Hence, 1t is only occasionally
that they will be bought. When some money s available for Back
Vahimes, 1t i not an easy matter to decids, to what publations it
should be devoted. Tho domand from tho public on the ons hand
and tho presenco of awkward gaps in the stock of the library on the
other thould be the two deciding factors. When it 13 decxded to
pmchnxnpurﬁcuhrmttnmydnt Competitive Quotations
should boe obtained and the purchase should be made from the
chcnputmrkmmmuﬁnuhmnﬂnrmthop\nchamnfbouh
ineludmg the pasing of bills, except that Book Order Curds need
not be written, bet their purposs may be served by tho related filos

thomselvel.
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234 Flimication of Yhaste

2341 ORGANTSATION

If the turnover in the Sectlon demands the anignment of several
members to It, the dutribution of work among the assistants of
the section should proceed along the lines of language specialisation
rotmltcnnofmku:eptﬂmtofrmdﬂn.'ork But n tho cass
of other items of work the lang grested will
enable cach member of the Sectlon to uoqu’n-u an Intensive acquaint
ance with the trade conditions in certain specified countres.

2343 RELEASE OF PUBLICATIONS
The head of the periodicat publicatlon tection ahould steive
his best to relesso the publications for publio uso as cxpeditiously
us pomible. Tho perusal of the publications for detection of an

Section. Ho should aiso have nnder his direct control all work
relating to Standing Vendors,

2344 DOUBLE PAYMENT
The Check Card trny Is the mont vital mstroment for controlling
the regular recept of the publicatons. Hence, the vigilanco wock
should be done by thé Head of the Scction personally The Head
of the Beotian should also pervonally verifly the posting of Youcher
Numbers in the Register Cards as this b the only means of avolding
Double Payment. He should not distribute any Fresh Bills to his
Section until he has verified the Youcher Posung relsted to the preced
ing batch of bills. Ho shonld also pay particular attention to the
peoper asembling of Comploted Volumes of Perlodkcal Publications,

2346 DIARES
In sdditlon to filling up tho Financial Diary a3 and when « fresh
order s isued and on stated days in the year he thould bring the
curmmhative total vp to date from month to month He shoald alo
matntsin two other Diaries.

2347 Drary 1
The First Diary which 18 to be on a weekly bagls,. is to huve (he
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{ollowmg headings

11 to 22 Same ms for the book order section

3
32

4
45
46
47
48
52
5

7

The Second Diary & to be on & daily basix. It 13 to show
the number of perlodical publications received from day to
day Its headings must consist of the symbols for the main
divisions of classification system used or some suitabls modidficatron

Order cards checked

Orders fxsned

Volumes made up

Bmding slips written
Accersdon cards wnitten

Mado up volumes tramamitted
Accession numbers noted
Cumulative indexes ordered
Cumulatire indexes received
Bills passcd

2348 DIARY 2

of them

235 Correlation Table
1 Book Selection Section

2334 1 4 Flnancisl poution ascartaining
23342 516 Flnancial posihon deciding
2334256 Financial duary posting
233412 896 Financial dmary annual posting
2334.5.526 Finanoe diary posting.

2334 1.54 Financaal position ascectaining
2334.2.516 Financisl position decidmg
2334.2.56 Financal diary posting
2334 1.896 Financial diary annoal posting
2334 5 526 Finance diary posting.

2334 4.55 Bmding peculiaritics drafting
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2334-4.57 Made up volumes transmitting
2334 4:58  Accession number noting.

5 Techrmical Section
23343 44 Current pumber registering
2334 4,55 Binding peculiaritics drafting.

7 Reference Seciton
2334 { 85 Current list conslting
2334 8 41 Now bmues arranging.

2334 455 Binding pecularitics drafiing.

2334 1.57 Indent forwarding
233 1:87 Current Hst forwarding.

23342.56 Financial diary

23342 896 Financial diry annual posting
2334.5.526 Financo diary posting.

2334 1.4
23342:516 Financhal posttion deciding
2334 4233
2334 7357 Pamad bills transmitting
2334 758 Voucher number noting.

993 Correspondence Section
2334 1.54

23342.57 Renowal order tranymitting
213346596

2334 451 Looso hwuct tallying
23344.53 Volume making up
2334+4:54 Supplenent soparating
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2334 4.35 Binding peculiarities drafting.

23347

23M 4.5

2334 5.5
2334 1.5

23425

2334 1.57
23342.34
2334 4 57
2334.5.522
2334:5:523

23343 51
24 6

236 IHostratire Time Scheme

Sunday
Bills pessing work, all the weekly jobs axcept Passed
Bills Tranemittmg and Voocher Number Noting
Completing work, all the weekly Jobs except Mads
Up Volumes Transmitting and Actesmon Number
Noting.

Monday
Crommlative index work all the weeldy jobs except
Order Preparmg and Order Transmitting
Selecting work, all the weekly jobs except Indent
Forvarding
Ordering work all tho weekly jobs except Order
Transmitting,

Tndent forwarding

Periodical publication order transmitting
Mude up volumes transmutting (11 Am)
Cumulative index order prepecing
Comulative Index order transmitting.

Wednasday
Vigilance, routine of
Rounding off work.

2368 Anmual jobs

June and July 2331 Work rclating to the appaintment of
standing vendoss.

Asgist 23341 8 Ammual jobs of selsoting work.
September 23342 8 Aunual jobs of ordering work.

As tho daily and the weekly jobs of this eeotion are of a very
mwnamdrdnnmuwmnowlmkhindhudrurthc
.mml}oh.mhawwbcdmeupl&upmkmdmplﬁzd
1n the manths against which they sre shown.

0
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It may be added here, that thers will be no chance to do them
in the months of November to February as the bill passing work
will be very heavy in those months, Nor can they be done in March
a3 the compieting work will bo very heavy in that month.

237 Forms and Registers
C32  Remewal order card.  Printed. 8 point type. Bristol board.
White. The text of the form }s a3 follows
Reference  This office stapding order Nomb  dated
Kindly renew on behalf of the tbrary the subscription
to for volumo-year  and send your bill in duplicate for pay
ment ag otual
C331 Register esrd. Printed. 6 point type. Beistol board
White. Tray 7 lines in the front page and 14 lines in the back.
Gift casea, black border The text is as follows, Back side, column
headings only

T Panent
Yol or | Voucher
Yooos your N
AN Wk O NADio
Ann Sobs
Vol & Dutsof | Dutnof Yol & Dets of Date of
N pob rect N pab Tect

€333 Check card. Printed, 6 paint type. Bostol board. White

Tray 14 lines on each nde. Gift cases, black border  The cofumn
headings a0 a3 shown below

Peading Peclod

=}

!gfﬁ
L

Vol of Loow
Do Wank

Week of Remm
L's Inftrals
Yol of Ine
Duo Weck
Week of Rem
L Tenlal

e
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C3M Chasified index card. Prnted. 6 point type Bristol
bosrd. White. Tray Gift cases, black border The text of the
form is as follows

an Aan Sutw per in weeka

Titk

Vendor

Publisher

Vol Avalable

Indezes, efc

Supplements, et

C34 Binding pecwliaritles sHp Munuscript. Ledger paper
White Tray The row headings in the form wre as follows

Title.

Volumo nuraber

Year

Clan nomber

Covering material

Clubbing or splitting pecullarities, if any
Asecmbling peoultartties if any

C361 T C I Remindar card, Printed. 8 point type Bristol board
White. The toxt of the form is as follows

1 have to inform you that the Title Page, Contents and Index to
Yol of the bave not yst beoo received hoee Kindly des-
paich them at an eacly date.

C362 Now-npply card. Printed. 8 pomt type. Bristol board.
White Tbr taxt of tho form {s as follows

1 have to inform you that Numb of Yol. of the wus
the last pert recetved. Rindly bring the sopply up-to-dats and seed
the fotore parts as issved.

€363 Gop-tw-supply card. Printed. 8 point type  Brustol board.
White. The text of the form is as follows

1 haye to inform you that Numb  of Vol of the has
Bot yet been recerved though & sutneqoent pert s to hand. Kindly
i1l op the gap-n-supply at an early date.

Q32 Stading order form. Stencll 21 1b printing papor  While.

NAUWE LR -

~Y)
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The text of the form is a1 follows
Swbject  PrmooicAL PusLicATION—OxDER
Pleaxe supply to thhs library the undermentioned periodical
publication. The supply b to begin from the first fssuo of Vol
Year Each isne is to bo supplied promptly as and when
published The title page, contents and index relating to cach
completed volume should be suppled 83 s00n a3 they are published.
The pon-receipt of an hsue, if any will be potified aither
immediately on receipt of the later ksue or within three months
afier its doe date, when it s known to us.
Th:om&c!‘lvolmhmbemdby;mﬂn;-wlh
dop in advance/s the letion of the volumo and the
supply of the title page, contents, and index.
This may bo treated a3 » standing order untl] countsrmanded.
831 Indent forwarding docket form. Stencil. 21 b pating paper
The text of ths form Is as follows
Same st for the book selection section, except for the substitution
of the following in the offico note part of tho docket sheet

1 Annml allotment for the subject
2 Estimated cost of the periodical publications slresdy current
and

3 Estimated annual eubscription of the periodical publications
recommended.

203
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Cuarrce 24
ACCESSION SECTION
241 Plsanleg

2411 DIFFICULTIES IN ACCESSIONING
Every volume to be Included in the stock of the library Is to
seceive @ serial number called the Accession Number The Gift
Books are to receive a Donatlon Number in addition to the Acces-
sion Number The tssk of amigning Accession Number and

Doastlon Number to volumes s rendered dificult by ono ot two
factors,

24111 CoNTINUTTY TN ACCESSION NUMBER
In the first place the apparently trivial matter of maintaining
Striot continulty In Accemsion Number canses somo trouble. In the
Toutine that b described in the third part of this chapter the task
of amigning Accesslon Numbars 1 prescribed to be done at one

pread over several days, we experienced much difficulty But all
that hes now been eliminated to & considerable extent.

24112 DEFINITION OF VOLUME
Anoth:rd.ﬂ.mhylnud;nln;AmudunNmnbtnmdDomuon
Numbers 10 volumes oentres round the defimtion of the word
“Volume™ From this point of view it may be stated that tho esslgn-
ment of the
It roquires, on tho contrary much of judgment. Economy in the
cosl of binding, redoction In the nmmber of undersized volumes
dlﬂlmhtuhlndk,!hnmodfor:p{hﬂn;uvadﬂdmdwmpaﬂn
that may sdmit of snch treatment and several other con-
0n3 ¥tand in the way of counting every volums that comes
u’“u"ﬂfynllrp-nmbookmldyonthobuhthlnhcym
or cased and Msucd separately by the publiaher Foe
tha schednls of tho rate for bindmg on the one hand

1

i
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lnddnwmofthnnnonlhaothzwouldjunﬁydubbin;w-
gether a fow snocessive Banes of the calendar of a achool or college
a1 & single volume. On the contrary Van Hise s Meramorphizm,
which 18 & quarto of 1286 pages and whose weight Is unusoally
great, has to bo bound in three volumes, although it was issred as 2
single volume in the poblsher’s casing.  Thus, it requires & good
deal of judgment to decide what exactly a single Accesslon Number
should cover

24113 PERIODICAL PuBLICATIONS

This problem takes even & more serious turmn in the case of
Periodical Publications. So it is with Iastalment Books In the
casc of most of the standard books, the problem of stembling and
muking up a volume is not very dfficult as tho compkte book s
properly assembled and cased before it is s0ld ont. In the caso of
Penodical Publications, on tho contracy we havo sll kinds of
complications arising out of the different sequences of pagination
and the existence of more than ons title page In the sams volume.
‘While many of the Perjodical Publications have for cach volume a
singlo continuous pegination and 1sue at the compiction of the
volume the nccessary tithe pagn, contents and index, there are oases
whote the completed volume with continuons pagmation is oo
bulky and hence two or more title pages are haued. In these cascs
caro should bo taken to sec that the volume is soparsted as per the
title pages and ench part accesmoned and bound scparataly The
Jowrnal of physical chemistry the Journal of the American Chemical
Soclsty and the Jownal of the Chemical Socisty of London are
examples of this type Again there are peciodicals which have for
cach volums two or more sequences of pagination wrth the oocres-
ponding number of title pages, cach titls page bemng different from
tho other In this case every fssoe of a volume is to be sepamated into
as many pacts as thero are title pages, dividing the voluma itself into
an equal number of separkts votumes and accoasioning them sopare-
toly Tho Surgery gymecology and obstetrics has, for example, two
scqnences of pagination, ons for the main periodical and the other
for the International abstract of surgery and issues two title pages
fmthnmdﬂamlutlnsTanunmlaftchxmyofW
Industry has at present thres sequences of paglnation snd

threo difforent titles pages as Chemistry and indicrtry T"m-'

-~
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of the Soctety of Chemical Industry and British chemdcal abstracts B
applied chemisiry Some periodicals inclode in themselves rogular
books, parts of which are inctuded in each number of tho pedodical,
the pagmation of the book part being different from that of the
periodical. A book may be completed in one volume of a periodical
or {t may be spread over two or moro volumes. In such cases, the
Completed Book should be scparated from the Perjodical and
accessioned as a separate volume. If the book ks not separated thus
and accessioned scparately not only the value of it to the ordinary
reading public is lost but the library will be duplicating it, if the
Hbeary purchases & subseq parate edition of the book. Ex
ampics of this type are found In the Iadion ontiquary the Jownal
of orfental research (Madras), the Kokeimagal and the Udvonapatrika

2412 HeLP oF OTHER SECTIONS

{oning is not & mere mechanical affair and it requires
much expeckenco and fudgment. The Accesslon Scetron will stand
mueh to gain in this matter by indenting upen the experience of
the Maintenance Section. In fact, in the Madras University Libeary
Toch questions are decided by s Commuttes cansisting
M!haHudsothnAmSonScﬁlon,l}thﬂodhanbumﬂon
Scetion, tho Technical sectlon and the Mamicnance Section, before
the final approval of the librartan is obtained.

2413 PaAssING oF BILLs
llwﬂlbe(mnd‘huhcn:kofhﬂngmfmthnordm
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Payment, The respooaibility of the Accesslan Section s restncted
only to the soundness of the copy

2414 CoPYRIQHT AND EXCHANGE

In National Libranes with copyright privileges, & Section of the
stafl will have to bo st apart to administer the Copyright Act.
Apain in many libearies, particularly University Libarkes and
Librarkes of Learned Socicties, & section of the siafl will have to
look after the Exchange of Publications. As theso are dstinctive
library functions, it is found necessary to accommodate them m
Part 2. But the numbers svallable In octave 1 of Part 2 are
exbawsted atready by the more common lbrary finctions. Hencs
1t s suggested that the Copynight Section may be numbered 293
and the Exchangs Section may bo numbered 295

As Copyright Work is pecaliar only to National Librarics, that
1s, anly to one or two libraties in each country no account s grven
about that section in this manual. Although Exchangs Work 13
likely to occur 1n more librenes than Copyright Work, oven that ia
not & very common function in ordinary librarics. Hence, I propose
to deal with these questans only In tho volumo on University
Libearies. Their special accession problems are omitted hero.

2415 STREAMY OF VOLUMES
Az has been already indicated, the Acocsslon Section s entrusted
with the work of including the worka recetved in the library into
the Stock Book of the library The Stock Book is called the
Accesslon Reguster and it i best munteined in cards. Volumes
will coms mto the library in four distinct streams, viz

2 Volumes acquired by tho Book Order Secton

3 Volumes scquured by tho Prriodical Publication Sectlon
8 Volumes received as Unsoliited Gifts and

95 Volumes roceived on Exchange.

In Copynght Libraries, there will be & fifth stream sdded to tha,
pamely the stream of Copyright Copies of Publiations,

2416 WEEKLY BAsis
1t has been suggested In the preceding chapters, that it will b

-
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a1 sdvantage to plan the main work of the Book Sclection Section,
the Book Order Section, and the Perlodical Publication Section
on a weekly bashs, so that the work may be ovenly distributed
throughout the yoar As & comequence of this, ths major part of
tho work of the Accession Socnon also will have (o be planned
on & weekly bash,

2418 FAcCTORS IN PLANNING
The distinctive work of the Accenlon Section s to be planned
with feferenco to the following factors

2 Ordered books
4 Accesuon and
7 Unsoficited gift books,

242 Job Amlyss

2422 ORDERED Booxs
2412 The work of the Aocession Sectlon relating to Ordered
Books b to consist of the following items

1 Scrutinking the book supply reccived In responso to orden
scnt by the Book Order Section, which may be refecred to as
Supply Serutiny Work

4 Tuking such action as may be nccessary on wrong supplics,
which may be referred to &3 Wrong Swpply Bork and

7 Paming the bilks for the Accepted Book, which may bo refor
red to &3 Bl Faming Work.

2422 1 Supply Secrutiny Work
2422 1 1 Supply Scrutiny Wark of the Acoesdon Soctfon s to
consist of the following immedmte job

1 Examining the wrapper of tho book packets recstred, which
may be referred to &3 Wrapper Examining

24221 4 Supply Scrutiny Work of tho Acootslon Section is to
cousist of the fallowing daity jobs

1 Tallying the Bill with the Books, widch may bo referred to as
Bill Tallytng~ xnd

209



242214 LIBRARY ADMINISTRATION

2 Tallying the Order Cards with the Books, which may be
refexred to a8 Order Card Tullying

2422 4 Wrong Supply Work
2422 45 Wrong Supply Work of the Accossion Section s to

consist of the following weekly jobe

1 Takmg the necessary action on books recerved without Bills,
which may bo referred to as Boaks-Without Bills Dirpaieg
2 Dealmg with the Bills, tho supply relating to which has pot
been received, which may be referred to as Unsupplied-Bills

Dispastng

3 Dealng with cases in which the Book Supply does not agres
with the entrses m the Order Card in soms detall or other
which may be referred to as Dowbyfud Supply Disposing

4 Dealing with the boaks found to have dafects dunng the
procesy of coltation or during the scrutiny of the books by
the Technical Section, which may bo referred to 8y Defective
Supply Duposing and

5 Dealmg with tho books recotved but not dus, which may be
refaered to as Not Due-Books Disposing

422 7 Bill Passing Work
2422 7:5 Bill Paming Work of the Accesion Section s to

cousist of the following weckly jobs

1 Venfying if the entres relating to the unaccepted and -
supplied ftemns have all been scared out, in the Bill, which
may be referred to as Bills Verifying

2 Verifying the total of the Bill and sctting 1t nght if necessary
which may be refetred to as Tosal Verifying

3 Writing out the necessary certificate in the billy, winch may be
referred to as Bifls Certifying

4 Curymng out m the Fair Copics of the Bills all the treatment
given to the Duplcate Copirs, which may bo referred to #s
Falr Copy Bill Completing and

7 TrlmmininstthuﬂiﬂchﬂhtuthsAwomuScalonfor
further action, which may bo referred to as Centified Bills

Tranoydtting



ACCE3SION SECTION 2424.5.3

2424 AccesqoN
The work of the Accession Section relating to Accession s to
consist of the following ltems

S

Collating all the volumes rocefved for accossioning, which
may be referred 1o as Collating Work

Transmitting the accepted yolumes to the Technks! Section,
which may be referred t0 a3 Trowerdesion Vork and

6 Acceauoning the volumes fimally approved by the Techaleal
Section, which may bo referred to a3 Accentioning Work.

424 4 Collating Work
2424 4.5 Collating Work of the Accession Section b to consist
of tha following weckly jobs

w

2 Vedfying the Collathon of the ordered books with tho data
given in the Order Card or noting it if it Is not already gran,
which may be referred to as Ordered Books Colieting

3 Callating the Compkted Pedodionl Publioations and
scrutinising  whether the volumes have been propaty
assombled, which may be referred 10 as Perlodical Publications
Collathyg and

8 Collating ths Gift Books and noting down tho Collation In
thelr Acoesslan Cards, which may bo referred to as G{ft Booky
Collating

2424 5 Transmission Bork
24453 Tramoission Work of the Accession” Section B to
comnt of the following woekly jobs

1 Amnging the Bills kn proper clasified seqoence, the Bills
having the samo order number being arranged amoug them-

achves chironologically by the date of tho ocder winoh may bo

refexted to as Bills Arranging

Armnging the Accepiod Books rclatmg to the Bills exaotly

in the sequence 1n whicl they appear in the Billy, which may

bo referred to ws Acoepted Books

Ammanging ths Office Copies of the Acknowiedgments for the

Gift Books by the maln classes of the books, which may be

(Y

w
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teferred to as Acknowledyments Arranging

4 Arranging the Gift Books themselves in the sequenco of the
armanged Ackmowlkdgments, which may be referred to as
Gift Books Arranging

§ Armanglog the Accession Cards of the Accepted and Approved
Books exactly paraliel to the books themseives, which may
be referred to as Accesrion Cards Arrarging

6 Sorting the Acoesdon Cards of the Completed Periodical
Puoblications and Instatment Books into two gronps, namsly
the Gift Group and the Purchased Group which may be
mferred to as Periodical Publication and Iastalment Book
Accestion Cardr Sorting

7 Amangmg the cards in each group by the class numbers,
which may be referred to as Perfodical Publlcation and Inrtal-
ment Book Accession Cards Arranging

8 Amanging the Periodical Publications and the Imstalment
Booka themsetves exactly paralidd 1o the related Accession
Cards, which may be referred to as Periodical Pudblleations
and Instalment Books Arranging and

95 Transmitting the Volumes and the related Aocession Cards,
in the proper sequencs, to the Technioal Section, which may
bo refecred to as Collated Vohones Tranomitting

2424 6 Accession Work
24246.5 Accesmonmg Work of ths Accesslon Seoron b to

conslst of the following weekly jobs

1 Arranging the Bills and the Office Coples of the Acknowledg-
ments in the propet scquence, which may be referred to as
Bills Arranging

2 Armenging the Accossion Cards in the proper sequenoe,
which may be referred to as dccesrion Cord Arranging

3 Arrangng the pobiications m the proper sequence, which
msy bo referted to as Volumes Arranging

4 Wnting out the Accession Number m the Bills and in the

Offico Copics of the Acknowledgments, which may bo re-

ferred to as Bills Accesrion Numbering

Wiltmg out the Accesslon Number in tho Accession Card

relating to the ftems dealt with {n the preaeding job, wihich

[
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may bo referred to as Card Acersrion Nombering®

6 Writing out the Accesslon Number in the volumes themseives
which may be referred 1o as Volsmes Accextion Numbering

7 Writing out the Donatlon Numbers in the Office Copies
of the Acknowledgments which may be referred to as
Acknowledgrmert Donation Nuwbering

8 Writing out the Donation Number in the Accession Cards,
which may be referred to as Card Domation Numbering

91 Waoting out the Donation Numbers b the volomes them-
scives, which may be referred to a1 Volwnes Domation
Nwnbering

92 Filling up the headingy abowm dato of sccefatoning In the
Accession Cards, which may bo referred to s Aecession Date
Not,

93 Trammitiing the Accession Cards to tho Boak Order Section,
Perlodroal Publication Sectton, and the Accounts Section for
the noting down of the Accession Number and the Yoncher
Number which may be referred to as Acvession Cards
CQlrexdating and

94 Filing tho finally tallied Accesdion Cards in the xcoemion
cabinet, which msy be referred to as Accrarion Cord Flling

2427 Unsoucmep GIFT Books
34274 Tho work of tho Accession Sectlon relating to Un-
solicited Gift Books i3 to consist of the following deily Jobs

1 Coasulilng the Iibrarian whethee tho gift may bo scoepied,
which may be referred to as Gift dccepring

2 Preparing Accemsion Cards for tho Umsolicited Gift Books
acoepted in the day which may bo referrod to as Doarion
Card Writing and

3 Writing out the Office Copy as well as the Fair Copy of the
Acknowiedgment for the Gift Books, which mxy be roferred

10 as Dorrtion Acknowledging

2427.5 Tho work of the Acoession Section relating to Un-
sobicited Gift Books b to cansist of the following weekly jobs

I Cheokng the ontrics in the Accession Cards with the Gift

213
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Books, which may be referred to as Donation Card Cheoking

amd
3 Trammitting the Acknowledgment Letters to ths Hbrarlan
for signature, which may be reforred to a3 Acknowledgment

Transmitting
243 Routine

2432 ORDERED BOOKS
2432 1 Supply Scrutiny Work

2432 11 Imumediate job
24121 11 WeaprEr EXAMDING

As s00n as the Bills, tho Order Cards and tho Books of the day
aro recetved fram the Book Order Section, rapldly cxamms the
‘wrappers. Place thoso that aro freo from oljection in a classified
sequence for foture reference, if neccssary These wrappers are to
be destroyed only at the end of the week. If any wrapper Is out of
order have the matter investigated with the Book Order Section
and the libransan if necessary

24321 4 Daily jobs
24321 41 B, TALLYING
As aoon as the Wrapper Examiming i3 over collect the Bills
topthznndn:rmsnthmninmnpmperdlnﬂkdwqm,thn
mtics of o jon being, stvely Vendor Subject
and Dato of Order thnOrlgm;lBﬂllmdDupﬁmdekformln;
indspendent groups. If a Bill n without a Dupheate, prepare & copy
and insert it in the Duplicats Group Put auds the Original
Group and work with the Duplicate Group till the Fur Copy Bl
Completing Routine (viz 2432 7 54) s reached.  Tuke esch Bill n
succession and tally each ftem in the Bill successively a1 follows
Pick out the book comrespomnding to the jtem, put a tick to the
1¢ft of the Serial Number of the item in the Bl in token of the boak
having been picked out and place the books in & sequence parallel
to the entries in the Bill. The Group of Books so formed may b
referred to a3 Bill-Tallied Growp 1f any ftem in the Bill represcnts
twooxmmvuiumu.wnwtnpundltothnlcﬂardrthklnths
margln “2v" “3v eto a3 the case may be.
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If the Book Order Section has endorsod agalnst any item in the
bill as “Not due” placo tho book relating to that ftem In the Net
Dee Growp of boaks and scote out the ltem In the BIL

1f thero Is any book ket over without entry In any of the Bills,
put Intide the book as slip with the words “Bill not recerved™ and
pat the book in the Bil-Not-Received Groxp of books.

If there is any ttem in the Bill for which the book is not to be
found, have the matter investigated. Sce if the book lkes in the
Bill-Not Recetved Group of books. See if it has been sent by
mustake to any other Section, particutarly tho Perfodical Publication
Sectlon. Copsult the Book Order Scction and tho libearian. If it is
not found anywhere, endorse on tho related Order Card “Not
reccived™ put your initials and date, Put it in tho Swipemse Box
in the proper siphabetic scquence by the heading.

24321 42 Oroex Carp TALLYNG

Note This rowtire Is to be dorw volime by volime for the books
in the BIl-Tallied Grosp

In tallymg each book with fts Ordor Card, pay specla! attention
to xnd compare, tho anthar, title, edition, year price and special
notes, 1f any found in the book and its Order Card. If there Is any
ditcrepancy imvestignte the matter and set it right. If it cannot be
caxlly set right, taks it to the notis of the librarian and carry out
bt lastructions.

c In caso it cannat be set tight esslly put inude the book & lip
with the word Discrepancy™ and the mature of tho Discrepancy
written on it and placo the book in the Dixcrepancy Growp Nots
tho Discrepancy In the related Order Card in penail. Trutial and date
it. Putit in the Suspense Box in the proper alphabetic sequence by
the heading.

If the book @ acceptable, fill np the heading “Cost” in the Order
Card, taking the Amornt from the Bill and fill up also the hsadings
In tho Order Card relating to “Reoeipt of the book™ putting the
curront date as tho dato of recepi.

After tho tallylng is over the books must be phced in the Card-
Tollied Growp m cxsctly tho same sequencs In which they were
found in the Bl Tallied Group. The Tallied Order Cards hould
bo arrangsd and kept in the Taflied-Card Box in cxactly tho same
soquenco as tho books in the Card-Tallked Group.
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2432 4:51 LIBRARY ADMINISTRATION
2432 4 Wrong Supply Work

243245 Weekly joba
2432 4:51 Books WrrRoUT Buis DisroxnG

Deal with each of the books in the Bill-Not Recetred Group
(s 2432 1 41) as follows

Ascertain from the Book Order Sectlon If the book Is doe and it
30 note down in a alip the Order Number the Date of the Order
and the Serial Number of the book tu ths Grder and insert the sip
inside the book.

Bee if the related Bill is in the group of Unsuppled Bills. If not
wait for a ressonable time for the receipt of the Bill. After the Bill
1s got, deal with it in the usnal way If it does not come, write to the
vendor asking for the Bill,

2432 4 52 UwssorPLED BiLls Dorosing
You may have to walt for & roasonablo time for the book to
aroove. If it does not arcive in a reasoneble time, writs to the vendor
about the nan supply of the book. If the number of such item is
very small when compared with the total number of items in the
Bill, such items may be scored out from the Bill and a Fresh B
may be called far from the vendor slong with the actual supply

2432 4 53 DouBTFUL SUPFLY DDPOENG
Deal with cach of the books in the Dixcrepancy Group (s
routme 2432 1 42) s follows
Wnte to the vendor bringing the Discrepancy explicitly to his
notica, On receipt of the reply take the necemary action.

2432 4.54 DexecrIve SUPrLY DusposIRG
Deal with ssch of the books in tho Defective Supply Group

(s00 2434 4 52) ma follown
Write to the vendor bringing tho defects explicitly 1o hls notice.

On receipt of the reply take the nocessary sction.

2432 4.55 Not Duz Booxs DrrosiNG
Deal with each of the books in the Not Duo Group and the

Rogected Group (seo 2432 1 41) a2 follows
1 with the herson from whom the book was received,
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asking him what should be done with it. On recelpt of the reply
take the necessary action,

2432 7 Bill Passing Work

243275 Weekly jobs
Note All the jobs of the Bill Passing Work are o be done at ome
time on on appolnted day of the week,

2432 7.51 Bmis Verymva
Take nall the Bills which have been Accession-Numbered.
Examine if the entnes for tho unaceepted and unsupplied, ie

24312752 TOTAL Verrrmva
Verify tho total of the smount claimed in each of the Bills
Remember particalarly scored ftoma. If the total has to be changed
for aury rveson, scoce the ociginal totsl by a singlo line in Ink and
write out the cotrect one bencath ar mext to it

2431 757 Cmromp Pid TRANDITIING
Collect all tho Cortified Billx. Ses if they are in proper sequencr.
If there bt amy hregularity in the scquence, set it right. Transmit
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2432 7.57 LIBRARY ADMINISTRATION

the Certified Bills to the Accounts Section for further action. As
3001 23 the tranamision Register comes back from the Accounts
Sectlon, see if the Head of that Section has imtialled it in token of
his having recetved the bills.

2434 AccessioN
2434 4 Collating Work

Collate each volums carefully Tho following details aro to bo
carefully looked into in Collating Work

1 Defects In printing and paper
11 Examipe if there is any off-setting in any page. Off-sotting

ocgurs frequently in Indlan-made books. Hence, special

vigilance is necessary in their case.

12 Occasiopslly w page is blank without being prmted.

13

Detect all such cascs.
Examme each leaf and see if smy leaf is torn.

2 Collation.

3

21

24

Examine if all the formes aro included in the copy and if
they ocour In proper sequence. Not mfrequently a formo
1s missmg, of & forme Is duplh or & forme Is misplaced
or is stitched upside down.

Seo if all the plates, maps, otc which are not included
in the paginntion, are found in the copy by referring to the
contents page.

Some of the Indian books axe Arrffickal Composite Books ™
Sometimes 1t happens that tho publisher issues certain
coples without incioding in them afl the constituent warks.
In soch cases, the intention of the Book Order Scction
or tho Indenting Authority shoukl be ascertainsd and
stops must be taken to sce that the copy supplied is the
proper one

The exact Collation ahould be noted down in tho Accession
Card, if it s not already there, and verfied and corrected,
if neceseary If it has boen noted at an carlier siage with
the ald of the Source for Book Selectlon.

Defects in binding

3t

Examine if the casing v sound
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32 Examine if each forme is properly stitched in.

All the defects discovered are to be taken to tho notieo of the
librarian, If it i decided that the defects aro either trivial or such
that they can be focally rectified without undoe extra cost, the
necessary rectification should be made and ths book is to be sccept
ed If the defect Iy declared to be scrious, tho volume should be
put into the Defectire Supply Growp

The Coflation Work will have to bo donc almost cvery day In
the Accession Section. But It has been hero clanified a3 & weokly
Job with the kiea that the Collation Work should be dirtributed orer
the different days of the week, sccording to the nature of the
volumes, as shown In the Job analysis. Further in addition to the
carcful verfication of the copies, some extra work may have to be
done in the caso of the volumcs belonging to different categories,
In the routine described hereunder for the weckly jobs of this work,
it is thess special points that are mentioned.

2434 4.5 Weekly jobs
2434+4:52 Orperen Booxy CortarmNg

If for any resson tho details of Collation had been omitted in the
Book Belection Card, they thould now be filled wp. If they are
gven In the card, vedfy if they are accumte. If not, make the
recesmary corrections. If the difference betweon what i noted In
the card and what » sctnally found in the book fs significant or
very great, havo the matter mvestigatod before correcting in tho card,
and, if necersary taks the matter to the notice of the libcarjan.

2434 4.53 Pemyonrcal PUrUCATIONS COLLATING

The Periodical Publication Section wonld have filled only the
beading and the titho m the Accesmon Card. The entire Collation
and other details are to be fllled up by tho Acceslon Section. Az
the loose fmxues wonld have been in ciroulation for a long time
beforn being amembled mto e volums, it i likely to have some
boaves damagnd or lost. If 30 write a descriptive nots about such
damages newr the top on the back of the title page. As has been
Already indicated In the introduction to this chapter some Perodrcal
Publications may have to bo split into differsat volumes before
ascessioning, whils in the casn of others saveral volumes may hevo
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2434 4.53 LIBRARY ADMINISTRATION

to be clubbed together and treated as a mmgle volums for acces-
slomng and for bmdmg purposes. The binding section i main-
tainng a Binding SHp for cach Periodical Publication. Consoht
the Head of that Section whenever necessary and chscoss the matter
with the Periodical Publxcation Section, the Technical Section and
tho Mantenance Sectlon, if the matter {s very complcated. All
cases about which an agreed and satsfactory decasion cannot be
arrrved at should be taken to the notcs of the Hbrardan.

2434 458 GrT Booxs COLLATING
In the case of a Solkated Gift Book, the Order Section will
transmut to the Accesmon Section an Accemion Card. But it b
only the heading and tho titls that would have been filled up in
such cards. All the other details are to be filled up by the Accession
Section. In the cass of Unsolidted Gift Books, the Accesslon Card
shonld be completely prepared by the Acceaion Section.

2434 5 TRANSMISSION WORK

‘The routine described hereunder 13 intonded to securs & certain con-
sstent sequence in the Accession Cards. In the gronp of Accession
Cards completed ko & week, the following sequence will result from
the routine deseribed. The Purchased Books will come first. Among
themsetres they will be armnged into groups by their Order Numbera.
The books belonging to sny given Order Number will bo arranged
among themetves in the sequence in which they occur in the Biff.
Next to that, the Gift Books will come. The Gift Books will be found
arranged among thomselves by their call numbers. Next to the
Group of Gift Books, the Penodical Publicattomy will coms. They
too will be divided mto Gift Group and Purchased Group, thow
in each group arranged among themsetves by their call numbers.

2434.5.5 Weekly jobs
2434 551 BIiLLS ARRANGING
Take all the Bills dealt with in the course of the week, Examine
if thoy are in proper classified sequence. If there is any frreguladty
set it right.

2434.5.52 AcceErtep BOOKS ARRANGING
Enmhnthopwpofwndmemdmumthnymh



ACCESSION SECTION 2434.5.58
1be same sequence as ihelr entries in the Bills.

2434.5:53  ACKNOWLEDGEMENTS ARRANGING
Take the Offico Copics of all the Acknowkdgments for Gift
Books sent in the week. Eaamine if they are In proper classified

sequence. I there is any lrregularity sct ft right. Attach them
at the end of the Bills,

2434554 Grrr BoOKs ARRANGING
Arrango the sapproved Gift Books exactly in the samo sequence
a3 their entries In the Acknowledgments and place them pext to
the Accepted Books Group.

2134.5.55 Accrmorl CARDS ARRANGING
Arrange the Acocmion Cards of the Accepted and Approved

books in sequence exactly paralle] to the books themsetves and put
them in the Tramumission Box.

2434:556 PrRIoOICAL PUBLICATION AND [NSTALWENT
Boox Accrroon CARDS SPORTING
Sort the Accestion (srds of the completed volumes of Perlodical
and Instatment Publications recerved from the Periodical Pobii
cstian Section, and tho Book Order Section respectively into four
mﬂmﬂlyﬁlmoof(l)Dcmtedluﬂa]mmlBoon(l)Dommd
Perdodi Y

1 [ORe d Periodscal F and
(4) Purchased Instalment Books,

2434 5.57 PeR)GDICAL PUBLICATION AND [MITALMENT
Boox Accamon CARDS ARRANGING
Arrange the Accemion Cards relating to the volumes n each of
tho gromps mentionod in the precedmg routine, by ther headings
In the case of Instalment Book Cards and by their clas numbers
in the cas of Periodical Publication Cards and put them in the

‘Transmisgon Box with the Donation Growp firet and the Purchased
Group last.

2434 3 38 PrroorcAl PURLICATIONS AND
IraTALMENT Booxs
Arrango the Periodical Pubiicstions and the Instalment Books

221



2434 5.58 LIBRXARY ADMINISTRATION
among thomselves exactly pamliel to the related Accession Cards,

2434.5 595 COLLATED YOLUMES TRANSMITIING

Note in the Transmission Register the number of volumes and
the number of Accemion Cards to be transmitted, Tranamit the
arranged volumes and the Transmssion Box with its eards to the
Technical Section. As soon as the Transmission Regitter comes
back from the Technical Section examine, if 1t has recelved the
inrthals of the Head of that Section in token of his having recewved
the materials.

2434 6  Accessioning Work

24465 Weekly fobs
Noto Al the johs of the Accexdioning Work are to be dome at
one (tme on an appointed day of the week

2434+6.51 BoL Armanamo
Scrutinise the Duplicate Copios of the Bills, and the Office Copies
of the Acknowledgments for Gift Books. If there Is any frregulanty
sct it right. If any entry in the bill represents two or more volumes,
note in the margn of that entry “2v” “3v" eto a3 the case moy
be, 1f it has not been already so noted.

2434 6.52 Accepgon CARD AXRANGING

Tally the Accosslon Cards wath tho Bills and ths Offics Copics
of the Acknowledgments and socure that thelr sequence b exactly
paralie] to the sequence 10 which their entrres occur in the Bills and
m the Offico Copies of the Acknowledgments.

At the end of the Accession Cards relating to bookw, put the
Accession Cards of ths week relating to Perlodical Publications
and Instatment Books, putting the cards of the Gift Group first

and the Purchased Group next.
A result of this will bo that the Accestlon Cards of the week

will fail in the following scquonce Flrat the Accesdon Cards of
he Purchased Books in the Bill sequence next, tho Accession Cards
of the Donsted Books m the Acknowledgment sequence pext the
Acceslon Cards of the Donated Instalment Books and Porlodroal
bixetions in the clasdied and lastly tho Accession

Pu
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Cards of the Purchased Perjodical Publcati and 1
Books in the clamdfied sequence.

2434-6.53 Younms ARRANGING
Armange the volumes exactly in the same sequence a3 tho Acces-
sfon Curds. While doing so seo also if all the publications are there.

2434654 Prs AccomoN NuwsemiNg

Writs down in fnk the Accession Nomber in strict serml seqpencs
against cach item In the office coples of the Blls and the
Acknowledgments.

Remember that the first Accession Number to be used fs the onc
next to tho last Accession Number given on the precedmg occnsion
‘when aceessioning was dono.

Remember also that, if tho margin of any entry contain a note
Iike “2v™ “3v™ eto the appropriate number of Accesston Numbers
are to be given to that entry

2434-6.55 Canxp AccEmoN NUMEFRING

After the Bill Accession Numbering fs over toke oat the
Accesuon Cards of the different iterns succcemvely put down in
ink the cotrect Accession Number or Numbers in the appropdats
Pplaco in each Acoession Card and replacs the card In its odginal place,

After ths Accession Cards relating to all the books have been
dealt with, contmue Accession Numbering the Accesion Cards
relating to the Instalment Books and Periodicsl Publications.

2434-6.56 Vounurs Accemon NuMeeziNg
After tho Card Accesmon Numbermg is over, writo out the correct
Acceewron Number in each of tho respoctrro volumes. The Accesslon
Number fs to be written in ink, a3 near tho centro as pomaiblo on the
back of tho titlc page, o above the Call Number loaving the
l‘l}ecanrylpnmrml.boDomdon Number in the case of Gift

If there s no dile page, it is to be written at the top of the first
page.

24346:57 ACKNOWLEDGMENT DONATION NUMRERING
After the Volumes Accession Numbering is over givo serlal

23
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Donatlon Numbers to the office copees of the Acknowledgments,
tho Donation Number being written fust below the Accession
Number

Remember that the firt Donation Number to be uted is the one
next to the last Donstion Number glven on the precedmg occanon
when Donatlon Numbering Work was done.

Remember also that, If any entry has recelved two or more
Accession Numbers, it 13 to be given an equal number of Donation
Numbens,

2434 6.58 CaxD DONATION NUMBERING

After the Acknowledgment Donation Numbering Is over take
out the Accession Cards of the different jtems successively put out
the Accession Cards of tho different items succesavely pat down
in ink the correct Donation Numbet in the proper place and replace
the card In its original place.

After the Accesslon Cards relating to all Donated Books have
been dealt with, contlnue Donation Numberlng to the Accession
Cards relating to Gift Peciodical Publications.

2434 6.59 Voumas DoMATON NuMmemvg
After the Card Donation Numbering is over write out the coereet
Donation Number m each of the respoctive volumes. The Donatlon
Number is to bo written in 10k, just below tho Accetson Number
on the beck of the title pagoe of tho volume, or at the top of the first
page as tho case may be.

24346 592 AccmmoN Datg Notwa

After the Noting of Accestion Numbers and Danation Nombers
#ve over flll up tho columns sbout the datr, eto of acceasioning in
]l the Accesdon Cards. As soon as this §s over the Volumes and
the Accession Cards are to bo left in charge of the Technical Section.
But the bills and the officc comses of the Acknowledgment letters
thould be taken sway by the Accemion Section, the former for Bills
work and the latter for Filing.

2434-6.593 AccemmoN CaArD CIRCULATING

A 5001 a3 tho scotslon card box of the week is roceived from the
‘Maintenance Sectlon after being talfied with tho shelf register cards,

Eer



ACGCESSION SECTION 2431.51

pczhmmdmthoBookOrd:rSwﬂon.lhcAmmtlSwﬂonlnd
the Periodical Publication Sectjon, to ensble them to note down the
Ascersion Number and the Voucher Number in the Standieg Order
Cards of tho Book Order Scatlon, In tho Register Cards of the Perlod}-
ca] Publication Sectfon asd in the Accesmsion Cards thomselves.

2434-6.594 Accanon Carp Fiuno

On the sappointsd day of the week, 13 soon as the Accession
Cards oome back to the Accetsion Section from circulatios, examine
if all the Accession Cards have come back and If they are in strict
numerical sequence without any gaps. If there s any
nvestigato the matter and have it sof right. After all the defecta are
set right, flle the Accession Cards fn the proper numerical seqoenee
in the Acoession Cobimet

2437 Unsorrcrrep GrFr Booxs

In the caso of every umolicited Gift Book, discus with the librartan
whether it is to be accepted and take soch sction a3 may be neccassry

243742 DowaTion Carp WRITING

propec colour fn acoordanco with the convention of the ibcary

2437 43 DONATION ACXNOWLEDGING
Fill up an Acknowledgment Card for esch book. Write out also
the heading and the titlo of the book and the name aod sddress of
the donor in & 3x5 inches alip of paper This slip will be troated
ax the Offics Copy for the Acknowlodgment. This alip will reccive
the Accesslon Number and the Donation Number whea the scces-

sloning work b dane. If the books are too mamy & consolidated
list will do

4375 Weekly jobs
2437:51  Dosarion Carp CrPcxmvg
On the appomied day of tho week, 83 s00n a3 the Collation

ns
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of the Gift Books of the week is over complete all the entries that
may be found [ncomplets in the Accession Cards of each of
the Gift Books. Further check the Acknowledgment Cards with
the Gt Books of the week and the related Accostion Cards.

2437 53 ACTNOWLEDGMENT TRANSMITTING
Send for the librarian » «f all the Acknowledgment Cards
which have been checked and found correct. Send also the office
copies, although they are in the form of dips, so that the office
coples may get the despatch date 1n the Correspondence Section.
This despatch dato will be of we for future reference.

244 Flhukation of Waste

2441 ORGANISATION
If the turnover in the tection demands the sstignment of several
members to it, it may bo an advantuge to specialiso them in different
ftoms of work, such as, accestioning, bill passing, gift books, ex
change, and so on.

2443 ProueT RELEASE OF BoOKs
The Head of tho Section should sirive his best to release the
books for public use a» expeditionaly 25 pomible. He thould care-
fully revise the bills pasted and countersign the certificate in tho
[:10

2444 REVIGON OF ACCESSION NUMBERS
The work of assigning Acceasfon Numbers and Domation
Numbers {3 a ticklnh Job Outsiders may think that It b & very
mechanical process requiring only an ability 1o wnte comsecutive
integers in tho proper sequence. But it Is not really so simple
As has already been indicated in the hntroduction to this chapter
& good deal of judgment and consultation with vanous other
Bections are necestary to decade what comstitutes a volume for
accmdouins,Ap-nfromth.hblmttcrornxpaimLhu,

y woeful occut in Ing Accerrion Numbers
dth:hydmhvinxofppiarbythﬂmpedihnoflnumbarby
ovenlght—vu’yoﬂmducwdhamiun.lndecd,nd;ub;\mmd
umbeﬂ'ad:nmnbcrrmhutoﬁnordxdlpu,hnmyu
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ACCHSSION SBCTIONS 245

hawsting Job. Hence, it is the duty of the Head of the Accémion
Section to check the continuity of the Accestion Numbers and the
Donstion Numbers and reviso the entry of those numbers st the
proper junctere in all piaces both i the books and in the
recorda

2448 Duary
The Accession Section i to maintals one diary on 2 weekly
basic, Its headings are to be a3 follows

11 to 15 same as for the book order section
21 Books withoat bills

22 Unsuppled Kills

23 Doubtlul mupplics

24 Defectivo suppliss

$hrabdany
1
§
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2434.6.5
2434 6.593

2432 7.57
2434-6.593

2432 4.5
243753

2432 1 4t
43214
2438 41
21437 42
43743

2434 5
243275

2432 7 571
24344.52

2434 4.52
2434-4:58

A
2438 51
24345

LIBRARY ADMINISTRATION

Accrenoning work (Thursday 4 » )

8 Muointencace Section
Aocession card arcalating.

91 Accounts Section
Certified bilis tranamitting (Saturday $ » M)
Accrasion card circulating.

993 Correspondence Section
Wrong supply work
Acknowledgment transmittmg.

246 IMuvirattre Time Scheme

246 4 Ddily jobs
Bill tallying
Order card tallying
Gift accepting
Donation vard writing
Donation sckaowiedging.

246 5 Weekly fobs

Saturdty
Transmusion work (Periodical pablicatioas 12 noon)
All the weckly fobs of bill pessing work

Saturday
Certified bills trangmitting (5 » M)
Ordered bocks collating.

Sunday
Ordered books oollating
Gift books collating.

Monday
Poaation card checkdng
Tragsminion work (Books, 5 PN).
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Twesday
32 4:5 Wrong supply work
37.53 Acknowledgment transmitting.

T extnesday
34 453 Perlodical pablicatlons coltating.

1346:594  Accemsion card filing
13465 Accestdoning work (4 »u)

247 Forms and Reglsters
The only regster of this Section fs the Accesrion Reginter Its
umber may bo fixed as C4 1t Is made vp of accension cards filed
' cabinets. Accession Card is the name mssumed by CI12 Book
election Card, when it reaches the accomtion cabinet with all the
atrles daly made in it. The following colour schemo may be
dopted for tho cards Donated books, black border Purchased
criodical publications, red border Domated pedodical publica-
lons, 1eft half of tho border red and the right half of the border
deck,
C47 Adinowledgment card. Printed. 11 point type. Bristol
oard. White. The text of the form is as follows
T acknowledge, with thanks, the recelpt of the undermentioned
xoblications kindly presented to this library
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Crarren. 25
TECHNICAL SECTION
251 Plamiog

2511 ScoPe of THE CHAPTER
The mafor items of the work of tho Technimal Section are dlassi-
fication and catalogulng. Theso pieces of work are of & highly
technical mature. But this chapter does not deal with the technique
either of clamification of of cataloguing. On the other hand, it
deals only with the routind connected with theso two processes. It
sho gives an sccount of all the routine that has to bo performed to

make the volumes fit for public use, and to bdng tha catalogne
oabinet wp to date.

2512 Accumacy

Accuracy Is the very essence of a library catalogue and of afl the
marks that are made by tho Technieal Section elther i the book
or 1n any of tho llbrary records. Hence, the routine described in
this chapter provides for an claborate system of checking and
ocountercheoking, In fact, the checking fs further oontinoed by the
Mamicnanco Scotlon, as will bo scen in chapter 28. It is our ex
periance that tho time spent on 30 much of checking is well spent.
It ¥ our palnful expecionco that, in splie of s0 much checking, an
occasiomal elip creops through and acts »s a hindmnce at some
fiture time—tometimes, years later Hencs, It would be very
unwise to aint in providiog the necessery time to complete the
checking processos in a lcharely end thorough manner

2513 Nummer OF SETS OF CATALOGUB
Except in very small lbeackes, 1t is found to bo cortainly
convenient and even nocossary to have a separtts sct of the cata
!opnforthnmoorthodndﬂm‘mdﬂmaulogm It & not
ootrvenient for tho ostaloguer and tha olewmsifior to me the publo
oatalogue, oa acconnt of its distance and ity conrtant use by others.
Agaim, 1f the Tivcary 1 sufickently big, 1t mAy be convenlont to
bhavo another set of the catalogue In the librardsn’s room. Howeover

23t
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much one would Hke to avoid it, sedous workers, who vt the
library rake problems in reference work, while conversing with the
librarian. Psychologically 1t would be more effective, if 2 set of
the catalogue Is available nesr at hand in the Hbraclan s room and
the problems ramed are solved then and there. Even otherwise, to
enable tho libraden to think out the symmetrical and systematic
building up of the stock of the library it is desirable that a soparate
set of the catalogue is at his elbow

For these reasony, 1t will be 2 good policy to type out two copkes
of the catalogue, as soon as the chief catalogoer writes out the cards
for the public catalogoe. While the public catalogue which has to
bear much wear and tear thould be in specaally made tongh cata
Joguo cards, ths sdditional catalogues nebd not be prepared m soch
costly cards. On tho other hand, since it is only ons or two persous
that arc Hkely to handle these sets—the clamsifier and the cat
loguer in the case of one set and the librarian in the case of the
other—it Is sufficient if the copying 18 done on slips cut out of 30Ib
ledger paper. This s found to be satisfactory The labour of pre-
parmg two copees is not much mors than that of prepanng one, a3
the second copy may well be a carbon copy

In lsrge library systems with scveral branches, it may be
necessary to have many scts of the catalogus, That problem has
been fully discussed m the Clasdfied catalogue code *

2514 CORRECTION OF CALL NUMBER

As will be seen in that part of the introduction to chapter 28
which relates to comrection collection the call numbere of books
will require systematio revition from time to time, in the light of the
expericnce galned 1n scrving the books to the renders and in conse-
quence of the reali and the reosh of the divisions of
kuowledge, brought sbout now and then 1n the learned world.
Hence, carrection work has been marked out as an independent
factor in the work of this sechon.

2518 FAcTORS IN PLANNING
The distmctive work of the Technkal Section i to be planned
with refetence to tho following factors

1 Clasification
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2 Cataloguing

3 Prepanation of the volumes for pablic use

4 C fon of call bers and i entnes
3

6

K

Binding-
Clasnfication and cataloguing codes and
Catalogne cabinet,

Ths penodicity of the work of this section should bo similar
1o the perlodicity of tho work of the sections dealt with fn the
preceding chapters. Henee, ft follows that the work of the Technical
Sectlon also thoald be planncd on a woeekly basly, go that the work
may bo evenly distributed throughout the year As s consequmce
of thh, tho major part of the work of this section will consist of
of weekly jobs.

252 Job Amlyshs

2521 CLASSIFICATION
2521 Tho work of the Technical Section relsting to Clarsification
1 to contist of the following {tems

1 Making a prefiminary survey of the volumes reccived from
the accesmon section, which may be referred to s Prediminary
Work

2 Asigning call numbers to the vohumes, which may bo referod
to 83 Coll Nunbering Wark

4 Dectocting duplication, defects, ctc. in the volumes, which
may be referred to as Detection Work and

8 Checking the swagned call nombers, which may be referred
10 as Checking Work

2521 1 Prefiminary Work
252] 1.5 Preliminary Work relating to Clamification i to
consist of tho following weekly fobs

4 Tallying the volumes and the accession cards as soon as thoy
arrrvo from the Accestlon Scction, which may be refeared to
23 Tallyly end

3 Socting the volumes by thelr main classes, which may bo

23



2521 1.5 LIBRARY ADMINISTRATION
referred to as Preliminary Sorting
2521.2 Call Numbering Work
2521.2.5 Call Numbering Work relating to Clasdfication is to
comist of the following weekly jobs

1 Asdgning call bers to the vol that prosant oo
difficulty which may be raferred to as Normal Vohumes Call
Ni

umbering

2 Asdgning call numbers to such of the volumes m the deferred
gloup as are ble without lting the libcarian,
thoungh not so casy 23 the normal volumes, which may bo
referred to as Deferred Volumes Call Numbering

3 Discussing with the Hibrarlan the volumes which are difficult
to clusify which may bo refarred to wa Clarstfication

Consulting

4 Amigning call numbers to the difficult volumes, which may
bo referred to a3 Difficult Vohones Call Numbering

S Notlng down the sources from which date are tsken for
constructing clays numbers, which may be referred to 23
Sowrces Noting and

6 Noting down tbe new classes opened as a result of the dis-
cuslon with tho libranan, which may be referred to a3 New
Classex Noting

2521 4 Detection Work
2521 4 1 Detection Work of the Technical Section s to consist
of the following ymmediate job

4 Yoforming the Accession Section about the detection mado
which may bo referred to as Detection Notifying

2521 8 Checking Work
2521 8.5 Checking Work relating to Clasification is to consist

of the following weakly jobs

1 Checking the call number amigned to cach volume, which
may be referred to as Call Number Checking
2 c:ccﬁngthnmrdamindhmifmunhmlm.whm
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may be referred to a3 Cromy Reference Checking and
Chccking the placing of the now clases that arose hn
clamlfying ths volume, which may be reforred to a3 New
Plackg Checkig

2522 CATALOGUING

2522 The woek of the Technucal Section relating to Cataloguing
i to comsitt of the following items

1

2

w

Sorting the volumes according to catalogmng pecnliaritien,
which may bo referred to as Preliminary Hork

Wniting out the necessary fresh catalogue cards, which may
be referred to as Fresh Cand Writing Work

Making the necessary entries in the catalogoe cards already
cxbting, which may be referrod to as Card Conrolidation
Work

Dealing with the volumes that raise difficulties in cataloguing,
which may be referred to &3 Refractory Cases Work
Checking the catalogue cards, which may bo referred to as
Checking Work and

Typing catalogun silp, which may bo referred to a3 Typing
Work

2522 1 Preliminary Work

2522 1:5 Preliminary Work relating to Cataloguing Is to contist
of the following weekdy fob

1

Borting the volumes on the busis of their cataloguing peco-
liaritics, which may be referred 1o as Sorting

522.2 Fresh Card Writlng Work

25222 5 Fresh Card Writing Work relating to Catalogning fs
to consist of the following weekly by-Jobe

e wN =

Main Card Writmg

Cross Referemce Cards Writtng
Index Cards Writing

Back of Main Card Writing- snd
She/f Regiater Card Writing

25
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2522.3 Card Consolidation Work
2522.3.5 The Card Consolidation Work relating to Cataloguing
s to consist of the followmg weckly jobs

1 Picking out the cards for lidation from the cataloy
cabinet, which may be referred to my Conrolidation Cards
Picking and

3 Makmg the pecessary entries in the conmsolidation cards,
which may be referred to as Consolidating

2522 4 Refractory Cases Work
2522 4.5 The Refractory Cases Work relating to Cataloguing is
to consdst of the following weekly joba

1 Consulting the libearian about tho refractory cases, which
may bo referred to s Rafractory Cazey Conndting

5 Noting down the sources from which data are taken to sd
cataloguing work, which may be referred to as Sowrcer Noting
and

6 Noting down the amendments to the Catalogue Cods that
may oo out of the discosslon with the librarian, which may
be refeared to a3 Amendments Noting

2522 5 Checking Work
2522 5.5 The Checkmg Work relating to Catslogmng is to
consist of the following weekly jobs

2 Checking the fresh cards written, which may bo referred to as
Fresh Cards Checking

3 Checking the at fons made in lidated cards, which
may be referred to as Consolidated Cards Checking and

6 Checking the amendments to the Catalogne Code, which
may be referred to as Amendmenty Checking

2522 6 Typing Work
2522 6.5 The Typing Work relating to Catalogumg is to consint

of the following weekly jobs
1 Cnpytngdr[rahuuloxmclrdxmmn.whhhmybe
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referred 1o as Fresh Slips Trping

2 Pleking out from tho cabinets the elips that require consalida-
tion, which may be referred to a3 Consolidation Slips Picking

3 Q:rﬁngomlhemm:yulunﬂommwmdidlwdmﬁ-
which may bo referred 1o as Slips Consolidating apd

& Checking the slips freshly typed and consolrdated, hich may
be referred to as Slips

PREPARATION OF THE VOLUMES
1523 The work of the Technical Sectlon retating to the Preparation
of the Volumes for public use may consist of the following iterms

1 Noting the xccession number or the call number a3 the case
muay be, In the concerned cards, which may be referred to as
Card Nwmberteg Work

2 Making the volumes fit for oo by cutting open, stamping,
ﬁﬂnglh:datuhbd.u;mwhhhmybctddmdmu
Preparation Work

3 Noting tho call nomber and the accesmon number in the
differert parts of the volumes, which may be referred to as
Volurmes Numbering Work and

8 Sorting the d volumes into and arranging

Lh:m.w‘hhhmyr:fmadtobhfpardVMAmﬁx

2523 | Card Numbering Work
523 1.5 The Card Numbermg Work relating to the Preparation
of the Yoluncs for public o is to consiat of the following weekly
Jobs

1 Noting the accession number in the madn and the shelf register
cards, which may be referred to as Aecersion Number Noting

2 Noting the call numbex {n the accesston cards, which mry be
referred to a8 Call Nwnber Noting- and

6 Wrlting out the book card for each volums, which may be
efecred to ws Book Carding

2523.2 Preparation Work
15232.5 Tho Preparation Work relating to the Preparation of

b2z
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the Volumes for public use is 1o consist of the following weekly
joba

1 Cutting open tho pages of the votumes and casing thelr backs,
which may be referred to as Cutting Open

2 Putting the library stamp m tho appropriate places in the
volumes, which may be referred to as Stamping

3 Fixing tho tags to the becks of the volumes, which may be
referred to as Tagying

5 Fixing the book pocket to the yolumes, whach may be referred

to a3 Pocket Flxing and

Fixing tho date labels to the volumes, if noeded, which may

be referred to a8 Date Labelling

2523 3 Volumes Numbering Works
5233.5 The Yolumes Numbenng Work relating to the Pre-
peration of the Volumes for pubhc use is to connst of the foflowing

weekly jobs

1 Wrting the call number on the jackets of the volumes, which
may be referred to as Jacket Nunbering

2 Writing the call number and the accostion number on a leafl
in the inside of the boak, which may be referred to as Faide
Numbering

3 Wrhing the call number on the tags on the backs of the

volumes, which may be refecred to 13 Tag Numbertng  and

Wnting the call number and the sccession number in the dato

1abels of the volumes, which may be referred to a3 Date Label

Nombering

2523 8 Prepared Volumes Arranging Works
2523 8.5 The Prepared Volumes Arranging Work relating to
the Preparation of Volumes for public uwse is to coasist of tho
following weakly jobs

1 Sortng ths prepared volumes by their sequences, which may
bo referred to a8 Sorting

2 Arranging the volomes in cech sequence by thelr call
gumbers, which may be referred to 88 Anonging and

)
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6 Inserting the book tickets In the book pockets or disposing
them in ny other appeopriste way which may be referred
10 as Book-ticket Dispasing

1
2524CmaccinonapcAuNmmst

TALOGUE ENTRIES
2524 The work of the Technical Section relaung to Correction
of Call Numbers and Catalogue Entrics may consist of the following
{terms

1 Collecting the volumes to be corrected and therr maln cards
and thelr first impeession main stips, which may be referred
t0 a3 Prellminary Work

2 Reclasufylng tbe volumes, which may be referred 1o as
Reclassification Work

3 Caying out the ctions in the firet L d
which mary be refecred to as First Imprezsion Stips Work

4 Carrying out the corrections m all tho other cards and alips,

slips, which mxy bo refarred to s Relrusertion Work.

2524 1 Preliminary Work
25824 155 Tho Preliminary Work relating to the Cocrection of
Call Numbers and Cutalogue Entres 11 to consist of the followmg
weekly jobs

1 Notifying the Maintenanco Section of the volumes that are
proposed to be taken up for comection, which may bo raferred
10 as Maintenarce Section Notifiiag

2 Taking charge of tho volumes, which may be refoaed to as
Correction Volumes Accepiing and

3 Picking out the main cards and the st impression main
slips of each of tho volames, which mey be refarred to as Adads
Card Picking

25242 Reclassification Work
25242:5 The Reclanifcation Work relating to the Correction
8f Call Numben and Cutalogue Entdes ks to consist of the
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followmng weckly jobs

1 Reclawmifying each volume and writing out on the back of the
title page the new call number which may be refetred 10 as
Call Nionber Revising

2 Checking the now call number which may be referred to as
New Call Number Checking

3 Correcting in the main card and in the main ship of the first
mpression, which may bo refetred to as Matn Card Correcting
and

8 Transmitting the comected volumes to tho Malntsoance
Sectlon for the further stage of work to be dono by them,
which may be referred to as Corrected Volumes Tronsmitting

2524 3 First Impression Slips Work
2524 35 The Flost Impresdon Slips Work relating to the
Correction of Call Numbers and Catalogoe Entries is to consist of
tho following wrekly jobs

1 Picking out alt the fist impression slips, other than the maln
onew, rolating to cach of the comrected volumes, which may be
referred to as First Imprexdon Slips Picking

2 Carrylng out the necossary corrections in all the first impres-

son slips, which may bo referred to as Firat Imprenion Stps

Correcting and

Sorting and arranging the conected fint impression slips,

which may bo referred to as Flrst Tmpresrion STips Arranging

2524 4 Correction Completing Work
2524 45 The Correction Completing Work relating to the
Carrection of Call Numbers and Cataloguo Entriss i1 to consist of
the following weekly jobs

w

2524 S Reinsertlon Work
2524-5.5 Ths Reinsertion Wock relating to the Correction of
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Call Numbers and Cataloguo Entriet I3 to consist of the following
weekly jobs

1 Main Cards Reinserting and
2 Flrst Imprextion Slips Retuerting

2525 BINDING
2525.5 The Bmnding Work relating to the Technical Section Iy
to comist of the following weekly Job

1 Examiniog the call nombers of tho volumes selected for
binding to ses if they requiro any revislon, which may bo
referred to a8 Call Number Examining

25256 The Blnding Work relating to the Technlkal Sectlon Is
to consmst of the following monthly jobs

2 Prepering the imtroction for tooling, which may be refacted
10 a3 Binding Slip Preparing

5 Tramsmitting the volumes and the stps to tho Binding Seotion
which may bo referred to as Binding Books Transmitting

2526 CLASSIFICATION AND CATALOGUE CODES
2526:5 Tho work of the Technical Section relating to Classi-
Beation and Catalogus Codes i to consist of the following weokly
Jobs

1 Carrying out the amendments arrived at in ths courss of tho
week in the Clasification or Catalogue Cods, 3 tho omsc
may be, which may bo referred to &8 Cpde Correcting and

2 Bringing the mouthly statement of corrections up to dats,
which may be refirred to a3 Monthly Amendment Statement
Filing

25266 The wark of the Technical Section relating to Clami-

ficathon and Catalogne Codes is to comaint of tho following
monthly job

3 Transmiting the monthly eatamont of corrections to the
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Staff Councll, which may be referred to 83 Code Corrections
Tramsmitting

2527 CATALOGUE CABINET
2527 Tho work of tho Technical Section relating to the Cat
logus Cabinet is to consdst of the following items

1 Sorting all the cards written in tho week which may be re-
ferred to as Sorting Work

2 Discoging the cards with the Horarian, which may be referred
10 a3 Reviewing Work

3 Tomsmittmg the accestion cards and the shelf register cards
to the Maintenance Section, which may be referred to as
Accegrion Cards Traramitting Work

4 Inserting the cataloguo cards in the pultic catalogue cabinets,
which may be referred to as Card Inserting Bork and

5 Inserting the catalogus alips in tho appeopriste cabinets,
‘whxch may be referred to ws SHp Farerting Work.

2527 1 Sorting Work

252715 Sartmg Work relating to the Catalogne Cabinet is to

oonnst of the following weekly jobs

1 Sorting apd arranging the catalogoo cards, wiitien in the
week, in the proper sequemce, which may bo referred to as
Catalogue Cords Sorttrg

2 Armranging the shelf regivter cards, written in the weok, fn tho

proper sequencs, wiich may be refared to es Shelf Register

Ca:rixAm'»gmx

3 Tuﬂyin;!hnumoﬂnmnbatintbomhcudsundthn
shelf regigter caxds, which may bo referred to as Aceexyion

Number Tallytrg and
Making a count of the volumes treated and ths cards written,

which may be referred to as Technical Section Cotmsing

25272 Reviewing Work
2527.2.5 Roviewing Work relating to the Catalogoo Cabinet I3
1o consist of the following weekly jobs

1 Discumsing tho arrangsd cards with the Ubrurian, which may

o
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bo refesred to as Cataloguwe Cards Discunsing
2 Camrying out the corrections suggested by ihm Iibrarian,
which may be referred to as Comrection Carrping Ot and
5 Notifylng the other Sections concerned of suy muggestions
that mught have arhen in the courss of the discunsion with the
libearian, which may be referred to as Sugrestions Transmiiting

25273 Accession Cards Transmitting Work
2527335 Accemlon Cards Transmitting Work relating to the
Technical Section it to comist of the following weekly jobs

1 Coupling each shell register card with its appeopriate
sccenion card, which may be referred to as Shelf/ Regimer
Card Coupling

3 Cheoking the accemston number in the shelf register card,
which may be referred to as Sheif Register Card Checking
and

8 Transmitting the coupled cards to the Malatentncs Section,
‘which may be referred to as Coupled Cardr Trasmitting

25274 Card Inserting Work
2527 4.5 Card Inserting Work refating to tho Technioal Section
conwty of the following weakly job

1 Insexting the catalogue cards tn the publio catatogne cabinet,
‘which may be referred to a3 Card Inserting

2527 48 Card Imerting Work relating to tha Technioal Section
to consists of the following smnual jobs

1 Redistriboting the cards in the cabinet, so st to eliminats
coagestion in the trays, which may be referred to as Cabimet
and

Eardyg
2 Making the necesary alterations in the guide cards, which
may bo refared to as Guide Card Changing

2527 5 Slip Inserting Work
2527:5:5 Slips Insecting Work relating to the Toohnioal Seotion
is to conwst of the following weekly jobs
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1 Sorting and arranging the slips in the proper sequance, which
may bo refetred to es Slipr Arranging  and

2 TInserting tho slips in tho appropriate cabinmts in the proper
sequence, which may bo referred to s Stips frerttng

252758 The Slips Inserting Work relating to the Technical
Section I to constst of annual jobs mmilar to the ammual jobs of
the Card Inserting Work (seo 2527 4 8)

253 Routime
2531 CLASSIFICATION
2531 1 Prelimtnary Work

2531 15 Peekly joba
2531 1 54 TALLYING
Ax soon es the volumes and the accession cards mrrive from
the Accession Section on tho appointed day of the weck, tally the
volumes and the accexnion cards rapidly  If there 1s any discre-
puncy got it settled with tho Accosston Section.

2531 155 PRELDANARY SoxTmNG

As soon as (be tallying 1 over sort tho volumes rapidly by their
main clawes. Unkes the book s of a very cfusive nature tho roain
clam can bo resdily fixed by a perusal of the title and the contonts
pago and, if necessary by turming through the pages rapidly
‘While sorting, placs on the title page of cach volumo & Proces
SHp
Defirdtion. By a Process Slip » meant a glip $” <3 —cven a
wasto allp with ops blank sids will do On this alip the various
notes indicated in the succeeding routines will have to be noted
by the clasufier for tho gud of the log Ultlmately
thess process siips will have to bo wed for preparing the monthly

of to the cladfication cods and the cata
Joguing code, and destroyed thereafter
Draw & vertical hno dividing the kagth of the slip exactly Into
mpa:mkm!hamhndddaformdngmnrm
Divde the right hand half into threo compartments by two hork
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rontal lines. Use the first compariment to indicate class index
entries, ot requiring consolidation, ths tecond to Indlcate cross
referencoe index enteres, and tho thicd to indicats such of tho serks
index cntries ot other book index entries or main entrles or claw
index entoes, as require comsolidatlon of cards.?*

2531.2 Call Numbering Work

250125 Weekly Jobs
2531.2:51 NomuL Vounrs Carr Nusetamo
As 100n a3 the sorting s over decide the class number of the
volumes one by one. If any volume o elesive and requires detalled
stody ot appears to call for the creation of & now class either by
nterpolation ot by one of the Devices,*” put it aside tempovarily
in the group of deferred volumes. In the case of the normal volnmes,
fix the call number and write it on the leading lino of ths process

Chapter 28 ) Examimo the main slips representing the books already
in the libeary haying the same ultimate class as the book on hand
snd seo if tho asxgning of tho class number s consistent with the
old piscings. At the same time, if there bs already any catalogoe
sFp with the same ultimate class and ths same book number as the
volume on hand 2dd the appropeiate digit as the accemion part®™
of the book number

1f thero Is any lack of contistency it i botter to bring the related
books and compare them with the volume on hand and decida
tho class rumber

As 5001 28 you arrive at the most satisfactory Call Number for
the book, writo the call number along with the Collsction Number
ifany at the verso of the thlo page, just half an inch below its contral
Tine, or if that placo happens to be printed ovar put it as near that
placo a3 possible. If the book has no titl page, writo his mmber
at the top of ths first page, loaving space for at least two lnes be~
tween the top edge of the book and tho call number

Fill up the process alip as fully as pordblo.

As tho call numbering of the noemal volumes proceeds, pass
them on by instalments to the catalogmer through the reviser

Romember that all the books brought for permsmg thoaold be

245



2531.2.51 LIBRARY ADMINISTRATION

returned promptly to the replacing shelfl Otherwise, you may be
probahly depriving some resder of the use of those books,

2531.2.52 DEFRRRED VOLUMES CALL NUMRERING

After the Call Numbering has been done for all the normal
volumes, stody the deforred volumes Make up your mind as to
the best way of placing them. If you are satisfied wnth your placing
of any soch volume, proceed wath it further as for normal volumes.

erun:mbcrwnd.dnnmuinmopmculdipnhawingtha
peculinritms of the volume to which the special attention of the
librartan should bo drawn when the final reviewing work is dons
by hm (seo rule 2537:2 51) In soch cases, the consultation
with the Hbrarian stands postponed to the stags of finally reviewing
the classfication and cataloguing work

2531.2 53 CLASHAICATION COMSULTING
If, however you are not satisfied with your placing, or if you
think that a new class is to be opened elther by interpolation or by
the ald of any derice, tako all such volumes to the Hbearian at the
appointed hour an the appointed day of the weck Discss them
with hm before procecding further

2531.2,54 DorRcuLT YOLUME CALL NUMBERING
After tho discoslon with the libractan is over proceed to give
them call numbers, 1n the light of the declnon amved at with the
libranan, in the same manner as for normal volumes. But remamber
to wnite out, in the proper place m the process wlip the new classes
opened, if any If any new ruls Is framed, noto it in the monthly
statement.

2531.2 58 Sources NotNG

If you havo to make use of any tource, outside tho volume
clasified and ontside the common reference books, in flring the
clase number or the book number of the volume, note down in
573 dlip, the call number of the volume m tho leading line,
the call number of the source in the sccond line, the heading of
the source in the third line, its short titke in the fourth line and
the exact pago referencs in tho last line. Filo all such tourco slipe
then and there in the Source Stps Tray in a classified sequence.
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The time spent In writing and fling such source ships is well spent.
It will save in the futore many difficulties and moch time in refer
ring to the sourve. It {s our experience that a neglect of this appa
rently trivial detall would fead In the lomg run to much waste of
thme and i oven to b i jn classificstion and
cataloguing work.

2531.2.56 New Crasics NomiNo

On the appolnted day of the weck, immediately after the process
slips are removed from the volumes, but just before handing the
volumes over to the Maintenance Section, take out all the process
«lips in which new classcs arc entered and note down in pencil all
the new clases in your interleaved copy of the clamification code.
Similarly note down afl the amendments to the cataloguing rules
in your Interlemved copy of the cataloguing code.

Filo all such process slips for uso In the prepamation of the
monthly of to the classiil codo and
ths cataloguing code. All the other process slips may be destroyed
{mmediately

2531 4 Detection Work

2531 4 ) Imomediate jobs
2531 4 14 DsTECTION NOTIFYING

In the oourse of the Clasification Work, bo as vigilant as possible
to dotzot any postiblo umntended doplication of volumes. As soon
a3 you spot oat such a dupliation, take the book and the related
accesslon card to tho Accession Section snd explam the matter to
that section. Leavo the volome and the card, if necestary in thelr
hands and proceed with your work. Do similardy if you happen to
detect any defect in the yolumes,

2531 8 Checking Work

25318.5 Weekly Jobs

2531 8:51 Carr Nmaoer Croxma
The revuser should check the call numbers atdgned by
clantfir to the volumes, before they resch the catalogoee
i any mate befors the catalogoer writes oot the call

2 F
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in the different cards.

To climinate unnecessary waste of time on the part of the cata-
loguer it may bo a good policy for the catalogner to write out the
éatalogne cards without the call number until the reviser hay made
sufficient progress with his work, and to come back to such cards
and fill in the coll numbers after the revisng work is over

If the reviser does not agres with the placing of any volume,
bo should duscuss it with the classdfier If an agreement cannot
be arrived at between them, the matter should be referred to the
librapan,

2531 8.52 Cross REFERENCE CHECXING
Tho reviser should check the correctness of the clats number to
which cross reference is mado, the appropristencss of the cross
referenco in the light of the policy and praches of the Hbrary and
the accuracy of the reference.

2531 8.53 NEw Pracwos CEECxiNG

The reviser should pay special attention to the new clasmes
opened ether in consultation with the Hbrarian or independently
by the classifier  All such new placings ahould be critically exanined
with tho aid of the related sourco slips and in the light of all the
mnemonic and other features of the damification code. If you do
not agree, discuys it with the clasofier If there Is any difference of
opinion, it must boe referred to the librarian,

2532 CATALOGUING
2532 1 Preliminary Work

2532 1.5 Weekly jobs
2532 1.51 SoxtméG
As the casified volumes arrive from the dsssifler through the
revisor sort them ont according to their cataloguing dufficmlties.
It i pomihle to recognie tho following groups for this
purpose

1 Volumes winch aro in familiar langnages snd whoso process
slps do not indicato consolidation of cards, which may be
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refested to as Fresh Cardt Group
2 Volumes which are in familiar languages and whose process
slips indicate consolidation of cards, and perlodical publica
tions, which may be referred to as Comsolidation Growp
3 Volumes in unfamilur languages which do not require conso-
Iidation, which may be refecred to a3 Lingrdrtie Fresh Card
Grop
4 Volumes in unfamiliar langnages, which require comoldation,
which may be referred to as Linguistle Consolidation Group
and
Valumes which present muusual cataloguing peculiarities end
which would probably invotve amendments to the cataloguing
code, which may be referred to as Refroctory Grosp

Apart from the volumes themaclves, the process elips will indicats
definitely the cascs of consolidation. The necessary information
will be found in tie [owest compartment in the right half of the
procens olip

It will bo convenlent to deal with the volumes in thess groups
ong after another in tho sequence given. But, if so Indined, cata

loguers may by way of variation, choose & few volumes alternately
from these groupe

25322 Fresh Card Writing Work

25322 5 Weskly jobs
25322.51 MAIN Caxp WRITING

First write the main card in accordance with the rules of the
Catalogoe Code.

2532.2.52 Croms REFmreNcE CARDS WRITING

‘Write ont & cross referenee card for each ono of the cross refersnco
entrles indicated m the process slip,

2532.2.53 Dioex Canné WRITING
‘Writs out the ndex card for cach one of the headinga In sccor
danco with the Catalogue Code, except that a fresh card ks not to
be written, if the headmg has been indreated fn the process olip, as
ope requirmg consolldation of cards.®*
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2532.2.54 Back aF MAN Caxp Wrnmvo
Arrange the cross referenco cards in & clarsified seqoence and
the index cards according to the type of the cntry
Copy on the back of the mam card the cross refereaces in the
tasafied and the hesdings of the index cards in the proper
part in sccordance with the Catalogoe Code.®

2532.2.58 SprLr REGBTER CaRD WRITDNG
Wnte out the shelf register card for eech volume.
Tt by desirable that po deviation should be mado from the principla,
one card, one volume™ in wrating out the ahelf reghster cards,
All the cards written for & volume are to be placed aloag with the
process ship an the titlo pags and the volumes are thercafter to be
transmitied to the reviser m instalments.

2532.3 Cards Consolidation Work

253235 Weekly jobs
2532351 CorsoUDATION CARDS PiexiNG
With the axd of the process slips found in the volumss of the
comalidation group, plck ount from the publio catalogoo the cards
in which consoldation work Is to be done. Arrange such cards
in socoessive groups, all the cards relating to the same volume
foroung & gronp.

2532.3.53 CONSOLIDATING
Having written out the fresh cards necessary for each volume,
write out the consobdated entrics or make the necassary altcrations
m tho already exmsting cards, as the cass may bo, in accordance
with the rules of the Catalogue Code. As the work with a volume
gets completed, pes it on to the reviser in the usual way with the
cards and the process slip placed on the titls paga.

2532 4 Refractory Cases Work

2532 4 5 Weekly jobs
2532 4,51 Rerracyomy Cases CONSULTIRG o o
Study tho peculisrities about cach of the volumes
; group, Make up your mind as to the best way of doaling
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with them and as to the amendments to the Catalogue Code, if
any which they supgest. Then, take them to the librarlan and
discuss them with him. After getting his final declsion, write out
ihe necessary catalogue cards and pass them on with the boola to
the reviser In ths oyual way

2532 4.55 Sources Nomva
I the data for cataloguing had been taken {rom any sourcs
outtido the book—this is likely to happen frequently in the case of
publications—prepare & source slip as [ndicated ir role
2531.2.55 and flle it in the sourco slips tray

2532 4.56 Aun@MERTS NOTING
If any amendments 1o the Catslogne Codo aro arrived at in the
courw of the week, note down sll such amendments in your inter
leaved copy of the Catalogoe Code. Put them also In the monthly
statement of amendmenty.

2532 5 Checking Work

2532.55 Weekly fola
2532.5.52 Farm Canps CRECKING
As the catalogned volumes are reccived from tho cataloguer
the revieer Is to check each of the cards on the titls page of each
volume. Hs is to pay special attention to the accurecy of the
work—m the call number in punctuation, In the use of cupitals,
and with regard to strict conformity to the Catalogne Code. He
8 ah1o to examin if all the cards indscated in the process slip have

‘been written out. He i also to tally the notes on the back of the
main card with the other cards.

2532.5.53 CorsounATED Carps CHECKING
If the volume contains amy comolidaied oerd, ths roviser bs 1o
cxxming with care if the comalidation work has been done in the
Proper style in accordance with tho Catalogwe Coda.

25325 56 AuFHOWENTL CHECKING
If any eard discloss any doviation from the Camlogne Cods,
the reviser thould examine if # had becn dooe deliberately on
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sccotnt of the refractory nature of the votume and i to he
should examine crrtically each amendment to the rule and tatsfy
humneclf 1f the amendment is properly worded, If 1t b not in conftict.
with any of the existing rules and if it is in conformity with the
mnemonls features and the general spitt of the Catalogue Code.
If hs feels any doubt in the case of any of the amendments, ho should
discum it with the cataloguer and if difference of opinfon persista
oven after the dicusion, be should refer the mattee to the librarian.

As the checking work progresses, the checked volumes should be
passed on to the typrst m instalments for the typing work.

2532 6 Typing Work

2532-6.5 Weeklp fobs
2532 6 51 Faexm Sues TYra

suggested for ordinary libranes—of typescript copies of all the
fresh cards except the shelf reghster cards In the case of the maln
ap remember to typo the acceasion number of tho volume at the
bottom line, taking the mccosaon number from the back of the title
page of the volumes, a3 the scocssion number will not be found at
this stage in esther the mam card or the shelf register card. It will
be put in only at a later stage (sco ruls 2533 1.51).

Subsidiary Rule of the Modras University Library
I any volume b fn any language other than the favoured
language and further if it 1s norther & periodical publication nor
a book belonging to the claws “literatore™ type out an extre copy
of the mam card with ths nams of the language of the votome typed
and underlined near the nght hand top comer
Such slips are grouped by langrages and the slips in each language
are arranged in & clasnfled soqoence.
Thbisfcrundtobcvcrymuwnkmtnnwhlnzthnbuﬂdmgup
of the resources of the library in the different langnages and parth-
colarly In ction with the fon work with the experts
ut the book sclection ttage.
Ithubwnfmdmnmkmlohxmmcwmlo:undh:in
plecos of four Let v refer to cach unit of four as a shect. As
the typing of tho slips is over the sheet should not bo cut fnto slips.
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The work of tho reviser will bo greatly facilitated if the sheets are
Ieft a3 they are on the tltlo pagss of the related volumss, unless &
sheet rolafes to moro than ons volume, In which caso it must bo
suitably cut.

2532-6.52 CorsoLIDATION Suirs Prezmvo
As 1001 as the fresh dlips typing is over for each consolidated
card, as indientzd in the process slips, pick out the related slips of

the first a3 well as the second imprenion and place them in the
Cansolldated Slips Bax.

2531 6.53 Scrs CONSOUDATING
Take tho allps in the Consolidated Slips Box, carry out the
necessary alterations and plece the slips back in the Consolidated
Slips Bax and put the box by the tlde of tho yolumes.

2532-6:56 Surs CArcKING

The reviser i3 to compare the fresh slips typed and alio the
consoldatod sips with the related cards aod carry out all the
mnwﬂmﬂchnlmmvmfyﬂnwwdmnummtypedm
the mam slips with refe to the bers written
at the back of the title pages of the volumes.

After tho checking and tho necestary corrections are over hs
shonld cut the catalogue sheets 1nto slips and, without separating
the it impremion and tho sccond impresdon shps from ope

armangs the slips 1n two colkechions. The first collection
it to contain all tho main slips, cross reference alips and language
slipe. Tho second collection m to contain all the index sips, In
cach collection, the slips relating to & yolume are to be kept together
The two collections aro to be put in the Unsorted Slips Box.

2533 PREPARATION OF THE VOLUMES
2533 1 Card Numbering Work
2533 1.5 Weekly jobs

2533 1.51 Accawox Nowsms Notowa

As 5000 #3 the lips checking Is over prooeed with each volume
as follows
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Write out in the main card and the shelf regster card the
accessdon mumber of the volume, taking the sccession mumber from
the back of the utle pags of the volume,

2533 1.52 CarL Nowper NotNG

Note the call number of the yolume In its accession card, taking
the call number from the back of the title page of the volume.
After the call number is noted in the accesmon ocard, put it back
10 1ts place and turn it through a right angls in 1ts own plane In the
clockwiso direction.

Then take ot the bunch of cards on the title page of the yolums
and put it in the Unsorted Cards Box. The bunches for the sncrces-
gve volumes aro to be pat in successtve sequencos.

After the call number noting 13 done for all the volumes, examine
if any accession curd t lying in the box, withomt being turned
through a right angle. If thero bt any soch card, it means that the
volums relating to it has not been dealt with, Tracs out that volume,
do the neodful for 1t and bring it up to this stage.

2533 1.56 Boox TiCKET
Then, prepare & book ticket for the volume, taking ths call mumber
from the back of the title page and the short heading and the short
title from the appropriate book index card, Fik all soch book
tickots in & clasufied sequence in the book tickets tray
At this stage pass on ths volumes in instalments to the peon
entrosted with the preparation work.

25332 Preparation Work

2533.2.5 Weekly fobs
Note In the case of the volimes whick are proposed to be sent
10 the binder siraightaway before being mode grallable for use mo
Job of this work other than suamplag need be done at this staye

2533.2.51 Currza OPEN
Take each volume and cut open the pages. Remember that
in certaln formats, the botiom edge may have to bo cut open.
After all the sheets aro cut open, caso the back of the volume by
opcnlngitwm:whcminlhnmlddbundplwnghonnﬁuhbh
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and gently running your thumb from the top to the bottom along
the inner margin and then working your way to the two covers,
turhing a few kaves at o timo and dimilarly pressing. As the gluo
at the back of the volume Is likely to have hardened, this casing
work ht to be dons in a very carcful and gentle wny so that the back
of the book docs pot break.

The cuiting open thould be dons only with a cutting bone. The
temptation to use the finger or a pencl for this job should be strictly
resisted. Soch a prectics will lend clther to the Wucrng of the
edge ot to the sheets being torn irregularly sometimes even aflecting
the printed matter It goes without saying that this cutting open
work should be domo for every sheet withont exception as other
wise it is Hkely to be cut open carelessly by the reader who comes
acroes . It may slso happen that this discovery iy mads by the
reader some years later The impression, prodoced by finding &
book not cut in n library for years, is damaging to the reputation
of the ey in scvecsl ways

2533.2.52 STAMPTNG

As 1000 as the cutting open {3 over put the library stamp In the
conventiopal places in the book.

Each Hbrary s to develop a convention for stamping. One
‘ponible convartion s this  The t0p of the verso of tho titls page,
the top of the first chapter or introduction, a3 the case may be, tho
bottom of tho Iast pags of the text, the bottom of the laxt pags of
the volume, the bottom of the last page of the first chapter which
ends after the middie of the volume, each plate, map and any other
sheet not inciuded m paginaton. In all cases, particular cace thould
be taken to sce that the Hbrary stamp does not fall upon any peinted
matler Again, the stamp thould be pot in proper alignment.

Patting 1t fn a slovenly and ganting position prodoces & Jarring
effect on the mind

2533.2.53 Tacama
After the sixmping is over stick up a tag on the back of tho
volume. If there b a jacket, 1t thould be removed temporsrily for
this purposo and replaced after the tagging is over The tag thould
'bo applied exactly ono inch above the bottom of the book. It will
be convenlent to have & picos of metal, kalf an inch wide and bent
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at nght angles with each of the arms exactly one inch long, to mark
out the poaition for applying the tag.

I the votumo 15 100 thin to have the tag on its back, fix it on ths
{ront cover close to the back and adjacent to the pasition it ahonld
bave had on the back.

2533.2.85 Pocxer Fong
If book pocket is in uss, fix it near nght hand bottom corner of
the inude of the frant cover of the volume.

2533.2.56 DATE LaMming

Fix the date label to the volume. The dato label s to be gummed
only along the keft cdge and fxed on the very first page after the cover
whether that page Is am end paper or the half title page o the titlo
page or s it ocoaslonally happens m the case of [ndian books, the
contents page or the first page of the text. Care must be taken to
fix the dato label so that its edges aro exactly parnllel to the edges
of the volume. Again, if the nize of the date label is smaller than
the size of the volume, the date Iabel should be flxed symmstri-
cally except that the pasting dons should bo only along the left
edge of the page If the sizs of the date label i bigger than that
of the votume, the date label should be reduced to the size of the

page.

The jobs involved in the preparation work may perhaps be best
dono one after the other As soon as all the jobs aro over tho
volumes ave to be passad on to the pext stags, viz volumes number
mg work.

2533 3 Volumes Numbering Work
Note It will be compenlent 10 toke the call numbers and the

numbers from the bock of the title page as it imvolres turning
through the pages, carrying the mmbers in one’s head during this
process.  Remember 10 copy the sequence symbols also

2533 3.5 Weekly jobs
2533.3:51 Jacker NUMBERING
If tho volumo has @ Jacket, witte the call number In ink oa the
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Jacket at & plece corresponding approximately to the position
of the tag, or s near it as pomible, if that position i not
blank. If the colour of the jecket does not admit of writlng
with black Ink ise red Ink or pasto & tag on the facket and
writs oa it.

The presence of the facket on tho book has got a pleasing efect.
Ono feels 1iko reading a now book, only 1f the book has a jacket on.
Of course, the jacket will wear out alter the boak passes through
the hands of balf & doren readers. But, till then, the jacket will sct
as & symbol of freshnen in the minds of the readery. Further when
the books come to the shelf the prestnes of the jacket Is In many
cases an fodex that it fs & recent addition and tho Reference Section
finds it a good help in spotting out new additions for helping the
readery. That fa why the labous of writing the call nomber on this

Jacket Is advocated. Tho jacket may also be preserved
by covering It with a transparent material.

2533.3:52 Iratnx Nowmerma
‘Writs in pencil the sccession number and the call number on &
canventional page somewhere in the fntide of the volume.
A oconvenlent convention may be as follows

1 The end of that chapier which cnds esclicst afier the
fiftweth page, provided it is not the layt page of the
volume
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2533.3.56 DATE LAREL NUMBERING
Write out in 1nk the acocssion number and the call number in

the appropriate places m the date label,
2533 8 Prepared Volumes Arranging Work

2533 8.5 Weekly jobs
2533 8.51 SomtmnvG
As 1001 a3 the volumes numbering work is over sort the prepared
volumes by therr collections. The sequence to which a grven volume
belongs will be indicated by the presence of an appropelate conven-
tional symbol in amocation with call number (see Introdoction to
Chapter 28 for the meaming and significance of fthe word collection)
Remember to form a soparate collection of all tho yolumes that aro
to be sent straight away to the inder before being made available
for public use.
Take away all the process slips from the volumes snd put them
m the process slipa box in the clasmfied sequence, ignoring the
collection number

2533.8.52 ARRANGING
Arrange the volumes i1n each collection by their call mumbers.
Tho volumes will be in this sequence mtll the Maintenance Section
takes charge of them.

2533 8.56 Boox TicxrT Dmrosivg

Insert the appeopriate bock trekets o the boak pockets of the
different volumes. Immediately after the inserbon, compare the
acoeasion mumber and the call number in the book ticket with ths
accession number and the call number in the date labed, or if thero
i3 no date labe] with that on the back of the title page. If however
a book ticket 18 not found 10 & boak, 1t would mean that ths book
11 to be sent to the bindery before being sent to the shell Insart
the book cards of such books in the Binding Sequence Book Tickets
Trap m the clasmfied sequence  These book tickets will be trans-
ferred to the Maintenance Section and the Maintenance Section
will insert them In the book pockets of the related volumes, when
the volumes como back from the bindery
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2534 CORRECTION OF CALL NUMBERS AND
CATALOGUE ENTRIES

2534 1 Preliminary Work

2534 1.5 Weekly jobs
2534 1:51 MAINTENANCE SECTION NOTIFYING
On the appolnted day of the woek, collect all the volumes whose
all pumbers and catslogue entnes require to be corrected In the
coitrse of the week., Pface the volumes on the shelf register cabinet,
a3 the last pleco of work in the day

4534 1.52 CoarecTioN YOLUMES ACCEFTING
On the next day by about 12 noon, the Maintenance Scotion
would heve trunsfecred the chelf regter cards of the selected books
from their normal places to the correction collection. On getting
frtimation from the M Seotjon that this routine is aver
take chargo of the valumes from the Maintenance Section

1534 1.53 Mam Caxp Picaro
For each of the volumes brought up for correction, pick out the main
card from the publio catalogue cabinet and also the first impression
main slip from the classifier’s set of the catalogre.  Couple tho main
card and the main sip of cach volumo and place all such coupded
cards and ships in the Correction Box in the clasufled seqoence,

2534.2 Reclassification Work

2534.2.5 Weekly jobr

25342 51 CaL Numpmy Revesmeo
Take out each volume and after & carcful pernsal of tho wame,
If it b necessary to alter the call number make the alterwibon In

the call nomber written on tho beck of the ttle page. Do liks this
for each of the volumes.

2534.2.52 New CalL Nuwmex CHECKING
Aﬁnlﬂthcvotmnuh-nb:mruﬂ.udﬂcduruthcymbc[ng

dfied, h et the now call pombers
dtahdbynomeoth:rmr_mba
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25342.53 MAN Carp CORRECTING
After the checking of the new call number i3 over carry out the
corrections in the main card and the main slip of each volome.
As 200n as this is over rearrangs the coupled mam cards and slips
in the clasiified scquencs according to the new call numbers.

2534.2.58 ComBECTED VOLUMES TRANMITTING
As s00n 23 the revislon of the call number is over fill up tha
correction disry and transmst the volumes to the Maintenance
Section. Enter in the Trarsmisnion Regster the number of volumes
o trammitted and, a1 soon & {t comes back, examine if it has
received the imitiaks of the head of the Mmntenance Section in
token of hn having received the volumes.

2534 3 First Impression Slips Work

2534 3.5 Weekly jobs
25343 51 Fmst IMPRERION SUPs PicxanG
With the aid of the catries on the back of the main card, pxck outalf
the first impresyion shpe other than the main ones, relating to each
of the corrected volumes.  All the alips relating to a volums are to
be kept together behind the main card, in the Slpr Correctlon Box.

3534.3.52 Foust Dvrmesmon Suirs CORRECTING
Carry out all the necessary corrections in the finst impression stips.

7534 353 Foar harsesuon Surs Axkanaiiag
Collect together all the first impression slips including the maln
alips. Sort them and arrange them in the proper sequence io the
main slips and the cross reference slips in, the clanified sequence
and the index alipt m the alphabetio sequence.

2534 4 Correction Completing Work

2534 4.5 Weekly jobs
2534 4.51 Caxpy CORRECTING
“Take the Slips Corcection Box to tho publio cataloguo cabinet
mdwommmummmmmm;mm
mp,mthnsupcarecunnm
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2534 4.52 Scconp IdperznoN Surs Corererivg
Take tho Slips Correction Box to the second Impression slips
cabinet and carry out the correctioms in the sccond impresuon
slips corresponding to the stips m the Slips Correction Box.

2534 4.53 Lanouagr. Surrs Comrrermig
Take the Slips Correction Box to the language slips cablioet and
carry out the corrections in the language slips relating 1o tho main
slips in the Slips Correction Box.

2534 5 Relnsertion Work

2534 5.5 Weckly jobs
2534.5.51 MAIN CarDt REDGERTING
After all the correothons are over reinsert all the corrected main
cards in the classified pert of the public catalogue cabinct in their
proper places.

2534.5.52 Fiear IMPREXTON SLIPS RONSERTING
After the main cards arc reinserted, reinsert all the carrected

fost impression slips in their proper piaces fn the first impression
slips cabunet.

2535 BouomnGg

2535.5 WBeekly fob
253551 CarL Nusmer Exasonmva

Examine cach of the volumes picked out by the Maintenance
Section for bindmg 1 the courte of the week and trantmitted to
the Technical Section for scrutimy of call number Verify the call
number in aocordance with the routine sct down under “2531.2
Call Numbering Work™ If there is need for correction, go throngh
all tho routines sct down inder 2534 Correction of Call Numbers
and Catalogne Entries™

25356 Monthly fobs
2535 62 BoiNG SLIP PREPARING
For cach volums awaiting to be bound, prepare & binding slip.
P down in soccession the different items to be tockd on the back
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the book, viz the short title, the surname of the author ot other head
ing, the volume number in the case of multtvolumed books, the vol-
ume number and the year in the case of perlodical publications, and
tho call number  Placo the slips in sequenco in the Binding Slips Box.

2535 65 BNDING BOOKS TRANIMITTING
On the appointed day of the month, transmit ths volumes and the
binding slips to the Binding Section.

2536 CLASSIFICATION AND CATALOGUE CoDES

2536.5 Weekly jobs
2536.51 CopE CoxRecTING
On tho appointed day of the weck, with tho help of the procsss
alips m the Process Slips Box (see routine 2533 8.51) venfy the
alterations, mado 1n tho Classification and Catalogue Codes in the
interieaved copies of your sectlon and carry out the corrections, in
pencil, in the interleaved copies of the libmnan.

2536 52 MONTHLY AMENDMENT STATEMENT FiLLing
Make a list of all such amendments in the book of monthly state
nwnt of corrections.

25366 Monthly jobs
2336 63 Cope CorzECTIONY TRANSMITTING
Transmit the moathly statement of corrections 1o the Staff
Coundl both for ducustion and for the Information of the other
Scctions. After the meoting of the Staff Coundl hand over the
monthly statement to tho Sceretary of the Staff Councll, who will
circulate it to the concermed sections for incorporation in tho
interieaved copias of the respective Sections.

2537 CATALOGUE CABINET
2537 1 Sorting Work
2537 1.5 Weekly jobs

2537 1.51 CATALOGUE CARDS SORTING
Take out all the catalogue cards in the Unsorted Cards Box
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and sort and armangs them in sccordancs with the rules bearing
on the sobject.”™ Remember that no sccount peed bo taken of
the collection numbers in this sorting. Place the sorted cards In the
arranged sequence In the Sorted Cards Box.

2537 1.52 SHILF Rronmrx CANDS ARRANGING
Arrungs the shelf register cards In the Unsorted Cards Box fn the
clapified sequence overiooking the cotlection numbers if sy

2537 153 Accestion Nuaosr TALLYING

Take each one of the theif register cards In the proper tequence
Cormpare the sccestion number written on it with the accession
number written on the related mafn card. If there bs any discrepancy
get 1t 3et right by & reference to the back of the tidle page of the
related volume, After tallying the scceslon mumbeny, fils the shedf
register cards in the classified sequence In the Sorted Cards Box
behind o1l the catstogoe cerds.

2537 1:58 TeaacAL SecTioN CooNTING
As 3000 a1 tho accesfon nomber taltylng Is over count the
number of yolpmes extalogoed {n different subjects and the cards
written and post the figores in the diznes concernad.

2537.2  Reviewing Work

253725 Weekly jobs
2537.2:51 CATALOGDE CaARDS Dicussmig
Take the Sorted Cards Box and the Process Slips Box to the

cither mentalty or if they are too msny or too difffoult, ln the
related process ahips,

+5372:52 ComzecTion: Carryivg QUT
After the dbscomdon with the Libearlen is over carry
correotions, mrived at in the course of the dhcoenan,
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necessary places examine i particnlar whether any of the following
require correction—back of the title pege, the Interior of the book,
the date label, the tag, the jacket, the shelf register card, the acces
slon card, the book card and the different catalogue cacds. It is
not meant that a correction will necessarily arise m all these cases.
Ono shonld remember theso cases and satisfy onsself whether any
of them require correchon or not.

25372 55 SUGGEITION TRANIMITTING

In the dicusion with tho libraman, various points may ariss
affecting the othar Sections, e.g. the Book Selection Section may
haye 1o be asked to take steps to scqure some related volomes,
such as thoss belongmg to & multivolumed seties or a publisher’s
series or oven independent volumes. The Perlodscal Publication
Sectlon may have to be advised about the idiosyncrasies of the
periodical publicanans. The Accesson Sectlon may have to be
advised about specaal points in sccessioning work. The attention
of the Refarence Section may have to be invited to certain volnmes.
The Bmding Section may have to be given ceriain specaal instructions,

Transmit all such soggestions to the Sections concerned, orally
or in wnting, according to tho nature of the suggration.

2537 3 Accesston Cards Transmitting Work

2537.3 5 Weekly fobs
2537 3 51 SHELF Reanmex Carns CoorLNG
After the final reviewing work is over pass the Catalogue Cards
Bax on to the next stage, namely Card Inserting Work, after re
moving all the shelf register cards from it Couplo each shelf
Tegister card, with its related acceswon card, placng tho  shell
register card behind the accesuion card.

2537 3.53 Saerr Reastex CARD CHECKING
‘While coupling the shelf register card with the accesxion card,
mnyunmonnumbuinum:hnumnumdmmmtlntbo
accestion card. If they do pot agree, refer o the relsted volame
and make the necessary corrections in the shelfl register card or
u:emnﬂonurd,uthnc-nmaybo.mdmnﬂmnhotha
accession number m the related main card and if ft requires
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any corroction, carry it oot
Aflter the | t

are iled, arrange the coupled
sccemlon cards and shell register cards o tho sequence of the
L bers In the Tr flon Box.

2537.3.58 CourLep CARDS TRANTMITIING

After the checking of the shelf register cards is over examino
if each accession card has a shelf register card coupled with it.
‘While domg s0, examine aho if the accession cards are all there in
the proper sequence, from tho first to the last number doo to be in
the batch, If thero & any discrepancy Investigate and set it right.
Then, hand over the Transmbssion Box containing tho coupled cards
to the head of ths Maintenance Section.

2537 4 Cards Inserting Work

2537 4.5 Weekly job
2537 451 CaxD INSERTING

Taks the Sorted Cards Box, which will now coptain only tha
catalogne cards, to the catalogue cabinet. Insert the cards in the
proper places in the cabinet.

If 1 tho course of Insertion any discrepancy is beonght to notice,
gt it set nght Hero are some of the types of discrepancies that
may be discovered

1 Two mein cards may have cxactly the samo call number in
that case the book number will have to be amplified or corrected
in the eccesdon part of the book number in the new main card and
the conseqoential altermtion mede in all necesary places.

2 A class index card o a cross reference index card may happen
to be & mere duplicate of an alreedy existing card in that case, the
pew card may have to be discarded.

3 A clac Index card or a book index card may be anch that it
can bo consolidated with an already existing card in that case, the
necessary consolidation may have to be mede.

2537 4 8 Arwwal jobs
2537-4.81 Camnier Eazivag
Perjodically—say once in & yoear—examine whether there is too
mooh congestion in any of the trays of the public cataloguo oabinet,
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If there 1s, redistribute the cards allowing sufficient space in cach
tray for at least a year's growth. In distributing the cards, it will be
convenlent, if ay far as practicabls, cach tray 13 made to contan &
definite sct of cards, say a particular class or a particular
alphabet and 80 on. In other words, do not split between two
consecutive trays a set of cards which are more conveniently
kept togother

When such redistribution takes place, remember to changs the
tray labele appropriately There can be nothing more annoying
than a tray being adarned by an old label, which no lonper describes
correctly tho contents of tho tray

2537 4 8 Qume Carp CHANGING
It will bo a good practice to review the guide cards in the public
catalogne cabinet once in & year New guldo cards might be neces-
sary ar experfence might have thown that the existing guide cards
require to bo changed.

2537 5 Slip Inserting Work

2537.5.5 Weekly jobs

2537 5 51 SLirs ARRANGING
Take out all the slips lying in tho Umarted Slips Box without
scparating the slips of tho first impression from those of the
sccond imprestion. In other words, treat the two slips together
as one unit. Arrango them in the proper scquence, After the
armangement I3 over take out all the sccond impresion slips
mnd arrange them separatcly in the samo sequenco a3 the finst
impression slipe.

2537.5.52 Surs DaERTING
Insert the flrst tmpression slips in the first impresslon cabinet,
Le tho cabinet of the Technical Section. Insert abio the sccond
mpresmon slips 1n the second impeesslon cabinet, 1o the cablact
of the Hbranan, Remember all the points mentloned under toutine
2537 4.51 while inserting the ships.

2537:5 8 Annual fobs
Carry out for the first impresion cabioct and for the
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tecond impression cabinet all the routines mentioned under
25374 81

Ellminsticn of Waste

2541 ORGANISATION

If the tumover in the section demands the assignment of several
members to It, It may be an advantags to specialise them In different
ey of work such as clamification, catalogulng, typing the
catalogue slips, preparing the volumes for public use and revision.
In Iarge Hbearkes whero severnl members are assigned to each of
these {tems of work, it may be an advantage to have the different
classifiers speciallss in different subjects and the diffeyent cataloguers
specialls in different languages. The revising stall may be divided
{nto two groups, cus for revising the claslfication sad the other
for revismg the catalogue enteier. Tho memben of these two groups
shonld bo made to spocialise n the samo way as classifiers and
catalogoers,

2542 HEAD OF THE SECTION
Tho Hesd of the Secthon shoukl personally attend to all amend
oxents to the Clamification Codo and the Catalogue Code He
should also review the catalogoe cards every wesk He should
develop tho necessary flair to detect mistkes In clasvification as well
a1 usecurecy In cataloguing at sight.

2543 EYE FOR DETECTION OF MISTAKES
The call numbers and the acoession mumbers of each volume
have to bo wrrtten In many places—in the volumes, m the catalogue
cards, shef register cards and acoesnion cards. Absolute sccurecy
is neccmary fn copying them out. Bven the slightest mustake will
give much trouble at any moment Iater on. Hemce, the Head
of the Section shwmld develop a very keen cye to dotect
mistakes even of the slightest pature in the copying of call

2544 PUNCTUAL RELEASE OF BOOKS
1t must bo a matter of honour to the Technical Section to reloase
the publications for poblic use in strict conformity with the
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time-table. Occasionally elasive books may turn up. In such cases,
the Techmcal Section should put int he necemsary extra work and
strive to release tho volumes punctually at the appointed hour

2545 THREE DIARIES
The Technical Section 15 to maintain three dlarfes on & weekly
basis.

2546 VorumMes Diary
The first diary may be calied the Volumes Dizry Its columm
headings arc to be the symboh for the man drvisions of the classi
ficatron schemo used, or any modification of the same, and in sddl-
tion “Total number of volumes” In each week the number of
volumes finally dealt with by the sechon it to bo noted in this
diary

2547 TYPE OF CARDS DiaRY
The second diary may be called the Type of Cards Diry Its
headings aro to bo 1 shelf register cards, 2 mam cards, 3 cross
reference mun cards, 4 index cards, 5 cross referenco 1ndex cards,
6 total, 7 the number of perjodical publication cards consolidated,
8 the nomber of other cards consolidated, and 9 the total number
of cards consolidated.

2548 CORRBCTION DIARY
The third dury may be called the Correction Diary Its colomn
headings are to boe aimilar to those of the Volumes Diary
255 Correlatiom table
1 Book Selection Section
2537.2.55 Suggestion transmithng

2535 62 Binding etip preparing
25372 55 Suggestion tranymitting.

2531 1.54  Tallying
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2831 414
253562
2537255

2533255
2533.2:56

2531.2.55

2533.2:53
2533.3.51
2533 3.53
2533 85

2534 1.51
2534 1.2

2534.2:58
253562

2536:61

2535.62
2535:65
2537.2.55

253115
253125

2532 1.51
253225

TECHNICAL SECTION 256.5

Detection notifylng
Binding slip preparing
Sugeestion transmitling.

6 Circulation Section
Pocket fixing
Dats label numbering.

7 Reference Section
Suggestion transmitting.

8 AMaintenance Section
Tagging
Iacket numbering
‘Tag numbering
All the weekly jobs of prepared volumes arranging
work (Wednesday 4 Py
Shelf section notifylng
Correction volames accopting
Correoled yolumes tramsmitting (Wednesday 12 noon)
Binding wip preparing.

93 Staff Council
Code correatboms

995 Binding Section
Binding ullp preparing
Binding books transmitting
Suggestion transmitting.

256 5 Weekly jobs

Saturday
All the weekdy jobs of peeliminary work (Pedodical
publications, 12 noon)

All the weekly Jobs of call numbering work (Pododical
pablications)

(Books)
All the weekly jobs of fresh card writing work (Books)
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254 1.5
25342.5

2531 8.5
253225
25312 54

2532 4.51
2532 6.5

2532 6.5
253115

25123

253255

253265
253125

2531.2.54
253125
2533

2536 51
2537 1.5

2532 1.51
2532.2.5

2532.3.5
2533 8

2535.51
2531255

LIBRARY ADMINISTRATION

All the weekly Jobs of preliminary wock
All the weekiy jobs of reclassification work.

Sunday
All the weekly joby of checking work (Perjodical
puoblications)
All the weekly jobs of fresh oard writing work
(Books)
Difficult volumes call numbering
Refractory cases consnlting
All the weekly jobs of typing work.

Monday
All the weoekly Jobs of typing work
All the weekly jobs of prelminary work (Books,
S5pu)
All the weekly jobs of refractory cases work, except,
2532 4.51
All the weckly joba of checking work (Cataloguing)

Twesday
All the weekly jobs of typing work
All the woeekly Jobs of call numbening work (Books)
excopt
Dificalt valumes call numbering
All the weekly Jobs of roviowing work
All the items of work in the imvoived preparation
of the votumes for public use
Code correcting
All the weekly Jobs of sorting work.

Wednesrday
Sorting (Periodical publications)
All the weekly jobs of freth card writing work
(Periodscal publications)
All the weekly jobs of card consolidation work
Prepared volumes wrranging work (12 noon)
Call number
All the weekly jobs of call mumbenng work
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253735 Al the weekly jobs of sccesslon cards transmitting

work (11 AM)
2537451 Card inserting
25315 All the woekly jobs of slip Inserting work

Thwrsday
2531 8-S All the weekly jobs of checking work (Clanification)
253434 All the weekiy Jobs of first jmprenion slips work
2534 45 All the weekly jobs of correction completing work
253455 All the weekly Jobs of reinsertion work.

Monthly Jobs

Pemdtimate Tuesday
25356 Bmding books transmitting.

Laxt Wednesday
253661 Code correction
Annual fobs
June
253748  AI the annual jobs of card inserting work

July
2537:5.8  All the snnual Jobs of #fip inserting work:

257 Forms snd Registers

The Techmicel Section has no forms and regsters except the
catalogno cards. It fs a matter of opinion whetber the catalogne
carch and peds aro to bo considered merely as statlonery or as forma,
But as they are to be specially ruled, T am inclined to call thom
Tosta. The description of theso forme s given In books on cate
loguing. It ix cnough if we assign mumbers to them hore,

The white cards may be given the number C51

The crom refarcoes cards, oroally colowred, may be ghen the
number C32.

The guide cards may be ghren the mumber C33.

Tho catalogne ped may be ghven the mumber 851
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258 Flles
As this section has no ocorrespondenoe, it has no flles to kesp
except the files relating to #2591 Outward eaquiries” and *259:
Inward enquiries™ for which the details are almilar to the carrey
pondenes files in tho other sections.



Crarter 26
CIRCULATION SECTION
261 Plapmicg

2611 PARAMOUNT PURPOSE OF THE LIBRARY
In the Five kaws of library science,® It has been stated “That fn
Iibrarles books are colkectod for Use kept for Use and served for
‘k.mmmmmhlmmdm\mm—gmin;mm
trons from experts, lri hase or gift,
clanifying, cxtaloguing, n!tll'—n:;[n:dn[ shelving, charging and
discharging—sll theso are carricd on only For Use To (ulfil this
paramount mussion of the First Law to the fullest extent, the
Library Staff thould mot only remind themsclves of that mission
constantly not only acquire the scholarship and profesdonal
training necessary bt also develop certain attitudes and faterests
which are equally mdispentable.”

26111 CoNTACT WITH READERS
‘Whils thux a Hbrary caitts to get ths books msed by readers, It {s
only two Sections of the bcary sta(f that normally coms in contact
with the readem, viz the Reference Section and the Clreulation
Sectron., Of theso the Reference Section is in charge of the acedemio
tids of bringlng readers and books together The Clrculation
Section, ou the other hand, is In pleto charge of tio hani
of tho nso of the books by the readers. At least somo of the readers
may we the resourees of tho library without comling into contact
with the Referenco Section. But no reader can esonpo coming into
relation with the Circulation Section, at least twice on every occasion
he vislts the Hwaty Thm, 1t is the perfarmancs and attitude of the

Clroulation Section that largely makes or many the repmtation of &
library In one respoct.

26112 CoOURTBOUS SENTINEL

egrems of the users of the lbrary While tho Circulstion Seotlon

——



LIORARTI AURINIZTRATION

should have all the circumspection, the loyalty and the precasion
of a sentinel, it shoukd remember that It by not m the employ of the
military department, but of the humane lbrary department. The
Circulation Section should know how to be courteoms wathoat
being lax, to bo strict without being offensive, and to be fnendly
without being chatty

26113 EXTREME VIGILANCE

The respongibility of the Circulation Section is particularly heavy
1n open access lbraries. It 18 to be remembered that in an open
access library things are to be o arranged that nobody can come
m ar go out except with the consent and surveillance of the Circu-
Iatlon Section and that no book or maierial can get out of the
library without the permission ar the connlvance of the Circulation
Section. For an open access library implies extreme rigiiace at the
entrance and the extt and extrente freedom in the intlde of the libeary
for all readers.

2612 CoUNTER EQUIPMENT

‘While the Circulation Section should take up all the respons-
bilires for the safety of the resotrces of the library the libmary
authorrties shonld not stint, or cumse any delay in petting the
counier armngement, particolady the wicket-gato arrangament,
as perfoct and efficient as necemary  Amy breakdown in the comnter
q should be § diately set tight, without the interferenco
of sny red tape procedure.

2613 VARIETY oF FUNCTIONS

In addrtion to playing the role of sentincls, the Circulation
Sechion have to maintain all the records relating to each ons of
the thousands of usars of the Lbrary It is the Girculstion Section
that thould admit msers a1 members, and deal wath the withdrawal
of membership 1t 13 the Circulation Section that should keep all
the records relating to loan of books it fs tho Circulation Section
that should remind members about overdue books it is the Gircu-
Jation Section that should collect the dees from the members it fs
the Circnlation Section that should tako charge of tho volumes
returned after consultation by uwsers  and it s the Clreulstion
Section that is to menage the entirc work of interiibrary loan.
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2614 THEORY OF IssUE METHOD

Tho main work entrusted to the Circnlation Section s the fsue
rork. It B not proposed 1o deal with the theocy or the history of
ssue methods In this manual. For the general foundations of the
theory of fssue methods, & reference may be made to my Five kaws of
library scienee © However tho result of the discussion in the Flve
laws may bc summarised here for rendy reference as follows
Lightning speed and absoluto accuracy should characterisc the
work of the Circulation Section. Specd is Imposed by the Fourth
Law To secure speed and securacy the library profession has
devoted 3 good deal of thought during the last thres generations
and has continvously improved the fmus methods A detailed
history of this attemnpt of the Ibrary profestion will throw much
Tght on the cammestness of the lbrary profession In satifylng the
laws of library scionce.

2615 “ReADer 8 TickeT Book TICKET” METHOD
In this chapter we go into the roatine related to “Reader’s Thket,
Book Ticket” method of Ismmg. In this method, each volumo In
the Hbrary has a gmall Book Ticket in the form of a pocket, put
inside the pocket formod at the bottom of the daio label by folding
1t over and pasting down tho edges. This ticket gives the call pumber
of the book, the gceossion number its author and ity title. Each
borrower Is provided with a3 many reader’s tickets as the nomber
of rolupxs his is entitled to have oo loan at & thme. Thiy ticket i3
of a dlzo that it can be fnserted Into the book ticket. Tho book has
a date labal pasted on the very fint page. Issuing the book will
comist of stamping the dus date on tho date label, putting a reader’s
ticket in the book ticket of the book, and puttmg this omt of the
pocket in the date label. The conpled book ticket and reader's ticket
will bofiled in the sequence of the oall mumbers, in the “Charged Tray™
behind the date guide, showing the date not later than which the
ook b to be retarned to the Hbmary This Charged Tray will furnih
all the joformation that & charging system mey be expectsd to glve.
‘When the book i1 returned, the call number of the book and the
duo dato stamp on jts dato labe! help the Dischutrging Siaff to Iocate
the related book ticket in the Charged Tray Then the coupled book
ticket and readsr’s ticket aro taken out. The book tieket is [nserted
in the pocket fn the dain label of the bock and the ticket i handed
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over to the borrower

The fell detaily of this system and tho various subsidiary functions
necessarily to be performed by the Circulation Section are fulty
dealt with In this chapter

2616 PrriODICTTY
From the nature of the work, it can be seen that most of the jobs
of the Circulation Scction are of the ilmmediste” type What is
left over will have to be rounded off on & daily basms. In this matter
the work of the Circulation Section differs from the work of the
other Sectlons, as the week i3 & more convement wnit of time for
them.

2617 CoNsceNCE Box

Near tho entrance wicket-gate, there should be & Comclence
Box—a locked box with & small alit in ity lid as wo have in temples
to collect offermgs—anto which the members who have delayed the
retwrn of books beyond the duo date may drop thoir overdue
charges. It should have glass edes. After practinng the Victorian
method of formally collecting the overdue charges with formal
notice, lxsne of formal receapt and mai of scparate
libraries have learnt that

1 the gamo is not worth the candle, and
2 a splendid opportunity for the development of civic consci-
ence iy thereby being lost.

The Conscience Box Method is now adopted even for the colleo-
tion of bus-fares in America. Our libranes should straightaway
begin with trust in this manner Trost will boget trust.

26171 Not & Source of Revenue

1t must be botne in mind that Overdue Chargs is not to be taken
a3 u source of rovenue for the library Its parpose s only toact as e
delicate help in chastenmg the consclence of the reader to rmake him
respect the Rules of the Library This purpose f3 achioved better
of the Overdoe Chargs is deposited votuntarily without the formalities
of demanding and recapting &3 in revenne collection. A geutlo snd
pollte suggestion of the amount doc &3 overdoo charge may be
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necorsary in some oases. The majority of tho members will do the
peedful withont even that suggestion. No doubt, an exceptional
person may occasonally abmso this freedom and toust. Tt is enough
if he 15 watched and helped oot of the abuse. All the other normal
persons need not be eubjected to the vulgarity of demand and
receipting.

26172 Game Not Worth the Candle

mmno!uoﬂcdlcn.Snlyepdx.nomdu:dimemcdx
that valee, {f overd fuering, & ipiing In dupli-
cats, ¢tc are to be gone through lnvolving the trme of the Clreula
tion Section, the Librarfan, the Accounts Section, the Central
Office, and later on, tho Audit. The Liteary Authorities and the
AndhAm.horhlamﬂdnLlomlhclhhlﬁnlrmdumtotha

doction of the Conscd Hox Method on grounds of
real economy and vsluable promotlon of civic sente among
resders,

2618 FACTORS IN PLANNING
The distinctive work of the Chrenlation Section #s to be planned
with reference to the following factors

1 The users of the resources of the hibvary
2 The resources of the library and
3 The co-operating libraries.

2611 Ussrs
Tho users of the library fafl into the following classes

1 Pemoms entitied to borrow the rosouroes of the fibrary for
ntudy outalde the lbrary premises, who may be roferrod to as
Members

Parsons entitled to the uwe of the resources of the Lbeary
within tho library premises only who may be referred to as
Conrxltanty

Persons entitled to ths uss of tho resources of the beary even
within the library premises onty on special permlt, who mey
be reforred 1o as Special Permit Holders

Groups of persons miing the resources of the libracy
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co-operntively in groups, who may be referred to as Sty
Groups

S Pemsons not entitled to any we of the library who may be
refared to as Ineligibler and

6 Persons not yet assigned to any of the other classes, who may
bo referred to as Enqudrers

26111 Members
The members of the Hbeary fall into the following classes

1 Ordinary members
2 Contingent members and

3 Membors with special privileges.

261111 Ordinary Members
Ordinary mambers are members who aro not contingent members
or members with special privileges.

261112 Contingent Members
Contingent mambers are members whoso membership b contin
goat on certain definite factors, such as

1 Residence
2 Relatomhip to other persoms or imstitutions and
3 Time lmit.

2611121 Membership dependent upon restdenco within prescerib-
od limits may bc referred to as Geographically Comtingent
Membership
2611125 Membership, which would expure as soon as the relation-
ship to certain persons or institutions ccases, may bo referred to as
R Ty G A embershl

2611126 Membership, whach woukd expiro at the end of a definits
period of time, may be referred to as Chvonologically Contingent

Aemberskip
261113 Members with Special Privileges

Members with special privileges are members who arc entitied
torpeaulprlvﬂepiumdmccwhhthcmla.
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Subkfiary Rules of the Maodras University Library
The following are the special privileges in accordance with the
rules of the liboary

1 Privilege to borrow more than threo volumes at a ime which
may bo referred 1o as Extrn Volunes Privifere

2 Privilege to borrow bound volumes of peclodicals, which may
be referred to as Periodicals Privilege

3 Privikegn to borrow looss numboers and bound volumes of
periodical and mote than three volumes at & time, which may
be referred 1o as  Department Fririlege 2 this peivilege fs
allowed cnly to the ressarch departments of the University

4 Privilege to get books delivered at the residence, which may be
referred to as Home Deflvery Privilege

S Privilege to borrow from the library occastonally without
depoait, which may be referred to as Goverrwens Priviiege
a3 the privilegs is allowed only to government departments
and

6 Excmption from the edncattonal or other qualificationt, which
may be referred t0 as Research Privifege s this prvilege
s allowed only to thoms who are certified to be engaged In
rescarch or advenced stody

2612 RESOURCES
From the point of vicw of the Circalation Section, the resources
of tho Tibrary full into the followmg classes

31 Volumes returned at the coumter by the users

33 Of nsed referenco books kopt at the counter books krpt
in the text-book readmg room, and hsued on demand for
uso within the library premises

34 Bespoken books

A;Vdumulonordnmapdbythnmenmﬂ

Volumes not in library bt to be borrowed from soms co-
operating libary

2615 CoO-OPERATING LIBRARIES
Co-operating librarkes are [ibraries, public or private, which have
the peivilegs of intecilbrary l6an with the library and they may be
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lIooked upon as

1 Librares which have the privilegs of borrowing, 1n which
connection they may be referred 10 as Borrowing Librartes

and
2 Libranes which have the privilego of lending, in which con-
nection they mey be referred to as Lending Libraries

262 Job Amlyshs

2621 UsErs
The wark of the Circulation Section relatmg to nsers in general
may consist of the following iterns

1 Work relating to the entrance of users into the library which
may be referred to a3 Extroncs Work

2 Woark relating to the exit of users from the Hbrary which
may be referred to ay Exit Work

3 Work relatmg to the charged tckets tray which may be
refared 1o a3 Charged Tray Work and

4 Work relating to the unclalmed property keft in the library
which may be referred to as Cowwer Unclaimed Property
Work

2621 1 Entrance Work
2621 1 1 Entrance Work 1 to copt of the following im
medsate jobs

1 Scrotiny of the gate register which may bo referred to a3
Gate Register Scrutbry

2 Taking charge of the private property if any of the wsers
which may be referved to as Counter Curtodp

31 Discharging the Lbkrary books returned by the members
or their agents, which may be referred to as Discharging

33 Noting down oral requests for rencwaly, which may be
referred to as Remewal Noting

4 Overdoo collection, which may be referred to as Owerdie

Receiring

Releaning the cntrance gaio 50 as to allow the vacr to open
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it and enter the library which may be referred to as Entrance
Gate Releasing and

8 Amwermg querics, which may be referred to as Query
Answering

2621 1.2 Entrancs Work 18 to consist of the following hourly
job

6 Noting down the hours, In the gate register which may be
referred to as Gate Register Timing

2621 1.3 Entrance Work is to conslst of the following casual jobs

1 Rencwing the sheets In the gats register which may be
referred 10 as Gate Reglster Renewal.

2621 1 4 Entrance Work I8 to consist of the following daily joba

11 Filing tho wed-up gato register sheots, which may bo ro-
ferred to a3 Gore Register Fliing

12 Pnnh;upthomnmgﬁtnthwufm\hbmnd:\y which
mmay be referred to as Gate Register Putting Up and

6 Changing the date of tho stamp with which the current
date i1 stamped, which may be referred to as Cwrrent Date
Changing

2621 2 Exit Work
26212 1 Exit Work fs to consist of the following Immodiato
Jobe

1 Vigilance, which may be referred to as Counter Vigllanee

31 Reccivmg the books returned after consultation, which
may be referred to a8 Commdtation Discharging

32 Recoiving the books required by tho members oc therr sgents
on loan and ths related tickets, winch may bo referred to as
Protininary to

Charging
33 Churging tho loan bools, which may be referred to &
Charging
4 Receving bespeaking cards for books not found on the
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shebres, at the moment, which may be referred to as Bespeak
Ing Card Recetring

5 Releaging the exit gato 10 as to enable the user to open it
and go out of the library which may be referred to as Exit
Gate Releasing

6 Handing over the charged books to the nser which may be
referred to as Loan Isnving and

7 Returning deposited private property which may bo referred
to as Counter Custody Discharging

2621.2 3 Exit Work is to conslgt of the following casual jobs

8 Noting down a count of the books lent and comsulted,
which may be referred to as Iosue Counring and

83 Arranging the charged cards, which may be referred to as
Charged Cards Arranging

2621.2 4 Exit Work is to consist of ths following daily Jobs

6 Changing the date in the date stamp #0 a3 to show the date
of the “dus day” of ths books lent out, which may be
referred to as Due Date Changing

81 Preparng and putting up the counting aheets, which may
be referred to as Cownting Sheet Preparing~ and

88 Totalling the hwres, which may be referred to as Issue
Totaliing

2621 3 Charged Tray Work
2621.3 3 Cherged Tray Work Is to contlst of the following
casual jobs
1 Closing up charged cards, which may be referred to as Charged
Tray Clasing Up and
4 Bespeaking books, which may be referred to as Bespeaking

2621.3 4 Charged Tray Work is to conght of the following
dally Jobs

14 Dctecting abmse of tickets, which may bo referred to 28

-~p
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Tichet Detecting*

31 Charged Tickets Fling”

32 Disposing of the written requests for renowal, which may be
referred to a8 Remewal Request Disposing

33 Renswal work, which may bo referred to as Remewing

36 Changing the guddes, which may be referred to as Gulde

Changing

4] Recording overdue cases, which may bo referred to as
Orerduing and

43 Irrming overdoe notice, which may be referred to as Orerdie
Noticing

2621.3:5 Charged Tray Wonk is to conslst of the followmg
weekly Job

14 Sending a report to ths librarian on the result of detecting
abmo of tckets, which may be referred to as Detected
Ticket Reporting

2621 4 Counter Unclaimed Property Work
2621 4 4 Counter Upclalmed Property Wock i3 to consist of

7 Handing over the property to the stores section, which may
be referred to a3 Unckatmed Property Trarsmistion,

26211 MEMBERS
The work of tho Clreulation Section rolating to the members
in gencral may comist of the following items

Admittmg persons ss members, which may be referred to
© Admicrfon Work

Changing tickets of members, which may be referred to as
Change of Ticket Pork

Work rdating to lom of tickots by members, which may
be referred to as Lost Ticket Work

Work relating to withdrawal of members, which may be
referred 0 at Withdrawal Work and

Work relating to the dues from membars, which may be

3
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referred to as Dwes Collection Work.

26211 12 Admission Work
26211 12 1 Admssdon Work 1 to conslst of the following
mmediate jobs

1 Giving the intending member the application card and a
copy of the rules, winch may be referred to as Prefiminary
to Admission

2 Scrutinising the application card and patamng it to the llbraran
for orders, which may be referred to as Admitsion Seruziy

31 Recuving the deponit money 1f any and prepanng the
recedpt therefor which may be referred to as Depasit Receipt
ing and

32 Prepanng tho reader s tickets, which may be referred to as
Ticketing

26211 124 Admismon Work is to comsist of the following
daily jobs

4 Preparing tho overdus regster aheots, which may bo referred
to as Orerdie Sheeting

6 Handmg over the deposit coll and the
cards to the cashjer whid]mlybcmfuredmubepaal:
Forwarding and

8 Preparing and filing the docket sheets, which may be referred
10 as Membership Docketing

26211 125 Admusmon Work is to consist of the following
weekly jobs

2 Filing tho application cards, which may be referred to as
Application Card Flling and

4 Filing overdue register sheets, which may bo referred to o3
Overdus Sheet Flilng

26211 13 Change of Ticket Work
26211 131 Change of Tikket Work is to conslgt of the

following 1mmediate jobs
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1 Scrmtiny of the condittons jumtifying the change of tickets,
which may be referred to a3 Justification of Change of Tlcket

2 Cancelling old tickets, which may be referred to as Ticket
Cancelling

3 Preparing fresh tickets, which may be referred to as Renewal
of Tickets and

8 Noting down a count of the number of cases of rencwals,
which may be referred to as Tickews Rewewal Counmting

26211 13.5 Change of Ticket Work is to comist of the
following wecekly job

7 Remlitting to the stores sectlon through the cashier and the
accountant all 1be tickets cancelled in the course of the week,
which may be referred to s Cancelled Thekets Renditing

26211 138 Change of Ticket Work is to comist of the
following annual job

5 Inviting the attention of the chromologically contingent
members to the explry of their tickets, which may be referred
to a3 Explry of Tickets Reminding

26211 14 Lost Tichet Work

26211 141 Loat Ticket Work is 10 consist of tho following
immediate fobs

1 Recchymg tho necessary fees and {sming duplicate tickets
to ths member who has lost hus tickets and has fulfilled

8 Keeping account of the duplicate tickets Imued, which may
be referred to as Duplicats Ticke! Levue Counting

26211 144 Lost Tieket Work is 1o consist of the followmg
daily joba

3 Fumithing the member concerned with an account of the
procedure to be followed, which may be referred to as Proce-

s
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dure Advising

4 Noting the fact of tha10ss in the overdue register and preparing
an observation slip which may be referred to as Preliminary
to Detecting

5 Sending to the member concerned, 2 copy of the dmft form
of the mdemnity bond, which may be refeced to as Bond
Form Forwarding and

6 Recelving the indemmty bond from the member after the
lapse of the waiting penod, which may be referred to as
Bond Receiving

26211.3 Withdrawal Work
2621131 Withdrawal Work is to consist of the following
mmmediate job

1 Recaving from the member who desires to withdmw his
membershrp & notkee of withdrawal fn wnting, which may
ba referred to as Wirhdrawal Notice Recefring

262113 4 Withdrawal Work 13 to consist of the following
daily jobs

1 Withdrawing the files of the members who have given notico
of withdrawals, scrotininng them and taking the necessary
sction, which may be referred to as Fithdrawal Flles Scrutiny

and

2 Scrutinming the files, the application card and tho overdue
reguster to find out if the withdrawal may be allowed, which
may be referred to as Prelfminary to Refinding

26211.3.5 Withdrawal Work is to consst of the following
weekly fobs

16 Notifymg the cashier about tho amount that will be required
for the refund on the pext day which may be referred to as
Withdrawal Notifying

31 Obtalnmg from the casher the amount requuite for the
&ay'trel’und,whichmybcrd’madtouwmdwh

Recetring
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32 Collecting the tickets of the members and cancelling them,
which may be referred to &8 TTehet Cancelling

35 Refonding the deposit moncy to the member which may
be refecred to &3 Deposit Refunding

6 Sending to tho cashier ths files relsting to the withdrawals
effected, which may be referred to as PWithdrawel Fikes
Forwording and

7 Remitting to the stores scetion through the cashier and
the accountant sll the tickets cancelled, which may be
referred to &8 Concelled Tickets Remitting

26211 4 Dues Collection Work
262114 1 Dues Collection Wark is to consist of the following
Inypediate Jobs

1 Finding out the amount due, which may be referred to as
Dwes Fixing

2 Reoelving the dues and preparing the reeerpt therefor which
may be referred to as Dwes Receipting and

3 Returning the ticket in case wmy ticket fs retamed in the
Kept Tickets Tray agalmst tho dues, which may be referred
to as Tlcket Reterning

26211°4.3 Dues Collection Work s to consist of the following
casual job

4 Noting down the receipt of the amount in the overdus register
which mey be referred to 23 Recelpt Posting

«£6211 4 4 Dues Collection Work Is to consst of the following
daily Job

6 Hamding over the does collection of tho day to the cashier
whith may be referred to s Dwes Collection

26211 47 Dues Collection Work 1s to consist of the following
quenterty fobs

1Pnpmnnnqmna}ymumcmo!thnoummdin;dna
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dure Advising

4 Noting the fact of the loss in the overdoe reguter and proparing
an observation alip, which may be referred to as Preliminary
to Detecting

5 Sending to tho member concerned, a copy of the draft form
of the mdomnity band, which may be referred to as Bond
Form Forwarding and

6 Recelving the indemmity bond from tho member after the
lapso of the waitng perfod, which may be referred to as
Bond Recelving

26211 3 Withdrawal Work
2621131 Withdrawal Work Is to conmst of the following
momediate Job

1 Recerving from the member who demres to withdraw his
memberthip & notice of withdrawal in wnting, which may
be referred to as Withdrowal Notice Recelving

26211 3 4 Withdrawal Work 1s to consist of the following
daily jobe

1 Withdrawing the files of the members who have gtven notico
of withdrawals, scrutinising them and taking the nccessary
sct10m, which may be referred to as Withdrmweal Flles Scrutiny
and

2 Scrutmising the files, the application card and the overdos
Tegister to find out if the withdrawal may bo allowed, which
may be referred to as Preliminary (o Refinding

26211.3.5 Whhdrawal Work n to consist of the following
weekly jobs

16 Notifying the cashier about the amount that will bo required
for the refund o the naxt day which may be referred to a8
Withdrawal Notifying

3] Obtaining from the cashier the amount requhits for the
day’s refund, which may bo reforred t0 as Refimd Cash
Recetring
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for the pecessary treatment which may be referred to as
Worn-Owt Volumes Forwarding

262231 5 Counter Reconditioning Work
262231.5.3 Counter Reconditioning Work ls to constst of the
following casual jobs

3 Renewing the tag in the back, If it i worn out which may
be referred to as Tupging:

4 Renewmng the book ticket, If ft is worn out, which may be
referted to as Book Ticketing

5 Renewing the book pocket, if it is separate and &5 worn out,
which may be referred to as Pocket Fixing and

6 Pasting a dato label If there s nono or if the old one has
been completely fillsd up, which may be referred to as Date
Labefling

262231 8 Returned Volumes Forwarding Work

262231:8.3 Returned Volumes Forwarding Work Is to conaist
of tho following casml jobs

1 thetwrﬁngofthcvolnmnoupcduﬁtmbomlm
the shelf in with

whichmayhord‘amdtouSpudVobamSoﬂhg

8 Furn:d.lnuhoyoupco{vnlumtuthnnppmprhmpu:u,
‘wihich may be referred to xa Sownd Volumes Forwarding

262233 Books of the Counter Sequence
262233 1 Tho work of tho Clrcalation Section In regard to the

boaks of the counter sequence is to consist of the following Im-
mediate job

1 Drsuing tho volones required by the users, which may be
referred t0 an Counter Seqwence Isning

262234 Bespoken Books
The work of the Circulation Section in regard to the bespoken
books may comist of the following {tems
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1 Picking out tho bespeaking cards of the books that become
avallable from day to day and sendmg them to the users
concerned, which may be referred to as Bespeaking Card
Dispasal Work and

8 Mantainmg the bespoken books in the proper sequence, which
may be referred 10 a8 Bespoken Books Sequence Work.

262234 1 Bespeaking Cards Disposal Work
262234 1 4 Bespeaking Cards Duposal Work is to consist of
the following daily jobs

| Bespeaking Cards Picking and
3 Bespeaking Cards Forwarding

262234 8 Bespoken Books Collection Work
262234 8 4 Bespoken Books Collection Work h to consnt of

the followmg daity jobs

1 Releasing the books not darmed within the prescribed period,
which may be reforred to as Bespoken Books Releasing
and

6 Changing the guides scparating the bespoken books into
different daily groups, which may bo referred to as Bespoken
Guide Changing

26224 LostT Or DAMAGED BOOKS
The work of the Circulation Scction in regard to the books lost
or damaged by users is to consist of the followmg items

4 Recerving & special deposdt from the user concerned to
cover the cost of repairing or replaang the book, as the
case may be, which may be referred to as Spectal Depostit
Recetring Work

8 Taking stcpe to have the repair or the replecng, as the case
may be, effected, which may be referred to a3 Special Deposit
Advice Work and

97 Refunding to the user his speclal deposit or any balanco
that may be lft thereof after tho repair or the replacing

Crats tmnt me tha reer Ay B 1t Aaver which may bhe
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teferred to a3 Special Deposit Refunding Tork

26224 4 Special Depasit Recelving Work
26224 4 4 Specaal Deposit Receiving Work s to consist of the
foflowing dally Jobs

1 Estlmating, by reference to the Binding Section, or the Acces
sion Sectlon or the trads lists, a1 the case may be, the amomt
of spocial deposit to be clatmed from the user reaponsible
for the damago or loss, which may be referred to as Special
Deposit Estimating

2 Adviing the user concerned about the amount to be pald
as special deposit, which may be referred to as Special Deposit

Clabming

Collecting the special deposit from the user concerned, which

may bo referred to as Specka! Depesit Collecting and

Notifylng the Mantenance Section of the damage or loss, as

tho casc may be, which may be referred to as Maimfemmce

Sectlon Notifring

ES

o

26224 8 Special Deposit Advice Work
262248 1 Special Deposit Advice Wotk I3 1o consist of the
following immediate Joby

2 Ascertalming from tho oser concerned whether he hlmsell
proposes to repair of replece the book, a3 the cass may be,
or whother ho demires that the Hbrary shomld do i, which

may be referred to as Preliminary to Mainienance Section
Advisirg and

8  Advising the Matntenanco Section about the sction taken on
damagedor lost books and about tho further action, if any
which that seotson chould take in the matter which may bo
refarred to a3 Maintenance Section Advising

26224-97 Special Deposit Refinding Work
Special Deposit Refunding

2622497 1 Work s to conaist of
the following immediste jobe

8 Recedvmng the repaired book or fresh copy of tho lot or

-t
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irreparable book, in case the vser made himself responsible
to get it and forwarding It to the Maintenance Section,
which may be referred to as Fresh Copy Forwording and

97 Returning to the user his special deposit, which may be
referred to as Special Deposit Returning

26224:97.3 Special Deposit Refunding Work Is to conaust of
the following casual jobs

1 Getting a certificate from the Maintenance Section that the
matter for which special deposit was reccived, had been st
night, which may be referred to as Prefimtnary fo Special
Deposit Returning

2 Notifying the uaer concerned abont ths readiness of the libeary
to retutn whatever balance remains of the special deposit,
which may be referred to as Special Deposit Return Notifying
and

5 If the user concerned does not call to take beck what is dus
to him, forwarding the amount due to him, which may be
referred to as Special Deposit Returning

26225 Books FROM THE CO-OPERATING LIBRARIES
The work of the Circulaton Scction 1n regard to the books from
co-openating librarics is to consist of the following items

1 Borrowing from a co-operating library tho book not in
libeary but required by & user whicH may bo referred to as
Borrowing Work and

2 Retumning the borrowed books when no longer required of
before the doe date, whichever is eardier to the lbrary con-
carned, which may bo referred to as Borrowed Book Retxraing

Work

26225 1| Borrowing Work
26225 1.3 Borrowng Work is to comlst of the following
casmal jobs

1 Finding out by enquiry in which [ibrary the book is availabls,
which may be refarred 10 as Locasing the Book to be Borrowed
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2 Requhbitioning the book from the library having it, which
may be refored 10 &8 Requisitioning from Co-operating

Library

Notifying the et concerned about the artival of the book
fo the library which may be referred to as Borrowed Book
Notlfytng and

17 Noting down in the overdue register of the user the amount
incorred, If any as expenditure in borrowing the book,
which may be referred to as Borrowing Expenditure Noting

26225.2 Borrowed Book Returning Work
2622523 Borrowed Book Retuwrning Work B to comust of
the following castal jobs

w

1 Getting the book from the user in time before the date
on wiuch it i1 due to be returned to the co-operating library
which may be referred to a8 Borrowed Book Collecting

2 Asng for an extenslon of the Joan perlod of the book
if it is wanted for & longer period, which may be referred to
as Loon Perfod Extending

3 Returning the borrowed book to the libeary from which
1t was borrowed, whih may bo referred to as Borrowed
Book Returning

7 Noting down in the overdue register of the user the amouat,
if any incurred a3 expenditore in returning the borrowed
book to the Library concerned, which may be referred to as
Retwrning Expenditure Notbeg and

76 Sending & bl to tho user for the amount, H any incarred ae
expendiure in coanection with the whole process of securing
the book for his use from s co-operating Ubrary which
may be referred to as Billing Borrowed Book Expenditure

2625 CO-OPERATING LIBRARIES
26258 The wock of the Clrculation Section relating to the
co-operating Hbeades may conslst of the following aomual job

} Rencwing the undorstanding with them In the matter of
Interlibrary Joan, which may be referred to as Co-operation
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263 Rowtine
2631 Users
2631 1 Entrance Work

2631 11 Immediate jobs
2631 1 11 GATE Reourer Scaumy
Roquest the user to fill all the columms in the gate register
Examms If it is dore propery  If not, esk the user to complete 1t

Swhsidiary Routine of the Modras University Library
Scrutinise the educational qualification column with special care. If
the user doss not possess either the necossary qualification or a
specral permit, inform him politely that he 18 not entitled to use the
library If however he wunts speczal permission, send him to the
libearian.

In some libruries, tho rules specify that enteying the name in
tho gate regster implies agreement to ablde by the rules. In
such cases, the gate reguster becomes a nocessity  Occavonally
the library may find it necoswary to know whethor a particular
petson called at the library on 2 particular day and, if s0 in what
part of the day In such cascs, the gate reguter will bo of help
Angther direction in which the gate regater will bo of uso is that
of building up the statstica of viers.  But, if statistics is the only
purposo 1n view the entrance gate may be fitted with an antomatic
counting device and the mer may be saved the bother of filling
up a lino of the register

¥n the Madras Univernity Library which 1t not open to the general
public, the register is of wo in restrctmg admision mto the library
to thowe who are entitled to 1t

The users aro not allowed to bring thelr sticks and umbrellas
insfde the library They have to deposit them at the ocotmter
before cntering the library and get tokent in exchange Occa
tionally it happens that a wser loses the token while inside ths
library In such a case, the number of hix token can be found
out and his property 1dentified, 1f the number of the token Iy noted
in the gate register Tho frequency of cases of tha type In the
Madras University Libeary is about { in 500 which means thst
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at kst two or three cases of this typo occur every day

1631 t 12 Countee Covtooy
Take chargs of the stick of umbrella of tho user Give the
correct token In exchangs and request him to enter the token
mumber i the gate reghter  Take chacge of other private property
such a8 books, cycle lampa, oycle pumps, boxes and other receptacies,
beforo the user enters the libary

2631 1 131 DiscriarGiNg

If tho user brngs Hbeary books for return, deal with each book
a3 follows

Ir TRe Boox 13 Notr OvERDUE

From the duve dats and ths call number in the date [sbe! In the
book, pick out the Book Tickot and the Reader’s Ticket coupled
with it, from behind the Dus Date Guide in the Charged Tickets
Tray Insert the Book Ticket In the pocket at the bottom of the
dato alip. If the dato label contains any special notcs about the
plates, maps, ¢to in the book rapidly examine If they are all intact.
Ses 150 if there is any ovidence of any fresh damags to the book.
If thinpgs are normal, place the book on ths Temporary Replacing
Shalf

If there is any damage, send the book to the librarian along
with & noto and with the member’s file and request the person
concerned also to sce tho Hbearian

If the Book Ticket has a coloured alip attached to {t, place the
book in the Beapoken Bookn Collection (sco rube 263234 8) instesd
of on the Temporery Replacing Shelfl

Hand over the Reador’s Ticket to tho person who retmrned
the book, asking him to see of it is the cocrect ticket In some
soch fushion as follows  Mr V 8 Krishnaswami, fa it right”
or “Is this your ticket™ or “Ploase sec if this ticket Is

Subsidiary Rowtine of the Modrty University Library
M the ticknt i uncovered o whhe or yollow do not hand over
tha tickst to the person returning the book, but retum it to the
person in the seotion In charge of much tickots.

5
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2631 1 133 RENBWAL NOTING

If & member or ho representative orally asks for ths renewal
of a book, ask for tho due date and author and title of the book.
Locato the Charged Coupled Book Tickst, If It 13 not bespoken,
tell him that the book will be renewed.

If the book is dus on that day 1tself renew it in scoordance with
routine 2631.3 433

If the book is duo on & later date, attach a white slip to the Coupled
Book Ticket.

If the book Is overdus, collect the overdus charge due fn accord
ance with rule 2631 1 14 relating to overdoe books, before telling
him that the book will be rencwed.

It is desirable that rencwal noting should be done in the presence
of the person askung for it.

2631 1 14 OvERDUE Recrving
I THE Boox Is OVERDUE

Before rekeasing the Book Ticket, inform the persom, returnmg
the book, sbout tho overduo charge. If he pays the smoumt,
releasc the Book Ticket, azk the member to get i and tell him
that the ticket will be retorned alang with the overdue charge
receipt.

Rest as in rok 26311 4

If ho is unablo to pay the amount immediately peeparo a alip
showing the amount doe, 1mitial and date it and clip it to the Reader’s
Ticket and filo it m the Kept Tickets Tray or charge it if repowal s

sought.

Post the datc of return in the Overdoe Register and note the
doe date, the mame of the member and the call number of each over
due book returned or repewed, in a alip of paper for the Information
of the accountant.

Rest as for books not overdue.

OLD OVERDUE CHARGE
If & person wants to pay old overdne charge, pick out the ticksts
of the member concerned from the Kept Tickets Tray  Find out the
total amount due on all his tickets. Tally the amount with thet
shown In the Overdue Register collect tho amount and deal with
the case as in ruke 26311 4

~ne
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2631 1 15 EnTRANCE GATE RELEAYING
The cntrance gate is 1o be released to enable the user to
enter only afier all the routines described ] now have been
compkted, to far ss they may be applcable to him. Furiher
befors & user s let in, bualners should not be started with
the next one The users should bo attended to stoctly in the
sequence wn which they come. If any user tries to come before

it tum be should be politely requested to observe the rulo of
the queue.

2631 1 18 QuorY ANSWIRING
1€ a wser wants information which ean bo given off hand and
in a few words, give him the informaticn. If on the other hand,
the query requires a long investigation before answer admit him
into the libwary and scnd him to the Reference Sectlon.

2631 12 Howrly job
2631 126 GATE RoonTeR TIMING
Note down in the gate register cach hour after the opening of
the libeary ¢.g. #t 8 AM, at the end of the last lme filled vp
the users, put down 8 A M sod so on.

2631 1.3 Camwal fob
2631 1.31 Garx RrOSTER RENEWAL
As 5000 a3 u gato register theet {3 filled up, inscrt another gato
reguster aheet, number tho pages scrially in continoetion of the
last number in the previous theet and put the date stamp of the
day at the right hand top corner of each side

2631 1 4 Daily job
2631 1 411 GATE ReanTer FILING
At the end of each day flis all the filled up gato register shects
in the proper sequence in the gate regrster binder

2631 1 412 Qate Reaster Purtidg Ur
Just befarn closmg time, insert & fresh gate register sheet in the
sate register ped at the coumter Numbex tho sides of the sheet
scrially beginning with “1* snd put the date stamp of the next
day at the right hand top comner of each sido,

7
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2631 1 46 CunrenT DATE CHANGING
Just before clonng time, change the date of the stamp with which
the current date 1 stamped, s0 a3 to show the date of the next day

2631.2 Exit Work

26312 1 Invnediate fob
2631.2 11 CooNTER VIOGILANCE
When a user desires 10 go out, ask him to return at the counter
all the books bo has msed.  Carefully examne if the user ks carrying
away any volume of the library erthec focgatfully or surreptitionsly
If 50 collect the votume or volomes from him before rcleasing
the exit gate

26312 131 ConsULTATION DIscHARGING
A 2 user roturns the books consuled, rapidly examine each
book to seo if it has suffered apy fresh damage. I It has, send
the user to the librarian with tho book If it has not, place the
book asido but near et hand until you gro reedy for Issue Counting
Thoe damaged book also shonld be placed there as soon as it Is
returned from the librarian

26312 132 PRELIMINARY TO CHARGING

When a oser presents his ticket and & book, see If the owner
of the ncket himself presents it If doubtfnl, ask him politely
If bo is humsclf the owner of the ticket. If ho is not the gwner
of the ticket, ask for a letter of authorisation. If thers are reasons
to suspect that 1t is a casc of sublenchng, send him to tho libraclan
At tho same time send also the book and the file of the member
concerned with a note cxplaining the ground for the suspsclon
The book Is to be irsned only if the braran directs it to be lsnod.
When a book whose loan Is restricted to members with a special
privilege 13 presented, examine if the colour of the ticket pernuts
tho loan (seo rule 26311 12 132)

26312 133 CHARGING
If tho loan 13 admissible, put the due datc stamp In the date
1abel of the book in the sarliest noccupied line.  Tally the Book
Ticket with tho book Insort the Resder’s Ticket In the Book
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Ticket. Place the Coupled Book Ticket in the Flrst Temporary
Charging Tray

Substdiary Routine of the Aadrat Unirersity Librory
Ir ThE PEreop OF LOaN 13 TiE WhicLy TerK
In the caso of violet tickets, carc must be taken to put the date
of the last working day of the term a3 dus date. These Coapled
Book Tickets should be Inserted in tho Department Charging Tray
If howsver the material tsened b & loose number of & petiodical
the first fortnightly doe dats alone is to be pat.

Ir THr Periop 13 SumNORMAL
If & book has to be lent 10 less than the normal one fortnight
writo the correct due dato on the dateslip  Mark the Loan Count

Ing Sheet, Tnsert the Coupled Book Ticket at the proper place
behind the correct due date
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26312 14 Besreaxivo CARD Recrrvivg

A perton desires to besposk & book give him the
bespeaking card.  Ask him to enter the call number author and
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M the proper postage stamp in the proper place  In token of
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reparted”  Theso hoadings will bo of use in keeping account of
the respective operations  Enter ncar the night hand bottom comer
the dates of the two guccessive fortnights from the day These
dates will be of use in entering the due dates for mofusmil loans
(hee ruls 2631.2 133)

26312 488 1osUE TOTALLING
As onc of the first ftems of wark m the morning, count the isaues
marked in the Connting Shects of the preceding day and post the
figures in the msvo diary

2631 3 Charged Tray Work

2631 3.3 Carual jobs
2631.3.31 CHARGED TrAY CLoszva Up
The charged coupled book cards are to be carefully cosed up
$0 a1 to stand erect and with comfortable hghtness.

2631.3 34 BesPEAKING

Take cach of the cards out of the Temporary Bespeaking Box
at the exit counter

Locate in the charged (ray the Book Ticket with the call number
mentioned in the Bespeaking Card and attach a red dlip to it,
tnless it has one aiready  If the Book Ticket is not found in the
Charged Tray but the book Is m the Bespoken Collection, attach
the red ship to 1ts Book Ticket. If the book i3 not traceabls at all,
a3k the Reference Sectian to investigate it.  Arrangs the bespeaking
cards In the Bespeaking Cards Box by the call numbers of the books
bespoken. If there be two or more bespeaking cards for one and
tho samo book, armnge them among themsclves in the sequence
of the dates stamped above tho call number  If there bo two or
more bespeaking cards for one and tho same book and with ono
and the same date stamped, arrange them among thomsolres fn
tho ssquenco of the digits entered aftor the date stamp putting
in correctly such digits if they do not exist already

26313 4 Dally jobs
2631.3 414 TicxeT DETRCTING
As early as possible in the morning, exumine the Reader’s Tickets
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charped an ths peeceding day to find out with the help of the obser
vanon slips (sco 26311 14 44) If any of the tickets, reparied by
the mcmbers to have been lost, stands charged. 1f any abuse of
tickets I3 deteeted, report 1t to the libracdan

263131 431 Cuarom Tickets Fiuxo
At the end of the day the Dus Date Guide for the braues of tho
day B to bo placed In the Charged Tray and all the Charged Book

Tickets In the Second Temporary Charged Tray are to be transferred
behind it.

26313 432 RENEWAL REQUEST Drsrosivg

For all the letters received in the day aking for renewals, locate
in the Charged Tray the Coupled Book Tickets corresponding to
the books for which renewal has been asked,  If it can be renewed,
attach a white slip to . 1f it has soch & slip already write “R”
at the right of ths lowest horizontal dash on fi. I the book hay
been bespoken, ic has a col d slip hed 10 1t Or has been
already repewed for the maximum number of times allowed under
the rules, io if the horizontal dashes on the white slip attached
to it have been oroseed by a vertical line, write & letter to the member
concerned, arying that the book cannot be renewed and should
be retuned on the doc date

26313 433 ReENEWING

Pxck out all the Coupled Book Tickets with white slips attached
and standing behind the dato guide of the day provided that, if
the white slip has & horizontal dagh, the last such dmh is followed
by tho letter “R” and tramsfer them to the temporary charging
ray after putting e horiroutal dash on the white alips attached to
the Coupled Book Tickets. When the last possible renewal is
made, instead of putting a horizontal dash on the white sllp, pot
a vertical stroke saroes the earlier horrronial dashes,

Rules of the Madras Universisy Library

In the Madras Unrrorsity Library in sddition to rencwab on
request, thero is aleo tho system of sutometio renowabs for those
who aro entitied to have loan for two or moce fortnights. The
following is the routine connecied with them.  In tho case of white

A3
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tickets standing behind the date guide of the day attach a whiteslip,
mark a vertical line and transfer it to the Temporary Chargmg Tray

If after theso automstic ronowals 2 renewnl has to be made on
request, write R after the strokes representing automatic renswals,
as s0on a3 the request is received and is admited. When ths
rencwal date comes, proceed in the wsnal way with the system of
horizontal dashes.

In the caso of white tickets, the maximum number of renewah
allowed belng three, two hornzontal dashes crossed by a vertical
stroke in the second sequence will indicate that no further rencwal
can be allowed,

2631.3 436 GuE CHANGING

Behind the Overdue Amount Guide thowing the highest amount,
insert the gmde showing the next bigher amount and releaso the old
gulde, Do similarly in the case of each one of the guides If there
1s any undischarged book card behind it Lastly insert the five
naye paise guide behind the due date guide bearing the date of the
day 1f there is any undischarged book card behind it. Al the
date guides and Overduc Amount Guides, behind which no book
caxd s left, are to be removed and put in the sequence order in the
Unwsed Guides Tray

Note This rule is stated for definrteness, on the basls of the
likrary rule levying a fine of five naye palse per volume per day
on overdus books.

2631.3 441 OvempumNo

As early ay pomible in the morning, transfer all the Coupled
Book Tickots standing charged behind the five naye pase guido to a
tray and alphabetise them by the names of the members For
each such card, make sm entry under the following headings in
tho overdue register of the member concerned Call Number
and Due Date.

Then, rearrangs the book cards by call number and retram{er
them to the Charged Tray behind the five nayo paise guide  This
is not needed 1f the Conacience Box Method is used

26313 445 Overnuz Nomiane
Before beginning the Gmude Changing Work, preparo Overduo
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Notice Cards for each member whose tickets stand charged behind
ths five naye palso gulde. Writs down the address of the member
taking the correct addecas.  Enter in the body of the card 1he names
of tho books, whose Book Tickets stand coupled with his tickets
behind the five nays paiss guido Initial it, and send the cards to
the libeanan for signatare.  Iwue similacly second overdoe notices
for the Conpled Book Tickets, that stand charged behind the 50
paye paiss goide Issue similarly third overdue notkees in the
caso of the Coupled Book Tickets, standing chorged bohind the

charged behind the Rs 1.50 gukde, send & messenger to collect
the books from the members. If the member is a student of
# employed, sddrem the hesd of the imtituton concerned to
collect the boolks from the party concerned and send them to
the Hbrary or send 3 special memenger in cass thero f3 mo

responte.

Note In speaking of 1be overdus amownt guides, the practics
of lovymg an overdue charge of five naye pafse per volume per
day hes been assumed for making tho instruction definite,

263133 Weekly job

2631.3:514 DrETeCTED TICKET REFORTING
QOncs in & week, send = written repost to the libraran ahowing
the consolidated resolt of the Lost Ticket Deteoting Job, If no
abosc was detected on any day of the week, send & mif report.

2631 4 Counter Unclaimed Property Work

2631 44 Delly fob
2631 4 47 CoONTER UNCLAMED ProPERTY FORWARDTNG

rumaing undaimed at the end of the day Find ont the
ownenship elther by the marks on the property or by the token
hasucd if it can bo traced from the gato reghster  Write ont a nots
of your findngs slong with & description of the property and
any othey information you are abls to guses or remember abomt it,
©on & pieco of paper  On the next mamning forward the property
and tho note to the Stores Section through the librarian,

08
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26311 MeMBERS
26311 12 Admission Work

26311 121 Immediate fobs
26311 12 11 PRELIMINARY TO ADMPIION
Hand over the application card and a copy of the Rules of the
Library to the person intending to become & member  Inform
him to the necessary extent, how the form Is to bo filled up and
request lim to read the Rules carefnlly

26311 12 12 ADMInON SCROTINY
Az soon a3 the application card is rocetved from him, exemine
cnrd‘ullyﬁ‘l]lthchsmlhavnbeendulyﬁ.llaiup Verify the
accuracy of the and ggna d m it wh
necexsary Ifthmnnnyd.ln‘epancy got it rectified by the appli
cant, As soon as you aro sathfied that everything is tn order
1nitial it near the pomt where tho libraran m to writo down the
* admit order and pass tho card on to the librarin.
If convenient, the Intending momber may be requested to seo
the librarlan personally with the application card.

Subsidiary Rsles of the Madrar Univerrity Library
cheappﬁnnthmundumdumormmglmudmdm

gradnate or & member of any of the authoritses of tho University
or a teacher of the Univermty or of a collego of tho Unrvensity
venfy tho accoracy of the datement.  If the applicant is an under
graduste, find out from lum the year 1n which ho it normally to
appear for the degree examination and note it at the right hand top
comer of tho application card.

26311 12 131 DerosiT RECEIPTING
As soon as the application card Is recetved from the librapan
with the order “admit™ recelve the depoelt amount from the
intending member  Tell him that the receipt and the tickets will
bo ready shortly  Direct him to go to the stack room to aequaint
himself with the arrangement of books and to select tho books.

—e
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1f the intending member s now to the library ko may also be asked
to inform the Referenco Librarian on duty {n the stack-room
that ho fa new to tho library  Prepare the recelpt for the amount.

If the Rules of the Library do not provido for a deposit, this
routine will not arise,

26311 1. 132 TicreTivG

Preparo the necesstry number of tickets of the proper colour
in sccordance with the Ruka and send tho tickets and the receipt
book to ths libradan. As toon as the reccipt book comes back
from the Iibearian, seo If it has recerved the sygnatiroe of the librardan
and if the tickets have recetved his siamp  If they are in order
keep the recolpt and the tickets in resdiness to bo handed over to
the momber at the earliest o]

The number of the tieket will be written in tho first line ths
surname of the member in the second Hoe and the forenamos within
brackets in the third line, The address of the member should be
written after these. The sccompanylng picture shows the two
tides of Resder's Ticket and a Book Ticket with the Ronder's
Ticket imserted in the Latter

1t may bo explicitly stated here that azsuming for definiteness
that a memnber Is given threo Reader’s Tickets at any tums the number
of library books m his possemsion ptus the pumber of freo tickets
he has, should be eqnal to three. If he has thres books, he will
have no free tickets.  If he has two books he will have one free
ticket. If he has ons book, he will have two tickets. If he has
1o book, he will havo all the three tickets with him.

Ths following i & model eolour scheme for tiokets

Cliildren ¢ Ticket Red
Flction Ticket Yellow
Ordinary Ticket Green

Usnally even an ordinary book can be taken on & yallow ticket.
Bat no fiction can be taken on & groen ticket. I there are other
peivileges, like loan of perlodicals, other suitablo oolonrs may
bo used to indioate such prvileges.

Each ticket thould be given its Thkot Number Tho Ticket
Number thonld be expresaive. This & lostrated by the following
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interprotaton of Ticket Number 906D58.12.3
Here
906==Expires In June 1959
D58=Member’s main interest s in Aeronautics.
12==Twelfth member admitted In Juno 1958
3==Third ticket of the member
The interval between the isus of 8 Reader s Ticket and its expiry
has been taken to bo one year in the above example But it can
be of any duration as fixed by the Rules of the Libeary

23 2.8
N%
5374 5374
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ol in white oo the coloured ticket.
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Swhsidiary Ruler of the Modrax Unhersity Library
26311 12 13201 ‘The following is the colour schems for the
tickets

Brown for undergraduates.

Green for graduates.

Red for those who have the periodicaly privilege,

Viokt for the departments of research

Whits for mofussdll members.

Yellow for those who have the home dellvery privilege

Uncovered straw-board for thoss who hare government
privilege.

26311 12 13202 The following is the number of tkkety 10 be
Ieaned

20 for teachers,
6 for rescarch students.
3 for all the others.

The colour schemoe may bo varled in any convenlent manner
o sult the special circumstances of each [ibrary In publio libearies,
1t i usnal 10 give each member two tickets of one colour and ons
ticket of another colour with the underwtanding that only non-flotion
books can be borrowed on the two tickets of tho first colour and
any book, incinding a fiction, on the ticket of the second colour
This is devised to restnct the mumber of fiction books on Ioan with
any reader at @ ume to one. Smilarly a college or school bcary
can tegulate the lsnus of text books or any clam of books which
are in great demand,

26311 124 Datly jobs
26311 12 44 OVERDUE SHEETING

Towards the closo of the day but before forwarding the deposit
to the cashier takn the edmestion cards of il the members admittod
in the courso of the day and arrange them in the soquence of the
admission numbers. For each card pmepare an Overdee Sheet,
remembering perticularly to enter after tho name, the year of expiry
of memberthip in the case of chronologically contmgent mombers
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and alphabetse them. After memberahip docketing is over insert
all the Overdus Sheets of the day in the proper alphabetical
sequence in the woekly Overdus Sheets Pad

26311 12 46 Drroarr ForwARDING

At the end of the day forward to the casher all the admussion
cards recerved m the day the deposit recedpt book, and the cash
collected as deposit. If any portion of the amount collected as
deposit has been used in the course of the day for the refunding
of deposit, the connected withdrawal papers are to be sent m the
place of the amount (see routine 6311 3 97) When the receipt
book comes back ses if tho cashier has initlalled and dated at
the back of the last of the used counterfoils as & token of his having
received the amount. If not, get it done

26311 12 48 MpusErsarr DocKENNG
As 3001 a3 ths Overdue Shoets have been alphabotised, but befote
they arc inscrted in tho Weekly Overdus Sheets Pad, prepars
& Docket Sheet for each membor a3 follows  Writo In the label of
the Docket Sheet, the following items in sucoostive lines

Number of the fllo
Nams of the member
Ticket number  and
Admission number

BN

Insert uil the docket sheets in the proper placo among the files
of the section.

26311 125 Weekly jobs
26311 12 52 AprircaTioN Canbd FiLivg

As 5001 a3 the epplication cards of the weck are received from
the Account Section, alphabetiso them and tally them with the
overdue aheots in the Weekly Overduo Sheets Pad. If thers 1
amy discrepancy getit sot right by a reference to the Account Section
and by other means. As 500 as the taflying 1s found to be perfect,
rearrangs the sedmission cards in the sequence of the depout numbars
and ingert them In the Admission Cards Cabinet in the same 5o~

quence

-1n
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26311 12 54 OvERDUE SHELT FrLva
Aa soon ax the admission card filing iy over insert, In tho proper
alphabetio sequencs, the overdes sheets lying In the Weekly Overdue
Sheets Pad, in the overdue register which should be of the looss leal
pattern. If tho Conscience Box Method fs used this wili serve onlyas
Alphabetical List of Members and for noting specinl deposits. if any

26311 13 Change of Ticket Work
Tickets may have to be changed for one or other of the
following reasons

1 Relrsue of txckety, if necessary in the case of chronologtcally
contmpent membership on the expiry of the tickets

2 Change of class of membership {¢ changing the colour
of the twket and

3 Ticket being worn-out by uss or other caumes.

Suvbeidlary Rules of the Madras University Library

26311 1301 All brown tickets and =il red tickets which have
» digit at the right hand botiom comer ate chronologwally contln-
gont tickets and axe to be changed in July in the came of brown
tickets, and in Septomber in the caso of red tickets, of the year
whose last digit i entered at the nght hand bottom cotner of the
tickets.

26311 1302 Chango of class of memnbership may occur in the
following cases

1 Undergraduate members beooming graduate

2 Gradmte members gettmg periodicals privilegs

3 Gmaduste members beooming mofumil members and ree
wra and

4 Graduato members becoming home delivery members and
vice versa

26311 13 |  Immediate jobs
26311 13 11 JoITIFICATION OF CHANGE of TICKET
Receivs the ticket that requires changing and examin its oondi-
tion carefully i it {3 to bo changed on account of its baing worn-out
or otherwise spofled  if tho change Is to be mads for other reasons,

31
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study the filo of the member concerned. After satisfying yoursell
that the change Is justified, prepare a note to that effect and send it
to the librarian for orders.

26311 13 12 TickBr CANCELLING
After the order for change is recstved, deface the old tickets
withthe Cancellsd stamp

26311 13 13 RENEWAL oF TicxeTs

Preparc fresh ticksts in the place of the cancelled ones as provided
in rule 26311 12 132, Send the file, the cancelled tickets, and the
fresh tickots to the librarian. As 100n as they come back from the
libranian seo if the cancelied tickets have reotived his initials and
the fresh tickets have received his stamp  If they are In order keop
the tickets in the kept tickets tray to be handed over to the member
at the carliest opportunity Note the necessary information in the
Overdue Register

26311 13 18 TicxETs RENEWAL CovNTIvG
For each of the cancelled tickets, as well as the froah tickets
iseued, put a stroks on the Loan Counting Sheet against the appro-
priate 1tem and filo the cancelled tickots m the cancellod ticksts
tray In tho alphabetic sequence.

26311 13.5  Weekly fobs
26311 13.57 CaxcerLeD TickeTs REMITIING
Same a3 in rule 26311.3.57

26311 13 8 Annual fobs
26311 13 85 Exrmey oF Ticxers REMmDmnG
On the appointed day ot weck in the month, send lotters to
the members holding tickets which expire that month, requesting
them to roturn the expired tickets and, if necessary and permisaible,
take such fresh tickets as they may be entitled to

Subsidiary Rules of the Madras University Library
26311 13 8501 The cases that require expiry-of ticket reminding
1 any year are those whoso file numbers end with B or R followed
by the last diglt of the year Soch files will bo found together
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26311 13 8502 In the case of brown tickets, such ketters should
be addressed carly In July and in tbe case of red tickets, carty n
Octlober

26311 14 Lost Tichet Work

2631 14 | Immediate jobs
26311 14 11 Duruicate TICKETING

A3 s00m a3 2 member who has been advised to call at the Ibrary
for receiving duplnmthkwnmvu.couedmndupnm(nthm
fees from him m accordance with ruls 26311 4 11 and prepare
and isase the duplicate tickets to him in accordancs with rule
26311 12 132, except that the word “ duplicate  should bo written
in red isk acrom the ticket.

26311 14 18 Duruicats Ticxer Iasue CooXTva

For every duplicate ticket issoed, (ot a stroke against the proper
{tem in ths Loan Counting Sheet.

26311 14 4 Datly jobs

26311 14 43 PROCEDURE ADYNING
In tho case of cach notice of lots of tcket received m the day
send to the member concerned a copy of the Rules regardmg
lom of tickets and tho procedure that should be adopted or
if ths notico of loss of ticket is defective in any particular wnte
to him asking for proper notice.

26311 14 44 PaELIMINARY TO DETECTING
As soon ax thn procedure advising process m over propare

dats of notics of loss of ticket in the third line. Insest
the filed-up 1lip m the observation slips box fn the proper

numerical sequece. If a logt ticket s traced, destroy the related
obsegvation alp.
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Addltional Jobs of the Madras University Library

The experionce with cases of lost tickets in the Madras University
Library is of soms interest. For some ycars, the following practics
was adopted. Wheneover & member notified loss of tickets, he was
asked to report at the end of three months the result of his endeavour
to traco them out. If at the end of that pariod, he was unable to
trace them out, duplicato tickets were given without any charge.
It was found that this privilege was abused m toveral wave, After
taking the duplicate tickets, the old tickets were also prescnted.
The tickets reported to bo lost were sometimes presented by the
relatives of tho members, the relatrves stating that the member
gave them the tickets for their use. Somo members reported loss
of tickets repeatedly almost cvery year While the tickets of soms
members wearo locked up 1n the Library against money due from
them, thoy used to come months Iater with the story that the tickets
were lost. Duoo to one cause or other notice of lost tickets came to
be recetved almost every weok.

Then it was felt that something shonld be donme to help the
formatlon of w higher sense of responsibility in the matter of Library
tickots. As a result, it bocame the praotice to charge a foo for the
issuo of duplicate tickets and to ask the members to executo an
indemnity bond.

26311 14 45 BoNo Foru ForwARDING

After the exprry of three months in the case of reissuo of ticket
and six months in the case of withdrawal of depout, from the date
of notice of loxs of ticket, and on receipt of Information from the
member that ho 13 unable to trace the lost ticket, forward to him
a copy of the appropriate draft form of the indemnity bond, filing
up 1n the draft all the jtems that need filllng up, along with a coveang
ktter alang the member to send the bond executed on proper
stamped paper—25nP paper if the number of tickets lost is one ot
two and 50nP paper if the number of tickets lost is three.

26311 14 46 Bowp Rrcavma
As 1000 a3 the indemnity bond 18 recerved, tatutinise {t cacefully
and ace if it 13 in order by a referenco to the concerned flles. Prepare
2 note to the librarian xnd obtain his sanction for the issuo of &
duplicate ticket or refund of deposit as the cate may be. As soon

.
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a8 the sanclion s received, writo a letter to the member concemned
asking him t0 call at tho lbrary on a speclficd date with the
dupbieate ticket fees at the rate of 25nP per ticket in the case
of refsyne of tickets, or asking him to bring his other tickets, if
any or book# borrowed on them In the case of withdrawz! of
deposit.

26311.3  Withdrawal Work

Withdrawal work requires somo carcful planning particulacly
If the rules require the members to deposit caution moncy It
would be convenient if the roles provide that a week’s notics should
be given for all withdrawals. It adds to cconomy If & further
comvention s establithed that the refund of deposit will bo mads
only on a particnlsr day of the week Supposing that Tucsday
{s tho refind day all the eases, of which notice has been receved
on any day in the weck ending with the precedmg Monday may
be attended to on that day

26311.3 1 Immedlate fob
26311 3 11 WrrADRAWAL NoTice RECRIVING

If any menber desires to withdraw s deposit, ask him to gvo
& request in wniting. Whils recexving the letter of request, inform
him of the day and tlme when ho should call at the library for
getting tho refund of his deposit and ask him akso if he would retzrn
hus tickets. If ho returns them, keep them in the kept tickets tray
Note in the withdrawal notico the day and tims flxed for refund
0oty also 1f tho tokets have been reoetved

26311 34 Datly jobs
26311 3 41  WrTHDRAWAL FILEY SCRUTINY
In the case of cach withdmawal nobeo recefved in the day proceed
asfollows  Pick ont the file of the member concerned and study
it to flod whother the withdrawal may bo allowed, Examine also
tho overdne regrster and note if wy amount 1 dpo from him. Next
compare the signature in the notico with the signature in the mem
ber's adminion card. If the mgnature is aldght, if there is no com-
plication fn the matter If the member has not bean informed in
Ppocson about the daio of withdrawal m accordance with role 26311 3
1 mﬂlftbnmnmbe:hnnotukudrmthgdapomtobumby
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post, write & posicard informing him about the day and time on
which he should call at the library to receive the refund of his deposit.
If his tickets have not besn received already state in thes letter that ho
should brmg the tickets with him. Further mention also that,
in case he 18 unablo to come in person ho should send an authorisa-
ton lstter specifying the name of the person whom he sends to
receive tho money If there by any complication in the matter
the necemary correspondence must be started and continoed ntil
the complication is removed.

The files of all persons whoso deposits can be refunded without
further correspondenco are to be placed in the deferred disposal
pad 1n the alphabetic sequence by the name of the member

2631135 Weekly fobs
26311.3 516 WITHDRAWAL NOTIFYING

Find out from the Deferred Disposal Pad the number of files
which require refund. This will bo equal to the total number of
withdrawal filks in the pad mimur the number of flles in which
only a transfer has been asked for Then, send a nots to the cashier
about tho amount that will be required for refund of deposit on
the next day

26311 3.52 PRELIMINAXY TO REFUNDING
On the day preceding refund day for cach withdrawal filo found
in the deforred disposal pad, pick out tho admimion card end the
overdue sheet and pin them to the file. Study each caso carefully
and add a note In a slip of paper attached to tho file on the following

points

whether the tickets have been reosived

whether it is a case of indemnity bond

whether anything Is doo from lum  and
whetber refund or transfer a3 the caso may be, may be allowed.

SRR

26311 3.531 RerunND Casit RBCEIVING
On the mornmg of the withdrawal day obtain from the cashler
the amount required for the duy’s refind, taking inio account
any deposit amount that might have becn received from members
after tho depoalt forwardmg work of the preceding day

316
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26311.3.532 TickeT CANCELLING
As 3001 as ths member concerned arrives on the refund day
coltect the thekets of the member elther from him or from the Kept
Tickets Trwy or from the member of tho Section concerned,
a3 the case may be, apd stamp them with tho ™ Cancelled”
stamp

26311 3,535 Drrosut ReFyNDNG

Take the file of the member concerned  Study the note kft
in the last slip attached to the file and in fts light, add & note in
the sdmbssion card in the appropriate place, stating if the refind
may bo made clther in full or after deducting any sum dus Then
forward the file and the canctiled tickets to the Hbrarian for ranction
of refund When they como back from ths libranan, examuoe
‘whother the cancelled tickets have received his initials and if the
necenary sanction has been accorded. If everything is in order
ask the member ot his agent, &8 the cato may be, to sign at the
appropriste place in the admission card In token of his having
recofved the amount. If the signature 1s correct, hand over the
entire depoait amount or the deposit amount less any amonnt due
from him, a3 tho case may be. For the dues deducted, give the usual
recelpt.

If the refund i to bo made by post, the necessary monsy order
form or cheque, a3 the cise may be, shoukd be formarded to the
librarian along with the files and the cancelled tickets, for his
signature and ay toon as they come back from the librartan and
after thn necemary scrutiny tho amount thould be transmitted by
post. Add a note 1n the placo of the signature of tho member in
the sdmision card to the effect that the smount has been tranemitted
by monoy order or cheque, a3 the case may be, end put yoer dated

If the withdrawal notice has asked for a tramufer of the amount
and not refund, it is not neceseary to get the signaturs of the member
or his agent in the admmslon card 1t is enongh if & note i added
10 that placo to the effect that the amomnt has been transfecred

in favour of $0 and 30 mentioning hus deposit rumber  Add your
dated tnrtiaks

All the cancelled tickets shauld be fnserted in the Canoelied
Tickets Tray in the alphsbetic sequence of the names of the memtbers.
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26311 3.56 WrITRDRAWAL Fries Foxwarpméa

At the end of the withdrawal day collect all tho files relating to
the withdrawals effected in the course of the day count them,
note the number against ths proper itsm m the Loan Countng
Sheet and then forward the admisnon cirds and the overdoe
register shests to the cashier along with any money that was doawn
1n the morning from him but was not disbursed. The Transmistion
Register advising the amount should be got back from the cashier
with his mignatare and date

26311 3.57 CaNcELLED TICKETS REMITTING

At the end of the withdrawal day colleot all the cancelled tickets
and fill up the appropriate columns in tho Cancelled Tickets For
warding Book. Make up the total for the week initlal in the proper
place and transmut tho cancelled tiokets to the cashler with the
instruction, that, after tho cashier had verrfled tho cancelled tickets
relating to withdrawals, the cancelled ticksts and the Cancellsd
Tickets Note Book may be transmitted to the Stores Sectlon through
the Account Sectlon. When the Cancelled Tickets Nots Book
18 received from the Stores Sechon, examine if it has recolved tho
mitials of the store~kecper and if not, get his initials,

26311 4  Dues Collection Work
Dues may accruo from members in the following ways

1 As overduc chargo on overdue books (ses rulo 2631 3 436)

2 As feo for duplicate tickets (seo rulo 26311 14 11)

3 Asfreight incurred on behalf of the member (seo rule 26325.2
37

4 Af)spedgldcponttocmtrlonor damaged books (seo ruke
26324 4 4) and

5 Subscription.

26311 4 1 Imonedlate jobs

26311 4 11 Dum Foane
As 100n as a member offers to pay his dues, find out the amount
doe from him by & referenco to 1 tho kept tickets temy 2 tho
overdus register and 3 the files, in the caso of special depont
and duplcate ticket fees, and If otherwlso necessary

a10
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26311 4 12 Durs RECOPTING

Collkect from the member the amount dus from him and laform
hum tbat the receipt for the amougt will b ready by the time he
leaves the library Prepare the recelpt, noting the amount against
each {tem In the recaipt book both In the cotmterfoll and iz the
oripnal, mitial it, and send it to the head of the section for counter
sigratare, Then, send tho recefpt book to the libracian for signature.
When the receipt book comes back if everythung is In order tear
off ths original and hand it over to the oxit gate for delivery to the
member concerned,

If the overduo charge Is to bo depomted by the member in the
Consclence Box, it will not bo included in the receipt book.

Sulsidiery Rule of the Modras University Library

I the amount duo  as subscxiption for home delivery service,
the eountec~ignature of the home delfvery clerk also shoukd bo
obiained, Unicsy the party fumself is prescnt in the lbeary this
recelipt thould bo handed over to the home delivery cletk for trans-
misnon to the member concermed.

- #6311 4 13 TICKET RETURNING

If any of the tickets have been withheld for overdinoe charpe, and
if the related overdne chargo has been paid, relzsse the relsted
tickets from the kept tickets tray and hand them over to the exit gate
along with tha recsapt for delivery to the member concerned.

26311 4.3  Caswal jobs
26311 4 34 RecerrT PostING
For every reoeipt preparcd, entee the receipt mumber and the
date of coflection in the overdus register agninst the eppropeiato

ftemm, yuch as overdoo charge, frelght, duplicato ticket fee, spocial
depotlt, mbseription, cto

26311 4 4 Dally jobs
26311 4 46  Duss CorLECTION FORWARDING
At the eppalated hour of the day total the collection from the
time the collection was last forwarded to the cashiec, with the

ald of the counterfoiks In the recefpt book. If the Consclence Box
Method of collerting crvmrd e rharess 16 resd ke 8rmemimt bm $ha
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Consaience Box will bo added once in a week to the cash to be sent
to the Central Office by the Account Section in accordance with the
routins described in Section 373456, Venfy the cash and transmit
the amount to the cashier with the receipt book hawing noted
the amomt on the back of the last filked up counterfoll When
the receipt book comes back cxamine if the cashier has pat his
indtialy with date on the back of the last counterfoll as a token
of his having recerved the correct amount.

6311 47 Quarterly jobs
6311 4 71 Dues LisT PREPARING
Once 1n 2 quarter prepare an alphabetical lst of all the out
standing dues. Get 1t venfied by another member of the Section.

6311 4 75 Durs RENINDING

Propare a demand Ietter for each member whose namo appears
1n the quarterly dues list, If the ducs are only old arrears, instead
of preparmg a demand letter it is enough if & reminder letter is
After thess lotters have been checked with the quarterly

ducs list, send them for the signature of the librarian. When they
come back from the librartan, and if they aroin order despatch them
If the amount dus is very small, say kess than 25nP or if it Is recent
ducs, or if the member is one who frequents the Jiteary the demand
letter need not be posted, but may be kept at the entrance gate and
handed over to the member concerned, when he calls at the library

2632 Resources
263231 RETURNED VOLUMES
263231 4 Counter Worn-out Volumes Work

261231 43 Casual fobe

263231 4 31 RETURNED VOLUMES SORTING
From tume to time, cxamine the condition of the volumes retumed
at the counter cither by the members or their agents at tho entranco
ptnurbyv.hzusmuthocmme. Sort them Into different
groups in with the d) of thelr dition xs

follows
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Those that are sound and may be sent to the shelf

Those that require immediate minor mending

Those that require mare careful mending by tho Maimtenance
Section  and

5 Thow that require rebinding.

263231432 Mmvor Meroneg
In the case of the volumes that require immediate minor mending,
such as fixing a booss sheet or plate, carry oot thoe necessary mending
and place them In the groop of sound volumes.

e -

263231 4 4 Dally feds
2632314 48 Womr-OUT VoLvues Forwaxpnea
Towards the cnd of the day befors the members of the Mainte-
nence Section go homo, transmit to that Section all the valumes
that requirs either rebinding or prolonged mending by the Maln-
tenanco Seotlon heelf

263231 5 Counter Reconditioning Work
The different jobs of counter reconditioning wark sre to be
done a3 pick-up work at odd moments. Tho Circulation Section
should never cogage loelf in these jobs when a reader requires
sttention. At the same tims, it ix & matter of cxperiance that the
Cirrulation Section does bave many odd moments when it does
not have to attend to reeders. Hence, ft shonld be a matter of honour
fortthrmludonSaa}ontocumphmnlthoJobso{Counm
ditioning Work th and not pass them on to other
Sections on the pretext of thefr not having sufficlent belsure to
attend to them.

263231.5.3 Caswal jobs

263231.533 Tacomo
If sxry of the volumes in the group of sound volumes has lost
of dumaged its tag, apply @ new tag and writs down the call number
on the tag in ink, the call number and the book mumber being
written in different Lines ono below the other Prodence will require
that theso numbers should bo written at the centre of the tag, leavmg
the maximum posible margin all round 3o that later corrections
may bo carried oot m that tag jtself
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263231 5.34 Boox CAsDING
If the book ticket of any of the yolumes is worn-out, prepare
a freah book ticket. After the new book tcket is verrfied with
the old book ticket or with the book itsolf by some other member
of the Sectlon, insert the new book ticket fn the book pocket and
destroy the worn-out one

263231 5 36 DATE LamELLING

If the pocket in the date label m any of the yolumes is worn-out ar
if the date Iabel has been completely filled up pasto another date
lahel over the old one. The pasting is to be doms only along the
left hand edge of the date Iabel. If the okd dato label is smaller in
size than the new dato label, the new date label 13 to bo cut to the
ame nre,

Sometimes it may happen that a volume prescnted by a member
13 without a dato label. In such a case, the presumption is that the
volume is not to be lent out.

After the date label 1s pasted, write down the acoession number
and the call rumber of the book in the appropriste places on the
pew dato Iabel.

It is & moot point whether the old dats label iy to be retained or
torn away The practics in the Madras University Library is to
retam the old dato labels, minco they give s full picture of the extent
to which the volums has besn borrowed.

263231 8 Returned Volumes Forwarding Work

263231 8.3 Camual fobs
263231 8 31 SounD YoLuMEs SoxTng
As 1000 as the number of volumes socunmlated in the group
of sound volumes grows to a suitable cxtent, sort the volumes
according to their respective locations For example, the following
groups may be recognised

3 Looss numbers of periodicals

6 Books kept in tho counter collection

7 Reference books kept in tho reading room collection
81 Books kept In the closed access colkections and

82 Other volumes,
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263231.8.38 SouND Yorumes FORWARDING

As 1000 g3 tho sorting of the sound volumes is over retain the
volames of the counter sequenco in the counter jisell and send
away all the other volumes to their appropdate places. The loose
munbars of periodxcals are 1o be rent to tho persoa in charge of
1ho perodicals room. Ths reference books belonging to the reading
room sequence are to be insexted in tholr places by & member of
the Circolation, Scction. Books belonging to the closed access
collecttons aro to be handed over personally to the head of the
Reference Section, All the other volumes are to be seat to the
Replacing Skelf

By a rcplacing shelf s meant shell space, preferably at tho very
entoance to the stack room, whers all the books intended for re
shelving by the Maintenance Scetion are to be kept in & clessified
sequence, Another alternativo i3 to uso the window sills of the
windows facing the scveral gangways m tho Replacing Shell
Each window sfll is to reccive the books in the subjects acco-
rmmodated in the book racks in the cross gangway facing it Of
course, the window sills ghonld be lned with timber The
Referenco Sectlon mre to take charge of thesa volomes a3 and
when they sre trancmitted by the Clreulation Section and insort
them fn the proper clasafiod sequence in tho Replacing Shelf As
resders come into the stack room, the Reftrence Section thould
tovtts the attention of the readers to tho books lylng in the
Replacmg Shelf

In the Madms Universty Library the books in the Replacing
SheIfl aro sent 1o their normal places by the Maintenance Sectlon
between 11 A M and 12 noon cach day At all other hours, tho
books that are scoummlated there are given full chance to bo taken
away by readers. Ths, the most popular books frequently go back
from the Replacng Shelf to the readers. As a tesnlt of thi, the
amount of reshalving work of the Mat Section s

roduced.
r

263233 Books OF THE COUNTER COLLECTION

Books in tho Counter Collection are mtnally in great demand
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BuponnVo]umConccﬁonnndplmthebupmﬂumdinth
Tansmison Box.

263234 143 PBesprarmvg Canps Forwanning
After all the bespeskmg cards of the day have been thus picked
out and placed in the Tranymision Box put your dated infthals
just beneath the word “ lbrarian ™ in each card fn token of your
having taken up the responsibility in the matter Geot the signaturo
of the librarfan. After the Transmindon Box comes back from tho
librarlan, despatch tho bespeaking cards.

263234 8 Bespoken Books Collection Work
Thefoﬂowl.n;prmkfoﬂa—udinlhamdnxUnhﬂﬂty
Library in the B Books Collectl

Thabq»ohnbouhnmtol;ekcpturmpdnnrthnmum
gate In five collectionsy, viz

0 Zeroth collection consisting of the books whoso bespeaking
cards have not yet been forwarded

1 Fhwt colleotion oomsisting of the books whose bespeaking
cards were forwarded on ths day

2 Second collection consisting of the books whote bespesking
cards were forwarded one day earlkr

3 Third collection consisting of the books whoso bespesking

4 Fourth collection consisting of books whose bespeaking
cards wers forwarded threo days eaghber

‘Tho books in each of the collkections are to be kept in the sequenco
of ther call numbees. The collections ars to bo separated by guides.
A gmide h just & strip of cerd board 6 inches by 2 inches, with the
Collection Number written promnently at both ends. As 1oon as
th:buq)mhngmd:mfm:dodwdmlﬂxtrhn,mhnlnﬂm
books batund the Colieetl berod 4 Examine {f they
hﬂvnbunbeupombyothm-l.mdlrna tranfer them to the Zecoth
Collection to be newly formed thereafter If thoy havo not been
bespaken by others plsos tham in the Temporary Replecing Table.
Then shift the Collection Guides in the appropdate manner 1o
ahift gurde 4 to the pleco of goido 3 guide *3* (o the placo of
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gulde 2 guide 2 to the place of gwide 1  guide 1 to the place
of goide ‘0 and place guide 0 50 a3 to cover the books, whose
bespeaking cards are to be forwarded on the next day

263234 8 4 Datly fobs
263234 8 41 BESPOKEN BOOKS RELEASING
As stated above, as soon ay the bespeaking cards of the day
are sent to the librarlan for mgnature, releass the bespoken books
in the Fourth Collection and deal with them in the manner suggested
gbove.

263234 8 46 BefPOKEN GUIDE CHANGING
After the books of the Fourth Collcction aro released, change
tho bespoken guides in the manper indicated above.

26324 LoST OrR DAMAGED BOOKS

26324 4 Special Deposit Receiving Work
The jobs of the Special Deposit Receiving Work will have to
be done as Immedinte Jobs in case the user conocrned h on tho
spot end deslres to have tho question scttled Immediately Other
wise, they are best done on & dally bass.

26324 4 4 Daily jobs
26324 4 41 SpeAL DrrosT Esrmeating

Occasionally it happens that a reader loges a volume of the
library or damages it. It is obvious that in the former case he
should bo asked to supply tho library with & fresh copy In the
Iatter case, tho treatment to bo given will depond upon tho extent
of damage, The volume may either bo repaired locally or the
damage may be so scrions that the user has to bo asked to furnbsh
tho Iibrary with a freeh copy Which of tho alternative course
s to be adopted has to be determined m consnltation with the
libracian.

1f the decasion is to get a fresh copy from tho user find out the
publithed prico of the book from the Accemion Section or from
the trade lists, as the case nmy be. If the book fs a rare one, It
maybomcusarytouﬂmﬂothacmtmpﬁwo!thobook[rom
second-hand catalogues. If the decision ls to have the book repelred
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locally get from the Binding Section the estimated cost of the
repair Yo any case, make a libers! estimato 50 23 to avold the con
tingency of recovering excess amount from the user at » later
stage. It fs always easier to refimd the balance rather than recover
tho cxcess.

26324 4 42 SeeciAL Drvostr CLAIMING
As s00m a1 the estimated coat is obtalned, inform the user concermn-
od in person, If bo Is present In the library or by letter about
tha amount and ask him to pay the amount as Special Deposit
immediately

26324 4 44 Srecia Derotit CouLicTiNG

As s00n as the nser brings the Special Deposit, reoctve the amount
and preperc and glve him a rocelpt for the amount. The amonnt
1 to bo trunsmitted to the Finance Section at the end of the day
atong with the miscellancous coflections.

As toon as the Spocial Deposit recripting s over pick out the
rolated coupled reader s ticket and book thoket. Placo the Book
Ticket in the Last Volumes Collection apd rettrn the Reader's Ticket
to tho wsor If it i3 a caso of damaged volume, it may happen that
tho wser Is not & member In that case, slmply tramsfor tho book
card to the Jost volumes sequence.

There is the qoestion, how long overdoe charges should be allowed
to accruo in the case of lost or damaged volumes

1 Overdus cherge may be mads to accrue till the freah copy
arrives

2 The levy of the overduc churge may be stopped with effect
{from the date on which Specal Doposit is paid by the user
and

3 The vy of overdos chargs may be stopped with effoct from
the date on which tho notleo of loss is given.

The adoption af tho first alternative is rather too hard in Indisn
Vbrasies, 1 i often happery (sat & freah copy of the book bas
to bo procared from foreign countries. It takes not lese than gix
weeks for the freah copy to arrive.

A mom humane sliernative seems to bo the adoption of the

27
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second one. But thers is a curlous abuss of this alternative by
certain unscrupulous members. In this alternative, it is open to &
member who wants to retain a book for & long time afier the due
date, to report loss of tho book, pay the Special Depasit and prodoes
the old copy after he no longer requires it, with the story that be
has reoovered it somehow Some members succumb to the tempta
tion to do this, eepecially In the caso of books of topical importance
and particularly text-books which aro of great importance in con
nection with examinations. I wonder whether this abuse may not
be guerded againgt by providing that in cass the user rcturns the
old Hhrary copy he should pey the overdus charge tll the dats of
rotarn. Of course in this caso we have no means of distinguishing
genuine loss and recovery from protended loss and recovery

The third alternative s not desrsble. Becauss Special Deposits
are not oasily forthcoming unless the overdne chargs is made to
accrne until the dato of payment of Special Depostt, the Library
has to wailt indefinitely long to got the Special Deposit.

26324 4 48 MAINTENANGCE SrcTION NoOTIFYING
As soon as the Circulation Section hears of the loss or damage
of & volume, the Maintenanoe Section must bo informed about it in
witting, so that it can transfer the related ahelf register card to
tho damaged and lost sequonce. It will be a good policy to send the
damaged copy also to the custody of the Maintenance Section.

26324 8 Speclal Deposit Advice Work

6324 81 Immediate fobs
6324 8 12 PRELIMINARY MAINTENANCE SECTION ADYTSING
As s00n a3 the specral deposit for lost or damaged volume Is
received, ascertain from tho user concerned whether he himsell
proposes to repair or replace the volume or whether ho desires
the Hbrary to do it. The user shonld be asked to state his cholco
in writing.

26324 8 18 MAINTENANCE EECTION ADVBneo
As 1o0n a3 the chokce of the user is ascertained, inform tho
Maintenance Section in writing about the further actlon, if any
that that Section should take in the matter remembering to note

4nQ



CIRCULATION BECTION 263249731

down at the bottom of the letter received from the user an endorse-
ment showmg the sdvice sent to tho Malntenance Sectlon. The
dated injtlals of the head of ths Maintensnco Section shoukd be
obtained in token of his having received the advice.

2632497 Special Deposit Refunding Work

26324:97 | Immediate fobs
2632497 18 Fresu Cory FORWARDING
In casc the user mads himsell responsible to repalr the damaged
volume or to supply a freah copy of the lost or lrreparably damaged
volome, recerve the fresh volume from the user and focward It to
the Maintenance Sectlon with = slip inserted in it showing the
natare of the case,

26324:97 197 Sreciat DerosiT RETURNTNG

Ascertaln from the Maintenance Section i ths volumo given by
the user i acceptable. Thetr advice should be got in writing. If
1t 1s acceptable, retum to the user tho special deposit he had made
for the vyolume. Obtain the necessary amount from the cashier
and after giving the amount to the user obtsin a proper receipt
from him for the amount, The recept Is to be sent to tho Accounts
Scctlon. Note down the fact that ths special deposlt affafr has
been closed, against the cntry of the special doposit in the overdoe
register of the uier if he 5 & member oc in the file, if bo s not a
member

2632497 3 Comal jobs
If the user had anthorlsed the library to ropals the damaged
volmme or to buy a fresh copy of the lost volums, the following
casual jobs are 1o be dono in connection with the special deposit
refunding work.

26324-97.3]1 PRELIMINARY TO SPECAL DEPOSIT RETURNING

As s0cn a3 the damaged volnme has beon repaired or a fresh
copy of the lost yolume has been obtained, get & cartificato from ths
Maintenance Section that the matter has been set right and find out
the balanco of the pecial deposit to be refunded to the nser ar
tho excoss amount 10 be recovered from him.

329
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2632497.32 SpeciAL DEPONIT BALANCE RETURN NoTorrivg
Inform the user concerned about the emount due to hun or
the amount due from him and ask him to settle the account as

carly as possible.

26324:97.35 SreAL DEPOSIT RETURNING

As so0n us tho user concerned calls at the Hbrary refund to
him the balance of the speal depomt if any or colkect from him
the excess amount due. If, however the user does not call at the
library remit the belance dus to him by money order If any
excesy amount Is duo from him, remind him abont it and take every
possible step to collect it as early as posmsible.

If it is a case of damaged voloms having been replaced by a fresh
copy get the damaged volomo from the Malntenanoo Section.
Wirte an cndorsement on fts titls pago as follows and nitial and
date 1t

*“ This copy has been replaced by a fresh copy by Mr Hence
this copy is grven away to Mr This s no longee tho property

of this library
Li

ibrarian
(Name of the Library) "

Got the signature of the libranan and hand over the volums
to the usar concerned aftor taking the necestary receipt from him.

26325 BoOKS FROM THE CO-OPERATING LIBRARIES
26325 1 Borrowing Work

2632513 Casnal fobs
26325 1.31 LOCATING THE BOOK TO RE BORROWED

If it Is decided that & volame not in the Library is to bo obtained
from some Co-operating Library for a user find out by enquiry
in whach library the volume in question is available,

In thess days, it is not possibk to expect any library to have
# prated catalogue. Even if there Is a printed catalogue, ¥t i
1ikely to bo out of date. Henca, onv has to guess, with the aid of
prcvio‘u!upermmﬂmmuorlﬂxubthltmmdytohlvo

110
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the volume and write to them asking if the yolumo is avallablo with
them.

26325 1.32 ReQuoTring Frout CO-OFTRATING Lirmary

As soon as it I ascertained which Co-operating Library has
got the volume required and iz peepared to kend it, apply to that
Co-operating Library asking for a Ioan of the volume in question.
In doing 10 remember tho ruks concerning interlibrary loan
and the principles governing them, which are set forth later in
this chapter under * 2635 Co-operating Librartes™

26325 1.33 BoaroWED Boox NOTIFYING
As 1000 #3 the requhitioned volume srrives at the library Inform
tho uscr on whose behalf jt was got, about fts artival. Whils inform-
ing him, state also the date before which the volame is to bo returned
to tho Co-operating Library

26325 1.37 BomnowrHa ExrENDITURE NoTivG
As soon a3 tho requisittonsd volume arrives at the library if
any sum has becn pald for pecking and transport charges of the
book, note the amount in ths overduo register of the nser concerned.

263252 Borrowed Book Returning Work

2632523 Casmal fobs
26325.2.31 BoexowED Boox CoLLBCTING
Calleet the bogrowed volume from the uset fn time before the
dato on which 1t is dio to be retirned to the Co-operating Library

263252.32 LoaN Pexiop EXTRNDING
I, however the wier desires to have the pexlod of loxn of the
volume extended, write to the Co-operating Library a wesk or
more before the due date according to the distancs of ths Ilbrary
concernied, axkmg for an extenslon of the period of loan. If the
Co-operatmg Libeary declines to give the extendon, collect the
‘volumo from the wser tmmediately

263252.33 BorROWED Book FOxwARDDNG
As 3001 a8 tho volume is collected from the wser send It by

kX
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PIEIX
o el ackoowledgment doe, to the comoe=a? Co-
mrmrll“”?
st 23" FosWARDING EXPENDITURE NOTING
wwm&tmﬁdmmducrorthamathcmmﬂ‘
o ir\‘u.‘"\i‘-ﬂ:q‘md}tm in retormng the borrowxrd bodk
,um&\ﬁmwm"d
2SS T6 Banmng BorrOWID BOOK EXPENDIITRE
4 san. £ o borrowed volume js returned to the Co-operatzg
Liveey, Ttz 2 lidated of the total expenditr
t@—m:x:ixvmmingﬂwbcmwcdvolumcmdm:dd:cbﬂ]
v wxer coeooerned, Watch tho matter and take the necessary
ook~ ~ifect the amount as early as possible

2635 CO-OPIRATING LIBRARIES

e exactng naturo of the Sccond Law of Library Science,
o =Eooks for all ™ fs such that no librery however rich, can
ovee S the pecessary financo to be absolutely self~contafned.

X loan is & matter of pecessity In any comntry The
mlqmanorlnmubn:ylunhubcmhﬂycﬂmdh
wm:lrnofﬂbnry:dnm“
Tt Inghly evolved stage to which interlibrary loan has reached
= Denmark and Germany Is slso described in the same book.®
anrmzcﬂ‘oatoﬂmpoﬂcyo(imedﬂxuylm,hwmmc
rost be taken to see that the interests of the local chientele of the
htrary are not allowed to suffer m any way To securc thus end,
1 am grving here & set of draft roles for regnlanng mterfbeary loan.

26351 CONDITIONS OF INTERLIBRARY LOAN

1 ProamTED CATEGORIER
No applicanion for interlibrary loan 18 to be made m the following
cases
-~ -
Jooks co *r33 than three ropees unless they are technscal
Jblications or they are more than five years

n”utobemhncrprmdum

Hlee
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cover most literaturo that would not be Included in the
norml stock of an average library

12 Text-books and quasi text books, required continuousty
for cxaminatlon purposes

13 Fiction and qukk referenco books

14 Books of which the indentmg Hbrary has a copy and

15 Loose numbers of periodicals.

2 RIGHTS OF THE LENDING LrarARY
2] Loan of & book may be doferred
211 In the caso of & recent sddition, to such time as the local
demand may justify snd
212 1In the caso of 2 book for which there is an unnsual tempo-
rary demuand, to such tme a3 may be nevemary
22 Losn of & book may be subjected to special conditions,
Notz  Special conditions may relate, for cxampls, to | pedod
of loan 2 non-removal of the book from the peemiises of
ths borrowing Library and so0 on.

23 The loan of any book may be refused without aslgning any
reasons.

Note Tho book rmay be in a bad condition. The copy mmy

happen to bo & unique or & rare one The book may be a

giant volume, which it i not desirablo to subjeot to transport.

The book may contein too many piates, which agaln, It i

not desirable to subject to tramspaort.

3 OmuGATIONS Of THY BogRowWNG Lippary

31 Every application for intecl{brary loan # to contaln a certl
ficato that the indeating library does not porscss a copy of
the book. This certificato shousd be signed by tho Head of
the iodenting 1ibracy

32 The borrowing library 1s o pay tho to and fro transport
and other incidental charges.

33 The bortowing Ubcary is to make good any loss or damags
that may happen to the book from the moment it lesves
the lending library tiil tho moment {t comes back to it

34 Ifuavolumo of a set Is lost or damaged, the borrowing Hbrary

3337
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is Lubla to replace the whals wet.

35 The borrowing library 15 to folfil the condinons, if any
unposed by the lending library with regard to tho use of
any book lent,

36 While retarning the book, the borrowmg library 1 to forward
u ttatement showmg the number of different readers who
used the book while it was in its postession.

26358 Amnual job
2635 81 Co-OPERATION RENEWAL
At the appointed tupe exch year wirte to the co-operating libranes
renewnng the understandmg wath them in the matter of interlibrary
loan This kmnd of ammual re fon of the arm
for Interlibrary loan is desirable from the pont of view of all
concerned.

264 Elmination of Waste

2641 ORGANISATION

If the turnover in the scction demands the axsignment of several
membens to 1t, It may bo an edvantage to speclalise them in different
{temns of work such as entrance gate work, exit gate work and cotres-
pondence work Further 1if the library works for long hours and
on all days mn fulfiiment of the First Law of Library Science, it
13 obvlous that the Circulanon Staff will have to work in soveral
shifts. This would mean that the sams work will have 10 bo carried
through by different persons at different times. This implies that
tho organisation of the Circulation Work should be quite thorough,
so that the changs of hands may be cffected as impereeptibly and
quickly as possibls The bechive amlogy referred to 1n section 155
is applicable almost in all its entirety to the wotk of ths
section.,

2642 HeAD OF THE SECTION
The Head of the Sectlon should seo to it that the beehive splrit
13 maintained at as high & level as posible among the members
of his section.
Ho should review and test-andit the charging and discharging
processes and apparatus at frequent ntervals to eeo that the machf-
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nery I3 being worked efficiently and accurately Ho should develop
tho necestary scumen to detect mistakes in charging and discharging
work and 1o solve them expeditionsly

The rate of Ingress of readers In the hibrary is a factor which
1s cntirely outside tho control of the Library stafl It s seldom
unifornt. The Head of the Section should have tho acuteness to
study the vagaries fn the mte of ngress and drstribaic his asistants
in the most helpful manner Ho should jnvardably bo at the counter
at moments of extraordinary rush and control and direct the hand!
ing of the traffio In a quiet and unperturbed manner Ha should
personally check, st the end of tho day the tickets in the charged
tray

2643 MONEY MATTERS
It Is also desirablo that tho Head of the Seotion should have
direct tooch with all money matters. Ho shoukd personally check
cvery day tho posting of overdoe caxcs in the overdne register

of books to and receipt of boaks from, the home delivery members.

2644 DIARIES
The Counter Section is to maintain four dlarics on a daily basl.

2645 Diary 1
The first duary may bo called the Irnue Diary Ity columns are to
be the symbols for the main divisions of the clasufication schems

used or any modification of the same and, in addition, the following
headings

j
g

Total teyuo to rosearch departments. (Special in the Madras
University Libeary )

335
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2646 Diary 2
The second diary may be illed the Rowtine Diary Its headings
are to be as follows

1 General Correspondencs
11 Authorlsation letters received.
12 Amthorusation lettars disposed.
13 Other Jetters received.
14 Other lstters dlsposed.
15 Letters ordginated.
16 Reminders sent.

2 Home Delivery
21 Letters recerved.
272 Letters diaposed.
23 Books received.
24 Books sent.
25 Mcmbers served.
26 Subscription expiry cases.

3 Mofunsi! Loan
31 Lettery
32 Letters disposed.
33 Books Recefred.
34 Books Sent.
35 Members Served.
36 Members from whom books were recetved,

45 Bespeaking cards seot.
46 Bespeaking cards uatraced.
6 Ovwerdue Cards
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63 Third rcminder sent.
64 Registered reminder sent.

7 Miscellmeons
73 Special parmrt given,
74 Change of ticket made.
(Classes 2 and 3 are pecullar to tho Madras Univensity Libeary )

2647 DiArY 3
The third diary may be calied the Flagnee Diary Its headings
are to be ay follows
1 Admisrion
11 Graduates.
12 Students.
13 Exemption cascs.
14 Mofumil
15 Homo delivery
Total

(Thuelm:mpecullutnlh:Mnd.mUnhwd:yubnry)

3 Withdrawal
31 Withdrawal notices recefved.
31 Withdrawals offecied.

41 Books lost.
42 Books damaged.
43 Books replaced.
44 Tickets lost.

45 Lost tickets dotected.

|
E

i
i
ﬁ
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2648 Diary 4

The fourth diary may be called the Howrly Statistis Diary
Thn diary should have a scparats coturmn for sach hour ths lbrary
18 open and in sddition a sufficient number of colu for the totals
at smtable intervals, way one at 10 A M, another at 3 P, another at
6 P, another at 8 PM, and another for the grand total. In addi-
tiom, 3t may be advisable to heve special colummns to note the actual
number of readers in the lbrary at somo importsnt moments
For example, fn the Meadras University Library wo note down
the number of Teaders In the Hbrary st 50 PM 630 Pu, 7 P
and at 8 PM

265 Correlation Table

3 Pertodical Publications Section
263231 8.38  Sound Volumes Forwardmg.

4 Acceryion Section
26324 4 41 Speclal Deposit Extimating.

7 Reference Section
2631 3.34 Bespeaking
26311 12 131 Depostt Receipting
263231 8 38 Sound Vohmmes Forwarding.

8 Matntenance Section
263231 4 48  Worn-out Volumes Forwarding
263231 8.38 Sound Volumes Forwardmg
26324 4 48 Shelf Bection Notfying
26324 8 18 Shelf Section Advising
263245731 Preliminary to Special Deposit Returning.

26311.3.516 Withdrawal Notifying
26311.3.531 Refund Cash Receiving
26311.3.56  Withdrawal Files Fatwarding
26311.3.57  Cancelled Tickets Remitting
26311 4 46 Ducs Coliection Forwarding
26311 12 46  Deposit Forwarding.



2631114
26311.3.535
26311 4.34

26324 4 41

2631 4 47
26311.3.57

26312488
2631.2-481
263234 8 4
2631.3 41
2631.3 433
26313 432
26313 414
2631 4 47
26311 14 4
263113 41
26311.3.52
26311 12 44
26311 1. 47
263234 1 41
263234 1 43
26311 12 46
26311 4 46
26313 445
263231 4 4%
2631.3 436
2631.3 431
2631 1 46
2631 .. 46
2631 1 411

CIRCULATION SECTION 266

97 Accomnts Section
Fine Recerving
Deposit Refunding
Receipt Posting.

995 Binding Section
Special Deposit Estimating.,

997 Stores Section

Counter Unclatmed Property Forwarding
Cancelled Thckets Remitting.

266 IDesirstive Ties Schtme

DALLY JoBs
Issne Totalling
Counting Sheet Prepanng
All tho dally jobs of bespoken books sequence work
Overduing

Counter Unclaimed Property Forwarding
All the daily Jobs of lost ticket work
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2631 1 412

2631.3.514

26311.3 516

26311 3.5
26311.3.516
26311 13 37

26311 12.52

26311 12734

26311 471

26311 473

26311 1385

2635 81

LIBRARY ADMINISTRATICON
Gato Register Patting Up
WeskLY Jons

Saterday
Detected Ticket Reporting.

Monday
Withdrawal Notifying
Twesday
All the weekly jobs of withdrawal work except
Withdrawal Notifying
Cancefled Tickets Remitting.

Thurrday
Application Card Fiting
COrverdue Bheat Filing.
QUARTERLY Jops

First Month—Flrst Week
Dues List Propaning.

First Month—Second Week
Dues Demanding.

ANNUAL Joss
July and September
Explry of Tickets Reminding.
December
Co-operation Renowal Work.
267 Forms apd Registers

A61  Reader’s ticket Printed. 6 point type. Bristol Board,
Loed on one side with calico 6x4x 3 cm. Colour scheme
The pame of the library and its cost of arms or emblem arc tobo

AAN
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printed on the lined side. The unlined sido is to have the row head
ings Ticket Number Name of Member and his addrew

A2 Book ticket Manmuscript. Macilla In the form of a
packet to hold a Reader’s Tkket. Frout fold 4 x4.5 cm. Back fold
7.5%4.5 em The rame of the library is to bo printed In display
type on lhe back of the back fold. The exposed portion of tho
froat of the back fold fs to contaln the Class Number fn the first or
kadmg line, tho Book Number in the second line, and tho Accession
Number in the third Iine, The folded flap Is to contaln the heading,
the title and the serics, If any in successive lines.

C612 Bespenking card Printed. B point type. Bristol board,
White.

The taxt of the form is as follows

{(Name of the library)
Call number
Author
Thle

NB 1 The book will not bo Issued wnless this card Is produced.
2 Write your address on ths other skde and affix the
DoCtesary postage stRmp,
3 This can be wsed for registeting one volame only
In reply please quote N 6234 dated
Dear Sir
The above mentioned beok s now evailable m the Lbeary
Kindly arrange to take jt on loan within two days.

CB14  Orerdur wotler card Printed. 8 point type. Bristol board,
White. The text of the form ts as follows

(Name of the itrary)
In reply please quote N 611 dated
Dexr Sir

he ondermentioned ——~ due from you on

bas them
;"nm)ﬂhammm LlndlyrutmnTlmm:dntdy along
with the overdoe charges.

M1
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NB 1 prefer the words “ overdoc charges™ to “fine” =3
the word * finc ™ appears to irritate some members.

C62. Application card Printed. 8 pofnt type Bristol board
White. Tray The text of the form Is as follows on the front sds

(Name of the Norary)

Admn N Ticket N Wiudl N
‘Nams {n block letters
Resldenco

S aias

1 herewith depostt rupeea and [ agroe to abide by the ruks of
the Library
Dats Signatore
(Not 10 be fllied by the applicant}

L

Date of notico ON
Revetved the refund of oty deposit amount.
Dato Signature

Tho text of the form on the back side will depend upon the nature
of the library It will contain the declaration by the member about
s eligibility for membersidp or the recommendation of the guaran
tor In tho Madras Univenity Library the text of the back side
1s a1 follows

Mr 1s
stodent of the

clag of the
sraduate of tho Madras Uneveraty
and may bo permitted to borrow bools from tho Unbversity Library

Datn Principal, Professor collere
Member of the Secate the Acaderne Cotmal, tho Doard of Stodics in

Member of tho Sepaw
Im-%dmmum

Data Signatare
342
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C64 Last ticket obserration sllp Stencil. Ledger paper Box.
The row hoadings are 10 bo as follows

Name of the member

N of the ticket lost

Dato of notice

Date of report of the endeavonr to trace the lost ticket
Date of tssus of duplicate

Dato of withdrawal

Remarks

C87 Doer demand card. Printed. 8 pomt type. Bristol board.
White.

The text of the form is = follows
(Name of the library)
In reply please quotv N 611 dated
Dear St

A sum of Rs s due from you as per cale of the rules
of the library Kindly arrango to romit the amount immedtately
Special to the Madras Universisy Library
C68 Home delirery odvice sllp Prnted. 6 potnt type. 21
Ib printing paper White, Cabinet,
The text of the form s as follows

(Name of the ltbrary)
Duto
Hamo
Address
N of vol recstred
o

N of vol retymed
Egnatore

NB Any cosvmication intemded
For the Library may ba
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061  Dote lobel. Prnted. 10 point type. 16 Ib printing paper
White 19X115 em.

4 cm, of the bottom should be turned over This turned portion
should bo pasted along all the edges 20 as to form a pocket with
a mouth 6 5 cm wide. This is to hold the Book Ticket when the
book is in the library The space above the turned flap should have
15 borizontal rulmgs and 3 vertical rulings equally spaced.

The flap shoukd be printed as follows
{Name of the library)
CN
AcN Date of releass for loan

Ths book thould bo returned on or before the date last marked
below An overdue charge of 5 naye paise will be levied for each
day the book is kept beyond that date,

Special to the Madras University Library

0651 Mafiustt] loan forwarding oddress sfip Printed. Display
type. 16 Ib printing paper White. The text of the form is as
follows

Books with care
Rallway Parcel
To

(Name of the library)
0655 Mofussll loan return oddress slip Printed. Display type.
16 Ip prmting paper White The text of the form is as follows

Books with care
Railway Parcel
To
The Librarian
(Name of the lbrary)
(Station)

Sender
Q61 Deposit receipt book. Printed. 11 Polnt type. 21 Ib
printing peper White To bo bound in booklets of 50 Each

~da
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heet 13 to consist of a recelpt form and its counterfoll The boun-
dary lme between the receipt form and the counterfoll bs 10 be
perforated. The text of the recespt form s as follows

(Name of the librars)
Ser N

Recerved from the sum of Rs being the depoait for

Joan of books from the library as per rule of the library rules,
Date

Chief of Clroulation Section. Libsarian
Q54 Overdwe register Prioted. 8 point type. Ledger paper
White, Loose leaf blader

Tho number of rules below the column headings is to be 10
on cach gide.

Row headings near the top are to be as follows

(Name of the library)

Addrers Name

Deposit N N and nsture of tickets,

Below that the following colomm hesdings are to be printed

CGall N (4 cm) Due date (2.5 ¢m) Retorn date (2.5 em)
Days ovedoc (1.5 am) Overdoe chargs Ry nP (25 cm)
Dats of collction (15 cm) Recelpt N (25 cm) Remarks
25 cm).

Q66 Miscellancoxy receipt book Printed. § polnt type. 21 1b
printing paper White, To be bound in bookiets of 50 Esch sheet
1 to consst of a recelpt form and its countedfoil. The
1ine between the receipt form and the counterfoll 1 to be perforated.
The text of the receipt form i as follows

(Name of the Mbrary)
Ser N

Recelved from tho sum of Rs
as per details grven bolow

Subscription for quarter ending
Special deposls

Dattvery dnrm

Fee for duplicate ket
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Overdoe chargs on & book due on

g;:f Circulation Sectl

of on

Circulation clerk Libeazian
S61  Gate register Printed. Dusplay type 21 Ib printing paper

White. To turn on the longer edge. The number of horzontal

linres below the column beadings in each sido fs to be 15 and are to be

numbered 1 to 15 The columms are to be panalkel to ths shorter

udo

‘The column hesdingy are to bo

Ser N (25 cm) Name In block letters (7.5 c¢m) Full
address (15 cm) Qualifications (4 cm) Token N (1.5 cm)

Rematks (4 cm)
The text of the form above the column headings is to be as
follows

PLEASE WRITE LEGIBLY (Name of the library)
Enter your name and address in token of your agreeing to abide
by tho rules of the library
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35 Three months time thall elapso after the date of such notice,
before a duplicate can bo issusd Durmg this period, the member
thall attempt to traco and recover the ticket If posaible and send
8 second report et the end of the period stating the resnlt of his
endeavours.

36 If tho ticket has not been traced, the member shall give
an indemnity bond in the prescribed form and pay a fee of for
cach doplicate ticket requmred

37 After the recedpt of the indemmity bond and the foe the
doplicate ticket will be issued

38 If a member who has lost ono or more of his tickets, applies
for the withdrawal of deposit amount, no action will be taken
on such application il the exprry of six months after the report
of loss of ticket. If the ticket is not recovered by the member
before the end of that penod, he shall give an indemmuty bond in
the proscribed form in reapect of the lost tickets. After the receipt
of ths indemmity bond, the application for withdrawal will be dealt
with m the usoal way

4  Conditions of Loan
41 Each member may have out on loan not more than (three)
separate volumes at one time and must make his own arrangements
for the couveyance of books to and from the Ifbeary except that
in the case of invalid or Iady members hooks may be delvered
once s week at thelr residences on payment of an advance quarterty
subscription of
42 Belorn leaving the comnter the member shall satlsfy himsell
a3 to whether the book lent to him is m sound condrion and, if not,
he shall immedately brmng the matter to the notice of the librarmn
or his deputy in his absenco otherwiss ho is labls to be held
sible for the reph of the book by a sound copy
If one book of a sct 1s injured or lost the whols set shall be liably
to be replaced, the valos being immediately remitted to the Library
for return after tho set is actually replaced
43 Periodical publications, dictionanes, works which might
be difficult to replace and such other works as may be declared
reference books by the hibrarian shall not be kent out.
44 Members are not allowed to subdend the books of the

libeary
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45 All books on Joan shall be returned at the expiration of
a fortrught from the date of issue. Books which are temporarily
n special demand may bo lent for such shorter period as may
be necewsary or may be temporarily declared reference books under
ruke 43 Losns may st any time be terminated by order of the
Hbrarian

46 If & book is not retorned at tho libraty when due, an overdue
charge of five nayo pamse per volume per day shall be kevied.
47 Loan may bo rencwed for a further perfod of one fortnight

1 Ths rencwal application reaches the librarfan not lesy than
three and not more than aix ckar days before the dats on
which the book b doo

2 No other reader has applied for the book in the meantims
and

3 Not more than three consecutive rencoals shall be allowed
for the same book without jts production in the Ihrary for
Inspectron,

In case condition 2 it not satitfied, the Iibrarfan shall caose
& letter to that effect to bo posted to ths member concerned, and
the books shall be retarmed on the dus date.

48 A member againgt whom any overduc or other chargo
13 outstanding shall not be allowed to borrow books or withdraw
his deposit until he has paid the amount due

5 Gemeral

51 The libraran may refmse, under special circumstances,
sdmistion into the libkrary to any person or the use of any book
without asigning any resson thercfor

52 The Libeary Committes may refuse, under special crcum-
stances, any application for the privilego of Joan of boaks without
sssigning any reason therefor

53 The Libeary Committer may grant special loans on sach
condittont s it may peescribe.

34 Apy infringement of the roles will render the privilege of

sdmistion to #nd of borrowing books from the Library liable to
forfelture.

ast
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35 Three months thme shall elapss after the date of such notxce,
before a duplicate can be ssued. During this period, the member
shall attempt to trace and recover the ticket 1f possible and send
a second report at the end of the perrod, stating the resalt of fus

endemvours.
36 If the ket has not been traced, the member shall give
2n indemmty bond m the prescribed form and pay a fes of for

each dupheate ticket required.

37 After the recorpt of the mdemmity bond and the fee, the
duphicate ticket will be issmed.

38 If a member who has Jost enc or more of hns trekets, apphes
for the wrthdrawal of deposit amount, no action will be naken
on such application tll the expiry of six months afier the report
of lots of tcket. If the ticket is not recovered by the member
before the end of that period, he shall grve an mdemmity bond m
the prescribed form ko respect of the lost tckets. Afier the receipt
of the md bond, the ton for withdrawal will be deat
with m tho usual way

4 CondItlons of Loan

4] Each member may have out on Joan not more than (three)
separate volumes at one ume and must make by own arrangements
for the conveymnee of books 1o and from the Gbrary except that
in the case of invalid or lady members books may be defvered
once & week at their resd. anp of an ad quarteddy
subscopdon of

42 Before leaving the eounter the member shall mansfy himsell
23 10 whether the book lent 1o hum # 1n sound condition and, if not,
he shall immedhately bring the matter to the notes of the Gbrarkm
or his depoty m his absencs  othersme be 1 Imble to be hedd

ible for the of the bock by a sound copy
Uoncbooka‘lmumjumdorhnthn‘huhmdnﬂbcﬁtbk
to be replaced, the value being immeduately remitted to the Rbrary
for return after the st 13 actually replaced.

43 Perodical publicatons, dictromaries, works which mght
be difficult to replece and such other works s may be declared
reference books by the Librarian shall not be lent out.

44 Members are not allowed to subdend the books of the

Tibrary




CIRCULATION SECTION 269

45 All books on loan thall be returned at the expiration of
a fortnight from the date of ksus. Books which are tomporarily
in special demand may bo kent for such shorter perrod as may
be pecessary or may be temporarily declared reference books under
rule 43 Loans may at any time be terminated by order of the
librarian.

46 If a book is not returned at the library when due, an overdos
chargs of five naye palse per volumo per day shall be kevied.

47 Loan may be renemed for a further perfod of ons fortnight
provided

1 Ths renewal application reaches the librarian pot kss than
three and not more than six clear days before the date on
whxch the book fs dus

2 No other reader has applied for the book in the meantime
and

3 Not moro than thres consecative rencwals shall bo allowed
for the same book without jts production in the liteary for
Inspection.

In cste conditon 2 it not satisfied, the Ibrarian shall cavse
a letter to that effect to be posted to ths member concerned, and
the books shafl be retormed on the duo date.

48 A member mgainst whom any overdus or other charge
# outstandmg shall not be allowed to borrow books or withdraw
his depoit until o has paid the amonnt due

5 General

51 Thoe Ubrerlen may refmse, under special clrcumetances,
admitrion fnto the libeary to any person or the use of any book
without asigning any reason therafor

52 The Library Cormitter may refuse, under special drcum-
stances, any application for the pdvilege of loan of boaks without
anigning eny reason therefor

53 The Library Commuiteo may grant speclal loans on such
conditions #¢ {t may prescribe

54 Any infrngement of the rukes will render the privilego of
sdmisoon to and of borrowing books from the Hbrary [able to
forfeiture,

as1
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6 Additional Rules for @ University Library
61 A Teacher of the Univensity Is entitied to have 20
Reader’s Tickets.
62 A Teacher's Ticket will allow periodicals being borrowed
agninst it
63 The Dus Date for a vofume taken aguinst a Reader’s Ticket
is the last day of the tecm during whach It is borrowed—riz the day
beforo the of thy Puja Holidayy, the Winter Holk
days, and the Summer Holidays
64 A Department of Research may take on loan for an indefinite
period not more than 500 of such volumes a3 may be sgreed upon
between the Head of the Department and the Librarian
641 This will be called Permanent Loan.
642 Permanent Loan will bo controlled by exchango of letters
specifylng tho volomes and not by Resder’s Tickets.
643 The volumes on Permanent Loan thall ordmarily bo taken
out and returned, preferably once in a year—say wihin
the first month of #n scademis year
65 A volumo taken out crther for & whols term or on permanent
loan may be re-called by the fibrarian at any time afier one month
of its being taken out, if it Is required for use by others.
65 No cash depout peed be pald by a teacher or a department
of the University
67 The Unlveryity shall debit to the account of a teacher any
sum doe from him to the fbrary under Rule 253
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2711 New TerMs
* Reference Service ™ and * Reference Staff ™ are new phrases
which have not yet found their way into dictionanes.

2712 OLD MEANING
They stand for concepts which are being developed only in
our own lLfenme. According to James [ Wyer ¥ = The theary
of what passed for reference work a half-century ago was  Provide
the books and keep out of the way of readers as much as
possible.” “ Make the books caslly svallable in reading rooms
that the time of the libcarlan and assistents may be econmo-
for other labour” But a great changs has come over
phrase, reference work, since the Great War Tho lbrary
cstion cannot yet be sadd to have completely explored
full and iftcath of rofe wrvice.

7y
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pew attitodes are beng developed under the urge of tho spirit
of humanrsm.

2713 Nw MEANING

The batic notsons sbout reference servico and referemcs staff
that follow immediately from the Laws of Library Sokence, are
indicated in my Fiwe knes ™ It may be stated here that the maln
conclunion is jost the oppotite of tho old outlook described in
Wyer's book The present attitado 19 that reference servico means
“ the provislon of human beings as canvasing sgents for books,
Their business should bo to interpret the boaks to the readers™
Thus view of roference servico o fully explained in my Referanee
service owd Bbliography ** 1t is forther requred that the time
of tho staff spent In routine work should be minimised, so that
the greatest number of hands may be spared for referenco service
foc the Jongest tims powsible.
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27131 TeroRY AND Pracmice
Separate treanscs are now belng written on this new view of
reference service. Wyer's book is a good example of such a treatise.
Volume 9 of the Madras Library Astocation Pubhcation Series
1 on this sobject.™ A full accomnt of the theory and practice of
reference service will be developed 1n that volume. This chapter
mterests el only m the routine aspect of reference work

2714 MMNDOsE ROUTINE

By 1ts very nature, refercnice service is that function which has
got the least routine. It has to be out and out academic and personal
m s natore. Admmbstrative routine cannot figure m it. T hold that
it should not be allowed ta enter it, kest it should corrupt, and detract
from, the proper academuc attitude. Therc appears to be a Fascl-
nation of Administrative Routime even as thero is the Fascination
of the Precipuee Dm,pahxps,tohmcﬂmlamlnd}ahmﬂ'u{ng
from a hypertrophy of ad ative fi Ad ration
has forgotten sts proper place. It has wsurped the bighest place and
entrenched rtsclf with all the cunning that 1t 15 capable of Academic
wark and acedermc tervice have been driven to wait in lts ante-
chambers. This has resulicd In the people cugaged In academic
work developing an mferlority complex. The result it that men,
born and appointed for academic work and academic service,
appear to be ashamed of thelr work a3 an inferior one and,
the more ambitious ones try to create opportunitics to grasp and
urwind red-tape, to write busmess letters, to order people about,
to put on an adminmstratrvo air and thereby to gun what passes for
prestigo and dignity Thu 1t a «ign of the degeneracy of the times.
Tt1s unfortunate. Every cffort should be made to resist this tendency

2717 ViTaL FoNcTion
In any case, the reference staff of a Hbrary shonld have the strength
of mind o resst the Fascination of Administrative Routine and
Prestige The organusation of the Referencn Secton of a libraty
should be such that the temptation of xdminmtrative prestige bs
kept a3 much ot of its mght and sccnt as posmble. It should not
be taddled with any correspondence work. All fts correspondence
xhauldbcrelcplcdmwnrom&cdan.pmfmb}ylhccirmhdon
Section, a3 they maintain the files relating to all the users of the
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lfbnry"[‘hm.lhemmhwoflhoRefcrmSca}onlhonldbu
conﬁnﬂdanlylolhnﬁﬂngoflhermﬂuoftbdrh{bﬂcmphhl
research. Their fall energy and time should be speat in understand-
[ngdmrend:nonzbganehandmdtbcrwmofmcubnry
on the other 30 that they may efficiently dixcharge 1ho vital fimetion
of establishing contact between the right reader and the right book,
at the right time and In the nght manner

2718 FACTORS IN PLANNING
The distinctive work of the Reference Section Is to be plamed
with reference to the following factors

Replacing thelfl
Initiatlon of new readens

2

3

4

[

7 Long rangs reference
8
85

272 Job Asalys

2722 REPLACING SHELF
The work of the Referencs Section relating to the Rephang

Shell admits of no enalysis into periodical Jobs. It is to consist
of the casual job of exrenging the books lated in tho replact

hell in & clasnfied sequence, which iy bo referred to as Replaciyg
Shelf Arranging

2723 INITIATION OF NEW READERS
The work of the Referenos Section relsting to Inltistion of
Resders admits of no analysls into periodical jobs. It is to conalst
of the diste Job of initiatin s in ths ueo of the
Hbeary apperatus, x3 and when they come.

be,
mxy bo mado of the Daily Job of notlng down the names of the
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usars of the library whoso civic sonto s low

2726 READY REFERENCE
The work of the Reference Section relating to Roady Referencs
wdmits of no analysis. It has to conust of the ringls Immediate Job
of helping the reader in finding out the information he sceks.

2727 LoNG RANGE REFERENCE
Tho work of the Reference Section relating to Long Range
Roferenco admits of no analysls. It has to comist of the Cesual
Job of tracang ont the information or the sources for the informa
tion, which s required by any reader and which requires prolonged
search and study and cannot be farnithed immediately from ready
referoncs books.

2728 SHErLF STUDY
The work of the Reference Section relating to Shelf Study sdmits
of no analyms. It has to consist of the Caszal Job of systematically
building up intimate acquaintancs with the resonrees of the library
whenever there is no resder to be attended to

27285 REFERENCE CABINET
27285.3 The work of the Reference Section relating to Reference
Cabinet is to consist of the following casua! jobs

1 Wrlang out In reference slips, the references traced, which
may bo referred 10 as Reference Slips Writing

2 Arrangmg the shpe in groups by the topics to which they
relate, which may be referred to as Reference Slipr Grouping

3 Providing each group with a suitable guide card, which
may be referred to as Raference Slips Gulding

5 Classifying the reference slip guides by the topics which
they represent, which may be referred to as Referemce Guide

Filing the guided groups of reference alips in ths refereace
cabinet, which may bo referred to as Reference Slips Filing and
8 Reviewing the slips in the reference cabinet and their gronping
and arrangement, which may bo roferred to as Referemce
Cablnet Reviewing

~
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2732 REPLACING SHELF ARRANGING

From trme 1o time the Circulation Sectron will send 1o the Replao-
fng Shelf the volumes returned from loan and consultation  Amangoe
them in & classified ssquence, a3 & pick up-work. If they are not
properly arranged, it will be dufficubt to find those books without
wasté of time, when there i a demand for them Unless a book
s with a reader or under repalr it should be readily found by
and for any reader Otherwise both the Second Law and tho
Third Law wonld be violated. A chaotic sequence in the Replacing
Shelf would lead to snch a violation. If it i3 remembered that the
volumes in the Replacing Shelf aro to bo sent to thelr proper places
only once n & day It can be realised how many volumes will ac
cumulate in tho Replacing Shelf in the course of the day and how
important tho Replacing Shelf Arranging Job f1.

2733 INaTtATION OF NEw READERS

As 3000 as u new reader Is come scross, recetve him n a conrteous
manner and, withont in amy way appearing to bo officioms, take
him rommd the stack reom, explain the alassified arrangement
of books in the course of doing eo find out what subject or
subjects ho is interested in - Spend more thne in the region contalning
books relating 10 his snbjects and cxplain to him the detafled olasstfi-
catron of thos subjects. Then, tako him to the catalogus cabinct
and cxplain to hun in bref terms, by means of concrete examples
relating to the books in which ho fs interested, tho structure of the
catalogue, its various parts, and in particular the use of the cross
reference cards. As the next sicp, caplain fo him the formalities
to ba gone through in taking books for comultation and returning
them end in ‘books from tha Libeary for home reading.
Without eaphitly referring to them, try to hnstil into the reader
a1 high a clvio xow0 as posaiblo in his relation to the libary and
also inspire in him a feeling of confldence and fnendlinesa,

2734 VIGILANCE
Readers who are accustomed to the library may not requiro
your attention or assistance on every ocoasion. But unfortunately

s7
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some of the readers mught have a hardened civic conscrence which
induces them to have recourse to various types of malpractices
in order to bave some advantage over their brother readers. For
example some may deliberately musplace the bools so that they
slone may know their loation and not anybody cke Some may
fall a victum to the tempiation to extract pages from books, if they
are keft afl alone. Some may even be carned along by the desil to
the extent of hiding small books in their pockets and so on. Fortu-
nately soch cniminally minded readers are few  but, as one thefl
s suffiaent 10 annoy & small community even ope such reader
is sufficient to bring the open access system into distepute. Further
the confirmed cnminals are the most difficult to deteet. Hence, the
need for Leepung & watchful eye over the readers in the stack room.
As the Reference Section is (ke only section that s permanently
stationed 1n the stack room, this dirty job has to fall on jts shoulders.
But take care that you do not offend or armoy innocent readers in
your enthusiasm to detect the elushve cnminals. Make a note of
the “ douabtfuls ” in the black book and circulate 1t confidentially
among the olher members of the stafl

2736 READY REFERENCE
As s00n 23 a reader asks for any piece of Ready Information,
i¢ Information that can be eaily obtamed from ready reference
books, direct um to those books. If the reader is & very busy
person—not a busy body—you may occasionally go to the extent
of actually finding out the information for him. But much duscretion
should be used in gowng to this full length, lost the readers should
be temapted to shick ther own duties end responsibilities in helping
themselves,
1f any nnusual type of information is spotted out m the course
of this work, note 1t down in & Reference Slip

2737 LoNG RANGE REFERENCE
You may get requintions for Long Range Reference edther by
Jetter or an person from varnous readers. By Long Range Reference
13 meant Reference Service which cannot be done in & short timo
with ths ald of ready reference books, but requires prolonged
investigation and search.
Long Range Reference Sernco includes bibhiographrcal senvice
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or the prepanation of special bbliographies for the uss of readers,
cither on demand or in anticipation.

Naturally this piece of work cannot be dons clther as Immediate
Jobs or cven as obs of definlie periodicity It will have to be dons
3 8 piek np-work. As soon as the information s gathered, furnish
it to the reader In person If the reader happeny to call at the library
or to the Circulstion Section for tsslon to the roeder by
post. Here again your bealnens should be moro often to locate
the services for the Information sought and keave |t for tho reader
hinyself to make uso of the sources soggested by you.

The referenco cabinet should bo invarlably looked Into before
any long range reference service B3 undertaken. It f8 probable
that the same ot a gdmilar pleco of topio had already been fully
worked out and that the related reference slips are filed in it They
may requiro only to be supplemented and brought up-to-date.

2738 SHELF STUDY
The Shelf Study also 11 to bo donc as a pick up-work. It combts
of utilidng the spare hours in building up an intimato acqualntance
with tha resources of ths library This is & very Important aspect
of Refercnce Service. It is the systematio shell study that helps
the Referoace Sectsan to bunld up the capital, 80 to speak, from which

#t can dracw for Ready Reference servico and Long Rango Reference
Service,

27385 REFERENCE CABINET

273853 Cawwal jobs
2733531 REFERENCE SLIPS WRITING
Ax and when & new paroe of information is spotted ont, whrther
m the process of Ready Reference Servics or Long Rangs Refersnce
Service, or Shelf Study write ont a Referemer Silp A Reference
8lp shonld contain m sequence the call nomber of the volame
uted, jts heading, jts title, and the axect pags of reference.

7385.32 Rmcesr.mﬂmum«)
At 800m 83 a fow slips get group the Reft

Slb-mdm;tommphmwwmm;ndpmmnm
in tho Reference STlp Box
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o



2738533 LIBRARY ADMINISTRATION

27385.33 REFERENCE SLrs GUIDING
When a smtable opportunity occurs, study the Reference Slips
grouped in the Reference Sip Box and insert suitable guides, puitmg
& guide card having the name of the topic to which the groop
of dlips rclates.

27385.35 ROFERINCT GUIDE CLASSIFYING
Then assign proper class numbers to the Reference Slip Guides, ie
10 the toples which they represent. Write this class number at the keft
hand top corner of cach of the Reference Slips in the group

2738537 REFERENCE Surs Fiuno
Pick out the different groups of Reference Slips along with
their guides and file each group in the proper classified sequence
m the Reference Cabinet.

27385 38 RIFERENCT CABMINTT REVIEWING
Perlodically say once in six months, or whenever a sultable
opportimity occurs, cxamine the contents of the Reference Cabinet.
Some groops of ships may require 10 be brought up-to-date, some
may have to be discarded, while pethaps, in some cascs, some

as the Reference Cabinet is a great time-saving device for the
Referenco Section Work oncs done can be used for ever It even
converts Long Range Setvice into Ready Reference Service. The
Referenco Sectlon should devots sufficent thought and enctgy
to review the Reference Cabinet {rom time to timo and keep itin a
trm cordition.

274 Elimimation of Waste

2741 ORGANISATION
1f the tornover in the Section demands the assignment of several
members to it, the distribution of work among the members of
the Section should proceed along the lines of subject speciallsation.
Io this arrangement each member of the Seotion will got & good
opportunity to pick up a sufficently Intimate knowledge of certain

wbjects
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2742 GENERAL COMPETENCE
This does not mean, however thst & particular member is to
l@uomnﬂmzlubjﬁuemp(hhlpcdﬂmmmdanr
the work in the Reference Section woukd demand that any member
should render help to any reader on any subject to far as Ready
Reference Servico or gencral help to readers fs concerned,

2743 Sense oF HoNour

It can be seen, from the introdoction to this chapter and from
the description contained tn the routine part of this chapter that
Reference Service Is not clerical wock. It is acodemic In its natuote.
Henco ht is not possible to have quantitative measures for its
out uren. ‘The proper utilisation of tho time of the Reference Section
has therefore to depend entirely npon their devotion to daty snd
sere of honour  The Head of the Referenooe Seatlon should sct an
exemple to his andstants and stinmolate in them an inhorent urge
to play up.

2747 Diary 1
Perhaps, the seotion 1may maintain a diary cn 2 Daily Bash
with the following headings

Number of readers imdhated.
Number of vigilanco cates.

Number of resders holped with ready reference,
Number of stemns of ready reference.

Numbex of bespoken books traced,

Number of readers heiped with long range reference.
Number of 1tems of long range reference.
Number of bays of shelf study

Number of reference slips written,

851 Number of reference goides wntten.

857 Number of reference stipa flled.

=2282an0

[}

2748 DiIARrY 2
A second dury thowing the number of ocoasions resders were
belped in different subjects, may bo maintained oo a daily busis,
with the main dividons of the clanification scheme used or suitablo
difh of them a3 head
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278 Correlation

As this Scctlon hxs not got any elaborate routine to be done,
it does not admit of any comrclation table. It may be stated In
general terms, however

1

‘That the Referencs Section wlill have to help the Book
Selection Section as often as possible In the chokce of books.
particnlarly with refctence to the demand from readers
and the gap1 in the collection In the library

That they will have to hclp the Book Order Scctxon on
the weekly order day In & cases of

doplication with the ald of their Intimate acquaintance
with the resources of the library

That they will have to help the Periodical Publication
Section also in a similar manner and help them further In
bringing to their notice the appearance of new periodicals,
the publcation of cumulative indexes and other surprise
items relating to periodical publications, which they might
come 10 know of in the course of their referencs work and
shell study

That they will have to bring to the notice of the Technieat
Section, errors in classification and catalogulng, which
they have 8 grest opportunity 10 detect in the course of
their dafly duty and abo discuss with the Technical Section
Lbsmcﬂonwhkthochnlﬂadanpmducamthcmdm
and thereby help tho 1mpr of tha cl.

system

That they will have to be In constant tooch with the Clrenla
thon Section so that thsy can frequently compare notes
aboat the readers in the library for faclitating thetr nigilance
work and for undentanding the readers, with a viow to
finding out the best wry in whixh they can serve them
with ths resources of the library they should also help
In tracing out uncharged bespoken books

Thar they will have to discuss with the Maintenance Section
the shelf rearrangement desirable as a means of publicity
and that they should find out from the Maintenanee Section
the reglons which sre not saffiently popular and try
to populariso them they should also issus and receiro
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back the volumes In the Closed Collections

95 That they should work hand in hand with the Publclty
Section for the fulfilment of the Third Law of Library
Science * Every Book Its Reader™ and

995 That they should help the Binding Section frecly and
bring to their notice any Incongruity in the way In which
periodical publications have been amsembled and bound,
30 that the most serviceable and uniform method of assembl
fng and biading may be evolved ln ths library

276 Timo Scheme
It can bo seen from the routine part of this chapter that the
Jobs of this section are either Immediste Jobs or Casusnl Jobs.
Hence, this section does not admit of a time schome. But the
sccthon shonld remember one paint. The tatk of bringmng the
reference cabinet up-to-date from fme to time and reviewing
crowded

the cabwnet pecfodically shonld not be aflowed to bo
out.

277 Formo amd Reghters
Thh section has bo correspondence to do and no records to
koep, except tho Referenco Slips. The specification for the Reference
Slip is as follows
C7  Reference slip Manoscript. Ledger paper Cabinet
The hesdmgs have been given in routine 2738531 Reference
Slips Writing "

278 Fitew

As this section has no correspondence, it has no files to keop,
except the fikes rolating to * 791 Cutward enquirkes ™ and * 797
Inward enquities » for which the detaly are similsr to the corres-
pondencs files in other scctions It may be stated that the enquickes
hero refer mot to enquiries from readers, bx7 to enquines relating
to the work of tho reference eection from outside librarkes and
members of the library profession

B
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28] Planning

2811 ART OF SHLLF ARRANGEMENT

‘The Maintenance Section Is to be in complete charge of the
shelves. It should acrango the books in the shelves to as to fulfil
the Fourth Law of Library Scence viz “Sne the me of the
reader™ Rel books like 1 di ies, current
year books and directones and recent |ddlﬁcm should be located
in a promment place and as near the reading room as posaible.
The selection of the works for this group has to be determined and
has to be vaned from time to tme by careful observatlon and exper-
mentation. A list of the recent additions for 8 period of at least
3ix months may be kept in the same place. Latest rssues of periodicals
should be exhibnted on the tables with adequate tabke guldes for
cach subject. The arrangement of books in ths stack room ftself
requires special ton. The ar cannot be perma-
pent in the changing libracy wotld. It will have to be judiciomty
varked and readjusted from tme to thme Several factors will
have to be cxamined from time to time for this purpose. One
would very moch like to have the books and periodicals arranged
In the sequence 1n which the subjects occur 1n the schedule of classd!
catlon for the mere aathfaction of having them arranged in
strict accordance with the schedule tequence  But the theoretical or
psychological sequence of the subjects found m the schedules of
classification i3 sckdom strictly paraflel to the popular sequence
Nor 15 the popular sequencs a permantnt ope It does and most
chanpe with time.

2812 Vm‘nou OF ARRANGEMENT
Hencs, the rigid arm t by the schedule of
only resnlts in wasting the time and enetgy not only of the reading
public but also of the Reference Section. In an atrangement like
{hu, & majonty of readers may have to waste their time end energy

in walking umnecessarily great dittances to get at thelr books.

1Rentl
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The Reference Section also is affected In the same way as its move
ments are dependent on the movoments of the readers. It s quite
necessary to break the schedale seq sud judldowsly ropermute
the subjects on the shelves. To give an cxample, literature, as
the most popular subject attracting the greatest number of readers,
may be located as near the entrance as powsible, irrespective of
its proper place In accordance with the scheduls of clasification
Other snbjects may be arranged at distances from the entranco
varying Inversely with thewr popularity Any one arrangement
should not be considered as final (mcrely on the ground of un~
willingoess 1o undertake additional labour) Its utlity most be
constantly tested by experioncs in the light of the statlstics of kssue
Any reshuffiing of subjects found to be necessary should be jmroe-
diately carried out even at the cost of additlonal laboor and time
as the convemience of the readers is the convenience of ths Ubcary
The coltectlon of the popular books may be called the Afata Collec
tion & it has bern done In tho Madras Univensity Libmry to
distinguish it from the other collections that are to follow

2813 MULTIPLICATION OF COLLECTIONS
In every subject, we have thres groups of volames. One group
comalsng of standard books and current treathses, a second consist
myg of perlodicals and scrials and a third, of books of archak
intcrest and hence of comparstively infrequent demand. In an
ocdinary library the popularity of these three groups is likely
to bo in a d dmg eq of ftude If the volumes of
the second and third groups are allowed to be fn tho Mamn Collestion,
they will be obstructrve rather than helpfnl and make ths resders
traverse unnecessanly long distances between the various main
subjects or olares, nay even botween the various sub-classss of ons
arrd tho same main class. To walk to and fro along rows of che-
mistry penodicals before getting a text book In chemistry or to run
the cyes through volumes of budget estimates before locating a book
on pablw finance may prove to be & regular ordeal for a largs class
cfrudcnﬂmm,mnmlumbnlmz{nltotbmndmdtbo
third gronpe should bo seperated and logated qutte apart from the
Main Collection. They arc called the Secomdary and the Tertiary
Coltections in the Madras University Library It is not enough If
the volumes aro meroly separated but thelr location should be

s
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indkcated by puttlng near the call number a suitable symbol in
the volumes and in all tho connected records wherever the call
number appears. This symbol will indicate that such volumes ace
kept In a place different from their normal positlon in the Main
Colkctlon This symbol & quite necessary also to facilitate the
reshelving of the books returned at the counter from time to tone
In the ease of subjects, and whole divislons of subjects, perrodical
scts and serial publications which, by their very nature, art to bo
Jocated only In the & dary Collection the S dary Collect)
symbol may be omitted and taken as understood.

28131 Crosep COLLECTION

Agaln, certaun types of books, If they are put in the way of the
readers, are likely to be adversely affected by their being mal-
handled by a few black sheep to such an extent that they are of ro
use to others who really want them. In this category we may
include Fine Arts books, books full of art plates and books of
pormnographic mterest. Such books may be kept fn a non-open-
aceess or Closed Collection (not pecessarily in closed shelves).
By a Closed Collection is mesnt that readers will not normslly be
allowed to have direct or open aceess to the shelves forming it, but
will obtain their books in most cases by the old application slip
system. This resteiction may be waived In tha case of certain classes
of respomible resders. Ths Closed Collection gives us control
over the use of these books. Nono of the Fine Arts books will
retain good plates if they arc placed in the open access shehes.
Stmlarly all pages avouring of obscenity are systematically purlofn-
ed(tundﬁythembrb:dcurhdlyo(lhtblmkdwep)&omom
jentific treatiees. A ple of this in the Madras
Univennyl.{hnryh}-hvr_loakﬂlh P:ychologyafx\' Previon
to 1ts withdrawal from circulation, it was in s0 much demand that
it was treated as a reference book and kept on the Circulation
Counter Every other reader would ask for “ Flls” Such books
abso should be taken over to the Clowd Sequence. Such g Closed
Collection s called a Special Collection in the Madras University
Livtary and thelr call numbers ace put betwesn two horbzoatal
perallel Imes to indicate thelr locaton.

Agsin in a largs growing library of national importance, it
may not be desirable to weed out the out-of-dats editions and books.

—r e
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At the same time, it would be unsconomical to put them in the
Main Collection. They may have to be kept in & collection of therr
own, till their transfer to the dormitory Hbrary It is usnal to allot
to them the far off and the inaccenible parts of the library 1t is
calied the Tertiary Collection In the Madras University Library

28132 ABNORMAL SizE COLLECTION

To come to the actual arrangement of books on the shelves,
It it quite mecessary to sec that the shelves present an aesthetlo
PP Thhs p s of extreme importance
m an open aecess Ubeary  for the first thing that croates & pood
tmpression m a resder Is the trim condition of the shelves with
sufficient direction guides, stack guldes and shelf guides. It 15 a
most unsightly thing in & ibeary to sco on the shelves gunts, pygmits
and weaklings, allina thon minus the respect duo to thekr
ordinal arrangement. Hence, all volumes which, on account of
thelr sizo and wcight, preclode easy handling should be kept in a
separate collection—called the Overxire Collection in the Madras
University Library—and in such a maoner that theér potential
oergy B st a minimam. For example, the bottom most phank
throughout the book-racks may be used for this coliection. A
sultable method invented by the Madms University Library to
indicato thelr Jocation is to overline thelr call numbers. Pamphicts
and munisture volumes may be kept in & Cloeed Collsction—oalied
the Undersize Colléction in the Madras University Library—snd
thelr Jocation s indicated eimilarly by the underlining of ther
bock numbere. If this i3 not done, such volnmes jnvacably get
themmelves lost, either amidst other volumes or fn the pockets
of the book vandals.

28134 TEMPORARY COLLECTIONS
The abovementioned sequences by no means exhaust the sequences
that shonld be maintained in  growing library While these sequenc
€3 aro of & permanent mature, neod H felt for the formation of ceraain
Temporary Collections.

28135 CorrecTION COLLECTIONS
1If the Tbrary makes amy attempt whatever to keep itself abreast
of the times, there will bo constant need to revise the clasy numbers
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assigned to the books In stock in the light of the expenence guned
in serving the books to the readers and in consequence of the
1 and reor jon of the divisions of knowledge brought
zbout now and then in the ever-turbulent universe of knowledge.
For exampk, it is by no means easy to determine tho most helpful
placing of books of psycho-therapeutical interest. It Is possible
to find a place for them in psychology as well as in medscine. In
such a case, {t Is desirablo to experiment with either placing and
arrive at a dechion in the light of the experience gained. Such
cxpenmentation necessarily lmplies revision of class members.
As an illestration of the operation of the second causo for correc
tlon one may cito the example of X Rayx. When they were fint
discovered In association with the condaction of electriaty through
gascs, Devwey accommodated them jn electriaaty But it soon came
10 be realised that they constituted 8 class of radistion  This realisa
tion naturally brought in {ts tram the need for changing the class
number of the books on X Rays from the number tn the basxc
class “ Electricity * 1o the number In the basio class  Radution™
Another te s that of } n physis—Hummn
fsm 18 itsclf belng developed just now by Itving Babbit, Paul Elmer
More and Ernest Scilliere. Books pertaining to thly school of
hysics camo to be publiabed only three decades ago When
the finst few volumes came out it was hacdly possible to apprabe
them correctly It was very difficult to fix thelr correct * View
Number " as their polnt of view appeared to be very clusive
with the result different books recerved different polnt of view
numbers. But quite recently when a sufficient number of books
of that nature had arrived in the library they were all assembled
together and re-examined in relation to ono another Further
some of tho hatest bookn contained somo definite marks of crystal
Osation With ths aid of thess data, the Madres University Library
has recently deckded to give them the “ View Number 97 and to
amplify the digit ‘%" by the Subject Device, using for the amplifymg
npumber Y Soclal Scences. This is to say the clxrs number of
thoso books has come to bo fixed as R3I¥Y) So long as human
knowledge progreases, this kind of correchon must also go on.
‘When groups of books are scgregated from the stock and assembl-
od for this kind of re-oxamunation and re-christening, they have
always a tendency to stay long, away from the stack room. Special
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mpahnwlubaukmtoallroru:cmuuynmuhlnmh.m
order to prevent tholr staymg sway altogether Tho Madras Uni-
versity Library hay found it helpful to regard this temporary group
238 Temporary Collection. 1t has called it tho Correction Collection.
Inpndbc.tthnnwdchnlkcﬂonhdeedlumxvcnl
subcoflections depending upon the Section that takes the responsi-
ibity for the correctlon—say ths Technical Scction, the Reference
Section, ot

28136 BmDING COLLECTION

Another factor that calls for a Temporary Colkection 13 one of
necostary ocourrence In a popular lbrary which gets its books
well-med and well-thumbed. As the books get worn-out by soch

us, 1t falls to the lot of the Maintenance Section to
play the ok of the family doctor to such books. At the right time,
tho Maintenance Scction is to send such books to the hospital on
medscal leave. Tho process of relisving them keeplng them In mind
‘when they are patients in the bindery and reclaiming them promptly
when their ireatment Is over 1 best regolated by looking upon them
a3 formung a Temporary Collection—tho Bindlng Coflection Hers
agaln, it is likely that mors than ons monthly batch will be i the
hospitsl simultanecnsly It may also ba wise to have thehr oall
mombers re-xamuned and reshaped before they ere sent away
to the bindery s they are likely to have their call numbers marked
permanently on thew back in ghttering lettars of gold when they
come back hale and healthy from their sojourn I the bindery
Theso conriderations are cnough to show that the Binding Collse
tion shonld bave & number of Sub-Collactions.

28137 TopICAL COLLECTION

Apert from finding for every reader his boak snd for every
book its reader the Referenco Section has also to satufy the Fourth
Lsw viz Bave the Tunc of the Reader” In certaln situmations,
the Reference Section ctn achieve maximum resolt in this matter
if and only 1f tho co~operatson of the Maintenancs Section fs forth-
coming. This co-operation, the Maitenance Seotlon can and should
casily offer One of tho vital reasoms for maintaimng the shelf
register in cards on the basis of ons volume—one card is the extreme
mobility that it gives to the arrangament of boaks. The Matntenance
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Sectlon should exploit this mobility for the benefit of the readers,
by freely forming Special Temporary Collections to meet the special
demands that may arise from time 1o time. A few concrete examples
will mako this clenr When & special course of lectares on educa
tional experiments was being delivered to a large class of teachers,
the syllabus of the lectures was perused in advance and in consulta
tlon with the lecturer all the books in the library that had a beanng
on the course of lectures were assembled together and put fn a
special cupboard as & Special Temporary Collection dubbed Eduea-
tional Experiments Lecture Colfection The Principle of Paralke!
A enabled the Mal Section to form such a collec
tlon and have easy control over it, thus cnabling the Reference
Section to serve the teachers attending the lectures wath the keast
loss of tlme, Apart from the saving of time, the psychological
effect was felt to be much more vital.

Every class of library which wants to function up, will find
octasion to form such Topical Collections from time to time. Local
festlvals, local ctlebrations and any othet fmportant local event
will glve the occanion to the library to form such Temporary Topical
Collections. The discussion of a Blll o any momentous resolution
that may come up before a Legislative Council will give the occasion
for a Leglstative Council Library to form such Temporary Topical
Collections from time to time. The rush of enqumrers and the pressure
of timo in a Leghlative Council library would make the work of
the Librarian inefficient, if not impossiblo if such Temporary Toptcal
Collections are not Intelligently sensed and formed in advance
and, their formation wouki bo imponible even if thoy are sensed,
but for the extracrdinary powes which is given to him by this wonder
ful jnvention, by the library profession, of this cxtremely mobile
shelf-register in-cards, and the equally facile Principle of Paraliel
Movement Perhaps, tho value of the freedom to form such Tempo-
rary Topical Collections at pleasure will be most appreciated in
business libranes, whose patrons know best the valus of timo and
indeed look upon timo as moncy and moncy as time,

2814 LisT oF COLLECTIONS
Tt may perhaps bo bettcr at this wags to pive a completo 1t
of the Collections maintained in the Madras Umversity Library
to belng out the vastness of tho complexity of the problem.
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28141 PERMANENT COLLIECTIONS

28142 Witk Open Access
Counter Collection. No symbol. Books m comstant use
which are kept at the counter
Reference Collection. No symbol. Contalns reference books,
such as cucyclopaediss, dictionaries, eto.
Internatiopal Mind Alcove Collection. Symbal “IM A"
Call number on the tag in red ink. Books suppled by the
Camegle E: for {onal Peace,
permmemlyinthnmdln:momwl.mlctthcmuon
of the public.
Main Collection. No symbol.
Secondary Collestion. Symbol =+

28143 Withost Open Access
Languags Collection. Several mub-collections, one for each
language, Bocks in the Indian languages in all subjecta
with the exception of Philology Religlon and Indian Philo-
sophy and books on Litetature in tho Eoropean languages
other than Englith, are axdgned to theso groups of collections.
No symbal necessary as the langnage number will mdicate
the colkection.
Speaul Colleetion. Symbol  Underlining and overlinmg the
call mumber
Underuized Collection. Symbol  Underlining the call nom-
ber

Oversized Collection. Symbol  Overlimng the call number
‘Worn-out Collection. S§ymbol  Encircling the call mmber
Tettiary Collection. Symbol Putting T° above tho call
numbex

28144 IPith No Access
Duplicats Collection. No symbol necessary

Department
Islamic Department Coflection, or 2D
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Temll Department Collection, or 31D
Malayalam Depariment Collection, or 32D
Keanarese Department Collection, or 33D
Telugu Department Collection, or 35D
Matb ks Depariment Collection, or BD
Blo-Chemistry Department Collection, or ED
Botany Depariment Collection, or ID
Zoology Department Collection or KD
Musit Department Colkction, or N3D
Philotophy Department Collection, or RD
Geography Department Colkction ot UD
History Department Colkction or VD
Economics Depariment Collection, or XD

28145 TePoRARY COLLECTIONS
RA Collection, or recent additions,  Symbol  stamping the
date of releaso from the Collection at & conventional plece
on the date label.
BT Collection, or books pkked out for binding and lying
in the Technical Section for correction.
BB Collection, or books lying in the Binding Section, being
prepared for binding,
B (month) or the Collection of books lying in the bindery
tho month mdicating the month in which it was sent out
of the library og B (July), B (August), cic.
BC Collection or the Collectlon of baoks sent to the binder
for correction, that ks, for rectification of the mistakes mads
in binding or 1n tooling.
B Sp Collectron or the Collection of books sent for urgent
binding, apert from the monthly batches.
CR Colkeotion, or tho Collection of books lying with the
reference sectlon for correction of call number
CT Collection, or the Collkection of books lymg 1 the T
Sectlon for correctlan of call number
BL Collectlon, or the Coltection of books lost or damaged
by teaders and ponding their bedng replaced.
Topical Collections to be formed from time to time. Symbol
the date of releaso bang stamped and enciroed In red ink
in & conventional place 1n tho date label.
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From our experience in the Madras Unlvenslty Library the
readers of this book may be assured that this bewlldering number
of Collections is by no means to be attributed to the “ fascination
of fam™ which & new professlon liks the libeary profession may
be smpected to be pronc to On the other hand, the enormouns
difficultres, misfits and confosion experienced by w were ehminated
only after the discovery of the need for and the bold adoption of
such a multiplication of collections.

2815 PRINCIPAL OF PARALLEL MOVEMENT

Having been obliged to disturb the scheduke sequence and to
arrange the books in 30 many collections, it is a great responsibility
for the Maintenance Section to maintain cotrect sequence in the
shelves and to see that every book B in its correct place. The mechs-
nical apparatns invented by the libary profesdon to seoure this is
what is known as the She{f Register 1tls madeup of cards of standard
size viz 5 X3 inches written on the principle—oas title, one card—
with the cll mumber in the Jeading line. These shalf register cards
arc kept absohuely parallel to the books on the shelves, which
means that they are to be arranged in 40 or more collections.
‘What }s more, except when the books leave their proper place on
the thelves to get into the hands of a reader overy movement of the
books should be controlled and imitated by an exactly parallel move-
ment among the thelf regrater cards. The dbscovery of this Principle
of Paraliel Movernent has turned out to be the panacea of most of
the {113 1n the maintenance of the books in the library and brooght in
ity traun the inovitable genesls of the Malntenance Section.  The shelf
reglster catunet i the hub of the stock in the fbrary sod correspond
ingly the Maintenancs Section is the lub of tho staff of the library

2816 ACCESSION AND SHELF REGISTERS

Ths second durty of the Maintenance Section is to mamtain the
Shelf Reguster as 1t is in chargs of the entite stock of the Ubcary
The Accemsion Register records the books and padodicals in the
numerioal soquence {n which they are accersionsd and i3 in faot
muade up of the accemsion cards. The Shelf Register gives the call
number on the kft hand top corner the accostion number below and,
below these, the heading, the title and the serncs. Theto curds aro
arranged according to the call numbers in collections exactly paraliel
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to the collections of books in the stack room and elsewhere. The
accesston cards are the ngid records for the stock of the fibrary
and the shelf regster cards are the controlling switches of the stock
The accession cards are permanent in their armangement and are
not disturbed The shelf rephter cards are mobile and are moved
accordmg to the reallocation of the books 1o the various collections
from time to ume.

The Accesuon Reglster and the Shelf Register are the only two
records available for the purpose of periodical stock taking. The
Acvession Regisfer I quite unfit for this purpose as the stock-taker
will have to run constantly here and there and up and down for
checking successhve entries in it The Shelf Register with its arrange-
ment exactly paralkel to the books, is the most swtable and convem-
ent record that can be used to check the stock. Hence, the Shelfl
Register 1s 1o be regarded as virtually the stock register  As such,
greatest care should be taken by the Maintenance Section in main-
taming its 1 d arT 1 so many colketh taking
caro to insert the cards in therr appropriate collect:ons. Tho shell
register cards of books which change their collections perfodically
and otherwise, thould simultancously be trantferred to the respective
ptw collectiom. Otherwise books which are found missing in one
collection will be found in a different collection. Perlodically say
once in a year or after each stock taking, whichever Is carber
the arrungement of the shell register cards shonld be checked to
rectifly casual misplacements.

2817 SHELF STUDY
Lastly the head of the Maintenance Section In particular and
his assisiants in general should devote therr moments of slack
work to studying the contents of the shelves 10 a3 to develop a falr
knowledge of their contents, as this knowlkedge is of vital Importance
o the cfickncy of their work, particularly In their relation to the
other Sections of the staff

2818 FACTORS IN PLANNING
The distinctive work of the Maintenance Section is to be planned

with reference to the following factors

1 Used volumes
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New volumes

Stack room

Correction of call numbers
Binding

Topreal collections
Reference study  and
Shelf register cabinet.

RS- WO R

282 Jeb Amalyis

2821 UseD VOLUMES
Ths Work of tho Maintenance Section rolating to used volumes
1 to consist of the following ftems

1 Replacing tho used volumes in their respective thelves, which
may bo referred 1o ks New Vohmes Replacing Work

4 Purchasing copics of the volumes lost by wsers on behall
of the users concerned, which may be referred to as Lost
Vohmes Work and

5 Getting damaged volomes boond on behall of tho wers

concerned, whch may be refeced to as Damaged Vohumes
Work

2821 1 Used Volumes Replacing Work
2821 1 4 The Used Yolomes Replacing Work of the Mamte-
nance Section is to consist of ths following daily jobs

1 Sortlng the volumes returned from ths counter sccording
to thar sequences, which may be referred to as Refurmed
Vohmes Sorting

Arrangmyg tho sorted volumes in the clammfied order which
may bo referred to as Retwrned Volumes Arromging  and
Placmg the aranged volumes in their approprate places in
tho shelves, which may be referred to as Retwrned Polumer
Shelving

2821 4 Lost Volumes Work
2821 44 Tho Lost Valumos Work of the Maintenance Scothon
is to consist of the following daily Job
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8 Tmnsferring the related shelf regster card to the lost voleme
scquence which may be referred to as Last Volumes Card

Transferring

2821 4 5 The Lost Volumes Work of the Maintenance Section
is to consist of the following weekly jobs

1 Ascertaintng if the volume is in print, and if so, finding out
information about the publisher price, etc. which may be
referred to as Lags § ohune Data Ascertaining

2 If the book i not in print, calling for quotation from second
hand booksellers, which may be referred to as Last ¥ ofume
Quotation Calllng

3 Issulng the ordet for a copy of the volume whxh may be
referred to as Lost §olume Ordering

4 Recerving and dealing with the volume as soon as it comes
from the vendor which may be referred to as Replaced
Volume Receiving

5 Writlng out accesmon number call number efc. In the
volume and prepanng the yolume for public use which may
be referred to as Replaced Volume Preparing

6 Advhing tho clreulauon section about the recelpt of the volume
and about the cost mcurred in obtaining the fresh copy which
may bo referred to as Ciradation Section Adrising and

8 Retramferring the related shelf reguter card from the lost
volumes sequence to its normal place, which may be referred
to as Lost Vohuane Card Retransferring

2821 5 Damaged Volumes W orh
2821.54 Tbe Damaged Volumes Work of the Maintenance
Section Is to consist of the following daly job

8 Tramsferring the related shelf reguter card to the lost volums
scquence, which may bo referred to as Damaged Volurme
Card Trangferring

2821 55 The Damaged Volumes Work of the Mamtenance
Section is to consist of the following weckly jobs

5] Forwarding the damaged volumo to tho Bmding Sectiom
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to get jt bound, which may bo reftrred to as Dwwaged
Volume Forwarding

56  Ascertaining from the binding section the cost of bindlng,
which may be referred to as Binding Cost Ascertaining

6 Adyising ths Malntenancs Section sbout the recoipt of the
bound volume and about the cost incarred In rebinding lt,
‘which may bo referred to s Afabitenance Sectiont Adrising and

8 Retransferrmg the related shelf register card from tho lost
volume sequenco to Its normal place, which may be referred
to a8 Damaged Volume Card Retramsferring

2822 NEw VOLUMES
Tho work of tho Maintenance Section refating to New Yolumes
fs to consist of the following Htems

1 Tallylng the accession cards and shell reghster cards relating
o the new volumes, which may be referred to s New Volumes
Tallying Work

3 Taking charge of the new volumes of the week from the
Technloal Section and the Publicity Seotion and putting
them on the shelves, which muay be referred to a3 New Volumes
Shelring Frork and

5 Relessing the volumes in the recent sdditions shelf for loan
which may bo refared to &3 New Volumes Releasing Work

2822 1 New Volumes Tallying Work
2822 1.5 The New Volumes Tallying Work of the Maintenance
Section 13 to consist of the following weekly jobs

1 Reoonciling the entraes in the accemion cards and the shelf
Teglater cards, which may be referred to as Cardr Reconciling

2 Trapmmtting the accesnon cards to the Acocesion Seotlom,
‘which may be refarred to as Accesyion Cards Trongritting

2822 3 New Volumes Shelving Work
282235 The New Volumrs Shelving Work of the Mamtenanoo
Section fs to comut of the following woekly jobs
16 Sorting the thelf rogister cards by their collections, which
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may be referred to as Shelf Register Cards Sorting

17 Arranging the sorted cards jn each collection, which may
be referred to as Shelf Reglster Cards Arranging

21 Tallymg the volumes with tho shell reguter cards which
may be referred to as New Folumes Tallying

22 Verilying the entnies in tho book cards, which may be referred

to as Hook Card Verlfying and

Shelving the volumes in the appropnato places, which

may be referred to as New Volumes Shelring

w

2822 5 New Volumes Releasing Work
2822.5.5 The New Volumes Releasing Work of the Mai
Sectlon is to consiat of the following weckly jobs

1 Plcking out from the recent additions shelf the volumes
that are to be relensed, which may be referred to as New
Folumes Plcking

2 Checking the call numbers and tho accession numbers on
the tag, the date label and the inude of the volume, which
may be referred to as Rekeased New Vohumes Checking

3 Shelving the volumes in the appropriate places, which may
be referred to as Released New Volumes Shelring and

8 Transferring the related shelf register cards from the recent
additfons sequence to the appropriate places, which may
bo referred to as Released New Volumes Card Transferring

2823 Stack Roon
The Work of the Mamtenance Section relating to the Stack
Room may comist of the following items

1 Checking the stock of the library which may bo referred
to as Checking Work

3 Roarranging the volumes which may be reforred to as Re-
orranging Work and

5 Scrutiniting and rectifying the guides In the stack room,
which may be referred to as Gwiding Work.

2823 1 Checking Work
2823 1.5 The Checking Work of tho Maintemanca Section
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relating to the stock of the library is to consist of the following
weekly Jobs

1 Checking the shelf register cards with the issue tray which
may be referred to as Charped Tray Checking

2 Checking the shelf register cecds with the books on tho
thetves, which may be referred to as Shelf Checking

3 Investigating the volumes not sccounted for which may be
telerred to ax Jnvestigating  and

4 Reporting to the libraran the resuft of the investigatbon,
which may be referred to as Iarentory Reporting

2823.3 Rearranging Work
28233 4 The Reacrangmg Work of the Mainterance Section
1s to consist of the following daily jobs

2 Tidying up the volumes on the shelres, which may be referred
to as Shelf Tidrtre and

3 Rectifying the order of the books on ths shelyes, which
may be refarred to s Shelf Rectifring

282338 The Rearranging Work of the Malntenance Section
is to comist of the following anmual jobs

1 Redistributing the volumes in the shalves st points where
thers i congestion, which may be roferred to as Shelf Exsing

2 Reatranging tho position of the classes and colkctions in the
Hght af tho muggestions of the Reference Scotlon and the
Publiclty Section, which may be referred 10 83 Sheif Re-
arranging  and

8 Carrylng out the consequentisl rearmangement o the ghelfl
register cabinet, which may be referred to as Cards Rearrang
ing

2823 5 Guiding Work
282354 Tho Guiding Work of the Mamtenance Section in to
consist of the following daily job
3 Scrutintsing the tags on the backs of the yolumes and renowing
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them whenever necessary which may be referred to s Tay
Scrutinising

2823.5 6 The Gukding Work of the Maintenance Section i3 to
consist of the following monthly job

1 Scrutinising and making tho necessary changes in the shell
gusdes, which may boe referred to as Skelf Guides Scrutinising

2823.5.8 Tho Gulding Work of the Maintenanco Section is to
consist of the following annual jobs

| Bay Guide Serutinising
2 Tler Guide Serutinistng  and
3 Gulde Plan Scrutinising

2824 CORRECTION OF CALL NUMBERS
The Correction Work of the Maintenance Section may consmt
of the followmng ltems

§ Tramsmitung to tho Technical Section the volumes that
requure correction, which may be referred to as Correction
Transmittig Work

2 Carrying out the corrections indicsted by the Technleal
Section, which may be rcferred to a3 Correcting Work  and

8 Reimserting the cotrected ahell register cards, which may be
referred to as Correction Retruerting Work

2824 1 Correction Transmitting Work
2824 1 4 The Correction Transmitting Work of the Mainten-
anco Section 1 to consist of the following daily jobs

1 Collectmng together tho volumes whose call numbers require
correction and arranging them by their collections and eall
numbers, which may be refared to as Correction Collection
Arranging

2 Tranderrmg the shell register cards relating to the volumes
of the Correction CoDectlon, which may be referred to as
Correctlon Collection Card Trangferring  and
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3 Tnnmhlln;ﬂmvolunmlothsTﬂ:hnhlSchWhhh
may be refecred to a3 Cor Colk Tr

2824.2 Correcting Work
2824.2.5 Tha Correcting Work of the Malntenance Section Is to
consist of the following weekly jobs

1 Carrylng out the corrections in the call number of the shelf
reputer card, which may be referred to as Card Correcting

2 Carrying out the corrections In the call numbers entered In
the different parts of the volume, which may be referred to as
Volurne Correcting  and

3 Shelving the corrected volumes in the sppropriate places,
which may be referred to a8 Corrected Volumes Shelring

2824 8 Reinserting Work
2824 8.5 The Remserting Wark of the Malatenance Section of
call numbers s to consmst of the following weekly jobs

4 Correcting the call numbers in the related accession cards,
which may bo referred to as Accession Card Correcting
6 Sorting tho shell register cards into the collecttons, which may
be referred to as Corrected Cards Sorting

7 Armoging the dhelfl reghter cards In each coliection by their
call numbers, which may be refetred to as Corrected Cards
Arranging  and

8 Tlosevting the srranged shelf register cards in their appropriate
places, which may be rofecred to a3 Corrected Cards Re
inserting

2825 BINDING WORK
The work of the Muintenance Section relating to Binding may
conust of the following items

1 Tranumitting the volumes collected for binding to the Techmical
Sectlon for scrutiny of call number and correcnon, if any
which may be referred to as Binding Tronomitting Work

2 Carrying out the correcirons, if any made by the Technical
Scction, which may be referred to as Binding Correcting Work
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5 Tallying the binding fist with the related shelf register cards,
which may be referred to as Binding List Tallying Work and

8 Reinterting the shelf regrster cards after the volames como
back from the Binding Section, which may be refecred to as
Binding Relnserting Work

2825 1 Binding Transmitting Work
2825 1 4 The Binding Transmitting Work of the Maintenance
Section 1s to consist of ths following dally jobs

1 Pxking and collkecting the volumes that require bindimg,
which may be referred to as 1 ormeout Volumes Picking  and

4 Collating the volumes collected for binding, which may be
referred to a1 Forn-out Volumes Collating

282515 The Bding Transmttng Work of the Mazintenance
Section B to consist of the following weekly Jobs

2 Transferring the shelf regoter cards of the collated worn-out
volirmes, which may be referred to as ¥ orn-out ¥ olumes Card
Tranyferring

3 Removing the book cards from the volumes, which may be
referred to as Book Card Renoring  and

5 ‘Tranmmitting the volumes to tho Technical Section, which
may be referred to as Wornout ¥ ohomes Transmirting

2825 2 Binding Correcting Work
2825.2.5 The Binding Correcting Work of the Maintenance
Section is to conmst of the following weckly jobs

1 Correcting the ¢all numbers in the ahell regnter cards, which
may be referred to as Card Correcting

2 Correcting tho call numbers in the volumes, which may be
referred to as Volume Carrecting  and

5 Retranmmitting the corrected volumes to the Techmal
Section, which may bo referred to as Corrected ¥ omeout
Volumes Retransmiting

282526 The Binding Correcting Work of the Maintenance
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Section b to consist of the following monthly jobs

4

Correcting the call numbers in the related mocession cards,
which may be referred to 83 Accettion Card Carrecting and
Rearmanging the shell register cards in the binding sequence
of the month by their new call numbers, which may be referred
to ma Binding Cards Rearramging

2825.5 Binding List Tallying Work

2825:56 The Binding List Tallylng Work of the Malntenance
Bection it to be dono as a monthly job

Binding Reinserting Work

28258
2825 86 Tho Binding Reinserting Work of tho Maintenanco
Section 1 to consist of the following monthly jobs

1

21

Ax soon a3 the binding Iist i3 recefved from the Bloding
Section after the volumes are returned from the binder
scrutinkemg the Hst, which may be referred to as Bimding List
Seruttnirtng

Tallying tho bound yolumes retmmed by the Binding Section
with the shelf register cards, which may be referred to as
Bownd Volwmes Tallying

Inserting the book cards in the volumes, which mxy be
refarred to as Book Card Inseriing

Tr to the Circnlation Section, tho bespoken
volumes, which may be referred to as Bespoken Volumes
Tronsmitiing

Sorting tho bound volumes returned by the Binding Section,
‘which may be referrod to as Bound Vohames Sorting
Arranging the sorted volumes, which may be referred to as
Bound Vohomes Arranging

Plecing tho arranged bound volumes on the shelyes, which
may bo reforred to as Bownd Volumes Shelving

Nots The three processes of sorting, armnging, and shelvmg
the bound volumes may be referred to ar Reshetving,

4

Investigating tho volumes relating to the mmdischarged shelf
Togster carda of the binding sequonce which may be referred
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10 a3 Undischarged Cards Investigating and
8 Reinsertlng the shell regrter cards of the volumes which
have been sent for shelving, which may be referred to as

Binding Sequence Cards Relnserting

2826 ToricaL COLLECTIONS
The Work ol the Matntenance Section relating to topacal sequences
may const of the following items

1 Collecting together the volumes for the topkal sequence,
which may be referred to as Topleal Collection Collecting
Wark

2 Shelving the collected volumes in the appropeiate place, which
may bo referred to as Topieal Collection Shelving Bork
and

% Relensimg the volumes from the topical sequence, which may
be referved to a3 Topleal Collection Releasing Vi ork

2826 1 Collecting Work
2826 13 The Topwal Collection Collecting Work of the
Muntenanco Section is to consist of the following casual jobs

1 Picking out the volumes which deserve to bo placed in the
topical sequence which may be referved to as Topleal Vohemes
Pleldng

2 Transferring the shelf register cards which may be referred
to as Topical Sequence Cards Trontferring  and

3 Stamping on the dato labels of tho volumes the date of reloaso
from the topical scquence which may be referred to as Release

Date Marking

2826 2 Shelving Work
2826:2.3 The Topical Colketions Sheling Work of the Malnte-
nanco Sectlon relating to topioal sequences i to conwst of the
followlng casual jobs
1 Wnting the main guido for the topical sequence which may

be referred to as Main Guide Writing
2 Pntﬁngumwlnminmopmpunqmouthoshdm

mad
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in the topkeal sequence, which may be referced to as Toplcal
Vohares Shelring  and

4 Writing and Inserthng the necessary shelf guides, which may
be referred to us Toplcal Collctions Guidlng

2826 8 Releasing Work
2826 83 The Topkal Collection Releasmg Work of the Mainto-
nance Section s to conbst of the following casual jobs

1 Tallying the volrmes in the released topséal collection with
the shelf register cards, which may be referred to as Refeared
Vohurtes Tallying

3 Redisteibuting the volumes to theic normal places, which
may be referred to ms Releaved Volumes Shelving and

8 Reinserting tho shelf reghster cards of tho roleased toplcal
collectlon in thelr notmal places, which may be referred
to as Topica! Sequence Cards Reinserting

2827 REFERENCE STUDY
28273 The work of the Maintcnance Section relating to
Reference Study is to consist of the following casnal jobs

1 Pursuing and investigating the long range refercace probiems
tranderred by the Reference Section, which may be referred
to a8 Reference Investigating

7 Trapsmitting the results of the investigation to the Referencs
Sectlon, which may be referred to as Reference Section Advis
g and

8 Picking up acquaintance with the volumes in the shelves
at odd hours, which may be referred to as Skelf Studying

2828 SHELF REGISTER CABINET
2828 § Thowork of the Maintenance Section relating to the shall
reghter cabinet is to conslst of the following weekly fob

8 Inserting the shelf register cards in tho ahelf registor cabinet,
‘which may be referred to as Shelf Register Cards Inserting

28288 The work of the Maintenance Section relsting to the

388



2828 8 LIDRARY ADMINISTRATION
shelf register cabinet s to consist of the following ancual jobs

1 Redistributing the ahell reghter cards so ax to relieve any
congestion that might have developed in any region, which
may bo referred to as Cabinet Easing  and

4 Scrutinbslog and making the necessary changes in the tray
guides which may bo referred to a3 Tray Gudde Changing

283 Routine
2831 UseD VoOLuMEs
2831 1 Used Vohimes Replacing Work

2831 14 Dally fobs
2831 141 RATURNED VOLUMIS SORTING
Atthoappointed hour of the day sort the volumes retamed from
the counter and lying in the replacing shelf sccording to ther
collections,

2831 1 42 RETURNID VOLUMES ARRANGING
Arrango the volumes 1n cach colkction, taking the collections
oo afier another Place tho arranped volomes on the trolky
As 100n a3 the trolley i full, the pext routine is to be done and
after dts dotion, the arr of the ming volumes
s to bo rosumed

2831 1 43 RPTUANED VOLIMES SHELVING
Ax so0n as tho trolley is filled up, puth the trolley to the related
thelves and insert the volumes in the appropriate places. Whem
thnwtumum{nmcd,wnmunbcmhntomthauhochniﬁcd
i d and that the shalves aro left in
-tldycondxﬂ.un,thevulumﬂ standing upright and not leaning
about in & slovenly manner
It would be conducive to cconomy of labour if the replacing
of used volumes is dope only once a day Till then, the volumes
returned from the counter may be kept m tho temporary shell
referred to as the Replacing Shelf The uiers of tho lbrary can
hawe access to this shelf In fact, this temporary shelf may bo thoss
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in the first two or three days in the stack room, so that tho users
attentlon fs easily drawn to them and the Reference Section may
alo look mto them now and then as need arises. Many of the
volumes in the Replacing Shelf will generally go back to the readers.
It 1 our expenence n the Madras Univerdty Library that about
50 per cent of the volumes got recircnlated while on the Replacing
Shelf This involves a proportiomate saving In the labour of
replacing. The window 1ills against the cross-gangways in tho
sisok room may bo used as Replacing Shelves, if they are
timber-lined.

2831 4 Lost Volumes Work

2831 4 4 Dally job
2831 4 43 LosT VoLuME CARD TRANSFERUNG
As »00n a3 intimetion iy recetved from the Circnlation Sectlon
about ths loss of a volums by a user teansfer the related shelf
register card to the Jost volumes coflection.

2831 4:5  Weskly Jobs
2831 4:51 Loat Voruse DATA AscExTANDNG

cover the cost of the volums and that he had requested that
the Hbeary might get & fresh copy find out from the sccesssion
card the necesary bibliographical dats about the volume lost—
publisher price, format and edition.

2831 4.52 Lost Yormuz QUoTATION CALLING
Then, find out from the trade biblographical catalogus Him

quotatioes for a scooad-hand copy

28314 53 LoST VOLUME ONDEMKG
As 1000 a3 it b discovored that the volume Is in print or as the

qnoﬂdunrmdvudhfomdtnbumpubh.ordururlmpyor
the yolume,
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2831 4,54 RrFFLACID YOLUME RECEIVING
As 3000 a3 the copy of the volume comes from the vendor
collate jt carefully and verily if sts collation and its other bibllo-
graphical peculiarities agree with what Is recorded in the related
accesuion card, getting the accesgon card from the Accession
Section. Pass the concerned bill and send it to the Accounts Section
for payment

2831 4.55 REPLACED VOUUME PrEPARING

If the volume is acceptable, enter in all the necessary places
of the book the accession number and the call number Paste a
book pocket, a date label, and & tag. Write the accession number
and the call rumber in the date label and the call number on the
tag. I the edition got is different, the book number may have
to bo changed in consultation with the Technical Section. In that
case adviso tho Technical Section about the change, 3o that they
may carry out the correction n ths catalogue and its coples catry
ont ths correction in the shelf regoter card and the accessfon card.

2831 4 56 CIRCULATION SICTION ADVINNG
As s00n as the preparation of the voleme 18 over inform the
Circulation Section that the lost volume has been replaced. Further
find out from tho Accounts Scction the actual cost Incurred in
replacing the yolume and it to the Circulation Section.
Then, got the related book card from the Circulation Section and
insert it In the book pocket after making the corrections, if any

2831 4 58 LosT VOLUME CARD RETRANSFERRING
After adviung the Circulation Sechion, pxk out the related shelf
reguster card from the lost volume collection and placs it n its
normal place. Then, send the volume to the shell

2831 5 Damaged Volumes Work

2831.54 Dally job
2831.5 48 DAMAGED YOLUME CARD TRANIFERRING
As 1000 a3 intimation is recatved from the Circulation Seothon
about the volume damaged by & user transfer the related sholf
re;hitzurdtothﬁlm(volumcco]lccum
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2831:5.5 [Peekly jobs

2831:5.551 DAMAGED VOLUME ForwARDING
As 5001 as tho damaged volome 18 revetved from the Chroulation
Section, If it s only to be repatred, send It to the Binding Seotion
sfter comsutting the Technical Section for the changs of call number
if any If not, place the bool in the damaged volumes colleotion
and proceed with all the necessary routines as if’ the volume had
been lost,

2831.5.556 BmNDDNG COST ASCERTAINING
As toon a3 the volumo comes back from the Binding Section
properly repaired, go through all tho processes for recelving a
‘bound volnme. Find out from the Binding Seotion the cost {ncurred
in repairing tho volume.

2831.5.56 CoUNTEL SECTION ADVISTNG

Advise tho Clrculation Seotion about tha receipt of tho repaired
volums and about the cost incurred in rebinding it If it is a case
of the volumo having been damaged and a fresh copy having been
obtained, send the dsmaged copy to the Clreulation Section o
that thsy mey return it to the user concerned. Obtaln the related
book card from the Circulation Scction and insert {t In the book
pocket of thoe repatred copy ot tho fresh copy as the case may be,
after making the corrections, if any

2831.5:58 DAMAGED VOLUME CARD RETRARSFERRING
Afier advinng the Circulstion Section, pick out the related shelf
register oard from tho lost volume collection and place it in its
norma! place. Then, send the volume to tho shell.

2832 New VoLuMEs
2832 1 New Volumes Tallying Work
832 1.5 Weekly jobs
2832 1.51 Carps RECUNCILING
At the appointed hour on the appointed day of the weok (sos

ke 2537.3.58) gt from the Technical Section the Tramemirtion
Box. This box will contain the accesion cards coupled with the

E
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related shelf register cards arranged in the sccesslon sequence
(see rule 2537 3.53)

Compare each sccession card with its related shelf register card
carefully Note in particular if they agree on the following points
1 acvession number 2 donation number if any 3 call number
4 heading 5 short title and 6 senes, if any  Examine if there s
di: ity in the bers and tho donath t
If thero Is any discrepancy get it rectified by the Technieal Section.
As the cards are reconciled, place the accession cards in the Troo-
mission Box in the accession sequence and the related shelf register
cards in the Skelf Register Cards Box In the accesslon sequence.

2832 1,52 AcceswoN CARDS TRANSMITIING

After the shelving of the new volumes is over fill up the columns
catitled * shelving™ in the related accession cards then, hand
over the 77 14 Box ining ths fon cards to the
head of the Accesslon Scction and when the transmission register
comes back, examine If it contains the Initials of the head of tho
Accession Section, as a token of his having received the Transmds-
#ion Box with 1ts contents.

2832.3 New Volumes Shelving Work

28323.5 Weekly jobs
28323516 SnELr ReasTer Caxps SomtNG
As soon ay the cards reconciling is over sort tho shelf reguter
cards by thetr collection numbers

2832 3 517 SHELX REGISTER CARDS ARRARGING
Arrange the cards in each of the collections by their call numbers
and put the cards in the armnged sequencs in the Shelf Reglster
Cards Box

2832 3 521 TaLLYiNG
Take the Shelfl Regrster Cards Bax to the place whero ths Techmeal
Section has kept the volumes of the week These volumes will be
found properly erranged. Tally the volumes with the cards. While
tallylng, verify tho numbers on the back of the title page. If there
15 amy discrepancy get it sot dght by the Technical Section. If the

P
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ducrepancy affects also the accession card, get it correoted.

2832.3.522 Book CarD VERIFYING

Ay 900n s the tallying ts over tako the Book Card Tray from
the Technical Section. Verlfy each card with its related Shell
Reglster Card and insert it m the book pocket of the appropriate
volume. While inserting, verfy whether the accession number
and the call numbey in the book card agrees with those on the date
label in the volume.

If any volume s without & book pocket, [t memny that it will
have to go directly to the binder before being placed on the shell.
Leave the book cards of such volumes in the Book Card Tray
Aho scparats the shelf register cards of auch volomes from those
of the others and form thom into a sepamic Binding Collection.
Move the related volumes also to thoe Binding Collection. As
so0on 83 tho proceas js over for ail the volumes, take tho book cards
tray and merge them In the propor classified sequence In the AMainse-
nance Section Tray containing the book eards of the volumes selected
for bindmg.

2832.3.53 Nrw Voumdrs SHELYING
As $000 83 the book card verifylng fs over ahelve the ncw volemes
In the spproprmte places

Substdlary Rudes of the Madras Unlversity Library

Deal with the volomes intended for the binder in accocdance
with the rules fn * 2835 Binding”

In co-operation with tho Publicaty Sectlon and the Technical
Sectlon, pat tho reloase dats stamp at tho proper place in the date
label of all the other volumes. After this proocess is over thelve
them in the recent addrtions shelf

Send the volumes belooging to the closed collestions to thew
permanent pleces.

2832 5 New Vohunes Releasing Work
BR535 Reekly jobs
2832.5.51 PicxmNG
As oo of the last jobs on the appolnted day of tho week, pick
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oat from the recent additions shelf the volumes whoss release
date stamp denotes the next day This work will be facilitated
by a reference to the recent additions st containing the names
of the volumes to be released In thoweek. Assembloall these volumes
In a classified sequence and tck off for each volomo its entry in
the recent additions Ist. If any entry in the It is keft unticked,
imvestigate and find out the volume. If there is any difficalty
report to the brartan

2832.5.52 Rr1FASED VoL CHICKING

Check the call numbers on the tag of exch volume wath the recent
additions Iist, Verify the accession number and the call number
wiitten on the inside of the volume with those written on the dats
Iabel. If there is any discrepancy et it set right by the Technacal
Section. One of the advantages of checkmyg the numbers in the
inside of the volume at this stags Is that it glves an opportunity
to look 1nto the volume and detect any mutilations that had alceady
been made by the readers while the volume had been in the recent
additions shelf

2832:5.53 RELEASED VOLUMES SHELVING
After the refeased volumes are checked, find out from the Circula-
tion Section if any of the volumes had been bespoken. Leavo all
such volumes with the Circulation Section and shefve the rematmieg
volumes in their proper places.

2832.5.58 RELEARED YOLUMES CARD TRANYFERRING
With the aid of the ticked copy of the recent additlons referred
10 1n rule 2832.5 51 pick out the shelf repster cards of ths reloesed
volumes from the Recent Additons Collection and tramsfer them
to thelr appropriate permanent piaces.

2833 STACK Room

2833 1 Checking Work
It m 2 moot pomt as to when the checking of the votumes in
tho Ifrary sthould be done. It is my experzenco that doing the et
checkmg 2t high pressure in a few weeks results in much dulocation

199



MAINTENANCE SECTION 2833 1351

in the work of the libraty The dislocation will increate with the
tlzs of the library The modemn splrit of library service has kead
the library profession to give up the ol practico of closing down
the Hbrary for checking purposes. The routme suggested bere
will show that the checking can be dont dilectively without in any
way imteefering with the maln purpess of the library iz * secvice
to ths readers” and without in any way dislocating the smooth
running of the routine of the library from day to day In fact, it Is
proposed here that the ehecking work should bo woven into the
textore of the weekly routine of the Iheary

Ench Ubrary is to decdds the number of hours it can set apart
for the checking work each week This is to bo decaded taking
into consideration the number of volumes in the Iibrary ths number
of membery on the saff, and the number of checking cycles that
must bo completed In 8 year Again the number of checking cycles
need pot be the same for all the colicctions in the library It is
obvious that the open scoess colleotions should be checked more
oftent than the closed collectrans,

Having arrived at the number of volumes that should be checked
each week, ft can be easily calenlated, how many days In ths wesk
will have to bo devoted to this routine. My own experience 1
that in a library whoso &izs is in the neighbourhood of 100,000
volumes, it 13 sufficdent i one day is devoted cvery weok to this
routine. Abont 4 000 volumes can be checked in this way each
week. Henco in what follows, the checking work i3 describod as »
weekly job.

2833 1.5 Peekly fobs
2833 1.51 CHARGED TRAY CHECXING

At the beginning of the appointed day of the week, take out
the ahelf register card trays corresponding to the weekly quota of
checking. Take them to the connter Inform the person in chargs
of the charged tray of tho rango af cull numbery included in the
quote. Ask him to read out from ths charged tray snch of the call
numbert in the range of the quots as stand charged. As he reads
out the number turn tho related shelf register card in its position
in the tray through a right angle m its own plane soch that the
call number end gocs p 1 e in the clock wise direchion and leavo
it there. At the end of this process, it follows that all the sheif
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register cards which are standing In the turned position correspond
to the books which are on loan.

2833 1.52 SimLr QiEcxing

As the charped tray checking 13 golng on, ask a member of the
Sechon to rectify the sequence of the volumes on tho shelves In
the region correspoading to the shelf reglster tray that is being chock
ed. Also ask him to pick out from the replacing shelf all the volumes
belonging to the region of the quota of the day and shelve them in
their proper places.

As soon a3 the Charged Tray Checking i3 over take the shell
register cards tray to the oppropriate shelves. Ask snother member
10 go on reading the call numbers on the backs of the yolumes in the
shelf Tt will bo learnt from experence that the reading of the book
number alone is practically suffickent in moxt cases. Thrs fact will
result {n redocing the time taken for checking, conslderably As
he goes on reading them, go on tallylng the sholf register cards.
If you come across any turned card, bring it to #ts normal positon
An alternative method may be to bring such turned eards to therr
normal positions just before the tray is inserted in the cabinet.
But if you come across a card whose call number it not read out,
ie. for which there ki no volums in the shelf and at tho same time
the card is in jta normal position, pick out that card and pat it in
the Investigation Box.

As so0n a3 the quota of cards Is finlshed put the tray of the shell
register cards back in its cabloct.

2833 1.53 INVESTIGATING

Afier the shelf checking is over investigate the volumes comes-
ponding to the shelf reguster cards accumulated in the Investigation
Box. Tho volumes may be lymg m the replacing shelf or they may
be in the hands of the readers, or they may have been
jn any other shelves, or they might have becn lost or the related
charged cards might havo been dlightly misplaced in the charged
tray Put the ahelf register cards of the volumes traced out, back
in the shelf register catunet.

2833 1.54 INVENTORY REPORTING
As s00n a3 the Inveatigation is over tako all the cards still rematn-



MAINTENANCE SCLCTION 28333 4

ing for tnvestigation to the Hhrarlan and give him a report of the
result of the checking work

2833 3 Rearranging Work

2833.3 4 Dally fobs
In open sccess libraries, slight and unintentional misplacement
of books is likely to happen frequently not to mention the walful,
but occaaional, misplacoment by selfish readers at moments when
their civic consclence happens to be at fis lowest ¢bb Further
a5 the books on the shelves are handled by the users, they aro likely
to fall fnto a slovenly and alanting condition now and then. At
the same time If such disturbances are allowed to aconmulets from
daytoday the result will be almost chaotio. Apart from the difficalty
of the Refcrence Section in promptly picking out the volomes
required, it will have a very bad prychological effect on tho readers
themselves, As » result, tho main objecttvo of the libeary vix
to atiract and scrve the readers in increasing nombers, will be
Hence, the daily jobs of rearranging work aro very
esxcrtial If the library is big, the whole stack room should bo divided
into comvenlent rones and esch zone ssigned to a definite person.
It may be difficult to find a sufficlent number of hands in the
Mantenance Secttan.
This difficalty has been in 2 way met in tho Madess Univenity
Litaary as follows
Tho members of all Sections other than the Maintenance Section,
Reference Sevtlon, and the Circulaton Secllon, le the Sections
which do not have to deal pnmarily with the stack room and the
readees, are vsed for this purpose cach day Tho zones are distribat
cd among them. They are divided Into two batches. One batch goes
to tho stack room and attends to the daily jobs of the rearranging
work between 11 and 12 cach day when ths Refereaco Section Is
‘weakest—in fact, has anly ono member  The idea i that In addition
to their doing tho daily job of rearranging work, they will also do
the pecessary vigllance work when tho readers come to thedr
reglom. Ti b our experience that the least niomber of readers visit
the ibrary at that interval and henco one member of the Referonce
Sectlon i3 sufficient to serve them in parely reforenco matters.
Thamdmdlhuked\odothcthﬂyjobc(mnﬁnl
work between S and 6 P M In tho evenings. During this hour
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the Reference Section is strongest. In spate of it, the rush of readers
during that interval is 30 great, that the presence of the members
of the other Sections in the stack room for doing ths dafly Jobs of
rearranging work Is a source of great relief to the Reference Section
so far as the vigilance work goes. In this sense every member of
every Section other than the Reference Section and the Circulation
Section works as a member of the MakntmnneeSccﬂoﬂomhnur
in the day The chief ad ge to these \:
mmulvuwhhmhworkbmmitgxmlhcmﬂmonlyappommky
to come into active touch with that most sacred event, viz the
cstablishment of contact between the reader and the books under
the guidance of the library staff, which constitutes the Library
proper It mmust bo remembered that, otherwise, theso mombers
always work behind the screen at office desks and however much
they may handke books, they miss the real Library atmosphere.

The petrmanent members of the Maintenanco Section are entrusted
with the task of rapldly rectifying the shetves once in 8 week, i¢
settmg right any dusarrangements that might have cscaped the
notice of the members of the other Sections domg the rectifying
work. In other wordys, although the members of the other Sectiont
help the Maintenance Section in ths matter it s the Maintenance
Scction that has got the entire responsibility It must bo a matter
of honour to every member of the Maintenance Section to be able to
sy * Come 10 at any trme and you will ind the volumes jn my rons
in a perfect condition™

2833.3 42 SumF Tioyvg
At the appointed hour of tho day rapidly walk throngh yoar
zone and tidy up the volumes which ar¢ lylng in a slovenly mannar

2833 3 43 SHELF RECTIFYING
After tho shelf tidying 1s over examine the volumes in your zons
carefully and {f there }s detangement m the sequences of the books, st
itright Drvide the number of bays in your zons nto convenient daily
quota, so that your zone s completely covered over once 1n a wrek.

283338 Anmual jobs
2833 3 8] SHELF Eaung
In the appomnted month of the year—it 15 bost to chooso the
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slackest month—go round tho stack room. Seo whether there
15100 much congestion. Ifs0 remove the congestion by redistrbut
ing the volumes, It would be a proper plan to make a preliminary
survey and note down all the regions that require easing. Then,
phin on paper how the volumes aro to bo redistributed. After
obtaining ths approval of the librarian, the casing Is to be done.

2833.3 82 SHALLF REARRANGING

Combins with the sbell casing job the annual sheif rearnging
Job also The Reference and tho Publicity Scctfons will have some
suggestions to make about the rearrangement to sathfy the Third
Law* viz “ Every book its reader™ or to sathfy the Fourth Law?t
viz * Save the time of the reader™

The Maintenanoo Scatlon itself might have developed somp Ideas
about the rearrangement In the course of its year s work. In the
Iight of these suggeshons, draw up a plan of rearrangsment on
paper and discuss 1t with the libranan. Take it to the Staff Conocil,
1f ho suggests it. After the plan of rearrangement receives the final
approval, cury out the rearrangoment. This would surdly involve
& great movement of booke. Book trollies will have to be plylag
from end 1o end contimuomly for soms days. Hence it is desirable
that this work should be undertaken In the slackest month so that

there may be the least mutual obstriction betwesn the readers and
tho stafl.

2833.3 88 Carps REARRANGING
As the rearranging of books is golng oa, if any deviatlon from
the previcmly settled plan i3 rendered esxpedient, correot the plan
also accordingly then and there. When the rearrangement work
s finkshed, with the help of the corrected plan, reartange the shelf
Teguster cards in the cabmet cxactly parallel to the books in accord-
ancs with the Principkt of Parallel Movement (seo s2ction L815)

2833 5 Guiding Work
2833 54 Duolly jobus
2833.5 43 TAC SCRUTINDING
On the xppouited hour each day cxamine the tags on the backs
of books systematically If any tag is worn-out, replsce it by a
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fresh one and write out the call number carefully 1t will be a good
policy to placs all the volames, for which the tags have been renewed,
on the trolley and ask some other member of the staff to verify
the correctness of the call number on the tag, This venfication must
be done on the same day After the verification s over replace
the volumes in their proper places. This job should be so distributed
that the eatire stack room 13 covered at least once In six months.

2833.5°6 Afonthly jobs
2833 5 61 SnELF GUIDES SCRUTINIING

Onco in & month fn the appointed week, walk through the
gangways, carefully examiming the shelf guides, If any shelf guide
is in wrong postion, shift it to the right position.

‘There Is nothing morc annoying than having a shelfl gulde against
books which do not relato to tho guide. It should be a matter
of honour for the Mantenance Section that the shelf guides aro
atways In tho right position.

1If any shelf guide Is worn-out, replace it by a fresh one.

2833.5.8 Axmual jobs
The annual jobs of Guiding Work are to be done immediately
after the annual rearranging work is over The volumes are Hkely
to havo changed places as & result of tho rearmangement. If the
bay guides, trer guides, and tho guide plan are not promptly set
right, it is obvious that they will be misleading.

2833.5 81 Bay GUIDE ScUTRmmO
The bay guide may either require a simple transfer to some
other bay or it may have to be rewritten. Do whatover is necessary

2833 5 82 TiEr GUIDE SCRUTINISING
The tier guides also should be scrutinised as the bay guldes.
That is, they will have to be cither rewritten or merely transferred.
Use atencils for writing these guides. Writing with Indan Ink
on white background will gres satisfaction.

2833.5 83 GUIDE PLAN SCRUTINOING
The Guide Plan should be entirely rewritten once in a year

a1 soon as the rearranging work is over
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2834 CORRECTION OF CaLL NUMBERS

The volumes for cotrection will be spotted out at any tims by
the Technical Seotion, the Maintenanco Section or the Reference
Sectlon. Further it i convenient 1o have the volumes picked out
on amy day transmitted to the Technical Section op the same day
50 that the volumes may be with that section for the maximaom
pedod to enabls the classifier to meditate upon the new sitzation
creaied and artive at the proper placing in comultation with the
librarlan. Hence, the first pieco of work connected with correction,
viz Transmitting Work, fs to be performed on & daily basis.

But once the volumes aro corrected by the Technical Section
there i1 no need to continue this daily basis any loager On the
other hand, It {s moch better that all later work conncoted wath
correction Is given tho same perfodicity s most of the other pleces
of work in a Ubrary viz the week. Hence, it will bo found that
except for the first work, all other works relating to this factor
are analysed as weekly jobe

2834 1 Cerrection Transmitting Work

2534 1 4 Dally jobs
2834 1 41 ComxECTION COLLECTION ARXARGING
As the first thing each morning, examine the volunres sccumutated
on tho correction shell Find out also whether the Circulation Seo-
tion or the Refertnco Section or tho Technioal Seotion hes spotted
omt sny other volumes for correction. Bring all soch volumes
together and arrange them in a clamified sequence on tho shell
register cabinet.
2834 1 42 CoaxECTION COLLECTION CARD TRANIFERRING

For cach of ths yolumes in the Correction Collection, trantfer

the ahelf register card from s nocmal position to the Correction
Collection.

2834 1 43 ComxeEcTION COLLECTION TRANIMITTING
After tho card transferring i over for all the volumes, count
the number of yolumes and transmlt them to the Teohnical Section.
When the Tranemirrion Register comes back, examing if the head
of the Technioal Scction has injtialled it fn token of his havmg
received the volumes.

9
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2834.2 Correcting Work

2834.2.5 Weekly jobs
2834251 Caxp CorrrcTING

On ths appomted day of the week, the corrected volumes will
be received from the Technical Section.

Each volume will have its call number corrected only on the back
of the titke page. Arrange the volumes in the sequence of the old call
number found on the back of the volume. Pxck out, In sequence,
the shelf regaster card for cach volume from the correction collection
of the week  Correct the call number in it and put ft in a box after
the correction {3 over If any card docs not have the corresponding
volume, shift that card to behund the  not-returned ™ guide,

2834.2.52 Voune CorrecTING

After the shelf register cards of all the volumes have been thus
corrected, take each volumo in sequence and correct the call number
in the tag on the back of the volume, in the book card, in the date
label and in tho inmide of tho volume. If the volume corrected
is a penodxal publication send it to the Periodical Publication
Scction so that they may embody tho corrected class number in
all thelr three cards. Get tho volame back in time for thelving.

2834.2 53 ComRBCTED VOLUMES SHELVING

After all the volumes have been corrected, rapldly compare
the call numbers written m the different parts of the books with
the shelf register cards to sec ff any casual mustakes have crept in.
If there is any mistake, rectify it. When the comparison s being
finished, place the volumes in different collections, according to
the collection number found i tho call number After all the
volumes have been thus dealt with, arrangs the volumes in each
scquence by therr call numbers. Transfer them to a trolley and
put them in tho proper places on the shelves.

2834 8 Correction Reinserting Work
2834 8 5 Weekly fobs
2834 8. 54 AcceraoN CARD CORRECTING
Taks the corrected Shelf Register Cards Box. Rearrango them

il
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in the of their } Take ft to the sccession
cabimet. Carry out the necessary correction in the cll nombers
of thoe related accession cards.

2834.8.56 CoRRECTED CARDS SORTING
After the accession card correcting I over sort tho corrected
shelf register cards Iying in the box by thelr sequences.

2834.8.57 ConrrCrED CARDS ARRANGING
Aftec the sortiog of the corrected cards is over armangs the
cards in each coflection by their call pumbers.

2834858 ComRECTED CARDS REINIRTING
After the arrangement of the corrected cards s over remnsert

the cards in thelr appropriate pleces in the shell reghter
cabmet.

2835 BINDING
2835 1 Binding Transmitting Work

83514 Dally jobs
2835 1 41 Womn-OUT YoLrue Picxmvg

Have tho stack room drvided into convenient zones, for the
daily meckmg up of the wom-out volmmes. Pk out each day the
worn-out volumes found fn tho zone sllotted for the day Fiod
out abso if the Circulation Section or the Refexenco Section have
sct apart any worm-out volume  Bring them to the worn-out volumes
shelf

2835 1 44 WorN-OUT YOLUMEN COLLATING

Collate carefully each of the volumes lying in the worm-
outlhd!.!.{myhmm mmeing, noto it down near the
top of Lhnb-do{thoutbp-p,lrmonnnyhmm
miming or if tho paper s too brittle, comnlt the lbracan
whether 1t i3 worthwhile rebinding the volume. If the decition is
agamst rebindmg them, transfer the volumes to the Condamned
Collection, and carry omt the necesssry routine for change of
ooflection,

IV
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2835 1.5 Weekly jobs
2835 1.52 WorN-OuT Vorusrs Caxp TRANSFERRING
Take the volumes finally decided to be bound o the shelf register
cabinct. Pick out the shelf reghter card relating to each volume
and transfer it to tho Bindmg Collection of the month.

2835 1.53 Boor Carp Rruoving
After the card transferring is over take out the book cards
of the volumes and insert them in the classified sequence in the
Book Cards Tray

2835 1.55 WorN-OUT YOLUMES TRANTMITIING
After the book card removing is over count the number of
volumes and enter the number in the Tramsmission Register and
transfer the volumes to the Technical Section When the Trans-
mission Reglster comes back, sco if it has received the dated initials
of the head of the Technica] Section In token of his having recetved
the volumes,

2835 2 Binding Correcting Work

283525 Weekly jobs
The routines for ** 1 Card Correcting ™ and “ 2 Volume Correct
ing ™ are similar 1o tho routines “ 2834.2 51 ™ and “28342.52

rospectively

2835.2.55 ComreCTED WorN-0UT VOLUMES RETRANIMITTING
After all the necessary correction s over retransmit the corrected
volumes to the Techmcal Section in the usual way

28352 6 Morthly fobs
28352 64 AccEssoN CarD CoxzBCTING
This routins is similar to that for 2834 8.54 FIUl up abso the date

of Hinding.

2835.2-68 CARD REARRAXGING
Amnpthenn{fmgim:rwdloftbnmnﬂng(bﬂcdimcf
the maonth by their call numbers. Remember that thoe shelf register
cards of the now volumes that need to bo bound beforo being
released for uso is abo to bo inserted in this sequence each wesk
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2835.5 Binding List Tallying Work

2835.556 Aomthly fobs

28355 61 TaLLYING
A1 soon s the binding order List of the volumes of the
Bindlng Collection of the month i3 recelved from the Binding
Scction on the appolnted day tally the Lst with the shell
register cards of the Binding Sequence of the month. If thero
s any discrepancy get it sct right by the Technical Section.

2835 8 Binding Reinserting Work

2835.86  Aforthly johs
2%33:8-61 BINDING LIST SCRUTINIONG
st the bmding list of the volumes returped from the
binder is received from the Binding Section tramsfer tho shelf
register cards of the untreked ftams to behmd the pot returned
guide e

2
:

2835 8-621 Bounp Youlues TALLYING

cards to behmd the not-returned goide.

7835 8-622 Boox CARD InyexTING
As 100 as tho tallylng bs over pick out for each volume Its boak
card from the Book Cards Tray and msort it in the book pocket
of the votume.

28358626 BaPOXEN YOLUMES TRANSMITIING
As soon es the book card imserting B over obtln from the
Circatation Section the Bespoken Cards Box. Pick out each of the

bomdvdumufuwhhhth:mblmnn;uxdmdmdm:m,
aslong with the box, to the Qlrouktion Section,

403
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2835 B-63 REStrLviNG
The routines * 31 Sorting™ * 32 Arranging™ and “ 33 Shelnng »
are to be done as provkded under ** 2831 Used Volumes™

2835 8-64 Unpuscuarcep CARDS INVESTIGATING
Discuss whth the Binding Sectlon tho volumes relating to the
shelf register cards of the Binding Colkection which are Iying behmd
the not returned guide If there is anything out of the way bring
it to the notice of the libraran.

2835 868 BINDING SEQUENCE CARDS RenaerTivg
For all the volumes returned from the binder sccepted and
reshelved, transfer the related shelf register cards from the
Binding Collection to its appropriate place in the Shelf Register
Cabinet.

2836 TOPICAL SEQUENCES

2836 1 Topical Collection Collecting W ork

2836 1.3 Canual fobs

2836 1.31 Torcar YoLuMEes Picxing
Consult the Publicity Section and the Referenco Section about
the Topical Collections to be formed, the volumes to be included
in the collection and the perlod for which the collection
to be mamtaned. In the light of the suggestions received,
pxk out the volumes and assemblo them on tho shelf register
cabinet.

2836 1 32 TortcaL CorracTiON CARDS TRANIFERRING
For cach of the volumes, trantfer the related shell regh-
ter card from its permanent place to the appropriate Topxal
Collection,

2836 1 33 RELEASE DATE MARKING
After the card transferring Is over stamp oa tho dato labels
of ths volumes the date of release from the Topical Collection.
Encloso tho date in red ink

Fnrs
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2836.2 Topical Collection Shelving Work

28362.3 Camwal jobs

28362.31 MamN Gumoe Wartivo
Write out a saitable display guide for the Topical Collection.
It is desiablo fo make It es ornamental and as atiractive a3
poadble, #3 ons of tho objects of the formation of the Topical
Collection is m fulfilment of the Third Law  * Every Book s
Reader” ¢

2836.2.32 TOPICAL VOLUMES SHELVING
Put the volumes sekected for the Topleal Collection in o

classified sequence in the appropriate shelves sct apart for
them.

28362.34 Tomcal CortrenoN Guoma

Write out and insett the necetsary shelf guides in the Topical
Collection Shelves,

2836 8 Topical Collection Releasing Work

2836.8 3 Caswal jobs
2836 8.31 RELEASED VOLUMEY TALLYING
On the dsy appointed for rekeasimg the volumes of a Topical
Collection, tramsfex the shelf register cards of tho colkection to &
box, Tally the volumes with them, If any valume i3 not to be
found, trace it out. If ft cannot be traced out, bring it to the notice
of the libearian for further achon.

2836 8.33 RELEASED VOLUMPS SHELYING
After the tallying is over trumafer the released volumes to the
trolley and have them reshelved in thewr proper pleces,

2836 8.38  TowtCAL COLLECTION CAXDS REDSERTING
Reinsert the shelf regmter cards of the volummes of the released

Topscal Coflection in their appropniate places in the shelf rogister
cabipet.
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2837 RETERENCE STUDY

As and when long mange reference problems are transferred by
the Reference Section pursue the lnvestipation as diligently as
possibke as a pkck up-work ie at hours when you are free from
the necersary routines of the Sectlon It will be a good practie
to note down in the standard 3 by 3 slips your findings as the
Investigation proceeds. Coltect all such slips and arrange them
in a classified sequence In the Reference Box

2837.37 REFIRENCE SECTION ADVEING
As soon a3 you feel that you have completed all that is possible
in Investigating the problem transferred by the Reference Section,
tramfer the Reference Box to the Reference Section and, if necessary
have n short dscussion with that Section to clear abstruse points.

2837.38  SHELF STUDYING

As a pkk up-work whenever you have no work on hand, make
1 systematis stedy of such of the volumes on the shelves as you
think will repay study If you come across any topic in any volume,
where it can bo least expected, wnite out A cross reference  card
in consultatson wmth the Technical Seetion or if you have no trme,
bring it to the notke of the Technkal Section and ask them to
prepare the necessary cross reference cards

2838 SHELF REGISTER CABINET

28385 Weekly fob
2838 58 SuFLr REGISTER CARDS INSERTING
On the appointed day of the week, insert the shelf register cards
of the new volumes catalogued 1n the week in the appropriate
places in the shelfl register cabinet. Remember in particular the
cards belonging to the Binding Collection.

2838.58 Anmal jobs
2838 81 CapiNET EAXING
Onccinnymrorwhmmthnnccdmmdhuibumtb
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Mnﬁnua«khthctnpufthenbzﬁmmuab&mtw
a1 10 relieve congestion, If any and so as to provide space for
the year's growth,

2838 84 TRAY-GQUIDE CIANGING
Whenevet a redutribution §# made in tho shell register cabinet,
lhomyguldnlbolhculdbclmmcdhtdycnmincdmdmlﬁ:d,
if necessary

784 Elimtention of Waste

members to it, the distribution of work among the assistants of
the section should proceed along the Lines of sequenice spechlbation.
Thus will enable each member to scquire an Intensive scquaintance
with the work connected with certain s2quentes and an inlimate
knowledge of the resonrces of the library in these sequences.

2842 HEAD OF THE SECTION

The Head of the Section thould rovicw the work of the assistants
carefully every day He most infoss a high semso of responsiblliy
in the For the aof the books in proper
order ou the shelves has 10 depend entlrely on the sease of duty
and the scpse of honour of the asdstants. Any shoddy work in the
maintesance of ahelf seguence wll by impercepiible degreos,
Iead to ultimate chros, while it is by no mecans easy to detect the
mplecements at each step In additlon to infudng the rght spirit

tho hecestary

in hu assistents, the Hesd of the Section ahould

flair to spot out ctanal musplacements. Ho should g0 round the
stack room systematically to find out the type of misplacements
that oceur and devise remedies for them.

2842 SHELF REGISTER CamD
Another xrduous tak of the Head of the Maintenares
Lhnmhtmlmo(thownw«mmh.mm:
strictly paralls] to tho sequence of the books on the Ths
Mmmmﬂnmm-mnudmnb,mwumfm“
himealf muum,onmmmhm l
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and the books recerved from the Techmienl Section from week
to week will have to be done co-operatively by the Head of the
Section and some of his aasistants.

It Is also the duty of the Head of tho Maintenance Section to see to
the cleanliness of the stack room and the reading room. He should
devise n well thought-out time scheme for dusting and enforce it
The problem of inseets is very serious in tropical countnes. There
are many bookworms which are anxious to make books an artice
of dict. One of the cffective ways of saving the books from the
ravages of these insects 13, not to allow the books to lie in the shelves
undistutbed for too long a period—particularly the books m dark
cormers—as the siiverfish which are 50 fond of books are cqually
fond of darkness and can thrive only in dark comners, undisturbed
by human hands. Hence, the Head of the Maintenance Section
should sce that the books i all such places get dusted and cleaned
at frequent intervals, Tho frequency with which a regon It cleaned
may vary inversely as the popalarity of the reglon.  For example,
if the main collection to which the poblic have open accems i
cleaned up onco in three months it may be necessary to cican up
the closed collections, such as the undersirzed sequence, once in
2 fortnight.

2844 DIARIES
‘Two diarics are to be mamialned by this Sectlon one on a daily
‘basis and the other on & weekly basis,

2845 DAy DiarY
The diary on daily basis i3 to have the following headingy

1 Number of volumes replaced in each collection, with a
scparate column for cach collection.

Total number of volumes replaced.

Number of bays reotified.

Number of tags renewed.

Number of book cards rencwed.

Number of volumes transmitted for correction of call
numbers.

Number of worn-out volumes picked

Number of worn-out volumes collated.

AL AwLN

o~
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2846 WErkLY DIARY
The diary on weekly basis is to have the following headings

Number of letters received.
Number of letters disposed.
Number of letters ortginated.
Number of letters filed.
Number of lost books ordered.
Number of lost books received.
Number of damaged volnmes sent for repair
Number of damaged volumes repaired.
Number of shelf register cards tallied,
Number of new volumes shelred
Number of new volumes released,
Number of bays checked
Number of volumes for which
Taarked.

‘Number of shell guldes propamd.
15 Number of volumes corrected.

1
2
3
4
3
6
7
8

9
10
1n
12
13

collectlon symbols wers

Number of topical collections formed,
Number of reference topics purrned,

283 Cerrelation Tabie
As has been already stated n the

2851 RELATION TO Boox

AND PERIODICAL Punu@n—mm" Boox Onprr
In the courss of their shelf study thy

Section are lkely 1o como acrom ©of the Malntenance
perodicals. They may bring these to the U of books and
Book Sekenon Sectioa and tha

Perlodicy [pectively of the
0 that they might faks tho necermary aciog o oA2tloD Bectlon
The intimate knowledpe that the M.hhm:mphtnmd:m

ncquires

el
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in their dally work with the titles in the library can be placed at
the disposal of the Book Order Sectlon whenever an order is sent out.
A perusal of tho order copy by the Maintenance Section may
detect many tricky tithes, which might have been too elusive to
the book order sectlon. In the Madrs Univernity Library this
practice Is resulting now and then 1n the avoldancs of duplication
in the stock,

2854 RELATION TO ACCESSION SECTION
It has been already stated in Chapter “ 24 Accesslon Section™
that the assignment of the accesslon number is not merely a mecha
nical process, and that the Maintenance Section can contribute
much towards deciding what exactly a single accession number
should cover

2855 RELATION To TECHNICAL SECTION

Whilo tallying the shelf register cards and the accession cards,
the Maintenance Section s likely to come across casual errors of
omnslon and commibsfon. These, they may immediately bring
to the notice of the Technical Section so that the errors may be
rectified beforo the cateloguoe cards are inserted in the cabmet and
the volumes sent to the shebves.

Books which aro taken by the Technical Section for correction
of call numbers are likely to stay long in the Section in the absence
of immodiate demand for these In such cases, the Meintenance
Section, by maintaining the correction collection of ahelf register
cards, may remind the Technical Section of such defays so that it
might expedite the correction. Tho correction collection of the
shelf register cards Is also useful in restoring volumes which have
inadvertently strayed to the stack room from the correction colkection
in the Technical Section. Before this kind of control by the Malnte-
mance Section was introduced, many difficnlties were expericnced
in the Madras University Library in rounding up cvading
volumes. Sometimet, the process used Involved inordmate loss
of time

2857 RELATION To REFERENCE SECTION
Coming to the Reference Section, it wll be seen that the Mainte-
nanoo Section has to work shoulder to shoulder with this Section
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The reference Ubrarians are the men on the spot that have 1o atlead
10 the immediate needs of the readers. Their timo b not at their
disposal. Reference questions that could be tackked on the spot
withowt much expenditure of time are done by them. But special
biblographes and reference questions which require long and
protoacted search may have to be handed over to the Maintenance
Section,

The Referencs Sectlon falfils the Second Law of Library Sclence,
viz “Bvery Reader His Book™ by ltself, But the Third Law
viz “ Every Book Iis Render  has to be folfilled by it only jointly
with the Maintenance Section. The Maintenance Section In the
coanse of its shell stody shonld note all the valuable materials found
1n the nooks and corners of the library and bring them to the notlce
of the Reference Section to be used by it in fulfilment of the Third
Law Hero are some recent experiences of the Madras Untrenity
Library Tho Muintemmnce Section had located a substanthal
artkcle on the psychology of nall-biting n V 2 of the Smirh College
studles in social work. Similarly jt had unearthed an artick
on finger print detection in the Janvary 1934 isvoe of the Amalysr
a perfodical In chemibstry least suggestive of snch s tople. Apain
in the course of systematic shelf study it found in Bulletin 46 of the
Pusa Agrcultural Institote, a substantial account of the modem
methods of bee-kecping In India. These omt of the way references
were promptly brought to the notice of tho Reference Section, who
really play the part of canvassing agents for the books of the Ibary
This resulted in securing for the volames concerned a now but
interested claws of readers—a real fofiiment of the Third Law
Such remote will go on {ng in the experience
ofﬂmMﬂntannmSeeuon.Itthoduryo{LhnMﬂn(cnm
Section to note down all such references, ask the Technical Section
1o preparo cross reference cards and tnform the Referenco Section
of these discoverie.

That the Mamtenanco Section should wock hand in hand with the
Reference Bectlon in order io satiafy the Fourth Law viz “ Save
the Time of tho Reader ~ has been already discussed in the Introduc
tion to this chapter

2858 RELATION TO CIRCULATION SECTION
Tho Maintenance Section needs tho oo-operation of the

411
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Cireutation Sectlon in withholding from arculation, books that
require mending or bmding. Otherwise, books which are in
comtant crculation will not have the opportunity of being
mended or bound sufficiently early ie before the damage
goes beyond the hmit of recovery The Circulation Section
should send to the Maintenance Section such of those books
as are lent out and whxh arc required by the other Sections
for correction etc 10 that the shelf register cards of those books
may be moved appropnately before the books go to the different
sections.

28591 THE TABLE
Apart from these peneral statements, the following correlation
tabloe lists the rules that describe the routine which brings the Main-
tenance Section into contact with the other sections

3 Pertodical Publication Section
2834.2.52 Volume correcting.

4 Accession Section
2831 4.51 Data ascertnining
28321 52 Accesmon cards transmitting
2834 8.54 Accession cards correcting
2835.2 64 Accession cards correcting.

5 Tectorical Section
2831 4.55 Replaced volunees recerving
2831 5.551 Dameged volume forwardmg
2832 1.51 Cards reconcifing
2832.3.521 Tallying
2832.3.522 Book card verifying
2832 3.53 New volumes shelvmg
2834 1 41 Cocroction sequence arrangmg
2834 1 43 Correctron sequence transnitting
2834251 Card correcting
7835 1.55 Worm-out volumes transmitung
28352.55 Corrected worn-out volumes retransmitting
2835561 Tallying
2837 38 Shelf studylng.

pem



231 141
2831 4 48
831 4.5
2831 456
2831548
2831.5.551
2831.5.56
2832.5.58
2833 1:51
2834 1 41
2835 1 41
2835 8 626

2833.382
2834 1 41
2835 1 41
2836 1.31
283731
2837 37

2833 382

2832353
2333382
28361 31

2831 4:54

2831.5:551
2831.5.356
2835 8B 61
2835 8621
2835 364

MAINTENANCE SECTION b1l

6 Circalation Section
Returned volomes sorting
Lost volume card trangferring
Dats sacertaining
Counter section advising
Damaged volume card transferting
Damaged volume forwarding
Counter section advising
Released volumes shetving
Charged trey checking
Correction sequencs Arranging
Worn-out volumes picking
Bespoken volumes transmitting.

T Reference Section

95  Publicity Section
New volumes

Rearranging
Topical volumes picking.

97  Accounts Sectiom
Replaced Volumo Recerving.

413
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283114

2831 4 48
2831 548
28333 42
28333 43
28341 4

283514

2831 4.54
2831 455
2831 4.56
2831 4:38
283315

2831.5.5
283315

2831 4.51
2831 4.52
2831 4.53
2831.5

2832.5.3
283525

2832 1.5

LIBRARY ADMINISTRATION
286 Ilustrative Time Scheme

DarLy Joms
All the jobs of replacing work (11 A M) except that &
second replacing s to bo done at § » m on Thursday
Lost volume card transferring
Damaged volume cards transferring
Shelf tidying
Shelf rectifying
All the jobs of correcuon volumes transmitting wotk
(11 Am)
All the daily Jobs of binding volumes transmittmg work.

WEERLY JoBs

Receiving

Replaced volames preparing
Counter section advising

Lost volumo card retransferring
All the yobs of checking work

Sunday
All the Jobs of damaged volumes work
All the jobs of checking.
AMonday
Data ascertaining
Quotation calllng
Ordering
All the weekly jobs of damaged volumes work.

Twesday
All the jobs of new volumes releasing work (5 P )
All the jobs of cotrecting work (4 p M)

Wednesday
All the jobs of tallying work

2832 3.516 Shelf rogister cards sorting

a1 4
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2832.3:517 Shelf regisier cards arranging
2432 3:521 Tallying (5 »¥)

2832,3.572 Book card verifying

283858 Shelf rcghiter cards interting.

Thrsday
78342.5 Al the jobs of correcting work
2834 8.5 All the jobs of reinserting work
2831515 All the weekly jobs of transmittiog work

MONTHLY JOBS

Flrst Saturday
2833:5+6]1  Shell guides scrutinfsing,

Penultimate Twesday
2835561 Blnding It tallying.

First Thraday
28358:8  All the monthly Jobs of reinserting work

Wlmmw
2835268 Corrected cards soctin;

ANNUAL JOBs

July
2833.38 Al the annual jobs of rearranging work
183358 Al the annml jobs of guiding work
w88 All the annoal jobs of shelf reghster cabmet.

257 Forms and Registers
C3  Sheif register eard. Printed. 8 point type. B,
White, Cabrmet. dstol board,

The text of the form is as follows

mN
Anthor Don N



mnmrmuwwnquoao(mlmnmhom Lnbeptwpamntmly



PaxrtT 3
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3111 PARENT ORGANISATION
The mapegement of most of the types of Ibrarkes it wually

a
:
|
!
i
a

or a trust board or amy other corporate body For the uake of
brevity and becauso the majority of libraries are public Libcaries
managed by Local Bodles, T shall refer to the larger parent organisa
tion as the Local Body in what follows.

3113 FuNcmoNs oF THE LIBRARY COMMITTEE
The sphere of acthan of the Library Commuttee of a Local body
is bounded an one side by the sphere of tho parent body and oa

amplified by the byc-laws and stxnding orders of the Lol Body

‘most casca, the entite power of kevying the library rate, of bortowing
money of managing real property if any and of pasing the library
budpet, is vested in the Local Body itself The Libmry Committen
Is gven freedom only to spend tho libmary rovenue in any manner
t likes, wubject to ths provisions in the badget. The locatlon of
branch librazies, the framing of Library Rukes, the sppofatment of
tho libeary staff the policy of book selection and all such internal
matiers connected with tho [ibeary are, however vested solaly
in the Libeary Committee. In & fow cascs, the bonndary Hoo kaves
A Lacger spheze for the Liboary Committes. Even the power of ralitag
2 loan and Jevying & tato is vested in the Libeary Commlttee. Soms
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3 LIBRARY ADMINISTRATION

of the librartes had been given land grants for thelr upkeep The
management of all such real property 1s wsually vested in the Library
Commuttes itself Tho function of the Local Body ends with the
appointment of the Library Commiitee the approving of the libcary
budget and the reviewing of the annual report.

3114 PERMANENT Extcumive

But such a clear understanding i non-existent, in respect of
to the boundary line between the functions of the Library Com
mittce and those of the Libracy Executve Nor Is jt possible to
draw thrs line m any definite manner by rules and regufations.
It must be left to some broad commonsense praciples. The true
sphere of nsefulness of the Committees is 1n deliberation and in the
enupciation and direction of polky generally If this commonsenso
prinaple 15 forgotten 1t would immedintely lead to an incursion
upon tho proper sphere of the Permanent Executne This 13 likely
o happen parucularly if the Computtee contalns members, among
whom, not unnaturaily there may be for soms timo uatil experience
tells, some distrust of the Executrve and a feeling that their will
can find 1ts way only if they keep their hands fiomly on the wheel
Hself even in small maiters—a feching probably helped by the fact
that, until then, some of them may not have had experience of
management on & large scole Yet the refentless march of functions,
tho growing complexity of admnistrntion, and tho cver widening
sphero of duties, bring with them nereasing necessty for using the
speclallst and for recogntung that he and almost he alone, holds
the key to probiem after problom and that ho must bo used.

3115 Sup-COMMITTEES

Apart from keeping clear of the functions that are more appro-
pnate to the Local Body and to the Permanent Executive, ons has
to copaider what would be the most convenient way for the Library
Committee to discharge fts own lepitimats functions. Should
the Library Committeo desl with all the questions direstly ? Ot
13 it better to have them dealt with entirely or at least investigated
1n the first instenco by suitable Sub-Committees ? The English
Act provides that any Litwary Commitico to which any powers are
delegated may subgect to any direction of the Local Body delegate
all or any of thess powers to a Sub-Committes consisting cather
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in whole, or fn part of members of the Library Committee, This
provision amounts to a gentle hint that it would be more condacire
to efficent business if a Library Commitree functlons through

ding Sub-C Tt is desirable 10 provide for these
things In the scheme by which the Local Body adopts the Library
Act. The nomber of Sub-Commbttees mnges from ane to twelve In
England and America. But the average nomber b four The most
popular among the numerous branches of this committee family
aro thoso concerned with finances with admiistration (ie staff
rules, etc) and with buikdngs and grounds.

3116 LocAL ADVISORY COMMITTEE

Apart from thn mternsl organiaation the Library Committee
shonld also have a Local Advisory Committes attached to each
ono of {ts branches and delivery stations. In particolar cach pan
chuayat area should have a Local Committee to advise the Library
Committee of the District Board. There can be no question of
delegation of powers to srch a Local Commuttee. But none the less
they form an important limb of the Tibrary polity of a stato and
it i3 desrrable that they should be explicitly provided for in the
Library Act jteelf,

It b possdble to contimue the Thoory of Library Committes
in this strain. But it wondd take us far boyond the limits of this book.
Its proper place s in a valeme on library legrlation and organisa-
tion.? We aro concerned here only with the routine, prelimlnary
and sobeequent to the committee 8 work

3118 FACTORS IN PLANNING

Tho dustt work of the C Section is to be planned
with reference to the following factors

It may be convenfant to have a meeting of the committes once
In a month. But routine besiners may bo dono also lo circulation.
Probably crrculation work may be done once in a week The job
soalyds and toutine given herennder refer to the monthly
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kidt) LIBRARY ADMINISTRATION

meetings. In the case of circulation work they may require a slight
modricaton. For example there will be no preliminary agenda
On tho other hand there will be only one agenda

312 Job Amlyxts

3123 PREPARATION OF BUSINESS
The work of the Committeo Section relating to the preparation
of business Is to consist of the following items

1 Drafing and arculating the peelimmary agenda, which
may be referred to as Preliminmary Agenda Vork wnd

2 Drafting the final agenda, which may be referred to as Fima/
Agenda W ork

3123 1 Preliminan Agenda Work
3123 16 The prehimunary agenda work 3 to consht of the
following monthly jobs

1 Coliecting from the different sections all the papers that
require consrdernuion at a mecting of the committee, which
may be referred to as Meeting Papers Collecting

2 Scrutinmung the papers received from the different sections
for consrderation at a mecting of the commuties, which
may be referred to as AMeeting Papers Serwtinlsing

3 Requesting the scctlons concerned to furnish the necemary
sdditional information, if any such is required, which may
be referred to as AMeeting Papers Completing

4 Armanging the meeting papers in a classified sequence and num-
bering them, which may be refetred to as Afceting Papers Num-

bering
5 Wnting out the agenda, including the trme, date, and place
of meeting, which may be referred to as Agenda I ritbyg and
6 Circulating tho agends with the related papers, which may
be referred to as Agenda Circulating

3123 2 Final Agenda Work
3123.26 The final agenda work Is to consst of the following

manthly jobs

47



COMMITTEE SECTION 312826

1 Examining the papers received after clrculation and gathenag
any additional data that might have been called for by tho
committee In circulstion, which may be referred to as Addl
tiomal Data Colfecting

2 Adding any additional urgrnt matter that may have to be
put before the meeting, which may be referred 10 as Agenda
Supplementing

3 Sendmg a reminder to the bers of the ittee about
the time end place of the meeting, which may be referred to as
Meeting Remindtrg  and

4 Sending to the mestmg all the papcs Hkely to be required
directly or indurectly at the mescting, which may be referred
10 a8 AMrering Papers Pusting Up

3125 DrsposAL oF DECISIONS
The work of the Commiites Section relating to disposal of
dechdons is to consist of the following Jtony

1 Drafting the minutes of the merting, which may be referred
10 18 Mimeres Work and

2 Redistributing the papers to the sactlons concerned which
may be referred t0 a3 Redletribution Work

3125 1 Minutes Work
312516 The minutes work Is to comsist of the following
monthly jobs

1 Collecting togetboc sil the papers convidered by the mectlng
and verdfymy If they aro alright, which may bo referred to as
Mosting Papers Verifying

2 Writing out the minutes of the meeting, which may be referred
to as Minutes Writg  and

3 Qiroulating the draft minutes to the members of the committee

for coufirmation, which may be referred to 89 Minafes Ciradat
g

3125 2 Redistribution Work
312526 The redistribution wark i3 to conslst of the following
moathly Jobs
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1 Copying in the docket sheets of the different papers the
relevant extracts from tho minutes of the meeting, which
may be referred to as Aflmdes Extracting  and

2 Redistributing the papers to the sections concerned, which
may be referred to as Meeting Papers Rediyributing

3126 Sup-COMMITTEES
The work of the Committes Sectlon relatmg to Sub-Committees
will be similar to its work relating to the Committee itsell

313 Rontine
3133 PREPARATION OF BUSINESS
3133 1 Preliminary Agenda Work

313316 Monthly fobs

3133 1 61 MeETING PAPERs CoutecTiNG
On the appomted day of the month collect from the different
Sections all the pepers that they might bave marked for
comsideration by tho Committee While doing so instruct them
to send all (ho related files and other materials.  As eoon s all
the papers are received, sort them roughly and take them to the
libranan end get his instroctons regarding their inclusion in the
agenda,

31331 €2 MEETING PAPIRS SCRUTROSING

In the caso of each ono of the Items to ba included 1n the agenda,
study the notes put down by the Section in the dockot sheet and
sco 1f they contain, in bref tarms, the sabient facts that should be
placed before the Commlttee. Examine also i the fils contzin
all the relevant papers. If any book ot perlodical publication thould
be sent to tho Commuttes as specimen sce if it has been put up by
the secthon

3133 1-63 MrTNG PAPERS COMPLETING
If,inthecuunoofmuniﬂngthomwﬁn;pnmyouwmo
across amy defect in the notes p d
tnthopamormatcrhhputup,hﬁormﬂnSccﬂoncmd
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sbont it and get the papers completed. Then, send them to the
libraran, so that he may add his notes.

3133 1 64 MeETING PArmes Nuusespeo
After the meetlng papers are completed, arrangs them In
a chsufied sequence and number the papers Ja each class
serially

3133165 Agmma Wrineo
A.lloonutheamnp:ma:\torthopamhav:r write oot
ibe prelminary agesda  Alfter getting its approval by the librarka,
grthfnl.rwpi:d_ Arrange all the meetimg papers on s pad and place
tho agenda paper at the very top  Remernber that the agenda should
contain definits information as to tho place, date, and time of
meceting. Some Librartes regard this itselfl a3 mesting notke. Ano-

ther praciics Is 10 1end a separats mesting Dotice.

31331 66 AGENDA CIRCULATING
Put the file of papers In & box and send it round to the members
of the Committee.

31332 Final Agenda Worl.

31332 6 AMonthly johs

3133.2+61 ApDmIOMNAL DATA CoLrpeTing
A3 300n 23 the papers come back from cirenlation ses if the
arcalation card has recelved the inftlabs of cach member and
cxamins the files and the agends paper If any member of the
Commlttes has 2sked for any additional data or has made any
rermrks, consult the Ubrarian about them and collect the necostary
data or take such otier action as may be decided upon.

3133262 AQENDA SUPFLEMENTING
Ifmymgm:mannrhucmppcdupm.crmedrmhﬂmo{

agenda and beforo the moeting day txke the permis-
donoftboh"hnrhnlmmdhumpphmmm-ymmlnﬂnﬂnd
agenda. Whils doing so mnﬂlbonmyp;pcﬂmhﬂnito
thoso jters in the wme way as deserfbed undor routlns “ 3133 1
Proliminary sganda work”

Pl
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3133263 Mmoo Rounomva
On the day jut preceding the mesting day send a reminder
card to all the Members of the Commuttee specifying the time
and placo of the meeting.

31332 64 MeETivg Parers Putting Ur

At Jeast half an hour beforo the meeting, tako all the papers that
are to be comsidered by the Committee. In consultation with
the librarlan have the papers arranged in a sequence parallel to
the sequences of tho items in the agenda. If any specimen materials
are to be consklered by the Committee have them alo arranged
in another parallel collection. It is destrable to place on the meeting
table 2 copy of the Rules of the Library and any other laws and
regulations that have a beanng on the management of the library
There is nothing more annoylng than the librarlan having 1o call
for such materials in the middls of the meoimg. For the same reason,
care must alyo be taken to anticdpate intemgeul.ly all the fikes that
are likely to be of use to the C: ittee in d ing and disp
of the different items in the agenda.

3135 DisposAL OF DEecIsions
3135 1 Minutes Work

313516 Monthly Jobs

3135 1'61 MEETING PAPERE VERIFYING
As s00n gy the mecting of the Commuttee la over collect
all the papers on the mecting table. Sort them into different
collections and arnmge the papers in the different collections
properly Tally them with the office copy of the agenda and
scc if all the copies end matenals are found. If there b
anything misting, take it to the notke of tho lbrardan and gt
it rectified.

31331 62 MowTs WG
After all the papets arc thus collected, write cut the minutes
of the mecting, cither from the drafy of the minutes given
by the Ubrarian or to his dictation. Get the draft minutes
falrcopwed.



COMMITTEE SECTION 3136

Moch time can be gained i two coples of agenda sre prepared
before the meeting, leaving half margin. In that case, a rough
draft of the minutes may be written by the Hhrarlan, daring the
mesting itsell in ons of the coples. After receiving the approval
of the Librarian the draft may be faircopled or typed in the other
copy

3135 1-63 MovuTe CrrcuLATING

Circulate the furcopy of ths draft minutes to the Members
of the Committes for their approval. If the work is properly organis-
ed, 1t must be posaible for the minutes to start in clreutation within
an hour after the mecting. As soon s the draft miguies como back,
examine i they have been approved as they are. 1€ any amendments
are suggested by any Member take them to the librarian and carry
out his Instroctions.

3135.2  Redistribution Work

31352 6 Afoathly fobs
3135.2°6] MmuTEs EXTRACTING

In ths docket sheot of each ltem, extrmct, from the approved
minutes, the resolution relating to the 1tem. After the extracting
work {3 dope for each ono of the items, send the papers in the
proper clarufied sequence to the librarian for his Initials below
the extracts. As s00n a3 the papers como back sec if the libmardan
has put his inihals under cach ono of the extracts. If not, got the
matter st right.

31352 6 MEFTING PAPERS REDSTRIBUTING
After the Ubraran has fmualled the extract from tho mmutes
lu each one of the docket sheots of tho papers placed before the
merting, dutribute the papers to the Sections concerned to saable
them to take the necemsary actfon. Send also other materialy, if any

3136 SuB CoMmMITTEES
Mertlags of Su will havs to bo attended to in
the same way a1 meetings of Committes except that the resotution
of & Sub-Commitirs may bo sent on to the Committes
without belng redistributed to the Sectlans, if possible.
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3141 LIBRARY ADMINISTRATION
314 EDmination of Waste

3141 HEAD OF THE SECTION
The Head of the Committee Sectlon must take care to seo that
the circulation papers as well as the meeting papers of tho Com-
muttes and the Sub-Commitiees are prepared properly and promptly
and that there s no delay in redistritnting the papers to the dufferent
Sections. It is always a delicate matter to ensure the safety of the
papers that go out in circulation He muost therefore have proper
control over the fncomung and outgoing of papers and sct right

all defects then and there, without any lapse of ime

3142 Duary
He may have to maintamn one diary on a weekly basis with the
following headings

Date of crculation

Number of papers sent up

Number of books and other matenals circulated and
Date of redistribution of papers.

FERERES

315 Correlation
It is obvious that tho Commitics Section will have something
or other to do with exch one of the Sechions of the Hbrary But
it 13 not possible to grve a definite Correlation Table here.

316 Time Scheme

It would be a good practice to have the mecting papers started
ans week before the date of the meeting. As has been already
indicated, the meeting papers ought to bo redistxibuted to the
Sechons copcerned within a day after tho mecting.

The monthly meeting may be fixed for a definite day in the first
week subject to spanng edjustment to surt the conveence of the
members. The weekly circulanon work may be done on 2 par
ticolar day cvery woek say Wednesdays,

317 Forms and Reglsters
831 Aftwutes Book. Ledger paper Bound. 250 pages. Pages
to be machine mumbered. 30 lines per page.
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CHAFTER 32
STAFF SECTION

321 Plaouing

3211 MAIN BUSINESS

The main business of the Staff Sectlon is to maintain all the
records about the creation of posts, the appointment of persoms
thereto and therr scrvics conditions. The Section has abo to maln-
tan the papers relating to each one of the persons In the sernce
of the library and the history of thewr sarvices. All these matters
will be governed by local officaal practice rules and regulations.
Hence, 1t is only the barest munimum of information, regardmg
the roatine of the work of this section that will be found in thrs
chapter

3212 CADRE REGISTER
The part 328 Flks” of this chapter pives the different flles
that should be maintained by the Staff Section. If any cadre has
more than onc post, the class yomber of the post by 1o bo got by
augmenting tho cadro number by the addition of the Arabic numerals
1 2,3 e respeetively for the first, second, third, etc posts. The
amplifying devico m to consist of the letter b followed by suitable
sub-diviuans. In assocaation with theso files, the tection should
also maintin a register which may be numbered $921 and called
Cadre Register
Throe sots of d ars to be maintained by this Section
for cach person m the service of the library viz,

3 Sexvice reglster
4 File of permanent papers  and
5 File of temporary papers

3213 SERVICE REGISTER
‘The scrvice reguster whose number may bo fixed a3 §923 s to be
mamtained with tho pages and colummns in conformity with local
practice. This will give the history of the service of the incumbent

A
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concerned. The service regisiers are to be arranged atphabetically by
the names of ths incumbents. Detalled instroctions for the mainte-
nance of such regrsters are tsually given in the registers themmelives,

3214 PERMANENT PAPERS

By = 924 Permaneat papers ™ is meant all documents, other than
thoe relating to casual and compensation leave, bearing upon the
sexvics of an incumbent. As & result of the providon made in tho part
* 328 Flles™ i can be seen that the files of permanent papers are to
be kept strictly in the elphabetical sequenco by the nama of the in
cumbent. The chief type of paper that will involve some routine is
the application for kave other than casual or compensation leave.
The fllo of permanent papers is to contain all the papers relating
to leavs other than casual kave and compensation leave, the appoint
ment order the transfer order and any other papers that might
be marked for thn file by the librarlan.

3215 TEMPORARY PAPERS

By *“ 9925 Temporary papers” s meant pepers of an ephemeral
mmrum:hunpplh!hmfutnmllmdwmpennﬁcnhvc.

lom for of expl of lute d. and o on.
There should be & scparate filo of temporary papoes for exch focum-
bent for cach casusallearc-year The first paper in cach fils b to
consist of & tabalar statement, which may be referred to as the
Canml Leave Register

3218 FACTORS IN PLANNING
Ths distinctive work of the Staff Sectloa is to be planned with
reference to the following factors

322 Job Amalysh

3221 CADRE OF APPOINTMENTS
Tho work of tho Staff Section relating to cadre of appaintments

411



23 LIBRARY ADMIKISTRATION
13 to comsist of the following items

1 Work relating to the creation or abolition of posts, which
may be referred to as Cadre Modfying Work and

2 Recruiting of persons to vacant posty, which may be referred
to as Recruiting Work

3221 1 Cadre Modifying Work
3221 1 3 The cadre modifying work is to consist of the following
casual jobs

1 Obtaining ths necessary sanction for creation or abollhon
of posts, which may be referred to as Strength of Staff Chang

ing
2 Obtalning the necessary sanction for change in scals of pay
which may be referred to as Seale of Pay Changing and
7 Carrying out the necessary changes In the cadre register
which may be referred to ey Cadre Register Modifying

3221 2 Recruiting Work
322123 The recroiting work i to comsist of the following
casmal fobs

1 Callmg for applications, which may be referred to as Adversis
ing

2 Sorting and erranging the applicauons, which may be referred
to ws Applications Sorting

3 Informmg candidates about the time and place of interview
which may be referred to as Nonfying Applicants

4 Tabulating the results of the mterview and communicatmg
the recommendation to the authorities concerned, which
may bo referred to as Inferview Result Commumicatimg

5 Communicating the order to the sclected candklate which
may be referred to a3 Appolnting  and

7 Makmg the necessary entries m tho cadre register which
may be referred to as Cadre Register Posting

3222 INCUMBENTS
The work of the Saff Scction relating to incumbents B

ATy
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to consist of the following itoms

1 Deallng with cases of confirmation, which msy bo referred to
a3 Confirming Work

2 Maintalnmg the service register which may be refecred (0 as
Service Register Work

3 Decaling with the applications for regular leave, which may
bo referred to as Regular Leave Work  and

6 Dealing with cases of retirement, which may bo referred
to a3 Retirement Work,

3222 1 CoNFRMING WORK
322213 The confirming work is to consist of the following
casual jobs

1 Writing to the authorities concerned for tho conftrration
of incumbents as and when occasion arises for the smame,
which may be referred to as Corfirmation Recommending

2 Obtaining the certificate of phywical fitorss, which may bo
refexred to a3 Mediral Certifiete Requisitioning and

6 Obixining age exemption if necessary which may bo referred
to ax Age Exemption Obrrining

3222 2 Service Register Work
3222.2.3 The scrvice register work is to consist of the following
casual fob

1 Opening tho servioe registor which may bo referred to as
Service Register Opening

322228 The servioe reguster work b to consist of the following
annual Job

1 Bringing the service rogister up-to-dats, which may be referred
10 a3 Service Register Posting

R Thi2223 Regular Leave Work
regular lexvo work 1a to canthit of the following
casual jobe i

41T
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2 Bringing tho leave account of the Incumbent up-to-date
which may be referred lo a3 Leare Account Working

4 Noting the necessary on the dication for
rquhxlcn\fe,‘hlzhmybercfcrred(onﬂrxﬂwlmn
Application Noting

5 Communicsting the order on the leave application to the
incumbent concerned, which may be referred to as Leare
Order

71 Entering the informaton about the Jeave in the feave reglster
which may be referred to 23 Leave Register Entertng  and

72 Making the necestary entries in the kave register as toon
a3 the Incumbent retums from leave which may be referred
to as Leave Return Noting

3222 6 Retlrement Work
3222 6.3 The retirement work B to comlst of the following
casual jobs

1 Noting on the application for retirement the necetsaty endorse-
ment, which may be referred ta as Revirement Applicarion
Noting

2 Copumuniating the order on the retirement application
to the mcumbent concerned, which may be referred to as

Order Con f

4 Closing tho setvico regoter which may be referred to as
Serxice Register Closing  and

7 Making the pecestary entrles 1n the cadre repster which
may be referred to as Cadre Register Fliling

3224 CasuaL AND COMPENSATION LEAVE
304 4 The work of the Staff Section relating to casual and
compentation Jeave i3 to consist of the followmg dally jobs

1 Obtaining from the head of ths section, in which the incumbent
works, the ncosmisary endotwment on tho application for
amsl or compensaton keave which may be referred to a8
Endorrerment Obtaining

2 Obtaining the libranun s orders, which iy bo referred to as
Order Obtaining
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3 Communkating the order to tho cumbent cancerned and
1o the hesd of the section concerned, which may be referred
1o as Sanction Commenicasing  and

4 Filllng up the columns of tho casml kave register which
may be referred to as Canwal Leare Register Entering

3227 Pay BoL
32276 The wotk of the Staff Section relating to pay bill is
to congdst of tho following moathly job

7 Reviing the pay bill prepared by the accounts section, wiich
may bo referred to as Pay Bifl Revising

323 Rostine
3231 CADRE OF APPOINTMENTS
3231 1 Cadre Medlfying Work
113 Caswal fobs
3231 131 STRMNGTH OF STAFF CHANGING
As and when noed arises for croating or abolithing & post or

for transforming a post from ons category to another write ont
4 noto sottlng forth all the factors that contribute to the changs

mmml_u;mﬂmdﬂuuwmcdul:ummlmpahm
statement In accordanco with the rules on the subject and obtain
tho sanction,

3231 132 Scarr of PAY CrANGDNG
‘Whenever the scale of pay of a post necds revamios, procesd
in the samo way a1 in the strength of staff changing,

3231 137 Capes Reamstex Moo
As yo0n a3 the sanction of the anthorities concernad fs recebved
for any change in the strongth of the staff or in the scabo of pay of
any post, mako tho consequential changes in the cadre reguter
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If a now post is created, open & new pago for it If tho scale
of pay is changed for any post, {ndxcais it in the page devoted
to that post.

3231.2 Recruiting Work.

323123 Caral jobs

3231231 ApvERnsIRG
1f any vacancy occurs in the stafl either due to creation of & new
post, of to some one golog out on regular kave, or to retirement
of any incumbent, call for applications erther by advertisement
oc by any other method m accordance wrth the convention or rules
bexnng on the subject. In the notification calling for applications,
state clearly the name of the post, the salary the period of vacancy
the qualtfications required, and the last date for the receipt of
applications.

3231.2.32 APPUCATIONS SORTING
On tho day succeeding the last date for the receipt of applications,
consult the libranan regarding the peinciple that must be followed
in sorting the spphcations. Sort the applications into the groups
muggested by ths libearian and arrange the applications in cach
group alphabetcelly and number the wpplications according
to the schems approved by the libranan,

3231233 NOTIFYING APPLICANTY
Take the applcations to tho Hbrarian and discuss with him
as to which applicants should bo called for an interview Write
to the apphcants selected by the libtarian for mtetview asking
them to call at the library at a specified dato and tme

3231234 INmERVIEW RESULT COMMUNICATING

Just beforo the mterview proparc a tabular statement with
tho columns suggested by the libratian to enable him to note down
the results of the interviow Az soon as the Interviow lv over get
the interviow notes from the librarian and ascertain from him
tho final recommendation. Write out a ictter settng forth tho
recommendations of the libearian and communicats to the Sanc
tioning Authority
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3231.2.35 ArrorNTNO
As coon a1 the sanction for appofntment fa received from the
octioning Autbority communicate the order to tho sclected
adidate, setting forth in clear terms the conditions of hiv service
d specifying the date and tme when he shonld joln duty

3231.2.37 CaADRE REGISTER POsSTING
As soon as & newly appointed incumbent jofns doty make the
cessary entries in the page aliotted to the post to which ho is
patnted.

3232 INCUMBENTS

32321 Confirming Work

323213 Camad jobs
3232131 CoNFxMaTION RrcoMuerooa
In-mord.m'hhtboru!umdmnmﬁmzreprdingdmwn-
rmation of {on, prepare a note
>¢#Slxﬂ0ninlAmhvrhyrormldndnztbnqnudmorm
rmation of incumbents. The nota is to contam fnformation regard-
1g tho followmg

1 Nams

Quabfications

Date of recruitment

Hixtory of servico op to tho date of confrmation and
Recommendations of the heads of the seations in which
the incumbent had been working.

wawN

Take the noto to the Mbrartan snd gt hus recommendation.

Wiite a letter 1o the Sanctiant Autbority embodying the approved
items in the note.

2232 132 Mepicar CRXTIFICATE Requmarionme
As soom a3 the order of confimation b recatved from the Sanc
tioning Anthority snd s requisition to the approved Mediaal
Antharity to exxmine the tocombent and declaro whether ho s
fit for appolntment in the library Tho ocertificats of modical fitners
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1s to be attached to the first pay bill of the incumbent after can-
on.

3232 1.36 Aok ExeMpTioN OXTAINING
If the incumbent s ago 15 above the maximum age preseribed
for appointment, wiite about it along with the proposal for con
firmation and obtaln the necessary age exemption from the autho-
ritees concerned. This exemption certifiente ako should be attached
to the first pay bill of the incumbent after conflrmation.

3232.2 Service Register Work

323223 Carual jobs
3232231 Semvice Reatster OPEraNG

As s00n 18 an Incambent s confirmed in the service of the library
open a Service Reguster for hum. The routine connected with the
opening of Servioo Reguters will be found deseribed m the Service
Register ftsclf or you will have to follow the local practice, rules
and regulatons.

1t Is not unusual to open Service Regusters even in the case of
probationers and temporary mcumbents.

323228 Awmwal jobs
32322 81 Sevica RecuTEr PosTiNg
At tho apponted time each yoar say in the first week of April,
makoe the necessary entries in the Servicy Register of each Incumbeat
‘up-to~dats in accordance with the instructions for maintalning
the Servico Registers and get the signaturo of the librarian and of
the incumbent.

3232 3 Regular Leave Work

323233 Casual joby
Note By regular leavo 13 moant leave other than casnal end
compensation keave. It may be keave on full salary or on partisl
or no salary with or without medical certificato.

3232 3.32  LeavE ACCOUNT WORKING
As soon as an application for regular leave is received from
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ap incumbent, bring the lesve account of the incumbent given
at the end of his srvics reglsier up-to-date,

3232 3.34 REGULAR LEAVE ArrLIcATION NoTING
Attach an endorsement sheet to the Jeave application and noto
ag the endorsement shest about

1 the last jon on which the i bent was on leave and
the pature of the leave he then had

2 the total amount of kavo standing to his eredit, under different
heads

3 the acting scrangements that will have to be made and
4 any other refevant factors.

The note is to be written in consultation with the head of the
section to which the incumbent belongs. Put up also tho Servics
Roguter of the Incumbent. Send tho whols flls to the Sanctioning
Authocity

3232.3.35 Lrave Orper COMMUNICATING

As soon as the sanction for the leave is got, communicate the
sanction to the incumbemt concerned and also send an appolniment
order fo the perton selected to act in his place or in the chaln,
Send the sxnction order to the Sectlon on Elimination of Wasts,
for incocporation in the Staf Order Book and rcturn. On the
evening of the day ding the date of of lexve,
ths incembent should be asked to hand over charge to his subatituts
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bent. Enter in the Leave Register the details about the person
golng out on leave.

3232.3 72 Leave ReTorN NOTING
A3 500 as the incombent returns from leave, make the necessary
entrles in the Leave Register as well as the page allotted to the
post in the Cadre Register

3232 6 Retirement Work

3232:6.3 Casual fob
The routine connected with Retirement Work will depend lacgaly
on local practice What is given hero is merely illustrative.

3232+6.31 RETIREMENT APruicATION NOTING

Six months befors the time for retirement by superanmuation
arises for an incumbent, obtain an application from him for retire-
ment. It may happen that an incumbent may have to retire carlier
dus to some reason or other As soon es an application for retire
ment 15 received, obtain the necenary Information about the pension
to which hs is cligible and write out the endorsement setting forth
the satient features in hus servico and the pension to which he will
bo cligible. Send the application with the endorsement to the
Sanctioning Authority

3232 6.32 REmeeaENT ORnER COMMUNICATING
As soan a3 the sanction for the retirement i3 received, com-
muncats it to the incumbent concerncd as well as to the Assistant
Librearian for incorporation in the Staff Order Book and return.
On the date of retirement, the fncumbent should be relioved in
ths samo manner as provided In routine 3232.3.32.

3232:6.34 Smvice Rearster CLoung
On the date on which an incumbent rotmes, closo his Servico
Reglster in accordance with the ruks on the subject and deal with
it as provided in the rules.

3232 6 37 Capag REaorm FILmwG
On the dato of retirement of an moumbent, make the necossary
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entries In the Cadro Register both in the page aflotied to the post
and aho In the page allofted to pentioners.

3234 CASUAL AND COMPENSATION LEAVE

As 1000 23 an appication foc casmal or compensation keave
fs recedved, the Head of the Staff Section is to attach it to the
temporary filo of the Incumbent and send It to the Head of the
Sectlon to which the frcumbent belongs. The Head of the Section
should note en it

1 the amommt of leave for which the ncumbent s eligihlo

2 whethor tho incombent has finithed all the ftems of work
which thould bo finfthed by him st the time

3 whether tho Head of tho Sectfon recommends the leave
snd

4 what arrangements the Head of tho Section proposes for
carrying on the work of the incumbent durmg his absence.

If the arr tavolves the peration of any other momber
of the o Section, or of any other Sectlon, the consent of tho
member or the Head of tho Section copcerted, thould also be
recorded in the application. Then, the filo is to be got back In
the Staff Sectlon.

3234 42 OnpEm OSTAINING
Then, send the filo to the libearian for sanction

3234 43 SANCTION COMMUNSCATING
As so0n a3 the arder of the librarian s recoived, send the flle
to the Hoed of the Soctian to which the menmbent belongr. The
Head of tho Section potes the order of the Hbraran and com-
moniastes the order to the incumbent concsmed. Then, he will
retransmit the file to the Stafl Section.

3234 44 CastaL Lrave Reaunm ENTIReG
Exach day the Head af thes Sia T Qartdomn will amfac o $ha & ffamd
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ance Register the word “L” against the name of the incumbent
under tho respective dates on which casual or compensation leave
has been availed of

On the day the Incumbent returns from leave, make the necessary
entries in the Casual Leave Register of the Incumbent concerned.

Occastonally it happens that a2 persan who goes out on casual
leave falls il and takes regulsr leave. In such cases, the casml
leave will have to be converted Into regular leave. It is for this reason
that it has becn suggested that the Caszal Leave Reghiter is to be
filled up only after retumn from leave,

3237 PaAy BoL

32376 Monthly job
3237 67 PAY BiLt. REVIING

In tho last week of each month, check the Pay Bill prepared
by the Accounts Sectlon. Use the Cadro Register tho Leave Reglster
and tho files of the incumbents to verfy the data and tho figmes
given in the Pay Bill If thero 1 any discrepancy get it rectified
by the Accounts Section. Put your dated mitials next to that of
the accountant in token of your having satisfied yourself about
-the accuracy af the Pay BilL

324 Elimimation of Waste
Tho postmgs in the Cadre Reglster the Leave Register and
the Servico Registers should bo carefully checked and maintained
up-to-date.

325 Correlation Table

All Sections
3232 1.32 Confirmaton Recommending
3232 3 31 Regular Leave Apphcation Noting
3232 3.32 Leave Order Communicating
3234 41  Endorsement Obtaining
3234 43 Sanction Communicating.

97 Accounts Section
3237 67  Pay Bill Revising.
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326 Ilustrative Thee Scheme
Most of the jobs of this tection are of a casoal nature, as they
will arise enly occasfonally But the jobs relating to casual and
compensation letve are of n daily nature The toutine connected
with them s to be domo in the following scquenco

DAILY JOBS
323444  Camnal Leave Register Emtering (11 30 A M)
3234 41  Endotsement Obtaining
323442  Order Obtaining (1 Pa) and
3234 43 Orer Communicating

MONTHLY JOB
323767  Pay Bill Revising (last week)

ANNUAL JOB
32322 81 Servco Reghstor Posting (frst week of April)

327 Farms and Reghiters
8521 Cadre Regist¢r Manoscript. 30 Ib ledger paper White,
Bound book. 20 Lines. Folio pagination.
Three pages for cach post with the following text

{c) Frst lins  Daie of cffect  Name of the post  Scale of pay
Sanctlon nomber and date  Fils number

(b)) Cobonn headings

Name of incumbent (5 cn)

Nature of tenure (permanent, acting, otc) (2.5 am)

Pay (2.5 cm)

Dato of commencement of the pay (2.5 em)

Duo date of next inarement (2.5 am)

Dats of termunation or change of pay (2.5 cm)

Reazon for teerination or change of pey (loave increment,

change of scale, promotion, retirement, ¢easing of acting

period, eto) (5 cm)

Sanctlon for (7) (7.5 cm) and

Remarks.

- A N

8
2

Wherniever thers 10 chanem af narme e aalea ~Af rev the Actalle
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are to bo entered 1n red ink m the eatliest vacant Line, in the same
style as tho frst lino

8923 Service Register Printed Text depending on local prac
tice, rules and regulations. One register for each permanent in-
cumbent.

5924 Leave Register Manuscript. 21 Ib printmg paper White.
Stitched book 20 Lnes. Folio pagimation. Number of pages
depends on tho strength of the stafl and the leave rules—say ronghly
twice as many peges as thero arc members on the stafl.

The column headings ars to bo s follows

Namo of the incumbent (5 cm)

Pay at the commencement of the leave (2.5 cm)
Leave pay (2.5 cm)

Sanctson order (5 cm)

Date of commencement (2.5 am)

Dueo date of termination (-5 cm)

Actual date of termination (2.5 cm)

Name of acting incumbent (5 cm)

10 Pay of acting Incumbent (2.5 cm)

11 Dato of commencement of acting (2.5 cm) and
12 Remasks.

VCENALWR -

Note  In respect of category 8 if the keave i1 extended, write
the word “ extended * in red ink in this columm and begin a fresh
lime for the extended loave,
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STAFF COUNCIL

331 DNeed
The need for and the utility of the Staff Council have been Indicat
ed already in Chapter 15, A fuller discussron of the same 15 also
to bo found 10 my Five laws of library sclemce

133 Routhne
Thke rovtune connected with the Saff Council is similar to ths
rovtine connected with the Librery Commitice.
It may be necessary to write out staff orders in the Light of the
decisons arrived at by the Stafl Council, on such matters a3 require
stafl orders.

335 Correlatlon

Tt goes without raympg that tho Staff Council }s the most vital
frtrumment for bringng about the most effective correlation between.
tho work of the different Sections. As such, it can be seca that the
Section 1n charge of tho affairs of tho Staff Council will have to
deal with each of the other Sections of the library both in arranging
the bustness for the Staff Counell and in ghving effect to the decisions
of tho Staff Councdl

336 Tihne Schems

Each Sectton muay have 18 own mecting 1n the penultimate
or any other defimite week of each month, The Staff Councll
may mect in the last week of the month Tho Secretaries of the
different Sections may commumicate to ths Secretary of the Staff
Council gnch items, as therr respectrve Sections would like to
brmg up beforo the Staflf Coundd, in good time for inclusion i the
agenda of the Staff Councll.

337 Forms and Registers
The minutes book of the Staff Council is to bo similar to that
of the Library Commutter. Iis mumber is to be 5§93 The numbers
of the minutes books of the different Scctions are to be got by

446



STAFF COUNCIL s

amphfying §93 by the additled of the number of the Section con-
cerned.

338 Flies
The agenda and the dralt minates of the Staff Council are to be
numbered 93 and $35 respectively and amplified by the number
of the month of the meeting. They may bo destroyed at tho end
of the year
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ELIMINATION OF WASTE
34] Plauning

3411 AGENCY FOR SUPERVISION

The overall Eliminatlon of Waste Work will have to bo dons
entirely by the librarlan himself in small librarley. On the other hand,
in Jarge libmries an independent Sectron of the staff will have to
bo put in chargo of tho solo task of supervising the regular and
correct performance of the routine in the varons sections of the
library and to deal with such topics as the amnnal report of the
library which cannot be asmgned to any other mngle Sectlon
It 13 not unusual to assign this oversecing business to the Corres-
pondence Section for the reason that practically all correspondence
has to pats through the hands of that Sectlon. But in medium-
sizo libraries, it may be advantageous for the librarian to share
thecvmhgwmkwithlhelninmtﬁbuﬂm,utwhhthn
Manager of the general : tve stafl as distinguished from
tho siafl entrusted with the distmctive library functions. In such
a divimon of labour the Ubrarlan may keep in hiy hands the
supervision of the correct performance of all the technical dutes,
such as classdfication, cataloguing, preparation of bibliographies,
and s on. Tho awnstant librarlan ar the manager may bo
uked to supervise tho admmistrative routine d with all
dutics.

3412 ASSISTANT LIBRARIAN
With the requirements of & medlom-girs Hbrary in view and having
redcgated the librarian s share of supervision to the chapter “ 391
Libraran™ this chapter will deal only with the supecvision of
administrative routine. The person in charge of it shall bo reforred
to as tho Asshitant Libradan.

3418 FAcTORS IN PLANNING
The distinctive overall work of EHminatlon of Waste s to bo
planned with reference to the following factors

448
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Anneal report

Suff

Staff order book

Diarks

Junction moments

Progress report

Accounts  and

Imspection

AR W~

342 Job Amlpals

ANNUAL REPORT
321 8 The work on of Waste relating to Annoal
Report is to comsist of the fa ng annual fobs

1 Giving notice to tho different Sections about the dato on
winch data for tho Anmual Report should be ready which
may be referred to &8 Not|fying the Sections

2 Framing the tkokton of tho Anmual Report, which may be
referred to as Skedeton Framing

3 Getting from tho different Sections the necessary data, which
may be referred to as Data Collecting

4 Making 3 preliminary dmft of the Annoal Report, which
may be referred to as Report Drafting

5 Discursmg the preliminary report with the librarian and
taking his instroctions, which may be referred to as Repart
Comsulting

6 Making the final draft of tho Annual Report which may
be referred 1o as Report Completing

7 Focwarding tho Annual Report to the authorities concerned
for conlderation, adoption sod reviow which may be referred
10 as Report Forwarding and

8 Tulang the necessary action an the resalution of the authorities
concerned on the Anmual Report, which may be referred
1o as Report Review Disposing

3422 STAFF

The work on Elimination of Waste relating to Stafl s to consist
of the following Hems
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| Dustributing the work smong the different Sectlons, which
mayborefmcd to s Disirlbution Werk

2 } of stafl to dufle Scctlons, which may bo refected
10 a3 Assignmient Vork

5 Enforeing proper descipline amoog the Staf, which may be
referred to ns Discipline Work and

6 Drafting the tme-table for the Staff and amerding It from
time to time, which may be referred 10 as Time Table
Work

3422 1 Distribution Work
3422 1.3 The Dustribation Work fs to consist of the following
casusl jobs

1 Consulting the Ubreran and Staff Councl in regard to Distri-
bution of Work, which may be referred to as Dirtribution

Consufting

2 Informing tho Heads of Sectiony sbout the Dhstribution
declded upon, which may bo roferred to as Distridwiion
Commmicating  and

3 Watching the suitability of the Dutribution of Work and
reporting to the librarlan from tme te tme, which may be
roferred to as Distribution Reporting

3422 2 Assignment Work
342.2.3 Tho Asugnment Work Is to conust of the following
casual jobs

1 Consulting the librurmn and the Staff Comncal in regard to
Arugnment of Work which may be referred 10 as Aryigament
Conndting

2 Informiog the staff abont the enignment of work deckded
upon, which may be roferred to as Asipument Comorums-
coting

3 Watching tho suitability of the assignment of work and
reparting to the bbrarian from time fo tme which may bo
referred to a1 Assignmant Repocting  and

4 Making temporary reasvignment at tinres of pressure which
may bo refermed {0 a3 Assignment Adfaring

4
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3422 5 Discipline Work
3422:51 The Discipine Work is to consist of the following
Immsdiate jobs

1 Regulating and comtrolling the movement of peons, which
may be referred to as Proas” Moverment Regubating

2 Getting the late coming of the members of the staff recorded,
which may be referred to a3 Late Aftendence Watching  xnd

4 Briuging ell aboormal occurrences o the potics of the libracian,
which may be referred to as Absormalitles Intimating

3412.5 4 Ths Discipline Wotk is to copsist of the following
dadly joba

1 Examining the Attendance Regisier which may be refered
to as Attendance Register Serwtindsing

2 Getting the sanctioned casual xnd comp lon leave entered
in the Attsndance Roglater by the Heed of the Staff Section,
which may bo referrod to as Artendance Register Completing
and

3 Informing the librartan of the absence of members of staff
without keave, wilch may bo referred 10 23 Ahsewce Imtimating

3422.5.5 The Disciplme Work is to comist of the following
wreldy jobs

1 Obtaining from tho members of the staff who had como lats
or had absentod thermsolves without permission in the conrse
of the week, which may be referred to as Expianation Obtaty-
ing

2 Forwarding 1o the librarisn the explanations obtained for

staff, after they are retumed from the Nbratian, whichk may
bo referred to as Explasations Transmirting

3422.5-6 The Disapline Work is to consist of ths followmg

monthly Jobs
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1 Writing out the Attendance Register which may be referred
to as Attendance Register Writing

2 Marking the leave ar in the Attend Reglster
which may be referred to a3 Attendance Register Amending

and
3 Rectifylng the address of the members of the staff, which
may be referred to as Address Rectifying

3422 6 Time-Table Work
3422 6.3 Tho Time-Table Work is to conxist of the followng
casmal Jobs

1 Obtaining from the Heads of Sections the draft time-tablo
for tho respective Sectlons, which may be referred to as
Section Time-Table Obtaining

5 Recondlmg the tHme-tabley of tho different Sectlons, which
may be referred to as Time Tables Reconciling and

6 Watching the dus ohservance of the time-tablo by the different
Sections and reporting to the librarlan devlatioms, if any
which may be referred to as Deviation Intimating

3423 STAFF ORDER Book
34233 The work on Elimination of Waste relating to Staff
QOrder Book s to conslst of the following onsual jobs

1 Writing or causing to be written ths necessary orders from
time to timo whiach may be referred to as Staff Order Writing

2 Circulatmg the Staff Order Book to the members of the
staffl concerned, which may bo referred to as Stgff’ Order
Ciraukating  and

3 Circulating the Staff Order Book to now recrults, which
may bo referred to as New Recrults Instructing

3424 Dianses
3424 4 The work on Flimination of Waste relating to Disriss
s to consist of the following daily jobs

1 Scrutinising the Durkes of the different Sectlons, which
may be referred to as Diaries Serutinising  and

A2
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2 Informing the libratian of abnormalities, if any which may
bo referred to a3 Diery Abnormalities Intimmating

3424.5 The wark on Flimmation of Wasto relatlng to Diaries
is to comist of the following weekly Job

1 Scrutinising the weekly cumplative totals In the Diaries,
which may be referred to as Weekly Tofals Serutinising

424'6 The work on Elimination of Waste reiating to Diares
15 to conust of the fallowing monthly job

1 Scrutinising the monthly tolals and the manthly postings
of tho Diaries, which may be referred to as Manthly Total
Scrutinlsing

3424 8 Tho work on Elimination of Wasts relating to Diades
Is to conaist of tho following snnual job

1 Scrutiniimg the gnpusl totals and tho amuoal posting of Diarles,
which may be referred to as Annwa! Postings Scrutiniring

3425 JUNCTION MOMENTS
3425 1 The work on Elimination of Waste relating to Junction
Maments is to conzist of the following immediats job

1 Watching tho proper fintshing off of Junction Moment Work
and reportmg to the Hbwartan about it, which may bo referred
to as Junction Momens Reporting

3426 PRrOGRESS REPORT
3426 5 The work on Eiminstlon of Waste ralating to Progrom
Report s to consist of the following weskly Job
1 Obixining from the Heads of Sections their weckly Progross
Reports and examining them, which may bo referred to as
Weekly Progress Serwtinisiny
3426 6 Tho work on Elminatlon of Waste relating to Progress

Fix|
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Report s to coasist of the following moathly Job

1 Informing the librarian about the defects obaerved in the
Weekly Progress Reports, which may be referred to as Progrexy
Reporiisg

3427 AccouNTs
3427.5 The work oa Elimination of Waste relating to Accounts
1 to consist of the following weekly jobs

1 Exmining if the Finance Diarfes have been properdy filied up
which may be relocred to as Flnanedd Diory Scristinising and

7 Examinmg o the expenditure under the different heads b
within the himits of the budger, which may be referred to as
Progress of Expenditure Watching

3428 INSPECTION
3428 7 The work on Elfminstion of Waste relating to Inspection
13 to consist of the follow mg quarteriy jobs

1 Inspecting the mamtenance of the records and the genoral
duires of the different Sections, which may be referred to as
Inspecting  and

2 Reporting to the Bbrarian the results of the inspection,
which may be seferred to w3 fuspection Reporting

343 Rowutime
3431 ANNUAL REPORT

3318 Awmal jobs
From the pature of the subject, the Ammusal Report Is to be
put in charge of the Assistant Libcarian. The data for it will havo
to bo obtained from different Sections and properiy edied. For
definiteness, the cakendar yenr has been apsumed to bo tho year
for the Annual Report.

3431 81 NOTIFYING THE BECTIONS
Early in December inform all the Seotions of tho library that
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ths data for the Annual Report should be furnished by & specified
date. It s destrable (hat the data sought from the different Sectloss
should be soch as can be expressed as definite quantitics. Wherever
possible regular tabular forms may be furnished. This does not
mean, however that there should be no geoeral narration All such
narration can be furnished as romarks In the beicfest terms possible.

3431-82  SKELLTON FRAMING

Within two weeks after informimg tho Seotions, frame the skekoton
for the Anrual Report in consultation with the lbracan. It will
be a good plan to make the tkeleton conform as closcly as possiblo
to the smalyds ined in the admink ion manual Com-
municate to the different Sections the relevant portions of the
skelston to coable them to fit fn the nformation, collected by
them, into the frame.

3431 83 Dara CoLLECTING
In the first week of January obtain from the differemt Sections
the data collected by them for the Annual Report. Examine i
cvery part of the akeleton has been Allled up with the necessary data.
I in asscrnbhng the data, any gap s discovered, obtain from the
Sections concerned the information necessary to All up the gap

3431 84 RreroxT Daarmva
Woave tho datx into the Annnal Report in a readabls form.
Pmdamlntrodwdu-n.mmmnrmn(lhnnﬁmlfnmrucfthc
yeat’s work and indh g the planned
for tho ensuing year Tnbuhrtmumnnwﬂchwnuldgo[ubuymd
one page, may 1if otherwise adminible, bo reb d to the appendl

3431 85 Reroxt CorauLING
Present the draft Annual Report to the Ilbwartan and within a week
after that, discuss it with him. Noto down the lnatractions that bo

grves.
3431 86 Reroat CoMPLETING
Revire tho draft Annual Report in the light of the Instructions
mw&mnm-wﬂmﬂmummu

from the Soctions concermed. If any part of the Anmual

435
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Report requires redeafting get it redrafted. Send the final Annual
Report to the litrarian for approval snd signature. Afier it
approved, send it to the Correspondenre Section. Ask the Corres-
pondence Section to make four cople of the report. One copy is
1o serve as the offico copy  One copy s to serve as (16 press copy
One copy is for the libracian ¢ file, And, the fourth copy bs for
tranymlsxion 1o the Authorities concerned.

3431 87 Reroat FOXwAxnmo
As 300m as the fatrcopymg of the report Is over send it with 8
forsrarding kettee to the reviewing Authorities.

3431 B8 Repomy REview Durosiva
‘When the review of the Authorities concerned resches the library
tako such action as the review may call for in consuliation with
the librarian.

3432 STarr
3432 | Distribution Work

343213 Carwal jobs

34321 31 DprR@ution COMSULTING
Whenover decrned necessary  bring up for the consideration
of the librarian, proposals for the redutribution of work smong
the different sectrons. Proposals for & redistdbution shoolkd be
definite and should contain in brief terms the reasons for the re
distribution snggested. If the librarmn gives his general approval
1o the proposal, put 1t before the Staff Cooneil, to get the views

of the different Sections, and work out tho details

3432 1.32 Domustnion CoMMUNICATING
As soon s1 a redistnbotion of wotk gets the approval of the
Siaff Council and the hbraran smbody ft in the Stadf Order Book
and communicate it to the Secticns concerned.

3432 133 Disrmumon REroRTING
Watch the progress of work n the differemt Sections. Examine
if the current Distribution of Work b axtufactory and if better
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results can be obtained by any redhtribution. Redistribution
may be emslly called for whepsver there is changs of hands. Make
a report to the [ibrarian whenever a readjostment s necessary

3432 2 Assignment Work

and the Staff Council the best way in which the membors of the
staff can bo assigned to the different Sections. It Is also desimble
that the stafl ere reassigned to dHferent Sectioms periodically so
a3 to give & chance for every member to scquaint himself with
the work in the different Sections. It must be remembered, however
that this reahufiling ahonld bo done with great care, so that the
advantages of speclalisation are not lost to tho library

34322.32 AmMONMINT COMMUKICATING
As soon as the approval of the librarian Is obtained for any
t, incorparats 1t in the Staff Order and communtcate it
to the conoerned members of the stafl

3432.2.33 ASUGMMENT REPORTING
Watch tho progresy of the work in tho different Sections and
tho appropriatencss af tho work asigned to tho different members
of the stafl. Discusm the matter with the Heads of Scctions and
whenever the Head of & Section reports musdits and you agreo with
him, work out the bost way of eliminating the defect and send a
report to tho librarmn,

3432.2.34  ASGNMENT ADFITING

It will happen now and then that, in spits of all the care to distri-
bute the work evenly throughout the hours of the day the days
of tha weck and the wesks of the year occasions arise when there
1s wnurual crowding of wark at partioular mements or siretches of
time. Such occasions may bo doo to camses beyond the control
of the libmary such as an tnusoal rush of readers or an nneemlly
largo mumber of abscnitecs among the staff. Tt rsay also bo fncvitable

4s7
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in certnin parts of the year in comsequenco of the peculiar patare
of certala items of work. Whenever congestron of work asises, it
may be pecessary to take a suitable member of the staff from a
Section which has got Iight work and sssign him temporarify 0
the Section where there is pressure. In consultation with tho Heads
of Sectrons, propasals for such temporary readjustments should be
taken to the Hbrarian and given effect to after his approvel.

assign plek up-work whenever necessary

3432 5 Discipline Bork

3251 Irmmediate jobs
3432 § 11 Prows’ MoveMERY RIGULATING

Management of peons is one of the most difficalt and delicate
tasks of the maumtant Lbrarian. Parly dus to thelr tow culiural
fevel, some of them may pot bo able to take an intelligent view of
thetr wosk or their daties or thelr oblignuons, Agnin, great case wit
be necessary fo draft & smtable time table for the peons so that
the work of any Section may not suffer dus to pandity of peons
service  Whenenver peons have to be sent out for outdoor work,
great care and tact 15 necsssary fo seeure that they do not lotter
away for an unduly long tme on the pretext of xome difficulty m
finnhing therr outdoor work. A proper detailed thme scherne should
be drawn up and strctly enforced. Lack of firmmess in enforcing
the time scheme will greatly corrode end ondermms discipiine

3432 5 12 LaTe ATTENDANCE WATCHING

If any particular member of the staff comes to the Hborry slter
the tme schedaled for him, soo that he notes down the correct
tme of his arrival m the Attendance Register Note 1 your diary
Lhcmmofﬂxdxpcrwmmdtbedamonwhkhthsywmchm
for use w ion with obial 1 from them a1
thecndofthcnech?uwtmﬁtyinnpuhlkhbnryhafﬂw
importance Evety ¢ffort should be made to secuxe that every
momber of the ctafl resches thoe library and begins fis work at the
proper time

3432 5 14 ANNORMALITIEX INTIMATING
Keep s pentral watchfal eye over the library and whenever
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anyAbno:malOcummcomummnoUce.!nfomLhnmmrhn
about it and take such sction a3 may bo necessary Pointy, which
require such watching, are lack of civility to the readers on the
part of the staff, ugly brofl among the peons, unnecessary indalgence
m talk elther amonyg the stafl or between the staff and the readers,
petty thefls and 50 on, which, though trivial and not eatily noticeable
will affect tie reputation of the Libeary in the long run.

H32.54 Dally fobs
3432.5'4] ATTENDANCE REODITER SCRUTINIEING

after the expiry of the hour when the majority
of the stafl are scheduled to arrive at the library take the Attend
anco Register and scrutinise it carefully If any member of the
stafl thst had already come, had failed to enter in the Attendance
Regitter get 1t entered by him and politely suggest to him that
the register thould be entered by him #3 the first thing after arrhval
at the library

3432:5 422 ATTENDANRCE REGISTER COMPLETING
Send the Attendanco Register to the Staff Section and &k them
to enter ths casual and compensation Lkave granted and availed
of by the atafl for the dey
Put & conventional mark In the attendance reguter sgrinst tho
names of those who are having their weekly holidayx.

3432 543 Amencs INTIMATING
If after the cnities in tho Aftendance Reghiter are completed,
there is still any blank spaco, allow & reasonablo time for the member
copcerned to arrivo—say halfanhour Thereafier scnd an Absentos
Statement to the lbradan,

MRS5S Weekly fobs
3432 5 51 EXFLANATION OSTANING
On tho appointed duy of the week, with the belp of the notes
of lato attendanco marked in your dlary tho Absentee Statements
scat to the librarian and the Aftendance Register
of persans whose cxplamation for late sttendance or absence wthout
permbnston Is to bo got. Get tho explanations of the persons con-
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3432.5.52 EXrLANATION FORwARDING
1f thers 1 any further information necessary to make the
tian complete, get 1t and send all the explanations to the libradan
for his orders

3432.5.53  ExrLaNATION TRANDMITIING
As soon as the explanstions come beck from the libmrian with
his orders, tend them to the Stalf Section, along with the Absentes
Statements of tha week, for the necessary ection

M32.56 Afonthly pbs

3432.5 61 ATTENDANCE REGISTER WRITINRG
In the last week of each month, write out the Attendance Register
for the socceeding manth. 1t would be & good plan to enter the
names of tho staff Section by Section. It is a matter of experience
in Uibraries that the Sections which have to deal with the public
and have to work on all days get thoic weekly holidays on different
dsys. The memnbers of such Sections do nat take the public holbdayy
even. On the contrary the mombers of the Administrative Seotlans
taks their weekly halldays oa the samo day and enjoy also alt
the publac holidays, Hencs, it wiil be & good plan to have the names

of the members of the stafl written Sectiom by Sectlon.

34325 62 ATTENDAMCE REGINER AMENDING

Whenever a member of the stafl 13 granted regolar leave, e
Irave other than casual and compensation leave, note the information
against the name of the incumbent m the Aftesdance Register and
ceater tho oame of the acting meumbent just below the nams of the
person in whoso place he acts. Make tho pecessary changes on the
retwn of the incumbent from leave Similarly whenever & member
of the staff is transferred from ono Section to another the necossary
alterations will have to bo mado in the Attendance Register

3432 5 63 ADbrER RECTIFYING
It 13 a good practice fo have, in the Attendance Register the
cotrect prvate address of every member of the stafl In times
of emergency It may be necemary to wond urgent commumica
tions to the membery at thetr remdence. The Attendanco Reger
s tho best place wheve the addresses may be recorded st §003
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without saying that tho addresscs must bo correct and up-to-date,
if the purposo s to be served. Hence Itissuggested that the sssistant
{ibrarian should circukate the Attendance Regrter to the members
of the staff on the first of every month, and ask them to venfy
therr respective addremes and comect them if necessary

3432 6 Time Table Work

343263 Camal fobs
312 631 SecTion TiME TARLE OSTARONG
Whencever a resdjustment is made jo the work of & Section
obtain from the Head of that Section the pew Timo-Table and the
pew acheme of distribution of work among the members.

3432 6,35 Toie-TAME RECONCILING

Study the Time-Table of the different Scctions In relation to
one another particularly with spectal reference to Junction Moments
and in comsultation with the Heads of Sections, get the time-tabies
of tho different Sections properly articulated. It will be & good
practice to have thres copics of all the approved time-tables and
schemes of datribution of work—one for tho section one for
the assistant Librarian and ape for the libearian.

3432 6 36 DBYIATION INTIHATING
Watch the working of the Time Tables of the different sections
and, if in the actual working, any devlations are found to be neces-
wacy o admissible, inform the Ilbrarian about them and get the
alteratlons mads with his approval

3433 STAFF ORDER Book

34333 Canual fobs

343331 Syarr Onoex Wrmno
Tho sssistant Iibrarisn should see that every important declsion
by the Staff Councll ar by the lbranan tegreding the oaff and
therr work Is recorded in the form of an order in the Staff Order
Book_For:nmpl:,Lhnmndn;o!rcgnh:hvntomnmbm
of the staff end tho app of acting tncumb

oldhtﬂbuﬂanurmklmangmdiﬂm&cdm '.hnudmm'm
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of members to ths different Sections are matters of routine occur
renco which should be incorporated in the Staff Order Book.
Tbe orders may be numbered serafly for exch year

343332 STAFF OsDEX CIRCULATING
As soon 21 & Staff Order {s written out and signed by the lfbrarien,
circulate it promptly to the members concerned and get thelr
initinh in token of their having read the order

33 33 New Recxmits [raTROCTING
Whensver & new person is appolnted in the tbrary the asustant
Hbracian should give him the Staff Order Book and lnstruct him
to read tho relevant ¢aff orders to enehls him to sequaint Mmsell
with tho important conventions and practices of the library

3434 DiAries

3434 4 Daily jobs
3434 41 Duries SCRUTINSING
As one of the firt stems of work each day cxamine the Diades
of the ddfferent Sections. See if ali the columns are properdy filled
up If thero 15 &ny defect, ask tho Head of the Sectfon concerned
to rectify it

343442 DIARY ARNORMALITIES INTIMATING
As 1000 as the Daries Scrutinldng 1y over send & report to
tho Hbrarian that the Draries have all boen filled vp 2nd also state
in the report, if anythmg abnormal is brought out by the entries
in the Drariss, to cnable the librarian 1o take the pecesmry action.

3434 5 Werkly job
3434 51 WEEELY TOTALS SCRUTRIANG
On the Saturday of cvery week ine if tho weekly latre
totals have been entered in all the diares. If they have not been done
wsk tho Head of the Section concerned to complete jt.

3434 6 Aonshly job
34M 61 MoxTmT TOTAL SCRUTINIUNG
Trn a evrnilar rranner o the sovermd dav of areeo stk ovamias
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if the monthly totals havo been entered in tho Diarles and carried
forward to the Diares of the next menth. If thero is any defect,
got {t rectified by the Head of the Section concerned,

3434 8 Annual fob
3434 81 ANNUAL POSTING SCRUTINISING
In the first week of January cach year cxamine if the annual
posting of all the Durles have been done and if the yeadly Dintles
heve been propedy filled up. If thero is any defeet, get it set nght
by the Head of the Section concerned.

3435 JUNCTION MOMENTS

3435 1 Lmaediate job
3435 11  Jowenon MouERT REPORTING
1t should bo ono of the most vital functions of the assistant
librarian to watch the peoper finlshing ol of Jopction Moment
‘Work and repott to the Hbrurian sbout it promptly &1 toon as tho
work {3 over The Importance of Junction Moment Work has
been fulty dhcusged tn Chapier 16 of this book. The smooth
running of the Tbeary will be very much disturbed, if the Junction
Moment Wark does not pass off without a hitch. It {s therefore
necessary that thess Junction Moments shonld be carefully watched
and the necesary adjustments mads an such oocaslons, so that
the work may be currled on without g hitch. If thers is any unuazl
hitch, take the aid of the librarian to resolve the hitoh.

3436 PrOGRESS REPORT

U365 Weekly fob
3435.51 WrEKLY PROGRESS SCRUTINISING

Every Saturday got from tho Heads of Sections & Progress
Report abont the work of thelr Sections In the preceding week.
For each Section & sultable form of report should be designed
in the light of the time-table. The form shoukd consitt of a secies
of questions to which the answer shonld be elther in the form of
y3 or no or in the form of quantitative information. In
addition to special qoestloms, the form for each seotion is likely
to contain thy following common questions
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1 Heve the romundess doe In tho week for outward corres-
pondence been issued ? 1f not, how many are autstanding ?

2 Haveall the fetters received {n the previous week been disposed
of ? If not, how many are outstanding ?

3 A there sny ketters that have been awmting disposal for
a month or more 7 If s0, how many 7

4 Has the weekly totallmg of the diary been finished ?

5 Have all the routies of the week been reunded off 7

Against cach question there should be spaco for a brief explanation
of the Head of the Section in case of deviation of normal progress
of work.

After the scrutiny of the Progress Reports, the assistant Iibrarian
should have a ulk with the Heady of Sections concerncd and soo
that tho work of the Sections are all bronght up-to-date and that
all arrears are completed.

3436 & Monthly job
3436 61 ProGREss RevorTING

On tho Sondsy following the first Saturday of each month,
the agsstant lbratian should make & report to the IThraran
abotrt the outstanding defects observed In the work of the different
scctions wlong wth the explanations of tho Heads of Sectiops con
cerned. He should also discuss with the librarfan the defects and
find out the causes for the defectr. If the causes are traceble @
fanlty organsetion, be must get the necessary instructions from
the Hbranan to bave the fault removed. If the defects are due to
lack of vigilance on the part of the siaff, he should carry out sach
disapimary action #3 the librarian would prescribe.

3437 AccoUNTs

34375 Weekly job
343751 FNANCIAL DiARIES SCRUTINIENG
On the Ssturday of tach week the sssistant J{brarian shoukd
examine carcfully if the columns m the Fmancia} Distles are pro-
perly posted. There should be two Financlal Duries. One Diary
13 to be common to thres Sections, viz Book Order Section, Petio-
dical Poblication Section and Accounts Section. Tho purpose of
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ths Diary b to give in a soccinet form the amotnt appropriated
or spent on books and pennodical publications in different subjects.
The purposo of the Second Diary is to give in a succinct form the
wmount appropelated of spent under the different beadings and sub-
beadings shown In the budget. The prompt filllag up of thess
Du:klhveryhupcrum.kuthnexpmdlmoﬂhgcommhmcnt
to dlture she lously go beyond the budget limits.

3757 ProGrexs Of EXPERDTIURE WATCHTNG
Apart from seeing that the columns in the Financal Diarles
are properly filled up the amistant lbrardan should carefully
examine the correct figures both under commitment and under
actual expenditure undes the different hoadings and sub-headingy.
He thould sex that the matter i comformbly within the budget
Limits. At the same time, as the end of tho year is approached,
he should waich If the entire sanctioned amount is spent. Whenever

sams, so thet he may cxamine the situation and set it right.
3438 INSPECTION

U387 Quarterly jobs

3438 71 InsrCTING
The assistant Hbearan should laspect each Section at least
oncn in a quarter Among other thingy, he thoald sxamine the
following points

1 If all the files of the Section are properly maintained
2 In particuar if tho necomary cross refcrences are made
in the i

3 If the files are kept In the proper clasified sequenco
4 If all the registers of the Section aro kept npto-date and

5 If tho matectals in charge of the Section arc
Sitlon. kept n a tidy

Tt would be a good plan for tho esistant lihrartan to spresd
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the inspection of the different sections over the drdferent weeks
of ths qoarter
3438 72 INSPECTION REPOXTING

As s00n sa the imspection of afl the Sectony is over for the
quarter the sstatant lbranan should wnd a report about his
findings to the librarian. The report shordd aate in clear terms
the defects found and the remedies suggested.

A few dayy mfter sendmg the report to the Iibranan he should
ducoss them with the bbrarian and take such action s may bo
decided opon 1n the ducusuon

345 Correlation Table
From the nature of sty work the work of the overall Elimmation
of Waste Section 15 out and out correlated with the work of every
Section Hence  pracucally every job will have to be put down
aguinst every Section, excopt the followrag, which have rehatien
only to the Sectiony sgaunst which they aro goted.

2 Book O de Section
3437 51 Fmancial diaries scrotimsing
3437 57 Progress of expenditure watching.

3 Periodical Publications Seciron
3437 31 Financad durnes wrutimaing
3437 ST Progren of expenditure watching.

92 Stgff Section
3432 5 42 Attendance regreter compleung.

97 Accoumis Section
3437 51 Finencw! durtes scrutinicing
3437 57 Progress of experditure watching.

345 Ithestrative Thme Scheme
Most of the jobs being of & cama! natore, wall not figure
m this schemse

Dany Jops
3432.5 4 Al the duly jobs of duciphae work
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WEEKLY JoBs

Saturday
3432:5  Disapline work (All tho weekly joba)
343661  Weakly progress scratinksing

34315 All the weckly fobs relating to accounts.

Swndty
343451  Weekly totals serutinking

MonTHLY JORS

Firnt Sty
343661  Progress reporimg.

Second Sunday
3434-61  Monthly total scrutinfsmg.

QUARTERLY JOBS

Flrst Thursday
4387

reporung,
The inspecting work may be spread over different weeks,

ANNUALS JoBs
The time schemo i3 indwated in ths routine pert of this
chapter which deals with the annual report, viz routine 3431

347 Forms and Reghters
Q394 Stqff Order Book. 20 Ib printing paper  White, Stitched
96 pages.

854 Attendonce Register Printed. 10 p type 30 Ib Jedger
paper White. Bound. Number of pago to depend on the number
of members on the stalf, 5o that the register may be completed in
five years. Folw paglnation. 30 lines per pege. Bot every odd line
to begin only from the fourth columm, so that in the first throe
columns, there xre only 15 lines. From the fourth column anwards,

P
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the odd lints are to b used for noting the time and the even lines
for the faitiak of the members of the stafl The eolumm headings
are to be a3 follows

Serial number (1.3 cm) Nume (5 cm). Desigoation (2.5 cm).
For the next 16 columrmy, the headings sre to be written in manms-
cript and should show the day of the week and the dato (1.5 cm)
Each of these columns 1 to be sub-dirided into two sub-colomns,
one for the moming and the other for the evening. Fach month
will be spread ovet two pagea The last column is to be entitled
Remarks”

The following words may be printed in block letters above
the column headings

Fuzt line Libeary

Second fine  Attendance Repster for the Mooth of

193
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PUBLICITY SECTION

351 Not A Rowtine AfTalr
Publiclty to bo effective, thould sirfve to escape becoming
= routioe affair Novelty of method is $0 necessary that it ks futlle
to reduce pubhcity to routine  Still, each library will have to choose
some modes of publicaty which admit of repetition at stated intervals.
It is only sach modes of publicity that will admit of Job anatysis and
routine

352 Modes of Publicity
Here are a few examples of such mades of publicity

1 The list of recent additrons may bo
11 published in the local dailres
12 circulated to important local centres ilke colleges, schools,
hostels, clubs and other loarned assocmtions ond
13 oy be pat up prominently on the notice board of the
Libeary

These Jobs may be repeated svery week,

2 The stathtics of issuo may be publhed in the local datires
once 1 a month,

3 A gencral article setting forth the scrvices, which tho liboacy
1 propered to render to the publ, may be featured in the
dailies, say once 1 & quarter

4 A chort account of the library 2od its work may be insertod
every year in the local directories and in the calendars of
the local edocational and other instituttons,

5 Whenever any local fesnval or falr is conducted or any
other celebration mads, the library may participato in soch
cefebrations in a suiable manner distributing leaflets and
condneting exhibitions, Naturally these will iovolve only
casual jobs

6 The Publicity Section may mizrest hszlf in the
o[ﬁtudy;muplwpununpuﬁcuhrtgpia[udm

&0 "N
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with the libary The orgentation of such groups will iavolve
much routins work, to regulate the hours of meeting of
soch study groups and to procure for them all the necesrary
facilithes,

7 The Publidty Sectlon may aho keep ltself In touch with
the different kearned bodies and business ascociations of
the locaflity Thelr book needs may bo studied and the nepes-
sary action taken to get the resonrces of the Lbraty nsed by
such bodles.

8 Tho Publicity Section may have to arrangs for library talks,
story hours, and other simillar extension work, so as to
stimulate the Interest of tho publo In the resources of the
fbrary Fo(thh.hwﬂlh.mmwurkuutnwcﬂw-ofdl

pated pr send notifications to the
publn.i:ccpﬂmm;hhnmn,mlnpmperworﬂn,ocdnr
and g0 on

In all these jobs, the Publicity Soctton will have to work In
close oo-operation with the Referenoc Section, the Mainteaance
Section and the Tecimical Section.

9 The Publicity Scction may also havo to make strect surveys
and institutiocn surveys to find out who have not como under
the infloence of the library Then, the Section will bave to
devise methods for persuadmg those persons to become patrons
of the beary

353 Roatine
Each library will have to work out its own publicity programme,
analyss esch factor into stems of work and jobs and writo out
the routine for cach job Tho forms and registers as well as the
files to be kept will vary therefore from library to lbrary and, In
the tame library from time to time. The timo-tabls abo will have
to vary similarty

354 Bools ow Pablicity
There are excelient books on library publicity work. McColvin s
book? ts sdapted to English condltions, Stmilarty Cannon s book**
deals with American conditions. The principles of libeary pablinlty
have also been disoursed in my Fire Laws of [Brary science In relation
to tho Third Lew viz “ Every Book its Readoe™ &7

471
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355 Salexmanship in Libraries

1 have also discussed the samo question from another pomt
of view m a kecture! on “Salesmanship in librades ™ delivered
at the All-Indla Library Conference held in Calcutta In September
1533
Inthnlcaumlmnedwnhthodcﬁ.nmonofuhmmhlpu
follows  * Salesmanship i the art of building up the appreciation
ofthcvulunoﬂhedemblﬁtyoflmviceidca.orldmLmthnt
it pted and eatlsfacti fo]].miu", i
to the New English Dictlonary * Al]bnryhapubbc!.nnimﬁun
or eatablishment charged with the care of a collection of books and
the duty of makmg them accessiblo to thoss who require the use of
them.” I mads out a casc that this dichonary deflnition, which was
written at the closo of the nineteenth century fell far ahort of the
modern {deas of librarianabip and suggested that another function
should be added to rt. The definition proposed by me was as
follows A library iy & public institution or establishment
charged with the care of & collection of books, the duty of making
them accessible to thoss who require the use of tham and the task of
comverting every person in its ncghbourhood into a habituat
library goer and reader of books™ When this cnlarged view of
librarlanship is adopted, the necessity for all conceivable methods of
publicdty and salesmanthip will bo caslly granted. This has led
to the appowntment of full timed pabbaty officers in certaln libra-
ri:ﬂ-"




are mrely invested with financial powers. The task of finding
money investing funds, managing property prepering and geiung
tho sanction for the budget and all other matters relating to the
finances of the library usmally (all to the share of the Central Execu-
thve of the major organisation of which the Hbeary is a dopartment.
But nevertheless, thero Is some amount of inancial work that faly
10 tho ahare of the Obrary

3612 DATA FOR BUDGET

The Finsnce Section of ths library will have to do the inftial
work in the fraommg of the libeary budget, The finunce depertment
of the Central Executive will supply soch items as income expected
from different sources, insurance charges, electric corrent charges
and other jtems, of whrch they have tho necessary nformation.
The likrury will have to provide the necessary figures undec misce!
laneous receipts and under the different heads of expenditure for
which the Central Extcutivo has not furnmhed figures, Other
figures required in the bodget, soch as the actuals for the part of
the year that had clepsed at the timo of the prepamation of the
budget, the rovised allotment for the year and the actualy for the
preceding year will have abwo to be furnlshed by the library to the
pondble extent.

1he year Indicates the need for resppropriation from ane head to
tnmhcrnﬂ;nnnutnryldimviﬂhxvcmbnukmbythem
Sectlon tho libeary suffidently early to prevent any posdble
deadlock in the wark of the library 7

473
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3614 CHARGE OF CAsH

The Finanee Section of the Hbcary should abo be in chargs
of all the cash that comes into the bbtary For example, the dally

I receapts colleoted by the Cl {on Section should be
taken chargs of by the cashser of the Flaance Section and handed
over at sated intervaby to the Acconnts Sectron, for tranuminfon
to the Central Executive or for such other kegitumate disposal ay
may become necessary

3615 ReaDER s DepostT

¥ the rules of the library provids for the receipt of deposits {rom
members, the cashier should take charge of the deily collection
of depasits from the Clrculation Soction and remut the same to the
bank from time to time Sioulerly he muat draw the pecesmary
amount from the bank #ad furmsh & to the Ci uoa Section to
ke refunds of deposit Further at fs wsunl, for sake of con-
venrence (0 Jeave tho mvestment of the readers deposit in the hsads
of tho libracy If 30 the Finance Seotion will have to be in charge
of this work.

3616 PERMANENT ADVANCE
Lastly the cash recerved as permanent advance and as peciodical
remmburscrnents of the eame showld be kept by the cathier and the ne-
cessary cash pad to the Accounts Section or the Circulation Section
as tho case msy be for making payments, for the bulls passed for
payment and foc cortain types of recurrent petty advapcs cash
paymrents, which bave recerved ihe necenary sanction.

3617 FrNance Rutes

The work of tho Finasce Section will have to depend kargely
on the Public Fraance Coda in foree 1n the locality or on the financial
rules framed by the larger organmairon, of which the ibrary i 8
department. Further the subject of the sources of hbrary finsnce
and the pnocipks regulsung the proporton w whach the Hbrury
finance 15 o be distnbuted under different heads belong more
appropriately to a book oo hbary organisauon. Henes, this
chapter deals only with the routing coancected with the work of the
Finance Section
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3618 FACTORS IN PLANNING
The distinetive work of the Finance Scction {s to be planned with
reference to the following factors

1 Budget 5 Members deposit and
2 Pay amount 8 Petty cash.
4 Mpscellancons receipts

362 Job Amalyds

3621 BUDGET
The work of the Finance Sectlon rolating to Budget is to consist
of tho following ftems

1 Drafiing the annual budget, which may be referred to st
Budpet Deqfting Work
4 Watching the progress of axpenditure which may be referred

it becomes necestary which may be referred to a3 Reappro-
priation Work

3621 1 Budget Drafting Work
3621 18 Thoe Budget Drafting Work b to consist of the follow
ing annual jobe

1 Asking the Central Excoutive to furnih such figures as It
can for the preliminary drafting of the budget, which may be
referred to as Cestral Executive Notifying

2 Asking the different Sectwons of the lbeary to supply the
weotuary figures which come within therr putview for the
preliminary drafting of the budget, which may be referred
to as Section Notifying

Making a rough draft of ths budget, which may be referred

may be referred to as Comsulting
Making the finsl draft of the budget In the Hght of the discurssion
with the librarlan, which may bo referred toas Budger Drafiing

475
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7 Trenmoltting tho draft badget along with the other pecessary
docoments 1o the Central Executive, which may be referred
to as Drgft Bwmdget Transmitiing  and

8 Comununicating the pecessary extracts from the sanctioned
budget to the different sections, which may be zeferred to a3
Budget Figrre Commnricoting

3621 4 Expenditure Watching Work
3621 4 6 The Expenditure Watching Work 13 to conmst of the
fallownng monthly sobs

! Scrutmising the finance dianes, which may be referred to as
Finaoice Diary Scrutialsing  and

4 Reviowmg, with the head of the Accounts Sectron and the
ibarian, the abnormalities that may be disclosed by the finance
duries, whuch may be referred to as Finamce Diary Reviewing

3621 5 Reappropriation Work
3621.5 6 The Reappropristion Work is to consist of the foliow-

ing monthly jobs

1 Consultlng the Hbrarun aboat the peed for reappropristion
that may be indscated by the finance diarres, which may be
referred to as Reappropriation Comsslting

5 Applylng for such reappropemtion as the lbrarian may
appeove, which may be referred to a1 Reapproprietion Seeking
and

8 Advning ths section concermed about the sanction of re-
approprution, which may be referred to a3 Reappropriation
Sonction Comwumicating

3622 PaY AMOUNT
3622 6 The work of the Finance Section relating to Pay Amtoont
Is to consrst of the fallowing monthly jobs

1 Taking chargs of the undisbursed pey from the Accounty
Sectron, which may be referred to as Undisbwrsed Pay Recelr
ing and

2 Handing over to the sccountamt the undisbursed pay a3 auod
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when he peeds them for dhbursement, which may be referred
10 a3 Undirbursed Poy Returning

3624 MSCELLANEOUS RECEIPTS
624 4 ‘Tho work of the Finance Sectlon relating to Miscellan.
‘Reccipts is to consist of the following dally job

Collecting from the Circulation Scction the miscellaneous
receipts of the day which may be referred to as Aflscelkmeons
Recelpts Collecting

624.5 The work of the Finance Section relating (0 Misceflsns.
| Recelpts 13 to consist of the following weekly jobs

6 Paying to the Clreulation Section such amount as mry tr
mquuedbth:mforrctmo(;pudaldcpom.lhkhm,
be referred to as Special Deposit Retwrning

73 PlyingtuLb:AwomuSccdcnwchlmuntum,y
necessary to meet expenditure from speclal deposity, whysy
may be referred to ks Special Deposit Expenditere Meeray
and

71 Paying to the Accounts Scction tho amount of the g, ..,
laneous receipts which has to bo transmutted 1o the ey,
Exeoutive, which may be referred to as Misceliowoxs £, »
Trowswitting

3625 MemBERS DEPOMT
3625 4 Tho work of the Finance Section relating g5
eposit 18 to conist of the following daily job g

6 Coﬂ:uin'rruntbccimuhﬂausmbnmgle
nmumbcr’sdc-podththnmurnuf!hcd.ym TS
roferred to as Deporit Amount Collecting il

3625:5 Thnmko{thnFlmanw&onmhﬁ._txl
depoait b to oonzist of tho following weekly jobs (e

3 Rmhﬂn;tuﬂmhnkmnmhhhmuo{ﬁb
whhhmybord:ucdmubmlw;’;um
{{oud
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This job & peculiar to the Modras Unirersity Libeery  Notify-
ing ths Bank sbout the amount that may have to be with~
drywn om the mcceeding day which may bs referred to ma
Withdrewal Notifying

Withdrawing from the Benk the amount necessary for return
of depoxit, which may be referred to w3 Withdrowing
Handing over to the Circulstion Section the amount necesyary
10 meet withdrawals of membership an the day which may
be reforred to a3 Withdrawal Amowst Tranwomitting  and
Cuollecting from the Circulation Section the sdmission cards,
tho cancelled tickets and the overdue register shests of the
members who have withdrawn and transmutung the same
to the Accounts Section for {urther action, which may be
refared to ay Withdrawal Docstents Transmitting

3625 6 The work of the Finance Section rofating to Member's
Depesit is to conzist of the following moathly joba

5

55

58

61

67

Obtaming the neceseary sanction for
mcaxhhkmco(thndcposnmuntmﬁxnddepodu
or secunties, whuch mey be referred to ay Jarestment Sanction
Obsaining

Making the investment or remvextment of the cash balance
of thte deposit gecount m fixed deposits of wecurition a8 per
ssnction which may be referred to ms Deporit Amownt
Invessing

Scrutmmusing the bonds received and entecivg the investments
in the mvestment register which mzy be referred to o
Invesienent Register Posting

Putting the bonds 1n double lock which may be referred to
38 Bond Custody

Collecting interest on mvestiments, which may be referred
to as Inter 31 Collecring

Making the necessary entrres about the interest in thy Lovest
ment Register wioch may be referred to as Inzerest Posting
and

Handing over the interest collected (o the Accounts Sectdon
for trammmussion to the Cemtrad Executive, which may be
reforred 10 83 Imierest Tramemitting
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3628 PeTTY CASH

3628 1 The work of the Finance Sectlon relating to Peity

Cash

1

is to consist of the following Immediate Job

Paying the necossary amount to mect the V P's which have
been pawed for acceptance by the [btaran which may be
referred to as VP Dishursing

3628 4 The work of the Flmance Section relating to Petty

Cash

6

is 1o consist of the following daily job

Handing over the nceestary amonnt to the Accounts Secthon
or the Clreulation Section, as the case may be, for meeting
approved recurring expenditure, which may be referred
to a3 Datly Distarsing

36285 The wotk of the Finance Section relating to Petty
Cash is to comslst of tho fallowing weekly jobe

6

76

Receiving the replacement of permanent advance, which
may be referred to 23 Replacerment

Handing over to the Accounts Scotion the estimated cash
necessary to mect the weekly bills, which may be referred
to as Weekly Disburring

Griting back from the Accounts Scction the balance that

Producing for intpection by the Tbrarian the cash balance of
the week which may be referred to as Cazk Bakmce Verlfring
363 Rootime
3631 BuDGET
3631 | Budget Drafting Work

3631 1.8 Annmal fobs
3631 1 81 CenTrAL Execumive

Notrrmea
1o good time beforo the date on which the Draft Budget shonkd
bo sent Up Write to the Central Excentive asking them to fernish

AT0
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such figores ma they can—particniarly on the Teoeipt wde—for uw
in drafting the Budgst.

3631 1 82 Secmon Notrying

At the same tims, cause & Staff Order 10 be fxrved raking the diff
erent Sections of the fibrary to furnish the necessary figures before
a specified date for the Drafung of the Bodget. The Book Selection
Sootson muat farniah the amount allotted for baoks. The Perfodicals
Publication Section should mpve the cost of current periodical
publications and of back volumes Lkely to be purchased m the
courte of the emsuing year The Staff Section should faurnhh the
cadre reguter to enable the Finance Section to work out the pay
of the staff  The Accounts Sectron shonld give the snsual cxpendi-
ture for the preceding financial year ss weil xe for the sxpired portion
of the current financial year under the different bodget heads.
The Correspondence Section should gve information sbowt the
amount to be allotied for postage The Printing and Binding
Sections should grve the figures for printing and bluding charges
respetrvely The Buildmg and Equipment Section shookd find
out from the different sections the extra farniture nocorsary and
pve an estimated cost of thy furnitore required. In particaiar
it should remember to ask the Technscal Section whether any catafo~
goe cabinet i1 necessary the Matenance Section whother xuy book
rack 1 ntceasary the Staff Section whether the office cyclo requures
any expenshve repair or replacement and the Correspondence
Scction whother the typewnter or the duplesior requires any
oxpensive repar ar replacoment  Tho Stores Section should estimate
the cost of the stationery xnd other artickes that may have to be
purchased m the year

3631 1 83 PawLodnaxy DRAFTING
With the md of the data obmned from the Central Executive
and from the vanous sections of the ibeary work out the Budget
carefully 50 accordance with the rulss on the tubject

3631 1 85 CoNsuLTNG

When the figures are still i3 penal, prepare notes for discussion
with the hbranan Take the preliminary desfl and the notes o
the librurmn and taks his mstructions on the different polats that
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tderation, Whils discusalog with him, take down
the necessary notes

3631 1 86 Bupoer Draryva
With the ald of the notes taken whilo consulting the Iibrarlan,
maks the neceseary alterations n the preliminary Draft of the
Budget, Work oat also all the other statements and tables which
the Flnancual Rules may require. Write out a letter to the Central
Execntive forwarding the Draft Budget. Send the whole thing
1o the librarian for approval.

3631 1.87 Dwarr Bupcer TRANSMITTING
After the office copy of the Draft Budget and tho connected
papers get the approval of the libradan send them to the Corres-
pondence Seotion for the usml processes of faircopying, eto and
E 1o the Central v

3631 1.88  Bupaer Froune CoMMUNICATING
As soon as the sanctioned budget is reccived from the Central
Exccotive make the ncceseary extracts and send them to the con-
cerned sections for their respective files.

3631 4 Expenditure Watching Work

3631 4 6 Afoathly jobs
3631 4-61  Fouance DiarY ScxuTiNmuNG

In the first week of overy moath, scrutinise the Finance Dty
‘which is common to the Book Order Section the Perlodical Publica
tion Section and the Accounts Section. Sco if all the entries have
been duly fillsd up snd the cumulative totals warked out. If there
is amy discrepuncy get it rectified by the section concerped. If
the scrutiny reveals any abnormality under any of the budget
heads, make a note of all such abnormalither.

3631 464 Fruance Dury Reviewmea
At the appofnted thme each month, go 1o the librarian with
the Flnance Diarks and the notes prepared about ths aboosmal
features in it. Invite the Head of tho Accouats Section alio to be
Drescnt at the meetmg. Discum with the libradan the pogres

ot
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of expenditure and fake instructions from him as to what ahonid
be dome either to regulato the progress of expenditure more sats-
factorily or to meet any aboormalitees that mught have developed.
Alter the consultation i over take such action as might bave been
indicated by the dhcusyion

3631 S Reappropriation Work

3631 56 Monshly jobs
3631 5 61 ReArPRoraaTION CONSULTING

In the second week of each moath, examine if any reappropruation
was suggested by the Financal Diary Reviowing Job dopo in the
preceding woek. Then, discuss wath the bbrarmn in what shapo
the reappropriation peoposal should be mads The clrcumatences
calling for and sllosang reappropration will depend largely on
the local Financisl Rules and Practice

3631 565 REAPPROPRIATION SEEXING

If tho bbranan has decded that any reappropriation should
be sought prepare the necossary reappropration statement in
accordance with the Financal Rulet, and a lettar of roquimtion to
forward the same Send it to the hbraran and the Comrexpon-
denco Section in the usoal way and seo that 1t 1 despatched to
tho Centrat Executiveo m good time for the sanciion for the re-
appropriation to be obtuned before i 15 too late

3631 5 68 REAPPROPIIATION SANCTION COMMUNICATING
As g00n as the sanction for the resppropriation sought is recaved,
communrcate the nformation to the Section concerned 0 that the
Sectron may proceed with its work sn the hight of the information
Even of the tanctron s refused, the informaton should bo com-
wunicated.

3632 Pay AMounT
3637 & Monthly jobs
3632 61 UnpmssUrsLD PAy Rectiving
On the everung of the pay disbursement day ask the Accouaty
Section if there v any undmbursed pay feft over If there is, take
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chargs of it and acknowledgo it In the Tromsmision Reglster
of the Accounts Section. hocp this smount quite apart from
the other cash of the libmry Put, In the recepiaclo containing
tho amount, & slip giving the amount of undisbursed pay and the
dato. Efther on tho receptace or In tho slip, write the words *Un-
drbursed pay”™

363262 Urmonmursed PAY RETURNING

As won &3 the Head of the Accounts Section says that the persons
whass pay has been kept in your custody have called at the libary
for it, hand over tho necessary amount from the undhbarsed pay
recoptecle and get tho necessary acknowledgment from the Head
of tho Accounts Sectfon in the Transmistion Regmter This will
havo to be dano as often &3 necessary untll the whols of the un
disbursed pay I3 returned.

3634 MISCELLANEOUS RECEIPTS

36344 Dally job
3634 46 MpscerraNcous Recarers Cotiscivg

Just befors tho end of the day obtain from the Clreulaton
Sectlon the amomt oallected by them as miscellaneous receipta.
Verify tho total amount due by #dding up the amoimt in the varlous
counterfoils commencing from the ono after the ons on the back
of which you bad put your initials on the last occaxion and ending
with the last of the used up counterfoils, If the amount Is correct,
put your dated initials under total amoant written by the Ciroulation
Soction on tho back of the last of the used up oounterfolls. If
there is any discropancy get 1 rectified by tallung to the head of the
Chrrulation Seotion.

Keep this cash in & soparsto recopiacio labelled
“ Miscellaneous receipts™

36345 Weekly jobs
3634.56  Sreciar DerosT

DirosT RETURNNG
When ths Circatation Soction asks for the whole or the balance,
1 the oo may be, of any Special Depott made by a user against
e lost or damaged book, for refund to the wer concerned send
Lholmounztotluﬂ:cuhﬂunswimmdgmtheﬁ:hhlloubo
head of the Cireulation Section in the Transmission Registee us
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a token of his having received the smount.

3634 573 SrocaL DrrostT EXPENDITURE MEETING
If the whole or part of a Special Deposit is requmred by the Ac-
counts Section for paymg any of the charges incurred in gotting
the lost copy replaced or the damaged copy sct right or replaced,
send the necoesary amount to the Accounts Section and gret the
dated initlals of the Head of the Acoounts Section fn token of his
having reccived the amount.

3634 .5T7 MnC1aNpors RECEIPT TRANSMITIING
On the appointed day of each week find out from the Accounty
Section the amount of the miscellaneous recsipts that 13 to bo
tesnumitted to tho Central Executivo and hand over the amotmt
to the Head of the Accounts Section and get his dated mitials in the
Transmistion Register in token of his having recefved the amount.

3635 MEMBERS DEPOSIT

36354 Daly job
3635 46 DrrosT AMOUNT
Similar to 3634 46

3635 5 Weekly jobs
3635 53 DrpomT AMOUNT

From Hme to time according to the exigencics, romit to the
Bank the cash balance in the Deposit Accomt. Fill up the form
for remtting tho amount and its counterfoil with care. Eafer
the amount fn the Tranemisaton Reglster and got the dated inftialt
of the peon who is sent to the Bank with the mongy As s002
a3 ho comes back, venfy if the coanterfoil has recefved the dgnatur®
of the Bank authority or 1f thero 13 any pass book, if the pecessary
entnes have been mado 1 the pass book. If there is any discrepanty
mmake the necessary mvestigation and get the matter sct dght. 1f the
peon does not return withm a reasonablo time, inform tho librarisn
about it and take tho necessary actlon to set the matter right.

3635.54 WrEDXAWAL NOTIFYNG
As has been stated in the job analyss, this Job s pecublar to the
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Madras Unfrenity Library  On the day preceding the withdrawal
day Inform the Bank about the amount that ks proposed to be with-
drawn on the soccesding day If tho amount exceeds Rs 100. The
nformation thould be given by & formal ketter signed by the libracian.

3635.55 WiroprAwmvG
Ou the withdrawal day prepare tho whhdeawal form for the
necestary amount in fon with tho Ci Section
and get tho signature of the librarian. Send the pass book and
tho sgned withdrawal form to the Bank through the peon after
geitmg his dated mitlals in the Transmission Register As soon

librarian and take tho necessary action to get the matter st nght.

163556 WITHDRAWAL AMOUNT TRANGIITING
On recelpt of the requidtion from the Head of ths Circulation
Sectlon for the amount required for making refund of deposit,
send tho amomnt to the Head of the Clrculation Section and get his

dated initlals in the Transmison Register n token of his having
receired tho amount.

3635:57 WTEDRAWAL DOCTMENTS TRANIMITTING
At the cod of the withdrawal day get back from the Chreulation
Section the balance of cash, if any and the sdmitsion cards, the
cancelled tickots and the overdue register shects of ths members
to whom deposit was refimded on tho day  Verify Hf the total of the
amount refimded ag shown by the withdmawn admision cards and
of the cash that s recetved besk from the Clrenlation Sestion equals
the amount which the Circulstlon Section should accowmt for
If there is any discropancy got the mattor set right with the aid
of the Head of the Circalation Section. As soon s things aro
meds nocmal, trangmit the admistlon cards and the overdus register
sheets to the Head of tho Acoounts Section for further actlon.

356 Monthly jobs
3635651 INVERNMENT SANCTION OBTAINING
As and when ths cash balanco in the deposit scoount elther

AR g
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3635 661 INTEMEST COLLECTING
On the appointed day when an interest falls duc, sond a requisi-
tlon to the Bank for payment of interest. Tho scvera! formalitics
connected with this will depend upon ths instructions of the Bank.
Itmybumldmnuplogetthercqulﬂﬂonﬂpcdhylhnl]bmrhn
& duy carller If tho messenger docs not come back In time, Inform
the Hibrarlan and take tho necessary sction.

3635666 INTFREST POSTING
Mako the necessary entrkes [o the Investment Register about
the interest reoctved and get tho initlals of the librarian,

3635667 INTEREST TRANSMITTING

As goon as the messenger brings the amount, vertly If it {5 in
order If thero is any discrepancy get it rectified by & reference to
the Bank, As soog as it ks alright, transmit the amount to the
Accounts Sectlon with the request that the amount may be seat
to ths Central Executive, The dated initials of the Hend of the
Accounts Section ehould be obtained in the Tranymisslon Reglster
in token of his having received the amount.

3638 PrTTY CASH

3638 1 Immediate job

3638 11 Y P DomoreaNa
As 3000 23 any VP article has boen passed for peyment by
the Hbraran, make the necessary payment to the postman. Takn
charge of the VP article and transmit it to the librartan. Leave
inmstroctions to the Secotlon concerned that the cover of the V.P

article oo which tho value is entered should be preserved and used
a3 tho youcher

3638 4 Dadly job
1638 46 DALY DauRsDNG

or if it is special, matisfy yourself thut the demand is legitimate.
Then, send the cash to the Section concerned and tako tho dated
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inftials of the Head of that Section 83 & token of Y3 havmng received
the amount,

As 000 a3 ths replacement smount of the permanent advance
18 recetved from the Accotnts Section take chargpe of it and put your
dxted nitials in the Transmission Register of the Accounts Section.

3638 576 Wessry Desusnino
On the payment day ascertain from the Head of the Accounts
Section the estrnated amount that will be reguived jn the coune
of the day (o pay petty tils Hand over the necossary amount
to tum and take hi dated iniimls 10 the Tranymisgon Reghiter

3638 577 BALANCE ReCHIVING
At the end of the day find ons 5f soy balance Is Rt over with
the Accounts. Section and «f 0 take charge of 1t after punting your
dated initlals m the Tranomission Reguter of the Accounts Section.

3638 $78  CasH BALANCE VERFYING

As 5001 g8 the Accounts Socction reports that the accounts of the
week are ready for review by the libraran, venify if the cash balance
agrees with what the books of the Accounta Section show If
thert i any ducrepancy get the matter mvestigated with the aid
of the Head of the Accounts Section and set the matter dght.
Az 100n as thy tallymg 1 over and tha accounts are passed by the
hibxaran, prodoce the cash before the ibrarian and ger hes dated
wmutials io the account books.

364 Orensight
Tb:Hudoﬁh:meaSem—onnhou)dbevcrymthmda&ni
vath cash. The emsh fn the diffe
mdcmnmm!mmyum-mmLamwbokrp&
wpinaidy m differmt receptacis Whenever mouey i hasded
@vet to any §ecnon of (o the peon, ho must grt the dated fitiazh
of the Head of that Section or the poon as the case may ba, in the
Transnussion Regiter He should also pay special attention to
mvestmenss, reinvestments and the deswing of mterest on lovests
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ments. Another very important daty of the Head of the Financo
Section is to watch the progress of cxpenditure a3 shown in the
Financo Disry and seo that the budget limit is not excecded at all.

3631 182
3631 1.88
3431568

3631 461
3638 11

3631 4 61
3638 11

3634 46
3635.56
363546
3635.54
3635.55
3635.56
3635.57
3gs 11
3638 46

3638 11

3631 4:6
3634.573

3635.57

365 Correlation Talle
All Sectiony
Section notifying
Budget figure communicating

2 Book Order Sectica
Financo diary scrutinising
V P disbuning.
3 Periodicol Publication Section

Financs dlary ecrutinising
Y P disbuniing.

6 Clreulation Section

97 Accownts Section
All the jobs of expenditmre watching work
Al the Jobs relating to pay amonnt
Special dopotdt expenditure meoting
A receipts ing

‘Withdrewal documants transmitting
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3635 667 Interest transtarting
3638 46  Daily disburming
36385 All the weekly jobs rolating to peity cash.

998  Correspomdence Section
3631 1 87 Draft budget transmitting.

366 Ilestrative Thoe Scheme

Day Jons
3638 46 Dauly dubursing
3634 46  Misceflancous recerpts collecting
363546 Deponit amount collecting.

WEEKLY JoBS

AMonday
363554 Withdrawal notifymg.

3635 53 Depodit amount remittng

3635 8§ Withdrawag

3635 56 Withdrawal amount transmdtting
3635 57 Withdrawal docureenty transmitting.

Wednesday
3634 573 Spcanl depost expenditues mcetm;
3634 577 Teceipts

3638 576  Weekly dishumng
3638 577 Balance recmving
3638 578 Cash baisace venifying.

MoxTtaLY JoBs

First Working Day
363261 Undusbursed pay recerving.

First Satwrday
3631 4 6} Finance dimey sorutinmng,
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First Monday '
3635-651 Investment sanction obtaining.

Second Sunday
3631 4-64 Finance diary reviswing
3631:5-61 Reappropration

i Second Monday
3631.5 65 Reappropriation sesking.

ANNUAL JoBs

Apell
3631:88  Budjrt figure communicating.

3631 181 Central executive notifying
3631 1 82 Sectlon notlfying.

November (third week)
3631 183 Preltminary deafting.

November (Jart week)
3631 1:85 Consulting.

December (first week)
3631.86  Buodget draftmg
363187 Draft budget transmitting.

367 Forun samd Reghrters

596 Ervestment register Manuscript. 21 Ib papor Wh
pagination. Stiichod. The column headings are to bo as

Secial mmmber (1.5 cm) Duto of invebtment (25 am
calam (5 cm)  Faco valoo (2.5 cm) Duto of maturity

Dato of recovering (25 cm) Rato of Intorest (25
inilals (1.5 cm) Dato of recovery of fnterest (2.5 cm) - Amount
@5cm) Lsinitals (1.5 om) Remarks.

491
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ACCOUNTS SECTION
371 Planning

3711 Book KEEPING
The paintenance of the accounts of librares is Likely to bo
regulated largely by local practicr, as recorded in the Poblic Accounts
Cods in force or in special codes framed on the basis of the Public
Accounts Code. Further the statutory obligation to malntain
the accounts is Likely to bo vested in the Accounts Sectlon of the
Central Executivo of the larger organimtion of which the library
i3 a department. However a Tair amount of book kecping will
have to be dono by the Accounts Section of the libraries alto
1t i3 dexirablo that the library should furmush to the Central Executive
the rough basic figures for ths balanco-sheet, as obtatnabls from
the sccount books maintained in the library

3712 Pay BoL
The pay bills for the staff will have to be prepared and presented

every moath. The acquittance roll will have to be prepared by the
1ibenry

3713 MISCHLLANEOUS RECEIPTS
The dotalled acoount of the miscellaneons recoipts such as over
duo chargrs, special deposits for lost or damaged books, fees for
duplicate tickets, and other potty cash receipts will have to be
maintatned by the Accounts Soction. The Circulation Section,
which receives the amount, will have to bo furnished with appeoved
receipt books and tho accounts thould be written up from day to day
wth the ald of the counterfodls in the recelpt boaks. The Accounts
Sectlon will have to arrangp for the remuttance of the accumulated

receipts at stated htervals to the Central Executive and obtain
a receipt for them.

3714 READER 8 DEPOSIT
I tha ruks of the Hbrary provide for tecetving deposits from
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readers, the deposit accomnt will have fo be watten from day to
day and the nocessary ection taken for remitting the cash to the
Bank and for withdrawing cash from tho Bank whenever it Is
required for refurning deposin.

3715 Purchase Buis

Again, alf tha bifls {or the supphes made to the iibrary will have
to be checked, certified and peased for payment, by the library
This process bs foll of details and requires carefid and systematic
wotk The smount spent on books and periodicals thould be
allocated to the different sutyects from week to week. Theso alloca
tion records of cxpenditure must be acrupulousty maintained,
so that the avadable balance for any subject is always knowmn.
Thu piece of work cannot be aafted to the shoniders of the Central
Execuuve It s purely internal to the Library and the Accounts
Section of the Library u the most convenfent agency for doang i,
Asother troublesome detad oconnected with payment of bills is
the watching of the receypy of acknowiedgments and securing them
whenever they do not come prompily As the bibsary b baving
regular correspondence with the parties the bbrary s the suitable
agentay to get the acknowledgments, whach ato so nocessary for audst,

3716 PERMANENT ADVANCE

Lastly it is nwual for the Central Exccutive to deposit a cortain
smount with the Lbraran as permansnt advance to make petty
cash payiments Thus necessitates the malntensnce of & permanent
advance cath book in which poity cash payments are entered, a8
and when they are made The cancefled bills ars 1o be sent to ths
Cenral Executrve from timo to tume snd sums corresponding with
dubursematits sro to be obtamod to maintain the pernancnt sdvencs
at its ongisal smount.

3717 Avpir
It 13 the duty of the Accounts Section to submt all the nocessacy
account books to the mudit from ume to tume snd take all the
action that may be necessary 10 aatisfy the legitimatn demands of
audit Jost before the annual avd t the Acconniy Section should
notily the ather Secuomy sbout the spproxmmate dats of sadit
and stk them {0 mobalise ail their records which may have to b
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produced for andit. While it may bo expected that po special
preparation would be necessary to faco the sudit If the dafly and
weekly routines are properly performed, 1t ts a matter of experienco
that it woukd be wiser to have the sccounts reviewed carefully by
the Accounts Section lisell just before audit, so that any casual
error of defeot may bo rectified before detection by the audit,

3718 FACTORs IN PLANNING
The distmctrve work of the Accounts Section is to bo planned
with referenrce to the following factors

1 Batanoc-stheet

2 Pay Wdls

4 Micellancous recepts
5 Members deposit
7 Bl and

8 Petty oash.

It hus been suggesied in the carfler chapters that it would be
convenicnt If most of the jobs in a library are cacried out on 8 weekly
besis, In particalar it has been suggested that book orders may
bo msued every weck. As a result of this, book supply may be
cxpeoted every week. Thus, bills for books will have to be passed
cvery week, Except, pethaps, in the aass of pay bills, which may
have to be prepared on a monthly batis, most of the other tems
of work of the Accounts Section are best done on & weekly basis,

372 Job Amlysts

3721 BALANCE SHEET
3721.5 Tho work of tho Accounts Section relsting to Balance-
Sheot i to conslst of the following weekly jobs
4 MUrcelimeous Recelpts Accownt Totalling
5 Depostt Acromns Totalltng  and
7 Contingent Accownt Totalling

37218 The work of tho Accounts Scction rolating to Balance-
Sheot i3 to oomslyt of the following anpual jobs
s
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Acquitiance Roll Totalling

Miscellanecwr Receipts Accownt Totalling

Dreposit Aceowns Totalling

Contingent Accosont Toralling

Fumehing data for the balance-shent, which may be referred
10 a3 Balonce-Sheet Dota Furnisking and

Revicwing the balance-sheet with a view to regulating fotars
work, which may bo referred to as Bakevce-Sheet Reviewixg

3722 Pay Brnus

AT22 6 The work of the Accoumts Section relating to Pay
Bilts is to consat of the followmg monthly jobs

1

Preparing the monthly pay bill and the nrcsssary sbsenies
t, and cer whuch may be referred

to ws fay Bill Degfiing

Tramsmytting the draft pay bl to the Staff Section for the

pecessary scrutiny which may be referred to a3 Drafi Foy

Bii Transnutrmy

Faircopymg the draft pay bill approved by the Staff Section,

which may be referred to as Pay Bl Farcopying

Transmuttng the fawrcopted pay bifl to the Hbmrmn for

sgnatore which may be referred to as Pay Bill Falreowy

Tramsmitiing

Presenuung the pay Wil to (he authonity conoornod for pay-

ment, which may be referred (o as Pay Bill Presenting

Obtasung from the authonty concerned the caxh rogqoired

ot the dubursement of pay whith may be referred 10 43

Fay Anosnt Rec iving

A quitiance RolHl Writing

Duburng the pay to the members of the siaff which may

bo teferred to 81 Pay Disdwrsing  and

Sen and leting the roll and gettng

the libranan s ngnature, which may be referred to ay dcgw!

tance Roll Completing

3724 MISCELLANEOUS Receirrs

37244 The work of tho Acconnts Section relstmng to Misch-
Ianeous Receipts 18 to consdst of the foltowing daily jobs
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46 Checking ths charged overdue tickets and making the neces-
sary entnes in tho overduo tickets diacy which may be referred
to ns Orerdwe Checking

47 Verifying If all the miscellancous recelpts have been posted
in the overdue register which may be referred 10 23 Recelpt
Posting Checking  and

7 Writing out the miscellaneons account book, which may
be referred to as Afiscellaneoss Accosms Wriring

372415 The woek of the Accounts Sectlon relating to Miscel-
laneous Recerpts is 10 conalst of the following weekly jobs

6 Writing the necessary letter and forwarding the misceilyneous
reooapts of the week to the authority concerned, which may
be referred to s AMlscellonecur Recelpis Forwarding

61 Posiing the receipt of the acknowledyg {or the misceil,
ous receipt smount forwarded and of payments mads out
of special depostts, which may bo referred to as Ackmomieds-
ment Posting  and

7 Cloting the weok’s sccount In the miscellancous account
book, which may be referred to as Miscellaneons Recelpts
Accownt Clasing

3725 MeMBERS DEPOSIT
37254 The work of the Accounts Section relating to Member’s
Depotit Is 10 consist of the following dally job

6 Writlng out the deposit socount book, which may be referred
to a3 Depasit Accownst Writing

37255 The wark of the Accounts Section relating to Momber's
Deposit Is to consist of the following weekly jobs

7 Closlng the week’s account in the doposlt account book,
which msy bo referred to as Depasit Accoumt Clasing

sod

75 Posting the recaipt of the scknowledgment for the deposit
amounts returned by money order which may be referred
10 a3 Ackmowledgment Postiag
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3727 Bnuis

The work of the Accounts Bection relating to Bills may consist
of the followng ltems

1
2

31

33

35

43

46

47

w

o

~

Registenng the hills recebved and {ollowing vp the different
stages, which may be referred to ns Bills Register Work
Passing the bills recorved from the different sectices for
payment 2nd preparmg them for the Lbrarssn s order which
may be referred o as Billy Parsing Work

Work relatmg to hills which are marked foo peyment by
the central exccutive, shuch may be referred fo a3 Direct
Paymsent Work

Work refating to balls marked for payment within the locality
which may be referred 10 a3 Local Payment Work

‘Work relating to bills marked for payment withm the country
which may be referred to as Inond Payment Work

Work relaung to btulls marked for payment outsido the
country which may be referred to as Foreign Magment
Work

Postmg the voucher aumber 1n the passed billy, which may
be referred to as Fowcher Nomber Posting Work

Revismg the passed alls and trenemiting them to the liba
rtan for ugnature which may be referred to ay Bills Reviting
Waork

Obtmnmg from the castrer the necessary amount, which
may be referred to 83 Cash Revernag Work
thugthepaym!hymnmumnglholmmtbypw“
memenger whximnyberd:rmdmnxmktana
Rectrang the acknowledys for the
nndmkmgthencm!yuncnmthaumwh:mmﬂ"
ledgments are not recerved, which may be referred to as
A hmow kedgmens Work

Allocatmy the amount m the different bifls to the different
beads, to which they relate which may be referred to 88
Allocanon Bork and

‘Watching the progrexs of expenditure and taking the pecer
sary acuon from tme to trme to secure comformity to the
budget, which may be referred to as Expendirwre Thatcking
Bork
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3727 1 Bills Register Work
372714 Tho Bills Reglster Work i3 to consiat of the following
dadly Jobs

3 Coopling each bill with its duplicate, if any and registering ft,
which may be referred to as Bills Registering

5 Dinributing sl the bilis registered In the course of the day
1o the scctions concerned, which may be referred to as Bils
Distributing

3727 1.5 The Bills Register Work i# to consist of the following
weekly jobs

1 Notng in the appropriate column of the reghster the detally
sbout payment, which may be referred to a3 Papmens Detally

Notiag

Noting the date of advice of payment, which may be referred

10 as Advice Dare Noting and

6 Communicating to the sections concerned and the lbearlan
£ list of the bills which are in arreans for two weeks or more,
which muy be referred to as Bills-ér-Arrears Listing

3727.2 Bills Passing Work

372725 The Bilb Paming Work b to conust of the followng
weekly jobs

1 Verifying the total of the bills received from the different
sections as fit for payment, which may be referred to as

Total Verifying

In case any bill {s without & duplicate, prepering a dupheats

oopy for It, which may be refered to ms Dwplicate Copy

Preparing

31 Stamping the faircopy of the till with the  Pay-order stamp”
which may be refeered to as Fiircopy

Writmg ont the pay order In the fairoopy a3 well as the
offico copy of the bills, which may bo referred to a3 Pay~
Order Writing

Amanging the bills, an which the pay order has been written,
in the conventional sequence, which may be referred to as
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Bills Arronging and
7 Making the peomwsacy emtries ln the condngent cegleter
which, ruay be referred to as Contingent Register T riting

3727 31 Direct Payment Work
3727 31:3  The Darect Payment Work 18 to consist of the follow
ing weekly jobs

1 Wniing out & requuition fetter to the centrsl executive,
asking for dircct payment to tho parues concerned, in the
case of tho ally marked for drect payment, which may be
referred to as Direct Payment Advisuig and

2 A woon as the tlls comw back from the hbrreinn slter signs
ture, collecting the balls for durect payment sad attaching them
to the direct payment advice letter aud transmitting the wholo
thing to the Correspondence Section for further action, which
mey be referred to as Direct Poymens Formarding

3727 32 Local Pavment Work
372732 5 The Local Payment Work iy to consist of the follow-
ing weokly job

1 Writing out & letter forwardmg cash in the care of bafls masked
for payment within the lccality which may be referved to as
Local Pavment Advising

3127 33 Inland Payment Work
3727 33 5 The Inland Payment Work is to conaist of the follow-
ing weokly job

I Wnung out tho momy order in the cass of bills marcked
far payment within the country wiuch may be referred to a8
Indand Afoney Order Writing

3727 35 Foreign Payment Work
3727.35 5 The Foresgn Payment Work w (o consht of the
followmng weekty jobs
t Finding out the cquivalent ia focal currency of the amount
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to be paid in foreign countries, which may be referred to a3
Equiralent Finding

2 Writing the foreign money order jn the caue of petty bills
marked for payment outside the country which may bo
referred to as Foreign Money Order Writlng

3 Writing out a letter of advlee to each of tho parties to whom
moncy otter I sent, which may be referred to as Forelgn
Aomey Order Advising

5 Writing & requisition for foreign drafls in the case of heavy
bills marked for payment outside the comtry which may
be referred to a3 Draft Requisitioning

61 Writing out covering keiters for forwarding the drafts, which
may be referred to as Degft Adrising

€3 On recelpt of the dralt advislng letiers from tho libearian

after signature, attaching the drafty to the respective kitters

of advicc and transmitting them to the Corrapondence

Section for despatch, which may be referred to & Draft

Forwarding  and

Posting the cost, In local corrency of the foreign money

orders or drafls, as the case may be, In the contingent

register which may be referred to as Equiralent Posting

3727 43 Voucher Number Posting Work
3727 435 The Voucher Number Posting Work is 1o comist
of the following weekly jobs

~

1 Posting the youcher number in the pamed bills before trans-
mitting the same to tho libractan for sigmnature, which may
bo reforred to as Vowcher Numberitng  and

5 Posting the voucher number o the records of the different
wectjons which pamsed the bills for payment, which may be
referred to as boucher Number Fosting

3727 44  Bills Revising Work
3727 44.5 The Bills Revising Work s to consiat of tbe following
weckly jobs

1 Vﬁﬂﬁn;\f\hﬂnhmmm!ornnhbm.wh}nh
be referred to as SextTlen Verlfiing.... ~a i
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2 Verifying the totals, which may be referred to as Total
Verlfying

3 Vedfying the certificates of the sections concerned, which may
be referred to as Certificate Verifying

4 Verlfying the securacy of the entrics in the contingent register
the farwarding letters, etc which may be referred to &y Entriey
Verifying

Verifying the entries in the bills register at the different stages,
which may bo referrcd to as Bills Register Verlfying and
Verifying if the payment is within the limits of the sanctioned
buodget, which may be referred to as Progress of Expenditere
Verifring

3727 46 Cash Receiving Work
3727 46.5 The Cash Rectiving Work {s to consist of the follow
{ng weekly jobs

o

1 Estmating the total amount required for payment of the
bills from the permanent advance, which may be referred to as
and
6 Obtaining from the cashicr the estimated smount required,
which may be referred to as Cask Receiving

3727 47 Remittance Work
3727 41.5 The Remittance Work is to consist of tho following
weekly jobs

21 Entrusting to the delivery peon the necessary cash and
the concerned forwardmg letters for payment, which may
bo referred to ay Local Paymens Tronowitting

24 Watching the return of the delivery poon snd verifying
if he had made the payment property which may be referred
to as Local Pavment Watching

31 Entrusting to the peon domng postal work tho necessary cash
and the ooncetned money order forms, for remitling io
the post office which may bo referred to a3 Monay Order
Forwarding

34 Watching the return of the peon doing postal work tallylng
the postal receipts and gotting back the balance of cash
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if any which may be referred to as Afoney Order Remittance
Watching

35 Transmitting the money order advice letters to the Corres-
pondence Section for despatch, which may be reforred to &3
Money Order Advice Transmitting

38 Filing the money order receipts in the sequence of the voecher
rumbers, which may be referred to &3 Afoney Order Recelpts
Fillng  and

6 Remitting to the cashier the balance of cash, if agy which
may be referted to as Cark Balkanes Returning

3727 5 Acknowledgment Worh
372154 The Acknowkdgment Work i to consist of the follow
ng daily jobs

1 qutedn;therwdptorthoa.cknowbdmutndmbﬂh
which may be refared to as Acknowkdpments
Rtgf.\ and
2 Temporarily filing tho acknowledgments, which may bo
referted to as Acknowledgmenis Temporary Fillng

3727.5.5 The Acknowledgment Work h to consist of the follow
ing weekly jobs

1 Trapsmitting to the librartan the acknowledgments recsived
fn the week for his scrutiny which may bo referred to a3
Admwka'gm?‘rwmlfrbq

2 Per

the acknowledgments for pay mado
omufpumnmudnnu,whhhmlyborefcrmimu
Py it Adrance Ackmowleds Fling and

5 Trapsmitiing to the Centrul Executive the scknowledgments
for payments by drafts, which may bo referred to as Drg/t
Acknowledpmants Tranonitting

37275 6 Tho Ackmowledgment Work fs to conslst of the
following monthly jobs

2 Sending remindsrs to such of the inland payecs whose acknow-
ledgmeats have not been rocelved, which may be reforred
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to as Jaland Acknowledgments Reminding end

5 Sending reminders to such of the forelgn payees whose
acknowledgments have not been reecived, which may bo
referred to s Forelgn Acknowledgments Reminding

3727 6 Allocation Work
3727 6.5 The Allocatron Work fs to consist of the followmg
weekly Jobs

1 Allocating the amount of each voucher to the different budget
heads, which may be referred to as Budger Head Allocating
md

2 ADocating the amount in the vouchers relating to books and
periodical publications to the different subjects, which may
be referred to as Book Fund Allocating

3727 7 Expenditure Watching Work
372775 The Expenditure Waiching Work i3 to conslst of the
following weekly job

1 Posting In the finance diares the amount spent under the
different budget heads and on different subjects during
the week, which may be referred to as Finamee Diary
Posting

372776 The Expenditare Watching Work is 1o comist of the
following monthly Job

1 Verifymg the cumulative total under the different headings
of the finance diarles, which may be referred to aa Crormlative
Total Verifying

3721717 The Expenditure Watching Work }s to consist of tho
following quarterly job

4 Reviewing the progress of expenditure with the head of
the Finance Section and the librarlan snd taking soch action
a3 may bo neceasary which may be reforred to as Progrest of
Expenditure Reviewing
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3728 PerTY CASH
3728 The work of the Accounts Section relating to petty cash
way conslyt of the following hems

7 Maintaining the petty cash account book, which may bo
referred to as Petty Caxh Accosms Bork  and

8 Obtainmg replacement of the peity cash disbursed, which
may be referred to as Replacerment Work.

3728 7 Petty Cash Account Work
3778 7.5 The Petty Cash Account Work s to consist of the
‘ollowmg weekly joba

6 Wrting out the petty cash account book which may be
referred to as Petty Cath Aceownt Writiag and

7 Cloung the week’s acconnt in the petty cash account
book, which may be refared to as Penty Cath Accownmt
Closing

3728 8 Replacement Work
3728 8.5 Thbe Replacoment Work is to consist of the following
weekly jobs

1 Treosmitting to the centrsl executive the vouchers for the
amount disbursed aut of the permanent edvance sad applylng
for replacement of an equal amount, which may be referred
to as Replacement Requisitioning

2 Acknowledging the recipt of the replacement amount, which

may be refirred to ay Replocemsnt Ackmowiedyging  and

Sending the replacement amonnt to the caahter which may

be referred to as Replocement Cash Honding Over

3723 88 The Replacement Work i3 to conslst of the following
annual job

1 Sending the snnual sckrowledgment of permanent advanco
10 tho central executive, which may be referred to as Permanens
Advance Acdoowledging
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373 Roatlee
3731 BALANCE SHEET

37315 Weekly jobs
3731.54 MuceLLANEOUS RECEPTS ACCOUNT TOTALLING

On the appointed day of the week, total up all the columms
in the misccllancors acconnt book. The total of the totals of the
columms and the total of the totals of the rows should be the same
figure. If they do not wmlly find out the mistake and rectify it
The totals of the columns arc to be made in pencil in tho fiest in-
stance and inked only after the tallying is over

3731 55 Drerosit ACCOUNT ToTALLING
On the sppointed day of the week tots! up all the columms
of the deposit account book. The total in the credit side should
tally with the totsl on the debnt side If they do not tally find
out the mistake and rectlfy it.

3731.57 CoNTINGENT ACCOUNT TOTALLING

On the appointed day of the week, total the columns in such
of the pages of the contingent register as have been complotely
filed up The total of the totals of the columns and the total of
the total of the rows shonld be the sams figurc. If they do not
tally find out tho mistake and rectify it. Tho totals of the columns
are to be mado m pencll in the first instance and Inked only after
the tallying I3 over Post the totals of the different columns in
the Main Flrancial Diary and enter also the cumulative totals
The camulation of the total thould be cartied through for the whole
of the financial year

I8 Arnwal jobs
3731 82 AcqQuITTANCE ROLL ToTALLING
Total the columps in the Acquittance Roll and verify If it agrees
with the figure in the Mam Fromaclal Dury [f there is any dis
crepancy investigate the matter and set it right.

3731 84 Mpcrraneous RECEIPTS ACCOUNT TOTALLING
Venfy the total of the columns of the Miscellaneous Receipts
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Account Book. If there ks any ducrepancy lavestigete tho matter
and et it st right.

3731 85 DrrosIT ACCOUNT TOTALLING
Similar to 3731 84

3731:87 CoNTINGENT ACCOUNT TOTALLING
Stmilar to 3731-84

3731 88 BALANCE SHEET DATA FURNIRITNG
With the help of the totals obteined by the preceding routines,
work ot the rough Balance Sheet and transmit it to the Central
Executbre to {scilitste their working oumt the Balance Sheet, If
there i3 any discrepancy between the figures furnished by yono and
thoso arrfved at by the Central Executive, investigate the matrer
and grt it set right

3731:91 BALANCE SHEET ReviEwnvg

Az g00n as tho Balance Shect is finally worked out and recetved
from the Central Executive, stody its mein features and peeparo
notes on such points as require discussion with the hbrarlan, Dis-
cus the Balance Sheet with tho librarian end take down notes
of the disomssion. Take such action &3 may be called for by the
notes, 30 that the finances of the library may be regulated in the
In the

futurs year fn conformlity with the suggestions arrived st
discoxsion.

3732 Pay Brs

37326  Monthly jobs
3732:61 Pay Bol Drarmno
On the appointed day of the maonth, prepare the Pay Bifl and
the Decesmary Absenies staiements, increment certificates and
otber documents in accordance with the rules an the subject.
The data for the Pay Bill aro to be taken from the attendance
oglster the sl order book the Pay Bill of the preceding month
and tho office coples of the incrernent oartificates of tho correspond-
ing months of tho preceding year Put the figures provisionally in

7
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371262 DAyt PAY BiLL TRANSMITITNG
Trapamit the pencil copy of the draft Pay Blll to the Staff Section
for the necessary scrutiny  The Staff Section will verify them with
reference to the cadre reguter maintained by them

3732 63 Pay Bl Famcoryma
As s00n a3 the draft Pay Bill comes back from the Staff Section,
cxamine tho alterations suggested by that Sectlon. If thers B
any difficulty in accepting the alterations, discuse it with the Staff
Section. As soon a3 the final draft s arrived at, faircopy the Pay Bl
and itz enclosures.

373264 PaY BL Famrcory TRANGMITIING

As soon as the faircopying is over transmit the offico copy
as well ag the faircopy to the Ubratlan for signature. Remember
to send the affice copies of the merement certificates of the corres-
ponding months of the preceding year in case any Increment certifl
cate is included in the fercoples. If anmy newly created post i
entered in the Pay BI, send to the librarian the letter communicat
mg the sanctton for the new place Do similarly In the case of
Ly whose kave d in the courss of ths month.

3732 65 PAY BILL PreseNTNG
On the sppointed day present the faircopy of the Puy BIl avd
its enclosures to the authorities concerned and get o token therefor
At the same time filo all the office coples In the proper piace

3732 66 Pay AMOUNT RECEIVDNG
On the appointed day retumn the token to the authorities concers-
ed, apd get the pay amount. Verify the cash carefully a9 soon 3
it iy recerved.

37322 Acquirrance RouL Wrming
In good time befote the pay amount fs expected to  arrive, writ®
out the Acquittance Roll carefully in sccordance with the instrue~
1003 on the sobject.

373276 Pay Dusoasia
At the time appounted for the dsbursement of pay take the signs
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tare of each payeo In tho Acquittancs Roll and pay the amount due to
him. Attend to the differcat payees In the sequence In which they
arrive. If anybody has pot turned up, send for him. If he docs not
come, kand over ths balance of pay to the Finance Section for safe
custody and take the datod inittals of the Head of that Section In the
Transmission Register in token of his having received the amoont.

As soon as the payres concerned turm up, get tho necessary
emount from tho Finance Section and disburso it in the usual
way This must be done untll the whole pay amount Is disbursed

3732 78 Acqurrancx RotL CoupLETING
As 3000 a3 the payments are made 10 afl the payces, scrutinise
the Acquittance Roll carefolly If there is any defect, got it set
right. Then, take the Acquittance Roll to the librarian and get
his signature in token of ths Acquittance Roll for the month having
been completed.

3734 MISCELLANEOUS RECEIPTS

Cracxmig

As one of the first jobs cach day post in the Orerdue Tlckess
Diary the mumber of charged overdue tickets behind each overdaos
guida. Verify if the overdne has been coliected, or the ticket is held up
agninst the amount due in the Kept Tiekets Tray and if the amount
due is entered in the Overdoo Regisier in all the cases in which
an overdue ticket had been relossed since the last occation when
the Overdus Checking was dope. The number of cases can be
determined a3 follows  Suppose tho number of ovecdoe tickets
‘behind the 20 naye patss goide is three todsy and that the number
of overdus tickets behind the 15 naye pawse guide was five on the
preoeding day  then, you shonld expect that two of the tickets
duo to be behind tho 20 naye patye guids should have been discharged
since the Overdue Checling was done on the preceding day In
the same way the total number of overduo tickets discharged can
be calculated for all the overdne guides.

In the cass of thy § naye pawse guide, the number of tickets,
that were befund the overduo guide at the tims of the closing of the
library on the preceding day will have to be ascertained from
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1he semor member of the Reference Section who was on daty at
the cloxing time. Further for each of the tickets lying behind
the 5 naye palse gulde verify if the necessary entnes have been
made in the Ovecdue Register

If there 11 any discrepancy get it sot right by talking to the Head
of the Circulation Section and if the discrepancy is serrous, make
a repott of the same to the libmrian.

The overdue checking I to be done dafly without break. Hencs,
if any day happens to be a holiday with the Accounts Section,
the Head of the Accounts Section thould hand over the Overdoc
Tickets Duary to the Head of the Reference Section on the preceding
day and arrange wath him for the checkung to be dont by the Refer
ence Section on such halidsyx

‘This routine will not be necemary if Consaence Box i used.

3734 447 Recepr Posting CHRCKING

As soon as the Overdue Checking 1s over tako up tho Miscel
lancous Recelpt Book and vexify if every recedpt of the preceding
day has been posted fn the Overdus Reguster If the preceding
day was & holiday with the Aoccounts Section, thit verrfication
thould be done for all the days sinco the last verification was
done. If two or moro persons have tho same mame, see if it
had been mdlvidoainmed by puting the deposit number of the
person after his name. If not, talk to tho Head of the Circw-
lation Section and get the matter sot right.  If thero 13 any other
discrepancy get it set nght by talking to the Head of the Groo-
Iation Section.

Thiy routine will not be neoessary if Consclence Box s used.

3734 47 MDCELLANEOUS ACCOUNT WRITING

A1 x00n 21 the Receipt Posting Checking Is over tako the Miscel
lancous Recelpt Book with you to your seat and wrte oot the
Muscellancons Account Book for the preceding day (or days in
cax the preceding day or days were holidayr for the Acoounts
Section) with the ald of the coonterfoils of the Miscellaneous
Recelpt Book. It may be stated hero that the writing of the accomat
should on no acconnt be postponed beyond tho scheduled time.
Tho eccomnt book i to be wrtten expeditionsly and the Miscel-
lancous Receipt Book 1 to be sent back to the Circulation Seation
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ACCOUNTS SECTION 3734565
upmmpdynpodh!e.umn&:uloumynquimhnmy

Irnnyp-yumthnndcomuhpechldepom.mlzrhhnd
ink in the Mhcellancous Account Book on the very day on which
the payment i made. The librarian will Inital agafnst this entry
and this will serve a3 the offico copy of the forwarding letter i
any

mmﬂnowﬂlwmauly:p:dﬂdnpos{mmbul not overdue
charges, If Conscience Box b

3734:5  Weekiy fobs
3734.56 MpcriLANEoUs RECITPTS FORWARDING

At the appointed time on the appointed day of the week a3
s00n as the Totalling of the Mhccllaneous Account Book is over
find ont the amount that should be remitted to the Central Exeou-
tive from the miscellanecus receipts of the week. Remsmber
1iat all the amount of this arconnt, except the spechal deposits
rccdvcdﬂ-omﬂmmmlplnnlmtcrdnmdbooh,htobc
so0 remtted. Make the entry of in the

Account Book in red ink. The Hbrarian will fmtial against this
red ink entry and this will serve as the offico copy of the forwarding
buzPrcpnnth:ncmryfarmdmglruchthd;wi
by the librarian and d hed by the Cor d
Gutth.o-momtﬂ-omdehunmbeu}onlndmmhlttha
Central Exccutive, having taken the dated inftials of tho messenger
in tho delivery book. As soan A the messenger comes back, see
if the representative of the Central Executive has signed in the
delivery book in token of hn having received the amount, If thero
s any discrepancy or 1f tho peon doea not return within & reasomable
time, {nvestigate the matter and et it dght.

3734565 ACTNOWLEDGMENT POSTING

As soon as tho Acknowied, for the miscell reeedpt
amomnt forwarded i recetved from the Central Executive or as
800n 83 the Acknowledgment for the payment made out of the
special deposit s recotved from the party conoerned, make a noto
of 1ts recelpt agningt the corresponding entry in the Miscellaneous
AwoumBook,mdﬂhﬂnrcodpttuﬂmchmmloymlleqn:me
in the Mircelk Accomt Admowled; Flie. If the Acknow-
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Jedgment [s not recerred within a reasonable time, remind the party
cotcerned  periodically untl! the Acknowltdgment by recerved.
1f there is any discrepancy It must be rectified by cotresponding
with the party concerned befors the Acknowiedgment is filed.

373457 MocELansors Recerrrs Accoont Cromng

After the forwarding of tho miscellsneons receipts amount
to the Central Exccutive i3 over close ths miseellaneons account
In the Miscellaneous Account Book and take it to the lUbranan
at the sppainted timo along with the other accomnt books for his
1oview and initisfs. The comnterfolls of the Miscellancous Receipt
BoohtthamhmofPlymcnumadaomor:pcdaldfpudt
and the Acknowled, are to be produced befor

the Hbrarlan at the time of review
3735 MeMBERs DEePosIT

3735 4 Daily job
3735 46 DerosiT ACCOUNT WRITING

Asx s00n a3 the mitoellansous eccount writing i over get the
Deposit Receipt Book from the Circnlanon Section and write oat
the Depout Account of the preceding day (or days in case the
preceding day aor days were holidays for the Accounts Secttom)
with the aid of the counterfolls of the Deposit Recelpt Book aod
the apphcation cards of the withdrawn members. It may be stated
h:ramnthewmlnxor!hcnwoumboaklhan}dcnnowﬂm

poned beyond the scheduled tume. Agaln, the receipt sids
hmbelmtenoutﬁ:mnpcdidomlymdmbepodtw
Book 13 to bo sent back to the Clrculation Section as prompdy
as possibie, a3 that Section may requure it at any moment. Aftet
tho delxt side is wntten out, the withdrawal number is to be posted
in each concerned applicatron eard and the related Overdue Register
Sheet.

Find ont from the Fmanco Section the amount remitted to
the Back or recerved from the Bank fram ot of the Deposit Account
and make the pecemary entnes in the Depost Accomnt Book
This can be done with the aid of the Bank Pass Book ths counterfolls
of the remittance forms and the withdrawal forms.

If any investment is made oc withdaawn, remember to ascertaln
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from the Flnsnce Scction and cater it ln the Deposit Acoount
Book If any interest on ovestment is recetved and remitted to
the Central Executlve, remember to enter this ftem also in tho
Deporlt Account Book. The forwarding of the intorest amount
ard the watching of the recelpt of the sckrowledgment thoold
be done on lines similar to the forwarding of miscellancous receipts
amount (see routines 3734 56 and 3734.565).

37355 WWeekiy jobs

3735.57 Drrost ACOOUNT CLOWNG
On the sppointed day of the week cloto the week’s account
1n the Deposit Account Book and tako it slong with the other
account bookw, at the appolnted hour to the librardan far his
review and Inttials  The couaterfolls of the Deposit Receipt Book,
the remittance forms and the withdrawal forms and the Bank
Pass Book are to be prodoced before the Hbrarian at the time of
review

At the rame tume, the Tramsminion Reguters relating to the
1svue of tickets and receipt of cancelled tickets at the Stores Section
ase ako to bo produced before the Libraran for review

The Application Cards and the Overdmo Reghster Sheets of tho
msmbers who have withdrewn in the course of the week zre also
to be prodnced beforo the libranan for review In case the deposit
has been refunded to the sgent of a mamber and not directly to
the member and in case the depont by transferred to somebody
clse s acoomnt the letter of authorhation Is to bo planed to tho
related application card. Similardy if tho deposit b remitted by
monoy order the authorisation Jetter for the same and the postal
receipt for the monoy order are to be pmned to the related applica
don card,

After tho review of tho sccount by the lbrarian is over the
applcation cards (with the enclosures pinned to them, if any)
and the Overdue Register Sheets of the withdrawn members ars
10 be filed in their lections in the of their with
drawal mmmbers. These two collections ars to be kept by tha
Actonnts Section m the quaslcurent sequence of fiks, tll the
awdit b5 over Thereafier thoy are to b transferred to the record
callection, where each oollection will be kept in & singlo alphabetic
sequence of its own.
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If Conschenos Bax 1s used, Personal Sheots will take the place of
Qverdoe Regster Sheets.

3735575 ACKNOWLEDGMENT PosTING
Stmilar to routine 3734.565 cacept that the postal acknowledg-
ment 18 to be pinned 1o the related withdeawn application card.

3737 Biis
3737 1 Bills Register Work

37371 4 Dally fobs
37371 43 BuLs REGITERING

As soon as the bills are recefved from the librartan, couple each
il with ts duplicate, if any Sort the bills mto groups by the
sections to which they relate. Arrange the bills in each group
mto sub-groups according to the probable form of payment as
indwcated in rule 37372 54 Arrange the bills in each sub-groop
in the ascending sequence of the amount of the bill. Then, take the
bills group by group in the sequence of their Section Numbers,
and reglster them in the Bifls Register Post the number which
8 bill receives in the Bills Reglster at the right hand top cornec
of the bill as well as rts duplicate.

3737 1 45 BiLia DIsTRISUTING
Send the registersd balls to the Sections concerned along with
the Bills Reglster As soon as the Bills Regmter comes back, exs-
mune if the Head of each Section has imtialled against the dvms
relating to his Section. If not, get it done

373715 Weekly jobs
3737 1 51 PAYMENT DeTAns Notva
On the appointed day of the week ax s0on as Voncher Numberms
11 over for all the s of the day fill up for each bll, tho columms
headed * Voucher N* * Amount paid " and “ Requusition dste”
in the Bills Register In the case of Direct Payment Bills, drw
2 Ime actoss all the suceeeding columms. In the case of Pre-Payment
Bills pasd out of the Permanent Advance write “PP” in the
columm * Requisttion date ” and draw a lino scross all the suceeed
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ingcnhmm.lnthaanof?oﬂhymtmpddomoflhu
Permanent Advanos, writs “P A™ in the column “Requisition dato™

3737 1.52  Abvice Date NotiNg
Afler the Paymeént Details Notlng, fill op the column ontitled
* Advice date” fn the case of all local payments, inland payments, and
foreign moasy order payments. In the case of dralt payments, fill up
this colnmn on the day on which the drafts are sctually forwarded.

3731 1:536  BILLS-IN-ARREARS LISTING

On tho appointed day each week, scrutinise the Bills Register
to find out if any bill reghstered three weeks ot more earlicr remaims
unattended to by the Section conoerned. Such bills may be refesred
to as Bills in Arrears. If the column entitled * Youcher number ™
1 not fifled against an entry of the bill,  may bo taken »3 oot
attended to. Mako a list of all soch bills in cach Section and inform
the Head of the Section conoernod aboat It.

Further if any bill has been fn arrears for onc month or more,
bring it to the notice of tho librartan,

3737.2 Bills Passing Work

Esch ono of the joba of this work except Bills Arranging will
have to be done for each bill, that has been pamsed for payment
by the Scction concerned and sent to the Accounts Soction for
further aotion before the next job i3 taken up.

37372.5 Weekly jobs
37372.51 TorAL VERoviNG

Veaify the total of the bill. All the bills from the xame party
are 10 be puned togsther in the sequence of thehr respective order
mumbers and regarded as & singte consolidated Wil If o bill is
in two or more sheets, pin them in the proper sequance. If each
shoot has an independent total which s not curried forward from
sheet to sheet, write on the back of tho last theet of the bill, tho
total of each shest in proper saquence snd total up thoes totale,
Qet the posting of the igmres and the grand total verifisd by another
poryon. This will futve to be done both for the original and for the
duplicato copy of the bill
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3737252 Duruicate Cory PREPARING
If any bill is without a duplicate, prepare & duplats copy for It

3737.2.531 Famcory STAMPDNG
In s convenbent place on the faircopy of the bill, put the “Pay
Order” stamp  If the bill is in two or more shects put st the bottom
of each sheet other than the last of the fairoopy as well a3 the office
copy the stamp “Inclnded 1n Voucher Number ”

37372532 Pay-Orp=x WrmNG
Write the amount in words in the imprint of the “Pay-Order”
stamp and put your imtials in the proper place. Write the Pay-
Order wclusive of remittance charges, if any at the end of the
offics copy of the bill and add ths word * Librarian  thereafler
and put your dated initials beneath that word.

3737254 Biis AXRAKGING
Put the fatrcopy of cach bill behind its duplicate. We shall refcr
to this as the Coupled BIll Arrangs the Coupled Bills, on which
the Pay-Order has been written, in the following manner First
sart the Coupled Bills fnto the followlng groups

1 Direct Payment Cates ie heavy miand bills (e g cxceeding
Rs 20) which are to bo transmitted to the Central Exccutivs
for payment direct to the parties concernsd

2 Drgft Cases 1o heavy forcign bills for which payment has to
be made by foreign desfis

3 Pre-Payment Caser lo petty bills for which cash had to bo
paid at the time of supply or service

4 Local Payment Cates ie petty bills for supply or sexvices
already made or rendered by parties within the locality

5 Inkmd Paymens Cares {c petty bills for supplies or services
afready mads or rendered by parties within the country snd
for which payment has to bo made by inland mooey arder
and

6 Forelgn Payment Cares {0 petty bills for supplies ot servicess

already mado or rendercd by parties outade tho cownlry
and for which payment has to bo made by forelgn monsy
order
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n the case of the stecond and the sixth group, further sub-divide
the bills into sub-groups by the countries of payments, into the
necemary number of sub-groups.

In each group ot Sub-gToup, a8 the cxse may be, arrangs the bills
in the sscending sequence of the amount passed for paymeat.

3737.2.57 CoMTRNGENT REGISTER WRITING
Enter the bills in tho Contingent Register In the seqoence in
which they have becn arranged. In the case of foreign payments,
enter the amount in foreign currency In the romarks colamn.
Ity equivakent fn local eurrency will have to be enterod only at
a later stage At the right hand cnd of the remarks colupm of
eaoh entry put conventional symbols to enable later reference

sy
'l'hnprlﬁicci.nthﬂM:dnlUnimﬁtyUbarykufoﬂm

Nature of paymant Symbel

Direct payment cases
Denft cates

ogx

Cash pro-payment cuses

‘The ofher chsse do not baye any ymbol.
3737.31 Direct Payment Work
3737.31:5  Weekly fobs

37373151 DmBCT PAYMENT ADVIING
For the Direct Payment cases, flll up tho Direct Papent Requdsl

thon Form, teq the Ceatral tvo to make direct pay-
mants {0 tho partes concerned in the case of the enclosad pevsed
bils Get it despatobid by tho Correspondencs Sectlon in tho
No Reply Despatch Register

3737 31.52 DwmecT PAvsmENT Forwarpmvg
coltect all tho bills for Dircct Paymet. Soparato the offico copies
from the falrcopes. Keep tho office coples for office fie, and
attach the falreopes to the requisition ktter and trenatt the
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whole thing to the Correspandence Sectlon for inclomon in the
cover bemg sent on the day to the Central Exccutive.

373732 Local Payment Work

3737.32.5 Weeklv job
3737.32.51 LocAL PAYMENT ADVBING

In the case of Petty Bills for which cash has to be paxd to parties
rending within the locality fill up a Cash Forwarding Form. Put
the regster nomber of the bill near the eentre of tho top edge of
the recerpt part of the form and the Voucher Number of the bill
at the right hand top corner of the same. Get it despatched by
the Correspondence Scction int ho No Reply Despatch Register

3737 33 Inland Payment Work

3737335 Weekly job
37373351 Inland Momey Order Writing

In the case of Inland Petty Bills which have to be paid withm the
country by moncy order write out en inland moncy order form.
Mention in the coupon the outtids number and the outde date
af tho bill to which the payment refers. Stamp the date of issue
of the money order and write out the words “Librarian/ Library”
below the pomt where the libractan Is to put his slgnatore. I
these details are not given 1n the coupon, it will be very difficult
for the party at the other end to identlfy the money order as the
one that was recerved from the Hbeary

Further in the portion of the money order form which will
come back to the Library as tho acknowledgment, write omt the
register number of the bill to the left of the address of tho remitter
that is, beforo the word * Libranian™ This number will be of help
in relating the money order ackrowledgment to the proper voucher

3737.35 Foreign Payment Work

3737 35.5 Teekly jobs
3737 3551 EQUIVALENT FDING
For each Foreign Petty Bill for which peyment has to bo made
by forelgn monsy order find out the current rate of exchangs from
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the financial news columns of the latest hsue of the local daily
Work out the sterling equivalent of tho amount of tho bll. Re-
member to follow the instructions in the postal gukde for tho lssue
of sterling money orders to forelgn countries. To give an example,
In the case of money orders to the United States of Amwrica, &
nnnudeil]htvutobc-ddadtothnnaun;nqxﬂvﬂan For
a1l practieal purposes, th it Is tho exch cquivalent plus
4 d that should bo taken as the equivalent.

37373552 Formax Moxzy Orptx Writivo
As s00m a3 the equivalent is found out, write out the foreign
money order form. 1t may bo stated here that forelgn money order
forms have no coupon, nor do they have provisien for the transmis-
ron of the acknowledgpment of the payes to tho remitter

3737.35.53  ForaaN MONEY OxDex ADVISING
As 1001 a3 the foreign money order writing §s over fill up the
Fortign Mongy Order Advice Form. Put the reghster number of
tho bill near the centre of tho top edgn of the receipt part of the
form and the voucher number of the bill at the right hand top cornac

of the same. Get ft d d by the Cor dencs Soction fn
the No Reply Dospaich Register
3737 35:55 Dwarr Requoanoning v

For all the Heavy Foreign Bills for which payment has to be
mado by forclgn draft, fill up & Drqft Requisition Form. If the
request 13 for two or more drafts, give a tabalar stetement af the
drafts required on the back of the form, the tabular statement
having tho fallowing columns

Get it deapetched by the Cor il Section in the No
Roglster

373735361 DsAFT ADVImNg
As 1000 a3 the requisiioned drafis are received, cxamine if

5197



3737 35:561 LIBRARY ADMINISTRATION

the drafts are m proper form if the amount s correct, if the name
of the payee i3 correct, and if there 13 no unatiested correction.
If the amount i heavy and If the draft i not already crossed,
cross it. If there 11 any discrepancy get the matter sot nght by a
referencs to the Draft Tavomg Authority As soon as the drafl
{s made notmal f1l up the Draft Forwording Form. Put the reghter
number of the bill near the centre of the top edge of the recempt
part of the form and the voucher number of the bill at the right
hand top corner of the samo  Get it despatched by the Correspond
ence Section in the No Reply Despatch Reglster

3737.35.563 DaArT FOAWARDING
As 300n a3 the Dmaft Forwarding Form comes back from the
libronsn efter signature attach the appropriste draft to it and
hand it over to the Correspond Section for fr fsgion to
the post office.

37373557 EQUIVALENT PostiNG

Register If a mamber of drafts for one and the same Conntry bad
boen recerved i the same constgnment, the Draft fssuing Authorrty
might not have grven the equivalent in local currency for esch
draft separatcly 1o such a case, you will have 1o work out the cost
of each draft. In any caso you will have to work out the equivalent
of esch draft to verdy tho accuracy of the charges mado by the
Drai Isvuing Authorrty 1f there s any discrepancy get tho matter
sot right by addressing the Draft fstuing Authority

3737 43 Voucher Nwumber Posting Work

313743 5 Weekly jobs
3737 43 51 Vovorm NOMBERING

Write out the Voucher Number in the farcopy ss well as the
offico copy of each of the tils which have been passed for payment
and entered m the Contlngent Rogister The Voucher Number
1 to be taken from the Contingent Register and this job Is to bo
done immediately wfter the C Register is wrltten and
before the bills are transmitied to the libtarian for gnaturo snd
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passing. The Voucher Number should also bo entered In the impriat
of the stamp “ Included in Vouchee Number " found at
the bottom of the &ufferent sheets of any bill, which i In two or
moro sheets.

3737 43 55 Youcuer Nusmser Postiig

On tho appointed day of tho week, post the Voucher Numbers
in the related records In the possesslon of the Scctions which passed
the bill. For example, the following are soms of the records that
may have (o be 50 dealt with

For every bill refating to & Standing Order and passed by the
Book Order Soction, the Head of that Section would have slready
posted the Youcher Naomber in the related Standing Order Card,
Verify if the Youaber Number hes been cotrectly posted.

For every bill relating to a Perjodical Publication, the Head
of the Perfodical Publication Section would have posted the Yoocher
Number in the related Rogister Card. Verify if the Voncher Number
hes been correctly posted.

For every bill passed by the Accession Section, ths Voucher
Number and the date re to bo entered in the Accession Card of
cach book inclirded in the bIL It i3 this job that is to be done first.
The two preceding ones are to be doas last, so that the sections
concerned with them may have time to post the Youcher Number

For every bill pased by the Cireulation Section, enter the Voucher
Number against the related cutry in the concerned Qverdoe Register
Sheets o the Personal Shests, as the case may be.

For every bill for Servics Stamps pamad for payment, vonly
if the receipt of stamps has been cntered o the Stamp Account
Reghster and enter the Voncher Number

For every bill passed by the Prmting Section noto ths Youcher
Number and date against the appropriate item in the Printiag

For cvery bill passed by the Binding Sectlon, note the Voucher
Namber and the date against the appropruts item {n the Binding
Reglister

For every bill pasted by the Brilding and Equipment Section,
note tho Voucher Nomber and date against the appropeiate itom
in the Equipment Order Book and vorify also If the articls has been
cutered in the Stock Register whenever necerary
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For cvery hill passed by the Stores Sectlon verlfy If the recerpt
of the stores has been entered in the appropriate Stock Book and
enter the Voucher Number agamst the entry of the recelpt of the
article,

3737 44 Bills Revising Work

The person who rcvises the bills is to carry out cach ons af
the following jobs for each of the bills. He should do all the jobe,
except & small patt of the fifth ane, for a bill, before passmg on
1o the next bill He should initial m the proper place 1n the impont
of tho Pay-Order Stamp in the fawcopy In token of his having
satisfied himself that everythmg is in order and alio below the word
“Libranan in the office copy of the bill end in the money order
forwardmg and draft forwarding lctters and in all other necessary
places in token of having satified himself that everything is in
order

3737 44 5 Weekly jobs
3737 44.51 SaNCTION VERIFYDNG

Verify if there is proper sanction for the order and the supply
covered by the bill For thu you will have to ask the Sectron
concerned to peoduce tho necessary fiks. If thero 13 any dafficulty
discuss it with the Lbearian. In particular satisfy yourself that
payment had ot already been made for the supply or servies in
question, by referrmg to the related records in the possession of
the concerned Section, as indicated in rule * 3737 43.55 Vavcher
Number Posting

3737 44 52 TOTAL VERIFYING
Verify the total of cach bill carefully If there is any alteration,
sce 1f 1t has been attested by the appropriate authority

3737 44 53 CERTIFICATE VERIFYING
Verify 1f the Section concerned has enterod the necesary oot
ficate that the service or supply has been rendered or mads satls-
factorily

3737 44 54 ENTRIES VERIFYING
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the forwarding letiers, the money order forms, the requisitton
Ietters, ete. In the case of forolgn moncy orders, veriy If the sterding
equivalent has been based on the peoper rate of exchange and
as been cakenlated cotrectly Verify also If the Account Section
and the Heads of the Sectlons concerned have put their Initialy
in the appropriate places in cach bill or in each sheet, &s the case
may b, Verify also {f the Voocher Number b correctly pouted
in all the sheets of the bill,

3737 4455 PBrLs ReGDTER VERITYING

Verify the entries in the Bills Register particularly see if the
Voucher Number and the amount pasted for payment aro correctly
posted.

In direct payment and draft cases, sce if the date of despatch
of the requisition for direct payment or deaft, as ths cass may be,
s entered correctly in the appropriate column. Further if it Is a
case of direct peyment, seo if & line 8 drawn across the remaining
columns sgainst the entry and If the word “ Drrect payment ” is
wrtten.

In pre payment cases, weo il the word “ P P is enteced in the
column * Dato of requisition ” and & line is drawn right along the
remaining part of the [ine of ths entry

Put your initials in the appropriate places for all ths above cases,

In the case of post-payment of petty bills, sec if the word “P A"
is entered in the requisition column and if the date of advice of
payment {8 entered in the appropriate column.  Put yoar Initlals in
the necessary piaces. In the caso of payment by forvign drafu, the
bills reguster verlfying will require the following addinonal job

At the thme when the draft sdvising s done (sce ruko 3737.35.561)
verify the correctnom of the draft, the acouracy of the entrses in
the draft forwarding letter If there is any dmcropancy get it sct
right. If i is made normal, venfy if the advies date I entered

37374456 PRoGREXS of EXPENDITURE VERIFNYING
Beforo flnally pasing tho bill to the librerian, cxamine if the
Nymm!!nvolvedhwﬁh.h:thnlim}uufdm&mdonodl?\ldﬁ.
If thero s any difficulty consult the Iibrarian,
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3737 46 Cash Recelving Work

ITIT 46 5 Weekly fobs
3737 46.51 ESTIMATING
Among tho bills to be paid from the Permanent Advance, the
payment woukl have been made for soms already In tho cass
of those for which paymeat s yet to be mads, cstimate the totsl
amount requred for payment in the day In the case of foreign
monoy orders, work out the correet equivalent on the bass of
the current exchange rate, which is announced from time to time
by the Post Office.

3737 46.56 Casn RECEIVING
Obtain {rom ths ceshier the necessary amount and put your
dated initials m the Transmission Register of the Finance Section
in token of your having recerved the money

3737 48 Remittance Work

3737 47 5 Weekly jobs
3737 47 521 LOCAL PAYMENT TRANSMITTING
In the case of Local Payment, entrust to the delivery peon the
necossary cash and tho concerned forwarding letters. Take the
dated initaly of the poon in the Transmission Reguter in token
of hus having recerved the amonnt. Note in it the time at whch ho
1s started on delvery work

3737 47 524 LocAL PAYMENT WATCHING
Watch the return of the delivery peon and as soon as ho comses,
note the time of his return. By a reference to the delrvery book
trought by him, see if he has made the payment correctly If
the peon does not return within a reasonabls time Inform the
Hbrarlan and investigato the matter If there Is evidenco of any
ﬁgpymt,uh:hnmryuwoumdmmammm-ﬁ

3737 47 531 MonEY ORDER FORWARDING
For all Money Order cases entrust the peon doing postal work
with the mecemary cash and the mopey order forms for renmtting
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1o the Post Office, Take his dated Initials in the Transmission Regls-
ter in token of his having taken chargo of the amount. Note also
the time at which he has started.

373747.534 MonEY OxpER ROTTITANCE WATCIING

As s00n as the peon doing postal wock returns from the Post
Office, note the time of his arrival in the Transmisslon Reglster
Tally the postal receipts with the bills and get back the balance
of cah, if any Note down the balance of cath received i the
Transmiroon Register I the peon does not return within a reason
able imo or if there is any dixcrepancy o the money order receipt
investigato the matter and sot it tight.

3737 47 535 MONEY OxDER ADVICE TRANTMITTING
In the case of Focelgn Money Orders, transmit the moncy order
advice lettors to the Correspondence Section for further sctlon.

3737 47 538 Money Orper Rrcrres FILNG

Enter in red ink on each of the Moacy Order Receipts the number
of the Voucher to which it rolates. Also note the Money Ordet
Reeeipt Number in the office copy of the Youther concerned.
The Moaey Order Receipt Number may be put as a denominator
to tho Voucher Number

Arrangs the Money Order Recepts in the sequenee of the Voucher
Numbers end pin them up. After production before the Hbrardan
at the gecount reviewing time, thess recoipts will have to be merged
1n one group in the peoper Youcher Number sequence in the File
of Maney Order Reocipts.

3737 47 56 CasH BALANCE RETURNING
Ir thero is any cash left over after the payment of the day jy
completed, remit it to the cashier and take his dated Inttials jn ghe
Trunsmisefon Register fn token of his having reoelved the amoimy

3737 5 Acknowledgment Work
3731 54 Dadly jobs

3737.5 41 ACKNOWLEDGMENTE REcuirrny
Mmuhwmmmhtkkfm
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from the libranan, sort them by the Bill Reglster Numbers noted
in them. 1f any Acknowkdgment is without a Bill Register Number
it may be kept last, Then enter the date of recelpt of the Acknow
ledgment {n the appropriste column, against the entry of the appro-
priste bill in the Bills Register In the case of tems which do not
have a Bill Register Number in them, trace out the number and
then proceed in the usmal way

3737 5 42 ACKROWLEDGMENTS TRPORARY FILING
Then sort the Acknowledgments into two groups

1 Acknowledgments for Drafts, which wilt have to be transmst
ted to the Central Executlve for emstody  and

2 Acknowkdgments for Petty Cash Payments, which will ave
10 bo retained in the library

Armange the Acknowledgments in each group by thelr Voucher
Numbers haning put the Voucher Number and the Bifl Registet
Number iu case they are not already found in the Acknowledgments.
Pin the Draft Acknowledgments together and keep them for further
sction. Pin ths Petty Caah Acknowledgments together and keep
them in that condition, until they are ready for being permanently
filed.

373755 Weekly jobs
3737 551 Traxsurrvg

On the appointed day of the week flll up an Acknowledgment
Forwarding Form for all the Draft Acknowledgments of the weeks
Send the Draft Ackmowledgments us well a3 the Petty Cash Ackmow-
ledgments to the Iibracian slong with tho Contingent Register  This
$1to be done at the sume time as the bills are transmiited for passing.

3737 5 52 PERMANENT ADVANCE ACKNOWLEDGMENTS FILING

A3 1001 a1 the Acknowledgments comw back from the Hbradan,
merge the Petty Cash Acknowledgments in the Petry Carh Ackmow-
[edgments Flle {n the sequence of therr Voucher Numbers.

3737.5.55 DRAFT ACKNOWLEDOMENTS TRANSMITTING
Transmit to the Correspondencs Section the Draft Acknowds

Fotl
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ments and the forwarding letter foc despatch to the Central

On the appointed day of ths month, find out from the Con-
tingent Reguior the cascs of Local and Inland Payments mads
ono month or more earler for which the Acknowledgments have
not yet come to hand. Send reminders to the parties concemned
for Acknowledgments,

The convention in the Madms Unbversity Library Bs that tho
items in the Contingent Register which have no letter or figure
aguinst them in the “ remarks ™ column and the tick ageinst which
in the * remarks ¥ column has been crowsed only once, sre those
for which Inland Acknowlcdgments have oot yet been recotved.

For all theso cases, Hf the party sayy that he has not recelved
the amount, jnvestigato the matter If it is a case of monoy order
write to tho Postal Authotities, stating the amount, recelpt number
and date and the nams of ths Post Office, whero the money order
was handed in  Pursue the matter untll it 1 sathfactorly settled,

3737 5 65 FORENON ACKNOWLEDAMENTS REMINDING

Do similarly In the case of foreign money orders, except that the
Acknowledgment is deemed doe oaly IF it has boen delayed by three
months. Further the reminding will have to be done abo In the
case of Yoochers which have tho lotter D™ against ther entries
In tho Contingent Register In both classes of cases, the amount
n foregn currency will bo found enteeed: n the remarks colomn.
If it is = caso of addresting the Postal Authorities to investigate
the peyment of a fordgn money ocder the neccsaary fee will have
to bo paid to the Postal Authoritics on demand.

3737 6 Allocation Work

373765 Weskly jobs
3737 651 BuporT HEAD ALLOCATING
On the appointed day of the week, if any bill passed for payment
fn the week has covered more than one Budget Head or Snb-Head,
work ont the exact amomnt that should be allocated to each Budget
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Head or Sub-Head, as the case may be. In the case of payments
by drafts, work out the figures provaionally They are to be carrect
ed after tho cxact cost of the drafts is known.

37376 52 Boox FUND ALLOCATING
As soon as the Budget Head Allocating is over 1f any bill for
books and periodical publications passed for payment 1n the week
refens to more than one sabject, work out the exact amount that.
shoukd be allocated to cuch subject. In the ocase of payments by
drafts, 1t is enough if the work is dono after the exact cost of the
draft is known,

37377 Expenditure Watching Work

373775 Weekly job
3737 751 FpiaNcs DiaRY PostivG

As 3001 a3 tho Allocation Work s over post the figures in the
Matn Finance Diary as well as the Subsidlary Finance Diary U
any il is to bo paid by a foreign draft, the approumate cost of
the bill may bo posted 1n penail provimonally in the main heading
m the Main Financo Diary and corrected and inked as well &3
posted under the Sub-Heads after the cost of the draft is kearnt from
the Draft Issuing Authorities.

In the case of tho Subsidiary Finanoo Diary it Is cnough If the
posting is mado after the cost of the drafts s known in the caso of
payments by dmfis.

Reomember to wotk out the Cumulative Totals of the different
columns in the last week of the month.

373776 Monthly job
37377 61 CoMuraTIvE TOTAL VERIFYING
On the appomted day of each month, veafy the accuracy of the
Cumulative Totals in the Finance Diarles of the Section.

373777 Quarterly job
3737 7 74 Progmrxs oF EXPENINTURE REVIEWING
Samo a3 the routine given under rulo * 3631 4 64 Finance Diary
Revewing.”
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3738 PeTTY CASH
3738 7 Petty Cash Account Work

3738 7.5 Werkly jobs
3738 7.36 PETTY CasH ACCOUNT WRITING

On the sppointed day of the week, soon after the payments
are made, and the Miscellancoms Reocipts and Deposit Account
Books are wnitten out, collest togecther afl the Youchers, which
were pald out of the petty cash during the week or ainco the last
account closing day a3 the case may be. Put tho “ Pald ™ stemp
on esch Voucher and AAll up the headingy, Soparate the Pre-Payment
Vouchers from the Post-Payment Vouochers. Arrange the Pre
Payment Vouchers by the dates of paymeat. If there be two o
more Youchers belonging to the same date, arrange them among
themselves by their Yoocher Numbers. Arrangs the Post Payment
Vouchers by thelr Youcher Nombers and place them at the end
of the Pre payment Voucherw Then, write out the debit side of the
Pesty Cash Account Book date by dato and voucher by voucher
Apply the “ Cancelled ™ stamp to each Voucher

On the credit slde, first enter tho opening belance which should
be the came as the closing balance on the last sccount closing day
If any replacement of Permanent Advance was made In the course
of the week enter it in the next line against the words “ By replace-
ment of voucher numbers " Then total up the two figures
The total thould be equal to the Permanent Advance,

3738 7:57 PETTY CAsH ACCOUNT CLOSING
After the Petty Cash Account Writmg is over add np ths debrt
side and enter the total at thoe debit xide. Wdte on the first vacant
line on the credit ¢de the words “ Amount spent”™ and entey
against it the total on tho debit wde. Then, strike tho bulance,

the matter and set It right. As soon a3 the account is olosed,
the appointed day of the week, take ths scoount book and
“Padd * Youchers to the Hbrarlan for review and
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review of this account is to be done at the ssme time as the revew
of the other accounts.

3738 8 Replacement Work

3738 8.5 Weekly johs
3738 8.31 REPLACEMENT REQUINTIONING
If on any account closing day the balance of Permanent Advance
goes below a conventional figure proceed to ask for replacement
as follows  Collect all the Vonchers paid out of the Permanent
Advance dnce the last requistion for replacement, Armange these
Vouchers in the sequence of their Voucher Numbers. Enter the
Voucher Numbers and the amounts on the back of the Replacement
Requisition Form. Fipd the total. This must agree with the corres-
pondmg figure given on the credit sids of ths account of that day
If there is any discrepancy get It set right. Then, fill up the front
dlde of the requitition form, clasailying the amount spent scoording

Section and send 1t to the Ubraran for dgnature. This Is best doos
at the same trme as the weekly review of sccounts is done. After
the librarian sends ft back, send it to the Correspondence Section
for transmmsion to the Central Executive, along with the other
letters of the day

3738 8.52 REPLACRMENT ACKNOWLEDGING
As s00n ax the Replacemsnt Account comes from tho Central
Exccutive fill up the Acknowledgment Form, got the slgnature of
the librarian and send it to the Correspondeance Section for despatch.

3738 8 56 RePLACEMENT Catn HaXDING OvER
Send the Replacement Amount, having cashed tho chequo if
the payment had been by cheque, to the Finance Section snd got
the dated 1nrtials of the Heed of that Section in the Tranemistion
Reglister as o token of his having recetved the amount.

378 B8 Anmeal fob
3738 8 81 PERMANENT ADVANCE ACKNOWLEDGING
On tho 1 April, writs out a letter to the Central Exccutivo
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ncknawkd#nllhem.monntu{hmnmtAdnanntho
signature of the libeerian and send it to the Correspondonce Sectioa
for despatch,

374 Fhtmination of Waste

3741 ORGANISATION

If the turnover in the scthon denmmds the sswgnment of several
bers to t, the speolalisation of the ask of the scction may
bo made by the different accounts. Tt should be a matter of prestige
for the Head of the Accounts Section that no opportunity is given
for the Audit to prck holes in tho work of the Section. The greatest
possiblo care and vigitance should be excreised by him to sco that
the Financial and Account Rules are faithfully observed and that the
ay ty written ont ding to the tmme scheduk
He should persomlly do tho revision work and the progress of ox
penditure watching work, He should also make himself personally

responible for all the work connected with the balans>-theet.

3744 DiArms
Four diarics are to be maintatned by this Scction

3745 Diary 1

diary should be sent round to the different
rwer half fllied up from week to week

3746 Diary 2
The Second Diary which may bo callod the Swhridlary Fiasace

11
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Dlary talto to be maintained on & weckly basis. Its column head
ings arc to be the symbols for the different subjects to which the
amount tpent on books and perlodical publications is to be allo-
cated. It m to consist of three parts. The Arst part is for recording
the amount appropriated by the Book Order Sestion.  The seeond
part is for entering the amount actually spent. The third part Is for
recording the amotmt appropriated by the Periodical Publication
Sechion. In othet respects, this dlary is similar to the Main Finance
Diary

3747 Diary 3
The Third Diary which may be called the Orerdue Tlckets
Diary 13 to be maintained on a daily baghs Its column headings
are to be 5 10, 15 naye paise, ctc assuming that the overdec
charge per volume per day s 5 nayc palse The figures put in any
column agunst cach date are the number of overdoe tickets lying
in the Charped Tray behind the overdue gude showing the overdoe
chargs Indicated at the cofomn headings.
‘This dury 1t vot necessary if the Consciencs Box it used.

3748 Diary 4
The Fourth Diary which may be called the Rowttse Diary i
to be maintained on a daily baus. lts column headings are to be
a3 follows

11 to 135 Same as for book order section.
4 Migcellancons postngs checked.
71 Bills regstered.

721 Certified bills reccived
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776 Acknowledgments filed.
777 Reminder for acknowledgments,

375 Correlation Table

2 Book Order Section
3737145  Bills distributing
3737156  Bilb-in-arrears listing
3737 43.55 Voucher number posting
3737 44.51  Sanction verifymg
3737 44:53  Certificate verifying.

3 Periodical Publication Section
37371 45  Bilk distribeting
3737 1:56  Bills-in-arrcars listing
3737 43,55  Voucher number posting
3737 44.51 Sanctlon verifying
3737 44.53  Certificate venfying

3737145 Bills distribating
3737156  Billsin-arrears ltmg
3737 43 55  Voucher number posting
3737 44 53 Certificate verifying.

3734 446 Overdoe checking
3734447  Receipt posting chacking
374 47
373576 Deposit acoomt writing
3737 4355  Voucher mumber posting
3737 44-53  Certificate verifying,

3737145 Bl distributing
3737156  Bilk-inarrcars listing
3737 4451 Sanction venfylug
3737 44.53  Certificate verifymy.

513



375

7262

37132 61

3732676
3735.56
3737 46.56
3737 46.56
37377151
37377174
3738 8.56

3734.56
3737 31.51
INTILS
373735 53
3737.35.55
3737.35.563
3737 43 55
3737 4453

3737145
37371 56
373743 55
3737 44.51
373744 53

37371 45
3737 1.56
3737 4355
3737 4451
3737 44.53

LIBRARY ADMINISTRATION

92 Staff Sectlon
Draft pay bill transmitting.

94 Eltmination of Waste Section
Pay bull draftmg.

96 Flnance Section
Pay duborung
Miscellaneous recedpts foreardmg
Cash reccinng
Cash balance remitting
Finance diary posting
Progren of expenditure revewing
Replacemment handing over

993 Correspondence Section
Miscellaneous recerpis forwarding
Direct payment advimng
Leocal payment adviuing
Forelgn money order advising
Draft requmitioning
Draft forwarding
Voucher number postimg
Certifioate venfying.

994 Printing Section
Bills dustributing
Bills-ln-arrcars lating
Voucher number posting

Sanction verifying
Cortificate verifymg.

995 Binding Section
Bulls distribating
Bills-in-grrean listing
Voucher number posting

Sanction verifying
Certificate verifying.



3737145
37371.56
3737-43:55
37371 431
IITA453

3737 145
3737 156
3737 43.35
3737 44:51
3BT 445

37344
373546
373714
3737154

737 4355

3737156
31251

kYE V]
373731
3737.32.51
37373151
EYEYRL]

ACCOUNTS SECTION 376

966 Bulldtng and Equipment Section

DaiLy Joss
All the dafly Jobs relating to misccilancons receipts
Deposlt sccount writing
Al the dally jobs of bills regster work
All the daily jobs of acknowledgment work

WEesKLY JoBS

Satwrday
Youcher number posting.

Swwday
Bifls-in-arrcars [hating
Total verifymg.
Monday
All the jobs of bills parsing work
All the jobs of direct payment work
Local paymant advising
Inland meoney order writing
All the Jobe of forelgn payment work except

5737.35.561 Draft advising
3737.35.53 Dratt forwarding and

i35
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3737 35.57
3737 43.51
3731.5.55
3737 1.51
37371.82

3737 44
3737 43.55

INIS sl
3737 46
317 47
371345
3758
37387
33154
3731.55
3738 8.51
INIs 2

3737.35.561
3737.35.563
INT13557
3737 4355
37’376
3731751
3137152

LIBPRARY ADMINISTRATION

Equrvalent posting

Voucher numbering

Draft acknowiedgments transmittng
Payment detalls noting

Adwice date noting (except drafl cases)

Twesday
All the jobs of bills revising work
Voucher number posting.

Wednesday
Acknowledgments transmitting
All the jobs of cash rectiving work
All the jobs of remittance work
All the weekly jobt relating to miscellancous receipts
All the weekly jobs relating to members deposit
All the jobs of petty cash account work
Mumscellaneons recapt account totaliing
Deposit account totaling
Replacement requisitioning
Permanent advance acknowledgments filing.

Draft advising

Draft forwardmg

Equivalent posting

Youcher mumber posting

All the jobs of allocation work
Finance diary posting

Advice date noting (draft cases onfy)

MoONTHLY JoBS

Thess relate to the pay bill. Their timo scheme s to bo fixe
sccording to Jocal practee

373717 61

First Twesday
Cumulative total verifying.
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Second Tuesday
NIS6 All the monthly jobs of acknowledgment work

QUARTERLY JOBS

Flrst Toesday
3737774 Progress of expenditure reviewing

ANNUAL JoBs

1 4pril
3738 8.81  Permanent advance acknowlxiging.

April
an s All the amnual Jobs relating 10 balancs-ahert.

377 Formes and Regivters
Q974 Miscellaneons receipt forwarding form. Stencil. 21 1b
printing paper White, The text af the form is as follows
In reply pleam quote N 974 dated
A
Subject  MISCELLANBOUS RECRIFTS
I forward herowrth & sum of Rs per detalls given bdor wr
to request you to be s0 good as te aredit the amount to th= 1
account. Kindly acknowkdgo receipt.
¥ >
1 Overdoo collectons
2. Subscriptions
3 Miscellaneous
Total
QSTI1 Direct parment requistion form. Steves = 7o
paper White. The text of the farm 1 as follows '

In reply pleass quote N 9771 dated
Subfect  DYRECT PAYIe—

Sir

I forward herewith vouchers N

farpuynxmdircctmthnp.nymm)_m"" —
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Detatls
Rs P
(The relovant bodget heads are to be detailed here)

Total
QSTT2  Drgft requisition form. Stencil. 21 16 printing papec
‘White. The text of the form is as follows

In reply piease quots N 5772 dated
Subfect  DRAFT REQUISITIONING

I forward herewith vouchers N and request that you will
bo 80 good as 10 obtaln drafis for the amounts in favom of

thoss specfled on the reverse and send them to me at an early
ducfmmmminiun.l(lndlyletmaknowdtequiﬂlmuofﬂﬁ
drafts in local cutrency separately and also the rates of exchangs-
QST723  Draft forwarding form. Printed. 21 Tb printing papet
‘White. The form Is to bo perforated along & lins midway between
the two shorter edges. On the right of the perforated line, the
text i1 to be sx follows

In reply pleaso quote N 9772 dated
Thiz refers to your bill N dated
Dear Sir

Subject  PAYMENT FOR SUPPLY

1 forward herewith a draft for

—————— _in full satisfaction of youwr Bl N_————-—

datedthe _ yubject to post audit and resdfust

ment. Kindly send a stansped receipt for the amount in the form
ampexed, immeduately after the receipt of the draft.

Yours faithfully
Libarian

On ths left of the perforated line tho text iy to be as follows
Ne— Reg N Voucher N
Received from the librardan the sum of
in payment of
Staton
Date

Signature
NB This payment fs mads subject 10 andit at the cdose of 1

P



ACCOUNTS $ECTION mn

A receipt stamp Is to be affized In case the amount exceeds
the lmit exempted by the Stamp Act.

QITT2S  Acknowledgment forwarding form. Stencil. 21 1b prin
ting paper White. The text of the form bs as folloms

In reply pleass quote N 9772 dated
Sir

Subject  ACKNOWLEDGMENTS
I forward herewith for retentlon In youroffies . —
reeeipts [n support of hers N of this
Iibrary

Q9774 Cash forwarding form Printed. 2! Ib peinting paper
White The form fs to bo perforated along a [ine midway between
the two shorter edges. On the right of the perforated line, the
text of the form v as follows

In reply please quote N 9774 dated
This refers to your Bili N dated

Str

Subject  PAYMENT FOX SUPFLY
I forward herowith & stm of Re___  in payment of
your BII N dated ~ subject to post audit

and readjestmont and to request that you will be good encugh
to furnish me by return of post with an scknowledgment of the
receipt of the amount in the form annexed

Yours faithfally
Libearian

Oniholehofdmpcrfmwdﬁne.thvtunhmbeufolm
No _ RegN______ Vomher N___
Received from the Hbrarin the sum of
Rupees__ in payment of-
Statteon_

Date Signature

NB A recdpt stamp should be affixed in case the amount
€acceds Rs 20 but no stamp peed be affxed If the bill presented
rnrpnrmmtmdu.lymm-pud.

This payrment is made sabfect to andit at the close of tho financial
yeur
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Q9715 Foreign money order advice form. Printed. 21 b
punting paper White The form fs to be perforated along & line
mudway between the two thorter edges. On the right of the perforat
¢d line, the text is to bo us follows

In reply plonss quote N 9775 dated

This refors to your Bill N dated

Dear Sir

Swubject  PAYMENT ROR SUPPLY

A mopey order for £ sterling v for
______hubcmuntinpa\mmto{'yvu:BmN_——dﬂlcd
subject to post audit and readjustment. Kindly foromsh
me bY return post with an ackmowledgment of the recelpt of the
amount in the form annexed. Please noto that the amount ackno®
ledged ahould be in the same denomination as that clalmed In your
bill

1 wish to add for your information that my pame as entered
Intht moncy oxder b

Yours farthfully
Librarfan
Onthnlcnofthcpﬂfontedunethetmbtobnufoﬂm
N Reg N Youcher N
Recerved from the librardan_ . the sum of.
— inp of. —
Staflon_
Date Signature

NB  Arecoipt stamp is 10 be afixed in caso the amomnt exceedt
the limit exempted by the Starop Act.
Thi payment is made subject to audit at the close of the finandlsl

year
QITTT  Foreign acknowledgment reminding form. Stencil. 21 T
printing paper White. Tho text of the form fs as follows

In reply please quote N 9777 dated
Dear Sir

Sxbject  ACKMOWLIDAOMENT
1 bring 1o your notxce that an acknwoledgment of the amount
dfy 1 with

t
of the momey order for advised in this
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office fettet N dated . hay not yet been
rectaved, 1 ahall bo obliged if you can kindly expedits the despatch
of the tamo as it is requured here for audit.
QF7T8  Replacement requisition form  Stoncil. 21 b prindng
paper  White. The text of the form bs as follows
In reply please quote N 978 dated
Sk

Swhject ;mm-.mtmmx
1 forward b ith
_,_nmmhmtunx_,__H:ndwrequm that you
will bo 10 good &3 to draw a cheque for the amount in my favout
and send it 1o me ot an easly date for roplecement.

Rs oP
Details
(The rekevant budget heads are to ba detalled here)

Total

$972 Pay WL

5973 Iocrement certificate.
8974 Absentee statement,
8975 Acquittance roll,

These four forms ars to be in accordance with local practice.
89770 Bills register Primted 10 point type. 21 [b peinting
psper White Boond book, Folio pagination. 30 lines. The text
above tho column beadings 18 to be

* Register showing the biils reccived in the beary
dhposcd of during the year *

‘The coluymn headings are to be as follows
Serial N (1.5 cm) Date of recelpt (2.5 cm) Outtdde N (15
em) Outde date (1.5 ¢m) From whom (5 om) For what
{5 om) Amoant (25 om) Section N (1.5 cm) Voucher N
(15 cm) Amount paid (25 cm) Requintion date (2.5 cm)
Reviser's Initlals (S cm) Payment advice date (2.5cm) Roviser's
inithals (.S cm) Acknowledgment receipt date (2.5 cm) Acknow
Wedgments transmision date (2.5 cm) Reviser's inithals (.5 em)

and

59772 Misceliemeous account rexister  Printed. 10 point type.
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Ledger peper White, Bound book. Folio pagination. 30 lines
Tho text above the calumn headings i to be

“  Library  Miscellancons Recelpt Account for the year 7
The column headings are to be as follows
Date (2.5 cm) Receipt N (1.5 cm) From whom (10 am)
Subscription (2.5 cm) Overdue charges (2.5 cm) Duplioato
ticket feo (2.5 cm) Special depomit (25 cm) Other receipts
(2.5 cm) Total of weekly collections (2.5 cm) Total (25 cm)
Remarks.

S97T73  Deponit aceount book Printed. 10 point type. Ledger
paper White. Bound book Follo pagmation. 20 hnes. The text
above ths column headings on the keft sido is to be

“ Libary

Credit

The column headings are to be as follows

Month (2.5 cm) Dato (15 cm) Depostt N (25 cm) From
whom (9 em) Cash Rs(2.5cm) Bank Rs nP (4 cm)

The text above tho column headings on the nght sids is to be
“ Deposit Account for the year

The colurmm headings are to be as follows

Month (2.5 om) Dute (2.5 cm) Refund N (L5 em) Deposit
N (25 cm) To whom (9 cm) Cmah Rs nP (2.5 om) Bank
Rs 0P (4 cm)

S9TT4 Contingens register Printed. 10 point type. Ledger
paper White. Bound book Foho pagination. 20 linea. The text
above the column headings is to be

“ Register of oontingent charges of the  library  for the

Debit ™

year
The column headings are to be as follows

Dats (2.5 cm) To whom (5 cm) Voucher N (1.5 cm)
Then, & column of 1.5 cm for each of the budget heads and the
necenaary subdivisions of the sams, e g books, periodicals, mant-
scripts, tationery printing, ending, postags, furniturs, choctric
current, other charges Other charges Total And finally &
column for “ Remarks™

59778 Permanent edwance accoumt book. Printed. 10 point
type. Ledger papar  White. Bound book  Folio pagination. 20
Tines.
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u

The fext above the column headings on the kft sido is to be
Library

Credit ®
The column headings are to be as follows
Month (15 cm) Date (1.5 em) Paticulan (13 cm)
Rs oP (2.5 am).
Tho text above the column headings on tho right ede Is to be
“ Permapent Advance Account for the year
Debit ™
The column headmgs are to bo as follows
Month (2.5 em) Dato (1.5 cm) Yoocher N (1.5 cm) Partientery
(115 em) Rs oP (2.5 cm)
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Crarter 38
RECORDS SECTION

381 Time for Tramsder

registers and files are to bo tramferred to tho Records
Secton from time to time. The timo when the filos aro to be trans
frrred aro indicated tn the part #8 Filas™ of the severnl chaplers
of the book The reglsters aro to bo transferred ono yoar after
thelr completion.

382 Preparation of the Revords
As has beem already indicated In Chaptor 18 “Correspondence,
Files and Records™ the number of the fils marked on its docket label
is to be frst amended, If necossary and provided for and then both
undertined and overiined, as a mark of iis having been admitted
to tho Records Collection. In tho case of & bound reguter a label is
to bo appbed to its back at a height of one inch from the bottom.
On this label, the number of the roghter i to be written and both
underiined and overlined. Bencath the nomber the name of the
registor is to be written. IF the reguter Is in 1oose leaves, the leaves
are to be tied up between two card boards cat to their size  and,
a label, eimilar to the docket label, 1s to bo applied and written over
If the register fs in cards, the cards are to bo put in a tray and 2
propotly written tabel 18 to be Inserted in the label holder Wherever

the inclisrre dates gre to be added to the vadous labels
referred to [n thes paragraph.

383 Armasgement of the Reconds
‘The records ars to be arranged In two sequences in the lollowing
sequences  The reglster sequence and the flles saquence. In esch
scquence, the registees or the flles, as tho case may be, am to bo
armanged in the sequence of ther reapective register numbers or

ﬁhnwn:x Tbnmﬁ:tcnutﬂlel.havm;ﬂnnnrnumbcmurmam
arc

324 Imme of the Reconls
Whm:mnrwrdhrcquimdfarmnb’ynny&wﬁon,thol{nd

T
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of that Sectlon will send & requisition with the counter signature
of the esslstant librarian. The requisition will be in a 35 inchey
slip with the following headings

Record number
Section.

Date of requisition

Date of probable retum.
Head of the section.
Anvgant librarian,

Date of issue.

Head of the section,
Date of remmder

Date of return.

Record keeper

The headings indicated fot the slip show clearly what the Head
of the Records Section i3 to do  Before issun, the dats of probeble
return is to be marked in pencil yust below the docket label of tho
file  and if » register a1 1ho nght hand 10p corner of its first pege-
The mumber of the borrowing section 11 to be entered as the numers-
tor of the date. After the Istue of the record, the alip s to be filed iz
tho Jrsue Box by the date of probable return. As soon &3 the
comes back, the requisinon alip is to be traced out from the Isye
Box, with the aid of the date of probable return, and retuened to
the Section after the necetsary entres. Each day a remindet B
10 be sent to the Section concerned for the record that has been
overdoe by one day one week or one month. If a tecord la overdue
by mors than one month, it must bo got back personally and restsued,
if necessary 1f this 1 not practicable for any unavoidabls reason,
the matier i to be reported to the librarian and bis imstructions are
1 be uken.

385 Destruction of Records
The period of destruction for the different filas hay been indicated
in purt “ 8 Files ™ of the soveral chapters. In the case of reghterl,
1t oy be stated that the sceession register and the vhelf register will
pever come 1o the Records Section, as they have to bo perperuafly
cutrent. In the case of the other registers, which will all bo truasfe

e ar
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ed to the Records Sectran on complotion, they may be destroyed
after ten years, unless they arc marked for being kept permanently
It fs suggesied that the service roghsters, the cadre register tho
acquittance roll, tho deposit account book and the contingeat
register may be kept permanently The application cards of all
withdrawn members may alyo bo kept permanceatly in cns alpim-
betical sequence

Further the used up dmries and tramsmbsion registers my be
destroyed after threo years, except that tho monthly and annual
shetracts of statistics may be kept permanently

386 Tlme Scheme

In June, the records, which should be destroyed in the year
should be collected and formed into a spocial sequence, Tho assistant
librartan will scrutinise them carefully and give & report to the
Hbeerlan, who will then pass orders for dostruction. All the metallic
pleces end tags attached to files aro to be removed and such of the
docket sheets o3 are in good condition #re to be taken for use in
other files. Then, tho records ardered to bo destroyed aro to be
cut 1o pieces and barnt in the kiln maintained for the purpose.

387 Ferm
The Iszue Form of ths scction may bo mumbered €98 and the
flies of tho scction may have 98 for tho flle number and the corres-
pondent s pame for the fling charcteristie.
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LIBRARIAN

3911  Creative Work
Pant I many indicati regarding the tlon of the
Iibranan. His main province should be that of creative work in all
matters connected with the technique of Library work and servie,
and the organisation and management of the library

3912 Penonal Touch with Readers

s second chief basiess shonld be to get himself into pertonat
touch with the reading public If the librarian has 1o be deflnitely
asugned 10 one secuon or other of the library [ should saggest
that ho should anign himself to the Referenco Section more thun
anything cse For it i thus seciion that would give the greatest
opportunity for coming into personal contact with the readers of
the library Or in other words, it I3 this scction that s In charge
of the most vital social business of the Library 1f it is remembered
that everything that s done In a Library is to serve the readers, the
importance of the Ubmrnan knowing cach reader personally and
knowiog his bibliographucal wants and reading interests will bo
caaily realised.

3913  Accession and Shelf-Registers
The castody of the shelfl regutet cards and the rocesston cards i
the third duty of the librarfan  and 1t 13 & sacred doty  Ths cabloets
contammg them should be in his personal custody It is preferablo
10 have the shell register cabinet in his room ltself Neither the
shelf register cabinet nor (he accesslon register cabinet thookd b0
allowed to be operated upon except in his immediate pressnce

3914 Salation of Difficulties
‘He has als0 10 solve all the puzzles that may arise In classification
and catalogulag, from tmo to tme.

3515 Routime Work
But, et it not be understood that the librarian will have no routind

AR
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todo A cursory scarch In the varlous chapters will bring out guite
llongltrhxo(}ohslnwhhhtboh‘hnﬂanhumukclpdwm
part. Most of the jobs will have to go to him for consideration and
solatlon, when they reach a breaking point due to ono cats? or
ancther Apart from theso contingencics, my experience ks that, In
mediom thed libraries, regular systemate, umavoldable routine of &
definitely repetitive nature takes away more than tweaty hours
of the librarfan s time in & week—this s to say nearly two-thirds
of hn schedukd offichal tme. The following Tliustrative Time
Scheme will throw light on this catimate,

3916 Ihestratire Thne Scheme

Dally I.nwnrdcorr:tpondcnceopmln;(}h)(ll,\u)

Clreulatf and urgent

nfothnrm}m(ih)(l M)

Routins ktters of the Clrealation Section (§ b) (4

ru) Round of visit to the different parts of the

Ebracy (§ h)-

Total 1§ h per day or per week 8 b

Special work on different days of the week
Satwrday  Heavy inward correspondence brought by
forelgn mafl (} h) Perusal and rapad pieking up
of acquaintsnce with now books end perdodicals
(2 h) Sanctioning of indents for statlonery
and forms (}h) 2P M) Scrutiny of the dlartey

of the sections ¢ h) 3 P W) Total 3h
oases in clamification and cats-
loguing 3b) 2 30 r») Total 3h

Mecting of Staff Council or Sectlons af

Staff (§ h) (10 30 AM) Review of tho catalogue

cards of the weok (2h) (11 30A) The ordi-

nary comespoudenco of the week, othor than

Lhoaolthoﬂrmhﬂmﬁwdnn(lh)(lwru)
Sanctjoniag refimd of deposit (3 b) Toml 4h
Wednesday Padnsofbms(m(uu) Routlne
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orders for books and perlodicals (1 h) (42 M)
and custody of sceession cards and sheif
register cards (A b) (S P M) Totl 3Hh

Total for the week 21} b

Thus, the only time that i left for the vital work of meeting
the readers and discusing their book poeds with them s a lttle
Tess than 18§ hours in the week.

3917 Delight of Service

saccumb to the temptation of the red tape and forget his duty to
tho first thres Laws of Library Sclence. So far from augmenting
the time given to routine, ho should &ty to cut it down and give

will be to throw to the wind the official schednte of 40 hours pet
weck and stay on at the personal servics of readers 3 fong a1 phywical
fitness would permut. Even here, what b physical fitness ¥ My
own impression f that the mote the librarian spends hrs time with
the books and the readers, the greater will be his chances for keeping
fit. Lostng onmell in the servics of readers 18 the best form of layar
ing oncs health. Overstaying wnth readems in the library may
look Like & task, untll one geis into the full swing of enthusiasm
for the work. But onct one gets into the swing, the mind will easily
transcend the Umitations of nme Nay it will find Jts delight only
{n one setting, and that 1, the tetung provided by a libracy full of
books and full of readers feelmg fully at homo in the confidenod
that personal help will be fortheoming whenever necessacy

450
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LIBRARY PROFESSION

3921 Fuouctiom of the Section

Io the interest of profemional solldarity In the country and
in tho Interest of the furtherancs of Library technique, It Is necessary
that tha xtaf? of cvery Library should cultivate a sense of professtorat
layalty which would mako them sharo thalr progress and research
with the brother membert of the profession. Although there will
pot be any routine to Justify the formatlon of a Section, a soparate
chapler has been devoted to this subject In order to amphasise this
vital question This subect {s ¢xe to havo files related to it. That
at Jeast Is another jmtifiontion for having a scparuts number and
chapter for this subject.

3923 Aress of Work
Ths files relating to this sobject may be groaped nnder threo
heeds

1 Those that would bring the staff of the library into contact
with the profestion outsklc tho llbcacy they may be sub-
drvidad into thes relating to

2 Profaanonal suocations

2 Vhits by pertom already in the profemion
6 Freth men who want to laam work by observation
or apprenticeshlp and
8 Formal [Brary tratring classes
Those that relatn to geastel movements for {nterdlbrary
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3925 Flhe Numbers
The file pumbery for the above mentroned nins categories may
bo fixed respectively as follows

95212, $5216, 9218
99222, 99226, 99228
99232, 99236, 99238

3926 Life of the Files
These files may bo destroyed ten years after their final dmposal.

3927 Coutact and Besearch

The lbractian should encommage the members of the staff to
take as intimate an interest as pomible in profeasional mattant.
He thould alto endeavour to prevent them from failing into the
sule-of-thamb rut. The mectings of the Staff Councl will give
ample opportunitres to suggest research problems and to strmulkate
the stafl to pursne them. He should also securs adequate pabldty
in professional circlet for the achievements of the members of the
saff with the kading personalites in the profes-
sion in the different countnes of the world should be & regulas
festure of the library The stmosphere among the library staff
should be such that, when a conference fs announced, tho sections
vio with ope another m offeting profesadonal papere. Contributlons
10 professional periodicals should also be & regular featore of the

352
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CORRESPONDENCE SECTION

3531 Placaieg

39311  CueF MALL OF THE DAY
The routine described here relates to the jnward

received by the chief mail fn the day the outward correspondence
to bo sent out at the end of the dey and the faircopying which
fs to feed tho day's despatch of ontward correspondence. In most
of the librares, it will be possible to single out certaln mail hours
s the main ones in this manner In the Madras Unbvensity Library
for example, the heaviest dmward mall for the day Is received at
10 AM while the heaviest outward mall fs despatched xt 6 P M
Hence, most of the Jobs rolating to the Correspondence Section
have 10 bo looked upan as daily jobs.

39312 URrGENT Mamw

However letices are Hkely to come Into & Ubrary at all odd hours.
‘Whilc the leticrs which appenr to be urgent should be registered and
sent to the Sections concerned immedmtely it would be an advantage
to socumulate all other stray letters, to ba dealt with ata partioubar
hoar all together I.nudmﬂzrv«-ly while urgent letters should be
faircopied and & diately jt will bo cond to
aconomytodﬂlwﬂhnﬂthcurd.lmryhamonldlﬂyhxh

39313 Daiy Jass
Thus, sinco the enly immediato jobs of the Correspondencs Saction
will bo those relating to urgent correspondence and sinoo the routine
relating to them will be exactly similar to thw routine relating

of this chapter hns not clasified the jobs into mmediate, houdy
eto cxoept m the amse of & few weekly jobs.

35318 FACTORS IN PLANNING
The distinctive work of the Corrmapondence Sectlon h 1o bo
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LIBRARY ADMINISTRATION

planned with reference to the following lactors

393181 INWARD CORRESPONDENCE

From the point of view of the Correspondence Section, the
Inward correspondence falls into the {ollowing clames

1

2

4

Cotrespondence not falling into divislons 2, 4 6 7 or 8,
which may be referred to a3 General fnward Correspondence
Tndents for books and letters forwarding them, which may be
referred 10 a3 Indents

Proofs, and ponted and bound matersals, and letters forward-
{ng them, which may be referred to as Presy Materials
Lotters refating to tho Chrculation Section, which mmy be
refecred to as Readers Letters

Bills and receipts, and letters forwarding them, which may
bo referred to as Bills and Receipts  and

Letiers addressed or dellversd to the lbrary by mbtaks,
which may be referred 10 as Misdelivered Letters.

393182 OuTwaRD CORRESPONDENCE

From the point of view of ths Correspondence Sectlon, the
cutward correspondonet falls into the following cinsses

1

Letters, packett, etc regardmg which elther

11 0o reply of action can become due, by {ts very natur®

12 0o reply or action m regarded necessary by the sectiom
concerned ot

13 the reply or action expected is ons that ks plated to b0
walched by the sections concermed by a special device, U
the section itaclf such as overdoe notices from the Clrcw
Indon Section, part not-tecerved notices of the
Pabiication Section, payment forwarding letters of o
Actounts Section, printing and binding orders and s0 08
which may be referred 10 as No-Reply Correspondenctd
and w1l be marked *N R” by the sections concerned
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2 Letters, packets, ¢to other than N R, regarding which the
reply or action bs expected within two weeks which may be
referred to as Short Range Correspondence and will be marked
“SR" by the sections concerned. The symbol “S R™ will
bo amplified by the sections concerned by tho date before
which tho reply Is dus, if the period allowed B lesy than
two weeky

3 Letters, packets, cto other than N R, regarding which the
action pected within three months, which may

2

393184 FARCOPYIRG
From the pamt of view of the Correspondenco Section, the
rlals for faircopying fall 1nto the following classes

! Imward correspondence the purport of which falls within
the purview of two or more sections and at the same time
docs not admut of being dealt with by the overseeing section,
which may be referred to as Camposite Letters

2 Dmaft ketterw, of which the number of copies to bo mads 15
not sufflcently great to jostify mechankal deplication, which

may be refetred to as Simple Draft Letters

Draft lettery, of whrch thre number of coples to be mado ks

rufficiently great to jusify mechankal duploation, which

may be referred 10 as Clrewlar Degft Leotters

-~

od, which may be referred to as Unprinted Forms  and
Long lists of books, periodicals, cto, which may bave to bo
enclomures to lefters or which may bo required for office
referenco, which may be referred to as Lists

[

3922 Jeb Analyuis

39321  INwARD CORRESPONDENCE
Tho work of tho Correspondence Section relatiag to inward

i<y
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LIBRARY ADMINISTRATION

correspondence i 1o consist of the following jobs

1

R

521

Sorting the inward correspondence into the claxses eaumer
ated | rule 393181 which may be referred 10 a3 Inward
Correspondence Sorting

Further cassfication of the materfals in each clats, except
class & which may be referred to as Imward Comespondener

Regutermg cach correspondencs In the appeoptiste inward
cotrespondence regitter which may bo referred to s
Registertny

Entermg the date of receipt of reply against the cotrespood-
ing sem In b appropeiate omtward correspondencs
regitier which may be referred 1o as Jmvard Correspondence
Crog Referring

Forwarding tho inward correspondence to tho sections
conottred, Which may be refered to as Inward Correr-
Ppondence Forwerding

Venfymg if the regiter concerned has been propetly
initalled by the person concerned, which may be referred
10 a3 Jmward Correspondence Acknowledgment Verlfying
Preparing the arrear list of inward correspondence, which
may be referred 1o as Arregr Listing end

Talmg the approprate sction about tho misdeliversd
comespondence, which may be referred 10 a3 Mlsdelivered
Correspondence Disposing

39322 OuTwARD CORRESPONDENCE

ThcwmknftheCarmpondmmSmlonrﬂaﬂngmummd
corTespondencs 13 10 comsist of the following jobs

1

Sortmg the outward correspondence into the clasecy et~
merated in rale 393182, which may bo referred to as 0w
ward Correzpondence Sorting

2 Amanging the materials in each clana In the sequenco of the

file number which may be referred to as Owtward Comer
poadence Arranging

31 Entering each cotrespondence in the appeopeiate despatch

oL

register which may be referred to as Despatching
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471

3

431
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52

154

n

75
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Tho work of the

CORRESPONDENCE SECTION 39324

Addr:uinuh:mvdopufaxu:hmdinuﬁnthndn
which may be referred 10 as Addressing

Affixing the stamp (o ths letters and the articles, which
may bo reforred 1o as Postage Stamp Affixing

Posting the postsge amount n the despatch reglsters,
which may bo referred to as Swmp Noting

Forwarding the stamped lotters and artiches to the poit
affiee, which may be referred to as Forwerding to Fast
Offtce

Verifying if the postal recelpt has been duly received n
the case of registered letters and articles, which may be
referred to as Postal Forwarding ¥ erifying
Entering in the delivery book and forwarding the Jotters
and articles by messenger which may be referred to as
Forwording by Messenger

Verifying If the letters and artickes forwarded by ths mes-
scnger have been daly acknowiedged in the detivery book,
which may be referred to ay Deflvery Book Verifying
Entering the date of despatch of reply agalnst the corres-
ponding item in the inward correspondence register which
may be refemed to a8 Owtward Correspondence Cross

Referring

Forwarding the despatched files to the sectrons concerned,
which may be referred to a8 Dezpatched Flies Forwading
Verilying if the despatched files concorned have been duly
acknowlkedged by the sections concerned, which may be
efetred to a9 Despotched Flier Acknowledgrment Verifying
Totalling up the stamp account and posting the dally cumu-
lativo total, which may be referred to as Stamp Totalltng
Bringing the stamp socount book up-to-date, which may
bo refecred to a3 Stmp Accowmting

Preparing the order for stamps, which may be referred to as
Stamp Ordering  and

Recelving the stamps and storing them, which may be
referred to a5 Stanp Recefring

39324 FAmcopYING
Correspondence Section relating to futrcopying

htucomhtul'.bnfollaw{n;wcek]yjoh.



39324 LIPRARY ADMINISTRATION

2
3

Machine Trimming and
Duplicator Trimming

393241 CoMPOSITE LETTERS

The work of the Correspondence Section relating to composite
Jotters is to conmst of the following jobs

1

2

3

Extracting the marked portions, which may bo referred to as

Extracting
Comparmg the extract with the originsl, which may be referred

10 a3 Extrart Comparing and
Forwarding 1t to tho lLbrardan for mgnature, which may
bo referred to es Extract Forwarding

393242 SMPLE DRAFT LETTERS

‘Ths work of the Correspondence Section relating to stmple
draft ketters 1s to conmst of the following jobs

1
2

3

Falr Copying

Comparmg the fawrcopy with the ongnal, which may b
referred to as Faircopy Comparing  and

Forwarding to the librarian for signature which may be
referred to as Faircopy Forwarding

393243 CIRCULAR DRAFT

LETTERS
The work of the Correspondence Section relating to circutar
draft letters is to conmst of the following joba

1
2

3

Stencil Cutting

Comparing the cut stencil with tho onginal, which may
be referred to as Stencl! Comparing

Forwardmg the cut stenoll to the lbradan for sgnatur
which may be referred to as Stenci] Forwardmg

Taking copies from the cut stencal, which may be referred
to 23 Dwplicating
Forwarding tho copses to the despatcher which may b®
referred to as Clradar Letter Coples Forwarding

Filing the used stencil, which may bo referred to as O0f
Steneil Flllng  and
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7 Cleaping tho dupficator which may bo referred to 2 Dupfieator
Cleanixg

393244 Unrrintep Forms
Ths work of the Comrespondemnco Section relating to unprinted
forrm 1s to conslst of the following jobs

Similar to the analysls of 393243 with the following exceptlons
3 Stendl forwarding may not be necessary in all cases.
5 The forms are to be forwarded to the storekeeper or to the
sections eoncerned, instead of to tho despatcher

393245 Lsts

The work of the Section relating to luts is to
comaist of the following jobs

If the lists aro to be typed, the analysis Is nmilar to the analysls

of 193242, If the Hsts are to be mechankally duplicated, the

analyss is similer to the analyss of 393243 with the following

exception
5 The coples of the Hats are not to be sent to the despatcher in
all cases  they may have 10 be sent to the secthons conosmed.

3933 Routioe
39331 InwawD CORRESPONDENCE

39331 1 INWARD €ORREYPONINCE SORTING

As goon as tho mail s recerved from the librarlan, plak oat
eech lstier and examind of it has recstvod tho mgnature of the sender
x0d the stamp of the libeanan, I it has not, put it asids in the
Group of Unstamped Letters.

The Stmmped Letters are to be sorted into the varkous groups
wentioned In rle 39311 namely geoeral correspondence, indents,
pres materials, connter kotters, bills and receipts, and misdelivered
mteriale  and further all fems marked urgent are to bo formed
inio & separate

Suﬂgcmpw;mmmmdum:omhmm
$00T &% e distributo them to the appropriate groups.
SmdLhnUmlgncdlmmmeoSmdminLhnmmlny
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Note The next four routines are fo be first finithed for the
readers’ letters and other correspondence marked wrgent before
they are done for the other gToups

393312 INwaRD CORRESPONDENCE CLASSIFYING

This routine i1 to be done group by growp
As so0n a3 the sorting I3 over pick out each lotter and perte
it rapidly undmhnlu;lnpendlmymfmmthatmyeﬂnmmﬂ
to enclosed papers or to g articles. Examine if the
cmlomxeorthenmmpanykugmmLuthnmcmybc,hu
been duly received and nots tho result in the margin and put your
initrals against it. If thers is any discrepancy investigate the matter
and, 1f unsoived, report the matter to the Worarian, In cass the
Filing Charactenistic of the letter is different from the name of the
correspondent, underline also the word or words roprescnting
the Filing Characteristic.

Again, If the correspondent has not gven the Clars Number
of the Fik as a reference, with the aid of the purport of the ketier
and the clanfied schedule of files, fix the Class Number of the
letter a3 fully as powible and write it in red ink just above the
salutation * Sic ™ or “ Dear Sir” etc ax the case may be

If any letter comsts of loosc sheets, fasten them together by
& pm, Of u tape tag 1f the number of sheets ks greater than three.
As s00m a3 these processes ars over arrange tho letters In each
group in a classtficd seq; ieh d with the Fik
Nombers.

39331.3 Regstermng

It ix conventent 10 have d{fferent registers for registering the geoenal
cotrespondence, indents, press materials, connter Letters amd bills
and recetpts. The symbols for these registers may be takewar 1C O
ICIICP ICGC andICB respectively

Before commencing the Reglstermg Work for the day with any
Register pat the stamp of the current date at the end of the first
veeant line in it.

Pick out esch letter in sequence and make the pecessary entoe?
in the appropriate Inward Correspondence Register Whenevet
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CORRESPONDENCE SECTION 393316

a date bs to bo entered by hand, it s enough if the number of the
dato and moath are entered in eequenco separated by & dot. Fusther
if & Jetter is marked urgent, its entry is to bo mado in red Ink,

As 5000 a3 a Jetter fs registered, put your initlals in soms vacant
place a3 closs to the librarian s stamp as possible.

Swhsidlary Rule of the Madras Unlversity Libeary

The press materials and the bills and receipts sro to be handed
over to the Sectlone concerned, who will reghster them and deal
with the other routines relatmg to them.

3933151 INwarD CORRPIPONDENCE Croas REFERRING
As 1000 23 the Inward Correspondence Registeting s over for
ouch #tem In the register that is in Tespouss to & communication
from the library pick out the appropriste Despatch Reglster
and against the entry of that communication, pot, in the columm
“ Reply received dato” the stamp of the current date.

3933152 INWARD CORREXFONDENCE FORWARDING
Assoon as the Cross Referrmg is over with an Imward Correspond
ence Register send it along with the ketters and their respective
enclosures and sccompanying materials to the Sections concerned

39331521 InwarD CORRESPONDENCE ACKNOWLEDGMENT
VERIFYING
As 3000 13 the Inward Correspondence Register comes back
from tho Sections, verify if each item has recotved the imtial of
the concerned clerk as  token of hs he ing received the mateclak
tramsouctted to hrm If any ftem has not recerved it, investigate
the matter and grt it initialled. If umsolved report to the

3331 6 INWARD CORRESPONDENCE ARREAR LISTING

On tho first Saturday of eech month, a3 goon &3 the Inward
Comraapondence Crom Referring Is over camine each reghier
and prepare 1 et of papers lymg wnatteaded to by the different
Secttons for more than ono month.

A paper is deemed to bo lying unattended to b a Section, if the
colomn * Disposa) date  is left unfilled

Send the list 10 the Sections concerned and gt their explanations,
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The Mt is then to be sent with the explanations to the Hbradan,
through the ssnstant lbrarian,

Further in the tase of entries made in red ink 1 ¢ urgent Hems,
the arrear lsting ¢ to be done every Saturday for all jterns that
have beens Iying unattended to for more than one week:

Pin together all the pages in which the * Disposal date ™ column
has been filled up in all tho lines.

39332 OUTWARD CORRESPONDENCE

39332 1 QuTwARD CORRESPONDENCE SORTING

As s00n us the letters to bo despatched are received from the
lbrarisn along with their respecthve files, pick out eash leticr
and its related fils end examine of It has recerved the sigoaturs of
the fbranan and in case it has enclosures, if they have recerved his
ugnature 1f not, put it ande into the Group of Unsgoed Letters.

The signed letters aloag wath their fiks are to be sorted imio
the yanous groupe mentioned in rule 39312, namely No Reply
Caorrespondence or N R, Short Rangs Cotrespondence of S Ry
and Long Range Correspondence or LR Send the group of ue-
signed letters to the lbraran  As soon as they are received from
him duly signed, distribute them to the appropriato groups

393322 OuTwarD CORRESPONDENCE ARRANGING

Noto  This routme is to be done group by group

As 5008 13 tho sorting s over pick out ench Letter and its assocat
ed filo and pertso 1t rapsdly If there s any roference to enclosures,
pick qut tho enclosure and pin 1t with the ktter or fasten It wih
a tag if the total pumber of theets excreds three. Also examind
if the File Number tho Outside Reference Number and the Subjeet
are properly mentioned 1n appropriate places. If thero s any Sefect,
get it rectrfled with the aid of the Head of thy Section concerned
As coon a3 theso processes are over armnge the lettery together
with their related fils t cach group in & clasified sequenes, 10
1n the sequence of the file numbers

39332 31 DESPATCHING
Note nummie-mhmawm:mmfwwm
the NR commespood the SR cor and the LR
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CORRESPONDENCE SECTION 3933232

mrupondmmmnnvbabfwwmmmmybemkmm
NRD SRD and LRD respectirely

Before commencing the despatching work of the day with a
Despatch Register put the stamp of the current dato at the end
of the first yacant line i {t. Pxck out each letter in sequence and
nake the necessary entnes in tho appropeats Despatch Register
f what is desparched i3 a packet, enter the word “Packet in the
“remarks column  Whenever a date Is to bo entered by hand, it is
oough if the numbere of the date and the month ate entered in
requenco and separated by a dot

As 5000 as tha letter is despatched, put the stamp of the cucrent
date In the appropriate placo in the fatrcopy as well as in tho offico
copy which thonld be pmned to the related file.

As so0n 0 the stamping is over put the falrcopy in the proper
order In the Deypatched Fatreopy Tray and the related fllo in the
Dexpatched Flle Tray

39132.32 Aporessing
As 5001 &3 the Despatching Work i over plok out each letter
and pck out a cover of suktable sire to hold the correspondence
and write tho correct address on the cover The sddress may
bo found in the fuircopy If however it is not fully given there, it
may hxve to be taken from tho Inward Correspondence from ths
Party which will be found in tho rolated flle, or from the “ Address
book ™ in the caso of parties to whom letters emansto from the
Hbrary frequently or by gotting the infocmation from the Head
of th Section concemed. If the kotter 1s to go by Registered Post,
write “Registaed”™ at tho top of the cover 1If it is to be Insured,
writo at the top “ Ingured for Ra (Put in the correct figure
after the word “Rs™) and prepers the Acknowledgment Slip
Put your initials at tho keft hand bottom corner of the cover, Write
the class numbers of the fikes of the ketters to be put into a cover
at the left hand top corner of the cover Then, insert the corres-
po;:?cm:inthﬁmr and pat it In tho Addressed Tray
two or more ketters are to bo st to the same addressce,

] of them In oae cover Pt
I any matecial is to accompany the ktter get tho mateclal properly
packed and addrossed. At the top of the address siip of the sccom-
peuymg material, put the appropaate phrese, such s, “Book post™
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“ Packet post ™ “ Registered post ™ or  Regutered packet post
Insured for R3 " efc as the caso may bo Plrce afl such
accompanying astices in proper sequence by the xide of the sddress-
od tray
39332 41 STy Arroaro

As z00n a3 the addressing b over 1n the case of all the corre-
pondenco of the day pkk out each letter and packet one by one
and deal with 1t as follows

1 5t is to be sent by Post, affix the necessary and sufficient postage
stamp weighmg the letter or article a3 the case may be, whenerer
necessary and put it in the Stamped Trap

39332 411 Srame NoTivg

As ¢oon a3 the stamp 13 affixed on letters and peckets, enter
the stamp amount m the “Stamp ™ column of the Despatch Register
in tho case of each letter or articls, a3 the caso may be Iylng In
the Stamped Tray 1If a letter or packet 13 to be sent by Reghatered
Post, enter 1ty weght in its “remarks® column. 1f a Posst
Acknowledgment s due add in the “remarks” column ths word
“AD

Subsidiary Rule of the Madras University Librery
For all piscey within our commonweslth, wte satvice samps
and for ali places outside our commonwealth, use ordipary stamps.
Care must be taken to enter the stamp amount in the appropcat?
columa—private tamp column or service stamp column, ss the
case may be.

39332 42 FomwAxpING TO Post Orrres
As 500 a8 the Postage Stump Noting Process is over sort 1be
Fetters and packets into two groaps a1 Ordinary Post and Reghtered
Pow and put them mto appropriaie bags.
Send them to the Post Office through the poot, giving him the
necessary inmtrections. Nate down in the Tromswisdon Regiser
the timo at which be 15 started and tako his injtmals

Subsidiary ruke of the Madrar Unlversity Libeary
Al reghtered ktters and articks aro io reach the Post OfBor
before 4 P W Hence, they hould bé dealt with first.
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CORRESPONDENCE SECTION 39332.51

39332 421  PostaL FoRmARDING ¥ ERIFYING

At s00n a3 the peon returns from the Post Office, noto down
his time of return fu the Transmisnon Register colket from him
the Postal Recelpts for all registered ketters and articles and atach
them to the appropeiats files or 1f there b no file, forward them
10 the Scctions concerned. If the Postal Receipt is not recelved,
pet it properly sctthed.

If his return s unduly Iate, Inform the Head of the Section in
charge of the peons.

39332 43 ForwaArDDNG By MessenoER

I & ketter or packet is not to be posted, but 1 to be sent through
a messenger make the necessary entries in the Delrvery Book.
If necessary and cafled for write om the cover the words “ Ths
bearer waits for reply” If the cover contains any money or any
other valuable, note that also at the top of the cover Put all such
Iatters gnd articles 1 the Messenger Forwarding Bag. As soon as s
sufficient aumber of letters have accumulated in the Messenger
Forwardmg Bag, start the meseenger handing over to him ths
Bag coatainlng the letters end artickes and the Delivery Book
and giving Him the necessary instroctions,

If any valuablo 13 to be sent by & messenger note it [n the Transe
mimlon Register and take bis inrtlalt Note down also the time
at which the mestenger 13 started.

39332 431 Detrvery Boox Vemrryiva
As soon as the messchiger rofurny, note down the time of his
return m the Transmission Register Examine the Delfwery Book
and verify if it has recerved the futals or signature of the respective
addresses or thelr agents. If thers i3 any discrepancy bring It to
the notice of the Ibraran. If his return 15 enreasonably late, report
10 the Head of the Section in charge of the peona.

3933251 OUTWARD CORXESPONDEMCE Cirosy REFERRING
At the end of the day or carlrer if an opportonity presents itvelf
for each item, entered in the Despatch Register which #1 In response
to an tmward cofrespondence, and for each Fils which het come
from the Obrarman with the remark “ fils™ take out the appropoate
Taward Correspondencs Register and pot the siamp of the curcent
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date in the approprinte column against the entry of the corresponding
inward correspondence
If the outward correspondence 1 & reminder trace out in the
Despatch Reglster the eatry of the stem for which ft is a remlioder
and put the stamp of the current date m the “ Reply recetved date ”
colymn Al the flles whose work has besn properly rounded off,
are 10 be placed mn tho Distribution Tray

Pin togeiher all the pages m wiuch the  Reply recoived date ™
column has been filled up m all the lines,

39332 52 DBSPATCHED Filis FORWARDING
As ono of the first 1tems cach day pick out all the files Iylng
in the Dntribution Tray snd send them to the respective Sections
along with the Despatch Reguster

39332 571 DesPATCHED FILE ACKNOWLEDGMENT VERIFYING

A3 s00n as the Despatch Regrster comes back, venly Uf the Hesd
of the conoerned Section has put his inthab agarpat the appeoprizte
enines 1 token of his ha ing recerved the Despatched Fller. If
Bwot get the matter set right by speaking to the Heed of the
Section

39332 7 STANe TOTALLING
As one of the first stoms cach day total up the fAgures in the
Poatage Stamp Columns of the Despatch Reprsters far the preceding
day and enter also the cumulstnve total for the week. Tho days
total 13 1o be entered at ths last fine of the “ cumnlative tofal”
column and the cumulatrve total for the week 1n the Line below it
the w0 figures being separxted by a smple horizonte! d lne.

3933 71 STAMP ACCOUNTING

Ay one of the fin 11ems of work on the first day of the week
ciose the weekly tofal columns for the Stamp Amount m the Dey
patch Repsters Put two horzontal red bnes below the cumnlative
tomt of the week Then All up tho Stamp Account Reglster and
$¢01f tho total valus of the Stamps on Hand agrees with the balanco
that should be on hand. If there 1 any discrepancy nvestipats
the matter aod report to the ibrarinn aad take such other sction
as may be necessary to get it set nght.



CORREIPONDENCE SECTION 393143

3933275 Staxe OxpRmvg

On the sppointed day of the week in which the Stamp on Hand
goes below the munimum prescribed, find out from the different
Scctbons If any Sectfon anticipates any abnormal consumption
of Postage Stamps in the week. In the light of the Information
recerved, preparo the Indent for Postage Stamps. After peiting
the sanction of the librarian, prepare an Order for the Stamp and
xnd it to the Treasury with the necessary cash obtained from
ths cashicr The amount and the time ere to be written in the
Tramsmisston Register and the ishials of the peon going to the
Treasury to purchags the stamps aro to bo got in it

39332 76  STAMP RECEIVING

As soon as the Stamps are reeelved from the Treasury eoter
tho time of return of tho peon in the Transmission Reglster and
cheek the Stamps with the bill and tho order If thers s any dis-
arpancy investigate the matter and have it set right. Write the

necerary certificato on the bill and send it to the Accounts Section.
DinﬂhutnthnmmpuimndnmpmﬂalnﬂmSumpBox.h
will facilitate the daily and weekly Stamp Verification Work and
otherwise make the work sysicmatio and tidy if the stamp theets
are cut into pleces, cach having a definite number of stamps to
the valoo af, gay 25 50 nayo paise, cto according to convenkencs,
before they are deposited in the Stamp Box. The Stamp Box is
10 bo 50 derigned a3 to have exactly fitting compartments for easch
denamination of stamp  If the peon does not return within & reason-
able time inform the Head of the Section m charge of the peons.

39334 FAIRCOPYING

393342 Macewg TanodmNo
On the appolnted day each week, examine the typowntmg mac
hine. Clean it rapndly If the ribbon requires changing, changn It
If any part requires offing, have it ofld. Do overy other thing
neoerary fo get the mechine in an effictent working condition.

393343 Durircator TROMMNG

Onthnlppcdrrtaddlycwhwcr.k.mmlnedndnplumrmmﬂém
Clean it rapidly If any part requires ofling, have it olled, Do
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393343 LIARARY ADMINISTRATION

every other thing necessary to get the machine in an effickont working
coudition.

393341 CoumposiTE LETTERS

393341 1 ExTRACTING
Az earty a3 ponible in the day type out tho porton marked
out to be extracted from the composito letters by the different
Sections, The stylo of typing the extmct shoukd bo az foliows

Onutsbde reference N dated
Library refevence N dated
Extracted from letter N dated from
fledin fls N on (date}
[Extract]
{True extract)
Librarian

393341 2 Extract COMPAMING
Compare the Extract Copy with the Orignat and put your insthl
and dato nexr the word ** Libraran »

393341 3 Extract FOxRwARDING
As 1001 &8 the comparmg 13 over send the Extract Copy with the
Ougmal to the lbranan for sgnature
Note  'When 1t comes back from the Lbrarian with his signatore,
deat with 1t mx sf 1t were an Inward Correspondence

393342 SiMPLE DRAFT LETTERS

393342 1 Famcoryivg

Before the fa esch draft lefter
carefully Sausfy yourself in partreular if it has received the mutlals
of the libracas and if the Fik Number the Outsde Referenco
Number and the Subject are properly mentioned in approprate
places. Examume aiso sf the Despatch Instroction regarding 1he
class of the correspondence 15 N R, SR and L R hus been fornish-
d by the Section concerned. If any of these things 1 not in order
get it set night by the Section concerned,
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CORREIPONDENCE SECTIOR 393343 6

As soon ns 2 draft Ietter is found to be fn order take the specified
pumber of copaes in letter head of suitable size. If & draft letter
exceds the Largest sl letter head, wse blank sheets of paper as
conthuation sheets. If there Is any emclomure to be fatrcopied,
have it done. At the bottom of the leiter type your Initials and
the date g2 well o1 the symbol N R, SR or LR as the case may be,
indicating the Despatch Register to which the ketter relates.

3933422 Famcory CoMPARING
Similer to 3933412

393342.3 FamCOPY FORWARDING
Similar to 393341.3

393343 CIRCULAR DRAFT LETTERS

393343 1 StENCiL CUTTING
Simflar to 393342 1 except that at the bottom line tho number
of copaes to bo taken should be indicated before ths nitials of the
typist,

3933432 Cur STENCIL COMPARING
Similar to 393341.2

393343.3  Cur STENCIL FORWARDING
Similar to 3933413

393343 4 DurnicaTiNG
As 3000 a3 the Cut Stencll comes back from the librartan with
his signature, tako out the specified number of copkes, as shown
in the bottom most line before tho inittaks of the typlst.

3931435 ComcuLax LeTTER CorEs FoxwARDING
As £00n &3 the specificd number of copies are taken, sad them
to the despatcher along with the original filex.

393343 6 Cut STencn. Fiuva
A3 $00n as the coples and the rolated flles are forwarded to
the despatcher take out the Cat Stencll from the duplicator machine
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and file it In the appropnate clasified seqoence according to the
File Number along with the carlier cut ®encils for future we

if necenxry

393343 7 DurLicAToR CLEANING
As soon as the cut stencil 13 Sled away clean the dupliestoc
$0 that it may be fit for use on the next ocoesion.

3934 Flimination of Weste

39341 ORGANISATION

If the tuenover 1 the section demands the assigament of several
members to 5t the first dnvasion of functions among the stxff may
be mto | Fawcopymg and 2 Registering and despatching.

When the work groms stdl more, {further specualisatron may
have to be by the correspondence of gronps of sections of the
Library the sections of the hbrary bemng divided mto convenlent
groups for thu purpore

39347 HEAD OF THE SECTION

The Head of the Scction should do the preliminary sortng
of the ward and outward correspondence. He should seo that
tho greatext cconomy posssble 1s effected 10 despatch work That
ntowy he should see that ll the correspondencs to one partienlar
wdividual or party ase despatched 1n one cover  He should personal-
ly s¢e to the handing over of the correspondence to the poon who
§0ocs 1o the post office  He should also venify the total of the stamp
account Whereves private stamps snd not servico stamps, AT
uted, he xhould personally verify the correctness of the stampé
affixed

He shouid seo thut the tme schemo s rigorously maintawod
In parucular fie should seo that the mward correspondence seachss
the Heads of the Sections concerned at the scheduled tima and
that all letiers rece ved for despatch in the day are finkhed before
the clow of the day Ho shoukl also seo that ail the despatched
fibes are mantuned s thetr proper sequonce and handed gver 10
the Heads of ihe Sections concerned early on tho next day He
shiould sor that the cross referenco work b done without any omiv
shon.
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39348 Diary

The section may have to maintain one diary on a dally basis.
Its Feadings are to be as follows

n
12
13
14

15
21

erpiBl muns

w
2o

g

Numb of Ietters recchved.

Numb of materials sccompanying ktters received.
Numb of extracts prepared from letters.

Numb of cases in wich materials, that should have sccom-
panied, did not accompany

Numb of wrongly delivered Jetters or rhals &t d of
Numburlﬂmmdmuudapan:h:dbyotdlmrypoa.
Numb of letters and articks despatched by messenger
Numb of letters and articles despatched by registered post.
Total number of letrers and articles despatched.

Numb of entries made in all the despatch registers mken

together.

Numb of entrres mado m ths No Reply Despatch register
Numb of entries made in the Short Range Despatch repister
Nuomb of cotries made in the Long Range Despatch register
Numb of ordinary Ietters faircopied.

Numb of arenlar letters stencilled.

Numb of forms stencilled.

Numb of listy faurcopled.

Total amonnt of stamps spent.

Amount of tervice stamps spent,

Amotnt of pervate stamps spent.

3935 Correlatton Table

From itx very natare the wark of thm section is related to those
of all the other sections. In fact, this section has hardly any In-
dependent work, 1o except m relation 1o other sections. Hence,
oo Correlation Tablo s necessary

3936 IMustrative Thwe Scheme

DAy Joss
The routines relating to 1nward correspondence, in the
order n which they are mentioned in the jobs analyws
pact and the routine part.
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293252  Despaiched files forwarding
3532521 (11 30 A Circulation Section end (12 noon) other
sections  Despat

(1 ry)

39334 All tho dally routines relating to ontward cotrespond-
mmtmmnkmdymmmomdamwm
they ate mndmbdinthc}obmﬂyﬂ:pmnmdzba
zouting part (4 30 * ¥)

WEEKLY JOBS

Saturday
99332 71 Stamp sccounting
393342  Machine trimmng
39334 3 Dopleator tomousg
3934 6 Urgmtmwdwnupmdmﬁb arroar Hating.
It may bo sdded that
Hmmwdmﬂwmm"wbo@nmdons.mdm
nmkmmzmpsawmhmwutywdmmmmmdmmm
wmormmuusmxmwmmmwmdwww

¥+
Mmylsttmofmtm!mcdcmmnhmcwbetypcmeuudlﬂ
Otdcrmplm,nndhbmrymmmmeepemwinh;wmbawwd
on Wednewdays
Hmyfotdmmlﬂmﬂhzwtobaduguwhﬁlonﬁutﬂlﬂ-

MONTHLY JOBS
First Saturdavs 99331 6 mwudmaponmmmlbﬁn&
hmymmmmbmmwwmwmmnw
oo the Saturdsy and Sunday preceding the tast Tuerday

1937 Forms and Registers
1t may be stated at the outset that the Tollowhag atyke of priotis
tho Ietter beads 1 evonomcal

From
Cont of \ To The Licadan,
i (Statéon)



CORRESFONDENCE 3ECTION 936

1n reply pleass quote N dated
Thhs refers to your N dated

Subject

The same style is to be edopted abo to routlne letter forms,
whose text is printed or steneilied.

The matter Is to be parallel to the longer edge in the case of
cards and quarto sizes and paralkel to the shorter edge in the case
of folio sze,

Sir

€993  Card letter head.
C9918 Small enveiope

5993 Follo letter heod.

The fallowing are to be the mrward correypondence registers
§99311  ICG ox Inward correspondence (General).

S99312  ICI or Indents regider

599316 [CC or Inward correspondence (Cownter)

and any other further modifications of these us may be warranted
by the turnover in the library
The specification for the registers ICG and 1CC 1 a3 follows
Printed. 10 powunt type. 21 1b prnting paper White. Bound.
30 lincs. Falio pagination.
The column headings are to be as follows
Laft shde
Line N (1.5 cm) Outslde N (2.5 om) Ounide dats (2.5 cm)
I;F-h!’:g:mmisﬂoorpurponajun) Coerespondent (7.5 cm)
I8!

Lino N (1.5cm) Clas N (25 cm) Dato reference to despatch
Togiter (15 cm) Iutials (15 cm) Final disposal (6.5 om)
to be mb-divided a5 Date (25 cm) Nature (4 cm) If defeared,
dispowl due date (1S cm) Interim disposal (15 cm) to be
sub-divided as Nature (2.5 am), Date (1.5 cm) Romarks.

The specification for $99312 Indentxs Register Is to bo as follows

Ponted. 10 potnt typs. 21 1b pnnting paper White. Bound.

rma
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20 lines Follo papmation.

The columa headings are (o be a3 follows
Left side

Line N (1.5 cm) Ontslds N (1§ cm) Outside date (1.5 cm)
Date of receipt (2.5 cm) Class N (25 cm)  Inftiels (1.5 em)
Carding date (1.5 cm) Prelinunsry checking date (1.5 o)
N of stems (1 5 om) Estimated cost (25 cm) Transmisdon
fot sanction date (2.5 cm) Sanction recedpt date (2.5 cm)
Right side

Tace N (15 cm) Quotations cofling date (15 cm) Quota
tions receivmng date (15 ¢m) Final checkng date (1.5 ean)
Drate of order (5 cm) to be sub-drvded as Fimst (1 5 cw), Second
(15 om) Thued (15 cm) and Final (15 cm)  Supply daee (2.5
) to be sb-diided as Fint (1 5 cm) and Final (1.5 om)
Supply dus dats (1 $cen)  Final disposal dats (1.5 i) Remarks.

The folowmg are to be the outward correspondence registers

B99321  NRD or No replv despatck register

§99322  SRD ov Short range deapatch register

599323 LRD ot Long range despatch register wnd any other
further modsiications of theae as may be warranted by the turno-
ver mn the Library

The outwsrd correspondence regittenn of the section are (o
have the followmg spectfication

Prnted 10 pomnt type 2! b printing paper White. Bound.
30 lnes Folo pagmation

The column headmgs of the reguters sro to be ay follows
Left side

Line N (15 cm) Private stamp {4 cm) to bo sab-drvded 83
Each Ytem (2 cm) DCT-—(meamng  dudy comolatve toial™—
{2 cm) and each sub-heading fo be sub-dividod into R nP
Service stamp {4 cm) to be wb-divided as DCT (2 cm) and Each
Item (2 cm) and each sub-headmg to be m:b-divided as Rs nP
Comntry if forewgn (2.5 em)  Fihng churacternstio or purport (7.5 om)
Right side

Line N (15 co) Addremses (75 em) Clas N (23 om)
Date of reccfpt of e 1 the section (15 cm)  Initialy (1.5 cm)
Reply due dato (1 Sem)  Reply receipt date (2.5 cm) Remarks



CORRESPONDENCE SCCTION 3938

59936 Stamp account register Printed. 10 point type. Ledger
paper White. Bound. 20 lines.

The text sbove the column headings isto be“  Library Stamp
Account for (month) (rear)™

The fist column heading s “ Details ™ (15 cm) there should
be five other column headings at the rats of ons for the date of each
of the stamp account closing days of the month. They are, for
exampls, Saturdays in the Madras University Library Each
of these five columes i3 to be sub-divided Into four colomns equally
spaced. The heading for the first colomn Is “ N " whach stands
Jor the number of stamps on hand. The other three columns
are to be headed “ Ra nP™

The row headings are to be a3 follows

Oponmg balanes By purchase Total Weeks we Closung
balance  Stock in hand 3 nP SnP 10aP 15aP 20 nP
25nP S0nP Rsl dco -

3938 Flles
As this section has no correspondence of 1ts own, {t has no flles
10 keep, excopt the flles relating to “99391 Outward enquirics ™
and “99392 Inward enquires” for which the detalls are similar
to tho correspondenco files In the other sections,
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3941  Miaterials to be Printed

The arguments agatnst the printed catalogoe have been et forth
tn my Five lawr of library scfemeet® and Clasified catalogue
code 7 If it u remembered that the pest of & printed catalogne
is being successfolly elumnated by the lbrary profemion, it
can bo realised that there u very hitle printing to be done
in s libzary The only thangs to be pristed are the fooms
and the vepsters It is best that the Hbrary gets them dono by
the prmter appointed by the Central Exccutive, withont wasing
any timo and catrgy over the selection of printers and tho settle-
ment of rater.

3%4°  Co-operative Litweary Sopplies

Perhaps, & more economeat plan will be for all the librarkr
in the country to sgree to get ther forms and registees mads and
supplied by e central agency official or non-officul. Such a fsrge
seale production would enxure onmnonahmd,dmpﬂﬁﬂd"d
standardiaed pracuce leading to nstional economy and, on the
other 11 may be cheaper as well, for individoal hbraries. Bt I
wonder how long 1t would take for Indis to get to that stags of
co-aperatve kibracy rupplica. At present, the only alternative evail
abie » tho former one

IM3  Perdodicity
The prmung work 10 be dont 1 to be ascertained from the
Stores Section. Ths two Sectrons thould co-operate with each
other fully nud try 1o reduce the number of occasions for peint
mg to the minmmum possiblo—onct 1n a year ks the kieal to be
oimed at.

3944 Prelimioary to Order
Befoe printing @ fresh atock of forms and registers, the Printiog
Section should get a certificate from the Stores Section that
the forrms snd registers have been discwased with the Sectiom

576
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concerned and the Staff Coundl and that tho necessary amend
ments and alterations have been made. They should also verify
1f the pecessary sanctlon of the libearfan has been obtained by
1ht Stares Sectlon for the printing as well as the number of copies
detired to be printed. Then the cost of prinung s to be
estimated and It should bo verified, whether it is within the budpst
allotment.

3945 Priating Order

When all thess conditions are satisfied, the printing ordor may
be drafted and sent to the librarian for approval and signature and
then to the Commespondence Section for falreopying and despatch
in tho usual way The office copy should contaln a certificato that
the cost of the order s within the budget allotment. Whenover
possible & specimen printed form may be sent. Otherwse, detafled
Instructions should bo gaven in the order about the format, the type,
the rolings, eto. Remember that the number of the form Is to be
prmted at the kft hand bottom corner

3546 Stationery Indent

The indent for the required stationery should bo mads on the
weekly Indents day

3547 Register

The printmg work {3 1o bo controlled and regulated by means
o(tthrbubq Register Its specification 1 as follows

8994  Printing reguter Manuscript. 21 Ib printing paper White,
Stltched. Folro pagtnation. 30 fines per page. The column headings
are to be ax foflows
Serlal N (S cm) Name of form of register (4 om) Form
Tomber (5 @m) Quantiy (1.5 cm) Ls mithls (5 cm)
Date of order (2.5 cm) Dato of recempt of proof (1.5 cm)
Duto of despatch of proof (2.5 cm) Dato of receipt of revised
peoof (1.5 am)  Dat of wirike order (2.5 cm) L inltlals (3
cm)  Date of receipt of supply (2.5 cm) Dato of tramminion
10 the stores sectlon (2.5 cm)  Imitials of head of stores section
(5 om) Dato of recelpt of hill (2.5 cm) Dute of passing (2.5

cm)  Amomnt (25 cm) Initlals of the head of the section
(3 cm)
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3548 Flles
The files of the scction are to have 994 for the class nomber
and the name of the form, In the case of specific forms and the name
of the correspondent in the case of general files, for the Filing
Charactersstio.
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BINDING SECTION
3951 Plamieg

39511 CoNTRACT
It 1s & matter of policy whether a Hbrary should have its own
bindery or whether it should get its volumes bound by outsiders on
contract, I feel that few Indinn libraries of today have reached the
poaition when they can manago a bindery While owning a bindery
will add greatly to convenience, a lbrary can think of it only at a
moch later stage, e after it has orpanised Jtself along other Ures
s0 a3 to mukn the servico to the publio prompt and efficent. I
believe 1t will take some years for our Sbeanes 10 reach that stage,

39512 DETAILED SPECIFICATION

Henoe, I have drafted this chapter on the assumption that the
binding i to be done by outsiders. But a word of warning may
be given. Unlike printing, binding s & very vital affair for the
Iibrary Henoe, it must have & voice in all matters connected with
the bnders, The standard of binding in Indis appears to bo very
poor at present. I found that reinforcod libwary binding was quito
unknown in Madms thirty years ago Even snch thingy as split
bourds, and French jolnts were absolutely unknown to the binding
trede. We could not even get the necessary materials in the local

bnding. Durlng World War IT, what had been gained has been Tost.
‘Wo aro still In a bad position.

Henee, it is necessary that the most detalled specification for

implications of the varions terms in the specification, before they
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quote, This preiminary telk will save 2 good deal of mbsunder
standing and dificuity at Ister stnges. Untike what was suggeated
sbout the appolntment of printers, the Hbrary should taks the ksd
and thould be given the primary voses in the appolatment of binders.

Tt may be stated here that it 1 not the purposs of this manual
10 go imto the details of library binding, to discuss the merlts and
demerits of the warous styles of forwarding sod finishing, or to
exsrauns the kind of covermyg materials that will satily the demarnds
of the hard uso of & Hiwsry volume on the one hand and of econo~
soy-~ultimate soonoty-—on the other  For such detalls ono shouid
refer 1o the books on library bindmg ™

39513 MEnNDING WORK
Even though 1t may bo prematuro for many of the Indian Libranes
to have their own bindery ) think at least & fow libraries can provids
for s mendmg dopariment and s iolmg department. A sitch
m ume ssves nme The Crrealation Section and the Maintensnet
Scction can peck out volumes from tme to time which requlre &
Hutlo repasr If the repair can be done then and thexe, the hfe of
the tondmg and hence of the book can perhape be prolonged to &
romaskable extent In pracuce, the abeence of the mending depont

ment derves the volumes (0 an ontimely cnd.

39514 TooLING CaLL NuMBER
If the Libekry equips itself with the tooling implements and
one oT two membin of the sl aequirs the necesury kill, the alt
numbers can be strught away tocled on tho back apd tho bother
of affung the tags, writing on them and replacing them from tie
to tme will be saved

39515 BmND AFTER ACCESSIONING

Another matier of polcy 18 whether a book shonld be sent 10
the binder after the publuher s case i worn-out or oven At
beginnmg, before 1t 18 released for mmoulation. Pertonally 1 ao
of the opuman tha the Ufe of a book will be conswderabily kngtheoed
if the Intter course 1s ndopted. In any case books in paper covert
should not be relensed for use before bewng bound,

Tt will be very ddficnlt to decide to what degree the publisher s
eas0 should be worn-ouw before the book is sent to the binder

Fi1]
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Ja actual practice various considerations will prevail, so that the
book i not withdeawn from circulation until the exposed back
also i very much damaged.

39516 Books witH PoOR PAPER

At the same time, I do not think that every book will deserve the
costly library binding. In the caso of books of passing interest, parti-
cularly ordinary fiction in puhlic bearies and severnl of the Indlan
books, which are prmicd on very bad peper it may bo cheaper
to buy additional copies than to have them bound in the library
style. Further the paper is likely to perish very rapidly Hence,
there 1 no point in making the binding extra strong in their cases.

39517 Buy BOOKS IN SHEETS
If the policy of the [ibrary bs to have all the worthwhila books
bound before circnlation, it will be moro economical to buy the
books in sheets, i e uncased. The librery will thos bo saving the
cout of the publiher’s case.

39518 FACTORS IN PLANNING
The ditinctive work of the binding section is to bo planmed
with reference to the following factors

Standing bindecs
Volumes for binding
Bound vofumes
Carrectioms

oL AW~

Mending  and
Bils.

3952 Job Analysis

39521 STANDING BINDERS
39521.8 The work of the Binding Section relating to standing
binders s to conaist of the following annual jobs

1 Tender Calling
2 Tender Tobulating and

3 Tabulating the terms offered by the different binders and
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fixing the standiog binder or bunders, which may be referred
to as Standing Binder Appointing

39522 VOLUMES FOR BINDING
395226 The work of the Bending Section relating to the volumes
for inding i to consin of the following monthly jobs

1 Tallylng the volumes with the binding alips and srrenging
them, which may be refered to as Tallying

2 Scrutiusing the volumes from the pofnt of view of thelr
bindimg peculanies and preporing them, which may bo
referred to as Preparing

3 Tramsmuttmg the Kndmg abps to the Correspondencs Section
for farcopying, which may be referred to as Slips Transmitting

4 Correcting the typed sheets and notng down the pature of
the covermg matenaly, which may be referred to ay Lit
Correctng

5 Tranmmurtng the volumes to the binder which may be refereed
to as Volumes Tronsmitting  and

& Tranumtting copies af the hata to the other sections, which
may be referred to as List Tromswitting

35523 Bounp VoruMEs
39523 6 The work of the Bmdmg Section relating to the boud
volumes is to consist of the follow mg monthly jobs

I Tallying the bound volumes retumed by the binder with
the order st which may be referred (o as Tallying

2 Verifying the correctness of the tookng on the bound velumes,
whach may be referred to aa Toohag Verifying

4 Collating  and

§ Tranummumg the checked fiar to the Mamiesance Sectia
whuch may be referred to ar Chvecked List Transmitting

39524 CorRECTION
39524 6 The work of the Binding Section relating to correction
Ix to conum of the following monthly jobs

1 Duocmsing with the ibranan the defects fornd in examining

proy
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the bound volumes, which may be referred to as Comsulideg
23 Transmitting the sfips for the volumes requiring cotrection
10 the Correspondence Section, which may be referred to
as Correction Slips Trausmirting
24 Correcting the fist recetved from the Correspondencs Section,
which mmy be referred to as Correction List Correciing
Transmstting the volumes to the binder for correction, which
may bo referred to &3 Correction Volumwes Tronsmitsing
28 ‘Transmitimg copks of the correction list to the other sections,
which may be refared to as Comrection List Troumitting
Corrected b olwnes Tallying
Correction Verlfying and
Checked Correction List Tranmmitting

[

sR=

39525 MENDING
The job analyms for mending B similar to that for binding.

39527 BiLis

39527 6 The work of the Binding Section relating to bills {3y
to comlst of the following moathly jobs

1 Tallying the bill with the checked order copy which may
be refarred to as Tallying

2 Verifylng the description of the volume found jn the hill,
which may be referred to as Data Ver(fy

3 Yerlfying the amount clatmed in the bill for each volume,
which mxy bo referred to as Rate Ver{fring

Pamng the bill for payment after the necessary certification

which may bo referred to as Bifl Perring and

Transmlitting the volumes, for which the bill has been passed,

to the ahelf secthon for thelving, which may be referred to as

Bound Volumes Tranomitting

3953 Roatine
39531 STANDING BINDERS

39531:8  Amsual
‘The routine d with the Appoin

of Standing Bunders
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ia similar 10 those grven under * 231 Siandhing Vendon™
39532 VOLUMES FOR BINDING

39532 6  Monshly jobs

39532 61 Tasrvive
On the sppointed day of the month, a1 yoon s the Binding Stips
of the volumes set apart for binding arrive from the Technical
Section, tally the Binding Slips with the volumes. The Bindmg
Slips will have indication of the Htemy which require to be tooled
on the beck of the volums. Scrutmise them owrefully and cacry
out any correcrons that may be called for Verify in particulsr
the correctness of the spelimg and of the call numbers. I these
are 100 many casual pusiakes or if thers i any fundamental error
in prmciple, discuss them with the Techmical Section so that such
mistakes may not recur i {uture

39532 62 Prpaming
As 300n a3 the tallyng I over examune each volume carcfully
and seo 1f they have any defects, In particular look for the following

1 Is the pagination contmuoos ?

1 Arc the advertuements incinded m the pagination? Ace
they to be retmned ? Or can they be discarded ?

3 Are the cover theets of the different dsvoes included in the
pagnavon 7 Are they to be setained ? Or can they be
discarded 7

4 Isthere a separate title page and consents page for the volume?
Or i 1t meceseary to rotawn the title pages and the conieats
page of the mdividus! frsues ?

5 s there any Book Supplkment or Penodical Supplement ?
It w0 do the Supplements have thelr own pagmation?
Are the Suppl to be Jy bound as
vohumes ? Or are thoy to bo bound with the main volame 1

6 U there be more than one pagnation in eoch number
astemble the sheets m the proper sequence in enth sequencd
of pegmauon

7 Sce if any pages are missing

ad
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8 Seo if there are any plates or fokled maps If there are,
write (he nocessary special instruciions in the Binding Sip
within brackets

9 Examine if the style of binding and toalmg indicated in the
Binding Ships are in conformity with tho treatment given
10 the other volumes of the set, m the caso of multivolumed
books and periodical publications, If there 15 any discre-
pancy discuss the matter with the Technical Section and the
Malntenance Section. If an agreement ¢an ot be arrived at,
take it to the librarian for his decision and

10 Examine If there s any Binding Instructlon given In tho
volume by the publisher himself If it differs from what is
given o the Binding Slip discuss It with the lbrarian.

3953263  SLIPS TRANWITTING

As so0n a3 the proparing job s over arrange the Bindmg Slips
in the Trammusson Box in the proper clasified sequence. It
may add to comvenknos if the books, pamphlets and periodical
publcations are arrenged in three distinet groeps and tho slips
also are arranged in parallel groups, Then, send the Transmission
Box to tho Correspondence Section for fafrcopymg, on the appolnted
day of the month. Ask for four copies of the list—one faircopy
one office copy one copy for the Reference Section and ono copy
for the Technical Secticn.

3953264 LT CoRRFCTING

As s00n as the typed sheets of ths Binding Order armvo from
the Correspondence Section, on the appointed day of the month,
compare the typed matter with the Binding Slips carcfully Remem-
‘oer in parhionlar to examine if the small letters n the call numbers
are underlined. This 18 necessary to mvite the attentbon of the
binder that he thonld use the italics for the lower case. Othecwiso
the lower case ketters will not show forth properly in tooling. As
so0n 23 the cotrocting of the Lt i over noto down against each
item the Covering Materal 1o be used. In deciding the Covering
Materisl, take into consideration,

1 The material msed in the carlier yolumes of the same sot
2 The welght of the volume
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3 The frequency with which it is Hkely to be handled
4 The condition of the paper
5 The value of the book

After the corcection of tho fist is over pick out the Bunding
Shpa relating to multivolumed xad perfocical pubiistions and
fils them, in a clasifisd sequence s the dormal Bindigg Siips Troy
The other ships may be destroved.

39532 65 VoLwnEs TeANMITTING

As 300n w the List Correoting s over 0@ the appointed duy of
the month iy the number of volumes with the tots] number
fn the lista and hand over the volumes fo the binder Ak him to
4o 1he peesssary collation 1 the library prewmises. This will sve
2 good degl of further oorrespond and & din,
After ho finuhes the collagion ask him to put In the last page of
esch voluce sts serial number as found in the st sod aftee gettiog
the Bmding Order sgned by the hbmran and despatched by the
Correspondence Sectiop i the usual way gve hum the Bloding
Order and take the necessary rocopt from hum It would be 2
2000 poticy 10 Lo D22 copy of 1o Bmdmg Ordas List as the Bindiny
Order and another copy of the same &s sn Acknowledgment of the
Binder

39532 68 Lowr TRANWITTING
Ay 300m m the volunks are trapsmifted to the binder send 8
copy of the list to the Mamtensoer Section for talfying with the
Shelf’ Register Cards of the Binding Sequerwe and prompt retusm
Send the other two copics for the fiks of the Referepce Section and
the Techntal Section respectively  Remetaber to 8t op the colomns
sn the Bindang Regater

39533 BouNp VOLUMES

39333 6 ionthly joba

39533 61 TalLvivg
As s00n 23 the bound volumes rrve from fho bindery o 1he
appoinied day of the wonth, tally the volumey with the offlce
copy of the related order hst It will add o tho convenience of
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1l concerned if the binder ks Instructed to retumn the volumes
pa:k:dunc\lylnthnsequmtn\hhh\h&yuppaﬂnthemudm;
Order Lists. As cach Htem of the Lt is tallied, pat a pencil tick
upinﬁduitcmhlhclcﬂhmdmardn.?hmtham{umchwt
in the shelf in the appropriate classificd sequence. Then, the result
will bo that the sequence of the volumes will be paralld to the
cniries in the lists. As soon as all the volumes have been dealt
with in this way write the word *Tallied™ and put your dated
tnutiaks at the end of the Jast sheet near tho ke hand bottom cotner
in token of your having talliced the volumes. 1f any item of the lists
remains oretomned, correspond with the binder and get the matter
et right,

39533-62 Tootnwa YLRFYING

Afier the Tallying is over examine the Tooling on the back
of the book. Pay specal attention to the correctness in spefling
and call number and particularly (o the lower caso ketters in the
clats numbers. In the case of periodical poblications, pay special
attenbog to volume number and year For each of the {tems for
which the tooling has been verified and found to bo correst, put
a crons on the tick of the rolated entry fo the List. If the tooling
1 wrong in amy of the volumes, transfer the volnmes to the Objecilon
Group As 3000 a3 the tooling 18 verified 1n this manner writs the
‘words “ Toollng verifted * and put your dated initials at the end
of the last thoet in token of your having verified the tooling.

3953364 CouLaTiNg
Collate each volume retumed {rom the bunder carefully If
there Is sny now defect, § ¢ defect not noted to have been In existence
at the time the volume was seat to the binder noto it on a slip of
paper and put it Inside tho volume and (ramsfer the volume to the
Objection Group Also put a cross agninst tho related entry in the
Order List. Put your dated mitials at the end of the last pags of
the volnme in token of your having oollated it.

39533-68  Cimexen LasT TRANSMITIING
As soon as the Collation Is over trammit the Checked Order
List to tho Mamtenancs Section for permal and retorn, This wilt
&ivo a0 opportunlty for the Mainterance Scctlon to know what

“R7
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volumes have not came back and what volomes are heid in objection
This prece of information will be of help to the Maintenance Sectioa
m answering the querncs thoy recerve frequently from the Reference
Section on behalf of Teaders who ask for (e volumes.

It may also be seen from rule 2835 8-61 that the Mamtcaanco
Scction would have scpareted the related shelf register cards wmto
three groups namely Returned Group, Objection Group and Not
Returnod Gromp.

39534 CoRRECTION

395346 Monthly jobs
39334 61  CorouLTING

At 000 s the Checked Last comes back from the Mamienancs
Section, take the It as well as ths volumes in the Objection Growp
to the libranmn. Ducuss cach case with him as to what further
action 18 to be taken.

The routine for all the other jobs relatmg to the factor “Corree
tioa™ 1 sular to thoso of the corresponding Jobs wader the factor
“39532 Volumes for tunding except thar 61 is to be changed
to 61}

39535 MeNDING
The routine for Mending s simifac to the routine for Bindmg.

39538 Bris

393376 Momthly jobs

39537 61 TarLymo
If tho tall 18 not forthcoming within a ble time after
the recespt of tho bound volumes cull for the bill. As soon 53 the
Binding Bill is recesved, tally st wath the related Checked Ordec
Copy of the Bindmg Lt item by ttem. As soon as an uem B
checked, put a pencd ek m the left hand margin agalast the ftem
in the bl If there 3 any discrepovey have §t investigated. Items
under obpection are to bo scored out and the lbeanan s fnitizh
taken agunst them. I pecessary write to the binder end settle
tho matter As s00n a3 all tho jfems have been tallfed, put your
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dated fuitials near the Jeft hand bottom cornet of the last sheet
{n the Gill

3953762 DaTA VEWIFYING

At 000 a1 the Tallying {1 over verify with ths bound volumes
the data given In the bill reparding 1 the mze, 2 the number of
pagss, 3 looss maps, i, 4 covering materral and the style of
tapding. If there {5 any decrepancy make the necessary correction
in the Duplicate Copy of the BIl and put 4 pencil cross against
the item at the left hand margin of the bill to invite the attention
of the libeanian to it at a later stage.

3953763 Rate Yourvino
After the Data Verlfying s over examine il the amouat clalmed
for each volume is in agreement with the gccepted rate. If there
b any dicrepancy mako the necessary correcthon in pencdl in the
Duplicate Copy of the Bill and put 2 cros to invite the wttentlon
of the libearfan to It at a later stage.

39537-64 By Pammva

As 300n a3 the Rato Verifying is over take the bills to the librarian
and discusy with Him all tho cases in which drscrepancies have been
found, {0 cach of the iterms against which & cross has been put
in the margin fn the Duplicats Copy of the Bul Carry out his
instroctlons. Then, writs a certficaro near the left hand bottom
corier of the Last Sheet of the Bill to the effect that the work has
been dono in dance with tho specifications and that the

clatmed i3 in accordance with the accepted rate, Put your dated

initals n the ceritficate. Then, pas tho bill to the Accounts Section
for further actlon.

3953768 BounND YOLUMPS TRANSMITIING
As s0on 3 the Bill Paming is over arrange tho volumes in proper
clauified sequenco and trankmit them to the Maintenance Section.
Nots down in tho Transmimion Register the mumber of volumes
thms transmutted and, when the Trammission Register comes
back, seo if it has received the dated inftials of the Head

of the Maintenames Sectlon in token of his having reccived the
volumes,
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3954 Elimtoatios of Waste

39541 HEAD OF THE SECTION

The Hesd of the Binding Section shonld devots safficknt attention
to the style of binding and the assembling of tho volume so that
mniformity end conveniencs are secured to the maximum possible
degree. Ho should aiso personally verify the accuracy of the data
ghven eod the charges claimed in the bills He should make it &
point to virit the bindacy just before the covering materul iy applied,
rs this {8 the only stage when the sonndness of the binding materials
used and the mods of stitching cas be tosted. For this purpase,
be should instruct the binders 10 intimate to the libearian the date
on which the covering materza! is to be appbed and to procesd
with the covering work only after his inspection.

39548 Diary
The section i to heve u diary on & daily Basls, with the foflowing
homdugs

Nomb of volumes prepared for binding

Nummd of volumes coliated

Numb of volumes found defective in collation

Numd of volumes for which tooliag was scrutinised

Nomb of volumes found defectory m tooling

Numb of votumes whone 31263 were clrecked in the bt
Numb of volumes whase sires had to be corrested i the
il

ER- RV VR S

3555 Correlation Table
Thus section wiff have to be in constant touch with tho accestion
section, peciodical publication wection, reference sectlon and maln
tenance section 10 deexde the assembhog peculmfibes of volumes
and the style of bMnding. Apsrt from this gentral remesk (80
following table may be given

5 Technical Section
39532 61 Tallymg
39532 68 Lt transmiting
393534 628 Correction list (ransmitting.
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T Malxtemance Section
1953268 List tramsmitung
19534628 Correction [ist transmitting.

8  Maintenance Section
1953268 List transmitting
3953368 Checked list tranemitling
39534.678 Correction hist transmtting
39534638 Checked correction fist transmitting
39337-68 Bound volumes transmitiing.

97 Accounts Section
39537-64 Bl passing.

993 Correspondence Section
39532 63 Slips traosmitting
39534-623 Coxrection slips transmitting.

3956 Tllostrative Thoe Schemo

DALy Jobs
The work with the bound volumes retumned from binding will
heve to be done on a daily basls at tho rate of a fow volumes
per day

MoNTHLY Jous
The wotk before sending the valumes to the bindery is to be
done ooco & month as follows
The weok preceding the Saturday
precoding the last Toesday 3953262 Preparing
Baturday proceding last Toes- | 3953263 Slips transmitting

Monday preceding Iast Toes | 39532-64 List correcting
day
Last Tocsday 39532'65 Volumes tnsmitt
ing and 35532-68 List trany-
mitting.
Ths jobs relating to cotrechon are also to fallow the same Thms
Schemne as thoso relating to the volumes for binding.
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3957 Forms snd Registers

8995  Binding register Manuscript. 21 b printing paper  White.
Stitebed. 20 hiney. Entries relating to cotrection order aro to be in
1ed ink Tho colomn headings are to bo as follows
Serial N (5 em) Dato of order (1.5 cm) N of volumes
(1.5 cm) Dats of request for inspestion (15 em) Dato of
imspection (1.5 em) Date of retum (15 am) N of defectove
volumes (1.5 cm) N of volumes sccopted (1.5 cm) Dhte of
completion of serutmy (1.5 e} Date of receipt of bill (1.5 em)
Date of passing of bill (1.5 cm) Date of transmisslon of bound
volames to the thelf section (1.5 cm)

Py
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3959 Specification for Retoforced Liknary Bindtey

1 Collstion All books received by the coutractor are to be
examined and coltsted and rny found to bo tmpecfect or sriously
damaged aro to be teturned unbound to the Hbrarian. Tom kaves
and plates are to be neatly repaired.

11 A penodicst shafl not be haid 1o have been coliated propady
pox to be perfect, unlest all the parts of & volume ate bound in
corrett sequents of paginaticn snd the veval titk and contents pages
and indenes are tnserted in the proper places. Usless each fmperfect
and damaged book 1 reported upon to the Hiwwnan and uniess
the Hbrarlan has innrocted the contractor (o procsed with the
work on such books, the bill wiit not be pakd for any soch books
bound or repamred.

12 Wrappers and advertisements in periodicals and books ar¢
10 be hound 13, if the contractor is Insirncted to doso  otherwoe,
they are not to be bound in.

2 Sewing Books prmited on psper of good quality are to be
wewn one sheet on {except whers thinness of paper makes it necessaty
10 36w Two ooty on) with unbieached thread of mitable thickness
over unbleached lmxn tapes. Books printed in soft, spoagy of
braitle paper are to have the scctions lined at inner and outer folds
with strips of thin but tough psper before they are scwn. All sections
troken st the back ae to bs lined with tough paper of linen sirips,
and where neceasary neatly overcast on modern methods of crosd
stitching befors being sewn to the mpes. The first and last sectioas
of all booky are to be enclosed at back w fmen wmps. Al scparsto
leaves plaes maps plam et aro o be mounted on guaxds of
Hnen ar tough thin paper anu to be sewn in Pasting oo Is nog to be
peroutted. Donble plates are to be guarded at the fold No charge 3
1o be made for the first doren plates to guarded in each book.
For books op to post octavo (6} x3f ) three tspes, one-quarter
inch in width, wre to be msed. For books of crown octavo (74 <57
four tapes, ono-quarter Inch in width, are to be wed. For books
of Iarger sizes the number of tapes and their wdth i 1o bo incressod
in proportion. Two of the tipes aro to be placed within one inch
of the head and il of cach book

21 Straighs-Hoe machine sutching will not bo accepted.

22 Books printed on cakendared of heavily fosded set peper
#r¢ to be repurted 1o tho lbearian and a quotathon seat to him for
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Hintng each koaf of such books with a Iinen hinge on a throw-up

23 All folded maps and Hlustrations are to be mouoted o jsco-
pet or thin linen of good quality and to bo charged for separasely

3 End-papers End-papers are to be of good tongh opaqus paper
of approved mild colour with at loast one plain whito keaf betwreen
cach of them sud the peinted matter Tho end-papers aro to be
made with strong linen of cloth Jaints xnd to be scwn on as a saction,

4 Cutting edpes. Unless otherwise instrocted the coatractor
1 to cut edges of books accurately and to take care to kave margins
a3 wide a3 pomsible. Unless other imtructions are given, the edges
are to bo sprinkied or tinted with a colour harmonising with the
colour of the materials nsed for covering.

3 Forwarding Unlers otherwise directed, all books should
havo French joints and night or closs floxibls backs with the covering
material attached directly to the back  Tapes ars to be firmly indered
between plit boards. Books bound in quarter leather or In cloth
of in buckram are to have the bowrds slightly roumded at corners
and the covering material b5 to be neatly folded and not mitred.

51 Leather i not to be undely pared down or unduly stretched
in covering. Tho covering matetial of back i 1o extend over boards
to at kast anc-gixth of the width of the book. All books should
open up fieely and o flat.

6 Lettering Lottering is to bo impressed In best gold dicectly
on to the materml which covers the book. The letterlog is to be
of good size end easily resdablo  small lettertng will not be sccopted
except on very thin books, No extra charge will bo allowed up to
and Including fifty letters or/and figures,

7 Sizer Tho tize of & boak 1 to be determined by the measare-
ment of the board, the square of which must not exceed oas-oighth
of an Inch in books up to crown ootxvo, and proportioantely for
larges szs. Eiira charges for thickness is to bo allowed only whea
the thickness of the volamo exceeds one hulf tho width of it boards.
No extra charge is to be mads for two or mots valumes bound {n
one, unkers the thickoess of such a volumo exoceds ons half the
widmafthnbo-:dx.lumbmltﬂn[tbebﬂkfcrwmkdom_un
Toearurement of the board should bo giren in inches In addition
to ths conventional mode of specifylng the size.

8L Alternatin When the ding structions are
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obviously insppticable to any book or for eny rexsoa underable,
the coatrastor is to submit suggestions for biading such & book
‘with estimate of cost.

81 Gemeral. Tho whols of the work in hinding is to be carried
out with due regard to the fact that the books will be subjected
to hard wear and tear and that the binding is to be permanent.
Special instroctions, if any givon with reference to particaler volomes
sent for binding should be faithfally carrfed out.

91 MATERIALS
911 Thresd. To be of best unbleached linen of sustable thickness.
912 Taper. Ta be of best unbleached linen, of close siroeg
texture and of the specified width,
913 Gl To bo best quality fiexiblo gieo mixed with copper
sulphate to keep off insects
914 Boards. To be good quality mill boards.
915 Leothers The contractor must guarantes and prodocs,
when required, the guaranieo of the firm supplying tho beather
that all tkios weed

b have been tanned m sumsach or osk beck or slmilar vege-
tablo stulf or a mixturo of them

2 are free from snlphuric of other deleterious ackds

3 have been dyod with colours that are fast with respect 1o
light xs well s molature and

4 wo genulne as doscribed.

916 Backrmw To be Unen buckram of best quallty
917 Cloth. To bo good quabity art canvas ot imperfal morocto
cloth of fast colour and finkh,
918 Gold. To bo best English goid,
91 Sizes ond styfer  All combmations of the following

921 Siple

9211 Half morocco and calico

§212  Half moroceo nnd marble.
9213 Half alico and marble

9214 Full buckram.

9115 Half buckram and calico
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9216 Half buckram and marbie
9 Ske

9221 Pott

9122 Foolscap.

9223 Poat.

9224 Crown.

9225 Demy

9226 Medium,

9227 Royal

9228 Imperial
923 Foldt

9231 Broedside,

9232 Follo

903 Quarto

9234 Octavo.

9235 Ducdecimo.

924 Number of pages

9241 Pamphicts, i o volumes having 100 papes of best.
9242 Volumes having more than 100 pages.
92421 For first 500 pages.

92472 For evecy additional 500 pages or part thereof
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Caarren 396
BUILDING AND EQUIPMENT SECTION
3561 FPlaonieg

39611 ExcLupep FreLp

1t bs oot the alm of this chapter to deal with the design of library
buildings or libcary furniture—to discons for exampls the location
of the libeary buildmg  tho number ths shape thasize the location
and the orientstion of the different rooms of the libary the
mumber the sira, the treatoent and the distribatlon of ths doors
and tho windows  the nature and tho shape of theroof  the ventila-
tioa, the lighting and the air tloning of the build
ing tho countr fittings tho smck room furniture, the reading
room furniture and tha office furnimers. Such detalls would form
tho subject-mattec of a book on Iibrary architectore they may
also find a place in & book oa library organiation. Some of the
basio principles that shonld bo borne in mind in dowfing with sach
mattecs have been developed In my Flve kaws of libeary science ¥
Spectfications and drawings are given in my book Library bullding
Jittlngy and firnlture ™ The probiem of lnsurance will also come
asly in the book on library organisation.

3962 The Focr Epsmies
In this chapier we are concerned only with the dally routine
connected with the ordinary upkeep of the library baliding and Hs
Tutniture, as distingt from the deslgn and engineoring sspects of
conxiruction and repair It 1s wual to speak of the four easmies
of Dbraries, viz Fhre, Water Vermin and Humana.

39621 TuE HUMAN ENpMY
Of thrse, procautions will have to bo taken by almost cvery
Section of the Hbrary against tho unsorupulons humans who descend
to the Seved of book-thieves and book-vandaly,
Reference has already been mado of the special reepomibility
In this matter both of the Reference Sectton and of tha Circalation
Bectlon. Whils they will have to dsal with the book-thleves and

0
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book vandah, who gain sdmision into the Jibrary in the garh of
pohte readers, it 3 tho duty of the Buikling Section to gued the
Library against the onsdaught of the burgharious variety of the umsa
enemies of librarker, Tha routine described later on for'the closing
and the opening of the library deaks with this matter

39622 THB VERMIN

With regard fo the vermus, it is the Maintenance Section that will
Tharve to guard sgalnst the ravages of the members of the mataral groep
“inrecta™ But it is the besmen of the Building Section to gurd
the Hbrary from the mischief of tho rodents, tho mats, the bets,
the bandicoots, the squitrels, and so on. The sction to be takea
by this Section with regard to thus mattes is given b the coutin®
describing the closmg and the openung of the fibeary

39623 WaTER

The damage doe to water may be of two kinds. The damage
that the water m the atmospbere docs is very subtie. 1t is particobuly
so0 i the humdrty of the etmosphere 1 very high. The barm
dono by hummdrty ean be eaily seen on the covers of books during
the monsoon semson Whulo i is the duty of the Mamienanc®
Section to ciean books wdivdually and scrub away the fangus
growth, the Bullding Section shatld minimise the humidity of th¢
2ir 1n the stack room by taking some precantions, such as pleciaf
tackets of cosl in dufferent parts of the room or by takig suck
other remedial stops as may bo prescribed. Further In places of
high humidity wooden shehves should be preferred to steel sheivesy
both on account of the immediate injury due to swrating snd o
account of the wltumate Injury doe to rustng, that s sure (o doveiop
m the long ruo, whatever be the extraordinary clatms oiada by the
makens reqatdmy the ant-coTromve treeiment green (o thelc 0
called * stamless seel’ A more direct form af injury that watel
cxn do to a Nbrary occurs duning the monsoon season when roof8
begin 1o Jeak Inphcuwhkhmmomadtahlnmmw
rains for somo days m the yoar # » highly desirable that tho roof
should not bo of the fias type.  Oun the other hand, the
gable roof so common in tuch areas, will be more dependable.
However this i not a matter which concerns the Building Sccthot,
roless the Fikrary's advaee had been taken st the time of the &=
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struction of the library building. All that we are concerned with
bere, is, what action the Building Section should take when there b
actal keakage. In co-operathon with the Maintenames Section, it must
romove all the books of the library from the spot where there B
leakage. Books which have becn wetted inadvertently should bo
peonpily doed. For this purpose, it would be a wiso plan to heve
a denng verandah o that pert of the Hbeary building which is
insccessible 10 the resders. Having attended to the immeduto
needs in this way the Building Section should notily the Central
Exscutive about the leakages and request them to make the nocessary
Tepair prompily

39624 FIre
Lastly we come to the first mentioned enomy of the Hbrary vz
fire. The following gives a description of the steps that the Building
Section should take as a precaution agamst firo

39625 PRECAUTIONS AGAINST FIRE

1 Before the Libeary closes for the night, the Head of the Secuon
1 to go ronnd the Hbrary and sce that no naked lights 2ro In use
and that there is no sccumulation of waste paper ragh, etc In any
Bection  if there is any it thould b removed to the waste paper
room.

2 No lamps or candles are to be used without giass shades.
3 For sealing purposes, the services of only the muchi should
be utilived. A covered-in lamp i to be nsed for meltmg wax, Other
wito, & match should not be strick in the office, except for the

3 Focme in times of emergenoy the library is to have a sufficient
Tumber of fire extinguishers and firo buckets, and thoy are to be
Betrfbuted over the vardous parts of the Gbeary The firo buckets
A 10 be filled p with wand ot dry carth. In case the nsurance
company tnists upon the backets being filled up with water watoc
1hould bo replenhihed at loest coco in & week. It would be conve-
Hient to bave a tims schame by which a definite number of bockets
e replenithed with watcr cach day of the week, in sch & way

601
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that all the buckets get their tumn once in overy wrock.

39626 QUTBREAK OF FIRB

1 Emmediately on xn outbreak of fire, alarm should at once
bo given by telephono to the fire bogade. For the purposs of calling
wup the fire brigade, quote the prescribed mumber prmtsd on the
outer sheet of the Tekephone directory or m som2 other placs.
Mention the location of the library as clearly and definitely as
possible. If the Hibranan i not present on the apot, send word to
bim.,

2 Pending the sroval of the fire engines, every endexvons
should be made to confine the fire by uslng the cxtinguither and
the sand in the bockets to the best advantago by ths members
of the officy As draughty of fire will tead to increase the Ars, ol
doors and windows, which it is not neocmary to use for Ingrest
oc cgrese, thould be cloted and, begmmmg as Dear the seat of
fite s possible, sl nflammable materials should bs collecied
and removed to a place of safety as rapedly as possibie,

3 Fire camsed by 1gmted oil should be at once smothered by

and rapaduty and spectat care most be taken uot to crowd the parsages
or staitcases

39627 Fme DriL
It will be » good practice w have & fire drill ance in & moath
Esch member shouk! bo allotted & specfic duty and plecs. AS
¢00n as the alarm signal is gven the members of the stafl thomd
expeditousty ruth to therr allotted posts and bepin their respechiv®
dutes, subject to such speesal instructions as may be givea by the
librartan or in his absence by hus depaty

3963 Rowtine
The routms of the Building Sectron has 16 be of a dally gature. It
may be as fallows

39631 OpENING ROUTINE
Beftwe opening tho mam gate, o round the bulkdiag and ®2
If thexe by anything abaormal. Ask the nightwatch about his chserva-

A
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fion in the night, Check his work. Seo If the lock of the main
e b ntact and mpered with, Then, if the doors
and the windows gre in the proper bolted position. Then, ask
the peon to open them and report to you anything abpormal that
be might notie. Ask him to report also all cases of broken panels,
broken boltt, hooks, etc. Then, walk through the different parts
of the buildings in d. with a th fnl
If there is any defect anywhere in the eleciris inuallafion. Examine
abo if there i3 evidence of darmge dons by rats, bats, squirrels
aod other similar creatures Examine also If thero is any sgn of
whito ants amywhere. If there had been raln on the preceding day
enamine if there are tigns of kakage aoywhere. Examino if the
counter wicket gates are in s tound conditlon and if they work
peoperly  Examioe if all the electrio switches are in good working
condition. As you go round, if any defects aro observed, maks
a1 sccurate noto of the seme in your diary Soon afier this process
B over take the necestary action about cach of the defects noticod.,
Ifanything serigus fs noticed, send word to the libraclan immediately
Fill up the columns relating to opening in the diary of tho section.
Wind up the clocks and the Ume ploces on tho dos days and set
them right whenever pecessary Seo if the sweepers and cleaners
do their routtne,

39632 CrosmNG ROUTINE

Examine If there Is no person in any room or part of the building
befoes it is closed. Ask a peon to go round and close and fix the
Bolts of all the doors and windows in & systemstio maoner Inspoct
oach of the doors and windows and examins if they have been
secarely bolted, Examuns if any inflammable materlal s lving
aboat loosely anywhere and if it does, have it removed. Put the
bait In the rat traps and distribute the traps in tho perts of the library
which arc known 10 be frequented by rats. Rats are ctaning crea
tures It is our experienco that we have to change the balt from
ﬂmotuthmmd-lsodnmthnphmwhmthampcmphmd
{frem time to time, In spite of all the ingenuity that man is capabio
of, the rodonts are uncanmy enough to thwert all his efforts, cvads
bf trape and take its toll from some other part of the library
If the brilding could b detigned rat-proof & good deal of this
bother will bo svoided
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Take the diary of the scction with you and turn the fans and lights
off individually after satisfyieg yourtelf that nobody is keft behind
in any part of the Ubrary Then turn off the sub-main ssitches.
Then, tamn off the main switch, Then, ask the peen to fock the main
door secucely  Pull it and see if it is properly locked. Ask tho night
watchman alzo to satisfy himself that it s properiy locked. Then,
scal it up, Then, enter the columns relating to closing, in the o
tion s disry Send the key and the diry to the porson who 8 10
have curtody of the seme duriog tha night.

39633 FUrNITURE ROUTINE
The ordering and repair of furnitore should be done as far a8
pottible &3 an annoal job The routine set forth in the noxt chspter
for the ordeting of stares is to be followed for furniture alwo, 10
far a3 it may bo apphcable

3964 Eltmiostion of Wasts
The Closing and Opening Diary i to be on & daily basis In the
form of & quarto note-book—as it has to be carried out of the
bulldmg every day—with the following columm headings, eack
columm being 4 inch 1 wadth

Morming
Date

s the lock in the mam gats intsct
Hour of openmg

Openod by peon
Supervised by clerk

Is the matu off

Is the safe intact

Axo the bolts and doors intsct

Any of the readezs property Jeft soch as cycle umbrella, pen, books
aticky, et

Are tho sub-mains off

Bulbs hlind

Electrio lines out of order

Fans out of order

Rats caught

Places damaged by rats

604
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Places damaged by min

Diinfectant used
Abnormalities reported to Lbrartan, if eny
Remarky

Night
Is 2 rat teap placed In the affected places
Rat balt
Aro all doors bolted
Amy resdens property left soch as cycls, umbeells, pen, books,
nkiy, eto
Are afl Ughts and fans off
I the sub-man off
Is the main off
Is the maln gate closed

Abootmalities, if any reported to Iibrarlan
Remarke,

1967 Registers

The Buikding and Equipment Section will have to maintain &
stock register for the furnituro of the library It is desirable that
the reglster f3 kept in two nots books.

The first noto book may cotain the class number description,
cost and location of each pieco of furniture. This may be cafled
the Furnifure Register

The second noto boak may give & separats page for cach one
of the rooms of tho Obrary building and give in that pago a Lt
of 1he furnitore In that room in the order of their class numbers.
This may bo called the Furniture Location Register

3968 Flias
Apart from the enquiry files, which shoald bo treated in the
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STORES SECTION
397 FPlaming

30711 ScoPE OF THE SECTION

The Stores Section s to be in charge of stationery forms and
registers, and stray artickes other than furniture, required for e
use of the libracy Of these stationery forms and registers woukd
figure most m o lbesry Steey actscles may loclods among other
things clectric bulbs other Hghting cquigments, match box, spare
perts mnd mplements relating to cyckes, typewriting machives,
wicket gate fliting etc

39712 PURCHASE OF STORES

Except in the caso of purchasss to be made ocoadoaslly out of
petty cash, st 13 not demrable for thoe library to go in for large pur
chates directly It 1t moch better to save time and caergy by leaving
ruch largo purchases to tho Central Exccutre. The busivess of
the Stores Scction should merely bo that of preparing the indent
(«MMW;MW{QWMWM
takang chargs of the artickes when ey amve

39713 Yssus oF STORES
The naue of the articles, is to be regulated and controfied by &
commoed Stock and Itsue Regsier In the case of cach
the following  constants  are to bo Axed from experiency and
swmtably changed st 1stervals m the light of furtber cxperience

1 Maxmum to which tho stock should be brought up peried
ically—ay onte m & year the period being deermised for
ench artkle

2 The Mimmum below which the stock shookd not go, 10
when the stock teaches that fgure, cteps should bo taken
{or replenishmeat

3 The Annmal Comsumption

4 The Quantom of Issoe,
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39714 DETERMINATION OF QUANTUM

It will edd to convenkence and eoonomy of time, if articles are
lmtdm}ylntd:ﬁnhcnumhcrqumnu.’ﬂwQummmforco:b
acticle {3 to bo determined sccording to fo nature  for example,
catalogue cards are to be issoed only in Quanta of 100. The Indent
Ing Scction should ask only for 100 cards or multiples of 100 cards.
1t thould pot sk for fractions of & Quantum. The Quantum for
writing paper may be 25 sheets and 10 oo

39715 StOCK AND IsSUE REGISTER
In the light of these figures and in the light of the frequency
of heoe, each artick I3 to be given a cortain number of pages in
tho Stock and Issue Register so that the pages allotted to all the
articks arc finfshed off more or less at the same time-

39716 TpiE SCHEME FOR ISSUE STORES
Apart from this standardhation of the Quantum of msue, it is
deumble that tho imwe is controlled and standardsed from the
pant of view of time also It is sloventy and annoying for a Section
to sk for supply of stationery and forms at all odd hours, or just
at the mament when the stock bas been fully exhamsted. On the
Other hand, it will add to the conventenco of all concerned, If the
inderts aro mado and the artickes are issued by the Stores Scction
o0 & definits periodical basls.
To the Madras Univensity Libeary this fs dono once in & week
8 pet the following programme
1 The Stores Section distributes the indent forms to the different
Sections at 11 AM on Saturdays.
2 The Stores Scctlon collects tho indents from the different
Sectlons between 12 30 and 1| M on the same day
3 The Stores Scction distribates ths supply to the different
Sections between 2 and 3 P on the socceeding day

The Sectlons #re expected to anticlpats the week’s requirements
id propare their indents as closcly as posaiblo to the sctml need.
()Vn"lndmﬂn;hwho:midnduwd\nﬂyuundﬂindmﬂnp

39717 HoOUSING OF THE STORES
tmpartant factor n the organisation of the wark of tho

&7
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Stores Sectlen telates to the storing of the asticles, In the cass of
forns and registers receptacles of sultable tre and shape xte
necessary The forms xod registers aro to be armanged strikdly in
the sequenco of their Numbers ax thown in the schedule given
herevnder  Similardy thcmﬁmynnda&h:ruﬁdanha;hodd
bo arranged m some placies of prope
mlpcmdﬁzt’fhnSwanmshnnldbehmxmpth
clenn and tidy If the Quartum Pemcipie of distcibution i adopted,
and If the articles themselves are packed in Quanty, the tdiness of
the storing arsangement will be easily secured. Further the Quarter
Iy Verkfication of the Stock will be greatly facilitated,

357171 ScurpULE o Forms AND REGNTERS

Number Narne Printed or otherwise

Abnormally small tize

ASl Renders ticket Printed
A82 Book card Manuscript
AS3 Book pocket
Card dze

c12 Book selection cerd Printed
c23 Book-order foflow-up card Printed
24 Standmy ordey card Manmecript
873 Renewal order card Printed
€331 Register card Printed
cinz Check cacd Printed
K Classified index card Printed
34 Binding peculiztities slip Maquscript
36t T C1 Rerminder card Printed
362 Non-supply card Printed
6 Gap-in-supply cacd Printed

(o Ama)-.ioo register (CI12 1 cabl-  Printed

not
CA7 Acknowledgment card Priated
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971N

Mramnber Name Printed or otherwite
cst Cataloguo card (White) Ruted
Ccs2 Cross reference card (Coloared)  Ruled
s Guids card Tabbed
ce12 Bepenking card Prnted
C6l4  Overdoe potice card Printed
o Application card Printed
Coé Lot ticket observation slip Stenellled
Cs7 Dnet demand card Printed
Ces Home delivery advice slip Printed
< Reference dip Manuseript
I Shelf registor card Printed
cvs Isyoe form Steneilied
O3 Card ketter bead Printed
G938 Smell envelope Printed
€995 Binding dlip Manuseript
971 Indent slp Stencilled
C9973  Monthly supplies indent alip Stenciled
€975 Indent comolidating form Stoacilied

Octaro size
06l Date tabel Printed
06s1 Mofenil loan forwarding alrp Printed
065 Mofonl] loan return address  Frited
wp
Quarto size
Q2 Book selection conmliation  Stenellied
Jetter form
2 Book equiry form Stencilled
QB Order form to local vendoes Stencilied
n Order form to outside imland  Stencilied
vendors
Q85 Order form to standmg vendors Stencilled
R Standing order form Stencilled
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Number Name Printed or otherwise
Qs Deposit recespt book Printed
Q64 Qverdus register Printed
Qs Miscellancous recelpt boek Printed
Q94 Staff order book Stitched
Q974 Mumcellansous receipt forward Stencilied

ing form
(62231 Direct payment requisition form  Stenollied
Q12 Draft requaition form Stencitted
Q723 Dusft forwarding form Printed
Q57725 Acknowledgments forwarding  Stencilled
form
Q¥4 Cash forwwrding form Printed
Q8775 Foregn money order advico  Printed
form
QI Forelgn  acknowledgment 1o Stencilled
mndrng form
Q78 Repd form  Stencilled
Q993 Quarto ketter hend Printed
Q9937 Qoarto endorsernent form Primed
Q9938 Medwm cavelope Printed
Super rize
513 Indent noting form Stencified
531 Indent forwarding docket form  Stenclled
531 Catalogue pad Ruled
561 Gate regaster Printed
591 Minutes book Rujed
5921 Cadre regster Manusript
sen2 Service repisicr Printed
5913 Leave regnter Manaxript
£93 Manutes book Ruded
594 Attendance regater Printed
5%6 Invesiment reputer Masuscript

s Poy bull Prmted
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Mwnder Name Printed or otherwise

$973 Increment cerbificate Printed
5974 Abscateo statement Printed
S915  Acquittance roll Printed
55771 Bills register Printed
s Miscellancous sccount register Printed
5113 Deposit account book Printed
59114 Contingent register Printed
b=rpe d Permanent sdvance sccount  Printed
book
5993 Folio letter bead Printed
$99311  Inward cocrespondence register Printed
(General) -
§99312  Indents register Printed
599316  Imward correspondenco register  Printed
{Counter)
§99321  No reply despatch register Printed
599322  Short range despaich register  Printed
$99123  Long rango despatch register Printed
59936 Stamp account register Printed
59937 Follo endomsement form Printed
§9938  Big cuvelope Printed
5994 Printing registe Marmwcript
8995 Bmding register Magoscrpt
S9%6  Opening and closing regisicr Manuscript
8597 Stock and byos rogister Printed

397172 SCHFDIALE OF STATIONERY

Straw board, Paper (white) 21 Ib 60.5x43
Packing paper (60 Ib) cm (for printing)
Brown cartodge papet (46 b) Paper (white) 16 1b 68.5x43

Bristol boards, 4 sheets thick an
Ledger paper 68.5x43 em (for  Sectlon paper
printing) Manifolding paper

611



WHR LIBRAXRY ADMINISTRATION

Carbon paper
Impressian paper
Stencll paper
Drying book
Blotting paper
Flat file bourds
Hinged file boards
‘Bound file books
Biack ik

Red ink

Rebber stamp ink
Stamping ped

Stencil (Alphabet snd Ambic

numerals)
Ruoler
Paper weights
Drawing pm
Tape tag
Pin

Gem ciip
Paper chp (steeD)
Twine

Thread

Cum borttle
Seating wax
Spongs

Dater

Calling belf
Typewriter

Pencil (hiack lead)
Pencal (bioe fend)
Penal (red fead)

Pencil (phono) reqaired for writ

ing cal nnmbers also
Penholder
Nibs
Tak bottle
Ink stand
Eraser
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Ecaser Ink (black)
Eraser ink (red)
Stencat mk
Punch pher
Needlo

Inch tape

Foot rule

Knife

Scissors

Paper cutier
Dhungry cloth
Umbrstla
Wheat four
Copper sulphate
Phenglo

Soap
Match bax

Candle stend
Candle

Ekctrie bulb

Lamp biack

Cyele, with jts tools
Rubber selution
Cydls ol

Valvo tube
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Pump connection Tonk s shelf plates and other
fittings

Metal polish simitar

Grease Nail pulker

Polishing wax

Sand paper Hammer and other tools

39718 FACTORS IN PLANNING
The work of the Stores Section Is to be plannod with referenco
to the followng factors

2 Supplies

4 Forms and registers
6 Distdbution  and
8 Storing.

It bs desirable that the requirements for & yoar are carefully
anticipated and that supplies are acquired once in & year It ks
Pesiering to send indents in driblets on all odd occasions. On
the other hand, the distribution of supplies to the wtaff is best
doos on & weekly basis. It is not desmabls to inconvenkencs the
Soctloms by giving more than what i necesuary for a week and
adang them to form & subsidiary storo  nor is it desirable to
make them indent for articles too frequently It would be con-
veolent for all concerned if the whole work of weekly distribution
1s doas at & deflnite time on & definits day fn the wook.

3972 Job Amlysis

39722 SUPPLIES
The wock of the Stores Section relating to supplics is to comist
of the following items

1 Indent Work
1 dequitirion Work and
3 Recelving Work.

39722 1 Indents Work

3972215 Theindents work of the Stores Section i to consist
of the following weekly Job
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1 Getting the sanstion of the lihmnen for the prrchuse of petty
articles such a3 soap, kerosene oll flour and 5o on, which may
be referred to as Petty Articles Requisitioning

9972218 The indents work of the Stores Section is 1o consist
of the following annual jobs

1 Prepanng a tabular statement of the annual consumption
of the different articles for the three peeceding yeacs, which
may be refsrred to ay Connanption Rate Evtimatixg

2 Asking the different sections of the Hbrary {o state if (el
requirementa for the ensuing year is Likely to bo very differesd
from the average consumption and If #0 in what way and
by how much, which may be referred to a3 Sectlon Notlf5iag

3 Making & rough draft of the quantity required, which mKy
be referred to as Preliminary Drafiing

4 Discussing the preliminary draft with the librarian, which
may be referred o a3 and

6 an‘lhvﬁnddmnofthcmdm!hmﬁghtofmtw
with the librarian which may be referred to xs fndens

39722 2 Acqulsition Work
397222:5 The scquisition work of the Stoces Section b to
coasist of the followlng weekly job

1 In the caso of petty asticles to be purchused out of pefty
cash, making the necessary purchases, which may be referred
to »s Perty Articks Purchasing

39722.2.8 The acquisition work of the Stores Section 1 10
consixt of the following anoual job

1 Transmitting the final indent to the Central Exccutive, whids
may be referred to as Indes Transmitiing

39722 3 Recelving Work
The secelving wok. s similar both in the cass of the gonend
annual fndents and the weekly indents for petty articks, Hea®
1o what followsx it In described merely as an annuz! job.
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3738 The recelving work of the Stores Section Is to conaist
of the folloming annuzl jobs

Calling foc bills in case they are not sent in by the suppliers
(inctuding the Central E which may be referred to as

Bills Calling
2 Verifying if the clnim in the bills is in sccordance with the
accepted quotation, which may be referred to as Cost Ver{fying
3 Certifying the bills and passing them for payment, which
may be referred to as Bifls Certlfying
Revhing the certified bills to detect mirtakes, if any which
may be referred to as Bills Rerising
3 Grouping together such of the verified bills as relate to the
same supplier which may be referred to as Growping by

>~

Suppliers

Tranwmitting the verified bills to the Accounts Section which
may be referred to as Passed Bills Tranomitting  and

On the return of the bills from the Accounts Section after
being passed by the libradan, noting down tho voucher
number In the stock sod jasue register which may be referred
10 22 Vowcher Nuonber Noting

-

39724 ForMS AND REQISTERS
The work relating to forms and reghiters # best done on an
annual basis, { e it i3 desirable that the forms and reglsters aro
printed all ut one time. If in spite of all powsible precautions,
the stock on hand of any particular form ot register gots deploted
ll'rﬂlhnetobopdm:dinlh:middl:nftheyu: ay a cusmal job
The routine relating to such casual jobs is similar to the routine
for anmal peinting. Hence, the jobs relating to forms and registers
are described here as annual jobs.
39724 8 The work of the Stores Section relating to forms and
registers b to consist of the following annual jobs

1 Prepanng a tabular statement of the annual consumption
of the different forms and registers for the three preceding
Years which muy be referred to as Comsumption Rate Estimat

2 Astng the different sections of the Hbrary to stato if thefr
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reguirements for the ensuing year are Jikely to be very dufferent
from the average connumption and if so in what way and
Yy how much, which may be referred to &s Section Notlfsing

Making a toogh draft of the quantity required, which may
bo sefested to as Preliminary Drgfting

Ducussiog the preliminary draft with the libwarisn, which
may be referred to as Coruwlting

Making the final deaft of the Indent in the light of the discustion
with the Hibrarian, which may be referred to as Inden! Drafiing

Finding out from the different sections if the design of sy
form requires alteration, which may be referred to as Form
Derign Consniring  sod

Requesting the priniing section 1o get the appeoved formt
wnd registers prnted, which mey be refecred to sy Privig
Srction Requesting

39726 DisTRIBUTION

39726 5 'The work of the Stores Section relating to distributon
in ta consist of the following weekly jobs

i

12

Disteltrrtaneg the indent forms ta the different sections, whict
may be referred to as Iwdems Form Distribwting
Collectmg the indents from tho differcat seetions, which
mxy be referred 1o &3 Indensy Collecting

Adding the regular monthly supphies indent, whepevtt
necessary  which msy be referred to as Monthly Supplet
dndenting

Obtmning the sanction of the librardan for the indent
which may be referred to a3 Sancrion Obuainixg
Consobdatsng the sanctioned indests, which may be referred
to a3 Indents Comsohdating

Entering the 153u¢a 1n the stock and fue register which
may be referred to as Juwe £Ent

Callecting the storex In accondance with the convolidsted
mdent, which may be referred to as Syores ColkctiT
Dusteibuting the actecles to the sections in accordance with
the wanctioned indents, which may be referred to as Sived
Duseribwting

Verifying 1f the initials of tho heads of sections o of
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conrcerned members of the staff have been received in the
stock and fssue register which may be referred to as Ackrow
Jedgment ¥ erifsing

4 Indenting for fresh supples in tho case of such articles
of the stock as have gope below the minimum preseribed,
which may be referred to as Camwal Jadkenting  and

8 Filing the Indents after the distiibution of the stores, which
may be referred to as Distributed Indents Flitng

39728 STORING
37287 The work of the Stores Section relating to storing
is to conalst of the folkowing quarterly jobs

1 Verfying the ardthmetical accurscy of the entres in the
stock and fssue register which may be referred to as Stock
ond Isswe Register Verifyixg

2 Tidymg up the articles in the store, which may be referred
to as Storex Tldying Up

3 Yenfying the stock in the stores, which may be referred to as
Stock Verlfybrg  and

32 Sending the stock and issue register to the librarlan for
review which may bo referred to as Stores Reviexing

397288 The work of the Stores Section relating to storing
180 courlst of the following anmual job

! Verifying the stock of the stotes of the library at the appointed
tume each year which may be refared to as Ammwal Stock
Verifying

3973 Rostiwe
39732 SuppLIEs
39732 1 Indents Work
3973215 Waekly job
39732 151 PCTTY ARTicies REQUINTIONING
As has aleady been stated in the introduction to this chapter
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1t i3 deairable that very few articles ure teft over for casual parchase.

the peed ariscs for such caal purchase, prepare &
requiution stating the time end quentity of last porchase, the
quantity on hand, the qusntity required and the estimated cost
Get the sanction of the lbrarisn.

973218 Anmual jobs
39732 1 81 CoNsumrnon RATE Esrneamvg
In tho sppownted month cach yesr make & tabular statement
of the Annual Conmvamption of the different articles, excluding
forms &nd registers, for the three preceding years. 1t may be an
advantage to have three copies of this statement prepared.

39732 1 82 Seemion Nomrymwo
Circulato the tabular of anmual fon to the
different Sections, along with the tabular statement of the Agnual
Consumption of forms and registers. Request the sections {0
ntmate to you before 8 specified dato any remarks that they
would like to make on the quantity of matcrisls that should be
indented for use in the cnsulng year

39732 1 83 Pasroameaxy DRAFTING

In the appomted month, as scon ¢ the remarks of the differeot
scctiony are recerved, make a tough draft of the Annual Indent.
In preparing tho draft, it may be remembered that both over
lodenting and under-indenting should be avokded. There should
be osly one indent for the whole yoar At the same tima, it ls not
proper to evade careful thinking and estimapmg by ssking &0
more guantity than would be sctuslly necessary Remember
#l50 1o snclude in the andent any now article that is likely to b
required in the course of the year and to excludo from the jodent
articles ususlly incloded 1n the Annual Indent but not
for the cnsuing year 1t 1 desirable that an estimate of the coft
of the tadent i made at this stage so that the indent may be adjusted
to be within the budget allotment.

39732 t 84 ComsuLtivg
Discuss the preliminary draft of the indent with the Horars
along with the remacks recerved from the duffercnt sections. Take
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iown notes of the directions that might be given by the libradan.

397321 86 INDDNT DRAFTING
After consulting the libcadan, prepare the final draft of the
Anmal Indent In the light of the discoswon and get his
appeoval. Then, get the indent (alrcopied by the Corresp
Sectlon.

39732 2 Aecquisition Work

3971225 Frectly job
39732.2.51 PrITY ARTICLIS PURCHASING
For the petty articles for the purchase of which the sanction
of the librarian has been tecelved in the weck, get the emount
required from the Finance Section and make the purchase at tho
chespest possible rate consistent with quality Ask the peon sent
for the purchase to get a cash bifl for the purchases made. Quota
tions are to be obtained, wherever necessary

W73 28 Anmoal job
¥97122.8] INDENT TRANSWITTING
Scrotindse carefully the faircopy of the indent. Write a letter
of transmistion to the Central Executive and pass it on with the
falreopled indent to the Libmean and the Correspondence Bection
In the usual way for transmission to the Central Executive.

39732.3 Recelving Work

39732.3 8 Amnual jobu
397323 81 Bouis Caumna
1f the supplier has not sent the Bill along with the supply call
Tor the BIIl, Even if the supply {s made by the Central Executlve,
nqummnCmuﬂExmﬁmmunddemwmtthnumry
bookldj'unm:numlyhemld:lnpmpcrdme.

39732.3 82 Cosr VERFYING
When the Bills arrive, venly if the clafm in the Bills js in sccord

ance with the accepted rate  If thero is any discrepancy investigats
the matter and set it right,
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35732 3 83 Brvs CrsymymNe
Examine if the quantity and quality mentloned in the Bills i
in actordance with the supply Enhcrthcqmnﬁtyinthaw
lndhmkzghttrmdwdmthomllcmlﬁcat:inmvmﬂlm
the correctness of the supply and its inclusion in the Stock and
Yapuo Register

39732 3 84 Biuxs RevisNo
Tnkemecmmodﬂﬁhmdpvmum:mwd’nﬂywmifm
is wny mhmkebyavctdghlurmymhtnk:mtoumng. I there B8
any mistake get it rectifled

39732.3 85 GROUPING ¥Y SUPFLIERS
Group together such of the Verified Bills a2 belong to the ;a0
supplicr Drfferent Bills 1n the same group re 1o o arrsaged
smong themaelves by the date of order

39732 3 87 PassEp Bras TRAMDETTIRG
As 300m as the preceding routioe s over transmit the Bulls 10
the Accounts Section for further action.

39732 3 88 Youcwex Nusser Notovo
As 5008 a5 the bills come back from the Accounts Scetion Al
being passed by the Librarian, note down the Voucher Numbes
against each stem o the Stock and Isue Register This is w0
important, as thys Is the only means by which Double Payme®
can be avosded.

39734 FORMS AND REGISTERS

197348 Axnwal jobs
The routine of il the annoal jobs relaung to Form e
Registers is similar to the corresponding annual jobs relating ¥
“ 39732 1 Indents Work ™ except for the following

39734 87 Foam Deston CONSULTING
Whenever a form hasto be printed itshould be earefully consks
odin conmltation with the Sections concerned, whether the ¢iF
of the form requires aay alteration in the light of past experiencs
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In this connectlon, a reference may be made to Chapter 17 If any
changs of design is suggested, It mest be discussed with the librarian
and the form thould be altered In accordance with his directions.

39734 88 PrINTING SECTION REQUESTING
After the alterations in design are decided upon, and the quantity
of forms required is svcertalned and as soon as the annual supply
of stationery is received, request the Printing Section 1o get the
necestary forms printed,

39736 DISTRIBUTION

39736.5 Werkly jobs
39736.511 INpeNT Foru DisTRIBUTING

At the appolnted hour on the appolnted day of the week, give
each Section an Indent Form and tel! them that the Indent for the
week o supply thould be ready at a specified hoor Tho Sectlon
honld also be reminded that the Indent should be carefully peepared
10 a1 to cover exactly the requircments for the week and that the
Articles required should be entered strictly in the sequence of the
mnmbers arsigned to them. Further the Indent for any arthcle shoald
be only fn the form of an integral multiple of the Quantum of
Tsme fixed for the artkle,

39736 512 InpENTs COLLECTING
At the appointed hour on the same day collect from the different
Scctions thelr respective Indents. Examine if each Indent has got
the several columns daly filled up and if It is In sccordanco with
the Sanctioned Schedule, if any

39736.513 MOTHLY SUPPLES INDENTING
In the cass of regular monthly sopplies to the different members
of the staff, prepare the Indent yourself

35736.514 SaNcTION ORTAINING
Arrange the different Indents in the seguence of section numbers.
Placs the Monthly Sapplies Indent aud the Indent for Readers

at the very end. Send the whole lot to the Iibrarian for
hb sanction.
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39736 515 InpeNTs CONSOUDATING
As soon as the Indents come back with the librarian s ssnction
consolidate sll the Indents in the Indents Consolidating Form snd
1end the same to the Hbranan for his review The articles are
10 be entered in this form strietly in the sequence of the numbeny
assigeed to them.

39736 521 Yssue ENTERING
At 300n as the Consolidated Indent comes back from the librs-
lan, enter the 13sues to the different Sections of the different articles
in the appropriate pages of tho Stock and Issue Register Whes
entering the same, remember that the Balavce on hand of ench
article should be carefully calculated and eptered in the appropriate
column of the regnter

39736.522  Syoxes CoLrecTing
After the Ixsue Entering is over proceed to tho Stores Room
with the consolidsted mdent. Collect the stores required in secord-
ance wath the C hidated Indents A bie the collected stores
and tick off the stems 1n the Consolidated Indent, verdylng if the
quaatety is alright.

39736 531 Stosrs DuTROUTING

Then distnbute the articles to the diffecent Sectsons in aocordance
with their Sanctioned Indents As toon as an articie is given 0
& person get his imtials in the appropriate colums in the pag?
of the Stock and Iruo Remister devoted to the article. Request
the peraon to venufy 1f the figuye in the Balance Columa is socmratt,
1¢ ik him to see if there 18 any arithmetical error in caleulating
1he Batance

39736 532 ACKNOWLEDOMENTY VERUFYING
A3 3000 a1 the Dastabution of the Stores is over cxamine esch of
the pages and see if the inutials of the persons concerned have been it
cewed 1 token of thesr having received the articles of supply snd ver
nfied the correctacts of the Balance in the Stock and Issue Register

39736 54 Castar INDENTING
While verifying the acknowledgments the Head of the Sectios

real
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thould also examine, If the quantity on hand of any article has
pone below the minimum preseribed. 1f 30 ho should take action
1o get a fresh supply of the artlcle.

39736°58 DisTRIBUTID INDENTS FriMNG
At the Last Job of disteibution, flle the Sanctioned Indents and
the relnted Consolsdated Indent in the proper chronological sequence
in the Sanctioned Indents Flis

39738 STORING

39738 T Quarterly jobs
39738 71  STOCK AND IssUE REGHTER VIRIFYING
At the appointed time of esch quarter verify the arithmetical
sccmracy of the entries In the Stock and Issuc Register

39738 2 STomEs Tmymvo Ur
Once in & quarter scruiinise the condition of the Store Room

39738 731 SToCK VERIYING
While tidylng up the stores, it may bo a good plan to Verify
Stock and enter the Quarterly Certificate of Stock Verifica

39738 732 Stomes REVIEWING
As the last of ths quarterly jobs relatmg to storing, take the
Btock and Issoe Reguter to the libranan for roview He may
register and alo venify some of the stock at ran-
Then, he will put his dated initials sgoinst the different

19738 8 Ammual job
39738 81 ANNUAL STOCK VERIFYING
1t will be & good plan to have the entire stores carefully checked
ooce in @ year before the year's supply is recetved. The process

of Annmal Venfieation of Stock s similar to the quarterly jobs
described above. v
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3974 Fimioation of VWasts

The Hesd of the Storet Section should see that glovenliness
of overy nature is avolded both in desling with the stores and fn
entering the Stock and Jssue Reglster Receptacles for the different
articles should be properly designed so that cach recepiscle takes
2 definite nombey of Quants of the articles. If it i 30 designed
it will be eanier to ensure tidiness. The Head of the Section hoekd
personslly see about the ecouracy of the figures entered in e
Stock and Issoe Register He should also personally prepars the
Axnnual Indent,

3975 Correlation
From the nature of tho case it ix obvious that this section will
have to do wath very other Section of the library directly overy
week {n distnbetog the storcs At the thne of prepariag the indeat,
it should discuss with the Heads of the different Sections in the
mast cordsal terma possible their anueal requucements and et oot
of them tholc best ponibie help so that the Annusi Indest may

be as close as possibie to the actoal peeds.

3976 IMustrative Thne Scheme

WEEKLY Jops

Satwrday
39736 511 Indest form divuributing (1} A )
39736 512 lndents collecting (1 #a)
38736 513 Monthly supplies indenting (1 2x)
39736 514 Senctonobtmmng(l 30 e
39736 515 Indents consolidatmg (2 30 »w)
39736 521 Iswe entering (3 10 rr)

Sunday
39736 522 Stores callecting (1 »us)
39736 531 Stores dustnebuting (2 rM)
39736.332  Acknowledgments venfymg (3 30 £M}
39736 34 Casual mdenung (4 »a)
3573658 Dusiributed indent filing (5 » M)

824



ITORES BECTION 31

QUARTERLY JOBS
The quarterly Jobs relating to the storing are to be done In the
first week of each quarter

ANNUAL JoBS

Aprl
7311 Annus! Jobs of indents work
372 131 Indent

tranymitting
39734 Al the annual jobs of the work relating to Forms and
Registers

June
3973821 Annual stock verifying.

July
397323 All the jobs of recelving work.

3977 Forms and Reghters

G971 Indent slip Stencil. Ledger paper White

Ths coluzm headings are to be as follows

Article (7.5 cm) Quantity on hand (1.5 cm) Quantlty required
(1.5 cm) Remarks.

Tha text above the column headings is to be

Nomber and name of the section  imitial of the head of the
section date L s sanchon and initiaks.

C9972  Monshly suppiles indent slp Stencil Ledger paper

The row headings are to be

Month

Anticlo

Smcssshve names of persons ot sections

Total

L 1 sanction and inituls

978 Indent consolidaring form Stenddl. Ledger paper  White
The column headings are 1o be &3 follows

Number of form or article (2.5 cm) The numbers of each of

the tndenting soctions, and lastly total (15 em for
each of these cobmmns)

s
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8997 Stock and isswe regivter  Printed. 10 polnt type. 21 B
printing paper Bound book. 30 lines.

The cofuron headings are 1o be as folfows

Dats (2.5 cm)  From whom reessved or to whom issued (5 cm)
Recelpts (.5 cm) Ismue (15 am) Balance (3.5 cm) Intlals of
rectiver {1.5 am)  Remarks
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CHAPTER 398
STATISTICAL SECTION

3981 Fanciien of Statistlcy

In all spheres of human actrvity statistics have been recoguised
21 & fupdrmental jnstrument in planning end controb. Yotenstre
statistical sucveiliance is & recognised method of prowndieg an
adequate check on current performance and s basiy for long raoge
pb g. The bust of the istical Section fs to supply the
sdmusnustration with basie information, 1o keep 1t posted on carrent
developments and to collate data for perlodical review of ts operd
tlons.

3982 Statistical Soorces

The materia! requced by the Stathsticl Section is obtalsed
from the disnes of the dsferent Sections of the kibrary The peopes
use of statistics demands on intunate knowledge of how the figures
are arrrved at. Henoe, the Statstscal Section should diseuss %
headings of the diaries with tho Head of the Section
and get them suitably formulated and ded wh aecensaty
#0 13 10 provids for the collection of useful and productive data by
the sections.

3983 Stathstical Abstracts
The monthy and tho annua? abstracts and totals of the dluics
of the dufferent Scctions are to bo made and maintained by e
Statstieal Section.

3984 Statistical Presentation

When the data aro all in hand the mbsequent processes focinde
editing and tabulating. Ediung conhats in roviewing the 6507
w hich will be used in tabulation and transtating and presenting thed
into such terms as will be wseful 1n further atudy

3985 Correlation Stady
The planning of the fables includes the provision for finding
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the correlations between the various items in the dfaries.

3986 Statistical Inference

Lastly come, the analytls of the data and the drawing of inferences
foc the Improvement of sdministration The statistical asshitant
shoald extract from the tables such inferences as will when related
tooneanother throw light on the progress of the work in the library
indicate what sections are functioning satisf: ily whatl
are taking place, and what economy may be cffected without
impalring efficiency He should bring to the notice of the brarian
the long-period changes and the shott term fluctuations.

3987 Statktical Disgram
The representation of statistics in dlagrammatic form fs a proper
method of recoeding the floctuating facts They indicate clearly
and concisely the results obtained. The Publiaty Section may
use them merely s pictures and illostrations. But, the Stattstical
Sectlon should so devise the graphs and disgrams as to make clear
the truth and meaning underlying the tabulated data extracted

from the dlarles of the Sections end to lay bare the tendencies and
changes

3988 Librametry

Though libeary ics have been collected for years, statistical
methods havy 1ot yet comc to be applied in librades to the extent
that is posaible. From the little experience we had gained in the
Madras University Library it can be stated that there is moch scope
fot sclentifically handling tho vast amount of crude data that
are being built up fram day to day by every library The study
of these crude data by the approved methods of statistical analysis
will eliminate the play of vague feelings and preconcetved notions,
4 redace the chances for unreliable conclusions. It will bring
to the yurface and reveal tendencies and factoes, which lie hidden
lin'mdqﬂ]ubdﬂndﬂmcrwdedﬂl.ltwmfumhhm
quentitatrye, rellable conclusions and, what {5 more helpful, a
etsure of their rellability A spect of socha 4 rmin
ton of & library problem is the Colow v Dectmal Clacrification
A statistical sy of thelr notation.™

In my address to the Astb Conference at Leamington Spa in
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3988 LINRARY ADMINISTRATION

September 1948, I coioed the term Librametry ™ fo denote the
statistical stody of Library Sclence and Service, 1tis described inmry
ﬂrclawxafubrary:dam" Ubnmetryhyetlyoun‘dhdpikm
Ity devel 1 the

!.ibruyldm!nht:aﬁon.




EPILOGUE

Ithonly mithinlimits that soch detafled instructions and techniquo
can be of use. They are not Intended (o be literally foliowed by all
and ot all times.

Such detailed Instructions and technique arc certalnly necessary
for the beginner  and they will continue to be helpful untit he
g1 into the full swing of enthusiasm for his work. But the moment
be fecls the theill of delight and his whole personality gets merged
In the work 20d beglas to express hself in it—tules and methods
are pot for him. He will then have transcended them all and
yet his work will bo far better then that of the routine worker who
blindly though faithfally follows all the rules.

Adapted from Vatsyayana
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