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The Five Laws of Library Scfence

1 Books are for use

2 Every reader hiy book

3 Every book its reades

4 Save the tme of the reader

$ Library is a growing organization

Rendered fnto Samakrit by the Iste Mahamahopadhysys, Prof
S Koppomami Sastriar



CHAPTER 0
INTRODUCTION

01 New Life
Indins commrumty has been in a state of cultural exhaustion
and sletp during the last few conturies. It began to recover and
wako up about the torn of the present cemtury The process of
waking up after kang slecp took ncarly half a century During this

has now begun to take carc of their development. Its Chainmen,
Dr C D Deshmukh, is & bold free thinker Ho is alvo & man of
action. Ho-ppoimcdll_ﬂnrycummlna He invitzd me to be its
Chairman, T datl Jeulated to take tho

mdcnncguubrnrhmtbemgnarmnm'lty Hereafler tls up to
the library profession to develop them to thelr fullness. Even here,
Dr Deshmukh asked mo to conduct 4 seminar on “From pablisber
to reader  Work flow in univentity and colkege brares™ (1] to
enable the university and college librarians to streamfine their work.

Flgures b brackets refer to the BibSiography (p 197)-




03 LIBRARY MANUAL

03 Madres Library Awociation

‘Within a few years of the organization of tho Madras Univernty
Library the Madras Library Assoclation was founded The two bodies
worked hand in hand from 1928 to 1944 During this period, the raptd
development of the Unlversity Library gave the benefit of an observ
atory In keeping with univertity tradition Hbrary work was taken
to the sclentific kevel The normabve principlks of lbcary scence
were formulated The Muidras Library Association published tho re
sult in tho form of the book Five laws of library tclence{2] The pro-
gress of the work in the Madras University Library till 1942 and
the opportunity provided after 1947 by Sir Mourico Gwyer in the
Unlversity of Delhi to devote all the time to think out the deeper
problems fo Library Scencs bed to the saccesave writing out of
advanced trenthses covering every aspect of Iibrary scienco and
service (3-26). Most of these treatises were published by the Madras
Library Asociation. A few were published by other bodies. They
made o profound impact on library thought in India end abroad
Reciprocally this impact continues to stimmulate further thinking.

04 Research Library

In dve conrse one result of the co-operative effort of the Madras
Universlty Libeary and the Madras Library Association and of
international contact was the development of documentation tech
nique. This techniqus is eswential in a research libeary And the
seriico of resoarch library ls al for thg ind develop
of tho country And rapld fndmstrial dovelopment and the stopping
up of productivity &re concomutants of the march of new life i the
conntry Some of the results on documentation techniquo have been
ghven [n the perlodicals Amnals of Indian Library Association and its
current successor Annals of library seience and In books published by
differcnt agencies [27 31) The INSDOC (Indian National Scacntific
Docuntentation Centre) founded in 1951 has taken over the Annals
of ldrary sclemce Ity documentation activities arc stimulating
further wotk on d chnlguo Indeed it functions as
u laboratory for the fpurpose) Thus there §5 amplo provislon for
rescarch and production of nd)vum::d treatises In ﬂobmry Science.

05 School
Aunother sphere of co-operation of the Madras Unlversity Library
to
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and the Madras Library Assoctation was the school Ubrary Their
Jolnt effort culmimated m a few annoal courses of vecation kcturers
to bendmasters and teachers, wnd regular lectures for some years
to the teachers under training in the Teachers College at Saidapet,
on “Library work in schools™ The Association eventually brought
out the School and college librarfes — 2 book based on the experience
thus gained A briefer verston of this book bas been bronght out
by the Oxford Unrversity Press in fts Teaching in Indua Series.

But 0o state in Indis hay yet begun to think seriously of encrgizing
the few existing school fibraries, or of co-ordinating their servece
on a rational bams. The work in school Hbranes has therefore to
depend largely on the enthusiarm of individual teachers and head
masters. The two books mentioned in this section are helpfol hand
books to soch enthnslaste non-professionahs [32 3.

06 Pablk Litrary System

081 SouTn INDia

Another major sphere of work of the Madras Library Association
was the pobbc fibrary system of tho country For twenty yean
the Amsociation engaged itsslf without respite in preparing the
swakening public to sense their ibrary rights. In 1948, the Govern-
ment of Madras gave & lead in the development of the public Hbrary
syitem of the country by pladng the Madros Poblic Librardes
Act off the statate book. For tho help of the State and Local Library
Authorltics, a handbook was poblished in 1953[34]. 1n 1954 this
cumpke stimulated the neighbouring State of Hyderabad to pat
fts own Public Libraries Act on the statuto book. As a resalt of the
reorgancation of the states of India In 1956, a Library Act is now
in force in the whote of the Madras State and Andbra Pradesh.
It Is aho in force in some of the districts of Kerala, Mysore State,
and Bombay State, transferred to them from Madras, Andhra
Pradesh and Hyderabad There it every chance of all the states in
South Indin soon having a comprohensive statutory pubbe library
system.

062 OrHLR STATES IN INDIA
Apart from South India, thought has been devoted to the devedop-
ment of a statutory public library system In the other constitvent
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states also A master plan for the whole of India was worked out fn
» terves of books Further a wpemfic library development plan was
worked out for each of the six states, Central Provinces, Cochin
Travancore Bombay Uttar Pradesh and Bongal. The plans for the
first three of theso states were not published. They should be lying
1n thefr respective archives, The thought on the development of
publmﬁh'uyryﬂemhuhernrmdcdlnurwonofbocu
[35-42)

07 Msm-Power for Pebdle Libraries

071 ESTABLOHMENT of LIBRARY ScrooLS

Anctber early step tsken co-operatively by the Madras Unlversity
Library and the Madras Library Association was the establuhment
of a library schoo! to train Hbrary man-power It began &3 a School
of the Assocation in 1929 But it was tranderred to the care of
the Umversity in 1931 The School has now got an endowed chair
—the Sarada Rangaoathan Professorship in Library Science
Today there are pest-gradunte library schools in ten untvorsities
The University Grants Commission has been advised by its Library
Commuttes to provide for foll4imed teachers fn not less than six
of thess schools. In additron, several of the State Library Associa-
vons are piving short Certificate Courses In Libeary Sclence to
traln semi-professionals

072 INADEQUACY OF TUE SCTtooLs

Bot thero 15 shortage in competent teachers of Lbrary scence
Dee to this, there Is much detenioration o the standard reached by
the schools. Even 30 1he supply of oven noounally trained library
Fupcr;;rgé’:ﬂlc]:oﬂofdcmaud There is another complicating
actor in universtios, colleges, t
menty, industrial houses, and d. 1 ﬁd‘m’?"ﬂ df])ilﬂ’
ceatres grve a better salary seale than public librares. Therefore
the public library system falls to attract or retain man-power with
a sound training At the same time, public Iibranes are increasing
In number In response to the increasing book honger of the peophe
in ‘,hf iModrE;mc, for example the shortape of trained man
power s as a3 98 per cent. In absolute fi ihe public
Libeary system of the Madras Smchlnmcdurmuonp:fu
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least 300 tralned Ibrariam, YThis gap cannot be fifled for many years.

073 ESsTMATED DEMAND
‘Weo may take the experiemce of the Madras State s typical On
that basls, the following estimato may be made about the tralned
man-power required for tho fullblown library system of ouor
country

Afaw-Power Needed
Nature of the Library E:""’"" Profes | SemF
sionals | Prfer
shorals
National Central Library 1 100 900
State Central Libeary 15 700 7000
District Central Libeary 500 5000 50000
Branch Library 5000 00 20000
Libeachine 15000 15000 15000
TotAL (tn round figures) 30000 90000

The abovo estimato is based on the sssomption that by the time
the library personality of Indis grows to its fullness, Gibrary man-
power will bo conserved by centraBzed pre-matal classification and
cataloguing, by the arrival of books in hibearics with the class
numbers printed in them and the receipt of the catalogoe cards
along with the books. An earfler cstimate was made in 1950,[43]

074 ANTICIPATED INADEQUACY

As this estimate i3 befng realized in respect of the number of
Hbraries, the inadequacy of trained hbrary man-power will increaso
for some years. This will be doo to severnl causes. As wsmal with
any new service, theve I the initial wrong notfon among the public,
the Local Bodies, and the Governments that snybody can enliven
a library — particolarly even a person of too Jow an ability to make
a living elsewhere. Thoso with a afightly greater semsltiveness danm

13
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the cawse by falmtly conceding that subnormals can be rgged up
for library sernice by the ritunl of a short coutse of two or three
months, The resalt is the starting of Tbrary schools without com
petent teachers and without any respect for the standard to be
reached, Even then the half-baked Lbeary man-power will con-
tinue to be too 1nadequale to meet the demand,

075 TRANHTORY ARRANGEMENT

in spie of the delay in the creation of competent Hbrary man
power the gize of our public libeary system will keep on Increasing.
Moncy will be Increanngly sunk in books and Iibrary bulldings.
An nerensing nomber of people will resort to public librarkes. Some
tranntory arr will have, thereforo, to be made to transform
the book-fund into real book service. This arrangement will do-
pend on divisnon o(hbour.LThe Central Libeary should have their
full quota of p and j-professonaly, It should
take full charge of book order work, periodicals work, sccession
work, catalogae and procesy work, accouats, budset, etc In a
begnch library the remaiming routine work, such as drenlation
work, maintenanco work, and other work behind the screen will
have to be kft to the care of kprofessionals®, The tal
mrvico — viz reference servico — will have to be to the care
of honofary workers drawn from smong the retired persons and
other kentured people in the respective localites This shonld be
done also in respect of the libeachines,

076 Gom
The standard of the treatises will bo too severe for the seml
professlonals. It s neither necewsary nor peoper to expect the hono-
rary workers to get hnto the foll swing of the treatises in the different
branches of library sclence There is thercfore need for a simple
single mancal to help the semi-profestionals and the hooormry
worlers (o do therr respective ltems of work sathfectorily This Is
the genetis of this book. The semi-professionals need fxlp in res-
pect of the routine of circulation work maintenance work and
n.dmrmnrnuwmk.ﬂmbononryworunmadthahdpof
Garrect ovientation in vespect of the social implications of library
servce, tho laws of Ebeary sckence, public relation work, and re
ferenco senace Both classes of workers will need help In appreciat
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{ng the slignificance and the use of class numbers and catalogue
entries.

077 Amna of THE Boox

The aim of this book I3 to servo as such a manual for the semi
professionals and tho honorary workers. It is a popular epitome of
the cssence of most of the treatises onumeraded as the fint 26 iterns
In the tibliography at the end of this book. The parts I 2 and 6
on the Laws of Library Science, Public Relation, and Rural Lib-
rary Servico —are alyo intended to pive a helpful onentatson to
the members of the Local Library Authorities — that s, thoto in
the topmanagement of the District Central Librarfes and the
Advisory Committees of the branch [ibrares and of the service
stations of the Hibrachines. The book &3 a whols can form the bans
of the trainmg to bo glven to semr-profesdonals. In fact, In the
hort perlod of training extending only to three or four months,
the best that can be done will bo to train the candidates in offectively
using this book In their day-to-day work in their lbraries, with a
proper senso of perspective. Thu, this manual has been detigned
to bo & book for the wock-table. Tho imstruction in the course for
the semj-professionals may also atm at sappetrnng the trainees
to Jook up some of the batho treatises epitomized in this book.
Perhape, a pervsal of the first threo parts may induco the top-mana-
gement and the homorary workers also to make a stody of the
Flve lows of library sctemce and the Reference service of which parta ]
2,3 and 6 are & rapid summary Parts 2 and 6 have been pewly
added und parts 1 end 3 have becn expanded and completely
re-written in this edition, to mest the necds of members of Library
Authorities and other honorary workers

078 TRANSLATION

This Fnglish edition may be used as the baus for the tramlation
or free rendering Into the important regional languages of India,
Our languages arc now without & proper termmology for most of
the current ldeas that have taken shape during the last one hundred
years. And Library Science s practically & crestion of thr period.
1t will bo belpful if all our languages use the same Sansint radicals
1 cvolving technical terminology The glossary at the end gnes
the Samskrit terms cvolved 1l now If the transiators could use

1
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tmof!heuuwnhnmauwhthwgmtewthm&mkﬂt
termy, they will be helping the formation of & uniform libeary ter
mnology for afl the libraries in India. In this matter the Canons
of Terminclogy [44] may be barne in mind, Applications for trans-
hﬂngthhbookmlybnmndﬂ!oihnumhoxﬂ:m\)gh(hnAm
Publishing House.

08 Contpectus

Editlon 1 of this book hay been nsed widely  When it was wrltten,
the ncceasity to bring in honorary workers into beanch librares
and traveilmg librarkes had not been realized. Ity focus was there
fore on Library techmque. The chapters on onientation and reference
service wero brief The experwence gained jn the working of the
Library Act in South India has brought the need for making the book
tn-focal, a3 posnted ont in sections 06 apd 07 Thersforo equal
emphass is laxd m this edition on the broad human mde for orienta-
tion purposes and on the aide of technique for adminkstrative pur

poser.

Part 1 begins with a brief exposition of tho Five Laws of Library
Science. It has oow chapters on open accets and on the soctology
of the wearlng out and some lots of books In &n open access library
geared to an active promotion of the use of books by ono and afl.
The antention of members of the Local Library Authorities and of
the Department of Library Service s specaally invited to thus part,

Part 2 is on the need for and modes of public relation worl In
order to make cvery atizen go to the Obmary and accopt Hbrary
service, It also expluns the deop imterest of the State In & demo-
cracy to make crerybody acceqt libeary service. Besides belng of
otientauon valoe to Local Library Authorities and the Department
of Library Service the chapters on the methods of pablic relstion
aod library extenslon servics are of peactical valoe to librarians,

Part 3 f1 on the vital Importance and the methods of roference
scrvice. It abo describes the foy of reference strvice and recommends
1o the retired kisured people of each locality the helping of readers
lnlbelocn]pub!icﬁh-nrynndlhusatomﬁnd}oy{uloccupmon
ghﬁcuhmmwp\mmmcmm&ummmonhn

an!andSmmmevelycnthuﬂbraryrom circalati
work and of the admnistratine mkbuhlndthesawz(lmlvedol:n

vy
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lecting, buying, iond L ing the libeary
munn,nndmehokin;nﬁuafthebuﬂdlnpmdthnm
Part 6 Is on the extenslon of libary service to the rural arcas. It
brngs out the futffity of developing small independent Hbranes,
It recommends tho formation of a District Central Library for the
towns, villages and hamiets. Tt discumes the first and the ulthmate
phases of the transport of books to and {rom service paints and
tho routine connected with thom. Finally it thows the harm being
done by the merging of city library service and rural library service
under the Madras Poblic Libearies Act.

Part 7 is on clamification. It grves & bref schedule of class num-
bere by Colon Classification and Decimal Clasufication.

Part 8 {s on cataloguing. It explains the structure and fimetion of
differont kinds of catalogue entries. It ako extracts a fow extential
rules from the Clastified Catalogoe Code. It gives 36 examples of
catalogoe entrics.






Part 1

LAWS OF LIBRARY SCIENCE






CHAFTER 10
INTRODUCTION

10! Library as a Social Institwtion
./;xl.!bnrybnwdal!mﬂmﬂon. As soch, It has to serve reveral
purposes

1 Itshould help the Tife-long self-education of onc and all

2 It should furnish up-to-datc facts and information on all
subjests to onc and all

3 1t should dbtnbute, in #p unbussed and balanced way all
shades of recorded vicws and thought to one and all, as a brelp in
the discharge of their pohitical functions In respect of local, national,
and international affairs

4 It should contribute to prodoctivity-drive by informing top-
mnmcnuofmchmtrmdlh\dlmumlerpﬂsu.hypbu;h
ing back into the minds of hers, d h
cvery prece of relovant new thought, pmmpdy and ptn—pobntcdly

5 It should provide to ono and all a harmless and elevating ose
of lcksure

6 It should prescrve the literary remains of humamty for pos-
terity as vehicles of culture and as source materials for entiquarian
research  and In general

7 It should work for continued social well-bolng, as the agency
In charge of all socialised recorded thought.

Thus a library has edocatlonal, informational political, economic,
{ndustrial, cultural, and anthquarian functions.

102 Divislom of Functions
The drversification of the functions of the library Is 2 result of
soclal pressure. (Democracy makes the Fbrary serve one and all) It
lhouldscn’enotmcrr}yumulﬂocncyo(unh,wum,m
or intellect. On the other hand, It should serve every crtizen —
high or humble by birth, rich or poor powerful or meek, esch
in the measure of his intelfigence quotient and fiedd of interest,
There is a division of functions among libraries, in order 1o I~

21
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crense the total efficiency of the library system of a nation

103 Special Library
Samehbnnamorpnlzcdmlcmmcnccdxofspcdﬂm
readers of different kinds  Such a library is calied 2 Special Lib-
rary In a special library the renders are restricted in quality
and number  The reading materfals too are restricted n subject
coverage, standard, and pumber The mode of scrvice slso s
specialed in its natare It is essenually a Service Library

104 Storsge Library

Function 6— preserving literary remains for pestenty and for
sntiquangn research all through time — is no longer made the 1es-
pomsibility of every library in a country This responubility is
given to one National Central Library in & country of small area.
It may sho be given to a few additional Reglonal Libraries n &
country of longer arca. In a federal State each constutuent state
also maintaing & State Central Library to look after a simitar
responsibility within the State. A hibrary of this kind is called a
Storage Library or & Dormitory Library The term does not fmply
tho absence of service function It merely ermphanzes storage to be
the distmctive fonction of such a library

105 Publle Library

A library 18 now 2-days expected to bo organired In each locality
to serve the general public. Every locality with & population of
between S000 and 35000 is given a statomary library It has a
bullding of its own It 1s usnally a small library It has a permanent
collection of books of its own. It has In additron, books sent to it
In circulstion perrodically from a reservoir central library It has
also a permanent staff of its own. A locallty with snch a small
Iibrary of its own may be a town or a divinon of a city Every lo-
cality with s population below 5 000 is served by a travelling Iibrary
] callit a Librachmo It carnies an assorted collection of about 2,000
books taken out from & Central Library It distributes them armong
the villages periodically Tt also takes back the used books from the
vilieges. This 13 really & small Ubrary on wheels. Any such small
library or any reservoir Dstrict or City Central Library feeding it is
dmotcdbytha;mn-lctrrmPubEcUh-lry This term connotes that

2
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Tt serves the general publio of lts Tooahty
It is financed with public funds

It gives freo service and

1t Is easentially & Service Library

=

106 Mortal Beoks and Inmoctal Vorks

From tho point of view of a servico Library every book 1 2 mortal
Its physical body will perish by use, or by mere efllux of time and
ageng cven when locked up against use, This does not mean that
the work embodred m a book s necessarly a mortal The work
may be immortal Examples are the Vedas, the Talmud, the Bibie
tho Koran, the Gita  the poems, the dmmas, and the storwes handed
down through ages, and the tominal books in any subject.(Such
immortal works get embodied repeatedly In new editions, tramla
thons, and versions. It is called a Classic) Each particular embod!
ment of a classic 15 mortal. But the work Contained m 1t transan
FRET from one body to another It Is like the immortal soul in &
mortal body |

107 Power Station

A service library does not worry itsell too moch by the harm
done to a book, by tho wear and tear of use. It can stop worrying
iteell about this, Becauwse a sound copy of each book will b~ found
in the siorage library of tho country or the constituent state  This
divislon of function between Service Libraries and Storage Lib-
raries is & major contribution of the Modern Theory of Library
Organization. Tho management of a Public Library can there
fore concentrato totally on service of books, The management
thould look upon & book as & dry cell, contunmg thought-energy
transformed into a portablc material. It should regand itscif as 10
charge of a powcr-station with a battery of such dry cclls. Its duty
should be to help the retransformation of books into thought
This thought may be mercly absorbed by many for their own imme-
diate beneflt. It may aho kad to the creaton of new thought by
sorme for the use of homandty at larpe. Library work s the sum-
total of all the work needed to effect such & retmmformaton.

102 Fire Fondamental Laws
A wide and fntenslyve observation of such a re-transformation

pk}
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Europe m 1924-23 jed to the formulabon of the pormative
peincipies of hbeary work. These peinciples wern formulated in
1978 a3 the Five Laws of Librasy Science. Afier cxposiion befors
oVl adiences, they were publshed (n & book fn 1931 {44}
Here aro the Five Laws

Books are for use,

Every reader huy book,
Every book its reader

Save the time of the reader
Library is a growing orgamsm.

P

My revered {riend, the Iste Mah ya Prof SK M

Sastriar clothod these five laws In Sanskit verse, Hmhux!uca

24



CHAPTER 11
FIRST LAW

111 Esmnciation

Books are for usc They arc to be used for thelr thought
content. A library suthority shouk countenance no factor Tikely
1o obstroct or minimize the use of books. It should interpret all
codes and lattors m a Oberal spirit 50 as to mazimoe the nse
of booky, (It should nip in the bod oven the slightest inroad of the
spirit of burcavcracy into any affur comnected with the use of the
library) It shoukd always bear in mind that ths library socializes
the use of booksy’A libaary fs mads g not by the number of its
books, but by its ose [46] ) A few books kept comtmucmly in active
use form a bigger library than mites of books kept largely locked in
the cupboards of & monumental bmlding. Here follow some of the
Imphications of the First Law

112 Likrary Beilding
The exterior of a library buflding should be 1oviting. It should
have a glass-front all along the road faced by it, s0 a3 to disclose
10 the passers-by the busy readers osing ity collections in full free-
dom (Tho inside colourscheme shoukd be soothing and subdued.
The vacant wallspaces should be treated with mgmificant mumrals,
The building should be functional. The circnlation counter the
reading room, the stack-room, the admindstrative room, and the
staff room should be well-articulsted Thero should be an open-
air resding room for the cooler hours of the day There should also
be space for kctures, seminam, reading circles, and every other
form of extension service Above all, the building shoutd be located
in an exslly and readily sccensible part of the locality

113 Flttings swd Famnitore
Tho book-racks should be short enough for the top-most shell
to ba reached standlog on the floor  The tables in the reading rooars
should be smart. The chalrx shoukd be comlortable. It should be
ponlble for all the readers to bo so seated a3 not 1o face the trafic
within the Ifbrary The colour scheme of the ftungs and forniture
should barmonuzo with that of the walls,

3
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114 Gsugmays
The gangways between rows of book-stacks should be gencrats
So aleo thould be the gangways between reading tables.

115 Lighting

The colour scheme should smoothen the glare of the natural huht
The artificaal light for the darker hours ahould be Jeust tidng to the
eyes

116 Ventilatlon
The reading room and the stack-room should have the benefit of
patursd ventilauon, The incidence of sofar haat shoutd be chiminated.
The well known indipenous method of wsing wet ki dwas for
cooling should be nted ungrudgingly during the hot sEion ™

117 Libeary Stafl

An earnest appeal of the Firt Law to the hibrary authorities bs In
regard to the Libsary staff Getualty sebolarship asd professional
compeience should be the firt conuderation in the recrustment of
the staffl The salary &eale should be able to attract and retain men
and women endawed with fity and These should
be gven full rexporubilty 10 peomote the e of booke,
should be no soul kihng interference, cither m a format or an
wformal way VIn theur turn, the stafl should remember that hbrary
service s socsd service! Thewr joy thould be derdved from the joy
Dlossoming on the faces of readers served to thelr satisfnction,

118 Dook Sedection

A puble library should not waste us money on book curios or
o costly books in infrequent demand  The reaponsibibity to sequire
them shotld be left to the Nauonal and the State Content Libenries.
Agan the appearance of the books should invite people to pick
tem up The uze, the shape angd the wepht should moke a book
easy 1o handke The syl of prinung should make it easy to nead
The Fust Law would urge the kbeary professron to act coliectively
for the promotion of the proxction of besutiful books on alf sub-
Jects and i =it styles suited to the different mtellectal3trats This
roeuage of the Fit Law n fully expounded clscwhere [47] The
books sheild be Lept chean and in good repair consistent with

2%
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wide e Worm-out and out-of-dats books shonld be weeded out
ﬂdmmhmuﬁou&nhcntbuﬁnlhwvﬂ]mt-ﬂwlnlm
library any ugly al r%w_?o_ohr%rwmhmforlhm
some book €0 be kept y Tor show} It will allow only books

robuuonunuomlymd,mjoycd, Undorstood, and acted upon by }
readers,



CHAPTER 12
SECOND LAW

121 Enencistien
(Books for all. Every reader his book.\ Thex two alternat
ive forms of the Second Law emphasizo In greater detail the
mplications of the Fint Law & viewed from the side of rexders.
Thcycxpccilbcpubh:ﬁbrnrytonkohlmwnddm\bnt\wyldnd
of reader whatever the age, tho sex, the vocation, the capacity for
weif-help and the willlngnes to read

122 Book Selectlems Sublect-Seatter

The Sccond Law Indicates the snbjects to bo covered in book
selection. It expects the library to Inform itself of the subject
interests of its readers. Tt should select books on all the major
occrpations of lts actual and potential readers. These are likely
10 cover many arts and crafty, thé Basic sciences and the commonly
recognized professional or applied fields. Tho curiosity and the
interest of tho people of a Jocality may be widely varied. They
are likely to call for Wographies and travel-books of all kinds A
public library should also go beyond books of current information,
1t thould select light B for relaxation mon ck A
public Library should alio provide profonnd books to satisfy the
inner urgs towards whattoever s eicvated, enlightening, and sob-
Hme. (These will be books in Fine Arls, Literature, Religion and
Philosoplyy The subject-scatter of book-selection should thus be
closely correiated to the needs of all the readers of the locality In
ail their moods.}

123 Book-Selection: Htyle-Scatter

According to the Second Law book selection thould be closely
corrclated, with equal thoronghness, to the languago and styls of
exposition muited to all the intellectual atrata. It should care as
much for the needs of the neo-hierates &t 1ho one extreme as 10 the
seasoned scholars at the other The whols spectrim between these
two extreme standards should be covered, In the measure of lts
refiection in the readlng capacity of the people of the Jocality

B
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124 Book-Selection: Physical Make-sp

In book-selection, attention should be paid to the physical make-

up necessary for the comfort of old people at the one extremo down

to that of chikdren &t the other {The old and the children may

require large types, large paper and ample margin and space between

The neo-liicrates need special attention. We are not now

a sufficient variety of books to suit them. A detailed stody

of tho standard of book-production recded for neo-hterates will

be found in a book forming the proceedings of m Seminsr on the

subject conducted by the Indlan Adolt Pducation Assoclation at
Okla in 1953 [48].

125 Ieter-Library Loan
Even the nchest of librarkes cannot find finance to buy books in
occagdomt demand. It is still more o with'a small public fTbrary
{The Sccond Lew therefore, recommends all the libraries of # land
forming a single system, with inter library loan fecilines. The entire,
book—rmaum::o(lct:-mm-ylhcruldhcrtgnrdodunmu,l\spool.1
A book lylng idle on the shelf of any Fbrary should be made available

to any reader whatever be his own service-Eibrary

126 Viable Unit

Even a more pressing corollary from the Second Law concerns
the viahility of a library arca. The Second Law fs againyt every
locality having ap independent Ilbrary A city with a population
of not less than 100000 may be tolkerably viable. ATl the smalker
localities m a disirict should be taken together to form a sngle
Uibrary-unit, Esch district shoukd have a District Central Librery
This Library should purchaso the books for the whole distnct. Tt
thould also keep the books clreulated continwously among the
hamlets, the villages, and the towns in its aren,

127 Catatogee: Anslytieal Entries
Another indication of the Second Law concerns the catalogue.
Many books wre of a componite nature Neither the titlo nor the
main entry of a composite book may disclose fully all its comtenis.
The hidden contents should be brought out by cross-reference entries
—that s, subpect-analytical entries —in tho Library catalogoe
Otherslic cvery reader may not get his material, bn spits of Its

2
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Iymg wnside the pages of some of the books standing on the shelves
of the hibrary

128 Opent Accem
Above all the Second Law pleads for Open Access. In open
access, books are kept on open shelves  and any reader can handle
them directly A reader brownng amidst books will find his books
much better than one working only through a catalogoe. Many
a reader 18 umable to cnunciate his requirements in exact terms.
o aro often unable to state precisely the clothing, the shoes, of
furniture we want. Bot placed amidst an assortment of clothes,
shoes, and furniture, of every varicty we are able to decrde what
wewmtlSohnluuncholmofboobforuudy Open access
I common {n shops and restaurants, Eut:rpﬂsingﬁaook-chops
practise it. Libranes too should practise open access without besits,
tion. For it will increase the chance for every reader to get his booly



CHAPTER 13
THIRD LAWY

131 Ecmmciation

Every book its reader This emphasizes 1n greater detail tho
fmplications of the First Law s viewed from the mde of the book.
It takes the First Law to mean that “the_deshiny of the book It
resder s hands™ (According to it, the book pleads with the b~
rarian as follows ~I om mert. Of my own accord I am unabls to
keap into my reader’s hands. My wolce is not andible to him. I
depend on you for my being taken to my reader or my reader to be
taken to me.” Every book left for long on the shelf punlng away
for its reader covered with dust and nntooched by readers, would
leave & curse on the libraran. Tt will keave a cunss on the library
aothority too if It does pot provide ibrarlans sdequate 1o quality
and suffickent In number to find readers for every book.

132 Book Selection

The Third Law wonld give some negatlvo counsel on book selec
ton. “Do not select books in languages not commonly read In the
locality Do not select books of & stamdard not smted to the mafority
of the readers in the locafity Do pot seiect books on subject-fiefds —
on the vocationm technologres, and xences — with few practitioners
in the locality Depend on jmter-(brary loan for books 1n occasional
demand ™

133 Clasaifled Arraogement
The Third Law picads for the arrang of books 1o & d
scquence based on thelr contents. Such & classified ar will

present subjects in a fliatory sequence The subject-interests of a
reader follow such a filiatory sequence Thercfore, the attention
of a reader comung for books on a parucular ubpect will be attracted,
in this arrangement to the books in the neighbouning suhsects also.
Thus the chance for thess nefghbouring books gettmyg their readers
will increase.

134 Re-
“Novelty™ tn shelf-arrangement is another means, ot infrequenth

1
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adopted to attract the attention of the vistors to books that peed
help in finding their readers. An occasional redistribution of the
contents of tbelves may help in establishing fresh contacts between
nfen and books.

135 Show-Case

Another usual device employed in this connection is the location
of small attractive show-cases with books In strategx potitions
of the readingfoom and the stack room, labelled with catching
kegends like “Rooks Warth Looking Inte” “Books of the Howr™
“Interestiug Booky Recently Unearthed  “Long-Forgotten But
Usefal Books” and 5o on. Even a label like “Do Not Read These
Books” may prove cffectivel

136 Accessibdity

Another mportant fector m shelf-arrangement which has &
dechded effect on the chance of & book to get its resder Is its casy
sccemibility or otherwite Books within the comfortable reach of
& reader of aversge height are much better used. 1 have experimented
with an amorted set of boaks by placing them for a fow weeks on
1he top-mont shelf which is 6} fect from the ground, on the bottom-
most shelf which 1 only 6 inches from the groumnd and on the
intermediate shetver. The books found readers more frequently
while on the intermediate 1helves than while on the others. (Shelves
st a height greater than 6} feet are a standing defiance of the Third
Law The Third Law would insist that the top-mott shell of a book
rack should be within the casy reach of a man of average height
sianding on tho floor\Similarly shotves broader than what ls
seeessary 1o hold one tow of books are great sourees of temptation
for the lbeary staff to arrange two rows on them — one behind the
other with the result, the books of the hind row wre denied the
chance 10 get thelr resders. Morl Do not have more than one
row of books on a shell

Subsect-anatvih

mec form a favourite of the Third
Law For such eniriex are of help in finding readers for # book.
For exsmple, » fubject-analytical for the excellent cssay entithed
Pragmatism of Williom James got & stream of readers to the cam-

2
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posite book Shelbowrne exsays of More. A croswreforence card
with the heading “Coffec Inviting attentlon to pages 615 to 660 of
the fifth volume of the Complete works of Rumford made all tho
difference in the chance for that book getting it resders. The cross-
reference entry brought out the enticing title Of the exeellent gucdlties
of coffee cond the art of making it in the highest perfection. Thereafter
instead of teing an inort victim to the ravages of silverfish, the
volume began Its upending series of tnumphant marches to the
bouse of ono reader after snother

138 Opex Accens

Open sccess 13 another favoorite of the Third Law Some years
ago I watched a library change from “Closed™ to “Open Accen™
I could then sce the powerful service of the open wetcess system to
the Third Law It is & matter of common experjencd That the change
increases manifald the number of volames drawn for me. More
{mportant than that #s the freqoency with which readens “make
discoverics " {Not & day passes without some resder axclaiming with
an agreesble surpnse, “I didn t know that yon had this book!"
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FOURTH LAW

141 Emmclation

Save the time of the reader Save the tempo of the reader
The second of the above Is o corollary from ithe first.[Physteal
funger for food is compelling. Physical thirst for water {3 inexorable)
Netther will extinguish lisell by its not being attended T6~ Each
wnil perust through time till sathisBed  Bat roental hunger for booky
13 not compelling in the case of most people  Mental thirst for infor
maton Is pat inexorable 1n the case of most people.(Both of them
are ficcting in their nature.) They both die out unfess satisfied imme
diately on their taking shape o time-lag should come between
derand and supply) The tempo for reading bs often mcmcnlaryr\
Tt should be harnetsed at the very moment. That is the messago of',
the Fourth Law

14(1 SumsECTIVE 13 ORIECTIVE TIME

The Fourth Law distmguishes between subpeetive time and obpee
tive ttme. When we wat at tho mrport expectmg & dear one from
a far-off land, every minute kooks hike an hour to w When we
a10 loaing oursetves in enpoying something, even an hour runa ot
as quickly a3 a minute 1f time is hanging on us, each second strikes
our wot become imp sour at beait, and rest
lesx, If we arc kept bumly absorbed in some work or thought
tme racer but we arc composed wo aro even surpnsed that a
long period ships ont without our realnng it This difference is due
to the duffe between objective and subject time The Fourth
Law asks us to save objective tme as weil as subjective time

142 Clawsifled Arrangement
Clasnfled arrangement of books in the stack-foom saves the
obyectrve time of the reader In such an arrangement, o reader finds
all his books arranged together comsecutively Thexefore, be need
oot examune all the abelves to find his requurements. Suppose the
books are arranged alphabetcally Let us take Physks 1o be the
subject of interest to the mdcr\AIphabeﬁuI]y 1ho suthors of the

k)
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book in Phyrcs mey range from Abraham to Yogahwar To
cxamine the books n Physics, the reader will have to walk down
all the gangways in the entlro stack room! Wih clesafied arrange
ment, ho may have to walk down only one or two gangways. A
dmilar thing bappens also with tho Iibrary catalogue In a clasd-
fied arrangernent of entrie, the resder will find all the cerds in
Phyncs within & single catalogue tray In the alphabetical arrange-
ment of entrses, tho roader will have to turn through all the cards
in all the trays of all the catalogue cabinets, tTherefore, the Fourth
Law calls for classified arrangement of the books in the stack-room
mdofthnwd:mthswnoxmahm)

143 Catalogwe

1431  SUBJECT ANALYTICALS

Classified arrangement s pot, by nsclf sufficient to save objective
time. This is due to books being composite A book may have within
its covers some pages devoted to onc subject and some other papes
devotod to another subject. But the book itself can be put only In
onc place, as if it were devoted to one and only one subject. There-
fore, to get all hus reading materials, & reader b3 obliped to go boyond
the books classified as bedonging to his subject of puryoit He 1s
obliged to cxamune many many other books, placed in subjects
other than his own i arder to find out if any pages of them are on
his subject of pursurt. This cxamination of the many many other
books ealls for moch time  This time can bo mved by the catalogue
putting in an analytical entry for every book, partially dealing with
subjects other than its mam one, under each ope of those other
subjeets, This is now commonly done in every Library catslogue.

1432 BrearTite CATALOGUS
The Fourth Law is aware of the diversc approzches of resders to
bookt.{Some make a subsect approach, Others make sn anthor
trlo approach, coflaborator approach, or senes appr
The time of the reader should be saved whatever be his approachd
The Fourth Law a bipartite logue for this purpose,
In one part, the entrics are al arrdnged in ooe alphabetical sequence
by the mame of cach subjert author titke (if equivalent to & proper
noun), collsborator and serer. It i3 the Alphabetical Part. In the
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odnparﬁthaeulﬂummmpdtnﬂxﬂﬁncrywqmofmdr
subjects. To mochanmzs thy filintory scquence, each subject fs res
prescated by n ordinal number It i its Class Number This part
{3 the Clansified Part of the catabogue

1433 Use OF THE ALPHARCTICAL PART

chumdcuqnmhfu-rnpurﬂcuhrbookbynpunl:uhrlmhm
or in a particular senes, the Alphabetical Part 1 sufficient by ltself
to satisfy by want Bat if it is interest in & subject by itacif that
takes bim to the Library his wants will be better served by a cata-
logue, tpreading before him 2 full, connected panorama of all the
matenals on his speiBo subject, all its ub-divisions, and alt broader
subjects of which ft fs 1tself a sub-division Moreover few readers
are able to namo thar specific subjects exnctly It s a broader
subject that rs usualty thonght of or mentloned or looked up in the
catalogme However wide of the mark the subject mentioned by
the reader is, the Class Index Entry in tho Alphabotical Part

fum to look up the entres in the Clanified Part under the Class
Number representing 1t

1434 Use o THE Cpassoun Paxr

The funetion of the class number Is exhausted a3 soon xs the reader
enters the region indleated by it. Thereafier the class number does
not occupy his thought or dustract him. His mind s fully occupled
with the helpful fillatory way in which the names of his books
foliow onw after another Ho 1 delighted. This delight is at bottom
due to the mtfs{action of nnexpressed wents and to the gethng of
somethmg which he did not know how to wak for This represonts
a decper function to be performed by the library catalogne It s
1ho duty of the Worury to mext tuch utexpressed wants, parnentariy
becausa an ordunary reader doss not know how to give shape to
them and state them,

R 144 Referencs Bervice

3ood classified arrangement and a good bipartite catalogue
with subject-analyticals are not by themasives suficient to gave the
timo of the reader [n sddltion to these the library authotities should
Ao provido for adequate personal belp to readers. Such personal
belp 18 called Reference Scrvicc\A referonce Lbrardan should,
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with a cheerful face, welcome and recelve every visitor to the library
He should, in 2 frlendly and plcastat way help each visitor to enun-
cuate his reading requirements — the exact topic on which he seeks
nformation, or the knowledge he wants, or the partizular emotional
appeal needed to soothe lrm. Ho shonld thereafter prt him along-
side the books and the perlodicals winch can meet his requirements.
‘Helhouldlndccdworkmththcmdumhuhumrormformaﬂon.
knowledgo or entertainmeny

145 Stasdardization

The Fourth Law contains nother imphcation. We have scen
10 far thst In order to save the hme of the reader the library staff’
should find timo to attend to each reader Individnally This implies
no deubt, more iafl than bs casily soen to bo necessary by library
authonties. It also implies saving the time of the stafl itself in getting
through the routine wock Involved in the adminkstration of the 1ib-
rary To save ths timo of roatine, full sdvantege muost be taken of
standardiration and gimpliffcation of materials specifications, and
procedures. This is briefly indicated in Part 6. Fuoll details can be
found In Library odmixisiration (49). The card systemn of records
and the system of vertical filing may well be claimed as contribo-
tions of the Library p lon to the other professions and trades.
These systemy were evolved under the pressore of the Fourth Law
It may be stated here that standardization do¢s not imply freezing
originality It does not prevent change for improvement. It does
not curb creative re-thinking about tho standards,

146 Centralization

Cent of 1mp 1 1 such as classd

anpd loguing, is another of the Fourth Law to releass
more of the stafl of a library for the human and personal purpose of
Reference Service It picods \V'halhllthuhplncdbycv;ic!
of the self4ame book being classified and d by a th
different pertoms [n a thousand different Iibrardans in the land?
WIll pot the same reault of classification and catalogwng be schicved
with greater uniformity end connstency il each book Is classified
at the State or the Natlonal Central Libeary as the cse may be
and 1ts catalogue cards printed by the same central body and supplied
to each of the thousand librarkes? For overy two thousand books
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added to o litrary in a year soch a centralization will release one
member of the Library staff and the library can get a better return
for s time by turning him on to reference service, §t has been shown
that 79 per cent of the stafl now dolng the work of classification and
cataloguing can be diverted to reference servico {50]

1461 Pre NATAL CLASSIFICATION AND CATALOOUING
An interval of about two weeks now lapses between the receipt of 8
book wnd 1ts releass for readers. Thus time 13 taken up sn classifying
and cataloguing it Thrs also 18 a violation of the Fourth Law
To ellminate this time lag, each book can be dasufied and cata
Jogued by tho Stato or the National Central Library even st proof
stage. The book will then have {ts Call Number printed in it The
catalogue cards can also be prnted and released simuhtancomly
wath the relense of the book} In my kecture at the Whitall Pavilon
of the Library of Congress in Washington in August 1948, 1 called
ths Pro-Natal Clasnification and Catafoguing. This 8
now being approxmmated to by the British Natiomal Bibliography
In the USA also a movement to implement this has been set up
since 1958 by the Foundation called Council on 1ibrary Resources.

1462 INDIA 3 OTPORTUNITY
India should take advantage of her starting library service virtually
from scratch in thh late hour when rational planning with the na-
tion as the umt has come mto vogue. It should straightway com-
mence with lized clasafl and loguing. Let pot her
{ibratians bo confused by the mmgivings of countries whith have
dnfted o therr present libeary pomton, which, advanced though
1t be in many respects, has to allow many wasteful pesciices to
contimue, as they have entrenched themsclves behind peestige.
Mr Edward J Canter the then Head of the Libraries Section of
Uneico  for example, endored my view with these words in
1948 [ am impremed by your remark that it is too lato pow for
India to dovelop its libeary services m s casusl and loisres faire
matner — you must fump several steps and by so dolng, it s quite

postible that yon will fump abead of covntries
Tas been pradal™ counf whose development

147 Iseme Method
The Two-Ticket method of issoe virtuslly eflrunaice wastage of
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obpective ime, It i1 described in Chapters 42 and 43 In this method,
the resder does not spend any time fn writing out an application
stip for tho book to be borrowed. Nor has the clrculation librardan
to wnte anything{ Issuo work can bo done with comfort at the
rate of 10 boohp:rmlnute.)

148 Open Accems
Open Access alone can save tho subpective time of tho reader
However much the Issue method eliminates wastago of objective
Ume, it can do little to the reader s sense of loss of time in waiting
for a book to be brought out by & member of the stafl The follow-
Ing anccdote [Mustrates it. In 1925 1 was studying the working
of the Mitchel Library—tho big Centrsl Library of tho Cily of
Glasgow It was found that the apphcation slip for every book was
stamped with a time-picce with its dial and the punute and hour
hands in rubber The dusl had to be inked and the time-picce
hed to be banged with force on every application slip Ope can
imagine how short-dived tho time-plece would bavo been and how
much monoy that library should have been spending on the fre
quent replacing of this special make of time-picce. The libranan
was asked why they wers Indulglog in this cxpennve luxory The
following sceno which was witnessed some time later demonstrated
that it was pot a luxory It was a pecemity in order to help
the prychological tempo of the reeder by making him scc the
{llotion which his subjective semse of time had prodoced i him
He agserted that he had “waited for ages™ to get his book bo
was fretting and fuming be was swearing that he would not
any moro come to that library as {t was wasting his time. The
Obrarizn approeched hrm snd atked pently how long be had waited.
He sald that he had waited at keast for & quarier of an hour The
book arrived. The reader was asked to note the timo of his recetving
the book and ho was told that be had waited only for five minutes.
“How do you know T bo asked, and added “1 know I have waited
for more than ficen minutes.™ He was then shown tho rubber
stamp of the face of the time—pheco on hh apphcation dip. This
convinced him that he was under an {llusion caused by walting in
dleness and he promised 10 contitve 1o be & patron of the library



CHAPTER 15
FIFTH LAW

151 Ecunclatlon

A Library 1 a growing organism. This 1s the Fifth Law This
13 ifferent in poture from the other four lawn. Thess muy sometires
lead to over-enthupasm and excewscs. The Fifth Law acts a1 &
corrective to 1t. The other laws view as a whole the tnpity In 2
library — the reader tho book, and the stafl. But the Fifth Law
concerns Itwell with the growth of cach of them severally Of
course, 1t obo comiders tho repercmsions of the growth of any
one upon that of eny other

152 Orpanle Growth

Before examining thete, we mut recognlze at the outsct the
paturs of orgame growth, Orgente growth can be ome of two
Unds — growth as of the body of the chikd and growth as of the
body of an sdult.

1521 Apuly GrowtH Sevice Lismany

(Tbe tody of a child grows steadily In size and welght. So also
o Dewly started library grows steadily In tho number of its readers
books and maffy But, there is an vpper limnt to the possible size
and wesght of & chuld. This upper lmit » reached when adult
hood s reeched. Thereaficr growth consisiy only of a conunuons
replacement of cells and tissues. So it u wth a Servics Library
After some time, there can be 1o increase in the number of readers
or books ot Mafl of a Service Library Therealter jts growth
consuts only of a new generation of readers replacing the old
contmpomly of a new st of booka replacing the old continnomly
and of a new staff replacing the old continucmly

1522 Crnp-GrowTd STORAGE Lmmary
On the other hand, a Storage Library continues to have child-
growth for cver It hay such & growth in respect of books and of
stafT That 13, there can be no Limut to the aze of its baok-coliectlion
or of jts etaff It may atain the stage of adult-growth only in
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respect of readers. In the past, it was the practice to allow a Service
Libeary to grow without limit in respect of books — without weed
ing out wom-out and out moded books ‘This practice hay naw been
grven up.

1523 Tooperr Stacs

In India today hardly sny service library has reached the stage
of adulthood Most of them are only in the toddler stage Many
aro yet to be borm. Most of the present pencration will have,
therefore to spend thefr Ifetimo only with service libranes with
child-growth, Perhaps, they will reach the stage of adult-growth
in about a generation or two In tho countrics wheree the Libraries
developed during the last one cemrtury this carly featore of a service
Hbrary contributed to faflure in distoguishmg consclomly between
the problem of service library and stormge flbxary But we can
kestn from the experience of the ot Though our servico lib-
caries have to grow liko a child for the tinde being, we can organize
tham with the full knowledge of the limit to thelr size}

153 Libeary Bufldtny
The building of a storage library — g1y a State Central Library
or the National Central Library —shoukd be capable of indefinite
growth. The sito chosen for it shonld be very large indeed Its
bullding — particularly the stack-room —will have to be extended
[n a number of suceessive phases, On the other hand, the bullding
of a service library need not grow heyond a certaln sdze. A branch
fibrary in a town or & divitlon of a city need not grow beyond
the capacity to hold about 50,000 volumes, and to accommodate
about 100 readers st 8 ime. The site chosen for 1t can be a relatively
small one. Perhaps, the building can be erected to its maximum
ure In pot more than two or three phaws, The bulding of a City
or m District Central Library also can be crected to its maximum
size |n not more than three or four phases. The overall lay-omt
for a service library should be so designed as to edmit of compietion
of the buflding in two to foor phascs.

154 Growth ln Resdens
Every service library of India today should cxpect a steady growth
in the number of resders. For jt takes more than on¢ prneration
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to make all the public of a locality come to the Iibrary and accept
ibeary service. Till all the public of the locality become Hbrary-
m\h:mmhhﬁryanmtmachthenduhungco[m
n respect of readers This has been the experlence of the West,
which started public library service many years before uvs. Even
1n cuties which have had compulsory education and & well-conducted
hbrary system for nearly 75 years, the peroentage of the population
which bas begun to uso public libranies has not yet reached 30
Assumung that 30 per cent of a commumty will always bo unfit
10 se & hibrary on account of sge or other handicaps, It can be scen
1hat 40 per cent of those that can use the library are still staying
out. Thn shows that the librarks of those aithes have not yet
reached the sdult-stage growth in respect of the number of resdery.
The mtuation 13 much worse in rural Library systems

155 Growth In Stafl

The effect of the Fifth Law on the staf-requrement of a service
Library m tho stage of pre-adolt growth {s seldom realired. It
invanably leads to vetatious sitnations, if the staff hay sufficent
enthusiasm to make the library grow The acthorities seldom
realize how quckly the d safl it ed.
plain of frequent lications for increase of staff and turn
them down. Even wath the best of effort, the inadequate staff is
unable to render even half the service which they aanounce and
aspire 1o render Publicity brings 1n more readers than can be
served and more books than can be organized The result 15 com-
plaint and dsappointment from all quarters and ndicule and
underwriting by a handfal of cynxy whose voice drowns the
voice of others Most Ubrarans fesl frustrated. They begin to
dnft tlong et the nsk of the library repeflling vesders. 1 have seen
thhy phenomenon recur in llbrary after libeary in the Bast and
tho West alike Till recently 1 had taken this to be as peovidentlal
an jnexarable a1 an earthquake Of late, I am abls to seo some
light. Some meam can be found to avert this form of frustration
of the growth of & young library and of the spirit of hard worklng,
cnthusiastic, ploncering stafl who put service before sclf-interest
The mesas T recommend it that libeary authorities shonid onct
for all agres to & mathematical formuls for the staff of a Library
in terms of work-toed. Once this formula Is sccepted the alteration

[ r3
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in the strength of the staff wonld become antomatic end Impersonal.
There need not bo recurring opportualty for the play of cynfasm
and vexation. The full staff-formula {s given 1n the Library ad-
ministration [51]

1551 SomsTANCE oF THE STAFF-Fommura

A of tho stafl- { for a publc library
Is given below In nmple terms. The sirongth of the staff for
the different sections of & Library may be determined on that
basis,

1 Book section One person for every 6,000 volumes added in
& yesr

2 Periodicol publication section 1 person for every 1,000 perio-
dicals curcently taken

3 Clanificatton and cataloguing section. 1 person for every
2,000 volumes added in a year

4 Maintenance section | person for every 2,000 volumes added
in & year and 1 person for every 50000 volumes in the Library

5 Pn‘)ﬂcty:tclhv Minimom 1 arthst.

6 secthon ) 1 libeary 1 sterto-
typist, and 1 correspondence clerk.

7 Reference section. 1 person for every 50 readens using the
library in a day of the year

& Crreulation section | person for cvery 1,500 hours for which
ond wicket-gate of the library has to be kept 0pen in & year

9 Superriyory section 1 fibrarian and 1 deputy libranan

1552 BRANCH LiaraRy

In a branch llbrary the fell quota of staff is not necesary It
need not have & book scctlon classification and catajoguing section,
and administrative section. The work of these sections will all
bﬂdonebytheCcntxﬂUbnryThu;lhoo‘nlyltctfommbe

d are the i section cwm pablicity section,
the refc section, the ion section, and the sapervisory
section Even here the amafiners of the colkction of the library
and of the chentele may call for only ono member in each of these
four tections. The ideal is for the branch library to work two
ahifts on all the days of the year In that case, thoe strength of the
8tafT of the referenco section the circnlation section, and the super
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visory section thould be mltipfied by 2§ Thus the totel uafl
will have to ¢ 9 instead of 4 The Hbrarian and the reference
Librariams should be professionals. The circulation Bbrarian and
the maintenance Hbranan may be semi-professionats,

1553 Lisracumee

Bach Librachine — ravelitng Library in the form of a motor van
or book mobile as it js called — should bave 8 Libvarian (professlo-
nal) and a circolstion hibrarian (s semi-professionsl) Thts stafl will
£0 ot in the fbrachine five daye 1o the week. Thay will work at
the hesdquariers one day in the week charging and discharging
the books of the Libeachine They will of course havo the seventh
day a1 therr weekdy holiday In some places, one of these members
of the staff drives the Ubrachine. 1n other places, theve is & separate
driver Probably we may have to go in for a separate driver —
3t feast in the carlier years The driver shonld engage himself on
the axth day at the beadquarters m servicing the Ubmachine and
astisting the other siafl in the charging and dhcherging wark

156 Chastication
{The universe of knowlodpe s evergrowing) From tmo 1o tme
1t puts forth new subpects, Books appear in thess new subjects,
Wrth the formation of new subjects, the old subjects sometimes
mand in need of re-ovaloation in respect of thefr filietion The
Fifth Law asks us to rermomber this growth in the universe of know-
iedge It therefore invites our attention to an important polcy
in Tegard 1o dadficstion Tt is pecessary to adopt xn established,
published scheme of clussification Some Libeary authorities fail
to realize this Some ibrarlass too with lttle experence, fafl
to realize this. The Hibrary improvists us own scheme, It 8 often
deaigned in 2 roleof-tmmb mammer and it i found to break
down [n & short time. Thi 13 1 common feature in some hibraties
today The clapification has thus to bo started sgain. Another
equally obj policy is adopting & schomo either
partinlly o in « modified way This oo leads to breakdown.
“Onriﬂ:rlqumymmwﬂdonctnmlnydlbormmm.
A nmple numberng will do™ s an argumem which oo often
bears. The Fifth Law of Libriry Scence protesty agalost this.
1 should bke to sdd that 8 good scheme of classification will sve

o
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only simple nombers for the simple books found n & small public
litrary In fact no book can take a more claborate nomber for
Itself than what its specific subject demands, simply because the
scheme of classification in use hay provision for elaborate membery
to individualize specific subpects of any degres of Intension.

157 Cataloguing
The Fifth Law has o gmilar warning sbout cataloguing The
cataloguing elements in the title-page of & book change wath time.
For examplo symposium with & number of authors mentiomed
on tho titl-page hat now become frequent some symposia have
anly the namo of an edltor on the ikthe-page. Nowadays, some
books have to be entered together or linked up by entries as they
arc related to one snother To meet soch new factors, a catalogue
code shonld have already some potential capacity It must tske
Dpew rulks without disturbing the existing rules Thersfore, faflure
to fallow a ngid catalogue cods leads to making the cataloguo &
hotch-potch. Here again people falsely argue  ‘My Lbeary is 8
Hople ope 1 want only & mmple sct of cataloguing rules which
can be understood by & catalogoer of avernge sbility though
without training.” Herc again, as the Jibrry grows, who can say
that it will pot add books which bring cataloguing dificulties 7
The Fifth Law would insist that wisdom hes in adopting a pubished
catalogue code in full without modification.

1571 PuymcarL Forv of THE CATALOGUE
Books will bo added to a Hbrary from umo to time Therefore,
oew catalogoe entries will be added to the Library catalogue from
time fo time These entnes will have to be interpolated among
the already existing ones. The Fifth Law therefore asks us fo
chocse (he physcal form of the catalogue with carc. The chuef
poniible phytical forms are

1 Hand-written card catalogoe
2 Typed card cataloguc
3 Hand-written bound book catatogoe
4 Printed catalogne in book-form
1572 Canp 13 Bounp-Boox
In the bound-book form, it is not eusy to Interpolate oew entrics
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from time to time. Even if we leave space betweesn ono entry and
snotber this space is &l soon choked up in many cases. Then we
have to begin all over agaln. This s wasteful Therclore the
Fifth Lsw recommends the card catalogue. Here card hay
only one entry Therefore #ny number of entries can bo inter
polated af any point at any tims. |

1573 PunteD Boox Foas

1t is & cminal waste g spend & part of ths ali-too-small brary
fund in pinting the catalogue of & growing hibrary By tho ume
the catalogue comes out of press, it will be out of date by several
months. And the books of the grestest interest are the latest booka,
Becauso 1t b & printed book, no interpoletion will be posuble
Perhaps, one copy may be bound imterleaved for additional entriea.
This can be of use only to the Library — but nat ta every reader
Morcover the cost of printing the catalogue cannot be justified
by any mesns, When Librsres aro umable to provide sufficient
mﬂ‘tohdprndcnbymfmmthcmbmpdnumlin
turang the staff tiose on to pr the pr py of the '3
reading proofs, muntsimng the stock of the printed catalogoe
ard selling them. Hardly any reader will care to bty this out-of
date stufl Therefore no catalogue in printed book form s required
in any growing service-libsury




CHAPTER 16
OPEN ACCESS

161 Pressure of the Laws

Practically cvery Law of Library Science presses the case for
Open Access. Open access Increases the mse of boolo according
to tho First Law In the Madras Univertity Library open access
mqnlcllylnn'odnc:dinlm By the end of 1926, the mrmber
of volumes used by readers increased ten-fold For few readers
know their book-needs, In the physical presence of the books In
tho slack-room, they find out thewr book needs with ease This
has been explained in section 128, The Third Law too pleads for
open access. According to it, readers frequently “ducover™ books
if allowed to walk amidst them 1n ths stack-room. This hms been
explalned in section 138. The Fourth Lavw stresees that the szbjective
loas of thme is more painful than it obfective loss. According to
it, open aecesy allows readers to adventure among books. In thes
adventure, they do not feel the flight of time This makes them
lovepln;(ounl‘xbmryngﬂnmdngnln.TheG:nmeortbe
FIRh Law grows out of considerations of econonty open accesy,
there i no need to have a special stalf — book-Uftery, as they are
calted jn North India — to take out and bring the books peeded
by readers. For the readers take them out themselwes. Even tho
stafl for replacing books ean bo redoced congderably For 1a
the open access system, all books retormed by readery are kept
temporarily 1n special book-racks near the entrance They are
kept in them in a roughly clammfied sequence These are the books
much in demand for the tme being. All readers, therefore go to
thesa book-racks first. As & result, most of the returned books
are taken away by readers. They go back into circulation without
the need to be replaced In their respective places in the stack room.
Neardy three-fourths of the returned books go back into circulation
in this way Thus, the staff-tlme for replactog is redoced by more
than half

162 Eswencs of Opea Access
The essence of open sccess consists of

29
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1 Putting the books in apen book racks fice from doors and

locks

Sdmtung the reader intide the stack room

Freedom for readers to wall amidst the booka In the open

shelves

Browsng by readers without izt or handrance

Guidancs to reodens by the referercs hbrarhan, both in

anhorpation and on demand  and

6 Rught of renders to fake nway any book to the reading room
fot siudy or 1o qroulation counter to get it dsvued for sndy
at homo

wo

w o

163 Cowter Set-up, Coutrolted Wicket-Gate

Open access has come to stay i sl modern servier Ubrariea.
Open aecest, Do doubt cames with it o certala risk of o, The
toss likely to occur {o an open socens Lbraty shonld be minimized
by the very design of the building. All enfrance and exs to and
from the hbrary sre to bo only through conirolled wicket-gater
Al the other doors and windows art to be made book proof
They should be fitted with wmesh shutters. These arp provided
fot 1n the modern specification Jor the iTbrary building. A postible
design of & small Hbrary s shown in the opposite page.

164 Deulal of Open Accesy

Even then, thers will be some chk. To mmnimre the damage
due to this mk, rarc ond costly books, pamphlets and ander nize
books, books with 100 many piates and other weakly bulit book,
are not to be pven open accers They are to be kept locked in
clowed shelves and izmued only agrinat formal appheaton. This
clats of booke 15 permanently densed open sccess, They ars kept
w “closed acces™ Each fibrary will know from expeterce the
othet books to be 10 denled open acoem. Sex-books wspally peed
this treatroent. In certmn periods — ¢ g, the scason for examination
n the local schools and colleges —there will be @ grest rm on
certan booka. Duning tis period thess books may have to be
denied opcn accens 8 & temporary messure.

165 Replscement of Books
'l‘hcxtnmmhupobcy(obernﬂmdlnopcnmtyﬂ:m.
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No reader should bo allowsd to replace 1 the stack-room the
books taken oot of the stacksoom Otberwise books will be
muspleced. A book misplaced 18 virtoslly & book lost Readers
should bo trained to Ieave the books, nfter reading them, cither
on the reading tables or at the crculation counter

166 Ehelt-Rectificntion

Readers may 1ot be allowed to replace books And yet, while
brosung ihey are hiely to muplace the books slightly An ac
cumutation of such stight misplacements wilt soon result in virtusd
chaos \Eor many a mickle makes & muckie yTherefore, the derangs-
ment of books should be st nght [ y Forther there i3
soms chance for wifish people 10 musplace & book dehberately
10 unexpected Macea, A book in Physes may for example bo
put amdst books m Law The motve for ssch n deliberate mis-
placement 15 often the seifish desire to prevent others from reading
1t and to havs cxcluuve use of it for oneself These criminal mis-
plecements slso will be dimovered and set right by o pesiodweat
shelfrectificstion.

167 Safe-Guarded Open Access

Open access with precutionary measures sach & those men
uoed in sechons 163 10 166 ks called Safe-Guarded Open Accoar,
No ibrary should {ntroduce open sccess without such safe-guards,
1 know of kibrarks fmling to provide the safe-guards end yet intro-
doang open aceess in the first fiush of enthwusam, Thoy found
the lors of books protubitive and they reverted to Jocked book
racks and denial of access to the stack-room. This would amount
to brmping 0pen aecess to contempt. No hbeary asthotlty chould
do ech a disservice to the open atcess system. In 1958 the pow
Undergraduate Library of the Michigan Univernty was opened.
1o ns over-entbunasm, it did pot provide wicket-gates. With
nely 15000 students visiting the library every day the o of
books was foand to be prohibitive This mads the lbrary wise.
In & few momtin, it provided controlled wicket gates,

1671 Houwax Sare-Guaro
tThe provinon of amplo refertnen servics bt the bert human
aafogoard. Who kind personal scrvico will wean awsy many who

£
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are not confirmed enminaly, from stealing, motlating, or hiding
books. Apart from this, the constant movement of the referenca
stafl n the stack-room provides incidentally some vigilance service

163 Kaleldsscope

To get the full bonefit of the open access system for the Third
Law the sequence of the subjects in the stack-room should be
changed st convenient Intervals, The continustion of ther sams
scquence of subects for a long tume fs likely to tempt romders
to go stralght to their shelves, s I they were In blinkers. Thu
will take awny from the full beneflt of open access. Chango in
the arranpement of books will evole new curlogity even as the
shaking of a kaltidoscope. The Third Law will bless the librarian
for this}



CHAPTER 17
SOCIOLOGY OF LOSS OF BOOKS

171 Inevitabls Lo
Even with the best of safe guards the most human treatment
pauible. and wigllance of a high order there will be some lost.
The nuthortties of the library should be prepared for it In British
1ibranes Joss of one book for s fssus of 1 000 books s now com-
mdered tolersb. About ten years ago Mr W C Berwick Sayen
of Croydon Public Librartes wrots to me a1 follows on this question

Ont book for an isse of a thomand volumes is probably &
tokrabie toss. (I have just discovered by a count of our sheives
that in wmxty years we have lost 37 000 volumes In this time we
have wssued 56 milhon books) I should say this was abomt
s low  loss a1 one could expect in & well-managed hbrary and
that in a library where there neo students who very much covet
cortain books some moral questions may be fnvolved But §
tiko your idea of the library as  socis! institntion in which the
ik of lows should be undertaken if thoreby the “first law” of
Lbeary scnence cam bo completely roatised

It mmt bo remoembered fn this conasction that during a largs pact
of the 60 yenrs which had been teken lato gecount by Mr Sayers
the library had been without open aceess. The fact is that loss
duoe to miscreanty will take place and does take place oven in Hb-
raries which have 5o open accems, Tho Ametican Libreries aro
prepared to face even u higher percentags of loss

177 Mutilatioa
Matik o i ioned a3 3 ground agninst open
scceys, Let o cxamune this. Ooe could mutilate a book only in
privecy Privacy every reader gety when be by reading the hibrary
book cither in the rewding room or in his home Bven within a
reading room, {t is imposublo to have 2 closs watch over every
rudaOpwlmdomno(nddmhtamnoppommhym
matilate books. 1t would be parbcnlarly ao, if thers is adequate
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reference staff who persomally belp each reader and

deny privacy to the reader when he Is in the stack-room. It is &
matter of experience that mutllation In open &ecess system & not
of a higher order then in closed system. This means that denying
open sccess is by no means & method of minimuzing mutilation,
munlymethod.mbendoptedtonﬂniuﬂnn.htolmpuuk
opimion on the problem by the cllentels

and occaslonally collectively This mothod i no doubt slow ln
resalty, It requires peristenco  but it is the only practicable method.
At any rate mutilation cannot bo wsed es an argument agalnst
open aocess.

173 Modern Libeary Pollcy

Modern Library Policy in rospect of open access and the in-
evitable ruk of loss is besed on the following consideration

1 Some loms is considered as a fair price for the enormous
Increase {n the we of books, which open socess invariably stimulates,
2 Even on soclo-begal grounds, it is copsidered unjust to pena
Ize the hornest folk of tho community and deny them the immense
benefit of open occens, simply because there are a few cominals
{n the community who could peither bo detected nor prevonted
from doing mischief,

3 On porcly soclological grounds, it is considered that the
patrons of a [ibeary are only a random sample of the community
Until the community as a wholo is abtohntely purified, the com-
mrunity will have to face the consequences of its poxseniing criminal-
minded membert, It does 20 in all spheres of activites, It cannot
hold a contrary sttitude in the sphere of Hbrary scrvice.

4 If wo remember that safe-guarded open access system will
not glve open sccess to rars and valuable an [rreplaceable books,
Joss will be most incldent only in the cate of ordimary books.
These books are not otermal entities by any means Hardly any
of thess books will bo physcally fit for use after being curculated
about 500 times, which mecans for a fow years. By that ttme many
books may also bo cutmoded in their thought-content. If & book
has served well at keast for a fow years, it becomes fit for with-
drawal from drculstion. Tho old Victorian that every
terap of paper once accexsloned in & should be preserved
pérmancntly and for ever iy derived from a sémwo of property

<
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in books which onginated in the medieval age whtn 8 book oflen
meant s Umque manuscript of considerable money-valuo alto
Todsy tho prmted books do not have that money value they art
not unigoe in fact they grow aut of date in thelr thonght-content
&nd are replaced by more up-to-dats books from Lims to time.
1t is wrong to continue in these dags of cheap rapid and pientiful
printing, attitades that were formed In the centuties prior to the
invention of priatiag.

5 Another ground on which open access js practised in Western
Tibraries apd in some of the lbranet of Indla also s based on
the view that the library is & socia? fnstitution. It §s indeed a kind
of soctal power-staion whero the minds of the members of the
commuruty are energized, The thought-energy which hes focked
up m a potential wae in books is tranformed by libraries into
kinctic state, i which it can stimulate the muind of a reader Inle
helpfnl sctivity Thua & Iorary represeats ramsformation of energy
Thers 13 8 well-known law in Thermodynamcs that it is not possh
bl to tramform energy to an easily availablo stato with eent per
cent efficency — | o without some disipation and loss. The hibean
cannot escype thiy incxorable law of nshure {f booke are to de
their 300 for tho community we must be prepared for loms due
to wear and tear and 1o some extent doe Also 10 uncivic propensit)
in some of our brothren. Viewed sl in the larger context of uln
mats national economy — econamy due to the enormons saving
1 men-hours which apen accese will effect in the getting of ligh
and relaxation by the peopls —the risk of Jos involved in oper
acorss s peghgibie.

174 Writs 3t OOF

The cont of books inevitably lost i an open access Hbrary shouk
be wntlen off If the proportion of loss to the annusl issne excend:
{3 to 1000, the matter abovld be investigated and the caues fo
tho Loas should be found out and removed. This doea not mear
& premium for unwariness on the part of the staff nor does this
smply that we want to free hibrarians from any responsibility what
ever If there Is rearon to suspect the bona fidey of tho staff they
Mmymmmﬂmhmmmtc

bd.\cw‘hntthnﬂbmdmhukdylalh}cve,mhnaobjaalm
to has berng trested a3 thief,

4
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175 Antciroaism

It s as moch an anachronlsm today to charge the Librarian for
Inevitablo loss, a1 it is to deny open access and to maks the reader
wait on the other slde of tho barner till the book could be found
by an sttendant and handed over to him. With or without open
acvery, books aro liable to be mutilated and lost. Even if keft free
from mutitation and Loss, thoy soon cense to have valoe or use In
8 service libewry 1t Is thereforo improper to follow the Victonan
tradition of belng' permy wise and pound foolish in public admnis-
tration’) Sometimes, an unscropulous person in the top-manage
ment of & Library uses the inevitable loss of books in & library os
2 stick to beat the Librarfan agmngt whom he has developed a
grudge for some reason or othor In some libraries, such & top-
management man cven deliberately concocts false loss to wrenk
hbs vengeance on the librarian. These anti-social persons aro A
mcuace to sockety Poble omnion should grow strong enough
to eliminate snch persons from positions of power

176 Eifect of Predateries

A wocse thing happent occastonally A misfit and predatory In
the profession seeks to propitiate his Hitlo ogo and to sdvance
himself by creating a scare among [brary authotitics about open
sccew. Ho sdvises them to have tho books checked volume by
volume on the basis of the vouchers dating from the foundation
of the library! Ho even recommends the collation of each volume!l
“A Duanlel come to judgment,” some fibrary authorities fee] They
a3k the Dandel himself to do the work. Some Lbrary suthoriires
have spent almost one year s budpet on such a maddening pursurt.
Daring the process, which takes a long time the service to readers
iy peglected if pot abandoned. This absurdity should be stopped.

177 Homankm and Open Actess

Homanism would ask for the aband of all such 1nh
policics and practices, in the Tight of the sociology of open access.
ng to humanksm, open access blesscth lum who grves and
who The joy of a fibrarian reaches 1ts maumum only
in an open Wbrary — only when 1he nght reader and 1he
right book chooso each other in the swayam-vara set-up of open
access. Apart from overall cultoral, economical pofitical and
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educational vafoe, open access conserves and enhances tho sl
respect and personal dignity of tho resder The selfconfidencr,
xnd the solf-help berent in open access In & service library will
fuvo an fovaluable haman inflwence, It wll chasten and statifize
many milllons of people. It will risase the blomoming of the
personality of the reader It will go a long way in adfusting him
to the tremendouws aoctal changet characterinmng society todsy
According to humaniem, snch is tho bepefit of open secews falling
1o the sharo of the reader

178 Time Factor

Experience all the world ower shows the survival of tha open
accens systemn, in spite of the Victorian ountlook, predatones among
1he iEbrary waff, and antiwocial power mad element in the top-
manegeaent, Indeed, the ploneer generatlon of librarians intro-
ducing open aocess should proceed dogzedly with fajth, It shonkd
be prepared to face the incwvitabls teething tronbls and perhaps
&ven to face some humilisting trestment. Time will heal all these,
The appeal goes in equal measure to our Hbrary suthorities. Indin
is rather late in developing its public Hbrary service. Indix shoutd
hrn!mmthnupcnmufmhtrmnhﬂa.f{ahbmrynuthoﬂtlu
shoutd heartily Introduce open scoes)



CHAPTER 18
CONCLUSION

181 Overall Test
Every clement tn the organtzation of & Library and every routine
in the daily working of the ibrary should be watched with vigitance,
Itxbouldbemnﬁnuamlyro—da!pedtohumoon{orm}tym
the Laws of Library Sclenco. These Laws have certain ways of
tetting the oyalty of a libeary to them.

182 Location

They cxamine the location of the library Is it located in the
community centre of the ocality 7 Is it comtrally situated T Then,
tho Laws of Library Scenco are satisficd Is the fibrary located
in the outskirts of tho locality 7 Then they protest. Thuty years
ago, | MY lled by the Mumcipal Chawman of Dindukkal for
conmltation about its proposed library Tho lawyers of the locality
wero dominant there, The law court was outsklc the town. Thelr
recreation club also was there, The lawyers whhed to have the
publio Hixary also near tho court outside the town. Bat the Laws of
Library Science had to protest agalnst this. For the proposed site
was beyond the reach of the majority of the residents of the town.

183 Balldiegs and Fornltare
The Laws of Library Screnco look at the library building, and
its fittings and furnitore. Is it an old ugly dingy bullding ? Do
the chalrs have hard wooden scats ? Are they rickety and hall
troken ? Are the tablcs huge and dirty 7 Then, the Laws protest.
On the other hand, i the building smart and functional? Are
the walls painted with a soothing colour ? Is there an overall
harmany of colonr among the walls, the furnitore, and the hangings ?
Are thers flower-pots T Are the seats comfortable ? Is thero
ample tahle-space for each reader 7 Ts there ample Oght T It there
good ventilation ? Is the floor somnd-proof? Then the Laws aro

184 Stack-Reom
They walk into the steck-room. They feel fulfified If the gangways
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edecational valoe, open access conserves and enhances the slf
respect eod personal dignrty of the reader The self-confdernce,
azd the self-bedp nberent m open access in a servce Iibrary will
Exne an iavaloable human anflacnce. It will chasten and sabilizt
many milions of people It will release the Mossorung of the
personality of the reader It will go a Jong way In adjustmg ki
to the tremendons sool changes charactennng soceety today
According to humynism, soch §s the benefit of open aocess faling
10 the share of the reader

178 Time Fector
Erpenece all the world over shows the sunsal of the oper
*oress system, m spre of the Viclonae gatlook, predataties smong
the hbwary s12f], and entsocial power-smad elernent 1 the t0p-

dean, open access should proceed doppedly wath faith Tt shoold
be prepared to face the mevitable teething tronble and pechaps

The appeal gocs 12 equal mexstre 10 oar [ibrary anthormnes. India
B riber fate 1 developung s public library service. India shoakd
lzm from the expersence of other cowntries. Her library authonbes
xhouldhcam]yimrodumcpeum =
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roads. They find & Ibrachine pulled up 1n a village, The villagers
throng into it. The travelling libranan grves them a talk, intro-
duces books to them and shows them pictures, Men, women,
and children walk home in joy with new books In their hands.
The Laws of Library Science feel assured that the mases will
pull up in o tums and they will ever bo in & high level of asrare-
nets and enlightenment
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CHAFTER 21
CREATING THE CLIMATE

211 Command of the Laws

The Laws of Library Sclence command the library anthonties
and the librarians to work sctively to transform the Bbrary fund
Into actual book service to the people. The command of the Flrst
Law 15 uncquivocal. It calls for the promotion of & wide wss of
books. The Fourth Law asky for the location of the library amidst
the very peoplo to be served by the library Altermatively it asks
1be library to tako its books periodically to the honses of the people
to be served by It. The Third Law too emphasizes veo in another
wiy It wants the Hbrary to find a resder for every book. Tho
chance to reallzo this Increases with the increase In the number
of people mids to accept the service of ths iibrary

212 Chasge bn Outlook

The command of the Laws of Library Science amounts to a
changs in the outhook of librares. It implies an alteration of
thefr very character and functton. The libranes should bring
about an adequate understanding of this changs among the people.
For some the library is etill medloval. To others it is peincipaRy
A porveyor of entertalning novels. Sarprise {s continpally expressed
when the public discover tho extent of its service and the catholl-
dly of Itz jnterests. “I didn't know that you had Muso books 1™
“Are you open on holidays 7 T didn't know that. I didn t know
that your eatalogue s 5o enalytical™ Such expressions as these
mdoubt,ln:cr:ﬂnndplmuv.haubmmn but they are also a

ing Indication that a knowledge of the scrvice ho offers
bas not yet permeated among the entiro public. They make it
evident that wellcomsidered publicity is a3 necessary for the pablic
Hbrary 0y for a commercial firm, in order that tho public may
know of fts existenco and of its varked services. Stoted gencrally
4 new climate should be created In favour of the recoguition and
of the acceptance of the service of the fibrary by onc and all.

213 Valze of Pabllelty
In a paper on Lidrary peblicity methods Mhs Wildred Othmer

I3l
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Peterson, Director of Publicity of Des Moines Public Library says

Publicity tho art of influencing Puble Oplolon, in all its varied
form, holds a large place in the world of men to-day It has
proved its valoe to the busincas world for had it not, certain
firms {n this comntry wounld not spend a3 moch ea ¢ millien
dollsrs n year for publicity If publichty is mportant to them,
1s }t Dot also important to librarics ? The only differences, how-
ever are that librarians, in & great many cascs, need to be edu-
cated to the importance of publicity und that hbrares do not
have the milllons to spend. Every library now directs much
time and thought towards publleity The press lends its power
ful aid and even such agencics a3 moving pictures and radio
are enlisted {52]

/ Broadly speaking, fibeary publicity fally into two classes — general
//pubhty and indindoal publlerty

214 Generl Publicity

Gmuﬂpuhﬂdtyhoﬂhotypo“&tmmfnﬂh"md“‘Buymom
khoder withont mentioning any spesal {7 it mwerchant &7
merchant. Such general poblicity in the library sphere may try
to emphasize [53]
— 1 The vatus of books and reading the supetiority of tho books
at a source of opinfon, Information, inspiration and educatron,
over other forms of communication

2 The library & & public imtitution, pablicty supported and
admunistered
.3 The all round servics of a llve Hbrary emphasizing infor
mnmnluwku,nduucdnaﬁon,md.othnlulknmnm

4 Some accepted hbrary standards, as book crculation per
caprin and book ownership per capita

S Comparaive figures of the me of Hbrary in different states
and countrics and

6 Library amecdotts of \fbeariaws, hbmary omoters and
bbrary nsers,

215 Agency and Medtum for Publicity
Some general publicity falls within the sphere of central organ

&
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ztions such a3 State and National Libeary Assocations and the
State Department of Library Service This form of publicity should
be organized with care. It should be properly timed. But it ahould

m

bo a continujng matter It ctn bo carried on thron
press, popular radio talks, demomstration tours, ot
tive posteri gn-boards_displa. vantags
résidential areas afid T publlc highways, penodical and itinerant
IQM on of and free distn-

n of attractiv lnd — all"Glgsrized
’J\ﬁm{i fs to_creats fn
the community 2 climate flVO\Trubln __):le £ 1o the
E

216 Library Gvies

Library civics does not sprout of its own accord. It has to be
deliberately developed among the people. Laws and regnlations
may be pecessary but seldom prove sufficient in thus matier
Penal clauses will defeat the very purpose of the Laws of Libeary
Scionce, Perustent, persuasive public relation work s pecemary
to develop library civics. Tho factors needing ft are illustrated
in Chapters 26 and 27 This too falls partly In the sphere of general
publicity



CHAPTER 22
WORK AMONC THE PEOPLE

721 Local Publlcity

Individual Nibrasies should see that thar serviee is constantly
brought to the notice of the public in an effectivo way It ts worth
while for largs libraries to have a specal public relationy officer
It should be his business or of tha librarian himself if he does
not exist, to adopt all the recognized methods of attracting the
puble to the Library 30 that every potentlal reader may be conver
ted mto an actoal one, thereby {ncressing the chances for the
folfilment of the Third Law In organizing its publicity campaign,
a libeary should bear in mind the general principles of puhblicity
such a1 continmity variety novelty ciarity and personal sppeal.

222 Local Press

Perhapa the cheapest and the most easlly avalable mediom
for Lbrary publcity is tho Jocal Press The ibrary should kecp
itself 1n touch with the local newspapers. The newspapers would
generally be willing to ellow some spaco in the general columm
and the local pewa column for infarmation about the library
1 approached the local Dallies of Madras in this matter in 1923
They readily respopded It is gratifying to find that they have
tlnce extended the prlvikge to the other big Iibraries in the state
Delhi too imtated this for some time. To preserve this privilege,
a library should be regular m ity annommcements and respect the
agreed time-tablo It is derirable that the libradan or the pabbo
relations officer should frequently consult the editors and try to
conform to thewr instructions in the mattet of style, length, perlodi-
city and other details, 1o that the matter %ent by tho lbrary can
be directly pamed on to the compoaitors, with the least editonal
labour potsible It may be useful to publish certain types of jnfor
mation soch sy recent adchtions, statistics of reeders, monthly
1330¢3, and ummlar data on deflnlte days of tho week or dates of
the month, 1o that tho public may know when to ook for them.
They will act as systematlc remunders to the public. It fa not un-
common that the number of viuton to the lbrary is alightly

6
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grester on the second or the third of each month, as a result of
the monthly statistrcs appoaring in the local news column on the
crening of tho first. In additlon to such systamatic statements,
the Hbrary should scek to appear in the presy at odd intervals,
whencver an opportunity offers jtself for announcement such as,
changes in the fvoe method, ciranges in the arrangement of books,
changes in the hours, recelpt of freo gifts or spemal collections,
improvement in the amenities to the public, participation of the
Bbeary In exhitations and conferences, and occurrence of events
about wiich special biblk hies may be peepared. The library
#12ff mey also be encouraged W contribtte occaslonally readable
Articles bearing on the humorous sde of lbrary cxpedences It
oy bo destrably to send to the newspapers occasional reports
or extracts about the outstandlng ovents in the lbrarics of other
lands. Szch publicatlons sometimes rouse the corosity of the
Pubho and Induce them to take greater interest in ther own Hbrarfes,

223 News-Sheet
Next to the local Press, mention may be made of the lrsus of
printed or typed hand-bills end news-sheets, A good duplicating
machine is & great pecesaty for libearies to oee this form of publicity
It wonld be cheaper to nse snch a machine than to print. Recent
Adit 1 b ficatloms about change of

in this manper both to thoss who aro already on the members
Hst and to those who are yet to b attracted to the library  Althongh

224 Library Balleth
A costly mode of publisity adopted by some Hbraries fs
that of publishing a printed periodical eg Readers bwdex of the
Croydon Public Libeary Bulfetiy of the New York Poblic Library

-

A Hbrarian with arilstic skill fs an sseet from thus pomt of view
more
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Harvard Ubrary motes of the Harvard University Library Bulletin
of the John Rylands Library Manchester Soch library periodicals
seek [54]

1 tointerest the public in the library s an Institution
2 to keep the public informed of all the lbrary s activities and
fecilities

3 to relato books to the existing tastes snd Interests of the
public

4 1o relate fresh topics to those about which barrowers already
read

5 to arouse freah interests

6 to keep the reader [n touch wnth methods that can be followed
up fn bools and

7 geoenally to stimulate —im an atieactive “gentle way —edo-
cation vocational, and other {ntereats and entture.

These petiodicals usaally contain an sonotated list of recent addi-
tions ay well as books of topcal interest, speclal articles deallng
with the varving forms of the activities of the library and illostrated
sccounts of matters of local interest capable of being convected
with tho Hbeary Soch periodicals have usually to be distributed
froe, If they are to serve ther purposc The cost and labour involved
aro generelly prohibihive, tmless jt is pondbls to sccure n sufficlent
number of advertisernents.

125 Liwary Poster
A library may advertise its services by means of posters. This
will need & Hbrary artist. The Laws of Libeary Science piead with
Hibrary authoritics that the of a lbeary artst on the
staff is a kegitimare and worth while chargs on the library fund.
Here is 80 seccount of the {ngenlous end extreme form of advertise-

ment which haa the flavour of the marketing methods of s business
concern.

Emn;hmudfuhwmmufmdﬂl!ormdnn to
vo publicity to the Celifornia county library system, the
large clectrically bghted connty lbrary map of Californis aod
Sacramento county wed at the AL A Conferencs in Phila-

68
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delphia i malntained in & promment place fn the Agticulturc
Bolding. To cmphaszm this publicity tho county Hbreres
financod the making of thoutands of county Hbeary fans bearing
on one side the county Hbrary ngn and on the other Information
rogarding Califarnia county lLibearles. Each day & county
libcarian and Stats Libeary Stafl member pessed out fans to
omititudes of adults, The fans served to suggest many questians
by the visitors and gave an opportumty to explain the county
libeary system and to {llustrate from tho clectmeally fighted
map points that needed clarifying visally People from the
countes of Californis which arc witbout any county Library

were among the {nterested recipients of this povel bit of
publicity [55]

There can be o end to the methods winch the publo relations
officer of the Ubrury authority can invent to attract the attention
of the people to the services of the Ibrary

226 Howse-to-Homse Survey

Asnother possiblc form of estabishing pablic refations is to organize

a house-to-house survey In this, the Ilbrary may enlist volunteers

for work. A card may be maintsined for esch honss to record

the findings of the survey It may mention the number of persons

in tho house, thelr respective occupations, thelr respective reading

interests, and the names of thoss pot cnrolied as Library members.

A cabunet of theso survey cards gives a uscful picture of the focality’s

of [ibrary service and of the book-needs of the locality

It Is the businets of the libiary stafl to spot out potential readers

from the cards and to convert them into actual readers by personal
visits,

227 Personal Talk
By far the mast effective means of public relations is personal
in [ts nature. A direct personal tafk n abso the least cxpensive
method. This method can convert many persons into regular
resders, If the Obeary hss on its saff one or two members with
tho necessary personality and power of speech to sddress gathermgs
of probable readers. It has been found from experience that if
such addresses are to be eflective, too much time thould not be

YO
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WITHIN THE LIBRARY

731 Widow Dhplay

Within the Hbeary itself many sieps can be taker to attract peopke
“to the Ebrary  Window Duplay ls onc of them. Suitable glass-frout
thould be provided, facing the street. New bookt can be displayed
1o it. Old books too may be duplayed. Amorted books on 1opics
cogaging tho attention of tho peopks at the moment may be dusplayed
with sn foviting potter anmouncing them. By o judidow variation
fn the selection and arrangement of dhiplay matenals, stay-at home
books can bo belped to find their readers  and persons Indifferent
to library scrvice can be induced to ttep into the lbrary Even s
motre cfective display is to make the roadide wall of the Ebeary
totally of glass. This will enuble the passersby to have a look at
the book-racks und st the readers amidst them, enjoying the books.
This may encournge some of the pessersby to step into the 1ibrary
Somw of thaeo may eventuslty accept library service This has
been demomstrated by one of the Iibraries in Inlington and In
Frunkfurt,

232 Popolst Departments
Thers should be tome popular corners such a3 newspaper comner
and pedodicals comner to attract persons too shy to take to hightt

account of thelr yaluo in promoting public relatloms Itisa matter
of common experience that tho periodicals comner attracts a larger
crowd than the Fbraty proper and that the newspaper corner Bt
even more crowded than the periodicals comer The library stafl
would go Into these popular places at Intervals, pet Into toach with
their patromy, and try to kead some of them on to the stack-room
and the reading room. Thu, apart from the newspapers and
pertodicals furnishing direct resding matter they are also coming
to be ured e regular beits, Hugnanity does have a raving for news
of an ephemeral nature. Thrs should be exploited 1o attract resdeT
to tho Hbrary

72
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233 Now-Ceaventional Collections

Itgpodhbmmbthnﬂh-lrylumuuofmmcﬁonbybuﬂding
of certain Xinds of non-conventionsl materials.
are not strict reeding matertals. And yet libearies are now stocking
them and serving them. Sownd-records of mutle, photographs,
and fremed pictores belong to this category All theso may be
{ssued for nse within the library Thoy can alo bo lent out. Somnd-
record piates and talkdo recls peed spocial receptacies for ther
being carried home by the members of the library Photographs
bearing on particular themes may be kent to institutions for exhibi-
tion as well &y projection with an epedioscope. Framed plctures
may be given on longperiod Joan to individual members. Such
non-convertional materials form important aids in atirecting people
to the Ebeary

234 Comfort and Compostre

Every attempt should bo mada to rctmn the costom of cvery
cltizen of the locality coming into the library To this end, ho must
be welcomed wath genfality His comfort should be attended to
A xeme of componme ahould pervade him. The hvelmess of the
litwary should him, Its silence, in spits of ity bemg busy
should impress o must feel a sense of freedom, Nothing
should bo forbidding. Nothing should scare him. The kindnesy
of the stafl shonld maks hm love to come #gain and again to the
Hl:ruy})

235  Goldes and Attrections
There should bo belpful gudes to cmabis him to make his way to
the reading materials satisfying his interests, Charts and plctures
should rouse hns conosity and engage his attention. Every week ho
should find something mew to attract hin: It may bo & displsy of a
special sssortment of books. It may be an exhibition of pctures,
Tare books, or mamucripts. All these should be well-gnided.

The library should sl provide relaxation comers with com-
fortabis chairy for we of readers in between hours of stnous work.
A distribution of freth fowers In vases n the different parts of the
Hbrary will #dd a charm of jts own. There should be a supply of

ki)
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clean dnnking water In larger libranes, thers should be o quict
place for taking light refreshment and bevernge Of course, there
should bo good sanitary armangements. There should also be open-
ar reading rooms for use during cooler hours,

T4
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LIBRARY EXTENSION SERVICE

241 Meaning of the Term

Apart from such methods of poro publicity lbraries are nowadays
developing certain new types of work. In addition to their being
directly edocative or recreational, they also tead to good public rela
tlons as an important secondary prodoct  Such new lines of activity
may be refetred to as the “extension service™ of librarkes. The object
of extennon scrvico may be sald to be to turn the Ubeary into a
social centre with the encotragement of reading as lts ultimate
objectrve Its aim {s to makn readers of non-readers, to creste and
stimulate the desiro for good reading, and to bang book and reader
together Libranes, under the Infinence of the Third Law valoe
thess alms highly and take to extension service with great zeal.

242 Resding to Hitterstes
Ope form of extension sctvico it very urgent in our [ibraties of

sdults can be made to have the benefits of library servce ounly by
armanging to have books read to them at stated bours either by
paid readers, or by honorary resders who are actoatcd by a sperit
of soclal servico. About 1930 this srystem was expenmented upon
In s0mo of the towns in the neghbourhood of the City of Madras,
at the suggestion of the Madras Library Association. For several
yeart, the Assoclation srranged for books to be read to the ilfiterate
patients n the hospitals of Madras [56) This “reading system™
coupled with the formation of cluba for the liquidation of Mlliteracy
bas even converted many an illiterate sdult Into enger Literate readers
m post-rovolution Russta. There it no reason why Librarks, with
this extension side properly developed, may not provide a sure solu-
tion of & similzr problem in Aduh Education in India as well

2421 RrApmo MANUICRIFTS
Owiog to the present paucity of bools on current thought m the
madern Indian this form of jon setvice may have
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to bo carried even further To induos and maintain the interests
of the {lliterxts peopls In books end in bearing books read out, it
would bo necessary to read 10 them not only books of a religions
or reczeational pature, but akso books of weful knowledge dealmg
with thelr dafly avocations and leading to increased effickency In
therr work. Tn the absencs of such books in the mother tongne
and in tho absence of any prospect of soch books bemy printed

dintety the only practicabls course would be for the library to
prepare & manuscript transiation of rmtable boolks from Engheh
and have the manucripty read to them, Tt must be posnible to find,
among the English knowing local residents, pertons willing to do the
tramintion ax & preco of social service. If each forary in & distnet
undertakes the tramlation of one or two books in a year and all

the Umversites would undertake the initial supply of such books
on wefol knowledge, this seems to me to be the only practical way
of catting tho vicions tircls of the law of tupply and demand. But
thit extreme phae of extenton service s onty a strictly temporary
expedient, for which there will be no need as soon a3 a market is
created for the poblishers to step in.

241 Readisp Chrcle

A third form of extomion work for the Hbrares to pursus is that
of organuring reading circler. Persons pursuing a particalar subject
for profit or pleasuro may be brought together by the Hbraries, 30
a1 to form & reading circle. Each such circle may have & leader
and ot less than two and not more than five other members, The
libcary may give special facilities for each resding circle in the
matter of books, periodicals, and mecting places, For this purposs 2
Ubeary shonld hawo & mitable suite of small rooms. Spch readmy
circlet aro vsually effective agencles in thoroughly cxploiting the
resources of the libeary in their respective subjects of stndy There-
fore, their formation gives rusnal sxtlsfaction to the Third Law

244 Intellectual Centre
Oow of the pecessary conditioms for social tervicy institutions,
76
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soch as the library becoming popular is the fostering of a feeling
of muteal cordiality and bhelpfolness between thoss who offer servico
and those who aro served together with & disposition to self-secrifice.
To this end, tho library should strive to reduce formality to a mint
mum and make everyone fed at home. As & natural extension of
this attitude, A modern lbrary oven goes 5o far in its effort as to
make personal and socul contacts and not Infrequently offers
mesting place for local learned orgamzations in an attempt to maks
them, as coustituent parts of the general public, feel that it demres
to function as an intellectnal centre for the Jocality Soch meetings
offer oppartunities for tho fulfilment of the Third Law

2441 ExAMPLE

The ponibiities of this form of extenstion service can be inferred
from the folllowing statcment by a small English town library of
the tocictles mecting there regulady — Thoe Bdhsh Legron, Cago
Birds Society Chess Club, Draunghts Club, Chmreh Lads Brigade,
Church Mothers Meeting  Church of England Mens Sockely
Folk Dance Soclety two or three Friendly Socleties, Free Church
Mothers’ Meeting, Gardeners Socisty Grocers Society Farmers
Unlon, Nationa! Union of Teachers, Redio Socikty Womens
Institute, and Workers Edocational Assocation [57]

245 Library Talk
Another common form of extenuon service is that of aranging
for public lectures In the prenmses of the libeary  For this purpose,
all modern library bulldings are provided with speciom lecture
halls fitted with & stage, & magic lantern & cinema apparatus, and
other related appliances. In our country we may bave opeun-air
mectings and theatres. In addition to the Jocal associations being
Iovited to hold their pubfic lectures in tho library 3 kectore ball or
open-air space for the purpose, the Tbrary may frequently arrange
for special Gbrary talks efther by the members of its stafl or by
outside experts, One special feature of such library talks I3 the
announcement of a select it of books on the tubject-matter of the
talk, available for tho Bbrary for foan or consultation. The sulpects
chosen for such Ebrary tafks are usually of local or topscal interest,
Sclentific mubjects ako come In for & good share, Such talks ought
not to be exclusively conflaed to topics of & religlous, philosophd-

7,
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uLorPurmkmthutcamshmﬂdbnukmtowidentht
roogo of subjects and gavo a chance for every phase of currest
thought. Whenever posuible, 1t would bo an advantags to lustrate
(he talks with [antern slides apd moving prctures

246 Btory Homr

Simmllar to the library talks for adults, librarics arrangs also for
story hours, Iantern talks, dramatizations and other attracuve forms
afnnmouurvicannddmﬂlnrpnvﬂmlnmtocﬁlbﬂthnhﬁ
wth the children of the locality Ag-nhtlhllnm\lnus\:ullfﬁl'ﬂln
library to arrangs oceaonally for dramatic petformances by
amateonng troupes. But in all such cases the parformances do not
form an cnd m {hemselves  but they are all made to serve a3 aids
to the ultimats satsfaction of the cuscting Third Law

247 Kahkshepasme aod Moske

The uniqus Indian Institution of Kalakshepam or Katha with
1ts happy blend of music and talk, presents enormous

£4 an instroonent of this form of extenslon service. But dos ca©
shonld bo taken, in this case abo to Lift the Kalakshepam of the
Katha from the parrow rut of traditional subects. In Wester?
countiies where this institution I8 uninown, the lecture hall 18
medrcvrm\mcnletmcnﬂ.l.Ttmemsl:k:sl.lw'l‘hi:dLﬂw'»cfﬂ"d

readers for the comparatively lirge quantity of printed mus
usually available in those libearies.

248 Festivahs and Fairs
Another form of extenslon service I3 the celebration of locsl
festivals snd specral days of the year dedicated to particuler persons
of 10tas, wnd particapation m local fairs. Here agaln the demand of
the Third Law 1a always kept in the forcfront. Tn our own countty
where such celcbrations are stdl attracting largs crowds of peophts
this form of extension service is full of great potentlality to sarv®
the Third Law Examples are New Year Day Rame Navamd,
Duwali, Holi Independence Day Gandhi Jaymnthi, Moharram,
Neasks Day Thess aro all national days Thero will also be local
dayr. In eddition to the celebratlons, books on these days may bo

cxlublted. A Lst of them may be distributed.
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CHAPTER 25
TAPPING TIIE COMMUNITY POTENTIAL

251 Rellgion as Actinating Force

As shown In the carller chapters of this part, the pnmary aim of
good and persistent public relation H{ to bring more readens into
lthlbrnry;Butllcnnnhorelmse!hcwd.anuﬂmaly{ngdnp
in the recesses of persomlity In the distant past, loyalty to the
temple activated commumty-potentlal into public service Yean
g0, [ went to & small town in Maka to meet a friend I went
without note  His honse waa Tocked. Most of the houses in the
strevt were locked, I wondered what had happened. A farmer
panting by smelt a stranger in me. He sald, “They aro all in the
Sasta Temple. Tt was 11 A 1 found my way to the temple. T
1w my friend — a learned professor in the local college — perched
Tp on the top of & gabled roof being put up for a festhal. He was
engaged in fixing up & row of plaited coconut leaves. 1 looked for
another colleague. He was in tho kitchen, dresting vegetables. They
were enjoylng this way of communlty Life and service Thus is
possible cven in towns, not grown too big to preserve group-life.

252 Persomallty as Activatleg Foree

Loyalty to & powerfnl personality can sbo actrvate community
potentla] into publlc service. We are wrtnewrdng It today in the
“walking mhoion” of Vinobha Bhave. We saw the helght resched
by Wdiiring Mahatma Gandhu s days. Faaw it recently in the camp
of Sri Sankaracharya, the head of tho Kanchipuram Mutt The
oewly formed ity at Vallabha Vid gar near Amand b
another demonstration of the ectivaton of community-potential
by the force of the personality of a leader

253 Senlee Litrary 2y Actinatleg Foree
Library service i3 publc_seryrce It can activate communily
poléafial Tafo pablk service. Here Is an example from USA.
It was June 1953 There was a lady In Loubwville, heatcky
with kisure and with some experience in socal work The State
Univentlty of } entucky held its anmnl function to award its
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Medallion 1o the State s “ontstanding citizen of the year” The
reciprent was that lady Her merii was that she used her Jeasure in
a publc cause (The public cause was the promotion of ‘Tibrary
service to tho ragal folk of the State
2531 TuE TRIGGER

She was drawn 1o it in 1947 She happened to glance tough 2
statement that 80 per cent of the people of the State lived in rural
districts and they had no public library service whatever This
acted as the trigper  This made her feel, “I have leisure. IfIcanfind
comeons to work with, who knows more than Y do about libraries,
perhaps I can help her ™ She started vising nearby places and
towns she studled the situation she got some idess The
Kentucky Library Association was working hard to get leglation
for Stats aid to Librares. Bat it was facang much opposition. She
decided that n demonstration was necessary An organization
called Friends of Kenfucky Libraries was formed. Then sho said to
hersell “I want some one 1o work with who s or has been ®
Librarian, He most be a umcere, far-sighted, and publc spuated
person. He must be willing to take any help provided by the Friends
of Librants and oye It right away without waiting for the State akd
1f that person 13 in one of the State agencies, T can make & worth-
while pablic private co-operation.”

2532 PURLIC SERYANT AND PRIVATE PrOrLr

She soon found such an n-service person, working in the State
Libeary at Frankfurt. That person satisfied herself that there was
nothing in the law of the State preventing her from co-operating
with private persons and agencies for publio benefit. She had bad
soms experience with the working of Hbrachines — motor vans used
as travelling libraries. She spotted out & second-hand van for sale.
The Friends bought it. The Friends aho bwlt a book-dump mostly
by collection and partly by purchase The dissymmetry of the
collection was reveated by the work done by the assistants of the
1n-crvice lady sorting them out and roughly dasufying and loting
them during their out-of-office hours. The State Library Jent a few
books to correct the digsymmetry In her off-days, the in-service
Iady drove the Librachine herself from one village to another Soon,
some private people began to emulate her and retieved her from the
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taak of driving. She could devote her spare time fully In organizing
the book-dump This also made the Libractmo go out mare often.
Thm.theld:mo{pﬂnicpcrwmmdpublk:ﬁrmhmjolnﬂy
turned on the promotlon of library service.

2533 SrECIALBT IN PRowoTION Wosk
This demonstrated the keenness of the rural people to read and
to keep knowing. This also attracted more kelsured people to work
for the camse. A specialist in Promotion Work soon Joined the
Friends of Libranes. He drew up a scheme for 100 librachines to
cover the whole State. Esch librachine was cstimated to cost
R$12,000 A special donation campaign started to ralse Rs 12,00,000
for the parpose from industrial corporatioas and private people.
Each distrect was promised 2 Ubrachine, if 1t pledged itself to vote
annually a sum of Rs 12,000 to pay the library stafl and maintam
the librachine. The Government of the State was persmaded to pay
an cqual amount, and to strengthen its own stafl to administer the
programme  {t needed only three additional fands,

2534 SrecuaLrsT IN PunLic ReraTions Wozk

A 1 In Pubiic Retations Work felt d by this ventore
He armanged for a film to be prepared. It showed the librachine
dolng its rounds, with e sound commentary — arrival at the village
school, the children running with smiling faces and flecting feet to
get thelir books exchanged, the kibrarian-driver telling them storres
the men in the flelds and the women in the homes getting inumate
reference help and walking away with books in their hands and
delight in therr faces, books belng taken to the home of & person
Yying in bed with paralyns and depending on reading as the only
relief from boredom.

535 PAXIL Or SPLAKERS

A State Speakers Panel was formed. They were all drawn from
those filled with faith that book service is mduspensable at tha stage
society has reached today and for the democratx form of govern-
ment to socceed In building & welfare state Each was willing to
Hve a fow days once in three months to go long distances 10 the
librachine to address and enthuse the village folk 1o aceept the book
seTvice brought to thelr very doote. Sympathetic co~operation toon
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cams from everywhere. The press and the radio gave a belping
hand. The farmers groups and the women s groups were cager to
give therr platforms to the viuting speaker or the librarian. The
remonal fairs in the district were never mhssed by the librachine.

2536 Lreracy LEVEL
1n wmx yean of bt 'eisured Yady looking Tound for za Ml wm the
Tibrary professlon, balf of the districts fn the State had establnhed
actrve libeary service. Smx yeany earlrer 50 per cent of the rural folk
were Dliterate. In the district which started workmg the Ubeachine
first, iliteracy had already come down to less than 20 per cent.

254 A Madray Example
The communty-potential i not yet totally extinguushed 1n the
heart of our people. It can be tapped by a service-libeary owned
by the publc for the public. Here 13 a recent example. It 15 g1
extract from the report furnished by the Local Library Authonty of
Coimbatore — a distrct m the Madras State,

We had almost fited a building for the Branch Library at Laksh
minaikenpalayam and we were walting for our bus. Then an
dderly gentleman @me towards us and some time later we
were buily engaged in talking variouns things which touched abso
on the purpose of our vuit. On heanug the purposc of our visit,
the elderly genteman took us hack to Lakehminaickenpelayam
proper and earnestly requested us to see a particular tuildg
We were very satafied about us suitablity for the Branch
Library Then when we began to dlacnss the financial matters, he
put & fofl stop to the talk, saying that he with all his heart wished
to grve the bullding to switch the library free of cost {57)

255 Lasd by Librarians

The library staff can give a lead in activating commaunity potentisl.
Here is an example from USA It may look strange and perhaps
undigaified to e two librarians swaylng on eight-foot Iadders and
painting high above the doors. Or another bending double over &
dengn Jow on a bookease Ot sill another balanced precanowly
on a scven foot bookcase pamtmg on window frames or all of
them ranged on chairs on top of tables, whils they did the design
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on the centre beam m the ceiling Was the library closed while
this wotk was going on 7 Oh no | There was “business as vsmal’
‘Whoever was Jowest on the Iadder or nearest the desk, took care
of the readers who cams In. Every one was tolerant, In fact some
readers were go interested that they volmnteered to help Before
long the decornting work became a commumty project. Here, ina
small way is & sample of what can be dono In & community where
there is an idea fired by enthusissm and willingness to work, and
backed by the co-operation of all the people coacerned with the
abjectives This is what happened in & poblic library at Wisconsin.
On hearing the word “Wiconsin™ the cynic may dispose it off
saytog, “It i America. In our country you can t expect that kind
of public co~operation.” Is [t ? Is human nature so different in
Todin 7 Let mo describe what happened 20 years ago m Madmas
Clty

256 Madras Example

2561 START FrOaf LIBRARY STAFF

It was September 1936 The new University Library Bullding
was getting ready for occupation. The makmg of bundles of books
began. The statitics of fsue during the preceding ten years and the
memory of the reference and circulation librarians decsded the
scgoence in which the books should be bundkd up. Each bundle
had its fnclusive class number The technkeal and admupstrative
stafl took up the task of bundling. This made it postible for the
library to function without Interruption. Occastonally the Maxwell's
ghost of decimal ono per cent probabality prompted a reader to ask
for an out-of thewmy book bundled some days carlier But the
staff was not frightend by the ghost. Sundaram, the indefatigable
chief of reference stalT would look up the chart, go straight to the
bundle, uabandle it, pull out the wanted book, and rebundle the
rest. Each book so pufled out woukd go into & separate bundle
Thus the Mcthod of Osmosis kept the ghost at bay [n the mean-
tlme, the new book-racks were put in position 1o the siack-room of
the new buflding. Each gangway bay and plank reccived its
number A chart was prepared establishing One — One correspond
ence between the bundle numbers and the shell numbers. The
tondles with littk chance of being called for within a month were
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tramsferred to the stack room and put in their correct positdon.
Then 1ty string was polled off and nsed to bundle up other books.

2562 STMULUS TO ReADERS

The readers got interested to know how we managed to scrve
them 1n spite of the tremendous bundling work going on. Those
that were more than cunious were explained the objective and the
plan. They were taken to the stack-room in the new building. One
of them maked, “How can you find where each book 11?2 In the
basement of the Senato House you had bay-guides. But you are
now spreading out the bookt Those guides will not serve here”
"No” they were told, “Instead of the three-hundred old bay-guides,
wo thould hiave 1,200 here in the new bullding.” “How are you going
to make them ? It will take a month at least. Are you going to
close the lbrary 7 they asked. “No” they were told, With four
hands working on them, it will take & month. Bot with forty we
can finuh the work in three days.” One of the readers asked, “Will
you mind f soms of us come and help you 2 We can give two hours
cach evening™ Ths offer was mccepted. About 100 readers came
for & fow evemngs and finished the work. They also helped in foulog
thmﬂmm,themmmnnﬂypotznthlmuppedmdthcworkw
compicted without much ado

2563 THE RESuLT of Reanms Hrrr

Tbol.ihnryhndtnbo{crmx]]ydmcdonlyfcrﬂu’mday!wl“‘
tho final check  and yet, afl sertons stodents and research workers
were informally informed that they could have their urgent peeds
Jooked after Emynmﬂ;mnwhucnmefmabookornpﬂlml
fnvariably gave s at least one man-hour 1o do somo work of
aother for us  An old student of the University had just then returncd
from abroad. He wanted to look up some reference, jost during
these three dayr. He felt disappotnted that the library was not
functioning. However he had the plock to catch me in the second
Uﬂofthsmlmkmomwnhmyﬁngcnhmmdbctwmm
bookmchll—{emusﬂyg&veulmtohhpedodml He said,
Itlccmyoumclo:{ugthzhbraryon!yrunh:wdnm Even then
you allow some of us to use 1t s this suffclent time for you to
tnmfcrthcllbnrymhm?lulhnunimﬂtylhmd,ml"”
worungr&noclknmdm,thnyclmdmeubmymlntdyfm
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45 days. Even after that, open #ccets was not given becamse the
bay-guides were 0ot yet put up.” I replied with joy ‘Itisall dueto
the cammumty-potential of your student successors here.

257 Ixmsediste Applleation

‘We are now expenencing a sudden cxpansion in our public fbeary
system. Let us {llustrate from the Madras State. About ten years
230, there wero only about & dozen free publio librarics in the whole
State, In 1958 each of its 13 old dutricts had & District Central
Litrary under the Pobljo Librarics Act. Its new Distrct of Kanya-
kuman will also have ono soon. In 1958 the 14 districts taken
together had 486 Branch Librarics. In 1958 the skilled siaff of
these 500 stationary Hbraries wes not more than 503 Of these, only
11 were professional librarians with & Diploma in Library Sacoce
and only 8 were sem! profemsionals with a Certificate in Library
Saence [59] The remaining 434 employees should have been
dobgmlytbcmﬂncwotko{nnlumlnm;thnmrrﬁnumd

the collection and the budidings ! They could not
mbﬁ:hmypublbnhlbnNormu}dLheydomym{m
service. Here i3 & splendid opportunity for tapping the community-
potential in cach locality It should be found from among the
educated retired residents of the locality A person with & good
pensian, keeping him above want, can be persuaded to give to the
public llbrary of his locality his part-time honorary service. A
person with & meagre pension may be given an honoradum in
return for & similar service. By doing so, our new Libraries can be
made to function up. This may have to be contmued for some
years. For the State of Madras will take at least 20 years to train
the necestary number of professionals to man all its pablio libraries.

LL P



CHAPTER 26
RUILDING CIVIC RESPONSIBILITY

261 New Civies

Fommerly “cleis  meant the study of civil government, Now

itmmnlmdyofth:dwdopmmtofth:pmcedmmdm
vhichmkoforthamtmsmdofﬂmnmatmmbcrinﬂm
mmmmmmpnhﬂmofanmh]m!ultmm
mudtmomthmnlmdyo!tmx:tmmdfumdcn It inclodes
publicminded the tion of right attitud towards pubtic
duties the formation o!b.nb{uo{hdprul.mtmatvc,parﬂdpﬂ
ing catizenahip Thimcwﬂcwofdvhlpparedduﬂnglhedﬁns
pronounced

25
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for the we of every member of the present groeration as well 11 the
frture generation takes a long time to dawn upon the minds of the
peopic. [t takes even longer for the realization of the full implication
of these facts. What is worse, cven when the implcatiogs are in
tellectually perceived, it appears to bo atmost impossible to imple
ment them in practsee i they are pursucd for the fint time in
adulthood.

263 Malbamdling of Beeks

Within biving memory many communitics have Introdoced a
public libeary system for the first time The fate of the books in
those libraries makes sad reading. They suffercd st every stage.
The tops of their backs were broken whike belag pulled out of the
thell The stitches, holding the gatherings, gave way when the
books were opened. Many of the leaves had their top corners
folded and eventually broken in the forced labour they had to do in
#1ving s book marks. The book £t a whole had not infrequently
10 xerve not only against the sun but also against theram. There was
no limit to the load of dirt it bad to carry skently No wonder
that many a book met with premature duablement, if not death.

2631 SPECTACULAR MLTIIODS

Indw Is now baving its public Libraries cytablished. Its first
rrucration of Ubramans has a great responsibllity in onrtafling this
civic pathology Al kinds of methods shonld be adopied in public
relations work. Leaflets should be distributed. Talks ahonld be
given. Pictorial appeals should be made The theatre should be
peessed into service  Dramas should be put op with books as
characters, narrating their woer. In one country they even went to
the desperate length of making a spectacular demonstration, like
conductmg a public fomeral of a murdered book ! The funeral
ontor b ditap death and condoked with the people
for the cruel and thoughtless way in which they had been deprived
of the long long service which the murdered book had jntended to
render thern

264 Misplacerment of Books
One of the unintended difficulties brought about by readers inan
open access Lbrary is the misplacement of books. A misplacement

7
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264 LIBRARY MANUAL

within the same shelf plank mmay be unsvoidable. But the placing
of a book into & wrong shelf or bay or twer should be avoided.
I the readers realzs that @ book misplaced is & book lost— oot
only to others but perhaps also to themselves — readers will certainly
respect the reqoest of the library that they should not replace the
books on the ahelf 3 they had taken them away even some small
distarce only from their places. Readers should not insist thst
because they have the freedom to pick out books from the ehell
they should slio be allowed 1o replace them a3 they liked. Severat
rezders pick up & quarrel with the librasy staff on this pednt, which
woukl not happen if correct public relation methods are adopted.

2641 DeLneRate

But & mote snow ant-socal tendency 13 visiblo in fust a few
resdors. While the born criminals cannot be dealt with in the mild
way suggested here, {t 11 our belief that it pablic relation et fts
opportunity 1o indoce & lugh civio sense in the readers, thows who
&0 nat born cromurls may bo eaved from the temptation to hide
books m wmexpected parts of the stack room with the sole object of
epriving the fellow readers of the mse of those books. It is & s2d
foct thay this anti-social tendency Iy to be found most among the
pick of our stadents, appeariog for competitive examunations and
espirmy for & place in the higheat civil service in the land. No
theoretical instruction can perhiaps pargs our bright young men of
this mfortunate seifiuhnes it is only a healthy Tife in a froe open
acoom Hbrary with good publio relation work, which can provest
tho eettiog in of such eclfish tendencics bn the bext of our men. e
mmportant civic rulo of “the greatess good for the greatest numbery
mnydmmaﬂnwnmorlbmmdpenmﬂtyﬁfm‘
mmmhbymkm;themﬂwihnpﬂndphmunylnwmon

l‘nanuﬂomhkn'.bopublbﬁhnry A readar takes sway
mwmrmmmphmmdhmmnmmewd
piece Due 1o this i io periodicals are canght up
smong zoclapeal periodicals, il the very hands which Lid them
mmmmmlthmhtommmw
o1 o 370t a0 set them nght immediately Not s It proper 1o dery
the readers all the freedom that the Lawa of Library Scloncs expect
usto give. Tha only means of petting ower this difficalry 1 through
ptopaynb&:rdluonwmtpunu:dpnkndy
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265 Motlation

2651 PemIODICAL
Omcoumuoulbedhphya(mmhnlhabmhthop'iodhh
roam. If any dical = good itlon of any topls of

:;lday ths articlo vanishes fn & mystenous way in a couple of

2652 REFERENTE Books
Anothcrtmofvndaﬂuubmmdnﬂbu-lm It concerns
referencs books such as ! je3, and dire
By thelr very nature, these books are of large €z and are heavy
They arc also costly  Thoy are generally 1n uso all through the day
The absence of a properly developed dvio responsibility make some
r:udenmm—upulomnmmmﬂammawﬁlymfumbmh.
Here is an extrome le of this ant 1 ity Some
yeurs ago the articke an “ethics™ mmwmd-
big Madras Library was lost! Sorely the book vandal responsible
for this would not have gained any special advantage 1n haviog
committed that atroctty It is only his failure to recognize that thers
were also others to benefit by that articls that should have been
responsiblo for his sct. The sento of “the greatest good for the
groatest number”™ had not developed fn 1 havo scen somo
Hibearies in the West cmploying detectives to such vandals,
Bot a confirmed criminal of this kind is saldom eaught by the detec
tive. The only hope is to wean away the othcrs by the promotion of
public optnlon through good and permutent pablic relation work.

2563 Prcumps

In several other cases the books are relicyed of the burden of the
loaded art peper which contain pictures. We wonder what lasting
use people can make of such stolen plates Surely their life woaid
become muoch shortened when taken away from the book. Why
should not the adult readers reslize that thess pictures will be avml-
able 1o them quite readily whenever they want them, if they are left
undisturbed imide the books. How DLittle do they realize how moch
the value of the book Is diminished if it fs deprived of fts plates

266 D!
A more widely spread vandalism is with regard to the plates and
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pictures of the books Mohsmmedan faces xre given Hindu caste
marke. Clesn shaven faces are fitted with ugly beards and Prropean
heads aro fitted with the cap of the crescenl Margins xre
taken a3 {res wpaces to write wpon, Line after line is mdedined
21 if it had only one reader to serve 1 have comoacrons an interesting
case of disfigurement. Bm:vhneofwmeoou}ynwdlcd’boobm
found mderiined in the Madras Universdty Library This was a
problem for w. A ntw medical book had arrived. It was put on
the reeent additions shelf Everybody was on the alert about it s
tilde ras examined quits frequently Itx pages were quite clean
at {2noon At about 130 & reader replaced It on the shelf The
book wae promptly cxamined. The lines In about 20 pages were
found underhined, Tho colonr of the ink was just the one nsed by
that reader in signing the gate register He waz a rich doctor with
wide practice In the City He was one respected by all T showed
him this new book. He was not comwions of having underlined in
it Bat he recognized the colour of hls Ink Then the old under
lined books wero all shown to lum. Ho falt hu mistake He aald
that it was probably his unconscious habit.  He further offerod not
to come to the fbrary any losger On heardng thiy, the finst three
Laws of Library Science frowned at me. [ requestod him therefore,
not {0 teke that extrems step. I soggested his surrendering the pen
to the carculation libewrian before cntering the reading room He
tried it. But his ill lock was that without the pen he could not read
at all Then, we decided to gve him & xmall pen-Hie stick with
which be could go on underlming without laving amy impression !

Sc:odp-ublkmlnuonunﬂmnmnycamordhngummtof
X3



CHAFPTER 77
LIBRARY ETHICS AND HYGIENE

27! Reapect for Library Roles

Conformity to rules by readers 13 not casy to secure Resders
have to bo constantly educated in this matter by good public
relation Onc usun! ruke objected to is the one of fixing an upper
[imit to the number of volumes that can be taken home at & time.
Rexders have to bo educated to sec that this rolo is necessary in
public Libraries, as its books have to be ahared by all The rule
regarding the period of loan is another vexations one Expenence
all the world aver has taught the Library Authonties that this rule
cannot be enforced withont a monetary sanction in the form of an
overdne charge at s0 much per volume per day Public relstion
work should convince resders that this monctary sanction = oot
intended to be a source of revenve. One way of geiting the
co-operation of the reader is to help him in every possible way to
avoid paying the overdue charge. The stamping of the due date on
the special date slip attached to the first page of the book is onc
form of public refation work in this matter Sending a reminder
on the very first day of a book becoming due is anotker form. An
unreasonabde reader may regard the overdoe charge 21 a chargs for
the privilege of keeping a book lenger This Is as bad as 1t would be
if & motorist should take with him extra money for fines to be able
to pay for the privilege of msh driving{ Referenre books form &
source of irritation. Readers want to take them home. They bhave
to be edocated that they are not books to be read through, that
they havo to be looked up only for a few munutes at & time, and thet
they are frequently wanted in the library by other readers;

272 Respect for the Qoene
The Library offers an excellent opportunity to train our citizens
In respect for the quene The very coanter set-op mechanically
¢oforces the queue. However some peoplo resent it A comlder
able tact i3 necemary to persmde people to respect the queue.
Two anccdotes will make this clear The new building of the
Madrs University Library was opened [n September 1937 Thers
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mnnunumxlmhlpoﬁcdmyvd{utﬂmenhnocsnwtopa
susde the people to observe the quene. 1t was then  somethmyg
rmknown to most people, A knighted gentleman passed alongsde
mm;ﬁkmmnqwlndrmchcdmemumwﬂdpm
When I requested him 1o take his place in the quene, ho asked for
the mesning of the word and Ister for s spelling. But a more
sorlous sittation arose Iater An clderly gentleman was cxasperated
beyond control wb@nmquutcdmflﬂin!othohmandwﬁthh
twn 1o enter Hmmmﬂdlylndhmvrrdhmuyhemw
quested to do 30 he got exasperated and bowled out, “We are nat
school children to stand in o lne. T am not going to enter thi
Library »0 long &3 we arc asked to ttand in a line Like Inbourens
mdupcyt."Souﬁnghowvuuny The Laws of Library Science
frowned st me Later 1 the evening, T went 1o his home. This
cooled him down Iwuldlhcncxplain!ohhn:henﬂeoﬂheqm
A gepe fact i that somae bers of the top of the
Hmlmdmckantcpmpkofmumﬂandhmumelm

273 Hyghene of the Catalogne

Uhcc:ﬂlogmofnmodem%mryhinwds.mmm
fled in cabmets, They 8re permanent records. Thedr handling
l!mulvdbewchthxll.heyhsthnm. and undirtied
]huimpl}mthxtﬂwmdmnhon}dmbthdrhmd.dmmddﬂ
before touchmy the edges of the cards, They shonid on no account
mmcirﬂnemthhthedpu{thmtonmtoradumrcmnm
the cards. Nothing but persistent pertnasion, standing by the xide
ormomulommabiuetunbringrmdmroobumthehwmﬁ
of the catalogne;

274 Btack Room Fihks
Thamckmomhaphoofnrbmﬁngmdxlmdngboohmb

275 Resding Room Ethles
Aradm;mmbummmmodatommymdmfmﬂnd!
Here, no{mfrcquenﬂywecommnﬂhmumbbi‘omd
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ugly habits. We find & reader with his fest shot up high fn the air
the tablo acting st a prop  We find another reader lefsurely dresung
his long hair and now and then dropping dewn tiny rolls of black
stoff, quite unmindful of the disgut that soch sn activity should
produce in the minds of the other resders. Sleepdng, to the polnt of
tnoring, i not uncommon in the reading room. Only good public
relatlon work can mdece respect for reading room ethics and
tnimizo soch ugly b

276 Temple of Slkence
& reading room should be a temple of silence) Itis & placo where
mary people do serious Intellectual work. Silence is often disturbed
by tha shoes of the readers. This can be obviated by sound proof
foar or by & sound-proaf covering of the floor  Dlsturbance of the
silence by conversation among resders can be minimired only by
public relation work, Dut it is not dificult. By paying thought
to it, the library staff can casily bring about an atmosphere of
serenity and calm In the readiog room — too powerful to allow
people to maks nobse. Putting up placards with the legend “Silence
Plexss” is seldom effective It bs only by personal peruasion that
proper results can be obtained in this matter

277 Scraps of Paper

Waste paper baskets are provided in reading rooms almost at
every turn. In spite of it, scraps of paper are littered about on the
floor of the reading room. This s not due to unwillingness to put
them fnto the waste paper basket. It is due only to ther not beung
habinmted to it while young. Preaching about thix is not an effective
form of pubtic redation. I found one method fairy saccessfl. As
A rexder throws waste paper on the floor [ woald pack 1t up aod pot
it into the waste paper basket befare lus very cyes. On sceng (hhs,
his facial difiguration woald show that he was fecling for it This
method had to be adopted pensistently for scveral days before the
very atmaosphere of the reading room coukd persuade people to use
tho waste paper baskets.

278 Rexdleg Room Hygiese
The reading room Is naturally the place where most of the readers
stay longest. Hence the hygienkc and sanitary responubilities of

o1
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the readers are high while in that room. And yet, the ugly habit of
spltting on the floor and at the windows with the Jeast sensitivencss
to the senss of disgust in others, can be ¢liminated from our reading
room only by a long process of trmining. Unfortunately the tobacco-
cum-betel hatnt of many of our peopls often leaves x permanent
pink mark on the window aiily, floors, and the walls of the opes
space adjolning the reading room. We should not take theso as if
they aro {rremediable. Persistent public relation work in thi
matter is neceswary It will abo prove sufficient in the long run.
A milder form of disfignrement 13 the spilling of ink on the table
floor books, and to on indiscriminately Nope of these is duc to
wilfulness. It s due to fack of preparation whils young and lack of
thought, It can be se¢ nght by pubixc relation work.



CHAPTER 28
THE STATE WANTS IT ALL

260 Not by Law

A modern State finds it impracticablo and unwise'to invoke lrws
and sanctions a3 the solo means of making citkzens do their civic
dutles Tt finds it neowsary 1o jnvoke the ald of social institations
soch et the Ubeary to aciieve that purpose. The library has, there-
fore, to be an mndirect medium for the development of correct
d\‘h:lem:lndh:thlhecoumry ‘This vrewr has been gaining in
woight with the Increase in the functions of the State.

281 Sphere of Goveroment Actlon

From the very oarliest time Government has had somo proventive
functiors 1o provent privats viokmoe Interference with life and
property and sggression by forcigners In doe course, it began to
awums responsibility for pasitive functlons needed to faclitate the
realization of desires.deemed to be common to the great majority of
cltizens, The positive funcilons are being enormously enlarged in
recent years. Onc of them s education, consisting pot only of
scholastic attminments by a few not only of the Iquidation of il-
literacy ot the other extreme but also the parpetual seif unfoldment
of oo and all by intellectual means.

282 Edscational Fowctlon

2821 Scrovastic EDOCATION
Of theso three elements in the educational function of the Govern
mend, the first appeared very early —even n the days of persoal
ok, divine right of kings, and court hfe India bas pever beon
till recently in the provision for scholastk by
the few

202 LaquDATION Of [LLITCRACY
Liquidation of flliteracy appeared as a posilive function only
after tho democratls form of gorernment came into vogue. It
Appeared first in some of tho conmiries of tho West in the second half
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of the ninetecath century It took varions shapes, the chief of which
weas compulsory and free c} y educstion provided &3 a public
project on a leghlathve basds. India has yet to reach the work-
standard {n this, It 13 behind the world-standard by a hundred yean.

1823 PeRrETUAL ScLr-Enocamon

The provision for the perpetual eelf unfoldment of every citizen

intell 1 means 11 b ing to be d a3 one of the
posttive functions of the Government only in our own days. No
country has had 100 great u start than Indla in this matter In
every country where this function has beon astumed by the Govern-
ment, the organiration sct up for ity discharge is the library This
doct not umply that & Hbeary i3 an orgardzation newly created for
this purpose It had cxisted over since writing came into vogoe
It had been set up long ago mostly for preserving vmtten or prmted
reading materialy and to make them available for uso on demand
by the few who were after scholastic attainment. The Government
now scarcd its potentiality for tho perpetual mental advancement
of ono and ull. It was first put to the use of keisure hours for mental

ion. Later it was developed abso s & store-h of refe

books for furmshing information on demand It was thus made
to function as “cxternafized memory™ Ttis now used alito us n mosns
for the sharpming of intelloct and the sublimation of emotions.
In shott, 1t 13 mow being fully exploited for the perpetnal self
education or seif-mfoldment of each citizen.

283 Library Fonetion
Ubr\ryStrﬁcohthmhrvu[htlntolheh:tufthcpoﬂﬂwfum'
tions of the Government, because the success of the Government
X:.a.nm‘wecr:nntodr:pmdcrnl.h\';Iim.a:ol’cnllg.l:\tu:m:n.-ntcd'l.‘:llﬂlﬂ“‘-‘l"l
Peopls in tho nation, theur individual akill m some job — whether
mmlordmn-colhmd-lndlhm:umnmugmtywudomm'
points of view and £ow methods of work. To make the State
efficient, cortain mental dynamism has to be maintained by feedlag
Mmindcrmthoduzauwnhnzwnndnmmthou;mm
function s indeed o part of ity major educational fanction. The
well-being of a Statc demands, 1t Is now realized, not onty physical
hyxicnn.,bu!lhomeumlhydcut To secure this, the Govemment
of & State hey to mantain not only & public health servico but 4150
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8 public educational service. Just as publlo bealth servics nclndes
childavelfare work, public edncatiomal servico Inclodes child
ducxtlon and ado} ducatlon, {o ch y and dary
edocation — gencral as well as vocational — in short what [s known
a3 formal education. But public health servico Is not exbausted
by child-weifare work so abo poblic edncation service is not
exhamsted by formal education of the children and the youth, A
kind of inversion has occurred in the development of these services.
Public health servico first scized general servico In wheeh tho adnlt
population was more in mind and it Is ouly Iater that it extended its
or to provide distinctive service to children. On the
contrary publlc edocatfon sarvico fist sdred specafic formal
edocstion in which the immature population was mofe in mind
and it Is only Inter that it cams to be extended to cover the perpe-
tm! self-educational needs of the adult population.

284 Mextal H.

hhbdnzlnucﬂdnglymmdlnmcnofth:dmﬂopadmm
of the world that mental hygino ds ot only on ek

and secondary edocation bat sbso on adolt edveation — lnﬂm
senso of perpetual scif-educstion of all the bers of the mation,
of the ultra-normal as much as the infra-normal. The provitlon
for unjversal adolt education demands the supply of books —
ptuitows supply of books —as & public project. The obligatory
function of the Government in the field of education thus bdngs
into the sphere of Government action the promotion of library
service and (he maintscance of & net-work of public Hbrarfes
throughout the land. To make them achicve the intendod objectives,
active publxc relation is necessary on the part of libraries,

285 Fundameotal Right
‘This demand op the Government has the backing of the Sankey
Declaration of Fundamental Rights. These inclode
“Every man is 1he jolnt inheritor of the powers, inventions, and
sccumulated by our forerunners. He s entitked to
mental development from birth to death
"It is the duty of the community to equip every man with sufficient
edocation to enablc him to be a3 usefol and Interested a atiren 33
bis capacaty allows. Furthermore it is tho duty of the community
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1o render all knowledge available to him. He thall have easy and
p'cmpt-wmmaninfommonnmuyforhim.

This is equivalent to saying that Labrary Service 1s ono of the
fundamental sights of citlrendy

286 State and Letsure

t and enjoyment of lewurs is an srt which Deeds
careful thought end preparation. The art of Lfo, indeed, contistt
largely 1n the capacity to spend wisely and happly tho moment
in which we aro most free — free from the demands and behess
of others, fres from the demands of rlaxation and hyglene, free
1o plan our activities m and at our owp tme To wasin these
moments 13 to wasto somethng extraordinarily preclons. One of
the most hornbls and insemate forma of croclty 13 “killing time
Jt is & most wital concorn for organized sotety — the Stato — that
the lersure of 1ta crtizens shall be wiscly spent. Change tho character
of & nation  lelguro and & correspouding change n its effickency and
culture is bound to follow  Thu, uso of leisure ksding to the ennch-
ment of adult Lfe 15 po Fght activity It is no peripberal problem-
Not 1 it an mcdental task. It is rather a fundamental problen
affectig the welfarc of sockty and fts posperity As soch, the Stxte
calls for a major consideration to It

2861 QUT-MoDED UTILIzATION

A very efficient mode of utillnng lebrure, which centuries of fofk
ways had established hss pow been rendercd wnavaflable. This
outmoded utiliration was of the group vanety As thoso wers days
of mass filiteracy tho kelsare was transformed by soms folkdnstite
tions, not demanding Hteracy Into periods of fntellectual, socisl,
and spmtual enrichment. The holy<days wers days of religoeh
sociel, and famly festivals. They did not connots dsys of inactlon.
They were filled in an organic way As the whole commmunity had
farsure at the same time, 1t was spent In the re-winding of the indivi-
dush apd the community es w pleasurable group-project.
modes of using lelsure aro dying out with the impoct of industds
lmation and urbenization Another effickent and stable way of
wtilizing leisurs has to bo evolved. Western countries in which this
Phaso bogan about a century ago have been experimenting In varfous
ways. Indis, which la just entening this phase 1n the present genert
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tion, can put their experionce to uss and shorten her own period of
transition

2862 New Mooz oF UmLizamoy

Tho new mode of utilizing kdsure is through Library Sarvice. The
mere putting in fuxtaposition of the books of the library and the
poople during lersure tUme, does 1ot lead to the occupation of ledsurs
by reading for relaxation ar inspiration oc information. The affinity
between books and men Is weak. It needs the catalytic actlon of
1ibrury stafl to get activated. The demand of this new way of vaing
lebsure for the benefit of the individoal and sodety Iy ono of the
fectors witich has Jod to the emergence of fibrary servnce, becked by
ective publio relation,

2863 Exaarir rroM SWEDIN
During the siate of illiternoy people had been depending on group-
ld.nh.hrurutﬂmt}onorldsum Such people were more com
than {ndfvidualtstre in their ways and oatiook
Thhlndhtalkmlfbnrylcrviceronhonnlyhmuelhouldhn
more upon group actvitks mm ﬁ]m-xhov-:. exhibitions, talks, read-
Ing circles, and di organization of read
lﬂldrclawilhlrmﬂllfbnryuthenndns,lmouglhehbowm
of Sweden during the last ten years, acts as & pointer No leas than
20,000 such reading circles have come into being fn this short
tnterval. In them, wo find the maxmum possible actrvation of a
small but purpostve collectron of books. To my mund these Lttle
reading circles represent a well-balanced stato of @ hibrary and hibrary
service. It was whilo visiting them that I was able to visualize what
the Ideal Hbrary would b like if it eatisfled all the Laws of Library
Schence. The development of local reading circies and the provision
of & xmall library for each circle hax been tho chargs of the Depart
meat of Libraries of the Swedsh Government The library is
only transitory Here publio relation functions at its best

287 Vorld Costert
Huomanity has now to work for its vital, mental, and spiritusl
sufficlency in & world-trend, which had Jong ago transcended the
cloted systems of village life and of provincial of reglonal ife and i<
struggling to replace even closed mational systems by & world
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tem. Howover much natlonal barriers persist in matters material,
they have been neardy wahed out in matiers mental. Occusrences,
utterances and addrtions to knowledge of all kinds in any corner of
the world get reported in print and relayed everywhere. All thinking
has now to be in & world-context of fects and figures. Even the
most encyclopacdio memory will fafl 1n thess clreumstances. The
only memory that can functron s what Icall externalized memory”™
(:‘nmmry 1y really “socalired externalized memory*, The Suis

ts that the Hbrary should induce all to use 1t. This can be dono
only by public relation work,

288 Vorkd Pesce
The Statc s nterested in world peace. Without world pesce,
10 nation can thrive hereafter Butworldpamhbdnxmmunﬂy
threatened by the spleit of L Splrit -of aggress
Lhunznwmluofccldmmdofwmmpnpnnﬂonfurdd'm
This is becanse of mutmal susphkaion among the nations. The sus-
picion 13 born out of mutnal ignorance. The State wants this mrutual
{gnorance to bo replaced by mutual undernstanding. The State looks
upon the ibrury as ono of its agenty to promote mutsal understand
ing among nations. For this purpose the library shonld make all
tho people accept its service. For thu purpos, the Hbrary should
promotoe public relation m all possible ways,
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CHAPTER 31
DOWERING BOOKS WITH PERSONALITY

311 Mechaniration

Attractive library bulding, comfortsble furniture, clamified
umangement of books, mutth-purposs catalogie, open access, guides
of the right kind in the right places time-saving isso system, serene
silence, pictures, flowers, compoting atmosphero—all these arc
Dectuary to facilitate contect between reader and book. But théy
are niot sufficient. For most of the above amount bat to mechanical
alds. Mechanization fs now being carried even to further stages
of effisency Wo oren hear of Press-Button Library (60] Rider
has desoribed {t. The lving quatity is uwsmally diregarded 1if not
destroyed by mechanmation. Wo thercfore speak of mecharnical
things a3 “dead”

312 Anbmstion of Meckanion

Anyhow mechantred things are dependent things. They no doubt
exist for use. But they are dependent upon use for besuty A turbine
at work is & thing of wonder and of beauty But out of me, it iy
A3 dead a4 it was before its elements were taken from the earth.
Becuse of this need for redesming use, the multitode of mechs
nims with whick we are surrounded may justly be regarded as
appealing objects making perudstent demand upon us— a3 things,
which, becamse of their inanimation, threaten us with the sense
of death unless they arc contmuoumly dowered with our own
fe-energy ‘This pressing demand mads by the mechanians and
techniques amidst which we live compels from us a question
of momentous importance “How much bave we the desire
and strength to animate them before they becoms burdemoms 77

the material, technical, and red-ape activity of condocting
a library begim to take precedence over the experience of living,
3007 or later we shall have to pay in cunul and decadence {61].
Hence the nted for introdocing & human agency —a “someone™
—10 redeem everything che by puthng them to sctive use When
t?mdrrmmn@d.ulhﬁ]ibmry there must be “somconc®
1y
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Take my hand
For I have passed this way
And know the truth. {62]

313 Artificlality of Bocks

In addition to these general reasons, there are special reasons for
prondmg that ‘someons™ First, books are after all artificlal entities.
It is not natural to pick up dcas and information through recorded
phonetic symbols. There aro books of & vancty of standards oo
ono and tho same subject. There are sko books within boot.
Thesc aro elaborately iltustrated in Reference service and bibliogra-
phy(63] Asaresult of such qualities of books, appfeciation of therr
valoe does not coms natarally 1t has to be induced deliberately
This cannot be done except by intimate personal methody.

314 Comventiom of Cataloguing

In the catalogue which lists tho artificial entitics cafled books,
we reach  higher order of artificiality We call it by the dignified
name “conventiom” The cataloguing conventions aro on the sur
face 30 contrary to what Mr BEverybody b familiar with, that b¢
needs persomal Initistion, Entering “Bernard Shaw” under “Shaw”
is 2 baffimg convention. The convention reaches a higher degree i
the choice and rendering of tho headings under which governmental
books are entered in the catalogue, The sre and the see also eutrict
form snother puzale to readers Personsl help {s necestary to 5t
over these puzzles.

315 Clasified Sequence

Every Law of Library Sclenco points to the need for arranging
books on the abeives 1n a classified sequence by subject. The
i of this seq has to be hanized with call pom-
bers. These call numbens a10 0o artifictal wot to be a distraction
to the unaided reader They form no doubt, a necessary evil The
readers can, howsver bo helped to appreciate thelr helpfulness by
2 helper in the library

316 Teeopo of the Reader
The psychologxcal tempo of Mr Everybody #t such that we cannot
tetain bus costom unbess fio 1 given prompt and exact service in 8
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pertonal way He fs human and a humar personality alons can
keep him In good humonr make the appreciation of the valgs of
books blomsam in bim, and tramform hum into & willmg benefl-
clary of the litwary To mako him love to come back to the Library
quite often, ho must be attended to by a library “hostess™

317 Hmaan Converters

If soch & human personality is not provided, the potentially great
plenty In the holdings of the librarles of today will be nothing but
2 mockery Indeed the prohlem in libraries fs no longer one of
scarcity in eny sense, except that of scarclty In the human converters
of the potentlal energy stored in books mouldering on ahetves,
Into the kinetic encrgy of we by resders. This in its tumn Is doe
only to abscnce of lnltiative and of understanding generally in high
places. It is paiful to find that, in India today even well pleced
members of the library peofesson show a similar lack of under
standing,

3171 DrrparoN
Referenco Service, et it be ruserted, is the essentlal process in a

E?‘“ e:tnblhhlnguonwctbctwrmthon;hlmdcrlnd!he
mﬁg:k\li‘: al gerviee R service is all
i in its patare. Iuchmnnrkuﬂthemryruder—book
context. Bat in all context service to L

books with living energy and personality

3172 Cuanas N Sociat Cowcerr

50 long a1 knowledge is taken to be hereditary or intultive, the
need for reference service conld not bo scen. But today knowledpe
&nd information are taken to be communicable to anybody what
&ver There Is also the present inststence of democracy on equality
of opportunity for all to have help in getting at knowledge and infor
matlon. This change in social concept makes us go to the leagth
of saying this. A Iibrary exists only at the moment when the three
munbmoﬂutﬂnuy the reader the books, and the staf—are
in purposive contact with one another The old concept, that &
mere collection of books is a Ubrary 15 as wrong as holding that
& mere group of readers or a mere squad of staff can constitute a
brary In the night, for example when there are no readers and
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staff, there Is only a collection of books and not u library Even
when al{ the threo exist without relatlon to onc another thers s
no library On the contrary cven a single book in the hands of &
librarian being introduced to a reader is & library Reference tervice
is therefore the paramount daty of a library

318 Ulilmste Folfilreent
Every other Work in the Hbrary ls ltself fulfilled ultimately only
through reference service. To collect books, to organize them, and
and to go through all the endless routine preseribed in Parts 4 3
7 and 8— bmktdecﬂ.uu.bookcrdcr peniodwaly work, classifics
tion, catal iration and display of booky,
lndchutinllndduchn:gingth:m will become frujthess unless
proper reference service is done. Indeed reference servico alono can
lead to the ultimate folfilment of a tervice library and of the Laws
of Library Science. Let us therefore examine how it thonld be dooe-




CHAPTER 32
WORK WITH BOOKS

321 New Books

Reference service requires patient and arduous preparation with
books. Every ncw book, conung tnto the library should be rapidly
perwsed. The pernsal will no doubt be gukded and made efficient
by the class number of the book. While perusing, the reference
libearian should be haymg a split mind as it were. Whilo one part
of it s glancing through the pages, the other part should be sweeping
the world of readers and locating the readers with whom it shonld
be brought into contact. It Is not only the subject-matter but also
its standard of exposition, the style of the language, and the extent
of Mlistratlons, and other auxiliatles, which woukd determine the
Potsible readery. It s not the mere title that can determine it
This purpostve perusal should be made not only of new books
but also of new editiony of books new issues of annuals, and all the
current issues of pertodical, arriving in the library (rom time to
time, For example the 1947 volume of the Proceedirgs of the
Anstotlean Soclety arrived In the Lbrary A glance through the
Pages reveaked an artile on Existence Philocophy This set up
asociative memory into action. [t was recalled that Mr G had
1ked for information on this subject some weeks earlier A note
was sent myviting him to the Ubmry Baot before 1t could resch him,
be was met on the road and personally informed about the article
He walked along tmmediately to the Lbrary with joy and the
Proceedings blewsed the libeanan, along with the Third Law for his
#0 promptly securing a reader for it

322 0! Books

Old books too, will have to be re perused from time to time.
Ol books, which do not leave the shelves, should be pernsed to find
out what {oformation or what features contalned 10 them could be
brought, by speclal effort, to the notice of probable resders. Ol
books may also have to be perused 1o 23 to bring them {a refation
to the new books sdded from time to time  In this wny some books,
which could not find a reader till then, can be impregnated with
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new viloes by belng put in relatlon to some new arrivah. The
Proceedings of the Aristotlean Society referred to in section 121
gave a number of references. Some of these were located in the
library These, in therr turn, led to parts of other books, All thess
had been lying on the shelves untonched by human hand for many
months they were naturally glum and depressed, and had covered
themsclves with dost. When they were pulled out, cleaned, and
put into the hands of Mr G they burst Into joy and thanked the
a3 thelr redeemer and the librarian too recefved hu
own thare of thanks. It must be emphasized that when such o rele
tion }a belng establshed by ope part of the mind, the other part
ahathd be on the look out for probable readers.

323 Books with Intngible Qualities
Cerain mtangible qualities aro possible in books. A reader
cammot by himself easily spot out the books with thess quatitier.
These qualities transcend the eapacity of clandificatlon as well a3
catalogmng. They are of the nature of a flavonr No mechamical
or objective norm can sz them up. In this matter the general
reader hay to koan on the reference stail far more than on any other
thutn.u:k!hdrhdpinchoodnxdmbookoﬂherl;htm
Threehndsu{ﬂlvourﬁx\mﬁeqncnuyinnqmmdm
staff cen recognize them, both from thelr own experience and from
Lhemniquauppcnmtythqhnwtopoo!wnthcrlhcﬂwm
of resders. They may gather the necestary help even from the fro-
quency of demand and from the quarter from which it comes. A

part in 2 the books with the merL
Tn amy case, the reference staff should devote all free time to sbell
study to capture such books,

324 Books nith » Memage
Th:ﬁntlnundbleqmlitywmﬂn;uplmdmhthnpwﬂ
nflMgebylhobothcncmﬂyrpnﬂn;dmmdﬂM
hlmtundenﬂdon(lhoncmdboohmmUy)nbcmndinboob
with & message. thlhncmybooktut.homd.nmw
onc. But the dentity of message is greatest in thess classes. Ordb
urﬂymlmﬂmduhmtnbkmdhcumfmmlhwm
zheboahnr.homnm.:: Books with & measage are not so
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abundant in the other subjects. Not that they arc totally absent.
That Is imposaible because there is progress in those subjects and
progrens implies the exstence of books with & message. But the
ordinary pedestrian books, dmply temmitting information, are
$0 many in thots subjects that the few germinal books are virtually
lost amang them. The general resder wally lacks the flair to spot
them out readily No doubt he may hit on them by chance. But
on necount of thelr relative scaraty the odds are very much against
him. Of course, ho can arrivs at them by the laboriouns process of
trial and error But it {3 scldom that tho necemary patlence and
Ppefseverance go with the genersl reader  Henco there is the danger
of hus going without the book and the book lymg neglected on the
shelves longer than they deserve. The business of the reference stafl
Includes averting soch miscarriages.

325 Books with Flalr
Arother class of books for which the genersl reader depends
largely on the help of the reference Mbrarian is books nch n flair
Such books are perzonal in therr method. They duplay moch judg-
ment in the mlection of detafly. Their style is racy Once we begin
them, wo are led from page to page we don t liks to be disturbed
they have an aroma of thelr own  they arc alluring our curiosity
Dover wanes on the other hand, it ever grows we want to finkh
them at the very sittlng—cven thomgh it takes ms late Into
the might. Tumning their pages i [lke turning the pages of le it
i, They are {lfuminating books. Such books make reading popo-
lr The reference stafl should give them a central piaco in thelr
memory They should be thelr pets. They should virtmlly hawk
them abont

326 Orlentation Books

Then wo pats on to the third Intangible quality in books. It is
2 quality much songht by readers with a catholic teste. Books,
Povessing it, may be called onemtation books. They owo thar
valus to the way in which s sified
while at the rame time there b urge in tho man of culture to know the
inter-relation of tho varioms branches of kmowledge. It fs bardly
porible for kim to sense this imter-relation merely by readmg tho
vpecialized books  ond they are myriade, It has been estimated that
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lbommul)boobmpubhshedcar.hywmimnmo
belisve with Pope that

When so much Is sud
One half will never be believed,
The other never read.

And 5o the man of culture srants to have books that will explicidy
showhimlbcmoodnpohhbptczm-dzypmwin
Tbehbnrynnndnng;nh:mﬂybyﬁnd}n;mbmbfurm
mmmmmnwmmmmmd-bom
readers for such books For theylmtbeboobthntwidcnﬂt
mmormmmmwmwwﬂﬂnhmﬁdﬂﬁ
study Omﬂlhsncurhxhyhnhnuhtcdbyorkmmmboob.n
unbck:-ptup-ndmnmwmucdbyfoedmgthemmh!hcw
with flair

327 Semieal Works
Lmlycomothnscminnlmkx'maaunmunwwm

therr ostentible subjects, They sur the imagination aver the whok
broad scopo of lfe. They akist the decp ineffable impubse of &
gorn. They stumulate the flow of Hfe itsell The ultimate consomos*
ma{th.npm-po:of-ﬂbnryﬁmlnﬁnd]ngcnﬂmf““’;h
wmlmlmh.TbcyucchupdmmthnpanomﬁTydw
u:Lbon.Thl:ylmimmorul.Nr:wcdnian:ort.bcmmnﬂlm’-‘tD
come for ever New books on them confinne to come fof o7
Thelr flavour 13 unmmstakable

328 Examples
Here are thres sets of four books esch. Each 2t belongs 10 £
dufferent subfect. In each set, tho first is # book With a messts®
the secand s & book with flair tho third is an orientation book
2nd the fourth i1 & prosax: pedestnan book,

11 Rose(Bertrand) Introduction to mathematical philosophy
12 Hoosax (L). Mathematles for the million
13 Pract o mathematles In modemn cducation {forming 1
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eheventh yearbook of tho National Council of Teachers of
Mathematics of the United States, 1936) and

BowLEy (Arthur), General courso of pure mathematics from
indices to solld grometry

3282 NATURAL SCIENCE
Carre (George). Phenomena of fife
WiLLS (H G), ete. Scheoco of lifo
TrosooN (J Arthur), Introdoction to science and
§corT (George G)  Serenco of blology

3283 ECOMOMICS
Strmvex (Rudoll) Problems of world economy
Corg (G D H) Inteligent man s gulde to the world chaos
Kmxratrick (E A) Sciences of man in the making
Trroaias (S Evelyn) Elements of cconomics.

SeMiNaL Books

3284
NrwTon's Principla and DARWINS Origin of specwes are semi
nal books.



<331 Meek Reader

Some readers are meek. They are too ahy to ask the lbrary staff
for help They fumble with the catalogue, They are afrald of
sofng o the shelves. Their cyes tell thelr tale. The reference I~
rarian thonld put them st ease by voluntarily welcoming them-
He should behave like Rauma. He should speak first He shonld not
wait to be asked to give help  On the other hand we must remember
that it fs only during recent years that the gencral pablic have began
to get rid of the fear of the printed word and of the place honying it.
The public are only now Iooklng upon iibraries as places that they
have the nght to explore,

332 Inferiority Complex

Some readers are afraid of being misunderstood, of being treated
n an off hand manner or even of being mads to show thelr igno-
rance. That s the mentality which we arc constantly mecting
and it it the stuff of which many a difficalt reader js made. Obvicusly
tho attitode, if not mdeed, the duty of tho reference staff shonld be
to insprre confidence smd to give satlsfaction to such peopls. A
shy rescarch student asks in Iow tone for the book “bid™ who
pages are referred to s0 often in his book | The reference librarian
thould quietly explain what “/54d” means wathout betraylng any
sign of ridicule, surpeise, or superiority Do that and even the slight
disappointment in the resder’s mind will be erased and bo will res-
pect you, becanso he reatres you aro doing your best. Several such
fncldents will occur to all. One day by a fluke perhaps, we chaT
up some tangle or dispel a mist in & reader's mind and wo bave made
a friendly patron for life. This winning of readers has to go on every
day to satlsfy tho Laws of Library Science.

333 Superiority Complex
The floor of » library 13 always belicved to be a place of grest
equality There wo mect at the democratio level of the world of
thonght and 1ts records. But some readers sct thh at naught. Our
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ENOWING THE READER 337

courage in soch situations should be drawn from the words of our
natlonal poet “Come friend, coms my hero give us courags to
scrvo man cven while bearing the brand of infamy from him™[64]
The moral s “no pesterng”  Some one has sald, “yoy must beware
of blodgooning the mind into semsibility” That ks advice worth

remtmbering.
oot Trook THet
At the other end of the scale there Is the doubtful reader He not

only shows great familiarity with the library and sends you away
but peels off the stiff covers of the books to facilitate smuggting —
ho steals { The vigitance required to watch in an open-access stack
room {3 most trylng. This is the type of difficult reader abhorred by
the reference libradan, He # most umscrupulows. Any peccaw
tiomary sction taken makes him simulato righteous indignation and
make & scene to the chagrin of the library staff  He is 3o dengeroust

5 Selfish Rewder

Pethaps a more numerous specics is the faod  He would abme
the freedom given to hum by hiding away books. Whenever the refer
ence libraran comes to him, he pretends intenso sericnsness which
tcami tosay “Don tdisturbme™ Houakulks and loiters in the stack
room with all cunningress untll ho gets his opportuntty to remove
the book In great demand, which has just chasced to come back,
and imsert it or hide it some thousands of fect away In somo other
teglon of the stack-room, becauss ho has not brought his tkcket.

L-336 Difficnit Resders

Such b the variety of difficult rosders. These are the persons for
whom all our routine s built up They are tho chaps that keep us
Up 1o scratch. We must think particalarly about each of them.
We should get at the back of his mind. We should cxamine and
organize reference service from his pomt of vicw A bepnner in
reference service will do well to maintain o case-book in cards.
They may contain records of sitnations, cvents, and all varictics
of readers.

~-337 Normal Resders
But the majority of readers are normal They are not mnder the
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speil of any complex. They ask what they want. They take help
easily It i a joy to work with them. But the privacy postible in
the stack room may tempt them to deviate from normaky It h
therefore wiso to rescue them from ponibl:ubcmﬂunbyucrddn;
unobscreed vigilance. For this purpose, & reference llbranan shoukd

keep moving constantly to all the gangways containing readers —~
especially containmg a solitary reader
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CHAPTER 34
WHAT ABOUT US?

341 Comiog to Terms with Resders

* Whik admittmg that thers are meek readers, lgnorant readers,
Jolterers and wasters of time, and that tmreasonabls, Iritating,
pompomm, sulting readers drift tnto the stack-room, wo must also
agres that we to0 ate sometimes tarred with the same brush. As
individuals we each fancy otmsclves 33 TEily (o Bt on with® We
Doonthinkingno,quitenmply-nddnu:ﬂyund]omdlylmod

perhapy the wife, says, “You know you are a difficult person
o Perhitps Joat & weo bit selfiih." Thehi we shed Gur self-com-
Blabency ind reallze all of o sudden that our self-satisfaction fa
larpely based on the fact that wo wrually get a good deal of our
ownway If we can, by sceing the faces of readers, gaugo the depths
of their experisace let us Dot forget that our face too speaks volumes
fo them. How quick we are to sco the weaknesses and tho faults of
others how biind we aro to our own |

342 Inexperbenced Litrarians
Tho readers conld tell a talo of their dificultses with referonce
Hbrarians. That might stagger vs. How often a stammerer volon-
tarily banishes himself from the lbrary becauss an inexperienced
referenco amistant burst Into laughter As for the long-suffering
uemployed visltors, what could they not say of the minor rebuffs
and little discourtesies encoumtered In their search for solxe from
fibraries, Perhaps the referenco Obrardans superor familiadty
with books hilnds some of m to the difficultics and to the pornts
of view of the readers. To know or try to know the facts relating
10 readers would maks a sentfblo differenco in our attitude. Pugna
city that prolific sourco of all kiods of warfare, would give place
1o genlality Let us admit it. We 100 are difieult. Bricks of fake
sizo could be exchanged In a battie of comp and one day it
may be worth whilo staging a show of the kind.

343 Good Temper for Two
Even experienced men boso their temper when over worked and
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exhausted, As referenco service is a new idea, the of
phytical and mental strain it wvolves 18 mot yot realzed by
those in power Explosion between reader and librarian develops
occasionally And the recape for such miscarriages is there omo?
One really cant swy becanse we all go on dolng our job to the
best of our ability fearning from actual exparience — and then find
our kmowiledgo has como a trifio Iate for practico. Life betters g8
nto shape wo are examples and spoctacies to young
hecls. There ts a Hodern ‘Tazs for sharing. May be the shamng
Sut of good temper —witness Heary James s four words “Good
temper for two™-—would help to solve ths pro
readors. Lot us try

'
i

tionsl strain on those who are of the right vanety Is not moroly that
of having 1o do the work of that misfit, but also that of undotng the

mischief that 11 dons to the reputation of the fibcary by the mis
behavionr of the misfit,
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345 Scaring Avay Resders

There is no greater sin than scardng mway roadars. Soms are
endowed by nature heraelf with such unsoclal eod detestable quall
ties o3 to make them permanently unfit for amy job that Involves
contact with the poblie. Reference service depends so much on the
teniality sell-effacement, and untiring energy of the reference staff
that nobody ahould be recruited to the reference section without
a thorough test by one who has had cxpordence of reference searvics
and {ts requirements.

346 Team Spirit

The stuff of which the staff is madc, the relation among the staff’
and the staff atmosphere, will affect very intimately the service of
the library Jf theso redations are bed, neither good buildings, nor
200d collections, nor effkaent methods will be of use. The members
of the staff should be on the most cordial tarms among themselves.
Ther thouild ot bo the keast trace of jealonty or envy Self shoukd
be suppressed to such & degree that every member ks prepared to
pent off all work as snonymoums. Macterlinck’s pecture of work in
the beo-hive comtains the most vivid and accurate descniptron of the
spint that should come over a library staff if it is to function with
maximum eficlency

17



CHAFPTER 35
SERVICE FPROPER

351 Help tn the Enonclation of the Problem

mﬁmdcpmthembctonrndcrumhdph!mtoenumhm
his requirement {n exact terms. Many a reader canmot do this by
himsell Questions of readers are usually wide of the mark. They
are often oblique. But the cumulated expenence of s reference
Hbm-lmwhhlnmtyofmdcn,dlyinnnddayom.nﬂmmlblf
him to think in contonance with the reader His duscrpline in facet
analysis in clatsification enables him to break the vagne question
of a reader into all ats relovant facets. He can then work with the
reader in finding ont the focos in each of the fecets In ths way
the question of the reader can take a clearer shape.

352 Trial and Error

But this may not atways clinch the question. A start may have
o be made with 2 provisional formulation of the question. Pursuing
the solutlon along with the reader may lead to successive sharpening
of the question. This method of trial and error may have to be
adopted in some caser. Here bs an example. An old man about to
retire from the Indmn Civil Service msked for information on
fron-works. The Memolrs of the Archeological Survey of India
describing ancrent ronworks and books on moder steel and
fron technology had to be gont lnto wath him to kmow that he
was interested nelther In ancient iron works nor in the modern
techmique of iron work. A further comversation and a display
before him of the advertt pages of archi 1
brought light on his face he picked out & particular picturc fram
a0 adverthement page thowing a good design of iron-railing
and he stated that what he had really wanted was a good plcture
of won-railing to help his wafe to instroct the contracter to put
©p an fronniling in ther new hovse. It s only a sympathetic,
patlent, and clever questioning, clothed as convermation, which
can clinch the specrfic subject sought by a reader Even then, it
may bappen that a prolonged pursult by the method of trial and
crror fs neceasary and that speafic subject can be reached only
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when the right book itself Is reached. All thls me§ look fearful
bmﬂnn:ntytohelpmdcn,delu’mlmmntomwced,mdm
Yorance d by Indol or & will provade
the reference libranan with the necessary acumen to know what
exactly a reader wants and what exact book will satisfy his want
Many [Mustrative actuzlities are given In the Reference service and
bibliography [65)

353 Lesdlag to Seif Service

In most caxcs reference service would really be leading a person
to selfwervice. In school and college librarles, it shoald be 5o
without exception. Even when the reference Uibrarian has to move
with the reader and be by his side more than three fourths of his
+3y 10 his specific sobject and hus book, ho must know to withdraw
himseif at the proper time so that the readér has the Joy of self
scrvice, The Joy of the reference [ibrarian should be derived not
only from the consciousness that he lumself had practicslly done
everything, but from the sight of the dawn of joy n the face of
the reader who has been helped 10 help himeelf Even if thé reader’s
choics of books I not the very best, the reference libratan should
Tesist the temptation to take over totally The gan fn terms of
Iatangibtes and personal dignity so obtained cutweighs the slight
1ot in material efficiency

354 Reach-Me-Donn Service
In & fow cases the reference Librarfan wall be obliged to find out
the information all by himself and pass it on to the readers without
mrach participation of the latter This should not heppen in a
school or college library  This may happen occasionally 1o & public
brary This will be the normal form of reference service 1 a
buslness tibrary

355 Long Ramge-Reference Service
By Long Range Reference Service n meant reference service
which {nvolves tracing information through a loag chaln of books,
petiodicals, and other publithed materhals, locating sources of
information by prolonped dowsing through varied materials and
perhaps even drawming help from other libraries within the ocaldy
or within the country and if peeds be even from those i other

10



355 LIBRARY MANUAL
1ands, and even from living persons when books fad) us.

356 Resdy Reference Service
Reference service mav in vomo cases need only the use of specr
ally prepared reference books or books on current wformation
lﬁedircaonu.dmanm yearbooh. who lwho uﬂm. statistical
books ies and Fioding
{nformation fmm sch ready reference books ot helping readers
to find it is called Ready Reference Service.

357 Servico to Absentee Renders

‘When the enguirer is absent and not available even on the pboae
the problem of pettmng bim to enunciste his requirement 1 direct
aud exsct terms becomes rather difficult. The veference stafl do
0ot get the help of the enquicer and haye to use thelr own unalded
jodgment. Innumzmulntnmdhmrd‘mbypmmybﬁ
come necessary snd fn extreme cases, even correspondence.
But one compensating factor is that his case peed not be attended
to at the very moment. Tt can bo taken up a3 pack up work and
gone into with st lelsure, provsded It Iy bered 0
dispose it off before the next mal But even this advantage b
lost when the requisition {s brought by a mesenger For then
the matter mut be attended to immedistely S case of enqnlry
ty post, alternative information may have to be given to mect
the different interpretations the qoestion admits of Tt ks desirable
10 keep a record of the sources of information and of the person
who located them as the enquirer Is likely to write back for farther
slucidation.

358 Servite to Callers

When the enquirer appears at the library in person and expects
the whole tracing to be done by the staff and he is of a class that
should be given that form of baip his personal co-operation can
be had without difficulty at least at the first stage viz, cotrect and
direct enunciation of the problem. But it 1s not easy to keep him
restfal when tho information is traced. There are irritating people
who demand iostant attention and claim to have been walting
for half un hour whereas they had only been in the Lbeary fot
half & mifinte A pomible remedy is to glve some engagement
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to such flighty enquirers They may be taken to the shelf of recent
additions if they are interested in books. Further even in the case
of this class of people, it s preferable that they should be made
10 rexd the information from the book with thewr own eyes. This
will avold the risk of their turning up later and complaining that
they were giren wrong information Though there can be po
question of legal respomibility if they connect any faflure, loss,
or discomflture of themrs with such wrong Information, they may
be told that the information wus penused with therr own eyes or
copled with their own hands. Though such cases may arkse only
occasionally it is better that the reference stafl accostom them-
1elves to such a procedure by way of abundant cantion.



CHAPTER 36
AFTER THE READER LEAVES

361 Assimilation

Oliver Wendeil Holmes has described the man who had an
astounding knowledge of every tubject undet the sun, 1f its pame
began with any letter from A to M, but showed an equally re-
mariable ignorance of every subject which came m the cyclopaedias
wnywhere between N and Z. Whether such » being over existed
or not, the findlngs of Jast s probing into his mind are significant.
“His mind must resemble an ostrich 3 stomach, where, if my 100~
logy I3 correct, everything swallowed, from a bulky becf-tin to &
Colt’s revolver 11 found in its onglnal conditton, minghed in s
admired drsorder’ but not absorbed” [66). Smmilar will be the
mental make-up of the reference staff of & busy library unlens
provision is made for rumimtion, digestion, and assimilation into
the specific skill of reference service

362 [rner Asdnilation

Any okill improves by repetition. But the profound which
practice secures for ok(ll fn reference service ts remarkable To &
reference librarian who really enjoys his work every contact with
a0 enquirer and pursult of every new problem provide an add-
tional opportunity for enrichment. It gives a delightful exerche
to bis flair 1t invarlably enhances his mastery over reference books.
For the pursuit of a new problem may discloss potentialities which
were unnoticed hitherto  How often does not a reference
bum to himseif “Hallo does this book contain this 1 1 hed missed
it oll these dayx.” Sometimes while pursning a problem, his oye
casually falls upon some mformation which suddenly makes him
12y 10 himell “What a pity ! That fat gentleman asked just for
tha the other day But ponc of us could lay our fingers o it.
I wonder if I con find ont his address and inform him about it
How pleased he will be | Thope 1t will not be too late.”

363 Nascent Awareness
Amfﬂmbookmnncxbarudlhmugh.ﬂmcc.hm
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consclentions a reference librarfan may be, It Is hardly possible
to know all ity nooks and corners by a farmal study at the pre-
paration stage. Absorption of Its unusnal features or the un-
exptctcdpwcuoﬂnformnﬂonmnemdinitbemmummh
when & nascent b d st » high
Phchbythnmzﬂlofmpplmgwiﬂlld.lﬁrﬂltpmblmnlnlhn
presence of an expectant enquirer A moments experience or
Ttay at this high level of energy can be far more productive in
grtting & masterful grasp of a reference book than hours or even
days of & dull mechancal porlag over its peges. Whils In such &
vate, it happens that not only is the partlcular book on hand
rendered trangparent and {llominating but it even dbcloses it
integral relatlon to severnl other reference books and dellghtfully
lands us at an eminence which gives a clear and lasting view of
Pt reference expericnces in almost a prophenc inter relation
with what awalts in future. [tas i ible to describe this supr
typo of experieace in full detall as it is so essentially conditioned
by ity concreteness with all us infinits shades of context, which
80e3 Into our very being but gets distorted by any attempt at gene-
nralinatlon or abstraction. Every reference librarlan ghould strive,
invoking the foll weaght of his will, to realize this delightful sate
of contact with the readers and the books in his daily life.

364 Sharing witk Calleagues

Another phag of assimllation is sharing with the brother mem-
bers of the stafl ones new ditcovery ether of reference books
or of particnlar enquircrs of even of human nature in general
This docs not mean that it becomes the reference staff to discens
the enquirers In & vein of waggithnors. All that s meent is that
1t is helpful to inform all the colleagues about what has been sensed
about thelr tomperament, range of interest, capacily of self-help,
and what s particnlarly profitable, tho reciprocal ielp which the
stafl could get by serving certain wellunformed enquirers. Infor
mdoﬂofthhktndrﬂlbeormmhhlucﬁumﬂngmmxm
with the enqut casy ble, and profitable to

All concerned, Imagine the pleasant reaction which the enquirer
»i experience if at his next call at the library he Is met by some
other member of the staff with genuine famillanty and without
once agatn being subjected to all the ordeal of flust contact. A
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tibrary is @ human mstitution and every such human touch tooes
up its functioning. Apart from this very desirable human side of
the sharing of every expenence with colleagues, there s also an
economical mde. The tume end energy spent by one member of
the reference stafl in hunting up 2 difficult question should be
made to yield a greater profit than that of merely servmg one pew
enguirer who prompted it. His finding should be made known to
the other members if it it worth that. Further all new discovenss
incidentally made out of reference books wied should also be
passed on to the colleagues so that they may ako benefit by them.

365 Recording and Flllog
Anctber mods of assimilation relates to elusive facts which are

portance s ft increases in bufk. If carefully built uwp, it wonld
avoid the labowr entailed In answer to the same
question twice over 1t may also bo of belp in shortening the work
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Many sources may havo to be looked mp to find the informatian.
Bat its record will be of nse for ready reference service when other
enquirers bring up the same topic.

367 Earichment of Stock
A Ebrary may repeatedly get a clam of enquiries needing help
from sowrees outride the Hbrary If this happens, it is an indication
for the brary to edd the necessary source books to its own stock.
The reference staff shonld be sufficently awarc and alert to use
the amimllation stags for this purpose.



CHAPTER 37
JOY OF REFERENCE SERVICE

371 Scar of Misery

It is diffenkt for a fibmanan to escape bang misunderstood of
mulnterpreted by soms raeder or other Sometimes, it leads ©
an unscemly situation on the floor of the library It makes ox¢
feel miserable. Bot it Is not all one-sided. Probably for every
oo such muhap there aro hundreds of pleasant experinceh
Bt the scar of misery lasts longer than the fec! of a kund tooch.
A librarian should leamn to heal quickly the wound occasionally
camed by unressonablo readers. To minimirs ity recurrencs, 8
librarlan will have to be firm. To be firm without offencs, to combst
the momentary nnressonableness of & reader without Joeng him
a5 8 costomer and 10 bo good, kind, and helpful to readers witho®
paning for a eimpleton totally Insenaitive to bullying is &t
difficult to practise. However thero are many compensations i
the Life of a reference Ubrarlan.,

371 Beamring Faces of Readers

The grextest joy recurring soveral times overy day is the Jo7
of secing the faces of & reader expand with the joy of having g2t
from the Gibrary tho exact book servce of information servicd
needed by him. To pet ths joy I used to sit at a particalar i
in the Madras Unlversity Libeary Tt was at the ond of the catalog™
100 where the doof to the stack-room was located. In tho stack
toom, there wers always ablo reference brariany to recetve reade
and belp them to find their books. It was & joy to seo readsr afier
reader como out of the stack room with a heap of books in the
hands and & beaming joy in the face. Occasiopally a resder woald
como with empty hand and a disappointed face That was &Y
opportuity A fow minmte ¢ talk with him, sanning tho catalogod
cnrd:'i!hhlm,looklugupnfnbib&ognphim'hhhhn.“m“
1nto the stack-room along with him, and trying this book or that
with hus pantieipation often got bim the right book. Then, the
5180 of oy in his faco used to be all the greater for all this delsy
0 petting the service,
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373 Gratefolners of Resders

Thero & a peculiar advantage in the present Hbrary sitmation in
Inds, in this respect. The few largs fibraries with books on diverse
subjects and of dlverse standards exist only in big citles. The city-bred
Peopke of our courrtry today have had po cxperiencs of fres public
service in any matter  They would also have missed the free commu
nity service still lingering fn our villages, though considerably
attenuated in the courss of the last few decades, Even the scrvice in
temples, which used to be freo a few years aga, has been converted
Into service for payment, except for a short duration in the day
when the crush of the poorer people becomes unbearable, because
they are il obliged to come within a short duration of time.
Therefore, tho free servico of books by & Library is accepted with
an cxaggeated exprosnon of gratefulness, Even keeping the library
open for 13 hours esch day and on all the days of the yoar without

ption, elicits admi The latc Mahemahopad Druv
Swaminaths Ayyar tho well known octogeoarian Tamil scholar
drew & paralle] to it from & Tamil verso of the medreval days,
which enlogires kg, the doors of whose pahice wero nover
cloged at any time on any day Jest 8 deserving guest or scholar
should be denied attention, and made to go dissppointed.

374 Thankfulness of Resders

Wobadllynunorhomf-ddhﬁy:rﬂceiandmChybcfm
World War 11 Book-comciouwsness had pot then sprouted among
the people tn the Clty of Madras, The reason for this was simple
‘Thero was no free lending libeary service till the Madras Unlversity
Libeary Iliberahzed hts ruks and began to kend books to any gra
duate or any scholar On account of the Iack of book-comclons-
nﬂi»lhﬂﬁhmryurrkdl:oohmthnbom:lormdcnuhu:rvulu
Few readers knew what books to ask for or what books existed.
For the habit of going to the librury was not there A member
of the taff way put in charpo of the home-delivery service. His
duty was not merely the routlne of charging and discharging the
books, He had aBo o select books for exch reader witbout any
fielp from him. To enable this to be done with inereasing efSciency
and exactness, the same person was continued jo this work for
several years. He cannot be said to bave been 8 widely read man
bimgell And)elhed.ndop:dlnunc:mysms:(omomﬂt

.
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right books for the nght resders. He developed this semse by
trial and emor Wehadaaolumninthchambddlvcxydjpm
wh:chlhﬁmdnmukcdtonnewhahu\bcbookmm
tutdshking;ndﬂhnpcfcrmdanyothcfwb}ectorlnywﬁ
style or any other anthor Sankaran the home-delivery librarian,
nxdwmthmcolnmmeach:vemngmuwbook-ﬂﬂﬂ
brought back the bundics of returned books The column for
suggestions was often unmarked by pen or pencl But by and by
wmuldmmmmfamﬁvmtbo“ymwh}ch(hﬂbw'ﬂ
hadbcmhan&cdlfatlﬂ,bydtmﬂdmmmlﬂth&.omﬁu
tion wea not far from a random hit. And yet whencver any membet
nhhnllbnrymﬂmmbynmdcrondxmad,hommnhd
rmmn;mmmkhcmxcdxnwghtumeﬂ
mbmbly—monlvmtommpen-momh—;uch upsol

thnnhm-vﬂuxbhwmccu{jcytlmk:ptmemuuwmmv
in spite of their grinding poverty The ttafl of the administraliv®
omeemmmlmmymbegmmcnvyuxﬁbmymﬁm
lheynwnxnorpoﬂumnndpowcrmnl}ychugodwﬂhlfﬁ
bidding art ic aloofness speaking to d or Sankaran
mlhflmﬂhntylslfﬂrymcquab.!thu'mthluhlkiﬂsw
muchlndn:mﬂuorwmﬂmlmhmmdwnmw
the child or get better food at home. All the same it did gve SOTe
comolation and joy Above all, 1t did enable them to walk erect:

375 Service to the Unlettered
Bmmnmm}cymmahtbylbc}oyaftbepomﬂ
pmpk—lndofmunknmdpeoph—on.mlngﬂwhformtﬂcﬂ
pocded by them. One example An uriettered farmer camc 10
the Gbrary one evening He came from 8 distant ity — Satem.
He wat growing onlom and Madrs City was tho chuef markel
He found a fall m his busivess, 353 suffening mncreased. Ho camé
to Madras to stody the cause for the trouble He found out that
the public had begun to switch over from bulky white buib 10
tiny bulbs with a deep red colour He felt that be should innoduce
that strain m his garden. He did not know how to do ft. A distast
mlmveufhh.wthwhomhommyin;.m-nmtlu\B
univernty He turned the farmer on to the hbrary Tbe bug
building, the serene mlence in the reading room and above ok
the “fear of offiuals” discouraged him from entering the Hbrary
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He was skulking in the entrance lobby with roaming eyes. I came
Lo a1y round. The tumidness of s eyes and the unconth borrowed
shirt on his body betrayed lum. 1 asked him to comen He crossed
tho wicket gate tremhling with fear Fortunately ho spoke my
langoage. In & few minotes, the only thres pamphlets we had on
the sulnect were found out for him. They wers in English. Ho
did not know English. T tramlated the esmsential portion for hlm.
His oyes wadencd and radiated joy That night bo called st my
honse with his student host. He expressed his hope of being saved
from ruin. T asked the student to bomrow the pamphicts from the
Hbrary and give hus guest a full transletion. The combioed look
of jay and gratefolness on the face of the farmer filled me with
a everiuting joy His facs (s still clear before my minds eye
and it stifl flls me with joy

376 Daferred Joy

3761 ANONWYMOUL SERVICE

The keft hand should not know the servico done by the right
hand This fs an old standard of condoct Another more explicit
ttatement of this Ideal is that one s own mind should not remember
the service done by one self The other day a London paper reported
40 unkngwn man who jumped into the Thames, pulled out two
drowning persoms, and went sway without cven mentioning his
mame 0 anybody We read a parallel story in the lfe of the Tamil
1t Sundarar who flourished several centunes ago. Such an
thsolate effacement of self and practice of anomymity caanot

profenlons are more e for the devel of doing
crvice without the comclommess of doing it.

3762 Uncorsciouz SERVICE »Y Tracirr

The tesching profession has occationally such a chance One
fostance has been recorded by the Head Master of an English
Publle School [67] He was working as a pricst on the western
front in World War I He met an old pupil of his serving a5 an
officer 1o invited him for lunch. After tunch he told him, *Bobby
I fecd mmerable in this trench-war But you look so cheerful
Who tanght you this fortitode T° Prompt was the reply “You
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taught me, Sir” The Head Master disowned having tanght any
thing which was of no svail to himself But the officer sald, You
didn t teach that in words, your whole way of life taught that to
Tac — your detachment and your inner joy bom of helping others,
and the radintion through your face,

3763 UNcoMsCous SERVICE BY LINRARIAN

The Ubrary profession has many more chances for such uncon-
sciom help being glven to people When we are conscious of any
good being done, the ego in us makes uy expect & retumn or st
kast gratitude This 13 demoralinng. Its dangers are estmated
tobunomiomthuinthcAdum-hrida}mn——thcgchikcm
of prayer— God is invoked to il in us any semse of dwelling on,
or ¢ven becoming consclons of ungratefulness on the part of any-
body Though prepared not to expeet gratitude from the indivdmals
concerned, the ego looks at least for some publme acknowledgment
or recognition or lime light of some sort. If even that is not forthe
commg, the ego makes one go about bragging about onc s own
good deeds. It b fndecd difficult to cacape this self-damage of
the ego when good is done comciomly 1f gobd happens without
our knowledge, wo cxcape such a self-damage. The greater the
delay in the good done being brought to our Xnowledge, the smaller
is the chance for the self-damags to take shape. The tume-factor
is thus very important. In the library profession, there i & great
chencs for the time-factor to be too long for the self-damage of
€20 10 coms into play The mind s well sterilized with the advante
aflat.befmvnm:lm'hn;enutryrrpc;rtcl"ny\mcm!imkmi80"“1
done. When we hear it at that stage, we get at best pure joy totally
free from gratification o ones own self Life in library service
can chatten onc iu that way Hero are & few instances. I rmention
lh:mmcrdyuimuncuorhlrmlusddmcd}cy 1n order to
Assure new aspirants to library profession that work In a library
1 1ot & mere frnthens, souk-killing routlne, but that it does carry
real service with it, though fortunatcly we are unconscious of it and
thus happily escape the self-damaging effect of being consclous of it

3764 Sarru Garpenex
Tt was 1938 A bright looking young man of about 35 walked
into my room with the fresdom of familurity But 1 could not
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recognize him. T took him to be a casual reader and asked o I
could help him. He sald with a smile, “Probably you do not recog-
nizo mo. Yes. It will be difficult for you. For I was then poor
Mclad, famushed, and perhaps the vory embodiment of worry and
misery Then he showed me the seat where be wed to sit in the
reading room. Then he narmted his own stary He was then an
unemployed graduate It appears T wsed to cheer him up and
suggest some reading course. One day his cyes fell on an Mustrated
article on froit<tops In the Natiomal grographical magaxine It
appears that I then found a gleam of cheer in his face and asked
him If he wonkd care to read more books on frult culture.
Ultimately he sctiled down 2s a specenful frult-grower

3765 FLowipA GARDENER

Tt was 1950 I was working In the study-room allowed for me 1n
the Columbia University Libeary in New York. A middle aged man
called on me, He Introduced himself as an Albany man. His story
was most Interesting, In 1926, he migraicd to Florids to do tropkal
gredening. Ho applied to hhb local library for fiteratere on man-
oes. His librarian had written to me 2t Madras. I seem to have
soggested three cmall books, These books started him In his Iife
I conld remember none of these things, But be was deod certain.
Ho knew my pame. It was a delight for him to sco my picturo in
the Albany papers. He did not wish to miss the chance to mect me
“his benefactor 1™ in person, who came to his town after quarter of
4 century quite wmexpectodly

3766 Evirywarxr Exeramec

Iramessurable fs the doferred joy contribatod by hundreds of

periom met with, in the several cities of India, in rajlway carrisges

and n the acroplancs, and in the Indian Embesscs abroad Their

Names are not known, We had got out of tonch with one asother

for u long stresch of years. But the first thing they do is to &sk aboot

and other reference librarians of the Madras Unrverity

Library and then give delightful anecdotes sbout tho service they
bave had in the University ibrary

3767 Farmmt axp Gooo Cimer
The Uibrary profession in India fs still thin. Many of the libraries
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aro not yot geared to service This creates pessimm i young
catronts to the profession, Hers w1 a typlesl sentence taken from
a letter recelved from a stodent who had passed out in the pee
vioms yeat “I have resumed duties to work as a part of an anti-
difuvian machine. I hope good time will come.” My ammrance o
themls Begin intensive reference service to readers, Do not waut for
your chief to ask you to do tt. He will not prevent your voluntary
scrvice That will hasten the sdvent of good tumer. Work with
faith, bope, and good theer Your deferred joy will become lm-
nwasurable

377 Hooorary Reference Service and Vans-Prastha
The joy of reference service should be particularly welcome to the
honorary workers drswn from activated community-potential 28
suggested in section 257 Thay are persons with ldsure heavily
bauging on them. They are persons flxed into the habit of active
life. After retirement, a sense of boredom and cnnui depronct
them. Ths can be warded off by an hour or two of reference servict
in tho local Library This will also baild up an atmesphere of rospect
for them among the people of the locahity Tho members of the
locs! pancel of honorary reforence librarians mnymectouuionlny
and exchangs thewr cxpeneaces, Soch an exchange will give them
idess to do the work better Tt will abio increase their zeal for draw-
10g joy from reference service This would amomnt to & modem

verslon of the Vana-Prastha life practised by our ancestors.
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REFERENCE BOOKS

331 Porerty In Indla

Ready reference books took shape only during the fast 200 years.
ButIndhhnﬂbcmlnnmtoofmlmmlahmﬂondm—thhh
pelod. Therefore, few reference books are prodoced m Indaa.
India s thereforc poor in reference books. Comequently our
teference libeartzns feel Uke distributors of drinking water in &
land of drought. But they should not fall into a mood of despair
Till now onr people felt little need for information. But the country
is now awake. The people have begun to feel their thirst for Infor
mation. Tho poverty of reference books will therefore be remaved
woom.

382 Finst Step
As a first etep, we thould make usc of the reference books in
the English language. The information contamed in them thould
be to the readers ln thelr own languages. Farther moch
9 reference work will have to be done as f ft were of
the long-range kind. As and when a particular lavestigation
I soceendully completed, the results should be recorded
reference slips, as suggested In section 365, As the reference

383 Collecthe Actha
The Aint generation doing reference service should cumolate
all fts experiences of disappointment caused by the absence of
reference books, The State Library Association 2nd the Indun
Library Association wifl have to play an setive part in brmgmg
2\ such experiences of dsappointment to the notice of the pub-
lic, the pobilahing trade, and tbe Natopal ond Reglomal Book
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384 Magnitnde of the Task
'rhmhmdfanla:gcnrkiyofrd’mbaob-mdaw

yasious arts xod crafts, hterature, religlon philosophy edpcation,
geography history evonormics sociology and law The magnitnde
o(mcmkqnnbemrm&cmmfmmrmxmmmm
abaut 2,500 reference books in the English language Thelr dhtri-
bution by subsects was a3 follows {68]

Novber of Number of

| gt | e |
Gerani¥a t £\ Bpidtnal Bxporincs "
A Sckcs (Geoenad) n N Floe A &
B Mathematics 7 O Liteators "
C Physet 1 ? Linguisics %5
D Engiooscizg 160 Q Refwion 18
E Chomistry % R Phioeopky 7
F Tochnology 3 8 Paycholony E
G Bislogy 3 T Bdocation 10
H Geology 14 U Goography 129
1 Botxny 16 vV Hwtory F]

3 Agricciture 2 W Political Ackonce

K Zooloey ] X Beonomics 178
L Modickw ] Y Sodology ]
M Uscfal Arts 1t Z Law ©
et

Tota} 2,500

385 Past Ackicrernent
We have now geoersl encyclopacdias in Hindi, Bengali, Marathl

jE ]
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And Tamil, Telogn and Malayalam encyclopacdias abo are in
progress. We have a Marathi encyclopaedia an Physical Exercise.
A factual sccount of the struggle of Dr § V hetker In publishing
the first Indman encyclopacdis — the Marathl encyclopardia — early
In the present century forms interestmg reading. All honoor
dus to that ploneer who depended on his own Initiatrve and mdustry
in schicymg this hoge task [69]. Our lngumtc dictionaries are
sl very few There s an atlas in Hindl. There is hardly any
reference book in partcular fledds. There is thus moch work to
be dona In the fleld of reference works.
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CHAPTER 40
MODEL LIBRARY RULES

400 Introdnction

Assuming that the reader has been helped by proper reference
setvice to pack cut the book he wants, let us next examine the rontine
{avotved in allowing him to take it homo for reading. The latest
Mmpiest and cheapest method af issue work is the *Tickets Method™
This method mechenizes & good deal of the routine involved in loan-
work or Clrculation Work as it fs called. It saves the time of the
reader and the staff It aho elim} posxibillty for the violath
of soms of the rutes and makes the detection of violstlon of soma
others antomatwe, Beforo going Into the detaily of this method of
lasue, it will be an advantegs to give a &t of mode] rules governing
circulation work as well as other matters connected with the we
of a public libeary

401 Hoars of Opening
11 The hours, when the library will be open to the puble,
1hall be fixed by the Library Committes from titus to time.
12 The Library Corumittee has declded as follows for the timo

'I"hsﬂbnqmubeopmmzh:publbonnﬂdm from (7 A M
o9ru)

Note The loan counter shall be cloted half an hour before the
closlng of the library

402 Admission to the Library
2l No penyon, who i not of sound mind, nor cleanly In person,
B0t properly dressed, shall be admitied Into the Library
Note The declsion of the librarlan, or of his deputy dunog his
absence, ln regard to these matters shall be final,
Tho rules may provide for admbnion by special permat In the
3o of specified classes of persans, soch 22 noa-iax payers, strangers,
e

22 A perton desirous of unng the hbrary shall enter bis name
and sddrens kegibly in the gate register kept for the porpose Such
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entry shall be taken as an sckmowledgment that the peron agrees
to conform to the rules of the library

221 Sticks, umbrellas, boxes and other receptackes and such other
mhlaumproh{hltcdbylhcd:cuhﬁonnxﬂ'lhaﬂbelcﬂlﬂhﬂ
entrance.

722 Dogs and other animals shall not be admitted.

24] Silence ahall be strictly observed in the library

242 Spriting xnd smoking are strictly prohibited.

243 Slecping s strictly prohitated.

251 Nopmunthnﬂwﬁ(cnpon.dxmgc,mmkem]m
upon any book, manuscrpt, or map, belonging to the brary

252 No tracing or mechanical reproduction shall be made witk-
out express permiwion from the hbranan

253 A person shall be responsible for any damags or injury
done by him to the books or other property belonging to the library
He will be required to replace such books or other property
or upured o to pay the value thereof If one book of a set Is infured,
the whole set shall be able to be replaced

254 Before leavmg the library each person shall return to the
circulation staff any books, manuscripts or maps, taken by him for
consultation.

26 Cases of incivillty or other failure in the scrvise, should b
reported immediately to the librarian or his deputy durlng Bis
absence.

403 Lean Privilege

4031 MOMPERSHTP
31 Any of the following 1s entitied to taks out books on loan
on enrolment a3 a member of the librery
1 Any tax payer rending or having tus place of business withln
the area of tho library
2 Any person Eiving within the area of the library and guarantced
by any tax payer resdent within the area of the Hbrary
3 Any perton employed 1n an institution within the arez of ¢
library and goarantesd by the head of the instrtution.
311 To get envoiled as a member a person shall fill up and sign
& Form of Earolment, which can be had free of cost at the fbrary
counter [and make & cash deposit of Ry, ]

140



MODEL LIBRAXY RULES 4033

Note 1do ot recommend the poxtion of the above rule which
fs shown within square brackets,

4032 ReADER's TICKETS
32 Each member shall be given as many readsc's tickets as the
nﬂ:bern[whn-u.bnumﬂﬂcdtohlwmthhlmoulmmm

321 The tickets of & member will be valid for twetvo months.
They can bo renewed by fllling up a fresh Form of Enrolment and
returndog to the librarian all the expired tickets along, with it

322 A book will be Jent to a member only in exchangs for onc of
bds tickets, This will be handed back to the member when be returns
the book, unless it s returned after doe date In which cass the ticket
will be handed beck only after overdos charge 1t paid.

(33 A weel's notice thall be grven befors a depont i withdrawn
No deposit shall bo repald until all the books outstanding against
the member and all his member’s tickets have been duly returned
and all the dues from hirm are pald

Note This rule will be deleted if the portion of Rule 311 shown
In square brackets 11 deleted.

4034 Loxs of Trcxems

34 A member who has lost a ticket shall make o written report
of the same to the librarisn,

341 Three months time shall clapsc after the date of such notie,
before a dnplicate can be taoed. During this perfod, the member
shall attempt to traco and recover the ticket 1f possible and xnd a
wecond repart at the end of the period statng the result of his
endesvours,

342 1f the ticket bas not been traced, the member shafl gve an
Indemnity bond In the prescribed form and pay a fee of  for
each duplicate ticket required.

343 After the recerpt of the indemnity bond and the fec the dup-
Lewto ticket will be brsoed.

[35 1If a member who has kost one or more of his tickets, applies
for withdrawal of deposit amount, no acton will be taken oo such
Application tiNl the expiry of six months after the report of Joss of
ticket, If the ticket Is Dot recotered by the member beforo the end
of that period, bo shall give an indemnity bond in the preseribed
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form In respect of the lost ticksts. After the recept of the Indemalty
bond.tbeupphcnﬂouforw{lhdnwnlwﬂlhodahﬁthin!hnwﬂ
ny]

Note This rule will be deleted if the portion of Rule 311 shown
in square brackets 13 deleted.

404 Condithans of Loan

41 Exch member may have out on loan not more than
scparate yolumes at one tims He must make hls own airangement
for the convevance of books fo and from the Ubrary or any of iis
delivery statlons, except that in the case of invalid or Iady membess,
books may be delivered once a week at their residenco on payment
of an advance quarterly subscnption of

42 Beforo leaving the connter the member shall satisfy humeel!
a3 to whetber the book lent to him Is in sound condition aod,
If not, he shail ymedistely bring the matter to the notice of tho
libeartan or his deputy in his absence otherwiss he is Hable to b
held ible fot the rept of the book by a sound

copy

421 1f 090 book of & set 13 {nfured or loat, the member concerned
shall ba liabio to replace the whole set,

422 Tho valno sball be immedintely pald to the Ubrary Tt will
be returned after the book ar the set is actually replaced.

43 Penodical pubileations, directories, works difficult to repiact,
snd such other works, as may be declared reference booka by the
librurian, shall not bo knt out.

44 Members 2t pot allowed fo sobdend the books of tho
libeary

45 All books on loan shall be returned at the expuration of &
fortnight from the date of lstne.

451 Booht:mporn-ﬂyin:pednldnmndmyhekntformch
thoﬂnpcnodumaybemryo(mlybetmpoﬂﬂlydcdﬂtd
reference books under Rule 43

452 Loans may at any time be terminated by order of the
Librarian

46 1f a book 13 not returned to the libenry when doe, #a OYeT
doe charge of five nays paise per volame per day shall bo kevied-

47 Loan may be renewed for a further period of one fortnight
provided
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1 The roncwal opplication resches the librarian not less than
three and not more than five cloar days before the date on
which the book is doe

2 Noother reader has applied for the book in the meantime  and

3 Not moro than three consecutive renewals shall be allowed
for the same book without its production to ths library
for lmpection

In caso condition (2) is ot sutsfied, the librarian thall cavse 2
ketier to that effect to be posted to the member concerned and the
book thall be returnable on the duo date.

45 A member against whom any overdue or other charge 13
outstanding shall not be allowed to borrow books [or withdraw
hit deposit] until be has pald the amount due.

405 Geperal

51 The Hbranan may refwe, under special crcumstances,
admission Ioto the Hbeary to any person or the use of any book
without asigning any reason therefor

52 The library Committee may rofive, under special drcum-
sances, any spplication for the privilege of loan of books withont
ssslgning any reason therefor

33 The Library Commrttee may grant special loans on such
conditions as It may prescribe

54 Anyinfringement of the rules will render theprivilegeofadmis
*on to and of borrowing books from the Gibrary Itable to forfeiture,

406 Seatinel at the Robicon

The counter I the Rublcon. The Clrculation StafTare tho sentincs
waiching and regolating the entrance and the exit of the users of
the Bbrary They should have all the loyalty end the precuon of
Ttinels. And yet they should remember their bang employecs
of the humane library department and not of the military depart
ment. They should be courteons without berng lax, sinct wathout
belng offensive, and (riendly without becommng chatty The rules
of the library should bo eaforced in this way

407 Vigllance of a Sentinel
‘The Circulation Staff should have all the vigilance and curcum-
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spection of a sentinel Thelr respomsibility is particulacly beavy
in an open sccess hibtary Nobody should be allowed to et fn
ot get out except with therr consent and under their surveilance.
No book shauld be allowed 1o be taken out of the library or brought
m withont their permistion. For an open accees library tmpbes
mrmurkﬂmnn‘hccntrmudent.mdmmfm
1n the {nuds of the library to all readers. To mechnnis tho going
out and the commg 1o of books, the *Resdec’s Ticket, Book Tiekot”
method of issue is being wted currently This method secures the
antomatic enforcement of many of the rules of the library

408  Variety of Femctions

In addition to playing the role of humane sentmels, the Circulation
Section has the followng varlety of functlons connerted with the
obtervance and enforcement of the rules of the library

1 Mamtammng all the records relating to all the thomsands of
users of the Library

2 Admitting users a3 members of the library and deafing with
therr withdrawal

3 Maintaining el the records about the loan of books mefodiog
1ater libeury loan, overdulng, and colloctlon of overtdues

4 Taking charge of all the books returned sfter consultation
by msers and

5 All the work connected with the bespeaking or reservation of
books by usert, and for stafl purposes,



CHAPTER 41
CIRCULATION APPARATUS

410 Party of the Clreulation Apparnts
The parts of the circulation apparetus fall mto the following
froups

1 Matermls to be camed by the book
2 Mauterials to be carried by the reader  and
3 Other materlals needed at the counter

411 Msaterisls Carried by the Book
The parts of the circulation apparatus normally to be found in
the book rre the following

1 Date Label and
2 Book Ticket.

4111 Date Lams
The code number for Date Lobel is 061 It is of octavo size It
thould be pasted in the book 80 & to be its first leafl It should con
$3t of a sheot of 16 pound white printing paper 19X 11.5 cm. 4 cm
of its botlom shontd be turned over  This turned portion should be
Ppested along the edges 30 as to form & pocket whoye mouth is 6.5cm
wide. Thi i to hold the book ticket when the book is mside the
Ebrary A plcture of it is shown 1n the sext page The turned flap
$homld be printed ln 8 poiat type and tho rest of the Label should bo

Tuled a3 thown in the preture in the next page.

4112 Boox Twicxxr

The code number for Boak Tieket is A62. 1t is of abnormally
small size. 1t should be made of Manilla paper in the form of a
pocket. This i1 to hold the reader’s ticket when the book has gone
out of the library  The back-fold should be 7.5x 4.5 cm. The front
fold thould ba 4 x4 5 cm. The exposed portion of the wside of the
backfold should have the class nomber of the book i the fint
fine, tte book number in the second line, and fts accession number

cde
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Date Label

TMAR 190 |
23 MAR 1560
AFR 1960
12APR 1960 I
2T APR_ 1960
]
L I
| [
| { I
——
—
z —"1
N6D,
136241
I N
1 =
|
7 Neo
136, 241 PURLIC LIBRARY
22 Feb 1960
Duto of reicase for losn
Thh book should be retnroed befors tho date X
mwmmmmmd‘? naye pake will B0
Joviad for cach day the  book B kept beyomd that date.
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in the third line, The frontfold thould kave the name of the aathor
o its substitots nsed as the heading of the book in tho first and
scooed Lines, by short title in the third line, and the series of the book
ifany w3 the last line. The photuro of the date label oppoaite shows
the portion of the book ticket, projecting outtide the pocket in the
date label.

4113 Boox PockeT

Till now the wyoal practics has been to have a separate Book
Pocket to hold the boak ticket. It is mads of Manilla paper It has
suitable dimemsions to contsin the book ticket. The practce has
bemtopannhlmidolh:rrommveroflh:bookuudim:ncof
25 cm from the bottom-end and centered between the two side
edges. The alternative suggested in Scction 4111 fs cheaper and
neater

412 Matertals Carrisd by the Reader
Each member shoald be given xs many reader’s tickets as the
rukes of the library allow The code number for the Reader’s Ticket
is A1 It is of abnormally small eize. It thould be made of thick
bbstol board ot its eqmvalent, sy about 0.3 an thick. Tho resder’s
ticket thould be capable of being imerted into & book tekrt with
exse. It shoukd be 6x4x03 cm. One side should have the crest
of the library printed In the centre. The words “Not transferable”
thould be printed above the crest and the name of the library below
the crest. The other side should be left blank The number of
the ticket will be written in the first line, the name of the member
hllbﬂimondune,mdmcfmmmuorlhehdﬂah'hhln
brackets In the third [ine. The sddress of the member should be
written afier these. The accompanying picture shows the (wo
skdes of resder s ticket, a book-tcket, and a book ticket with the
resder’s ticket inserted in it

4121 TrxET NUMBIR
The following interpretation of the ticket number in the picture
shows how a ticket number s to be constructed

00§ = Expires In Junc 1960
D62 = Member's maln interest i3 Machine Tools.
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12 = Twelfth member admitted 1n June 1959
3 w Thurd ticket of the member

4122 AvromaTic CONTROL
It may be explicitly stated here that assuming for definiteness that
& member {5 given three reader s tickels at any time the pumbet of
library books 1n his possession plus the number of free tickets with
him, should be equal to three, 1f e has thres books, he will have o
free ticketw. If he has two books, he will have one freo ticket. If
hie has ons book, he will have two fres tickets. If ke has no book,
be will have all the three tickets with him Thm Rule 32 of the

Rules of the Library b sutomatically enforced.

4123 Cooum Scunee
The followng fs & model colour scheme for tickets

Chitdren s Tickets Red
Fiction Tickets Yellow
Ordinary Tickets Gteen

Usually even an ordinary book can be taken on an yellow ticket.
Bt no fiction can be taken on & green ticket, If thare are other
privikege like loan of perodicals other sultable colour may b
wed to indicate such pnvileges The colour scheme also holps
automatc enforcement of rules.
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»
Marem]

Rangmetiun serics i ’
Earary sclence, 6

Boak Ticket

Not tranaferablo

W W

PUBLIC LIERARY

Reader's Ticket (Back)

SRR
6 Jume 1959

Tuadar's Ticket (Pros)
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413 Materials Needed at tho Counter

The counter should be provided with the following materus

1 Truys to file reader’s tickets

2 Rubber dater and {nking pad

3 About 100 Twin-Tokens of the ize and thape of Book Tidkett
118 Reader's Tickets made of Manilla paper aad nambered
110100 wnd

4 Tomrmm:aszodyarpdnupmpmymumm
icks, boxes

5 Dato guides numbered I to 31 and

6 Overduo guides marked Sop, 10 np ete-

About a dazen prrmary chargmg traya are necestary Thelr lanct
dimentions should bo 25x 5 x4 cm. Three or more secondary of
sorting trays are necenary Theso should be triple trays. The st
dmdomofnchmmbcrohhﬁﬂpktnynhuuldbc“xSMm
There shoukd be three (or as many as may bo pecessary dependind
onmuuumbcrormnnbcn)tcrﬁuyorﬁun;adummi‘-m
of them should be & S-plo tray The inner dimenions of each wees
ber of the S-ple tray should bo 45x 5x 4 cm. Each S-plo tray s 2
whole may be of the inclined sort— the nearer edge resting on 2
reeper 4 am high.

415 Consclence Box

Near tho entrance wicket-gats, thero should be & conscknct
box— & Jocked box with & small elit n its lid as wo have in tempd
to collect offermgs — into which the members who have delayed the
return of books beyond the due date may drop their overduo chars=
Afer practising the Victorian method of formally collesting @
overdue charges with formal recelpts and maintenance of scpardie
accounts, libraries havo learnt that

1 the game {3 not worth the candle

and
2 asplendid opportunity for the development of clyie consckenct
is thereby being lost.

The conscience-bax ntethod s now adopted even for the collectio
of bus-farcs In America. Our libanes ahould straightwsy bes
with trust in this manner Trust will beget trust.
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CHAPTER 42
CHARGING WORK

421 Mode of Presectisg

Members should be tralned to present the books to be charged —
ictaken home on loan — in w helpful way They should present them
with the front cover thrown open and one of their reader’s tickets
placed on it, o that tho man at the counter can casily read the
date label Of course, they thould also bo traned to respect the
rale of queue. If tho book fs in a damaged conditlonm, set it
mfmmﬁgmtﬂ]mr&dﬁmtl!ﬂnhnkm after

422 Charging and Vigilmce

Foruchbook'npld]yuﬂytbouﬂnmbcrlndlhnmhn
number on the book-card with those on the dato-label. If they are
uinght, insert the reader’s tickets fmto the book tcket, taking cars
to see Hf the clets number of the book has reasonable correlation
with the member number of the reader If it is satlsfactory stamp
the due-dato In tho carllest vacant compartment of the date-label.
While doing to releass the wicket-gate. Allow the reader to pass
out. Hand over the book to him. Insert the coupled ticket-pair
In the charging tray Any discrepancy in the call pumbers and mem
ber mumbers should be disposed of quickly If it s too comple
cated, puss it on to others, &3 the stream of members crossing the
wicket-gate should not be held up and stagnated by tumbling over
one case. Without offence but with evtreme vigilance, watch every
person croming tho wicket-gate whether taking a loan or got, and
make sare that he does not carry away with him, msauthorired,
w";]yr‘aookcrmd.mg materlal of the brary elther forgetfully or

ully

423  Irsee of Begpeken Book
When a reader calls for a bespoken book, take back his bespealing
Willlhl&ymdf(h:lhﬂhlhﬂrlﬂﬁpcﬂmmdinmﬂlnﬂn
wsmal way If there is a red ship with a amo other than his in the
book ticket, retain it while charging.



413 LIBRARY MANUAL

413 Materials Needed at the Comnter

mmmmmamprmmmmmronmmhh

1 Trays to file reader’s tickets

2 Ruobber dater and Inking pad

3 Abommomn-TomomnnumdmpaomwkTM
A Reators Tickets made of Manllla poper ard sumbeced
1t0 100 and

4 Tokwfoﬂhcmstodyorpnntepmpcrvmmm

sicks boxes

Date guides numbered 1 to 31 end

Over-due guides marked 5op, 10 mp etc.

v

414 Ticket Trays

About s dozen primary charging traya aro peceRary Thels inet
dmmwm-hau!dbelsxsxlmnmummmmﬁ
rorting trys are necesary mmmmwmﬂ“"“”"
dm:emiamormhmanbe:ofthchipkmy.honldbcﬂ)dﬂm
There should be three (or a3 many as may be necessary gepeodlcy
anthenumbcrofnmbuﬂ)tcrﬂarycrﬁﬂn;orm‘“’"w
of them should be a 9-ple tray minmdnnenﬂﬁmf’f@w
ber of the S-plo tray ahould be 45 5x 4 cm, Each -ple trs ¥ 8
wholomxybeoflhohxlkn:dooﬂ——!h:mﬂdpmml
reepér 4 em figh.

415 Consclence Box

Nmtbcmmnenwﬁ:zvm,thnolhouldbonmﬂ“‘
bot— & locked box with s sraall st fn fts 1 as we have in 1o
wwﬂcﬂaﬂ'&inp~mmwhi:hm:mzmbu1whohnwddﬂﬂd""
retum of books beyond the dus date may drop thelr overdue B
After pracusing tho Victorlan method of fonmally coliecting
mduch-mumtbfomalmﬂpumdmintmnceohcpﬁ'"
accomnts, libraries have Tearnt that

1 the game bs not worth the candle and

2 opportunty for the development of clrk cOmEIEI
i thereby beng lost.

mmmmhodhnwndop(cdmnfmthccdkdm
of bas-fares n America. Our Hbraries should straightway Def
with trust in this masner Trust will beget trast.
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CHAFTER 43
DISCHARGING WORK

431 Eesantlal Items of Work
Discharging wark congsts of

1 Rencwal of losn

2 Charge of private property of readers
3 Discharging of loan

4 Recovering overduc books and

$ Other routme.

The mun in the dischargs counter Is the first parson whom the
Teader meets in the library He should therefore guve him a genial
welcome, answer hiy queries and makes him feel lke walkiog into
the Ebrary and accepting its service. Al cvery hour tha hour shoukd
be entered at the end of the tast filked-up [ins In the gate reguler

432 Opesiog Roatios
A'lhﬂﬂrnthingmmmming,pkkmfmmﬂrm\qzkd—
ticket-palr stacding belrind the date-gasdo of the day those that
have white slips In them. Hand them over to the chargiog aslstant
20 that ho may recew the loans.

433 Geotal Reception
When a resder approaches the catranco wicket-gaic recaive
hum fn & genlal way This does not mean griting Into conversation
with him_ Take charge of all hus prvate progerty including books,
tticks, umbrellas, bags, botes and receptacics of all sorts.  Glve
him  token fn exchange, Place its twin on hus property Sec that
bo Tl the gate-register correctly and fully

43 Discharging
If the reader has & Ubrary book to retarn, ke should be trained
to present the book fn & helpful way He should peesent it with the
rmmlh’o"nopcn-olhtlhﬂmntdrmunlﬂnnuﬂy




434 LIBXKARY MANUAL

the quene. From the last due-date stamped on the date-label and
the call number of the book wnitten on it, locate fts coupled ticket-
paur Lift i up Inmsert the book ticket fnto the pocket in the date
Iabel, provided the accession’ number in the book-ticket is tho same
o3 that on the date-label of the book If it s not, you have pcked
out & wrong coupled ticket-pair You must reetore it to its place
and begin agun. 1T it s alright, pull out the reader s ticket from the
coupled-tcket-palr  Hand it over to the member or bis agent sabing
him to venfy whether the ticket bs the right one. Releass the wicket
grte and admit the person invido the Hbrary The book ticket will
siay imerted in the pocket at the botiom of the date-label of the
book.

4341 Rerumxen Yoroug

If the book-ticket does not contain a red ship, place the book

0 the returnod-book sheif If it contouns & red ship 1t s & bespoken

book. Deal with it a3 provided in chap 44 As and when the
returned-book4helf withn the counter gets filled up,

in 1t sbould be trataferred to0 the returned-books-bays in

4343 Overnur Boox

If & book retumed 1 overdue, its coupled-ticket-palr wil b
behind an overdueginde marked In nays paise, Before

ovet the ticket (0 the reader suggest 10 him gently to drop the
cotas fnto the cotaclence box, if he does not do to himself The
old methiod had been 1o coilect the overduo chargss from b
8od give him slong with tho ticket & defaced overduestamp o
he correct valne And even older still was the practice to prepare
& rectipt In the misceflaneons receipt book, give the onginal
mmmmmndMnuolef&em

1

B



DISCHARGING WORK 435

h:no(bmuﬂnanh,wdtothulmoumdmfmmhlmonllﬂp
of paper Initlal and date it. Attach it to his ticket with a jem-clip.
Fﬂedmﬂdvtlnthckcpt-uckm-mynlphbcthﬂybytbnmm
of the reader Atk the reader to recover his ticket when ho pays
his overdue charges.

435 Resk Howr
In rosh hours, the process of locating the coupled tcket pair
oy hold up readers at the entrancegato resulting in & long queus
and tho break-down of their paticnce and temper A simiflar tndestr
lhkdluaﬂonmylhobectut:dlfnnyu:mlmmhhndmmad
In the arrangement of the coupled-ticket-pairs in the charged tray
40d you have to fumble sbont for the cotrect ticket. This fumbling
[n the presence of readers will indocs confuslon and & seme of
Inferlority complcx which will worsen your capacity for work.
All this iy undestrable. Tt i3 to obvixte all these undesirable con-
tingencles that you are provided with a supply of oumbered twin-
tokems, The moment you feel that stagnation begins, insert tho
pocket-member of ope of the numbersd twin-tokens Into the
book-pocket at the bottom of the date tabel of the book returned
Hand over its plai member to the reader in exchange for the book.
Request him to take his ticket when he leaves the Hbeary or if
be wants to go back mmediately the next tme be calls at the
fibrary Dont pat such & book on the shelf rescrved for books
retrrned. Pat all such books on the shell for Held-up Books.
When you get respite from the marching-in of readers, take up
lnlmﬂl.ancuchorthnboobinlhﬂhdd-upboobdhdf Locate
Hs coupled-ticket pair with composure. Wheu it is found, ksert
the proper book-ticket In the book-pocket, having taken out of
it the pocket member of the twin-oken. Insert the reader s ticket
fto that pocket-member Place the book on the returned-books-
thelf or bespoken-books-ahell or damaprd-books-shell w3 the
Cx3e may be File the coupled-ticket-token In the held-up-tickets-
tray in the sequence of the numbers on the token. When the reader
€alls for his ticket, eofkect from him the plaks-member of the twin-
token given to him In exchango for his book Pick ont from the

over the ticket {o the reader Couple the numbered tokens. Filo
‘htwwpkd-(ekm—pnhinthcpmpcrplxﬂnmmy



436 LIBRARY MAKUAL

416 Trhuming the Charged Tray

medmnmﬁmsclounpthccouph&ﬂnkd'ﬂk'bm
chmtnywumthsyunmderwtmdﬁulm“d‘m
tightly In so daing, do not move more than five co

palrs

at & time. Otherwise they may alfp out and causo disorder
y and confuson.

E

437 Remewal
1f & member or his representativo asks for renowal of 4 fous
and if it fs due on that very day locate the
I & Bas no red-alip indicating baving been bespoken, pass it o8
10 the charging connter for charging. If 1t has a redalip, mfom®
the person that the rencwal 13 not possibee

4371 Derarrp RENEWAL

1f the book I8 due on a later date, fneert 8 White slip nto b
coupled-ticket-pair This will remind you to senew it onits doo date.
If the book i3 already overdue suggest that it 18 so and that the
overdus charges chould be dropped Into the conscience box. If 8
coupled-ticket-palr has o red-slip, inform tho member orally X
by letter (if ho had written for renewal) that tho renowal is Bt
posaible.

438 Closisg Routine

4331 DMaERmON
An ths Iast 1tem fn tho day’s work, lnsert, at the very end of e
the of the day on which the bookd
charged In the coucss of that dxy will fall due. Get tho sorting iy
from the colloagus at the charging counter Transfer all tho ket
£ them to behind that date-guide.

4381 Cuaxae or OvERDOE

onex. Put the guido for 5 naye pais just behind the dato-guide of
tho next working day
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DISCHARQOING WORK 4383

ticket-pairs standing behind cuch overdue guide.

4324 OvERDUE NOTIFICATION
Write cut an overdue notice card for each of the coupled-ticket
pain standing behind the overdpe guides of 10 naye paiso and 50
nrye pabe. Despatch them

4385 ReumsTERED NOTIFICATION
 regutered notice for each of the coupled tcket-pain
‘“Ddinxbehindumdueguﬁaofmampce

4386 OriER BTERY
1n the cate of those which Lo behind overdoe guides of 1.50
Tupees, make a personal call on the members and take every other
Decessary step such as fakmg the help of the goarantors or others
(o recover the books

4387 PUTTING UP GATE REGHTER
Put up the gate-reglster sheet for the next day

4388 Daxaco Booxs
Tramfer the booka In the damaged-books-shelf to the Binding



CHAPTER 44
BESPEAKING WORK

441 First Routine

‘Whenever a person desires to bespeak a book give him » bespetk
ing card. Ask him to enter the call namber author and tike of
the book, and his own sddrets m tho proper places, xnd to «ffix
the proper postage stamp in the proper place. In token of yout
having satiefled yourself thet the person has filled up the nccesary
particulers correctly and affixed the stamp initlal the card at the
Yeft hand bottom corner and stamp the date of the day just nest
it. Then place the card In the temporary bespeaking box. 1f there
is already & card with the samo call umber put the figure 2 o7
3 ¢tc a3 the case may bo, after the date stamp.

442 Locatimg

As piek up work, take cach of the cards ont of the bespeakins
box. Locate in the chargsd tray tho coupled-ticket pafr which has
the call number mentiored in the bespeaking card. Prepare &
redalip with the mame of the bespeaking member and the date
of bespeaking adding the serial number thereafter if there is 0oc:
Insert this red-shp inside the book-ticket. If the book ticket B
not found in the charged tray but the book Is In the bespoked
sequence insert tho redlip into its book-ticket. If the book B
not treccable at all, scarch fot it, and do the ncedful Eafef
near the right band bottom corner of the bespeaking card, 1b®
dats on which the book 11 drre back In the library Insert the bespeak
ing cards In the bespeaking cards box. All the exrds in It shodld
stand in the sequence of the class numbers of the books bespoken
I thete bo two or moro bespeaking cards for one and tho same books
armangs them among themselves in the sequence of the dates o8
which the bespoken cards were received. 1f there be two or moT®
bespeaking cards for one and the same book and with ono aod
the same date stamp arrange them among themselves in the sequencd
of the digat entered after the date stamp Put in the serial mombers
after the doe date {n each of the cards.
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BESPEALING WORK “s

443 Bespokea Boaks Shell
The bespoken books returiied to the library are to be xmanged
in the Bespoken Books Shelf near the cntrance-gatc in fivo
proups, viz,

0 Zeroth group consdsting of the books whose bespeaking cards
havo ot yet been forwarded

1 First group comisting of the books whose bespeaking cards
were forwarded on the dsy

2 Second group conststing of the books whote bespeaking cards
were forwarded one day earlier

3 Third group consisting of the books whoss bespeaking cards
were forwarded two days earlier and

4Fcrnnhgmupcomnﬂ.ugolboobvhmcbetpcaﬁn;mds
were forwarded thres days earfer

The books In each of the groups ars to be kept in the sequence of
thelr call numbers. The groups are to bo separated by guides. &
guido ft fust & strip of card board 15x 5§ em with the group nomber
written prominently at both ends.

444 Notifkeation

Towards the end of the day bot 1n good time to catch the [ast
mall of the day for exch of the volumes fn the zzroth group pk
out the related bespeaking card from the bespeaking cards box.
If there be two or more bespeaking cards of the sgme volume
pkk out the one which s the senjor most as determined by the
serial number after the dae dsto entered at the left hand bottom
comer Tally the volome with the entry in the bespeaking card-
Sign and dospatch the bespeakmg card to the member concerned

445 Chaeging Growp Gaides

As 5000 as all tho bespeaking cards are despatched release all
books behind the group guide numbered 4 Examime if they have
been betpoken by otheny, and If g0 transfer them to the zeroth
IoUp to be newly formed thereafier If not place them in the
temporary replacing table. Then, shift the group guides in the
appropriate manner—{c sft guide 4 1o the place of puide 3
fuide 3' to the place of guide T' gulde *2' to the placo of guide



445 LIBRARY MANUAL
1 gmde 1 to the place of guide 0 Place gnide ‘0 so 3 0

cover the books, whose bespeaking cards are to be forwarded an
the next day
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CHAPTER 45
LOST OR DAMAGED BOOKS

451 Action to Be Taken
Occasianally a reader my loso & volumo of the Library oc daniago
1. In the former case ho should be asked to supply tho libwary
with 2 fresh copy In the latter case, tho treatment to bo given
will depend wpon the extent of damage. Tho volume may elther
bo repaired locally or if the damage s too scrious the reader may
bo aked to farnish the library with a fresh copy

452 Special Depostt
If the decinon is to pet & fresh copy from the user find out the
publthed price of the book from the Accesston Sectlon or from
trade lins, as the case may be. If the book i & rare onc, it may
bo necesyary to estumate the current price of the book from scoond
hand cataloguza. If the dechnon £ to have the book repalred
locally get from the Binding Section the estimated cost of the
In any case, make a [iberal estimate so &5 to avold the
contlagency of recovering excess kmount from the tter at & later
:‘hla.lthl}wlylwhwmmndmmhmnmﬂmmm
© Excom.

4521 Apvicx Awout Seecial DrrosT
A so0n a1 the extimated cost B8 obtalned, inform the user con-
cemed in person, if he s present in the library or by ketter about
tbe amount apd ask him to pay the amount as a special deposit
fmmediately

4522 Rrcuving Sreciki Derosr
A3 3000 83 the user brings the special deposit, recave the amount.
Prepare and give him a recelpt for the amomt. The smount i
10 be trapamitted to the Finance Sectlon at the end of the day akoog
with the micellanetus collections.

4323 Rorasy or TicceETs
As 1500 a3 the receipting speclal deposit Is over pick oot 1he
Telated coupled-ticket palr Place the booksticket In the lost

v



4523 LINRARY MANUAL

volumersequence Return the reader’s ticket to the member If
it is a case of damaged volume, it may happen that the uset it
not a member In that case, simply tranafer the book card to tha
lost volumes-sequence.

453 Orverdoe Levy
There is the question how long overdne charges should be
lﬂu'ud‘omeinth:mxolulmtnrdnmgtdwlm

I Overdue charge may be made to sccrue ¢Tl the fresh copy
arrlves or

2 The levy of the overdue charge may be stopped with effect
frumundnnofplyuxn\orlhelpecmdcpont ot

3 The levy of overdue charge may be stopped with effect from
the date of potice of Loss

The adoption of the first alternativo s rather too hard fn Indun
librarics. For a freah copy of the book has often to bo procured
fmmfmdgnmnmltummtlmthjndchﬁhfaf‘h‘
fresh copy to amve 1t is donbtful whetber it is destrable to contines
tokvyumd\xchugarmnwhnlunzﬁmz,

Amomhmmulmﬂwlecmxmbelheldﬂ‘lﬁm“m
second one. But thero 5 & curlons aburs of this sltermatree by
certai mmripulous members. In this alternative, it bs open to 8
mmmmgmm-bookferabuthnemumdmm
Teport loss of the book, pay the special deposit and produce the
old copy after he no longer requires i, with the story that he bes

verod it somehow  Some memt b to the temptation to
do this, especially In the case of books of topical importance knd
Perticularly text books which aro of great importance in comnection
with exteminations, T wonder whether this sbuso may not be guard-
©d against by providing that, n case & user returms the old library
copy h:lhmﬂdpaythauvudmchxrggtmxhud‘taofmﬂm
chominlhhmcwehnenommordminﬂhhlnsm“m
lontn.drwoveryfromprcttnd:dlonand
The third alternative is not dewirable. Because special deposiis
mnoteadlyfunhoomm;nnlcuhoverduaehﬂwbw
m-:cme\mlﬂthsdltnofpaymentaflpcchld it The Libary
m(anulndeﬁmmyluu;mutm-whld:ﬂl.
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LOST OxX DAMAGED BOOKS 456

454 Replscement

In the cave of . loat book, cither atk tho reader to purchase a
fresh copy or take his written consent for the library to purchase
it on his behatf As 100n as the fresh copy arrives, pick out its
book-ticket from the lost-book-sequence. Attach the date-label
Enter the accesslon number in the niual places Insert the book
ticket into the pocket at the bottom of the date-label Advise
the reader that the book had been replaced. Settle his special
depostt acoommt. The dammaged copy may then be returned to
the member concerned with the following endorsement wmitten
on ity titls page

Thh copy has been repiacod by & fresh copy by Mr Honce, this copy
Brwasweyto Mr  This b no Jongar propacty of this Rbeary

Litwarian
(Date) (Fme of fhe Liarnry)

455 Upprocurable Book
If the book is not procurable even sccond-band, write off the
book from the stock of the library Appropriate the special depoait
to the library fand.

456 Repair
In the case of & damaged book, as $00m a3 the repair has been
completed, fform the porson concerned about it and scitle hn
special depouit account.
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CHAPTER 46
MEMBERS

461 Admibwion

When a pervon desires to becoms a member of the beary give
hlmtwonpp{hﬂenm:dx.Whmh:gfm‘hrmh:kdnlyﬁ]bi
examing carefully If all the items have been filled up. Verify the
accuracy of the statements and also the slgnatores contalned @2
them whenever necessary I there is any duscrepancy get It recth
fred by tho applicant. As soon w3 you are mtisfled that every-
thing i n order, scud hum into the library to acquatnt himelf with
the arrangement and to get inltiated into the library set-up sud
apparatus. Another member of the 1aff — the reference stafl —ma?
be asked to help him in this,

4611 GuaRANTOR'S SIGHATURR
Remember that in ths case of & person who Is not & tax-payer
of tha locality he should be asked to obtain the guarantor 8 signt
ture on one of the applcation cards,

462 Preparation of Tickety

When he is thus taken care of otherwe, prepare the necewafy
number of tickets of the proper colour 1n accordance with the rukt-
Each member should be given 8 Member Number Apart from the
seral admitsion number which will be put in the application cards,
the member number ako should be in it. It will be & great con
wvenlenco if the member-number is so conttructed that it s a thoft
rep in ordinal numbers of the year and month in which
bis tickets will cxpro and should be retumoed for renewal
the main subect of wnterest of the reader as determined by his
vocation and other factors. The cxampic glven In section 32
will mako this clear

The life of a reader's ticket may be fized as § 2, or 3 yous$
according to local conditions. The tickets should be Injtialied snd
dated by tho Ubrarian. When the member comes beck to the
counter hand over the tickets to him.
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MEMBERS 464

4521 Frung ArrricamioN CaRps
Tm:dal.hadoancfﬂmday take the application cards of all
tbemcmhn—;nﬂlinth:oomohhndny Arrange ono set
ﬂpﬁlbdhﬂybythnmmuofthamcmhlAmg:thuoﬂm
"b!lh:Mcmhcernben.FﬂnﬂJefminlhnllphabcﬁal
f'ﬁﬂ;;:fm:mb:l.mcdthlntbcchﬁﬁndmﬂ:mof
em

453 Remewsl of Membershlp

mpﬂmm-tthechnryngmddldarﬁngmnntmlhmld
detect the Reader’s Tickets which are in or after the month of
thelr expiry The members concerned should be advised to present
all their txckets at ono time and get them repewed for a further
petiod. As the tickets arc renewed their old application cards
may be transferred to ther rospective new sequences with a note
of their dates of transfer and with any slternations that may be
Becetrary in them It may be u good habit to make & Lt of the
apired admbssion cards lying in the clasufied register find out
Lb‘mmbu:mmnd,mmmnmmm

464 Lost Tickets

The experience with eases of lost tickets in the Madras Untversity
Library is of some Interest. For s0me years, the following practice
U1 adopted. Whenever a member notfied lom of tickets, ho
%23 asked to report at the end of three months the result of his
endenvour 1o trace them ont. If at the end of that perod, he was
unable to trace them out, duplicate tickets werc glven without
0y charge, Tt was found that this privilege was atased m scveral
¥in. After taking the duplicate tickets, the old tickets were also
Presented. ‘The tickets reported 1o be lost were sometimes presented
bylhardlﬁvuoﬂhomcmbex.dwrchﬁmmun;thnnh:m:mber
EAVC them the tickets for their use. Some members reported loss
of tickets repeatedly almost every year Whike the tckets of some
members were locked up in the Hbrary againn overdoe charpes,
they used to come months later with the story that the tickets
were Jost. Due to onc cause or other notke of lont tickets came
to be reeeived almost cvery week.

Then, It was (cit that something should be donc to belp the for
mation of a higher sense of respomibility in the matter of ibrary



CHAPTER 47
FORMS AND REGISTERS

In what follows if the first letter of the code number s A the
form i of abnormally small sire If the first letter of the code
number i3 C the form m of card size 75 125 mm If the first
Jetter of the code number is Q the form is of the quarto sze.
If the first letter of the code number 1 *§' the form by of the follo

s

A66  Orerdue stamp Overdue-atamp should be demgned fn t
form similar to & postage stamp with the coat of afms of the library
s the device. The value of cach label should be marked as 5 naye
paute. They should be bound in booklets of Re |

C612 Bespeaking card Printed § pomt type Bristol board
White.

One side is reserved for call number author and title The text
of the form ts as follows
(Namo of tbe Lbraty) (Daie)

Desxy &,

The book mentioned ou the other side ks now Evailabio n the (brery Kladly
srnge to takn it within thres days,

The book will ot by faeoed tices this caurd b prodoced.

Libaurian
Not 1 Wiita the sddrem 0a the other sido and affix neccsary pastags sesp
szhmdmbouudﬁxMomw!mmm}y

The left half of the other nde should have the followlng words
printed

Call Numbor
Axthor
Titla

The night half is reverved for sddress.
C61 Overdue-notlce card Prmted 8 polnt type Bristol board
168
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White. Ths text of the form is as follows

{(Nae of the Hherry) {Datn)

Denr Sir,

mmdwmmnmmm hashare
At yet bean retumed, Kiodly roimm #fthon Smmediaely sl with the
owrdos cherym,

C62 Application card Printed. 8 point type. Bristol board,
White. Trty The text of the form ls & follows on one of the sides

(N of the Hbeary) (Date)
Ad Naob Memb Numb
Nume tn block latters (wdto kst word first and the other
words or fuitmls after i in chreuder hosclort)
o addrons
Pataces 2trem
Vocerion o subjoct of matn ntoroet

Ths sccond and the later lines may be printed 30 that the last kne
ends near the bottom of the card. This will leave ample space
between the first and the sccond lines to write revised admusion
Rumbers and member-numbers for a number of years.

Ths text on the other side of the card should be as follows. The
unwanted part will be struck off

request o be sdmittod 85 mewmber of the Publio Litxary and I agree
£0 ablde by s rulm. [ em & tax-payer end [ rwido m Nomb of Strest
of Wt Romb

Dam Sigmtary

lmlwmlmﬂnnm strect of Ward Noob
The person mentioncd above fe known to me. 1 recommend that be be adminicd
&t & member of the Ibary

Date Sigmture
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843 Consultation counting sheet This may be similar to the Loea
Counting Bheet.

564 Clrentation diary (Daity) The main headings of the cotumms
are to bo the symbols for the main clatses of the subjects and exch
of the sub-classes as are of special interest to the locality Pm‘ﬂﬂf
nubjecthud.mg,thsmb—hudinsnhouldbu“mumlmloﬂ" “Loat’
and“Total™ There shotld also be the following additionai headings
Grand total with the tubheadings Consultation,” “Loas™ wnd
*Total” Total Number of Readers R:cetptoﬂnu:ruhrym
and Issue of lnter Library Lon. The row-headings should be the
dates of the month with additional rows interpolated i propet
places— for the total of the week and cumulative total for e
month at the end of dates 7 14 21 78 and the end of the month-

868 Cirewlarion diary (Monthly) The monthly Clreulation DTy
should havs column-headings similar 1o the daily cirenlation 4Rty
Its row-beadings should be the months with progresmve totalsy
that B to sy January February Cumvlatire total March
Cumulative total etc.

566 Routtne dimry The column headings should be

1 General Correspondence
11 Authorization Jetters received 12 Authorization letters 85
posed 13 Other letters recelved 14 Other letters disposed 15
Letters originated 16 Reminders sent.

4 Renewal and Bespecking
41 Renewal requetts reccived 42 Rencwah doeo 43 Repowslt
rejected 44 Bespesking requests recerved 45 Bespeaking cardd
sent 46 Bespeakung cards untraced.

6 Ove due Cardy
61 Fint reminder semt 62 Second reminder sent 63 Third
reminder sent 64 Registered reminder sent

4 Admiveion
41 Tax payers 42 Others.

S Renewal
51 Tax-payers 52 Others

12
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6 Loss of Tickets
61 Tickets lost 62 Lost tickets detocted 63 Duplicates bsseed.

7 Loss of Books
71 Books lost 71 Books damaged 73 Special deposit cases
74 Books repiaced.






CHAPTER 50
INTRODUCTION

501 General emd Distinetive Work
A Library shares many Htems of sdmunbtrative routine with other
offices, for cxemple, those relating to personnel, finance, sccounty,
cotrespondence, printing, stationery aupplies and services, and
bulkding and equipment. A library Iy usually a dopendent body
Therefore, the routine about most of thesc items may have to be
[n conformity with that of the parent-body In the cass of & publrc
Hbeary the Local Body is likely to bo the Local Library Authority
It prescribes the routine, A systematio accomnt of these items can
be found in Part 3 of Library administration We shall confine
ounsclyes here largely to the dutinctive IHbrary routie. These
relato to books and perfodicals, their selection, purchse, inclanon
i stock or p lon for ducs, arrange-
ment in the stack room, and binding In regard to these, there is
wome difference between books gma books and perrodicaly In
the case of the lattor the finithed volume does not come out at
ouce, but In succenlon In the form of fascicules issued at regular
—and more often frregular — intervals. These have to be gathered
{ogether a3 3oon as the title-page and index arrive and made
ito a volume. Further the issues should bo made availablo as
and when they come and not allowed to be idle until a volume
& completed and bound. The work behind the screen shoukd be
dooe Ty and expedutionsly For the maximam posaible
Ume should be saved to attend to readers, in conformity with the
Fourth Law of Library Science. Further every item of routine
should be revised, to avold errors. Otherwhse the cumulation of
erors through time will bo injuriom to the effickncy and the
Tepatation of the Hbrary

502 Branch Library
A branch library should have oaly the following ttems of work
behind the wereen
1 The recelpt of the current fssues of periodies] publicanons

177
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and the Indian National BibHography and the Stato Bibfography
of cach State publishing it. Other sources of both kinds of books
are the \f of individual publshers and bookseliers the
bibliographtea in books independent bibliographies snd book
mﬂmmpcﬂodbnh.Tthunday:dhLumofthnDaiﬂainhdh
contain Iiterary pages in which reviews are published.

514 Swggestion Tray
Books of probabls interest to the readers ase likely to be brought
tothomumofmcﬁbnrybymamdmmemxmm'h’
sugseation reachies the lbrary a book selection card should be
prepared and filed in the suggestion-tray in a clasified sequence.

515 Weedlng Ont

The printed vources should bo systematically filed on ghelves.
As and when & new edition of the source arrives, the old edition
should bs discarded 1n the cate of ephemeral materrals or removed
to the bibhiographical collection if they are worth the retentlon.

516 Routime

The sources for book selection should be scanned systematically
as mod when they become avallable and & book-selection card
thould be prepared for each selected item It thould bo roaghly
classfied mnd its standard symbol (like clementary ordinacy
advanced, and s0 on) should alo be tentatively put on the card-
Thess cards should be filed in a clasfied sequence In different
ssts eccording to the standard. The acoumnlated cards should b
discussed at convenient Intervals —say once In a month on B0
appolnted dly—whhlhewn:cmed:pcdlllmandthonlﬁim
of the Library Commuttes or the Litbrarsn, a1 the casc may be
thoukd be obtained for tho finally prepared Indent.

$17 Forms and Registers
CI2 Book Sekection Card Printed. 6 pt type. Bristol Board, winte
for purchased books, green for gift boaks, Red for bound yolumes
of periodicals. Tha text on one side should be a3 shown below



BOOKX SRLECTION 517
The text on the other side be a3 follow

AN Doa N WIN
an

it

Ordex N
Youcher N

Q12 Book selection corcuftation letter form. Stencil. 21 1b
Printlng paper White. Tho text of the form i as follawy
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the theeo groups, “spproved  “deforrod™ and “rejeched™ The thres growps ey
uwwmwwmmm.mmw
o

youx recouErendal
“Tho balance swilabic far porcaw of books ia your sobject within e

§13 Indent moting forms. Stencll. 21 Tb. Printing paper White.
The text of the form is as follown

Ouatside N Dated
Fhs N Daie af rectipt
Satect: Indect for books

Liwariart s note Offkcs mote

B

E

i
TrEEY ¥

Litrary Comuittod's dochsion

Net I tbe Lbtarian fs the mnctioning suthority (ho st Fne may be ool
In the firwt colomm, the words and ~Sanction™ my be wddod after *Nots

B15 Daily dizry Tts headings shoukl be the following

11 Letters reeetyed

121 Letters replied

122 Letters filed

141 Letters drafted

142 Routine ketters fasned

173



BOOK SELECTION 418

15 Reminders sent

21 Indents called for

22 Indents recetved

31 Book sclection cards checked with selected cards tray
32 Book selection oards checked with order tray

34 Books selection cards checked with bills on hand

35 Book selection cards checked with catalogue

S16 Weekly diary This should show the number of books
sekection cards written. It headings must be tho symbols for the

main clxsses of clanification used,
418 Flien

Newar Axpllfying deice Fiting
Bouron Satgect Devics ot/ Comreepoodoat

and Langoag
Salection Subject Dereo Do
Indent Do Do
Alotmex Do Do
Ootwerd engutries Do Do
Inward emquirios Do Do




CHAPTER 52

BOOE-ORDER

521 Introdaction

The work of ordering books in Indian Jibraries ks ot present o
difficult thmuhcbﬂwhmlthﬁnglnhmdm:fbﬂbwb
that figure most {n them. Thus.thnch}cfbook—markd:lm‘hm‘
nndsormnauminru-aﬁundmmdeYuhAuM
Indhnubﬂnumnotnbhmsetboeksonapprovnlorwchm
between different editions by actual inspection of books. Tke
tuak of decsding whether & pew edstlon Is substantlally differest
from the ogs already in the library becomes extremely deficult
Tho Book-Order Section In Indlan Tbrasics has therefore 10 taks
tmnthgmlnrrcqmmibﬂitylndpmlnmmhmmwrkmnhﬂ
mg'hnmdenuwiththnnnd.thmm}’_umpunmdAmcﬂm
libranes. Of late however & few enterprising boolseliers bave
begun to stock general books n impartant state capitals, soch B
Bombay Calcutta, DeThl, Lucknow and Mudres
In tho matter of Indian publications, the mtuation 1 gven wor
mwﬂhhhzmdehuotn(pmpuhomnktdmlndkm
for text-books. Inmvmlhoamhmhim:dfhuw}“”‘h'
role of publisher and bookseller He may live m a0 ont-of 16
“Yﬂllﬂ“lndumlybenpcd:d.hammtwsypndbmlﬂﬂ

mcthndLNmmﬁqwnﬂynh@pmthnthedoanmf“PM
at all to order,

S22 Stunding Vendors
It is & moot point whether it bs advantageons for & Hory 12
bﬂymboobdlru:uyfmmthop'nbmhmorthmghlmndhl
vendor In the case of most books thers may bo an adraois
have & atanding veador The Library Authority should seket

of the contract will be simple and oniform. Bven ) ten, 10
134
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bchu-hgpncdmu{mlﬂnsfurtnnimforcmyorﬂa:hou}dmt
be adopted.

5221 Conteact
I'hnmrwa late certan conditions of a bibla
lppolnﬂ.n;tu.ndlnzvmdon.'nrynhouldbnukcdto
undanhthﬂfoﬂo’wlngrupomfbﬂldu
0 The contract is Iablo to bo cancelled if the supply i not oom-
pleted within three months of the order

1 Every volume should be carefully collated before being sent.
If any defect is discovered at this end, they should take back
the defective copy and supply a sound copy at their own cost,
Incioding the to and fro freight

2 The latest edition of the book Is to be supplred, tnkess thete
aro specific instructions to the contrary

3 If the order contatms a note that & certaln edition of & parti-
cular book it already in the libmry they should find out if
the later edrtion in the market Is substantially different from
the ono in the libeary If not, the book should not bo rpplied,
but an advice should be sent. In cases of doubt, they shoukd
state the casc and supply the book only after recclving &
confirmatory order

4 If the book i3 & retane of another book under a differeat title,
they should adviss the Obrary about it and scnd the supply
only after recetving & confirmatory order

5 If a book Is an off print from a periodical publication or
another book, they shonld advite tho library about it and
send the supply only after receiving a confirmatory order

6 If & book i3 really 2 forelgn publication, though Hsted in the
trade lists of their country by the local representatives of the
foreign publisher they should advise the library abouot It and
send the supply oaly after receiving a confirmatory order

7 If there is any difference In the name o In the spelling of the
name of the author or in the title they should advise the library
:‘:ﬂmhmdnndmwpplyonlylﬂnrcdﬁnxlmﬁrmwry

8§ If any book ovcurs in more than one order or is covered by
any of the standing orders, only one copy should be sent and
1t
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a socond copy should ot be sent without getting a confirm-
story order and

9 In all thess cases, if they send & wrong supply they showid
take it back at their own cost.

$23  Secomd-hand Books

In the matter of ont-of print bookx, it is best to obtain quotations
from different second-hand booksellers and decide the vendor
in each case on its merits, rather than appoint a singls standmg
vendor Very often the catalogues of the second-hand booksellers
may obate even the necessity for enquiry But these catalogoct
thould not be relied upon, if the amount 1 considerablc
It may b possiblc to et better terms by obtaining competitie
quotations.

524
It is desirable that order work 13 distrijted evenly throughont
the yoar and an order is sent ont regularly once in & week of
¢ month on an appointed day The routine for cach order may be
u follows Arrango the finally sanctioned book selection cards
tiphabetically by the names of muthors and check carefully 1o
N in Pl ;,L_rn 1 eflﬂl ds Per'_hhpmwx‘

check with the

Catalogue of the hbrary
Stamding-order-cards
Outstanding-order-cards

Bills awaiting payment and
Emh.nnsnlmorlheubnrylfmy

Separate tha cards forthe books which can bo got a3 gifts and spply
for them. Type four coptex of the order Hst for tho surviving cards,
send one with the order 1o the vendor Leave ons for use in advising
renders. Usethnthuduommmpy Fllo ths fourth copy behind
2 gude showmg the week In which the kupply Is duc. This will 5
used ot the Vigilanco Work described n section 526.
mmwhﬁn:boek-ulccuonmmmplnthummd
order cards. Imert these In their proper alphabetical places, B
‘hﬁmm'hkhmmmumauunndln;mds.

186
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5141 STANDING ORDIR
dl;ol;datlbhwdnmdh;omfnrmroﬂamm
s

1 Serles-books 1¢ belonpiog 1o & serics all the volumes of
which the [ibrary has decided to buy

2 Axlti-volwesed books, 10 books In two or more volumes all
the volimes of which are not published simultanecusly

3 Instalment-books, 1o books publithed in succemstre parts ar
fascicules which should be accumulated in the Hbrary and
boond after the title-page arrives

4 Subsertption-books 1¢ books for which sdvance payment
to be made elther in full or in part before astual publication.

525 Recelving tie Sepply
When the supply arrives, arrangs the books in the sequence in
which they are eatered in the bill Lift the order card of esch
book from the order tray and insert it on ity title-page. If there
B no order card for a book, it has been either already paid for
or jt was never ordered. When all the books have got their respes-

form the control to ensure that all tho books come back for ac
cessloning. Variows difficulties may crop op in this work. These
are enomernted and the means of dealing with them are given in
Chapter 24 of the Library administration.

5251 SurrLy of STANDING ORDER
The procedure for receiving spplies of standing order and
waiching their regalar supply should be similar to the one described
In section 53 Perlodical Publicatiom™

526 Vigliance Work
As 3000 83 & book order is sent out, file the fourth copy of the
mlﬂlhnBook-Ord:erdhnmP:dbd:lndlhﬂwwk-‘uﬂcof

187
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the doe dats of supply The files bchind a week-guide are to be
arranged on the basls of the following successive characteristics
(1) Vendor (2) Order number  and (3) Order Date. The doe date
also should be filled up «t that time. The rtems received should
be ticked &3 and when the supply or report arrives. It may not
arrivo all at one time. In every week In which some items Ho un-
ticked, shift the vigilance order copy to the proper place behind
the mext week-guide. After the supply is completed ft may be
destroyed,

527 Forras and
C24 Standing order cord. Mamsscript. Brstol board. White
Tray Front sids 7 ines, Back side 18 lines.
Row headings at the top of the front side

Flrst Itne Series
Second line SO N dated Perlod
Third itne Vendor Note

Column headings for the remaining part of the first aide and
for the back side
Serial Vol N (12 cm) Accession N (18 cm) Voucher N and
Datc 25 cm) Call N (30 cm) Hewding (30 am). Prace (6 an)
QI35 Order form to stonding yemdors Stencil. 21 1h. Printing
paper White. The text of the form s as follows

Pleaso eupply the  Library under the mual conditions with
the bookn in the enclosed lista, viz

Order Number Dated Remarkt
515 Weekly dlary (Routine) Its headmgs should be tho follow-
ing

11 Letters recetved

121 Letters replied

122 Letters filed

141 Letiors drafted

142 Routine letters Isyned
15 Reminders sent

128
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21 Indents recefved
22 Indents returncd
323 Book order cards checked with ontstanding order tray
_327 Book order cards checked with standing ppder cards
34 Book order cards checked with bills on hand
3495 Book order cards checked with exchangs list
35 Book order cards checked with catalogue
38 Book order cards checked with shell
41 Standing orders jssued for series books
42 Standing orders issued for multhvolumed books
43 Standing orders famed for instatment boolks
44 Standing orders issved for subscription books
3 Order cards filed
7 Ordinary books recetved from vendor
71 Series books recetved from vendor
72 Multivolumed books recetved from vendor 6664
73 Faschrules of imstalment of books recerved from vendor
74 Subscription books recelved from vendor
754 Volumes snd cards trammitted to tho accesdon section

526 Weekly diary (Subject) Its headinps must consist of the
symbols for the main divisions of the book clessification msed or
some suitable modification of them.

23 Fies
Narne Clett Nwnber Filng
Charscrcricric
Sandiag vendors 21 (Sabject Devica) Veodor
Saoding vondons 28 do do
Checoad bund books)
Enquhikn and quotations n do Headmg
Ordinary books ordering 23 do Vendor end date of
order
Ordiary books order 04 do Flesdnig
dout claring
Becrioos ordering 4 do Sarios baading
Mattivolomed boaks 21 do Headmg
ordering
Iosalment books ordering 243 do do
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Prepobeation ordeting 244 do do

Gt booky k] Dooox
Omtward enquices 1 Cotrospondent
award enqttios b do

The files may be transferred o the record sequence one Year after
dlspounnddmuyedﬂvnymthumﬁn



CHAPTER 53
PERIODICAL PUBLICATIONS

530 Istrodoction

Perlodicaly aro prone to develop klosyncrasics of several kinds.
Of these, Irregularity in publication and supply affects the adminrs-
trative routine most. If the non-receipt of a particular issoe s
zot brought to the nothes of the publisher promptly thers is &
great probebility of the library mever gethng it. Hence the grostest
amomt of vigilance and promptness is necessary in dealing with
periodical publications, and it must be schieved without undue
oa mero memory It is best done by meany of a simple

Three Card System. A card 125x75 mm will lsst for 6 yean
for weekiles and for twenty five yoars for manthlics if they are

531 Renewal Order
Itk desirable not to change the it of current pecfodicals violently
from year to year A periodical which it has been decided to have
bound and preserved should not be light-heartedly discontmued
In onc year and rencred in another vear Thus most of the perio-
dicals should be given & standing order It is conducrse to good
businets to send a repewal order once In & year on an sppointed
Y snd call for bills for subscription. For subscripilons of most
icals arc payable in advance. Thrs s enforced by the pub-
aince they cannot otherwise decide how many copses they
print. Forelgn periodicals will, therefore, bave to be re-

1

532 Three Card System
The prompt receipt of the current bisues of each penodical
publication fs to be watched with vigilance. Vigilance is best
practised by the Three-Card System in & big library and by & Two-

191
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Card System in a smafl libtary One of these curds is calied the
Regirtered Card. Its use iy described fn section 533, Tta strocters
is ghven in eection 537 The second card bs called the Cheek Card,
Tts use is described 1n tection 534 Iis stroctuts is given In secthon
537 The third card to be used in a large library s called the Classi-
fied Index Card. It use and description can be found from Chap 23
of Library admnistration

533 Reglatering

At 2000 w1 the mall arrrves each day after satiafylng yoursell
that each pecket is addressed 1o the library open the wrapper
of each and insert it in the penodical. Arrangs the periodicah
alphabetically by the title. The rest of the work ls to be dons for
each perlodical sucoessvely Collate it, and see if any abaormalities
need attention. Note them at tho top of the back of the front
cover Put all such cases askde in the deferred tray 1f it i normal,
pull out its registorcard. If 1t 4 not x duplicats copy make the
DECOIATY entry in the regiser-card. Taking the class number
from the regiater-card, write it near the right hand top comet of
the front caver of the periodical. If the lssue 1s pot the ope km-
mmmmmmqﬁ,mgmuywmh
mada in the next vacant horfzontal line but In the lise that would
bo appropriate to it. Write & reminder cand for the earther isme
Dot recelved and pat it in the week’s current box for despatch. It
nbwuwpedodm-ndirm.euuwbdgmmudne.vﬂmm
e acknowledgement and put it In the week’s curreat box. If the
title-page, contents, and index aro dus but have not come, Wil &
reminder card for them alto and put it into the week's current box.
Stamp on the covers, on all the plates and on the first and (B
fast papes of the periodicals registered and enter the date of
Tectipt on the cover
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the guldecard 3.2. If the perlodical is a monthly the check-card

guide-card behind which the check-card eould bo found.

5341 Notirring
On the last day of tho week for each of the check-cards still
Iylog behind the guide-cord of the week, write out a reminder card.
Fill up in each check-card the details about the remmder Then
transfer all the check-cards to behind the next week s guide-card

535 Display

theet {n any of the periodicals registered ix loose fix it
Laws of Library Scaence requirs that all the perfodicals
bo promptly registered and duplayed for tho nse of the
A compact display table for periodicals was deslgned by
1937 It B8 now bemg widely used all ths world over A
the specification for it is given in Annexore 2 of my
of Horary sckence ed 2, 1957 It adds to cleanliness and
without taking away tho distinctive look of each per
it bs encased in a plastic cover pow available in all smt
with Librsco Company of England. Otherwise, lkeavo
as It is withomt amy cover Armange the pero-
in tho classified sequence. Take thom to the deplay-tabic
tho case of esch, take cut the preceding number lying on it and

tho current one. All the older numbers collected in this

M

E 3
EH‘
H

HH

way thould be distrl in the I helf 5o that
they may be readily available for consultation.
536 Romading-off

5361 CostrLrmioy oF YVoLUuMs
As s00n a3 the title-page and index are recelved for & volome
of a perliodical, register it, collect together all the istoes covered
by the title-page and Index, collate them, and bundle them up.
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At the end of the week get accesnoned and catalogne esch con-
pwdwlmoftpmiodblmtmeumhuded&dmm
permanently

5362 Faurty Cayes
Al fanity cases due to wrong delivery defects found in cumals-
tion duphecation, and all other cases should be attended to exch
week,

5363 PAYMAENT OF SussCRrTION
Every week collect the bills recetved for payment of penodicais
For cach bill cxamine the register-card. See if the au
has not been paid already See also It the claim f3 for the correct
lmounLCnﬁfymlh:bmlhmthammtmaybupd&hvm
be good to have a rubber stamp for it with the headungs

1 Volume last pald

2 Date of last payment

3 Amount of last payment

4 Volume for which clatmed

S Amonst clatmed and

6 Explanation of ducrepancy if any

As to0m a3 paymeat Ja sanctioned, note on the register-card, the
voucher momber and its data.

As 001 a3 & cumnlated voloms is loned, note the eccestion
nmbammmmnummummzmmmmdmm:wa

5365 Cusarve Inpax
Scan through the pages of the periodicals recelved, for =
nouncement of cumulative index. If any such index is
take steps to order for it

5366 Loo Nussers
Lending of lovte numbers of perlodicals or newspapers b 59t
generally aflowed tn public 1brarks. However we have found &
tendency in the librariea of muny of the developed countms 10
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57

lend out current fssues of periodicals after they had been on the
display-table for at least ono week in the case of wesklies and
for one month in the case of monthlies and periodicals of longer
perlodicity

537 Foroo and Registers
C32 Remewal order card. Printed. 8 point type. Bristol board.

White. The text of the form is as follown

s and smnd yoor bill n duplicats for peyment as wml
C331 Register-card Printed. 6 point type. Bristol board. White.
7 lives in the front page and 14 Lines In the beck GINt cases, black
border Back side, column headings only The text fs as follows

T Papant
Vioen Var | Nades
awN Perod Octer N & Dete

Amm Sabs
Vol & N Vol &N

Dawof | Dateol
peb rect

Duate of Date of
pab rect

C332 Check cord Printed. 6 point type. Bristol board. White.
14 lines on cach tide. Gift cases, black border The column head

Iogs are a3 shown below

Heading Pariod
25 zj z-q zg
T HBEHHEEHE

C Binding peexllarities sllp Maausenpt. Ledger paper White.
The row hezdgs In the form are a3 follows

195 S
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1 Titls

2 Yolume number

3 Year

4 Class number

5 Covering material

6 Clubbing ot sphitting peculiaritics, 1f any
T Assembling peculiatities, if any

CI61 TCI Reminder card Printed. 8 polattype Bristol board
‘White The text of the form is as follaws

Tervo to inform you that the This Fags, Coments, end Index to Vol of
the  tave not yoi boen recoiwed hecs. Kindly despatch them at an etly
dam.

C362 Nor-pupply card. Printed. 8 polnt type. Brstol board
White The text of the form is as follows

15have 1o lnform you that No  of Vol of the  wat the hast part
recatyed. Kindly bring the spply £p to dato and scod futare party es fsood.

C363 Gap-tn-upply card Printed. 8 poimt type. Bristol board.
‘White. The text of the form s as follows

Lhrw to bfoms yoo thet N of Vol of tho  bea not yot bosa 1
cotved Thoogh & subsequent part b to hand. Kindty 811 op 1he gp i epply
&t an oarly data

Q32 Standing order form. Steneil. 21 Ib printing paper  White:
The text of the form b as fo!
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This may be treated as a standing order until counter-manded,

"
532 Weekly diary It should havo the following headings
11 to 22 aame as for 8 25 of Book Order Section

31 Order cards checked

32 Orders [saued ]

4 Yolumes made up

45 Binding slips written

5% Fies

Neme Clars Nowbar | Fitig Charscheristic
Sundlag vendocs i (mau;;m TVEM
Soarem, anquiries ind quotations 12
Indent n o :
Corrent pecodicaals bod Ll
Fiotace 3% do Correapondost
Pack wolames 37 do Tithe
Outeard emquiria »! do Cormeapondant
laward enquities » do do

The files are to bo tramslerred to the record sequence oos yeat
after it is closed. The records may be destroyed after five yoars.



CHAPTER 4
ACCESSIONING

541 Areewlon and Dooation Nomber
Every volume to be included In the stock of the Hbeary ousst
recetve a serial number called Accession Number Donated books
must receive 2 Donatlon Number in additon to the accessien
number Cumulated volumes of penodicals shouid also pecelre
sccesslon numbers and {f necessary also donatlon numbers, if the
volume It to be bound and preserved In the library

542 Accesrion Nombering

Achnuthnchnlﬁmmmdun}oguhxso{boohwd
completed vohumes of periodicals to bo prescrved arc finkhed,
arrangs the purchased books in the seg of thelr entry in thelr
related bills, and the periodicals and the donated books in the
segguence of their call numbers Use the order cards of the purchased
books as their sccemsion cards, Write green and red accession
cards for donated books and for perrodical publications
Arrange alio the related shelf-register cards, the accession cards,
and the catalogus cards in an exactly parallel tequence. Look WP
tho soccanon cabinet for the last sccession and donation numben
which had been already given. Starting with the next nombets,
astign the accession number and donation pumber if
In correct numerical sequence in esch of the thell-register cardty
the sccesuion cards and the main catalogue cards.

543 Nrnbering the Books

Then copy the accesslon number and also dosation nmmber
in the esso of gified books, claas mumber book number 009
below the other on the back of the title-page of each book. Th
coliectlon symbol also should bo written. The class namber shoald
begin just half an inch below the central line of the beck of the
title-page. If that place happens 1o be printed over start {t 4s nosr
that plece s possible 1f the book has no title-page write thes®
numbers on the top of the first page leaving space for at kast (¥
lines between the topedge of the book and the call mumber
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Write these numbers abo at a certam other conventional place in
th book, say the bottom of page 50.

544 Paxsing of BID

in the bills for the purchased books. Strike off the items not sap-
plisd or rejected and make the consequential changes 1n the total
amotnt of the bills. Then pass the bills for payment with the
remarks “Brought into stock register Bill may bo pald.”

545 Accession Reglster
On recerving sccession numbers, the order cards astain the status
of accesslon cards, Fils all the sccession cards in the seqoence
fof thear t i the cabunet. This must
kept under lock ard key av these cards constinnte the basls
of the books in the library giving, as it were, a complcte
of the books.
Fuorther detalls of this routine and the complxations which may
are discussed in Chap 24 of Librory edninistration.

547 Diary
541 Accexsion diery (Weedly) to show the numbers of volumes
should be




CHAYPTER $5
FPREPARATION OF THE BOOKS
[

551 Easieg
The books themselves should bo prepared. Ease the back by
opening the book somewhers In the middle, placing i1t on  flat
table and gently running the thumb from the top to the bottom
along the inner margin, wotking your way through the book to
the two covers, turming & few feaves at & ime and simultancosaly
pressing. As the glue at the back of the volume fs likely to havs
hardened, this easing work has to be done fn a very careful and
gentle way so that the back of the book does not break.

3511 Correo Orem
Cut open the pages with a catting bone and not with a fng
or a pencil a3 the latter will spoil the edges and even damage (b
text in books with narrow marging,

552 Strnping
Then put the lbrary stamp without difigaring printed mattet
In certaln conventional pages such a3 the Jower half of the half-
title-page, tho lower half of the back of titke-page, tho top of the
first chapter the bottom of the earliest chapter that ends after
ﬁﬁnﬂhmmﬂbouomeﬁhshnmnchmp.ﬂ“"w
$0 on.

353 T

After the stamping 1s over stick a tag on the back (spine) of th2
volutme. 1f there is a jacket, remove It temporarily for this purpesc
a5d replace it after the tagging i over App*!uswd"25
cm above the bottom of the book It will be convenwnt to have
2 piot of metal, 15 cm wade asd bent at right angles with
czch of the arms exactly 2 5 cm long to mark the position for
appinng the tag.

11 the votume ks too thin to have the tag on its spine, fix it 00
the front cover close to the spie, adjacent to the position it should
have occupied on the back  Write the call number on the g
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554 Date-

As 100m as tagging b over fix tho date-label to the volume.
The date-fabel 1 to be gummed only at the top and bottom cormer
of the 1eft edge and 1t b to be fixed on the very first page after the
cover whether that page it an end-paper half-title page, or even
the first pags of the text. Then write the book-ticket and fnsert
i Into the pocket at the bottom of the dateabel. Enter tho call
oumber accession number and the dato of releaso on the date-
label Now the book fs ready to reach its destiny — which is
reader’s hand —and to roest on the shelves of the lbrary when
muohdmdbyr?dm

555 Clamiftcation end Cataloguing
At {t has been alreedy Indicated in scction 542 clanifiostion
o4 cataloguing i dono cven beforo the book k sceenloned. But,
The preparation work mentioned In sections 551 and $54 should bo
dozie only after accesuoning is done. All this work should be
done o0 a weckly basts Hke most other Work in a Ubmry Everv
Miempt should be made 1o ronnd off the week’s work without
any arreary,
‘This work will requlre constant use of the Hbrary catalogue. It is
therefore necemary that, in addition to the catalogoe in cards for
Public se, there should be a copy of it in slips for office use.

555 Proces Surr

Inmert tn exch volumo & peocess slip 1¢, & slip 125X 7S mm.
Even & waste olip with ono side blank will do On this slip vanows
0otes regarding the volume shonld be entered. Ulthmately this
Process sfip will have to be used for preparing the meonthly state-
ment of 4 to the CL Code and the Catalogne
Codo and destroyed thereafter Draw a vertical line dividing the
Jength of the slip cvactly Into two parts. Reserve the keft hand
14e for noting cross referencer. Divido the right hand half into
thres compartments by three horizontal linet. Use the first compart
et to Indicate class index entries, not requiring consofidation
the second to indicate cross referenco index entries, the third to
Indicate the book Endex cntries or maln entries or class index
entries, Any further notes which ame in the course of clamifies
thon 24 cataloguing should be entered fn this slip.




5551 LIBRARY MANDAL

5551  CLARBIFICATION +— RoutD®

S«mnpnc!lylryu:clrmx!nchnmthnvolmm:ntobcnr.wsliantd
in the week. Then decide the class mumber of the books oee
by one Hunyvolmebdunwmdrequirudeukdltudy of
nppanmmﬂforthnmmnhmwd‘u.pminﬂdﬂmp
rarily in the group of deferred volumes. For normal booky, deter
mine the call number and write it at the leading Jine of the proces
slip Addthalppro'pd.lrcuqmnnmbuwhﬂﬂﬂmﬂ
By exsmining the man slip in the office-copy of the catalogm®,
seq tht the class number you ghvo is coniatent with the okl placings.
Ibetmhlnyatﬂo[wmpinthomnlﬂmaudlnmd"m’
the same book number s the volume on hand, add the sppe
;ﬂ'{mdiplulhew:wlonplnofﬂ:obookmhﬁ In casd
of doubt compare the old books with the new ones. Note dows
om the process alip notes for cataloguing work. As soon as exch
vo#mhlhnumed.pmilonwhh\hopmcmdlpforﬂn'
Togning.

After all the normal volumea are dealt with, take up the me%
difficnit volumes and proceed with them when the catslogn
of the other volumes arg being written,

55511 Amendments Noting

If any addition ot emmendment b5 mado clther to tho roles &
the schedule fn tho Clamsification Code, note them down 1o %
official interieved copy of the Classification Code.

Ifmmmnnmdvunmlumchsdﬁedmdomﬂ“ﬂ’
common referenco books is wsed in determining the class numbe
nots it down with detafls on a source-slip 125X 7¢ mam, Tho soere™
dipmmdmmmmlncmdwmﬁnmuwunnmwd‘”
volume clarsificd, tho call number of the source the of
‘h‘”mhﬂhoﬂn&.mdmemapandamhﬂm
source-alipt ahould be fled way In & clanifed sequence in 19
source-fips tray

5552 CATALOGUING — RoUTINE
Sort out the clanified volumes sccording to their cxlopss®
difficuities, The foliowing groups may arise
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PREPARATION OF THE BOOKS 5554

lhuhwdrmwmisﬂngorvolmmlwhﬁmhﬁmﬂh:
Lizguapes and whose process slips do not indicats consolida
tion of cards

2 Corsolidatton group comtsting of volumes which are in familisr
languages xnd whose process slips indicate consotidation of

cards

4 Lingulstic comsolldation growp consisting of volumes in uo-
familiar languages which require consolidstion of catalogue
ourds and

3 Refractory growp consisting of volumes of urusal cataloguing
peculiarities,

Deal with the first four groups first so that tho maximem mumber
of volumes can be puaked forward without any delay

55521 Amendments Noting
If any d in the Cataloguing Cods is mrrived at in

the course of the weck, note them down in the oficlal interioaved
copy of the Catalogue Code.

55522 Sources Notlag
If the data for cataloguing has been taken from any soufco
wmwhm.wmdﬁunmmm
1Hp tray mentioned n 55712,

5554 Tyrméo
If the catalogue cards are handwritien, got the
catalogue for office use copred out from them by typing. If
1 terrsel - the

are typ

guc cards
€opy may be carbon copics.

8
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are written in the maln cards and the shelf cards, sort out all the
catalogue cards according to the nature of therr entries and insert
them in the cabinets Ining the public catal Do simitarty
for the slips formmg the catalogus for office wie. The filmg of
the abeif-cards is described in section 56

5555¢ Guide-Cards
1t will be a good practice to review the guido-cards in the cabinets
of the public catalogne ance In & year New guidecards might
be necetsary or experience might have suggested changes i the
caisting guidecards,

55 Correetion Work
All the old volumes sct aside for correction of class number of
uhhtumu{ﬂlhmﬂbedﬂltwm:dmﬂlﬂy

357 Forma and Registers
The description of catalogue cards i wsmally given in books
on cataloguing. The code rumbers for the different types of cards
are given here.  They aro all 125%75 mm.

CS1 White cards for tmain cntrles and book index entries.

C52 Midpink cardy for crons reference entries and cross refe
Tence index entriey.

CS3 Guide cards

CS4 Black-edged white eards for class Index entries.

C55 Catalogue slips

552 Vohmmes diary (weekiy) Tis column headings am fo b
‘hﬁlrmbohfmthamxmchnummynmdmmhnofth:ﬂ-
mdinlddiﬁu-n“Totﬂn\nnbdofwhm:s“

53 Cards diary (weckly) Its beadiogs are to be

1 Main carely
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6 Shelf register cards

7 Total rumber of cards

31 Number of perfodical publication cards consolidated
$2 Number of ather cards contolidated

33 Total number of cards comoldated.

8§54 Correction diary (weekly) Similar to the volumes diary

458 SeeccaTon Fok Camb Capnar
To Hold Cards, 12575 mm

1 The card cabinct {1 to connst of two parts 1 cabinet proper
454 2 n table on which the cabinct proper rests.

2 The cabinet proper ks to contaln 24 drawers — four colunms
of six drawery each.

21 The external dimensions of the cabinct proper are to be

Breadth 2 ft 4} inches.

Helght 2 ft 7} inches.

Depth { ft 11 inches.

22 The phnks used for the two sides, top and bottom, are to
be 7/8 inch thick #nd that used for the bock /8 inch thick.

23 The front sds of the cabinet Is to be parttioned by three
vertical planks 7/B inch thick and 4 inches in breadth to secure
four columns of sockets and by five borizontal planks 7/8 inch
thick and 3 inch In breadth to securs six rows of sockety, to contain
the drawers.

24 The front of each socket s to be connected with the back
Phnk of the cabinet by two cross-bearers (onc oa the kit and one
oa the right) 7/8 inch thick amd 1 {nch wide.

25 The crom-bearers aro to b promded with two brass cylinders,
each 9} inchey apart over which the drawer 1 to slide.

3 The Internal dimenxions of esch socket holding the doxwer
9 1o be

Breadth 6 inches.

Height 4 inches.

Depth 1 ft 10§ tnches.

4 Esch deawer Is to have the following internal dimcasions —
breadth S mches and depth 1 1t B laches, The side and bauk planks
used for the drawer are to be § inch thick and only 2} inches high
The front plank of the drawer is 1o be 61 inches in breadth a2d
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41 inches In helght o as to cover the socket exactly The bottom
of the drawer is to be ftted with two teepens of § inch thicknen
and 1 inch tresdth proporty centersd. A bram rod § inch B
diameter 5 1o run right through the cestre of the drawer to lock
Bpthawdcc‘utcuu.Toth:rodpro}aCdn;uthcfmtm
of the drawer is to be torewed a screw knob A fiy nut b to be
screwed 1o the rod projecting at the back plank of tho drewer
To prevent the deawer whon drawn from falling out of the sockel,
a self-Jockdng cateh is to be fixed fnto the socket to the Hght 6
ata depth of 1§ foches. A notch is to be cut in the further end of
the right band ude of the drawer The catch b to fall in that nofch
and fock up the drawer automatically On the front plack of the
drawer jmt above the centre, & brass fabel holder 1o hold « 2ebel
11 inches by 1} inches i to be fixed, Just below the label holder @
Tng 1s 10 be srewed to serve the purpose of & handle to pall oot
the drawer Each drawer i3 o be provided with an adjostabe
cxrd rest ($x 3 inches and 1 bk thick at the bottorn and
mwud:tbemv)lhtcmmdonofwhbhhtobouﬂdﬁuﬁd
trangle the hypotesuss forming the front sids over which
cards should rest. The card rest is 1o bo provided with a fiok &
Ity centre through which the central rod of the drswer s to pan-
The card rest bt abio to be prowided with a bolt so that it may b
bolted 10 the feft ride plank of the drawer where hales are to be
provided at intervals of 1 inch.

5 Locking artangement of the cabinct Tho vertical plaek
between the first and second colamns of drawers and that betwees
the third uad fourth columns are to be provided with two U staped
ings each 1 ft 74 inches apart, Two brase plates 2 inches
20 2 1t 2} bsches long with two rectangular hokes cach, st roquired
intervals 10 take in the U riags are to bo applicd to the U 520
10 lock wp the eatunet. Four locks (one to each U ring) are to be
used for locking.

6 The table on which the cablaet reats iy to bave the followizs
dimentions

Height of the table | (¢ 10} inches (including the top plank)

The dunensioas of the top plank are to bo in breadth 3 i 5 inche?

;x}d;lndemh(mbe;&d:cnmpcmﬂnﬂolbedcpﬁﬂfmnm,

Thickmess of the plank 778 inch.
06
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ﬂnedhncmlomufthefnmewrkoftbaubk(mlndbn;the
Plank) are 1o bo 2 1t 4} Inchesx 1 1t 11 inches.

Leps, at the top 3x3 inches.

Itgt.ln.hnbcrnom,ﬂlelndm.

7 The wood used for the cabinet ls to bo well-seasoned teakwood.

3 Tho contractor i3 to bo responsible for any crack that the
cabmet may develop wathin a year of supply

9 The cabitiet I3 to be coated with wood ofl.

lDTbeubh:ethtobedclhuedltLhalibmry freo of delivery

ll'ﬂtmﬂ.]poﬂlonoflhcablmbtubeofwﬂmmpm:d

12 The dimensions of the drawers and the sockets, and of the
cabinets, 25 & whole, are to bo quite cxact #o that the drasrers
dmﬂabbtumybch:mhugedlmongumnhmmdwth
the drawers of the cabinets of the specifications already fo the
Bbrary without any diffteulty whatsver



CHAPTER 56 4
MAINTENANCE WORK

360 Introduction
chbook:lhouldbcnmnpdonmﬁdmwulofumlﬂw
Fomh[xwo![ibn:yn‘ideme,vb,“s:vethetimco{tbcrudzr‘
Rdumccboohﬂlo%;,d:dowhcﬂzm!?w
boohmddinamiu,mdrmuddldom:houmbclocamdhl

:aniﬂggnhddm%uymnﬂdwthcwmmﬂ;
or 13 mhrqum.mmmmzmndmmdm
change with time,
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the scheduls of classification. Other subjects may be arranged at
distances from the varying ty with thelr popalacity
Any ono arrangement should not be considered as final (merely
on the ground of unwillingness to undertake additlonal labour}
Its utllity must be constantly tested by experienco in the light of
the statisties of lssne Any reshufiing of smbjects fourd to bo
neceseary should bo immediately carried out even at the oost of
sddtional labour and thme, a3 the conventence of tho readers is
the convenience of the library

562 Muitiplicstion of Collections
Tho collection of books of current interest may be called the
Main Collection. There may be a second collection conslsting of
periodicals and seriss and a third one made of books of archale
Interest and hencs of comparstively Infrequent demand. These
and Collections

aro

bylfnbunknhoeptormhmcnmtthnthoymu!
1O vse to others who really want them, In this category wo may
inclode Fine Arts books, books full of art plates, and books of
Pornographic Intercst. Soch books may be kept in a non-open-
eoem or closed collection (not necessarily in closed shefves).
By & closed collection fs meant that readers vwall not pormally be
wmhlwdhcdoropmmmﬂmnh:lmmnmningn.
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black sheep) from otherwlse schentific treatises. A monumental
exumple of this in the Madras University Library was Havelock
Elis Paychology of sex. Previons to its withdrawal from cironls-
tioa, 3t was in 90 much demand that it was treated as a refercoce
book snd kept on the lssus counter Bvery other reader would ssk
for “EIW™ Such books alte thould be taken over to the closed
collection. Such a closed ssquence may be catied s Special Collee-
won. Thelr book numbers may b put between two hatioatel
paralel lines to indicate their Jocution,

5622 APNORMAL Sz CoLLrcTiON

To come to the sctual arrungement of books on the shelves,
sqnlacmarymmthntthuhﬂmmtmwh:ﬂuppw
woce, Thuprwcnublenppnmmehofcxhunempomh“
open &ccess tibrary for the first thung that creates & good mpres-
slon I8 8 reader 14 the trim condition of the shelyes with suficent
dhect!onznidu.baygvida,mddmi{guida.nh = mos{ or
sightly thing in & dibrary to see on the shelves gunts, pygmier, ud
mkhnp.lnmloongiomdonmiumthampxtdiwlam
wdhﬂlmnmmLchoqmmlmawklch.mmmtd
thzirliulndwdghl,pmc!ndemsyhmdhn;lhou)dbohplm'
weparte collection —this may be cailed Oversize Collection. The
bottomrmest plank throughont the book-racks may be used for
this

underlining of their book numbery, 1 thiy bs not dooe, soch volumes
Invariably get themscives squeesed and cven lost, elther amidst
other Yolumis or in the pockets of book vandals,

563 Temporsry Colections
The above mentioned sequences by 1o means exhaust the collee-
tions mbcmmmmm.mmgmmry While threo sequences
Are of & permanent navare, aoed is felt for the formation of ceriain
LempOrary sequences,

3631 Comrremion Cotrecron
¥ the libtary makes any atiempt whatever ta keep itrelf abreast
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of tho times, there wAll be constant need to roviso the class numbers
auined to the books kn stock, in the light of the expenience gained
hmbglhnboobm(hemdmmdinmmeqmccof!hn

and reor of the divisions of knowledge brought
thout now and then in tho learned world. Change n cataloguing
policy which should be occaslonally necessary may require the
revitbon of the catalogue entrres of certain books, When groups
of books are segregated for correction of class mmber or catalogue,
they have always a tendency to stay for long, xway from the stack
roow. Special steps have to be taken to call for them at syste-

5632 Bovomo COLLECTION
AMhﬂfu:mfwhkhmﬂnfmltumpmrymﬂuﬁnnhcm
of necemary occurrence fn a popular library widch gets fts books

wellmed and well-thumbed. As the books get worn out by such
legitimato wse, it falls to the [ot of the Muntanance Section to
phay the rofe of the famlly doctor to such books. At the right
time, ths Mamtenance Section i3 to send such books to the hospual
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sojourn in the bundery

5633 TorrcaL COLLECTION
ﬂnd.l.n;forcnrymd:rhisbookmdfmm
the Reference Scction hs also to satisfy the Fourth
the time of the reader” In certain dtmations,
Section can schieve maximum result in this matter
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If and oaly if the co-operatt of the X Section i forle
mmmmmmumwwmmmu
exsily offer Onccfthevimlmwmfofmdnujnin;ﬂs;hcﬂ'
mﬁs!uhwd:m\hebadscf“omvo&umo,cmm‘d” is the
cxunﬂcmubuktymnng{mm\hommmnmto{boohm
Muintznance Section thonid exploit this mobility for the bencht
ofmcmda!byfmdyforminsSpeciﬂTemchoWw
mutthocpa:hldammdsmnmnyuhcfmmumcmdmc.A

nrywhhlmnngonthucoamo(mmmmmbbdw
gﬂhﬂmdputinatpmﬂvﬂyb«rdun:pech!umpmiﬁwm
B o dubbed Ednoational Experiments Lectare Collect The Pri-

Rermsmﬂntoxmmmmmmdh:gmwm'ﬁh
e lenst lows of time. Apnnfmmlhauﬂnxofdmtht

peal effoct was felt fo bo much more vital, Tho dats on wheh &
!upmlcoﬂccdonmlybebmkcnupmybewﬂlmoum
Iabet and encircled.

5634 Occanon rou TOMCAL SequEnc®

Every clans of brary which wann lofuncdonup,vmﬂﬂd
m“wrmmﬂhTwpthaBm&cmfromﬁmowﬁm
tmlwh.loaicﬁcbrnﬁommd,mymhu{mpomm}oa!m‘
Wmdwmeocusinnwmel{bnrym{oxmmhimpom
coBlecthons. The discossion of & Bmmmymamcnmmmc‘““m
(hat may come up before the legalature may prove fo bolt
to form such & temmporary topical collection. The rush of enguire?
mdtmmmdummgmﬁwcmmﬂummwﬂﬂ
m:knthﬁwmkorthoﬂmmnimmdmt,ﬂnotw“
such temporary wph!oo\hcﬁommnmmmnmu,.mwdmd
fmmmmmmfmwuldbulmwﬂbkm
if they are sensed, but for the extraordinary is
wmw%m&muamwmxmwdmmu
mmYm““lhcﬂwm&nwd;,mdm:eqmﬂyfﬂ
Principio of Parafict Movemeat. Pahw,mevumonhafmw

2k
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to form such temporary topical collectlons at pleasure will bo
most apprecated in buriness localities, whose patrons know best
thoﬂ:l:eorumnmdlnd:cdlookuponumumxymdmmy
u

564 Principle of Paraliel Movensent
Having been obliged to disturb the schedule sequence and to
arrange the books in 30 many collectlons, it is a great responsi-
bllity for tho Mai Section to maintain correct
o the aheives and to tee that cvery book #3 In its correct place
TMmmhmh]lpp-ntmmmtedbythallbm'ypmrmlonto
curc this is what b known as tho Shelf Register It b made’ mp
of cards of standard size, vir, 125 % 75 mm, writien on the principle
—ono titke, one card — with the call number in the leading fIne.
Theso shelf reguster cards are kept absolutely paralie] to the books
00 the ahelves, which means that they are to bo arranged in an equal
Tumber of collectians. What Is more, cxcept when the books leave
their proper place on the thelves to get into the hands of & roader
€Yery movement of the books should be controlled and fmitated
b!mmcﬂypcnﬂnlmommungunxhelrm;htumds.
The discovery of this Principle of Parallel Movement has turned
Gut to be panacen of most of the {lls in the mansgement of the
books in the libeary and broaght in its train the Incvimble groens
of the Maintentance Section. The ahelf register cabinet bs the hub
of the stock in the Hbrary and correspondingly the Maintenance
Sectlon s the hub of tho staff of the library

565 Gukes
The Maxintenance Section should pat up gulde-boards to places
mﬂﬂlﬂinxroom,paiodhhrm,ahloguomm,mkmom.
1o to that readers can by themselves find their way abont m the
lbrary Within tho stack-room itsclf, there thould bo tier-gaides

thowing the subjects contained in it It has been found from
SIpetience that cach bay-giido may have to bo in at least six [incs.
All the above mentioned gnides may conslst of thick card boards
35%12 em oovered with whits paper Each bay whose standard
Width i abott 1 m will require two guides. The logends, which ahould
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consist of the claxs numbers and their equivalents in the natural
langoape may be stencilied on these gulde-boards. Each shef
plank also should have shelf guides. As the standard length of &
shelf plank is about 1m, it Is found helpful to have an average of thres
sheif guides in @ plank  These shelf guides may be strips 125X 12nm
cut from whits Bristol boards. Discarded calalopnecards with
one mde blank may be used for cutting these strips. The shelf
gulde also thould mve the class oumber and jt» equivalent
n the matoral language. Since we have sald that on an averege
there will bo ore sheif-guide for every 25 cma of ahelfplank, it
s obwiots that in a stack-room sccommodating 25,000 volumes,
abdut 3,000 shelf-guides will be needed. It {3 not an casy matter
to maintain theso shelf-guides. As the books will be frequestly
moving forward as & result of new accesslons theso shelf guides
a0 will have to be frequently moved forward aod adjusted. This
will add to the tesk of maintaining the shelfguides. The best
way of facilitating this work Is to provide wedgeshaped groova
afong the front edge of ahelf plank in which the shelf-guldes can
be shided.
B
3651 AnsmsTMENT OF Gumes

It must be a matter of prestige for the Maintenance Scction that
noguide tells a wrang tale, The shelf-guides will have to be carefullY
watched and aiffusted, from tims to time, into their proper position-
The bay-guides may not require such frequent attention. But when-
cver books have to be transferred from one bav to apother the
bay-guides thould be immediately corrected. The gangway-gudc
2nd the tier-guides will not requirs even a3 much rencwal w the
bay-guides,

3652 Remurrimio
To take xway from the monotony of the appearance of shell
amangement, to explolt the Principle of Novelty to help every
book to getits reader and to keep step with the alowly chasging
scafe of popularity of subjects with the readig public, it will b¢
desirable to reshuffle the disposttion of the subjects in tho stack
room at sutable intervals. Once In five years the whole library
may havo © bo reshufed. Prery year some reglot
inay have 10 be reshuflied. Whenever such wholesalo re-arangs-
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mluhup!lm,th:bumiduandthcnnm\xﬁﬂ'ﬂl
have to be mostly re-written

5653 ReNEwAL ar Taas

Tbuussonthebachufboohlhnuldbonpldlymwedmh
day The enturo stack room should be covered in this way at kast
once fn & month. During thn review all worn-cut tags should
be replaced by fresh ones and the call mumbers copled on them.
All the newly written eall numbers shouk! bo verifled by somebody
ehio or by the same perton on the next day before the volumes
¢ beck on the shalyes,

5654 Oren Access wirRooT Gumss
hhtbtcraﬂomncuwudaptopmmrynunwnhnmpbnry
of guides, or even If there are guides, to leave the guides uochanped
in an ever library It will be frustration to resders. It
'mevmhhnxammltvﬂlbrm;odjmnonlhzﬁbnrymﬂ'
There is no doubt that maintenance of plenty of guides in their
Tight places will consmme considerable staff-time. Library authorities
thould take this into sccount in providing stafl. But oq the side
of the ctaff also, they should have & sense of valus which 1 sufft-
clently compelling to make them feel miserable even if onn guide

hiﬂlhuwmngplwuoromphnkhwﬂhemguidu.

566 New Besks
The work of absorblag the accestion of the week into the stock
Ihnn!dbedonnnnlvﬂaeklyl:uhhwcnutbe):npu‘lﬂon
of the new volumes of the week i3 over sort them out according
to thelr collections, In exch colleetion arrangs the vohmmes by thelr
Al npmbers. Do similarly for thelr shelf-cards. Taly thee.
mdlnormﬂnﬂmﬁ:fmdhphylnthamttddﬁiom
‘hdflhm!dnuwhc-epanmdwlthlmud:epanmdlhdf
Cds. Thess soparated shelf-cards should be put in the recent
lddldomboxbthlndthngmdo‘CoﬂuainnO" Takn this box and
the new votumes to the recent additions shelf whxch shouid be
19 the first row of shetves tn the stack-room. Pull ot all the volumes
comresponding to the shelf-cards behind the guide ‘Collection 2*
As exch volume is palied out, turn ity thelf-curd In its own plano
through u right angle so that it stands on its shorter edgs. If wmy
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volums fs not to be found, trace it out. After all the books have
been traced out, transfer the guide-card “Collection 17 to the
place where the guide-card “Collection 0™ I tranafernng the latter
to the end of the current weck s cards Put the current weeks
bookn, meant for dbsplay on the recent additions sheif in the
classified sequence.
“
5661 ReLxamp Books
Hand over 10 the counter all the released books which have
been bespoken Take the remaining books along with the other
books of the current week and thelve them in thelr proper places.
Take out from the recent ndditions box the shelf-cards which are
standing on therr shorter edges and put them along with the shelf-
cardy of the wetk s additions which arc not to be put on the recent
addions shelf File these cards in the proper places in the shell
register cabinet.

5662 Usep Booxs

56621 Comnsulted Books
Every hour walk round the reading room and colfect the books
Teft by readers on their respectivo tables after consultation. Eatet
(o stathitcs In the consultation counting shect and shelve the
books in the returncd-books-shelf in & roughly classified seq
Ths shelfl may be m the first row of thetves in the stack-room.

56622 Borrowed Books
The books returned by members at the discharging counter
should also be brought to the returned-books-ghelf at convenient
lntmabmddrlvcdm:roughlydanlﬁeduqm

%6623 Replacing

Rcldtrnhnuldhulﬂo‘-udlomknu“yforcomuluﬁonmm
any books lying i the returmed-books-shelves There is no gain
i segregating them and keeping them away from the use of resders
unul they go back to their permanent places In the atack roost
On the other hasd since the books in the replaced-books-shelres
will be popular oaes, there is every chance that many of them will
80 into reader’s hand in the course of the day and that the books
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1o be actually replaced will be considerably reduced in number —
resulting tn the saving of the trme of the staff But the vohimes
which stay beck in the returned-books-shelfl should be replaced
In thelr permancnt places once in a day at an sppointed hour
This hour should be the slackest hour in the Ubrary

5663 CommecTION
For all the volumes taken out for correction work, transfe
the shelf-cards to behind the correctly dated guidecards in
correction collectlon. When thess valumes come back after
rection, shelve them In their proper places and filo thelr
cards also fn & parallel manner Perlodically the shelf-cards
coection colleehion should be checked and steps should be taken

1o round off the work without unduc delay

Ygs

T

ek

In an open sccess library readers are never allowed to repleco
Books on tho shelyes. They have fresdom caly to pk ont books
from the shelves. In pite of thiy convention, books do get mixed
up a3 & result of the readers browsing round the stack-room
Even apart from criminally-minded peoplo deliberately puﬁmﬂgﬂ;

thuglo procese. In otber words stock verificabion will be automatic
ally done not mercly once m & year but even moro than once if
d)df'fecﬂﬁuﬂonnpropcﬂydcﬂmcdlndcﬂrmdlymrbdout

5671 Cyeix roa SAFLF-RECTIFICATION
Al the rogiom of  library may not bo equally prons to duter
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bance by readers. The main collection will be the most disturbed.
The closed collection will not be distarbed at all. The sccondsty
and the tertiary collections will be disturbed much los than the
main one, It i desirablo that shelf rectifcation thoukd be dooe
in the main coliection at lenst once in & month. That for the sccoe-
dary collection toay perhaps bo dons once 1n six months, It mey
be enough to attend to the other collections once in a yer
But, the frequency of periodical dusting avd cleaning of thest
collectlons should be in Just the reverse sequence. This s besanse
in the main collection the books are coustantly dusturbed by
the resdert themsetres and dust and imsects cannot therefore
sccumrulate very moch But in the other collections they will
acoumulate,

5672 Dary Quara
The dally quota of the region for ahelf rectification can be arrived
at by taking the total length of shelving to be rectified and the
pedodinwhkhillhnn!dbadone.mdly take out the sheff
mﬁmmfmlhadaf:qunu.mfuupoaﬂnhmhd"
end-points of the quota the end-points of convenlent subjects. The
rectification-work should bo done by two people.

st Checking wth the Charged Tray
One of the persons thould read out, from the charged tray at
the counter the call mumbers of all the book-cards lyng within
the rangr of the day’s quote. As cach call number bs sead out, the
second perton should tum fts shelfcard through a right angle
Cniumphnewummndonmnhoncrcdm

36722 Other Prehminary Checking
Do similarly for all the books of the concerned region, lying
in the bespoken coflection or among the books retirned or being
comiulted by readers

36723 Fmal Checking
Tl’ntnuk:lhclnynomcregiononhclmkmm to be checked-
One person thould go on reading the call pumbers of the books
on the shehvet. The ather person ahould go on Jooking np #6d
pushing tamands himsell the corresponding shelf-register cards. I
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any thell-reglster card standing on its shorter edgo tervencs, &
trost be tnrned down to its normal position. If the book torrexpond
Ing to any shelf-card tylng In the normal position ls not read out by
the man at the shelf, that shelf-card ahould bo turmied oo as to
stand on the shorter edge, The result will be that at amy moment
the cards that stand on the shorter edge in the checked region
will be those of uatraced books. On the other hand the cards
which stand on the shorler edgo in the unchecked reglon will bo
thosc of traced books. As the checking procreds, misplaced books
will happen to be read out by the man at the shelf, It may happen
that the card of & misplaced book ls fonnd standing on its shorter
odge in the checked regon. It may then be restored to its normal
atate of standing on the longer edge. It may also happen that
mﬂlbd.fardorlmkphwdbpokhinthoundamhdrcﬂonuf
the tray If so sak the man at the shelf to shelvo tho book at tho
Proper place. If any reader takes sway a book of the unchecked
region of the day’s quota, beforo he kaves the region, the ehelf
card of the book may bo tumed $0 as to stand on is shorter edge.
Thus there will be no obstroction Whatever for readers to tae any
book they ke when tho shelf-rectification cum stock verification
i procecding. As soon e the checking of the dey's quota i over

and striks out the entry in the imvestigation note-book. The items
that do not got traced out within the year shonkd be taken as lost
booky,

to
tumber it by eufficient if the book number alone is reed out. All
that i neaded b to hawe an ocossional check-up by resding the
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whols clase number Even the jons for ft are tically
indicated when tomo difficulty arises. Tho number for the book
numbers on the backs of books alone to be strxtly paralil to
the book rumbers 1n the shelf-cards without the clas numbers
alio being strictly parafiel, is negligibly small. This makes shelf-

{ficat peditl Nearly a th d volames can be dono
in an howr Ths means that by dolng ahelferectification work
for ono hour a day a cycle of 25000 volumes can be checked I
& month. Tho matn coflection in most of the public Ubrarkes i
not Hkely to exceed 25,000 volumes,

568 Blndiey

An important part of maintenancs work is to keep the booke
n a physically fit Ition. The standard of artistic bindiag of
books for private use — which means very sparing use — i quite
high. But reoforced library binding to stand constant wear and
tear has not yet come into vogue in Indla. Even concepts lie
spfit boards and Fronch Joints are unknown The necesary
materishh of good qualiy are not casily available, It fa therefom
pecctary that the most detalled specification should bs given
for library binding. It would be a good policy to ask the binder
to take personal instruction from the librarian A specification
of lbrary binding is given at the end of this chapter for ready
refercoce. Ench library should also tran some member of tho
nnﬂ‘tunnkopcuyrnpuhl.,\tﬁt:hinthmnmnh:ﬂ.““"
saying goes.

5681 Dasacep Boora
As already stated in vections 331 33231 and 33286 tho dameged
books should be plcked up by the circulation taff and segregated
for attention. 1t is akso desirable to walk round the stack-foom
and pull out books neoding re-binding. AN the cumulated
yoltumes of periodicals Intended to be preterved will require 10
bnbaund.hunnlnnmnno{po{bywhnhcrnboo\"wd
be went o the bindery after the publishers cass s worn out of
ovent at the beginning before it is refesyed for circulation. We &re
of the opinion that the life of the book will bo contiderably letgth
ened if the latter courac 1 adopted If we can get books from pub-
mhtnmbonndinnhceu.ilhweﬂmd;ocd.ln)lm‘hm
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few publishers sgree to do o we found that the Divector of Libearies
rothiendy pealed off the publishery’ caser a3 soon » the books
arrteed from the publishers. He even employed o falrly large staft
to do this pealing work | In any case books in paper covers should
20t be released for the use befors being bound. At the me time
orery book may not need costly litwary binding In the case of
books of pmung Interest, particolarly ordiry fiction, usually
printed on bad paper it may be cheaper to buy sddstional coples
than o have them bound In the library style.

5681 Vocrues rox BNDING

Perhaps binding work Is best dane on & monthly besis. As soon
& the quota for the month has been collected, amange them in
& classified sequence, Take ont thedr shelfcegister cards and form
b collectlon of them, Scrmtinize the volome from the
polnt of view of thelr binding peculiaritics and form them ssto
mtmom;mnpg Arrzage the volumes in ewch such group
in clinified sequence Prepare binding slips for each of them.
Make an order copy for binding from out of these slips. Ask the

te come to the Hbracy and coflate all the volumer. 1f any
volume i1 defective, decide whether it i worth bindlag. If t iy,
note the defects in its binding slip Hand over tho volumes to
the binder Keep the slips i the bindbyy box

5633 Bounn VoLuwss

Befare formanding begim — that bs, befare the covering material
B xppiled — fnrpect the book in the bindery to seo if the spoci-
fleation hay been fully followed. When the bownd volunes come
back to the library check them with the bindiog slips, serutinise
¥ the tooling has becn properly done, fusest the books in thelr
TXOper piaces, merge the corraapanding shelf cards in their proper
Places, and check the binder's bill with regard 1o stylo of binding
#24 thy rates clalmed.

5634 SrrcrcaTion ToR RE nercaced Lisxany Bmono
36841 Assembling
1 Collation. Al books receiyed by the contracter are to be
examined and cotlated and any found to be kuperfect or seriously
221,
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damaged ars to be returred unbound to the librarian, Torn lavs
and plates are to be neatly repalred,

A perlodical shall not be held to have been collated properdy
0ot to be perfect, unlets all the parts of & volume &ro bound in
correct order of paginstion and the usual title and contents pages
and indexes are inserted {n the proper places. Unless ench tmperfoct
and demaped book it reporicd upon to the Librarian and unlkss
the libranan has jnstrocted the contractor to procesd with the
work on such books, the bill will not be pald for any soch books
bound or repaired,

2 Wroppers and advertisements In perlodicals and books am
10 be bound in, if tho contractor s Instructed to do so otherwise,
they are not to be bound in.

56842 Stitching

3 Sewing Books printed on paper of good quality ara to bo
sewn one sheet on (except where thinness of paper makes it nects
sary o sow two sheets on) with unbleached thread of surtable thick
ness over unbleached linen tapes. Books printed on soft, spocsy
or brittle paper are to have the sections lined at Inner and outer
folds with sirips of thin but tough paper before they arc so¥.
AR sections broken at the back arc to be lined with tough paper
mhnmmlpgmdvhrrumrynuﬂymmnonmﬂd‘m
mcthods of crom stitching befors being scwn to tho tapes. The
first and last sections of il books are to be enclosed at back In
Linen strips, All scparate leaves, plates, maps, plams, cfc, aro 10
be mounted on guards of linen or tough thin paper and to b®
sewn in. Pasting on is not to be permitted. Double plates are &
be guarded at the fold. No charge is to be mads for the first dozed
plates 50 guarded n cath book For books up to post octaro
(6% X3 three tapes, one<quarter inch in width, ar to ¢
used. For books of crown octavo (7§ x37) four tapes, on&
quarter Inch in width, are to bo used. For books of larger a7
the number of tapes and their width are to bo Increased in pro-
portion. Two of tha tapes axe 1o be placed within one Inch of t53
head and tafl of each book.

Straight-line machine stitching will not be accepted.

Books prioted on calendared or heavily loaded art paper &©
10 be reparted to the lbravian and a quotation scnt to him for
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linmg esch keaf of such books with a linen hings on & throw-up
guard,

4 All folded maps and ({lustrations are to be mounted on jaconet
or thin linen of good quality and to be charged for separately

5 End-papers End-papens aro to be of good tough opague
paper of approved mild colour with at least one plain white leal
between each of them end the printsd matter The end-papers
are to be made with strong linen or cloth jolnts and to be sown
on a3 & section.

6 Cutilng edges Unless otherwise imstructed the contragtor
B to cut edges of books accurately and to take cars to lexve marging
3 wids a3 pomible. Unless other instructions are given, the edges
arc 1o be sprinkled or tinted with a colour harmonizing with tho
colour of the materials used for covering.

56843 Forwarding

7 Forwarding Unless otherwiss directed, all books should have
French jomts and tight or close flexfble backs with the covering
materdal attached directly to the back. Tapes are to be firmly
Inserted between split boards. Books bound 1n quarter leather or
in coth or in bockram are to have the boards slightly rounded
&t comners and the covering materlal Is to bo neatly folded and
Dot mrtred.

Leathers are not to be undnly pared down or unduly stretched
in covering. The covering material of back s to extend aver boards
10 at lenst one wlxth of the width of the book. All books should
©pen up freely and lio flat.

56344 Lettering
8 Lettering Lettormg is to bo impeessed fn best gold directly
"‘ﬂmtbnmnu'hlwhkhcovmthnbook.m}mmzhtoba
of good aizo and easily resdablo small iettering will not bo acoeptod
mtptonvnryt_h!nboohNoumuchamvﬂlbolﬂowcdﬂP
to and including fifty lotters or/and figures.

56845 Slre
9 Stres. The shro of & book is to be determined by the measure-
mm‘n!thobwd.tbonqmmo{wbhhmnﬂmtmm:dum—dﬂﬂh
of an tnch in books up to crown ootavo, and proportionately for
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larger sires. Eatra charges for thickness is to be allowed only
when the thickness of the volume exceeds one half the width of
its boards, No extea charge 13 to be made for two or more volumes
bound in on¢, unless the thickness of ench & volums exceeds one
ha!fthcwidthoﬁhaboudx.lnmhmmin;thnbﬂhlmwmi
done, the measurement of the board should be given in inches
in addition 10 the conventional mode of specifylng the size.

56846 General

10 Ahernative suggestions When the precedmg instructioos
a0 otmouly tnappheablo to any book or for any reason us
desirable, the contractor is 1o submit sugsestions for bindiog soch
1 book with estimnte of cost.

11 General. The whole of the work in bluding b to be carricd
out with due regard 10 the fact tha the books will be subjected
1o hard wear and tesr and that the binding Iy to be permanent.
Special imtructions, if any given with reference to perticuhat
vo!umnmfmbindbgbhauldbetmhful}yan-hdom

56847 Materials

12 Thread. To be of best unbleached linen of suitable thicknes

13 Tapes To bo of best unbleached linen, of closo mrong
texture and of the specified width.

14 Glue To bo best quality fexible glus mixed with coppet
suiphate 1o keep off insects,

15 Boards To bo good quality mill boards.

16 Leathers The must or undertake to
produce, when required, the guarantes of the fim supplylng th
heather that all tkma used

! bave been tanned in sumach or oak bark or similar vegetabio
unfl or x mixtare of them
2 are free from sulphonc or other dedeterons scids
3 have been dycd with colonrs that are fast with respect 10
light as wefl a3 molsture and
4 wre genmine as described.
17 Buckram T0 be linen buckram of best quality

18 Clock To be good quality art canvas or imperial moroceo
<cloth fast colour and finish,

19 Gold To be best English gold.,
24
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56848 Item for Quotation
10 Styles axd stzes All combinatioas of tho following
1 Style

3 Above 8°

1 Less than 48 pages.

2 Between 48 and 100 pagey.
3 Botwreen 100 and 500 pages-
4 Above 500 pages.
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in the fair copy as well a3 the offico copy of exch bunch of the
bills and also at the bottom of each sheet In & bunch. Then the
voucher 5 ready for paymrent. The voucher number should begin
with 1 at the beglnning of each financial year

575 Posting of Voncher-Number
1t i3 at this stage that the voucher-numbers should be posted
in all the accesalon cards of the books and the register cards of
the periodicaly concerned.

576 Allocation Reghster
1t will be necemary to watch the progres of payment for books
and periodicaly to that the emount allocatsd for each mbject b
not ded. This is {led by allocating the amount of each
voucher to the different subjects under the hoads “books” and
“periodicals™ In a spectal allocation reglster

577 Forms and Registers

SST71 Bills Register Pristed. 10 point type 21 Ib prmting
paper White. Bound book  Follo pagination, 30 lines per page. Tho
text above the column headings and the colmmn headings are to be

(Name of ibrary) Reglster of Blils Received In

Register N of Bilt (15 cm) Date of recclpt of Bill (1.5 em)
Outaide dats (1.5 cm) Outslde N (15 cm) From whom (5 o)
Purport — Books or Periodicals and main class symbols (4 cm)
Amount (2.5 cm) Initials (1.5 cm) Amount (2.5 cm) Draft reqe-
sitlon date Initials (1.5 cm) Script N and Dato (15 cm) Script
received date initlals (1 5em) P O, M. O N (1.5cm) Desparch
date lortials (1.5 om) Acknowledgement reminder date inftialf
(15em) Acknowledgement receipt date initlals (1.5 cm) Acknow-
ledgrement filing {artiaks (1 § cm) Remarks.

tion 20 lines pet page. The text abovo the column headings &
the colomn headings are 10 bo as follows

(Noms of the library) Payment Register — Books and Pecodicals
[Year Date (15 cm) Voncher N (1.5 em) Bl N (1.5 cm) B}
date (I S em) Party and place (9 cm) Books (5 em)

($em) Subjects symbols (6.5 cm) Remarks,

o
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SITI6 Allocation Regiter Printed. 10 polnt type. 21 Ib printing
paper White. Bound book. Folio pagimation. 30 lines per page.
Tho text above the column headings and the column headings
aro to be

(Name of library) Allocation Register (Year)

Month and week (1.5 cm) Voocher N (1.5 cm) Different cur
rencles In which payment i claimed (2.5 cm for each currency)
for books Different currencles In which payment is claimed for
periodicals (2.5 cm for each periodical) Total (2.5 am for cach
curency) Remarks.

There should be one follo page for cach subject and tha pags
allotment should be written next to the name of tho subject.

578 Flkes
The call numbers for files of vanous kinds have been ghven in
section 48 and st thoe end of sections whose numbers end with 8
In chapter 5 These numbers are the samo a3 thoso given fn the
Lﬁwdmmwmwhmm“mbjcadwbn'h;ddodﬁ

ﬂnr!mdin;vmdmfurS:mhﬂBoob.AmﬂmMﬂn
theary af filtag will be found in Chapter 18 of Libpary administration.



CHAPTER 53
BUILDING AND STORES

580 Imtroduction
The mam work relating to library building, equipment, stationery
and other articles needed for Mbrary use, will be locked after
normally by the parent body of the library Howover the libraty
will have some routine connected with them. Before taking @
the routino it may bo worth-while to say a fow words abomt
some features which are expected in a small library building.

581 Bolkdfng

‘There sthould be a gangway down the wall which is at least I m
wide In the stack rooms Thit gangwmy will protect the bock
mcky from raln and sun. Further as an additional precaution it
is always insisted In our country that tho lengthwrse wall m which
theso stack-room wmdows occur should run from east to west.
Tho floor should be sound proof. Bither the pavesment material
taclf should be sound proof o If it Is too costly to get such materia!
in Indian conditions today the floor should be covered with somo
matting. Coir matting may be cheap enongh and within the means
of mauy of our small librarles. The other detalls of the bullding are
casily scen from the duiagram.

582 Book Rack

The following is the specrfication for a unit book-rack
That standard wnit-rack that 1 have designed for the Madms
Univeruty Library has two faces. Each faco has two bays, 30
that the unit-rack is o four-bayed rack — two bays on each side.
While tha height may be 7 {t In adolt librackes, it should not exceed
511 in children's [{branes.

The detafled dmensions of and specification for an sdult library
valt are as followy

11 Externat dimemions 6 6 x1 6" x7

12 Three uprights, each 2°x1 6 x7

13 Scven shelf planks cuch 3 x8§ x1
Two of the thelf-planks are to be fixed ones—one near thetopand the

230
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other near the bottom. The other five are to be movable ones soppart
ed by Tonk s fittings, so that they can be adfusted to an inch. It
may be an advaniage to provide two spare shelves for cach unit.

2 The book-rack is to have sanitary bottom — o the lowest
shelf bs to be fixed at & helght of 6 ins from ths floar to facilitats
cleaning the floor beneath the rack and casy vigllance. The top-
most shelf i to be fixed 6 ing below the top of the uprighty.

3 To prevent the books on the thelves in one face getting
mixed up with the books on the corresponding shelves in the other
face, an cxpanded metal or weld-mesh partitton fy to separate the
o faces. It is to sccommodate this frume that the planks aro
made only 8} inches broad, thus lexving a gap of I inch in the
centre of the rack Tho partition is to begin only from a height of
6 inches from tho lowest fixed shelf and go right up to tho lower
side of the uppermost flxed shelf The sdvantags in beginning
it only from a height of 6 inches from the lowermost helf is that
mant folios, which are more than 2 foot broad, cam be made to Ho flat,
on the bottom-most fired shelves, extending from one fiscs to the
other If the partition ix of steel, it shoukd be costed with aa ant~
carrostve palnt.

4 Tho front-edga of cach thelf is to havo & wedgeshaped groove
@t 1o it, to hold shelfcards. If the groave is carefully cut, tho
thelf-cards can be easily afided from end to end, a1 the books ars
Decessarily moved In course of time.

5 Tho thres mprights arc bound together by the four pain of
fixed shelves. It wonld bo an adventage to re-inforce tils by mesns of
two el tie-rods binding then together omo &t a height of 2§ ft
from the botton and the other at & depth of 2} ft from the top. To
accammodate thess rods it may be neceseary to make the pariiton
in three parts, the rods running between the frames of the parts.

6 It mxy bo convealent to fix sprng biind-holders to cach bay
o hold maps. At least two maps can bo accommodated in front
of cach bay The meps aro to be normally in the rolled up position
Whenever necessary they are to be pulled ont for reference and
then released.

71 ‘Tho teakwood nsed should be wellpeasoned and the con
tractar ahould make good any crack that it may develop within 2
year of supply

2 The]mgthoflﬂtbeuhdﬁphnhuhoﬂld&quimnmmﬂn,
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10 that they can be tnterchanped without any restriction.

8 This unit-rack requires about 10 ¢ ft of teakwood. It b
84 running ft of shelf-space. It can sccommodate, on an average,
750 volumes When full of books, it will weigh about 1 ton.

583 Opening Routine

Before opening the main pate, go round the building and sce
if there is anytinng abnormal. Aak the might watchman about his
obwervatioms in the night. Check his work Seo {f the lock of the
main gto is intact and untampered with. Then, examine f the doors
and the windows are in the proper bolted posttion. Then, ask the
peon to open them and report to you anything abnormal that be
might notice. Ask lum to report also all cases of broken penels,
broken bolts, hooks, etc. Then, walk through the different perts
of the bulldings in dance with a sy ic plan, examining if
there b amy defect anywhere In the clectne installation. Examine
also if there 1 evidence of damage done by rats, bats, squirrels,
and other eimilar creaturcs. Examino aho if thero is any o of
white ants xywhere. If there had been rain on the preceding day
examino {f thero are signs of leakage anywhere. Exammeo if the
connter wicket gates arc in a sound conditlon and if they work
properly Examine if afl the electric switches are in good working
condition. As you go rownd, if any defects arc observed, make
a0 sccurate note of the same in your dlary Soon after this proceess
i over take the secessary action abont each of the defects notlerd.
If amything serfout {s noticed, send word to tho librarian fmmediste-
Iy FIl up tho columms relating to opening in tho diary of the
section. Wind the clocks and the time pieces on the duo days
and sct them right whenever pecetsary Ses if the sweepers and
cleaners do their routne.

584  Closiez Routine

Examine if there 14 no perton n any room or part of the building
before 1t is closed. Ask 2 peon to go round and closo and fix the
bolts of all the doors and windows in a systematic manner Imspect
cach of the doors and windows and examine If they have betn
sccorely bolted. Examing if any Inflammable material ls lyisg
about loosely anywhere and If it does, have it removed. Put the
bait 10 the rat traps and distribute the traps ln the parts of the

n2
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Ubrary which are known to be frequented by ratr. Rats are cun
nin;crumrcs.lthaurexpcdmthntwohawmubmgnthobaﬂ
frumﬂmetoﬂmunndthochmpthnphmvh:redmtnp:m
phcedﬁwmdmtothnc‘lnrpmofnntbaln:mnlty!hatm
hupahlaoflhcrodmhmmnnycnm;htolhm-ﬂhb
efforts, evade his traps and take its toll fram somo other part of
the library If the buildmg could be designed mat prool a good
deal of this bother will be avolded.

Tako the dlary of the section with you and turn the fans and
fghts off individually after satisfying yourself that nobody s left
behind In any part of the library Then, turn off ths sub-main
Switches, Then turn off the main switch. Then, ask the peon to
Jock the main door securely Pull it und seo [ it is properly boaked.
Ask the night watchman also to satisfy himsclf that it &s properly
hdrd.Thm,mlitup Then, enter the columm relating to
closing, in the section s diary Send the key and the diary to the
Persan who i3 to huve custody of the samo during the night.

585 Stores
The hano of the articles i1 to be regulated and controfied by &
combined stock and fevue register In the caso of each artiola,
the following “comstants™ are to be fixed from experience and
suitably changrd at intervals in the light of further exparience

1 Madmum to which the stock should be brought op peclodic
tlly— sy once tn a year the penod being dotormined for cach
article

2 The minfmum below which the stock should not go 1e, when
the stock reeches that figore, steps should be taken for replo-
nishment

3 Tho annml consumption

4 The quantm of imue. It will add to convenlenco and econamy
of time, if articles sro issued only in a defintts number of quante.
The quantum for esch articlo it to bo dotermined accarding
to its nature for example, cataloguo cards aro to be jawed only
In quanta of 100 Tho indontlng seotion should ask only for 100
cards or multiples of 100 carde. It should not ask for fractions
of « quantum. The quantum for writing paper may be 100 shests
and so on,

mn3
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In thchzmorthuoﬁsmumdinmclightormcrrcqmyd‘
Lnuc.mnblrﬁdnhtobe:lvmnmmnumbcrofpagainlhc
stock and fuue register 5o that the pages allotted to all the articks
are fnfshed off maore or less at the same thme.

Apsrt from thu steadardization of the guantum of soe, it s
detirablo that the fusuo is controlled 2ud atsndardized from the
potnt of view of time alto It is slovenly and aanoying to rua ont
of atock of stationery in the middio of work and to run out to the
stores 6t odd hours, The following samplo time-table will Mostrate
what shoold be aimed at

1 HAKSnt\udgy:ﬂﬂingupindcntfm

2 2 » u Seturdays supply of stores In sccordance with Indentt,

This imphes that the week 1 requt should be anticipated
%hdwlmg:hon!dbenvnld:dummhuundslﬂdmw

5851 Stamonexy Awticres
Another important factor in the organization of work regerdmg
stores reiaian (o the storng of the articler, In the case of forms

mndmmmmkntmummmpmluofmdroﬂ
which should also be of proper size. The stors-room xhould be
kept scrupulously neat and tidy If the quantum principle of 4
trfbution i edopted and 1f the articles themetves aro packed in
quants, the tidiness in storing armngement will bo ensily seenred.
Farther tho verification of stock will also bo greatly faciitated.
Hero Blmbcdulcc!mtimrywhichmybcnqulmdlnlum

Straw bosrd Paper (white) 16 1b 27 %17
Paclung paper (60 by Section paper

Browa cartridge paper (45 1b) Manifolding paper

Brstol boards, 4 theets thick Carbon paper
L“’F&T‘hﬁlpﬂ ITXIT (for Impression paper

Paper (white) 21 1b 27 x17* Biack ink
(for printing) Red ink

B4
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Rubber stamp ink

Stamping pad

Steacil (Alphabet and Arablo
numerals)

Ruler

Twine

Thread
Paper weights
Drawing pin

Tap tag
Ph

Jem clip
Paper clip (steel)
Drymg book
Blotting paper
Flat file boards
Hinged file boards
Bound flle books

Pencil (black lead)

Pencil (bluo load)

Peacil (red boad)

Pencll (phoao) required for
writing call numbers also

Penholder

Nibs

Tnk bottle

Ink stand
Eraser

Eraser ink (black)
Enuser fnk (red)
Stencil ink
Punch pher
Needlo

Inch tape

Foot rule
Kuife

Scizvors

Paper cuiter
Dhimgry cloth
Umbcella
Wheat flour
Copper sulphate
Phenyle

Sosp

Gum bottlo
Scaling wax
Sponge

Dater

Calling bell
Typewriter
Typowriter fibbon

~— P
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Kerosens oft Tonk # ahelf plates and other
Polishing wax similer fittings

Sand paper Nail putter
Hammer and other tools

Tt fs desirable that the entiro stores of the Hbrary should be
checked at least once in a year The best timw to check it s just
beforo the year's supply s received.,

536 Preventire Indurles

5861 Fieous
A group of omnivorons fungus known ss mildew or moukds
i destructive of paper and leather They are recognized by the
white scars they produce. It grows much when humsidity is abore
70 per cent and most when it reaches 90 per cent and the tempers-
ture b between 25°C and 38°C. Ventilstion controls moulds to
some extent. To provide for aeration books muat be lookely
arrenged on thelves In winter stoel shelvos camse local fowering of
tenperature producing near the books pockets of more lramid alr

3862 Boox Woms

Book worm i1 the populsr name for the larva of beetles. It
eats paper and leaves {1 exgs on the rurfice of binding or on the
edges of books. The egpy hatch within ten days during summer
The larva ests its way into the Interor of the book and resches
the swisco sgain when ready for crysalis stage. It ias about fivw
lifocycles in a year Its damage it recognized by the plnkioles sod
tunntls across the keaves of books,

5863 Suvee Frm
Stiver fsh has glitening sifver-grey scales on the body loof
antennae on the hiead and flunents at the hind-eod, Tt s kess than
balf an tnch o Jength. Tt hides wway all day and feeds on binding
starch, and paper at night and in darkness.

5864 Wire Ant
Wumummhp:mnmdmdmdwoya‘hﬂbnﬂﬂ
in tropics. They live mostly on cellntoss and paper and bowrd
made of it 1t iy the mirerranean species that are most destrostive
36
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in Tibearjes. As they have & reserve of queen-ants, it & difficult to
endicate them Like allver-flah, white ant also shuns Jight.

5865 FoupaTION

When the building i1 erected, the carth in the site should be
dog wp and cleared of nests of queco-ants. Ths soll of the founda-
tlon trenches may bo soaked with & 20 per cent sohutlon of zine
chlorids or copper suiphate. The superstruttare should be bolated
from foundation by a damp-proof coure of concrete slate of
aphalt, Stome or burnt brick and lime-mortar of cement alone
thonld be msod fn comstruction. Floors should not havo cracks
or Joints. Monoltlie concrete should bo preferred. The settement
Jolnts asd the function of the floor with walls should be grouted
with cement or plastic coal tar This should bo repeated whenever
cracks develop Another preventive against white aots 1 to treat
Jolnts xnd cracks and crevices with solution of one part corrosive
sublimate and 16 parts methytated spirit. All wood-wark should
be of teak properly treated, for which sdvice may be taken from
the Forest Research Institute at Dehra Dun The steck-room
may be akrconditioned. But this will siot bo withm the reach of
oxr small libraries. Tho next best s to provide for edequate venth-
Iation, smlight, xnd drynese, Naptheline bar, Lime, mergosa leaf,
and tobacepdeaf have preventive cffect, Buckets of coal may keep
hurmidity emder control

5366 Haroima or Boory
Ommbmbmwmﬁnnnpmnmmmwmﬂomd
Hle. In reglons Into which resders go often, the booke aro con-
ttently handled and infurious organisms do not find harboor In
l'\'.w;lcmvd:ckcho«:mta!nbr.vo).:n-r.ttmuchln\:m.bc'ohm\m\’o
frequently taken out, cleaned, atred, and exposed to sunlight. Black
“’Wlhuuldbelwldedlnthnmwd.n;nnm-hhofdmb(ndln&

\Red colour has proved to sttract insects beast.,

587 Forms and Reglsters
9971 Indent sffp Stencil Ledger paper White, The colvmn
beadings aro to be as follows
Article{(3 inches) Quantity on hand (} inch) Quantity required
@ loch) Remarks
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‘The text above the column headings is to be

Number and name of the section inithl of the head of the
wection date 1 5 sanction and (nitlals

C9971 Monthly supplies Indent sBp Stencll Ledger paper
Whtte.

The row headings are to be

Month.

Article.

Snccessive names of persons or sections.

Total.

L s sanction and inftials,

C9975 Indent consolidating form. Stencil. Ledger paper White.
The column headings are 1o be as follows
Number of form or article (25 cm) The mumbers of each of
the different indenting sections, and lastly total (1.5 o foe each of
of thete columnt}

$997 Stock and irme register Printed, 10 point type. 21 B
printing paper  Bound book. 30 lines.

The column hoedlngs kre to be as follows

Date (25 cm) From whom received or 10 whom bved (§ &51)
Receipts (25 cm) Irvue (2.5 cm) Balance (25 cm) Inklals of
recefver (1 S em) Remarks.

558 Fhes

Neme Clast Nuwber
a2 T2 (Lant dight of the yosr
Focms

fibg

Charwcterisic

o which the indaot

Tetates) Correspondoet

9974 (N of the form) L™

Dratribotion 9976 Q¥ of tho asticie) a0

Sanctioned fndents w1
Sock vorficelioa 9978 (Last digit of the yeur to
which Ow verification

relery) Carreapondent

mmﬂmybCLmnﬂmedehcmcmdwqmlthd
of five years and destrayed after thres yeart.

38
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CHAPTER 61
LIBRARY SERVICE TO RURAL FOLK

611 Tiue-Leg
Historieally Ubrary service first developed In mast coantres in
cities and towns, It took morw than half & century to give library
scvice in equal measure to villages and hamlets. Generally speaking,
Indla cannot be s total excoption to this form of evolution of
litbrary service. However there ar two factors in Indls making
it popible and necesary to redoce the time lag betwoen urban
service and rural service,

612 Learn by Forvign Exporicace

It i» parible for us to learn from the axperience af foreign coun-
trier. They had to learn alowly by trlsl and error Wo can skip
through some of their stages, In many of tho conntries of USA,
ﬂ:elﬂ:nrynnhmcdon}ytoddlv’crhpo{boohlnlvﬂlm
eatre. It b located in & grocer's shop, & barber’s shop, or tho
Church. In Denmark too the delivery ks often to a villags Hbrary
It f3 located In the local school. In Great Britatn, scrvico s often
made directly to individuals in villages by tho travelling libearian.
The routine Involved in cach such mode of sorvico is now well
known. A knowledge of this routine can givo us a better start.

613 Learn from Popaiation Distdbotion
The distribation of the population of India makrs it necossary
for m o rednce the timodag in extonding libmry servico to the
rural folk, Abont 90 per cent of our people live in roral aress,
23 ngaimt 20 per 3T In England. Let o1 fix the maxtrmm populs

Uon test asTollows
Hamlet 1,000
Viitage 35,000
Town 100,000
City abovo 100,000

About 10 per cent of our peopls Hve in abont 200 cittes. About
had ,
2t "
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15 per cent Hve In sbout 4 000 towns scattered in » rurst setting.
About 75 per cent live in about 30 000 villsges snd 600,000 hamlch.
Thus, India cannot bo said to touch the fringe of the public lbeary
service, Hil ft extends library service to the scattered towm,
villages, and hamlcts,

514 Arrest of Popadation Drift

There Is 2 atrong drift of population towards cities, Till 30 years
ago, tho main cause for this drift was the absence of school in
vifleges. Ambitions families migrated toclties to have thelr chiidren
educated, The better civic amenities of clties began to retain theso
rursl jmmigrants. Then, the widespread link up of the villages
with the cities by bus service gave » greater chanoo for the rurl
folk to kntow the amenitles in citles. This intensified the popuiation
dnft. In the Gandhisn period, indastriatt s further intenth
fying this drift. Wo have fearnt from the experience of other coun
trits the almost imoluble problems Hkely to be introduced by
soch & dnft. Therefore, soms thought is now being tarned to the
srcesting of thh drft. Power h supplied in villages, Cotltg®
industries are being d. C ity Development Plass
are being expermmented upon. Ous of the constituents of ths anth
drift mewsnre shonld be the provision of freo book service
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CHAFTER 62
CONCRETE CASES

621 Sweden

It has been my theoretical conjecture that nothing will bo gained
by smalgamating & Rural Central Library with tho City Central
Library of tho place wheee It 1s Jocated.{ My Library Dovelopment
Pinforourconnn'yhupmcdedon\'thh assumption) During
1y vatit to Upprats on 28 Junce 1948, I found & practical demonstra-
tiom of it at its Rural Central Library Hero an attempt had been
mldalomxhﬂmﬂtyCum'llUbnryﬂmﬁiunlhoulhnCuntrﬂ
Library for the surrounding rural area. But they had found #
necesary to keep the stock distmet Tho stall akso had to be kept
dnstipet. The only saving was in the salary of the watchman. He
was shared by both the urban and the raral wmgs.

622 Demmark

The Swedith Libearians say that they aro atfll in the pioncer
pectod, while they describe Denmark as having books Integrated
[nto #ts cultural life. On 26 June 1948, I visited & typical villago
Iibeary n the parish of Karkbo. Iin papelation was only 2,000
Omoftboroonnhthapukhﬁdwolhoundﬂmﬁhruy The
headmaster and his wifo looked after it. It had abont 2,000 volumes.
About 60 books wero edded cach year to the permanant collectson.
mﬂ'!\'ﬂﬂlnlh’bnryof!hodhmmﬂuddxmumlwauf
exchange of books. The anaual isace was 5 000 for & popalation of
mﬂnuh:rymkc-ptopmonrnadlylﬁomstoirxmd
o1 Fridays from 5 30 to 7.30 P . The clastification and cataloguing
kad all been done centrally The librapsn had only to advise
readers and book after tho lssoe work. Tho catalogne wes fn cards.
Tho Director and the Insp of Librasies ed the work
of the rural library system 3 a whala.

623 Esgtaad
Therunlubmyqnmnofwhumwmﬂmbu
mmmmwmmwmm

\ which had elapeed tince my frst visit in 1924 Prectially every

na



CHAPTER 63
VALUE OF FULL LYBRARY SERVICE

631 Informed Mass-Fower

mdmmzmmnumdwmzomm
papuhdcnhuhnppmedwimlnupmcfmtyynm The benelitt
nnhhwmbccomnvh!bhinthawmuohbenmmﬂo& i
thls agency of culture and sclf-education contiaua t© {unction 8t
Mntqmmﬁtmlmmh&ﬂmﬁﬂpﬁm°
throughout the entire community end stepuptos iered.
Thﬁebnodcummlnhhblmcmdcﬂwdwmmofmﬂ
cu!dn&cunfthommlmcmwofumthnuaw
stcpinmcculﬁnﬁononumtmm:nd;pmmﬂmm

632 Dup-hTaYunAp

in 1950 1 wrote in 2 mood of despair eWhen will the statesme®

hm@mmmmafﬁh?%wwﬂlw
Cmmhteed:vciopupmp:rmefvﬂuc?‘whwwmm
between what gives quick but cphement politicsl
mtnmfmmwhorwwﬂquhmmthbwﬁ
ﬁciﬂin!halougnmmthepoophnhm'twhmwmmﬁ for
mmphnwupwmgmmndutomohsbxmw
mddmpﬁn¢ngﬂhum(otlwdepbormfummm
mmmmioﬁkwwmdmmﬂnﬂ“”
wkhnunhdomcymlhamntmwmidmm s
WWhm!ﬂlmwhbhp\uham:nrypmvhionzﬂdﬂ,h“d“
wnvciuwnformhrrpmpooa.hmomvhommucomm“
mandum’bdupenuy«whcmdpound—fooﬁshm]"

633 Awarencss at Top Loved

Bmtodxyvt.min:hnmpoﬂdm@ddumtamk
mmmtu;CummmbnhnwbwamclmorthﬂM’mm
country-wide public Hbrary service. They have provided libert
sums of moncy Nm}ytwo:mmo!rupcnfafthudevdww
ofpublnﬂh«tryuwttaﬁngthelntﬁww shogk
be s3id to be almost geaerous. ey are also keen to piece pebd
mmrywﬂcconmtuwnbuhinmhq{mcomﬁmmmw

246
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6M Lesksge

{(But there s many « slip between the cup and the Iip as the aaying

Thrs sum fs not, in the first instance, being properly trans-
fc into actnal book-service. Tho reasons for this are many
The minksters, who have to carry out the intentlon of the Planning
Commislon, had had no chance to have enfoyed, scen, or even
heard of a good library scrvico in their eardier years, which fell
in the Brithh period. They are thercfore, unabls to judge tho
eoposals pot up before them by the burcancrxcy In most cases,
4 tradition has developed that the fmpl tion of Library scrvice

fow yeans.
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the anmual budset of & Ubrary is set apart for ataff-salary Thisls
world experience. We have yet to learn that purchass of books
docs not by itself amount to library service @n trangdormation
of the money fnverted in books Into baok-ervico to readers
costs money If this latter money 1 not provided, the former
money i1 only a waste and 1t even camses an illmion in the
mmds of lbrary authoriticayThis illmion leads to a fatal
complacence. As stated at the g of this section, half the
budget has to be sct apart to meet the cost of transf

— this has to be done by the staff — inclnding the processing of
books through clawification, cataloguing, etc, reference service,
circulation, and maintenance. Let us lay bare the full impliction
of this distribution of the budget. The second half of the budset
will have again to be distributed on cott of books and periodicals,
and on cost of rent, lighting, postage, stanonery and other contin-
gehicies,

647 Book Bodget 4
The following statement about the dlstribution of the lbrary
fund in the USA, should be known to our library authomtles.
The 1543 Post Wor wandards for publie lbraries set tho fignre
for the collectlon at 25 per cent.

The 1948 Natlonal plan for public lbrary service wuggested 20
pex cent for books, periodicaly, and binding as a general norm,
although noting that it might be “desirable” in large cities 0
spend only 17 S per cent for thess Items.

“Publlc library service In 1956 suggested abomt one-8fth of
the total for the collection, “for fbrarles with support at & munk
mam level " {72

648 The Mol
The moral 15 that afl tawns, villages, and hamlets {n & distrikt
in Tndla, other than citles with a minimum of 100 000 population,
should combine themuctves lnto & singlo 1ibrary unit. The proceeds
of their Library taxes should be poofed fnto a single library fund. The
State grant shonld bo put only into this pooled fupd. Al impersonsl
activities — soch a3 book purchase, processing, and mal
—should be done only by the District Central Library Servics
alone should be decentralired. Books should be taken out from the

250




NEED POR CENTRALIZATION 648

Dutrict Central Library in a librachine —a motor van fitted as
an open sccess library on wheeh — and distributed periodically
to the branch Iibraries In towns and directly to the people In tho
e end s,



CHAPTER 65
VILLAGE LIBRARY SCENE

651 Amowncersent

Here i1 a typlcal village library scene. 1 am looking forward to
its becoming common in the next fow years. It it 9 A 1 on Monday
The villago sergeant moves from street to street. The beatmg of
his drum draws the children, the women-folk, and the old from
out of their hames. He announces the fortalght s call of the Travell-
ing Library at the village centre at 2 » 3. Thero i a stir in the
streets. People dart out ffom one home to another They exchange
notes on their book-necds. The sergeants drum is heard from
amidst the fields, Itisneariug 2y M. Ths Village Library Committee
bas asembled The village headmaster its mecretary draws 2
the Hst for the books to be brought by the Travelling Library i
i3 pext visit.

652 Litcuchine Arrives

Tho motor-horn is heard from a distsnce villaper after villager
drops in wath his llbrary books there it a throng of peopls In
front of the village temple, The motor-van pulisup, The Traveliing
Library puts up the maps and charts from the rafters of the front
Ball of the temple. Tho gramophons s turmed on. The chikirea
chirp with Joy as they seo the cinems projector moved into the
andicnee-hall of the temple. The book-shelves of the motor-van
ar¢ thrown open. An {mmne counter s hmprovised and the hesd-
master takes charge of it. The people fall in quous snd besin
browsing amidst the books displayed inside the van. Tho travelling
Ubrarian has a busy tims interpreting the book to some, sclecting
books for others, and poting down the wants of still others.

An open-accen Ubrary on wheeh |

633 Libeachine Leaves
1t i nearing sunset. The travelling Hbrarian returns after finksh-
ing fus round of visits to the homes. He addresses the public, A
discassion follows. This discloses to him the current trend of the
villagers interests. Ho promises to bring saltable reading ruaterizh

252
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lnh:l:n:xltrlplohdplhcminpmpukuzfaﬂhdrlmmldnmn.
mmd—ﬁhnhnn.'l'hmbinmmmﬁnnrormahm
The fllm 1hows “good night™ Thers i another rush to the book
leutnthzﬂn.Whhforﬂhw,ghtmomvelﬂn;anrhnhad
tlready reafingited the books 1 anticipation of the demand Induced
by tho cloema show  The engio of the motor van begins to throftls,
Tbmh:cordh]:mhupof;mﬂnp'l‘hevmmom-ny
Tho hands wave, The villagers go homs books in hand. There it g
buko[nﬁmimmmekfmmﬂmhﬂtlnﬂmﬂy
24 stand abtorbed fn discrsrion. They glance through each others
;’Wh-mwuinﬂmvﬂhphummlumdm;fuﬂm



CHAFPTER 6§
TRANSPORT OF BOOKS

661 Service Putat
At seenin Chapter 66 & amall tationary independant librarytna

Central Library T‘Imaﬂxforpaiodkdtrmspgnofboobw
tons.

In due course, nﬁbnrybuﬂdiugmbepntupinmtm
There izcxnhave-pczmmtcouccﬁon of reforence books asd

663 Finst Phaso of T
In the firt phase of public libeary development, finance will
Testict the mode of of books. We may have to follow
the cxnmple of Swedem[73) Boogy thould be exchanged with
Mlhﬁoﬁshbﬂmmb&plﬁmﬂﬂchuhﬂcb\um

Pl



TRANIPORT OF RODKS 665

Ethboxorquny:ouulnlbomsoboohl{mbwhwﬂl
make the weight too much for convenlent handling of the box or
the bag. The box must be made extra strong to stand wear and
tar It should have straps to make lifting easy It should aho
Exve & holder for address card. The bag must be mads of thiek
Grvas. Perhape ft will be good to hawe it lined with corrngated
packbng-card-board, in order to mmbmize the Impact on books.
Is fap whould have & holder for addrets card. Exchango with
b’m"brlrhneedmtbeeqmﬂyncqm}'{m more
books will kave to go into each comignment of & branch library
[tmay therefore be an advantage to hiro s vehicdo for transpost oa
@b ocraton. It is totally uneconamical to frrvest capitsl on 2
}‘Wlﬂitpendmmonpﬂ:ol.mln-pc’wcr and other recurring
Homt. Thus will be far more costly than hiring tmasport 10 the
calier yean, In tho first phase, the stafl of the Dhstrict Central
have to visit each scrvice station by bus. In his
At visit, he must fix some willing local person to take chargs of
the boxes of books as and when they come, disiributo the books
imong the villagers, collect them after uae, and retum then in
o0 course. Tho staff should ko visit exch servico station for

relation and promotion of the acceptance of the book

In the ultimate phase, tho hibvackins can bo vied ko for
tho exchange of books with tho branches.
665 Roate of Libcackine
The fixing of tho routs of the Hbrachine will depend on local
conditlona, If the District Central Library is contrally placed, the
255



665 LIBRARY MANUAL

route may be radial Each day tho librachine may visit & fow
mknmﬁan:ly{ngmmeorlmlnlmdhlumwdmw
mmmmmmmmmmwdmmmwmmtu
maks the routo & continuing one “The librsching may contizoouty
benuthﬁe{dmhtmﬁwdlplnmnwcck.ltmvaxfﬂ
service stations each day ltmycomnbackonthodnhdﬂ
Theformoonohhnﬁmdxyohhpmkmaybclpcmmmw
quaxttncullwdngthcboohfordlﬂn‘buﬁonduﬂn(mm
mmmmofmmaymymum:mmhmﬂm
dnchamn,ltheboobbmuﬁnbechmmanchhomybcﬂ
waced on the seventh day of the week. Tts travellmg staff will bave
it as thelr woekly holidey Ttwmmaybecom\:{nnﬂone{mm
ywo methods of covernge of the distriet.



CHAPTER 67
CONTROL OF CIRCULATION

671 Ultimate Respomsitillty
The records and statistics of circulation should bo matntained by
dﬁDﬁtk(CC‘ﬂtnlL{bnry It should devise a suitebls method
foc the callection of tho primary statistics gettmg formed at the
service stations and the branches. It should watch the retwms

672 Flrst Phase
Hn tho first phase of transport desaribed {n section 663, the follaw
Ing rontine may bo found uscful, T found it working satisfactordly
In Sweden tn 1948, With each box, go thres coples of the list of
the books sentSat. Ono comos back immediately &3 recdpt. The

cxrd of cach book sent out i filed, as in ordimary Josn, n &
carped tray by doe dates and call numbers. This mochanlees the
Iocation of the books sent out and forms tho bass for classified
siatisticy.

Each book Is provided with two book-tickets. When it goes out,
It curries with it a second book-card, which the servico statlon
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673 Ultiomate Ihave

Ju the ultimate phase with the libmchine, the making of the
lists will be unnecestary Bug two book tickets for each book will
prove sufficient to control clrculation Ono will bo charged at the
headquarters against the particular Librachine, The other will go
out with the book. It will be used by the counter of the libraching
!oriu&argingmddhchngmgmhﬁus,ckﬁcdmudmwﬂl
‘be redoced to 2 mimmum

674 Local Advivory Cowmittees

1t is desirable that the District Central Library gets the madnmm
cmmmmmcwpnblhofwhbnmhmmkﬂ
sation, It should not develop & bureancratio atiitude and deckl
ex cathedra from the headquarters. It should estabfish
a Branch Library Commuttes in each town 1t should aho establish
2 Yillage Library Commuttes in each servioo station These comr
mattees should be encourtged to mobilize their local needs in respect
of readmg materials and other pointy in ibrary service. Tho visiting
Mﬁnthwﬂnmlhtxwmmlﬁmp«iodkﬂyﬁ&'m
kead to progressive improvement In the scceptance of library

service, 10 focal coop and in the mechankes of lath

58



CHAPTER 68
SEPARATION OF CITY AND RURAL SERVICE

681 Separation

ity library service and rural Iibrary servico should not be mixed
©p) Each by viablo by itsell Thers should no doubt be cooperation
among them, In inter-library losn and in permanent exchange of
books, as between any two Hbrary scrvice units in an integrated
natlonal libeary system. {But, to put a city library scrvico and a
mnlllbnryurvicointhuhmd.:c{oua-uthmtyhnothn]pful.'
A city has greater capacity of library mic than the rural dustrict
For there is more busmess activity in u clty leading to a hugher
lewel of income. There Is more coherence in a clty population.
CThs hungor for books b greater In clties than in villages) There
B ala & perceptiblo difference i the reading interests of city folk
and rural folk. Booka of common {nterest will have to bo doplicated
hmym@thumnororupeﬂmthatthnmluﬂm,
mod:ofmrvic:,puhlﬂtymﬁhnd’.bookn{cﬁion.mdmy
belidings end fittings have to bo different for cities snd rural areas)
City and Rural Library Systems are 100 heterogeoeons to bo looked
after with efficiency by a singlo Looal Library Anthority A city
Ibrary system will develop moro eesily by itsclf than when It is
ted to a rural library systeo. Their combination under the Madras
Act Infests both with the fenlts of each.

632 No Yaloe In Merging
hmybethauahttbﬂoomhhﬂnsthtrwomhunrdnrm

259
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onlhcpanofthcmpcrﬂnrynaﬁ.Tohnv:thenmampen‘hoﬂ
staff to Jook after several clties in 2 district will prove futlle. Aoy
attempt 10 save overhead charges by having the same supervuory
mﬁ‘fwdtyuﬂbcmdmrdmhcwmbcbudcwnmyhthe
Jong run. Perhaps there will be a real saving in the fanitorial stafl
by merpog the two ¥inds of central library baildinge But the
saving will be too emall to for the dt

Secondly 1bhs saving can be emsured even if thero are two different
Local Library Authoritics. This can be done by having the aty
and the roral central {ibrary bufldings fn the tame compound &nd
peoviding a common fanitorisl steff At Uppsala in Swoden, I
had an opportunity to study the adyantages and disadvantages of
combming clty and rural Ybrary services. 1 saw something elmilar
in soms of the cities of Switzerland aho. The staff corroborated
the above findings. Indeed, [ found that for all practicsl parposes
the two wings of the central library were functioning merey &8
co-tenants hving in the same bullding. Al the disadvantages of
co-tenancy also were evident.

633 Madras Experiment
(Under the Madras Publio Libraries Act of 1948, s singic Local
Library Authotity is provided for tho cities as well as the runal

i

The following reason for this change was recetred by B¢
on 18 October 1948 “Our diffczity has been that we have ot
been abte to levy any coxs In rural arcas and If they are keft otts
the effect will bo that We have library committees only for tbo
cities and leave out rural sreay which, yon will agrec i not the
proper thurg to do What the Goveramant b now proposiag B

singie Local Libeary Authority

260
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634 Thoslom
The morger prescribed by the Madras Act was pot, in reality
due to any considerations of ad: in ical working or
in overall economy It was duo only to a catch in the sdminkstration
of pubbo finance. It was based on the

1 Library rate In a clty or a town can be mads a surchargs on
Froperty tax

2 No convenient basic tax could be found In villages and hamlets
an which Librery rate could bo made s surchargs and therefors,

3 Tho libracy servico of viltages and hamiets should be maiatain-
«d virtnally at the cost of the cities and the towns.

No doabt the Act provides for & Statc grant equal to the procesds
of the library rate, Our tax-patiern makes this supplament a peces-
sity In fect, it should bo three times the peoceeds of the Hbrary
Tato in the tex pattern now provailing. This was first brought out
01933 [75] To claim that, by a grant equal to the proceeds of the
hhf!nmlnnrbanmnlonc.thnpmnmm!ﬁmdumn
hbeary service of villges and hamlots is wrong.

635 Remmlt of the Experiment
Ono revult of the Madras axperiment is that a city should have
an independent library system. A city has a good rating capscily
It }s closely knit. It is capabls of independent provsice of many
local services, such a3 water supply sanitation, maintenanco
of streets, U:hdng.-ndebmmuryednuﬂm-mymh
tooflllx‘-hnluulu:-vim.Itwil]m)(dcrnlopprupurlyllél-rlyﬁ
unless it f1 given independent chargs of it. Of comne, &
maintain not only a City Central Library but also brasch braries,
Wul’mpltthontnnl‘ouefufmﬁmpcnaminm
of the first 25,000 Thus, tn a city too tharo should be periodical
tmpart of books between the branches and the City Ceatral
Library This should be kept independent of tho book transpott
10 rural arcas,
685 An Appeal
An-ppuLthnd’mhmd:tntbuuLhﬂsumlnludhnot
mcupythh[hu:mhthnhbdeuhth{bm‘hlAﬂoflm
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They should think out these problems independently {Thov should
not blindly copy the Madras Act elther in this matter or in other
matters of orgeaization)
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CHAFPTER 71
INTRODUCTION

711 Cont 7 Sek of ClesHicatk
The (ollowing seven are the widsly known modern schemes of
clagsdfication

Yu’-{
!Cmrhﬁw ’M-ud.-:h- ’ ted
15 USA Motril Doway Deocieral DC
Casifimtion
11 UsA C A Cutter” Expentres EC
Camifoation
1596 Beighmm  PID (Intarrmtional  Universa! Declrml upc
Fodecation for Do-  Clessification
1904 13A Library of Coogrom  Cougrem Clead- Lc
fention
1906  GrBritaln J D Brown Salyect Clemifics- o4
temt
1933 Indie 8 R Rangaruthen Colog, Clemeificu fion [eo]
1935 URA HE Him Bibographic BC
Caificution
712 Emlostion

“Of all these™ it has been seid, *“two aro more ar kst obsolets
{Brown and Cutter), two ere modbund but might be revived by
blood tramsfuslon of new thinking (Dewey and UDC)” Tho same
301rco speaks of the Colon Classification as “the best of the pub-
Ished schemet, axemplifying the most original and the mot creative™
thinking in the ficdd™ [76] Having discumed the exsentlal qualities
of an efficient scheme of clasification, Palmer and Wells way *We
find that the oaly scheme prodoced 80 far which comes within
measurable distance of this ideal s the Colon Classification” [77].
The later chaptery of this part give extracts, suited to small pobiic
Ybearies, from CC ax well &3 DC. Therefors, & more detalled
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CHAFTER 71
INTRODUCTION

711  Cootemporary Schemes of Classiffeation
The following seven sre the widely kocwn modern schames of

Yewr of [
Sirst | Coumtry Contrao-
4 (D, l Nowss of onchor | Newws of scheme poot
b} osA Maivil Dewey Decirml! DC
Cluasification
151 USA  CA Cottar’ Expantive EC
1896  Befgham FID Decina! unc
Fedaration foc Do~ Cawmdficetion
1904 USA Libary of Coogress  Cougress Clasd- LC
1906  GrBritain J D Brown Sabyect Clesdfics- Lo
ton.
151 Inda 3 R Rangznathen Coion Clasification [ ]
133 UsA HE Kiw Bibhographlc BC
Clasaification
712 Evzlusatien

“Of all these” it has been sald, “two sre mare or Jess obsoleto
(Brown and Cutier), two are moriband bat might be revived by
blood tranafosion of now thinking (Dewey and UDC)” Tho same
source speaks of tho Coloa Clasufication as “the best of the pub-
lished schemes, exemphfying the most onginal and the most creative™
thinking in the field™ [76] Having discussed the eswential qualities
of an cfficient scheme of dassification, Palmer and Wels sy “"Wo
find that the only scheme prodoced so far which comes wathin
mensurablo distance of this ideal s the Colan Clasufioation™ (77]
Tho Later chapiors of this part give extracts, aufted to amall public
libraries from CC xx well a3 DC. Therefors, 1 mors detalled
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cvatuation of these two schemes s given befow  The relative sche-
dules in the later chapters can form the basls for compaison of
helpfulness of sequence.,

713 Colon Classifiestion

7131 Vaup Priicrrerrs
Accordmg 1o Bliss, “The system is constructed on valid peinciples
the ‘basic clamification is logical in most of ity divisions,
mﬂﬁ.clnd:m’k,lndlchohﬂylnludnbunﬂon [78). Itsbasisis
utterly different from that of the Decimal Classification It i
based on the M incipke. Hence its hospitality i virtoally
nn:ndin;.lndacd,lthnulfperpcmﬂngwbumofd.-nmam

7132 SYNTBITIC AND MNmuorac
According to Phillips, "l'he ob}um m,,ht through this synthetlc

method are mi of ding to the Indi-
viduaﬂzln;ol‘wcry book in lhelihm-y~l high mnemonic
value, hosp and bined with great brevity a3

to the ponted lchcdulc! the process of subdividing by topic
is normally simple, and figures wro used decimally but thero are
many dindons where a succession of charecterfstics s applied
in order” ().

7133 Proviso~ ror INDAN SUnICTs

CCu\mivm;lmiﬂmpe.W’thmnprdndbewthh.hF‘“
detailed schedoles for the ieal iviad
pom,mdphﬂmpmm:ynmxofmdn.nhu-dmphmﬂhod
of classifylng fiterature. In this method, the Dterature fn any
langoage of the world including those of Indla, can bo resdily
clarufied by a classifier This is typscal of the sutonomy given by
CC to the clasifier

Ti34 ProOVINON rom IMDIAN CLassicy
Indis {s sich in anclent classics. These classles are being contr
aooutly brought out in pew editions and tramslations, They are
ropalar Most of the public libraties In India scquire them. They
are much in demand. CC glves a fairly exhamstive schedulo of the
Yodian clascs tn Med:cine, Spiritual Experfence, Flne Arts, Literary

28
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Criticism, Linguntics, Religion, and Philosophy Tho achedule
was comtracted with the help of my frend Mahamahopadhysyn
Prafessor S Kuppuswamy Sastrd, an asthonty on Indian Classics.
According to Sayers, “It has an admirable schems for arranging
the Indfan Literatures, the fallest I know' [80] This schedule of
Indian clerics forms Part 3 of CC. It is In 136 pages. It is not,
therefore, practicable to reproduce that schedule in this small
book. The original book Itsclf mnst be nsed.

7135 Provomow rox DerrR CLASIIFICATION
It has now been discovered that a st of postulstes hed been
guiding tho building up of CC from the unconscions levels. They
have now been brought to the conscdom level This makes it
possible to fit CC to any lnvolved depth of classification needed
for the d servico of i readers. In other words,
the hospitality of CC is very Az a renult, without in any way

lelmedpmndhlh.d‘hnwnﬂnuaﬂunoflhemryurmofdnd

fiextion from ardinary books to articles in periodrcals i an advan-
tago to resders) This belpful result has not been achieved by smy
other acheme. On accofnt of this, there I often talk abont the
oeed for special schemes of classification for special subjects for
Jesroed readers. But this capadty of CC is wed by romo Lbrarians,
in =0 hrresponsible way without actnal experience in clanificatron,
to maks a glib sthtement ke, "Oh ! CC is quits learncd, I grant:
It can b used for documentation, it is obvious. Bmubtoooum-\
plicated for uso In pubbo or school Hbrarks™ This erroneous
impression fs dre to the lgmorancs of the quits dmple clem
numbers given by CC for subjects which are unnlly represonted
by the books in a public itrery Thesc subjects are of a gencral

kind and not of a specialized nature.

7136 Seoxr Crass NUMBER
h'haCCnnmbcnmmlon}ydmp‘o-looﬂnx.butmlbo
comfortably short for books normally found in public Hbreres)
Heso again, by emply Jooking st the mumbers arising In the
dopth clamification needed in documentattor work, people without
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expnimmnkothcmapcnﬂbhmtemmnhnCCnnmbe:h
long. The correct way of deciding the relative kength of different
systems of class numbers is the statistica) way To purroe this
way ope thould take a random sample of & largs number of in
drvidushzing class numbers of the same subjects, got by different
schemes. Thelr averags lengths should be compared. A compara-
trve statatical study of CC and DC clars numbers in this manper
has been done. According to the results of this study on an
wcngc,lCCnnmberhuomdlmhnhmlDCnmhdﬁﬂ.

7137 MASATH! AND HINDY VERSTONS
A Manthi verdon of CC has been brought out by R § Parkh!
[82]. This must be of ute to Maharashtra librarians not knowing
Engluh. A Hindl verdon of extracts has also beon published (23]
As a result of the current Indian repsscence versons In the other
mmodern Indian languages may be beought out in doe coure.

714 Derdom) Qandfication

T141 IMADAPTABILITY

According to Bliss, “The Decimal Classification s disqualified
both iructorally and functionally Tt does not embody the nxtural,
scientific, logical and educational orders, It fails to apply comsi-
tently the fundamental principles of classification Tt i frefficient
in claanfylng the modern Literature for specific toples Nox I8
its yogue among libearians and oven among sclentists and businos-
mupﬁﬂydpﬂﬂunnwfmthefmmnlhuuwﬂdm
elto readily available, It i3 an ant] inadaptatilo product

Andmnhhnmrybeyondmtmdm MW
{og to Schofield, owing to lack of adaptation to changed condl
mwhauzorwmhvmhmmkmwumhw"”\
Mhoovllgm.htbanockmddmudafmnhnmvm
me

+7142 Poos Hotrrraury
DC can give & class mamber to Agriculture of Rice Plant lﬂd
it can aho givo a class pumber to Mannring in
it cannot pive & class number for Manuring of Rico Plant. SIn.’dllﬂ!
thero f3 & DC Number for 1be Medicine of the Bono system 04

28
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there it alto o DC number for Tuberculosls but there is no DC

there i po DC number for Carricnlum for Flemoatary Education.
On the other hand, CC can fornish a number for all theso combi-
nationt and ¢ven for more complicated combunations such as
Time for Applying Cow Dung Manure to Rice Plant m Monsoon
Areas of India.

7143 No Provistn rom INDiaN Somects

DC Is far too Amexican In its schodules. (Jt has no satisfactary
hedales for tho il vk 1

redigfons, mnd phifosophical systems of Indw. It has no devico
at all to bring a clawio and fts family of books together) Dowey
read In the Five lows of lbrary sclemce (1931) sbout CC being
designed. Theroupon, he wroéo to me saying that DC was poor
in Indian subjects and that ho would welooms pur eollaboratfon
in removing this defect in DC. unfortunately he died

before the CC came out in primt — shottly after he wrote
1o me,
715 Recommcndation ./

TCC is a later invention than DC. DC has all honour for fts
ph Ip in making popular But it hes alo the
handcaps of & pioncer It has bean outmoded. Its etrocture iy
bused on & constricted foundation Irs pofation s no
mrEdnic. Its outgrdWa by the merch of
Ynowkdge. Having 2ll snch patural dafects in the plonter

Croates {ts own clasy number in the schemo [86] The British
I moptrdﬂni.“FlcctAnilP\

(o Group bas

(the technique of OC) must bo the bags of &

able t0 meet requirements™ [87-8] Oa grounds, CC 1s reciin-
méned TaF adoption.Tn Indian ifbrariss, there should be the
lddiﬁmalmd.uymmurmbdngo”ndm
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716 Clasifying

7161 Cram Nuowere
U'thlmNmnberufnbookhnmmhﬂono(thonmo{iﬂ
apecific Jubject Into the artificial languag
w&dmmw-m«w@)

Examples
cc Subfect ne
3 Agricuttare [
n Herticultare 63
16 Floricalture 635
J169 Bulb plants 635944
Ji6912 Tulip 63593114
169122 Manure for tulip ’

1691223 Application of manure to tolip
J16312.2.3.245 Application of manute to tulip in Nepal

71618 Uttimate Class
The Ultimate Clase of & book is the claxs of tho ymafiest exten-
sion, admitted by the scheme of clasification into which it can
bo placed.

7162 Boox Nmmca
The purpote of Book Number iy to indrvidunfize the differeat
books having tho same ulimate class. In CC the book mumber
unnmuﬁonormcmmormun-pedncdramaonhﬁ
book into an artficral language of ordinal mumbers specified and
ciaborated by ruies. In DC, it may be mado of the first threo
Jetiers of the mame of the anthor v/

717 Call Number
Call number = Class pumber + Book Number + Indication
of eny ebsormal pecullarity of & book such as belng & peanphict o

I
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an ovenizod tome etc, if any A doublo spaco should separsto
tho clast number and the book nomber

Exomples
cc Book bC
Ji6 N5® Sarada (b). Floricuhtnre. 1959 (in 635 Sar

English, which is taken to be the
Favoured language of the Iib-

ary)

JI6 152N (If the book & 1n Hindl) 615 Sar

J16 e3N39 (If the book s an alphabetical Hst 635 Sar
in Engtish)

316 152c5NS9 (I tho book Is an aiphabetical Tt 635 Sar
in

J16 N5 (If the first of the above books is & 635 Har
pemphiot)

Tho inability of DC to provide distinguishing call numbers
for the fivo diffarent kinds of books on florkcnlture can bo essily
cen.

The Book Number s written below the Cham Number on
the spine of the book and on the beck of the title-pags of the book,

Exwmpla:

Jig Jie 118 a3
N® 1N cIN® Bar

J 718 Classifylng

Classifying Is constructing the Class Number and the Book

Number of a book, teording to the Classlfication Schemo wed.

If the book s abuarmal, in any way that too shonld be indicated.

Clanificationist designs 2 scheme of classification. Classifior usos the
scheme and clastifies books.
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716 LIBRARY MANUAL
716 Clasdlying

7161 Ciam Nuneer
{The Class Number of & book is & translation of the name of Its
specific subjpct into the artificial tangnags of oedinal numbers
specified and elaborated by a scheme of clasaficationy

Examples
cc Subject DC
J Agriculture [x]
n Horticulture 6
e bl lazs e
1169 Bulb plants
Jiev12 Tualip 635.93114
J1es122 Manure for tullp

169223 Application of manure to tolip
J16912.23.245  Application of manure to tullp in Nepel

71611 Ulttmats Class

The Ultimate Class of & book 15 the class of tho emallest exten-
6101, sdmitted by the scheme of classificanon into which It can
be placed.

7162 Boox NuMerx
The parpotc of Book Number ls to Individualize the differcat
books having the same ultmate class. In CC the book number
is a trenshation of the names of cortain specified features of the
book imto an artificdal language of ordinal numbers specified and
elaborated by rules. In DC, it may be made of the first threo
ketters of the name of the author v*

717 Call Number
Csll oumber = Class number 4 Baok Number - indxcation
of any almormal pecuflarity of a book such as being a pamphict of

7
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CHAPTER 73

SCHEDULES OF COMMON ISOLATES

731  Anterforizing Common Isolates

cc t Irolater 1 DC
0

a Bibliography

c Concordance

d Table

3 Formula

f Atlas

k Cyclopeedia 2 03

m Petiodical 04 if organ of
a body md
otherwue, 05

n Serial 06

P Conference proceedingy

v History

» Biography

x Works (Collection ot Selection) 09

yl Programme of imstroction

n Syllabus

¥3 Synopms

>4 Scope

7 Case stody

B Digest

7311 MrANING Or COMMON ISOLATE

The sgmficance of the term  Common Isolate™ Is that it can
b:lddtdtolnymbjcc!.ﬂrfwﬂmdn;mphﬂlnsmtclﬂl

significance.
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cC Subject with Common Isolate bcC

ik Cyclopaedia of agnenltare 6303

T4k Cyclopeedia of plant disease 63203
Ji6k Cyclopacdia of flonculture 635.03
J16512% Cyclopeedia of tulip 635.9311403

J169124k Cyclopacdia of diseases of tullp

1169124 5k Cyclopardia of peevention of dis-
cases of tollp

- 7312 SIGNIFICANCE OF “ANTERIORIZING™

The dgnificance of the term “Anteriorring Isolate” 1 that the
subyct formed by attaching it to a host subjoct comes easTler than
tie host subject.

1 Jk Cyclopsedia of agriculturo (comes eariiar than)
J A
2 Lm Perdodical in medicano (comes carfier than)
L Medicino
3 Tv History of oducation (comes cariier than)
T Edoeation.

In DC, all common Isolates are oaly posteriorizing.
7313 FACEZTS Mz ANTERIORDONG CONMON ISGLATES

Somo of the anteriorring common lsolstes may have to be
divﬁcdnmhubythulddmcﬂofl;oomphh]numbu’nﬂ/or

é
!
:
i
§
1
!
g

calied Geographical Devics (=GD) Adding & Chronological
umber Iy called Chronologsal Device(=CD). Tho followrng s
th% table of faccts for anteriorizing common isolates.
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Common Isolate Facet by (GD) Facet by (CD)
k Geographical arca of Epoch of ongin worked
purview out to the minfmom

m Penodical Country of origin, or
country of sponsoring
body If organ of a

body
n Serial Geographical area of
purview
p Conferonce do
(peniodical)
p Conference do
(isolated)
v Hhtory do

w Blography
(collective)

w Biography
(single)

x Works
(colkective)

x Works
(slogie)

number of digits neo-
enary for {ndividua
liration

do

do
do
Year of the conference

Latest effectrve epoch
covered

Latest effective decade
among the years of
birth of the buwogre

phees
Year of birth of the

Latest effective decade
among the years of
birth of the authocs
incloded
Year of birth of the
author

Note Latest effective decade s a decads whose decade namber
eodiwith Lor3 or$ or7 or9 as exphained In seetlon 7364
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313

Examples

¢ Categary DC

kL Encyclopsedia Bnttankn (which 03
has a slant to Grent Britaln and
which was started In 1768)

k3N Encyclopacdia Amencans (started 03
in 1503)

A73,N3 Columbua Encyclopacdis (started a3
by Columtia Univenity USA,
m 1935)

Am2N Transactions, Bose Rescarch In- 504
stitute (started in Indla in 1917)

Am2,N1 Journal, Indian Inatitute of Science 504
(started in Indla in 1918)

Am2 N3 Corrent ssence (started in Indla 508
in 1937)

Am2 N34 Proceedmgs, sc A, Indlan Aca 504
demy of Sclences (started in
193

Am3M Transactions, Cambeidge Philoto- 504
phical Socsety (started n 1818)

Am3M6 Natore (started in Great Britaln 505
in 1869)

ByLF5 History of Indisn mathemancs up 510954

_ _ 101150

By2ZN3 ~ THistory of Indlan mathematca op ~ 510.954
to 1930°s

BrE4L2 Blography of Newton 9251

BwMss Biography of Rxmanujan 9251

Note

1 DC mixes up all cyclopaadias on & subpect alphabetic

ally whatever bo tho couatry of slant. But CC individushres exch
cydopcdil—thath,natwcytl.op-cdluhawmsnmcc
mumber As a result, the cyclopscdias in a subject get scparated

217
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out by tho countrles of tlant and thoss with glant to the same
country gtt frranged by their years of origin.

2 DC sepanates ont Independent periodicals from thoss spon-
sored by o kearned body or an fnstitution. But CC does not do so
3 DC mixes up all peniodicals in & subject alphabetically what
ever be the country or year of origin or langnage  But CC lndividu~
alizes each periodical — that {3, Do two periodicals have the same
CC number As a reslt, the periodicals in a subject get scparated
out and grouped by countnes of orlgin  and those of the same
country get armanged by their yeans of origin

4 DC cannot mdicato the period up to which the history of a
sobject s brought. But CC indicates 1t. As 2 result, the histores
of a subject pet arranged by ponods.

5\DC cannot sepamats out the hlographies of different persons
in a subject. But CC individualizes tho bographies of each person
— that I3, the blographics of vo two persons have the same CC
mumber A3 & retult, the blographies of dufferent persons in the
name subject get arranged by the years of birth of the blographees!

732 Asterlorizieg Cemmon Isolates Applicable only
after Space Fucet

cc Isolate DC

r Administration report
] Statistics (if periodical)

Eromples
1 OC number for adminntistion eport on Indlan sducation b
T2r and not T2
2 CC momber for the periodical of ladien mwdical gatistics stared b
1502
LN and wit La2N
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733 Anteroriring Conmmta Isolate Applieable anty
after Thme Fucet /

cc Lwolate 2o

* Statistios (if stray)

t Commission report

“ Survey

[~} Plan

17 Ideal

v Sources of history

s Literature

% Toadition

v? Archeeclogy eto

w Archives

Examples

CC ] Category | bC

TA2Z Nt Roport of the Indian University
Commission of 1917

T4.2ZN4¢ Report of the Indisn Unfvenity
Commission of 1948

T43N? Report of the Brtish Univectity

Commistion of 1908

734 Posterioridng ParsomaBty Comsmon Iselsic

cC 1 Personality Isokte t bc
a4 Institoton

s Investigating institution

n Ctacrvational

3 Exporimenting

J4 () Discossional

e
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[eoy Persomalliy Irolate be
17 Yogic (Asrama)

g Learned imutution

1 Edocational institution

73 Lower

" Higher (To be divided asin T)

¥ Profession

Note 1 A comma Is to precede a posterionzing personality co
mon polate

2Tok \ ion, the Bsolate numbes
mbc(oﬂawbdtwcaﬂvdybyneommn,tbenmbcru{fnmm
and the Roat letter of the name of ity locslity 1f & second loca
has sach an institution, the frst two letters (both in capitals)
its nane are to be added. And so on

Exumiples
TETT Tasilnaion B
B9.12,3G Royal Qbservatory (Greenwich)
D,41,28 Engincering College (Bombay)
D.141,2BA E College {(Banglore)
D141 IBAR BEnpicermag Collepe (Bavods)
E,3,2P Nationa! Chemics! Labaratory

(Poone)

735 Posterioriziag Emergy Common Isolates

cC | Energy Lrolate i DC
a Investigation
n Observation

£ Experiment

z Critxeran

Note A colon is to peecede an energy common isolgte.
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Examnples
cc Subject DC
25IN3.g Criticsm of Colon Qlassification
B9 f2 Oberrvation of stars
Cf3 Practical phyncs
Cs6 f3 Practical cloctrcity
Olsr Critcusm of Sanskrit lterature
TIS3 f2 Observation of elementary school

teschmg

736 Tiee Isolstes

cq Time Lsokare | cc Time Isolate
A Beforo 9999 BC L 1700 to 1799 AD
Al Eozox M 1800 to 1899 AD
A2  Palasozoic N 1900 to 1999 AD
A3 Meomic P 2000 to 2099 AD
A4 Cainozako Q 2100 to 2199 AD
AS  Quartenary R 2200 to 2299 AD
B 9999 to 1000 BC S 230010 2399 AD
C 99t 1BC T 2400 to 2499 AD
D 1to99%% AD U 2500 to 2599 AD
E 1000 to 1099 AD vV 2600 to 2699 AD
F 1100 to 1199 AD W 2700 to 2799 AD
G 120010 1299 AD X 2800 to 7899 AD
H  1300to0 1399 AD YA 2500 to 2999 AD
1 1400 to 1499 AD

I 1500 to 1599 AD

K 1600 to 1699 AD

Note DC has no schedule of time isolates for gencral use as
common holates,
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7361 Uss or Tom Isotates
Tioe forms & posieriorzing common isofate. 1t has to be added
at the ead of e enbject for all historical accounts and local der-
aiptions of it Sometimes an isolste is formed, or sharpened —
that is, subdrvided — by the sdditlon of time Lsolate. This s called
Chrotological Device (CD)

Erempler

1 Tndivk tion of cyck and periodicals (ser motion 7313 for
axemploe),

2 Raprosantation of & Wograpbes (sev soction 73131

3 Reprosexstation of an authot bn the maln cles Liteeature (see sectioa 740}

7362 CorareocTion oF Todg IsotaTas rox

Mobers Pericd
1 For a decads add the decadn digt after the century digit.
2 For a year add the yesr digit after the decads digit.

Examgles
MO = |80y Ml - 100 NS = 1950y
M3 - 1905 MIg - 1818 N - 139

7363 CowsraucTion or Tom IsOLATE FOR
MiptarvAL Prewo
1 For a century add the centnry digit afler the millenniom
digh B
2 For & decade, sdd the decade digit after the contury digit.
3 For a year add tho year digst after the decade digt.

Exemples

Dé - 6059 Dl - 510
DD . 60 D619 = 619
D01 w 61

7364 Last Errecrive DecaDe
Tho mwmber of a Last Effective Decade will end with § when the
Natural Decado Namber ends with 0 or 1 with 3 when the natural
decade number ends with 2 o1 3 with § when the natural decads
mumber ends with 4 or 5 with 7 when the natural decade sumbet

w2
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ends with 6 or 7 and with 9 when the paturel decade nomber
ends with 8 or 9

73641 Explanation

Experienco has shown that grovpng by futervals for about one
geoaration I3 more helpful and also sufficient in the mmangement
of books an shetves. It alo makes tho work of the classfier lexs
arduout. This {s perhaps becsime @ geoacstion i & mors mataral
and gignificant unit in the progress of hamun thonght and practices
then a decsde which {3 only arbitrary and anthmetical. Generally
in history and Jocal deacription, the Last Effective Decado b to
be wpod.

737 Sypace Irolates, that is Geographical
Divisioma

R

1 Wodd

10 Empire to be divided by (GD)
(Tustrative)

152 Roman empire

156 British cmpire

16 Atlantio countries

161 Mediterrancsn countries

167 Baltlo covntrcs

17 Pucific comttrirics

19 By Zowe

i3 Bquatorial

192 Tropical

1923 South

1927 Northt

193 Sub-tropscal

195 Teuperate

157 Sub-arctic
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cc Area D
194 By Orfentation

198 East

15 Near Bast 956
15D Middle Bast 956
19E Far Eaat

19F South-East 959
19G South

9L South-West

1M West

19R North-West

198 North

19w North-East

19X Inndo

195y Ontnde

1A Near-Savereign Formation

To be divtded by (€D}

(Hhoprative)

IN League of Natons sren

IN4 Umited Nations area

IN42 The Commonweshth area

Divistan by (SD)

(Prustratie)

P English speaking countries

KQn Muasinm eountrics

WY 4y Under-developed conntrirs

2 Mother country (Indle) 54
s Southern Statea 548
21 Madras (Tamil Nadu) 5432
212 Keraja $48.3
13 Mysore (Karnataks) 437
26 Andhra Pradesh

23 Western States 544
B Bombay 419

184
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cc Area bCc
pall Moharashtra

236 Gujaret

37 Rajasthan M3
24 Nertk Westers States

241 Delhi 56
243 Punjab (Bast) 5455
245 Himachal Pradesh 5452
247 Jammu and Kashmir 546
25 Northern States 542
252 Uttar Pradesh 542.5
255 Madhys Pradeah 5433
17 Eastern States

m Ornsn 5413
273 Bihar 5412
215 Bengal (Wost) 5414
n Anam 516
28 Cestrally sdmixhtered arons

297 Himalaysn States

297 Bhutan 5419
873 Sikkim 5427
275 Nopal 5426
3 Favoured commtry (Great Britain)

31 England 42

2 Wales 429
3 Scottend 41

u Treland 415

4 Ashx 5

41 China 51

42 Japan 52

4 South-cast Asla L)
431 Indo-China 597
433 Thailand 593
435 Malxy States 35
436 Indonaata 991
438 Burma »1
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cc

4498
4407

a“UqQn
QR

44Q74
44Q75
4Qn
4s
451
4651
4658
457
4671
4572
47
4893
4
491
en
495
497
48
5t

k11

s8¢
sis
319
s5t7
516
515

493
43
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key)

cc Area ne
291 Siclly 458
s2n Malta 4582
Rz France 44
- Spain and Portugal

341 Spaln 46
M2 Portugal 469
35 Germany 43
5541 Saar Basin

5 Scandinavia 48
sn Sweden 485
s Denmsrk 459
m Norway 431
514 Iceland 491
575 Fintand 471
58 Rosha «7
»1 Turkey 496
»191 Cypeus 364
92 Balkan States 496
231 Austris 436
H32 Hungary 4391
554 Switzertand 404
95 Poland 438
596 Netherlands 492
5561 Belgiom 493
562 Hofland 52
571 Lithoanta

Fige) Latvin 474
5975 Esthonja 474
6 Afrien 6
63 Unlon of South Africa 63
671 Egypt 62
682 Abyminia 6
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cc Area be

., Amesics 7

7 North America 7

7191 Greenland 98

7 Camada it

[ United States 73

74 Moo 2

7414 Yucatan 26

75 Central America 8

791 Sonth America 8

7 West Indies 739 13

8 Axstralis 54

937 New Zealand 993
Ovcerns 9

95 Indian Ocean

9% Atantic Ocean 997

97 Pacific Ocran 92

983 Antarctic Ocean

987 Artie Ocenn 98

Note 1 For more detatleg diviswons, schedui~ 4 of CC should
be used

2 Oncatation divisions and subpect divisions of any geographicat

area cxn be got op the soalogy of the respective divisions of |
World™

3 There are no appropriste DC nombers for certsin grographical
divissons

3N Ust oF Seacw Isocass

sharpened — that by, subdivded — by the additton of spacs olste.
This 13 calied Geogrs pheeat Device {GD). pese

288
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j—

1 Individmi ‘ and perk s (Sae scotion 7313)
2Thﬂrlfl:ﬂlnthum1nd.l"'VW(Snlxﬂm1lV)
3 The finst facot bn tho main clase “Z Law™ (Sev section 12)

7372 PIYscORAPHICAL IsoLATes

oc ] “Physagraphical lsowtte [ oC
1 Land

121 Desert

124 Foreat

131 Coastland

133 Cape

137 Delta

14 Tsland

16 Valloy

2 Mountain

3 Clity (Town, Village)
535 Inland sea

5 Lake

6 River

Note, l’ﬂ::uhnapmvuhmmDCfurphydomphbalmhta,
2.In CC the jsalate number of & physio,
b:lddcdtuthnhmwholamofﬂnhﬂmmumiuh.
3 A dot should separato the host isolate mumber and the phyzio-
graphreal isolate nomber
4 A particolar physlographical entity may be got by alphabetical
device, a3 shown in some of the following cxampies

Examples
cC i Physiogrophteal Faarmre T b
1121 Indian deserts
2121R Rajputana dosert

216G Gangex
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cc Language J oc
36 Kui

k1 Brahul

39 Toda etc

41 Chineso 951
42 Jupanese 956
433 Siamese 991
435 Malay 992.21
438 Burmese 958
9IMET Esperanta 089.2

T381 Usea or LANGUAGE IsaraTos
Languoge I3 o common isolate. It forms tho first facet In the
main classes O Literature™ and “P Linguistics In cach of these
caser ft 15 a personality facet. Langunge forms a facet in book
numbers also

Examples
1 See section 740

2 Seo sectlon 74P
3 Sco section 717 and also chapter 77

92



CHAPTER 74
SCHEDULE OF SELECT CLASS NUMBERS
This chapter gives a schedule of Class Numbers for booka Iikely

to bo fonnd In a small public library These Class Numbers aro
ready-made anes for the comvenlencs of mse by a semi-professional.

cC J Subfect bC
742 Library Sclencs
2 Libeary science w@
21 Book slection 025.21
22 Organi;tion o3
2.51 Classification 0254
2:55 Cataloguing @253
26 Clrcalation work ms6
217 Reference servico az2s5.52
28 Adminhtration 025
297 Documentation
213 Natfonal central library 0275
215 Stato central library
n Public Library 0274
271 Raoral fibrary 027 4223
m City library 027 4222
2 Hbeary
232 Secondary school ibrary w27 8223
33 Collegs library w77
234 University libeary 0277
261 Chiidren & Ubrary 027 625
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cc Subject DC
74B  BMiathematks

B Miathematies 51

Bod from special points of view

BOSD for Engincers

BOOMY3 for Recreation

BoObX for Economists

BObXE for Actuaries

Bl11 Elementary arithmetio 511

E21 Flementary algebra 512

p:va Theocy of equation 5122

B2y Statisties

B2RROS from spocial points of view

B20AT for Agriculturists

B80S for Prychologists

B2BOST for Educationtsts

BZE06X for Economists

B2BOSXS for Actuaries

B3 Anmlysls

B32 Calkeohn 517

B121 Differential 5172

BI2S Totegral 517.3

BS Trigonometry s14

BS2 Plane 5148

BS Geometry

B6.S Descriptive 518

B62 Plane 5131

Bs2 Conxcs 516

B622.2 Amlytical conley 516

BO22'6 Geometrical conlcs 51322

B43 Sofid geometry 5133

B? Mechantes 531

B71 Sold 531

B7i 1 Dynamcs 5313

B3 Statics 5312

294
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cc Subject V/d
 _ -
B7S Liquid 473
B75.2 Hydrodynamies -y
B753 Hydrosaticy
BT3.2 Acrodynamics l/’
B9 Artrosomy (74
B9 1 Chronotogy #
B9 17 2
B9 18 En ot
B9:6 Astrophysics ’
B9 8 Cormotony ::]
B934 Nautical Pl
1 Earth : .
BS2 Mooa ,
593 Sim sei
B9 FPlanct iz
B9SI Metear 754
B9S2 Comet e
B9 Star Q@
‘nE
74C Pl
c Plpic
C154B1) Mensuration <
c Practical physics iy
[o) Properties of matter $¥ 4
[ee])] Sofid
o313 Crystal
25 Liquid
C254 Surface tenuon
e G s
C28 76 Yacuum 3]
(o<} Sownd
a7 Accomtics £
c4 Heat foland
Ci7 Thermodynamicy 53 3
507 ’



D411
D314
D416
D428
D438

D521
D512
D513
D515
D523
D525

High way

Bridpe
Harbour

Acrodrome
Transport (Vehice)
Motor

Railway camage

Sub-rsanoe

53584
535
53584
535.844
537.538
535842

5312
53154
5375
538

53013
530 11
530.12
53012
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cc Subject bC
DSIS Asroplano 629 1334
Ds8 Spece vehicls
D6 Meckanlcal Engincering
D§6 Machinery
De7 General machinery
D63 Machine ool 6219
DEXD2 1) Excawting machinery 624 156
D6-H(D8S) Pumping " 62164
“D69(M14)  Printing " 681 62
DS S(MT) TextDe - 67740085
DEH(MC42)  Refrigerating 621.5
D6-HMI38) Flourmg " 52192
D6:XMII8I)  Rice hwsking
D62 Principies of mechanisen €Ls
D&3s Hydraulic Engineering 6212
D6351 ‘Waterwheel 62121
DE35S ‘Water turbine 62124
D6 Pooumatic Engineering 621.5
D681 Wind mill 621 45
D63ss Turblne
D63s7 Compressed air 621 42
D64 Heat sugine
D64t Steam engine 62111
D4s Steam turbine @21 165
D646 Interpal combustion englne 621 43
D646S Ofl eogino 621434
D6466 Dicyel engine 621 436
D6467 Gas engino 621 434
D468 Hot alr ongino 62441
DES Flectroules 621.381
DS 4 Wireless 621.334

-
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cC Subject bC
D6543 Broadeastiog
D65 45 Television 621.388
DS 47 Telegraphy 621.3842
D65 48 Telephony 621.3845
DES T8 Servomechamsn
D66 Electrical engineering 613
D664 Alternating current 6213133
D66s Weak current 63138
DS 43 Telegraphy 621.382
D665 A8 Telephons 621,385
n? Noclear Engineerfag 621 43
D Sanitary Engineerfog 618
Dss Water supply 6281
D355 Punfication 628 16
D356 Dustnbution 628 14
D86 Sewags 6283
Dss Municipal refuse 6288
74E  Chemlstry
E Chemistry 54
E1 Genemal 54
E2 Physlaal Lo
E2R Solution 541.34
E23s Collord 541.345
E23 Thearmo-chemistry 54136
E25 Photochemistry 54135
E25 Ekectro~chemistry 541.37
EZ8 Steoro-chemistry 5416
Ea Analytical chemistry 53
E4 Synthens 546.45
ES Extraction 5472
ES Manjpalation
E1 Inorganic 546
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cc Subfect be
hovl Batlo oxide 5464
B Acid 54524
E4 Salt 54634
ES Orgeaic 507
Ef8 Carbolydrato 4778
E$892 Starch 547782
E68%4 Crilnloss 547782
E7 Aromatic compound 3476
ES Blossbstance 47
E92 Alkaloid 41712
E927 Protsin 54775
EM Fat 547438
E95 Pigmant 5472
E97 Vitamin 4774
E9&2 Enryme 347758
E986 Hormoos 547.1%4
VESG Blacherisiry 541192
74F  Tecimolegy
Fi82 Tron 6691
F191 Metallargy “©
F4416 Ename] 6662
Fs27 Cellalold 668.44
s3 Food 664
Fs4 Alcohol 6631
Fs47 Wine 6632
F548 Beor 6644
F53 Fael 661.6
Fss1 Coal 662.62
«F555 Petrolenm 665.5
Fs552 Petrol 6655
F5591 Matches 6625
99
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cc Subject bC
F$594 Explosive 662
Fs6 Drog 615.1
F573 Artlficial el
3 Dye 6672
F5895 Paint 6676
F594 Powson
F491 Candle 6551
F5496 Soap 668.12
74G  Blolegy
G 57
an Microscopy 578
G2 Morphology 5744
G3 Fhysiology 5741
G.33 Metabolum 57413
G.346 Fasting 613.24
G394 Fuatigoo t 612,816
G5 Ecology 5755
Q.56 Parasitlam 5743
G.58 Migration
G6 Gevetlcs 5751
G-61 Heredity 51511
G4 Hybridization 3151
G-66 Evofution 575
a 67 Reproduction 57416
G171 Ontogeny (Growth) 5756
al Life 772
o Cell (Cytology) 57487
Gl16 Gene 5763
o1 Tlsue (Histology) 7482
74H  Geslozy
H 55
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cc Subject bC
HXC) Geophysics
Ml Mineralogy 549
H18 Crystallography 548
HI1% Preclous stone 5538
H2 Petrology 552
H3 Structural geology 5518
H36 Mountain formation 55143
H4 Physiopraphy 5514
H«il Volaano sst.21
H4132 Esrthquake 5512
He Paleontology 36
m Economic geolegy 253
H7 15 Prospecting 6221
H7 155 Occurrence 553
H7 16 Genesls 35
741 Betsny
I Botany E ]
112 Flora, 5819
1122 Indian flora 581,954
113 Popolar description
1132 Indian pixnts
I18 List
jv2) Algae 5293
123 Fungi 589.23
1375 Mushroom 6358
132 Moss 5882

Flowering plants 583,584
Note Each of the classes 22 to IS may be divided 13 G2 to
G 7andI12to 118 Forexampk,

—
-

133 Physlology of funsi
74T Agricaltars s
3 Agrcaltare
It Sall 6314
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cc Subject Dc
K3 Physialogy 911
K.S Ecology 591.5
K 58 Migmtion $91.52
K73 Embryology 593
K1 Invertebrate 392
K6 Worm 5951
X7 Molluse 554
K36 Insect 59517
K9 Vertebrate 596
K92 Fish 597
K93 Ampbibian 5976
K94 598
K% Bird 5582
K97 Mamma)

599
Note Each of the classes K1 to K97 may be divided a1 bare K.
for ke, (K96 58 Bird migration)

74KB  Auimal Hesbandry

KZ Apims) Hoabendry 636
KZ 4 Veterinary science 636
Kz Dalry 637
Kz31n Milk 6371
KZ31 73 Butter 6372
Kz332 Fishery 6393
Kz35 Poultry 6365
RzZA42 Horse 636.1
Kz84 Pet Anlma) 636
Khzs41 Dog 6367
KZ542 Cat 6368
Kz611 Bee 638.1
Kz Silkworm 6382
T4L  Medicine
L Medicine 61

304
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cc Subject T DC
Lz Pharmocognacy
L13 Nursing Homo 32116
L4 Hospital 361 11
Li5 Sanstorfem 362.13
L2 Morphology 611
L3 Physiology 612
L4 Disczse 616
L41 Nursing 610.72
L42 Etioloxy 016
Ld43 Dizgnous 616.075
L 44 Pathology 616.07
L4535 Preventron 614 44
L:A4$ Treatment 615
L 4-6253 Treztment by X Ray 6168422
L 463 Treatment by drug 6157
L 46426 Fast cure 61585
L 4-65 Hydro-therapy 615.853
L 466 Antibody and serum therapy 615.37
L5&8 Asro-therapy 615835
L:4s7 Sargery 617
L 48 Dict regulation 615854
L4391 After care
L4497 First aid 614 88
L4z Infectious disexse 6169
L 421 Tuberoulosis 616995
L4 Virm discaso 61692
61691
L4537 Allergy 613.97
L 4725 Cancer 616.994
L473 Herom 617.559
L4737 Operation for hernis 617.559
305
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cc Subject ool
L 475 Abcen 6172

L 45 Burns 61711
L 451.97 First ud for burns 61711

Note Each specific disease may be further divided as “General
disease LA™ as iltusteated tmder Herma and Burns.

LS Pobiie health 614

L 51 Vital statistres kiv3
L.521 Habitation 613.5
L2 Anmal 6360894
L.523 Food 61431
L 54 Preventive measure 614 44
L:55 Public hygpens 6147
LT Persocal hyghess 613
L1 Rendence 613.5
Ls5T2 Recreation 6137
L5 Food 6132
L.s73 Stimutant 6138
L 578 Tollet 646.7
LT Clothing

L7 Skeep 6137
LS Phyrical fitness

L1 Regtonal organs

L1246 Obesity 616,398
Ln Throat

L183 Ear

L1834 Duseass of the enr 6178
181347 Sargery of the ear 617.8
1185 Eye

LI%5 4 Diseasz of the eye 6177
L192 Jomts

1192 415 Rheumatism 616 991
2 Digestive system
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cc Subjert ( be
1214 Tecth

L5 Intestines

125 4241 Typhoid 616.9272
L25 4251 Cholera 616.932
L25 4372 Hookworm disesss 616.9654
125 451 Constipation 61634
L25 452 Duarthoea 61634
1291 453 Jaundico 616365
129362 Diabetes 616.46

) ) Circnlatory system

herl Heart

1324 Disoase of heart 616.12
L35411 Ansemiz 616936
1354261 Malaria 6169362
L9 481 Elephantiaais 616.9652
L1396 4241 Plagms 616.9232
14 Respiratory syrtem

14 4241 Infloenzx 616.203
14 4242 ‘Whooping cough 616.204
L41 Nose

L41 2241 Drphtheria 616.9313
144 415 Broochith 61623
144 453 Asthma 61623
145 421 Palmonary tuberculoals 616246
145 424 Pncumoniz 616.241
L62 4261 Kals-armr

L6 Doctiess glomdy

162.5261 Kalz-azar

L7 Nervous system

17.51 616 843
L7 52 Imomnix 616.849
L Bram

L72 453 Epilepey 616.853
L73 Spaal cord

LT3 4241 Titanus 616.9318
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cc Subject DC
L77 a1 Paralysiy 616.842
182 Booe

182 463 Ricket 616.95
L87 Skin

L1874 Skin disease 616.5
L9A Specialy

L9B Embryology

LsC Child medwcine 618.92
L9F Female medicine 618
1953 Obstetricy 618.2
1954 Gynaecology 618.1
L9H Tropical medicine

19X Industnal medicine

LA Systems

LB Ayurveda mediclne 61589
LBxl1 CHARARA Samhita

LB 4 7x2,1 SoruTA Samhita

LB-68r1 1 VAGKHATA Rascratna samuceya

1c Sidda medicine 615,89
LD Unam mediano 615.89
LL Homocopathy 615532
LM Naturopathy 615,535
Lz Pharmocogascy 615
L3 Pharmocoloxy 6151
LzZs Materia medica. 615.1
LZ8 Pharmacy 615.4

Note 1 Any clns from L1 to 187 can be divided as bare L it
divided from L 11 to L 491
Examples

1444153 Diuagnous of bronchith 61623075

2 Any of the systems LB to LM may be divided as L 1 to LSH.
The one cutra prescription is this, If any of the organ dividons
from 1 Regional organ™ 1o “87 Skin™ I3 10 be sdded, the organ
pombers 1 to 87 whichever it be is to be preceded by n comma
Similartty if any of the divstoms “9B Embtyology™ to "9X
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Industrial medicine™ #1 to be added, this number whichever it be i
to bo proceded by a comma,

Examples
LB,185 46 Ayurvedic treatmont for eyo dis-

ease 615.89
LBIF 4 Ayurvedic gynsecology 61589
LL,9C,44 453-63 Homoopathio drug remedy for asth-

ma in child 615532

3 Seo colon clamification Part 3 Chapter L for Indlan classics
in Medcine.
T4M  Useful Arts

cc Subfect e
M Uscful Arts [
M1 Book prodaction 655
MIi3 Paper making 676
Ml4 Printing 635
Ml Book {llmstration
Mis Binding 6157
M Homae scieacs 64
M33 Cooking 6415
M4 Smithy 682
M3 Carpeatry 694
M6 Glam industcy 666.1
M7 Textties 617
M7 1 Spinning 677 s
M72 Weaving 67702824
M71 Cotton 67121
M72 Wool 671.31
M73 Silk 6774
M3 Tailoring 627 1
MD2 Masonry 633
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cc Subfect DC

Ms5 Photography 77
M98 Packaging 658 7884
M7 Ropemaking 67171
MY1 Physleal tratning 796
MYt Callisthenicy 79641
MYI12 Heavy exereise T96 43
MY13 T96.4
MY2 Athletics 796
MY2121 Football 796.33
MY2131 Tennls 79634
MY2132 Badminton TH34
MY2141 Cricket 796358
MYZR Competitive sport 796 07
MY2$ Aquatic sport 797
MY251 Swimming 912
MY3 Indoar gama 793
MY31 Card play 7954
MY4 Juggiery ™5
MYS Animal rscing e
MY6 Hunting 7992
MY7 Scouting 360 43
MY974 Stamp collection 38322
A4 Spirkoal experience and mystichm
fay Spritoal expenence and mysticism 189.5
AW Breath control
A% Occultism 133
A 168 Spiritoatitm 1339
Ja @ ' Prophecy 1333
L 82 Physiognomy 138
L3817 Palmistry 136
A 8628 Phrenology 139
fagg 12} Astrology 1338

w
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Subject e

b3
e

gg%%%%é%aéé%ﬁz 2

BREEEACE

Omen 1333
Mugic and witcheraft 1334
Hindu yoga
Yopr upsnishads
Hatha
Jnana
Karmz
Bhakti
Rafa
Siddia
74N Fine Arts

Fine Arts 7
Architecttre n
‘Town planning TILA
Plastic art

K]
Teonography 73
Inlay art 74551
Embroidery 746
Graphic art 76
Engraving
Drawng 74
Painting 75
Munle 7
Wind tustremsent 86
Pipe ™9
Fluto 7885
Harmomum T86.94
Stringed Mstromest
Vina 787
Violin 771
Piano 7862
Percmion instrament T
Dram 7891

3im
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cc Subject T bC
NR;51 Vocal enntc T84
NR,2 Dramatic music ™
NR.93 Orchestral mutie 7851
NR44 Indlan masic
NR441 Carnatlc muske T8I 7548
NRA4S Hipdustanl mutse 817541
NBS Earopesn music
NS Dancs 7933
NT Theatre 192
NU Puppet play 791.53
NY Shadow play ™S
NW Cinoms 9143
NX Taikie ™91 43

Note Ses Colon Clanification Part 3 Chapter N for Indian
clasuet in Munc,

740 Litersture

Note' For definiteness, English 1s taken in the following scheduke
a3 the favourcd langoage of tho library
o Eagftsh teeature 82
0-1 English poetry 821
O- 1K08 John Milton 2147
O- 1K®B6 Paradise loat 821 47
O 1188 Alexander Pope 82153
O- IM03 Alfred Tennyson 82181
O- 1108 Elrzabeth Barret Browming B21.82
O-1M12 Robert Browming 82183
O 1M61 Ratandnnath Tagore 22151
O 1M841 Jobm Drinkwater 8191
O- 1M834 Erra Poymd £2.91
0.2 Engihth Druea 812
Q- 264 Willam Shakespears £12.33
Q- 2564 5 Tragedies of Shakespeare £22.33
0-2164,51 Hamict 833



SCHEDULE OF KELECT CLASS NUMBERS 740

cc Swhfect e
"
0-2J64,51 g  Crtiaam of Hamiet 82213
0-,2L31 Sheroldian 0265
O-2M57 Bernard Shaw 12291
0-ZM60 James Barrdo 82251
02005 Stephen Sponder 151
0-3 Foglih fictien o3
0-3L71 ‘Walter Scott 82373
0. 3M1 Wiltiar Makepeacs Thackeray 824.82
0-,3M12 Charies Dickens 8233
0-3M20 George Elhot 0389
0-3M40 Thomas Hurdy B23 89
0-3M64 Rodyard Kipling 82391
O-3N09 Stepbon Spender 82391
O-4 English exsays 24
o1s Semkrit Hierstwre 8912
o151 Sarmrit poetry 89121
015 1D&) Kalidam 89121
O15,1F6D Jayndeva 89121
o152 Sanskrit dramx 891.22
015,2D35 Bhasa 9.2
015,2D40 Katldaee 891.22
0152D42 Dinnaga 89122
015,2D60 Hanha nn
0152D70 Bhavabhutl 9L
0152D63 Mumn 831,22
015.2M97 Mahatmgasasted w1
o152 Hind| literatore »143
01521 Hindl poetry 891 43
~0152,1J32 Tald Das 29143

Note 1 The above aro only {llpstratlons of class numbers in

the main class “O Literaturs™

2 The Colon Namber for ayy work in literature can bo got

by the facet formals
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O [Language], [Form] [Author] (Work]

3 The langunge for the Ianguags facet i3 the language in which
the author — poct dramatist etc — wrote his work. The {solate
number in the Iangusge facet iy to be ot from the scheduke of
language isolates in section 738,

4 Tbe form number i to be got from the following schedule

1 Poctty 4 Litersture in the form of letters
2 Drama $ Prose
3 Fictlon 6 Campu

5 The author pumber — that i the isolate number in the author
facct —that is the number to denote the suthor of the poem,
drama fiction eic w3 the caze may be — Is to be got by the Chrono-
Jogica) Device 1o other words, the name of the author is rormally
represented by the year of his birth tramlated Into isolate number
in accordance with the schedule of time hwolates in section 736
The year of birth is emlly got from books in the history of litera
ture conctrned or from Who s who

51 However we do not have sufficlent heip to find the year of
birth of the authors 1n Indian Iterature. 1t is particularly o with
modern authory. This {s due to the absence of a good Ao 3 who
for living Jndian authory. Bot io all cases nt least the century of
birth of the suthor may be gocrsed. Then, the anthor number
10 such cases, may be made of the century digit folfowed by the first
letter of the name of the author If the namea of several nuthors
of the same century In the same form of literature fn the same
language begin with the same Jetter §n the case of the sccond
of them the second letter in the name may also be added in capital.
And 1o on For example

Example

cc l Subject bC

O313NS Scetharaman  Tamd novelist born
in the twentieth century

O31.3NSU  Subramanian another Tami! novelist
bomn in the twenticth centary

314



SCHEDULE OF SELECT CLASS NUMBERS 74P

cC Sudyoct bc

O31INSUN Sundezram a tbird Tem{l novelst
born In the twentieth century
O33NV Valdynaathen Tamil novelist born

O313NVE  Ventwtachalam  another Tamlil

6 The work number — that {3 the isolate number in the work
facet of a particular author — may be fixed scrially as 1 2,3
10 11 12 oo

7 The class numbers for anclent Tamil works are given in Chap-
ter O of Part 3 of Colon Classification.

71 The class numbers for soms Maratil authors are given in the
Drvibkinds-rargikarena by R S Parkhi.

72 The class numbeny for some Hindl authors are ghven In the
Gramthalaya prokriya by Ranganathan and Nagar

cc { Subfect nc
74P Limguistics

Note In what follows English Is taken a3 the favoured language.
P Linguistics 4
P Exylish ugalstics a2
P D O English bhoad
P.E Middle English 42
Py Modera 42
P Phonetics of modern English 421
PJ2 Morphology 4251
PJ3 Syntax - 4252
P Ik Dictionary a3

s
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cc Subject L DC
P18 Semkrit Fingaistics 4912
PIS.A Vedic grammar 4912
PISC Clasncal Sarskrit 4912
PISCx1 1 Paninl 4912
PISCx112  Pantansll 4912

Note 1 The clay numbers for the linpuinics of the other
languages are to be constructed on the above model, inserting
after P the mumber of the language concerned as found in the
Language Isolate Schedule glven In section 738

2 Class numbers for the clasrics in Indian linguistics is given
in Chapter P of Part 3 of Colon Classification.

cc Sublect J 20}
74Q Religion

Religion 2
Q1 Mythology 113
Q2 Scripture 182
QL Sayings
Qa6 Traditjoms 29183
Q3 Theology 2
Qi3 God 21
Qail Avaun
QAals Avasana
QM Ange) 251.215
Q.324 Devil 291216
Q.1 Founder of relipon

Q4 Religlons practices 217
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cc Subject DC

Q41 Pervonal

Q417 Namavali

Q41s Sacred formula

Q 4192 Ritpal 291.38

Q4198 Pilgrimags 2138

Q42 Sacrament

Q4 Holi day 29136

QA3 Pablic worship 1.3

Q44 Saerifice 20134

Q 495 Holy water

Q6 Religious institation 2165

Q7 Religlous sect formation

Q1 Hinduluz (Vedic) 4.1

Qral Samhta ’

QL. Brahmana

Q.2 Annyaka

Q124 Upanthad

QL4 Kalpa sutra

Qu Rig Vedic refigion

Q1 Altroym

Q2 Kavsatakin

Qli2:22 Sankhayana Brahmana

Qn Yajur Vedlc refigion

Q121 Bleok

Ql25 Talttidys

QI25.24 Ekagni-kands (Mantra-yramma)
(Mantra-pats)

Qlas2s Naraysns Upanishad

n?
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cc Subfect nC
Qi13.36 Swctaswatare Upanithad
Qi Madnyandina
QT2 Satapata Brahmana
Qi34 Brahad-aranyaks Upanishad
Qs Isavazys Upanithad
Q13 Samn Vedic relighon
Q131 Tandin
Q. Chandogya Brahmans
QN4 Chandogyx Upanlshad
Qi Talavakarn
Q32,24 Kena Upanuhad
Qs Atksrys Vedic religion
Ql4 22 Gopaz Brahmana
Q 4t Ssunakiys
Q4124 Pratea Upsnishad
Qa1 25 Manduka Upanishad
QI41 26 Mandukgn Upanishad

Q2 Hindalsm (past Vedic) 1945
Qi Sanrtalas
Q2 2ixl Purusha-syktom
Qux Smarta Puranss
Qi Brohma Purana
Qum Markandeys Purana
Q.13 Bhavishyn Poranz
Q2 2 Bhavishyottars Porana
Q21.2.4 Vamans Puranz
Qu.225 Brahmands Purana
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cc Subfect bc

Q21. 2251 Adhystma Remaynnz

Q.n5n Ramaz Gita

Q21.226 Yogavasishta Ramayana
(Joana Vasishta)

Q227 Ansnds Ramayans

Qz.228 Adbhuts Ramayana

Qu Vabimavism

Q2wxll MAHPATI Bhakta vijxyam

Qwxl12 ManrraTt Bhakta-Hlamrite

QR wx2 CHANDEADATTA Bhakts-mala

Q.2 Vaishmava Paranss

Qrn Padmas Purana

Qu.ntl Siva Gita

Qu.an2 Vishno Purana

Q. Bhagavate Purana

Q.24 Narada Purana

Qn2.2241 Narada Upe-Pumna

Q.25 Brahma Vaivarta Pumns

Qn.26 Varaha Purana

Qu.227 Garuda Puranx

Qu.21 Yhhnu-dharmottara

Q.28 Hari-vamsa Purang

Qa1 Kalkf Purana

Q22 Narasimba Porma

Q22.2293 Bhargava Purans

Q22 417x1 Nalayirs Prabanda
Q22 4173x1 Yhimu-shasranama

Q13 Salvaten
Q23wxl Sexxrzaar Perlys-pomanam
Q23 21xt Rudn

e
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cC Sichlect falsy
QB2 Camaks

Q22 Salvs Peranss
Q23221 Vayu Parana
Quan Agai Purana

QB 223 Linga Purana
Q13224 Ganesa Purane
Q.24 Ganess Gita
QU225 Matsys Purana
Q23236 Skands Purana
Q226 Suta Sambita
Q23.227 Kurma Pomna
Qu.22m Trwarx Gita
Q23.228 Saure Purana
Q321 Siva Purans

Q3 411 Tevaram

Q2 Agamic Salvaism
Q33 Kashmir Ssivaism
Q14 Yira Saivaimm

Qu Grzapstylsm

s Saktufsm

Q25x1 1 SANKARA Saundarya-taher)
Q182128 Srhnkmm

Q28 21x6 Durgesukiam
s Sakts Paranns
Q5221 Devi Bhagavata
Q5212 Brihd-dharma Purana
Qs Kalika Puranx
Q5225 Lalitopakhyans
Q25.2191 Devi-mahatimya
WS4IT3x1 Lalitsahasraaama
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cC Subfect DC
Qs Shanmolaiim

Qs Sagraiym

Q.2 Ssara Poranas

Q2. .272! Aditys Purana

QB Samba Purana

Q3 Jalalsm 2944
Qi Swetambeara

Q31.211 Anga

Q31212 Uperga

Q31213 Prakima

Qa1216 Molasutm

Q32 Diygpambar

o Budhiism 2043
Q4 Hinayana 294,31
Q412 Trpitakn 294.30082
Q42 Mahayana 20432
Qs Judatem 9
Qs 2
Q6.21 Bible n
Q622 Old Testament 1
Qs.23 New Testament s
Q1 Mobamamndariern 297
Qra1 Quran 29712

Note More detailed divisions of the differcat religlons will be

found fn the original Colon Classification.

kil



cc

RI
Rl
Ri2

R4
R4QZ
RS

e
R&1
R621

RE3L
R£35
R&41
Re45
Res
R63.0
R63271
R&331
*R&56

R6&
R68)

Re7

i

Brhmasutra
Bhagavad Gin

Advalts
Pratyabigna

Vhishin-sdraita

oe

16

161
162
¥

n
17

11es
st 4
181 44
181 43
181 41
18145

181 43

18148
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cc Sichfect bC
R6T2 Valshnava
R673 Salva-stddhanta
Ré8 Draita
Note R66 to R68 may be divided on the analogy of R65
R&y Other Indian systems
R691 Charvake philosophy
R Jatna phliosophy
R6%4 Baddhixtic

pldlesopy
Note A foll list of the Indlon systems of philosophy and of
the classacs In them 15 given in Chapter R of Part 3 of Colon Clasd
fication.

74S  Prychelogry
s Prychology 15
50 5T For teachenn
sa Sensation pLvd
531 Attention 152723
534 Work 158.7
834 Fatigoo 158.7
54 Coguition 153
543 Memory 154
S44 Rearoning 1536
8 47 Opindon 301 154
8:5 Emetien 157
816 Coastion 158
517 Persomnkity 137
sn2 Intelligence 151
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cc Subfect 2loy
R s UV SURS
573 Ability 137.38
574 Character 137
S73 Temperanent 13742
87 Intwtion 156
578 Peychic powers
s ™ Longevity
5793 Endurance
S ™ Immunity
S Drug habit 132.73
S8 Mets-pryehology 13
581 Sleep 1352
S.811 Dream 1353
S 813 Haflucination 134.52
S BIs Subconsclons 1538
8.851 Hyprotism 134
5852 Suggestion
Sasn Anto-suggestion 1346
st Cri 1367
2 Adolescent 1367354
35 Middls nge 13652
538 Old age 136.53
k] Voeatianal

(10 be divided by subgeet device)

Examples

SHUNR} Puychalogy of muskcians
S0 1) Prychology of pocts
S4Z) Peychology of lawyers
$51 Mate 13616
555 Female 13615
56 Abrsrmat

m
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cc Swlipct bC

s7 Raco 364
ss Soclal 3118
591 Animal 1513

Note Tha classes S1 to 59 may be subdivided in the same way
asbare S is subdivided.

1

Exomples
81 43 Memory of children
538.5 Emotion of ald peopls
85576 Intuition of women
86175 Temperament of geniny
865796 Drug habit of criminajs
SA Systems of paychology
M Experimental prychology 150.72
s Pryche-aoelraly 1L
SN Gestalt prychology 1501924
SNI Behaviourim 1501943
8N3 Flald

Prychalogy
Nots Clasacs SM to SN3 may be divided liks bare S provided
that & comma is to be put before the diguts for “oHld™ “adolesoent™
etc {n cuwe these dividons are called for

Examplesr

SM9S Prycho-analyxis of emotions
SM9,65 Prycho-analysls of cdminals
8M9 65 796 Prycho-analysis of the drug-habit

of cnmimaly
8NIL:3 Emotion according to bebaviourism
SN1,38:5 Emotion of old prople according

to behavioorrm

74T Eidocstiom

T Education 37
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cc Subject DC
T2 Curricalum 373
T3 “Teaching techniqus M3
T31 Avdio-visnal aidy 37133
T33 Medlum of instroction

T351 Direct method

T3 Tesching of mothet tongoe

T3PS Teaching of forelgn language

T3®D Teaching of clanical language

T-43 Stody methods na3
sT6 Physical edneation N
T 61 Medical impection N7
T7 Stodent 3 life 3718
TS

T8 Finance

Tl Pre-scoondary 32
T3 Nursery 372216
TS Elementary m
Ly Secondary 373
T3 Adualt 374

T4 Unrversity 378
T3S Female 376
TS Almormal

Ta2 Handlcapped s
T67 Deaf and dumb 371912
THXY31) Ruml kY BYE]

Note Each of the classes T1 to TH{Y31) be sabdrvided
like bare T i
Extmples
TIS.XPD) Teaching of classical lanyoage in

326
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cc

T2 (P5),391
31
T552
T9(Y31):8
TA

TLS

NI

TNIS

™2
+TN3

Subject bc

Direct method of teaching foreign
lapguage in secondary school

Andio-visnl method fn adalt
xhoo)

Currenlam for girf school

Management of rural school

Systes of Edsestion

Kindergarten 221

Montessard 37241

Project method N3G

Dalton plan 371394
Basio edueation

Note Clapses TA to TN3 may be subdivided tiks bare T pro-
Vided that a conuna is to bo put before the digits for “pre-secon
dary™ “nuning” cic in cass these dividons aro called for

TN12.3

™3
TN32

U
ul
«ULL

Uis
-2

U

uzs

U

Exanplts

‘Tesching technique in Marmtenori

sconodary schools
Adnlt edneation by Dalton plan
Curricohmm in basic schools

74U Geographry

Geography 91
Mathematxal geography 2.6
Cartography 1268
Scasons 5285
Pihrysical grograpky 14
Phystography 3514
Oceanography 35146
Motsorology 5518
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ccC Subjfect bC
U3 Blo-grography 5749
U4 Anthropo-geography 5729
U4s Population 312
47 Human geograply 91

us Political geography 7 91

ué Economlc geography 3309
Usil Trade routes

us Travel 91

Note Whenever warranted  after sny of the numbers U to
US a dot followed by any approprittc geographical number may
be added. If warranted, after the resulting number a dot followed
by the appropriate time lsolate number also may be added.,

Ul

u2
ualz
U221
unan
US2NSs

UB.6 M9

Examples

World geogtuphy
Indian geography 51
Geography of Kernla
Physical grogmphy of India
Meteorology of Assam 5518
Political geography of India

brought up to 1950°s 9154
Afncan travels tiil 1890's

In what follows class numbers in Indian History are grven,
taking India &s the mother country except in the first three.

cc Subfect bc
74V Hisory
YIN League of Natjons
YINA NS History of United Natlons
brought p to 1950°s ML

3B
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cc Swbject _Ir .ne

VIN4B.2ZN5  Constintjonal history of the
Commaawealth brought up to

19503
Y2y7TM69 Life of Mahatma Gandhl
V21F3 Political hhtory of India brought

up to 1230°s 954
2115 do brought upto 1750 954
2 N5 do  brought up to 1950°s 954
2 1INS India 3 home policy brought up to

19508 934
2 19.N5 Indis & foreign policy  do 327.54
f22Ns Constitutional  history of India

brought up to 1950’ 34254
"2:5Ns Indiun civics brought up to 1950 323454
2.23.N3 Higtory of Indina legislature

brought up to 1930° kvt )
'224.NS History of India's political parties

brought up to 1930’s vaksd

L24MNL History of the
brought op to 1910 s

226 M9 Higtary of local govermment in

India brought op to 1590 5 352954
27 Indian archacology 9134
1T Indian mscriptions 4N
24 Indisn archives 8

‘ofe 1 Theabare fltustrates the way of constrocting class pumbers

history
2 The colon yumber for any sobjfect in history can be
o fecet formala,



4y LIBRARY MANUAL

VIGeography area] [Constitutlonal part] [Problem]. [Period)
cc Subject DC
Purther Examples

Y3 1939 Britush foreign polcy 1n the Elim,

bethan perfod
V5 T2.C1 Ancient Greek nscriptions 471
Y5B.1LNS Political history of Russia bronght

up to 1950%s M7
Y73231N5  The consitution of the

ture of USA in the 1950 34173
VIATL Mexican archacology 91372

T4W  Pulitieal Schencs

w Political Sclence k23
WogU Geopolitics
w9 Foreign relation 317
w2 Constitution 342
w3 Functions of state 32
w.s Clvics ky]
w9 Foreign relation 73
w2 Orpans of governmrent n
w2l Head of state
w.2 Exccutlve 33
w23 Leghiature 3283
w24 Party system kral
W6 Local body 352
w27 Jodicuary 35194
w2 Cisfl seevice 3511
W Monarchy e
W6 Limited monarchy 7
w6 Democracy 3218
Wwed Dictatorship 3216



SCHEDULE OF SELECT CLASS NUMBERS 74X

cc Swbfect W oC

W6d1 Commnmism 3216
w7 Utopla niw
Wwal State of revolution n1e
w7 State of passive resistance 32109
W95 World siate 2104

Note Each of the clamses W4 to W37 may bo subdivided as
bare W if warranted.

74X Ecomomtics

X Econoardes 3
XaN3 Economic history of India

brought up to 1930's
X2Ns do brought up to 1950 s
X211LNS Economic history of Tamil Nad

brought up to 1950
X319 Economic history of Great Britain

brought up to 1790
Xl Comsxrption INA4
X 16 Standard of living 33942
X 162.N8 Sundud of living in Indis io
X117 Fgonomhwnmnﬁon 139 49
X2 Production 338.01
X217 Economio resonrces 33949
X272.N5 Eoonomic resources of Indla in

1950°s
p &) Distribation (of wealth) 3¥wa
X31 National income 3393
X.312NS National income in India in 19505 3392
X32 Functioml distribution

s
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(5 Subfect frled
xan Rent
X315 Middleman s sharo
X3 Interest
X.328 Profit
Xns Wages
XM Soclalism 335
X4 T
X 446 Freight
X5 Warchausing £58.788
X5 Tendlng 31
+X.51 Marketing 558.8
X513 Advestising 655 1
X.517 Monopoly 33619
X253 Tkl 337
X 33t Protection 3373
X532 Free trade 3371
X5 Export duty 336.26
536 Trgport duty 336.26
X348 Export w6
X546 Emport 1925
X.355 Export control
X356 traport controf
X:57 Fotelgn exchange 5245
X 575 Balasee of trade 2
X 576 Balance of payment
X4 Floancieg an
X7 Valne

m



SCHEDULE OF SELECT CLASS NUMPERS X

cc Subject bC
XT3 Supply ind demand (Latwezfatre)  330.1
X1 Business cycle 33854
X 742 Depresslon s
X 746 Recovery 33184
X175 Planoed economy 3389
X716 Price 313
X3 Management €3
XL Lay-out 65854
X 9M Work-stody

X.29M1 Motion-study 658542
X 89M4 Fatigne-stody 65844
X:89P Prodaction cogineermg 6585
X:89Q8 Quality control 658.562
X:E9V Stares 658.78
XAF Accoonts 657
X326 Book-keeping €572
X3H ¢ Accountancy 657
XA Andit 657.64
X2K Cost accounts 6574
XM Office-managemant 651
p.< Persoane] manrgecacnt (Laboer) 31
X953 Wago 3312
X:935 Tncentive plan 653314
X936 Profit-sharmg 658.324
X4 Safety-mesyuro 331813
X95 Employment aud servico 31
X958 Sectal security 3684
X:9585 Social benefit

X 95851 Unemployment benedlt 36844
X588 Socual tnsurance 3684
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cc Subject nc
x:97 Industrial relation 3311
X979D Strike 331892
X919W Lock-out 3318
X970 Trade-unlon 3188
X598 Manual labour 33176
X99N Inteliectonl workes 33171
X958 Child Iabour 33131
X9F Female tbaor 334
3 Comnrenication

X3 Post 3831
x5 Telegraph 34
X36 Telephone -

X4 Transport

X415 Raitway 288
Xs Coranerce

X6 Credit 333
X61 Money 3324
X621 Bank 3321
X7 Prblic Flmancs 336
X7 Badget 38172
X7 Tax 3362
X1 Indirect tax 336271
X73 Publk toxn 3363
x81 Insurance 368
xA) Industry 338
X1 Agneuitural cconomics 3381
XM Textile industry 33847677
X9B Cottags indostry 33863
X9B.HMT) Khaddar indusuy 338
™t Coopenation an

334



3CHEDULE OF SELECT CLAST NUMBERS 74X

Note 1 Each of the classes X3 to XHM7) can be subdivided
s the bare X, that s X 1 to X9F

2 XM can be subdivided as X {tsell provided that a comma
Is to be put before the diglts for “commmonikation” “transport,”
o in case these divistons arc called for

X415979D  Rallway sirike

XE(MT)97D  Trade unfonlsm fn textike industry
XSBA(M7).51 Marketiog kaddhar

XM

8)
XM.e7) 51 Cooperative agricultoral market
in

14
3 Whenever necded geographical and time [solatos may be
lddcdnﬂ:rmydnnnumbatuewmmh. This will bo ncctssary

in the caso of historical and tve of mice in
particular aresy,
Examples
XI9D2LNS Strikes in India brought up to
1950°s

X41559D.2.NS Railwmy stikes in Indm
brought up to 1950

XM 8(T).51.2.N5 Coopenative agricultural mar
keting m Tndia brought up to

19508

cc T Subject |_oc
74Y Sodalogy 01

Y Socrology
Y1 Civilimtion 2019
Y2 Anthropometry 573.6
Y. M4 Ceramomnial 3944
Y. M2 Inanguration 44
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cC Swbject e
Y 348(D3) Innvguration of a boilding 3944
Y4 Social Pathology 301.246
Y46 Social welfare work 360

Y 41 Intemperance 178

Y 42 Degeneration 301.246
Y 43 Dextitetion 301246
Y 44 Social enil 301245
Y 495 Displacement 36153
¥ FPopalation problem 0132
Y7 Pesomlity 201 18
Y18 Equipment

Y 81 Habitat

Y Utensil

Y 86 Ornament

Y8 Apparel 21
Y31 Rura} socioloxy 0135
Y552 Caue system 301 44
n 2
Y12 Primitive races T2
m Gypsy 37
YTXP) Aryan 572391
YTHP1S) Samloitie race 5T2.B912
Y7XQM Hindu

YIXQ5) Jewish

Y7THQT) Tstamic

Y7 Indian STL954
Y7 American 572973

Note 1 Each of the classes Y13 to Y773 can be snbdivided
1ike the bare Y whencever needed.
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Examples

Y738 22 Utenils of xypsies
Y73Q2).34 Hindu ceremontals
Y773 88 Apparel of Americans

2 Whenever needed  grographical and time lsolates may bo
added after & class number In sociology Theso will be peeded in

historical and descriptive sccounty.

Exampies
Y41 73.NS Intemperance In USA brooght up

to 1950°s
YS2NS Population peoblem of Indla in
1950°s
Y73Q1).34 63.NS Ceremonisls of the Hindus In
South Africa int 1950

cc Subject F2

TAZ Law
z Law 34
1 International Law 341
2 Indian Law
12 Indlen law of property
2211 Landed property 472
21,3 Landlord and tenant 4712
gj Indian lew of contract 3474

15 do partnership T4

3 o ift 3474
2,331 do  mortgge 3474
22,46 do  debtor and creditor 3474
24 o torts 347.5
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cc Subjert J DC
25 Indian law of crime 343 0954
nni Tndizm civll procedure M9
22,751 do  crimmal procedure M3
72,94 Indian law of evidence 347.94

Note 1 The class mumbers for the law of any other couatry
is got as for the Law of Indla, by replacing the digit 2 afler Z,
which denotes India by the digit denoting the country concerned
a3 it {3 found in schedule “737 Schedule of Space Isolates™

Exaompler
pak il English law of landed property M2
533 Freoch haw of contract 4T4
zns UBA law of crime M3

2 The class number for the law of a community other thaz &
naton c¢an be got as flustrated below

Exawples
2(QD Hindu law

ZQn2an 40 of landed property
zQn Mushm law

33



CHAPTER 75
PHASE. RELATION

751 Bixs Phase
A subject may be ecxpounded so as to sult the needs of a resder
primary interest In some other sobject. This may be dono
by selecting only the particular subclasses likely to be nceded by
him Or the exsmples mxy be taken from the subject of his primary
interest. For example piychology may be exp 4 to suit
soverally the specific needs of & doctor or a tescher or 8 criminal
lwyer Then, the first subject Is called the Primary Phase and
the second smbject fs called tho Blasing Phase.
752 Ixflwencieg Phase
‘When the influence of a subject on another subject is expounded
the latter is regarded as the primary phase. The former 13 called
the Inflnencing Phase. Geo-politics 33 & well-known example
showing the development of political factors as infloenced by

other
subjest thns formed of the refation between two subfects is called
& Two-Fhased Sobject.
754 Two-Fhased Clase Number
‘The claes number of & two-phased gubject a got by potting in
soccession
1 The dass romber of the pronary phase
2 The phase-connecting dight “0”
3 The digtt representing tho exact phascrelation  and
4 The class number of the sccond phase.
755 Schedule of Phase Refstions

cC | FPhase Relation T DC

« Genenal
b Biay or Point of View
139
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cc Phase Relation bc
c Comparlson

d Difference

e Infloencing

Examphs are given in the schedules 745 74T and 74W
)



CHAPTER 76

FACETS OF BOOK NUMBER

i
760 Seqoencs
A book number may have the following facets in succession

1 Language facet
2 Form facet

!
Of these cvery book is to have the year facet ay the minimum.
In fact most of the books in a lbrary will have only the year facet.

‘ 761 Language Facet
7610 FavourrD LANGUAGE
language of the Litcraturc™ is the linguago forming the medlem
for the literatnre — that s, the poetry the drama, ths fichon, efo.

7611 No Lancuace Facer

If x book Is in ths fa d of tho in the
main clags “O Lii ™ or m the d of the
Uibrary in the other clascs Do language facct is ncocsary in fs

book numberw.

7612 Now-Favousen LANGUAGE

Whmmhnmunduthomdjmnhmtthchmud
langoage of the literatre in the mam class “O Litcratnts” nor
in the favoured language of the library in the other classes the
Langiage facet is to be added in the book number Tho Lsolato in
ﬂkhnmnﬁmththehnmmumduthnmdinmof:muﬂon.
The language [solato number is to be got from the schedalo of
language lsolates given in section 738.

341
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7613 PrRIODICAL
Tn the case of a perodkeal the language number of the book
Tumber is to be omitted For examples see section 783,

7614 IncromaRy
In the case of linguistic dk ries the | facet of the
book number i3 to be the number of the languags in which meaning
is given if it is another language. For examples sce sectlon 783

762 Ferm Faeet
When the form of exposition of » book is prose — as normally
used — the form facet i3 not necessary in ity book number If it
is any other form the form facet is to be added tn the book number
Tbe schedule of form izolates is as follows

7621 Scionoiz of Ford sorATEr

CC|  Formof Expasition || CC | Form of Exposition

a5 Alphabetical n Opinfon

a6 Chronological pl Lecture

b Index Pl Thsloguc

b3 Alphabetical J ) Discussion

"z g’t ps Debate

¢ umerical PT  Sympotlum

€5 Alphabetical q  Code

d Data book v Practical

2 Pattern wl Verse

d3  Reclpe wl Drnm

f  Pxtan w3 Fiction

oy S
neme wl  Champu

/9333 Sound fitm x Quotation

J  Tamdy x4 Presscutilng

k Adaptation

Note DC has no sthednle for form lsolates of book number
The form mumber forms part of the class number Hsell

10



TACLTS OF POOK NUMBNER 765

763 Year Facet
Az stated in section 760 year facet {s compalsory In the book
number of every book The year Isolats number Is to be got from
the schedule of time [solates given in Chapter 36

764  Accemfon Facet

Fog the first book recetved m the libeary havmg the same Ianguage
#ad/or form and/for year isolate number fa fts book number acces-
sfon facet s not necessary fn {ts book number For any later book
of the kind stated added to the library acccasion facet iy to be
added to fts book number as shown here  For ths socoud book,
“I” s to be sdded a3 the scceasion jsolate number for the thind
boalk “2" {8 to be edded as the sccevaion fsalate number and 4o o

765 Voluwo Facet
¥ a book Is only In ono Yolume, volme facet is not necessary in
{ts book number For cach volume of & book in two or more
volumes volume facet Is to be added to its book number The
volume ftolate pumber f3 %17 2" efo reapectively in tho serial
soquence of the volumes. The volume fsalate number fs to bo
preceded by a dot



CHAFTER 77
POSTULATIONAL PROCEDURE FOR CLASSIFICATION

770 Introdoetion

DUuRING the lsst two years s postulations! approach is being
made to classification[39]. This method proves very helpful in
practical clasnfication as well as In teaching clasufication. Classi-
fication work hes to be done in three planes — idea, notatioma!
and verbal, There arc postulates 10 regelate the work in each
plape. In thus book a few of the postulates for the first two planes
aro given,

771 Postulates for Ides Plane

11 BuicCl.nua(BC}mthoxenumu:tcdumchinthethc
of classification followed.

12 Personality {P] Matter [M] Energy [E] Space [S] wd
Time [T] are the five and only five fundamental categones.

13 Ervery subject is made of a (BC) alonc or of & combination
of & (BC) and one or more manifestations of ope or more of the
five fundamental categones.

14 When [E] occurs more than once in a subject, they can be
asugned to round ! [E] or to round 2, (2E] ete.

141 When [P] occurs more than onco in a subject thoy can
be ausigned to round 1 [P or to round 2, [2P) etc.

142 When [M] occurs more than once in a subject they can be
assigned to roend 1 [M] o to round 2, [uM] ete.

15 When [P) occurs more than once io a roond they can be
asigned to different Ievels. We may denote them as follows

{P] = First round first kevel of (P}
{P2) = First round sceond tevel of [P)
[2P) = Second round first Level of [P

[2P2] = Serond round secoed level of [P

153 Simflarly for [M}
16 [S} and | P) can occur only in the last round.
161 [S) can occur in more than one level as {S), [S2). ete.

34
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162 [T] can occur In more than one level as [T] [T2], ete.

17 Within any round, the different Jevels of [P] ocour consecn
tively 5o also with the lovels of [M), [S] and [T] respectively

18 (Within may round the sequence of the groupe of the fonds-
mental categories iz as follows

[P] group [M] group [E] group [S] group [T) group
The above postulates are common for all schemes of clanifications,
For they belong to the idea plane.

772 Postulates for Notatiooal Plane
‘The postalates for the notational plne vary with the schemes
of clagsification. DC bas no postotates for the notational plane

CC has the following postulates.
21 The following s the schemo of connecting symbols
Fundanental category Connecting symbol

P]
[M]
B
[s]
m

22 There need not bs & comma beforo the first round ot level

ly following tho (BC)-
23 There peed not bo a comma before the sccond roond first
level personality fmmediately following the [E].
24 There necd ot be & comma before the third round frst
kevel personality tmmediately following the [2E1
And 50 on

773 Steps tn Postuintional Procedure
The following exxmpic {llustrates tho steps in the postulational
Procedure for

Notrt This fu the ththe of tho boak.
Step 1 Fall Thle .
“Treatment by settlement “In the™ aranys “in Dendaks “la
345
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the 1950 ¢ for Indians subjected to social pathology caused by
displacement, in socfology”™
Aster 1 10 step | all effipsts are fillod ap.  In particuler the name of the
roaln clan b added, i It It pot explicitly stated In the raw thtle, S0 sho with
time faotata,
2 Also, every compaslte wond It repleced by i fondamental comilhient
words. “Dandtkaranys b replaced by the “aacym In “Dandaka
3 The words #6 fnsorked aro pot within hrverted cocomas.

Step 2 Xernel Title
Treatment Scitlement Armanya Dandaka 1950 Indfan
Socual hology  Displ Saclol

Mot 1 1nstep 2, all tha amdllary words are ooiitted.
2 Oaly tho ketnel terms expreseing the rekevant facets of tho mbject are

rotxinad,
3 It looks Hs a akaleton or ielegmaphle varslon of the naow of the subject.

Step 3 Analysed Tlile
Treatment [2E]  Settlement [3P) Amnya [S2] Dandska
s 1950 (1] Indians (P]  Social pathology {E]  Dis-
placement [2P]  Soclology (BC).

Newr | “Sociology s the baske clew of the subject.
“Soclal

fint round eocTry and “Treatnent i made the second roond eoergy This
{5 by the Later-in-Thno Principle.

3 There are thrwe persomality twolates — Sctthement, Indlam and Rofgess,
Those must bo asegnod to thelr respoctive rounds.  Rounds end with enorgy

Procpk,
the List round, by postolate 16, Thus, “Dandaka 1 made the At kevel spece
tolats and Aranya = thade U second el space holate,

Hé
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5 19507 b tho only time bolate, Tt bs to come i the hest round by postotits
16 10d after gace bolate by postala 18,
& This s called Facot Azalysis

Step 4 Tramsformed Thie
Sociology (BC) Indians [P] Socal pathology [E] Displacement
%Tmtmmt [2E] Settlement [3P] Dandakm [S] Armya (52)
s [T}

Nete1 Tk ro-arrengement s guided by the roslts of the amiysls I sp 3
Step 5 Tithe In Standard Terms
Soclology (BC) Indians [P] Social pathology {E) Displace-
ment 2P} Treatment [2E) Reliel work [3P) Centre of India [S]
Forest (821 1950% [T].
Mot Tho hast four derrms bave beoa replaced by thalr respective equivaleats
found in the respectivo schedules of CC.
Step 6 Title In Facet Numbers
Y(BC) T44(F] 4[E] 95(2P) 6[2E] T[3F] 29¥[S] 24{52] NAT]
h”* 1 In shap 6, tin fecwt sorme are trunslatod bn the facet anmixn from
roapactive scbachlen,
2 W shoukd not nee *2” bt only 44 for Indin jo Geogmpbicat Device.
Step 7 Class Number
Y744 495-67.29Y.24.N5
Nosr | 10 viep 7 the facet symbole are removed end the commeoting symbok

2 Thiz iy calied Pacet
Step 8 Digit by Diglt Intsrpretation
Link Class Number | Interpretanon
1Y — Socology
2 Y7 = Race
3 Y4 = Aslan mce
4 Y744 = Indian
3 Y744 = (Transition to the next coergy
facet)
6 Y744 4 == Social pathology of Indlans
Y744 49 = (Transition to next octare)
3 Y744 495 = Dbsplaced Indian
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Link Clats Number Interpretation

9 Y744 495 == (Transition to the next energy
facet)

10 Y744 4956 w= Treatment of displaced Indisn

1 Y744 49587 w Rellef work for displsced Indian

11 Y744 495-67 w (Transitlon to tho pext space
facet)

13 Y744 495672 == Relref work for displaced Indizn,
within Indsa

14 Y744 4956129 = (Transition to orentation divi-
sion)

15 Y744 495 67.29Y = Relief work for displaced Indizn
In the central part of India

16 Y744-495 67.29Y = {Transitfon 10 the next space
facet)

17 Y744 495-67.29Y.2 = Relkef work for displaced Indian
In the land reglons of the
central part of India

18 Y744 495 67.29Y.24 = Relief work for dusplaced Induan
in the forest reglon of the
central part of India

19 Y744 495 67.29Y.24 = (Transition to the pext time

2 facet)

21

Y744 493 67.29Y.24 N = Relief work for displaced Indians
in the foreat reglon of the
central part of India in the
nigeteen hundreds

Y744495-67.29Y 24 NS = Reliel work for displaced Indisny
in the forest region of the
central part of India o the
1950's which Is equivalent 1o

scttlement
1959~

h}::rthhZ.‘,S.79 12, 14, 16, 18 and 19 are not Likely (o be sought

2 Tho abows cluin cun be med o constroct chrw Indot entries by chait
Procodute. (Seo Chapter §3.)

us



CHAFTER 78
ARRANGEMENT OF CALL NUMBERS

781 Arrangersent of Class Nombern
All class numbers are to be treated as purs decumal fractions —
that i3 s if there were u decimal point in front of tach clas mum-
ber Thus the place value of & digrt in & class number s a3 In &
&cdmlfmdlon.Am;:dbythdrnbwlumvnlua the digits
used fn cloxs mumbers fall {n the following ascendmg sequence.
(o —ab yx12 B9AB YZ)
The starter bracket given at the beginning has the least valoe
and the arrester bracket prven at the end has the largest valoe.

7811 ANTEOORITNG VALUE
Any mumber followed by a lower case letter precedes the original
boat number For cxample Bm precedes B L3S Ak precedes 185 4
SObTa precedes SOUT

782 Arramgement of Book Numbers
Call numbers with identically the same class nonmber part aro
10 be armanged by their book numberi. The book numbers with
Oaly year facots are to come first. They will bo armmged among
themaclves as if they wero cach a decimal fraction. Then will

the next section will demonstrate the armangement.
783 Exampe

cc Book
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cc Book
2,04 Untrersity
2442An NS1 CALEDAR  Annamalai University 1931
7,44.2Mn NSL CarewpAR Madras University 1951
21 Indology
22m PERIODICAL
2m2,L N39 JounuaL, Aslatic society of Bengal, 1939
72m2,N3B N45  New INDLAN antiquary 1945
B Mathematics
Bm Pemmotcar
Bm2,N N36 Journal of tha Indian mathematical socicty
1936
TreaTISE
B N3 Srintvasan (GA) (1894). General mathematics,
1938
B 3IN38 Tomil tramlation of the above 1938
BobD Foxr ENamerza
BobD Ns9 Srimvasan (GA) (18%4). Mathematics for engh
peery 1959
B6 Geometry
B62 N27 Srintvasan (GA) (1894) Plane peometry 1927
B52.23 N27 Snnivasan (GA) (1894) Analytical geometry
1927
B62+6 N77 Srintvasan (GA) (1899) Pure geometry 1927
B6.2 N27 Srimvasan (GA) (18%4) Conles 1927
B622.23 N27 Srinivasan (GA) (18%4) Analytical conkes 1927
B622 6 N27

39

Srinvasan (GA) (18%M) Geometrical conks
1927
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P J4k N26 Cassel s new English dictlonary 1926
P J4k 35N38 English Telogu dictionary 1938

P35, Mopmn TeLuGU

PA5J4k N23 Telugu-English dictionary 1923
PASJ4k 35N23  Telugu dictionary 1923

RB6 Indizn phitesophy
R65 VEDANTA

R65,6 N59 Bhagavad-Gita in English, 1959
RE5 6 15N Bhegavad-Gita In Sanskrit, 1959

st






CHAPTER 81
INTRODUCTION

810 Fumction of Catalogue
Note The cxamples of entrics In this part are numbered serdally
for convenlence of reference.
The function of a catalogne Is to provide to readers answers to
questions §3ch as the following

1 Is there & book in the Hbrary by such and such an anthor ?

11 What are alf the books In the library by him ? —

2Ist.h=mlb00kinthoubmyw'hhmshmdmnha0de—
that is nams?

3 I there & book in the library with such and soch a collabo-
rator— that is edhor trapslatar reviser compiler comment
ator eto?

31 anm-]]gﬂ_;boobtnthﬂﬁhnrywhhhlmumﬂlbomw1

4 It there 2 book In the library in soch and exch & pablisher’s

scres ?
41 WEat are all tho books In tho Hbrary in that publishers
?

wrigy

5 Is thero a book in the Library in such and such & subject T

31 What are all the books in the Hbrary on that subject wnd
on fts subdivizions and on subjects of which it is & subdivizion?

811  Amther Entry
A catalogoe has author entries to answer question I An Author
Entry has the namo of the suthor at }ts very beginning

Example
T RANGANATEAN (Shiyel Remamrits) (1852).
Ditwery muoal, Bd 2, .

8111 CotooLmATED AUTHOR ENTRY
A catalogoe has consolidated author entrdes to answer question
11 A Consolidated Author Entry has the namo of an anthor

ass

2N
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its beginning. It gives after it all the books of the author In the
library

Example

2 RanaaMaTRAN (Shiyal Ramnomrita) (1892)
Clamificd cataloguo code. Ed 4 255N N5
Colon chasificanon. Ed 6 23183 N&D
Fhvo s of Libeary scienos, Bd 2, 2N
Library manml, Ed 2. 2 N&D
Referencs senics £od bibilography TR0

812 Title Entry

A catalogue has title entries to answer question 2. A Titk Entry
has the titlo of the book at Its very begluning.

Example
3 Houany,
By Joows. Er1 N3 N8

813 Cellaborater Eniry
A catalogoe has collaboraior entnes to snswer guestion 3 A
Collaborator Entry has the name of the collaborator at its very
bepnning.
Example !
4 Cxooxs (Withass) (1831), ¥r and Ed.
Wagner Chomical techmology FNOA
814 Series Extry
A catalogoe has series entrics (o answer question 4 A Series
Entry has the name of tho pablisher’s series at its very beginnlng.
I3

8141 CoNsoLIDATED Serirs ENTRY
A catalogue has consolidated senes entries to question 41 A
Consolidated Series Entry s a serles entry giving in a serial o
quencs all the books of tha series availabic in the library

Example
§ Ranaaarian Semms v Loosaxy Saaoser.
| Kauls, B Library movemnent {a Indta. 22NS NS}
1 Ranproathon Clarifiod catelogne code. T 4 2ASN NS

3 Ranpiathan Library adminbtretion. Ed 2. IANY
EYrs
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815 Subject Eatry
A catalogne has subject entries to answer qoestion 5 A Subject
Entry has the name of & sobject at its very beginning.

8151 CorsoumATD Suarect Entay
A catzlogne has consolidated subject entries to soswer qoestion
51 A Consolidated Subject Entry iy a subject entry giving in
rough alphabetical seqoence all the books in the subfect available
in the library

Example

& Borany
Couker Text-bock of botany 2V INIO)-2

Sabosmr  Interoediats I N7
Warborg- Planmnwol. 1 B ITHINILL S

8152 SowecT AMALyTicAL ENTRY
If # subject is treated only In & part of a book, it is brought to
the noHice of Teaders by & Subject Analyticsl Eatry It too snswers
question 5 It specifies the pert, the chapler tho saction on the
pages of the book containing the subject.

/ Exomple
7 Rermepes Epvice,
Rangargtiun  Libeary mancl Part 3 N

8153 Carr Noweez ENTRY
The very beginning of an entry [n a catalogoe may have the call
number of & book instead of the name of {ts snbject. It too answers
question 5 It Is called Call Number Entry This is an alternanive

to-subject entry
Example \
2 2 N0
RANGAMATEAN (Shiyall Ramamriwm) (1852)
Libeary menoa] for Libory Anthorities, beariens, and hosotary hbrey
~Ed2,
‘sacien tn library sckomce,

Aty
133, 791
2¢7
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8154 Cxoy ReFesency BNTRY
1t & subject Is treated only fn 2 part of & book, it is brought 1o the
notks of readers by w Crots Reference Entry It too answen
question § It specifics the part, the clupter the section, or the
pages of the book, contsining the subject. The class number of
the subjct occurs at the very beginateg of such an entry This is
an alternative to sobject anatytical entry

Example

»27
Ses obo
R0

Rangroathin
LBsxcary pmremat, Part 3,

816 Types of Catalogme
There ars two fmportant types of catalogue. They are

1 Classified catalogoe and
2 Dictionary catalogue,

Théir emsential difference is in respert of subject entrles, In the

by the names of the subpects, Another differcoce b main entry
-~ that is the entry giving the largest amount of Informstion
about the book and forming the chief source of all the otber brief
edded entries. In the clasmified catalogne the call pumber entry
fs made the main entry In the dictionary catalogoe the author
entry 13 made the main entry

Examples
1 The entry & in section $153 is 1he main entry of this book for
clamfted eatalogue.
2 The following nn its main entry for dictionary catslogoe
358
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10 RANGAMATHAN (Shivah Ramarnrtta) (1892).

Libeary mearmal for Libeary Anthoritics, Bbeariany snd hanorery Dary

workers, Bd 2.

(Rangarathan series in bbrary sclence, 5).

(Madres Library Asmoclation, pubkcition sericy, 25) 22 N3%9

135,791 o
8161 See also Entries |\

A reader looking for books ©n & patticular subject looks up
the name of the subfect entrics. Usually hardly mmy reader is
shle to namo his precise subject. He generally mentions & sobject
of greater extension — that 18, & broad subjeot having his preciso
subject ag & subdividon, For exsmplke supposs the preciss subjoct
sought by a resder {3 “Drinking venicl In utc among gypsics”
The reader may say “I wish to have a book on Gypsies ” He
may even mentlon “Ethnology™ or stmply “Sociology® Some may
perhaps be a little more precise and mentlon “Eqmpment of gypsies”™
To belp readers in all such contingencles, the dictionary
should give direotlon from esch such broad subJest to his preciso
subject. Soch an entry i called & See also Entry In the particalsr
casc mentioned above the following See also cntrics may be

Excmples

Srs olw

Dwereo UTnes, Grmer
Sixch av e entries eoable the Sctionery catalogno to anewer qomedion
31 In an frvolved way

8162 Crass Inoex Entay -
In the cass of the Classiffied Catzlogno tho resder will not know
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the mumber elther of his precise subject ot of any of the ux broader
subjects mentioned 1 the entries of section 8161 He shoold there
foro bo helped by an entry o find the class mumber of each of the
subjects mentioned by him, Such an entry is called & Class Index
Entry The following class index entries wilt therefore be necessary
in the casc vader considermtion.

Examples
16 Socowoay sse'Y 19 Equmsary Gyresy sex YR,
17 Enewowoar see YV NU‘::_..GM oy YTIGAL
1t Gresy see YTII, Urerom.,  Grmey  we
YTII#-’;’:

Note For brevity “see™ i3 used as the directing element. The
fult directing element prescribed is “For books in this clasy and
fts yubclasses seo the Classificd Part of the catalogme under the
HClasa Nomber™

817 Recommendation

The Clastificd Catal is ded for adoption. Charles
Ammi Cutter the ploneer in catalogne wrote "ltistmnthntby
following op all the ref of a di >4 under

Theology fof exampic a man may constroct for himself a hat
of the 1heologicsl literatore in the litrary  but o do this regres
time and mental effort, and it is characteristic of the desultory
reader that be s averse to mental effort, What is wanted by him
and by the bory man when now and then ho has the same object,
is to find the trtles from wheeh he could select brought together
within the compass of & fcw pages” {80} AR this Implics that
Cotrer p d the ¢l logue because it anywens gues-
uo-nﬂmnbmunyth:nuwdnﬂbmrynmbmc But he coutd
nat edopt it in the 1870°¢, when he wrote this because there was
then o elaborate scheme of clausification with which boaks conld b
closely clamified and individunlized. Now such schemes of classi-
fication are available. Therefore the world trend 13 now towsrds
the clinfied canlopw The Bnibvh National Brotiography and
the Indian Nanonal Bibllography have adopied this type of cata
fogue. 1t o 00 lste 11 the day to go back to the dictionary cstz
logut or for any new library to adopt thot type of catslogue
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Weh:!nbocnto)dofthnfonballoﬁlumLThmnu :mh{ax
liko hibrarizns who persist In d. y
wtholfbnxhbdnzmw]yformcdhludh. They are to be prtied
their advice is not to be followed.

818 Catalogee Code

A catalogue 11 full of detalls, There are many shternative choices
pordble In respect of many of thete details. To catalogoe with
the aid of & badly drafted or patchy extalagar code wll soon maks
the camloguc & botch-potch, The only safeguard against this
1 to dopt & rigoronsty drafted catslogoe code, The only complets
and rigoroms code for clxmifled catalogue eaistmg todsy is the
Clasuified Catalogne Code. The other code In vogue {3 the ALA
code. It has no roles for subgeot entries. 1t hax ralea only for
acthor and utle entriey. Moreover 9 of its rules are faclty sod
37 rules are redundsnt [91). This bas now been realized by Mo
promoters It is therefore undergoing drasiic reviston. Further
it s not of much help in readering Indian pames, On the other
hand, the Clamificd Catalogue Codo givey useful Instractions on
thh subject. According to Sayers, 1t Js “by far the targest contri~
butjon on ths subject™ [92] Speaking sbout it, an Amencan
cataloguer sayy “Of particular interest  ere the scotions desling
with the strocture and rendering of personal names partionlarly
those of South and South East Asiz™ [93} Thos on grounds of
merit, the adoptlon of tire Classificd Catalogue Code is recotnmen-
ded. Its being of Indien origin fs a secondary reason for its
adoption




CHAPTER 821
STRUCTURE OF ENTRIES

820 Teminology
This chapter deals with the structure of an cotry in a card ac
cording to the Classified Catslogue Code The following terms
will be of wae in what follows

8201 Krins or EXTRIES
 Eatry Ultimate unit record in 8 catalogue
11 Specific Entry Entry mentioning a specific book.
12 Genersl Estry Entry not mentioning any specific book.
13 Comaelidated Entry Two of tmote entries consoldated fnto »
single entry
14 Number Entry Entry begoning with a call numder or @
class number
15 Word Entry Entry beginning with & word, or in rare cases,
with a symbol given in the aothor statement of & document as a
substitute for nams of author
16 Matn Entry Speafic entry giving maximum isformation
about the whole of the book catalogned. All the other entries -
specific or general - relading to the document are novmatly detlved
from the maln entry
17 Added Entry  Entry other than mals entry

8202 SrcrioN OF AN EnTay
2 Section of an Entry That which 11 prescribed to be » sepanate
paragraph in an entey in & cand catalogue.
21 Lesding Scctlon. Section 1 of sn ety
22 Headlng Section.
i Lending Section of & word catry
2 Section 2 of & calf number entry of & book or of » class
number entry of a periodical publication —i¢ of 8 main
Entry 1n 8 clarvified catalogue.
3 Section 3 of & see olso subject entry
4 Scction 3 of 3 croas reference Index entry
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23 Title Section, Section of & main entry giving tho title of the
document catalogoed along with the pames of collaboratars
and of editlon if any
232 Locws Secttom. Scction giving the Jocms In a crom reference
entry of & classified catalogoe

24 Nots Section. Sccthon of & main entry glving the name of
the senies, iU any to which the book belongs.

25 Accomiow Number Seetten. Last secton in s main entry
giving tho scosssion number of the book.

26 Traclsg Sectiom. Back of & main entry card, denotmg alf
the udded entries of the book.

27 Second Sectlen. Scrtion In 8 book index entry giviog the
specification of the concerned book(y).

271 Divecting Section. Section in an added entry directing atten-
thon to @ book or & class pumbet of an aliersative neme.

28 Index Namber Section.

I Scction o & book Index catry siving the call pumber of
the boak.

2 Sectlon in & class {ndex eotry giving the clam number of
the class.

$21 Mabs Extry
Call pumber entry Specific subject entry Sulfect enfry Speeific
emiry
1 Losskany YIS0 N
Soction
;s Botymidt (Gostay) (1904).
Tk difnk,  destriptres
Lection dﬂnnwvv—hvbylﬂmhmﬂmhm
Noer (ndom.
section Krbtoa Ayrer 13-
Accersien
et
Sevtion
£2(1 Crom REFERENCE ENTRY

Clays number cniry Subjecs amalyiical. Specific safjest extyy
Sutect entry Specific entry  Added entry

363



34

uu LIBRARY MANUAL

D Lendwg  YINMNS

section

Dhrecting See alry
acctian YIS W

Lacsrion Schydcht,
arction.

Bow gypsles drink fr by Gopata Pial, ed 2, p 250-30.
The clasy number in the leading scctlon representy “Histosy o
the stody of ethnology in the workd brooght up to 1950°s.

82 Asthor Entry
Speeific entry Added entry

uﬂm ScroanT (Gusay) (1950
‘How gypekos drink.
xcﬂn-
Dydex YIS NSY
m—ber
wetion

8221 TxAWSLATOR ENTRY
Collaboratory entry Specific entry Added entey

ﬂnnd-' Omum(ilrhm?md)(mn.u
Bcherkt  How

Y1325 NOY
fretion

Toun Seans
ll!d;ﬂ-a Fow gypdes &itnk 17 by Gopale Plef,
L)

YIRS NP

241 Epmiow or Sewrs Entay
Cron reference index entry  Genenal entry
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k1l

Referred Krmma Avvax (Kumbskonam) (1 Ed,
frow hagsdecy =
Directing Sre also

pertion
Referred INOAM AXTIROPOLOCAL Srmiry.

2 Aok xp

825 Claws Index Estry
Subject entry  General entry

2 Beadsy Danoamg Ve,
Dirwcring For books in this clum and Hs Aibciawes w0
pectiog the Clamified Part of this catalogoe under the
Chry Nomber
rex Y7428
Barndber
S The
826 Library Hand

Writing shoukd be in detached upright fmpersonal hand. This
Is called Librery Hand This Is pecessary becanse with each onc
writing in his own hand not conforming to this standard will make
the catalogos ugly For the catalogue cards will be wntten by
foccenive cataloguers. But all tho cards will be kept together
permamently

827 Styls of writing

Similarty it is pecessary to conform to one fixed standard in
respect af tpace between wonds rpl.mbetwccud.lnnumberlnd
book mumber formation of
end writing of numbers other than cafl number Toi‘u:l]mtcthn
the standard cetalogoe card Is 125 x 75 mm. 1t is ruted honizontally
0 take the writing. It has two vertical rules — the fist verncal
at o distance of 10 mm from the keft shorter edgo and the second
rortical at & further distance of 5 mm from the first. The following
tems aro to bogin at the vertical

1 Lesding section

2 Heading of every kind

3 Continuation lines of all scctions and
4 Acceson number scaton
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Any section, other than the index number section and those specl
fied for the first vertical {3 to be given at the sccond vertical. The
index number section {3 to be written in the line in which the title
scction or the senes section, as the case may be ends if thero is
sufficent spoace In Jt. 1t is 1o bepn as far to the right as ponible
In its line 0 a1 to end just near the end of that line

8271 CaPTALS ITALICY, AND NUMERALS

All the letters, cxcept those of a conjunction if any ln any heading
of any kind are to be in capiuls. The fint letter after a colon s
40 be ln capital. Otherwise the mual conventlon of pross s to
be followed. The titls portion {n any entry 1s to be written as if
1t were 2 sentence in prose — that u, po word In tho titls except
the first Is to be begun with a capital letter unless it is & proper noun.
A descriptive term such as Ed Tt Comm occutring in a heading,
15 to begin with & capital notwithstanding its following & comma.
The term s to be underlined. In print, it will be In italics, All
numbers other than clats number and book number are to be
wntten {n Indo-Arable numenals. Thoe following coliection sym-
bols may be used

1 Pamphlet Underline béok nomber

2 Over-sized book  Overline book number

3 Book of poor build  such a3 2 book with many plates. Under
line aed overline book number

4 Book to be kept in the reading room for ready reference
Add “R R” above the Class Number

5 Book to be kept temporarly in the topical collkectlon. Put
In the first vacant linc of its date-label the date fixed for its
release from the topscal sequence and encircls ft.

8272 PONCTUATION MARK
Punctuation marks are 1o be a3 {n ordinary prose, subject to the
{ Nowmg modifications

| A comma is 10 separate two consccutive blocks in the heading
Sce examples LI (o 15 in section 8161 19 to 21 in section 8162
17 in section 8332,

2 A comma 1 (o scparate & Descriptive Blement in a block In
366
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& headiog from what It separates. Sew examples 25 of sectlon
8221 and 27 of 8241

3 Circolar brackets are to eaclote exch lndividualiziog sccondary
chement in a block in  heading or thy headmg as a whoke
#3 the case may be. See cxamples 1 2 and 4 of section 811
5 of section 8141 8 of section 8153 10 of section 8156 22
of sectfon 821 24 of section 822 25 of sectlon 8221 and
27 of 8241

828 Arrangement of Eatries

8781 Crass?iEn Paxr

The entrics in the clawified part of the catalogoe are to be ar
r2aged by thedr respectsve clasy numbers. Of the entnes with the
same class number those with book tfumbers are to precede those
without book numbers. The former are to be arranged by ther
respective book numbers. The lattar aro to be armanged smong
themselves by the book numbers in the third section and the words
ia the fourth section.

8282 ALPHAPETICAL PART

The entries in the alphabetical part of the catalogoc are to be
arranged alphabetrcally as in a dictionary There are some con-
ventions to be followed Only the ketters actually wotten n the
entry are to be taken mto connderation. That is contrctions
are not to be arranged as if they wero expanded. In particnlar
43 an cxample Scotch namss beginnmg with “Mac” should como
together Those begluning with “Mo  should come togrther in
thelr own place Again  New York m to precede “Newark
This {s called “Nothing before something” rale. For more com-
plicated cases tho original Claseified Catalogus Code shorld be
comyulted,



CHAPTER 83
RENDERING OF NAME IN HEADING

830 Introdeetion
The following is a list of the kind of names likely to occur 1o
headiogs of eatnes. Tho later sections of this chapter indicate
1he way of rendenng them i the headings

1 Name-of-person

2 Geographical name

3 Namse of government

4 Name of mstitution

5 Name of conference

6 Namo of book — that js titke and

7 Name of senes — that is publisher’s serics.

Here the following definitions will bo of use

} Entry Edement The word or word group prescribed to be
written finst In a heading, main heading, or subheading.

2 Eotry Yord The fint word of an entry efement.

3 Secondary Elemsent The word or word group occurring in a
name but not selected »3 entry element and therefore to be written
after ir.

A secondary clement has the statos of an individualizing ek~
ment. Forther while taking a name-of-person from the titk-page
any word denoting academic degree civil or military honours
and all honotific words are to be ignorcd. The words left over
1n the pame-of person may be called the Reduced Name

831 Name-of Person
8311 Snirre Nauz
An overumphified rule js “Make the last word in a name-of
person the entry word Make all the other words the secondary
clement.™ Thus will work well in
I Most modern names of the West

368



RENDERING OF NAME IN HEADING 15

2 A modern name of Assam, Bengal Guprat Rashour Maha
rushira Orissa and Sipdh and

3 A modern name of South India, not ending with an attached
word —wuch % Ayyangar Ayyar Chetilar Modalbar  Pilly
cic — Indicating sub-community In the first two cases, the hgt
word denotes Famlly Nems and the earlicr words denots Ghrsa
Names — that is, name or names given during the naming ceremany
orlater In Marathl and Gujaratl, one of the earlier words 1s father’s
plven name. In the thind case the last words denote the Given
Name the earlier words my denote fathec’s name or family
name, or pame of Jocality

8312 SoutH INDIAN NAMEY ENDING WITH
ATTACHMENT WomD
In a South Indlan came with an attached word such as those
ndicated in scction 8311 ~— the entry elentent fs o consist of the
word group mado of tha Given Namc proceding the attached
wrdfollowedbythenﬂwb:dmrdiﬂclf The other words from
the secondary clement. For example, seo cxamples 25 of sectiom
8221 and 27 of section 8241

8313 Hmor AND PUNJART Nasz
In the Hindi and Punjabl name-of-person not having a family
name n imitation of the Weat, the origins] single coalesced (Samasa)
word denoting the given name i split into two or more words
All the components of the split word shoukd be taken tognther ay
& word-group for use ax entry element. For example, La¥aU RAM
MANCHAR LAL, and RAMA PRATAD

3314 COMPUCATED CAfEs
The ongina] Clamified Catalogme Code should be used for
complicated cascs with douhle and treble family names whose
whole word-group ehould be ued as entry element. So abo
for Muslim names and for lists of irremovable attachment at the
end of South Indmn namcs.

8315 RIDUCTION or HoaonNTM
Hhtorkalty the secondary clement was wmed in a heading
made of & neme-of persont chielly to resolve homonyma. 1n spits

1L
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of it, homonyms mav crop up Such homonym are to be resotved
Try adding the year of birth of the person a3 a further individusilzing
element. It sbould be enclosed In & crculor bracket. It 13 now
considered destrablc 1o add the year of birth in all possible cases
10 avodd the formation of homotyms in future.

832 Geographleal Name
The name of & peographical entity 1 to be written in the favoored
langmage of the library if it bas a name In that langoage. It is
16 be writien in the language of its own locality 1f 1t does not have
2 name in the favoured langoage of the library

8321 HOMORYM AREAS OUTHDE ONE ANOTHER
Iftwommongeompbhnlmhavemoum:mmmdbc
in diff the individualring element for resolviag
mebomonymhmbethemmnflhcuonnn'ylnwhnhhﬂa
except that #t may bo omitted if it s the country of the library
If two or more geographical sreas have the same pame and le
outside one another the mdmdualeing element for resolvmg the
homomym {3 to be the name of the largest geographical aren among
the sreas of the countries constituent states distnets taluks cto

laing that the respectt phical areas and wufh

to indivadualize them.

Exumples
[ SaTTANUR (Kumbekonam).
Satranur (Tanfavur),
Here Kumbakonam and Tanjavur are Taloks.
2 TrUVALANGADU (Chmgleput).
TIRUVALANGADU (Tanpvor)
Here Chingleput and Tanjavur are Districts.
3 Sauoa.
Sarto (Ohio).
Sarrx (Vieginiz).
The fint Salem 1 in Jndia Ohio and Virpnk are coostitnent
Mates of USA

2322 HoMONYI AREA WITHIN ARLA
Il two or more geographical areas have the same name and lie

EnY
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one within another in soccession the Individualidng element for
resolving the homonym is to be the word state  district, taluk,
city town viliage, ctc a3 tho case may be except that it can bs
omitted if it fs the name of the largest of the above mentloned
arcas among those noeded for resolving the homonym.

Examples
1 Mrsose.
Myzame (District).
Mysoxs (Tulok).
Mysomz (City).
Here the first denotes the State of Mysore
2 TANAVUR,
TAXIAVOR (Talnk).
TaxgAvor (Town).
Here the firvt denotes the distdct of Tamjavur
KUMBAKONAM.
KumnaxoNas (Town)
Here the firt denotes the Kumbakonam Talok

833 Namo of Gerermment

8330 DermaToN
The term “Government  is used to denote a corporate body
with
1 Full sovereign power as the Government of India or Govern
ment of Britam, or Government of USA
2 Limited sovercign powor as the Governments of the States
of Madrus, Bengal, or New York
3 Without sovereign powor but a locsl body established for
the regalation, promotion andjor proviton of specfic publio
scrvioes in o arce, soch as Mysore Dustrict Board, Mysoro Taluk
Boerd or Mytore City Munkeipallty and
4 Any comstitntiomal or administratively created organ of anmy
of the above.

£331 NaME oF WHOLE GOVERNMENT
When used ag the corpovate autbor of & book the nams of the
government 15 to be the name of its territory
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Examples

1 InDIA is the rendenng of “Government of India™

2 Mrysore It the rendening of the “Government of the const-
tuent state Mysare™

3 Mysoge (Dstrict) 1t the rendering of the “Dhtnct Board of
Mysore Drstrict™

4 Mysonz (Taluk) 1s the rendering of the “Local Body or the
Taluk Board of the Mysare Taluk™

5 Myzors (City) Is the rendering of the “Local Body or the
Munreipal Council of the City of Mysore”

2332 CosTITUTIONAL ORGAN
In the casc of an organ of a government, the first heading is to
be the name of the whole government. Then should comse the
pame of the organ as subheadmg

Examples
1 INDiA PRESIDENT
2 Do, Casher
3 Inoa  LOK SABHA
4 InDta, SUPRIME Court
S Mapras Hian CoUmt
6 Mabaas (City) Mayor.
7 Mapras (City) Counar.

8333 ADMDASTRATIVE DEPARTMENTS OF GOVERNMENT

In the case of an admindstrative department of a government,
the first heading fs to be the namo of the whole government. Then
should come the name of the department as subhcadmg. In the
subhieading, the word or word group denoting the sphere of work
i1 to be the entry elernent. It should be reduced to the noun form
m the nominative case. The other words in the name of the
department sre to bo made & secondary element and added
within drcular brackets. The place of the culry dcmenl :hould be
mdicated by a dash within the brack ing the Y
clement.

Examples
1 Inota Froance (Miastry of — )

mn
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2 Mapzas orrucTION (Department of Publio — ).
3 BomBAY AORiCULTURE (—Departiment).
Assuming that ft is calked Agricuttural Department.

8334 TEMpORARY OROAN
In the case of a temporary ofgan of a government, the yoar of
its formation Is to be added as an Individusllzing eloment.

Exomples
1 INDIA BANKING (Indfan Central — Enguity Committoe) (1929).
2 Mapzas, Purtic Liwmarnes (Review Committes on — ) (1960),

{Select Commuttes on — ) (1948}
)
, 834 Name of Institution

3340 Drrnamion
The term *Jostitutlon™ ks wied to denots an indecpendent or
autonomous corporate body other than s government, whethoe*
i

3 formed voluntarlly — formally of informally
The term denotes also an Organ of an Institution

8341 NAmo;WmuImrurm
The name to be msed in repdering the name of an fnstitution is
1o be the one in the shortest form found in the

1 titlo-page or
2 half title page or
3 amy other part of the book.

The initial article and cvery hononfic word not forming an insepar
able pert of the name If any arc to bo omutted. Whenever
Decenary Individuatizing ekement b to be added.

Evarples
1 ArpEa Universty

Ay
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2 Amaric Socmsry of BeNgaL,
and 0ot Royal AsiaTic SOCIETY OF BENGAL.
3 RovaL Socmry or Lonpor
21 the word “Royal” is {nseparable {rom the name.
4 SxDavAsa SASTRY ENTERTARGEENT COMMITTER,
and not R1 HOnORARLE Swintvass Sastxy EXTERTAINMENT Cox
MITTEE.
5 State Baxx oF Irona (Dethi).
6 STATE BANK 0F BiA (Madras) (City).
7 Uraverarry Graxts Cospouon (India)

341 Naue of OxoAN OF IRyTIroTIon
In the case of an organ of an iasttution the fiest hending is
to be the mame of the whols institution. Then should come the name
of the organ as wbbeading.'The Iatter shonld be rendered as
in the case of an organ of the government.

B35 Name of & Conferenes

830 Drrpanon
Tba!crm“Ccnfcrcm: hmndmdmahnm:dlng(ufddﬂmt-
tlon or fc il don of opindon or

lmtmnvmcdby;mmmmt(;)mdmdeupdm(lhd:)m

personned

2mccmmdhymdm¢=npmboﬁhgmbu\ofldnﬂe
jon of to form an b

3 d wnd cond ‘nlhct ly by a number

ofpﬂwmmhﬂludamwmnﬁddmnma!mnmm ot

4 convened by a body with no function or existence beyond the

conference convened and beld by it

The term denotes also an Organ of & Conference.

1351 INDIVIDUALIZATION
The rendering of the name of & conference is to be on the analogy
of that for insthtution. And the name of the place or/and the year
of the conference isfare 10 be added as ndividmliding element{s).

Examples
1 Baxany MpsomurL Mrrmng (1933).
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2 CoNFERENCE of OMENTALITS (Simls) (1911).
3 GeNevA StaouT CoNFERENCE (1936).

836 Title of 2 Book

8361 ImmaAL Armicie AND Honomirro
The initial artcle and honorific if any are to be omitted tn
rendenng the title of the book cither In & beading of in any other
scchon,
8362 Purr

Puff if any in the title of a book Is to be omitted. In the man
entry I the title section its place should bo indecated by *
In an added entry in the second section such an Indication s
not necesrary  the title may be wsed in a thortened form, without
taking away intelligibility

8363 IN T™HE HEADNG
When the titlo ocoura in a beading, the first two words ars to
be deemed to form the entry element.

337 Name of Series
In rendering the name of the scries in the note section or in

scquencs In which they occur In the book. If the nzma of the
series is pot sn individualizing one — for example, English seriss.
Publication seriea Translation seres — i3 namo b to be preceded
by the nams of an individoalizing entity with which it is amociated,
say as poblisher spormor unfversity The name of tho entity used
a1 the individualizing entity 1 to be rendered as prescribed for the
entitics of its kind,
Examples

1 Wiky farm serics.

2 Madns Library Amocistion publication seies.

3 Bombay Aguculture (Department of ~) Bulletin

mnﬁoorwdungwmhunhomnboninthnwtemouo!
the main eotry If the nams of the scrics occur in the heading of
am entry caps and small caps will bo wsed in the vsual style.



CHAFTER 84

WHO IS THE AUTHOR !

840 Iutrodoction

The pame of the suthor i1 to be taken from the ttke-page It is
usually indicated there If it is not indicated the book is to be
taken to be anonymous. For most of the books the suthor 1s 2
single person For some it may bo two or more persons. In both
these cases 1t is a person or persons who creste the thought content
of ths book and cxpress it. Snch a book of personal authorship
will give no difficulty unless there are collaborators. Some books
are prodoced on the responsibillty of a corporate body — &
government an imtitution or a conferepce ~— ot two or more
corporate bodies They are retponsible for the thought content
and for the expression Soch & book Is of corporate authorship.
Some difficulty may arise in books of this kind. The difficulty arises
when the title-page of 2 book of corporate autborship gives the
pame of a person also The following sections give & summary
of the convention med to solve such difficolties. For a full db-
cussion of the problem Chapter “14 Conflict and Authorship”
of the Chasdfied catalogue code ¢d 4 should be read.

241 Persoa 73 Person

Ser Numb Tspe of Work Awthor

1 Ana tablctalk Talker

2 Dulogue conversation Partcipants
debats

3 Interview Person(s) interviewed

4  Narration (real and not  Narrator
fictitious)

5 Med isth ' Medi 1) ﬂnd ﬂm dlc
tion disembocdied soul(s)

6  Correspondence Correspondent(s) unless it

1 all of one person oaly
with scveral others in
which case only that one
person
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WHO IS THE AUTHOR 842

8411 Drrenvent Work or Xmvo 1
The author of the original work should be taken as the author
of the following kinds of dependent works. The other associated
perton ks to be taken only a3 collaborator

I Abridgment 4 Revinon
2 Adaptation 5 Sclection
3 Paraphrase 6 Translation

8412 DererpENT Wokk OF Kb 2
The author of the dependent work rtself should bo taken ag the
author of the following kinds of dependent work

1 Commentary 91 Novelimation

2 Concordanoe 92 Parody

3 Continvation 93 Sequél

4 Dramatimtion 54 Suppicment

5 Imitation 95 Verxification

6 Index 96 Yenlon in the sumo or another

7 Libretto language which has sufficient

8 Musicsetting new qualities in thought and/
or expresslon to deem it an
dependent work on fis own
right

842 Person rr Corporsi Bedy

8421 If the title-page mentions the name(s) of persan(s) only
lnddoamtmmﬁonorindhmmcnmu{mycomambody
other than the one belonging fo the publishing trade
in tho tmprint, the work ks of personal anthonihip.

8422 If the ttle-page does not menton the pamo of any person
but mentions or indicates the name of & corparate body other
than u body belonging to the publishing trade mentioned in the
imprint, the work fs of corporate anthorskip.

8423 Even Hf the tithe page meutons a person, If o indrcates
the name of a corporate body other then the publisher the work i
of corporate anthorship Ifit is of & deliberative legialstive direetive
Judcla) Ive, or routine hmited by the purpose
or function or outlook of the corporate body Bat the mere fact

mn
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that the book ix published fi d slded app d
nrnuthomcdbynmrporumbodyhnotmﬁucntmmwdccm
it to be of corporate authorship

8424 On the otbier band, if the pelmary puspose of the book s
the extension of the boundary of the field of knowledge or its
intenaification, und the respomalbility for the thought.content and
expremion of it, rests on the person and not on the office held by
hum in the ¢orporate body it is of personal authorship Ths mere
mention of the personal name of an official of the carporate body
in the title-page is not sufficient reason to doem it to be of personal
authorship.

843  Gavernment vs Justitwtion

8431 Grour 1
Each of the followlng institutions i3 to be taken as suthor of
fts works as {f it were independent of the parent body if any exlsts
be it govermment ot institution

Abbcy Exthange (Money) Post office
Bank Prodoce exchangs
Board of Trade Firm of Enterprise Religlous order
Cathedral Foundation School
Cemetery Guld Stock-exchange
Chamber of Commerce  Masonke body Telegraph office
Church (plece of M. Y Teleply h
wonhip)

College Mosque Temple
Convent Park Unlvensity
Endowment Political party

8432 Guour 2
Each of the following institutions are to be taken as outhor of

its work a3 i it wers lodependent of the parent bod:
it has a distinctive pane ’

Botanical garden Hoapital Museum

Ex; ta]
penmental gtation
Library Zoologieal garden



WHO I3 THE AUTHOR 8433

Note I any of the sbowe institutions has no dutinctive pame,
it should be treated as an organ of jts parent body

8433 Grour 3
Any formal ot informal group of the members of & parent body
formed for recreative amelicrstive or way other economical or
2ocfal purposes other than forming s distinctive purpose of the
parent body sbonid be treated as an organ of the parent body
even if it has a distioctive name.

379



CHAPTER 85
HEADING OF MAIN ENTRY

850 Introdoctiem
The strocture — that is the sections their sequence and ther
make-up —have been shown by examples in section 821 The
rendering of the heading and of the later sections has been desoribed
in Chapter 83 This chapter deals only with the cholee of heading
for the main entry of the book.

851 Cholee of Headlng
The heading I to comist of the earflest of the following, which
the book admits and Chapter 84 prescribes as the author

1 The name of pertonal suthor

2 The names of jolnt personul authors
3 The name of corporate author

4 The names of Joint corporate autbors
5 Psendonym

6 The pams of collsborator

7 The names of joint collaborators and
8 The title of the book.

852 Two Jont Axthers
If the title-page contalns the names of two and only two joint
suihors, both the names are to be used a3 the heading with the
confunction “and” comnecting them,

Exeonple
1 SREDIVARAR (G A) (1894) and KISENAMACHARI (C) (1894).
2 AWEricAN Lisxany ASSoCIATION and LINIARY ASSOCIATION
(Great Britadn).

3 INDIAN STANDARDS IRSTITUTION  DOCTMINTATION (—Section)
and Iranoc, TECTINICAL (—Committes).

853 Three or More Joint Authers
1f the titke-page contains the names of threa or more Joint authorn

0



HEADING OF MAIN ENTRY 856

the name of the Airst mentioned author slane Is to be used as the
headmg and the word “stc” i to be added thereafter

v

Exgmple
RANQARATHAN (Shiyali Remamrita) (1892) ete
18 the hendmg for the Undon catalogue of learmed periodicalt of Sourk
Asia (1553) which has 20 other joint anthors.

854

A pecrdonym 13 a false or fictitions name wsed by an author in
the thle-page of the boak. If the titfe-page gives caly & pacodonym
the peendonym {s to be used a3 the beading and 1t iy to be followed
by the descriptive ckment “Prewd™ If the tike-page gives the
real name of the author also In a subordinsted manner it ks to
be xdded fn circular brackets after the descriptive ekement The
real pame i1 to be preceded by the symbol *fe” A comma i to
be placed before the bracket begtus.

Examples
Lisxa Prend.
“TwAD (Mark) Prewd,
TwAIN (Mark) Prewd (f ¢ Samued Langhore Qement).

855 Collsbsrater Hesdleg
If the &d:pqndodnotﬂvethnum:orpamnlmhur(l)
ar indicate corporate suthorahip or grve a preodonym but contains
the name of collaborator that name fs to be used as the heading
and a descyiptivo element i3 to be added thereafter indicating the
role of the collaborator

51 1o 855 the title is 10 bo used s the heading.

kL



CHAPTER 86
HEADING OF BOOK INDEX ENTRY

260 Introdwction
The strocture — that is section(s) etc— of a book index cntry
has been shown by examples in sections 822, 8221 and 824 The
rendering of the heading and of the later soctions has been pres
eribed In Chapter 83 This chapter deals only with the choice of
the headings for which book index entres are to be given for o
book,

861 Cholce of Book Index Eatry
A book index entry is to be given wlng as heading each of such
of the following, ¥s the main entty of the book admits of

1 Detived from Heading
11 Heading, provided it {s not, as soch eligiblo to be used a3
the heading of a class index entry appropriate to the book
12 Each permutation of the names In the heading, if it is ono
of two joint authors or two collaborators
13 Name of each of the third mnd [ater authors if there are
three or more joint authors {gptional)

2 Derlved from Title Section
21 Name of each collaborator mentioped (n the Title portion
and
22 Thtle of the book,
1 11t ls fanciful or
2 1f it contsiny & proper noun o
3 I it is treated {n usage as & proper noun provided that
it {s pot, a3 such, eligible to be used a3 the heading of &
class index entry of the book.

3 Derived from Note Section
31 Name of the teries g 1 exh ind dent series
note

1>



CHAFTER 87

HEADING OF CROSS REFERENCE
INDEX ENTRY

870 Introdection
The structure — that fs the section(s) etc — of a cross referonce
index entry has been shown by cxamples In section 8241 The
rendering of the referred-from-hesding has been described {n
Chapter 83 The referred-to-heading Is to be the same a3 in the
main entry or book index entry to which it relates. This chapter
deals only with the types of cross reference index entry

8701 Trres oF Caoas RerExence Inpex Exmey
A cross reference index cntry may be one of the foar types
1 Alternative namo entry;
2 Varlant-form-of-word entry

8702 AVOIDANCE OF DUPLICATION OF ENTRY
Care b to be taken not to write & crom referencs index entry
sngpested by a book, if an Kdeatically similar entry is already found

In the catalogue.

£71  Alternative Namma Eatry
There Is to be an Altsrmative name entry using as referred-from-
hesding eech of all the possible atternatrys names by which any
person any corporate body amy grogmphical entity say series,
or any book, respectively whose name has been wsed a3 the heading
of the main entry or a book index entry ts known or s likely to
be known

Exompls
29 AMANDA MATTEYTA.
fee

Benncrr (Allan).

kLX)
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§72 Varisnt-form-of word Entry
There 13 to be a vamant-form-of-word entry using ax referred
from-heading each of all possible varant forms in which the word(1)
in the name of a person or a corporate body or & geographical
enuty or a book occumng in the heading of a main entry or &
book 1ndex entry or an alternative name {ndex entry has(have)
occurred or is(are) likely to occur

Example
30 Baawnme
see also
BANOOPADAYAYA.
31 BAKGOPADHYAYA
see also
Banewree,

873 Eatry
There 13 to be 2 psendonym-real-pame entry in the case of every
person whose pr ym alone or preodomym as well as real npame
appesrt in the main entry concerned. The referred-to-heading Is
to be the prendomym.

Exomple
32 Rosxr (George) (1867).
e
A E, Prewd.
874 EdHor-of-eries Entry
There is 1o be an editor-of-series entry using as referred from~
beading the name(s) of the cditor(s) if any occurring In the serics
oote fn any maun entry in the catalogue. In the case of joint editors

an editor-of-scries entry &5 to be made for each of the permuted

sequences of the names. The referred-to-beading is to be mame
of the wenes,

Example
33 Eorxton (Clement) () Ed.
See

BrOADWAY Oxrtnrar Lismany
kL2



3 GzruAN (A K) (1887) and Lapo (C E) (1888) £4,

Wu_n' Faru Senery
38 uno (C E) (1888) and Ornaax (A x) (1887) &4

Wu_n{ FARM SERIES.
36 Carrs (Edward) (I1BBS) etc £d
See

Loes CLasicar Lisrary
i



CHAPTER 88
HEADING OF CLASS INDEX ENTRY
850 Iotrodecticn
The sectrons of Index entry have been shown by iflustration in
section 825 The choice and rendering of the headings of class index
entrics is regulated by the Chain Procedure. It is & method using
the class number of the book for the purpose. It is llustrated here
by throwing into a chain the class number of the book whoss main
entry Is grven as example 22 1n section 821  For every book, the class
index heading should also bo derfved from the class numbers in all
its cross references entries, Care should be taken that the same
crom reference entry is not made In the catalogus more than once
881 Chaln for the Claes Nuoober In Example 22

Y = Soclology
4 (Sought heading)

Y? = Fthnology

4 (Sought hesding)
Y73 = Ethnic groups

4  (Sought hesding)
Y738 = Gypyy

4 (Sought heading)

Y7383 = Equipment of gypsies
4 (Sought heading)
Y732.32 = Utensils of gypaies
4 (Sougth beading)
Y733.325 = Drinking vesscls of gypties
(Sought headrag)
882 Chaln for the Clasy Number Ia Example 23
Y - Socwology
4+ (Sought heading) (But already written)
Y7 = Ethnology
4 (Sought heading) (But already written)
Y7r = Hustory of Ethpology
3 (Sought heading)
Y7l = History of ethnology in the world
4  (Sought hending)
Y7r1 NS == Hixtory of ethnology in the world brought upto 1950°s
(Unsought heading)



ANNEXURE 1
Crrersion Tabls

In casc the translators of this book into the Indian lmguages
wish to use Indlan script for Clan Number, it I3 desimble that
all the languages shonkd adopt the same or the equivalent symbols
to represent & Class. To facilitaie this a conversion table {s given
In this scction to convert a Class Number from Roman script into
Dcvlmpdndpt.'lhophnnctheqtdvﬂmlofmylcﬁulnmy
other language will be obvious. The “alphabet with ancsvara™
hu:dtonptu:ntlmanlmeno!thnRomanmipv.Ina

the of “anugvan” will have to
cumeuﬂu- instead of on the top of, tho host Jetter We wonld
rmomuldtwtbelndo-mbknnmﬂllmlybcmﬂncdﬂtbom

being d tnto D: d or Dravidt

x Aa t T Mmooy
x B b o AN » %
K C ¢ R v NZ

s Dd ¥ RO o R
X E ¢ & 1P p ¢
X F f X% T Q g ¥
~G g ¥ AR r@&
M H A& g8 s+ g
3y HzZ BT : #
r I ¢ w U u &
RJ J & BY v
¥ Kk 3 s W w ¥
¥ Kz X ox ¥
T L /¢ Y 7 ¥
R LZ Yy zZ 2 ¥



ANNEXURE 2
Gloszary of Library Terms

English — Sanskrit
This glossary gives Sanakrit equivalents of Library terms to
facilitate the formation of cogmate terms in the several Indian
languages and the renderdng of this book into those languages.
]

Accession vt «

~— number —dw

Act ffx t

Adaptatign P

Adaptor ' —aR

Added entry whilu-ba 1

Additional | wife L

Administration dﬂ‘i‘?

Alphabetical sequence 4
n wor

Alternative b 1104

— title —weT ¢

Armangement Lot 1

Array IR

Antificial composite book wim-emfr-mv

Asnstant gUes

Authot T

Author-amlytical —R-HeE

Author-catalogue —aft

Auxiliary title wran

Bay gulde arr-tis

Bespoken book AT

Bibliography -k

Binding Ll

— collection —Kq

Bipartite s

Book card yeR-ATY

— index entry —abie
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-
oAy

i

wrbart-roviy
-
bda s

Lo ot

3 413
Hitpes

wi ]

i{i

fra-ary

i

wpei-adt

32%‘%&



LIBRARY MANUAL

Collection symbol oyl

College library Ry
Colen Rty
— Clanification —iTE
Colophon gy
Commentator T,
Compliation T
¥anx
Compotte book i
Compound name —a
Connecting symbol ra-Rogn
Lan
Contributor e
— Lndex entry —piat-de
Co-ordinate TR
Corporate author ERiE-TPeTC
— body e
Cross reference wefiel
— ety —tw
— —index entry e R
Date guide fifirare
— label —
Dater Prerge
Decimal classification oy
Delivery station T TR
Derived composite term Sew-gurite-re
Dictionary e
— catalogue —at
Dnuglt ot
Dlrector ot e
Directory =308
Dmcharging ety
=ty —ars
— work —ad
Donztlon number Ta-gey
Due date iy

Duplicate ticket s Pl

390
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HECRTE

§
5
%
3

Yrapsiy s

H i

351



LIBRARY MANUAL

Helpful seqoence
Horlzontal line

Impresslon
Impnnt

Taclustre notation
Index

— entry
Inittonym

Issne

— (of periodicals)
~— counter

Job

— Immediate
Joint author
— editor

Later tithe

Lesding line

— section

Librarian

Library

—hand

Loan

Long-range reference

Main class

— entry
Maintenance section
Member
Membership card
Mult faceted
Multifocal
Moltivolumed

Natilonal Central Library
Notation
Note

392

L Sl
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g
a
11141 41

Ordinary compozits book eI

Penultimate
Periodical

Perlodical publication
Personsl author
Pervannal

Phas

~— relation

Phaged

Planning
Prmciple of Parallel Movement
Problom facet

1 e o

%
é
i
i
!

393
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Recto T
Reference librarian et

— sernice AT
Regional school Library RO - Ty
Regulation fory
Reprint L0
Reprinted T
Research library AT
Reserved collection frfer-wwr
Return Laiter

— counter —

— date —Rf
Reviser &ipes
Room ki
Routine gy

Ruk wa

Rural central library TR -
Scheme i

School library flwm-tamey
Second vertieal Tfaear
Serial Fromm

— number AR
Serncs AP

— note —frorm

Set et
Schedule L1

Shelfl o

— amangement T
— guide T

i
i

5
S
Z
]
i

¢
g
i
a

—qmrs
Specual cross reference entry iy worfivd AR
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Specifio subject Rftre-Rrwr
Stack -y

— room —m,
Staff ey
Standard ™
—card iAo
Standing vendor oAt
Siate oentral Hbrary -
Statistics register -
Sua avth
Subject analytical Bty
— maiter wR-Ry
Subordinate ek
Substance facet vty
Soccestive BRI
Supply *®
Symbol R®r
Systern et

Tab L2103
Table (of entries) iRy

Tag iantad
Tectmical work Rrenar
Tempomary collection warl-xwr
Theory R
Threo-piased e
Tier guido Fasid
Title T
Title-pags -y
— Back of the ——
Tral o
Trandlstor WPFCRR
Trarelling library T
Tray e
Two-phased Le=:ic - §
Unifocal oo
Unipartite bl



Vendor

Vertleal file
Yolume

Who s who
Wicket gato
Work

Liprary MANvaL
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