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LIBRARY MANUAL

ment—particularly the wise men comututing the first
s of the Union of Indla and the constitu-
ent States—who should take the imtlative Thanks
to the prior preparanan of the public m sensing their
library rights—a preparation done during the Jast
twenty years by the Madras Library Asodation with
out respite—the Government of Madras has given a lead
by putung a llbrary act on 1ts statute book, It Iv
hoped that this example of Madras and the appeal
made to the Unmon Government and the Governments
of Bombay Madhya Pradesh Utar  Pradesh, the
United States of Travancore and Cochin, apd Knshmir
will oot go 1n valn and that these governmenu  too
will provide for library service through leglilation.

It is therefore, felt that it 13 time for the Library
profenion to make it own contribution to the eff-
cency of library service and the succems of library
movement. It can male {ts best and full contribu-
ton, to the point of enluting the co-operation of the
public at large, only atter the full contingent of the
profenion comes 1nto bewng  But thls i going to tale
some time 4y 1t b usual with all new services, there
Is the 1nidzl wiong notion among the public, the Locat
Bodies, the Governments and, alay, even n the uni-
venuty crcles which must lrow better that anybody
can enliven a library—particularly even those whose
fmcnl abllity {s too far below par to male their liy

Thox who have a slightly greater awareness damn
the cruse by faintdy conceding thae subnormal beings
can be rigged up for Mmury service by 2 short course
of mmtruction for two or three months. Those that
see  more dearly concede that greduates with fuller
training are necesary for Lbrary work  but fail o
agree 1o provide the status and salaryscale thar will
attract and retaln men of the rght  callbre In the
creatlve and leading runla of the Ubrary profesion

it will take some years belore all these Inida)
Utanders would be avorded. But the nations library
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CONSPRCEUS

work annot wat ull then It must go on  Indeed
it b 1ts own going on In spite of thae olntacles which
will provide the necessary  stimulus to the publle to
enable them to remove the obstacks. It Iy i this
view that we have reconciled ounelves 1o the udes
that durlng the next few years lilmanes will bae o
be worked either Ly soanlly minded intelligent men
without training amd/or Ly a lower order of men
without the gift of Inltixive but with some wort of
a rapid masrlnstonctlon for about three months Tli
view led o the feeling that 2 spedal  rapomibilipy
atxched fiell to the handnl of men of tie hibmary
esion, by whom our sockety had already done well
the matter of status and salary  These are ploneers.
They should conduct themselves assuch  Thev should
not glve themselves away Suprlvadike to prnivawe phyvical
ment or allow therselves 1o dnift mnto a lfe of
indolence gomip and mtrigoe  Nor shonld they tile
advantage of the fzct that the public do not knmw
what service to expect of hibnanes  Tey shoud not
organise their time aml life on the asumt n that
they have only 1o live to eam therr wsured  annmal
frerementst On the other hand they shioukl  pour
themsehves into thelr worlk  They should practice the
most severe form of work<chanty It w  alwo  ther
Lounden dutr that the experience whi h has fallen to
their share should be formulated 1in the form of bools
for the guidance of the nonwofesuonal amd  quad
profensional men who will be manning most of  the
ublic Ilbrarks of the land i the next few vears [hi
L it our awn little contnbotion 1o the  drcharee
of that responulnlity bv the prewntdav library  pro
fession of Indh

It must be made clear that this reach me-down
type of manual s justifiable anly In the transitory con
tent described above  We trust that st will not lead
the authorities to imaggine that It can form the per
manent basls of library servkee We appeal 10 the
Local Bodies, Garernments amd Univenities that they
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ment—particularly the wise men comstituting the first
governments of the Union of India and the copstito
ent States—who should take the Initlative Thanks
to the prior preparation of the public i sensing their
library tights-—a preparation donc during the last
twenty years by the Madras Library Assocatron with
out resprte—the Government of Madras has given z lead
by putting a library zct on 1ty statute book. 1t 1
Loped that this example of Madras and the appeal
made to the Union Governument and the Governments
of Bombay Madhya Pradesh, Uttar Pradah the
United States of Travancore and Cochin and Kashmir
will not po in valn and that theac governmenu  too
will provide for library service through legilation.

It 13 therefore, felt that it &s time for the library
profesnon to make 1ts own contrlbution to the eoff-
clency of lbrary service and the success of  Jibrary
movement. It can make i best and full contribu
tion, to the point of enlisting the co-operation of the
public at large only alter the full contingent of the
profension comes mnto being  But this is going to tale
some dme. Ay it Is usual with all new setvices, there
is the initial wrong notion among the public, the Local
Bodies the Governments and, alay even in the uni
vensity arcles which must krow better that anybody
an epliven a lfbrary—particulnily even those whose

ability is too far below par to make their Iiv
ng eliewhere

Thow who have a slightly greater awareness damn
the cawse by faintly conceding that subnormal belngs
an Le rigged up l]or Iibrary service by a short coutse
of mnstruction for two or three months Those that
sce  more clearly concede that graduates with fuller
training are necessary for Hbrary worl, but fail 1o
agree to provide the status and salaryaenle that  will
attract and retain men of the nght  calibre In  the
creathve and leading ranky of the library professfon

It will take some jeans  before ail these Initiat
blogders would be avorded. But the natfons library
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COXAPECTUS

The second group which will consist of the Lib-
™ the smaller citles and the Heads of Secuomns
In tral Librarles of the Naton, States, the
nural arems and the bigger ciles and of Bumness Lib-
rarfes may have to be about 3,000 strong. Thewe mmt
be able men. One hondred of them must be pro-

T wst take an intemlve post
yean and cam  the
Masters Degree in Library Sclence,  India will need

parpoe It by but -Eopﬂ:u: that this college is the
same a5 the one wh the top-group wml
1 bent lelt to th» care of the Univenity of Delhl

The third group will comut of about 50,000 men
who should be trained to work under direction in
the varfows libraries. A one year pontgraduate
Diploma Course should prove wafident for them.  To
produce 100 such men each year each of the
Untrersities will have to maintain a College of Lib-
nary Science the teachers in such  colleges  belng
recrulted from amonz  these who have taken a Doc
torate in the Unjon College of Library Science in the
Unnenity of Dethl, The remaining 66,000 men will
have 10 work {n verv small lfbrarer.  They may be
men  of ordinary abilliv In fact it mar be pecessary
for 2 long time to be matished f they are able o do
their work with the ald of 4 manual after beirg imitiat
ed Into its vee and into a proper library catlool n
rapil three months course conducted in each conuti-
taent State

23
3

Oor bool entitled Schonl and  college  Libranes
constitute 2 manual of this oatore for these ordinary
worlers in 2cademic libranas. It is our intentisn to
wTite 3 similar manual for worlers in busdnew libratkes
‘I:-cmﬁstml bhook entitled Library mamual 19 mainly
t on the ordinary workers of ymall gereral libra
ries—the so-alled public Tihraries

The firw chapter however is tumed ako on
members of Librare Committces. Local Bodier, and
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the public at large. It enuncates the Five Laws of
Library Saence and derives from them mm a rapd
manner the outiook which must characterise modern
libraries.  This chapter reproduces in a <hort com
,)xu the substance ot our basic book Frve laws of
thrary science

The second chapter expands more [ully the vital
work 1n a library called “Reference Service It deals
with the ultimate purpose of the hibrary namely help-
ing every reader to get his book and every book its
rezder 1n a most personal and plexsurable way with
the least waste of dme This » a very bref summary
of the fust volume of our Reference service and
bibhiography

The tturd chapier gives pgreater details as 1t s
devoted to the daily ronune of dreulating books for
study It reproduces a large portton of chapter 6 of
our Library adminmistration

Chapter 5 15 devoted to hbrary dassilicanon. It
the other chaptens of the Library adminutration 1t
gives a brief account of the work tonnected wath
book-sclection  bool-ordermg penodicls section work,
accemioming, mantenance  work, accounts, and  files,

Chapter 5 1+ devoted to hbrary classification, It
gives ready made class purben for the subjects which
are lkely to figure in the collectlons of wmll publle
lLibranes The class numbers have been  constructed
in accordance with both the Colon classificatton arwl
the Decimal clasnfication.

Chapter 6 15 on library catalogue. It shows ata
loquing techmigue by a lew concrete examples and
also reproduces some of the fondamental rules given
m our Clautfied catalogue code

Chapter 7 1 on library building and  materials for
offce wse.

Chapter 8 1 a glossary of library terms  with
Samsknt equivalent

This Englsh editlon may be used as the bash for
tramslation ot free rendering into  the important

14



CONSPECTUS

regiotal  languages of India, Thaols 1o Aahatma
Gandhi, it has now been realied how loolsh it has
becn on our pant to use a foreign  langoage as the
medimm for thioking amang the clanes and for dis-
semination of knowledge among the manes. The v
of foreign language has crippled our languages and
they are withoat a terminology for most of the
current ideas that have when shape durlng the last
one hundred years.  \nd Library Sdence n pracucally
& crentlon of this pertod. My Murari Lal N\agar and
ourclves ore pow engaged 1n worling out a means by
which all the Indian Languages may at lemt  begn
with a comistent 1i termunolegy  In fact 23 ome
ot the meuny, our fundamenul books are all bemng
tramlated in the form of Samsknt sutres fiued  with
vartikas In Sanskrit and commentanes in Hindi,  Thic
will embody a sandard terminology The glosary 10
chapter 8 gives the Samskrlt terms adopted
ally till now Ve all them provulonal since there
an be no finality 1n the matter and certainly it an
not be reached 1o the fire auempe. 1f the tamslatons
could use terms of their own  languages which are
cognate to these Samlnt terms, they wall be helping
the formatlon of @ uniform library terminology for all
the libraries of Indln  Discomion of the glomary of
terrm elther in the pages of the Abgile oc by correr
pondence 11 mlidu-(r In thih maner the Canont of
‘Terminology given in V 1 of the 1bgila mav be bome
in mind.

Apphcations for manlating this beal may be
made to the Indian Library Amodation



CHAPTER 1
Laws of Library Sclence

To understand the work 1n a library and to do 1t
properly it 11 necemary 10 know acd remember the
putpose of a hbrary A library I 2 waal ciganistion
charged with the work of providing inspiration  infor
mation and reqeation through books. Books them-
sclves are the carrens of thought—thought of thel.
thinkers of the past and the praent It s helpful to
compare x book with » human being It has a soul
a rubtle body and a gross body Thewe are repee
tively the thoughtcontent, the language and the style,
arkd the paper and the prnint ard the cover A bool
is thm embodied thought. It fs thought transformed
into a ble material—very much like dry cells for
elecnclty A library is a powersiation with a battery
of these dry celll To fulfil self  therefare  the
lbrary shonld help the re tramformanon of books
into thought Librery work is the sum-total of all the
wark needed to help such a re ransformation.

In the Frue laws of library scrence (1931) we have
shown the spint in which this re-tamformation should
Dbe made. That spint js embodied in the [ollowing
Five Lawy —

1 Dooks are for use

Every reader his book
Every book 113 reader
Save the ume of the reader
Library i1 2 growing organian.

Our revered fniend the late  Mahamahopadhyaya
Prof. 8. Ruppuswami Sastriar clothed these five lawy
in Samskrit verse  Here 19 s latest version —

@ o

16



LAWS OF LIBRARY SCIENCE 1z
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11 The Flrst Law
These Lawy help us to make certain  iunlerences

from them. From Fimt Law we have to Infer that
a librury should acqure orgamse and keep bools no
for ornamental purposes, not as 2 mmeum but ta_he
read and mderstood and acted upon by people. This
mram that a public Yorary should not waste it
moncy on book-curios and bools which are costly on
account of thewr rarity This respomibility should
be left to National and $tate Cenual Libraria
\gain the appearance of the books should invite
people to pick them up. The sze, the shape and the
style of printing should make a bool easy to  handle
and pleamnt to read. This meams that & poblic
library should choose its books with care and Llecp
them dean and 10 pood repair Wornout and out
of-date books should be discarded without hevitation
C'A:Tbc‘ of them will be avallable for ocaasdonal or
antiquarian wse In  the Natdonal and State  Central
Libraries

12 The Second Law

The Sccond Law indicates what books 2 lthrany
should buy It shows that the Lbrary should mform
{teell of the interests of 1ts clientele A\ Publlc Libray
shauld provide books on the occupations and in  the
fickd of interest of the people af the locality [ 1t
n School Lihrary it should collect boos not  nh
bearing on the curriculum of wmudies, but alio an all
concelvable arts and crafts, sclences and Bistonies, 10d
blographies and travels, since the curiouty of chikdren
Inows mo begmls,  Bath in Public and Schoot 140
ries there should be not anly the above ment
informative banks but alw Tight literature for relor
tlon without the harmful effects which other fom=
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of relaxation, llke card play produce There should
also be profound books which will rouse up and
satisfy the urge for inncr ll[c nnd turn the mnd
towurds and
sublime  The Scccrnd Law showy alo that the subtle
body of the books, the language and the style should
be sufficiently varied. The library should have books
which ean be undemtood by the most learned @
well a3 the leaw leamed, by the marure  old
raen a3 well as the immature child, and by ail else m
the mtermediate stages. The Second Law hm some
thing to say about the phytial body toa, of the books
It should aequire for the childrerf, for example books
in large type and large paper

13 The Third Law

When we tumn to the Third Law we find 1t even
more exacting. It declares, a3 1t were, that the destiny
of a book Is the readers hand. e an infer much
fram this Law if we remember that a hook 1 inert It
cannot of its own accord leap 1nto the hands of s
readess nor has it a voice audible to them. Tt
deperds solely on the librarian either to tale 1t to its
readens or to bring 1ts readers to it.  Every bool, be
it remembered, which 13 obliged to be confined to the
shelves of the libeary for days and doys, will cast a
curse on the hibranan if it iy not found a reader To
escape it, the libnnan should go out amidst peoplke
carrraming for reader. He should bring to the notice
of probable readens the arrival of new Looks and the
exustence of old neglected bools, from time to  time
He may do so cither by dreulating a hbrary halketin
(either in manuscript or typed or printed according to
the means of the \lh'r:rv\ ot through the colomny of
local by ements 1 public
gatheringy He :hould also bring  the service of the
library in & genenal way to the notice of the people by
jodidous  announcements in  newspapers, by addres
siny public meetings, by the dbtribution of handhilly

18



LAWS OR 1jpRARY SCIENCE 13

and by vitlis to worksh educauonal mmututions,
clubs and even individual homes. In éther words, he
should employ every form of publicity to atuuct peogle
to the library He should not rest on his cars unul he
b satisfied that every of the locality has become o
regular visitor of the library This means, in effect, that
he must be ever alert in his publicity word. Bools arc
artlficial entities. People do not take to bools ensly
It takes years and years to make 2 commumty read
books adequatel For example In a Dridsh  towm
called Croydon 1ts public library hay  Leen in exatence
for more than fifty yearw, It 18 being worked very effident
ly and the people of Croydon arc all hterate.  And
yet that library has succeeded m all i hifty years In
enlisting only 60 per cent of the people as i regular
visltors. Remember that it Is a {ree library There Is no
need even to make a deposit of caution mopey There
has been no end of publicity acmitles  And et
forty per cent of the people are will to be brough
to the library This should wamn the librarians of
India Afore than that, 1t should wam the library an
tharines of India. Our le are now mostly Hifterate
Lven those that are literate have  lMitle of reading
habi. Nerther at school oor  at office nor at home
bave they been acrustomed to turm to bools for in
formation recreation ar Inmpiration. \or have they had
a chanee to sce other people doing so, as the people
of Croydon have had. Moreorer the booky produced
in Indra to-day are not half as attractive a1 the bools
uced in England  Agmin we do not yet hne
Ls on all the arts and crafu, nor books on current
thoughit in suffcient number and varety ) pull th
people towards cur libraricy, av the Iibrary at Gron
don docv All thiy shows the great handicap which
prevents our people from taling te hools without
pursuation and publiaty Let not eur  \nthorities
or oar librarians belime that  ther doty ends by
patting up a library buildiog and filling {ts shehes
with bools. Let them not blame our peaple 3t un
mindful of bools, Il they do not come to the lbrary

10
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of thelr own accord. The fanlt should be traced not
to the people, but to the Lbrarians and the Library
Autharider. Tt is thelr duty to do every thing neces.
sary to get readery far every book, and for thu pur
poste to aitract every body to the library by cvery
avaflable means of publiclty It will take y=m to
suceeed In thi work. Plﬂenc:,rgcnh\:ncc and futh
are necessary In short, the Third Law calls for_per
sistent, pleasant and productive public relation to be
maintained

‘I"( The Fourth Law

If the Third Law en] on the Jibrary antho-
rities and the librarians sacred doty_of making
all the people of the locality vhit the library in order
to wmcrease the chance far every book to_get 1o
readens, the Fourth Law enjoins even a_more_sacred
duty which is to retain the custom of those who come
to ‘the Ubrary at least once Thelr astom cn be
retuned only f each reader will be atiended to and
ghven sadsfaction by attending to his requirements exact
ly expeditiosly and individoally Ihe time of the
reader muat be saved {f the psychological tempo neces-
1ary to make them come agan and again o the hibeary
1 to be preserved. To do this, the Library Autho-
rides shonld provide an ad te number of refer
ence librarians. A reference libraman should with 2
cheerful face welcome and recelve  every visitor to
the library He should, in a frlendly and pleatant

help each vistor to enunclate his reading re
qui ts—the exact information he seeks or the
Lnowledge he wants or the particular emotlonal appeal
that can soothe him  He should put hun alongside
the books and the perlodicals which can meet his re-
quirements He should indeed work with the reader
in his hum for information,

141 REyreocwer Linmamir»
+/To do thh effectively the Reference Librarian
should have many qualihcations He muw have an

n
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urge for social service he must love humanity: he
must have faith in the ability of books to help huw
mapity he should also hate  a broad acquaintance
with every section of the field of knowledge he must
have a fairly intdmate knowledge of the collection of
his lbrary and he must be thoroughly famillar  with
the arrangement of the bools on shebres and the
inuricacies of the atlogue  Thbh makes ws
see the dependence of the effl of reference ser
~ice on helpful shelf-arangrment of books and a well
prepared lUbrary aatalogue. \
142 SupjEcTIVE Tor
The preservation of the ological tempo of
the mdcrplneedj uot only av of his UmePoby
prompt personal servico but also  the avoldinee of
any moment whatever when he would be obliged to

central Hbrary of the Ci!lmai Glasgow It was found
that the spplication sli every bool was stamped
whh:g had it dial and die muinute

rubber The time-piece Jud to be

force on every application slip. One an
short Ured would have
should have

i
i
i
2
i
g

aked why they were indul, in thiy expensive
llnurr The following wene w! was witnessed some
a

ty ological
teader by maling him sce the fllmion vrhidlpnhh sub.
senwe of time had produced in him, He a-
serted that he had “waited for ages” to get his  book.
he wxs fretting and fuming he was sweanng that he
would not any more come to that lbrary as ft wm

21
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of thelr own accord. The fault should be traced not
to the people, but to the lbrarlans and the Library
Am.hmtiu.lththdrdntywdoevrrything

mry to get rexders for every book, and for thiy pur
pose to attract  every body to the library by every
avaflable meam of publidty Tt will ke yaan to
sacoeed in this work. Patwence, persstence and faith
are In short, the Third Law_alls_for_per
slstent, plessant and productive public tion to be
mainmined

3

The Fourth Law

all the people of the locality vint the Ubrary o
to Increase the chance for cvery bool ‘to gef 1
rexdens, the Fourth Law enjoms even a more sacred
duty which i to retun the cmtom of those who come
to the library at least once. Their amtom cn
retaned only if each reader will be attended to and
given satistaction by attending to his requirements exact
ly expeditowsly and individually The time of the
reader must be saved if the psychological tempo neces-
mry to make them come -g:m and again to the library
b to be preserved To this, the Library Autho-
rtes should provide an adequate number of refer
ence librarmans. A reference rian thould with &
cheerful face welcome and receive  cvery wuitor to
the library  He ahould, in a friendly and pleauant
help each visitor to enunciate his reading re
q ts—the ewact Informatdon he seeks or the
Inowledge he wants or the particular emotional appeal
that can soothe him.  He should put hum alongside
the books and the penodicah which can mert hiz re
qurements. He should indeed work with the reader
in his hunt for formation,

141 REFERENCE LIBRARII N

~/To do thit effectively the Reference Librarian
should have many qualibeations He must have an

20
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urge for soclal servicer he must love humanity he
must have filth in the wbillty of bools to help hu
manfty- he should also have & broad acquaintance
withe section of the field of knowledge he mist
have 'a fairly intimate knowledge of the collection of
his library-_and he must be thoroughly familur ~with
the arrangement of the bools on shelves and the
inudaades of the catalogue.  This maokes b
see the dependence of the effidency of reference ser
~ice on helpful shelf-arrangement of bools and » well
prepared

catalogue. v
142 Sumrerve TMx
The preservaton of the cal tempo ol

the reader needs not only saving of his tme by
prompt persomal service but also  the avoidince of
any moment whatever when he would be obliged 10
wut in idleness or in a state of boredon. In other

than that of objective
[

been 2nd how much money that I shorrd 0
been spending on the aod frequent sefe g,
of this make time piece.  The Lbrrsm o,
asled why they were indulmng in this 1 .
luxurL The following scene which was witrmsa( goqe
time later demonstrated that it was nat 8 $1;4 f,,
a necenlty to the psychologial g
reades by makley him we the Mstom st o4 4 (L
Jective semse of time had produced In Lv¢  pr, 4o
serted that he had "waited for ages” to pm [y £,
he was fretoeg and fuming he was evige ., Mt ke
not any more come to that 1lsp > em

o
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wasung huis te. The Hbrarlan a ched him and
asked gently how Joug he had wasl He sauid he had
waited at least for a quarter of an hour TThe
book amved. The reader was asked to note the e
of his recriving the book and he was told he had wait
od only for fise munutes.  “How do you kanow?™ he
aled and sud, 1 koow I have wasted for mote than
Gfteen mwates  He was shown the rubber stamp af
the face of the tume piece on his application slip.
conviieed bum that he was ooder an {liulon ansed by
waing 1n idlenest 2nd he pomised to continee to be
» patron of the library

143 Ozyerve Tnm

in modern library practice the sllusion about sub-
jecuve time i elmuiated absolutely and the objecine
time Ao 1 anved constderably by two new derdres
One device b cajled “ cen” Tt comisty of allow
ing each reader to walk anto the atack room o walk
up to the boolhelves, and 1o handle any book he lkes
with ag hittle hindrance as he (ould 1n the case of by
pavaie coltectian <t home The second device o al
led  Fickermet d of wsuing Looks In this method,
the reader need not spend time 1n wnting out an ap-
bt n o1 the bool fe destres to borraw of In wast
ng for the sue clerk to wnte the name of the book
or hu name As the first deviee + ¢ aceesn, makes
the reader busy ull he picks o hum there s oo
tasion of ume being wasted 1 e there b 1o waste of
subjective ume and wasage ¢f objettive ume ls reduced
@ vesw near 270 by the uclet mechod of isue.  This

ysear i descuibed i Chapter 3

. 431 Sefeguards for Open Accen
@ RIVE Open mccews it 1 neceseary that  safef
should be provided in the library bunding and its Bt
tings. Al entrance and ext showld be at one and oaly
oue point-the paint where the fnue counter of the
Iibrary 1 focated The entrance and the exit shoukd
furthes be through 2 rwrnante which is contralled by

b+
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[} operated by the foot of the stafl member {o-
the counter enclosure, Thus it should not be pos-
sible for any person ecither to enter or to leave the
library  building except with the knowledge of  the
counter anistant.  He should not allow the reader to
through the tmnatile without wigilantly watch
ng the reader and detecting any bool or any other
materal which the reader might be carryin
with him either uncomsciously or with a
motive.  Aloreover all other windows, doors and other
Dpcru“r:gllnlhcub should be protected by weld
mesh shutters which will -ent unauthorised paulng
of books through ther T!;’:u? open zcren means alwo-
lute freedom within the library and complete control
at the polnt of entrance and exit.  The refcrence libra
rians who are on floor-duty in the stack room to help
contact between readers and bools should alo everche
suffickent vigilance to minimise the tempiation to mal-
practice which the freedom in the open-icess library
mry induce in readers.  As much a3 from thy vigilance
the disuation of the readers from mal pracice  mav
also result {rom the cheerful Lind and ever avalable
help given by the reference hibrarfan amd the comse
quent development of a sense of ownenhip and loval
ty in readen

T44 CLAMITILE ARRANOGEMTXT OF Pk

To minimise the expenditure  of the obpctive ume
ol the reader 1n an “open access” library it b necensary
that the books shoulkd  be arranged in a helpful order
The bools In a speafic subject should be grouped to-
getlier and the groups 1n the different specific subject—
and for this purpose the speafic sabject  themmelver—
should follow one another in a Bliatory order  Such
an arrangenrent of fic subjects, the helpful armmange-
ment of the bools in a subject among themsclves and
the determination of the specific subjet fisell form am
important branch of Yibrary sence It b @lled Lib-
rary canifiaten. In library  dauwihauon  each
bool is gien 2 umaque ordinal number alied

o
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js Call Number The Gall Number coosists of
two parts  the Class Number end  the Book Nume
ber kot exampie the Calt Number of this book & 22 11
1t is given at the bacl of its title page 22 b the
Clasy Number and st means Work o a2 public libr
ary” JI i the Book Number and 1t means “10517 the
year ol publicuon of the book. The Claws Number Ir 3
trendation of the pame of the spedific wbject of the
Bwok, and the Book Number of some other of fts tea
arey, into ordinal pumber  Such an anificul fangu
age of ordinal numbers has o be wed. It in called »

sification Scheme.  We may also aall it a Clasn
ficatory Languoge. The folfowing is & Hst of the well
Ynown published schemes of alaiificadon.

T T e
Hams Trreation

Anthor Comutry

Pwcimad Clasaticxtion 1875 Meivil Dewey oaA.

Brxprastrs Tlesdilieaton 1. 14 C A, Cufter TaaA
Congren Clasmdliation g Library  of va A
Cnorgrase
Babieet Clasifiontion, ] D Drown Taginnd
Colory Claredfieation 958 iauhu- v
os’ o

» 19 H E Blw vAA
S n M

145 Coron CLAIFICATION

Qf thae the Colon Classheaton was wavented  in
Indm It 3 maturally very suong where bt other
schemm fail vz in clasifying Indology re. subgects like
Ayurveds,  Suidba medione Vedw rebgon,” lndan
Ungubtic, Hindusem  Junwm, Buddbum aod Indan
y geography hutory economucs and  Isw

{oreover ft hay more eloments of universal spplicabi
Hiry than amy other scheme. It aan handle ngn-fndisn
memv anod hooks with the same  thorooghness with
which st handles Indisn colnoe snd books. It an
2l handle fusore knowledgr with as much exie @1 it
can handle past and  present knowledge. This is s

]
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feaune in which It excels the other whemes. In fac
in the words of a Brtih libmanan “every new subj
brings {ts own Colon Number In 113 pocket  The dictfon
ary for tramlating the names of specilic  subjects vt
Colon Number wall be given in Chapter 5

1451 Effect of Clasufied Arrangement

A wellclonfied anangement of bools will not only
save_the tme of the reader and satisly the Fourth Law
but will ako incresse the use of books, 1 ¢ iatnfy the
Fint Law if adequate guides are  provided—gangway
guides showing what books are in the bay ot the botk
rack [xcing the gungway concerned bay gumdes anngunc
Ing what fic subjerty wall be found n the bay «n
cemed and <helt. es pointing out the speaili subpect
to which the honb‘“uln lhl::bcl[ l{mnrerm:d}I)(-::(loﬂg T{:-e
mides will give Lhcmmeuflhc?uiﬁcmbcmlnlh:
mitunl languege current i the 1 brary and also men
ton their tramlatlon Into the aruficial langnage of o
diml numbers. Forther the back of cach book will have
A tag which mves its Call Number  Soch a profunen of
helptul guides will be & means of education for a reader
who walk alompyide the book-4helves in the stack room
and wll help to increase the use of bools Farther 3
the clanification scheme throws together all the Looks
Oﬂll'rcdﬁ.cwb}ca end arranges the specific sub)
hemsclves in & Delpful order which respects thelr filia-
tion to one another the Serond Law also will be matis
fied { ¢ every reader will have a good chance to find
his ook For example, a reader who seeks {nfarmation
Ay on Taxation, will find all the hooks an Taxaden
together  To the left will come the bools on Publfc
Finance which will have chapters on Taxatlon.  Ta

herr Teft will ceme the books on Money amt Currency
Further to the lelt will come the general bools on
ctonomics which ton will canuan chapters on Tasation
On  the way to these shelves, he would have
through these which contaim books on History which hs
may 1equire far background wmds To the ri=hg af the
ookt on Taxatlon will come bools en mecifc taxes

-y
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and then thowe on Insurance, and the Tarilf ov indovl
duz) commodities.  Such a dusplay of books will pot
omly help every reader to find kit bool without losy af
ime but also ncrease the chance for every book to find
ios reader

146 Limmaxy CATALOOUL

As impartant as bbrary damficanon s the Ubmary
cxtalogue sn fulfilling the Laws of Library Scence. 1t
cn be and aught to be o constructed as to further the
use of books, help every reader to find hn book, help
every book to find 1ts reader and save the time of the
reader A reader may remember a book the
name of 16 author seres, or any collaborator with the
author such as editor tramlator and commentator ar
through 1ts wubpect This means that the catalogne shonkd
enter each book under several names—such xs those of
anthar seriex. editor  camlator commentator and sped-
fic subgert—in 20 lar as they exist for It All these names
will be in a natural language, the d L age of
the hbrary Therelore, the entrves which begm with such
names or headingy, 1y they are t2lled, will have to be
ananged alphabetically by their headings  Usually
enney of this kind are helleved o exhanut a Iibrary
czialogue  Dut Jt 11 not 30 m fac. These will form
only haif of & property prepared library catslogue. No
doubt this hall I necesary  But it i not sufficent. It
muxy he called the Alphabdtical Part of the ca
23 113 entries are arranged alphabetally  The other
half will eonust of emrrey which liegin with class num
bers 1+ ¢ the names of wperific mbjects exprested as or
dinal numbers 1 ¢ 10 the arufical dasufctory lango-_
age of ordmal numbery mytead of the natural
Esch bool will grt one such emry to represent ia maln
spectfis subyert angd av many other sach cutries a1 there
ate subsidiary speaific subjects occarring in it The for
mer entry 1 called the Main Entry of the book and the
latter are called Cross Reference Entries, Theynre also
called Subject Analyialr Al thew entries will be
armanged b the aall numbers  with which they begln

*®
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‘This i therefore aalled the Clanibed Part of the
logue. This serves a much deeper and subiler purpose
than the slphsbetial part

I the readers quest is for & particular book Ly
pardcular anthot ot In a particular serits, the
tical part &5 sufficient by itsell to sausfy his want. But
if It Iy interest in = subject by itself that tales him to
the library his wants will be better served if the catalo-
gue aan spread befare him a full, connecied, panorama
of all the matenals on his specific subject, all it sub-
divisions and all broader subjects of whach jt v fusell
a subdivislon. BMoreorer few readers are able to name
their spealic subfecy exactly It #1 a broader or 2 nar
rower subfect that j usuaily thought of or mentoned
or looled up in the catalogue. However wide of the
niark the subject mennoned by the reader is, the Clas
Index  Entry In the alphabetial part diects him to
look-up the entries 1n the clmified part under the daw
nomber representing it

The function of the number b exhausted as soon as
the reader enterd the reglon indicated by fr.  There,
after the numbens do not oxcupy his thought or dis!
troct him His mind 1 fully occupled with the helplol
filatory way in which the namet of his bools follow
one after another  He n delighted This delight s at
bott ym due to the uthiaction of unexpresed wants and
to getting of something which he did not know how to
nsk for  This representts a deeper funcifon to be per
formed br the library catalogoe

Tt is the duts of the libmary to meet uch unexpress-
ot wadte particularly be 1o an erdinan reader dost
not nme how e give <hape to them and  aate
them.

It 13 only a catalogue with two such parts chat an
help cvery reader to find  his hooks without wate of
tme A brief arcount of the method of conyrualon
of weh a atalogue will be fonnd in Chapter 6.
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14, STAMDARDISATION

The Fowth Luv containy another Imphostion.
We have seen ko [ar that in order to wve the tme ol
the reades the library stafl should find time to_attend
Lo tach reader divdually This smples not  only
riore 1l than i easly seen o be nectssary by bibrary
authonies but abo .ving the tme of the staflf luell
i getting through the rouune work involved in  the
adsminutraton of the Jbwary which, by the bye should
{stever be allowed to accumulate wto wrean Yo save
the time of rouune, full advantsge muw be talen of
standardisxtion ard ph son of matenaly, i‘;‘x

tions and procedures  Thus 1 brefBy aindiont

cmth:;r 1 Full detuils can be found i ouwr Library
admimisiretion  The card systera of records and  the
system of sertical filing mav well be clatmed as contrd
butione of the 1ibrary profenion to the other profemions
and trades. Thexe wstema were evohied  under  the
prevure of the Foumih Law

145 ConrratisaTioN

Cenmrxhuatron ot ympasonal procenes he classific
caton and cxtalomiung 1 ancther sugreation of  the
F usth Law to nlese mote of the staff of a Hbrary {or
the human and jerond fmpate of Reference Service,
It pleads  What s ut that s quined by copies of the
solf same bock by clasufied and canalogued bl;u-:
thcuand difterent persony o a thousand diflerent
riesan the land ® Wil not the same rewsht of clasd-
cwen and atalowuing he acntved wih greater unk
fotmaty anid conantency o each bool #s Slaswificed at the
State 4 othe Natt mb Cenual Trhray o the case may
he and s (atatopue cards ponted with the @l num-
hery i the wame central badv and supplied to each of
the thrownd Wbty For even  thowaand  bools
rdded t v Bibra v 2 vear auch 2 centralbation wilt
releae  ne memixy of the Jibrary vtaff and the Nbrary
€an ge1 2 better return for hss time by turning him on
to refmenee wevne In countries with tompestablished

25
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libranies—in countrles where each library had  been
accustonted 1o do 1> own dassihication and taloguing
before the habnt of secing thungs from the high “view
polat of national economy in the hght ol 1emon
uncolouted by sentiinent—local prestige prevents  the
antroduction of centraliation of this soit  But India
should take gdvantage of he sarting  library  service
vinmally from scratch in this late hour when rational
planning with the pation as the unit has come Into
vogue It should sraightwoy commence with ceatral
isal clanlhcation and ctaloguing  Let not her libra
rams be conlused Ly the misgivings of countiies which
have drifted into their present library pontion which
advenced though 1t be in many prospects, has (o allow
many wasteful pracuces tn continue  as they hae
entrenched themselses  behind  prestige Mr Edward
Carier Ilead of the Libraney Section of the UNESCO
or exam} ke endorses my view with theie  words 1
am jmprowed by your remark that it ks oo late now foc
India to derelop Its liboary senvices in 2 casual and
laigses faire manner—vou must fomp several steps and
by so doing. it 1s quite ible that you will jump
ahesd of countrses  wl development has  beep
madual
15 The Fifth Law
The Multh Law s dufferent in i nature from e
other Lans It atts olten & 4 conedne to the enceres
o which the ather aus mav otharwise lead [t does
not view as a whele the trnity 1in a hbrany—the reader
the book and the sufi—a the other Lams do o
doubt it 13 concetned with the gronth of each of these
severally and of the reperiimnms of the growth of one
upon that of another DBefore we camine these  we
have 17 recognise at the outset that organkc growth an
be of two Linds—prowth as in the body of a child and
gramth i the }fody of an adult A« the body of a
child gr ras aeadily In heght and weight © a newly
stanied hiian grows steathly m the number of It
reades. b kv and stall  Exven as there » howmer an
upper It o the hewght and welght of the body or

-~
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person, an uppes unit can be en ed to the number

of readers, books 3nd siaff of most U excepe
tion being the National Central Library

151 ‘Topprxm STAcL

in India todday we have no library yet of the thard
cluss whrch grows foc ever in size.  Nor have we maoy
hhranes of the weond cass  having  already reached
xdulthood. Mot of the fow libravies which we now
have are 1 the toddler sage and the majovity of them
are vet 1o be born. Mot of the present of
library workens will have, therefore, 1o spend their hie
time wath librasies that grow in the finst snse 14 grow
in the number of readens, books and  staff, We our
selves have spent our life tne m this way

~183 GROWYH DX NUMSEX Or READXRS

We may sart with saying that the growth of & lib-
sary has really to stem trom in the number of
readers. This o whar the First and the Third Laws
indicate. The first charge o the thougit snd tme of
the Libranans of the present genevation in Indm should
be persuauon ot the public to use the Hhrary  Swnce
85 cent of the people are ditterste, offer mmt be

wxadommduyoundhoohwme Hbiterate

with every loal organuation engaged
inthchqmdxmno{dhmq This will be a ransf
tory phate of the worl of our Jiaries ior nemly o
REIMTRUON.

But even anumang that Hteraey » umvernal, it will
take scveral yean for a libary w reach the stage of
adale growth. Ths {5 what expersence in the Wet has
shown. Even io atis which hsve had  com
educauon snd s well.conducted  library system  foc
easly 75 vears, the percentage of the populsticn which
mnmuwamMahunammm

g that 30 cent of & commonity will alwap
be unfit to me w Ty on account of ape or other
handicaps, it can be wen that 40% of thoee that @n
wse the Hbrary are sull siaying out. Thu shows that

3°
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the lilmarans of those duc have not yet rexched the
IdUIHIZgCO[ErUWLhLDl’EIPCCI of the number of

The sfwatdon is much wore with rural hib-
myquum. Thus, most of the lbrartes of to-day are
in the phme of child-growth. This has many mplk
catione,

v{53 UrowTH IX BUILDING
The number of readers must be expecied 10 go on
growing steadily though slowly fbe volume 1o stock
also most, therefore be made to grow oz

minded by the stature of the infants.  We bulld them
uLttvwwldrequhelh:mwbeancywouldbegrown

amd obbged to Lve with their own

ds. In deigning a Lbrary building too rc
_?:ri.r:mmu of the adole stage must be borne in mind.
"he lay-out at leart must be made accordingly
1t may be programmed to complete the bullding 1n 1n
salments at intervale The overlookiny of this implia
tion of the Fifth Law of Library Science has ked to much
wastage In the past caed by the necesity to abandon
a libeary buollding which has either no space for hom
rontal expamion noc has a foundaton strang enough
to allow verticnl growth.  Even in cases where  these
two handicaps do not exist, the thape of the rooms or
of the buil 2 x whole B 00 symmetncal-ny
circular—to admit of withont dable in-
minmbemhudd:ugucf:dmlnkmtlcu The

hanges in the notion of the buildlng requirements of
\he Madras Unfvenslty Library form an illismaton. In
lQl‘.’.ln’nmbU"SO was heliered to be the marumum
requirement, Ny 1921 treble this space wis  contem-
Plated The phn of 1924 provided for ux times the

RY
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xpace. In 1928 1 iosuted on 20 umes the space on the
ground that the hbrary which then had only 40000
volumes would grow to 200000 volumey 1n 30 yearns
and thet the number of daily visitors would inqease
twenty fold  But {or the puzlysing effe; of the World
War and the temporary withermg of the spurlt caused
by the mnvasion of intrigue xnd poliug the building,
though planned a2 hberally as 1 wished, would have by
now been out-growt.

184 GROWTE IN QTAIZ,

The efiect ot the Fifth Law on the staf-require
ment of & library in the stage of pre.adult p:\:%l Is
seldom realsed. It invariaply leads to vexatious situa
tions, if the stafl hay suficent enthmiam to make the
fibrary grow  The authontes seldom  realise  bow
quickly the stnctioned stafl is out numbered.  They
complain of frequent appliaations for Increase of staft
and turn them down.  Even with the best ol eflart,
the madequate staff o unable to render even hall the
wnice which they apnounce and mspire to  render
Publiaty brings 1n more readens than an be served
and more books than can be organned  The rmult
n L and disappol. from all qoarters
and ridicule and under writing by a handful o? cynic
whose voice dronn the voice ot others.  Cowardly and
sclfsh librarans feed frusirated and begin to drift at
the ruk of the Iibrary repelling reader 1 have seen
this phenomenon recur in hibrary after Hbrary in the
Eavt and the Went alile.  Till recently 1 had wien
this to be as enuzl and inexorable as an earth
quake  Of late I am able to ¢ some Lght and think
of some mncams of averting this form of rustratlon of
the growth of a youns library and of the spinit of hard
working, enthusastlc, ploneering stall who put service
above seif interests. ¢ mears [ recommend s that
ibrary suthoritiey should once for all agree to @ mathe
matiaal formwula {or the ua@ of 3 Yorary in 1erms of
the out tum of wark Once this lormuls = accepred
the alteration 1 the strength of the stail would become

32
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actomatic and ln:pel?oml amd theie peed not be re

}c:])porﬂlnty or the play of cynidum and vexa
m How glibly they ridicule saying saf atall
and alwap more 11 How ignorantly Lhcv&udg-

the work of a Ubrary and Itv smfilf! Here
formula, [ have worked out.

1510 Siaff Formula
1549 Formuls 1: Total Btafl

1f § = Total Snength of btaff
8, = Strength of Minhtenal Stafl
3: = Strength of Profensional »all
= Strength of Unskilled Staff
N == Number of \olumes accemaned in
a year
N, = Number ol Penodical Publra
‘ tiows abstrasted  and  indesed
{Document
, = \umber of Gate Houn per jear
ld (a gatehour n one counter gae
kept open for one hour)
X = Number ol Fours  the lilhary s
Lepe open n 1 duy
Nao = “umber of Rupees pronided 1 the
annual budger
N, = Number of Penodical Publscations
alen
N = Numbit ol Readen per dav
N = Sumber of Seaty fou readers
" Numbet of Volumes in the library
N. Number of Warling Dave in a sear
M =X U\ s an integer
or
= Intepra! Part of \, il \ exceed an
integer by len
than 0 or

= Integer vext above \, of \ ecweeds
mtege by 0o
or wmore than
025

ko]
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Then § w Sp PS,;FB- N
Where Su = 555050 [N'+%000 (T«RT)J

L
8, = g LIV THOMAON, 2N

B OOl

[ 10000 gutspen ]

'

S 006
1542 Formsls 3 1 Distridwtion of Work Amonz  Pre
fewsborat Stalt
b IR = \umber of Chusladon waft

= Number ol Supervisory St
(Iibrarian and hus depuues)
8, = Numbex of Othet Technical $tad
& = Sumber of Referente dStatt

Then 8, x ljtg»"

DX Ny
b s 800
N 4200 w 2N
% o= 1000
N¢
% - (m ) N
e
1§41 Twrmwis 3 Disivibstien  of  Werk Amone  Other
Techuical $taft
H 4 “umber of Hook bSection Stafl
Ree . Number of Clowitving and  Cat
Lzuing Stafl
3, Number of Penindical Seqrion St
% Number of Shelf Section Swaff
N
Then B) = & @0
8 N L 0Ny
- 200
S -
N
kYT
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155 ApuLr StAUL

When a library reaches the stage of adult th,
growth will consist ol replacement of old m‘gr;by
ncw ones, worn-out bools by fresh ones and  retired
suff by new onex  In this stagr the library  would
hase reached the ccfling for the number of 1cadeny,
bools and staff.  Yet, there an be no relavation ln
publitity worl mpce newer Teaders must be secured in
the place of the old oner and there will be no lem work
m book purchate nor 1 shelf-section woik as new Looks
will have always to be procured and the older volumes
w1} have 10 be weeded out But there will not be neees.
sity to extend the library buikding Labuaries of schools,
Lu{l ey andl business houses will soon reach this stage.
As already sated, public libraries may take scveral de-
cades and perhaps more than a centory theugh branch
1rarees In the divisions of a city and in towns belong
Ing 10 a rural | system mry reach the odult stage
ol growth much earlier

156 A \Wamnna oF ton Fuere Law

Failwe to realuc the force of the Fifth Law ol
Libmy Sdence leads to many laulty steps in hbrary
waik.  Refaence has alresdv beer miade to the mis-
tale which should be avoided in regard to Lbrary build
ing  Somme Ubrary authoriues who have bad no expe
rience often prevent the library from adopung 4 pub-
Hsbed scheme of dasufcauon The lbrary impro-
viics 1L own scheme. It o often deugned 1n a ruke-of
thumb manoer snd n lound (o break dowm n a thont
tuwe  This iy a cnnmem feature in moswt hibrarses
today  The danificnuon hay thin to be wied again
Another equally objertionable policy n adopung 4 pub-
lished scheme either partaally ar m a modibed  way
Thn also leady to breaddown Our Hurary 15 very
wnall.  We do not want any elaborate scheme A
simple numbering will do” 13 an argument which one
clien hears, e Filth law of Lilmary Scence pro-
1ests againae thin. T should lile to 4dd that a good
sclieme of clasificadon will give only simple numbers

»
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for the dmple books found in a small pubhc Lbraty
In lact no book can take a more elaborute number for
jirelt than what 1t specific subject demands, umply
becawse the scheme ol clamilicition i use hay provi-
won lor elaborate numbers to individualise speafic llllb-

of any degree of mtensron.  In atlogu Lalute
{coﬁ-l‘olluw 4 rigid catalogue code leads to uuilng the
catalogue 2 hotch potch.  Hete again people  falsely
argue My hbrary 15 a stmple one 1 want only &
sunple set of caloguing rules which can be undentood
by a cataloguer of average ability thouglr withont
traning Here agaln, as the ubrary grows, who can
sav that 1t will ot add to 1 books nhich bring cata
logumyg difficulttes> The Fifth Law  world ~ fnust
that wisdom lies m ndo{)ting R publuhed scheme of
clssification and a publuhed catalogue code 1 fnll
without modification.

16 Over All Test

e may now conclude this study of back-ground for
Library work in terms of all the Laws of Librory Scence
taken together  These Laws have certain wave al test
g it & Iibrary res them. They look at the build
1 1 1t s smart bright and seothing, they are satisfied.
Thev step 1n and look around 1f the sears are com
fortable table space 1» ample Iighung 1 pleasunt, ven
ulation 1y adequate and flooring 15 sound proot  they
know that the necesary silence will be there.  Th
walk ity the stack 1oom 1t the gangways are Lros
the tepmost shelves of the hook-1acks are withm readh
and 1f there are guides Ie1 every tier gangway bay and
shelf plank, if the Lighting 1 good, 1l the books are 13
open shielves 1} readers walk alonmide them and handle
them without any restricticn and tf they are accompa
oied and helped by cheerful reference librorians, they
are aatsfied. They ask gbout the hibrary hours. if they
arc told that the hibran 13 Lept cpen on all the 365
days of the vear and dning all waking hours each day
they are «thfied. They feel asuned that the manes
will pull up m no tune and they will ever be m a high
state of awereness and enhightenment
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CHAPTER 2
Reference Service
20 Definltlon

1¥e hase seen {n the last chapter that the ulumate
purpose of a library fs to get lts books read wath profit
and pleasure by member of the community for
whom it b [ntended. ~ Indeed we can go to the length
al \ying that a lbrary eabts only at the moment when
the three membens of its trinity—the 1cader the books
and the suf—aie ju purposise contact with ane an
ather Ihe old coneept, that a mere  collection of
books in a library 15 av wrong as lolding that a mere
group of readers or a nkre squad of stalf Gn comtinute
w library  In the night, for example, when there are
o rewtdors ammd stail there is only 2 colledion af booky
nid not a libray  Exen when all e three vt wath
out relation 10 one another there is uo hbrary  On
the conmmary  even 4 sngle book in the hands of a
libearian Ieing invoduced 1o a reader s a librany

Refetence wervice v the name for the formation of
mosne contact between the memben of the uinity
1 a libray A 1 rarfan dould look upou referene
wrvice as luy parammount duty  Relerence Service evta
Bishes comtact between the right reader and the right
bool in 2 peronal way Every other work in the
libran s fisell Tulfilled olumately only through reler
ence service T collert be oy, to omganise them and
to go through afl the endles ratine presanbed
the succeeding chapters on lilnary work—beok  selec
tion  Lool-order punudiah werk, clswbation, cata
Toguing aceesming orannati m and display of book
and charging and discharmn  them—u 1)l lecome (rt
lew nnlews referenee service s done Lot us
therefore examine how 11 should be done

21 Pnpratien

211 Wxw Rooks
Referenice service requires patkene  and  arduous
preparation with books  Lven new hord which coms~

b.rd



a1 LIBRARY MANUAL

into the i should be rapidly perused.  The per
mlwﬂlmubtbcguidtdanc{nude:ﬁdmtbylhc
clam number of the book.  While ﬁummg, the refer
ence librarian should be having & split mind 24 1t were.
Whﬂaonep-nofi:hglmungthmughthcpxg
the other part should be sweeping the world of rea
and loaating the readens with whom 1t should be
brought into contact. It is not guly the subject-matter
bat alio ats standard of expoution, the style of the
language and the extent of illustrations and other mux!
laries which would determine the possible readers. Tt
15 not the mere ttle that aan determine 1t Thy

ve perusal should be made not only of new

but of new ediions of books, new ipuer of
armuab and all the current isues of peniedials arrvng
m the library from tme to time  For example, the
1917 volmne of the Proceedings of the Armtotlean
Soaicty mrrrved 1n the library A glance through the
pages revealed an artice on Existence Philosophy This
sct ug memory into action Tt was realled
that Mr G had asked for intormation on this subject
some weeks earlier A note was sent {nviting him to
the ljbrary  But before it could reach him  he was
met on the road and personally  informed about the
article.  He walked along immeduately to the librarv
wmith joy and the Procerdings blessed the Librardan for
his to promptly securms a reader for 1t

a1z OLp Books

Ol bools, t00 wiill have t be re perused  from
tme to time Ol books which do not leave the
shelves, should bhe perused to find out what informa
tion or what f{eatures contained 1n them could Iw
brought by specal cfiort to the nonce of prohable
readers.  OM boole miy ako have to be perused sa
21 to bring them in relation to the new books added
from time 10 tme  In this wav some books, which
covld pot find 2 reader ¢il] then can be impregnated
with new valne th Yeing put in relation to some new
amivals,  The Procredings of the Aristotlean Society
Teferred 1o in section 211 gave » number of references

-



REFERENCE SERVICE 22

of these were located In the lbrary  These in
turn, led 1o parts of other bools. Al these had
lying on the shelves untouched Ly human hand
months they were naturally glom and depros-

covered swelves with dust.  When they
pulled out, cleaned, and put into the hands of
Ir G, they bunt into joy and thanled the Proceedings
thefr redecmer and the Ibrarbm oo received his
own share of thanls. It must be empliasised that

TEEE

avég

aut for probable readers.
113 RrapeRs
‘The preparation of the relerence librarian con
cerns the workl of renders as much ay the world of

tended. Actually however the artifidality of the books,
their incapacity to appeal to any of the peimary senses
and their inabluty to rexch the intellea direaly and
unimediated by semuous pleasure encourage very few
members of the community to go to the ! of their
own accord and we the ooks. The majonity of the peo-
ple have to be by special devices. coaxed
sonally znd en as it were into the MHbrary
special method of preperation may indude manappeal
as well ay individual canvaning  Notice in the news
per. apecial articles durectly or indirectly beanng on
dntributon of foklers and handbilly addrewnng
at public meetingy, conducting library ulls by die
tnguished persons capable of attracting crowds,  pub-
lication of library bulletins and every other form  of
impersonal publidtr would conititute mam  appeal
Street surveys, vhits o inditution, vmits to howsey
running Hbrary booths in all fairy, exhibitiom and
festinals amd utilhing every similar accasion for reach-
ing at potential readem woald comtitote  ndisidual
canvaning
22 Service
To bring people into the library i large numbens

»



22 LIBRARY MANUAL

every legiumate form of publiaty 1 only prepard
gyon for relerence service as already stated  To retain
1 vintor permanently az 2 uent reader the visitor
must be recenved personally with cordialit Without
any loss of time his needs must be eliated f{rom him
Few 1caders, even among the most leamed ones, an
state their book peeds exactly It {s seldom that the
sr:dﬁc b 13 menuoned with 2 disunct  enunas
tlon of all its phases and an unequivocal indicatlon ot
its foar m all their lacets.  An old man about to re
ure from the Indian Civil Service asked for informa
non on wron works The AMemons of the Archacologl
cl Survey of India descibing andlent iron works and
beoks on modern steel and iron technology had to be
gone into with him to know that he was mtereated ner
ther 1n anaent ron-worls nor In the modem technlque
of wwon-work. A further convemation and a display
Lefere him of the advertisement pages of architectural
periodicals brought light on his face he pidied out a
particular preture showing a good dewgn of iron ik
ing ond he sated that what he had really wanted was
a good picture of Iron railing to help hu wife to 1n
struct the contractor to put up an Iron railing in theu
men howse It 1 only o sympathetic pauent and clever
questioning clothed as conversation which can elinch the
specaific subject sought by a reader  Lven then it may
happen that a prolonged pursuit, by the method of trial
and error  necestary and that the speafic subject an
be rcached only when the Hght beok itself # reached
A ths may look fearful but sincerlty to help readers
determinatian to succeed and perseverence uncontami-
nated by indolence or mmpatience, will provide the re-
ference Lbrarian with the necestary acumen to knotw
what exactlv a reader wants and what exact hook il
wttisfy hiy want

1 Leading to SellSenycr

In most cases reference service would really be lead
g a pason to seliservice.  In school a college
libraries it nenld e« without excepton  Even
when the reference libranan hay to move with the

40
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reader and be Dy Ly side mote than thiee fourths of
his way to hly specilic subject amd his bool le must
Lnow to withdram hmmelf at the proper time a0 thar
the reader has the joy ol «liwervice  The l}ay of the
teftrence Jibraian should be dantd not  from  the
comcimuness that he himell had  pracually done
everything, but fiom the sight of the dawn of joy on
the fact ol the 1eader who has Iwen  lielped to help
hinkell

32 RLACH ML DOWX SCRVICK

In a few cases the 1eletcnce hibmarian will be oblig
el tg hind out the information all by hinsell and paw
it on to the readcr without nukh particpation of the
Tattev  This should not happen 10 a «hool or collene
liliary  Thiv will olten hajpen 0 2 public  library
This will be the novmal form of 1elerence wrvice in a
Lusinen hibrary

223 READY REFLEZEXUL STRVICE

Redercuce senvice may in wine cast need only the
uve of ally prepared seference books or books on
current information like directorses, almanesy yearbools,
who who atlas statnikal bools. encyclopedin,  dic
tlonarles and libhographies  Finding  information
from such ready relerence books o1 helping readens w0
find it is alled ready relerepie sonvke  India | now
very poot th sivh book  Iuc enly Tunug the Lot 200

» that modern 1eady Telrreme Looks were mvented
Eﬁ alas, our country been wkep during this
period.  But now that she by wakang up her children
100, wale np with a thunt for informatien The readv
reference ns feel Like dutribmtors of drinking
water {n a land of draught  They should not fall into
2 mood of deapair  They should male vahims attempts
to bulld up their own reference cabimet at the stage of
asemilation <lescribed in section 289 They thould
aceumulate all thelr expertences of dinppointment and
bring them to the notxe of the public and the  pul
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223 LIBRARY MANDAL

lishers, so that the fanune of 1eady reference books may
soon dnappear from our Motherland.

224 LOXG RAXGE RETTRENCE HERVICE

By longaange 1eference service 1 meant iefaenae
senice which involies trmaang mloimaton through o
long <han of books, periodicals and cther published
matenals, looating sourcesy of information by prolonged
dowung through vaned matenals and perhaps even
drawing help from other Libiarka within the locality or
within the eountry and if needs e even [rom those
ather lands, and even ftom Ining pervons when bools
fail us.

23 Amimilation

Whateret be the wode ol scrvice the  source of
informauon and the ioute of xcuhmq it everything
should be recorded in a standard 5733 slip. In the
refcrence slips, the leading line should grve the name of
the speafic wubject 1 the form of dan number  The
sccond line should gve it n the hn§uage of the libra1y
Then should come the answer or information furnished
ot located. The last hine should give the @ll number
the heading, the dtle and the exact page to the soure
of ammer or mfoimauon There thould also be giveu
4dded-entry slips lexding to the dass number whatever
be the word with which one begins to punstie the specific

ubject Al these slps should be filed properly trom
neeh 1o week 10 the iclaience-nbiner for l)]lulurc we
Mot tner 4 relerence hibrant 1 who enjoys his monk
el an gt oand indentifes  himselfl with 1t wfl be
tluown into a mood of extensive assimilatron, enrich
ment cf experience and reorienation of hys stock of in-
formation after every muece of good and challenging
referencemarl done. The X the experience the
mare profonnd will becoroe auimilation.  The
gmtc:lhgvmtyo(mdcnmed.lh:gmwrwﬂlhe
the raoge of anslmilauon. Indeed the knowledge of a
relerenee bbratian grows from moment to moment and
drans 1ts sap not only frawm books but slso from the
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REFERENCE BERVICE 24

Uralns of the readens served, A relerence librarian'y job
not only enricher s experkence but also codesn him
10 one ond all There can be no voauon more ha
than that of a reference libranan 1l one 13 2 do-sll
rarlan, there Is no happler part of his work than that of
refaence wervice,

21 Present day Irdia
In Ipdia today the abwvence of reterence-books will
make most of our referencework  Lelong to the long
range varrety  But a» and when a particular invetdgs
th-n is vuccessfully completed it must be recorded In
referencelips As the relerencecabinet lormed of them
grows, much of referenceawarl wilt  change over into
ready-reference varkty This happens even in developedd
countries. Its happening will be maoe frequent In an-
developed muntrfea



CHAPTER 3
Circulation Work

Amuming that the reader has been helped by
per reference service to pick out the book he wans, let
us next exarune the 1outine Involved in allowing him
to take it home for reading The latest, simplesc and
cheapest method of meuc work is the Ticket Method
This method mechamses a good deal of the rouune in
volved In loan work or Ciculation Work as 1t Is aalled.

It mves the time of the reader and the stafl It also
eliminated possibility for the violation of some of the
rules and makes the detection of Vviolaton ol some othens
automatl. Before going into the details of thiy method
of mue it will be an advantsge to give a set ot model
rules governing drenlatdon work as well ay other matiers
connected with the use of a public library

31 Model Library Enles
1 HOURS OP OPENING

11 The hours, when ths  hbrary will be open to the
public, thell be fixed by the Library Cammittee, from time
to time

12 The Library Committes has decided sa follows for
the tzme being

The library shall be open to the publs on all days
fram (7 am to ? pm)

N.B—The loan counter shall be closed halt ar hout

before the closing of the Ubrary
ADMISSION TO THE LIERARY

nﬂomwhnnno&dmmmd.wdnnly
in persn, por Properly dressed, shall be admitted Into tho
Dby

Note ~The decision of the Lbroran, ar of lus deputy
mnm-mmwwmmmmmmm
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CIRCULATION WORE 31

[The rules may provide for sdmisgfon by special per
mit in the case of specified clumes of pertons xuch o noa-
tax payers, grangers, atc.]

32 Persons desirous of cung the lbrary shall enter
thetr pames and sddresses legibly in the gate register which
13 Jept for the purpose. HBuch entry shall be taken st an
acknaowiedgment thet the person agress 10 conform to the
rules of the Hbeary

121 Stheks umbeellss, boves and olher recepiacles and
such ather articles s are probibuted by the counter clerk
shall be lett at the entrance,

232 Dogs and other anunels sball not be sdmitted.
31 Sllence thall be sirietly cbesrved in the Uboary
141 Spitting end moking are sinctly prohibited
243 Sleeplag by strictly prohbeted

151 No perwon shall wnte upon, damage or make any
mark upon any book, manusctipt or map belongping to the
Nbrery

82 No tracing or mecharucal reproduction shall be
made without express peroumdon from the Lbraran,

253 Readers shall be resporsmible for ony damage oc
Injury dona to the bocks ar other property belonging to the
library and sl be required to replace soch books oc ether
property damaged of injured or to pay the value thereol
If one book of & set 15 wnjured. the whole sct shall be ro-
placed

354 Defore leaving the Lbrary the renders shall relurn
to the counter clerk ony books, manuscripts or maps, which
they had taken for comneul stion

28 Cases of incdvility or other falimre in the service
should be rrparted lmwnediately to the  Lbwsrian, or his
deputy djring hia abience,

4



31 IIBRARY MANUAL
3 LOAN PRIVILEGE
31 Alembershin

31 Any of tho fallowing is entitled to take out books
on loan on enrclment &%  member of the Library —

1 Any tax-payor restding or  baving his place of

bunnes within the aree of the lLibmary

;M,mhvin;mthlntbe-mui!.heuhm

end guaranteed by any tax-paysr resdent within
the area of the Hbrary

3 Any person employed mn an institution within the

niea of the lUbrary and gusrantesd by the Head
of the mstitotion,

211 To get enrclled aa o member o person ahell Al
up and sgn a Farm of Earolment, which can be had free
of cost at the Horary counter [and make a cash deposit of
R 1

Note—We do not recommend the poction of the above
rule which 1s shown withm square beackets.

37 Reador's Tickets

3 Each member snll be glven as many reader’s
tickets s3 the pumber af yolrnes, he i3 entitled {o have wtn
hmm oa loon et ons tme

331 The trckets of & reader will be valid for twelve
months. and can be retewsd by filling up a fresh Farm of
Errolmmmt and returnfng to the Ibrarian all the expired
uckets alang with 1t

322 A bock will be lent to & member only in exchange
for one of his tickets which will be handed back to the
member when he retwns the book, \mless 1t 8 returned
after due date 1n which cuse the ticket will be handed back
oaly after overdue charge s pax

3 Avteklnnlml}ullb.gl?mbtlmndepomu
withdrawn. No depomit shall be repaid untud all the boaks
outstanding sgane; he member and all his member's tic
kets have bemn duly returned and all the dues from him
are pud.]

Note—Thus  rule will be daleted i the porilon of
Rule 311 shown in squsf® brackedy 1 deleted.

L]



CIRCULATION WORK 31

H Lem of Thekels

34 A member who has lost a ticket shall make 0
written report of the sama to tha librarian,

31 Three moohts’ time shall elapse after the date of
such nolice, before o duplicate emn ba beued Duning thr
patiod, the member shall attempt to troce end recover he
ticket If pomsible and mersd & second report at the end of the
penod, stating the result of hix endeavours,

342 It the ticket has not been traced, the member shall
give an indemnity bood in the prescribed form and pay 4
fee of anna for ench doplicate tieket required.

343 After the receqt of the indemnity bond and the
{ee, tha duplicate ticket will ba bsued.

(35 If » member who hay bost one or moce of hus e
kets, applies for withdrawal of depostt amount, no echion
will be taken on such applieation tll the expiry of mx
months after the report of kose o. ticket. If the ticket s not
recovered by the member befors the end of that perfod, be
1hall give an indemnity bond in the prescribed form in ras-
pect of the ost tickels After the recelpt of the Inderunfty
bond. tha application for withdrawal will be dealt with 1
the tnial way )

Note —Thus  rule will be deleted Jf the portlon  of
TNule 311 shown m square breckets 13 deleted

4 CONDITIONS OF LOAN '

41 Each member ma  have out on kcan not more than

separate volnes st ore Lma and must make his own
arTangements for the con eyance of booky to and ram the
Ubrary or any of {ts delnery statlons, excep that in tho
case of Ivalld or lxdy members books may be delivered
once & week at ther rexience on payment of an sdvancy
quarterdy subscriplon of

42 Before leaving the counter the member ehall
natitsfy bimaelf se to whether the book lemt to hm i b

-
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sound condition end, if not, he shall immediately bring the
matter to the notice of the librarian or his deputy in his
sheenes otherwise he is liable .o be beld responsible for the
replsceent o ihe book hy a sound copy

411 If one book of a sat is Injursd or lost the member
cooeermnd shall be Lable ta replace the whala set

423 The valus shall be immediately padd to the library
for return after the book or the set 1s actually replaced,

43 Perfodies] publications, directoriles, woris  wiuch
migh be difficult to replace and such oftber works as may
bo declared refersnce books Dy the Lhrarsn shall not be
lent oot

44 Mmnbers are not allowed to sub-lend the booka of
the library

48 ATl bobks on Joan shall be 1eturned af the expmors-
tion of a fortnight from the date af e,

may be temporanly declared reference books under Hule 43.
452 Loany may at any tme be terminsted by ordar of
the lbrwrian
48 [f a book w Dot retoned to the hbrury when doe,
sn overdue charge af one arma per volume per day shall be
hevaed.
47 Loan may be renewed for a further penod of ohw
fortnught providod —

(1} The renewal applicatxm reaches tha Lbranan ot
Jess than thres and not more than five ciear days
before the date on which the book 1 doe

(u) No other reader hss applled for the book in the
meartime and

(W) Not more then hree consecutive renewals shall be
allowrd for the same book without 1ts production
n the tbrary for mspertion,

In cave conditon (L) w not aatisfied the Lbearmn shall
4



CIRCULATION WORK 31

cuuse a letter to that effect to be posted to the mamber con
cerned und the book shull be returnabla on the due date.

48 A member against whom sny overdus @ olber
charge s outstanding shall not be allowed to barrow books
[wvﬂtbdnwbudw]mmhehadmldtbeummt,ms

6 GENERAL

31 The Lbrarian may refuse, under speoal  elroum
admisslon |ate the Ubrary to any person or the use

of any book withoat amigning amy reason thersfor

52 The Library Commitios may reiuss, under special
circumstances, any applieation for the pnvilege of loan of
books without asigning any reason therefar

53 The Library Commutteo may grant special lomay
on wuch comditions as . may

34 Any infrmgement of the rulss will render the pri-
vilege of sdmisqon to and of borrowmng books (om h
Lbrary Lahle to forfeiture,

32 Parts of the Issue Apparatus
I'he parts of the bsue apparatis (all into the lol
lowing groups —
1 Materlal  be anied by the book
2. Materal to be amed by the reader and

3 Gihor matenn | netded 2t the counter

321 JMATERIALE CARMIXD BY TTIE DBoox

The part of the nu ratn normallv o be
imnd in the bord are the | llowing —

! Date Label and

2 Bool Ticket.
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8211 Date Label
“The cwde number lor Date Label is 061 It s, of

octavo sue It should be pasted 1 the book 10 a1 0

1t finst beal, It should comsbst of a sheet of 18 pound
white prating paper 73~ x 4} 117 ot v bottom
shiuld be tarned over This turned portion should bhe
poated along the edpes 30 o to form a pocket whose
mouth {1 2§* wide This 1s to hold the book ticket
when the book is mside the hiwary A pictuie of 1t 1
shown 1m the next pneo  The turned flap should  he
printed and the rest of the label shenld be ruled o
shown n the plcture.

8212 Book Ticket

Ihe code numlxr for Book Tichet 15 AG2 1t 11 of
abnrmally small size Tt should be made of Aanlla
paper 1n the form of a pocket. This iy to hold the Rea
der s Ticker when the bool hay gone out of the hb
The batk told sheuld be $"x1§” The front fold should
be 1§7x13” The open portion cf the innde ol the bacl
fold should have the class number ol the hook In th~
firgt line, its a0k number 1in the sccond line and i
accession number m  the third line The front fold
tiould have the name of the author or its substitute
used av the lieading ol the book 1n the fast and second
hines and its short utle in the third line The picture In
the next page shows the pottion of the Book Ticket
which is projecting outside the packet 1n the Date Label

3213 Book Pocket

1111 nowe the wsual practice has been to luve a sepa
rate Book Pocket to hold the DBouk Ticket made ol
Marulia paper of «witable dimenviom 10 contain th
Bool Ticket The practice has beun 1o paste it inade
the front cuver ol the book at a distunce of 1 from the
bottamend aml centerid  between the two vide-cdges

The altermatne suppesied  in Seruyon 3211 b cheaper
and neater

P
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Date Label

136 147

1]
136, 41
Rould

nerdue
vevond

DELNI PUAL]  LIREARY

Date of release for huan

t retmemed o ef befor
emarge of ooe sans will be
thatd te

73 Aug 1981
th det last  tesded
eried for ach da Uke
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323 AlarxRiaTs CARRIXD PY THE READER

Each member should be given as many  Renders
Tickets as the rules of the lbiary allow 1 he code pum
ber for the Reader s-Ticket 3 ASL It 1 of abnormially
small sze It should be made of thick bintol board o1
1ts equivalent, say about 1|12 thick The ReadeirTlic
ket should be capable of iseited to 3 book
ticket with emse. It should be £ x14  One side should
have the crest of the library printed in the centre. The
words Not  tranmiferable should be printed above thr
crest and the name of the library bclon the crest. The
other nde should be leit blank, The nmwber of the
tichet will be written in the first line, the sumame ol
the member 1n the the second line and the lorcnames
within brachets 1 the third line.  he ddrew ol the
member should be written after thtae The accompany
g picture showa the tiro sules of Readers Iicket and
2 Book Ticket with the Readers Ticket ymerted 1n ot

It may be exphaty fuated hae that as umme, for
definitencm that o member u given three Reader's Tic
Lets 9t any time the nomba of boaks 11 s pase
scaron plus e number ot free tickets he has, should e
equal to three It he has three hool e will hase no
free trckets. If he has two books he will have one free
ticket. If he has one book, he will have mo ndets
:rl:ml?n no book, he will have all the three tickets with

The followning v a model ctolomn  scheme  fot
tickets.—

Children s Tickets Red

Fiction Tlhckets Yellow

Ordinary Tickets  Green

Usually even an ordinary bool can be taken on an
yellow tidet  But ro fetron can be taken on a green
ticket If there are other privileges like loan of petiod]
cals other suitable colours may be used 1o rdicate such
privileges.

82
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323 LIBRARY MAWUAL

323 MATERIALS NEXDLD AT THE CoUunteRr

The counter should Le provided with the follow

ing materials

I Trays to file Readers Tickets

2 \ Rubber Dater and Inking Pad

3 About 100 Twin Tolens of the nze and shape of
Book Tickem and Renders Tickets made ol
Manfla papa and wubered 1 te 10 and

4 Tokens for the custody of private property like
umbzellas stucks hoxes and o on

3231 Ticket Trays

About a dozen primary or charging tray aie neces
sary Therr inner dinensions should be 12° x2x1}  Tlnee
or maie secoddary or sorting trays ate These
should be niple vays  The inner dimensions of cacdh
member of the tniple tray should e 18 x27x1} There
should be three (3 a1 many ay may be pecesary
depending on the number of memben) Tertrary or Fil
ing or Cliarges Trays Each ot them shounld be a 9-ple
Tray The inner dimenyons of each member of the 9-ple
Truy should be 21 \2'x1, kach of the tray as & wholc
aay be ot the inclined sort—the nearer edge resting on
a reepar 14 high

324 LOUNTER
Ihie ccunter shoukl be so improvied that theie is

an o lad en bosuie (o1 the saff - The space 10und 1t
Tould be i the lomm § nanow gangways of not more
Uun »n 3 leer of widihh so that  gueue lormation of

raader * automanc The entrance and exlt gates should
Le 5nly 1, teet i width drey should be 4t the very
inner end ot the nland-endosure. Thes should be pro-
vided with wome wicketmate controlled by the saff
within the nland-endasure.

325 Conscrowcr Box

Near the tntiance wicket gate there shoud be a
conscrence bon—a Incked box with a mall it in it JId

-1
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a3 we have in temples 1o callect offerings—Into which
the members who have delayed the return of books be
yond the due date may drop therr overdue charges. \Mter
pracusing the Vctorlan method of fermally collecting
the overdoe charges with formal recefpts -mi mainten
aike of separate accounts, lbraries have lemnt that (1)
the game is not woith the candler and (%) a splendsd
opportunity fur the development ol wvic e b
thereby being Imt.  The conscieine boa method s now
adopted even for the eollection of busfares in Anrerica
Qur libraries ibould straightway Dbegin with st m
elifs manner Truse will beget tnnt,

n C]urg-lng and Discharging
331 CHAmuize \omk

\lembets should be taimed to present the books to
be charged—.c taken home on loan in & helpful way
They should prewnt them with the tront cover thrown
opery and one of thar 1eaders tchet placed on 1t o
that the man at the counta wan emly 1ead the date
label O course they should abo be trained to regpext
the rule of queve 1L the boak 1 1n 4 damaged condition,
set it asrde tor 1inding aid cell the reader that 1t wn
be twken ahier repuir

3311 Charging and \igilame

Ter each book, 1apidly wily the all numba aut
the steey 11 ntmber w1 the book<ard with tlse 1
the date fabel 11 they me himbt nsat the teader 1w
Lets, Tnto tie book treket taking care to see of the class
number | the bouk hay 1eoable ¢ telatun wath th
member numile of the teader 1D at 1 sauactony
stamp the duedate m the earltest vacant compartment
of the datelabel While doing so release the wicket gate.
Allow the reader to out Hand gver the hook to hum
and {msert the coupled ucket-pair in the tray
ny du cy in the call numbers and roember num-
bers should be disposed off quickls JE 1t is too compli
cared. pany st on to others  a the  tream of erembens
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vate property 1nduding books sucks umbrellas bags,
boxes and reeeptacla of 1l sorts give him a token m ex
change place 18 twin on his propeity and we that he
writes In the gate 1eguter conectly wnd fully

4323 Discharigurg

1t the 1cada has u ity book to return, he should
be named to prtsent the book m o helpful way He
should present it with the tront cover thrown open so
that the nian at the counter can cwsily 1ead the date
label He thould wlso be wamed to respect the rule of
the qurue From the last due date stzmpetd on the date
label and the call number of the book witten ou it
locate 10 coupled tirket pan 1itit up 1nsert the book
ucket mto the pocdlet m the date lnEcL proviled the
acoss1on number m the book ticket Is the same & that
on the date-label of the book, If 1t I+ nat you have plcked
out a coupled ticket pait  you mint Tetore it (o
1t place and begin agan. 1t it 19 atright pull out the
# tcket from the wupled ticket parr and hand it
ovr to the member or his agent asking him to verify
whether the ticket 1v the right one Release the widet
hate and admit the pascn innde the libray Insert the
book-ticket mnto the pocket at the bottom of the date
label of the hool.

385281 Retwined 1 olumes

1t the bool ticket dnes not contan a red slip Pllcc
the book on the 1eturiwed books hell It it contain &
Ted slip at 13 a bespoken book. Deal with it ay provided
in Section 333 and Its sub-did fom s and when the
returned-hooksahiell gets filled up the  books in gt
should be translerred to the returned hooks-bays in the
stack room

If the damamw in the date babel ot the retumed
book hay been filled up, paste down a new date-label
and coter the @l number and accenvion number of the
hook at the pcrpllcumn.lftlmbookhinad.n
maged conditlon Leep it aside n the drmaged hook
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a3 we lave in temples te collect offerings—into whidy
the muembers who Lase delayed the return of bools be-
yomd the due date may drop then averdue charges. Alte
practhung the \iumfvxn methiod of formally collecting
the overdue charges with formai recerpts a ruainten-
ance of separate sacounts Hbrariey have leamnt tha (1)
the game 1 not worth the candleo and (4« splendid
oppartumty for the development of clvie mmJ::m: n
thereby being lont The comcience-box method fs now
adopted even lor the collection of busdares in \mersa
Our libranes should straightway  begin with trust 1n
thils manner Trust will beget st

n Clurgtn( and Discharghhg
331 Cmaroirc WoRK

Member ahotld be tramed to present the Luols to
be charged—re tlen hame on loan In a helplul am
They should present them with the front cover thrown
e and oue of their 1esders uclet placed on ft 0
that the man at the counter <an eaily read the date
label OF cuutse they should abo be trained to rapea
the rule ol quene If the book 14 In a damayed coudstion
sct it askle tr binhing and tell the reader that It an
be taken alter repur

1311 Charging and \igilane

1 resch bood 1apudly wily the al} nunba 2id
the sice wn nomber 0 the book<ard with these on
the date label 11 they are altmht ametn the tedders e
Lets fnto the book ttcker taking dare ) see i the cdan
number f the book b 1 awenable cortelation with th
merate number of thr reader I 0 i sausfactony
wamp the due-date in the earltest vacant compartment
of the datedlabel \While doing o Telease the wicket gate,
Allow the reader to pass out Hand over the bool to him
and 1mert the coupled ticket-pair in the charging tray
1ny discre, in the catl numbens and member num-
hets should be duposed of quickly If Jt Is too compli
cated, pare 1t on o others. av the stream of members .



3311 LIBRARY MANUAL

cronsing the wicketgate should not be leld up and stag
nated by tumbl over ont case  Witlwout offence hut
with extreme ce, watch every petson crowing the
wicketgate whether taking & loan or not, amd make
sure that he does mot Gy away with um unuthoused
any book or reading material of the library cither lorget
fully or wilfully

3512 Imue of Bespoken Books

\vhen a reader alls (ot a bespaken book, take back

hu bespeaking cud satlsfy yowselt that he s the night

and {wue It in the wsual wav I theic 1v & text

dlip with a name other than fus m the hool tdker sec
that it Iy retained while charging

3313 Sorting

As pick-up work whenever you are free liom reades
arrange, in their danified order the coupled ticket-pan
collected 1n the charglng tray mark the loan-coun nt»
sheet foe them by putting against the appropriate sl
{::t a vertical stroke except that the fifth stroke should

2 horironts] one acoss the peceding four Thiv
facilintes countdng 1n blocks of five \s thic statistics are
beiag marked for each book trnstar the coupled ticket
pan to the sworung trav and file 1t ty s 8 number

3311 Unusaal Period of Toan

Care miust honerer by taken 1n he case of 3 bov !
loaned for an unuual per od The couplerd tcket par
must be fifed, immediate! after charging behind the
proper date-goide In the charged wav st the entrance
counter after making the statistia

3515 Dally Scatistics

At the end of the day total up the stathty, tally
the total number of iwues with the number of coupled
thelet palrs 1anding 1n the sorting tray imvrstigate and
sct pught duscrependes {f any and tramfer the coupled

-
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ticket pairy to behind the correet due-date in the chuged
iy

8316 Closing Routine

Befoie ddosling down, change the date to the du
date o ng to the neat worklng day put up &
new countingsheet for the neat day and e that the
charging counter b cleared of all secumulated  moate-
ﬂ:lxnrzllszlnndancoudndonwuulwodunm
oeat day

381/ Cumuladon of Statistics
\dd up the sathuo and post the liguiey in the
Duily Statisue Regnter At the end of each week, wontl
ad year srike the cumulatrve total

332 Duscmancrka W omk

Discharging work conssts of (1) Renewal of koan,
(@) Chaige of prhate property of rcades, (3) Dn-
chaiging of loan (1) Recoverimg ovadoe books and
™ O routine The man in the dhcharge counter
Is the firn person whoin the reader nweet in the library
He should 1herelore ghe him a genlal welcome amwer
his quertes and makes I feel bhe walling into the
lbrary aod aceepting ity seriice At every hour the how
thonld be entered at the end of the Imst filled vy Line in
the gate-reghter

3321 Opeming Routine
As the Iint thing m the niomiog, phk out, from
the coupled-ticket pair standing behind the  dateguide
of the day those that have white slipw in them.  1iax!
thent mer ta the charging awistant o that he may renew
the loans,

3322 Reception
When 2 reader approaches the entrance wikelgate
recenc bum in 4 genlal way Thit dooy not mean petting
Into convenation with hrm. Take charge of all his pri
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vate property including books, sticks, umbrellas, bags
boxes and receptacles of all sonts ghe him a tohen m ex
change place its twin on his propetly and see that he
vwrites In the gateacgister wnectly and fully

33°8 Dischargg

1L the reader has 2 Lbtaty book to retnn he should
be ttained to present the bool m a lelpful way  He
Liould present it with he frout covar tliown open s
that the man at the counter can on Hly 1ead the due
label He should alwo be tramed to 1eypect the rule of
the queue. From the Law due date stampetl on the date
Jabel and the all number of the book written on it
lotats i coupled thletpur hitit u{; insert ithe book
ticket into the pocel m the date label. provided the
accossion mumber I the Look ticket i the same ay that
on the date Iabel of the book If 1t 15 not you have picked
out a wrong coupled ticket pait you must restore it fo
s place wnd begmm again 11 1t s alnght, pull out the
neuir- ticket from the coupled ticket pair and hand 1t
over to the member ar ha xgent asking him to verlly
whether the ticket 11 the right one Release the wicket
gate and admit the peison nade the libraty Insert the
bool ticket mnto the pocket at the bottom of the date
lale! of the bool.

38281 Retrined 1 olume,s

If the book-tiker does not contain 2 red shp Placr
the book on the reanned-hoakwshell If st contuin
red slip. 1t 15 2 bespoken book. Deal with it 2 provded
m Section 333 und ity sub-divisions Ay and when the
returned-booksshelt get  filled up the books m it
should be runderred ro the tetumned-hooksbays in the
stack room

T the date space 1 the date label of the returned
book has been filled up paste down a new  date-label
and enter the !l number and accesion number of the
book at the proper places in L If the book 1 in a da
maged conditfon Leep it aside m the damaged hook
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shelt 10t hud been bespoken wilte to the urember con
ceniedd that jt had been set askle for repair

3324 Ovadue Book

10 & book rctiined s overdue, ity wut‘:id tchet-panr
will Le beliind an  overdueguide mat in wnnsw.
Befote handing vver the tcket to the 1eader auggest 1w
him gendy to dmyp the colis nto the comchence-boy, il
he does ot do so himselE The old method had been
to adkrt the overdue charges om him am! give him
aluiig with the tcket a deflaced overduestamp ol the
conieet value  And even older still was the practke to
Jrepare aaecept in e mikellancous recaipt bool, give
the oiignal w the tender and retain tie  duplkate as
oflice copy I the reader has not bought cach write the
amount «{uc from him an a shp ol paper Initial and
date It attach 1t to s ticket by a pem-dip and file the
ticket in the Lept tickets-tray alpliabetually by the name
of the reader sk (e iexder to rcarer his  tidet
when he pays hs averdue charges

1523 Rushi Hour

In nnh howts, the procesy of Incatung the coupted
\kku‘)uh may hold v readens at e entamegate
revulting in a long quete ainl the braakatonn of theh
pataiee ol temper A onla undewrable sl
tion muy abo be eated it am chaal mntake  lud
ortinred in the anangeruens | the oupled 1 Let pair
mahe dharged uav ol vou hase to (umble about loc
the conect teket  This lumbling in the preseuce ol
1eadens will indude confusion wd a seme ot inferiorin
comples witich will wotven wu apadity fm work. AN
the s undesiralde It 1 6 olnate all thoe tmdait
abte (onungencics that vou uic (wovkded with 1 supph
of numberal twintokens. The woment you (eel that
stagraton begins. Insert the pocket-member of one of
the numbered wwin-tokems into the Lok paclet at the
battom of the date label of the bool returned arl hand
mer iis plain member to the reader n exchange for the
Book and reqoest him to take his ticket when he keave:
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the librmy ot if he want to go buch numediately the
next tune he clls at tie ibiary 1Yont put such 2 ook
on the whelf reserved for books returnet Put all suck
books on the shelf for Held up books. When you get
1apite from the marchingfn of readen tke up each
ol the books 1 the held up-book-shelf locute ity coupl
ed tidet-patr with composure and when it 19 fournd
wnert the proper book ticket in the book pocket, having
talen out of 1t the et member of the twin-token
Insert the reader’s ticket mto thet pocket member Place
the book on the returned booksshell or hespoken books
shelf or dam books shelf as the case may be.  File
the coupled ticket token w the held up-ucdetstry  in
the order of the numbeis on the tolen. When the
reader cnlls for hu uchet, collect fiom him the flain
members ot the rwin-token given to him n exchange
for his book, pid out from the heldup-tickets-tray the
correspo coupled udket tolen hand over the
ticket  to reader  Couple the numbend tokens
acd file the coupled token pair in the pruper place
m 1t tray
3326 Trmming the Climged Tray

Fiom tune to time close up the coupled debet paury
in the charged tray so that they all stand erect and fill
up each tray tightly In so0 doing do not move more
than frive coupled et pain at a time, as  otherwise
ll;:y may slip out ahd causc disorder delay and confu
kol

3327 Renewnl

Il a member ot his 1epresentative ks lot 1cnemal
of a Toan and if 1t b due on that vay day locate  the
(ouykd tcket parr If st has no red ship  mdicatng
having heen bespoken pass it on to the diargity, coun

ter for chanpng. 1f 1t hav a red slip inform the person
that the rencwal i not powble

33271 Deferted Renewal

1 the ook is due on a later duy 1mert a + Iute slip
into the coupled tieket palr  The will renund jou to

2]



CIRCULATION WORK 33284

renew it on its due date  If the bool b alieady over
doe, suggest that it s so and that the overdoe charges
should be dropped into the consclence box Il the
coupled ticket palr has a red slip inform the memper
arally or by letter (if he had wmitten lor 1enewal) that
the renewal Is not possible

3328 Closing Routine

33281 Insertion
Ay the Jast item in the day v work, Imsert at the
very end of the charged-ichets, the date gusde of the
day on which tle books charged 1n che course of dur
day will [af] due  Get thie sorting trav froni the man
at the cargng counter and trander all the tickets o
behind that guide

33982 Chauge of Overdue  wides

Deginning with the higliest denomination, 3
carl overdue gaide Iy the ene showing the nexe higher
denomination of money if the next day b1 2 working

day If it happens to be a holiday the replacing over
due guwdes should be the appropriate ones

13283 Count of Overdur
Inter i the nerdoe nckets-ngister the number nd
coupled ticket par standing beliind  each  averdnc
guide

13781 Overdue \otifratr n
e out an evenliue mon e cud o1 exch A e
ccupled theket pan standhing betizmd the mendue gunk
of 1wo annas and nine annas and despatch them

Send veglstered notices In cach of the  upled
ticket pain sanding  behind nerdue  gdes of o
ru In the aw of thow which le behiml mverdue
nuﬁ\; of one rupee and weven ammas muke 4 persandl
call on the members and ake cvery miher mevesary ey
qeh as talung the help of the garantors ar athery (o
recover the baoke,

o
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38280 Putting up Gnte Reguter
Put up the gateaegirier sheet tor the nest day

33786 Demaged Books

Transfer the bools 10 the damaged-baokhell @
the bindiay wection.

333 Doareasnd Work

Wiheneeer o penion dena to hapeal a book ghe
him & baypealing cxrd A6 him o enter the call e
ber authoc and utle [ the book and Iy ewn addies
w she po places aod to affic the pmg:r pestage
stamp In proper place In token ot your having sath
fied youself that the paavon hm filled up the gccessmy
panyulan tonestty and afaed the wamp  anatial the
rard m the Jeft hand bottom (orna ami waug e date
of tha day jint 1eat 1t 1w place the cand 1 the tow
porary beypeadang ban 1 there 1 abitady o cnd wnth
the ame cafl pumber put the tigute 2 m 3 err as the
et may be atwr the date stamp.

4531 Lacrung

Ae el up work take cach ¥ dw casds out of the
bapealing bov 1otz mn the chaged tav the coupled
eket-pady which has the (] samber mentoned an the
hcspc;ﬁng rantt Prepare 4 3ed sy with the name of
the beypeaking member and ke daie of beypealrog add
ing the sevial nanber thoyeafter o there w one Jowert
thn red slip skl the book ndet 1 the book et
n oot found i the charged ¢y hat the bool. 1y 30 ihe
Lespolen seynenie  anwert the el shpoane 1 boaok
tuder 1w bood 1 nat traceable ool search for it
and dr (e peedind Tover nea the night hamd hottom
« et of the bespeaking rard afe date on which e
bonk n» due back 1 the hitwass fnert the bespeaking
ards 1 gy Despxaking cards by AL the ards In ot
should stand o she ader of the (law pumbers 1 e
books bevpelen I thoe be ina or more  bypeakine
capds for o ndd ihe same book arrange them xmong
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thennelves  in the onler of the dates on wiuch  the
bespolen cards were 1ecelved  If there be two or morc
hespeakunrg cards for one and the same book and with
one and the same date wtamp  wmange them amony
themelves in the order of the digit entered after the
date stxmp putung in the semal numbers after the due
date in each of the cands.

3332 Napolen Books Shelf
1he beypoken books returnedd to the llrary are 1o
be now arrangal n the Bespoken Books Shell near the
entrance gate in five sequemces, iz

W Zeroth actjuetke comsbting of the bouls wlhese
Lespeaking «and  have not yer been tormmaided
Fitst sequence comnting of the booly whose be
speaking cards were formaided on the day
Seromxl setquenice consiuing of the books  whowe
hespeaking cands were forwarded ane day earlier
3 Third sequence coming f the booky  whow
bespeaking card were forwarded (wo days e
lier amd
Tourth wequence covsuting of books slune e
speabing caid were [ wwaided three days eardier
The bor ks i each of the sepuences we 0 be kept
n the vider o tiedr call numbeny,  The sequences sic
10 be veparated in gurdes. A gunke 13 ot 2 strip of aard
Vodrd toukhes v m hes math the sequence numbey
waitten pw nninently ai lath el

3333 \otification

I'meards the endd | the las It in good  1lme (o
catcdh ahe Lty mail of th {3 tor earh of the soluines
m the rere seyuence pid o ibe related  bewpeaking
wad [rom the bespeaking can 1 un IF there be two o1
maore hevin akit f cand of the same volome pul out i
ane v hikh 1 the senror-most oy determined by the senal
aombes after il dre daie entered at the keft hand bot
tom cuner [alh the solume with the entry in the be-
spealing and aml spm md - despatch the  hespealune
@nl to the nember (omncerned

1®
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3134 Changing Sequence Cexds

As soons 33 all the beapeaking cards are despached,
selexse all the boola behind the sequence guide num-
bered 4 Examine if they have been hen by others,
and if so, transfer them to the revoth sequence (o be
newly formed theresfier  If not place them in the
semporaty replacing table,  Ihen, shift the acquence
guu}’:‘m the ap ate manner ie, shlt gurde 4 1o
thre place of guth 3 guide 3 10 LBCK:JOC of guide -2
purde ‘T 1o the place of guide 1 guide 1 to the place
of guide ¢ and place gude 50 as 10 cover the baels,
whore bapealing cards are (0 be forwarded on  the
acat dav

33 Crazxomc ro Briwemrs

In the case of a City ar Rural Gentmal  Library
which periodically sends aor books to Braneh Libwaries,
epare tno bool-tidety fmtead of one for each book,
?\("hmn hook ia sent to a branch Jibrary tansfer one of
the hook uckets to the charged tray cllotted to  thar
branch The book-urkets in this 1ray should be arranged
hy wall gumbers. The book fteell i sent to the branch
with the wrond bool. tecket inserted in the book pocket
at the end of the date label  Thi book-ticket will he
used by ihe hranch for wis omn chargng and divharging
work

T may be denrable to have a tranwnision  sepister
m which the number of booly tiamietred to a ranch
» entered The rofumns may be (1) Date of tanumn-
slon (%) \nmber of books transmusted  (3) Signatare
of the person wrammitiing  (f) Synatore of e car
tler (%) Signatuse of the person at 1he Braach Library
rereluing the solumes  (€) The Nomber of  wolumes
receited by him and (7) the Pate of Rerept

A similar vammiaion  regoder should aha  he
mainined by cach Branch Librany for retummg the
hooks back w the Central Livwary
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335 CHAROIMO TO DXLIVERY ITATIONS

If a Hbeary has a Librachlne (=Travell Lib-
rary) which cnlls at  Delivery Smtions  regulardly the
Librachine should be treated a3 2 branch llbraty so far
as work at the Central Libraty goer In the Libarchine
jusell it may be Lelplul to havre the coupled-ticket-pair
armnged {n the charging tmy firt by the names of Delr
very Stations Thoswe belen to anyone Delnay
Sualions may be further gronped behind the due dates
‘Those behind the due date should as wual, be arramyg
el by call numbeny,

Tramsmhsion reguters on the Unes of those for a
cI;]r‘nndn Library should be maintained for each Libma

ne.

31 Lost or Damaged Books

Occasronally 1t happens that a reader Juses a volume
of the lilbvary or damages it It 1s abrious that in the
former case he should be msked to supply the Ibrary
with 2 fresh copy and that in the latter case the tieat
ment to e given will depend upon  1he extent of
damuge The volume may either be repaired loally or
if the danage i too seriows the 1eader may be asked
furnish the lilrary with a fresh copy

341 SrEciaL Drrowr

11 the decnlon is to » frexl copy from Lhe nser
find Sut the published price of the book from the acves-
won section or from rade huts, av 1he cse may be I
the book §s a rare one it mav be necessary (o estimate
the enrrent price of the book from  second hand cata
laguex. If the devasion §s to ha e the baok repaired lacal
ly get from the binding sertion the ettimated ost of
the repais To anv case make a Uberal estimate 5o o 0
mokl the centingeney of recmering exeews amount frum
the user at a later stage 1 s almavy eauer tn refund
the halance rather than rerover the exerm

A+ s0on as the eulmated cost is obtained inform
the nwer coneerned §n person, if he 1 present in the

€5
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library or by letter about the amount and ask him to
pay the amount as 2 special deposit immediately

As soon a3 the wser bung the speanl depomt, 1¢
ceive the amount and prepare  and give him a recelpt
far the amount  The amount 1 to be tmnmnitted to
the finance section at the end of the day ajong with the
muscellancous collections.

\s soon as the recepting speaial deposit is over
plek out the related coupled ucket pair Place the book
ticket 1n the lost volumes-sequence and 1cturn the 1ca
der's ucket to the member  If it is a case of damaged
volume, 1t may happen that the mer 13 not a member
In that case, simply tander the book card to the lont
volumes-seqjuence

342 OverpOT Levy
Theie 14 the question how long overdue  charges
should bLe allowed to accrue in the case ol lost or da
maged volumes
1 Fine may be made 10 accrue thi the Niesh cam
anves
~ The levy of the ftine may e stopped with effect

Irewn the date on which speeial depmit Iv paid 1y
the veer and

-

The lesy cf fine mav be stopped with effect (rom
the date on which the notice of low 1y given

Fhe adopuon of the irm Alteinative 13 rather ton
hard i Indian libraries a3 1t often happens that o fresh
copy of the book hay to be  procur frem  foreign
counmics. It takes not kess than s 1 eeks for the [reshy
copy to arrne It doubtiul whether 1t s desimble tc
continue to lesy fine for uch a lomyg time

A more hunune alternatine seems to be the adop-
tion of the second one But theie s a curtous abane of
this alternaine by certain unscrupulous members  In
ths alternative 1t 1v open 1o a member who wants to
ictamn a boe L for a long time after the due date 1016

[}
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342

port low ol the book, pay the special depost wd pro-
duce the old copimllwr he no longer requires s, wits
the story that he has 1wonored it vomthow Some mem-
ben succuml to the tem] taton ta do this, eapecially
in the case of bovks ol tnpical importance and parties-
lary text-books wlich are of great lmﬁolun(t in on
nection with examimations. I wonder whether thi abuse
yay not be muarded against by providiog that 1 case
wser returns the okl libmary copy lie shoukd pay the fne
tiil the date of teturn, Of comse fn this ave we have
no nrean of disumguishing gemnne low and  recoven
from preteveled lows anl recovery

The thind alternatite 1 not dewrble. Becaus spe
cin] deposits are not cauly fortlicoming, unlews the L
1 nade to accrue untdl the date of payment of wpeds
depondt the library has to walt indelinitely long to get
the special deponit

342 RrrLacmumxt

In the case of & lost hood, either ask e 1emder o
ruu—lme 4 tresh copr o1 tale hib writlen coment lor the
theary to punchase 1t on hi Behall Ay voom as the fresh
o arrnes. pack out it boc L tiek tirom the st Luook
wquence attach the date Ibel enter ihe accession nunr
bet in usial places, and ansert the bool-tkbhet to the
poclet at the bottom ot the dute label. \dvne the reade
that the bool hud been replacedd  md seith b apecual
deposit acount The duntaged copv iy then be retom
et o the member conceined with the lollowing endare
ment written on it tle page

~Thix copy has been replaced by & fresh copr by
Mr Hence this copy 3 given mwar to Alr This o
o longer property of this lbmry

Libranan

(Nsme of the Library)

I the book K not procatal  cven o ond-laml
write of the book from the txl  of the Lbrary  and
appreguiate the specral deposit o the lilean fund

(.4
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343 Rrram
In the case of 2 damaged book, a3 s00u as the repair
has been campleted intorm the person concersed about
1t amd scttle his gpecial deposit acronnt

35 Members
The work of ¢ Iilwary 1n tegard to mombers will
comnt of (1) \uracung manbers w lbran @ Ad
mbsan ol membens (5) Renewal of mamberstup (3}
fom tacket ete

331 Extensios SXRVICE

It n one of the banc dutes of a public Jibrary to
make every revident withm ate ared a wemlxr of Uk
Utwary  bor thiy purpose 1t adopts publicty metleds
stch at those referred 1o in Chapter 1 Wath the sanue
end m atew & public lbrary organbes also Exlension
Senire of varretn Lnds. It may arrange Jor publi der
tures by membets ot the hibrary stafl of scholars in the
toalitn w doangushed vartors 1o the lcality In con.
wecuem mth a tecture aperia) rembmg ists mas be e
pared and i udnned o e audieone 1he hood
beaitag on the lectine mn abo be exbibied at & van
tege poam thowgh nhich the  audeetce will have b
P4 v The public bty mas 1lso prepare leadiog lats
wil divusion  programaies i conacction with  the
1l service in the countny It 1 abso mnal o aow the
learned bodies i the locality and other atuen-organea
trams, nhicht m o need bools to mreet in the hbmn pre-
wises  \hen they de meet apeaat reading Ity amt
exhiuu o mm be nved as the mens for making e
people nteveded i the hilwary setvue \nather form of
ension wrvee Bt Eomote e Danuton of reading
¥ bes andd pivose them specal facitiotes © weet 0 the
Tibrar premises and discny reading ronrses and the
findings’ of the members. \ public library may  alsn
ke part in loal exhibiuons o all bmdy 0 may abwo
retebrate Jocal. national and  Intemational  fevtivah
wing each orcamon to hamness the wperial rurtostty amd
interest of (lie membes w0 x4 tg make them e the rele

0
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vant books In the libmary  In the present high level of
jtlirnacy public Hbiades in 1ndis should alo organise
1eading of Lools tu the dliterate. In short the public
IMrary shanld be an intellectual centre ol the locality
where soclal educaton of every sort ks helped.

353 Apuisstoy

When a petson desires 10 become o member of the
Hbrary give hint two application cards. When he gives
thein back duly filked, examine carefully if all the ftems
hate Leen Gilted up verily the accuracy of (he statements
and aho the signatnes contained i them whenever
vecemary I there 1s any dbacpaucy get it rectified by
the applliant \v soon a1 you are withhed that every
thing I in oader send him into the library to acquaint
hinrelt with e anangement and to get nidated Into
the library setup and apjmrann. \notlier member ol
the staff—the reference saff—mas be xked 1o help im
m s,

Remeniber that m the case of 2 n who ks not &
tax payer of the locality lie should be asked to obtuin
the gaaante s signature on onc of the appliction cards.

3321 Lickews

Whent he » thiy wken aare of sthawne picpate
tie necemary nuiuber of tikets of the poper colou in
weotdance with the 1ubes Rt member should be
gt a Member Number  \pait {from the swerial admis
wnt nitnbet whicl walt be put v the appluation card,
the member number abo siould be 1 i 1t will be 4
meat omenienae il the nuember-number 1 o comtruct
el that 3t » a short reproentzuon m otdinzl numben
of the yem and month in whidh his tickets will
and dhonld be returmed for rerewal #od the muin subyect
of interest of the reader 2+ detenmined by hi wxation
and other fagtors The example grven in Section 3 will
ruake thiy clear Please refer 1o the pleture of Readers
Ticket {front) given fn that seadon. I;he \Member-Nom-

L]
)]
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ber shawn i it by 200038 17.3. Here
206 == Expures in June 1032

D38 = Aeronauncal Engincenug  (Subject of Inter
et or socaton)

12 = The wember is the tueltth of s elawn
3 = Turd udet o} the member

The bie of n reader s tichet mav be hxed as 1 2 ot
4 yems according to kcal comdivom. e tidets should
be miualied and datcd by tre fibramen When the mem
ber comies bk to the ¢ nunter hand mar the tickets o
hima.

3322 Filing

lowady the thse of the day tahe the admrsion
cardy 4 alt the membeny admitied in the toure of the
dy antd arrange ane st alphabernally 1y the mune
of the memben and the ot}u.‘r set by the Member \Nun-
her 1ile the togmer in the alphabeisal aeginer of
monbers e the latter ain the dassied  regoier of
menben

153 RyprwaL or \SMACRemP

1he person ar e chamging o) dichargirg (ot
1y hauld detert the Reader s Uschets whih are mooe
atter the mnnth of ther expoy Vhe wembers comeein-
ot diuld be adiped 1 presert 2l thesr inkety o one
vt aml get dhem renened tod a tarther peisod s the
bt are retened dben uld appluaikn Grds mn e
tramieried ¢ then aopedne bew  sequences with a
noute A thor dates ol vansfer ad whh i alternations
that may be necevnt an them [t many be o good habat
tomabe ant ol the (\pred admis ion card  lylng in
the  Lowbd sequenie bnd oant the ikmbens concetnen
and %ot the ket senewed

354 10T TKETS

The rnpenemie wnh s o low ddes i the
Madia« Univeruty Libvan is of wrue interest Tor some
yean the Iofloning practice wa adopied Whenever »

0
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mber notibed loss of tickets he wa msket to 1epoit
at the end of thtee mouths the 1cault of his endeasou
to tace them out H at the end of that perrod, he was
unable 1o trace them out duphpate  tickets. trere
given without anv charge. It was found thae thly pri
v was alined In several wap.  Alfter aking the
du, te tickets, the old tickets werz alo  presented
The dckets repxated to be low were somerumes presen

ed by the 1elatives of the members, the relativey stating
that the member gave them the tiekets for  thelr e
Samte members repocied low b tickety 1epestedly almow
ey yeu While the tckets ol woe  arembery were
locked up in the Hhrary against fine duc fiom them
they wed to coine onths later with the dory that th

tickets were leat D to one cause or oilier notice of
Jout ticker came 1o be recened almow everv

Then it was felt that somethung shoukd be dorne to
belp the forination [ a higher sense of reypomsibality
in the matter of Hbrry tidets  The pracuce that
oy tdtowed | to chage 4 {ce lot the mue of dupl
cate tekets aml to ok the membens £ exectite an imkem
uity bend It s wow ayear Ince this practice wa in
trexlikert  \lthaugh 1t s not happy 0 have thiv pro-
cedure we have had fiom the experence. theie  are
reavan to believe that tus practice 1 having  the
desired rewlt

330 Olwervauon slip

Whett 2 member notilies foss o o Gchet, seind lum
4 copy o the tukes seganding los | tuket aml the peo-
ceditre that should be miopted  [hen prepare 4n Olmer
tauon Slip Thi dioukt have the number [ ¢h o telet
m the fire tie the name of the member In the pext
finc and the date of natice of the low of tcket n the
hird ine The Obsenvation Slipy should be Lept In
the olservaton lip Iwn in a clanified order

1342 Detectron Worl

\s 4 uekup work the remm at the drciage
cuunter shauld examine the charged tickerttay to find
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out I any of the loat tikets les chasged.  The mun at
the charging counier sho should hase befure him a kst
of the numbets of the Jost thlets to taaltate detection
in case any of them s presented When any ticket §s pre
sonted 1t tnumt be filed in the Lept-tiden-uny with the
necenary noie explaining the arcumstances of detectson
and the owner should be notified about it It wsy mat
practie B cypertcd 1 should be punucd w2 proper
Wa
' 3543 Duphorte Ticket

At the eapary of thiee mienths ar whatever peniod
s provided thetetor in the o the membear concor
o may be mked (o make 2 1eport abous the rowlts ot
I endeasour 1 trace the lose tscket ot b soedl not
fouisd, he oy be turmnhed with & draft {oim of indem
ity and oskad 10 produee the hond on the appropriste
stamyy papes If the boud i in correct form he may be
:\Le& t puv the duphcate udiet fec presaibed by the
1oles and then a dup!luw tuchet may be gven 1o him
with the wotd duphicate writien acroe .

36 Overdus and Other Collections

The « unter 35 bleh to collevt woney o cerdue
fages spevial depouty and feed for dupliente  tickets
Open the comaionce bov before e accounts section
ihnes and hand over o the Accountant the total sum
1ecenced cn alf the three heads mentioned sixne  The
date and e amount should be  entered  the Tram-
wie s Regunter und the ngnature of the  Awomnan
tihen nnatan token of hiy having recened the amount.

W1 OVERINT Brasrs

In caw the ©mmcoreno box asiem s 1ot muoduced,
tut the sadiestamp system o adepred, the counter
shautd teke 4 permunent advawee of overduc  samps
boods wnth R or any other amount Hxed sccording
1o Txal ondits iy hom the \ccountant. Eveny evenmng
the maamum miegre] pumder of rupees contuned in
the merdut ¢ Becuon of the day should e mven o
the accountant axt aerdue stamp books of equal valve
should be taken

72
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362 Recxmt Boox

It the antiquated receipt Look system b will -
asted on, the entlie wol! oy of the dav should be
remitted to the suountant each day amd the signature
of the accountant should be received not only n the
tramminion register but also on the Lack of the <oun
ter [ofl of the Inst 1eceipt aneted by the amount [he
trunsmineon reguter abes may glie Kx fnclowree 1ecoipt
numlxers corering the amoeunt 10witted.

37 Forms and Reglsters

In what lollows it tire first letter of the code num
ber is \ the Iotm b of abpormally small sbre I the fint
letter of the cxle nunmber Iy C the form b of and L
(3 x37) il the fns letter of the code mnnber b Q) the
form Is of the qurarto sve and If the brst letter of the
code number k5 °5 the form 1 of the foliv sire.

A68. Overduc label Cherdue stamnp thoukd be de
dgned In 2 form similar to 2 postage Mawnp with the
coat of aron ol the Hbrary as the devke  The value of
cuch label should be markcd 85 one duna Thev
should Ix bound in boollets of Re 1

CG1Y Bepienhing card Printed 8 point tpe Bils
ol boarl. White.

One side iy reserved {o il number author and
title The text of the loimy 1+ 4 lullows —

(Name of tha library) Date
Call pumber
Author
Tile.
(Fhe other side)
Dear 8ir

The book mentloned on ibe other side is now arallable
in the lbrwry Kindly arrange to take It

The book will not be isried uniees this card is pro-
doced

Litrgrizn
XA 1 Wnte the addrew on the other side and sfitx
necemaTy postage slamp
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o 1w boused T wegastaring one volume onh
Yhe Juli hali oF e hier side should hoe  the
follswing words prnted —
Call Nunber
Author
Tule
Fe tght hadl 1 1evenved lor address

GBI Owidue nelice cmd  Primied. 8 palit
e fusdad Board White  The test of the lona ¢
ay tallons —

{Rame of the hiwoev) Dalo

Deur 8n
The underentoned book books due  (rom  you on
tas ave oot Yot beun returmed. handly
uan i them unmediately along with the  weiduo charge
Cs2  ipphamit  1nd  lruned 4 point  type
Boowd beend  White  biav the test of the o b
@ 0l o i o (e s -
fName of the tbrery) Dals

Admn Ne Vember Number

Warre 10 blork Jetter inie i pame My and the cthor
ety Aftec it an cucuiar brackets)

House sddroay
Busutes  address

Y ocation

Fhe seonsd and the Jaier Ions nas be } ruited w0
that the F ot be sk oo the et moof U card
FEr il deve e puce Botween ihe inot and the
Soomb e 0w geused Ty asn numbers aed
s eber tetnder {0 awntar ol veny

!



CIRCULATION WORK 37

M text on the other side of the and shoudd e
2 follony —

Ticquast to be sdmtied ox & member of the  publc
Iibagry and T sgrec to abkio Ly its jules. I am a lax payer
aod I resde in No Birest of Ward No. -

Data Bignature

I am » tax-paysr and ! reside at Noo fow o
Ward No. The person mentlonod above | known
fo me. I recommend that be be admitted a3 o mamber of
the hbrary

Date Signatine

C81 7 W ticket observmtron shp  Stenal Ledger
paper Bos The 1w headings aic w be b lollon —

Name of the momber

No. af the licket lost

Date af notice

Date of report af the endeavour to trace the lost ticket

Dato of buo af duplicate

Remarks

Q6L O vrde giter Minted & poan e
Ledger papor White Lo n feal hundoy

Fle number of ke el m (e cclomn leadi gy
is to be 10 on cach ude

Ron headings nent the tap are 1o be 4 follons —

(}ame of the hbrary) Date.
Addrew Kame
Depont Ko No and pature of thektiz



3 tapranl maNuvaf

Belon that the foliowing column hoadinge are to
be printed —~

Cail no. (U inches) Due date (1 inch) Retum
tare (1 {nch) Days overdue {k mch) Orerdue charge
Re av (1 imch) Date of collection {1 inch) Reeeipt
no (1 iwh) Remgrks (I Inch)

Q8L Mucollencois receipd book  Printed. § potnt
type. 21 [ prinung paper  \White  To be bound In
booklets of Each sheet & to tomnt of 2 receipt
form and 1y consterioll. The boundary line betweem
the receipt form and the ounterfofl is ta be pertorated
The text of the recmipt form s s follows ——

{Nsme of the lbrary) Date

Receved from tho mmn of Ra as
s a3 psr detals Ehven below —

Spectal depoatt
Fre for  cuplicsts trcket

Overdus charge on 2 hook due on [Omt tius
1t overdue steropr are owed}

Date
Chasf of cousiter sschion
Counter elerk
Labrarisn
86L (aic ex for Pumed  Unplav type L
b pnoung paptt White 6 tun m  the  longer
edge. The aumbor of hotvontad hne below the columm

hezdings i gach nde 18 to be 13 and are 1o be numbered
1wl The columnma are to be paraliel (o the shorter

76
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The column headings are 10 be

Ber No. (1 Inch) Nmma in block lstters (3 mches)
Full address (8 inches) Qualifications (1} inches) Token
No (I¢ Inch) Remarks (1} Inches)

The text of the form abova the column hexdings o (o
be ax follows —

FPLEABE WRITE LFGIBLY (Name of the Lbrary)
Enter your nama and sddress in token of your agree
ing to atide by the rules of the Lbrary

862 Loan cowniing shett  The wruaal column
anay show cither euch hout ™ longer intervals lo the
period when the library » open each day  aid alo 2
sufficient number of columm may be provaded fot the
totals at guitable intervaly, g1y ore at 10 LAL, another
at suitable intervals, say ome at 10 L N\, another at 3
at 3 P M., another at ¢ P M, another st 9P M amd
another for the grand towl  In additbon 1t 14y be 2
advhablke that columm  mav be opered to pote tu
scimal  pumber  of waders in the hiliany At
some important moments to be deckled acording to local
conditiom.  1he row headings should be the symbol
for the main clawes  of wibpects and vikh 3 the wb.
classes a3 are of wypecm) e ¢ the localin Inore
cording the count of hooks maued, 1n 4 pardcular sub-
Ject in a particular lour o1 Ume ntesval the G tour
strokes may be vertical and the hith a hoerfrontal ooe
aqons these four  Thiv will faohtate counthng \
partion of the Loan counnng sheet v thown below a1 4
sample

I_.:nm-—-a =
Y—“T‘

I
”"

%<

n
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863  Commltahun counting sheef Tl may be
suntlar o the Loun Counting Sheet

S84 Cocnlation diny (Dady) e num hesd
ing of the colwmn, e o be e spinbol fo the mam
clanes at the subpeety wd such of the awb.daves o 2o~
of special mterest to the fotality  tor eadh subjecr—
heading the sul-headiongs \hougd I Comuiltaton
Lean and Lot Thete should also be the follow
mg additwnal headingy —¢ rmud ot wath  the  suh
heathng, (omuliation foan nd lowd 1ol
Numbr  Reader Reverpt of Inte hinaiy Loan and
Iwue of tnter {ihrare Losn Uhe 1o headings shoatd
be die dates of the month wah addromal rowy inter
polated  at proper placev—dor watal of the week  and
wumulatne  total b the monty at the enid of  datea
7 18 1 74 ard the ot of the month

§63 o nists ¢ diy (Monthly)  The morthly
Cacnlats n Dy shonld have ¢ lumn headings wmilar
O the daih orantatom drry Ity sow hevdmgs shoudd
be the mrouths vath progesssse totals that vt wy
Janwany  Tebswary  Cumulatne towd March  Camu
Hisve oal e

S68 R ufine dnon bhe ¢ humn headins should
e
1 General Correspondence
11 Autharsatsn letters rectived 12 Authorleot an

Mo dspowd 33 Oiber deiterr receved 14 Other Jetiere
dgpaed 19 Lettors ong mated 18 Reminders sent

1 Rencws] ond Bespeolung
41 Renewnl requests recoived 42 flenewals doncs
41 Renewalt  errcted 44 Bespodku £ tegueds, socosved
43 Bewpesk ng rd sent 40 Despeaking  ardy untraced
€ Overdue Cards
& Fuwt eninder wnt £2 %eond tem nder  sont,
&1 Thit temwder wnt €4 Mexstered reminder sent

K
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4 Admission
41 Tax-peyers 43 Others.

3 Rerwwal
51 Tux payers 03 Others.

§ Lo of Tickets
7 81 Tickets Jost 82 Lost tickets deisciad €3 Duplicotes
Trrued

T Losw of Books

11 Books lost, T2 Books damaged 73 Special depomt
enses. 74 Books reolaced

In the case of certal NHirine wheh wemd ot
books to branch lilmaries il to defnets vationy they
should have sepaate cuenlatlon diarkes for thiy woil
dilferent fiom those 1elaung to direct Ksue to readers

2 Files

The lollowiny tible ges 4 sbeme lor number
D the files of the onntar section The meanings
of the tenny wall be | und explamed I wcon (88 f
Chaptar 1

Narme [N 1Mo
baracterratie
thre 61 Raks
eraler o Vember
g “H otewed ol
Stwdy coowp 7] L et
the clasa
amber of
the subjeet)
Twellafble ) Corzerpoad ¢
1 aqui-er v 1 quirer
Bespeaking conds 613 N
Intetlibrary borrowing 3 (felbowed I Heading
the date
tnmber of
the wwhlect)

Lénding and barrowing
IThr thes [£¢]

Mbrary
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681 TrAurza To Rxcosd

Al the files of ths secion wre to be irmslerred o
the record sequence one year after it u closed,

652 DESYRUCTION oF Rrcomn

The fles rehlulg to u:ed or permancat be-
<ards d by y be di
yar  \ll other fila m:y bc dmmyed n.nu 1hm
years




CHAPTER 4
Work Behind The Seroen

\  library shmies many jteos of  adounniane
rousine with other offices, lor example those relating
lo pemsonnel finance, muoun, cormespondence peint
g statlonery supplies amd sernces, amd huildn g and
equipment. A1 2 ibrary s wnally a dependent  In
sdiwton, the rouldpe about mowt of these rems vy
Lave 10 be in conformity with that ot the parent-bod
In the ase of a public library the Local Bady which iy
the Local Litrary \uthoruy will prescribe the routne.
A nysematc account  of these e wan be found in
part 3 of ow Library adminutrafion We shall confine
ounches here largely to the distinetine Wbrary routine
which relatey (0 books and periodicals, dien  sebec
tion, purchase incusion 1n stock or ac exsioning, pay
ment preparatbon for dues, arrangement m the ack
100m and binding  In regaid 0 these there iy some
difference beuween books gua hooks and  periodials
In the case of the latier the fnphed solume does not
come  out at onre hut in wwcewon in the form  of
fasdeules  bued at regular—aidd more often  irregn
lar—Intervaly, and thete have to be gathered together
21 som as the title and inden arrive, xnd made
inty a volume. Fm the ieues shoukd be nade
avaflable 23 und when they come and not allowed tn
be wlle until 3 volume s completed and hoamd.

41 Dook Selection
The first wep in the distinctive part of hibran ad

mimunasen relates 10 book-elertion Thi « on
ditionexd by three factors

1 The demand In the light of focal nicrest in
different areay of the feld of knowledge

3
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1viewy i periodicels. The Sunday ediuon of the
Dailtes in India ontain Hievan pages i 1 el te
stews ate publblicd.  fhiese ton can sne 4 wuee
fo1 hook selection

H2E Styesuom Tran

Bex b jrobuble mteiest o the 1ealer  1c Like
Iy Uy bp Iought ¢+ the aotue of the linun by e
scadeay themseltes When the  uagesten reaches the
libany a baol selectim id b uld be prepared amd
fled fn the suggewtn nav in the (I.{ ufierd

!
4122 Wending Out

The printed souwiees should be o tematically hled
on shebea \ and wlkn o new « bift 1ol the vune
annes the  Id abidon i mikd be dix 1ded 1 the cas
ol cphencral mate tah or 1emed tr the hnh“ngnph.
al collectton 1f they me warth retert on

413 Rotrinr

I'he wource fut ook sk tm should be sanned

sy et s and wehen tiey bee e v ntable |
7 ook wiecinn ar L should I ppepared In ea b
selecied om Teshould be yowehly fosabed amd b
standard  smiw | (hke elementan dman advaned
aml w n) shauld aba be tentatneh put on the aand
Thexe i havkl be fiked i T2 wied weber it it
Tarent seyuerces areording 1o the standad  The ¢
amulated cnd  Jwuld e d sused ar « menient in
yivolv—ay onfe o4 aweih 0 the apposnted e
with the ¢ merved speaialie i the wnrtiw o 1y
Timny Commitee boull be shtained 1w the finalh
Sanin ned Indent

41 Fomws \ p Recisrce
Cl2 Nk Selecte € A4 Pined 6, Mual
Toard wlnie [n pir il ) Ls green dn g 1 nke

LA
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515 Daily diary  Its headings should e the tol
fowing —
11 Letters recelved
121 Letters replied
123 Letters filed
141 Lettors drafted
142 Routine letters imued
13 Remundars set
21 Indents called for
22 Indents received
31 Book selection cayds checked with scloeted
card  tray
32 Book selsction cards checked with oroer
34 Book welectlan cards checked with bills on bat
35 Book selection cards checked with catalogie

818 Neelly diarn This should show the manbet
of book selection cards wistten Lty headings must
the wmbol o the mun classes of tlasifcation wed

418 1i1rre
—
\ame Amphitying detice Tl

plilving det chnractcrsté

e . -

Bources Subject Device o/ Conespodest

and Language Device

Jelection Subject Dovice Do

Indent Do Do.

Allotment Do Do

Outward eoquurey Do Do-

Trrward enguiries Do, Do

T -

Wl e fifes iy be translened to 1600d c{m
vear after it s ckwed. Ther niav be deatroved affe®
th e 1 five vear according to convenlence

5
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Red for bound volumes of perfodieals. The text on
one aide should be ay shown helow

The text an the other ude should be 2y follows —

Ac Mo Dog Mo WL Mo,
o W,
Awtb,

Tile

fxe, Quits. s i,
Pabr Prb-price
Sazie etc

Raview
Relfetence
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QI2 Heook selection  consullation letler  fmm
stenal 2] |b. Printing paper White The text of the
form is as follows.—

Bubjeet. Book selection
1 have the honour to enclose herewith  (number)
book selectlon cards in (rubject) for your conaideration.

moy be separsfely bundled and set to me sboog with a
covering letler embodying your recommendstion.

The balapce available for purchase of books In  your
wubject within the eurrent financial your ks Ra

Expocting your reply withmn a wesrk.
8I3 Indent moting form Stencll °1 Ib Priming

White.
p‘p‘:rl‘he text of the lorm b as lollows —
Qutilds No. Datad
Fue No. Dute of rocelpt
Subjeot. Indant for books
Librarian's Nots Office Note
- No. of Hens recommended
Ko of iteow already available
or on order
No. of Reme recommended for
cuplieation
Ectioated cost of the lems
not 10 Iibrary e

Total ertimated cost Re
Allotroent for books R
Amount alresdy sppropristed Rs
Balsnce available Re
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815 Dashy hary 1t headings should be the ol
lowing —
11 Letters received
131 Letters roplicd
122 Letters led
141 Letters drafied
142 Routino letters lsved
15 Remunders sect
21 Indents called for
22 Indents recelved
31 Book stlection cards cheeked wath  selecied
oard  tray
33 Book weleclion cards checked with oroer iray
H Book sclection cardy checked with bills on hand
33 Dook selaction cards checked with catalogue

816 Ne Al {ay Thi hould show e munber
of bool selertion caid wutten s headings mist n
the wmbel tn the mam dases 1 dda ahaation wsd

415 [1Les
Name A bt ing devi e Hiling
chracterisue
“Bources Bubyect Dawice of  Correrpondent
and Language Device
Select un Subject Devaee
Indent Do

Allgiovent Da
Outwnrd engu me Do
Toward enqu et Do

gEFYY

A ahese Ll 1y e namioned t vecoud one
vear after o dined . They may bhe destrined after
three 2 1 vaar ¢ wdinz 1y Cmvenience

/80
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4211 Contract
It Iv nerewary to stipulate certain combitions of «
bibliographical nature in appomting standing, vendon.
They should be asked to undertale the followlng re
spomibllites —

1 Every volume should be cerefully collated before
belng sent. 10 any defect s discovered at this
end, they should take beck the defective copy and
supply a soumd copy at thor own cost, meluding

be to mnd fro frefght,

o« The latest echtion  of the book is to be suppled,
unless theve are specific imructions io tho cm
trary

arder comtalve a pote that a ceriain sdibow

of & particular book s atready in tha Lbrary they

ahould  find out if the later editlon m the rmosr

et 1 subetantally different from ¢ one n the

lbrary ¥ not, the hook should not be suppli

od an sdvice should be seot. In ecowey of

doubt, they shoald stato the cxve and supply tha

caly sfier recelving a confirmatory ordor

4 U the book m rerwus of wnother book under a
different  Ulls, \hey shoold mdvite the Ibrory
sboat 1t wnd send the supply only after reestring
a eonfirmatory order

L If 2 book 15 wn off-print from » periodiesl publiew
Uon or another book, thty sHoold sdvise the Ubrery
sbout 1t and send the @pply only after recerv
ng a confirmatory ordes

@ If a book 18 realty a foreign publieation, though
Usted n the trade lists of fodr country by tho
toral  representatives of the foreign publisher
they should advire the Library about fi and send
the supply only alter receiving a confirmatory
crder

T If there » any difTerence in the name or In  the
maltmg of the natre of the suthor or in the {itte

5
g
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they should adviss the Libcary about it and ship
tho supply only after recelving a coafirmatory
order and

8 Il any book occurs In more than one order of Lo
covered by any of the standing orders, only onc
copy should be st end a sccond eopy should
not  be semt without gatung a  conflrmatory
order

In all these cases, if they send & wiong supj ly they

sliould t2ke It back ac thelr own cost.

4212 Secund-hand DBooks

In the nmitm of out-ol punt books, 1t v best to
obtin quotadors frum dilfer it secord hand Look
sellers and dedde dic veiddor in eacht anse on il micrie,
rather than appoint & single stambig vendom Very
olten  the atalogues of wcond hand  Douksellers
may obilate even the nucewity for etkpuny Dot thee
@ ucs should not e relied upon. it dw amvount Iy
able It may be powible o pet bettgr terun

fubve q

421 O®rimIngG

It 13 cevnable that ardet work s detiibuwal evenly
throughout the year amd an order & sent ent yegniarky
ooce Ir 2 week or o munth an an apponited day  The
routine for emh ader niy he a followt \rra
the finally samctonal book selecunn card  alplaberd
clly ba the names . uthor  and hedd arelulhy «
ellminate unintended duplicattons > all Lnde  Fm
this purpoe cherdl with (1) the atalumre of the 11y
ary (D) the vamdirgonder card (%) the outstanding
order—cards (1) the Bl awaiting parmert and (%)
the exchange Hlut of the library 'l anv Separate the
cards for the books which tan be pot as gilts aml apy |
for them Type the onler it for the suniving ard
in wiplicate wend one with the order tn  the vendor
leave me for vse ir advlsing readers and use the third
a3 office copy The enrrespanding bool selection eards

Ll
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now gain the status of arder amds. Imen these in
their proper alphabatical places m the order 113y whidlt
contain  the outstanding cards.

1221 Samding Onder

It » debable to gne standng otdens to the ol
lowing tlames of books

| SeviexNooks 1 e xlouging to ¢ senes 3l ol
whose volumes the library has decided to buy

« Multivoltmed bovks 1. ¢ bools in two or ol
solumds all the volumes ol which aic not pub-
fishied sinultanecously

3 Instalment books 1 ¢ ook published mn suwes
snt pars or ludaikes  which should be ac
cumnulated ir the library and baund afier the
atle-page arrives

1 Subscription bonkt 16 books o which advance
peyiment » 1o be made either in il or in part
betore acul publiction

123 RECEIVING THT SUPFLY

When the supply amves, armange the books 1 the
mde m which .m 16 entaed in the biIL Ll W
wider card vl cath book liom the order 1y and n
sett 1t on {ts utle page If theie is no mder «ard lor a
bee k3 has been enther alredy pand for ot it was never
ordered  \When all the books have got thelr 1apectine
ard  crefully ¢ Tlate the books, scrutinize apd gy
pre c them nboal they amvwer w r\ni detal fmndh
ed i the sepecnse wder arde Phen pa the
finoks n o fw dawihication  caaloguing amd
shelf repintering Dfevt may afw e detected ar thhs
uge 1 nce deler cutung, swamping  rrenioning
and payment tif those processes e b et Retaw the
sber card with wou v form the eontrol to en
sure that all the hooks rame bacl Ior accemioning
Various difficulis mas  rop u) in thk work  Thewe
atre enomerated and the mears of dealing with them
are giver {n rhapter 4 of our Library administration,

o0
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1231 Supply of Sirding Order

The procedure for 1eceiving supplies of standing
order and watching then regular supply should he
similar to the one destribed in section 13 Periodical
Publicatiom

424 lloliow ur Womk

\s 00N a3 o book order is sent out, prepare 4 Buok
Onder Follow up Card and  file it in the book-order
follow up box behind 1he weelguide of the due date
of supply The cardy behipd a weekguide are to be
auanged on the baus of the following sucrenive duamc
tenticv (1) Vendor (%) Order mrmber amd (%)
Order Date I'he secomxl vacant line should be fill
ol up at the tme when the card Iy jrepared  The due
date abo should be tlled up at that :lme_ The othrer
headings should be filied up as and when the supply
o report annes. Tt gy st arrive all at ane tme.

I every week in which the cumulative towl of the
vumber ol volumes supylied s lew than the Cumbo
of fterm ordered shiit book-onler follow up cards
10 tlie proper place behind the next weck-goxde. After
the suppdy b conny leted the card may be destroyed. The
olumny R1 R2 R3S are for reminders in aase the sup-
ph s delayed

427 lorys axp Rrcustres

€23 Bovkordm jollrrup card  Pontel. ®
point type Bristol board  White

Ihe teothing e 1 1 be 1eened for the emine o
the dates conaponding 0 each heading gren in the
secomd line

Ake seomd line 1+ ¢ have the following
freadings —

Due date (1 wxh) Fint supply (1 och) Final sup-
ofr (1inch) R 1 (d Inch) R 2 (} lch) B 3 (} lnch)

The thind line is to have the following headings —

Indent Number (} inch) Date (1 inch) Order Num
ber (). Inch) Date (1 Inch) Vendor (114 inches) Mumber
of tems ordercd (1§ inch)

o1
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The tourth llnc 1 to be left blank fur enteuuy the
m[o\nndm cordesp g 10 the h s wm thrd

Thc ffth hne 13 10 have ihe  [ollowirg  column
headings —
Supply Number (§ inch) Date (} inch) Number recetved
(j inchy O P O B (§ Ich) Procurable elsewhers (§
mch) Total (} inch) Cumulstive total (] mch ) Remarke

Each of the sutceeding lines Iy to be reserved for
the different supplies. lllﬁne Unes may be contaned
on the other of the card +f necessary

These lines may be contintted on the other side of
|J1c ard i necessary

Duadsts Firsexpply Fizalsepply R Rz R

Isdent Ko Dat  Order Ro Date \emdar Mo of Itama
ardered.

yDulebu' O P Frocorable Totalol total
Recd OB wlsrwhers luat three  after
calemis cwch

supply

£2). Sanding 1der crd  NMamnahin Bristol
hoard  White  Nav Fiomt »lde 7 Hees  Dack
wle I8 lingy

Row headings at the top of the front dde.~
First Lns. Serwes Meading

Becond lne S O Na dated Perjod
‘Third Line Vendor Note,

3
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Column headings for the remaining put of the
hirst srde and for the hack sede—

Berfal Vol no. (13 Inch) Accession no.  (} wch)
Youcher no. and date (1 Inch) Call Number (1} mch)
Hewding (1] Inch)  Price (] Inch)

QL5 Order [oim to standing wvendois  Stenal
21 Iy printing paper White text of the lorm
1y roﬂlmﬂ —_
Subjpect. Book order

Plsase supply the Library under the orual  con-
ditlons with the books in the enclosed Lsts, viz

Order No Dated Remarks.

825, [Weckly diary  (Routine) Iy headims
should he the following—
11 Lattars received
13! Lattars replied
122 Lettars Aled
141 Latters drufted
14 Rontine letters msued

323 Pook order cards  checked with outvianhng

ovter
order cardy checked with bl on baodt
order cards checked with exchange Ly
order cards checked with catalogue
arder cards checked with <hell

Starding arders *ued for serfes book

Starding  ordders  wwued  for  evultivolureed

8tanding orders brmued for st lment books
Standing orders woued for suhscnpiion books
Na. of ocder eard filed



a7 LIBRARY MANTUAL

7 No. of ordinary books recetved from vendor

71 No of perkes books recetyed from vendor

72 No. of multivolumed books received f{rom
vendar ooet

13 Ho of fasticules of instalment books reeely
ed from vendor

74 No. of subscriplion books recaived from wven
doe

784 No. of vohures mnd cards trargmitted to the
sccesion pection

820, Werkly Dimy (Swlhpect) I headings munt
combt of the symbols for the man divisions of the
book claw{fication med or tome suitable modification
ol them

428 Trrea
Nome Claas Nomber Yhtng
Charscteristhe
wianding vendors 71 {Swbleet Devicey Vesdor
&Jnﬂ.ls vendors unl do Ao
Enquiries and 4o adtn
Y Headlay
Ordinary boaks otdering 1) do v:l-da and date
Ordimery books order 34 do Hesding
doabt c’:.unn.
Bations ordering 241 do Paries  Feading
nttivalumed books Ert 3o Hrdiag
Instainrent books erdertug 143 4o do
Prepablication orlering ua do do
31:: boolks H Danot
werd eoquiries a1 < t
Toward enquiries 9 orr‘e‘:Mn

The files may be translerred w0 records one year
afier fnal disposal and deatrned five vears theealter

94
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43 Periodleal Publications

Lerlodicaly are prone to develop idiosyncanes ol
sveral Mods. Of irregularity in  publicaton
and supply is the oze which affects the adminlirauve
joutine most. If the norrecedpt of a culsr inue
is not btought to the notice of the [:uh ther prompily
there kv a great probabllity of the library never getting
it Hence the greatest amount of vigilance aixd
promptnes 1 pecemny in - dealing  with  periodical
publications acd it must be adieved without undue
ilepernlence on mere nemory It i best dane In neun
«f a simple canl syem. A rd 3 % 3 will bnt (o
8 years lor weeklws and for  twentyfive yenr  for
monthiies, if they are ruled on both sides Tt may not

worthwhile to lud and presenie all the peniodicak
What must be presenied should be decided Tn the
anthonIties

431 Rexmwan Onpxe

It is desirahle not 1o change the It of cumrent

perodicals violently from vem to yem A
which it has heen decided to have bound and preserven!
should not be hipht beartedlv divontniml in vte yem
and rencwed in another year  Thus mont of the perio
dial houk! be giver 2 standing order It v omdu
chie ) good lmanews to send 8 renewal order once in
4 sear on an appointed dav and call lar Inlls tar suls
cripion  Far subueriptions o moxt odical  are
ble in advance Thi n enl by the pub-
then unce they canot stherwise deode how amm
pkes they should print . Forcdgn perbodical - wll

wherefor iy e to be Tenewed even 1o October w tha
payment may each tle other ude hefore the  ean
begine Fu o« myeniemee of routine it I hener

rereye Inllan periodical ako ir Ortaber

432 Vriamawer
It the nunber of peridicals taken w small vigie
lance can be effected by 2 ingle<card  yotem



BRARY MANUAL
432 "

can all be examined emily cvery meck or every month,
This work will be particularly easy il we hme a vhibie
indes. tray of whhfdculh an he had from any
sationery desler Roneo Company and  othens  have
such trays on sale. M the nnmber of penodiab
taken exceedy 50 st 13 desmable 1o control vigilanee by
a iwo-card system. The cand med 0 the  single.card
sem will then becone the regbter-ard 1o we
deseribed in serion 133, 1t will of course, be bept in
alphabetical order  The second card will be  aalled
the chech<ard  Jts e is described in section 431

433 RooistomHe

At soor a3 the mal arrives cach day alter snly
g younsell that each packer b addreued 10 the
library open the wrappa of cach and neart it inude
the periodical  Arrange the perrodicabs aiphabetically
by the utle _Ihc rest of the wuik » 10 Le done for
cach periodicl succesuvely  Collate 1t and sec if any
atmormabiues need attentron Note them at the  top
of the back of the from cover  Put all such caves askde
in deferved tay I 1t s nenmal pudl ot i register
ard 101t » ot a duplicate copy wake the necesmary
ey n the registercard. Taking the claw  number
from the repucr-ard wnte it nex the nght hamd top
cormet of the {ront cover of the periodical I the {suc
s at the one tmmediately after the one last regustered
the entry should not he made in the mext vacart hor!
remial line but in the hine that would be ay te
to 1. Write a remunder card Jor the earlier jwie not
recehved and put i an the weel  current bas 1o des
parch 10 s a @it periodical andd it an ackrowledge
ment 1 due wnte out the acknowkedgement ard put
it in the weel  current box  If the utlepage  con
tents and index are due bat have not come  write 3
rermnder cand for them abo and put {t {£to the week s
carrent box  Stamp on the covery and on  all the
plates and on the first and [t pages of the periodicab
registered and enter the date of receipt on lr:mycr



WORK BRHIND THE BCRIEN 435

434 Vicrases

\1 soon 2y 2 perlodical 15 regstered, pick out i
chedh-card. It should be found among the cards Iying
Iching the cunert weehs-gunde  Tramler It v be
hind the guidecard of the week m which the nest
fswtre fy due. For exanmple il we aie now in the firt
weel of Maich the current weeksguide-ard will be
31 17 the perbodical | a weekly the chedh-aand
ahould  he tamferied to behind the gude-an! 32
If the perfodical is a monthly the check<ad should
be tramsferred to behind the guide-emd 41 If  the
perrodical s a quarterly the guidecard should be
tamferred  to hchlnd the guideard G
and  s0 on I the checkard n not  found
belird the guide-cand %1 look up the reginercand
for the date on which the p:m:drn;; hse W regie
tered  \dad the peikd of the penodical to that weel
The result will the guide-card behind which the
ceckcard coukl he Touml

1311 Notlfying
Or the last day of the weed for each of the chedh
ard sull lylng Lehind e goidecard of the  week
write out & 1eminder (anl. FOIl up in cach checkh-card
the details about the reminder then tramsfer all  dw
chech~cards 10 behind the next weeks guide-card.

435 DisrLay

1l any dicet i amy of the periodical regbiered
loose frx it up  lhe Lawms ol Labrary wicnee require
that all the jurindical  hould be promptly cestered
and dbsplayed for the use of the publie It addy 10
cleanliness and wirength without  making amay  the
dntinctive lool of each perindiwal if at n encased in o

1] which 1 now mallable 10 all suial

Veswrs Libtaco Company of England and Metars,
Service of the  Unit, ates, ~\mmange  the

) ake them 10 the
Ulplay.table  In the wne of exh ke out the
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preceding  number lying on it and msent the

current one  All the older numben collected in this
way should be distributed in the locse-numbersahel!
n the periodical reading room 1oelf so that they may
be readily available for conmultation

436 Rompme Orr
4361 Cumulation

¢ soon as the utle page and index aie 1eceived fo
a volume f a pertodical reguster 1t collect together
ol the ) wies covered by the dde page atd  inden
collate themn and undle them up At the end of the
weel tranwut all the cumulated volomes for accession
ing and cataloguing,

4362 Faulty Cases

All faulty cases due to wrong delivery  delect
found in cumulation duplication and all other case
should be attended to cach week

4363 Pavment of Subscription

Every week collect the bills received for paymert
of odicals.  For each hill examine the tegister
cx See 1t the submaiption bas now  been  pad
already  Sce also il the ¢lmm Iy for the coirect amount
Certify an the bill that the amount may be paid. It
will be good to have a rubber stamp for 1t with the
headings (1) Volume last paid (Z) Date of laat pa
ment  (3) \mount of last payment (1) Volume for
which dlam  (5) \mowmt clajimed and (6) Lxplana
uon of discreparcy if any  As scon ar payment 1
sanctioned note on the register<card the voucher
number and sts daie

4364 Accesioning

As soon @ a cumulated volume 1 accemioned
note the accession number in the registradon  ard
agzinst the rumber of volume

98
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4365 Currulative Index

Scan through the pages of the periodicals that are
recelverd for announcement of cumulative usles 1
any such index B announced wle stepn to orda ln
i

4366 Loose Numibers

Lending ol looe numbers of periodicals o new

Yapeu Is not y allowed in  public llmia
Iowever we have found a tendeicy In the libravses
of 1nany of the developed countmies o lend out curent
volumes of periodicals after trey had  been on  the
display-table for at least one weel in the case of week
Irev and for one mouth in the e ol monthlies and
periodicals of langer periodidty

437 Fomo axp Rroismxs

C3L Remew! order cmd  Printed. 8 pommt type
Bristol boan!  White The fest of the form | 4
follows —

Reference This affice standing order No. dated
Kindly renew on behalf of the  Library the subscrip-
tion to far volumeiyear sod send your bill m duph
cate for payment a3 cnol

Cul  ftegutrrwand Printed 6 pont bipe
Bristol homd. White  + hnes in the front page amal
 hoes Indhee back Cift canes blaek bonder  The et
is a8 follows  Raek wde  olumn headings a1 Iy

Title Paveacat
\
Vender Vol or  oRhe
o date
e Petiod  Orter “ou wmd -
axt
L0 Sabe

Vol and Date | Date of Vol amd Date of Date of
»o. Py rect, Yo b rect.
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€332 Clieck emd. Piinted. 6 powmt type. Bikstol
board, White. 14 lines on each side  Cilt cases, black
barder The column headings me ay shown betowr—

Heading Perlod
MANRACINIEE
HERIE IR REEE R RE
zi%.z %Elﬁ EIEEE

C3L Hinding  pecubinittes  ship. Manuseip .
Ledger paper White  The row headines in the faru
are as follows —

T the

Valume number

Yoar

Class number

Covenng matenal

Clubbing or spliting pecubiariiles, if anv
Aggembling pecullariiles, 1 any

T o om o N

C31 1C! Reminder cnd  Printed 8 point
type Dristol baurd  White  The text of the [orm b
as (olbrws —

1 have to inform you that the Title Page, Contents
and Index to Vol of the have not yet been received
bere Kindly despatch them ot an esrly date

Nono ol Tanted 8 point type
Mol boand White  The test ¢ the form iv as
Ollows —

T have to lnform you thut No of Vol of the

wan the last part received Kindly bring the nmNy
up to date ond send the futiTe parts s maned

100
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[e:L 8 G:}»hHu]rplzrhclrd Prntal. 8 point type
Iristol board. White e text of the form n o

follows —

1 have to ipform you that No of Yol. of the
has n3t yei been rocerved though a subssquent pert s 1o
hand, Kindly nll up the gap in supply at an esrly date

QX2 Sunding oider torun Stenal 21 1h prnt
wng paper White. The text of the foun o as
follows —

Subject Periodical publicatun-order

Pleasa supply to this Lbeary the undermentioned
perfodical publication. The supply 13 o begin from th:
first isua of Vol Yeur Ench 1sstw 15 t0 be supplied
prompily as and when published. The uUe page, con-
temts and index relating 1o each completed volume zhould
be supplied ms aooD as they are publiched.

The non-receipt of an Lwue, if anvy will be nolfled
wither immediatety on receipt of the lator wwne or withur
throo months after its duo date, when 1t 1 known & ux

The cout of & voluma I8 to be recovercd by sending
bill 1n duplicats m advance after the compleban of tho
volume and the suPply of the title Dpege contents sod
Lexdex

Tho may be ucated av o sanding  order  until
coun ter manked

532, Weekly dimy It should have the l[olkwing
headings —

11 to 22 Same a8 far 823 of book order sechon

31 Ovder curds checke.

32 Orders iryued -

4 Volumes mode up

45 Dlnding sLips writteo

48 Accernon cards written

47 Made up volumes tranmutted

48 Acrenion numbers noted

8. Cumulative irdexes ardered

101



437 faBRARY MANUAL

53 Cumulative indexes received

7 Bills paseed

S¥. Daily recerpt diary It 1s to show the number
af perlodical publications recelved from day to  day
Tts headings must comslst of the symbols for the main
divsioms af clasification system wsed o some suntable
modification of them.

435 Trnaxs
Mame Clase X mbet  Fillug b macteristic
Atanding vendors 1 (Bubject davice) Vendor
Sou:rtul sl 3’: ¢ do Titts
quotations

Indrnt 3 i‘,’ gg
Carrert M

patiodicals 4 do -
Back volemes 3 ] Title ¥
Octward e 391 Correspomdent
Inward chriamqm 392 do Ao

The fils are to be wanderred 10 the  Tecord
sequenice one vear after 1t 13 dosed.  The 1ecords may
be destroyed atter five years.

44 Accessloning

Every voluie 1o be induded 1 the stoch, of the
hbran must 1ecenve 4 saawl number called  \ccenon
Number  Donated books must revene + Donatlon
Number 10 addition 0 the accowion  number  Comu-
lated volumes of perindicaly should alw receive accewton
numbers and if nerewary abo domatior numbens, if the
voluiie » ta@ be bound and preserved 1 the Ybrary

441 AccEYmox \ouBER
Vs soun zs the clanification and ataloguing of
hods and completed volumes of periodicals 1o be ad
sned are Bnbhed, armange the murchased books in the
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wder ir which they are entered in thelr 1efated bills
and the periodicaly and the donated Looks in the order
of then cull numnbers.  Use the onla auds of the par
chased books as their actession cards. W rite gresn and
red acvenkon cards for danated bools and for periodicat
pabliaations 1&pectively  Armange  also  the related
shelf rmegister «ardy, the accesion ards and the catalogue
aards I an exactly panallel order  Lool up the acres-
ston eabinet for the last accession and donatron num
ber wiielt had been already given  Sarting with the
1eat numbens asugn the accerson number ard done
tion number if warmanted In corrert numerical  order
to euch of the shell register aards the acvewlon cards
aml the mam catalogue

441 NUMWNERING THL Hooks

JThen copy the dua number Look rumber acev
son number xnd aho the donation number in the cae
of pited buoks onc below the other on the hack of the
) e of each hook. The symbol  ako
shauld be wnitten.  The dan number should begt just
half sr inch below the central line of the back of the
title page I that plece bappem to be ponted over
tut {t 4y wear that place as prmible. If the book ha
110 title-page write these numbeny on the [ the irt
page lemvmg space for at lemt two lines betxeen the
top-edge of the book and the all number  Wate thew
numbers also at 3 certun nther comentioral place
the ool say the bottom of page 50

443 DPamsixs or DBt

A won a3 the nnting of the numben of the pur
chased books iy over write the sacsion number against
the mapective items in the bills for the hond.
Strike off the jtem pot suppled o refocted and make
the consequertial changes in the total amount of the
hill. Then pan the bilk for pavment with tlre remaris

Browpht inte unck teghter Bl may he pald
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144 ACCESNOY RECUSTER

On 1eceving sceession numbery, the oder s
attain the statin of aceesvion cards  File all the aoues
Bon carth In the order of theh accewion number ar
the aceesion aabmet  This must be Lept ander foacd
and Aty 3 these cardy comstituse the basic 1eomd of
the hools 1n the Ifinm giving, av ft nee o complete
hstory af the Tespecure boals.

Further dewatls of this routme und the  omphe
tions which way suse aie dicused n chapter + of e
Library adwmmutration

447 Dragry
§41  Accemon disry (weekly) to show the num-
Lers of volumes suesioned  Colman headings  vhouh!
be —
Acettrioned Donpted Purchased Perlodicala
Books

45 Preparaiion of the Books

Mier aoemioniig o over turther soutine should
e gone through Iefuie the booky (ar be released for
uic
451 Lasing

fhe bl themsches howld be prepared Fase
ilie burk In opening the book somenhue m the onddle
Y{Jung w4 Aat table and gently 1wannyg, the thumb
ram the top o the bottrm along the saner mamyr
worksng vom way Urough thy Ixx bt the too covety
tormng 4 frm deaies a2t 3 tme  ond  smphancomly

sing s othe glue ot the bad € the « dume B
ikely t huie hardencd thiy easing worl. has 1o be don
m avery catefnl and gentle way so that the lack of

the ool does not breal
1511 Cwtung Open
Cut vpen she pages v ith 4 cotung hone and  mot
with a finger o1 a pencil as the latter will fray the edger
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and even damage the text in books with narrow
margics

452 STAWPIMO
Then put the library szmp without
printed matter in certaln conventlonal wch s
the lower half of the halfitle page the half of

the back of title-page, the top of the first chag the
bottom of the earllest chapter that erich  aiter the
filtleth page the bottom of the Last puge each map
plate etc. and 10 on

453 Tagamec

After the samping i over stich o tag on the back
(pine) of the volume T[ there is a jacket, remove it
tem fly fom ths purpox and replace it alter the
Ia@?l’?g‘; over \ )Fyuug exactly one inch above the
bottom of the It will be converuent to have a
plece of metal halfl an Inch wide and bent a1 righ
angley with enddi of the arms cxacily one inch lang to
mark the positor for applying the tag

If the valume » too thin to have the tag on s
mne Ie it on the hont caver close to the Tlne ud{;
cent o the ponvon it shauld have occupled on
hack. Write the c2ll number on the g

434 DATC Larkiires

\1 10001 as capging is over fix the date label to the
volume The date-label is o be gummed only at the
top ard bottom cotner of the left edge and it is o be
fised on the very firt pape alter the cover  whether
that pege i an end-pa] hall-title page or even the
fine mage of the tent, write the hond-ticket and
imert it into the poclet at the bottom of the date label
Enter the arll number accession number and the date
of rebease on the datelalel  \ow the book  ready o
reach ity dentiry—which iy reader’s hand—and to ten
on the thelves of the Nbrary when not  solldted
readers

[l
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433 Clamspymcarion AND CATALOOUING

As i1 has been already atated in sectioms 123 and 44
damificstion and ?ul_ragulnﬁ n d‘&m even before 1)_)5
book ¢ accest .
prepasation worl will naturally be done only after e
chanlfication and cataloguing of the book, This should
be-done on & weekly basis bile most other work In s
Hbrary Every autempt thould be made to 10und off
she weeks work wathovt any arvean

This wark, will 1equire constant ust of ;g;igml)
catalogue It u therelare necesary that in on f
the catalogue in card for public uw there thould ke
» copy of fi in alips for affice use.

1 30 Process Shp

Insert in each volume a proces alip e s shp
5 x 3"—even o waste slip with ane side blant, will do.
On this alip variow notes regarding the valuroe should
be entered  Ulimately thyy procesy lip will have o
he wed for prepaning the monshly statement of armend
mens 10 the d:xmﬁrulkm Lode and Catalogumy Codde
and destroved theresfier Draw o vertical hine dividiog
e length of the shp evactly inte two parts.  Reserve
the left hand side {or nolng crou releences. Divide
the right hand half into fonr compartments by hree
horizontal lines 1 se the fisss compantment to indicate
claw irndex enmer not iring comolidation  th
wecend to indicate crow reference index entries, the
thurd to indiente 1opreat fndex entries and the fourth
ndicate weh of the series indec entrica or other book
index entries or mam emtsies or el wnlex entries, a¢
require comolidathon of  cards* Any forther pote
which asise Iz the coune of classification and cataloqu
g <haald be entered m the dip

*Ct. Ranganathan (811) Clasified ratalogue  esdle
(Mafiray Libracy Asscisiton PnbuunonBeﬂﬁ' 4y 1834
Tode 38 and ibe emb-division

1oa
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4551 Clanfcatfon—Routlne

Sort the volumes 1o be accemioned in  the weel
rapidly by their main cames. Then decide the clam
number of the books one Ly one. If any volume i
elusive and requires detalled study or appeans to all
for the creation of & rew class put {t temporartly
in the group ol deferred voliines  For normal bools
fix the call number and write jt at the leading line of
the procems Wlip.  Add the spproprate sequence nom
ber wherever necesary By examining the main slip
iz the offcecopy of the mialogue, see that the clan
number you give {s combuent with the okl placiog.
If there [t any eatalogue slip {n the mumo ultnate ol
and with the same bool nomber as  the ‘olume on
hand, add the appropriate digit as the accesdon parts
of the bock number  In cases of doubt compare the
old Dhooks with the new ocm Note down on the pro-
cos alip notet for camloguing work ¢ soon as each
volume ix thus ucated puss i1 0 with the proces shp
for caloguing

After all the poimal solumes are deale 1 ith take
up the mote dificult yolumes and proceed with them
wlen the catalogue @anl af the other volumes are be
ing, written

13311 Imetidmients \ A ng

1l any sdditton or amendment & mande elther to
the rules or the schedules i the (LiwiBation code,
note them lomn i the offcal interleavedd comy of the
dawification code

15312 Senn Ships

I any source ott e the v Hume  clwified  and
outskke the commur refaeme bools b osed Ir hxiag
the class number note it down with detall on 4 vourer
ip 57 1 %% The sourceship should contain
surtemire sectroms the @ll number  of the  volume
lawibed, the (all number of the samce the heading of
the source it shore titke and rthe esact page referenie
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Al auch sourcestips should be filed away in 8 clanibed
arder ir the wurceshps try

4552 Cawnloguing—Routine
Sort out the clasified volumes accordivg to thelr
cataloguing dificuldes. The tollowing groups ma
arfse—

1 Fresy oerds growp comsisting of volumes
which are in familinr languages and whos
process alips do not indleate  comsolidation
of cards

2 G fecd groug isting of volumes
which are in (millar Ianguages and whoee
process slips Indicate consolidation of cards
and publications

Y Lamgrutic frek card powp combtieg o
volumes in unfsmiliar ﬁnguagu which de
not require consolidation of catalogue cards,

V' Langussiic consolidation p conusting of
volumes in onfamilisr gyl:ungu.lgu \Sl’d'
muht consolidation of catalogue carde

Refraciory group conssung of volumes of
vnusual cataloguing pecullarities
Deal with the fing four groups fint so that U

aximum number of volumes can be pushed forward
without anvy defay

$5521 Amendments Notmg
1f any g in the C g Code B

srrived at i the conne of the week, note tham down
mn the ofical interdeaved copy of the Catalogue Code

15582 Sewrces Moting

I the dawa for caaloguing has been taken froo
any sousce outskle the book ¢ o source shp

file it §n the source slip trav mentioned In 13,12,
108
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. 4553 Checling ok

All the days numbes and aitaloguing entries muat
e aarefully checked preferably Ly a second  person
and if no second persou 11 available by the same per
son at a later tme

4554 Typling
Il the ctaloguc ards are handwntien, get the
ps for the camlogue for office wse copied out from
them by typing Il the catalogue cards themyelves are
typewritten, the slips foc the ofice copy may be crbon
coples

=

4555 Imweruon Work
Alter all the volumes aze completed aud zecsion
numbers are wiitten in the main cardy and the shell
cards st out all the catalogue cards according 1o the
nature of their entifes and Imert then in the cabinets
comtaining the pablic atalogue. Do similarly for the
.Hl-n [ormlng the catalogue for office use The filicy
the shell<ardy b dewcribed in vection 46

1338!  Guide-Cards

It will be a goodJnruu: to 1cview U gumde
aards in the cabinets of the public catalogue once m
a jear \ew pudecards might be necesmary or ex
thence might have sugprsted changes in the  existin
giude-cards

436 CorxEcmiox Woxx
All the old volumes set nuide for correction of clan
number of catalogue entrres hould be dealt with
similarls

437 Forus axp RuorerEns
The dexcripuon o[ aatlogue cards is uuull
in boaks on The code or l.be
different tvpes of ards are giren hete. Thev are all
T x3
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C5L VhAie cards fon main  erimey  ad  bool
wndex entries.

CSL. \uld piuk cords for aow cloeme  aiies
and crom relerence ndex enmie

C5) Guide omds

CSL. Black edged white omds foc  class  index
cutries,

C35. Cutalogie shps

8%2  lolnmes dary (weekly) lu column bead-
ings are 11 be the wmboly for the mair dases or any
wedification of diete and 10 addition “Total nomber
of volumes

B Cwds diary (weekly) 1 beadimgy are ©
be (1) Main cads (%) Cion refaence cards (3}
Clw sl Gards (1) Mool tndes casds (5)  Crow
reference tmdes <udy  (6) Shell regutey cards
total number of cuds (Bf) “umber of persodical
publiano iy comolidated  (BZ7) \umber of other
cards comsofnfared  (81) Total number of cavds con.
wolidated

854 Lone teon drary (weekly)  Stmlar to the
volumes dusy

458 Brxerricatiox ror Canv Cashoer

to Hold Casdy 3\ 3 wmches

U The card cohinet u to consist of two perts—{1}
cabuwt Droper and (1) & table on which 1w cabinet
DTOpRT refts

1 The cabinet proper is to comtaln 24 drawers—foax
columrs of mX drawers each

~1  The external dtmensoos of ths cabinet proper
ase to be

Breadth 2 ft 4} {ncher.
Heght 3 11 7% inches,
Depth ! L 1 inches,
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22, The planks used for the wdes, top sno
bottam, ave to be 7j@ inch thick and t used for the
beck 818 Inch thick.

The frout of the eabinel ls to be partitiooed

n 508

by threc vertical planks 7|8 inch thick aod 4 Inches
to secure four columns of sockets and by fAve

horirontal planks 78 inch thick and 3 inches In hresdth
to secums Hix fows of sockels, to contaln the druwers.

24, The froni of each socket i to be comnected with
the back plark of the cabinet by two cross-bearsrs (one
on the left ond cos on the right) T}8 inch thick and 1 inch
wida,

25 Tho croar-besrers are to be provided with tw
brass cylinders, sach 93 inches spart, over which the
drawer i3 to dide.

Depih 1 ft. 102 mches

13 inch thick and only 3] inches high ‘The front plank
of tho drawer is o be § mbtndlhlnd.ilurbm

drawer when drawn from falling ot of the socket, & self
s to

locking eatch be fixed into the sockel t5 the righ
ride at a depth of 1} incher A noich [n (o be cut iy the
further end of the right hand #de plank of the drawer

11
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Tis calch is 1o {3l jn that noich and lock up the drewer
auismatially On The fromt plank of the drmwsr jumt
ADFS The centrs, & Lrasm label holder 4o hold a label 1%
inches by 1{ inches is to be fixed, Juat balow the label
M&du-ﬂn{hwb«mﬂdbmamwdn

handle to pull cut the drewer Fach drawer ir o be
neovided with ap adjustable card rest (5 x 3 fuches and
1 inch thick st ibe boltom and tapering towwrds the top)
1ha crose section of Which in 1o be a right angled triangle

7

133
]
£s
g:r
1
gig

;
%

£t
¥
¥
<
i
5
g
:
i
2
g
£
<
g

& The tanle on which the cebioat rests u to have
the following dimenstony —

Heght of the table 1 £t 10} inches (inciudirg the
)]

Tho dimenons of the fop plank are to be fn breadth
2 11 8] toches and 1o depth (he side corropouding to
the depth of the cabinet) 2 1.
Thickness of the plenk T8 ioch
The Qumamssons of he Irame work of the table (eX
;!:::(Lhepm\k) arw 10 be 2 £ ¢} inche x 3 St 31

Te
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Lags, ai the 1op, 3 x 3 inches

Lags, at the botlom 21 x 2% Inches

— 7 The wood uesd for the cabipet kb to be vwell-
seasoned  teakwood

8 ‘Tha conirocfor {s to ba respomsible for any sk
that the cablret may develop within a year of supply

9 The cabinet is to be coated with wood ofl

10 The cabinet is to be dalivered at the library free
of dalivery charpes

11 The metal portion of the cabmet 1 to bo of well
lempered brase

+/ 12 The dimemiams of the drawers and the sockels,
and of the cabinets, us a whale, are to bo quits exact o
that the drawers of the cubinels may be Interchunges
smong_themsetves and with the diwwers of (be cabinats
of the specification alrosdy mn the Ubrary without amy
difficulty whataver

48 Maintenance Work

1he Looks should Le armanged n the dhebvo W
2> 1o fulfil the Fourth Law of Library Sclence, viz,
‘Save the time of the teader™ Relcrence books like
encydopacdias  dictionanes, cunent yearbools and
directories amt recent additions should be located in 2
prominent place as near the entrance a» poulble so that
thore who come ot readyteference alone may do so
!}_cln]lcd.ly and withont dmturbing the serous readen.
fhe of llhelucﬁhcrm L3 in the stack-room
i speclal arrangement cacnot
be perr::;ncm in the changng library world It will
have to be yudidowsly vaned and readjusted from time
to trme  Scveral factors will have to be examined from
time to time [or this purpose. One would very much
like to have the books ard periodicaly armanged in the
order in which the subjects occur iz the schedule of
cladfcation for the mere satsfacion of having them
arran, wn strict accordance with the whedule order
But standard helplul order of the main clames

11q
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found 10 the swchedule of danibicauon uhsc:.ﬁ:lmn strict
1 to the popular arder Nor ¢

ordy Pumndm)amnntm oce It does amd must change with
dme.

461  Fosmaarion or Brgorwces

Hence, the arrangement by the sdiedule of
Lln»i.ﬁcn?[:‘on uul;ls:g-ulu in was the dme and
encigy not only of the 1eading public, but also of
the reference stafl, In an mrangenent Hle this a
majority ot readers muay have 1o waste theh tme and
enargy 1n walling unnecemanly great distances to get
at their bools. The 1cference staff abo are aficcted in
the mme way 23 theh movements mc dependent on
the movenwerts of the 1eadens It » quite  necesauy
to break the schedule-mder and Judiaowsly 1e permute
the main-clusses on the shelves To give an example
literawne, oy the 1ot populdr subgect atuncting  the
greatest number of readers may be located as near ll{lc
entiance s posable, Irrespecine of ats roper place in
dccordance vath the schedule of du»ﬁicn!lo‘n.l Other
wbjects may be ananged at ditacces from  the
entranct varying invencly with therr pularity Any
one arrangement shonld hot be mmhﬁorcd as fimal
(merely on the gound of anwillingness to undertake
additfonal labour)  Tts utility must be comtantly
teted by cxpenence in the light of the statistla  of
wvue  Any rehofing of subjects found ta e neces-
wary sthould be im: intely carmied out even at the cont
of additional Labour and time a the corvenfence of
the readen 15 the convenlence of the library

462 Jlorrrriicamon or Srguesicrs

may
dary and Terttary ces A sultable
symbol may be put above the clags mumber of a bool
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fn all Lut the nin sequences to Indicate the wyucnee
to which they belong Such a sequence symbol may
not Ix necessary in a bound volume of perodical 4
Its very look will chow that it Is a periodial

4621 Closed Sequences

Again ceran types of books, it they mie put
the way of the readen, are likely (o be adversely affect
ed by their being nal handled by a few black to
such an extent that they are of no use to othen who
teally want themr  In thi category we may indude
Fine A1ts books books [ull of art plates and book ol
potnographic inteicst  Such books may be kept m o
non-open-aceen or closed we (vt pecesanly u
chosed sbelves) DBy a sequence b weant that
realers will not normally e allowed to bave divect ot
open access 1o the ahelver formmg it bue will oluain
thelt books in most cases by the old applicaton shp
ysten. This yevtriction may be waived ir the ax
ol coitain clawes of roporsible 1eaders. This closed
wquence armangement giver us control over the use of
these books.  Fine \rts books will be exposed to low
of plawes il they are placed in the open aew shelvew
Sinsilarly all pages mavotning of obecenity are spstema
tically purloined (to satisfy the morind curiosity of the
black sheep) from  otherwise «ientlfic  trestiser A
monumental example of this in the Madras Univernity
Library was Haylock Eillls Prychology of sex  Pre
vious to 1ty withdrawal from arcolaen 1t was
wuch demand that it was treated & a reference bool
and lept on the [suc counter Erc:r{ other  readey
would asl for “Ellis” Such books alw should be
ulen mer to the dosed sequence. Soch 2 clowed
wquecce may be called Spedal Collections  Sequence
and their book numbers may be pat between two hori
rontzl panallel lines to indlcate their ocation

4622 Abnormal Sise Sequence

To eome to the sctial arrangement of books on
the shelves, it is quite necessan to see that the shelves
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present an acsthiic app ce. This pracntable ap-
is of cxtreme importance in an open access
Eg::tfur the Gmt thing that creates a good jmpres
won in 2 reader » the trim condinon of the shelver
with sufficient directior guides, stack guides and shell
guldes. It {3 2 most unsighty thing in a library to wee
on the shelves glanu, pygmles and weaklings, all In a
conglomeration minus the respect due to ther ordinal
wrmangement. Henee all volumes which on  acrount
of their wue and weight, preclude casy handling should
3 tin o scparate sequence—this may be called
Ovenitze Sequence and in such a maneer that  their
tial emergy i a1 a muumum.  For axgmple, the
ftom-most plark out the bool racks may be
wed for thus sequence. To indleate their location
their bool. numbers may be overlined, Pamphlets and
mun@aure volumes may be kept In a clased sequence—
this may be alled Undenize Sequerce and their loation
way be indicated similarly by the urderlining of their
book numbers. If this & not done, such volumes {n-
sarfably get themclves »queered and even lost, elther
amidst other volumes or {n the pockets of the book

4623 Temporary Sequences
The abore mentioned wquences by no means ex
haust the wequences that should e maintained in &
growmy library  While these sequences are of a per
manent nature, need 13 [elt for the formation of cermain
temporary sequences
4621 Correction Sequence
1f the library makes attempt whatever to
ftself abtreast of the m"?hm will be constant I:ck‘e:t{i1
to revise the clas numben wnigned to the books in
stock, in the light of the expenience gained In setving
the bools to the readens and in comequence of the
realignment and reorlentation of  the divislons of
t about now and then In the learn
ed world. Change in cataloguing pollcy which shonld
be occaslonally necessary may reqoire the revision of

s



WORK BDEHIND THE SCRREN 4626

the catalogue cntries of certain booke \Yhen groups
of books are scgregated for correctior of clms number
or catalogne they have always o tendeney to stay longer
away from the stack room, have 1o be
taken to call for them at sptematic Intervale It b
better to male a separate sequence of them alied Cor
rection Sequence, so that they ean be constandy wawch
ead and pushed forward

4025 Binding Sequerce
Another  [actor which alls for 3 tem)

sequence is one of necewary occurrence in a popular
Iibrary which gets dts books well-osed and wellthumb-
od, IXJ the bools get womn-out In wch leglimate
wse it falls 10 the Jot of the maintenance secuioa to play
the vole of the family doctor 1o such books At the right
thne the waintemancesection is 1o send such  bools o
the hospital on medial lenve. The process of relleving
them keeping (hem in mind when they are pailents
in the bindery and recldming them Eomplly when
their uratment is over kv hest aegulated by look
ing upon them as  formlog 2 Temporary
Sequence—the Binding Sequence Ietc again ft 1y
IBely that moere than one monthly Latch will be 1w
the hospital umuliancounty  The binding  senuence
should ~ therefore have a number of snb<equences
Tt may alo be wise to have thelr call numbers re
examined and reshaped before they are sent away to
the Windery as they mie Lkely to have their call num
bers marked nenty on their back i gllttering
letters of gold when they come back hale amd healiin
from ther wofourn 1n the binden

1626 1 opical Sequence
Apart from finding for every reader his bool and
[or cvery hook ity reader the referency  sectior has
aho 1o sathly the Tourth Law vir, “Save the time of the
reades” In certain mtuathene the reference section aan
achieve maximum resnlt in thes mater i and only 1f the
-operatzon of the malntenanresection n forthcoming

nm
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This cooperation, the maintenonceection can and
should easily offer One of the vitl reasoms for mhin-
talrung the shell 1egater i cards vo the bans of “one
volume, one card.” It the extreme mobllity that It grves
to the arangement of books The majutermncs sechon
should exploit this mobiliy  for the  benefit
of the ‘rendens by freely [ormi Spcd.zl
Temporary  Sequences  to  feet  the”
demands  that may atlse from pme to time A
few concrete cxamples will make this clear When &
special course of lectures on educational u
wn bung dehivered to a large caw of teachen, the
syllalius of the lectwies was penined in advance and
in conseftation with the lectiner all the books m 1he
ffbrary that had 2 beanng on the comse ol lectures
were awembled together and put . a specinl aip
board as a specal temporary sequence dubbed Edu-
catlonal  Expeniments Lecune Sequence  The Prnn
«ple ot Parallel Movement enabled the mamtenance
section Lo foim such 4 sequence and have easy controd
over it thus enabling the 1eference section to seive the
teachers attending the lecturey wth the Jeast Jots of
ume \part from the wavmg of time the prychologlesl
offect way felt to be much mose vltal The date on
whidh a toplcal sequence may be broken up may be
written on the date label and cncircled

Every dlans of fibrary which wants to  luncion
up will find occwsion to form such Topical Sequences
from tme to time  Local fesuvaly, local celebratiom
and any other important local event will give the
occnen to the lbrary to fonn wch temporary topd
al sequences. The dicussion of o Bill or any mo-
mentous resolution that may come up before the legh-
lawure may prove to e ap  ocention to form such n
temporary topical sequence  The rash of enguizers
and the premuve of  dme in o Leghlathe  Coundl
Labrary would male the work ol the librmlan Inefi
aert, if not impowible it such temporary topleal #
quettres are not intellgenty swnwed and formed 1n ad

s
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vance and, their lormation would be im ble even
i they arc sensed, but for the exiraordinary power
which b giien o him by thiy wouderful [nvention by
the library prolenion of this axtemely moblle shell
regivter lo-cords,  and the equally [acile Prindple of
Parallel Morvermment  Perhape, the value of the [ree
dom 1o form wmch remporary topical sequences 1t
plesswie will be most nppreclated in business localities,
whose patrony Lnow Dest the value of time and indeed
look wpon time as monev and money m ume

1627 Principle of Paallel Movement
Havlng been obliged to disturl the echedule orde
and to arrange the bools jn o many sequencey, it fs
a great respomibility for the shelfsection o maln
win correct order 1 the thelves and to see that every
bool. is in Its correct place  The mechanial appara
tus arvented by the Hbrary ewlon o secure  thih
i»whnnanmmtthlw [ register Itk made np
c-n;ka{mmdardﬂzc v 5 x % inches writen un
incple—one ttle, one eard—wlith the all num-
r the keading line. These shell teghter cnds arc
chl abwlutely parellel to the books on  the shehet
which mears that they are to be arranged in an equal
oumber of sequencer. What s more except when the
hooly leave place on he shelves to get
inwlhch:nd‘dnm morement of the hooks
thould be controlled and nmmed Ly an cxactly punl

le]l movement among the shell regbster arde
divovtry of this Principle of Parallel Alovement h:
turned out 1o be the ranacea of most of the lls In
the management of the books in the ibrary and
brought {n its traim the inevitable genests of the main
tenanresection The shelf regiver cabinet & the hat
of 1he uack in the library and  cormespondingly the
maimntemanceacction is the hob of the staff of the

IMwan
463 Comoes

The maintenance section shonld up gukde
brards to places like reading room, perh:léuh oam,
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atlogue sack roon ete.  so thar readen aan
by themselres find  thelr about in the library
Within the stack room there should be ther

ides and gangway-guides which show the subjecs
i‘: the respective mpers and gangways. There should
alic be layguides in each bay showing the subjects
contained in {t. It has been found from T
that ench bay-goide may have to be in at least six lines.
All the above mentoned guides may consist of thick
card boards 18" x 6 m\aedwithwhites:ﬂtr Exch
bay whose standard width i3 8 fect require
two guider. The legands, which should consist of the
clam mumbers and thelr equivalents (n the natunl
h.rg:mx may be stencilled or  these ide boards,
Exch shelf plank alio should have sheliguides Ar
the stacdard-length of a shell plank is 8 feet, it 1
found helpful to have an average of threc shelf. e
in a plank These shellguides may Le strips 5‘“:;13
1" widé cut from whrte Bristol boards. Di
cutaloguecards with one dde blank may be wed for
cutting these stips. The shellguide alto should give
the dass number and ity equivalent In the matumal
I:_I&fmgc Since we have ald that oc an average there
be one thelfguide for every linem foot of shell
Elmk, it is obviows that in a stack room accommodating
25000 volimes about 3000 shell-guides will be needed
It s not an easy matter to maintuin these shelf-gulder
As the books will be frequertly moving forvrard msa e
sult of new accewslons. these shelfguides ulso will havr
to be frequently moved forwerd ard adjusted. This
wil 2dd to the task of matataining the “shelfguides.
The best way of facilitating this work 4 to rn:nﬂl
wedgeshaped grooves along the front cdge of shelf
plank in which the thelfguldes can he alided

1631 \djntment of Coides

Tt must be a matter of prestige for the mainte
naj that ro guide tells wrong tale The
shelf-guides will have to be crrelully watched and ad
josted from time to time Into ther proper  position,
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The ba may not require such frequent at
tention.” But whenever books Fave to be tranlerred
from one bay to another the bayguides should be
immedlately corrected. The vay guides and che
tier-gitides will pot requiie even as much renewal as the
bay-guides

4632 Reshuflling

To take away from the mocotony of the zppear
ance of shel{-wrrangement to explont the Princpic
of Novelty to help  every book to get 13 reader and
to keep with the slowly changing scale of 'l)ow
larity d?:ﬁpcu yith the sen pubhc at will be
desirable to ‘reshuffe the disporition of the sbpeen
ln the stack-oom ar subable intervals.  Once in e
Eenn the whole library may bave to be rehuffled.
year some particular region may hmve to be re
shuflled. Whenever such wholemle  re-arrangement
wkes place, the bapguides and the  gangway-ruides

will have to be mostly re written.

4633 Renewal ol Tags

The tags on the bacdks of books should be rapidiv
eviemed each dav The ente wack-100m shoutd b
onered n this way at least ence in a month Dumiing
thit review  all worn-out tags shoald be teplaced In
resh ones and the all numlen cop fed on [}
he newly writen ll numbers  shoukl be  venfied
ey xommebody else ar In the \anu xrson wr the n
dav before the solmnes are pur bl on the shelv

4031 Open \ccews withour Cubdes

It shoer erlloumies to adopt open atcem e
tem withont plenty of d s o even if ther arc
ruldes, to kmu-e,mdf:" unchanged in an over
ng libra It will be Inntraton to readen.

It will even rmltate them o will g odwum oo
the tibeary staff Thae fs no daubt that mantenanc
of plenty of guiies in thar nghe plaes will comom=
comklcmble stafi-time Liban authoritio should
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wke this into acvount luLEfo‘deug staff  Bur ou
the side of the sisff also they should have a swnx
of value which 13 sufficiency compelling to make them
feel miserable even if one gude iy in the wrong ple
or one plank s without guides

464 Ncw Booxs

The work of absmbing the accesmons of the weed
Inio the stock should be dome on 2 weelly bads
Ax 300n 23 the prepamation of the new volumes of the
week Is over sort out according o the:r segoen-
cey,  In each sequence arrange the volumes by their
call numbers. Do wmilarly for they shelf-cards Tally
them DBooks of n normal nature fit for dispiny fu the
recent additons abell shoukl now be separated  with
a parallel sparauon of hellcudy These separated
sheli-cards should be put in the recent addidons bov
behind the puwde “wequence 0" Take this box and
the new volumes to the tecent additions shelf which
shonld be in the fmst ow of shelves In the sack
room. Pull out all the volumes corrasponding to the
shelf-cards behind the gude ‘Scequence 27 Vs each
olume sy pulled ut tumn dis shelf card n its ox®
Hane through « nght angle so that st stamds on 8
shorter edge I any solume s not to be lound, et
it our  Aier alf the books have boen  tracd Mt
uansder the guade-cnd  Sequence 1 to the  place
where the guidecard ‘Sequence 07 §s  tramsferring
the lutter to the end of the tirrent week s cards. P18
the cunent week s books, meant for <uplav on the
recent additions shelf in the classified order

4641 Redemsed Books

Hand va W the counter ail th released book
which have buen beypoken Take the remaining bookd
along with the other books of the aurent  week and
shehve them an thels proper places Tale out from the
recent addiiom box the shelfcards which are stacd
ing on thew shorwer edgey and put them along with (e
shelf cands of the netks additioms which are not to %

Ead
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put on the recent agditions shelf, kile these cards in
the proper places n the shelf regitter cabinet

H612 Used Bools

16421 Gonsulted Dooks

Every liour walk round the rending room and col
lect the bools left by readers on their respective Lables
after comultaton. ter the statista in the comsalt
atlon counting sheet and shelve the books in the re
turmned books-belf 1n roughly danified order This shelt
may be in the first Tow of res in the stack room

46122 Burrowed Books

The bools returned Ly arembers at the diwcharging
counter should alio be brough: 1o the retosped bools-
shell st comyentent intervals and shelved w2 10ughly
clamfied order

46123 Replacing

Readen should be allowed to take awsy for cor
sultation ot lean any bools lying in the returned-books-
sbelves, There is nothlng gained by seqiegating them
ard keeping them away from the use of readen untll
they go back to their  permanent places in the siadh
Toom, On the other und mce the bool in the reply
ed bookvahelves will be popular  oaes there 1 every
chance that many of them will go nw reada hand
in the course of the day and that the books 10 be 2c
twally replaced will be comidaably reduced in nom
ber—resulung in the saving 1 the ume of the gaff Pt
the volumes which say buck 11 the  retumied books-
shel! should be replaced in then permanent places once
In a dav at an appomied huur  Thls hour should be
the dlackest howr in the libmary

ACE3  Correction

For all the volumes which are talen out for cor
rection work tamfer the shell-cards 1o behmd  the
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correctly dated guide cards 1n the correction sequence.

Wher these \%‘{um come back after correction,

shelve them 1n then proper places and file then shell

crds also 1n a parallel manner  Perodically the shell

cards 1n the correcion sequence should be checked and

steps should be talen to round off the wah without
ue delay

465 RECTIFICATION AXD \ LRIFICATIOX
In an open access library readers are never allow
ed to replace books on the shelves.  They hare freedom
only ta pick out hooks from the shelves. In spite of this
comentlon, books do get mixed up as a result of the
reader’s browsng round the stack room  Even apart
from aimimlly minded people deliberately puuing a
book m guite a distant place  the nnintended mb-
lacements within the same shelf planks would m the
ong run mount up to very near chaox. Unlens the
are put back 1n proper order perfodically readers
will be pu to much difficults nor can the libary stall
fird bools easly The procen of 1estonog order
among the books 13 called Shelf Rectification. There
is also need for penodical Stock Venfication Thi 1
normally dooe once in a year This practice umully
{nvolves much disturhance in the rythm of the work of
the Ifbrary  Some libranes go to the eriminal extent
of closing dowr to the public for the period of stock
verifiation  This ctice violates 11l the Iaws of
Library Saence c necessan  shellaectification and
stock serification can be combined into a single procen
In otha wards stock venfication will be antomatially
‘done rot merely once in a vear bur even more than
once sl shelf rectification is properly deslgned and cor

veetly camed ot
1651 Cyxle for Sheli Rectificuon

All the ot of a littan nuy not be eyually
prone tu di wrkance by jeaden The wain  sequence
will e the muost dunithed  The dosed sequence will
vot be disturbed at all - The st weslary and the tertary
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sequences will be disturbed much less than the  main
squence It is dewable that sheltaectificaton should
e done In the main sequence at lea t once 1n a month
That fon the secondan sequence may pahaps be done
once in six months. It mav be enough tn auend 1o the
other sequences once in a year  Tlowerer the frequena
of periclical dinting  and cleaming  of these  four
tedquerces shoukd be in jmst the reverse order  This iy
because in the main seruence the bookt are comtany
disturbed by the readers themelves and dint and  in
wocs cancot therefore atcnmulate ve1y much  But in-
the other sequienices they will accumuiate

10,2 Daily Quota

The daflv quota of the 1egwn fta shell sethcaton
an be artlved at by taling the tofal length of shelvioe
to be rectificd and the period in which it dhould be
done FEach day tle cut the shell ter trays  lor
lhodayn;}um: \l[araspm:ﬂmlhlhc
end paints of the quota the end points of comenfent
subjects. The rectificatlon-work  should be dons by
two people

16521 Checking wuk the Charged Tray

One  of the pennons should read out, from  the
charged tray at the counter  the @il numbas of all
the baok.cardd Iving within the range of the day s quota.
As each @l number Is read ocut the seeond
should twrn its shelf-card through a right amzfnol:
ity own plane 50 x1 to stand on its shorter edge

16522 Other Prelimuinary Checking
Do sinilarly for all the Lools of the concerned re
o Iyng in the bespoken sequence or among  the
fxooh returred or being conwulted by readen
1652 Final Cherking

Then tale the trays ta the regron of the stack
room to be checked. One person should go on read
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ng the call numbers of the books on the ahelres.
The other person should go on looking up and push-
ing towards tummsell the corresponding shell reguter
crdy  If any shelf register card sanding on {ts yhorter
edge ictervenes, it must be tumed down to its normal
poiition.  If the ook corresponding to any shelf-card
m the normal povinon ¥ not read out by the
man at the thell that shelf-and should he turned so
as to stand oo the shorter edge  The result will be
that qt any moment the cardy that stand on the shor
ter edge In the cheched remon’will be those of untrac
od books. On the other hardl the cards which stand
on the shorter edge in the uncheched reglon will be
thoae of traced books. \y the checking proceeds, mis-
placed bools will happen to be read out by the man
at the shelf It may happen that the crd of 2 ms
placed book s fourd standing on jis shorter edge in
the checked region. It may he ratored o i
normal state of standing on the longer cdge Tt ma
also happen  that the shelicard of a muplaced boo
43 in the unchecled region of the tray 1 s0 ak th
man at the shelf to thelve the book at the proper place
If any reader akes away a bool of the uncheched re
gion of the days quota  before he leaves the regron.
the shell-card of the bool mav be turned 6o a3 to
stand on gty shorter edge  Thus there will be no ob-
struction whatever for readers to use any book they
like when ihe shelt recification cum stock venfication
iy proceeding As soon 2 the chedhing of the day's
quota i3 over enter {n the fnvestigatlon note hook the
detally of the canls which stand vertically on  their
shorter edges and then reatore the cards to their normal
positiof.  Imert the shell  register tray in its proper
place
16524 Uniraced Books
Invesugate the jten untraced with the aid of the
invedtfpanion note book.  AS cach item b 1raced T

tore it to {3 proper place and siudhe out the entry in
the investimatfor note book.  The wems that do not
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&a‘&doulwh.hlu the year should be taken as loat

46825 Speed of Rectificntion
Exper{ence had shown that the danifcation sdieme
that i3 wsed is an indiridualising one like the Colon
tlon . which the bool. number s desgned m
¥ organic relation to the clen numbe it 1y uficent
If the book number alone s read out All that s noed
od is to have an occnonal eheck up by reading the
whole dam number  Even (he octastars for it are
aatomatically indicated  when some dm’:axlti Arnes.
The number for the bool numbat on the ol
books alane 1o be arictly parallel to the book number
in the sbelf-cards without the class numbers also
stnclly paralkel, Is pegligibly imall. This males ol
rectification expeditious. Nearly 4 thouand volmmes
tan be donme in an hour  Thm means that by dawng
shelf rectlfication work for one hour a day a cyele of
25000 volumes can be chedied in a month  The main
sequence in roost of the public libranes s not likels
ta exceed 25000 volumer
4653 Policy
\ve have few public libraries i the counuy 1oday
Even the number of institntional Hbratwes 1 smalf
Eminr.hefcvw‘hld'-alu.lhelrb:;[ulmkcdﬂ
a3 a treasuretrove mather than a worl place. 4
books were manusmpts ot had scardte Value they were
even locked up e chalme  If a chained book wus lox
exfly the faflor Hbrarian was beld respotsfble for the
loss. The practice of making the tibrarian for lost
boaks 1 thut centurics old  The books lont ther war
¢ty value only recently  The shifung of empharis,
rom preserving without lows 1o promoting uke even at
the risk of Jost Is comine in lbrasycutlook only very
rererily in any part of the wordd. 1 ¢ are therelorr
paning throoeh a transition perdod.  Clever unscrupal
ous pronle sre taking sdvantaee of this slauatkn, M ch
fou i3 being made of uock verificovon. Thi H awd
A an uﬂwmunhv far harxang and  humiliating

7
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Yibrarsm, 1 lus alo & to be a convenient bacdle
Jor wreaking political, petsonal and other extea mural
\engrance. Sihen the whole matter Is thus passed oo
1o the hands for meaking polineal nal and other
extra mural of polinaans, members in the lHbrary g:r
Ienfon tiemsclves get demoralised  and act as i
accomphees. The parmites who bve ot the profadon
zather than Ine tor n thrive and arrest the desclop-
ment of Hhary stroee m the country i gin must
s> A mew policy mist be adapted Our public e
rles, which are you 1o be cstablished, should straight
away adopt the latest healthy wadion n the matter
of stocd veiictsn—andeed m acgard ta the  very
of public Linary system  That purpose 13 1o
}ungrr 10 be the praenato of every wrap of paper
which blows o the hbrary——al every copy of cheap
prited]  boola even aftey it b worn out by we Th
purpese 1 1o get book .« walely usedd a3 powible and
even 1p take reasonable riks in this matter
4854 Incvitable Lows
Even with the best of sifeguards  the most hu
man treatment possthie and vigilance of o high order
there sall be some Jos  The ambontses of the libr
ary should he prepared for it In Brituh lhraries low
of one bool for an §mue of § 000 volumes 1 comdered
tolerable M W C DBerwich Sayers, for a Jong time
Cheefl Libranan of the Croydon Public Librarie, at
wnien to s s follow o the question

“Obe bock far an e of & thousand volumes i3
53 YW sy probably a tolerable lom. { I bave jusl
disdovered by a count of cur shelves that In sixty yeses
we hare loal 37000 volumes m this Ume we v
weued 85 moflion booksl 1 shoukd sxy thix was sbout
83 low B lo+s o coe could expect 6 R well managed
ubtery and that o & bbtary where thers ary  wtudents
who very much covol eertoin books somye of tha morsl
Queslons you mention may be involved  Bot 1 ke your
it:u:xfnnn.mnmmmhwmm

o ould bo undertaken i ihereby ~fret
hw’uf“‘bfmldﬂn-tmbempm&ymy?:ed.'
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It mint  Le rememiered i ths  cunnectt 1 that
during some  part of the 60 yemn whicl had  been
taken into account by Alr Sayers, the library had been

without
creants

w?_-lpen acoess The fact 1¢ that Jowm {row mis
i

take place and does take place ever in hibr
\merican

arles which have no open access. The

lbranes are 1ed to face even o higher poicentage
of low. \lodan hwuv policy 1« hred on 1l follow
irg conslderauons —

1

2.

Such a rate of low uy consdered 4 o lan
e for the enormous wraeme {n the use ot
ks which open sccew mvariahh stimulates

Eten on sacio-legalynounds they argue that

it is unjust w penalize the wonat tolk of the

rommumty utdd deny them the Immenw bew

fit of open accow simply betause there aie a

fewr cuminuls in the ommumy who could

nelther be detected now provented from theh
mbgchief

On purely soqological ground, they argue that
the of a Ubrary are only a mndom
wmple of the commumty Uckl the com-
munity & a whole is absolutely punfed the
commumty will have o face the (omequences
of jis powscang criminal minded wemberw 1t

doet 5o in all af aruvitey It Anno
hold a contrarv attitude 1n the sphere of libe
ary service

1l we jemonba that safeguanded open n::
system will not git¢ open accen (o Tae
valuable and ,rfchpbmtﬂe book  lens will
be most wcident anly 1n the as of odinary
‘These bools are not cterral entlue
b%lanyme:m\H any of these booly
will be phytically ¢ {or use after being clren.
lated  mbout a hundred dmes which  means
for about two ycars DBy that time many
hooks orar alo be out moded in their thotghe
cmtent 11 a book hay sened well at lean
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for two of three yeam, {t becomer 6t for with-
drawal from arculation. The old Vicorian
cotlon that every wcrap of paper once acces-
sioned in a library zguuld be preserved per
manently and for ever 1a derived from » wine
of property in books which ongunated in the
medieval age when 2 book often meact a ol
que manuscript of comiderable money value
alse. Today the printed hooks do mot have
that monty value they are not unique In
fact, they outofdate in thelr thought
content and are 1cplaced by more up-to-date
hooks from time to Ume The library
authoriues 1n the Wear argue that it Is wrong
1o contimve in these days of cheap rtapld and
plentiful pinting, autudes that were necer
sary in the centuries prior to the invention of
prinung.

Another ground on which oper accews is prac
tied m Western libraries apd in some of the
librarles of India nlso is based on the view
that the hbmary Is a soclal imstitnuon It fs
{rdeed = kind of sacial poweratation where
the minds of the members of the community
are energised. The thought-energy  which
Hes locked op 10 a ng‘; state In books
b mamformed by libranes o a kinenc smte
in which it an stimulate the mind of a 12
der into helplul activity Thos a library re-
presents tram{onmation of energy  There B 2
well known law in Thermodvnamia that Jt
Is not ponible to tramform energy to an en!
ly avaflable state with cent per cent efbciency
i e without some dimpatior and lows. The
libran cannet escape this inexvorable law of
nature if haoks are to do thefr fob for the
commun v we mint he prepared for loss doe
ta wear and tear and to some extent due abo
10 uncivic pro ty 10 some of our brethren.
Viewed  {n the larper context of  nltimate



WORK BEHIND THE SCREEN 46551

mtiom] economy—economy  due 1o the e
ormous saving in menhours which open accen
will effect in  the getting of Ught relna-
tion by the le~the mik of low ipvolved
:,nh'-he introduction of open accesm {3 reghg
6 The cost of books laerltably lost In an oper
accerss lfnary should be written off I the
o.l’]mlcdmmnn—ﬂiunecxmcds
1 to 1000 the matter should be investgated
and the causes for the loss should be found
out and removed  This doss not mean a pre-
mium for unwancess on the part of the staff
nor does this ymply that we want to free lilr
arlans fiom any remponubility whatever If
there 18 reason to suspeat  the bone fides ol
the 1afl they should certalnly be sent out. 1f
there fs reasonable ground w believe that the
Tibrarian is lkely to thieve, there is no  ob
Jectlon to his being treated sy 2 thief

4683 Open Acces

It i s much an anachronsm today to charge the
lrarfan for inevitable lom as it s 1o deny open ac
em and to make the reader woit on the other side of
the barrier Il the book could be found by an auem-
dant and handed over to him. With or without open
accew, books are [iabke to he muulaed and fou

46551 Aurilation

let uwy take up mutilation fint. One coukl
mutllate a book only !udrmcy Privacy every e
der gets when he Iy readicg the library bool  cither
1n the reading room or in his home Even wythin a
rexding toom it is impotsible (o have a close watch over
very reader  Open access does not add much fo the
opportunity to mutilate books. It would be parth
cularly so i there i+ adeqate  reference sl wio pet
somlly help cach readér and fnciderwally deny pavacy
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to the reader when he is In the sckroom, It b a
matter of experlence that mutilation i an open accel
spstem 13 not of a lugher order than in a clowed sysem
This means that denying open actess 13 by no nram 3
method of minimising mutilation The onz method to
he adopted to runimise ft is to turn public opinion
on the problen hy comacting the chentele ndividual
1y amd ceeavlonallv collectively This method 1 1o
doubt slovv 1 resultn It requites stence  but 1
s a sure method At any rate mutilatlon can pot be
sl a3 an argument against open Actess.

16552 Logs Viewed from the Stde of Books
With rogard to loss, thete s o den that sk
of lots dmm?ncmwc with opgn Agcess yi,lngmay Teach
an_appalling dimemslon 1 open access 1 introduccd
1nhly without mfeguards. Dot during the law 50
vear, the ljbram  prolesion has bepm to  pracder
sferuarded oper nca svstem with very pood resulis,
The following are the safeguards —
1 Al entrance and exit to the Mbrary should
be strictly through wicket gates controlled by
the counter saff

2 Evely other opening like windows doors and
rentflaters should be fitted with  weld-mesh
shuttens to prevent the  temptation to hand
out books through them

3 Rare speially valusble and out-of print
books should be in a separate sequence where
access 13 not allowed

4 Ceraam land of et ooks ond treatises which
€in wninmary  abnomal  eaminadan
value or for which there 1 momentary crase
bould alw Ix segregated and given out onlv
on application

8  [ure should be & wmilar gegregation ol
p:l‘;l:l:hld‘ vhich aan eally be smuggled. 50
much from the ade of bools, now we shall

examine the human side

ptrd
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44558 Logs }iewed from the Human Side

Rezders [all into thiee classes  Those who ar
squpnlonsly honest at one extrme those who are un
reclaimable criminals at the other eatreme and the

me [0 the borderlard. The fint category
will not add to lows of boods if open acces v introdu-
ced. The second category will take thefr toll even mith-
out opent xecew ‘The problem therelore reduces auell o
the Iarge number who are neithel sunts nor aimmals
by natome The Iy profesion has found that they
Qn be kept on the slde of honestv il the lﬂ]‘rn’yh\
open on holidays and far long hours purtienlarly
after worl. hours, so that they are swie to get theh
rndeIEAMuL whenever they me in 2 mood to
real ther factor which males them true  [riends
of the Ubrary is the provhion of peisonal and svmpa
attention and prompt and exact service A durd
Eu 3cior 1 m helpful order of books on the ahell
with guide of all Mmls—for the tler gangway bmy
shelf and s on. Absence of these helps usually resaln
‘;{1 deterroration of tempo leading to avminal tenden-
e,

Apart [rom this there shoul 2lso be vigilance
both in the stack room and at the connter  The aafe-
piards needed are

(1) THelplal (Lasifnd armugement of books
2) Helplul gurdes

@) Helphul refeicnce wivice

(1) Neeossary satl fo vmlance

() Promotion [ publi  opinton and nation
{6) Extersron of libran hours and wolking day

{06  BINpIXG

\u tuportant part of mantetdnce wotk 1 to Leep
the booly in & physically [it condition  The standad
ol arthtle bicding of g)DUL\ tot prnate wse——which
neans vory spunig wse—ls quit high. Puc reanforoed
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library binding to stand constant wear and tear b
not yet come into vogue in Indla. Lyven concepts like
sphit boards and French jointy are unknown The necer
sary  materials of good quality aie not ewnly avail
nable. It b therefore necewary " that the mos detalled
speafication slould be given for library binding It
would be a good policy to ask the binder to take puso-
nal imstrucuon from the Jibranan  While a book like
Douglas Coderclls Satme nutes on book binding wlll
give the neeessary detals, a specifiation for Hibrmy bind
ing B given at the end of this section for ready reieretice
Each library should alio trmin some member of the
wafl to make petty repaurs. \ stitch {n time saves mince
a3 the naying goes

48061 Damaged Bools

\s alieady sated in sectior 331 33231 and 53285
the damaged books should be piced wp M
the counter stafl and segregated tor auention It B
alsa devoable 1o walk round the tack roon and pull
out books nhith need re-binding  \il the cumulated
volumes nf periodicals intended to be preserved will e
quue to be bourd 1t 1 again a matter of palicy whe
ther 2 book should be sent to the bindery after the
publshers s cau 15 worn ot v even at the begianing
Tetore 1t 1« relcased for arculation e are of the o
mion that the lile of the bLook will be  consderably
lrugihened 1l the latter coumse v adopte. 1f we can
pet ook hom publishers unbound n shect 1t is well
and good  In Nonay where lew publishers agice @
do v wc found that the Director of Libraries ruth-
lessly pealed off the publisher’s casey as soon m
Lools annr «d from the publphets. He even emploss
a fatrly large staff 1o do this g work! In any &%
Looks In papa covery shonld not be released for u%
before being bound. At the \ame Ume every book M7
not need costh fibrary binding. In the ce of books
of pasung interew, parucnlariv ordipary fictlon which
are pnnted on bad paper 1t may be chea n b
additional cophes than to have them bound rrfrlhc 1ibramy
avle
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4662 Volumes for Bmding

Peshapn bl work iy best dane om »  monthly
bl As woon as ota for the month has been col
lected, armange them in a damifled mder Take ot

tbdrlhd[rngutu-ard;mdfmnablndlngnqﬂﬂlm
dlhem.Saud:d;cu\e\qumchomlhepmmol'm
of thelt binding  pecolierities ond fmm them Into
bomogenoas groups. The volumes 0 each groap being
in dlassificd order  Prepare binding dlips for each of
them Make an order copy for bindiny from out of thex
slipe.  Ask the binder to come to the library and col

ip- Hand
Keep che slips in the binding box

4563 Bound Volumes

Befone forwar begans, impect the books (0 the
bindery 10 mﬂuﬁ the \p:c{ﬁauun ha  Deen
fully followed When the buund volomes come badh
10 the llbrary cheed. them with the binding slips wcruti-
nise it the tooling has been properly done mnsert the
books i their propef places, netge the cuntrgaﬂqu
shelf caids {n thefr proper places, and check the bindet s
DUl with  regud 1o uvle of binding  amt the  Tates
claimed

4661 Specificauon (o0 Re nloced Libiay Bindine
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ed upon 1o the lbrarlan and unlsa he Lbearisn ks
lnm-ucttdtbecmtmdormpmccadwlthtbowmtmmch
bmh.th-lﬂllwﬂlmtbopdd(uf:rvm:hbmhwd
or repuired,

2 Wrappers ond advertisements 1n periodicals and
books are {0 be bound i, if the contractor fs instructed to
do w0 otherwim they ars not to ba bound in

Binding

3. Sewwng Bocks printed on paper of good quAlly
are to be sewn ono shest an (except where ihimem of
paper makes it TiecessaTy to sew fwo shesta on) witn une
bleached threod of suitable thicknes over unbleached linen

e

be Icrensed [n yrogortion Two of the tapes nre to be plic-
ed within one inch of the head and tall of each book
Strafght line machine atitehing will not be secepted,

Books printed on calendared or heavily Joaded art peper
are to be reported to the librarian and a guotation sest
to ham for Lnmg each Isaf of such books with a lne?
hinfle on o throw.pp gusrd
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4 AR folded maps end flustrations are to be mount
¢ o faconet or thin linen of good quality and to be
cheryed for separately

5. Eud-papers.  End-pepers are to be of yood tough
Saqus paper of approved miM cdowr with at lesst ooe
Plaln white leat botween oach of them and the printsd
matir  The end-pepers are to be made with strong
Ioen or cloth joints and to be sewn oo a1 & section.

ury glven, the edges ars to be sprinkied o

Unted with m colowr harmonlnng with the eslout of the
malerials used for covering

T Fomearding. Unless otharwise dmected, all books

thould have Freoeh jaints and tight or closs flemible backs



5664 danany MANDaL

thickness nf the yolums exeesds cne half the width of its
boerds. No extra charge is io be made for two ar more
voluzes bound In ooe, unless the thitkoem of sch %
volume excoeds coe hall the width of the boards, In sub-
mitting the bils for wark dope, the messtrement of e
boartt ehould be given in loches tn addition to the comven-
tional mods of specilying the aire.

m Attcmaz{pe mn‘ﬂm When the preceding
Ueable to any book or for
mmmmmummﬁm
Festions for binding such & botke with estimate of ot

13 Oemerel The whale of the work in binding &

1o bo carrled oot with due regard to the fect that (B¢
books will be subjected to hard wesr and tesr w¥nd thet

binding should be faithfully carrled out

A aterialy

13 Thread To be of best unbloached Mnen af sl
able thickntws.
12. Yeper To be of best unbiesched lnen, of <k
strong texture so) of the specifisd width,

14 Gfie To bo best quality fexible glue mixed
with copper sulphate to keep off invsects

13 Bogrds 'robcﬁndqum:mmhoum

undestaks to produce, when requlred, the gusrasten of tbe
firsy supplying the lesther that #) cuns twed (1) heve
besn tanned i zomach or cak bark or simllar yegelabit,
SWhL., or & mixture of them {2) are free lrom sujphusic o
other daleterions seldt (3) have tocn dyed with coloTd
m:mlmnzhmpm(auﬂnnmnumohumnﬂ‘
€4) are goouine es

17 DBachrem  To be linen buckysm of beat quelity

1t Cloth  To be good quality srt canves or 2P0
Tl moroeco elotn of fast eolour s Balth
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10 Gold. To be bat Englun goid.
1. §tyles ead slrer, AU combluations of the fof
owlog:—

1 Sivle

1 Half Motoceo and calico
1 Falf moroceo and marble
1. falf celico sid marble,
Full buckram
Half buticwm and celaco.
Half buticam and marble,
L Helgnt

1 6" or Jes

2. Between 6~ and 8

3. Abave &*

31 Thicknems.

1 TLesn then 48 pages

2. Betwrecn 48 and 100 pages
3. Batweon 100 and 300 pepu
4 Above 500 payen

47 Finance and Acemmis

The tak of mbing woney mang funds manag
Ing pwoperty preparing and gettlrg the smanciors for
the and a)l other finandal manen relating 1o
2 public Hbrary wwally fall 1o the share of the Locad
Body which s the Local Libraty  Authority ANever
theless there nuay be some amount of Snanchl  word
that fally to 1he share of e livan Tt will bave 1o
do Initia) work in the framing of the budger This
will have 1o Ix done acvording 1o the warding innruc
don of the Loal Bady  So slo Ik i+ in regard to
accounts.  \e iball deal here only with the watk of
prfrm.rv book keepiny which mutt e done by the

139
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Library staff and -even heie to confine ourslves only
to what i3 distincyvely of library rature. Matters re-
lating to paybill, permanent advance,
ncu]g:mncmubcmguhzedbymcmndingordm
prevailing in the Local Body -

471 DOOPLE PAYMENT

One of the dangers which must be s
watched iy double payment As books and
dribble ir all through the year efort is neces
sary to avoid double payment. kind of auto-
matlc check which do&y not depend on memory
necesary Wir.hregndtobooh control by book
order-cards a3 described in section 428 will  prove
effective. If & book arrives and there it no book-order
card for it. you should not improvise a card In order
to accept the book. You must have complete trust in
the file. Card syuem of this kicd can wark only
if every routine i3 carried out thoroughly and falth
fully at cvery stage Ifd)em:dhnotzn!.bccfdﬂ'
tray the presumption should be that the book had
already arrived and that the order card had been taken
out It might be lying in the sequence eorrespond
ng to the carrent week s arrival or 1t might have beer.
already converied into an  accemion card and  filed
n the proper place TIn the latter case the card will
show the date of payment and the number of th
voncher of payment’ In the case of a periodial the
routire suggested in section 4368 wall = If falthfully
carried out prevent dauble payment.

473 Brois Rroistcx

\nother danger in dealing with wpplicy  which
drﬂ)lzl_:(lln rv.:.ad\ after day is that ceitaic supplies Wlf'
megecied and naver paid at any rate not  prompily
paid The best way to control (gu is to have a }:ﬁ*
pcr]{ designed register of bills As soon o+ bills are
received, coaple each bill with s duplicate i anv
Gronp the bills by the parties to whom payment should
be made Armange the THils 1n each party’s group by
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the numbens of the order to which they relate. To
ruzke this eary the partles should be instructed never
to Include 1n’'amy one bill supplies made relating to
more than one order Regis'er the bulli in the order

473  AmmaNoruroey or TAC DBriis

Tie together nll the nlk pamble to one
\erily the 1otal of each bill. On the back of
Sheet of the bunch of bills write the total of
In succensive order and total up the fgures.
posting of the figures and the gand total ven
another peryon or by younelf at some later Ume Th
most be done both for the original and for the duph
Ic(lm copy of the bill If a blil has no duplicate the dup.

catn mun be prepared Tot the pay  order
m?cglﬁymnlcmphc:onlmmls&ldme
b of ULilh. Ahko ~ at the bottom of each
sheet of the bunch par the siamp “Inchded In vou
cher number  * \vrite the amount in words in the
im, t of the pay order samp  Wwrite the may order
utite of remutance charges, 1if any at the end of
the office copy of the bill  Amange the bonches in a
convenient arder according to the mature and amoant

of payments,

7
L

of
Egrﬁ’

474 \ovoEr:
Enter each bund fn x te line ol the 1cgnter
of payments in serial order werial number which
it gets in the rtgiucr“:mmmu s callead voocher
number  Write the -number in the faic
M\ﬂlmlbco&tropydndlbumho{lhzhﬂltm
also at the bottom of each sheet fn o burch  Then
the modtcrhmdyrn-rlﬁrnrm. The  voucher
number beginm with “17 at beginniog of cach Eman-
cla) year
141
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475 TONIIXC oF \ oUtYXe NOMpCR

iy at tlus stage that the voucher numbers should
e posied o all the accession cards of the bocks and
the register cards of the periodicaly concerned

476 \LLOCATIO ¢ RTGISTCR

It will be necemary to watcls the pmﬁ:“ of pxy-
weat for hooly and licals so that amount
ullocated lor rach subjeat b pot exceeded This &
wonrotled by allocating the amount of each voucher
10 the differect subjects under the heads “books™ and
periadicalv™ m 4 pecia) allocation regiver

477 TORME ARD RRGISTLRS
S§T7L. Bl Reguter  Printed. 10 point \T
21 mnmg paper White  RBound Fallo
pagina 80 hmes per page. The text bore the
coluran headimgy and the column headings are o be—

(Name of {tbrary) Regmier of Bills Recetsed n

R No of Bill (47 Date of recelpt of B
@) Ouwde date {}7) Ouulde rumber (§7) From
whom Purpori—Bools or Perodlcals and main
dass symbole (137 Amoumt  (17)  nitisk ()
Amount (1”)  Droft requisibon daie nithals  (§7)
Senipt No and Date (0} Scripe recerved date inutlabs
4" P O M O Vo ()j Depatch date Inluals
(1} \rknouledgement reminder date  initlal (37
Acnonledpement 1eceipt date intmals (3 Acknos-
kdzeroen: filing imuals () Remarks
hS.}:l;ll thwymmu Reguter  (Bools and  Perlodt
1ab) Prew 10 peant ¢ Ledgen  paper  White.
Dound hooh FN: pagf:-\rztlm n Hnlﬁ] L
The test above the rolumn headings and lﬁ'nﬁm
hexdingy are o be = follows —
(\ame of the iitrary) Payment Register—Booke
and perfodicals (Year) ?)a(c (3 \o!d;.gc‘r No (}")

i
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Bll No (§7) Bl date (§7) Party and plue (3 )
Booky (27) Periodicals Subject  symbal
Remarky

B¥T18. Allocation Register  Printed 10 punt
fype. 21 b pri paper  White,  Doumd Dook
Folio tion. 30 lines per The teat above
the column headings and the colurmr headings are to

(Name of lilvary) Alloaatron Regnien (Year}

Month and week (4 ) Voucha No. (37 Dufe
TNt curencies fn winch  payment B clamed (17 (&0
ach curn.-ucp Dlfferert currenoes in which t
1 daimed for periodicals (17 for each 1)

Total (1" for each currency) Remarks

There thould be one folio pege for each wbjeat
and the page allotment should be written next to the
mame of the subject.

48 Files

The call numbers for filea of vanows hinds have
been given In secuon 88 of Chapter § and at the end
of wetfons whose numbers end with 8 in Chapler 4
These numben are the »ame as thow given in ow
Librery admirustiation  Whereser subject devee b
added afier a fle number the hle numbe diould be
wnplified Uy the das number lo e aubject comem
ed. For cxumple °3 i the numba fer orde files.
23R will be the rumber for order hles elating to ooks
in Philowopby  Sumilarls 31 b the clavs numbat for
blesy relating to current perdodials. 31R will be the
number for files relating to cuncnt peuiodicals In
Philosgphy 2! {s_the number fom files on sta
vendon.  23P15 will be the number lor fikes on
ing venden for $amkric Books, 4 full secowrt of the

of will be found In section 03 of ot
I ibrary qdministration






CHAPTER 5
Classification

Sectlon 51 gives the class numbers by the Colon and Declmnal
mes for some of the suhjects which are likely to recur in

biic {ibraddes To clamify other subjects mse must be made

Colon claanfication edn 3 1g50 (R» 12) or  Decimal clawmfica

ion +dn. 15 Toso (Rs 71) according to the scheme adopted

Bection x~ gives the schedules of common subdivisons m
ths schemes

Bections 53 to 55 give exiracts from the schedules of geo-

phical areas, languages and chronological diviuon.

Bectlon 36 19 on book numbers
Bection 57 illustrates the nse of the above wchodules

51 Class Numbery

—
X Bebject c. ce Bubject DC.
Nowber  Sumber Xumber
T P [=1505] g,x, 11.’114:1:v.\1 ey :x&s
3 pronia:
Bitography ot B3 Py Sias
Ubrary Sclencs 02 o Ceometry
Admiphtration o1 Bos  Dewrptrve 318
T Clas Ufication o1s | Bty Pure s
s ataloguing o1y BB Mcosur toD Fie
Clreulation wotk 013 Bé2 1lze 130
Reference service 013 3 B2 Analyticsl 3t
T Matimnsl Hbrary o017 3 Léaz Crums w1
Pnbliclbrary 074 Boae  Amal theal 3
1 Rursl Horery o1y 4114  DBtazv  Ture 3
3 Ibmary o7y 11 py Mechankes m
s hbrary o17.03 n goud
i Uorpitelilbrary’  o37 662 Drra Dypum g":
Elmt\opaedh 3 L7vy
Instht tlen pe Bry 3
Tariodscs] pa B 1 drodymamms 3333
Labibition o 33 B733  Uydroeattics 337
prve.y o9 ey Astrenemy 2
»
i 9 Chrocologr 319
w':y.“'"{ Tory el =,
.
Kclencs (Ganerst) 3 B Cn-m:'wy 331
9 Rartl
Mathematics St e Mot 5133
' Arfthmatic st o)y fan 312
N - 1
ﬁ Amalysly 3 mg

.
i
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DC
Snbjeact D C c.c gubject
Nee umber  Namber umm\u
S mme TR pn e o
pAd Propertiss w7 Do Woekahop Gty
o matter 339 D& 81 Flaning 64191
BoHA Ry DE&S Panar (31343
C“s Crystal A Doz 631 g12
Cm" Thquid 1311 D68y Blottisg satpn
’e Cap! ,:JS D68ty Groovfng 621 9T
u;(ux tamgion FEid Dé&:St Tumiag 66::10,
SR OB BR gl B
%:I—G Vi Dé.8ay r a1 gt
C. Sonnd M D331 Baw 6ar'y,
(‘j Amt 5P D683y Bhear 031
Cs Redltion 133 D6 83 f-ﬂaruﬂn: :::
g” % g;g * D6 8418 Jluttiple punching
Cs;i Ules viokat vy 3336 D6 845 g 621933
Cs. Xy 337 9% Do6.831 g‘:;;
c’% nm’f st 3338 D Grhd ;t'a:ﬂ aa'x 911
3-7 Electriclty 537 Deé:Asy 6193
o1 Crrrrent s D686 Bﬂ‘ s
Statical Ima teatng
C:’ Slagoetinn 3 Dy e
= Klwetie theory 37 e Cru.hh:&’ 1|
rg‘Io Mt:;mm 34’;:[ Otbenn . Babject
CHo %‘::ﬂﬂtw 01 3‘& 3&7 Hrtavating g: :
«
D Engimsert -4 DeoMry 5 4
" Déplly Textile hx:ﬁ
D1 Ball D6:oMCy ndggn:.m are
D2 Irriga 616 % N&H{:!Fto g
b Trimepoct (toeck) 635 Gy e ey 6
4
Dyrx ws. 6157 Dés of s
Da1s %WX 6331 i sl ot
Dix bour 6173 wpecial devices
Tranupott (reblele)6oy Désr  Gaafting 310
Dsrar  Cart Déart  Shaft st
D1y CTyoe Deaniy Fwnible Bt
D3t Motor Dogrs>  Dear
D313 Hafway carclape Dot1ar  Jowrmal beartog 42 81
Lsis  Sip Ches  Dena Hiee beager
Dsay Batmxring 633.813 beacket ?;rl“
D3y Alr vebicle 613y Deaz  Pivotreerng  GED
Dsyr  Dirgibie @933 Désiy  Colar bex
Dsas  Aeroplane 1334 Dés1s Bl 4 carn
Mechanlzal Engn. Désr Bt greag &2185
B ng Désa1  Pulley fhid
Dot Machina Dar Bt e
General o, 3
Fosd Db 3 40
Déyr Lt 61187774 24 Repe it
Dspir  Jack Giinga’* D613 Cuain gvariag Mtﬂ
Deeyia 'Lhmm 611 Déars  Link beltiag &
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Aubject DC. cc Sahject DC
Nnc:;:c' Number ‘amber N
o7 Cardomom 813362 Egb Bmrd sla
Corisnder 63375 Koy Mammal 0
133 Pepper 33 841
. o33 L Medicine s
718 Rubber 634
741 Jute 63334 Lot “Nursing bome
742 Hemp 03333 Loy Hospital
743 Flax 633 32 Las Bemtorinm 61301
771 Cotton. 033 41 L.a o [143
911 Turmerie 633.82 Ly FPhysbology b1
901 Rose 633811
o1 G 033 L4 Diseass o
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eIk Ammitser Moaradabad
nerz 18358 Rampur
3678 Gurudaspur 18
23874 Kapurthala Siate 23241 Saharzngrr
3881 Hoshiarpur Dehrs Dun
rIsez Kangrs 213384 Garkrweal
883 Chembe 23188 Almors
’nm Simlx 252468 Nainital
23828 Sunls States BYnor
1588 Mar: 2nd Soket 25271 Sitapur
2837 25212 Shahinbanpaf
13891 Punjab States 235173 Pbhit
236915 2374
28912 Farrdkot 15278 Bahraich
23013 Kama Btade 15378 Conds
236054 Duna Btats 23281 Bast!

23592 Ferarepare 21m2 Garakhpur
ns Labors 18291 s Unao

Jullundur 25282 Lacknow

13056 Ludhans poterd Barn Bankt
" Tlralaysn regiony 35234 Tiae Barell

t 25295 Sultanpur
2 Nepai 24298 Ty
248 Sikkim 253 Bihar and  Oris
47 Bhutan f”m'f" e
# Stk Indu 5311 Sanial Parganss
hr - 28312 Xanbhum

i 24%15 Stowhbhum
1 th I
23ty Balla 2201 Cuttaek
pL>ok ] 3% Angul
3214 Obaupur 2336 Feodatory Btales &
.18 Jaunpur Orisea
=52 Mirrepur 23382 Ranchi
Allzbobad
mmn Partipgarh Shahabad
8 Randa Im faran
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DC c.c Bubject D C
Number Number Humber
28287 Dinajpur
18371 Dar)
20372 Jal,
26373 Cooch Beher Atale
nry Bangpta
8291 Paboa
26201 Foridmor
bl Jamore
26208
(After Wifsr 629 Ray
17 Central Previnees
mi Bllsspur
1m12 Ra,
s Km{ﬁ
17114 Drug
7121 Dastar
o 17138 Handgaon
Teudatory States of IR Chanda
mn Yeotmal
27134 Alkoln
s Ni
s Wardha
7137 Bhandara
17141 Amrmot
14 Buldana
17143 Nhmar
mn Dotal
17182 Hoshangobad
Chiundwars
SR o
118l u! pare
end Jumba %) Aandm
172 Changbbakst
7173 Koren
s Surga
mez Joshpur
153 Udalpur
184 Ratearh
ey me Balachat
Chittagone T Tiecs 710 o
t 7194 Saktl
783
o Dackers "11: akral
a 11
Targanst
wm ;Ncnty four P Central  Indl  snd
m:Bﬁl Wlw";"' g;” grnlﬂl India
sy Dogra an Malar
Hirbham =i Punna
= B sbad e Alalech
Trakde he 1L Otker Eastern
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—cmwmr . erae L e —
t.c Subject D C ca Da

Wumper nmber  Numbet Numbe

18161 Gwallor 28351 Birchl

28162 Bhopal 232082 Marwar

28154 Indore 8353 Jalsalmer

F307 Other Wastern States 28281 Bukaner

2m2 Rajaputans 22271 JInipur

28211 Kotah 23281 Alway

28213 Jhalawar 28282 Bharatpur

w1 Ehajapur 28201 Bundl

28112 Mandasar 20292 Almer Merwarn

20141 Banrwara 20 Tnlands

28342 Dungarpur 01 Andsmans

3243 Mewar - Laccadive Island

‘After the partition of Indla on rs Augnet fg47 the areas hstad
below under 27 Palkdstan stand in need of bemg removed frod
the divislons of 3 Indin

The formation of th constituent Stutes on limguistic besiy
which s tho only natimal one will toke gome years Till them

there are bound to be frequent changes

ho attempt has  there-

fore been made to revise the schedule for Indla given in the
third edition of the Colon dassification excopt for the deletiow
{ districts suggested in the preceding paragraph

Caylon

Pakistam

East Pakistan

Fast Banpal
Chittagang Division
Chittegany HUl Tracts

Rogra
Rayshab
Fabia
Nadta

Jemore
Khulon

Wast Pakistan
Sind

IBar P rkar
TMyde bed

30743

hob

North Wast. Franthe’

Dera Trmefl Xkao
o th Wasltitas
Warth Wartrhstas
Dawna

Kohat
Proshawar
Jar m
wat

Tir



e &

234

"

3
Fe

Slalkot
iy
ur
B
on
iy
Dabawalpac
Dehra Ghed Risn
Bat..
Mhmwall
Qujrat
Jiterm
Attoek
Rawaiplud!
Favoured
(Great Britalun)
41
Wales 23
Bentland o
Trwland 413
Asta 5
China 3
Jpes A
& Asta
ao-China »
Sam 59
Maley States W
Rust Tadlen
Jreat
L3 91
ot
Creece 49
Ital 4
Sl 43
o] 4
Foame 4"
fpaln end
Tott 4L
T =
w1 -
uy 43
[rry ap
Seandinnla 4
Bweden 43
Deamark a‘:ﬂ
Teetood o
Tinlnd 17
Rasals 7
Ta ker
Gom &

53
Sabyect DC

Wallom Stat 45
Awstine 43t
Hupgary 139
Bwitrentsnd )

138
W therd nd 492

493
Teiod an
Litheania

tris 44
Lsthoals 474
Africa ‘
Unkan of Bouih
Afrkes -

Egrpt
Abssinia 63
America
Torth Americs

o¥
Cannda 1t
United Btat 7"
ezl 7
Yoot o 716
Crntral Anrwes 748
6oxth Ameries 3
West Indies »
Auvtratia “
eeves 3
Iadien Ocenn
Axtarctis A
Pacitic Ocean
Arcte ”
Bpitaberpen ot
Allsrtae Ocean

I folow ox Mormonle Tlalts oy
be ppled ft taozraphical smmber

tion

h betic Derrce humd for
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oo Bubject D C o Crbject DB
Number Number Number Aumber
23ICP7  Poona 1 Anabla 51y
233CBs  Banarma
1 Manchesy b ] Dravidlan L2
33CE3  Rdimburgh n Tuedl
Casplan Bea 78 32 Malayalam
41CT7  Tokyo 53135 33 X
165072 ]Mm.n!em 3 34 ;n.ll
SMA s 494 K} elegn
RD1  Dawnbe 3 x
D31 Babiara 661 1 38 Brahni
HRN Nile [} 3p Toda sto.
91d{a8  Andes ) 11 Chineso 93t
791RAS  Amason 81 41 g-p-ne- 936
33 9591
i | T - i
ndo-Ea 43
Teatome T %8  Reperants obg2
1 Engllsh 2
b Genmen 3 35 Chronologieal Divisions
13 Latin 7 A Rafore 1999 B. C.
121 French + B 1999 to 1000 B C.
134 Poctu, 6 c #w9tor B C
1 Greak 3 by Itogeg A. D
1 Banskrit 92 1 1000 to 1099 A D,
1 Prakrdt 91y hid 1100 to 1199 A. D
1 Pall 9 3791 o} 1200 to 1299 A. D
had 1300 01393 & D
Sl Ardhamagndhn I 1400 to 1499 & I
A1 gadhi L 1300t 1199 A D
151 Apabirams. 500 ta I6g9 A. D
37 Sink lese a1} 8 L 1700 t2 1999 A. D
N Hiadl 943 X tooto 189 AL D
33 (P;n’.j‘:l:é w42 N 1900 to 1999 A. D ste. ot
154 u. 947
33 Mer thi 946 Ersmples
136 Urlya 914 5 64 564
15 gl ® 44 42 941
13 Nepati NGo 1990 am
C6y 310 to 31
i Tranian 1958 Dio tootooo A D
104 Perslas 1y 6 1360 1369
kY] Trda L] ’363 x::a
bt T
1 Semltic ” s ey “qg c
23 Hebrew 9 4 Dy o o AD

58 Book Number
Bool “umber 13 the extra number added after 2
class number to distinguish different bools in the same
speafic subject
501 Darc Noxoer
Bool \umber 11 normally made of the chronologi
cal number constructed eccording to schedule 50 10

represent  the year | publimtion of the hook. For
example, the Book \umL, of this bool fs N51 This

o
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# what we do when the book o in the fasuwed lan
nage of the libracy ¢ i
563 LANGLAGE NUxEs®

1t the book is in any otber Jani sage the » o ie
"“Llhtqu:g:hdfxmﬁxcdmxh voronowber ko
example the Hindl edition of thi bovk mill 1av the
Book Number [52N31
5621 Dictianaises
In the case of Linguntic dictionaries the Janguage
of the Book Number should be the rumber of U
In which meaning 1 given
5622 Perlodicals
In the caw of pemodicals Tanguage Number
should be omitted
563 Yccrasion lawr
Il the lbrary has wore than one copy i the ame
book or if 1t has mote than one Book Number in the
Jame year o the yame speckc subpret we pdd to year
Tumber the digits 1 2, 3 ctc. In the (ase ol the second,
third, fourth cte books respectnely  For example 2
wcond copy of th bool wul hase the Book Nuamber
11

564 VOLUMNE \LMBLR

11 a book is m two o moTe volumes the volumes

are Indhidualised by sdding a pont after  the  sen
Fumber or the accendon puit of the ook Number as
the case may be amd writ ng drereaflter the number of

‘“the valume  For examyple af thrs book is in two volumes

4heic boat. numbery wilt be N31 1 snd N 1.2 and i~ the

cawe of the second copy they will be N5111 and N3t 2
563 How Warms

The Book Sumber o wniten either  below  the

Clas Number or lo the nght of 1t alter leaving some
spaace ps i it were 2 chficrent ward  The class number

atdl the bnok number taken txether & called  Call
Number For namplc the @ll mumber of thit boal

may he written as 223 Nl or\?_;’_l')
It @ written §n the latter wyle at the bl of the
tiile page and n the former syle In atalorue entres.

57 Lxamples

Vote In the e of periodicals the counyy anc
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year of ongin are g:;‘m within brackets, when they
oup

are not otherwise o

the call number n giver for

the volume mentioned.

C.CNo
=z M Nyo Calontte review (1844) ¥ 37

1033
2 N Nig lindusthan rev ew  {1900)

V77 w44 a3
w2 Ho Ny Modern review (Indla 1907)

AR o3
my My Nyy nmh-mdnmﬂmnm(xlu)

Y 204 1944,
my My Nao World review (Great Bnm-

180) N 8.V L 1936 o3
T N Nso Izdia axd Pakistan year book.

findia 1513) 19300
902 1sdology
oomm1 L Ny Journsd of the Asatle Boclety

of Dengal (1984) Ber 3 V 5

1939 o3
oarm: N3s Mys New Indian antiquary (1938)

AR TN
Bmz N N36 Jourmal of the Indlan mun.

m theal  Bockety ({i9o7)

NBY 2 193536 s10 5
Bmyy M3 Na Amn Lsof Mathematics (Unit

dStates 1883) V.44 7933 510§
P— J4+ K16 Cessal s New English Dictiazn

ary 1930 4133
P— Jqk 3sN33  Englth Tehys dictlonary

18 494 813
P33 Jqk  Way Esmvese-Logiish dietloaary

n3 494 81 32
P13 Jab 33041 Kenavese Kenavess dietion

ery 94t PLTR UL
X623 % 1 N3t 1— 5 Report of the Indian Hanking

Commbttee. (191p) 3V 1931 33108
Xowlso Ny Harrls (¥ R.) e or

thellfeof J N Tats. (borm

1839) 1prs. 9133
Xowdos Ny Focd (H ) My Ife and work

1913 976
BoD N5 Seistroma (I A ) Mathemas-

tsa for Coglaeers 1933, sto.notus
T4 23y a1 Madray Grivenstiy Calendar

1931 7% 3¢8o3w
TeathNaoe Ng Anvemelad Unfreraty \nnus)

TrpoTt 1931 378 sqbass



CHAPTER 6
Liyrary Catalogue

The {uucuom of (he Lilnary Catalogue have been

in section 116 {row the poiat of vien ol thr

Lam of Library Scdence  We saw tha zll ol them
would vote (ot the t ofuulu?)ucwhtdlwmﬂdﬁnd
fwlmﬂerlnth:%mtpnnﬁkﬁmc that  hool.
which lie has {m his mind howeser shght might be the
Information that he might remember about ft.  Hence
It B necesary to enter a bovk under every one of the
redevant details cannected wth 1t sy 1t specific wbjet
or_thought-content author hi collaboraton, il amy
dilor trarslator commentator illttator i scrien
edltor of the seryen or even the tltle when it s fanciful
and [nls to convey the thoughtcontent of ihe hool. 1t
the thought

{’mbcmmmgcmwmry to make
ent clement ir the main entry which

wntent the

gves fullest {nformation abaut the ook The laaduig
sectlon of that entry n therelore oconned by the Call
Number of the book. It b ilerefore talled abo Calt
Number Entry acrording to the reminology A the

Classified (atalogue code Tlac roan camptc af such
@ mair entrv
Exemple 1
11 288 N30
all Rapameita)

Raymumarnsx  (3ly .
- Library ceizlogue Fundsmen! and procedure
(Mardas Library Amsociation, publication series, 18)
s
The vithepes the book n 24 follaws—~
eatalague

Litrary
Fundmmentaly end procedury
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By
8. R Ranganathan
M.A. DLith, LT, FLA,
Madras Library Association
London. G Blunt & Bons
and 16 lwlf title page s 23 follows —
Masdras Library Association
Publication Series 16
Library catelogue
Furdamsentals and procedure

61 Main Entry
\s seen m the above example the main eatry may
have five secuons. It will have only four eectioms in
the case of books not helonging to a seliés.
sectiom give icformation m indicated below
Fust or {eading section  Call \umber of the book

second section Name ol the author (Personal of
iporate) o 2 subsutute for 1t m the case ol anom
mous or preudonymous authorship and n certahn other
ey

Thnd sectron Litle poction which 1 usually
nascnption of the utle-page omutung pofb o1 uir
neeensary woids and anduding the names of editors o7
translaton et

Fowrth section Iy name ol the sene amd th
serml number of the book  indluded witun drnld
bradiets.

Tifth section. \ccesslon \umber
u b ve Lt At

62 Added Entries e
The other entries of the book will be derivea
from this main enmy The class number will give rise tc
some entniey and these would be shared other booly
in the mme clas. DBesides the author the tanslator
the ed’for or anv other person of that category whose

10
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Dt ocrurs fu the title portion of the mun entry will
Bee the 1o different entnes. The series too will

fie [0 anentry The one entity which n not cligible for
My entry G the acamion nomber Al the derrred
s are called Added Entries. Among these those
R thatd By _pther books are alled General Added
Entriey and those that relate to a panionlar book arc
alied Speafic Added Entries o

f21 Cruczal ADDED EMTmirs
farr Class Index Hotn

The _entries denved trom the clas number of &
Dodi"are called Clasy Indew Fmny Lot i ke the
i umber mn the esample given above ard examine
the entries that could be derived from It \s a fust
2ep, the dau number 15 represented 10 the form of a
Chain of Clawes 25 shawn belaw

g
]

1 = Library Bekenco
{
1 =
4
23 = Techman work
233 ! Catsloguing

Tt will e seen that though there are fur finks in
the chain orly three of them contaln [gnificant term,
With each one of these termm » the leading word o
Maln Heading and the necrwan imlindualistng word
If any pv Subhead ne the followning claw inde ertries

are got
12 CAmatoariva  KIBR4RV SCICNTD

For books in this Cloer ant its Sub-

divletons  sce the Part of the
catalogne wwder the Clars Number e

i
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1.3 TEGHXICAL WORK, LIBRARY SCIENCE
Clase and 1ty Sub-dicisions

For boekt in ths
Pl Puart of the cotalogns under the
Class N "3
14 LIERARY

BUIEYOD
For beoks ma this class  nd is swb-divirions
seo the Classfied Purs of the oxtulogue under the
Class Numey '

A Clam Indes Entry helps the reader to the reglon
of the Aain Part of the catalogue or of the shell
which the books 1n the region of his intereat are enter
ed or armacged succomvely  For further details refer
ence may be made to our Librery colalogue: Funde
[n:)dmuh and procedure and the Clanfied cnislogve

{4

Since entries like these are common to other books
having the samc clays number care 1y to be taken 0ot
1o write an entry wdenuaally similar to what had been
already written while cataloguing any other book.

6212 Crow Reference Index Entry

Further it n wwal to give entries using the named
of the editor or the cditors of a serfes durecting
attention to the ertry with the name of the seney a3
headmg It 11 also wsual to refer from one heading ©
arother which Is an alternatite pame for the ently
oeed a3 heading  These are called Crow  Reference
Index Eetrles

6az Boox INpEX HnTmIxs

The function of these entries 14 to direct a readst
to the sperific book he has n lus mind provded b
senembery the name of it anthor collaborator tdfllf"
or any other perion of this category or the name of s
serles. The bool. given as ar example 1n the beglnning
;1 :rl;: chapter will have the following Nook Index

n

15 RAVUAYATHAY (Shiyall Ramam~te)
Livrary caty Fund

and procedi
385 N3O

72
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T6 MADRAS LINRARY AssOCIATION POBLICATION
Sxprea.

10 Library
Fundamentals snd procedure 285 N3O

Compare Ure above entries with the Maln Entry of
this hool. and note the partleulsms omitted. The firn
» ralled Author Entry and tire second, Seney Entry

Exemple 2

Take the following book as another esample. A
veitlcal stroke demotes change of line.

Title-page. —Plant Bresdiyg / by / L H.

Balley / New Hiition / Revised by /

this brok appenrs ws the 2nd

Main Intry
21 JGs Nn
BATLEY (L H)
Plart-breeding re by Arthur W Qubet.
Hew oo 4 by LH Bulley 2
(Rurnl pciance weTreL
3310
Anthor Extry
pansr (- 17)
e Plant-breeding Ja4 Nn

73
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Reviser Emtry

QBT {Arthur W) Re
Plant beesding by Balley Jigs MW

Serles Mndex Extry

RURAL MARNCE SR8
22 B NeyiPleat bresding Jae Nt

Editor of Series Indet Entry

Bamar (LH) Ed
Ses RURAL mlm

Thwlh&ﬂqmvpmtobethelmhaunﬂﬂ

the Editor of the series, note that be i given a  separaie
Crom Reference Icdex Entry which 1 different from the
Author Icdex Entry

16

74

Class Index Entries

DRRNDIXG  AGRICULTURE
For bools in tHs Class end, & Strb-
dmrsions ss the Classified Part of the
cat logrr wnder the Clast Number jot

BIOLOTY 4 RICULTURE
For bewts in s Class ad & Sub
divistens was the Clastifisd Part of the
alequs wwder the Clats Number o
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=t AGRNULTURE
For books in (his Class end us Sub-
divislons see the Clastified Past of the
oxtalogue under the Clams Numder 3

f(m 1 the ranscript of the dtle-page Hf another

Three Studies / in / EDglsh  Lalerature Kiphng,
Galsworthy |by Andre Che trom the
French by / Florencs Simmonds / London  Wulsm
Helpemann Lid

O oMB Nas an

Note—1 Rudywrd Kipllng's pectry (Class HNo-
O- 1364 §) formos & sechon of the book cxtanding over
pp. 1—152
2 John Qalrworthy (Clese No O-21873) forms
a sction of the book extending over pp 133 219

3. ‘Shakespeare snd tho Erglsh woul (Clars No
O~ 2J84 ¥) forms @« secton of the book extendmp  over
Po. 220-263

The catalogue should bming out the abose three
Pieces of inlormation

Maim Enby

31 O~ $M2 N3
CHrvRILLoN  (Asd™e)
Threo studies m Englh Llerature huphng, Gals
worthy Shakcspears ir by Flarence Simmondt.
nn

Back of the Man Cerd T, e

33 O41Méy s Fp. 2153 LITERATORD
C.ryM6y 9 P 133 319 cxorm  LITERATURL
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0-2J849 Pp 220-263. CArrrorax ENGLISH
LITERATURE
CRIITCAY, GALSIPORTH]
(Joks) FICTION
- crrmonas, XIPLING (ROD-
TARD) |OETE
CRPOTAM. SHA XKBSPEARL
WILLIAM. DRAMA
PORTAY ENGLISH
FIOTI0N  ENGLISH
DaiMs LNGLISH
KIrLns (Rudyard) POETRY
GALSWORTHY (Jokm) FICTICA

The back of the Main Entiy gives a baiel 1ecord
of all the Added Entnes of the {)ook This enables m
to trace out all of them whencver wanted They mar
be wanted for correction or for removal when the
bool s withdrawn.

Author Index Entry

33 CHYYMILLOS Amdre.
Three studles in English lterature O- 9M3 N3

Trenslator Entry

34 EDOIONDY (Morenes) Tr

Three sizdies in English Mterature by Chevrilion
O-tgM3 Wi
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Cross Reference Entnes
35 O-1Mpa9
gu:ﬁo
Chavrillan.
Fp 1uss

¥y
Three studies 1n Englsh litersture,

36 o-auers
Set alcs
O-1gM8 Iy
Chevrillon Th es studier n English Dterature
Tp 153219

T O-2T84:5
Sev alen
-8 rs
Chevrillorr Three studies 1n Bnglah literwtme
Fp  1a0-+6)

LCach of the st 12 wem shown w the nght e
of the Lack of Mam €l (entuy 47 will recence 2
Claw Inden Entry

The three st of evamples goen o the Dok
Mintrate the style of whung some moe  ipes ol
eneries. The poutron  ml U awcssany wlention of
the diferent satiom m el te [ the nures amxl
the ton o the Call Numbey aml e\ cemon
Number may speciall b noted  Prebe vuley Tegnd
ing them ar, guven n nn Cla tf d ot Txue e

€ (ard Catalegue

Blwe (1) nuies vl et e arrpalated
the catalegue whenever o mes ok annes, () entius
will Juve Lo Ik withdrann wheneta o ook nowith
drawn and (9 oftlocked-up entrles mmay get wornout
carher and will then have o be the catalogue
1 mainticed o e foim f ards Normally  cach
ard contams only ouo entry  The standard qards are
3"y o\ 0 wd o wvare hwance 1§ adelable t

have rulal ard
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Enuies are best written by hand. This u abo
the only satnfactory method mn small lbrane. But
to prevent the idiosyncrasies of caligaphy it 18 advised
that the cataloguer should adopt an fmpersonal hand
called Library Hand

Thu consists metely ol detached upuight letters
as found 1 Oxford copy books, Elaborate and specihc
wiles are gven 1n our Clasfied catalogue cods cover
g dmc(})omu ard describing detailed rules for te
chofce and rendering of headings of @)l typer. That
ool alwo contams the 1ules for dealing with tomples
caes multivolumed books and  palodwal  pubbea-
uons wluch generally call fon different t; of entiles,
Tut all these rula may not be requred in ctaloguing
2 small collection that 1 wsually found 1n small libra
uer In cwsey of necessity the wsers of thh book are
requested to refer to thy Code  The tew rudes ghien
hcllow hate been fourd o be sufficient In cataloguing
Looks 1n small libarwes

84 Select Rules

bor comenience we have followerl the supe num
er for the rules estructed herc s they hepr In the
€ode  In some ases the rules have been very sitghus
m xlilsed

MAIN ENTRY
11 CaLy \UusmR
11 Ihe Call Nuniber 1 10 be taken hom the bak
ol the utle page of the book. It would bave
been waigned by the dawilier i awordance
with the rules of clasification

111 Thtee spaces are o be lelt betneen the Clan

Numbes and the Bool Number
12 Cmotct or Hrapmo

12 Ihe i to consst of one of the fol
Wumn‘q to the nawre of the book

1 The mme ol a Penons! \uthor
The names of two Joim Personal Aubor

7



LIBRARY CATALOOUT 64

3 The name of » Canporate Authior
1 The names of (wo Jomt Corporate \uthory

.

5 A pxcudonym or two p y
& The name of a person other than author 1, ¢
of a Collaborator other than Jownt Author
7 The names of twa peront ather tiatt i
Le, of two Callaborators othet (han  [ont
\uthot and
& The Flrt Woid of the Tl wa an sk o
ar honarific wod
1211 Christian amd Jewnsh Names
1211 In the case of Chrhtian ard Jewbsh mame of
modern times the wurnanie k o e written
fint and the foremame m [renames are 1)
be added therealtes
tx  Fosisin (Alfred)
Shakespeare (Willtam)
Bhaw (Georxe Dernard)

1232 Hindu Nanw

1912 In 1be e of modern Himdu s ahe lat
whsantive word 1p the nanie o in be wrltten
firyt 3m 3)) the rardier words it nitials an
to be added thereatier cxeed 1hat an e ras
of South Indn namer f the Lt sulslantive
word merely spdicals  xde o ccmmunity
and the pennlumate we fil y gove H Iy pohe
thie page the 1wn ulanthie woprd  aie bealy
to be wruten s an (e natural ot fer

Nawir of the authsr A ke tomp

1 Tagore (Mabindranatl) I¥nrsl

2. Aalaviys (Madan Moh ) M)

1 Rel (Lojpat} Punjsbi
¥a tohandl  Gujsrsthl

4 Gsndhi (Mohand
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§ Gokhale (Gopal Rrishnn)

6 Radhakrishran (Sarvapali)
Sanksran Nar (Chettur)

8 Chettur (G.K)

® Krishnamachon (P)

10 Srintvasa Soatrl (V.9

11 Rammchondrs Dikshithar (VR.)

l.. Sivarwamy Ayymr (P5)

13 Alyar (ABT)

14 Raman (CV)

b

17 Mangesa Rao (Savur)
18 Bavur (M)

ggiéi%iiiégg

In campies 8 18 14 1t and 18 apdie ames o
some other now-personal names hase to e ginen the
fitst place ay the authon demsetver have showm ther
Vlclcrcn(_: i that way on the tilepage and have de
’

berately 1educed the personAl nords s their sama
o nitials

122 JorsT \urmoRSs

120 1t the utle page contains the nmnes of o7
and only two [ount Peryonal tuthors both tbe
mames are to be nsed as the Heading witb
the conjunction and  comnecting them.

eq. Srmnesan (G L) and
Rrishnamachan (!
kurpmwm'm sastrf (%) and
Chintawam (T R)
Harlnes (James) amd Morley (Frank)

1722 1 theae be three or more Joint Penond
\uthon the name of the first mdms
author slonc 13 to i used as the Headlog a
the word et 13 ta be added thereafter

180
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1 3 CORPORATL  AUTHOR

Publication  mstted ofbentlly citier by 3 Gov o
ment, ar by onc of ity department o1 by other stie
tions ate wuslly decmed o be of Corporate \uth
ship. Ty the case of an official publication even tiough
the mame of a peison mmight  appear on the titlepmge
the publication should he ueated av ol
Authorhip and the folloving  rules will govern te
aaaloguing of such publican m

193 If Corporate \nthontup 1 mdicated by the
hook, the pame of the caipovate hady i to
be nsed 1 the Heading

1231 Gorernneent \uth #

1281 [0 the Corpotate \uthol » 2 (anapmcut
and not any pevlhic pt of 1 be headin
» 1o omsist ol 1be English mame of the geo-
graphical area whow affah - aie gorapal o
administered by 1 If the Corporate \utha
1 oagRn o a Goenment the abuoie head
g1 to b ned o e vuain headmp.  If the
unthior b 1wt the whole Gov iminent but enly
apart atsuch o ile 1w o the excrutine
o the by faune v lepsitmnt dhe ub.
heaing v 10 1t ol the name ol the part
n depatument nd U lw wmnitter o
1AIC sentence
Exsmples
t AMadrsy
1 Aladras Oovernar
s Madrae Legalati ® Asrembly
4+ Medm Iostructen (Department of—)

113 I» TIUTION At TooR
1) ihe Coxporate Anthor 1 an [nufution
e Heading Is to commst ol the mame of the
nrteen 10 e shonest form lound o the

1.3
eh
tnati

1%
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title-page  half-title or any othe pat of the
book, omittng honanfic words and pafs, iy
any at the end or beginnmg If the Corpo-

1ate  Author 1 a department, divsion o

subdivision of an Institution, ity name is to be
nsed as the sub-heading

Ezamples
League of Natlons,
Bouth India Teschers’ Unlon.

Remarnjam Memorial Commurtiee,

1
2
3 Univernty of Madras
4
3
[}

1233 Conference Author

1233 1t the Coiporate \uthor 13 a Confereike, :J}:

N o

5

name of the Confeence 15 to be weed x
Headlng axd 1t 3 to be mdn jdualised by e
name of the place or places where it was beid
and its yem  These two are to be deemal 1
be sepaiate sentences.
Ezamples
Conferenice of Orientalists. Smla 1811
Tumil Book Lover's Conference. Madrar 1633
Al Itdia Lubrary Conference 1 Calentts U3
Congress of the Uruversities of  the  ETPHT
”Oxford 12l

¢ that 1 the last two examples the numbes of
the conference is 1nterpolated a1 » KPS
wntence betneen the name of the codle
vence and the name ol the placc "“d“:
practice 15 presenibed In espect on
rences which are periodically held
135 Psoupoxyu e
U the title page mives only a Preudonym 12
place of the nulﬁmn name the Pﬂﬂdm;
(o be weed ay the Heading and u b 10 e [

g
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Jlowed by the descripthe word Preud wnuen
&t 0 separate sertence

Examples
Libra  Prexd.

Author of Lotus Paeud

XYZ Peeud

1-31 1t the ke Yap,c gues the 1wl nae of th
author also {n a subordinated manner it o
to  be added in arcnlan brackets afier the
dexcriptive word  Prend’ Ie jeal name
le the author s to be preceded by the symbol
[N

Examples

Twan (Mark) Peeud (e Samu  Langhamo
Clapene)

14 LOLLADORAIOX
126§t nowe of the 1ules tormung sub-divisony Ol
Rule 129 w apphcable aned 3t the tithe-page
doo not gue the e 13 Peovodl tuthor
@ tie names ot Joint Peismal Author or in
dicate Corpamat Authorshyy 1 giie &
Pusidonym o1 Tweudomynn in the place  of
the name of the author hut contaums (he mume
of a collabwator that name © o e ned 2
the hesdirg 4nd o desaipthe word 18 to b
added ther atter mdwsthing the robe of the
rtnou Ihe deanpine word o akled w1 1o
e regarded 4 & separaic senience
1%0] The name bosen  to the Hesding is to be
whitten on the anafopy  of Rufe 121 and its
sub-divhiom
Exgmpley
1 In the cre ol Lie book witne Litle page Teads
“The Oxford Dook. of Emglish prose/ chosen aml
edited by Sir Atthur Quilfer-Cotch
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Ure Headg 13 to be

Quiller-Couch (Arthur) Rd,

Note the omision of the honorific trtle i’ from
the heading,

2 Iu the aue of the book whase nile page read

“Selected Rusgdan/ short stories/ chosen and tramad
ed by/ A. E Chamot”

the Heading 15 to be

Chamot (A E) Tr

L In the ause of the book whose title page rosd

“Hineteenth/ ceréury life/ selected by Eatiee

Tracey”

the Heading 11 to be
Trucey (Kathleen) Comp
127 Trmsr Woep or tar TITLE

Hools occmr which do ot admit of amy H"d‘]}_
ol the types mentioned above for the maw ﬂl“:)wd‘
sucli cases the first word  of the ditle nelf 1 el
heading  If that 15 an article the subsequent
only 1 tsed for th purpose  Such Looks are comme
amoag, the publications 1n Indian Janguages k

1 example take the book with the lollowing

Propeity 14 duties and rights  Historically P’;“’;
phically/ and aeliglously  regorded/ BT
‘arouw writors, / Mucmillan & Co
Loudon X 3.7 ES 21918

The Mam Lniry tor thus will be

X g

PROPERTY Fust word

Ploperty ity duties and rights, tustorisly Mml
phically and ieliglowsly regarded ate.

1%y
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13 Tithe-Portion
8 The dile Iy to consint of ome two or
::&Mmthc o to the natose of the iclormation
tle-page  ginng snceesively I a

#hgle paragraph ginog ty

I The tile

2 Inlormation regarding ommentaton, editon
tramlatory,  compilers, revisers, epitomizers
?ngudu importans, ilmtators and woters of
ntrodocon, preface, appendoies and other
subsidiary parts of the book, and

3 The editfon.

Hlmﬁnlp:noflhelmumnulubelmmv
cription transhiteration if it & pot in Rowan
Alphabet, of such relevant portion of the dike
Ay B enential 10 onvey 3 corect {dea of the
Coients, sope and orfentation of the book
ardd reemary to make the extract resd pro-
perly

1824 Anvy other woud, vournng in the pant con-
tributing to the title portion but omitted, an
to be represented by three dou af chey occur
at the beginning or 1 the muddle of the sen
tence and by word ‘ete. f they omur in

the end

14 Serles Nete

11} A Serier pott n lo comby succeaively of

1 ihe name of the werws, omitddny the inkial ar
ticdde or honaific word i any

2 @ comma

3 the worth ciby” followed wuccesively by the
mcaftbtcdt?cufcl‘c\ﬂmﬂm’tkﬂafﬁ‘m:’
comma, if the series has ac editor ar editon

4 thr serial number
185
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2 CROSS REFERENCE ENTRY
\ Cross Relaence Enty n to consist of the
following sections in the order given —
the Class Number of the speaific subject from
which the bool 15 referred (leading section)
the directing words ‘See also”
the Gall Number of the book, arxl
the Heading of the book a colon, the short
utle of the bool with the Initial leteer
r:}nul 2 lull stop and chaptens o peges of

[E}

-

+ o« po

erence.
See entries 8.5 to 37
3 INDEX ENTRY

31 Class Index Entry
31 The Clan Index Entry u to be given usirg &
heading the term represented by the lrt deit
of each of the sigmficany links of the chain
representing the class number of each maft
entry and crou reference entry
See examples

32 Book Index Entry
3° A book Index Entry 1s to consnt o the follor
lnglecr.lummdwordcrghen -
1 the Heading (Lending Section) and
— the Intermediate Ttem and the Indden number
In the wecond secuon the two parts are to be deem
ed to be separate senterces.

Sce entries 14 13 22 10 24 3.9 and 14

32 Hrapixo
121 A bool Index Entry is w be glven usng #
Heading each of 4 of the I g o the
Boak o of
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1t of the Main Entry provided it &
Tot, as sach eligible 10 be wsed a3 the Head
g::u:[lamlndaimrytpprqrhummf.

2 the mme of the Second Authar or Collabora
tor in case the Headmg of the abave mention-
ed firet kind conmats  of the mamey of joint
atthon, or joint collabarators

% the name of each pervon menuored i the
second part of the bile portion of the Maln
Entry

I the name of the Series accutring m eads in-
dependent Series Note  of the Main Ertry
5 the dde of e hoak if 3t 1s fanaful { ¢ oot
deseripaive of (he subject-matier dealt with in
the bool, provided 1t is not eligible (o be used
s the Heading of a Claw [ndes Enoy appro-
te 1o the Bool or the Heading of  the

faln Enty b not the Furst Word of dile.

! CROSy RCFERFNCE INDEX ENTRY

1 The Crots Relerence Index Entry v to be given
0 the editor of 4 sars

10 the real name when 4 prewlonym i vted
10 an alicinebve name when there are alter
tatlvet for the heading chosen by the ata

o=

85 Armangement of Catries

We have ween that eah entny U wraten i a qard
Ihe cards are arranged o way and oed ap by rod
passing through the boles neay the bottom edge The
(rayy are buil up o 3 abinet el ibranes may
have a abinet having three draver in ezt column
In this amra new cards @n be wserted ar any
point without dhsturbing or e writing any of the al
Teady edsting cards

iy
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The entries glven as examples 1o thu book are of
%o typcl,vh..lhmcl.hnl}nvcnmbﬂ\llﬂlt top
and those that have only wordr It 1 evident that
these tro sets cannot be mixed together They m!
be arranged in twa different uencer.  The
sequence will be arranged to the
valzes  of their class numben, Among the
having  the same dam number those that have
numbers take ence and arc arranged among
mlves ncmrmmcwdxmlnlueofv.hdr
oumbern  Those that have £o book numben in
]czdLngndtccuun—-Lhe crom  reference mn-la—:}:
next and are arranged aceording to the ordinal
of the book number tn the third line

But 1 the alphabetal the arracgemst B
by the alphabet 'I'huilexP:xI-ltydemdmR"

le 3 A B C but it is not really so. Scotish word
beginning with Alac and its abbreviated forms M
and ‘M Inih words beginning with O° words
mg  with “Saint” ard its abixcrlned forms 5 %
:l‘gi‘l Ste. are some of the cormmon factors of dhtarbast

books on ataloguing deal with these
mmbemndcganpmoaofmecwﬂ
catalogue code for dificultles met with in armangX
these alphabetical cards,

EE?E%%EE

1838
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CHAPTER 7
Bullding and Stores

Ibe maln work relatcg o library building,
cquipment and suatiod and other

:
i

“The sach room should have the b
in pamalicl Lines which are 6 &t
ccure The sacks thameho

sk
trom eant 1o wert m[kucrwldttvmmlp:mi
vement matenal wsell should he woxnint
[l oo couly 10 g2t sk material In Indiay
P aditioms ¢ he floor should be cnered with
m“m&c Cour matung may be cheap ennugh
apd within moeans of W“L;" our small Ulrasks.
The fetails of the buildin are eafly seen from



71 LIBRARY MANUAL
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| Smelsmnall_anranoswee
SCALE 1G] o | R
————— vt e
72 Book Rack

The followice 15 the specificution for a unit book
rack —

The suandard unit rack  chae 1 have designed for
the \Madras Univensity Library has two faces. Each
face has two bayy o thar the unis rack s a four-bayed
rack—nwvo bays on each side Vhile the ht oy

be 7 ft. m adult librardes. 3t should not cxceed B fr.
m children nhibraiies

The detalled dimensions of and specification for
ac adult libmn umt are as follows —

11 External dimensions 6 6 x1 6 x 7
12 Three uprights each 2* x 1 6 x T
18 Seven shelf-planks each 8 x 8} x I”

150
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Twa of the shelf-planks are 10 be fined  onew—one
hear the top and the other near the bottom Tl
-uther five are to be movable ones sop) by Tonks
hettings 4o that they cac be  adpnted (o an fnch It
rmgl be an adrantage to provide two spare shehes fon
ach unle.

2 The bookrack is to have sanitary bottom—
i e the lowen shelf {s to e fixed at a height of 6 ins
from the floor to faalitate cdeamung the foor
the rack and easy vigilance. The topmost sbelf b to be
fxed 6 in  below the top of the oprights

3 lo prevent tic books on the sbehes 1 one
face getting mived up with the books on the
Ini thelves in the other {2 an expanded metal o1
we patition Is o separate the two faees It s
to accounmodate this frame that the planks are made
only 8} inches Lroad. thus leaving a gap ol 1 inch 10
the centre of the rack. The partition is to begin only
from = height of b 1oches from tie lowot haed shelt
and go rtight up to the lowct wde of the u
fixed shell The advantage in bugony it trom
2 beight of ¢ inches [rom the lowermost slielf is that
glant folios which are more than a fogt broad an be
made to lie flat oo the bottommost fned shejvey, e
tending [rom one face to the ather  If the partitum o
of steel 1t hould e coated with ar  anticaorroure
paint,

4 The frootalze of cach sheli b 1o have a wedpes
thaped groove ut o 1 hold shelfcards If the
moone B arelully cac the sheliards @n be  caslly
s ded from end to emd as the hooks are  necevaanihv
moved in course of time

5 The three u are bound together by the
four pairy of fined shehen Tt would be an adrantage
(o Teinforce his by means of two tteel tierods biedim
them ane at & height ol 2§ ft. from che bot
tom aocd the other at a depth of }fx.rmmlhzwp

191
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To accommodate these tods it may be necesary to
make the partiuon i three parts, the rods running bet
ween the {rames of the parts.

6 It may be comenient to fix sprcg blind-bob
ders to each bay to hold maps.  \t Jeast two maps an
be acommodated in front of each by Th
maps are to be nonnally in the tolled-up
Whenever necesary they are to be pulled out for re-
ference and then released,

71 The teakwood used should be wellscasocad
and the contractor should make good any crack that 1t
may develop within a year of supply

72 The length of all the shelf planks rhould be
quite mecuTate, so that they can be interchanged with
out any restriction.

¥ This ueie 1ack requires about 10 ¢ ft. of teab
wood It hes 84 runmng ft. of shelfspace. It a2
accommodate on an average, 750 volumer When fall
of bools 1t will weigh about 1 ton,

73 Opening Routine
Belore opering the mx.lng'u.c,guround the

the nightwatch about hu observations in the nlght
Check. his work. See 1f the lock of the main gt 1 17

tact and untampered with,  Ihen, exnmiue L'—’;
t

;f[uu'rthkmd other stmilar creatores. Examure 'l’ﬁ
there i any sgn of white ants amywhers
there had been rain on the preceding day exemie

08
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if there are tigne of leakage anywhere  Examine 1t the
coumer wicket gates ate in 2 sound  ccndition and if
they worl properly  Dxamine of al) the eliomc
switchey are In good working condiuon, \s jou go
roimd, 1l any defects are obverved, make an acourate
nole of the same in vour diaty  Soon after this pro-
st i1 oner take the neceary action about cach of the
defeas noticed. 11 anything serious it nouced send
worl 1o the Hiraran wnmediately  Fill up the co-
lamms relatirg 0 apening in the diaty of the secuion
Wind the clocks and the ume piecs on the due day
and ot them right whenever necowary  See If th
wweepens ond ceuners do therr routine

74 Closing Hoatlne

Examine 1f there o no pemsan in any room o1 part
of the building before 3t i closed ik 4 peom 1o go
rounnd and ¢lose amd fin the bolty L 4l the doors and
wirdows in a wysematic maoner  Impert each of the
doors and windaws and examunc if they hne  been
securely bolted Esamine if 2nv inflimmuble material
h lylng abont lomsely anywhere and 1f 1t does, have 1t
removed Put the Tait in the rac traps and dianil uie
tbe trapm 1in the parts of the lthrarv which are known
to be [reqoented by rats Rats are cunning aeatures.
It ls our experience that «e hate to change the  bait
from time to time and alvwo  change the places where
the raps arc placed tnmn tnie o ume In spite of
all the ingeatiny that man w apable of the rodenn
are uncanny enot gh to thware ail b efforts evade hiv
traps and take 14wl from some ather par al the
libeary If the building coald be designed rat proof a
rood deal af this bother will be avorded

Take the diary of the secton with jou and tumn
the faog and hghts off mdlwlu:\il{ after  satnfung
younell that nobody 1 keft behind iz any part of the
Nbrary Then turn off the submain swithes  Then

tarp off the man swikh, Then, ask the peon o lod
the mam d n serurel Poll warl soo of 7R paoper

19y
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74
ly locked sk the night watchman also Lo satnly hm-
self that 1t u properly locked.  Then, seal it up Them,
enter the columms relating to downg, in the section’s
diary Send the key and the diary to the person who
is to have custody of the same during the night.

75 Stores

The 1ssue of the articles 18 to be regulated and con-
trolled by a combined stock and Issue reguter In the
ase of each artule the following “constants™ me to be
fixed from expenence and swtably changed at inter
vals in the Iight of further expenence:—
1 Maxumum to wiuch the stock thould be brought
op periodically—ay once 1n a
persod bcmguget:ml:ucd for cach wrtide’
2 Llhe mimmum belon  which the stock thould
not go 1¢ when the stoch reaches that Ggure
steps should be talen for replenishment
3 The annual tomumption
I 1he quantum of 1ssue  Ie il add to @@
‘entence und economy ot time if articles are
bsued onlv 1o a  definite number of quanta
The quantum for exch articde {s to be detet
mned according to 1ts nature for exampk
catalogue cands aie (o be imied only in
quanta of 100 The indenting section should
ak only fr 100 cards or multples of 100
ards It <hould not ash for Iracoom of ®
quantum  The qoantum for wridng PIpeT
may be 100 sheets and w0 on
In the light of these figuies and 1n the Dt of 2
frequency of 1 sue each article s to be ghen a
mumber of pages i ihe stoek and issue register so (bat
the pages Tlotted to 41 the articles are finhhed of,
moie o1 levs ac the same ume

APt fiem iy tandmidisauon of the quantud
of 1mue iUy denable that the 1ssue s controfted and

™
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sandaidised from tie pont of view of e abo It i
slovenly and annoyjng to tun out ol sock of sationery
In the middle of worl and to run ol to the sores at
odd  hourt. The fellowing sample twe table  will
Mustrate what should be afmed at—

1 11 A M Sawrdavs filling up indent (ot

2.2 P M Saturday supply nl tores i accordanes

with indenty,

This implies that the weel 1equirements should
be antlepated. Gvenindenung should be avorded >
much as under indenting

75 STATIOYXDRY Ax1ICLL

\nother miportant (ctor m the argaabudon @
work regarding stores iclatey to the storing of the arti-
det. In the cise of lonm amd regrters recepracies of
suitable sire and shape are necesary  The forms and
Tegsters should be arranged  strictly in the order of
thelr numbery a5 themp In weciom of chapiers 3 and 4
which end with digu The tationery and odier
articks <diauld be airanged  1h sonx convenlent orda
1 recepiarles of i own which should alo be of

dre.  The wore 100m should be Lept sarumil
ausly neat and tidy If the quamtum prinaple «l dls
uihution w adop ted and f the articles themselves are
packed n quants, the udimes o tening armangement
will be easihy secured  Turther he verifation  of
stock will alwo he greatly lacihared Here » a ache
dule of tatinney which mav he required in a Ubrary

Straw board Paper (white) 18 Db,
Packing poper (80 1b) T x 1t
Brown cartridge paper Focthm paper
(48 1b) AManlfolding paper
Dristol boards, 4 shest Carbon paper
thick. Imprenion peper
Ledger paper 31 x 1 Stercil paper
{for prntng) BLex ok,
Paper (white) 1 1b Red ok
7~ x )77 (far printingd Rubber stxmp ink
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Stamping pad.

Btencll (Alphabet and
Arable numecals)

Ruler LY

Toper welghts.

Drawing pin,

Tape tag.

Gem clip
Paper clip (steel)
Drying book.

‘Soap.
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It & deslrable that the entive ot 165 of (i Lbray
shotld be checled at least once 3n 1 year  The best
cl-::d‘o check It Is jumt Lefore the ven  supply 13 re

76 Prophylacile

761 Furous
A ﬂ:ﬂlp of omnivotous fungus Lnown as mildon
o moulds {3 destructive of paper and lemther  They
are by tbe nhute wan they produce. It
groxt much when humidin b abose 407, and most
when 1t reaches 90%, and the temperature b between
770 Fand 300 F \eniilsnon copurals moulds 1o
some extent, To provede fo a¢ration books must be
loosely arranged on shelves In winut secl shelres
ause loa! lowerlng of temperature  prosluciog near
the bools paclets of more humsd arr

761 Doox worx

Daol-warm 1 the popular pame for the lana of
beetler Tt eaty paper amd leaves 1t g on the sr
face of Linding or on the ciges of books  The ey

hxich wathin ten day  during  sumower
e {is way into dre intena o the bovk and teaches

the surface again when teady 1w hmaal stage. It
has abert five hiewy ks tnoa year  1us danmge Is re
cogabed Iy the pinbeles and tinpeh agun the leaves
of booly
-3 bumice lim

Silver fsh has ghstening w1l €1 g1¢y sales on e
tody long amtensea 1 th tread dnd Blaments at the
hind-end 1t n kesy than half an ach o fength It hides
away all day and feed 0 tanding, tarth and paper at
night and in darlpen.

64 AT ANT
White anut are pethaps the mon dreadful destro.
ser In libranes m tropinn They [ e mostly on el

197
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love and paper and board made of 1. It 1s the wb-
terranean speaes thay are moxt destructive 10 libanes
A3 they have a reserve of queen ants it 19 diffcnlt to
eradicate them  Like silver fish white ant alwo shum
hight.

765 PRIACNIIVE Alrasupes

When the building 13 erected the earth In the
sute should be dug up and cleared of nests of queen
antt. The soil of the foundation (trenches may M
soaled with a 20% solution of zine chlonde or copper
sulphate  The supentructure should be maolated from
foundation by a damp-proof cune of conrte slate
or asphalt. Stone or burnt brick and Lume mortar o
cement alope should be used i comstruction. Floen
whould not have cracks or yointr.  Monolithic conaele
should be preferred  The' setdement jounts and the
Jupction of the fioor with walls should be grouted with
centent or plastc coal tar  Thu should be repeated
ubenever racks develop  Another preventive agalost
nhlte anus it 1o treat joints and cracks and crevices with
solution st 1 part carrosve sublumaty and 10 parts
methylated spirit. 41l wood work thould be of teal pro-
perly treated for which adrice may be talen from
Farew Research Instutate at Dehra Dun The stack room
may be au<onditoned.  But this will not be withis
the r?rh of our ymall libraries The mext best B t0
provide for adequate venellation sunlight and dryness
Napthaline b:uc:1 lime mergoaa leaf IEhnd tobacrodeal
have  picvenun effect Buckets of coal may heep
humidity under control

T HaNTLnG or DOOKE

Oren iccen 15 the best prevenuon agalnst 3l
the abuve mentoned ills. In regtons 1nto reade
o olten the bools are constantly handled and I
J0rious otganums do not find harbour In regiom
»hich contain bools not much fn use  boos mus
be frequently tlen out, clezned alred and
to sunlight Bl colour should be avoided fo tht

198
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covening taterdals of the binding  Red colon ha
proved 0y altract fmects Jeast

T1 Forms and Rogisters

Co971  Iodent  slip  Stendl  Ledger
White The column headingy are to be as h“a[;PC_T

Artlcle (3 inches) Quaniity on hand (1% inch) Quar-
ity required (% inch) Remarka
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FLedger paper White
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Month

Article

Succern ¢ names of perons or seelions

Total
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82 LIBRARY MANUAYL,

82 Glomary of Library Terms
English—Sanskrit
This glossary gives Sapskrit equivalents of Librery-terms
to facititate the formatlon of cognate terms In the
several Indian langusges and the rendering of this
book into those languages

Accession aforea
—aumber —dw
Act fufy
Adaptation RIRK
Adaptor —a
Added entry witfte dier
Additional wiife
Admmistration AR
Alphabetical order :j::m
Alphabetisation
Alternative TERR
—title — T
Anungcment W
Artiﬁdal composite book v efa vy
Assistant H(F®
Auathor wreaT
Author analytical — ATt
Author catalogue —gf
Auxiliary title Jareq
Bay guide Licicii g
ken book afnp g

B ography Nt
Bmding aYEA
—sequence —%
Bipartite frs
Book card IR W
—index entry — o iy
—number —Hea
—selection SR
—ticket —Tufow

rrower Frdw
Branch Hbrary Tl Raes
Business library iR R
Call number Lcef:i
Canon Rk



COMVERATON TABLE AWD GLOS3ARY

Canonical order g
Card LLid
—catalogue —gd
Catalogue o
Cataloguer iR
Cataloguing &g
Caution money R &
Chain T
—procedure —
Changed title Ry
Characteristic x
Charged tray Wit s
Charging FRQ
—tray ~—%
Chronological order e
Circulatlon L f
City central library B2 L ]
Class -1
—index entry —brit dim
-—number g
Classic fred vy
Classificatron Luitoi
Classificationist g
Classified catalogue ol o
—order —xH
Classifier TR
Code hasl
Co-extensiveness oo
Coltaborator =W
College librany Qe g
Colon

—classification mﬂﬂl
Colophon b ikl
Commentator o
Compilation LR
Compiler L
Composnite book iy oy
Compound name —xq
Connecting symbol adiitl
Contribution o
Contributor hzicyd
—Index entry =5 i
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CC:—ordiu&tc
rporate anthor
—body :

Cross reference
— —entry

— —index entry
Date guide
~—label

Dater
Deamsl Classification
Delivery station
Denved composite tern
Dictr

number
L date

Pt
plicate ticket
ffgltmg
Edition
gglm:
cyclopaedia
Rntmnc':pJJ
Entry (catalogue)
Epitomiser
Evo]ut{ouary order
Extruct

Exchange list
Ext s

Facet

Facet formula
Fascienle
Filtation
Fillatory
—order

First vertieal

oy

s
F

4
i
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CONVERAION TABLE AND QLOSSANL

Five laws of
Sclence

Focus

Formula

Function

Foodamental

—constituent term

gmmtuxegum
angwa e

cheralxp; claes

Gate register

Geographical facet

—order

Guarantee

Guarantor

Guide

—ecard

Half tatle
Heading
Helpful order
Horizontal line
Impression

Imc? t
Inclumve notation
Tndex

—entry
Initionym
Intermediate 1tem

Tssue

—(of periodicals)
—counter
Job

—, Immediate
Joint author
—editor
Later title
Leading line
—scction
Libranan
Libma:

~han

T.an

RING TRY dw



8a LIBRARY MANUAY,

Long range reference
Main class

—entry
Maintenance section
Member
Membership card
Mults face ted
Maltifocal M
Multivolumed
National central library
Notation
Note
Number
—(of a peniodical)
Octave principle
Off print
Open access
orfne”

1Y
Ordinal number
Ordinary composite book
Organisation
Overdue
Pamphlet
P el movement
Parody
Part
Penultimate
Perniodical
Periodical publication
Personsl anthor
Personnel
Phase
—relation
Phased

Plapning

Principle of Parallel Move-
ment

Problem facet

Procedure

Pseudo

Public library
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COVERSIOR TABLE AND CLOESARY

Public libraries act
Rack

Reader
— Inside
Reader Outmde
Reader s tichet
Ready reference service
Recto
Reference libranan
—service
Reglonal school library
Regulation
Reprint
Reprinted
Research library
Reserved sequence
Return
—counter
—date
Reviser
Roum
Routine
Rulel
Rara central library
Scheme
School ibrary
Second  ertical
Sequence
Senal
—number
Serles

-notc

Set
Schedule
Shelf

Short title
Simple bool

wtos moaw fefa
Lo

3
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Single-volumed

Sorting

—tray

Specdal  cross
entry

Speafic subject

Stack

reference

—room
Staff

Standard

—card

Standing vendor
State central library
Statistics register
Subheadmg

Subject analvtical
—matter
Subordmate
Substance facet
buccessive

Supply

Symbol

System

ab
Table (of entries)
Ta

14
Technical work
%:lmpomry sequence

cory
Three-phased
Tier gaide
Title
Title-page
—(Back of the)
Train

Translator
Travelling library
Tray

Two-phased
Unifocal
Unipartite
University library

-y

LisgARY MANUAY

Priarg
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CONVPRBION TABLE AND OLO3ISARY

Vendor falw

Verso i
Vertical file A T
Volume o

Who s who e il
Wicket gate e

Work =



INDEX

Relerences are to numbars of parts, chapters and aections.
Referwnce to & cataloguing rule is given ss in this exan
Hindo names 64 (1112) mesns that the rule about Hindu nsmes

be fourd as Rule 1212 in mctlon 84
dist—doecribed 1n relation to
irt. —in relation to
Qurtooquoted In relation to
rurt —referred in relation to

Abglla Conspectus Bills regater 412
Abnormal aze sequence 4832 Buinding 448
Accemion card 475 —sequence 4583 4028
—naumber 41 Blist S¢c Bibliographtc Classii
—part of Book Number 383 tlon
—register 444 Book Lr.t.
Accesnioning Lr.t Accessioning 441
Books 44 Cataloguing 4552
Periodicals 43¢ Classificatlon 4381
 Actouria 47 Mantenance 48
entrins 6 Ordering 41
Adjustioent of guides {631 Preparation 45
oo card trt. Beloction 41
Dexcription 37 —index entry L7t
Fillng 3522 Descriptioa 623
Ure 357 Hule &4 (37}
—work 332 353 —New 211
Allocation regieter 476 number 36
Amendmenty Lrs, —omr 12
Cataloguing 43321 —pocket 3213
Clasyificstion 48311 —Tack
Amenca 404 ~—worm 183
Arrangement 85 —selection card v ot
Asmimilation 23 Description 417
Author entry &23 Routine 413
Back of moin card 623 ~—ticket 3212
Boy gufde 63 Bound volumes 4683 i
Bespeaking 313 Brown See Bubject Clamificaliof
Despoken books urt. Duoilding irt,
Description 131 Destgn 11 k]
Isfue 3312 Fifth Law 169 '
Not/fontlon 333 Proventive meatures 763
—shell 3303 Call mumber #4(11)
Bibliogrephle Clamification 144 Conons of terminology Comspertt
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Srietian names &4(1311)

Sronologeal diviskon 33

Tulation duary L
Fod

Dse 1117

fredatlon werk 3

1 {ndex entry Lrd

INDRX

Clasified arrangament 1451
Clasnfied cotelogue code (rt
Descriptian, Cobgpectiia
Types of sotrws 8
qint Rules 84
Tire

Corporate author # (121
Conscrence Box Lri

Consullation counting sheet IT
Contract for book supply 4211
Correetion sequence 4821
—work 134
Counter 3
Crona reference Index erirr §
Dewription 621
Rule 64(4)
——entry #H(D)
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Expamive Clasmfieation 144
Exlension mervice 381
Tifth Lawr 18
Files irt
Accounts pection 48
Book order 428
Boak salection 418
Bullding and stores 78
Ctreulstion 33

rirt Introduction, [of
pectm,

Fust word of thle 84 (127)

Floor 71

Governmental author 64 (1731)
Great Britain 4684
Guide cards 45351
Guides 483
Heading, Chotee of 64 (11)
Hindu names $& (1 1)
Humidity 781
Indent 413
Index entry €4 (3)
India 4
Trsertbon e,
Acvesslon card 44
Catalogue card 4353
—slins 4353
Zhelf-cards
Instalment books 4721
Instiutional author 84 (1333)
Jewith pames 84 (1211)
Intellectual centrs 351
Isvue apparstos 32
Joint authors 84 (171)
Kept tickete-tray 324
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Kuppsam! Sasteiac 1 Fourth Law 143
Langusge dlvisions 84 Guldes 4635
—aumber 582 Loss of books
Laws of Libmary Bclmco st Previntive muanires 166
Deaeription 1 Opening routice Lrt,
Litrary catalogue 148 Binding T3
Outlook, Conspectus Discharping 3321
Letiering 4604 Ordering 422
Librery almimistration Overdue Lre
ire Count 33233
Fules 43 Hotibeation 33384
Introduetion, Couspectus ~books IT4
rirs —charge irt
Book order 423 Conscience box 3334
Routine 4 Lost book 342
Libeary suthorittes 13 —guidas 33282
—binding 4684 —«tamp {rt
—catalogue irt Description 37
Duwscription 8 Use 361
Pourth Law 144 Overslie sequence 4422
—clamification Lrt Pamphiet sequence 21
Description 6 Parsllel movement 4627
Fourth Law 144 Porodicals irs.
—of Congress tes Cougress Clss- Book pumber 5811
#iscation Roatine 43
Librery mawnal, Corspectus Preparation Lrt
Library rules 31 Boks 43
Loan couniing ghest Lri Reterence service 31
Description 37 Pravéntive mecrures 765
Use 3313 315 Procen slip 4330
Lont ranpe reference service 224 Proph lactic 20
Loote numbers 43668 Preodonym 6 (1233
Loes 4634 Publisher's case 4881
Lost books 34 Quantum of tsue 73
Madras Universily Lisrary 153 Racks 73 74
Main entry 81 Mama, Comspectit
AMsintenance 48 Rangxnathan sce
Aembers 33 Classified cwtalogue code
Lotey 8 Colon Classification
Atutt] votumed ooms 4221 Fie laxes of Ihrary sclence
Mutilatian of bovis 46331 Library edministration
Ncrwsy 481 Library manuat
Obyective tme 143 Reference percier and  bidho-
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Use 2541 Rerach-me-down serrice 232

Open access Lrt. Readers 4t
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BRulex about loes 34

Rules aboot number 31
Roady made class ptimbecs 51
Rendy refereoce service 223
Rearrmngement w mack  room

Used booky 48423
Returned books ahelr 42
Retorned volumes 333y
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Beviser sty o313
Routiae diary {r.t.
Book crder 417



Sublect Clamdfication 144

Title partion #1 (13)
Topieal eaqoence 4816
Twin tokems Lrt
Dwecribtloc 321
Use X123
Undersire seqaence 4622
Unesco 148
Untraced books 46314
Vigl ance irt
Cherging 1311
Refatence sorvice 434



