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 PREFACE

olume is intended to be an introduction to the
ibrary cataloguing. The stress is on the under-
the basic principles of cataloguing. ' X
ogue is not merely a list of books or manuscript;”
iing more than that. It is an instrament? for
information. Cataloguing is an art. In/the
r. Stanley Just “Every art is not merglyva prac-
valuable discipline also....” RN
¢

ritten primarily for the use of stdents of libra-
The working librarians may #lge’ find it useful.

. A. code or the Joint codé has been generally
“the book. - Full cataloguing has been prescribed
hapter 7 where Selectifeland Simplified catalogu-
een discussed. The\students should be taught
. in a form that¢gives full details of books.

tried to enhﬁh& its value by citing the works of
hors writtépin  English with a note on con-
lems of Tirdic names, centralized cataloguing and
_ogu'c\’;,\“- :

rqb}iﬁﬁf to a legion of friends and well-wishers who
helped me in preparing this volume, and espe-
i Chittaranjan Bandopadhya, Sri Parimal Dutt,
nsu Gupta, Prof. Harry Major jr., Sri Benoy Sen
their valuable suggestions and criticisms.

prepared while T was working in the library of
Engineering College, Sibpur, Howrah. 1 am
the Government of West Bengal for kindly per-

vii
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mitting me to write and publish the book. Only recently,
I joined as Librarian, Indian Bureau of Mines, Government
of India, when the Mss. was well advanced in the press.

I shall be grateful if it is well-received among the read-

mg public. ¢ \(\\
D. N. Bida
14th April, 1958 O
New Delhi | >
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Cuaartsr 1

#"3 THE LIBRARY AND THE CATALOGUE
The fundamental principle of librarianship is that
“Books arc for use”. . It will be a waste of time, energy and
moncy, if the readers cannot get the desired materials which
are already in stock of a particular library. It is the ~duty
of every librarian to make the complete resources ‘of the
library known to the readers. If the librarian f;u]s in his
duty, he fails as a librarian, and the library, a’}sb ceases to
function. The real value of a library is jodged neither by
its enormous collection, nor by its maghificent building,
but by its usefulness to the readers. Fhercfore, it is neces-
‘sary to make available the resourcesvof the library to its
readers, so that they can use theJibfary to good advantage.
‘This can best be done by, prowdmcr a catalogue which
will list the books and otherapiterial in a particular library.
~ The provision of such asatilogue would be of immense
value to those who wa,m to use the materials contained in:
the library; and it(is \the best guide to the contents of a
library. A librappcatalogue will enable the readers as weil
- as library staff, @ Know:.
L. “W\Qat books by a certain author does a library
¢\ Vconfain ?
9'\Has the library a certain book of a given author ?
v8) Has the library a~book of a given title ?
o~ 4. 'What books are there on a given subject ?

A\ Also it will answer.if there are works by a certain editor,

translator or illustrator. |

The catalogue of a library should give :

(a) Descriptive information such as author, title, edi-
tion, place of publication, name of publisher,
and date of edition.

1



2 LIBRARY CATALOGUING

(b} Bibliographical information such as number of
volumes, or number of pages (if only one
volume), illustrations, size of the book, and
name of the series to which a book helongs.

(¢) Location of the hook on the shelf—ihis is jndi-
cated by means of the call number.

N
From what has been said previously, one mé}\r";um-
marize thus: A
1. Every item of material added to the Uibrary must
be recorded. R4

2. The material added will be reaciil:jl discovered by
- the reader who wants 1N

3. The very existence of a..f&o’bk or other material
will be brought to #he attention of those who
may need it for Jnlormation,

Provision for a catalogaie is necessary in a modern
library. The cataloguer should know the essentials of cata-
loguing. wlhe catalogrre is a list of books and other mate-
rial in a pmtiﬂifér_ymi‘;ff ‘collection, arranged in a
recognised--orderf atd “containing specified items of biblio-
sgraphical information presented”in 4 given form. If is not
merely a lis arranged according to one’s whims, The
order of atkangement should be either alphabetical or classi-

fied by subject. In the alphabetical catalogite the arrange-
mengas.based on the accident of spelling, and when author,
tit}e’,; and subject entries are combined in a single alphabet,
L Jtys known as the dictionary catalogue. The classified cata.
S Jogue, on the other hand, is arranged aEE:?ﬁT:Ti'ﬁQ'“Eb" some
schieme of ‘classifi catioh i Which Felaf ed sub jects are brought

together. The choice between the two kinds of catalogue

depends mostly upon the type of library, and the type of
readers who will use it. Both are inner forms in which the
books in a library are arranged on the shelves.

Then comes the physical forms or the outer forms of
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catalogue to be adopted for use by the readers. The two
most common forms are :

A. Book form__ .

B. Card form.

The former conmsists of Printed Book catalogue and the\
Sheaf catalogue, the latter is the Card catalogne. ,{Dhe
printed catalogie is still very common in our counfry; the
loose-leaf sheaf form is perhaps rare, while the card cata-
logue is gaining I‘tCDngthI’l One should rerfigmber that
such a catalogue is necessary which is Lapableﬁf being kept
“up-to-date for additions as well as deletipts, will suit the
nceds of the readers [or whom it, 1s§1mem_:_1€d, and 1is
thoroughly understandable to_its user‘a\

As stated earlier, the catalogue, records 2ll the materxals'
of a library. This recording fnust be in accordance with
some accepted Code ol rulesi® v The fundamental principles
1o be observed m pI"deI‘dthl’l of a catalogue are:

(a) The catalogstle must be reliable
(b) The catalogue must maintain unlformlty and
cona}st\cncy

It should pe’ remembered that the catalogue is a too]
_by means of Which the emtire-stock {3 Tade available in the
shortest p\q?sﬂ:)le tigie.Hence the whole art of the cata. .
logue miist be concentrated upon the production of a simple,
efficignt tool and not a complex compilation. In the in-
. terest ‘of both the library staff and the readers, a recognised
<bde of rules should, therefore, be followed in preparatlon
of a catalogue. There are various codes and the most. im-
portant are: .

(a) Cataloguing rulcs for author and title entries;
compﬂed by commiitees of the Library Asso-
ciation (London) and of the American Library
Association. This is commeonly known as the
A. A. code or joint code.
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(b) A. L. A. cataloguing rules for author and title
entries (better known as A. L. A. code).
(¢) The British Muscum code of ninety-one rules.
(d) Rules for a dictionary catalogue, by C. A. Cutter
(e) The Vatican codc: Rules for the catalogu(f of
printed hooks. ' )
() Prussian Instructions: Rules for the alph@betical
catalogue of Prussian libraries. N\
(g) The Classified Catalogue Code, by &3 R Ranga-
nathan. o\ o
The cataloguing policy should also beddedided before ac-
tually starting preparation of a Hbrary:@télogue. If neces-
sary, instead of providing full detailsief’a hook, the entries
may be reduced. Unnecessary entrieg¥in a catalogue not onty
make it bulky, but lead to mang\other disadvantages. As z
matter of fact, huge cost is nece§sary for cataloguing, speciaily
the cost in man power andséime.

K
-



CHAPTER 2,
FORMS OF CATALOGUE: INNER FORM

Therc are various forms of catalogues such as—

1. Anthor catalogne ./ Q)
2. Name catalogue .- A
L. : oA
3. Dictionary catalogue. AN
4. Classified catalogue o
5. Alphabetico-classed catalogue. G

Two of these that are in common use to.dayare diction-

" ary and classified catalogues. Both of themnsuit the present
day necd. That is why they have been :..v\idtly adopted. Nei-
ther author catalogue, nor name catélogue is complete by
itself. An author catalogue is arrdnged alphabetically under

~authors’ nami€s usially includihg enitries under editor, tran-

slator, etc. From this catalog{{e; ‘a reader can ascertain whe-
ther a library has a particular book written by a particular
author, provided he has.thé author’s name correctly. He is
also able to find all the books of an author together. No
library is, therefo e(,f eomplete without having some form of
it; but the nummber of questions, an author catalogue can
answcr, is Iiga\’it;cd. It s, without doubt, an ideal catalogue
so far as authers’ names are concerned, but it fails to answer
questions\$uch as:

=) Has the library a book of a given title?
<3 (b) What books are there on a given subject?
~\. The name catalogue is another form of the author cata-
Jogue which is arranged in a single alphabet of authors as
well as of people written about, whether biographies or des-
<riptions and_criticisms. of their works. ~Themame catalogue . .
will ¢ontain, for example, the works of Rabindranath Tagore,
and books written about him and about his poetry. Simi-

larly, this will contain entries for the works of Mulk Raj

5
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Anand, for his biographies and for criticismas of his novels.
- But in spite of this, the name catalogue cannot fulfil com-
pletely the readers’ demand. _

Alphabetico-classed catalogue is a compromise between
the arrangement of hoth dictionary and classified catalogues.
It tries to retain the advantages of both, but fails, In.ihe
present-day libraries, it is seldom found. Now the chqic\e 18
left between dictionary and classified catalogues. Tl{e“cata—-
loguer is to decide for himself the best form of cataleguc tor
be adopted for his library after considering the ptosiand cons
of both the catalogues, In deciding the forgi{et catalogue
he will adopt, the type of library and the typelof readers who

will use it, should invariably be considered’

7, N

Dictionary Catalogue

r Dictionary catalogue arranggs all its entries in one alpha-
4 betical sequence like a dictionary. That means, the entries
; under author, subject, title,seties, added or reference entries
- under editor, translator,joitit authors, etc, are all arranged in
“-one alphahet in a dxi,gifi:onary catalogue as follows:
A_naq‘éf,"l’\du]k Raj.
Apehitecture - o
@1 of Abanindranatl
A%
\JBasu, Manoj. '
Chattopadhya, Nripendra' Krishna, tr,
Civil Engineering . . '
A\ Dynamics '
O Engineering see a
QO . Gandhi, M, K.
House Planning
India. Ministry of Education,
Kushalani, K. §,
Mathematics
Menon, v, p,

»

Iso Civil En gineering
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Monographs on Applied Chemistry
Panikkar, K. M.

Physics

Public libraries see Libraries, public.
Radhakrishnan, 5.

Ranganathan, 8. R.

Sayers, W. C. B. Oy
Tagore, Rabindranath. ’ O
Tale of two cities N
Wordsworth, William. D

- So far as subject entries are concerneds she dictionary |
catalogue is based on the principle of speeific entry. Let us{
assume that a book on ‘flowers’ has bdeh received in the
library. The subject heading of thet Book will be ‘flowers’,
but if a book which deals_solely with ‘?"_(?E?_’_._iﬁ._l.'ﬁ.c..e.iy_‘?dg_ it
should be entered under the héading Tose’ instead of under
‘flower’ which 1s a géneral 'tf;ﬁi}1~'fof' all kinds of flower.

Because, the headisgs in dictionary catalogue are ar-
‘rangéd In_one ATohaheh the related subjects are often sepa- -
rated. This 1s onc of the many snags of the dictionary cata-

logue. This is.fue to accidental system of alphabetization.
For instance  Architecture” and “House Planning”, though
related aré?séparated in the list stated above, as well as
“Physicshand “Dynamics”. This separation of related sub-
jects, frowever, can be connected with one another by means
of~teferences. These references may be made from (a)
@Yﬁonymous headings called “Se¢” reference, e.g.
Typography see printing.
Fiddle see violin.

and from (b) related headings called “See also” reference, e.g.
Literature see also Bengali literature;
Literature see also Hindi literature;
Physics see also Mechanics.
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) \’4 whole catalogue is dependent upon the successful
“'Lchoice of subject_headings consistent use of them. The
subject headings are to be chosen by the cataloguer very care-
fully and appropriately in order to be useful to the enquirer.
Also there are chances of baving variations in the actual
choice of subject headings. One cataloguer might choose ane
word, and his successor a different one. The first man @igilt
like to choose the word ‘Bird” as heading, while theSecond
.man’s choice might f2ll on the word ‘Ornithology’for a book
yoon birds. In order to maintain uniformity and consistency
i in the subject headings chosen, a recognisedNist of subject
\ headings should be used. The most impertant lists of sub-
ject headings are— N

1. The Library of CoxlgreSS,\sﬁbject headings used
in the dictionary catalogue. 5th Ed. 1948.

2. Sears’ list of subjectBeadings, 7 Fd. 1954.

3. American LibrasyAssociation list of subject head-
ings for ysé™in dictionary catalogue. 2nd Ed.

1905. ¢
} The most cogs@réhensive list of subject headings is the
‘-}_ Library of Congress subject headings. It is best suited to

* larger librariss’, “Sears’ list of subject headings is most suit-
‘able for all\:éverage sized libraries.
\ Classified Catalogue
AN _ . '
I The classified catalogue in contrast to the one alpha-
Ay bgtical sequence of the dictionary catalogue, arratges its cn-
'-l-.‘»%tries under the subjects. The subjects are arranged accord-
ing to the symbols of the classification scheme used in the
Pparticular library. It matters little which scheme o

_____ ne of classi-
fication is in use, but the success of the classified catalogue
depends much upon the soundness of the schefie in use— "
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‘bad scheme of book classification will produce a very poor
‘lassified catalogue..

The arrangement of the entries follows the order of the

classification scheme, and also the order of the hooks on the
! shelves. They will be arranged from 000-999 if Dewey Deci-
ymal Classification is used. The classification scheme should

N

bring togcther related topics and proceed from the gengral

to the particular aspect of the subject; also rata]ogue\wﬂl
bring together related topics and each topic will apPear as

sub-division of the broader subject. As an examp}c consider

‘the topic “Economics’. AN

330 Economics

331  Labour and lab0111:,p{\ablems

832  Money, credit and\banking

532.2 Savings bank and ‘savings deposit

832.4 Money 3V

332.5 Paper money
That is to say like subjedis will come together, and a broad
subject like ‘Physics’ Wﬂ} be followed by its other branches,
such as “Mechanics’ XPynamics’, ‘Heat’, ‘Light’, ‘Sound’, etc.
Instead of arranging them alphabetically which are branches
of the general héad ‘Physics’, they will appear as sub-divisions
of Phyblcs’ '\

It is\iot common to use references in the classified cata-

Iogue t(‘}%o relate subjectﬁ widely scattered in tho classifica-

tion. scheme but references are neeebsary in a dlctlonary_

_ﬁtalogue ‘Subsidiary subjects are also noted in the classi
d sequence under relevant class numbers in a classified
catalogue.

The classified catalogue arranges 1is enéries according to -

the synfﬁbls of the classithcation scheme It is not possible -

6 find criher = particular book by a given author, or the
books on a particular subject unless one knows the classifica-
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“tion symbol used for that subject and its sequence. Hence,
‘it remains as an unserviceable tool till the Indexes are pro-
‘vided. In the first instance, a Subject Index must be sup-
“plied. This is a list of subjects and synonyms covered by the
books contained in a library giving thereby the notation marie
against each. In other words, subject index consists only‘ef
the names of subjects and class numbers for those'\sb-

jects; e.g. : O
" Arithmetic 5118
Botany 5{?(’

City Planning 71
Drama: English literature RN
English literature AT 820
Fine arts S 700
Gardening OF 635
House Planning % 643
Law A\ 340
Magpetism 4% 537
Navigation ¢ 623.89
Optics ’i*,\ 535

The subject index\?&ompiled after the fashion of the index
of the classificatioh scheme, for example, Relative Index to
Dewey; but infitist be based on the stock of the library.

. The sépnd index required for a classified catalogue is
the Author Index. This was originally a list of authors only;:
but. an, author index that gives merely the names of the
authers, is inadequate, because it is not evident whether

M

\Zh;ere 1s a particular title by an author in the library. Such

Ed

editors, illustrators, translators, title, series, etc, although it
still retains the name of index. /
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L‘E‘;Advantages and Disadvantages

There is a controversy about the merits of both diction-
ary and classified catalogues. Both have merits no doubt,
but none 1s absolutely free from demerits, N

The dictionary catalogue disregards class numbers inaits

{~ arrangement, and arranges all its entries in one single aIpha-
betic sequence. As W@g
tool for reference. Tt 1s easier to follow, becausé the user
néels only Took itl one file due to its alphabeticalisequence.
No prior study of the arrangement of the catalogue is neces-

sary, as it is necessary in a classified system\ .

But it separates related subjects aﬁd as such it requlres
‘Sce’ and ‘See also’ references. The)dictionary catalogue is
dependable upon_these crossreferences. 1he mixture of
authar, title, subject, etc. inyalves complex rules for filing.
It 1s also not easy to locateﬂ partlcular book on a partlcuTal
subject.

]

Classified catd\lqg*ue\ on the contrary_brings together
books on_the sh system e atign
scheme in use..» Whe_catalogue 1tse1£ may also be arranged
according to{ Subjects. Specially in the case of the printed
catalogueg,\eagh section of each major subject such as Archi-
tecture,, Eciénce, Saciology, Literature, Technology, etc. can
be prmtcd separately. When cards are used separate cata-
logtt¢s may be provided for author and for subjects. Because
©fthe number of scparate files, more people are undoubtedly
able to consult the catalogue at a time. Bliss says, ‘it is an
advantage to have author and subject in separate sequence’.
The classified catalogue can easily be used with mobile stock,
and can be used in stock-taking too. It is suggested that it is
cheaper to compile, easy to file, and find books. Also it is
easier for any member of the library staff to answer without
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much delay the enquiry made for books on related subjects.
This is not easy with a dictionary catalogue which involves
reference to a host of subject headings. That means, the dic-
tionavry catalogue relies upon ‘See’ and ‘See also’ references
to show relationship between subjects. The classified cata-
§ logue shows this relationship by the arrangement of its\ern-
{ tries in the body of the catalogue. Therefore, ‘See alsd| Re[{‘l—
ences appear very rarely. O
The classified catalogue h%wﬂ [t
reveals the weakness of the classification scheme used. Ai‘;o
it is not easy for readers to use, because, ibgs\arranged accord-
1nz to_classification number. A good, knowl_d—ge of the
scheme of classification in use is 18(1111%6‘1:1 if any one wishes
to use it (‘ffectlvc‘ly

% 3
NS

Conelusion
It is the librarian who' decides the form of catalogue to '
be compiled for his 11brary In the author’s opinion, prob-
ably the dictionary c'{ttalogue is quite good for a small popu-
llar library, while{n' large scholarly libraries, the classified
system is justified. There is growmg Tecognition even in
America wheferdictionary catalogue is more favourable than
perhaps any“where clse, that the classified catalogue may he
best for\a rescarch library. However, these are the two
N>
kinds\of catalogues which can satisfy the readers demand
tona, great extent; neither author, nor name catalogue is satis-
.fa{:torj,r by itself. Both author and name catalogues can be

\ y-of best use if they are prepared as supplements to the classi-
fied catalogne.
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FORMS OF CATALOGUE: OUTER I'GRM

After one decides upon the inner form of catalogue.td e
adopted for the library, the outer form of catalogue st be
considercd. There are two gcnerall'}r acceptcd oute.r.\férms of -
catalogue; g >

A. Book Form - ' ' RO
B.  Card Form. RS
The former consists of Printed Book catalogue and Sheaf

catalogue, while the latter contains the Gird catalogue.

’ ) N>
Printed Book Catalogte

A Printed Book catalogue i§\One in which entries are

made in page form and bound into volume or volumes, This

1s still very common in India, " It was the best and cheapest

form of catalogue prior telopen access system introduced in

Great Britain, Now the printed catalogue has becn aban-’

doned by the averag€\British libraries in favour of the Card

catalogue. In thigpean and American libraries, it is seldom
used, TN

The Prigted Book ra?n]n%ﬂ&ls_a_cbw—lt 18

idifficult to@dd new entries. © Hence, the catalogue becomes
Yout of daie the omwent it i omm

.

entriei\’cah be added unléss the who Catalogue is reprinted,
and\this printing is not generally done each year due to }

gos tremendous _editorial work involved. Instead of
Yaissuing the Whole catalogue, the practice of supplying a
supplementary typed or printed list of new additions may be

e 1€M up-to-datc. The recent
additions are written in the interleaved blank p ges T

It is also difficult to delete any entry from the Printed
catalogue. The cost of printing is considerable, and it re-

14



FORMS OF CATALOGUE: OUTER FORM 15

quires editorial work such as, preparation of manuscript,
preof-reading, etc.
But the Printed Book catalogue has also many advant-
~ages. It is easy to understand the physical form of the cata-
l@iqj@aﬁggg to con_sul.t. It is accessible. It can be had .
sections.  That means, instead of having a comiplere volimie
«ontaining titles of many subjects one can_easily split it Qnto
diffcrent sections, say Science, Humanities, I iterature CTech.
nology, etc. 'The number of such catalogues may bedncreased
atcording to the demand of the vsers. The Printe@\Book cata-
logue is also portable. It can be consulted in, ahy part of the
library. Tt is compact occupying much 188§ $pace than the
‘Card catalogue. It is svited to specialsfollections such as,
Asutosh collections of the National Library which change
the least. The printed catalogues gf darge libraries, such as,
Naticnal Library, Galcutta, British Museum, ILondon,
Library of Congress, Washingtéh, etc. may be used as valu-
able bibliographical and cataloguing tools. '

) ‘“S:eaf Catalogne

The Sheaf cz;tz\ilégue s gkipn to Printed Book catalague,
because it js in.hdok form. The entries are_on lonse thin
sheets of papentsually typed. The size of the paper used is
7§ x 4” inches. These loose-leaves are then punched, and
m—ﬁﬁ‘ndy volumes keeping open three sides. Fach
--cata]og‘tg generally contains between H00 and 600 sheets.
Thepdwill then be Jevelled and arranged on the shelves al-
{habetically.

‘Lhere are seyeral advantages. 1t is flexible but more
~difficult to insert as well as to withdraw an entry than the
Card catalogue. 1t 1s also portable, and mav be consul_tgg_l

il} any place of thé‘—li—l;rary. - It is more accessible than the
Card catalogue. There is no question of interference of
one user by another as in the case when using the Card
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catalogue.  Also it is more compact than the Card catalogue,
occupies only one third of the space, and may be kept in
high or low place. It is cheaper, because of inexpensive
binding. ™ " _ _ ,

‘There are several disadvantages. 1t is not easy to infert
and withdraw an entry in Sheaf catalogue, as the Hihders.
have to be unlocked, the ships removed, Teplaced al}’d 1ocked
again. It is not suitable for display purposes. ,he display
of catalogue is essential in any type of librarya™ Fhen after
making the usual cntry which starts fromwﬁhé left margin,
repetition of author’s name on top of the right hand side
of each slip is needed. Because, thesadthor’s name starts.
from the author indention and it jsénbt always easy to read
due to the binding system. The\ Sheaf catalogue tends to
be folded in times of consultation, so pressing by hand is
-needed when one writes the\particulars from the sheet en-
tries. Besides, the userg\thay not always replace them
correctly on the shelveg,

o\

£ 3
#31

N\ " Card Catalogue

Card cafalogue is the most common form of cataloguc.
The standardsize of the card used is 5" x 8” inches. Entries
on the stghdard cards may be written, typed or printed. The
cardNré_ filed in drawers’ which are kept in cabinets of
varwrﬁ sizes.  These are punched at the bottom of the
:::@rr.ls, and a rod passes through the drawers and the cards.

{N\TPhis rod serves to Keep them tight, and prevent persons
from extracting them.

‘The Card catalogue has complete flexibility. Insertion
-and withdrawal of cards in this form is much more easier
than any other form. Alsp, it {s cheaper than the Printed
catalogue,'g__l& not as cheap as the Sheaf. It is much more
durable than the Sheaf catalogue and easier to guide. The
Card catalogue can be always kept up-to-date. The cards
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may also serve as manuscript COpleS when preparing & Printed
Book catalogue.

There are some disadvantages. The Card catalogue is
the most bulky of all catalogues takmg up considerable
space. (encrally, it is not portable. It is not very acces:
sible also; a reader while consults a particular drawer gk ™
the card cabinet, many others are prevented from consulbmg
the same drawer. Somctimes even some drawers i\ the
immediate vicinity cannot be consulted by any othen petsons.
Besides, the cost of the card cabinet is high. Thé catalogue
is not easy to understand unless sufficient gu1d1nns are pro-
vided. Even with good guidings, the usexsv/may find it
difficult to have necessary information. N\

Conclusion ., }

There should be a compromisé between the ease of con-
sultation of the Printed Book. Catalogu\_, and ﬂexlblhty of
the Card catalogue. The Pritited Book catalogue is by far
the quickest and easiest tG)'consult, but it has very little
flexibility. The catalogiter is much concerned with the
flexibility of a catalagge and it must be casy for him to
inscrt, and withdraw any number of entries at any time.
The Card catalogie possesses the maximum flexibility,

What has\Been said above is for the libraries which can
afford to l1aw: the Card or Printed Book cata]ogue There
are many, others which can hardly maintain the Card or
Prmt(‘d “Book catalogue. It may sound rather too harsh if
1t isy au’ggested to them to introduce the system of Card or
Prmted Book cataloguc They may, however, adopt the
Fofm of Sheaf catalogue in a more. simpler form. Probably,
it will not be very difficult for them to get all their entries
written or typed on loose thin shects of paper. They
should, however, maintain the usual size of the paper used
Le. 74 x-4” inches. They may get them punched or bound

mto handy volumes as their fund permits.

£

D:Le—2
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CHAPTER 4
DICTIONARY CATALOGUE AND ITS ADJUNCTS

The dictionary cataldgue consists of the following

adjuncts— _ \
A. Main Entry O\
B. Added Entries including O
Subject Entries AT
References. N
O
A. Main Entry ’

cipal entry. This entry is generallpdhade under the person
Or persons or corporate body such’as, a Government, a
Government department, a Sociéty ‘or an Institution respon-
" sible for the existence of a woikt Sometimes the main entry
is 2lso made under the title} This is done specially when
the author of a book isCinknown as in the case of anony-
mous books. In a féW" cases, the books are better known
by their titles than*Dy their authors or editors such as, Year
books, Sacred bodks, Encyclopaedias, Dictionaries, Direc-
tories, etc. InGsuch cases, the title takes the form of rmain
entry. Ocegsionally, main entry is made under the names
of edito Zz:\dﬁlpiler, illustrator, etc. The abbreviations such
as, ‘e§l~,i;\comp.’, ‘illus.’, are to be given after their names,
~Fhe main entry must contain full bibliographical de-
{a‘ﬂs" That means, it should consist of the following:
l. Heading—name or word which indicates the
alphabetical place of an entry in a catalogue,
2. Title—consists of title {proper) followed by

author's name, followed by an editor or
translator, etc. and the statement of edition.

19

- . . . AN . .
"T'he main entry in the dictionary,€dtalogue is the prin- -
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3. Imprint—consists of place of publication, pub-
lisher’s name and date, '

4. GCollation—consists of volumes or pages, illustra- -

; tions, size of the book, and name of the scries,

| _ if any. '

¥ 5. Notes—consist of bibliographical information @bt

i contained in the title, imprint or collatien.

! 6. Contents—specially necessary when the cblléctive

! title does not sufficiently describey the works

| included i the hook. O

af &
N\

i : Heading

The author’s name is used as headihg. The cards are

arranged according to the surname{o¥ the authors, so sur-

: hames are given first in the heading. There is a practice

of giving the surname which s the filing ‘word in block

letters. This is done perhaps with a view to focus the head-

ing more prominently. Siich a practice is unnecessary spe-

cially when the surname‘$tands out separately in the heading

and receives the firse(place. The surname of the author is

followed by the (full forenames, Sometimes, initials of

author’s forenames are also found on the title page. In such

cases, full fopehames should be supplied, if possible, Gene-

rally, the tatles of the authors are not given in the heading.

The fq;;s{r;\"mes will be separated from the surname by a

commayand a full stop mark after the last forename. 'Ihis
can he' shown as follows—

Ny Majumdar, Ramesh Chandra.

\J But ‘in' case the full forenames are lacking, a space of
two centimeters should be lefg between each initial. The
 full stop punctuation mark is not given after the jnjtials.
Let us take a title page which reads—

B Foundation of Peace, by K. T. Shah.
Bombay, 1945, ' :

N
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‘The heading of this book will be like this:
Shah, K T

If the names of editor, compiler, illustrator take the
form of main entry, but the full forenames are lacking, the
heading should be stated as follows : N\

Gokhale, B G » ed. X

"The headings begins on the top line of the cardh atithe
fist vertical line, in other words, at the outer wor“author
indention with the author’s surname followed &V, his fore-
names. In case, the heading requires morg:'tkiz’m one line,
the second and succeeding lines should begin at the second
vertical line; ie. at the title indention.. N

Title .s'fx\

The title is usually to begiven in full (A.A. 136), and
it should be an exact copy eEthe title page. Often the title
page contains the title proper as well as subsidiary explana-
tory phrase. The laggéris called the sub-title which should
also be supplied e.ngz\

Mahatnta, Gandhi :  His own story
The title is followed by the author’s name in the exact
form in wiiel it appears in the title page. Occasionally,
the namqs,})'f editor, translator, illustrator, etc. are also in-
cluded\The title page also contains statement like ‘with
a foreword by, ‘introduction by, ‘illustrations by’, etc.
Such statements are made to add to the importance of the
QW{')T]:, and are generally given by persons who are specialists
on the subject. There is the practice of including in the
entry such statements along with the names of persons. In
order fo minimise the bulk of catalogue, such statements
may be excluded from the entry unless the writers of ‘fore-
word’, ‘introduction’, etc. are sufficiently known and eminent
on the particular field relating to the subject. /
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If there is no mention of ‘by’ and ‘and’ in the title page
in case of authors, these and any other matter which is -
ambiguous or requires explanation should be supplied
within square brackets. If the additional matters require
much space, they may be given in the form of a note (AA
139). - . -

The edition of a work if not the first one is given \ext.
It should be in the language of the hook, and is considered
as a part of the title (A.A. 148). " The readers often’ require
certain editions, and if the new edition congams real revi-
sion of the work, and is not merely a reprinfﬂéf the old one,
they find it useful. The words such as ‘impression’, ‘issue’,
‘reprint’ do not warrant any change in’,\}‘he text, and hence
need not be included. The edition\ must, therefore, he
included along with the descriptiofiglike ‘revised’, ‘enlarged’,
etc. R\

Any omission from the title page is indicated by three
dots (...). N

- The punctuation ofthe title page is to be followed. It
the title page is not pimtiuated, punctuation must be added
in accordance with‘{A7A. 173. The cataloguer should how-
ever know the geneéral procedure. A comma separates the
title from the@ame of the author, while a semi-colon is used
to separate, the title proper from the names of editor, tran-
slator, illystrator, etc. The tide with the name of author,
or editdr; or translator, or illustrator, etc., is followed by
fullstop. A colon is given to separate the title from sub-
title; e.g.

N

V), ~ Gokhale, B G

Ancient India: History and culture,
by B. G. Gokhale.
A comma or semi-colon is used for alternative title, e.p.
Candid; or, The Optimist.

The first letter of the alternative title is'capitalizéd.
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The title begins on a new line at the second vertical
line at the inner or title indqntion. The second and suc-
ceeding lines of the title should start at the onter or author
indention.

O\

| T
! 2AN
NS ©
N\

‘Ceoomaraswamy, Ananda. A

2

»
[ The dance of Shiva: Fourteen Indian essays,
by Aganda Coomaraswamy; with ag~introduction

iby Romain Rolland.

| i 7

N

¢. &\
A }ig. 1. Setting out title.

‘ Imprint
(N
‘The dinprint consists of the place of publication, pub-
]isl'rer's\i;}ne, and date of publication (A.A. 150-157). They
arc given in the same line after the title. For the sake of
Reapiess, the items of the imprint may be put after giving
sf)ace of two centimetres, and should be given in the follow-
ing order :
1. Place of publication, 2. Publisher’s name,
3. Date of publication.

The place of publication and the publisher’s name should
be in the language of the title. The date of publication
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should be given in Arabic figures even though it has been
given in Roman figures. Let us take an example: A title
page reads '

First published McMLiv N\

Here the date of publication has been given in 'I\{Qman
figure to indicate the numerals. According to~Reman
numeral system, ‘M’ stands {for 1000; ‘¢M’ for '90,0"; ‘L’ for
50; ‘iv’ for 4. Hcnce the Roman figurc Mch'Liv stands
for 1954 in Arabic figure. . \‘

Sometimes more than one place of pﬁb‘]_ication may be

found on the title page. In such cases,the name of the first
mentioned place may be entercd_inftéad of mentioning all
the places. Similar principle gayvalso be adopted where
two or more publishers are mentioned. Besides, the title
page may contain the namefof place of publication which
may not be better knowni™In that case, the name of the’
country or at least the name of the province should prefer-
ably be given in parénthesis after the name of the place of
publication. This\is nccessary for giving an idea to the
readers about theMocation of the place of publication. The
cataloguer as-gwvell as the readers may not face any difliculty
to locate E}aées like Calcutta, Delhi, Bombay, Londcn, New
York, Patdy, Berlin, etc., since these are popular places. In
such,‘gése’s, the name of the country or province is super-
Aluobs.
3% Again, the name of the publishers appears on the title
yPage in full.  Some publishers are so well known that there
may not be any difficulty if their names are given in short.
For instance, for Tsaac Pitman % Son, D. Van Nostrand
Gompanyj Inc., McGraw-Hill Book Corporation, Inc., Blackie
& Son Limited, Longmans, Green & Company, Asia Pub-
lishing House, etc., abridged forms like Pitman, Van Nos-
t?and, McGraw-Hill, Blackie, Longmans, Asia may respec-
tively be used for the sake of economy,
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The imprint is usually given at the bottom of the titie
page. Some items of imprint may be found on the verso
-of the title page, specially the date of publication. The
-date 'is normally found at the bottom of the title page or
on the verso of it. It is most unfortunaté that even in these
-days many of our publications lack the exact layout of the®
title page.  In most of the Indian publications, government
publications in particular, the date of publication is,seldom
found. This is quite undesirable, because the date of pub-
lication is an essential factor. N\

However, the date of publication taken from the title

Jpage (recto or verso) may be given as it stands; but a date

taken from any other source (from the preface, introduction,
Toreword, etc.), should be given in square brackets. Accord-
ing to the A.A. Code, the absenceef dat€ is shown by the
letters “n.d.”. This should not; e’ done, because the date
ol pubhcatlon is an essentials factor of a pubhcatlon from
the bibliographical point ofwiew as well as concerning the
reader,  So, if the correct™date could not be ascertained, the
probable date should l{e given, and this should be given in
‘square brackets igh. an interrogation mark; c.g. (1950 ?);
if an approximatedate could be ascertained, this may be
‘given also in S«Qu'are brackets with a small ‘c?, e.g. cl1953.
If it is not possible to give an approximate date, at least the
century shi Id be gwen That means, the century in which

a partu\\n}ar work is published. The title page may contain
two Orvmore dates, the Jatest date found on the title page

mast® be glven The latest one may be the reprint date. In

«case, there is no date excepting the copyright date, then the
latter may be given followed by the capital letter ‘C%, e.g.
C1948. The date being the last item of the imprint ends
with a fullstop. The other items of the imprint are

L4Circa’ means about. Used to indicate uncertainty in a date
2:C’ stands for copyright date which means legal exclusive right to

print and publish a bock or an article, etc.
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separated by commas, and a space of two centimetres is left.
after each jtem. '

|Panikkar, K M - A
In. two Chinas: Memoirs of a diplofiiat, by
K. M. Panikkar. London, Allen & Unwiin, 1955. |

: E&g\) Setting out impi‘int.-
¢ 2\J
B\

P Y Collation

Thﬂ},%ollation forms the second paragraph of the cata-
log}ie§shtry of a book. Tt describes some physical features’
ofsthe book, and consists of the following items in the order

~Btated below (A A. 158-164):
\/ {a) Pagination or volumes
(b) TIMlustrations
(¢) Size of the book.

(a) Pagination: The number of pages of & work must
be given if it is in single volume; but if it consists of more
thar} one volume, the number of volumes js to be given. The
paging of each volume may be given separately in the note.
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The paging of a work must be given in the order in
which the pages of the work are numbered. Let us take
the following concrete example:

A book consists of 8 pages numbered in roman figures,
9-150 pages in arabic figures, and two pages unnumbered.
The order of the pagination of this book should be like this—=

viii, 9-150[2] p. / Oy
In no case the various sets of pages should be added togerher,
and given in round figure. The unnumbered pages dre given
in square brackets, and should be expressed in Rgnian figures
for those containing preliminary matters, 4dd“in Arabic
figures for those containing matters other thah prelims. If
the pagination of a work is complicated,.tﬁt means, it con-
tains separate pagination for differeng~chapters or parts of
the work, it is desirable that the tdtal”number of pages is
given. A note may, however, bevgiven as ‘various paging’.
The advertising pages even though numbered should be
ignored. A\
{Pagination begins atinner indention on a fresh line
below the imprint. ¢\

[§3)) Il]ustratiphs} The jllustrations are the pictorial
and other representitions made in the book to elucidate the
text. These zgr\é}p]ates, photographs, portraits, maps, plans,
facsimiles, tdBies, diagrams. The illustrations follow the
paginatighyand are given in the following order—

frgr;‘tﬁpiece, illustrations, plates, photographs, portraits,

:‘\':}'ﬁaps, plans, facsimiles, tables, diagrams. C

Thase may be given in abbreviated form such as, ercflt., illus.,
photo., or photos., port., etc., but these should never be
capitalized. Each item of illustrations is separated by a
comma, and a space of one centimetre is given between pagi-
hation and actual enumeration of illustrations. The number
of plates, maps, etc. should be given when it is possible to
ascertain. )
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Besides illustrations, a work may contain a list of books

" consulted by the author in preparation of a hook. Sucha

'.\'. ‘

list may be either at the end of the book or at the end of each
chaPter This is called b1b110grdphy and may be mentioned

- on the catalogue card, and given in the form of a note which

will be described later, it one can mention it 11’1 (the colla-
tion also after the last item of illustrations. T he @Bbreviated
form ‘bibliog” or ‘bibliogs’ may be used. N

(c) bm. of books: The size of thes 11001\ is given in
centimetres, Only height of the book is )be given in decid-
ing the size of the book. The measur\ thent is to the nearest
half-centimetrc.  Alter giving the ftems of illustrations, a
space of one centlmetre 1s left and then the size s giv €11

Serles
(A number of volumes usually related to one another in
sub]ect or otherwisc, ig q.ssued successively by a publisher, as.

A

Taylo}}\h&argaret 8

—_— —_— - @ . _

&) Fundamentals of practical cataloguing, by

’j\'Marcraret S. Taylor ..... London, Allen & Un-
\\ win, 1954, '
O I41p.  illus. 181 ¢m. (Practical library
A\ handbook, ed. by Duncan Gray—No. 83

Fig. 3. Setting out size & series.
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a rule in uniform style, with a collective title. "The collective
title generally appears on the top of the title page, sometimes
on the half-title page or on the cover. '

If a book 1s one of the volumes of such a series, the series
note should be given in parenthesis along with the name of
editor, and the number of volume of the series, '

Leaving a space of two centimetres after the statement
of size of the book, the series note is given (AA, 166), ‘O)

e\

Ny

Notes

a
S

“The notes should be added as and 1\-'11§1i\ﬁiecessary.J
These may be considered necessary to explainsthe title or to
supply essential information about the agptlier, and biblio-
graphical details not given in the title, imptint, and collation
(A.A. 168). The note should follow, thé collation, but on a
fresh line. It is better to leave one lne blank after the col-
lIation, and give the notes. nge:fﬁbte should begin at the
title indention, and succeedinggHites to the author indention.

Ny

}{’Contents
g 3}

The provision f(}\}ﬁe inclusion of the contents of books
has been suggestedhBy the A.A. code (rule 167) particularly
when A\ o

L. b@&s containing several works of the same author,
2. \Wworks by several authors,

'.\w?;'." works on several subjects,

\\; ~ 4. single work on a number of distinct subjects.

The contents may be given either in paragraph form or
n columns,

After having described all the bibliographical details of
A main entry, let us see how it stands with all its parts. But
before doing this, the exact layout of a main entry should be
considered. The layout should be as follows:—
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Heading o
Title ..o e
............... mcludes edition.  Impriat.
Collation .............. R X, O
............... followed by series note.a .
(Leaving a line) N\
Note: D
P :‘Q"‘
Contents a\'; »
K7
1 l .‘\_\'
Fig. 4, Layout of a main cntry
‘With all the details, {he layout of a main entry stands
Ik as follows:— N
N .
- | o
A o)
| ’
' Surnahsk Forenames
\' Side
AT includes edition. (space 1 cm)
A~ \Place, publisher, date.
: §, ~ Page. (space 1 em) illus. (space 1 cm)
\ size.  (space 2 cm) Series.
NP Leaving a line.
QA :
TN\ Note;
Contents:
f

“Fig. 5. Layout of 4 main entry with full details,
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Cee
‘ Sitaramayya, B Pattabhi.

The history of the Indian National Congress, |
by B. Pattabhi Sitaramayya; with an introduction
by Rajendra Prasad. Bombay, Padma publica_
tions. 194647, A\

N
2 vols.

|
N\

Vol I-—(1885-1935), 1946.
» 11—(1935-1947), 1947. .\OY

‘] - | o\’l’.‘\':

‘ i NN

L >
-

1

Fig, 6. Main ent}'&’;uﬁder author.

A
ol
\ ~v

R\

3 . . .
{;~’Sh1ya11 Ramamrita, ed,

Ranganathan

Dgpih classification and reference service, and
refeferice materials; ed. by S, R. Ranganathan.
Dellii; Indian Library Association, 1953,

\V .

444p.
I

N/

\ 17L cm.

' Fig, 7. Main entry under editor.



LIBRARY CATALOGUING

32 .
| :
Vakil, C N , and others. I
Growth of trade and industry in moder
India: an introductory survey, by C. N. Vakii}
.--» 8. G Bose ..., and P. V. Deolalkar (). .. |
Calcutta, Longmans, 1931, NS
xiL,398p. illus. I8 cm. (Studies inIndian |
economics—ed. by C. N. Vakil-—No,.6).}
K7
’..x\ v -
[
Fig. & Main eﬁt;y under joint authors.
\ — - )
India, \Mihistry of Railways. f'
_ Q\“’gfx\“.’}:omplete story of the Assam rail link pro-
,Egt with technical papers on important works, by}
Barnail  Singh ... Kurseong, Engineer-in-Chief{:
\,§~ (Assam rail link project), 1951. :
A\ iii [}, 573 [1), iip. front. illus., plates, |
(NS photos., maps., 27cm.
Q
| 3:

Fig. 9. Main entry under corporate author.
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|
‘ Maha-Bharata.

The cpic of ancient India, condensed into
English verse by Romesh Dutt...; with an inaf
troduction by ¥, Max Muller; 111ustrat10ns dexs

signed from Indian sources by E. Stuart Hardy
| O

\l

| »

H W\
‘ v

‘ ' N

| 8 v

[N

3

|
J

[
-
]
P

o)
\Q

[
¢\’o
\w'

) 3

i
T
i

| &
Thc Eurogeaﬂ Vol. I. No. I! Winter

1950\ London, Dunston.
iltus. 24 cm.
uarterly
Edlted by Keith

No more published.

Fig. 11. Main entry under periodicals (Close entry).
D:LC—3 ——
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B. Added Entries

Added entries are the secondary cntries, i.e. any other
entries than the main entry discussed earlier. There may be
added entries for author, editor, translacor, illustrator, com-
piler, -title, series and subjects. Each book must have ofe
main entry, and may have any number of added entries,

An added entry is usually a brief entry which endits all
or parts of the imprint, possibly the book sub-title, and col-
lation as well. There are of course no hard agd fast rules -
2s to what information should be omitted ffoth the added
entries. The general practice is to give\avshort title, the
number of the edition (if not the first),.and the date of pub-
lication. The other items such as subctitle, repetition of the
names of author, editor, ete. after theutitle, the place of publi-
cation, the name of publisher and ¢ollation are omitted.

The layout for an added émtry is as follows;—

™
¢

[ B m\
A, E\'\Heading.
M. E‘:}Ieading.
ANFitle ... ... ... .
| \ii}‘.sfuding edition and date,

i

Fig. 12.
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The added entry heading gets the same fulness as the
heading in a main entry. The surname is given first followed
by the forenames. In the added entry heading, the designa-
tions such as ‘joint author’, ‘editor’, ‘translator’, ‘compiler’,
‘illustrator’, may be given in abbreviated form. The desig-
nation used should be underlined, and is separated by, N
comma from the forenames, and is followed bya fulI-stQErz\.

. ~
This is illustrated by several examples: A\ it

| | R

[ .ISrivastava, B N, jt.\autﬁor.

_ e e
Saha, M N , and Srivastava, B N

A text book of heat\8th ed. 1954.

R

Fig, 13, Addedfe:htf}r under joint author.

4

o

]

: } ‘ \{\\

Rama Rao, TV, ed

S
Bimani, G D » and Rama Rao, T Vv
A&

India at a glance. rev. ed, 1954.

Fig. 14 Added entry under editor.
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Tilney, F G, tr.

La Fontaine, Jean de.

The original fables of La Fontaine
1938. '

%
"

Fig, 15. Added en‘try under translator,

LR Y

N

The layout of entxies'cited above for the main and added
entries is called patdgraph indention. It is not a better
method, although i¢'is the generally accepted method. This
method shouldgr}ow be changed in the interest of the users
of catalogut:i.".""fhe system of paragraph indention gives too
much strdlh "on one’s focal points as it has a sort of zig-rag

systemg’:}&s a result, this paragraph system is bound to slow
dowﬁxconsultation. .

® -~

(5" A better layout for such entries is the hanging indention
) In which the whole body of entry is given in the inner

margin, excepting the heading. The advantage of this sys-
tem is that the heading which is the filing word, stands out
form the rest of the entry. As such, the- hanging indention
system gives less strain on one’s eyes, and makes consultation
quicker. Hence, the hanging indention is advisable to all
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concerned. The layout for hanging indention is as fol-
lows:—

T
Heading »\
—_— - F— N
Author or title...... [ A, +
...................... .Imprint. R,
| \.
&
Ky N
- N
W,
I ,,.'
N Flg 16.

The added entyy\Mor title is compulsory according to
certain rules of the @A, code. In addition to these, the A.A.
code rule 169 states that added entries must be made for all
titles of novels); plays, and poems which are likely to be re-
membered.by'their titles, and also for other striking titles.

The eniry for title should be brief, and should have the

foll owﬁi y information:—

% (a) Tide
2\ \ (b} Author
\ / {c) Number of edition, if not the ﬁrst

(d) Date of publication.
The entry is made under the first word not an article,

and the first word is capitalized. It starts from the outer or
author indention on the top line, and the succeeding lines
from the inner or title indention.



38 - LIBRARY CATALOGUING

. Tide ... ........... P mcluding

o K
' 2 AN
N\S ©
\/
X

Fig. 17. Layout of title added entry. . ™)
'\'\.’

N
(An) Acre of green - grass, \’b? Buddadev Bosc.
1948, QY

‘\ “Fig. 18. Added entry under title,

The\‘ﬁ\(ﬁed entry for series is normally made under the
- series.ag it stands, together with the name of the editor. If
the volumes of the series are numbered, the volume number
isgiven in the usual place for volumes or pagination, followed

- BV the author of the volume of the series; and by the title in
- “brief. The date of publication is also given.

The title of the series begins on the top line at the outer
or author indention. The title will include the name of the
editor which must not he inverted. After the name of the
series, give a semi-colon, and the words “ed. by”. The suc-
cessive lines start from the inner or title indention,
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Printing theory and practice; ed. by

John C. Taar,
; v. 25. Dawe, E. A, Paper for printers. \
| 1947, R
2\ AN
A\

X 3
Q"

Fig. 19, Added enfty under series.

C.a Sh:]:;ject Entries

Every library, @ﬁs\t show its readers the books on any
given subject or gs})ect of a subject. The users of the library
are more interestéd in the subject matter of the collection in
a particular(tibrary than the author and/or title use of the
catalogu’egt}I—ienCe, it is essential t¢ provide the subject cata-
logue aih a view to guide the readers to useful materials.

«The subject cataloguing is a necessity for every type of
libyary. 1t is also the difficult part of cataloguing. The

\Jhaking of an author or title entry is rather easier than mak-

ing of a subject entry. Because the author’s name and the

title of his work are generally indicated on the title page of
the book; but it is not always easy to decide the subject matter
of a book.

The technical reading of a book is necessary in order to
assess the subject matter.» The introduction of the book, the
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preface, the table of contents, chapter headings should be
studied. If it is necessary, one may scan the text, and consult
the reviews,

The A.A. code deals only with author and title entries.
It has not given the slightest hint on subject entries. This
is its greatest disadvantage, and in this respect failing to satisty

present day needs. (M

(C. A. Cutter’s ‘Rules for a Dictionary catalogue’ is the
.only code that deals with subject entries. His tules are based
on sound knowledge and experience, and shduld be studied
carefuily by all would-be cataloguers) N4

_ The selection of appropriate subjgt{t\.headings s not an
€asy job. In order to make proper, sefcetion of subject head-
ings, and to maintain uniformityas‘well as consistency all
through, a recognised code of subject headings should be-
used; otherwise the catalogue Will be flled up with unneces-
sary entries. Sears’ ‘List 0f}$ubject headings’ is an excellent
book for correct selection "of subject headings. The students

as well as cataloguer's'{hould make constant use of this jm-
. portant book. (\J

The fundamf;}[al rule laid down by Cutter in respect of
subject entriesy 35’ that Dictionary catalogue is based on the
principle of(specific entry. ‘That is to say, a work should be
entered under its specific subject, and not under the heading
of a cl@"which includes that subject. For example, a book

on ‘Mechanics’ goes under Mechanics and not under ‘Physics’.

~ “\- Some of his other Importang recommendations towards
siibject entries are discussed below:

/ 1. The term for a subject should be used in current
1sage, so that it can be easily understood by the users of the
library. Therefore, the term used should not be an obsolete
one even though used by the author; for example, the term
"Poison’ should be used, and nog "Toxicology', '
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~ /2. The plural form of heading should be used rather
than the singular; e.g.
‘Ducks’ and not ‘Duck’; ‘Horses” and not ‘Horse',

-/ 8. The subject heading may be a compound one. That
means, it may consist of two or more works; e. g. ‘Clocks andy
watches’, ‘Manners and customs’, etc. - The compound hea\d-
Ings may consist of one of the following:

P

(a) Two words joined by ‘and’; e.g.
‘Actors and actresses’. _ A

(b) A phrase; e.g. _ ' .mz\i
‘Indians in Ceylon’. ’

{c) An adjective followed by nout},o e.g.
‘German poetry’. \

{d) A noun followed by ang ad]ectwe e.g.
‘Architecture, Greek’.

{€) Personal names; e, gw
Shakespeare, William.

(f) Geographic names; e.g.
‘India—Hjstery /

4. The phrase\ﬁray be’inverted if necessary; e.g.

Ghen:ustry, Inorganic;
Chemistry, Organic.

5. Ti{é.\cérms used as subject headings may be defined
when necessary; e.g. -

\"  Composition  (art)
~O° . (music)
\V . (rhetoric).

Although specific entry has been recommended l?y
Cutter, the sub-division of subject headings is also permis-
sible. This sub-division can be by—

1. The form of writing a book; e.g. a title page reads
‘Bibliography of chemistry’. Even though such a book deals
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with ‘chemistry’, it isa bibliography by form. Hence, the sgt
ject entry should be like this- :
Chemistry—Bibliography.
2. Country or place; e.g. : '
_ Agriculture-—India, N
3. Period or date; e.g. O\
Great Britain—History— Tudors (L435-1603).
4. Some phase or part of a subject; e.g. N
Bengali language -Grammar 0
Fruit—Diseases and pests, - N0
Books dealing with history and tra¥el should be entered
under the place; e.g. \\
Kas_hmir——Descripti@‘ﬁ: and travels
»  —Historyl)
Books dealing with local a¥ea are entered under the place;

eg. &N
Calcutta—~Parks
-and those dealing with economic, political and social condi-
tions are entered upder the place; e.g.
Japan—Political condition.

Subject enfries are generally made for most hooks: but
no subject®entries are necessary for works of fiction, poetry,.
drama,_ and’ form head, iﬁ_gsm'\]‘—i"]f{é"_MB'i'bIitagr'aphy, dictionarics,
directouies, periodicals, encyciopaedias, etc.  Such hooks are
mare ‘popular for their forms racher than their subject mat-
Aes. None of these is likely to be asked for by the readers

\”\} from the subject point of viey, Thus, books where the form

Is predominanc, are catalogued according to form and not 1o
subject, :

Subject entries may be made for the entire work or part .
of a work. The part of a work may contain useful informa-
tion which should be disp]ayed for readers’ interest; and as
such analytical subject entry is hecessary. In either case, the
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‘subject entry is an added entry, and should contain less in-
formation than the main entry; but it must contain the fol-
lowing items: ' I

{(a) Author

(b) Title

{c) Number of edition, if not the first

(d) Date of publication.

\ ¢
¢\
The layout of subject entry is as follows: O
<3
Subject heading \;
| Author ,x',\\“
Title ......... e \ Y e
......................... Midition, Date.
; ONY Class number
; Q
\\5,/
" O
,{" )
\i\,‘ Fig. 20. Layout of subject entry.

O )
Bet}.?een heading and sub.heading, a dash {—) is used;
~ o

S

eg.O

/ Engineering—periodicals.
A comma is given if inverted headings are used; e.g. .
Insurance, Health.
If it is necessary to explain the subject entries, the quali- .
fying words are given in parenthesis; e.g.
Seals (animals)..
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i’rinting

Tarr, John C
Printing theory and practice. 2nd ed.

N
1947,
655 &
7\ “
« \J
N
250>
L4
\:..\.\
N’
, x:\\o/
&/

Fig. 21. Added.diitty under subject.

o N
AN
al
™
§.¢v
Y

e _
A referenqe\i}a direction from one heading to another.
This means,.xcference is made from one form of name to
another, oiNrém one subject to another (AAL171). Specific
directiofidyare also given in other rules of A.A code. The
Dictionary catalogue, for best use of it, must have references

of thése kind,
\x:\,' Generally, three kinds of references are made in the Dic-

\/ tionary catalogue:

\i D. Refen.-ences

1. “See” reference,
2. “See also” reference,

8. "General” reference.
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./ 1. “See” reference.
“ A “Sce” rcference is a reference made from one term or
name which a reader might look for information to the one

used as heading. The “See” references are generally made—

(a) from synonimous terms such as ‘Fiddle’ see ‘vio-

- lin’; ‘Ornithology’ see ‘birds’. That is to say;
anyone lIooking for a book under ‘Fiddle’ oy
‘Ornithology’, will be directed to ‘Violin \for
fiddle, and ‘Birds’ for ornithology. ~ by

_Ab)y from the second part of a compound headmg, e.g.
Banking see Banks and Bankmgw\

{c) from the second part of inverted headmgs e.g.
Compulsory ediication see, cation, compul-
SOTY. v ,\

-

(@) from variant spe!hng, £ g
Cyclopaedia see. Encyclopaedla.

.. () from opposits: Lric‘ludlng without being men-
tioned; e.g. ,
Intempera,m:e see Temperance

< () from smgu}ar to plural; e.g.
Mouse see Mice.

A} fl:om 'various forms of names of a single author;
€8, _ :
\‘"“\'“Tx-vain, Mark, Psued. se¢ Clemens, S. L.

&
23 ¥See also” reference.

:ﬁ “see also” reference is a reference made from one term
‘name to another which has already been adopted as head-
ing. A “see also” reference should, therefore, never be made
unless there is a card for the one referred. Because, the main
function of a “see also” reference is to direct the user of the
<atalogue to additional materjals in related fields (which may
be of use to him).
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The “see also” reference are made from a general subject
to the more specific subjects which are parts of it. In other
words, the reference 1s made from the inclusive heading to its
part; but it must be step by step; e.g.

Science see also Physics A~
Physics see aiso Mechanics )
Mechanics see also Dynamics \)
- 'S
but should never be referred backwards, e.g W
‘Physics’ see also ‘Science’ "

‘See also’ references are made to cgerdinate subject
which suggests a possibility of use, e.g. !

‘Physics’ see also ‘Geophg{iﬁt’é’
‘Military hygiene’ seqalso Military medicine.

3. “General” reference. 3%

‘In certain cases, a nutiBer of specific references can be
removed, and replaced by 2 general one which will stand for
all time. The specifidreference, e.g. ‘Birds’ see also ‘Cuckoo’,

‘Birds’ see also ‘({f{?ls’, etc.,, can be replaced by one gencral
reference, e.g. M

‘Birds’\sé¢;alse names of individual species such as Cuc-
koo, Owls, Rigions, etc.

I{ﬁ?}ﬁaﬂer libraries, the general references are unneces-
sarywhereas there may be more tendency to use general re-
fex€nce in larger libraries. )

- In making the reference cards, the name from which re-

ference is made should be written on the top line at the title
indention, and the name to which reference is made should
start on a new line at the author indention. The word “se¢’
or ‘see also’ should be written in between the name from

which reference is made and the name to which reference is
made,
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Twain, Mark, psued.

See
Clemens, S L .
e |
&
O

. PR )
Fig, 22. “See” refesgn\c’é under author.
: ’\“‘
L Y 2
AN
N

7
28
...‘\‘

¢ LN

\
Orn:ﬁ,h\ology

o) ég

N/

Fig. 23. “See” reference under synonyms.
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Chemistry, Applied

See | Y
Applied Chemistry

T

. TR .
Fig. 24, “See'.“\z;.‘eierence under inverted form.
R .

3

AA'.
l PR\
e

A s%?nking
N p. '\:: - See
| ABanks and banking
: &
; . lx../
! AN,
O

Fig. 25, “Sce” reference under subject.
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o ’
o Physics
See also A
-Geophysics
] - &
| ’:'\
i AV
! A\
O
RS
) &v
O
O
79 .\
&/
&)
| S
% N/
o\
‘:\:“
Tig. 20. *“See also” rc{g’:{éﬁce uider related subject.
A\
3
A
| N\
I o)
! I ¢ ~'\ /
Bixds
. — '“\:\] -

,..}Sée also
‘Names of individual species, ¢.g. Cuckoo, Owl,
Pigeon, etc.

Fig, 27. General reference.

D:Lc—4
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Actually the ““See” reference made in the forin cited
aliove would he'variable, and left to readers to search through
many cards. In order to help him find the necessary refeven-
ces without much difficulty, addirion ot frsi lew words of

‘the title is advisable, c.g. A

! .See _ O\

[India. Ministry of Railways. - NN\Y

A complete story of thf;\\;\&bdm rail Jink
plo]eu..” \s

| ANV

X

4 »
Fiﬂ. :ZBL”'Rcféreuce. entry with few words of title.

'\“'
\‘
\/
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CHAPIER D

CLASSIFIED CATALOGUE AND ITS ADJUNCTS
. - A
The classified cafalogue arranges its entries in a systC-
. matic order of subjects, the order usually being th;’i’t.\'éf,\the
classification system used for the arrangement of bogks’on the
shelves. In other words, the classified catalogue(isibased on
some definite system of classification. Thg'\c;]’assiﬁed caia-
logue consists of the following three pargsi)
A, Classified File (or Subject Filé),
B. Author Index (or Author’Qataloguc).
C. Subject Index, \
A, Classified File
The Classified File is tI{’é "main body of the classified cata-
logue in which. entries, ate made under subjects only. In
this, the main entry dshhe subject, while in the Dictionary
catalogue, the m;\ifn\‘e.ﬁtry is generally the author. The classi-
ficd file consists, of main entry of each book filed under the
book’s class number together with such subject added entries,
and analyti@:ﬂs as the policy of the library requires. 1t may
be saidzx,i}’zh the classified file, or subject file is an elaboration
of tI\}{\Shelf List. The cards are filed by the classification
symibols just as a shelf list. Thus all cards bearing the class
. ;ij,imber 530 which is the number for ‘Physics’, will come to-
\ Jsether in the catalogue. These cards will be followed by the
other cards bearing decimal of class 530. ’
‘ The main entry contains full bibliographical dctails as
in the case of Dictionary catalogue’s main entry. The sub-
ject ‘added entries’ can, however, be abbreviated in a like
manner to the Dictionary catalogue’s added entries.

52
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H3

The layout ol the main entry is similar to that of the
Dictionary catalogue:

Class. \umber Feature heading.

Author O\
N\
Title ... N\ X
................ Edition. Imprint Dt
Collation, )
L 2 4 >
\;"\\\\0
O
h
I , X:\\"
; " N
\\/
o)
i_

Fig, 29. ayout of a main entry.

P 2
“§\/

536\\ Heat

‘_;_... —— e e e . R

jor}es,/ D E

'\“’Elementary lessons in heat, light and sound,
"»% D. E. Jones.... London, Macmillan, 1912.
x, 282p. Hlus.

Fig. 30. Main entry -under subject,
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The added entrics in the classificd file are made only
when a book deals with more than one subject. The above
i1tle “Flementary lessons in heat, light and sound” by Jones
deals not only with Heat, but also with Light and Sound.
Although the main entry has been made under the suhiecO\
‘Heat’, the added entries for ‘Light’” and ‘Sound’ may @lso
be mnade. A hook may, therefore, be entered under ’S(i\-'\(.f'}“al
class numbers; but it should be remembered that shehook
can only be kept on the shelf at onc of these 1111n1}5£:¥§. The
class number assigned for the main entry of t.I_wmk@t)k 15 chosen
for shelving purpose. Therefore the book by Jones men-
tioncd above 1s shelved at 536, but some oncyitight look for it
under light or sound, and as’ such th b}mk may be given
added entries under the class numbers 135 and 584, As the
bool_( is shelved at 536, it cannot Be) physically available at
535 or at 584. So a note stagidig) that the book has heen
shelved at 536, should he given'dn the added entry cards; e.g.

N

T N\
i i ¢ \J
_ i ™

s 535.;}ight
Jonn@ &
! :j\Eicn'lcntary lessons in heat, light and sound.}
1912

,.~'| I (Shelved at 536)
:"\': :o ! N
N
\\ }

Fig. 31. Added entry under subject.
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Relerences may also be made to co-relate subjects widely
scattered in the classification scheme. But the vse of refer-
citees Is not so comimon as they are used in the Dictionary
catalogue.

The [ollowing types of entries may be omnted from the,
classified file:

{a) BmgTaphlcaI works.

,\:\

Tl vsers ol the library generally look for the E)arnculdr
bicgraphy under the name of the biographer. Hegecall bio-
graphies may gct their entries in the author Ian:‘x or author
catalogue w hlch is discussed below,

(b Literary forms. A\

The literary forms such as dramé\ poetry, fiction, etc.
may also he dispensed with.

{¢} Bible and other sacrﬁél hooks.

Bible, Koran, Vedas, e‘t«c:fﬁm hetter known under the
worcls Bible, Koran, Vedas$y cte., and may have their entries
stralght in the author eqaloguc.

N \
E. ”Ailtlmr Index (or Author Catalogue)
‘\ )

Orlgma‘ﬁy only author’s names and class numbers were
given. 9%101%1} this was found unsat;shatory, because 1t 1s
not evz&bnt whether a certain title by a given author is in the
lﬂ)r@ry In vecent years the author index has developed into
ﬁ‘brlcf catalogue. Now it does not contain only author’s name

fd class number, but alse it contains entries under the names
of author, editor, transiator, illustrator, series, and titles. It
s an indispensable adjunct to a classified Catalogue. _

Although the author index has developed into a brief
catalogue, it still retains the nmame of Index. The entries
made in the author index do not get full catalogue entrics;
but they should contain the following iterms:
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1. Author. .
2. Title in brief including name of editor, translator,
etc.
3. Editiom, if not the first,
4. Date of publication. £\
5. Class number which shiould invariably be ‘the

classification number assigned for the patiicilar
book along with the author mark o, zm\y other
mcans applied to distinguish between two dif
ferent titles of the same subject)>” This class |
number is given at the bottoni'f,}f the entry on
the right hand side of the_eard.

The added entries for two or e ?mthors, and refer-
ences from the names not used, shgu\d normally be made.
All the entries in the author index ‘are arranged alphabetically
by author and tige, o

The layout for all entpils made in the author index s
the same as in the Dictional’y cataloguc.

R
; : e
! &

Jathard™ G B ng Beri s G

. o b A

’\:::Iri:dian economics.  9th ed. 1959

Fig. 32, Entry under author,
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G
B »

_]athar

G

Indian economics.

» jt. author.

and Beri, § L
9th ed. 1952.
330 ”
1 \'
/’n‘&'
Q 3

%

| J \\
! O
Majmnd\\ R G, ed
~\Fhe Vedic age. 1951.
\\“’ 95
MmN . 4
AY
N\

Fig. 34, Entry

under editor.
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The entries for translator and t!iusrmtor

dare troated iy

the same fashion.
| -
(rl"hé) History and culture of the Indian Peopiey
f ed by R. G Majumndar. . . v, I, Majuisr,
- R.C. The Vedic age. 105]. o
) s W
| 954 N
| <2i*\
N
'x:\\.,
| \
Fig. 35.: ‘f‘mtr}' under  serigs,
R
i e '
o (The) Il\a td 1mmmala | miniatures, by Herbert
i T
II ,I S'tooLf’. ..., and Karl Khandalava]a 1958,
>
A [
/*\\)‘,/ '
i'
i
| i

Fig. 3s. Entry under title,
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The refcrence and analytical entries are also made simi-
Jar to those deseribed in the Dictionary catalogue as well as
i chapter 10.

C. Subject Index

Tle purpose of all library classification is to bring tes
gether yclated subjects systematically.  But systemaric odger
is not always an obvious order, and as such an alphabetcal
subject index of the library’s resources should b(:,,,s‘ﬁ'[ﬂ‘plied.
It serves the same purpose as the relative index totthe Deci-
mal Classification.  This is chiefly intended {or’ the reader
“who wants te know if the library has books amyparticular sub-
ject or aspect of subjects, and where suc Books, if any, have
been kept in the library. The fun(,:t‘iéj} of the index is to
form a key wherchy the class numberndf a particular subject
is readily found. For example, astgader wants to have some
hooks on Metallurgy, may not Inow that 669 is the classifica-
tion number which stands forithis subject. So there should
be an alphabetical subjeeh fndex where the reader may be
able to locate the partieular subject along with the class
number. . ]\\

The class nymber of the subject takes a reader direct to
the materials of\fife particular subject or subjects, and their
exact Ioc.atiori“\'}n the shelves. The subject index provides,
thercfore,\ﬂi.ri‘.[(trence to the materials of the Hbrary. It also
r_lisplaygtj“éations bétween subjects which arve not displayed
by therelassified order. In other words, the missing relation-
sHIPYTs established in the index. For instance, in Dewey's
Detithal classification, the ‘Economic history of Germany' is
classed in 330.943, the ‘Political history of Germany’ in
320.948, while the ‘Social history of Germany' has becn clas-
sed in 948. These three kinds of German history are scattered
in the classification, but the index collects them together; e.g.

German economic history 330.943
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German political history 320,943
German social history 943

In constructing the subject index, the following shoul
be borne in mind:

(1)  The schedulces of the classification schgn'{e\are t
be consulted for building up subfjdst index
"The catch words should be taken fiom the sche
dules rather than the titlcs. <~7]§11(? schemes o
classification is supposed téyeflect subordina
tion, bhut if it docs not.gi}e sufficient details
[urther step of division should be supplied.

- . N/
(2) The terms found in #heschedules are to be nsed
although there artf}.hances of sclecting obsolet

words. e
(3) The synonymiis terms are indexed:
Birds 8% 598.2
Ornithelogy 598.2
A oF
, Béstles | 595.76
*@oleoptera 59576

N\

(41 Inversions are indexed only when they do not
" form sub-divisions of the first terms used, e,

”\*'\" Naval architecture 623.8
Architecture, naval 623.8
\ Social psycholoy 301.15

Psychology, social
but one should not make index e

. 30115
ntries as follows:

Physics, nuclear 539.7
Physics, atomic 559
Physics, molecylar 539

In these cases,

8, nuclear or atomic, or molecular physics
are parts of Physics.

Hence, inversion is not done.
K : ; '
(5) The eatries should be specific, and the different
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aspects of subject should bear individnal class
numbers. -
(0) If the book has added entries, all the numbers
are indexcd.
{7) 'Thc compound headings like ‘Banks and Bank-
ing’; ‘Science and Culture’; ‘Wit and Humour™; <}

cte. should be indexed separately, e.g. L\
Banks 3352 O ’
Banking 382 ~\°

(8} An index entry is made for a subject only 'once.
If after making subject index, say,ona book on
‘Mechanics’, a new book with difféfent title on
the same subject arrives in ghedibrary, no fur
ther subject index is necessary for the new one.

P

.%Construction of Suhjgét?"index

An important methed of sitbject indexing is known as
the Chain Procedure. The«Ehain means a series of succes-
sively subordinate terms, €.

Litcral;uri{j—h—l indi - poetry - lyrical.
Each is linked in t‘]u‘}hain and indexed automatically.

The t.cchni(lu:ﬁ"ﬁf constructing the index is to take a class
and start ﬂll:{},{siﬂg‘ it step by step, e.g.

()"Dynamics - 5313
The nufber 531.8 may be analysed as follows:—
oY Science (500)—Physics - (530)—Mechanics (331)
W —Dynamics (531.3).

'}herefore, by analysing 531.3, one gets the following steps:
500  Science
530  Physics
551  Mechanics
531.8 Dynamics

Now the chain procedure provides a sequence of subjects that
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varies from the specific to the general. T'he index cutries for
the class 531.3 will thus be made as follows:.

Dynamics  531.3

Mechanics  h31

Physics .E%O ~

Science 500 )

H (I A \

Let us assume that a book under the title “Fundamentals of
atomic physics” has been received in the library.q Whe class

number assigned to it is 539.7. If we analysgéht number,
we get the following subjects:— \\
Physics, molecular physics, atornic\phivsics and nuclear
- physics. PN
Thus, the following index entrieswill’ be necessary [or the
book il not already donc: )

Nuclear physics 3 539.7
Atomic physicg® 539
Molecular physics 539
I’hysics<“ 530

. . {) . . .
The p:;lrticu&( wirtue of the chain procedure is that once
the class number s determined, the subject indexing is vir-
tually an au{(}matic procedure.

Thesinethod of chain procedure which has been bitro-
duce%‘lﬁ')y"f)r. 5. R. Ranganathan can best be used with an
analgeeal synthetic depth classification of which ‘Golon
Classification’ is the only published scheme. The henclit of

m\f(;?'lain procedure can also be achieved if it is applicd witlt
‘other schemes of classification.  The index produced uging the
nllethod ol chain precedure, will guide the reader in the
library’s arrangement ol compound subjects. 'The scholar
and research worker using a chain procedure index will surcly
get index entries for his specialised subject. ‘

_ 'I'here is a tendency in many a library in Western coun-
tries to use the printed index to the classification scheme in
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ase i the library as the only index for both librury staff as
well as the users of the library.  Such practice is most diplor-
ahle, The index to the scheme is essentially a private aid
to the classifier; it cannot be used as a valuable tool so lar
as the stock of a particular library is concerned. Because, it
docs not hear direct relation to the stock of the library. Mot
over, it gives many superfluous items in which the library may
not have materials. Fvery library should have its own j]‘\f(’l‘ﬁx
to the systematic arrangement ol its stock, >

0".
S -‘0

Shelf List versus Classified Cataloguew.'\'\.’

The Shelf list is a record of books and sther material in
the library. Miss Mann dcfines the shelfist “as a cataloguc
of books in the order in which they(&tand on the shelves.
Lach title is rep_rcsenccd by a card\glving the author, title,
edition, number of volumes (iE;r’tjfore than one), number of
copics (if more than one), paﬂ"number and other items as
the library deems nccessarys The call number determines
the arrangement of the ¢ards in the shelf list in the same way
as it has already detefthined the arrangement of the books
on the shelves.”ty

The vsual prattice 18 1o keep such record on cards, but
shect record miay also be _fo.un‘d.’ However, the cards are ar-
rangecl in’.l:lié‘"m‘dcr in which the materials in the library are
arrangedi ™ That 1s to say, the cards are filed first by classes
and thén alphabetically by author under each class exactly
il'l;t{}’e ‘stylc in which the books and other materials are ar-

th’aged on the shelves. _

In many respects, the shell list is an indispensable tool.
It serves— .

(a) As an accession record—In many Western libra-
ries the accession record has been replaced by

‘Immdﬁétion to cataloguing and the classification of books, by Mar-
garet Mann. 2nd cd. Chicago, AL.A, 1950. P. 94,
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the shelf list. The list of accession is main-
tained on cards and is made to serve as an Ac-
cession Register. Certain items such as, prices,
source, date of purchase, etc. may be added to
the shelf list. In Indian libraries also such a
practice may be applicd guite safely. QO

. N
{(b) As an inventory—Ome can check each byeR on

the shelves against the shelf Jist, Thjslﬂ\lay also

_be used as an inventory to prevent’cfuplication

of books, and to see if any bokds lacking on
any subject. It can solve d¥plication of call
numbers, questions involving' location of copy
number, discrepencics ,{?@\t{vcen call mumber
and book number, ew

(¢} Asan aid to classifier~The classificr can see at a

glance a record:iof"a]l the subjects represented
in the book goflection. He gets before him. in
card form, acomplete list of the titles in the
library,{ Stch a list serves him as an invaluable
tool,decause it helps him in ensuring uniforin-
ity a nd consistency in his work.

(d) 2&¢' a subject catalogue—It can answer, though

7.3
."\'$~

not fully, the library’s need as a subject cata-
logue as the arrangement is classified. The
shelf list being a kind of classificd catalogue,

Serves as an important adjunce to the Diction-
ary catalogue.

The shelf list card is in fact a duplicate of the main card,

although eertain items such as notes, contents, tracing, etc.
are omitted. Generally it contains call number, the acces-
sion number, the author’s name, hyief title, the number of

volumes, number of copy, the date of publication, and the
price of the book. -
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The shelf list should be looked upon as the property of
© the cataloguing section. The use of it should, therefore,
be restricted to the members of the library staff only. The
use of it by the readers should be discouraged. The reason
is that the shelf list should be maintained as a dependable
record. Only in libraries where there is mo classified catas
logue, the shelf list may be made accessible to the readers who
will find it useful. N\

One may well think that there is no need of, building
up separately a classified catalogue particntarly when almost
a similar record is available in the library. JNs true that
the shelf list contains many items of infotmiation which a
classified catalogue also maintains; yet jtus’similar only to
one part of the classified catalogue. It n‘:@ ‘doubt fulfills parti-
ally the library’s need as a subject ¢atalogue, enables one to
find readily the numbers as well @§ titles of all books in any
one class; but it does not display all materials possessed by
the library on the subject répresented by a given class num-
ber. It remains for the classified catalogue to bring out fully
and completcly all materials on any subject or aspect ?E sub-
ject. Moreaover, theshelt list does not usually rjnair}tam ana-
Iytical entries. SOmetimes it is necessary to maliniain entries
for parts of books.  So it becomes difficult for a reader to find
all the matepial on any given subject from the shelf list.
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CHAf‘TER 6

GUIDES TO CATALOGUE, ARRANGEMENT
'AND FILING

Having provided the catalogue, guides are to be given(td,
enable readers to know what books the library posgesses.
The readers should know why the catalogue has been.provid-
ed, and what the catalogue contains. The main purpose of
providing the catalogue is to help readers toget the mate-

rials they want. But the readers should also &ow how to-use
the catalogue to the best advantage. Propetguiding is, there-
fore, absclutely necessary. R\ '

With the card and sheaf catalgpies, guiding is rather

more difficult. Usual thing-is tohave a framed notice. A
leaflet giving instruction may also be provided. Particularly,
in the lending library an outhine of the arrangement may be
given more simply-withgmt- going into complexity. In the
children library, instrpetion as to how to use the catalogue
and how to find a bagk tay be given.

Guiding will\differ according to the form of catalogue,
dictionary or glassified, adopted. In the former case, a pre-
face with simple explanation of what the catalogue and classi-
fication schetne. are, is given. An outline in brief of the
classificgtion schemes may also be given together with the
actyali‘arrangement of catalogue entries. In the printed.

- £lassified catalogue, a preface with explanation and examples
OfAavhat the catalogue and classification are, is given. A clear
explanation of the arrangement of the catalogite entries
should be given. An outline of the classification scheme,
showing the arrangement in order of the classification scheme
in use is also given. '

67
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Where the card or sheaf catalogue is in use, the arrange-
ment is similar except that the guides will be displaycd above
or near the catalogue, and various mechanical methods are
employed. In the Dictionary catalogue, the guiding should
contain the following:— ~

(1) Materials arranged alphabetically by author, sub-
ject and title in one sequence, _ )
(2) Entries by subject are by specific headifig.
The direction may also be given as to how™o use the

catalogue, and find necessary particulars. THe instructions
AN
should be as follows:— O

~

- 7 \d A
{a) If the name of the auglior” is known, go

straight to the first 1etter of author’s sur-
name. \*

"

(b If the title of the.book is known, Iook up at
' its first word, Mot an article.

(c) If the subjeetNs known, look at the specific
heading(oF it. The subject entries have
been ‘made under the specific heading. For
exdmple, a book on ‘Tiger’ goes under
»Xiger’, and not under “Zoology' or
v ‘Animal’.
\ WYY J
N
Q;.:'hle explanation of the classified catalogue is difficult.
.. Fle guidance should indicate the following: —
V (@) the aim of the classified catalogue,
why books and other materia] have
ed by subjects giving examples.
(b) how the books have been filed under the class-

numbers and how to find the books.
{c) the sequence of the catalogue.

That means,
been arrang-
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{d) the books and other material have been shelved
under the class numbers.

The instructions on how to use a classified catalogue may
be given in the followmg way:—

ra

a0
The books and other materlal have been cla551ﬁed A
under the subject-divisions shown below: . O

279G
L 3

General works 000 4D
Philosophy 100 Religion \260
Sociology 300  Philology 400

Science - 500 Useful ,aﬁts' 600
Fine arts 700 therature 800
~ History - 900

Each subject has been again, .s’ub—dlwded in the sub]ect
and the materials arrangedaecordingly.

For detailed classificition of each subject, consult
the subject index. Ahe subject index cards arranged
alphabetically may( “also help you.

To locate a hook, first ascertain its class marks from
the author atd subject indexes. The class-mark is
composed ofithe following:

ﬁ{'\ Class number (Upper line) eg. 5803

~\B. Book number (Lower line) e.g. L 31

When author’s name is known, look at the author
1hc'icx

When the title is known, look at its first word, not
an article, in the author index.

When the subject is known, look at the subject
index.

If you are in difficulty, do not hesitate to ask the
members of the staff, they will help you.

\ 7
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The library location order may also be provided in the
classified catalogue. As.the materials in the library have been
classified under the subject divisions, the readers may be
helped in a better way if the location on works on particular
subject or subjects is shown giving class marks. This can b{
done in the form stated below:— C :

Library Location Order ~ ~D
Location of works Numericald Biiler of
: clagg miarks
Atomic physics 539
Wave mechanics " 539.2
Elasticity. AN 539.3

Arrangement and Filing

~One may adopt the best used forms of catalogue, and the
best rules for compilation OF it, but it will be of little use
unless the cards made, are arranged properly for the con-
venience of the users{\ A card containing the name of the |
author, or title, gr@asubject wrongly filed is hidden.. Due to
this wrong filing, ‘a'reader may conclude that the paritcular
book he wangsv not in the library. The catalogue is the
best key ofthe whole stock of the library, the entries made in

. the cata.l{;%u"e should, therefore, be filed carefully.
0-avoid any inconsistency in the arrangement, one
should be guided by some rules. Various authorities have
~ dizwn up rules for arrangement of catalogues. Of these,
YC. A. Cutter’s ‘Rules for a Dictionary catalogue’ and the
“Rules for filing catalogue cards’, published by the Argerican
Library Association deserve special mention. In Western
countries, many large libraries have framed rules of their
- own. In India, also rules for filing catalogue entries may be -
framed by individual librarians; but it should be remembered
by the compiler of such rules that the catalogue will be used
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by people who may not have any knowledge of rules for
arrangement.

The arrangement will differ according to the form of
catalogue a library adopts. That means, it may have either
classified or Dictionary catalogue. The main entries in a
classified catalogue follow the classification scheme in use \
Hence the entries arc arranged under the class numbers or
symbols used. The arrangement in a classified catalogure s,
therefore, numerical or symbolic, and as such it gr,t{:gfes less
difficulty in proper arrangement of the eniries; }:mﬁ the index
entries in the classified catalogue are arrangegd-dlphabetically.

In the Dictionary catalogue all entries\dre arranged in a
strictly alphabetical order. Apparentiysit/may appear €asy
to alphabetise, but it is not always sg edsy’as one might think.
When the cataloguer does the filiggyob, he feels too much
difficulty in alphabetization. Hgnce it is necessary that cer-
tain recognised rules should B¢ followed in filing catalogue
entries alphabetically. 2 \ : :

The cataloguer fages difficulties when the entries con-
sisting of author, subjeet'and title are to be filed in one sequ-
ence. It becomedreally too much complicated, and at the
same time tiring‘jso}) to file in one sequence. It is, therefore,
advisable thatAyith a view to get rid of such difficulties, one
should splitthe catalogue into ‘Name’ and ‘Subject’ cata-
logues. (The former will contain the entries for author and
title, &ndl the latter subject entries only. _

M any one desires to file all entries in one sequence, he
,"iht\)uld file the author, subject and title entries in the order
stated below:—

I. Author
2. Subject
3. Title

Author: Tagore, Rabindranath.
Subject: Tagore, Rabindranath.
Title : -Tagore and Bengali literature. -
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Apart from this normal practice, there are also twe
methods for alphabetization: '
A. Word by Word
B. Letter by Letter

"The method of ‘werd by word’ is called ‘nothing before
something’, and that of ‘letter by letter’ is ‘all through’. , The
latter method is not easier, but the former metho;l\'ikﬂeﬁ--
nitely better. The method ‘word by word’ is a good'practice,
and normally standard libraries do accept this{ “Once one
of the two methods is accepted, one should fellow it rigidly.
The presence of both the methods in a catdldgue will create
difficulties. Even the library staff Wilkﬁnd it difficult to
locate certain entries, Hence, ‘adoption of one of the two
methods is desirable. The applicafion of the two methods
is something like this:

A, Word by Word Q}?bﬁing before something)
West Africas)™

West Bengal®

West Cdast -

We%\Eﬁrope

West* Indies

JWest Land
\“ est Punjab

& West Wind

\\“ Westerly
A\ Westward

"\~ B. Letter by Letter (all through)
N\ West Africa

West Bengal

West Coast

Westerly

Western

West Europe
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West Indies
West Land
West Punjab
Westward
West Wind

The ‘word by word’ method is the one generally followed.
In this method, the unit is the word and not the letter. THus
"West wind' preceeds “Westerly’, because “West precéeds
‘Westerly’; while in ‘letter by letter’ method, each’letter is
considered. Thus “West wind’ follows even chtward be-
cause “Westwa' preceeds “‘Westwi',

In arranging the author entries, th{ followmg rules
should he observed: D"

1. Surnames with initials only: grr'é\ﬁled before the sur-
names followed by full {orenames whlch have the same ini-
tials, e.g.

Gandhi, M. K.{
Gandhi, Mohandas Karamchand
2. Surname with~ Ikeﬁx is regarded as compound word,
and filed through. \’ﬂus includes name with an article or a
Preposition written, as part of it.
DE La Mare, Walter.
\De Quencey
\: 'La Fontaine, Jean de.
ER ’Eompound names of individuals, corporate bodies,
etee dre considered as one, and filed through in alphabetical
\QI'HCI', e, o . .
Calcutta mathematical society
Dash Sharma
De Morgan
Roy Chaudhury
but where the corporate body is entered under the plat;e, for
example.
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Calcutta. National Library.
India. Ministry of Education. _
Here the National Library and the Ministry of Education are
regarded as sub-headings. Hence the arrangement of entries
will be as follows:
Calcutta. Indian Museum. .
Calcutta. National Library. ")
Calcutta, Science College. O
Calcutta Mathematics Society. 4
4. Headings for Government publications ‘are to be
filed alphabetically by sub-headings underthe country, e.g.
India. Council of Scientific & Industrial
Research. ‘,:\\':
India. Council of~Seientific & Industrial
Research. Fuel"Rescarch Station.
‘India. Defence, Ministry of.

The following rules are\o be observed in arranging the
subject headings: N

(1) Simple subject headings are filed in alphabeti-
cal ordet, e.g.
\'\Money
A,  Mongolia
;" Monogamy
AN Monographs
S . Monotype
' \'\\“’ Monsoons |
A% {2) Compound names of subject headings should be
~O taken ‘all through’, e.g.
\V Psycho-analysis
Psychological research
‘Psychological test
Psychological warfare-
Psychology '
Psychometry
Psycho-physics

N\
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(8) Hyphenated words are also regarded as one, e.g.
Hand-book
Book-binding
Book-plates
In alphabetising titles, the initial articles are disregarded
but all other articles and prepositions are to be regarded. - \

Abbreviations in the title should be regarded as if spBHé&
in full, and arranged accordingly, e.g. O
D.V.C. (Damodar Valley Corporation)~\
Dr. (Doctor) D
I.L.A. (Indian Library Associatiﬁ;\l)
U.N. (United Nations) A\
D
References »\\/

1. Simple library catﬁlpgiihlg, by S. G. Akers. 4th ed.
American Librawy Association, 1954. Chapter
eleven. N '

~ 2. Introduction t0 cataloguing and the classification
of books.by Margaret Mann. 2nd ed. Chicago,
Amer\l‘c'an Library Association, 1950. Chapter
eleven. ‘

3. IndeXes and indexing, by Robert L. Collison.

_ 7D London, Ernest Benn, Ltd., 1953. Pp. 141-142.
ANA primer of cataloguing, by Dorothy M. Norris.
- London, Association of Assistant Librarians,
~O° 1952. Chapter 9. .
< 5. Cataloguing, by Henry A. Sharp. 4th ed. London,
Grafton & Co., 1950. Chapter 11.

6. Tundamentals of practical cataloguing, by M. S.
Tayor. London, George Allen & Unwin, 1954.

7 American Library Association rules for filing cata-
logite cards.  Chicago, American Library Asso-

ciation, 1942.



CHAPTER 7

CATALOGUING POLICY ~

Every library, small or large, should have a cagdldgue.
It serves as a key to each and every book in a library™y 'Wl}en
the necessity of a catalogue has been accepted, thig*question
arises what sort of catalogue is to be provided for anticipated
use of it. "The policy should be decided hy~the type of libr-
ary, the type of books, and the type of readers.

The main function of the catalogt}f;\fs considered to put
the readers into touch with the baoks,quickly. That means,
every possible help to every reader should he provided. No
library can possibly give propefservice to its readers, vnless
the policy of simplified andselective forms of cataloguing is
adopted, specially because, of the huge mass of published
material. A

. The modern idea is that the function of the catalogue is
to describe the b?i( ‘while the old idea, as in the A.A. Code,
is that the catalogue should contain the exact transcription
of the title %age In the A.A. Code, nothing has been said
about sim,\elj cation of a catalogue entry, whereas everything
has been @iven the same importance, ie. full entry. If the
A.A;.\\Gode 1s followed, huge cost is necessary for cataloguing.
To};describe_everything in a catalogue is not only a costly
" @affair, but also a problem of many Iibraries to cope with the

Jwork. Unnecessary entries in a catalogue not only make

it bulky, but also lead to other disadvantages. As a result,
there has been a new tendency towards cataloguing owing
to increasing costs, and the ever increasing volumes of addi-

Tions. - :

Selective and simplified cataloguing are the two methods

7
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adopted by many Western libraries with a view to reducing
the size of the catalogue and the cost of preparation.

Selective Cataloguing

When selective cataloguing is practiced, the entire stock
is not catalogued. This means, omission of certain types of M
matter from the catalogue, and reducing the number of added
entries for these matters. As for example: R N,

{1) No entries for tllustrators execpt for famaeus-art-
1sts. A )

(2) Series entries may be made very sparingly. Only
popular series like the ‘HomeWniversity libr-
ary’, ‘Everyman’s library’, e;c\.\should get series
entries. R&

{3) Subject entries particulafly in Dictionary cata-
logue may be reduced. )

Many other suggestions .hé:}'e" been made for possible
omission from the catalogueaiSome of these are:—

(1) Subject entries for scientific and technical books
‘upto cergajo’date may be reduced. -

(2) Apgl.jzf_tf_lf'-\ﬂ_'ﬁntries may also be equally reduced.

(8) - Subjéet éntries for books, say written in Polish
ldilgage are UNNECEssary in an Indian library,

/> bécause very few people will be able to read
"\’ them. -
Inihe libraries there are three grades of materials:—
_:Grade T—materials such as reference works, up-to-date
Attanuals, text books, standard works, authoritative works on
¥]1 subjects, etc. These materials should receive full cata-
loguing, P
) Grade 11—there are certain materials such as, mono-
- graphs, foreign books, books on all subjects that may be
useful but of secondary importance. This sort of material
“may receive partial or simplified cataloguing.
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Grade 111—materials which have cutrent topical inter-
est, but will be obsolete within a short period, are not cata-
logued at all. These are pamphlets, reprints, etc.

I the selective cataloguing is practised, much time will
be saved. The catalogue space will also be saved in these
days of card and sheaf catalogues. The catalogue will nog be
bulky, and the cost will be reduced. O\

In many Western libraries there is no fiction gatalogue.
The argument behind this is that it re'presents’a",’c‘c}nstantly
changing stock, and the most readers arc satisfied’ with the
bocks that are on the shelves at a moment\ “Any enquiry
about a book that is not on the shelf, may \be answered from
the shelf register. P\ A

Most libraries omit series entries, and popular books on
Hobbies and Sports from the subjectcatalogue. * James Cran-
shaw who believes that the cutting“of 50%, cataloguing cost is
possible, suggests that ‘if a library possesses a shelf register,
it can institute a real sawiRg by omitting entries under cer-
tain popular subjects.such as.Wireless, Sports, Pastimes,

.Hobbies, Gardening{Qookery, and other domestic headings;

the titles are in{r{ar{y-ways as ephemeral as the fiction the
library discards. “Such books are rarely required for by
author or tit\}é: the subject is the all important thing.’
Added entries are also economized. - In scholarly libra-.
ries, thex€ls a general tendency to catalogue fully where books
are ui&d for advanced study. - But many such libraries do not
cgt'a}ogue pamphlets, only maintaining file for them under

_But there are some obvious difficulties in adopting the
policy of selective cataloguing: '

1. Th:e readers may-fail to know ifa particular book :
1s either in the library or not. ) S
2. It causes difficulties in forming a cataloguing pOIiCY':
of what to include and what to exclude. "
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Simplified Catalogning

In simplified cataloguing, the entire stock is catalogued,
but entries only are simplified. Instead of giving full details
as laid down in the A.A. Code, the length of entries may be
reduced. The fol]owmg economies may be made in both.
Dictionary and Classified catalogues: .

' O\

(a) He;:zding : R
The 1nitials’ of an author are simplified. Instead of
giving. the initials in full, for exampie ShYall Ramamnta
Ranganathan, they may be given in short, e, B

S. R. Ranganathan
even though the initials are in full on tl’@ fitle page.

(by Titlex N\

Abbreviation of the title can, be made omitting the sub-
title.  Repetition of the autbor‘s fame in the title may also be
omitted unless it is dlE&rent‘ *The minor introduction and
preface of conventlonal gype may perhaps be omitted.

' m\(c Imprint

"The addltlonﬁ{‘names of places of pubhcatmn may easﬂy
be omitted. The mention of additional names of places of
publication M\supcrﬂuous in regard to the readers. They
are least jterested in knowing the different places of publi-
cation. The same procedure may be adopted in case of
additignal names of publisher. The considered opinion is
tha\t Both publisher and place of pubhcatlon may be com-
“pletely omitted. Date of pubhcatxon is the only 1mportant

\ltem .

(d) Collation - _

~ There are in all 11 items used in the collation. Of these
. only two items (illustrations and maps) are really important.
There is no need of expressing different items of ‘illustra-
tions' separately as ‘diagrams’, ‘plates’, ‘portraits’, ‘photo-
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graphs’, etc. The general term ‘iHus.” should serve the pur-
posc. Mention of ‘map’ or ‘maps’ is necessary.

Pages and size may also be simplified, and possibly omit-
ted. The users of the catalogue take very little notice of
these items. From the bibliographical point of view, these
items have some value as the indication of exact size phis
the number of pages gives a true indication of the pringed gon-
tents of a book. If the idea of complete omission &ahnot be
entertained, the total number of Pages may be given in lieu
of giving the pagination as it stands, If oné {ean maintain
shelving sequences, for example, ‘F* for BEoks of folio size,
‘Q’ for octavo, etc. the size can be omitted altogether.

The policy of simplified cata]ogui,n’gépeed's up the output
of catalogue cards. In other words,/it'saves much time of the
cataloguer. The actual cataloguing process according to the
A. A. Code becomes much more ‘costly in money, time and
man power. The simplifiedeataloguing in this respect will

cut the cost to a great extent. It also reduces the bulk of the
catalogue, A

No hard and fase'rules can be taid down for the gencral
practice of selecfive and simplified cataloguing. It entircly
depends on the'\decision made by the cataloguers of indivi-
dual libraries)s Tt is definitely a difficult problem, and cap
only be decided by the size and type of the library, and the
type of(Feaders it serves. o

I conclusion, it can, however, be suggested that the

_§ReCIal libraries in India: may have the practice of $ull cata

y m{lgguir_lg. They should not adopt the policy of simplified or

selective cataloguing._ Possibly the University libraries can-
not also omit anything from their entries, In both kinds of

jiow'd be able to out necessary information such as,
edition’, _ date’, “diagrams’, ‘plans’, etc. ang assess the value
of a patticular baok from the catalogtie entiy. There will
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be no niced of having to have the book from the stack for as-
sessing the value.

In the general type of libraries, full cataloguing may not

be done.

N Ts O
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CODES OF RULES AND THEIR COMPARATIVE,
STUDY

O\

No sound and uscful catalogue can be compﬂ(;(l\-i-v'itllout
a good code of rules. The entry, arrangement alidstyle must
be done properly. Hence, the necessity for saddi rules on the
baszs of which library cataloguc should be ctﬁﬂpﬂed, otheriwise
the catalogue becomes confused, and fdllNof inconsistencies.

To make entrics for both authof/And title properly is a
problem to all cataloguers as well(as* students preparing for
examination. The making of such entries may appear simple,
‘but it is not easy. A book wriften by a single personal author
may not offer any difficulty’at all, bt books other than this
offer difficulties. For exdtple, consider a hook written by
two or more authog{where it is difficult to decide under

which author the @atry is to be made. Then suppose an

author uses a pséudonym. In this case, should the entry be
made under K real name or under his pseudontym? This
is not all, foi§ there are thousands of such difficulties. Further-
more, there’ are books having no personal authors. These
are sfed by the Government departments, institutions,
soci€ties, etc. These have corporate authorship. The choice
.-,Qf ,’headings of these publications is not an €asy mattcr even
~\Mor experienced cataloguers. Then the amount of informa-
tion to be included along with the heading and the title defi

nitely requires prior knowledge. The exact order of such

information, the question of capitalization, punctuation, etc.
are also difficult matters.

sible in all these cases, but they are not at all desirable in the
mterest of the users as a whole,

&

Various interpretations arc pos

.
E
)
!
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The fundamental principle which every cataloguer
should bear in mind is to make the catalogue useful. "This
he can do by making catalogue entries properly and correctly.
For this purpose. he must follow some recognised code of
roles.  Unless such a code is followed the uniform style in,
cataloguc entries becomes a matter of doubt. _

There are various codes for cataloguing books and other
‘material. The most important are: O '

1. Cataloguing rules for author and title “éntries,
compited by Committees of the Library Asso-
ciation (London), and of \the American
Library Association (commohly known as the
A.A. code or joint code)g‘\'

9. AJ.A. cataloguing rules &0 authors and title en-
tries (better known, 3s.A.L.A. code).

3. The British Museumipede of ninety-one rules.

4. Rules for a Dictig}néj?y catalogue, by C. A. Cutter.

5. The Vatican code: Rules for the catalogue of

printed .b.goks.

6. Prussian Ifstructions: Rules for the alphabetical
catal&;ucs of the Prussian libraries. '

7. The dlassified catalogue code, by $. R. Rangana-
(than. / '

Ex 'ept;ir}g Cutter’s Tules which have been designed to
fnSUrg;}ﬁ’Eormity in the preparation of a Dictionary cata--
_log}l.t?zf;tlle rest can be applied to all types of catalogues.

'@ , Among the various codes of rules, the Anglo-American
v6de is still the best code even with ali its defects. It is the
most extensively used code. It is the result of prolonged
research, and the rules received their present form after
considerable deliberation which justifies 1ts universal accept-

Cance. Yet the A.A. code is not the ideal one. The cata-

logue of to-day should be such that an intelligent library
worker or an intelligent student can learn quickly to-make
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correct entries; also the ordinary reader can use without
much difficulty. There is ng denying the fact that none of
the existing codes of rules can fully justify the present day
needs of the cataloguers. _

It is a matter of great joy that the librarians are net
sitting idle, and have started thinking seriously about this
matter. The Americanlibrarians have already made. pro-
gress in the matter. Some years back, an expert\svas ap
pointed by the Library of Congress to deal with tle\problems
that characterised the A.L.A. code. He suryeged the rules
and derived the fundamental principles ohl the basis of the
A.L.A. code. He published his survey ih' 1953 under the
tisle ‘Cataloguing rules and principle€”)” This is known as
‘Lubetzky report’. Tt is considered Dy many that his rules
would make cataloguing cheapef_and simpler, and would
make the use of catalogue eaper for readers. In Great
Britain, the Library Associz}.tipn set up a research committee
on catalogning rules to <¢vise the A.A. code in the light
of the American Libfary Association’s definitive sccond
(1949) edition of the code presumably for the production
of a new and_shuplified A.A. code. In Germany (both
Western and Eastern zones), research has heen carried on
to revise the¥Prussian Instructions’. In the U.S.S.R., revi.
sion worksof ‘Standard Tules for the entry of printed works
in Iibﬁf}y‘catalogues’ has been in considerable progress by
the Inter-Library Cataloguing CGommission. Similar revi-
&?i(\)flj"WOI‘k of cataloguing rules has also been undertaken in .

»~~many other countries such as France, Spain, Poland, Japan,
etc. In this country also new thought has been given by
Dr. Ranganathan although no CO-Operative attempt was
made by librarians. The International Federation of
Library Association (IFLA) also set up a committee to study
the international standardization of cataloguing rules. The
committee includes American, British, French, German, ;
Indian, Tialian and Scandinavian members, This committee ;
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- of the IFLA has prepared already a report on the principles
to be observed in establishing main entries for anonymouns
and work of corporate authorship. It is expected that the
cataloguing code of the future will be an international one.

However all of the codes mentioned previously treat the
catalogue entries, and a discussion of variant practices may,
be of some use to those who will want to adopt the best
suitable rules. The discussion of variant practices will be
confined to the five codes namely the A.A. code, \Bfitish
Muscum code, Cutter’s rules for a Dictionary catalogue, the
ALA. code and Ranganathan’s classified catalbgue code.
This discussion will help specially the students’to study the
AA. code rules, and to know the best ruley of other codes,
The purpose of the comparative study ofthe different codes
of rules is to show their differences aswwell as their points of

_agrcement. . AN '

But before going into thes i;liScussion of their differences
and agreement, it may be \considered useful to outline
briefly the history of these codes.

“British Museum Code

The Britigh'i\fluseum Code is based on the rules writien
by Anthony Panizzi, the then Keeper of the printed Books.
of the British Muscum. He framed his famous code of
91 rul“s(wkrhich was published in 1841. It was revised
S@VGIE{;T times since then, and the last revision was done in
1988 The rules framed are meant for the British Museum

< 'Sfl]”y. '

The general tendencies of the British Museum code are
worth mentioning. The code prefers in all cases the Eng-
lish form of names, whereas in the A.A. code the Latin or
Vernacular form has been prescribed, e.g. rules for Popes,
Saints, Sovereigns, Ancient Greek writers. It shows pre-
ference for the carlier, or the earliest form of names. In
the A.A. code, the latest form is prescribed, e.g. American
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rule for married women. In the British Museum code, ne
‘attempt has been made to do much research for information
more than what is available from the title page of the book.
In the A A. code, much water has been spent for details of
the anonymous works. The British Museum code also pre-
fers to use form headings, e.g. periodicals are entered umder
the heading ‘Periodical’; Dictionaries under ‘Dictionaty} etc.

\
Cutter’s Rules for a Dictionary Catalogy

‘Gutter’s Rules for a Dictionary catalogue: Sad first pub-
lished in 1876. There are 369 rules, Hisxifles are meant
for the compilation of a Dictionary catdlogue, and he has
made provision for both author and-Subject entrics. It is
not limited to any particular librarydike the British Museum
code. In framing his rules, he Aad in his mind the public
in general. He therefore urgec.for the convenience of the
public. The general tendefiey of his rules is to accept the
best known form. He hasno rigidity on the contrary he
has alI.owed _libﬂ‘tY to, the Eataloguers. But for the purpose
of. maintaining consistency and uniformity in catalogue en-
tries, the idea Kgbést known form cannot be entertained.

'I_"he AA, codp,_ n the other hand, tries to maintain con-
sistenicy and.wdiformity in entries,
. A\ .
. n  A.A. Code or the Jaint Code
1‘&},’%1}% AA. Code or the Joint Code was originally pub-
19.0 ¢d in 1883 as American Library Association Code. In
1904 an agreement reached hetween the Library Associa-
can Library Association to pro-
du(}fe an.Anglo—Amer.lcan Code with a view to establishing
unttormity of practice throughout the English speaking,
;ECS]- Hence_:u: was [_)ublished in 1908, 1t deals with the
S:llb_ ;n‘t and ‘tltle ent}"les only, but has no indication about
cati?a rf -‘;ntiles' Besides, it has too much rigidity in applF
cation of the rules. Hence the necessity arises to modify



CODES OF RULES AND THEIR GOMPARATIVE STUDY 87

certain rules of the code which were framed in 1908 repre-
senting the common practice of American and British
libraries, and which were considered suitable in the past,
cannot. possibly be applied to-day smoothly. The code,
therefore, needs drastic revision for present-day use. -1t
should come out with simplified policy of entries and full {
of expansion. C : A

"N\

AL.A. Code .

\Q

The American librarians have reached an a‘gréement
with the British librarians for framing a Joint Gagde of rules,
but they have not been happy with the AAN€ode. Even-
tually, controversy sprang up among »thé librarians in
America. One group of them liked tachave simplified form
of entries, and the other group wag an-favour of expansion.
The latter formed the majorityy I 1930, the American
Library Association started agaif revision of the code. In
1941, The American Library Association produced the
ALA. Gode preliminapp2nd edition in two parts. This
edition did not alter any qriginal rulings, but it came -out
with sufficient exP\riéion. After some years, the American
Library Association decided to publish the final edition of
the code. Agdordingly, in 1949 the final edition came out
under the smitle ‘AL.A. _cataloguing rules for author and
titles”. J is” presumed that this definitive edition' of the
A.L.A.(éﬁ}ie could not fully satisfy the American Librarians
as afvhole. So we see that an expert was appointed to go.

.'ﬂil‘ﬁ’ugh the problems that characterised the A.L.A. Code.
Fhis time the attempt was made by the Library of Con-
gress. The expert surveyed the rules of the A.L.{L Code,

- and derived principles on the basis of those rules. H}s survey
has heen published in 1953 under the title ‘Ca.talogumg 1_'1%1&5.
and principles’. He has already received wide recogmition
even by the librarians outside America. ‘The fun@amental
principles decided by him are considered as quite satisfactory.
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Comparative Study

The comparative study of the Tules should he read.

together with the A.A. Code, because only those that are

most important, and are in everyday application, have been
considered. Besides, the rules have not been given in fulf, -

Joint Authors (AA. rule 2)

According to the A.A. Code, for a work written\‘ by)two
authors entry is made under the one first mentioned on the
title page, followed by the name of the second( “eyg.

Saha, M N |, and Srivastav, B\I\
A text book of heat ’

If there are more than two authors, !;héhame_ of the first is
followed by ‘and others’, €.g. AV

Majumdar, R C Vand others,
An advanced-history of India
Cutter (rules 3 and 4) recommends entry under the one men-

tioned first on the title page of all works written conjointly
by several authors with references from the others,
in the revised A J.A)Code

ing added entuje Jor any o

ther authors. The headings for

;)he main entries’of the examples stated above would therefore
H AN : ' ST
N\ Saha, M N
'\'\\“ © Majumdar, R ¢

others” are omitted from the
logue code (rule 122)
works written by two authors,

authors; the name of the first mentioned author alone is to be

So also:
{rule 3) with suggestion for mak- .

re than two, the heading con-

ned first, and the words “and
heading. The Classified cata- |
agrees with the ‘A A, Code so far as

But if there are threc Or more

i
i

4
i
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nsed as heading and the word ‘etc’ is to be added thereafter
(rule 1222} instead of ‘and others’ recommended by the A.A.
Code,

Revisions (A.A. rule 19)

The A.A. Code recommends main entry under the
reviser only when the original text receives drastic change
in the hand of the reviser; otherwise the original author will
get the main entry. : >

Cutter (rule 18) has the same ruling as regards gheyrevised
edition. of a work. ‘The same ruling has been{given by the
ALA. Code (rule 20) excepting that the Al Code allows
either a refercnce or an added entry vad@the one not in-
cluded in the main entry, the AL, .‘Code has given defi-

" nite instruction that an added ents¥ should be made. The

British Museim code has no ruling for revision. Ranga-
nathar has no ruling. SN

Translatiods (A.A. yule 21)

The main entry fersthe translation of a work Is made

 under the name of zﬂﬁ original work with an added entry
. under the translator ' '

- The same @ule has been stated by Cutter, the British

Museum Codé-and the A.L/A. Code. Ranganathan does not
give any #G1& on the form of heading to be chosen for a tran-
o slation\\:tl\*fé_ believes that the above rules prescribed by other
' codes‘}lay be omitted if the Canon of Ascertainability is

s

foljowed i.e. in terms of what is indicated by the title page.

\\m‘:" ' - Compound Surnames {A.A. rule 25)

3

Both AA. and A.L.A. Godes agree in making catalogue
entry under the first part of the name with a reference from
the other part, e.g. E
' Dash Sharma, K.
Roy Chaudhury, B.N.
Campbell-Johnson, H.

A

Q"
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A reference is made for Sharma, Chaudhury, and Johnson.
Cutter (rule 28) suggests to treat compound names accord-
ing to the usage of author’s fatherland. That means, the
English name should be entered under the last part of the
name, and the foreign one under the first part, e.g. ~

Johnson, H. Campbell. A

but Dash Sharma, XK. A

The British Museum Code (rule 11) prefers entty. for com-
pound names under the first part of the name. except the
English and Dutch names in which case ehifies are made
under the last part. In case of English names, it has simi
larity with Cutter. Ranganathan (rule\J2111) suggests that

compound surnames and forenames areto be written in their
entirety. ' Y

Surnames with ;brg’ﬁééﬁg {AA. rule 26)

Surnames with prefixe§dare in general to be entered
under the part followingithe prefix with the exception of
some English, French/(Spanish and Italian names. There is
agreement i the main.  Only minor modifications are in the
other codes incliiding Ranganathan’s code.

\~1~Pseudonyms (A.A. rule 38)

The_é.A. Code prefers e
authory~Eit can be found;
undexthe pseundonym.

w3The ALA {rule %0
©f the A A, Code, still a

ntry under the real name of an
otherwise the entry shouid go

) though agrees with the directions
\ ‘ PPears to be quite close to Curter who
Jtends to the ideas of best known name. The AL A. Code in
rule 30A (2)_ advocates the practice of the Library of Con-
gress where entry is made under the pseudonym in case of
writters who' are better known by their pseudonyms, |
The British. Museum (rule 20) prefers entry under the
pseudonym followed by the real name in square brackets.
Ranganathan - (rule 195) suggests that if the title page
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] gives only a psendonym in the place of the author’s name, the
pseudonym is to be used as the heading and it is to be fol-
lowed by the descriptive word ‘pseud’ written as a separate
sentence.

Married Women (A.A. rule 41)

The A.A. Code shows both British and American ,r\u]\-
ings in respect of the form o be adopted for the names of
married women. The British rule is to make entry always
under the earlier name with reference to the latep,0ne} while
the American rule makes entry under the latestQf‘rn of name
unless she is better known by an earlier namey’

Howarth, Julia, afterwards M:rs,x;]js\)hn Mason

The A.L.A. (rule 46) agrees with@l}e American variant,
while the British Museum (rule M1) agrees with English
variant. P\

R

Cutter (rule '24.:) p}'efﬁf; entry under the best known
form. A "
Ranganathan :h:%fi no ruling.

Ancient “Creek Writers (A.A. rule 49)

According"io' the A.A. Code, ancient Greek writers are

to be entexéd> under the Latin form of their names. FTor

~ cxample/the book ‘The Iliad of Homer’, or the ‘Agamemnon
‘ by A.QSQ}‘}?]I!S’ should be entered as follows:—

e

? N Homerus
Q) The Tliad.
N Aeschylus
: Agamemnon. .
References may be made from the English form of thewr
| Names, e.g. Homer, Aischylos.
| Cutter (rule 32) and the A.L.A. Code (rule 58) have
given the same rulings as the A.A. Code. The British Mu-
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seum prefers entry only under the English form of names; eg.
Homer and not Homerus. '

Ranganathan has no ruling.

Government Publication (A.A. rule 58) A

AA. Code agrees to cnter Government publicabions
under the names of the country, state, city, etc. ¢

Cutier (rule 46) agrees, and corrcsponds to, .t.jk;é' rulings
of the A.A. Code. _ P, \ R

British Museum (rule 5) agrees to make\ €ntries under
the country, state, city, etc., but instead of usfng the heading .
‘Great Britain, British Museum use England. :

AL A. (rule 72) corresponds tolthe ruling of the AA. .
‘Code with minor modifications geparding scientific papers
published by the Government)institutions. Ranganathan
{rule 1231) suggests that if the torporatc author is a govern-
ment and not any specificypatt of it, the heading is to consist
of the name (in the favoured language of the library) of the -
geographical area. ..\ : |

4

X X Societies (AA rule 72)

Societies-ave’ entered under the first word, not an article -
of the nqu:ﬁof the society, with a refercnce from any other
form Qf\‘ll}me by which they are known, and also from the
nan}é\@E ‘the place when known, e.g. ' -

. ‘ Indian Library Association
~O ‘Tagore Society

\, 3. Catter (rule 61) agrees with the ruling of the A.A. Code. |
So also the A.LA. Code (rule 91), "
. E:rxush Museum' (rule 5) prefers entry for international
societies under the name of the country they belong, and the |
«g:;llfrg undel_" t‘he name of the head-quarters. Ranganathan :

es no distinction between society and institution. For

~his general rule for both see rules for institutions. ;



CODES OF RULES AND THEIR COMPARATIVE S5TUDY 9%

Institutions (A.A. Tule 82)

Both the A.A. (rule 82) and A.L.A. (rule 92) codes ap-
prove that the institutions should be entered under the name
of the place where they are situated, e.g.

London. Science Museum.
Bombay. Public Library.
Delhi. Observatory. O\

Catter has no general rule, but he agrees with the A A.
Code. N
British Museum also agrees, but does not allow any ex-
ception regarding natiopal institutions in.'which cases the
direction of the A.A. Code is to enter undenthe name of the
country, e.g. \\
India. National Library,‘Eélcutta.

Institutions with propex noun or adjeciive
(A.A. rDic' 83)
The institutions whic;l:if yre distinctive in character in
that they begin with a proper noun or adjective, are entered
directly under the frgs word of the name, €.g.

%Bose Institute, Calcutta.
) Tate Gallery, London.

Cutter((stiles 61 and 77) has the same ruling, i.e. to enter
ins‘titllti,&tm’\ﬁnder the first word of the name.
MOA. Code (rule 92A) adopts the modification No. 2
of the A A. Code where it says that the scope of the rule may
__beapplied only to institutions of the British Empire, and the
(WUnited States. The foreign institutions would therefore be
entercd under the place even if their names begin with a
proper noun or adjective. British Museum (rule 5) prefers
entry always under the place. Ranganathan (rule 1232) has
abolished the distinction between society and institution.
He prescribes the name of the body as the heading instead
of using the name of a place as main heading and the name
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of the institution only as sub-heading. When it is necessary
to distinguish between bodies having the same name, a place-
name is appended to the heading.

Anomwymous (A.A. rule 112) i

A.A. Code directs the entry of an anonymous work undes
the real name of the author, if it is known, ctherwise under
the first word of the title not an ardicle, ¢.g. <\)

‘ The way to life, by ‘the soldier’. O
The unveiled heart: i simple story, by“the author

of Early Impression, etc., etc. . O

Elizabeth and her German garden{‘;ﬁmhor of

The solitary summer.,

Both Cutter (rules £ and 120) a e:l‘;ik\.i..A. (rule 32) have
given the same rulings. British Miseum (rule 18) accepts
a work as anonymous, if the author’s name does not appear i
it. No effort has been made g move heaven and carth for
finding out the real author @fthe work. :

All anonymous worksite entered under the first word of
the title, not an article; ‘but there s a tendency to cnter anc
nymous works undet'the keyword rather than the first word.

Ffjr example, entry for the work “A new creed” by (D. A
Sinclair) will leyas follows:

MNiCreed
”\\" A new creed, by {D. A, Sinclair)
anganathan (rule 189) directs that the book alone shall
be rh’} source of information. $§o he says 1f the heading calr
Aot be chosen in accordance with any of the other rajes of
“\'this chapter, the first word of the title of the book excluding:

an mnitjal art_lcle Or an mitial honorific word, if any, is to he
used as headlng. ' :

Periodicals {AA. rule 121)

Per10d_1cals are entered under the first word of the title,
Mot am article. Sometimeg periodicals change their ‘titles.
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The A.A. Code has given both British and American views.

The former prefers entry of the periodical which has changed

its name, under the earliest title, while the American rule
- ds to enter it under the later form.

A.L.A. (rule 5C) follows simply the American variant of,
the A.A. Cede, namely entry under the later form of the
periodical. )

Cutter (rule 133) agrees in the main. British Museum
{rule 17) prefers entry of a periodical under the formiheaving
“Periodical publications” with the name of the plaee‘of pub-
lication as sub-heading, e.g. N

Periodical publications. Calcutta.
Science and Culturci’.‘v‘.‘ 22, No. 2
August, 1956

According to Ranganathan, the heading of periodical
publication is to be its titlefollowed by the name of its
sponsoring body, if any, and the name of the appropriate cor-
porate body, if it is of corporate authorship and not merely
of corporate sponsorghip.. That is to say he prefers title en-
tries unless the ibdicals are “of corporate authorship and
not merely cc')rpgﬁe sponsorship”.

Aimga}i&cs, Yearbooks, etc. (A.A. rule 123}

Almglz}af:s, yearbooks, etc. have been stmilarly treated as
PeTiULQéaI’S. That means, these are also entered under the
titles, .

N »Cutter (rule 102) and ALA. (rule 50) have the same
_yulings. British Museum (rule 17) enters annuals under the
heading “Periodical publications”, and almanacs under the
form heading “Almanacs”, €.8-
Periodical publications. Calcutia.
Science and Culture, V. 22, No. 2
Almanacs
Whitaker’s Almanac.
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Directories (A.A. rule 125)

Directories are usually issued as apnual publications, and

are similarly dealt with as Year—books etc. :
All the codes excepting British Museum agree m the*
main to the title entry of the directories. DBritish \eluseum\
uses the form heading “Directory”, ¢.g :
Directory A

The Times of India Directorys

Coliections (A.A. rule 126)7) ’

The collections of independent work§g¥ritten by severd;
authors are entered sunder the compllQr, or the editor who
may be personal or corporate. ‘O 'ﬂ

Cutter (rules 98-104) prefersiéntry under the title, other
wise he agrees in general. Reparding sub-secton I of the}
A.A. Code ruling for coliectmns Cutter (rule 104) agrees, but
he differs as regards subsectmn II where he prefers t‘:nmT
under person. ;

British Museutg (rule 15) prefers entry of co]lectmns
under the name f the individual, otherwisc agrees in trt:neral
to the rulingg c}f\}he AA, Code. s

AL.A.Code (rule 5A) differs only in case of the AJ’L’
Code rufing’for festschriften and similar collections. It Pr‘EL
fers enftby of such works under the editor.

\AcCordmg to Ranganathan . (rule 61), an ordinary con
[posite book is to be dealt with as a simple book ignoring the
N contrlbutors except for index entries.

\“\

:

,..\
X

\/ Encyclopedias (A.A. rule 127)

The A.A. Code prefers that encycloped1a<; should be f“

tered under the editor, unless it is better known by the it

ALA. (rule 5B) reverses the A.A. Code rule, and Suggesﬁ

that it should he entered under the title unless decide
better known by the edjtor.

Cutter (rule 191) suggests form entry of encydopedlﬂi

=9
Py

3
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and indexes. British Museum also prefers entry under the
form heading “Encyclopedias”. Ranganathan {rule 128)
suggests, rather categorically that if a book is a general bio-
graphical dictionary or an encyclopedia belonging to the class
generalia, science general, useful arts or social sciences . . ., the
first word of the title of the book excluding the initial article
or an initial honorific word, if any, is to be used as heading,,

2\ A

Series Entry (A.A. rule 128) O
All series are entered under their titles, unless, chey are
universally known by their editor, or publishers,
Cutter agrees with the A.A. Gode. British Museum {rule
15) differs, and prefers entry under the editor) if that is given.
A.L.A. (rule BF) agrees, but suggests entry of some series
published by the Society or Institutien’under the Soctety or
Institution. O

. > 3

C XY

Réf}!!:énces

L. (Iataloguiqggules: author and title entries,_cqm-
pilediby tommittees of the Library Association
andhof the American Library Association. Eng-
Jish” edition. London, The Library Associa-

odion, 1953. '

,"\\"\ALA cataloguing rules for author and title en-

R\ tries, prepared by the American Library Asso-
A ciation. 2nd ed. edited by Clara Beetle.
<3 ) Chicago, American Library Association, 19490,
3 The classified catalogue code, by S. R. Ranga-

nathan.  3rd ed. 1951.

4. Heading and Canons: comparative study of five
catalogue codes, by S. R Ranganathan.
London, 1955.

niLe—7

Q



98

LIBRARY CATALOGUING

A primer of cataldguing, by Dorothy M. Norris.
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. CHAPTER 9 °
INDIC NAMES

We may divide Indic names into two major divisions—
Hindu names and Muslim names. Of course, there are Bud*
dhists, Jains, Christians and others who have got different
‘systems for the formation of their names. But we may njhiniy
confine ourselves to the major two divisions just named.

Hindu Names .«z’\i

Hindu names are bewildering in vanety. Variants—
dialectical, orthographical, etc—are,‘#p0 many. Faulty
transliteration and wilful distortior;?g')}an original form of
name are also causes of variationss)Some of the common
‘variations may be stated thu§:;.’j"‘

(1) Use of double family name specially in some Bengali
community such as Das Gupta, Ghosh Dastidar, Guha
Thakurta, Pal ChoudHiiry, Ral Mahassai, etc.

(2) Diﬁerent\igélfing of personal and family names SuC}‘I
as ‘Nilbaran’ (personal name) as ‘Nil Baran’, ‘.Neel Baran',
‘Nil Baran's (NGil Boron’; ‘Mukherjee’ (family name) as
‘Mukherjga\’;""Mukherjee’, ‘Mukherji’, ‘Mukerjee’, 'Mu’kef-
jea’, ‘Bﬁi}&’r]’i’; ‘Goolzarilall’ (family name) as ‘Gulzarilal’,
‘Guljdrital’.

; \’j \(3) Omission of family names such as Rajendra Prasad,
<‘§Jd'aysankar, §ri Arabinda, etc.

Place of nativity, father’'s name and_ c:ertain epi_thets. are
attached to distinguish between twa individuals having simi-
lar personal names and to identify them. But these do not
occur in the same fashion in all cases. The version of Dr.

- 99
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. feither in form or in spelling,
. . + - . -
‘personal name is a distinguishing factor.
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S. R. Ranganathan who has done much spade work on Tadic
names is quoted herc:— | '

“In Western India, the patronymic name is usually pre-
ceeded by two names. The first name is the personal name
and the sccond name is the personal name of the father—e.g.
in Mohandas Karamchand Gandhi; Mohandas is the REE:
sonal name of Mahatma Gandhi, Karamchand is his father's
personal name and Gandhi is his patronymic or famil\y’néme.

In Bengal, the caste name is usually prececded by a per-

sonal name originally treated as a single word. {"Ehis single

word is now, in most cases, split up into two wotds to be used
as 1f they are two distinct Christian names; e'g. Rammohan
Roy has come to be written as Ram ohdan Roy; Ramesh-
chandra Dutt, as Romesh Chunder {J}){f, Chittaranjan Das

as C. R. Das. ..

N\ J

---In South India. .. except(in“a few very recent cases,

“the word denoting caste or having some patronymic signific-

ance is subordinated to thc..pt;rsbnal name, though it is either
written after it in full afa separate word or compounded
with the personal namesso as to form a single word, but it is
never contracted to~mitials. Some also, omit it altogether.
In the case in wh'\éh"it is omitted or assimilated with the per-
sonal name, thé\last word in the name is the personal name;
otherwise thé’penultimate word is the personal name. The
word reprgsénting the personal name is usually preceded by
one orgdwe words. ‘What the words represent would depend
upomthe part of South India to which the person belongs:”
AWA cataloguer has no business to alter a personal name
for the form or spelling of a
But as surnames

variously spelt and translitered are mostly of commen origins

or ctymology, they can be standardised into Sanskrit or origin-

al forms, and not so the personal namcs, as each variant is a
distinct name used for identification..

The family name or surname did not come into regular
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use before the middie of the nineteenth century. About the
middle of the nineteenth century, a tendency appeard among
the Hindus to assimilate their names. in the English forms of
Christiann name and surname, by adopting the family name as
the surname and the penultimate word as the Christian
names. '

Q
Muslim Name K\ \"
A muslim namc consists of one or more groups ofwords
representing professional title, personal name, the ame of
the father, the conferred title or nick-namef the relative
name, the literary name and the. family\name. "Recently
muslims are simplifying their names as sresult of European
influence. Sometimes they convert gaft of their fullname.
with surname or last names. A/

Rulings of pijférent Codes

According to A.A. Code® (rule b4), the general practice
regarding Indic names is to enter under the personal name
which is generally ¢h first. A reference from jthe family
Name or SUTHANME n'\friéh is usually the third is to be made.

e.g. Dhana h‘opal Mukhopadhya with reference from
Mukhopadhyé?, Dhana Gopal. :
If there ar{ gnly two names, refer from the second. .

corsFumayun Kabir with reference from Kabir
Hum 1. .
But\where family names have been adopted according to

M\W‘eétcrn usage, entry may be made under the family name
\and refer {rom the personal namg.

s
!'
|
|

cally-—those prior to the middle

e.g. Dutt, Madhusudan with reference from Madhusu-
dan Dutt. - : N

Rule 70 of the A.L.A. cataloguing rules makes provision
for the rendering of Indic names in catalogue entries. For

convenience Indic nariies have been catagorised choronologi-
of the nineteenth century
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and those after that pericd. . The rule states thus:
' “Enter Indic writers prior to the middle of the nine-
teenth century under the personal name (usually the first)

and refer from the family name or surname {usually thé
third)”.

N\
. €g. Keshab Chandra Sen 1838-1884. O\
‘with reference from ' : A\
Sen, Keshab Chandra. A y
‘When there are only two names, refer from thesecond.

e.g. Bhudeb Mukhopadhya. \\
Mukhopadhya, Blhiudeb.

‘Where family names have been adopted 'ﬁ}c’ording to Western
usage, enter under the family name}ﬁrefering the transli-
terated form adopted by the authdrwhen he has counsistently
used a form differing from the, génerally' accepted translitcra-

tion. Refer from variant forms and from parts of name not
chosen as entry word. N

€.g. Acharya, Vingbha Bhave,

Bhave, Acharyas/Vinova.

The Library\&\f‘Congrcss; Washington in collaboration
with the cataloguing division of the A.L.A. has proposed to
owing lines:—

Tevise the AKA. rule 70 in the foll

(QZ,\The heading for an Indian author is given in the
%J transliterated form adopted by the author in
R\ Western languages or 'in uge m reference sour-
) ces; it no such form is known, it is given in
7\ liberal transliteration.

2 &
\ s
) 3

(b) The titles and honorific words of Indian authors,
whether given first or last, are to be added after
the names. Reference may be made from these
titles which are used by other persons as namcs,

with the exception of Sri’, ‘Srimati’ which are
common terms of address, '
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{¢) Indic writcrs born prior to the middle of the
nineteenth century may be entered under the
first word of the name, and refer from the last
word.

{d) A modern Indic author is to be entered under
his surname (usually the last) if his surname has
been adopted according to Western usage; bu:t\
if a modern Indic author has not adopfed a
surname according to Western usage, eatfy may
be made under his personal name, adding other
names in the given order. Refepfrom the last
word, and when more than twe Words are given
from the last words. N

{e) A South Indian author ey be entered under his
personal mame (which)is usually the last ox
penultimate word).2s ‘used by the author. If
the personal nam,'efis' the penultimate word, the
last two wordsre to be considered a compound
name. Refer from other parts of the name.

Dr. S. R. Rang 4than in his Classified Catalogue Code
{rules 1212-1216)shas dealt with Hindu and Muslim names,
and has formulaged rules for rendering such names as head-
ings in cataloghe’entries. He has prescribed thus:

“In thé/¢ase of modern Hindu names, the fast substan-
tive worduin the name is to be written first and all the carlier
wordsiand initials are to be added thereafter; except that in
the“etse of South Indian names if the last substantive word

@éfbly indicatcs caste or community and the penultimate
word is given in full on the title page; the last substantive
words are hoth to be written first in their natural order”.

e.g. Anand, Mulk Raj.
Gupte, Bbalchandra Maheshwar.
Venkataramana, Krishnaswami.
Ramaswami Aiyer, G. P.
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CHAPTER 10
ANALYTICAL AND CORPORATE ENTRIES

Analytical Entries

The catalogue of a library should be such as will disqlq’sé”.\
all its resources to the readers. For each and every publiea-
tion added to the library, the cards for author, subject, in
some cases for title, etc. will normally be madé, (but one
cannot yet say that his catalogue is complete. (Begause, there
may be valuable mdterials hidden in books ofessays, stories,
dra-mas, cte, and in periodicals. That me\im\ a chapter of a
book, or an article of a journal may P& bf much value to a
reader, hut such an important matier-may not ever see the
light of the day, unless there is ¢he’ policy of analyzing the
contents of the books, joumals,*dt;c. For example, a general
book on ‘architecture’ may “eontain a valuable chapter on
‘House design’. This chdpter may be of use if it could be
catalogued, and filed with other entries on ‘House design’ in
the sdbject catalogu§ Similarly, suppose a single vq]ume
contains sections<by’ Dr. R. G. Majumdar, K. M. Pamkka'r,
and Professor, Hﬁmayun Kabir. If only one author card in
the name ol”\]}r R. C. Majumdar is made, the readers will
fail to ﬁriia'ny clue to the other parts of the same volume
mitten';ﬁy Panikkar and Kabir. The entries should be m:fldq
for ¢he' other parts also. Such cntries are called analytical

thies, '

The analytical entry is the entry of some part of a book,
or of some articles contained in some collection, volugles. of
essays, serials etc., including a reference to the publication
which contains the article or work entered. Therefore, the
analytical entry describes the part of a work catalogued. In

105
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this respect, it differs from an added entry which covers the
‘whole of a work. The analytical entry contains a rcference
to the work from which the portion analysed is taken. The
reference is given in parenthesis, and contains the word b
the heading of the main cntry, brief title, date of publica-
tion, and the pages occupied by the analytic. .

The A.A. Code lays down that analytical entties) may
be made under author and title, for distinct palﬁts}\ﬁf works,
or collection which may be with or wit.hou]:;Séparate title
pages.  But analytical entries for subjects af ‘parts of a work
are also necessary. Author and title aﬂzhyticals are fre-
‘quently made for literary works, wheread subject analyticals
are made for non-fictions. x\\

_ Author A na‘ijhc

An author analytic should\invariably be made (1} when
part of a book is written By some person other than the
author of the main part gf'the book, (2) when two or more
works of an author ae “published ¢ gether, but no indica-
tion of the second of Subsequent works is given on the title
page. \‘ _

But no anaﬁtical entry is necessary for {a) an author’s
<collected works’with a general title e.g. complete works of
Rabindriamiifh Tagore, (b) collection of stories from periodi-
cals pp]g{hhed in 2 book form under a collective title, c.g.
Shori\stories from Modern_Review, and (c) the part of a
boak ‘the title of which may fall under the same alphabet

m:a;g the main title, e.g. Text book of heat and light, 2 pts., ihe
< ;'ﬁl:st part of which deals with heat and the second part deals
with light. Besides, if the author of the analytical cntry
and thf? author of the book are the same, an author analytical
€Nty Is unnecessary. In ali thege cases, the main cards
should contain, either ip the form of a note or content, the
fact that something clse is contained in the hook.
In making the author analytic card, the author of the
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title for which the analytic'is being made, should begin at
the outer indention. The ‘title starts at the title indention
followed by thc name of the author. In the line - below,
starting from the title indention, give in parenthesis the
word ‘In’ followed by the main author in the inverted form
as it appcars on the main card. The name of the editor
should also be given in inverted form, and at the end aftex
the editor’s nare the word ‘editor’ may be inserted. it
author analytic consists of a particular article containéd’ in

" a pertodical, the name of the periodical is given with, volume

and issue number. The author analytic cénitains  the
following: — V

Author’s name RN

Title followed by author’sghame

Author or editor’s name{of the main

title, name of thpz periodical,

Main title in brief{®

Imprint date o8

Volume or part"

Pages :m‘\‘

A space of oné& eentimetre should be given after each

ltem. N

——

0
| \V

Q_\éé_hendale, M A

(&)

NS Sanskrit language and literature, by M. A.

In Majumdar, R. C. and Pusalker, A. D.
editm("s. Th{: history and culture of the Indian
people, V. 11, 1958, pp. 243-278}

Fig. 37. Author analytic.
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g

Sayidain K G

| The teacher we ‘need in Yndian to-day, by

K. G. Saiyidain. : O\l

] (In The Education Quarterly, V. 7, Nog. 29,1

/pp. 40-56) ' <K\ |
: S O

Fig, 38. Author analytic,

) ®
NS

p x"‘\ Tutle Analytic

The title :arg}ytical entries are made for all works [ikely
to be looked for under their individual titles. They are
usually ‘ zi(fj,e for fiction, drama, anonymaous works, striking
essays, i€ They may be prepared even for the titles of
nove&,\p’lays, ctc., contained in collections. Such titles are
li}f,éiy to be asked for Separately, and as such title analytical
entries should be made, :
~ In making tige analytic card, the title of the part to be
found should be Written on the top at the outer indention
followed by the name of the author of the analytic giving

2\
\3
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|
f

l .
Poiitical theory and administrative system, by

Prasad, Beni ....
(In Majumdar, R. C. and Pusaiker, A. D.
«cditors. The history and culture of the Indiand
people, V. II, 1953, pp. 303-331) AN

i . N

Fig. 39, Title analytic.
Subject Analytic
Subject analytic’gs“}buld normally be made for new
subjects and those not represented in complete works. In
other words, subjegt analytics are made for parts of books
where the subjé6t heading for the main part of the book
does not covér“the subjectmatter of the remaining portion
of it. InSdew of the fact that the subjectmatter of the
Temain'iﬁg portion of the book is important enough to be
brought to the notice of the users, subject analytic should
be\made, The part of a book may give useful information
}hat is not easily available elsewhere. . '
In making the subject analytic card, the subject heading
of the part analyzed should be written on the top line
beginning at the title indention. On t.he.lme below, the
author of the analytic should be given m 1nvertefl form at
the outer indention, and on the line below, the tltl.e of the
analytic is to be given together with the necessary informa-
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tion in parenthesis in the same form as it appears on the
author analytic,

Example:—

Sculpture—Inidia | O

Ray, Nihar Ranjan, )

S

Sculpture, by Nihar Ranjan Ra ‘ R S
{(In Majumdar, R. C. and Pusalker, A. D.}
editors, The history and culturéJof the Indianf

people, V. I1, 1953, pp. 506-5\2@)

|
|

AN .
\iPﬁg 40. Subject analytic,

There is & feeling for more detailed analytical catalogu-

ing. Thig\$/necessary for quick, and efficient reference
work; hehce attempt is made to bring out different aspect
of sl:rlgjc\ct to satisfy research workers. But such a demand
is ;gﬂh'e to make the catalogne bulky. Also it- becomes
Amwieldy, and the readers may be bewildered in such huge

“\\mas:

\ )

s of analytical entries. Moreover, it should be considered
how much of these entries will likely to be used in compari-

son with the amount of labour and time mvolved. So the
policy of weeding out of analytical entries is perhaps-
necessary 1n much the same way as books are weeded ont.

However, it depends entirely upon the cat

aloguer to deter-

mine the policy of analytical cataloguing. He should take
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into consideration the amount of catalogue space, time and
strength ol staff at his disposal, before he proceeds with the
policy of detailed cataloguing.

Besides, there are in these days many printed indexes.
well covered up to periodicals, collections of essays, plays,
pocms, ctc.  In view of this, it is mere waste of time, energy,.
and space to deal with analytical problems. A

. . ) .\‘ \,,.
Corperate Entries . A

The most important and at the same time moﬁttdiﬁicult i
task is to catalogue books and other printed ,m:}t:erial pro-
duced by corporate bodies such as publications”of societies,
institutions, official publications of governments and their
departments. For the existence of ;such” publications, no
person is primarily responsible. TheCorporate bodies are
the ‘authors of their publications., ‘Such autthors may be
divided into four groups: = &%

(A) Government bodigs. -
(B} Societies. . {°
(C) Instituti«@fs:t,
(D) Miscellaneous corporate bodies- other than the
tlirce mentioned. -
7ol

A, \G"p\z)émment Publications (A.A. rule 58)

TI:;‘;:\ publications issued by governments and t.heir-
diffetént agencies are called the government publications.
\ﬁ[‘lccording to A.A. Code, the general rule is to make the mairr

€

2

try of the government publications under the country,
state, etc, responsible for the appearance of the pubiications.
The name of the issuing department or office governing
body, committees, commissions, etc. forms a sub-heading, e.g.

India. Ministry of Education.
West Bengal. = Department of Finance.
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The name of the department and not the name or title
of the officer is to be mentioned. There is however a
provision that a reference may be made from the name of a
departmental head to that of his department of office. If
there Is no responsible department and the name of the
oflicer is the department, in that case, the name of the offiver
is considered as the department such as: N
Great Britain. State Entomologist. AN
Although it has been said ahove that the d& sartment is

entered as sub-heading of the main headingyyet ‘the depart-
ment or a scction which is itself subordinatd\fo a department
is cntered directly under the countryyand not as further
sub-heading, e.g. PNY

India. Meteorclogical Ofﬁé}g {(with reference from

Ministry of CivilCAviation).

But minor divisions and _offices are usnatly to be sub-
ordinated to the bureaun .‘Qﬁj’:d'epartment of which they form
a part, e.g. AN -

India. Ministry of Finance. Statistical Division.

In entering t,hg”;}lame of departments, bureaux, etc. there

are two possibilities: S

(a) Direct form, ¢.g India. Ministry of Education.
(b.): Jadirect form, e.g. India. Education, Ministry of.

l?ai;}ithcr of the.sub-headings, ‘sec’ reference is neces
saryke:g.

N India. Education, Ministry of.

) : See

India. Ministry of Education.

India. Ministry of Education.
See
India. Education, Ministry of,

If any report is made to a governing body by an indivi-
dual other than an official, the entry is made under the name
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of the individual with added entry under the body to which
the report is made, e.g.

Report of Sarkar Committee on the development
of higher technical institutions in India—sub-
mitted to the department of Education, Govern-
ment of ‘India and published by the Central{
Bureau of Education, India, 1948, O\

But in case the report is made by an official he féCEivés
only an addéd entry. If it is matter of his routine agrks, he
does not receive even an added cntry, e.g. \\ '

“Report on public instruction "“West Bengal
for the year 1952-53” prepared)by Dr. P. Roy,
Director of Public Instrucigiéﬁ, West Bengal,
1955. : O

So far examples have been sgei% Jollowing the rules laid
down in the A. A. Code. Pgrt{éularly rule 58 which advo-
cates enlry of governmentpub”lications- under the name of
the country needs modification. An Indian reader is
unlikely to search fqgigovemmcnt publications under the
heading ‘India’. (JhJthe author’s opinion, the Central
Government puhl%ﬁtions should be entered directly under
the name of the Ministry omitting the word ‘India’ from the
heading, ésides, the indirect form should be adopted ie.
the gm_-'er«im(:‘nt departments are to be entered u.nfiler the
distingﬁﬁsh’ing names in the titles. Thus the MIHISFI}’ of
Defexice gets the entry as: .

~O Defence, Ministry of.
Nihe Ministry of Natural Resources as:
Natural Resources, Ministry of.
ment p'ublications should, how-

The provincial govern .
the name of the province

ever, he entered under
governed, e.g.
Bihar, Finance Department.

n:ig—8
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Publications issued by foreign governments should be
catalogued with the country’s name as entry word. This is
necessary because the reader is not always surc of the precise
designation of a foreign government department. If he
finds the name of the country as entry word, he can so
find the body he is looking for. The acts, bills, statutQry
instruments, etc. should he entered under the , 6fficial
abbreviated form of the title of the document folloyed by
the date,

2N
L 3

Laws (A.A. rule 62.65) (0
The laws, bye-laws of a country or state’whether collec
tion or single law on particular subjegs, single act, etc. are
entered under the country, state or }ng;lity. The compiler
or the editor, if there is any, mustiget an added entry, e.g. |
India. Statutes. o
The employces State Insurance Act,
1948 (modified upto the 15th January, 1952)
West Bedgal. Statutes,

. The Bengal development (amendment)
Act, 1954,

A reference showld be made from the name of the Legislative
Body, e.g. ;:.\

\\ India. Parliament.
) % See

A\ " India. Statutes.
£\ .

“The reports of the law proceedings in a particular court
should be entered under the court with an added entry
under the reporter, editor, ot collector.

Society Publications (A-A. rule 72-81)

A society is an organisation of persons associated together
for the promotion of common purposes or objects such as,
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tesearch, busingss, recreations, etc.  ‘This includes academies,
learned societies, associations, and societies of all kinds—
_scientific, technical, edncational, benevolent, moral, etc.; also '
clubs, guilds, secret societies, affiliated societies, political par-
ties, religious sects, etc. _

Socicties are to be rcgarded as the authors of publica- {
tions [or which they are responsible. All their publicatigns
such as, proceedings, reports, etc. are to be entered under
the name of the socicty. The first word (not an article) of
its corporate name gets as entry word. A reference®rom any
other name by which a society is known, specially’from the
name of the place of head quarters should be\made, e.g.

Anthropological Society of Bombay'with a reference
from Bombay. Anthropolégical Society.

International Sbciﬁ;'g&‘;(ﬁ.A. rule 73)

Socicties whose activitiestextend throughout many coun-
tries or that have anthorized™armes in many languages, should
be entered under the Falish forms if they are used officially.
If there is no English form, entry should be made under that
official form which\)ccurs most frequently.

In”fefnationa] Federation of Library Association
.j\:League of Nations
'»\50 . .
N\ United Nations.
A :

2 &

oy
g

~O° Alumni Associations (A.A. rule 75)
A% Alumni associations are commonly called stuqer}ts’ asso-
ciation. The publications issued by these associations are
entered under the school or college or university to which
they are attached, e.g.
Presidency College. = Alumni Society.
Calcutta University. " Alumni Congress.

Bl
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Political Parties (A.A. rule 81)

The publications such as proceedings, manifestoes, cam-
paign books, etc. of political parties are to be entered under
the name of the party; e.g.

~ Indian National Congress.
Official Proceedings of the 59th session (),
of Indian National Congress held in O

January, 1953, at Kalyani, N

Q

o

C.  Publications of Institutions (A.A. xile 82.111)

Institutions are entities whose funceons’ require a plant
with buildings, apparatus, etc. as distingliished from bodies,
organised groups of persons such as .s%i:ietics, associations, etc.
whose duty may be performed eghally well in one place or
another, the necessity of having, aspermancnt material cquip-
ment tends to identify the institution with a locality.

Included in the rulescfor institutions are colleges, uni-
versities, schools, libragies,f&nuseu111, gallcries, radio stations,
ohservatories, lahora ories, churches, monasteries, convents,
hospitals, asylunys,, ffisons, theatres, buildings, etc,

The institufions are to be regarded as the authors of
publications fér>which they are responsible. Such material
as the official¥eatalogues of libraries and museums, reporls of
universiti@s,” colleges, etc. is entered under the institution
whicl}\ia\fésponsib]e for its appcarance.

\he general rule is to enter an institution under the
nabie of the place where it is situated.
™ Delhi.  Public Library.
London.  Science Museum.

Berlin. Universitat. Institute fiir Mecreskunde.
Paris. Université. Biblo-théque-

N

Th_is gfzneral rule is intended to cover the type of institution
which Is common in EVEry town or city, and which has no
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distinctive name of its own, But there are various other type
of institutions which need special mention.

Instituiions beginning with proper
noun or proper adjective (A.A. rule 83)

An institution whose name begins with a proper noun or
a proper adjective is entered under the first word of its name.
The name of the place where the institution is sitnated shohld:
be added to the heading if it does not occur in the name of
the institution. A rcference is made from the nawie of the
place where the institution is situated. R4
' Bose Research Institute, Calclttay”
Ram Mohan' Library, Calcugta’
Nizamiah Observatory, Déctan.
Lenin Library, Moscomn, ¥
Birbal Sahani Insgi,tigté,' Lucknow.

College or University Ingfé"tutiom (A.A. rule 85)

Institutions such as coli’ege and university librarifes, mu-
seums, laboratories, ohséryatories, hospitals and such like, are
entercd under the*‘(s{}}ége or university in which they are
attached, e.g. A\ ' -

Galchtta University. Asutosh Museum.
g\:P'residency- College. Observatory.

¢~ Delhi University. Library.

O National Institutions (A.A. rule 90)

¢NThere are certain national institutions which include

N 2 v . . .
\the name of the country as part of their official titles. Such
e of the country, and

istitutions are better known by the nam ;
not by the name of the town or city in which they are situated.
These arc entered under the name of the country.

India, National Archives, Delhi.

India. Geological Survey Calcutta.

India. National Physical Laboratory, Delhi.

™\
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D. | Miscelianeous Corpomté Bodies (A.A. rule 101-111)

Besides the three main groups of corporate authorship
mentioned previously, therc are some more nrganisations
which also deserve mention. These are conlerences, occasional
meetings, exhibitions, expeditions, etc. and are not connecged
with any government, society or institution. The publica-
tions of such organisations are entered either under t}l'é~tfame

or place of meeting as best suit the case. « \

s
7 %G
S

Conclusion &

o\

Corporate authors provide onc of the greatest difficulties
to the cataloguers. According to the geesent system of code
rules, one cannot make entries undepebrporate authors simple
to construct or easy to find. Butbis the duty of every cata-
loguer to help reader in finding*what he requires without
delay or difficulty. Nobodyvean perhaps deny the fact that
both A.A. and AL.A. rulesion corporate authors have over-
complicated the matteps, Both have imposcd an unnecessary
and time-consumingn?mount of petty rescarch on the cata’
loguer. There ar ‘widny who really fail 1o understand the im-
plication of the, unreal distinction betweedn ‘Society" and
‘Institution’;e\mphasised by both the codes. 'Such distinction
leaves roonts for different interpretation. There are also many
other syeli-complications.

ncTcan feel glad to see that there is a real attempt for
rewsion of code rules, Many thinkers of library science have
. \E{fm-{fardec.l already some valuable suggestions. Mr. Lubctzky
of the Library of Congtess, Washington, suggests that cor-
porate authors, like personal authors should be entercd under
their commonly used or most distinctive names. But the
proposal to enter all corporate bodies under distinctive names
requires exact definition. Dr. §, R. Ranganathan in his ook
. ;I;icjﬁfg ;g(iciéa;?tzns” rgcently pul)lishc.d boldly decides in
Y under the name of a corporate body.
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He further suggests that if it is necessary to distinguish be-
tween the bodies which have the same name, a place'-name
may be appended to the heading. These are not all. The
question of a more simplified and easily acceptable principle
of corporate authorship is still under discussion.

N
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CENTRALIZFD CATALOGUING ~

Centralized cataloguing is cataloguing carried out By, the
ceniral organisation of a large library system. Catalegding
is centralized so that all Hbraries under the systein.may get
the benefit of it and thereby avoid duplication of same
nature of work. A

Centralized cataloguing may be donéesi’ either national
or local level. It may be carried out,byra national central
organisation or bureau so that every library in the country
may make use of it. It may be dome.at local level also. The
central library of a large library sy§tem say, university library,
may also adopt the system of‘eentralized cataloguing. The
departmental libraries ofi“the university way also be
benefited. N :

The advantages d@f\the system of centralized cataloguing
‘are obvious. It sa¥es wastage of human labour in varicus
parts of the coun\m‘y all doing' cataloguing job for the same
book. Besidgs\a"very much better standard of cataloguing is
secured thatyls' possible in many a library. It also provides a
uniform §fandard entry.

. The’method adopted for centralized cataloguing is the
unitsystem. That is to say one full entry is made undcr the
__hame of the author. By the addition of any other headings -
“that may be necessary that entry serves as a subject, title or
other added entries. The value of the wnit card system may

be summed up as follows:—

1. Relieves the catalogue of unnecessary mechanical
work,

2. Gives reader adequate information under any
entry.

120
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3. Provides a standard card with uniformity of style
and structure.

4. Ts less expensive.
5. Makes co-operative cataloguing possible.

Most of the Scandinavian countries have got centralized
«ataloguing. In Germany, Holland, Swiizerland, Russia and
even in China printed cards are available. In Great Britaih,
it was a problem until 1949, The first scheme of centralized
«cataloguing that came into force in 1949 was introduced by
Messrs Elarrods. They established a centralized gafaloguing
bureau, and started preparing printed catalogue.gards. Short-
ly after this, another scheme was annourieéd naming the
British National Bibliography. This wag\organised in the
British Museum with a completely, séparate  entity. The
council of the B.N.B. has started isshing printed catalogue
.cards hesides its regular issues ;of’;dassiﬁed bibliography of
.current literature published in\the United Kingdom.

In America “Centralized, distribution f cards was first
authorized in 1902 at the Library of Congress. An agree-
ment was made to acquixe card copy from other governmen_tal
-departmental libr fey’ In 1910, this scheme began to in-
clude libraries dutside Washington. In 1926, the A.L.{&.
-co-operative ca{ﬁ’]bguing committee was established, but dis-
banded in 4940 when Library of Congress took over, the co-
-operati\Q:éfforts of the committee had been created to deve-
].Op”_l.’\'\ ° .

But none is available in India. Itis high time now for
p 'ﬁfldian Libraries to have the benefit of ceniralized catalogu-
ifig. The central Government has already under-taken ten-
tative programme for improvement of library service n the
<ountry., Huge money is being spent for increasing the book-
stock of existing libraries and their all round development.

1 Technical services Hbrarles, by Marice, F. Tanter and others. New

York, Columbia University, 1953
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While the Government is giving financial help to aif
libraries, it should also see that the materials of different
libraries is processed in a standardised manner. The present
situation is rather alarming. Few libraries have the requisite
staff and means necessary for the production of a good cata-
logue. There are even larger number of libraries where there
is no cataloguing practice. This situation can possibly be
improved if an organization like a centralized cétaloguing
bureau is established. This bureau, besides thestask of pre-
paration of bibliography of current literatur@ywill also dis-
tribute standard printed catalogue cards fortise in all libraries
like the Library of Congress and the British' National Biblio-
graphy. ' \\

One may think of having a national organization com-
posed of institutions connéected wWith books for bihliography
of current literature. In our eduntry we have yet to develop
such natiomal institutions as'are behind the B.N.B. So gov- .
ernmental initiative should come forward. :

.Accprding o thespresent programme, there will he four
Regional National Aibtaries including National Geniral Libr-
ary at Dethi.  Ehie'Delivery of Books Act, 1954 provides for
c::)mpl.llsory deposit of all current publication to these four
I%branes. _Ihe” Regional National Libraries with a centra-
lized cataloguing bureau in each region should take charge
of preprration of bibliographies of current literatures in the
lar}g ges used In each region,

R\ i centralized cataloguing bureau can only be run suc-
g ¢esstully under the Regional National Libraries having right
) to demand by law a copy of each book published in the coun-
try. T.he N. C. L at Delhi may however coordinate the
work of other Regicnal National Libraries and compile the
COHSQIIdated niational bibliography of current literature. The
pl}bllsbers before making a publication ready for public sale.
will send a copy of each publication to the R.N.L. for pre

paration of card. The ill Be s P 10T P
cards will 'be printed and made avail
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able for sale along with the publications. Such a system of
centralized cataloguing will make the task of compiling a
Union catalogue for each region easier.
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CHAPTER 12

UNION CATALOGUE QY

‘A union catalogue is a catalogue listing in one scqbence
the heldings or part of the holdings of two or morc Iibraries,’t
' The union catalogue is an indispensable aid{gr an infor-
mation service. The information service is the main func-
tion of the bibliographical centre, and the~nniion catalogue
is the principal instrument of such funcfiow,
Besides supplying information, the’miost obvious task of
a union catalogue is that of intexﬁlé'diary in inter-library
loans. Indeed, it is the main taskvof the union catalogue.
One should not however think, that the bureau of 2 union
catalogue should also maintaint a loan-centre. The general
procedure is to maintain ayrecord of the holdings of the par-
ticipating libraries. The bureau of a union catalogue helps
I locating the pargiéular book or books demanded and akso
helps people to ghtain their desired materials through Libra
ries. \

. The uniol catalogue may be national, regional or local
in characiely  The National Central Library at Delhi may
maintaina union catalogue of the resources of all or most of
tht?‘l{hmries in India. In this sense, it is national. But in 2
vast‘country like India, one national union catalogue is in-

.. (adequate. '

N,  The number and importance of libraries in a particular

region justify the establishment of a union catalogue. Hence
the Regional National Libraries at Calcutta, Bombay, Madras

and Delhi may have union catalogues which wil} show what

"Knud Larsen. National

operation. Paris, 1953, p. 56 bibliographical services: their creation and

124
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books are available throughout the regions. Such a regional
union catalogue includes all or most of the libraries in a
limited arca of the country.

It may be ltocal if the District Library Service now intro-
duced maintains a union catalogue of the resources of all or
most of the member libraries in the district. The central
library of a university or a technical college may have a unign,
catalogue covering the holdings of all departments, labdxa~/
taries etc. G\

A union catalogue may also be specialized iR, scopes:
(whether in a region or in the whole country) asithe “union
catalogue of the scientific serial publicationssin the principal
libraries in Calcutta, compiled by Stanley\Remp”. Such a
unien catalogue deals with particular &ubject of research
and type of litcrature, AWV

The need for compiling union catalogue of the holdings
of libraries in India can no longer be neglected. There is
already a keen conciousress }'gjn‘ the part of the people to
know the holdings of different libraries. There are no doubt
many problems of orgafising such a huge task, yet we will
bhave to do it. \H

It does not matter what type of union catalogue is started
first~—local, reg{dmil or national. The first need is to ]}alve
a central offite> from which information on the availability
of particutaf’book or books will be supplied. The central
office willfunction as a bibliographical centre and the infor-

“matjen service will be its main task. The union catalogue:
wiﬁll\b’e the principal instrument of this function. '

India is a vast country with many important 1‘1}.)1'81‘165.

What is needed right now is to promote regional union cata-
logues making each Regional National Library the central
office for each zone. The financing of these ceniral offices
should be the responsibility of the Central Government.

The regional union catalogue may first be started on 2

small scale, and developed according o need, personnel and

Q"



'.1\161;" be taken as standard.

o contain extra-ordinarily useful collections. It should be
remembered once a librar
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funds. It will not be an wise policy to start with covering all
the libraries that cxist in the regions. In selecting libraries

for inclusion in a union catalogue the first thing to consider

i3 whether the particular library is willing to place its resour- -
ces at the disposal of the general public. That means, if
necessary the co-operating library must be ready to lend bogks,
etc. to other libraries or to allow others to consult materials
in the library. Then it should zalso be decided whethér the
book-lists of each and every kind of libraries arc war th enough
to be included in the union catalogue. 'Théedare many
fibraries which usually stock popular literature and mostly
fiction. Such libraries have very limited\wse within a very
small area. There are libraries also which have special col-
lections although they generally stock popular literature.
Such special collections should g0, {nto the union catalogue,

But we may perhaps omit albKinds of fiction, so also text
books and children’s books. ¢Special attention is to be given
to the serials comprising periodicals, annuals and proteed—
ings. These are considered more important than the books;
because they containilatest developments of research. The
research workers jf #ll the fields are especially intcrested in
serial publicat:iph& "Their most frequent question is whether
a particular periodical of a particular number and year is
available. N ¢/ :

RF_.S ¢afch libraries should be the constituent element of
the uon catalogue. When considering the inclusion and
norinclusion of a librar > simply the size of the library should
Sometimes small research libraries

. y is included it cannot be left
out again.. '

Considering varied difficulties now prevailed, the best
methogl of establishing a union catalogue would he to employ
a special staff at each regional national library. This staff
may be deputed to the participating libraries to copy the -
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entire catalogues. This copying business may be done upto
4 certain date after which each participating library will make
out an extra main entry card for the regional union catalogue.

If the union cataloguing is to be of any value, it must be
kept up-to-date. For the successful .use of the union cata-
logue, much depends upon the co-operating libraries. They {
must actively co-operate. Much alertness on the part of the
union cataloguc authorities is also needed to ensure thatithe
co-operating libraxies continue to send in their card regularly.

The union catalogue can be kept in sheaf of om card
form. The sheaf form is best suitable for the puspose, as it
facilitates ready duplication of eniries. Itds‘also less costly
and easicr for insertion and withdrawing. <

Information given in the union ¢ falogue card is brief.’
It is only a check list to identify if Yhe copy of a particular
Gener'ally;’details given in union
catalogue card are classificationsnuimber, author’s name, title,
edition, year, together with {the identification mark for the
library where the copy of*a 'particular publication is avail-
.able. ' K :
A union catglogue can only be compiled by the co-
.operative effort pf all librarians of the country. If the mate-
vial of differenp Ybraries is processed in a standardised man-
ner, the task ot compiling a union catalogue becomes €asy.
“This requifes two things—trained librarians for all libraries,
Publigéﬁd special, and the use of a standard cede of cata-
loguihg and also a standard classification scheme.
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CHAPTER 13

ORGANISATION OF CATALOGUING SECTION
. ~
In any type of library, the cataloguing is of vital.im-
portance if the stock of library is to be exploited £hlly and

‘if the demands made on the library are to be coniplied in 2
satislactory manner. The cataloguing of a lj%iff{ry’s haoks,
and other processing works that go side bylside, are among
the most urgent pieces of the library staff’s work. The
efficiency of a library’s service depends much upon the effi-
~ciency of the cataloguers. But thé ‘ataloguing job is the
lease recognised piece of librarpstaff's work. Very few in
this country have the faintest, iftéa of the amount of work
that has to be done before™a book gets on to the shell.
Hence this is generally done after doing necessary routine
works of the library., ™

“The books are&he real blood of a library. If one fails
to circulate thepy in' time, the library becomes paraliscd just

- s the human, body is paralised when the blood-circulation
stops/ Unless/up-to-date books are on the shelves in a mini-
mum $§ a(}e\ of time, the interest of the rcaders is suve to
51’11%1;,,{{@ much.  Every one of us engaged in library ser-
viceof‘any kind should realize that we have moral obligation
to, make available to the readers the books received in the

~Jibrary as quickly as possible.

) Al ‘1ibraries should therefore organise, it possible, 2
cataloguing section which will be responsible for cataloguing
of books and other material received in the library. If 2
separate scction can be formed with a reasonable staff whost
sole. concern it is to catalogue and classify books, the pro-
cessing work‘ can possibly done move proficiently and ae
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curately. The new books can also reach the readers’ hands
more quickly. This is.anot possible when the work has to
take its turn with other routine works.

It may not be very difficult for medium sized library
to have such a separate section, because they may have ond
their staff people whose sole task it is to do processing work;
but for small libraries it is not feasible to organise ajcata
loguing section unless present strength of the library/per-
sennel is' increased. N

There are a few closely related matters which' are more
or less common to all types of libraries. Tlese are—order-
ing, accessioning, classifying, cataloguin \'preparing books
for circulation, etc. They may be thqught of almost as one
process. Yet in tmany libraries, her€ and abroad, ordering
of books etc. and cataloguing are.’done in two separate
departments. In the Natiom}l‘Lﬁ'rbrary, Calcutta, the whole
acquisition business is done by the Acquisition Department,
and cataloguing is done jn~ahother ‘department. ‘There are
also libraries where dequisition and cataloguing are done
under one head, partigularly due to paucity of library staff.

The whole Q%t e operation right from the acquisition
to the withdrawal and replacement should, in our opinion,
be centred ihone section. This is necessary because cata-
loguing néfds more than anything else a central directing
and co—\dy&inating influence to ensure the best returns. Bef
sidesithere should be closest co-ordination between acqui-
Sltton and cataloguing. Where acquisition and cataloguing

Y done in two scparate departments, 'each one has to
depend on the other for certain information such as, dupli-
cates, replacement, -differences in e.dltlons, etc. .

However, the routine works 1n a cataloguing section
should be based on careful planning, no matter wffhate_ver
the size of the library. The successful administration
depends much ntpon such planning. The plan to be adopted
may vary according to the size of the library, characters of

o:ro—9
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the readers it serves, size of the budget etc. However, the .
following plan may be of use to ruh it smoothly: '

1. Form of Catalogue

The choice should be made whether Dictionary (}r\
Classified catalogue is to be adopted. The choice is{Daged
on the type of the library, and the type of readers dtyserves.
Then the decision may be made if the scheme ofsimplified
cataloguing should be adopted. Such a scheéfme Is econo.-
mical, and is necessary wherc full cataloguing is to be
avoided. '

D
2. Order of Duoties ~

The trained staff should do, the technical works such as,
classification, cataloguing, Pgéﬁaration of book list, etc.
There are also non-technicallworks. These are clerical jobs
such as checking of new anrivals with the Invoice, accession-
ing, writing out orders, typing works, etc. These can be
done by non-traine@personnels of the library. The addi
tional copies and*replaced copies may also be dealt with by
them.

The newlhooks are classified first, and then catalogued.
The catalpguer writes the subject of the books on a slip of
paper if 9t is a Dictionary catalogue, but if it is a Classified
or_lp.;ﬂ':e subject index terms are written on a slip. The
;sl{pﬁ‘ are then sent to the typist. If the catalogue is brief, -

“\practicc o_f WILlng out slips is unrecessary.

Tracing of all other cards made for book is kept on
the back of the main entry card. This is necessary in order
to know how many cards e€xcepting the main entry have
been made for a particular book. It is also necessary it J
order that all the cards may be found and taken cut if the §
book is withdrawn from the library, or if any correction on.
and addition to them is required, j
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_ The stamping, lebelling and numbering may then be
- 'done. TFinally, the cards prepared are filed.

"3, Records to be Mainiained

(a) Authority File:

The authority file should be maintained to standardize
the entries in cards. This may be maintained in i caxd.
This card will contain correct headings adopted for both
individual and corporate authors. This is particittarly use-
ful for tricky corporate authors. . The card M3y contain
also many other decisions such as punctuatio“ﬁ:\system, capi-
talization, etc. The cards may be arrangt;d in alphabetical

N

arder. :

W

(by Annotaied copy of the sphieme or code used !

An annotated copy of the gode with all deviations for
the rules should be in theleataloguing sections of each
library., All decisions regarding cataloguing rules to be
followed for entries, should be recorded in the copy of the
code used. This is.ficeessary to maintain consistency, uni-

- )
formity in cata]og'{\c%entry.

,\“:"'4' Reference Books Needed

The ~:r.‘$fziloguer is generally concerned with the fol-
lowing)
~?:(a) Author’s full name, anonymous and pseudonymous
m: o writers :

N\ ) To find out author’s full name, pseudongmf:ms Names,
etc., the biographical Dictionaries should be within the easy
reach of the .catalogner. The following are some of the
Important biographical Dictionaries:

(1) Who's Who, 1849— (Am.lue'nl).
(2) Indian Biographical Dictionary, by C. H.
' Rao. Madras, 1915.
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- (3) Chambers’ Biographical Dictionary. New
York, Macmillan, 1949.

(4) Who's Who in .India, Burma and Ceylon;

edited and compiled by Thomas Peters.

Poona, 1958. ~

(b) Date: ' O\

It is also a problem to the cataloguer to find\out the

exact date of publication of books, old and news The cata-
loguer should have publishers’ printed book/, hsrs, and also
printed catalogues of recognised and ‘K\CII established
libraries. These may help him to get a chite to the possible
date of publication. Y, \
(c) Place :
. Sometimes the place of pubhcatwn of books confronts
the catalogner. He must know the exact location of the
place mentioned. For this’ purpose, he should have a re-
cogmsed gazetteer at jrig dlsposal The names of the follow-
ing gazetteers may,De mentioned:

(1) CIN\}nberss Concise Gazetteer of the World,
Slondon, Chambers, 1895.

(2)‘ Columbia Lippincott Gazetteer. Columbia

ﬁ\f‘\" University Press, 1952,

‘§ (3} Webster’s Geographlcal Dictionary. Sprin-
\ field, Mass., 1949,

O (4) Imperial Gazetteer of India. Oxford, Clarer

don Press, 1907-31. 26 Vols.
(5) District Gazetteers of India separately pub
lished during 1906-25.

(6) District handbooks published by the different
states of the Indian Union under the 195}
Qensus Project. -
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{(d) Correct Entry:

For correct eniry of books, the cataloguer must require
a code of rules for catalogue entries. The names of im-
portant codes of rules have been mentioned in earlier
chapters. '

(¢) Language Problems: (\NH

PR
The language problem is very often faced by the*€ata-
loguer. The most needed vernacular, and for%:ig‘n dic-
tionaries should be in the cataloguing section‘f\Because, it
may not be feasible for all libraries to have. specialities in
language. The langunage dictionarjes will help the catalo-
guer to get into the subject matter of(the book. Below is
given some of the important language ‘dictionaries:
(1) Concise Oxford Dictienary of Current English, by
H. W. and F. GyWFowler. Oxford, Clarendon
Press. N
(9) Webster's' New International Dictionary of the
Englisi_Language. Springfield, Mass., 1950.
3) Cassell‘s\}\]ew German and English Dictionary.
NY., Funk and Wagnalls, 1939.
AS N .
(4)3{?3’55&11’5 French-English, English-French  Dic-
Y tionary. London, Cassell, 1941.
’:"%) Modern Anglo-Bengali Dictionary, by Charu
AN Chandra Guha. 3 vols. Dacca, 1916-19.
" (6 The Practical Sanskrit-English Dictionary, by S.
Apte, Bombay, Gopal Narayan, 1924.
(7) Russian-English and English-Russian Dictionary.
London, Humphries, 1948.
(& A Comprehensive English-Hindi Dictionary of
Governmental and educational words and

phrases. Nagpur, 1955.
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ArpEnpix 1
CAPITALIZATION

The following rules concerning use of capital letters \

should be -observed in catalogue entxies: L\
A. Tnitial capital letters are to be used for: o
1. Names of persons, e.g. RN
Jawaharlal Nehru A
Henry A. Sharp \4
o\
2. Names of places, e.g. \\

Delhl, Patna, Londbn, etc.

3. Names of societies, mstltutlons, e.g.
Institution. oE Engmeers India.
Indian.Science Congress Association
Natm)l Physical Laboratory

4. Ad]cctlv}:s\used substantially to denote a race or

mdmdual members of a race or people, e.g.

N \
N the German

{07 the English

\\" the Nepali
5 Geographic names consist of a distinctive and gene-
\'"\ ric -word excepting those which do not form
the integral parts of the commonly used form

of the names, €.8
Bay of Bengal
Mississipi Raver

but city of Calcutta, city of London, etc.
| 135
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:"\:.
{Q\ Religious terms, sacred writings, names of reli-

LIBRARY CATALOGUING

Substitutes for names of places, when denote
a definite region, e.g.

the West and the East
the North country
N\
Names of languages, e.g.

Bengali, Hindi, Urdu, English R
Titles of honour and distinction imme,dj;zféiy pre-
.ceding or standing instéad of a P(jr:son's name,
e.g. AN
Brigadiar-Gcneral Shri N agésh
President, Indian Umshr
Titles of address whether iir}itten in full or abbre-
viated, except in Germén and the Scandinavian
languages, eg. ~3%
Shri, Shrjtnati
Mr., Mrs®
Madam

O
Degrees;fe.g.
“:::D-SC-, Ph.D., P.R.S.

Ab:br:eviations of the various eras, e.g.
" AD.BC.

gious bodies, etc., e.g.
Gita, Koran, Bible, Brahma Samaj.

B. First word of the fo‘llowing 15 capitalized:

1.

2,

Title of a book, eg.

Classified catalogue codé, by S. R. Ranga-
nathan

Names of buildings,. monuments, etc., e.g.
Albert Hall, Grand Hotel, Taj Mahal
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Names of societies and other organised bodies, €.g.
Ministry of Education
States Reorganisation Commission
Second word of the title in title entries (anony-
mous works, periodicals, etc.) if the first is an \<\
article, €.g. O\
gg@\
N

The Education Quarterly, v. viil, 1

T#e Arabian Nights Q},}
. \{}&v
»
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AppENDIX 11

DEFINITION O¥ IMPORTANT TECHNICAL TERMS

Accession S

Accession Number

Accession Record —

/o

plier, etc.

# &

Added entry » .
I
OV .
Altf;(!ﬁt‘i've title —

™
NS

N

\Analytical entry —

To record books and other materia\l« in
- £ v
the order of acquisition. R\

&
The number given to a volwyie in the
order of its entry in the d¢eéssion regis-

ter. The books are m.‘m}bercd progres- -

sively as they are agc;ed to the library.

v

The record of bc{ol}s and other material

added to thej“library. Thesc are re-
corded in_ the’ order in which they are.

received §m the library. The record also -
contaift$ a brief description of each -

voluie such as name of author, title,

daie of publication, edition, price, sup-

A secondary entry i.e. any entry other

than the main entry. There may be

added entries for editor, translator, title, -

subjects, etc,

A subtitle introduced by ‘or’ or its equi-

valent; e.g.
Candid; or, The Optimist.

The entry of some part of a baok or of
some articles contained in some collec

tion, volumes of essays, serials, etc. in-

cluding a reference to the publication 3

which contains the article or work
entered.

138
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Agonymous

Author

Author Card

" Author enfry

Binder’s title

Book card

'"\\ w
\Book number

Book Pocket

__ A work is considered anonymous if the

author’s name does not appear in the
work itself.

The individual or the corporate body
responsible for the existence of a book,
as distinguished from transator, editor,
etc.

N

A card bearing the name of autho;«g}f'
book usually the main card. _§

77 %G

¢\.
&

\ %
An entry of a work undeg/the indivi-
dual or corporate body Y€y onsible for
its existence. In case the real name of
the author is not availdble, the entry is
made under th&“i}ﬁiials‘ ‘pseudonym’,
etc. O
)

The title F a book usually given in
short letiered on the back of it by the
book.binder. It is not precisely the
safoe as that on the title page or on the

4 i . '
\\pﬁbhsher § COVEL,

{3 A card bearing the call number and the

name of the book is kept in each book.
1t is taken out when the book is bor-
rowed and is kept as a record along
with the borrower’s card and date of
issue. '

A combination of letters and figures as-
signed to a book in order to distinguish
it from all other books in the same class.
(see also Call number)

— A pocket pasted inside the cover of a

book to hold the book card.
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:

Call Number, «— - The number or combination of figures {
and letters which indicates the location *
of the book on the shelve, L

Card Catalogue - A catalogue of books made on cards of -
standard size. Each entry is made.oga °
separate card, and the cards are axrahg- )
ed in a tray either alphabt;ti\f:‘ﬁﬂ?r or
numerically. « M :

Pt

Catalogue — A list of books and oted material ar- -
ranged according to sc‘ﬁﬁt definite plan,
As distinguished froth a bibliography,
it is 2 list of bqﬁh},’ etc. of a collection -
or-a library, or}a“group “of libraries. |

Circa — About — Used to_iAdicate uncertainty in a date
such a8 &£1950 which means about 1950.

Classified Catalogue A E:‘até]ogue in which cntry is made :

m\l‘mder the class mark which represents
! < ‘the book’s subject in the classification §
\ _scheme chosen. Arrangement follows |
"+ the order of the classification. scheme.

AS
' Collatigzr:'\~ - — That part of the catalogue entry which.
§“ s?eciﬁes the volumes, pages, illustra-
K\ tons, plates, maps, etc. constituting the |
AN - book,
\/Compiler ' — One who produces a work by collecting

and putting together written or printed |

_ matter from various sources.

Copyright Date  — The date of copyright as recorded in the
copyright office, and as a rule it is giver
on the back of the tit]e page. / ;

/ i
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Corporate Entry — Entry under a government, government
department, society, institution or other
bodies for works published under their
name or by their authority.

Cross.reference — A reference from one heading to,
: another,
O\
Diagram —— A diagram given only the genegaliout-

line or plan of the thing reptesgﬁ'ted.

Dictionary Catalogue A catalogue that arrangts-its entries
and references in a single’ alphabet hike

a dictionary. N
Dissertation — A thesis or tre’ati}e prepared as a condi-
tion for the award of a degree or dip-
loma. "" )
Edition — The.jvhole number of copies of a work

punted at any one time when either

_¢the text has undergone some change or

%\ the type has been partly or entirely re-

(\ setor the forms has been altered. "The

@ statement in the imprint of such copies

N contain descriptive words such as, 4th

\\ edition, revised, enlarged, etc.

O

Editer -— Omne who prepares some one else's work

S) for publication. The editorial work

N involves either simply preparation of

the matter for printing, or revision or
elucidation of the text and addition of
introduction, notes and other material.

Facsimile — A copy or reproduction of an original
produced in its exact form and style. .,
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First indention

Frontispiece

Guide card

Hal{-title

Headin_g

Tllustration

A\

o
O\Y
Im{a%s:sion

.\.

Imprint

N

LIBRARY CATALOGUING

"The eighih type writer space from
left edge of the card. ]
A plate or other illustration usually facl.%
ing the title page, and as a rule un-
numbcered. ‘The frontispicce maysbe
either map, or portrait, o facsimile; ot}
photograph, etc. R\ \) '
A projecting leveled cardy aserted in
a card cataloguc to aid ifi finding a de-
sired place or hcading. ¢

A short title of a bOok usually without
author’s name puinted on a separate leaf
preceding theimiain title page.

The word ‘of words of class mark which

deternifies the place of an entry.

— Pictgrial or other representations form-

;ing part of a book or other publication

:...t{usua]ly to elucidate the text. They

&

may include portrait, maps, plans, facsi-
miles and diagrams. In the narrow
sense, the term stands for illustrations
within the text i.e. those which form
part of the text pages.

The whole number of copies printed at
any one time i.e. without removing the
tYPes or plates from the press. A book
reprinted without alterations is a new
Impression and not a new edition.

The place of publication, date of publi-
cation, name of the publisher, etc. gene-

-rally printed at the hottom of the title

page,
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