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PREFACE

I have tried to put down in this boock my experience in the
Indian Law Ipstitute library where 1 have been working for the,
last twelve years, [ have faced many problems and have solved
them by actually decing things. The method of trial and{‘error
tock me some time to solve the problems but the gain..h’ag been

~

substantive. N

7

Even after my training at the library scienc"é;.\s\chool, 1 was
not equipped fully to tackle the problems of‘aNaw library, as I
was not told those things during the training/period. I, therefore,
thought to give my experience to my coli€dgues who are working
in the law libraries. I do not claim my ‘method is fool-proof or
the best. I only hope that my Suggpélions contained in this book
may be useful to law librarians, O\

SN g

The book may also tefllMthem as to what foreign materials
they should buy for theiirih'brary if they want to have some basic
collection of the count iés mentioned in the bock. The text books
and commentarics,\bave not been mentioned as emphasis will
differ from libratyto library. A number of titles can be added to’
the suggestcd\'%z)k list but I think, if a library acquires these titles
then it g&x;‘h'ave atleast a workable collection. As funds are
limitecls :’1ibrarians have to make some selection and give scme
prio}'j;t\{:és. My suggestion is that preference should be given to
thesé publications.

New Delhi. H.C. 1.
January, 1972
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INTRODUCTION

Thete have been some books on library administration and
some of them have been writfen with a view to cover every aspect
of a library. Yet they are not well equipped to guide a law
librarian in his day-to-day affairs and it is hardly advisable\to
depend on them, A law librarian faces many problems whichare
peculiar to his profession and are not found in any othef_Kind of
library. Hence, his problems have te be solved in speeral ways.

A law library is different from others in thie, sense that, by
its nature, it has to be a reference library. Matuly it is a research
library ‘where one reference leads to anothér and, therefore, a
reader may have to consult a number gf\:béoks simultancously to
solve one problem. It is necessary ifi glich cases, therefore, that
all such books which are required bys him during the course of his
study should be made availabléife him then and there otherwise
the link of thought is brokensSThus, it is necessary that the books
should be in the librarysfod it is also desirable that the books
should be properly shélyed everyday so that they may be found
immediately when gequired.

Another’ p’eé’ﬁ]iar nature of a law library is that it has to
keep its col}ec{itin up-to-date, The legislative material and the
law repqi&*;:h‘avc to be brought up-to-date and the law librarian
has to see'that he supplies his readers the Jatest material as far as
poss&ﬁig. As such, he cannot merely depend on the books and
're}drts which are available in the market but, at times, has fo take
help from mewspapers, departmental reports, and cyclostyled
materials etc. He has to keep track of the legislation, the judicial
decisions, and administrative orders and notifications issued by
the various ministries and departments of the government. He
has to know whether a particular legislation has been repealed or
amended, and if so, when and why; or if abill to amend a
particular legislation has been introduced then at what stage 18 it
lying; he has also to know whether there was any report of the
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select committee on a particular bill and whether its suggestions
have been incorporated in the Act. Similarly, he has to know
whether 2 particular judicial decision has been over-ruled by a
subsequent ruling of the Supreme Court, or whether there are two
different rulings on the same type of case by two high courts and,

whether this controversy has been settled by a decision o€die
Supreme Court. _ €\

2N\
"N\
Ny

As aresult of the changes in the laws as passed by tfiedegislatures
and as declared by the courts, the text books and commentaries
also become out of date and the law librariatilias, therefore, to
see that he supplies the latest book to thereader or, if a latest
edition is not available then he should s@p}eﬁent the old edition
by the latest case law or the statute law'ed  the case may be. This
up-to-dateness of g law library is oj},;jrii-rw importance to all kinds
of readers of a law library, i.c., $he students, the teachers, the -
researchers, the clients and ad}oéates, the legislatures, and the
judiciary. Every one of.t’he"m' will .require the latest position on
a particylar law, the différence would be only of details and depth
of study. For example)a student might be advised to leave out
certain cases of a particular topic and may not be expected 1o go
deeper in the problems.  Again, it will depend on the category of
the student; a\résearcher and lecturer may like 1o go deep in the
cases an%w legistation and may try to leok into all the relevant
material'on his topie, so on and so forth. But all of them have to
be'f;afm'iliar with the latest position on the law.

PN
\

Nature of legal research also requires that the reader should
b'e allotted more space than in a general library or even a special
11bra§'y of any other discipline. As said eariier the reader in a
law library will haye to consult a number of bhooks simultaneously
and hence he will need more space to keep them. Therefore, if in
any ?ther library we may require 25 sq. fect for four readers, ina
law library we wilt require at least 65 sq. feet for four reade:rs or
even more. It is important, therefore, that this aspect of a law
library should be kept in mind while planning space for readers.
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Similarly while planning space for reading material it should
be kept in mind that the law books are generally bigger in size
than other books. It will be necessary, therefore, that we should
ptan more space and strong racks with more space in between
two shelves.

The nature of law libraries and their difference from otlfer
libraries has been very well summarised by Prof. Derham il{the
"o

following lines : PR

“The law library is the most important part{of any law
school. The lawer’s tools are the books of gig'law. A law
school’s undergraduate laboratory is its la\?}ibrary. And a
law library is different in many im]{gl}tant respects {rom
other libraries—sufficiently different’to require different
standards of accomodation, diﬁ'qrﬁﬁt‘ methods of management
and administration, and difI.erén't staff qualifications, from
other libraries. As compared with libraries provided to
serve the needs of other"ﬁ;iivcrsity departments, particularly
those of the humanjtics and the social sciences, the main
incidental differenees jnay be summatrised as follows :

A\
(1) Actual f‘b&:kuse” by law students should be ten to

twelve fmes the ““book use” by arts students.

(2) Y@f;‘equently the study of a particular topic requires
.\Qquite large numbers of books to be simultancously
«\ " available to onec reader—hence a large reading space per

A student is needed.

\‘:

(3) Much of the use of law books by law students is of a
kind which makes it desirable that they should be able to
carry on discussion with their fellows whiie they work.

(4) There has not yet been devefoped, or if developed then
not yet widely adopted, any satisfactory cataloguing
system for a “common law” law library. The Dewey
system, for example, is not applicable to law libraries—
except to the frustration and fury of lawyers.
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(5) A very large proportion of the total holdings of a law
 library are in series—whether in the form of case
reporis, legislation, or periodical literature.

But there is a fundamental difference which in the last resort
controls the nature, the structure, and the management OEQ
good law library. :
AN

Unlike almost all other libraries, a law libraryy 'W\Hﬂe it
serves the purposes of all other libraries, isou’gf' merely
a collection of books and other writings, containing
information, reason, argument, and opinionﬁ.‘b\ be organized
by skilled librarians for convenient use byreaders. It is such
a collection, but, more important, it jsﬁs}fepository of living
systems of authority as well as Qf~}r5ason—systems which
change and grow from day to.da:y.' Moest law books, once
on the shelves, are not left Sonchanged and merely made
available for use. They arg™effected by the new materials
added to the library from " day to day and the effects of the
new materials mustbe entered on the old. For example,
legislative mategial must be amended and annotated in the
light of new Jegislation; case reports must be “noted up”
in the light oftew cases. However skilled and experienced
he may })eih general librarian is not adequately equipped to
organize ’and manage such a library. In addition to his
lib\réiia‘n‘s training he needs special training to enable him

to,understand the workings of the authoritative systems of
S ;\.law to which his library gives the lawyver access.”*

N Thus, we see that we need

. highly trained and specially
qualified personne! for a law library

As in other common law

countries, we have also recognized
the value of precedents in our

system and this requires that there
should be 3 very good system of law reporting. In order to make
the best use of the law report

st of the § it is also essential that we should
*DP Derham, L

egal au?aii 2 New Zealand Universities I T
130 atp, 142, @ riversities Law Review,
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have good digests. Similarly, we should have codes—central as
well as those of the states-——~and indexes to cover legislative mate-
rials., Above all, it is essential that a law librarian should be well
conversant with these materials and so should be his staff, other-
wise they will never be able to serve the readers. Naturally, when
we expect such high quality of service from staff, it has to be paid

well.
O\

Unfortunately in India we do not have any placc whete the
prospective law librarians can be trained. The llbrary schools do
pot tell anything about the law library problems’ sand’ the result
is that a fresh graduate from a library sme)sce school finds
himself in a strange world when he joins & law library. In my
opinion the library schocls should inc,lu,d}:in their curriculum
some lecturcs on law library problcngs)o’f a separate institution
imparting training in the law libfarianship be started in the
country. .:":;

I am not aware of any \efforl to improve the conditions of
the law libraries in India,.;E\;én the University Grants Commission
seems to have done ppﬁhing in this respect. On the other hand,
its report on COLLEGE AND UNIVERSITY LIBRARIES,
1965, does not mehtion anything about the law faculty library of
the Delhi Upiyersity. It was only in the beginning of 1968 that
the Ford Fé‘undatlon brought an expert from the Harvard Law
School ‘LQ}rary to advise it on the law facuity library affairs. It
is beybnd my power to improve the things but 1 do hope that my
suggestlons contained in this manual would help my colleagues in

\thelr profession and would inspire them 1le write more 0 that law
libraries may improve.

H.C.1.



_ CHAPTER—I
PLANNING A BUILDING

Q"
Location : All the categories of law libraries are mo¥e - of
Jess departmental libraries and hence it is natural that~they be
tocated at the location of the department which they are, Supposed
to serve. The various categories of law libraries — the law college
libraries, the Supreme Court and high court Ji{}rﬁries, the law
ministry and the legal remembrancer’s librariesy thie bar association
libraries, the Parliament or the state quis\l‘aiures libraries, and
libraries owned by many law firms and individual lawyers —
all are supposed to serve the cause qfit:héir very limited clientale.
As such, the location problems of.&public library are completely
absent in the case of law librqﬁjész’ As they are not public libraries,
we have not to take into “account the convenience of public.
However, there are some{public law libraries in the United States
of America and so ay/we may also have some like those, then
we may have to co?&]er all the location problems of a public
library. \

Hov\gs&e}: we have to give importance to ‘the convenience of
the perg»Qﬁ who are supposed to use it and keeping this in view
we h,:;.\;"‘a to plan the location within the department in such a way
t'k\éi;\tﬁc library may be used freely and frequently. There should

“het be the slightest difficulty which may be an hindrance in the
use of the library. For example, it should not be located on the
top floor of the department or in the farthest corner of the building.
At the same time it should not be near a common place or near
a point where there is likely to be too much noise.

Another point which has to be considered is that it shoultd
not be open to dust. We all know that in India, specially in the
north, it is very windy and dust is a menace—it destroys the books
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and makes the whole atmosphere dirty, Therefore, the library
should be protected from dust and wind. At the same time
proper steps should be taken to ensure good ventilation and
natural light. Unfortunately it is not possible, due to high cost,
to make the'library fully airconditioned. Therefore, it is aIlthemqr\e
liecessary that proper care should be taken while selecting :z gite
for the library and that too in time. ¢\
"\

Apart from the departmental libraries where, pquﬁmgbs, much
will depend on the Organizational setup and the :]:{ersons at the
helm of affairs, there may be some national and state leve] libraries
also which, though basically departmental libarss attached with
some organization, may still serve the publjc%t"large. If so then
we have to consider the convenience aspget\of the public also who
are supposed to uge the library, In Idid there is no such library
so far except the library of the Indiah Law Institute which, in
the past has been catering to théteeds of the persons interested
in legal materials. Fortunatelid it is situated in the heart of the
city and hence it is very iﬁnvenient to reach it,

Again, the pro*tkfefm of location will not he faced by ail
law libraries bt by'a, few big ones like the college, legislature, and
court librariess 4ad the national or state level libraries. So far
it is dificult4b-Expect that the librarians will have any say in the
matter o i;‘ﬁation of the libraries in these organizations yet they
should to seize an Opportunity to tender thejr suggestions, Tt is
quitefikely that the librarians are appointed after the completion
pf\:th\e building. Therefore, at the most what they can do
8vto locate different sections of their library according to their

convenience. The different sections of the library may be planned
according to the foliowing guidfines,

location hag been decided internal
ons of the library has to be made. For
has to decide about the location of the
d reading hail, the back room, the typ

¢xample, the librarian
counter, the stacks ap

ing
aad smoking roomg ete.
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In deciding ihe location of the counter one has to keep in
mind two things. One, the aspect of service and the other, control
over the readers as well as over the persons coming in and going
out of the library. Of course, here also much will depend on the
architect and the authorities but the librarian can always give his
suggestions. 1t is now a well settled principle that there should be
_only one entrance and exit of the library. There may be another
entrance for the staff but for the readers there should be only One
point of access te the library. Naturally this point Has’o be
guarded. On the other hand this is the best pomt from where
service can be given to the new comers in the tibrary, It sy therefore,
desirable that the counter should be located at th.rs entrance.

At the same time it should also be overlocking the reading
hali so that the counter clerk may have a{eye on the readers also.
This will ensure, siraultaneously, njahy things. For example, it
will have control over the readers ‘who may try to tear-off the
pages from the book or damage if\ in any other way. Also it will
take care of the readers w};iéﬁ ‘may want to take some help from
the counter, so that they mﬂy'r}ot have to walk to the counter,

While all these \J@gs have to be considered it is also important
that the counter should be at some distance from the readers
and should be ¢ enclosed from all sides. A semi-circular shape is
always bettc.r{or this purpose. Since many persons will be coming
to the cofinter for various enquiries and help there is likely to be
some neise “always which may cause disturbance to the readers and
di\{egi “their attention. Therefore, some distance may be left in

etween the readers and the counter.

"It is also possible that the general enguiry counter may be
planned at the entrance whick may be quite away from the reading
hall, and a separate counter may be planned for serving the
readers and keeping a watch over them. But, this will require
additional staff and space which, in the present circumstances, is
difficult to get., The libraries, throughout the country, have io
run always with skefeton staff, sometimes even that is denied



10 LAW LIBRARY ADMINISTRATION

and to plan a double counter in this state of affairs is a mere

impossibility. However, if some libraries can manage then it is
fhe best.

While plans are being made for the counter, arrangements
should always be made for the space for kecping the persénal
property of the readers. Otherwise the counter itself ’fml bs
loaded with handbags, books and other things which t\h‘e readers
may have to leave at the counter. It is always better.jf there is a
built-in almirah or shelves for this purpose, ot};cjrivise a wooden
shelf may be provided at the counter. Apart frem this, provision
should also be made for the drawers in the coluitér to keep various
necessary things at the counter itself so tl;at\\tf)c counfter assistants
may not have to run here and there frequently. As the counter
assistants will always be assigned Gome work, apart from the
usual work of control, they will'ﬂeed some stationery, reference .
books, and telephone ete. 1t isNtherefore, important that proper
and adequate space should bg*alioted for these things. Tt should
always be remembered that we should provide maximum facility
and convenience to iHeystafl if we want good work and better
service to the reader$is The counter assistants have (o be provided
with all the negésdities as their duties are of different nature.
Whereas they Be¥e to serve the readers and have to keep guard over
the library Jaliy mistake  or careiessness on their part may be

disastro.us(té the library. The counter, in a sense, is a show piece
of the ﬁ&'ary, :

N\
"\ Stacks : While
be’ kept in mingd that a law librar

become Decessary. If this is not done then the whale collection

will lose itg utility and (he library will not S€rve any purpose. For
example, 8 change in a law would make all the previous
commentaries on that law useless in so far a5 that portion of law is
voncerned.  On the other hand these old books cannot be thrown
out or weeded out as, for research Purposes they may be required
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at a later stage. Therefore, in addition to the space required
for the new books, space will have to be managed for the old
material also. Of course, maintajning the old material would
depend, to a great extent, on the availabitity of space, but effort
should afways be made to keep them as far as possible.

Secondly, the law reports grow in number every yeatr A\
in spite of an effort to check it, litigation has increased in{ouT
country. This results in bulky and numerous reports{"y“For
example, whereas a few years back the Supreme Court sé‘giion of
the All India Reporter used to be some few hundredf\’pages only,
now it runs into more than 1500 pages, the samé .i?,:,\true about all
the high courts. Similar is the case with thedegislative material
and the journal section, With the growth of fégal writing in India
more and more legal journals are being gu’b}fshed and more space
is devoted to the legal articles and cqsé..c‘:omments in law journals
reporting cases. All this shows't:h’ét legal material is expanding
day by day and the planners Qf‘a'ﬁaw library should always give
due consideration to this fact. ™

Another imporia ’i%ing about the legal material which is
guite different {rom Bt Ler reading materials is its size. The law
reports and the \ic{hin‘ics containing legislative material arc always
bigger in si;e\:than the books of any other subject. Therefore,
more space i between the two shelves of a stack should be planned
so that, “books muy stand properly and dusting may be easy.
Atlegsiltwo inches of space should be left in between the books

ddythe shelves so that dusting may be done by hand or even by
gl\lacuum cleaner. The size of the stacks should be planned

keeping in view all these things.

About the type of stacks which should be installed it is now
almost settled that the modern types of steel stacks are the best.
All the manufacturing companies make the same type of stacks
with a slight difference, hence any firm can supply them. But, it
is better if, in the reading hali, only wooden furniture is kept.
The only thing about the wooden furniture, which should be kept
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in mind is, that the planks shounld be strong enough to stand the
weight of the books, Normally it should be not less than 3/4”
thick, If glass-panes are preferred on the almirahs then, care
should be taken to see that they slide properly and without making
noise. Glass-panes may be necessary to pbrotect the books from

dust but, if they are not properly fitted then they may be a
nuisance, N

£ 2\
2N\

"N

It may be said about all types of stacks and othec™furniture
for the books that the best quality of stuff shoulda be purchased.
It is most unfortunate that too much emphasis 48 “given here on
inviting quotations and accepting the lowest\ténder. From the
practical life it can be sean that by adheringto this practice we
never get good things, Inviting quotatioﬁe’may be necessary but
the practice of accepling the lowest tender may not be necessary,
It is always better if we give oxder to a firm which is very well

who specialise in library furnitore,
difference in workmm}gﬁ’ip between a g
and the specialist, Therefore, a speciali

There wil] always be a
eneral furniture supplier
st has to be preferrced.

AN/
About thedposition of stack
that, it is-always betier to plac
Thus, iE"k Hecessary that the sta

$ in the stack room, it is suggested
¢ stacks row-wise forming bays.
¢k room should be so built that
ea"h.f?’ﬁy has a window or Some arrangement for natural light.
Artificial lights shoyld pe Planned in between the rows so that
Hlight falls on the books, Naturally the stacks have to be placed

The space between

ot be less than ten inches. It will,
asurement of the stacks is 6'x3'x18".
Lae 12y 80 even upto ¢'g” but not more than that as, then
it wil} bfa a bit neonvenient, In the reading hall where space may
S0 permit, the height of the stacks Ay 8o upto nine feet but then
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we should also provide a ladder for that. As far as possible so
much height should be avoided but, if problem of space compells,
then there is no alternative.

Space for readers : As mentioned earlier a legal researcher
needs more space on the table as he has to consult a number of
books simultaneously. May be he may like to have at one time
about fifteen to twenty books on his table or by his side on some\
rack. Hence more space per reader may be provided. It will)be
quite sufficient if hundred sq. feet space is planned pey* four
readers in the hall. This includes space for books:,wf:hair, and
some space for movement for readers. A table measuring eight
by five feet may be sufficient to accomodate four rEaders.

Apart from this there should be made some arrangement in
the stacks for seats so that a reader may refer’to books there itself,
or source checking may be done easily™without taking the books
onf, Therefore, it is necessary that Some small tables and chairs
may be provided in the stacks a;;s’u'c'h a place which may not be
a hindrance to other readers wh@go in the stacks.

For serious types 9§~?eaders it may be desirable to provide
a separafe section o}‘\‘small carrels in the library itse}f. These
persons will be regular users of the library and would like to keep
books on their tablé for a few days. Arrangements should be made
to keep the bodks safely and undisturbed, at the same time it
should bgz\’e:ﬁéured that the books which are fequired by other
readers ma}y be removed from there and a slip may be lsft on the
tablg{gé'the information of the reader concerned. As soon as
pbsdible the books so removed should be replaced on the table
from where they were removed., This is essential to infuse confi-
dence in the readers that they wilt get the books back whenever
they want. If this is not ensured then these readers will have a
tendency to keep books with them for longer period and would
not allow them to be taken away.

While planning a section for serious research workers it
should be kept in mind that it is located in a corner of the library
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or a bit away from the counter and general readers section so that

the readers sitting in this section are no
disturbance at the counter. If possible

t disturbed by noise and
some arrangement may

be made so that these serious readers may communicate with the
counter and vice-versa so that they may net have to ran every

time they require a hook. This will great
of the staff,

ly save time and energy

N
" .\. . N

Needless to add that adequate arrangement fpr\:Tight and

fans should be made at all these places.
are fitted in the

It is natarral that fans

reading hail but the stacks are gén’era]]y without

fans. This makes it difficult for the staff €3 $helve the books

and do other sundry work in the stacks,

\Specially when we are

making arrangements for the readers to Browse in the stacks then

We must provide fans there, othergise

it will be difficult to

stand there even for five minutes, \Due to low heights the stacks

are generally very stuff
it is horrible to work there in stmmers. |
that proper ventilation,

stacks. This will, aparf from giving re
long life of books a&c\.‘..’

Back room, In every faw library, as

accomedation3i6uld be provided for thos

back-roorp.gh}t“ies, ie, in processing books:
in _the,%h’l’nrary. This will include
and ‘th:e periodical section if

oneyman ibrary then there will be

r the staff an

necessary for the efficient
“be made according to.their

alogues

y and un}esi-i preper ventilation is provided,

t is, therefore, necessary

lightband fans should be provided in the

lief to the staff, emsure

in other libraries, some
¢ who are engaged in
and periodicals for use
the technical section

it is fairly big. If it s a

no problem but, if

to require a back-room then enough

d material, Every care

hey get all the amenities which are
orking, Their furniture atso should
needs. For example, the typist who

rdinary_typist. Similarly, the
ce to keep bibliographies and

of other libraries; the
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cataloguer would require place for keeping books which are under
process. Then there should be enough place for the persons who do
pasting and lettering on the books. The idea is that everybody
shou!d be provided with all the necessities so that there may be
an alround efficiency and books may not be held up in the back
room for days. They should be placed in the hands of the readers
as soon as possible. O

Similarly, in the periodical section enough place is réquiired
to keep the kardex or the three card system {rays, ognaﬁy other
thing in which registration of the periodicals is done, And if the
periodical section is also engaged in indexing theii."there should
be some card trays either in a cabinet or scparaicly. All these
things will require place and effort should‘bs}rﬁade to see that no
section is neglected. \

% 3
"

It is always better that all theséthings should be given due
consideration at the time of planwing the building so that later on
there is no problem of space.f;’fl"his is specially so when we all
know that, generally it hapgens that no sooner a building is ready
for use it falls short of (a¢ omodation. It is, therefore, desirable
that planning shou]’d\& done on atleast a twentyfive years basis
both, the space fos'the staff and the space for the reading material.
If both these (tiings are uot possible then atleast for reading
material th'e‘?p\d.be should be planned on atleast twentyfive years
basis as'sréé.ding material grows much faster than the staff.

m: '§T3fi3ing and smoking room : As said earlier a law library, by
fts hature, has to be a reference library. It means that books
cannot go out of the library. If it is so then 1t becomes necessary
that some arrangement should be made so that the materials may
be made available to the needy persons if they so desire. The
only way of doing it is to provide some typing facility in the
library. The copying machine may also be a solution but, due
to its cost, almost no library may be able to provide it. Thus,
it becomes necessary to provide a room in the library where the
students or the readers, if they so desire, may type out the material
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which they want. - This may be most useful in the colleges where
many studeats may like to use this facility. In a research
organization also it may be very useful.

Similarly, it may be better to provide a smoking room near :
the library. It is now a universally accepted rule that smoking
is not allowed in the library, there may be very few exceptions
to this rule. It is, therefore, necessary that some place (near the
library shouid be provided where the readers may smqu:‘otherwise,

~if there is no such place, they will make the plage’ around the

library dirty by throwing cigarette stumps. Algo; >t is necessary
that the smoking room should be nearer toMhe library so that
the readers may easily walk into the roam» If it is situated at
some distance -then it is very likely tia} the readers may not
bother to go there and, instead, may $€arch a place nearby,

This smoking room may 4l$o be used as a common room
if necessary, where people mgy take tea and other soft drinks
etc. Of course, these faci}itiéis'may not be possible in every library
but, an effort at the time“of planning a library building should
always be made to p\p\oiide these facilities.

Arrangement:of material in the library : A law library can be
divided into Jtlirée major divisions. The legislative material, the
judicial l}qgtér]al including periodicals, and text books. A further
divisiof\\can be made on the basis of jurisdictions, i.e. the civil
law ,sgstem, the common law system etc. as in many faw libraries
ofthe Unites States. But, it seems very improbable that in India
We may have to divide the library material in such a way as, our

collection is notso large. The librarian would do better if he .
divides on the first line suggested above.

Now, to facilitate maximum use at the least efforts it is

always better to shelve such materia] which is often used by the
readers, in the reading hall around the readers so that they may
the'mselves pick the volumes without any help from the counter
assistants. The Indian high courts and Supreme  Court Reports,
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the Indian legislative material, and of course the reference maierial
of general nature like dictionaries, encyclopaedias, directories etc.
may also be kept in the reading hall. As we all know that the
Atl India Reporter is used very often by the readers, it is better
to keep it in the hall. Same is the case with the sets of Civil |
Court Manuals and other codes. The Supreme Court Reports;
the 1. L. R. series and law reports and legislative materials of {hg
1. S. A, and the U. K. may also be kept in the hall as, theSg'are
the two major systems which are often referred to. (5}"

Similarly. periodicals display section has ,m§\be in the
reading hall. If possible, separate room should be provided for
that but, as it may not be possible always, tbej%st place for that
would be the reading hall. At the same timeit may be bifurcated
from the reading hall so that the rea,d?e:rs’ who browse through
the periodicals may not disturb the other readers. Bound volumes
of the periodicals may be stackeglga:tf’él distance, either in the hall
if it is very big, or on the first ‘or second floor, or even on the
basement. \

It may be betterjf\the' text books are kept on the ground
floor stack room. Jhe'reason is that, while in the case of law
reports and the ’legi\slative materials we may have some choice
in putting them Wherever we like, it may not be so in the case of
text matergal\as, they have to be shelved according to some
scheme'ojff’.c]assiﬁcation. As such, we capnot change the place
of aobpg?k' except according to the classification scheme itself.

4

In ali these cases we have to keep one thing in mind that,
while arranging the material of any kind we must keep a margin of
at least ten years so that future volumes may be adjusted at the same
place without having to shift the whole material again and again.
As said earlier, the legal material grows much faster, at the same
time the size of the volumes is bigger than any other type of
material and we have to provide enough space for it. Below is
given a chart showing the measurement of space which will be
necessary for the various law reports, journals, and other
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periodicals. This will help in planning space for the material in a
library both, at the time of planning a building as well as at the
time C;f‘ arranging the material on the shelves. The measurements
will be correct to a great extent yet some margin shouid !)e 1'<e‘pt
keeping in view the growing size of volumes every year in judfuial
material as well as in legislative materials. The meqs:.gemeﬁ
given below should be taken as approximate. The folLowmg list
of material includes almost all the material which} a “good law
library may plan to have and it is hoped that rl wnll be a good
help to the librarians. m\

CHART SHOWING MEASUREME@I‘ OF SHELF SPACE
. FOR SOME LAW JOURNALS

Tltle Vo!s & Period  Space needed

1. Acts, Rules, & Notificaimns 1950-70 39

of the Central and Madras

Govt, ) .
2. All England Lh Reports  1538-1970 24
3. Al Incha chorter 1914-70 54’
4, Allahﬂbad Law Journal 1(1904)-68(1970) 15’
5. Al,@abad Law Times 1937-Aug. 1967 g
6. Andhra Law Times 1(1954)-26(1970) 4’

o\’l Australian Law Journal 1(1927.28)-44(1970) 7'
8. Bombay Law Reporter 1{1899)-72(1970) 19" 9
' {(including 4 vols, of
Journal section and
three indexes)

9. British Journal of _ 1(1960-61)-10(1970) 1’ 4”

Criminology ' '

10. Calcutta Weekly Notes I(1896-97)-74(1969- 16’ 6*
0

11. Cambridge Law Journal 1(1921-23)-1970 2 8
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12. Canadian Bar Journal 1{1958)-12(1969) 1" 5
13. Canadian Bar Review 1{1923)-48{1970) 9’
i4. Columbia Law Review 1(1901}-70(1970) 16" 2¥
15, Company cases 1{1931)-37(1967) 6’
16, Company Law Journal 1(1963)-16(1970) 202"
17. Cornell Law Quarterly 1(1915/16)-55(197¢) o LN
{Now Cornell Law Rev.) O
18. Corpus Juris Secondum  [(1936)-1969 S0
19. Criminal Appeal Reports  1(1909)-54(1970) {05 3
20, Criminal Law Journal 1(1904)-1970@)NY 15’ 10
21. Criminal Law Review 1954-1970/ 00 2 W
22. Delhi Law Times. 1(1963%6(1970) 17 47
23, Federal Court Reports 1(1939)-11(1950) 9*
24, Gujarat Law Reporter _«(1960)-11(1970) 2 6"
25. Harvard Law Review X% 1(1887)-83(1969-70) 23° 9*
26. Income Tax Journalwi’“ 1963-1970 37
27. Income Tax RepQ{{é‘"} 1(1933)-76(1970) 15’
28, Indian Advocaf® 1(1961)-10(1570) 9"
29. Indian Faclofiés Journal  1(1949)-38(1970) 6 6"
30. Indian . OF Ind.Relations  1(1965)-6(1970) %
31. Indga&j’i’of Int. Law 1(1960/61)-10 (1970) 1’ 6"
32. ;;@'J‘Lan J. of Pub, Admn.  1(1955)-16(1970) 3
¥ lndian Law Reports All Series (80"
{All Series)
34, Indian Law Journal 1{1926)-45(1969/70) 7' 6"
35. Jaipur Law Journal 1(1961)-7(1967) 8"
36. Journal of the Business Law 1957-1970 )
37. Journal of the Constitutiona!l 1{(1967)-4(1970) g

& Parliamentary
Studies

19

N
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38, Journal of Criminal Law,  KI1210)-61(1970) 10" 6
Criminology & Police
Science

39. Journal of the Indian Law  1{1958)-12(1970) 3
{nstitufe .

40, Journal of the Int. Commi- 1(1959)-9(1968) 1 PR
ssion of Jurists (Now \/

~ Review) ’ A\

41, -Journa! of Legal Education 1(]949)-22(1969-?0}‘3” A

42. Journal of Parliamentary 1(1955)-]6(19?0} M L L
Information : \

43. Journal of Public Law !(1932), 19\19?0) 2" 107

44, Kerala Law Reporter 1(1959) 16(19691 36"

45, Kerala Law Times ,..}.9@58 270 309"

46. Labour Law Journal 34194970 "

47. Law & Contemporary\ 1{1933)-35(1970) 7
Problems \‘~~

48. Law Library ‘_!‘ci,l';nal 1{1908)-63(1970) 6 3

49. Law Quartetiy”’Review 1(1885)-86(1970) 11° 10"

50. Law Reports (U.K.) 1865-1970 93’

s1. Law(Reports-Statutes - 1(1866)-1970 21’

52, ,l\aw Weekly (Madras) 1(1914)-83(1970) 13" 107

5\ ylucknow Law Times 1(1960)-11{1970) 2" 6

54, McGill Law Journal 1(1952)-12(1970) 1’ 10

35. Madhya Pradesh Law Times 1(1939)-12(1970) 2" 2

56. Madras Law Journal 1(1891)-1970(2) 27

K 57. Melbourne University Law  1(1957)-8(1969;70) 1’ 3"
Review

38. Michigan Law Review 1{1902{3)-68{1969/70) t¢’

59. Modern Law Revew o 1(1937)-33(1970) 4" 107

60,

N.Y.Univ. Law Review 1(1924)-45(1970) 6 9




&l.
62,
63,
64,
a5,
66.
67.
G
69,
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Public Law 1(1956)-1970

1(1900)-72(1970)
1(1938)-26(1970}
1(1948)-22(1970)

Punjab Law Reporter
Sales Tax Cases

Stanford Law Review

Supreme Court Cases 1{1969)-1870
Supreme Court Journal 1952-70
Supreme Court Reports 1(1950)-1967
Tax Cases . 1{1875/83)-42 R

11.5.5upreme Court Reports 124 books . \\
Law Ed.

. Univ. of Chicago Law Rev. 1(19;{}‘33‘7’(1969}70)
. Univ. of Pennsylvania Law  1(}852/33)-118

Review .:gl §69/70)

. Univ. of Toronto Law Jw:’ 1(1935)-20(1970)
. Wisconsin Law Rev1cw"- 1(1920/22)-1970

74. Yale Law Jou:naL\ 1{1891/92)-79
‘\\ (1969/70)
N \:}\a
Q.‘}
Y
AV
O

5
12' 6
4 6"
6
V6
6'¢ 4\
}1’
T

27
8!
]Sr 6::

N
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CHAPTER—2

PLANNING A STAFF AND ITS DUTIES ~
O\
NS ¢
Generally it is seen that in ourcountry librarics Jare always
understaffed. It may be true of some other couﬁftr’fe:s also. ¢ven
in the U.S.A. youmay find this problém. Lﬁf\v@e look into the
history of the libraries of any country we willfind the same sorrow
statc of affairs as we are facing nowgs it is only through the
decades of hard work on the part of. Qla\}vl]ibrariuns in U.S.A. that
they got what they are enjoying tod@¥% " The history of the Harvard
Law School library, which ;'5"~‘Lhé biggest law library of the
world today, and the history bf the Cornell Law School library,
all tetl the same story. Bui_,’how they are enjoving all lacilities
and doing the wonderfGM task. Some people, who manage the
affairs of law librarie$ ¥an say on this basis that, we in India should
also go 1h_r0ugh’N\the rigours which these big libraries of the
world had to 80w/ But why should the cause of law libraries suffer?
S_hould_wcz gofTearn from the experience of others? It is now well
rccogni;s;ti}ﬁat the law library is the part and parcel of the law
colle\g@ﬁd any other institution where legal stoedy and research is
cqn@ucted and, it should he provided all good staff just as we
. :ﬁ!tb’uld have good teaching staff or research workers., Is it not
\ Jbetter that we give all consideration to the library staff also?

It may be difficult to set the rules for all the law libraries
about the staff requirements. How many stafl members are needed—
will- depend on the size and service of a fibrary. A law library of a
tawyer or law firm may do with only one trained law librarian or
even an untrained person, whereas z big law college [ibrary may
require a good number of law librarians, Yet, some number can be
fixed for a good size law library, this may be called a skeleton
stafl which wilt be required by every moderate size law library.
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For such a library we may require a librarian and atleast
one technical assistant for processing and cataloguing the books.
Apart from this, we may require some counter assistants, atleast
two if the library works in one shift only and four if it works in
two shilis. The ideais that there should always he atleast two
persons at the counter. Then, we may require one typist, fwo or
three attendants depending on the number of the persons the"
library has to serve. Apart from this, we may require one cleder
for dusting the books and furniture. If the number of ba0ks goes
bevond twenty thousand then we may require atleast tg.vé"c]eaners.
As said earlier, it is very difficult to protect the booki‘from dust as
our climate js very dusty, specially in the nortﬁﬁ}n part of the
country, cleaners have to be employed fq\Kdusting the books
regularly. \

S J
A

We atl know that pcriodica_ls;.a;i"é the backbone of a law
library. Every effort, therefore, lw,g to be made 10 keep this section
complete and in perfect shape”,éé that they may be used by the
readers. 1t will, 1hcre|’0re.jbe' not too much if a sepurate assistant
is provided for periodiggi,\'egistration, binding, and keeping their
complete record. In*gny law library of a moderate size it can be
presumed that it wilh be getting atleast one hundred periodicals.
Perhaps one ma™for this purpose only may appear 1o be rather
too much,.];\u:f.\"il will ensure regular supply of periodicals and
completehsss of sets. 1 possible, this assistant may be allotted
some ,(it:hcr duties, but his main duty should be that of keeping
theg sedord of periodicals, this will include registration, sending
\r\cﬁﬁndcrs, paying subscription and getting the periodicals bound.
It may not appear to be a big job but in practice it consumes a
lot of time if done systematicaily. I think i1l a person does il
single handed then he may hardly find few hours daily to spare for
other type of work.

It will be better if some thing is said about the duties of the
staff in detail. In the following fines an effort will be made to
throw some light on this.
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Librarian : A librarian is the head of the department and he
has to supervise and coordinate the work of various other.
braaches of the libraty. Thus, it may not be possible to expect any
fixed work from him, /.e. he may not be made incharge of any one
branch of the library, At the same time he is expected fo know
every thing about all the branches. He has to keep a close watch
over the depurtments of his library and has (o see that ‘every
department is working properly. Whereas he has to, 'E’éﬁ',}o the
convenience of his readers, he has also to see 1o the conwenicace of
his staff. He has to allot duties, specially in thc,,éiif{‘c of counter
where all sorts of adjustments in duty hours hz;y'q‘té be made from
time to time and sometimes at the shortest \poOssiblc notice.

Thus, no one branch can be entl:uéftéd ta the librarian though, .
he may help each and every branefNFf and when necessary.. In
practice it has been seen that thisshecomes necessary at times and, -
therefore, the librarian has to tbe well conversent in all the works
of his {ibrary. Perhaps the ofn‘{'y work which can be safely entrusted
to him is that of cataldguing. This he may do as and when
he finds time. But agim, he has to see that the books do not lie
in_his room foy \dﬁ‘yé together. He should ensure the guick
processing of t,he:material s¢ that the books reach the hands of the
readers as sgof-as possible. Again, therefore, it may be a side
business"[e':lj\ﬁim and not his sole responsibility. But, where there
is no gateloguer, then it may be safely entrusted to him.

T,
&

& \ Apart from the overall supervision, the librarian has also to
\ imeet the serious students and research workers and to discuss
various problems with them. At times he may be called by the
head of the college/department or the head of the institution in
which he 1y employed. He may also be asked to solve some
problems and thus he busy with a refcrence question, involving
serious research and intelligence In a smal library,
all the law libraries of india of the present timme, h
asked to do this job, as it is bardly possible to h
reference librarian for this purpose. Minor referenc

and perhaps in
e may often be
ave a separate
e quesiions may
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be attended to by junior staff also, though it is necessary that some
ane should be trained to do the job. But, if the problem requires
carcful study and searching of material then the librarian
will have to do it himself. For example, the Dean or the Head
of the Institution may be preparing to deliver a speech on some
topic; he may be writing a paper or an article; or he may have«o
preside over a function where he may need some facts and the
latest position about a particular problem. In all these ma\tbeﬁ the
librarian has to help him as, only he wiil know his material well
and will be able to extract the information reql.qred‘or provide
material which will serve the purposé best. If @at library is well
equipped with material which is also well maintained then it may
be the best place for anyone to prepare, &‘specch on any topic
connected with law. Those who would*Qare to know as to how it -
can be s0, may read Mr. Dah{’s amclp inthe Law Library Journal.*
Though it may not be neccssarv or desirable that the librar-
ian should also take sole respfmmblllty of the counter duties, yet
it is better if he is at the gdunter for some time atleast during the
day. There should bg" s}Jme other counter assistant or assistants
at the counter, ThE\\]'i'brarian’s presence at the counter will give
to the counter yséistants a sense of protection and guidance, at the
same time he will also be conversent with the working of the
counter ang\f there are some shortcomings, he may always iry to
remove.‘\bhem Thus, he will have the first hand information about
this s&ction which is the most important part of any library, This
154 {he' place which can mar or make the reputation of the library.
\If’ence, the librarian has to be very careful about this point.

Counter Assistants: As said earlier, the counter is very impor-
tant place in the whole setup of the library—it is our show piece.
Therefore, every effort should be made to appoint good-natured
and efficient men at the counter. Even otherwise itis essential
that persens ia the library bhould be very humble and of good

*Thc Law library : A speech writer's gold mine. Richard C. Dahl. Law
Lib. J. Vol. 60 (1967} p. 239,
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manners, this is-more true of the counter peopl'e. Perhaps, it may
be better to allot counter duties to ladies as, by nature, they are
rot querellsome " and are good mannered. Of course. it is
necessary that there should be some attendants there 1o help carry

books from one place to another and to do other such lypec of
work. : O
' ' O\
About the work to be allotted to the counter assistantgt may
be said that their main task should be to keep contr,oi}‘&‘\«'er the
persons and books. They may be allotted the wo;l{'éfi’ssuc and
return of books, and keeping such records which miy\be NECessary
for better discharge of this duty; they may aiso be made responsible
for inter-library loan records and lastlynit should be their
duLy to shelve books in the reading hall Qr}!}“kecp them regularly
at their proper places so that they m'ty be traceable whenever
required. ™

N Ny

* .‘~.

Apart from this, they 1133.55 be entrusted with other work also,
such as checking of ordef\Cards with the general catalogue,
preparation of book selcetiﬁn cards, ete. All these works can be done
sitting at the counteg %}, therefore, the counter assistants have
not to leave their sgats. The counter assistants can also work as
guide to the read:a}s. They can help readers find their books ; they
can also tell.theém about the location of a particular citation or

even hel.goﬁimﬁ in finding an old case and report in which it has
been regorted. ' : '
4 .\" $

N\ _’ All these things require a great skill and desire on the part of
the assistant to render help. Hence, it is necessary that the counter
assistant should be a trained person and qualified in the field of
his library. Only then he wil{ be abie to reander some ketp. Other
type of works also require a training in library science, For
example, checking of order cards with the general catalogue does
_ Tequire an understanding of the system of letter by letter and word

by word filing of cards. Unless the person is familiar with this
arrangement he will not be able to find the card even if it may be
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there in the catalogue tray and thus, the whole purpose of checking
will be defeated.

Therefore. it can be safely said that we should always keep at
the counter a trained person. Then he should be assisted b
atleast one or two atteadants, depending on the size of the libraly,
so that they may supply the books to the readers in the hall af in
{heir rooms. In a law, library, this will have to be done a§,yteaders
will require many books and it may not be posmbl{e ﬁor them to
run every time they want a book. Perhaps, thlé may not be
necessary in small libraries owned by lawyers-2ad small law firms
but, in other taw libraries it is a must. These attgndants should also,
as far as possible, be well acquainted fh the legal material so
that better and quick service may beMglven. If such persons arc
not available then fresh persons, atlsast matriculates, should be
appointed. Thesc persons, after, havmn worked in the library for
about one or two years, will ,pu,k up the titles and will be able to
scrve the purpose. Though, Jtwill largely depend on the methed and
the way they are tlamad\m the library by senior staff, it is true
that they will learn ¢ lqt only when they themselves are willing to
learp. If the libramg\works in shifts thea we will need more persons.
The idea is that ‘we should have atleast one trained assistant
and one or tyyo-attendants at the counter at a given time. Therefore,
il the libgdry Tuns in two shifts then we will require the staff at the
countep'&i this ratio. At the most, if funds do not permit, then we
may\’ﬁé\xe only one attendant but in no case he should be eliminated
altogether, There should always be two persons at the counter so
\that if the attendant or Lhe assistant has to leave the counter for
some work then the counter is not left unatiended. The counter
assistant should be instructed clearly that, in no case the counter
is to be lelt unattended even for a short time. The assistant in a
particular case may have to leave the counter for some time and
may have to do some searching in the hall for some material then
he should always keep an eye at the counter. He should never lose
the sight of the counter and, if it is not possible, then he should
watt till the attendant returns.
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It is to benoted that the counter assistant has to be very
vigilant, very helpful, and very busy; at the same time he has to be
very well behaved. Itis rather a difficult task. He has to come
across all sorts of persons and has to tackle various problems.
Therefore, he should be selected with great care keeping ~all
these points in view, otherwise an ill-mannered and M-equipped
counter may spoil the image of the library. R )

_ Back room staff: As said earlier, there shouldde\aticast one
technical assistant, His main task is to procesg‘d¢he books and
other reading materials except the periodicals,  Mde has to maintain
record of orders, arrivals, and accession \the books and do
classification and cataloguing. This -seenie’to be quite a job and
it is really so. Bat, as it may not I;-e’iimssib]e in each library to
have two persons for these jobs, ’t,h’f:"technica] assistant has to
do all this work. He may take hgﬂp;" from the clerk-typist and the
counter assistants as and whe‘t(ihe"cessary and if these people may
find sorae time after doing theit own Job. For example, accessioning
can be entrusted to ghe(clerk and the order card checking and
order selection cards¢ 'Ephration may be entrusted to the counter
people. But, ultimately the technical assistant has to be responsible
for the work epthected with the technical section.

Altbei@ it is true that he has to see that the books and
other 'r\eédfng material do not lie in his room for long, yet, it can be
said that he can do his job without a sense of hurry as is the case

,w\rt"~éounter people who have to do the job then and there. But,

\tiis man has to be very systematic in his work. He has to be very
careful in filing the order cards, in passing the bills, checking the
prices, editions, etc. If the system of taking books on approval
is followed then he has to keep these safely. It is not uniikely that
some books which have come on approval may be taken away by
readers, specially the staff members, Normally this shouid not be
allowed but, at times, it may become quite difficult to check.

_ . After so much of work It is not possible that the technical
assistant may be expected o devote some hours al the counter
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also. But, it will be better if he takes some time off from his
routine and mechanical work and faces people at the counter. This
will relieve him of the arduous duty of classification and
cataloguing, and give him some time to know the readers of his
library. He will also be acquainted with the method and working of
his library and will know the problems of the readers as well as,
defects of his own work. He will have first hand knowledge of has

classification and cataloguing shortcomings; he will know what)his
readers want as regards the subject headings and otheg wuides in
the card catalogue. Perhaps, a reader may help him 1n~c13551fy1ng a
particular book in another way than he had doné_&s it would be
more useful that way. Therefore, it may be desirable that he
should also be put on the counter duty N

Similarly, it is essential that the teéhmcal assistant should
be made responsible for shelving thc ‘books also, Everyday he
should devote atleast half an hau® vfor this job. If he does this
work then he may find some ‘diébl'epencies in his classification and
cataloguing. For examplep ~ie may find two editions of the same
book classified dlﬁ‘erenﬂ}, or he may find that books of same
subject have been cié@xﬁed at two different class numbers. There
may be some misidKes in author entries also. All these things may
be corrected wheh he himself does the shelving. Of course, the
other personsﬁ\v’ho will be engaged in shelving, may alse point out
these thing& but his first hand information will always be more
usef‘ul an it will remain in his mind for ever.

‘“ It would be better if the shelving work is divided among the
whole staff, Shelving of serial publications may be entrusted to
attendants but, shelving of the text books should always be done
by trained persons including the librarian. The whole of the
collection of the text beoks should be divided and allotted to all
and it should be changed every week. This way each person will
have knowledge of every section of the text books. Each will
know as to how to shelve the books according to the scheme being
followed in the library. It is not easy to know arrangement of
various signs which are followed in a classification scheme and
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their order of arrangement. Perhaps, it will be easier il the library
is following Dewey system but, if the library is following the
U.D.C. er the Colon classification scheme then it is rather difficult.
Of course, practice will make everybody perfect. and that is -
why it is suggested that shelving should be done by each and every
member of the staff daily and by rotation. For this work, moithg
time is the best but, if this is not possible due to some régsons,
then it may be done any time during the day. Bul i~wust be
done every day otherwise it will be difficult to‘.}‘l\écare the
books, e NI
. RS

Clerk-typist : The clerk-typist snould BeNehtrusted wilh the
task of typing the catalogue cards, order lists/letters, etc. He may
also be asked to handle the files and, as-$aid earlier, he may also
be given accessioning work if he ﬁnd‘sttixnle. It should be clearly
understood that he is not merelwa typist and that we should
never commit a mistake of appp;ihiing a mere typist. He should
be designated as clerk-typishs This is emphasized as, in some
offices there may be a wdtertight demarcation of duties and the
person who is appointq{iz\as ‘typist’ alone may refuse {o handle
files, or do some qthérwork which may be entrusted to him from
time o time, Helabay even be asked to supply books to persons
at times, or havéto even sit at the counter if a situation so arises.
Thereforq,“g}ﬁhould always have 2 man who can be used in any
way andany where. In fact this is true of every person whoe
worksiin'the library, Work of the library should be distributed
”t:): fasilitate the working, it should not be taken as rigid division
of Work. Every body should be able to do other job as far as
possible and persons may be changed and used on various duties.

This will make them alrounder—master of one and jackal of
none.

If possible and if the workload so demands two clerk-typists
shou‘ld be appointed. If g library is- bringing out monthly lists
and i also engaged in indexing of periodicals then surely it will
require atleast two typists. And, if a library is

e indexing gazette
also then additional hand will be required. '
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It is always better to appeint a trained person on this post,
even if he is a matriculate only. But, he should be atleast a certificate
holder., This is desirable as a trained person will be sincere
to his work and will not look forward to other job. And,if he
can be given some incentive and hope for future rise then he may
stick to his job and iearn the work quickly; though it is_ very
difficult to give any hope of future promotion as, there 1s very hiftle
chance of so much expansion in the staff. But, if a person i§ ‘wrained
in the library then he may have better chance clsq“ih}:re also.
Thus, he should be trained properly and should be made to realise
the importance of work which he is doing. Of go\ﬁér:ée, every thing
would depend on the person himself. \/

Unfortunately, it is very difficult ofé%et better and sincere
persons. In American law libraries algéi,}ley are facing a shortage
of trained persons. But, in lndia,’wéq{either have trained persons
nor sincere persons. Perhap@s;g:“the solution lies in the law
librarians themselves, only lhe’yﬁ‘{w{rill have to do a lot to improve the
situation. They will have.o Show to the society and other clients
that thev could do a lo’L..{‘)nly then they will earn a good name and
position which will a&t\act better persons in the profession, technical
as well as non-techuical, or professional and semi-professional.

&
xt\u'

W
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CHAPTER—3

ACQUISITION AND MAINTENANCE
OF MATERIAL

I. Primary source material ) N

- The Constitution : In India we have a wri{“t’:}; constitution
which is supreme. All the Acts passed by tl\c,Parliament or the
state legislatures are tested in the light of ,{Re provisions of the
Counstitution. If the Act ora particufat )section of the Act is
against the spirit of the Constitution thén courts can declare it
void and it cannot be enforced. v~f.1zh"uss, it is very necessary that
every library must have the Cofistitution in its collection. Also,
it is necessary that it must he Kept uptodate. As we know, the
Constitution can be changéd by the Parliament in accordance with
the provisions of the~@£m§titution itself. And Parliarment does
so from time to time'as and when it becomes necessary. It s,
therefore, necessdty” that the library should keep track of this

process of cops:[it‘utional change and all the amendments should
be incorw’érte’d in the main text.
O

Jtis always better if only an official publication of the
Cap@itution is purchased for the library, This official publication
ap be purchased from the Kitab Mahal, a Government of India
Sales Dept. in New Delhi or from any other sales depot in any

other city, or from the authorised agents of the government
publications. '

As said earlier, the Constitution is 'changed from time to time.
But, a.fresh copy incorperating all these changes, is not published
everytime an amendment is made, Hence, the problem is as to
how to keep the Constitution up-to-date. There can be iwo
methods.  One, as and when an amendment is passed it should be -
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incorporated in the copy of the Constitution which the library
has. This may not be difficult as, not many amendments to the
Constitution are passed, and whatever there are, they can be
easily hand written on the pages, or they can be typed on a
separate sheet of paper and pasted on the page where the change
has been made. o« &N\

The other method may be to subscribe to the Gazette of Iadia.
By doing so the library will get the legislative material(passed
by the Parliament. Amendments to the Constitution arpninubl'ished
it section I of Part I. But, the difficulty would be t]\naf!:'thc readers
would have to consult the material at two places-~the Coastitution
itself and the Gazette. It is quite likely that _aNreader may nat
know as to whether any change has been madein the Constitution.
Thus, it is better if a note is made in thé{Cppy of the Constitution
itself at the particular article or the ge:ction of the Constitution
that it has been replaced or amenc{ed'ﬁ and the reader should refer
to the Gazetite of India for the ,1até’st amendment. If the library
is preparing an index to the “Gazette of India on the cards and
has maintained a separate.datalogue for this purpose then it will
be most useful. The 4 s’q‘dérs, by consulting the catalogue, can
always find out whah ate the changes in the Constitution. The
readers must be to,id That to bring their research up-to-date, they
have to consultthe index to the Gazette of India.* The idea is
that a 1eadq}:hould be informed that the copy of the Constitution
which hed3\¢onsulting may not give him the latest position and
he ha}sjo"'consult the latest material, and for the Jatest position
he'Pasto consult the index. His attention has to be drawn to this
fact either through a note on the copy of the Constitution itself
or through some other means. This will serve two purposes, One,
that the readers” attention will be drawn to the latest amendments
and two, that they will know that the library is maintaining a
Gazette of India index.

So much about the bringing the Coastitution up-to-date as
far as the legisiative amendments are concerned. But, the reader

*See below for the indexing of the Gaxette of India.
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will also-like to know the latest case law on the Constitution, For :

this, the digests will be the best guide which have been discussed -_'-
later in this book.

As said earlier, aneffort should be made to keecp the latest
copy of the Constitution in the library. Generally, the Manager of .
Publications, Government of India, issues amended copy afit ¢
Constitution everv after two or three years. Therefore, a&_dgon as
these are available in the market, a few copies should ]Jq:burchased; B
Some publishers also publish Constitution with shertinotes. These -
are also useful and may be kept in the Iibrary.“if necessary but, -
they should be used with care. Here it may 116D be out of place to
mention that a mistake of a coma or semicdlon may be disastrous
and it may change the meaning of{the provisions of the
Constitution, To avoid this, it is al.wag}s better that only official ;
version should be relied upon. I

When a new edition of the Constitution has been received, old
edition should not be thrown away. It is better to preserve the old .
edition as, sometime researchers may like to see the old provisions. :.
In a law library it is'\’we‘ry difficult to weed out the materjal as it is
never useless, The\)ld edition may be removed from shelves and
kept away in,\sbnie other rooms at some other place but, they
should not®e destroyed. They may be preserved in such a way
that they\may be taken out easily as and ‘when required.

R }st}(lilarly, effort should be made to keep the first edition of the’
. onstitution ia the library. And also the calligraphy copy which is
<, #vailable with the Lok Sabha Sales Section, New Delhi at a price€
of Rs. 100.00. This copy bears the signatures of all the members of
the Constituent Assembly, Therefore, it may be useful to know the
names of the members of the Assembly also. Apart from this, it

will give the original and authenticated provisions of the
Constitution.

Draft C‘onst‘itution: The Constituent Assembly had prepared
a dr‘aft con§t:tutlon_wh1ch was also published, That may be still
available with some booksellers, though with some difficubty. It
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is worth trying to locate a copy any how, It is very useful in
comparing old and new provisions of the Constitution. It will
give an idea as to what were the earlier provisions and how they
were changed. Tt may provide very good points for researchers,

Similarly, it is essential that every library has a copy-of >
the Gavernment of India Act, 1935 on the basis of which many
articles of the Constitution were framed. The Constitution “ds
mainly based on this Act. If possible, a commentary on ;hi’:}\éhould
also be acquired. Again, all this material is vgryf useful in
comparing the provisions of the two documen.ts;.'Somctime a
researcher may have to look into all the earlier A¢ls’also to find out
any sclution to his problems and hence, it jsﬁ‘eéirable that all the
major Acts which affected the constitution’aﬁaépects of the country,
from the very beginning, should be available in the library. Some
of these major Acts are those of 18’5.3:,.'.1919, and 1935,

Constituent Assembly Del?a't'glsf:' These debates are of much
importance as, if we want to/know the intentions of the framers of
the Constitution then \}f‘e’\vi]l have to refer to these debates, It
is very likely that somé\grﬁvision of the Constitution may not be
clear to the researchefs or to the bench and bar, then the only
solution lies in thé_discussions held in the assembly. by reading
the debates oné)ean find out the clear intention of the provisions.
. Hence, it rs'\vcry necessary that the law library acquires a set of
these deb&;‘te\s. Itis after a long time that the Lok Sabha Sales
Sectionyhas reprinted the set and now is freely available. The set
in€ludss an useful index and a table showing parallel provisions
of the draft and the revised Constitution,

Legislative material - Central : Legisiative material of the
centre is published in the Gazette of India, This material can be
divided into two parts. One, which contains the main legislative
material i.e., the bills, select committee reports on bills, Acts and
Ordinance; the other, which contains all the subordinate or
delegated legislative material issued by various ministries and
departments of the Government, Subordinate legislation which is
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also known as delegated legislation, is a recent necessity and it has -
come to stay now, Due to numerous legislative activity of the-_-f-
Parliament it is not possible for it to pass rules and regulations .
relating to one Act. Hence, almost in every Act, which the ‘:":
Parliament passes, there is a provision which authorisegnthe
ministries and govérnment depariments to issue and {rame ‘rules
.and regulations which may be necessary for the cxec.u(i’ém\ of the -
Act. Most of these rules, regulations, and other nojiﬁtations ete. .
are required to be published in the Gazetie ofsIndia and they
become effective only after they have bheen nopiﬁcﬁ to the public.

There are different parts of the GazettQ of India which contain-
these materials and some more mate ’éﬂ.\ ‘Bi]]s, select committee
reports on bills, and the Acts are: pf&ished in Part JI Section
1 and 2, while the other matcriag s "?ub]ished in Part T und Part’

II section 3 and 4. The followjtig table will show the details of
the publication of the material in the Gazette: '

As wilt be seen alithe parts of the Gazette of India are not
necessary fora law library. Tt will be sufficient if a library:
subscribes to qu}\i‘ sections | & 4 and Part II secitons 1to#.

These parts will.€ontain all kinds of legislative material which a
law librarxwﬁl require.

‘\::\CONTENTS OF THE GAZETTE OF INDIA

O\ )
P{‘RTI—*SWUOIL I = Notifications relating to non-statutory
O

) rules, regulations, orders, and resolutions issued DY
the ministries of the Government of India (Other than
the Ministry of Defence) and by the Supreme Court.

PART I — Section 2 = Notifications regarding appointments,

promotions, leave cte. of Government officers issued by
the ministries of the Government of India (Other than
the Ministry of Defence) and by the Supreme Court.

PART I — Section 3 = Notifications relating to non-siatutory
rules, regulations, orders, and resolutions issued by
the ministry of Defence.
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PART I — Section. 4 = Notifications regarding appointments,
promotions, leave etc. of oficers issued by the
Ministry of Defence. -

PART II — Section. I = Acts, ordinances and regulationé.

PART II — Section. 2 = Bills and reports of select committee
on bilis, (

PART Il — Section. 3 -Sub-Sec, (i)} = General statutory ruiqs
(including orders, byelaws etc. of general charactcl)
issued by the ministries of the Govcnnment of India
{Other than the ministry of Defence) and by ‘central
authorities (other than the admlmstratﬁ}ns of Union
lerritorries) O

PART L[ — Section. 3 -Sub-Sec. (i) = Sidthtory orders and
notifications issued by «Me) Ministries of the
Government of lndia (Other than the Ministry of
Defence) and by the cefmal authorities (Other than
the adminisirations Of% ‘Union territorries).

PART II — Section. 4 = S‘tatﬁ'tory rules and orders notified by
the Ministry~of Defence.

PART I — Section, [*<* Notifications issued by the Auditor
General, Umon Public Service Commission, Raiiway
Admmmuatmn, high courts and the attached and
su\ht}rdmate, offices of the Government of India.

PART llI';\\Sccuon. 2 — Notifications and notices issued by the

\.f % Patent Offices, Calculla.

PA{H ‘1] - Section. 3 = Notifications issued by or under the
authority of Chief Commissioners.

PART fIl — Section. 4 = Miscellaneous notifications including
notifications, orders, advertissments, and notices
issued by statutory bodies.

PART IV — Advertisements and nolices by private individuals
and private bodies.

As will be seen all the parts of the chel.te of India are not
necessary for a law library. It will be sufficient if a library
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subscribes to Part I sections 1 & 4 and Part Il sections 1 to 4

These parts wilt contain all kinds of legislative material which a
law library will require.

How to subscribe and maintain the Gazette : As in any other
kind of government publication, sibscription is always to be seat
in advance for the Gazette also. The amount of subscription
varies from year to year, Therefore, it is always hekier thata’
standing order jis placed with the Manager of, Phblications,f
Government of India, Civil Lines, Delhi, or with dhy agent of the
government publications, The Manager of Putzli;;ations, generally .

- sends an intimation by December each  ygar to the regular:
subscribers informing them the rates of sibscriptions to various
sections of the Gazette and they givc'\ézhﬁcient time to pay the
amount. This rate is always prox{isiénal and subsequently, after.
about six to eight months, t;le}'l"'send another letter giving
the final rate of subscription"\ﬁhich is always more than the
previous one. Hence, provi’g’ioh should always be made in the-
budget for this incregse."'The subscription is accepted for &
period of one year (Rsom April to March) or for a quarter of
quarters of a géar’ As said earlier, subscription is payable.
strictly in advagce, therefore, it should be paid at the earliest
when the notite s received, otherwise, they will stop the supply.:
Once the sipply is stopped it takes some time before it is resumed

and if(i5“possible that they may not be able to supply somé
1ssueshand thus, there will be a gap in the collection.

A v Even if their notice does not arrive by the second week
y ‘s:o’f December every year, it is necessary that the librarian

himself writes to the Manager of Publications and asks the rateé
of subscription so that it may be paid well in advance. Wc all
know the condition of the publication branch and the sorry staté
of affairs of government publications. This makes it althemore
essential that we should be careful when we deal with this branch. -
If you are slightly negligent then, perhaps, you will never be
able to fill the gap. Even otherwise, it is quite likely that

the fault will always lie with the librariap and not with the-
Manager of Publications Office.
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Registration of Gazette : After the subscription has been
paid parts will start pouring in in due course. The best method
for receiving the parts and entering them is to maintain a register.
It has been seeh from the practical experience that a register of
¢ven one quire will be enough to adjust entries of the Gazette
for a period of one year. Entries in the register should be madg
in the following manner after the pages have been divided im0
columns as indicated below. Each part shouid be allotted as.;ﬁa\ny
pages as are required according to the eniries in a yeax‘ to be

made as shown in the following table. (’u‘,
Sample entries ,\
GAZETTE PART—PART II—SE€¥1
XN
Date Issue No. o\ Date of pubn.
20,171 1 1171
5.2.71 2-3 o 3% —
10.2.71 6T : 12-1-71
10.2.71 L Os9 —
LA

As will be sc\eﬁ'bne line has been left over for issue No. 7
as it has not ée:n received., If we enter Nos. 6, 8, and 9 1in the
same line_thel it may not be casy to locate the gap later on.
If the isswoshare entered in the manner given above then the gap
is :mmédtately clear and we need not search the missing numbers.
ThisN i important as, issues are not received according to serial
nimbers regularly, sometime we may receive consequent numbers
and sometime broken numbers. There may be a gap of weeks
together or even of months in between the supply. Therefore, it is
always belter to cuter the issues in this manner so that sending
of reminders becomes easy. The missing issues should be nterede
at their proper places only as and when they are received.

If we make provisions for entries in the manner suggested
above then each part would require space as follows. This has
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been calculated on the basis of experience and it is hoped it w1]_l-.;‘:
be more or less correct.

APPROXIMATE NUMBER OF PARTS OF THE GAZETTI;_‘.‘-
OF INDIA IN A YEAR -

A
(Sample year - 1970) |
Part No. Section Number of " () Remarks-
Issves s‘
as ;
I 1 520\ Weekly
I 1 Exty. 248
i 3 N5
11 1 . QY 57 )
I1 : 2 R\ 61 |
ia 3@ N 52 Weckly
11 3 (i) Extfpd 216
i1 3 (i) 52 Weekly
11 3 (i) Exty. 471
IT “© 47

I 4 Bxty. _ 25

\ ¥

_ Althéu\gh'_ not much should
remingers Tor the parts not recei
it mé,y be done after o mo

- IéCived may be sent to the
Nthat very rarely they send t

all the cases is that DParts were sent o you in the course of regular
supyly, duplicate issues cannot be supplied free. If one requires
~ these issues then he hag to pay for these parts and that too at casual
rates. It is also very likely that, by the time we are told by the
how much :money'. calculated at the
¢ sent for the missing parts, the parts
int, and we may receive their another
Were 10 - longer available as, they had

be expected, yet it is beiter .if
ved are sent regularly, Perhaps
ath—a consolidated list of parts not
Manager of Publications. It is seen
he missing parts, their siock reply in

rate of casual rates, should
in question may go out of pr
stock reply that the parts



ACQUISITION AND MAINTENANCE OF MATERIAL 41

gone cut of print. [t is generally true that one cannot get paris
of last year. For example, if you ask parts of September 1969 in
December 1970, you will be told that they were out of print.
Therefore, we have to be quick in sending our list of missing
paris, Though, as said earlier, it is verv difficult to get those
paris. A subscriber does not have means to check as to what
parts were seni to him in a bundle as no list of parts is attached.
The supply is also very irregular. It may not be an exagéaration
to say that, in India perhaps, there will be very few Iib):é.‘rieé which
will have a complete set of the Gazette of India. (”:“,

How to keep the Gazette in the lihrary“*;,\ﬁ"his i§ another
problem which will take most of the timeQOf'the library stafl,
Most of the parts come in sheets, somgtih}e it is only one shect.
It is very difficuii to keep them intact:'}‘fﬁe readers will naturally
like to use 1t and, if itis given igfthéir hands as it is, then it is
likely to be lost.  They cannot e displayed either. Perhaps, the
best way to keey them is ~;fii.a'.t, they shouid be kept in one
ftle-board neatly tied ove‘r"’ There should be a file-board for
each section and, if necessary, two or three file-boards may be
used for one sectigng\ Secondly, in no case the readers should
be allowed to taﬁ\out any part from the file, nor the parts
should be allowed to go out of the library. They must be
consulted i;{t:h\c library only.

W\Q’él\fihe year is over and it is no mere expected that some
morg\parts would be received, then the whole collection for one
yeal should be checked and prepared for binding. If some issues

\"Em": missing then, efforts should be made to get those parts. If
there is no hope of getting those parts then all the parts should be
bound, otherwise they are likely to be misplaced. [t is important
te note that, while subscription to the Garzette is accepted on the
financtal year basis, i.e., from April to March, they are published
on a calender year basis, {.e., from January to December. 1t is
not necessary that all the parts pertaining to a year, must be
received by the end of December, sometime parts may come even
in the month of June next year. Therefore, it is necessary that,
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atleast six fo seven months after the year is over, the parts should
be sent for binding,

It is a problem asto how to be sure whether all the parts
have been received or not. This will be clear if it is understood
that there are two categories of the Gazette, One which is extia:
ordinary and is published almost daily ; and the other whish’ is
ordinaty and is published almost every week. Thercforq,’\ m ihe
latter category there will be about fifty two issues in a,y’,@ai', while
in the first category they will be as noted earlier, ;Thlxs,’when we
have received so many issues then we can be sur.é‘:}ﬁat there will
not be any more issues. The date of publicatiop\“is another guide
in this respect. Generally, the position will?also be clear after a
lapse of six or seven months in the next,\y‘éar. Therefore, it s
safer to wait for this period, then send it for binding. Binding of
the Gazette should always be donéifh’ half leather as, it will be
more durable. oW

*

-

While sending the pagfs. for binding we should make out a
list of all the Missing,ﬁa}ts. One copy should be given to the
binder so that he mayave no difficulty in arranging pages. It
will be better if thelibrary staff himself arranges the pages and it
is not left on théChinder. But, if the binder is intelligent and
reliable, the&lztxmay be Ieft to him. When it comes after binding,
collation sholild be dome on the basis of this list. Missing
pages shiould be noted on the fropt page of the volum
is generally a piain paper,
tHie Yeaders and they will not
same thing, i.e. the readers
are missing, Secondly, if it
processed after the binding, t
it 1s left for some other time
may never be done. Also,

¢ which
This is very essential as, it will help
bot_her the counter assistant for the
can themselves find out what pages
is done at the time wlhen it is being
hen it is certain to be done. But, if
and for somebody else to do, then it

eves if it is checked just after it .comes
after binding, then we can be sure that the binder has also not

lost some more Pages and if he has, then an effort can be made
to recover those pages from the binder. Tt is not unlikely that
these pages were misplaced at the binder’s shop.
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The problem of missing pages can be solved in arother way
also, though it is a very remote possibility, 1If an effort i{s made
by two or three librarians themselves then it may be possible to
get the missing pages. Tt is like this, During the course of the
year one library might have not received some issues while these
issues might have been received in duplicate by another iibrawy,
or they can be spared by some other libraries in some other way
On the other hand this other library may need issues whlbh may
be available in duplicate in the former library. If thesa wo
fibraries mutually change these parts then, perhapp, ‘the problem
may be solved. But, I have no knowledge whether it has been
tried by any library so far. If not then, peraps, a beginning can
be made. N

W

Whatever has been said about ,tii,é*\Central Garzette, is true
of the state gazette aiso. The same process has to be followed in
respect of the state legislative ;ﬁaiérials also. This is so because
the pattern of the pubhcatloh “of the gazetie, throughout the
countty, is the same and heuce there wou]d be no difficulty if one
has been doing Central &dzette properly.

Parhamentary \)ebates :  Day-to-day proceedings of the
Parliament are pubhshed by the Manager of Publications, Delhi.
These proc;e@mgs are very important for research purposes as,
they providé’a background to all the legislation in our country.
Just as%t" is necessary to refer to the Constituent Assembly
Debates to ascertain the intentions of the Constitution framers
ﬁ‘bout a particular article of the Constitution, in the same way it

\s necessary and helpful to refer to the Parliameatary debates to
know the intention behind a particular legislation.

There are no fixed subscription rates for these debates. The
practice is to open a deposit account with the Manager of
Publications, Government of India, Civil Lines, Delhi, by
depositing some amount with them. After the amount has been
deposited the Manager of Publications goes on sending alf the
paris published. Along with the supply they also send a pre-paid
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voucher so that one can always check whether all the parts
mentioned in the voucher have been received or not. The deposit
account has to be recouped by the amount of supply made, i.e.,
when the supply is received along with the pre-paid voucher,
payment should be made of the amount mentioned in the voucher,
In other words, the pre-paid vouchers may be treated as bills At
amount should be paid. 1In this way the deposit accouﬁ{:fsvill
always be recouped and the library will always be rcg:é\i:\?ing the
latest supply without any hindrance. ) N

As in the case of the Gazette of India, inif&\ case of the
debates also, it is not necessary that the part§\'may be received
consequitively. It is quite likely that sometime (here is a gap in
the supply. Therefore, a check must be:k}p% over the supply and
reminders must be sent well jn time, (Phe gap may not be filled
up, sometimes, for a long period. ’Il~ 18, therefore, very essential
that proper record is kept of alithe reminders sent so that they
may be_ referred to later whpn‘é»?ér necessary. From experience il
has been observed that thf\"suppiy of the Rajya Sabha Debates is
more irregular than tl{{igf Lok Sabha Debates.

It is also possible that sometime, two copies of the same paft
are supplied ands ’accordingly they may be charged to your
deposit acc;g\u.:ﬁﬁ In such cases a check must be kept and, if
two copigsief any part are received then, one must be returned
to the M:anager of Publications and they may be requested to
ct:g:\dit\’"the deposit account by that amount.

\ .

N How to maintain the deposit account : Apart from the kardex
or any other system of periodicals registration, the library should
also maintain a deposit account register. This register will show
at any time the position of the deposit account with the Manager
of Publications. Tt will show as to how much money is left with
them and how many vouchers are in hand to be paid. The
Manager of Publications sends a guarterly statement of account
showing al} the supplies made and. payment received by them.
If the library has been maintaining the deposit account registe r
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properly then this statement can be tallied with the register and,
if there is any mistake then it may be brought to the notice of
the Manager of Publications Office. The following columns are
suggested in the register :

1. Amount ~
Cheque No. and date
Total )

'\
N

N

I. Amount deposited

E).I

. Voucher No. ;‘:f},
Date

Amount
. Total

<0
II. Material received O

N
I11. Remarks _ e\

S J
NN

If we deduct the total amowit .of supply side from the totai
amount of paid side then we .w'j}l' know the balance. From this
may be deducted such bills or amount of sach vouchers which
are in hand or are in the process of payment.

A\

It is necessar tlfa'[’this position of balance may be reviewed
from time to timeNso that, if any time there is less balance, then
the deposit agéomunt may be recouped. If this is not done and,
if there rcjlﬁains no amount, in the deposit account then, the
Manager{of “Publications will not send parts and there will be
hindrabe in the supply which may be difficult to complete later,
A.lsg’,."'some margin should be given if the amount is sent by
“theque as, it takes some time in encashing the cheque. If possible,

he amount should be sent by draft. At least fifteen days time
may be allowed before a cheque is likely to be encashed and, this
time should be taken into consideration when checking the depqsil
account balance.

How to maintain the debates : Lok Sabha Debates : As said
earlier, the parts of Lok Sabha Debates are received serially, there
are very little gaps. On each part of the debate is mentioned as
to how many parts will constitute a volume, e.g., Vol 10 consists
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of parts 1-10”. Therefore, when all the parts of a particular
volume have been received, the volume should be sent for binding.
The debates are generally referred to by date and hence, the binder
should be asked to print on the spine of the volume ‘Name of
the Debates’, ‘Series Number’, ‘Volume No.’, ‘paris’, and ‘dates’.
‘Series number’ is necessary as the volume number changes willh
the Lok Sabha, This needs a little explaination. Aftery ‘each
general election a new Lok Sabha comes into ex15tence \ Thus

so far five general elections have been held and, dccqrdmgly the
present Lok Sabha is called the Fifth Lok SabhaZ; In’each Lok
Sabha the number of volumes runs conscqtiitivel‘_\?~b11t, as soon
as a Lok Sabha is dissolved, the number also'sgops and, with the
coming of the new Lok Sabha, its debatésyare also numbered
afresh. Thus, a-volume of Lok Sablig %1]1 be cited by series,

volumes and dates. On the other hand, if 4 person wants
debates of a particular day, then iteill be the duty of the library
to know as to in which series tha® ‘date falls and then to search
for that date in that series atome. Thus, it is necessary for the
staff to remember the date§ of the general elections of the country,

otherwise he will be \ﬁ{‘mb]ing around the many volumes without
any result. \

As said_eavlfer, the volumes should be bound as soon as
possible. A.p;h—t from the parts of the debates, we receive the
index alsu}to the various volumes. Generally, one index covers
two, th?;ee, or more volumes. Therefore, it is always good if
thp mdex is bound separately. These indexes should be kept on
the' shelf preferably before alf the voiumes. These indexes are
very helpful and must be consuited if a person does not know
anything but simply wants to read debates on a particular point
or bill; or he wants to know as to what was said by a particular
member of the Lok Sabha on a particular poiat; or if he wants to
refer to-some questions and replies thereto,

Generally, Lok Sabha Debates are divided info volumes
of ten parts each, i.e., one volume isto consist of ten parts.
Therefore, all these parts can be easily bound in one book. But,
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the binding should always be in half leather as, the debates are
to be a long needed material and, no other binding can stand the
rough weather condition of our country as well as the use to
which they are put.

Rajya Sabha Debates : Rajya Sabha Debates are also publishgd
in parts. But, unlike the Lok Sabha Debates, the volume number
is not changed, it runs consequitively. This is so becausexj&ajya
Sabha is never dissolved, only some members retire gf’:t:ér a fixed
period and new members are appointed. Therefore,~tlie volume
numbers of the debates also rur consequitively. \\

Also, unlike the Lok Sabha Debates, there is no indication
on the parts of these debates as to how m)ah)}’parts will constitute
a volume. The only method of knowin’g\ whether a volume has
been completed or not, is to see {32(::}1 issue. At the end of each
issue two sentences are printed, op’cjlsaying that the ‘House then
adjourned to meet again on a@artain day at a certain time, and
the other, saying ‘the House ‘thén adjourned sine die’. If the latter
is printed on some issuem@en it should be taken as an indication
that the volume is now'complete and it should be sent for binding.
The first sentence p%ted on each issue is helpful in checking
whether any nu\nibér is missing as, from the date mentioned at
the end of ¢ 'i;)art on which the House is to meet, we can check
whether thedibrary has received debates for that date also or
not, I\
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As in the case of Lok Sabha Debates, the Rajya Sabha
Debates should also be bound in half leather. But, one volume of
Rajya Sabha Debates will consist of many parts and hence, it may
be necessary to get it bound in more than one book. Sometime it
may be necessary to get it bound even in four books. Those very
things are to be printed here also as, are necessary for the tok
Sabha Debates except the series number as there is no such sunber
in this case, Thus, it will be necessary to print on the sping ™~ Rajya
Sabha Debates’, ‘volume number’, ‘number of parts’,(ahgl ‘dates’,

For Rajya Sabha Debates also there are indc%eis. These also

should be bound separately and be kept at the dekinning of the set
or before the main volumes, \\
RS

In addition to the above sections/df*the Rajya Sabha Debates
they also have another section called\Appendix to the Rajya Sabha
Debates. They contain very yﬁéi‘il] material, The Manager of
publications sends these partsfailtomatically if one has a deposit
account with them. They, &hould be bound separately and kept

.along with the volumes /™~ o
_ RN :

Apart from this, correction slips are also issued for the debates
which are sent: ,aiitématical]y along with the parts. But, they are
received mughafter the parts and it is not possible to get them
bound alﬂn‘g‘v’vith the parts. Perhaps the only way to make use of
them’is;'t}) make corrections by hand wherever asked for, or to cut
it i:n\?feces and paste the corrections at the appropriate places.

\ .
N\ As in the case of the Gazette of India, parts should be entered
" in the kardex or in the register or on any other system of registering
periodicals, serially, ie. if any part has not been received, its
place should be left vacant so that it wil] always show clearly as
to what parts have not been received 4t any given time and it will
be easy to send reminders and keep track of the supply.

Parliamentary Com'mittees—Reports :

. _ There are a number of
Parliamentary committees in both the hou

ses, 1., in the Lok Sabha
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and in the Rajya Sabha. Matters of great public interest are referred
to these committecs for expert advice, In some cases, befors a
legislation is passed, the bill may be referred to the Select Committee
on bills for expert -advice. The members of these committecs
are supposed to be persons of expert knowledge in the field and
represent various political parties having different views on the
matter. A reference to some of these committees, however, is.gh
automatic. As said earlier, only those matters which are of great
public interest, are referred to them. The Speaker of t’rfé" Dok
Sabha or the Chairman of the Rajya Sabha has to dectde as to
which matter is to be referred to them. AN

After the Committee has considered the fgatter in all its
aspects, it submits its report to the House conc@rned This report is
laid down on the table of the House and d@cussed by the members
of the House. Mostly, the recommendanons of the committee are
accepted by the House and necessary actlon is taken to implement
its decisions. o\

Report of these comm‘i’ttées are available from the Lok
Sabha Sales Section on pagment. A good law library should try to
procure all these re ov'{t-'st as they are not very expensive. On
the other hand thev’ are very useful.

How to },e{ :he reports The best way to have all or any of
the reporisyv$to open a deposit account with the Lok Sabha
Sales Sectm Under this procedure some amount is deposited
with thb Sales Section and they are told as to what reports are
requlred The Sales Section will go on sending the required
reports to you along with the debit vouchers of your account.
As soon as the supplies are received these vouchers should be
treated as bifls and the money should be repaid to them. This
way we will receive regular supply and, if we recoup our deposit
account as suggested above, we will always have enough funds
with the Sales Section for future supplies. Thus, it will be seen
that the system here also is the same as in the case of deposit
account for Lok Sabha and Rajya Sabha Debates. The difference
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is only this that, whereas in the case of committee reports
we have to open a deposit account with -the Lok Sabha Sales
Section, in the case of debates we have (o open a deposit account
with the Manager of Publications. Another difference in the
two publications is that the debates are sent by post without
any postage charge, whereas the Lok Sabha Sales Section chatges
postage also if the reports are sent by post. Therefore, ifiMthe
library is located in Delhi or in New Delhi then it mavebe better
- if the reports are collected from the Sales Scctiqns.\lhmugh a
messenger. This will also ensure quick and regular™supply.

Registration and maintenance of the Repﬂ’r‘t?s’: The system of-
registering the reports should be the same as\th the case of debates,
As in other cases, here also it is uot necessary that the reports may
come in successive numbers consequiqiﬂf;}y, sometime there may be
gaps. Therefore, it will be better if :sp’ace or column is left for the
parts not received. These repqr‘téi ‘are numbered serially in each
Lok Sabha. In some cases, ho}’vé\?er, the number runs regularly and
it does not change with the Shange in Lok Sabha.

o
As said earlie ,{‘he’se reports deal with different matters and
thos, can be classiﬁpg according to their subject matter, But, it will
be better if thf:{’ére kept at one place. As they are not very bulky
a number qfrpports can be bound together. This will save the
problem sofspace and minimise expenditure. But, each report
shouldhave a catalogue card separately in the card cabinet which
should be merged at its proper place in subject as well as in
) .a\!p\habcticai portion. The location symbol can be given on the card
itself. Generally these reports are asked by subject and number,
i. e. 5th report of the Committee on Subordinate Legislation of the

fourth Lok Sabha, Therefore, it is necessary that the catalogue
should have alf this information. .

The .bound volumes should have on the spine the name of
the committee and the number, It may be better if a list of reports

i a particular volume.is bound along with the reports so that it
may serve as a content page,
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From experience it has been observed that classification of
these reports is casy at the time when they are received in the
library. The person incharge of registering them should afleast
prepare a rough card giving all detaiis, i.e. name of the report or
title, year, pages etc. If the person is also responsible for classifying
the material then he should do it then and there, otherwis
the classifier and cataloguer should do the job. This may be done
along with the other work as daily routine. The only pm}l‘t is
that they should not be kept aside for some future date ©r " until
after they have been bound. Tn that case they Pzay‘,never be

attended to. "
_ ~\

A brief account of these committees is given below so that
the working and purpose of these commlttepstmay be understood
clearly. S\

Parliamentary Comfnitfees

The work done by the Parllam,ent in modern times is not
only varied in nature, but considerab]e in volume. The time at
its disposal is limited. It cannot? therefore, give close consideration
to all the legislative andwifther matters that come up before it.
A good deal of its b KQ{es’s is, therefore, transacted by what are
called the Parhamentary Committees.

“Ad Hee and Standmg committees : Parliamentary committees
are of two k;,q@—Ad Hoc committees and the Standing committees.
Ad Hoc cx\{mmlttees are appeinted for a specific purpose and they
cease tQ\exist when they finish the task assigned to them and
submlt a report. The principal Ad Hoc committees are the Select
amifiomt Committees on Bills, Others like the Railway coavention
committee, the committees on the Draft Second Five Year Plan
and the Draft Third Five Year Plan and the Hindi Equivalents
Committee were appointed for specific purposes.

Apart from the Ad Hoc Committees, each House of
Parliament has standing committees like the Business Advisory
Committee, the Committee on Petitions, the Committez of
Privileges, and the Rules Committee.
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QOther Committees : Of special importance is yet another class
of committees which act as Parliament’s ‘Watch Dogs’ over the
executive. These are the Committee on Subordinate Legislation,
the Committee on Government Assurances, the TEstimates
Committee, the Public Accounts Committee, and Committee on
Public Undertakings. The Estimates Committee, the Public
Accounts Committee, and the Committee on Public Undertaﬁﬂgs

play an important role in excercising a check over government
expenditure. : e\

Composition and functions of the Commit‘jte’é‘é :
¢4
Select and Joint Committees: When a biﬂ\ comes up before
House for general discussion, it is opens\ib that House to refer
it to a Select Committee of the Hougg'\:ér a Joint Committee of
the two Houses. A motion has tobe'moved and adopted to this
effect in-the House in which the bill comes up for consideration.
In case the motion adopted .i's';FOr reference of the bill to a Joint
Committee, the decision ‘ijs:’.’c’onveyed to the other House [lor

requesting them o nomjnate members of the other House to serve

on the Committee. O\

The Select Or\\Joint Committee considers the bill clause by
ciause just ag) the two Houses do. Amendment can be moved to
various c-lausg;s by members of the Committee. The Coemmittee
can alsozﬁpke: evidence of associations, public bodies, or experts
Who,ﬁh@ interested in the bill. After the bill has thus been
consiglered, the Committee submiis i1s veport to the House.

m}\@efnbers who do not agree with the majority report append
NAheir minutes of dissent to the report.

Estimates Commitiee: This committes consists of thirty
members Who are elected by the Lok Sabha every year from
arm?ongst 1ts members. A minister js not eligible for election to
this Commitiee, The life of the Committee is one year.

_ ‘Tl_'le Committee examines the estimates of the various
minisiries, departments and Projects, of the government of India
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and suggesis any cconomies, improvements in organisation
efficiency or administrative reforms which cad be effected
consistent with the policy underlying the estimates.

Commitiee on public Undertakings : The Committee on
Public Undertakings consists of 15 members —ten elected by the
Lok Sabha and five elected by the Rajya Sabha from amonpst
their members. The members of the Committee will hold)the
office for the duration of the particular Lok Sabha. \ O

The functions of the Committee on Pub]jc:U;idertkings
are: - (a) To examine the reports and acp@,}ﬁts of Public
Undertakings; (b) to ¢xamine the reports, if anyyof the Comptroller
and Auditor General on the public ullderjaﬁk}n;gs; (c) To examine,
in the context of the autonomy andefficiency of the public
undertakings, whether the affairs off the public undertakings are
being managed in accordance with.gouhd bussiness principles and
prudent commercial practices; afid (d) Such other functions vested
in the Public Accounts Commttee and the Estimates Committee:
in relation to the public ugiertakings as are not covered by clauses
(a), (b}, and (¢} above aﬂd’ as may be allotted to the Committee by

the Speaker from mn\to time.

- Public r\ccﬂunts Committee; This Committee consists of 15
members e’ec,\{e\d“by the Lok Sabha, and 7 members of the Rajya
Sabha alc;ia\ssoc:late_d with it. A minister is nol eligible for election.

..'\l”fﬁé main duty of the Committee is to ascertain whether the
lQfé’;iey’granted by Parliament has been spent by the government

1thin the scope of the demand”. The Appropriation Accounts
of the government of India and audit report presented by the
Comptroller and Auditor General form, mostly, the basis for
the examination of the Commit{ce. Cases involving loses, nugatory
expenditure, and financial irregularities come in for severe
criticism by the Committee. The Committee is not concerned
with questions of policy. It is concerned only with the execution
of the policy laid down by Parliament and its results. The life
of the Committee is one year.
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Business Advisory Committee (Lok Sabha) : The Business
Advisory Committee of the Lok Sabha consists of 15 members
including the Speaker. Almost all sections of the House are
represented on the Committee, - The function of the Committee
is to recommend the lime that should be allotted for the discusQon
of such government, legislative, and other business as Speaker,
in consultation with leader of the House, may diredt o be
referred to the Committee. The Committee, on its o.wli‘ini’tiative,
may also recommend io the government to bring forward
particular subjects for discussion in the Hous :z'md recommend -
allocation of time for such discussions. THNe)decisions rcached
by the Committee are always unanimo\us in characier and
representative of the collective view of h‘éj{'ousc. The Commiitee

generally meets at the beginuing of cdél) session and thercafter as
and when necessary. N/ '

R
<N -

Committee on Private, M&lbers‘ Bills and Resolutions (Lok
Sabha) : This Committee,cofsists of 15 members and the Deputy
Speaker is its Chairn)aif. The Committee is nominated by the
Speaker. The fun ts’@rrfs of the Committec are to allot time to
private membeys’%:ii]s and resolutions, to examine private
members’ bill§ Seeking to amend the Constitution before their
introductip{..in Lok Sabha, and also to examine such private

memb rsi\ﬁills where the legislative competence of the House is
challghged. B

*

'\
\m““ The Committee, thus, performs the same functions in
T

elation to private members® bills and rvesolutions as the Business

Advisory Commiltee does in regard to government business.

The Committee holds office for a term not exceeding one year.

Rules Committee (Lok Sabha) : The Rules Committee
consists of 15 members nominated by the Speaker. The Speaker is
the ex-officio Chairman of the Committee. The committee considers
matters of procedure and conduct of business in the House
and recommends aay amendments or additions to the Rules of
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Procedure and Conduct of Business in Lok Sabha that _are
cousidered necessary.,

Committee of Privileges (Lek Sabha) : This Committee
consists of not more than 15 members and is nominated by the
Speaker. Its function is to examine every question involving\
breach of privilege of the House or of the members of ,any
committee thereof referred to it by the House or by the Spgaker.
it determines with reference to the facts of each casg ‘whether
a  breach of oprivilegd is involved and makés™ suitable
recommendations in its report. m’\ﬁ'

Committee on Petitions (Lok Sabha) : The, Gommittee consists
not less than of 15 members who are nomgnated by the Speaker.
The right of submitting petition to thg:,’i;bk Sabha is an inherent
right of the people, which enables thg:gm’r{i ventilate their grievances
and put forth suggestions beforgithe supreme body elected by
them whether relating to anw I‘lbil“l or any other matter. This
Committee examines the mqpils;'éf these petitions and recommend
action thereon. \

\
Committee 0“,’5 ordinate Legislation (Lolc Sabha) : The

Committee consis\t’s.“of not more than 5 members who are
nominated by'&@c’Speaker. A minister is not nominated fo this
Committee, £\

(\“.

Tﬁe'C0111n1111Lc scrutinizes and reports to the House whether
lll&‘gowcrs to make regulations, rules, sub-rules, bye-laws, etc.
cobferred by the Constitution or delegated by the Parliament
are being properly exercised by the executive within the scope of
such delegation.

Committee on Goverument Assurances (Lok Sabha) : This
Committee consists of 15 members who are nominated by the
Speaker. A minister is not nominated to this Committee. While
replying to questions in the House or during discussions on bills,
tesolutions, motjons, etc. ministers, at times, give assurances
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or undertakings e¢ither to consider a matter or to take actjon or
to furnish the House further information later. The functions
of this Committee are to scrutinize the assurances, proinises,
undertakings, etc. given by ministers from time to time and to
report on the extent to which such assurances etc. have been
implemented and to see whether such implementation has- €aken
place within the minimum time necessary for the purpose.ct,
. | _ Ry
Committee on Absence of members from the Sittings of the .
House (Lok Sabha) : The Committee consists of N\ ménbers who
hold office for one year. The members arg~fominated by the
Speaker. This Committee considers aN épplfcations from
members for leave of absence from the ’sj.ti}'ﬁgs of the House and
examines every case where a membe}x‘has been absent for a
period of sixty days or more, withcut permission, from the
sittings of the House. In its xcpbrt it makes recommendations
with respect to each ease as .fod whether the absence should be
condoned or leave applied fa¥granted or whether the circumstances

- of the case justify that Afe House should declare the seat of the
member vacant. e

&

Joint Com{ni}té on Offices of Profit : This Committee consists
of fifteen membgrs. Ten members are elected from Lok Sabha
and five fror’ Rajya Sabha. The Committee js constituted for
the dur%fbﬁ of each Lok Sabha.

O\

'.if.‘The main functions of the Committee are fo examine the
\'"C(;Jﬂ'ipﬂsitiﬂll and character of the Committee appointed by the
Central and state governments and to recommend what offices
should disqualify and what offices should not disgualify a person

for being chosen as, and for being, a member of either House of
Parliament under Article 102 of the Constitution.

Other Commitiees: Besides these,

there are the House
Committee,

: the Library Committee, and the Joint Committee on
Sal.aflcs and Allowances of Members of Parliament which deal with
facilities to members or other matters of interest to them.
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The House Committee .is concerned with the question
of residential accomodation of members of the Lok Sabha
while the Library Committee advises the Speaker on matters
pertaining to the maintenance and upkeep of the library.
The Joint Committee on Salaries and Allowances of Members of
Parliament consisting of five members from Rajya Sabha and te
members from Lok Sabha, is for regulating the payment of dai]y
and travelling allowances under the relevant Act of 1954, andalso
for providing medical, telephone, and postal facilities to members
of Parliament. N\

How Committees function .“’:,\\

Unless the Speaker is himself the Cltaitman he nominates
from amongst the members of the Cqmmzttec a Chairman to
conduct the proceedings of the Committee. Members take part in
the discussion with the permissionyof the Chairman. Decisions
are taken by majority votesg:}A’ committee may hear expert
advice and call for papers aid ‘persons it thinks necessary for
proper and expeditious £disposal of its work. This is called
“recording evidence. TheConclusions of a committee are embodied
in the form of a repoN\whxch is presented to the House.

The Rajya\Sabha has its own Committee on Subordinate
Legislation, w'hmh has. started recently.

Ap 't from these, there are a number of other publications
of Pfirlmment For a full list of publications the Lok Sabha
‘Zales\ Section may be requested to send their latest catalogue.
\Ihis catalogue is available free of cost,

Law Reports

The importance of law reports increases mtuch mere when
we lay emphasis on precedents as is'the case in our couairy. The
decisions of the Supreme Court and high courts and judicial
commissioners’ courts are reported in various official and
nonofficial publications. No library can afford to do without them.
In practice it will be necessary that each library should have
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atleast one official and one private law report. Of course, it wil|
depend on the size of the library and availability of funds, vet
the Supreme Court decisions are a must for every law library, In
the following pages we will discuss about these reports, their
names, frequency, and publisker; how Lo get them and homto
maintain them so 25 to be of the greatest help. Also il be
discussed some side material which is of great help. N,

Supreme Court cases : The Supreme Court isn,‘t}i’é' final court
of appeal as well as the highest court having otigial jurisdiction
in our country. The decisions of the Supreme €ourt are binding
on all the high courts and lower courts. AN

The official publication contain'ilgg':}ecisions of the Supreme
Court is the Supreme Court R;im'rts, which is a monthly
publication published by the Mgmﬁér of Publications, Government
of India, Delhi, Iis subscripgionf%aries from year to year. Orders
can be placed either direct “With the Manager of Publications or
through some bOGkSCHﬁ}"< The subscription is always to be paid
in advance. It may b{be‘tler if the parts are received by registered
post fso that those ne chance of losing them. Generally,
there are now theee” volumes in a year and they should be bound
accordingly :%&er the volume is complete, indexes to the threc
parts are Leteived which may serve as 1 guide for binding. These
indcxes\s\\hould be bound along with the parts. The binding should
a]ways’:;be in half leather so tha( it may last long:

o ;\Tt has been seen that (his publication is lagging moch behind
g ,‘giving the information as wep as in releasing the parts for
sale. Therefore, the parts should be preserved carefully, Tt is
not unlikely that parts of gne year may be ready for binding only
after the next year or iwo.  Even when the volume s complete

we do not receive index to that volume until after a lapse of about
one or two years,

As said above a general complaint against the Supreme
Court Reports is  that itis very late in reporting cases. For
example, a case may be reported ip these Reporis only after one



ACQUISITION AND MAINTENANCE OF MATERIAL 59

year or so of the date of its decision. This is a long period and
the readers find it difficult to wait for such a long time. Itis,
thereforc, advisable that the library should subscribe to the All
India Rcporter, a private publication which is very quick in
reporting cases, This publication is also very reliable.

Anocther advantage o’ subscribing to this publication .is that
it covers, apart from the Supreme Court cases, the high coups
and the judicial commissioners’ courts also, In additio.n(’i‘tg\has
~sections on Central Acts and journal where good artiefes and

book reviews are published. N

This is also a monthly publication and 'by»ﬁaé first week or
so of the month the parts reach the hands of. stibscribers. It has
very good indexing service also. The su@g«s}i{:ﬁion rate is a bit
higher than the Supreme Court Reposls ~but, looking to the
additional advantages it has, the cost % mothing.

There are eight volumes in.ja"jrear. When all the parts have
been pubiished, we receive a cpngp‘rehensive index volume covering
the Supreme Court as well‘a;s‘ all the high courts and judicial
comimissioners’ courts, Atts section, and journal section. Along
with the index we ~rs‘\:§si’ve the binding instructions so that it
_ becomes very easy 3o get the volumes bound as instructed.

For a smaH\” library these two publications are more than
enough as tHe éniire case law is available in these publications.
The All ‘l‘ﬂ{ii\af’Reporter, though not an official publication, is most
reliablcf}nd even the courts refer to it, Apart from this, there
Are, ’{Hé'ny more publications reporting cases decided by the
Supreme Court and the high courts. If the library can afford then
these should be subscribed. In almost each state there is a
periodical reporting cases of that high court and of the Supreme
Court. It may also have some other sections like Acts, rules, and
notifications etc.*

Blue Prints : The Supreme Court publishes all its judgments
which are generally known as *blue prints’. These are given to

* FOrr_dctail’s about these publications see  author's INDIAN LEGAL
MATERIALS — A bibliographical guide, Bombay, Tripathi: N-York,
Oceove. 1990,
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libraries on request. An advantage of these blue prints is
that we get the judgment much in advance, before it has been
published in the official reports or All India Reporter. This is
an official pablication and can be relied .upon. There are two
categories of the judgments, one reportable and the othes
uareportable. Both these are printed in blue print form, but the
unreportable jundgments are not reported in the Suprem,( E3u1‘1
Reports. Thus, it may be very useful if these are keptpto-date .
and in order. They may even be bound after the yeani,;' over.
. S

The reportable judgments can be discardedf there is space
problem. But, till the time they are reportexd\\{h‘ey should be kept
properly and should be ecasily accessible _fo'the readers. If they
are kept properly arranged then it will’be easy to check from
the Supreme Court Reports or fron}" the Al Indiza Reporter, or
from any other publication if aﬁﬁaarticular judgment has been
reported in some publication‘.ﬁ"f’fhi's will facilitate weeding out
the unwanted blue prints. ~But, for this work a constant watch
is necessary. Every month, “when the parts of the S.C.R. or the
AL R. are receivcd,\fﬁé list of the blue prints is to be checked
with these parts. These lists are to be prepared as soon as the
blue prints are; Jeveived in the library and kept properly. The
judgments argitd-be listed according to date, i. e. chronologically
and the lisﬁé\"’é to be filed in the same manner. The blue prints
should not ke allowed to accumulate, checking with the S. C. R.
or thp,\:‘%."’l. R. must be done regularly otherwise as the number
geowsit will be difficult 10 weed out the unwanted judgments,
atledst it will take much time.

The unreported Judgments should be bound yearly. A proper
index to cases by name should be prepared. Also a chronological
table of cases should be prepared. Both these lists should be
bound along with the judgments. Thus, the library wiil have all
the unreportable cases. At times people do refer to these cases
and it will be very useful if they are in the library.
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[t is not known whether the high courts also issue such
blueprints. If they do then one may try to be on their mailing
list, atleast of one’s own high court where the library is situated.

High Court Cases : Judgments of the high courts are reported
in the official puoblications called Indian Law Reports. These
reports are known by the names of the hight courts,i.e. LLR,
(Allahabad); 1.L.R. (Bombay) and so on. R

A\

But, the state of affairs with these publications is also not
satisfactory except in few cases like Kerala, Madrg‘s;’"Punjab&
Haryana, who are very prompt in reporting ca.sqs Others are
lagging much behind.  But, since they are ofﬁcial’:\eports. libraries
may have to obtain them. Ifitis not considered necessary then
only all India Reporter will serve the,/purpose as it reports
judgments of all the high courts. \

As said above, in each state,th’ére is one private publication
reporting judgments of the hi.gh’"’court and also of the Supreme
Court. If funds permit then® libraries should acquire these
publications, specially gQﬁone’s own state. It is likely that these
periodicals may repartJa case of their own high court earlier
than any other p &}ca’fion as, they will be ina better position

£

to do so, o
PN
But, ,ij;\‘i}\?ery doubtfel that many libraries can afford these
publicatidns’also. Looking at the present condition of the libraries
most QR them will have to satisfy themselves by onmly two
B‘Eb!ﬁéétions——the Supreme Court Reports and the All India
\Reborter. Many of them may have only one of them.

The registration method for ali these will be the same as
in the case of other periodicals. There will not be much difficulty
in the case of A.LR. as its supply is very regular. But, the S.C.R.
and the I.L.R. may require special attention, '

Apart from these, there are some specially constituted
tribunals, 7.e. the Labour Appeltate Tribunal and the Income



62 LAW LIBRARY ADMINISTRATION

Tax Tribunal. Judgments of these bodies are also reported in
- some periodicals like the Labour Law Journal, The Taxation, and
the Industrial Court Reporter. If possible, these publications

may also be acquired as, this material is not available any
where else,
Q"

Il. Secondary source material—Rooks and Commentariés :
Acquisition of text books, commentaries etc, will larg;,ff"d}pend
on the nature of the library and the amount of funds, ¢ b different
libraries priorities will differ. While in a college orja’{(:"nlty library,
as a matter of necessity, emphasis may be of ‘the text books
prescribed in the syllabus and 4 number of\Cepics of the same
book may be purchased, jt may not be so.iQ\t‘he case of a research
library or private law library owned by\ lawyers. On the other
hand the court libraries may acquite’ more commentaries’ on
various Acts, and many copies of the same book may be purchased
to serve zl} the judges. Thig(fjo’es not mean that the college
and the faculty libraries should neglect commentaries and the.
court libraries should ng:gléét text books. But certainly, due to
limited fands, priorities\ will have to be fixed and in doing so
text books will get 'f@st priority in college and faculty libraries
and commentaries'in the case of court and bar libraries.

Now;the peculiar quality of law books is that they shouid
alwa}{g kept up-to-date. The textbooks may net present much
difﬁ\. iy as far as this aspect is concerned but, the commeniaries
d&}.’ In India, it is not a practice to keep the commentaries

pPtodate by issuing the pocket parts as in the case of American or
British books. At the most some publishers may issue suppléments
after two or three years., Even . this is not done by all. A rather
much prevalent practice is to bring out a new edition incorporating
all the legislative changes if any, and the case law. Thus, it
becomes necessary to acquire the new edition of the commentary.
If a new edition of a particuiar book is not in a library then i is
deemed to be a disgrace. The old edition may be useful but, we
cannot ignore the new edition even if there are very little changes.
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Therefore, effort should always be made to acquire new editions of
the Indian books and supplements if any. '

So far as the foreign books are conccrned, most of the
publishers issue pocket parts or supplements. Whether a publisher
has an idea of issuing a pocket part or not will be clear if we loak
the book itself as, in that case there will always be a provision fok
pocket part at the back of the book. If this provision is there
then standing order must be placed for pocket parts. Ai'sal\t 1s
necessary that the librarian should see in the legal peq:lodlcals
whether any pocket part or supplement has been 1ssqe<d.f51m11ar]y,
new edition of foreign books should also be acqui}:&dﬁ"

As pointed out earlier, when new editiom\}s acquired, the old
edition should not be discarded. At times‘Pmay be necessary to
refer to old provisions and, therefore, (J{("may be desirable to have
old editions also. This will largely ‘dépend on the problem of
space also. V)

=

O1d edition may also be‘pje{"erred as somebody might like to
refer to the original texi{or commentary which may have the
original ideas of the dlltkll‘)} The subsequent editions of a particular
book might have beé}\\ed;ted by a different person and in this

process the Orlg]ilsll..]deas might have been completely replaced.
N \

N BOOK SELECTION

W

Boe'ﬁ*selectlon tools: Every trained librarian might have learat
3b0!.11\ $0 many book selection tools and it is, therefore, not
’ébessary to list them alf here, But, for a law library there are some
&cm] tools which are very useful and, if possible, they should be
subscribed. It is not useful to subscribe a general book selection.
tool like any bibliography which has books on all subjects as, most
of the items listed in such bibliographies will be useless for a law
library. The price paid for such a bibliography will be a waste.
[tis, therefore, better to subscribe some special book selection tool
meant for law libraries. In such a tool we will find books which
are useful for jaw libraries.
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I have not come across any such bibl iography or other
publication in India which lists only books of legal nature, Of
course, there are some trade catalogues which the law publishers and
booksellers bring out from time to fime but, they are not published
at regular intervals. There are two foreign publications which [
‘have found most usefu! in selecting law books. These are “Current
publications in the legal and related field” and the “Curregnilegal
bibliography®’2, The first publication is compiled and\' edited by
Betty Wilkins, University of Washington Law Library/ and is an
organ of the American Association of the law 1iBratics, and the
second one is a select list of books and artigles’ received in the
Harvard Law School Library, which is perbaps the best law
lib_rary of the world. Both these publicat@‘s list [egal books very
promptly and selection can be made frof‘them.

Book Reviews : Apart from, t'lie'above, the legal periodicals
also serve as a good source for se']:écting books. For this purpose,
Indian as well as foreign periodicals, both are good. Therefore, it
is necessary that the lib_rgri;ah' should always see the book review
section of alf legal pe;jqdicals being received in his library. Tt is
aot always true that,Bobks listed in the book review seciion are
the latest books, p%t ¢ contrary, they may be one or two years
old, specially, in'the case of foreign periodicals. This is so because
it takes time :tB publish a book review, and secondly, the foreign
journals :ta}:}timé to reach India. Hence, by the time these foreign
period\i}\&}s containing book reviews are in the hands of the
libpa}fian, they are pretty old. But, these is also a separate section

1{1 Foteign periodicals called ‘books received’ or ‘book notices’. This
sgction contains all the information about the book, in seme cases
we may even find a short paragraph telling about the contents of
the book. This section contains latest books and js very useful

for selecting books. Hence, more eraphasis should be given on this
section for latest books.

1. Current Publications in legal and relatﬁiélds, N.[., South Hackensack,
Fred B. Rothman & Co.

2. Harvard Law Schooi Library-Current Legal Bibliography. Camb., Mass..
Harvard Law School Library.
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A regular glance through the book review section in the
periodicals, specially foreign, serves one more purpose even though
the books listed there arc old. It is quite likely that your library
may have not received some very useful titles as, the booksellers
might have not thought it profitable to procure those Litles, and
hence, they could never reach your library. If the iibrarian ig
regularly looking into all the book reviews then he is most likely
to come across some titles which may be very useful for his Library.
These titles may be ordered and hence the library may be énriched.

Trade catatogues : As said earlier, in India the lfa;.v publishers
and law booksellers bring out their catalogues £rom time to time.
[t may be an yearly affair or it may be after \fwo or three years.
These catalogues arc also useful aid. Simularly, we may try to
get trade catalogues of foreign publishef} In foreign countries
it is a practice to issue¢ advance not;ces some publishers in India
also are doing it. It is better if wc ry to be on the mailing list
of all the law publishers so that'we may receive their catalogues
and advance notices regularlv:' This can be doae by simply
writing to the publlshers ;tqd they will flood your library.

These are the th\ee methods of selecting books, They are
not the substitutefor one another but are complimentary to
each other. A\l ﬁqe methods must be tried simultaneously.

BODR&\m; approval : A familiar method of acquiring books
is thatléfca] booksellers go on sending books on approval and
when" they are approved they send their bills. If they are rejected
t'heytake back the books. This is the easiest and most helpful
method. This ensures sure supply of latest books and at no
EXtra cost or labour. The only care that we have to take is that
the books may not be lost while they are still on approval.

Bat, this system-can work satisfactorily onlyin a big town
where there are good stockists of law books, This facility is,
therefore, available only in a few big towns like Bombay, Delhi,
Calcutta, Madras etc, Since it is a very costly proposition to
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maintain a good stock of law books, very foew booksellers keep
a ready stock of these books. They may supply law books on
firm orders but may not be in a position to supply them from
ready stock and, therefore. quickly. Therefore, this system can’
be of helpin limited big towns, that too in the case of those
books which the bookselier has in stock. .

: L\

Also, assaid above, this system will help in(getting those
books only which the booksellers have got or whigr}{.",the booksellers
have procured from abroad thinking that Agy will be good.
What about hundreds of other books which"‘t;}]e booksellers have
not orderd from abroad as they though they may not be good
or, perhaps they thought they might At be able to sell well. In

such cases only librarian’s sele¢tion from book reviews and
legal bibliographies will hetp.

"
~

Another source of sqsl'eétion may be monthly lists of big
law libraries just like thelMarvard Law School law Jibrary list
mentioned above. The“Mndian Law Tastilute library has been
bringing out such ligf$since 1968 regularly and it may be useful
to be on their yndiling list. Already many law colleges and law
libraries are .gefting this list free of cost. There may be other
libraries im\Idia as well as in foreign countries which will
wﬂﬁng!y@éﬁd you their lists. One has to simply write them.

o\ Rules of Procedure in Lok Sabha and Rajya Sabha: The Lok
:Sgb'ha and Rajya Sabha frame their own rules for the conduct of
“\business in the respective houses. These are published in a book
form from time to time in & revised form. These publications are an
authoritative and exhaustive guide on the pmc'edure of legisiative
activities of both the houses, Hence, it is advisable that they be
acquired. They are available at the Lok Sabha Sales Section or.
from some authorised agent of the Parliamentary publications.

Selection tools for the Gove
publications: The Manager of P
Civil Lines, Delhi, is almost t

mment of India and Parliamentary
ublications, Government of India,
he sole selling authority for the
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central government publications in the country. They bring out
their catalogue from time to time. Supplements are issued to the
main volumes so as to bring the information to date. It is true that
they are very late in giving the information, yet help can be taken
from these catalogues as, they are the only source for selection p{
government publications. Apart from this, M/s. Jain Book Agendy,
Connaught Place, New Delhi, also bring out their mQathly
lists in which they give information about government pubhcatlons
as well as publications of the British Governmentidnd some
important publications on aliied subjects. It may bé/better if these
lists are subscribed so that they reach the ]xbrary\‘ls soon as they
are published, These lists are quicker in lls\mg the material than
the government catalogues. \,.

For Parliamentary publications, s‘pema]]y for the Lok Sabha
publications, there is a catalogue. issued by the Lok Sabha
Secretariat which is revised from ‘time to time. In this catalogue
are listed all the publications.3f*the Lok Sabha which are available
at the Sales Section. By the use of an asterick they show what
publications have gone gut of‘ print. Hence, the catalogue is very
useful, The cata!ovu\e&an be had from the Sales Section free of
COst,

Apart fro@a\ being a good guide for selection of the
Publications, fhese two catalogues mentioned above can also be
very usel‘&\\ﬂi"r{ knowing as to what are the publications issued from
various\departments of the government, what are these
d?Paﬁments and what are the various committees of the Lok

Sabha.

There is one more department issuing publications for sale.
Although these are also government of India publications, they
are not handled by the Manager of Publications but by a separate
Organization which is known as the Publication Division of the
M”'“SUY of Information and Broadcasting.  All the Publications
issued by this Ministry are handled by the Publications Division
which has its own sales sectiomn. They bring out their own
Catalogue listing all the publications available with them. This
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catalogue is free of cost and interested libraries should try to
get it.

One thing which is to be remembered about these publications
is that they are available only on cash payment at the countgror
on advance payment. Therefore, one has to be careful,  It\nay
be better if some bookseller is prepared to handle thtm\ But,
due to its peculiar nature and conditions of sa}ey very few
booksellers would be ready to deal with these departments to
handie their publications. m'\('

Selection cum order cards : When thgssélection is made from
the various sources listed above, selectj.ezflleard should be prepared
which will serve as order card and will\be useful til} the processing
of the books is complete, and ﬁna,ll&r"whe:n the catalogue card has
been prepared this may be d'é‘s.tfcyed As this is the common
practice with all sorts of hbra,r]es much need not be said abont
this system. In the Insntute library the selection: card with the
following columins ha.va\becn in use for the last many years and it
has been fouad vemdtlsfactory These catds are destroved when
the final catalogué card has been prepared :

NS

\ Sample Book-selection card

Lxder No, Date Acc. No.

W

Anthor.....o..o.......

Publisher

‘Reference

Suggested by
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If, however, some libraries plan to issue annual catalogues of
their collection then it may be useful to preserve these cards also.
For a detailed exposition on this point see below, chapter on
reader’s services—monthly lists,

Processing of selection cards and placing orders : Before the
order is placed for the selected books, the selection cards should
be checked from the library collection so as to be sure that ¢}1ere
is no duplication. In addition, these cards have to be checked from
many other sources. For example, from the catalogue” of the
library, orders already placed, standing orders, bofok's received
but not yet processed though their cards have beéxi’taken out of
the order tray, cards for typing (there may be s6me books which
have been received and processed but cg,‘mlbéuc cards have not
been prepared for them till then) and, finglly from the books which
have been received on approval. AN these places have 1o be
checked otherwise there is every ,.l,i];ﬁelyhood that duplicate orders
may be placed for the same title§* Apart from these places, there
may be some other places }11‘5.' particufar library where the cards
have to be checked fromin" The only ideais that no duplicate
order should be plaC{Q‘fbr the same book unless more copies are
required of that bbok.

If a liL?r\af'r\:m is very much habituated of selecting books
from varigts“sources then it may happen that the selected book
cards I pile up on his table or with the assistant concerned and
lleolfllé)"'not be able to place orders as quickly as he is selecting
beoks. Iu such case it is likely that many books might have been
selected twice. How to check this duplication ? Or how to check
preparation of duplicate cards for the same book so as to check
wastage of cards ? The only possibility seems to be that, if already
some cards have been prepared then, further cards shounld not be
prepared unless the selected items have been checked from these
already prepared selection cards. For thisit is necessary that
these prepared cards should be filed immediately in proper order
so that checking from them may be easy and complete.

£
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While preparing the selection cards from the various selection
tools listed above, it is necessary that the source must be mentioned
on the card correctly so 1hat in future if some reference to these
cards becomes necessary, the source may be traced easily. Tt may
be necessary to refer to the source to check the price charged by
the supplier or the edition and year of the publication and so on.
Tn all these cases it will be usefu] and time saving if the original
source is mentioned on the card. Of course, the price may,ndt'be
taken as final as it might have changed but, other things\ean be
changed. Even the price can be checked so as to be.dure that

there was no mistake on the part of the person w]g@’jfrepa red the

card. . ‘\§

So far as the orders are concerned it is_always better to place
orders with a local bookseiler. Bat, the, dﬁculty with the local
bookseller, even in big cities, is that 1l€te "are no good stockisis of

- law books. They may have 1o procinee the books from abroad or
from Tripathi of Bombay who @}je;' the largest stockists of law
books in India. The advaqtaéé" of placing orders with local
booksellers is still there as they can be contacted off and on and be
reminded to complete the(Supply of books. Whereas, if the order is

placed with some outside/firm then it may involve somc delay in
correspondence. Qn'the whole it may be better if the efforis are
made to get all thesavailable books from the [acal booksellers and
then try the ’mirﬁaining items from the Tripathi of Bombay. The

Metropoli'tai}fBook Co., Dethi may also be tried as they also stock

a numbgg\of good items. It is very likely that a number of items

are a'\‘ré;ilable from the two firms from their ready stock,
N\

g}

9 " Acqguisition of government publications: There are many
publications issued by the various ministries and departments of the
government of India and state sovernments. It is not easy to have
information about these publications as very little publicity is given
to them. Librarians will have to depend on the newspapers and
the catalogues of the government mentioned earlier. Or it will be
through some reader that he will come

to know about some
publication when such a reader will demand

such a publication. For
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those who are situated in Delhi it is easy tc know about the central
government publications as they may go and see these publications
and the latest arrivals list at the Government of India Kitab
Mahal. But, for others it is not so easy.

Apart from the casual publications there are some publications
of regular nature which are published. at regular intervals\
Jt is better if one tries to be on the mailing list of thcse
publications if they are available free of cost, otherwise s([andmg
orders should be placed for them with some booksellers or
with the sales Manager. Some of these publicatlons~are Five Year
Plans, Annual Plans, Plan Progress Reports 1ssue€1‘by the Planning
Commission of India, India—a reference annbal, Press in India,
Reports of General clections in India, and/ sb /on. Any bookseller
may be ready to handle these publlcatlons\f‘ a firm order is placed
with them, O

®d
b & o

Then there are soms regular pubhcations which are available
free of cost. 1In this category fall annual reports of the ministries/
departments of the Govexpment of India, annual reports of the
Union Public Servicé (‘,ommlssmn and other sfatutory ‘bodies. If
one writes to thesg*authorities for these reports his name may be
added to the maUmg list of these publications and he may receive
them reﬂulm{\, The annual reports of these ministries and
departme\? gontain very useful material which are not available
anywl1e~r'é~clsc

.\"
\t “Similarly, there may be so many publications issued by the
state ministries/departments, public service commissions and other
statutory bodies. An effort may be made to be on the mailing
list of all these publications. At least one should try to have the
publications of one’s own state as well as those of the central
Government.

Reports of international bodies connected with law and
related fields should also be acquired. Generally, they are
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available on request free of cost but, even if one has to pay, they
are worth the price. These publications may not be of immediate
use and may not be used frequently but, they provide very

useful and authentic information which may not be available at
other places.

Q"
Periodicals .
. o\

As said earlier, periodicals and law reports constifytea major
portion of any law library. In some libraries almost Qai“i’ofthc money
allotted for books is spent on these items alone., Tierefore, efforts
should be made to get and maintain these pu’bhcations properly.
Int the following lines will be discussed as \}o' how to select and
get periodicals and how to maintain themi?y"In India by periodicals
We mean all the journals which are plﬁ}lished at regular intervals
and contain court decisions, articleé; and legislative material also.

Selection tools: The only'sje'léétion tool in India for periodicals

is the ‘Press in India’-adpual report of the registrar of the
Newspapers in India. {This is a government publication and
coutains all the jourggﬂs\and néwspapers which are published in
India and which Shave been registered with the Registrar of
Newspapers. It is very comprehensive as, under law, one copy of
each journgl'} and newspaper has to be deposited with the
Registrar Of Newspapers, The information contained in this
annual\isl\'based on the entries received in the office of the
Regjsp'r}r‘ It is likely that some entries may not be found there.
Ip\"sifch cases the search may be made in some other corners.
Bhis report gives information aboutf the name of the periodical,
Place of publication, date of commencement, periodicity, and

subscription rate, apart from other information. Thus, it is
very usefuyl,

Another useful publicatio
may be ‘Index to Indian Leg

" TIndex o Indien Legal
1963—. (Half Yearly)

n about Indian legal periodicals
al Periodicals' prepared by the

PeriodEéTs‘_N_e\; D_elh_i, Ed@ Law Institute.



ACQUISITION AND MAINTENANCE OF MATERIAL 73

Indian Law Institute in which all the periodicals of legal interest
are indexed. The list of periodicals include only those periodicals
which are being rcceived in the Institute library but, there will
be very few legal periodicals which ave not being received in the
Institute library. In this index one can find names of all the
periodicals indexed along with their addresses. ~

About the foreign legal periodicals a rather good sglgc{ion
tool is the “Index to Legal periedicals’™, which is published. From
U.S.A. In this monthly publication we find listed a]uy;ﬁ't all the-
good law journals published from U.S.A., Canada, Gtrea't Britain,
Northern Ireland, Australia, and New Ze'a];m}i.\ Information
given includes names, address, frequency, and {ate‘ of subscription.
Similarly, there is another publicaticall,xis}lred from the U.K.
‘Index to Foreign Legal Pcriodicals‘%;’,\\;hich lists almost all
the periodicals published from any 'p’a‘r‘t’ of the world except the
U.S A., British Tsless, and cougfties of British commonwealth
whose system of law have Qa’:éémmon law basis, It is quite
comprehensive. Selection ,,cé'li'bc made from these two sources
for foreign periodicals. £

€ 3

If one wanis \Q\”have much wider field then the usual
“Ulritch’s Tnternatiohal Periodicals Directory’ may be referred to.
The informatien:‘g'iven there also is quite comprehensive. But, -
rany law Lifrics in India will not need this directory if they
take thpt{lﬁm the other two foreign sources listed above. This
is Sot‘ﬁécause funds are very limited with these libraries and the
'm\?ﬁﬁ\'importai1t periodicals will find place in the library. These
“petiodicals are listed in the two sources. '

There may be some new periodicals which do not find
Place anywhere in any of these tools. It is lkely: that
such periodicals, specially the first issue, have been reviewed

'Index to Lesal Periodicels, Monthly. N.York, The H.W.Wilson
Compunyin cooperation with The Amefican Association of Law Libraries.
2 Index to Foreign Legal Periodicals. Quarterly. London, Institute of
Advanced Legal Studies. 1960. :
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some where in some periodical. It is always likely that
the first issue of a jourmal is sent for favour of review
in the leading journals of the worlid to get wide publicity.
Therefore, if a librarian is engaged in selecting books from
reviews or from book notices then he will surely come across
such new journals and thus wiil be able to select the new journals
also without any extra efforts. Thus, the drawback of the Gidexes
or the selection tools referred to above will be ovefcome. If
the funds permit and, if the new journal is of a@y’&.intercst to
the library, then orders must be placed immediafely so that the
library has the complete set from the very begirning,

Ordering the periodicals : When it isdecided to subscribe
to any periodical then order musts be placed with some
good firm who may be able to‘t’gxive ‘satisfactory service.
There may not be any difficuity askegards the Indian periodicals
but, foreign journals do pl‘csen'l;gréét difficulty which only reputed
firms can solve. Therefore;foi'ders must be placed with them
only.

. AN

While placing hc\"{;rders the firm must be told that you
are placing a standing order and the publisher should go on
supplying the P:El{t}s" regularly. The firm should be asked to send
bills every sear unless they are asked to discontinue the
subscription®” This will ensure the unintrupted supply and there is
very litgle chance that your collection may have any gap.

. (Secondly, orders should always be placed with the first
'séué of each volume. It js useless to have an incomplete volume,
Similarly, if funds permit and it is decided to acquire the back
volumes, which should always be an endeavour, then only a
complete set should be acquired. An incomplete set is of little
use. In any case a broken set should never be acquired as,
there are very little chances to make it complete at a later date.
No publisher or bookseller, ordinarily, may be ready to supply

the stray volume or volumes. If, by chance, some body docs
supply then he may charge very high rates,
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Many foreign periodicals have published
very uscful and t(imy
1 the

Camulative indexes
cummulative indexes. These indexes are
saving. - Efforts should be made to acquire such indexes of
sets which your library has. This will belp locating the matertal
without going through the various volumes. o one ur Iwe
volumes the whole material is indexed. In India there 15 hardiy
any index published by the publishers, though some persons mighh
nave done it privately fike the onc of the All india Reporgtows
journal section prepared by Mr. B.S. Mongial. Bu[.'['g'r‘e’l\;n
periodicals do have such indexes like those of Harvanrd Luw
Review, Michigan Law Review. Law Qu;n‘tcrl.‘\fM"’Rcvic\\.
Modern Law Review, etc. These publications n'u,rf'\t"[)c acquired
whatever the cost. ¢

~

Registration of periodicals : There aré many systems of
registering the periodicals and any of\hem may bhe followed.
In the Institute library the kardex syﬂe?n has been found ver
satisfactory. But, there cannot bej:‘:,iﬁ}' hard and fast rule that
only this system may be followed$®

The cards which we’ha}‘e mm our kardex has the following
columns, The card is G\i@}d'ed info two lower and upper portions.
In the u?per portion.pfgn‘iodica!s are registered as and when theyv
z.tre ‘recelved.. Thl:S\ portion can be divided into four columns-.
I]-;-e i;t:];efg:\;?:,p‘;iliznmcl;;a‘\:mbr:bz;r‘jthan.d d‘dd;’: of‘pub]icalii:m'.
hOriZonta‘Hy, B ,.d ur .cr tvided into sec.:lmns
e R pourte re made on this chart. If a particular
t@];‘j{j}é,—y o n received b.ut a subsequent one has reached
il hely know{ one column is Icfr.b!a11k for that issue. This
sent immedinga H'g flt once tl.m‘ missing part. Reminders arc
pact is receivedy 15'50011 as this is 'detected. When the missing
Which has hues ]aftdbllatcr date, it is entered in the same column
same on wiih ?t ] ank though the date reccived will be the
Guite casy 1o (olle has aclually been received. This system is

w and also more or less perfect.
—
! Mongia, B.g.

i Tndex to artictes published in ALR., 1914-1967.
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The only defect which has come to light is that it does not
show us at some gjven time as to what journals have not been
received unless all the cards are checked thoroughly one by one.
There can be two ways of overcoming this difficulty. One, that a
day in a month may be fixed for thorough checking of all the cards
so that all the missing parts are traced and reminders are sent, Fhis
will involve some time but it is worth it. Secondly, an additiehal
card may be prepared as in the ‘three cards systemf\a'nd‘ that
method may be followed for this purpose. Any of the two things
will serve the purpose. If we follow the three cardl Rystem in so
far as the checking of missing. parts is concernéd®then the third
card may be kept separately in some tray apdvehecking may be
done according to that system. So much\for the first portion

or the upper portion - of the card"\’and registering of the
periodicals, AV

The lower portion is mean;.’fbr keeping the rccord of the
stock or for showing the hod{ngi"of the library and the source of
supply as well as the mode pf‘aék;uisition. Accordingly, there arc the
following columns. ‘Librdky'has’, ‘Sub./Exch./Comp., and ‘source’.
Thus, this information) chart serves as a guide of the holdings
as well as the name'of the party from wherc the periodical is
coming. The only’ thing is that information on these columns
must be flie ln?eu; soon as possible and at the time of starting
the periodical” so that the information may serve the purpose, H
ita qu\a&sd or postponed then it may never be completed. The best
timq;ffor all other information except the registering portion is
slen the new periodical is started and a card js prepared and

Nipserted in the kardex cabinet. When this card or chart is lull
then another card should be inserted but, all the other information
of the pervious card, exdcpt the registering portion, should be
eniered on this card also so that it may not be necessary to refer
to the previous card off and on.

It may be better if the upper portion of the card is ruled
S0 that the entries may be separated and the whole card my appear
more clear and the eatries may be made in a symmetry,
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While entering the parts in the Kardex on the chart a ballpen
should be used so that the ink may not spoil Lhe upper card.
The other way to avoid this could be to have a blotting paper so
that it soaks the ink of the entries are made in ink. But, this will"
take longer time. From experience it has been found that use of
a ball-pen for this purpose is the best remedy. N\

Maintaining the subscription account: If the liiqi"ﬁf‘jr is
receiving a good number of periodicals on subscription then
it is quite a problem to keep an account of theizsubscription.
There is every likelihood that a periodical is paid,'t{vice for the
same year/volume. If is. therefore, necessary that proper acconnt
should be kept of these subscriptiongoThere should bea
subscription card for each periodical hquﬁag the following columns,
“Bill number’, ‘period/volume covered’) “Order number’ and ‘date’,
and ‘date paid’. Before the bill for\any periodical is sent for
payment entries must be fiHe'd"on’ this card. If this practice is
followed rigorously then therads no chance of making duplicate

ayment,
pay L

On the other h\ﬁﬁ'ihere may be some periodicals for which
payment might not‘have been made for a year or even for the last
two three years, ?S’,.'the publisher never sent a bill. It is, therefore,
necessary ~t~h‘$t' all the periodical cards should be checked
periodiqa{i}["’ ‘o see whether all the periodicals have been paid
for andyif not then the publishers or the agent of such periodicals
should ‘be requested to send their bills. This will ensure regular
pdyment and supply. -

A better method of overcoming this difficulty may be if the
library maintains a subscription chart. It is possible that
subscription of all the periodicals may not fall due on the same
dates, Generally it falls dug in January but, in the case of foreign
journals it ay not be so always. In such cases, specially in the
case of American periodicals, it may run from volume to volume
which may not coincide with the calendar year. Therefore, a chart
showing when the subscription falls due, of various periodicals,
will be very useful.
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[n this chart all the periodicals being received on subscription
should be entered by title, alphabetically. The page should be
dividedin ten to twelve yearly columns. On page should be allotted to
one year. Further, each periodical should have two columns running
parrallel to the months as shown below. One of these columns
should show date duc and the lower cojJumns should show\the
date paid. Thus, if their is any periodical which has not becn/ypaid
for a particular year then the lower column will atonce show it
and action may be taken on that, A simple glanyc"%hmugh the
chart will show the error and the person conce.,:n\w’d need not go

through all the subscription cards maticulously. If it has to be
made more distinctive then entries in the‘,@g\yer column may be
made in red ink. The idea is to make ¢His column distinct from
other entries so that very little effort may be necessary to locate
the unpaid subscriptions. It will rgquire some additional labour
at the time of preparing the chai:;'ifl loose form or in register
form at the time of making~1’éﬁtrics for payments made but,
will save a lot of labour, and botheration. Any time it will

be easy to tell what Ppecivdicals remain to be paid in a2 given

vear and how much s&éﬁiéy will be needed so that allocation of
funds may be made\accordingly.

The sub t:}i\ption card in the kardex serves another purpese.

It will also'show whether there is any increase in the amount of

subscriptidn from last year and if so, then it may be checked

whethies the publishers had announced this increase. If no such

nafig\e was received then a letter may be written to the publishers

/the agent to ascertain whether ihere has been any increase
or the increased amount has been billed by an oversight,

Binding record :  The lower portion of card in the kardex is
meant for binding record, It hag three columns, /.e. ‘date sent’,
‘volume’, and ‘date returned’. The first two columns must be
completed after the materia] has been sent for binding, the third
column must be filled in when the materjal has been received
back. This chart will atonce show as to how many volumes of 2
particular journal have been bound and what have gane for
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binding. Tt will also show whether ano volume is Iymg in the
librory unbound,

On all these cards entries must be made in the ruled columns
and, as in the case of registration of periodicals, lines should be
skipped over if there is a gap. For example, if subscription has
not been paid for a particulartperiod thea one column should e
left over so that at any time it will be ¢clear that that pcrf'@d‘ is
llittlsobe paid. Similarly, on the binding chart columns s@&ld be
left blank if there isa gap in the volumes bound. Ifs e.(itrzes are
made according to this system then checking would@c\ Very easy,

&
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Periodical Subscription Chart .
. Title 1973 1972 | 1973 | 1974 | 1975 [Remarks
Due January Jan.
All Tndia Reporter : L —
Paid Dec. 1970 Mar. .
i \_L-
'\
Due Nov. O\
Calcutta Weekly Notes : ~e
Paid | March’72|" S
Due January ) \\."
Madras Law Journal & Ks
—
Paid | Nov. 1970\
' Due Jap}’lalrj Jan
Supreme Court o
Journal ™
Paids4A MFebruary | June
N\
Y X}uc + January
Modern Law Review. § o —
O Paid | May _
7.\ —
\'\\ y Due Fanunary
Public Law
AN
a\4 Paid Jqu
&——L\ .
Due Fanuar
Australian Law 4 :
Journal —_— |
Paid De(_:'. 1970
— ——
Due

Univ, Western Aust.
aw Rev.

Paid
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Due January
Canadian Bar Rev. —_— _—
Paid Dec. 70
™\
) : Due Jan.
McGill Law Journal _—_— |
Paid | April O
Pue | Nov, A fe,
Harvard Law Review - NG |
Paid June 72 N
- | — o
. A\
Due Nov. %
Michigan Law Review : —_— e e
Paidl | Jarng2
Due, 'ﬁov.
Wisconsin Law -
Review e S -
\\‘Pmd Jan. 72
& Due Nov,
Yale Law Joqr\nél'
NG Paid | Feb, 72
A\ 1 \

a

KD
Q'O
N\ .
AN

\ e

method of getting

) Exchange arrangement : A very good and advantageous

periodicals, specially foreign, is to establish

an exchauge arrangement between journals. This is possible only
in a research organization or in law colleges and law faculties as
they might be publishing some journals in exchange of which they
may get other journals. The bar association libraties also may
have this advantage if their bar association is bringing out a
journal. But, at present in India many of these organizations do
not have their journal and hence, it is not possible to enjoy this

arrangement.
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It has been observed that, foreign journals which are
published by some law faculty o1 some law school, or by any
lawyers organization, accept exchange arrangement easily. This
ig specially true of the American journals. But, the journals
which are published by the commercial flrms, even though on
behalf of some law college and law faculty, show reluctance to an,
gxchange proposal. On the other hand there are some joprpals
who do have exchange provision yet they may not be willlng to
accept the proposal as the journal may not be of intersstto them.
But, wherever possible, this system should be. ﬁ:fféd as, by
exchanging periodicals we can save enough money},Which may be
atilised for books. As the foreign journals arb, very costly, some
times it may cost even Rs. 100/- for one par{,\wonsiderable amount
can be saved by having an exchange ar}'aﬁ:qgement.

Procedures for receiving and" registering the foreign
periedicals is the same as diSC].lS.f;:Ed. above. But, while sending
reminders for foreign periodiqéll;; it must always be remembered
that they take too much tire in reaching the library and enough
margin should be giver}.fc}r them. Sometimes it may happen that
the parts may not béifeceived in succesive orders, specially so in
the case of Week]iﬁs: and fortnightlies. Sometimes it may “happen
in the case of MAdnthlies also. On the other hand one should
always be aléfpand careful. Too much margin may be disastrous
as the foreign periodicals go out of print very soon and sometime
the Pllbliaaers may pot be inclined to send a replacement copy
withaUt a charge. Therefore, reminders must be sent after lapse
of} 2 reasonable time and track should be kept of them
otherwise the Ilbrary may never be able to get the missing
parts.

: In the case of the Indian periodicals also margin should be
given for weeklies, fortnightlies, and monthlies according to their
nature. By practice it will be clear as to how much time does a
Particular periodical take in reaching the library and reminders
should be sent accordingly. Most of the Indian periodicals are
Weeklies or monthlies, there are very few which are quarterly. It
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is, therefore, necessary that a regular check must be kept on their
receipt. One has to be very careful about the weeklies.

Almost all of these weeklies report cases decided by the high
court of their state and the Supreme Court. As, there are many
decisions of these courts, these journals are issued weekly, exen

. then they are not able to cope with the rush of judgments. \¥he
Indian periodicals, which are mostly reporting cases, haveéito be
frequent, and the fact that we do not have many qua?terh‘es is
due to the lack of academic journals here which havefegal articles
and other such other material as in foreign Jourmals.

Newspapers and newspaper clippings ™" If a library is
subscribing to many newspapers then théfrshould be subscribed
through some established newspaper Vehdor., In India there are
very few vendors who supply-newspépbrs and whose service can
be regarded as up to the mark, «While local newspapers ean be
supplied by a loca} vendqr,‘:ffor those newspapers which are
published from other cities™and from other countries one will
have to depend on the big: established vendors who specialise in
newspapers and magasin .

P Ap | _{@ es only

How ta {ei:eive the newspa]iers : By the very nature of
newspapers theéy present a great dealof difficutty and, if proper
record is notkept of their receipt then their supply may never be
completes™ Therefore, a newspapers register should be kept and
twg.p‘é.ges facing each other should be allotted to ong newspaper.
RIS will accommodate entries for one newspaper for one complete
year. The two pages should be divided horizdntal]y in twelve
columns and vertically in thirtyone columns for months and days
respectively.  While registering the newspapers a column should
be left blank if the newspaper for that date has not been reccived.
This will clearly show out the missing issue. Entries should be
made as shown below. If a newspaper of say 23rd has been received
on the 25th then, although the entry will be made in the 23rd day
column only, the date of receipt should be shown as 25th. This
will, at any time in fature, show as to when a particular part was
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Colomns for Newspapers Reglster

Name of the Newspaper... e
1 TP UPOIO TR PP PP ETVERTEE . reannan
Local Newspaper
5 [Dates
g | - 1 2 3 4 5 6 7 8 9 10
| . ~
R R R
Jon R | R | R |
11 | 271 |31 _ _ A
AL
Feb. O
Apr. )
g A\
4D
May e \
Tune n.’ \
Inly ’ 3
Aug. o
b A
Non-Local Newspapers
o 94
t [Dates N _ o
g | =2 3 4 5 6 |7 8 9
7\W
v A\ N\ ——

Jan. ,f:; R R R
O 21| 31| 61

Tune:
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received. If the n.e\i?spéper is teceived the same day then the date
of receipt should also be shown as 23rd. Thus, each day entry

- will be divided into two parts-on the upper portion simply ‘R’ has

to be mentioned meaning thereby ‘received’, but on the fower
portion the date of receipt has to be mentioned. In the case of daily
newspapets which are, published from the same city in whith the
l'ibrz_ify is located, th'eﬂgdate of receipt may always be th’e\same as
the date of publication, But, in the caseof those n&wspapers
which are published, from outside the city andy from foreign
countries, the date may not be the same.  Stmilaf Will be the case
of magazines. : : R

': Subscription to the newspapers sth\Ic} be paid only after the
month is over. This will help in Es}bing a check over the
supplier and the suppily will be mord{ragular. If there is any part
missing then the supplier can always’be asked to supply it. If he
fails to do 50 then the amount iy be dedusted from his bill. It
possible, the supplier .shoulq.‘bé'insisted to s:'upply the newspapers
undér signatures so that jt’fis'easy to check ‘whether a particular
part was received or ndis The delivery slips should be maintained
properly so that the'\bifl, when received after a month, may be
checked from these'slips. While it nay be abit dificult to make
Supplies of dailyhewspapers which are of local nature, on slips,
it may not bé::lifﬁcul. to doso in the case of other newspapers
and magazines, i ' '

s.\ . . . ; - -
«\80 far as the magazines are concerned it may be better if the

Msubé‘.cription is paid in advance on yearly basis. This will save

some money as, generally, each part is charged separately and, if
there is a special number of a magazine, which is quite likely, then
the supplier will charge special price printed on this special issue.
But, if the subscription has been paid in advance then no extra
money has to be paid for special numbers, Therefore, advance
payment to these magazines on yearly basis saves some money,

- Display and maintenance of newspapers : There are many
ways in 'which libraries display the newspapers. But, a law
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librarian must keep in mind that, his library is not a public library
aad hence the purpose of receiving the newspapers in his library
is totally different from a public library. In his library
newspapers may be necessary to keep track of the recent judicial
promouncements, legislative enactments, and’ executive orders
affecting the rights of the people in any way. They may also be
necesssary to know the law and order situation in the country:™
All these things may be of immediate use for the research \}f’otker
or lawyer, which may not be available in any other fopm ifthe
library. ~\ hy

g

Therefore, a conspicuous display of neWsﬁaﬁers in "alaw
library may not be desirable, although they magnbe kept at a place
where people may use them easily. Theit” use may also be
restricted for a limited period only. THe only thing to be kept
iz mind is that they may not become a” nuisance to the readers
inthe library, At the same time\ it is necessary that .proper
control should be kept on thei;.inoifement and they must be kept
at such place where the libfary staff may have proper watch
over them, otherwise'som{readers may cut a particular news item
and thus spoil the new@aper. IR -

If the newspApers -are being subscribed for the purpose of
research then ,i{,\is’ necessary that they be kept properly in the
library. Th:is\"may be dome in fwo ways. [Either -all the
“eWSPaDQ\ii'éan be bound and kept in the library or, . only that
portigli:can be taken out of the newspapers which s - relevant and
theTest is thrown away.  While, in the first case we may face the

“problem of space, in the second case we may face the problem of
staff to look after the press clipping work atleast, if not marking
the news items which requires a great deal of time and imagination.

Different libraries may decide according to their position
and nuture. If a library decides to keep the newspaper clippings
-’EFlen, the usual method of clipping service may be followed. Some
libraries may decide to keep only-one newspaper. in bound from
and 1o clippings may be allowed to be taken out of it. From other
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papers clippings may be taken out, and the rest of them may be
thrown away. This will ensure that library will have a complete
file of one newspaper atleast.

If the library decides to keep ali or atleast one newspaper
in bound form, then it is necessary that proper indexing shouIQbe
done of the news items appearing in these newspapers. Indexing
can be done on the catalogue cards which should be mepg{;d int the
card cabinet according to subjects. These index .ca{r\ds should
clearly indicate the reference to the newspapers so/thdt the news
items may be located easily. The system of thc\sei cards would be
Just as the cards for books and they will beX(placed in the card
cabinet just like other catalogue cards. @ yiecessary, an annual
index may be prepared for guidance ofdihe pcopie. In other
words, the procedure of documentgt&@m is to be followed. The
documentation service can be provided to the readers weekly,
fortx_lightly, or monthly as the sithdtion arises. But, for newspaper
items it is etter if it is done weekly,

Micro material : I8 the recent times the micro material has
gained a great imporiéhce. This is so because Iibraries grow very
fast and they alwa?&\eipcrience a problem of space. Therefore,
many journals anil’ newspapers have been microfilmed or they have
been reproduedd’on micro-cards. These films and cards occupy
much less’?space and confain 3 lot of material. In foreign
librarigfs(tli‘is has become a regular practice that they acquire this

matetial and make use of the microfilm reader and microcard
readers for reading the material.
"‘\ oo

£

But, one thing should be kept in mind that, whereas the
micro material may not be very costly, the machines to read this
material are very costly, It is, therefore, necessary that the
micro material may be acquired only if it is a must, i.e., if the
library is facing the space probler or if the material required is
not available in book form. Secondly, the cost of machines
should also be considered before purchasing the micro material.
For alaw library only two things may be of interest. One, the
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" law journals and the other law reports. On a limited scale
only these two types of materials are available on microfilm or on
micto cards.

Another thing which needs consideration 3s that the readers
are very averse to use this material as, it strains the eyes and is
not so easy going as the books are. Hence, this material will<be
used only when it is unavoidable, and the material is not aydilable
in book form. Therefore, it will be better if only that material is
acquired in micro form which is not available in bogiﬁform and
which is very essential for the library. Simply'f{ir the sake of
having the micro machines and micro Jiteratute yin the library
for the sake of having, is no good. If it.is\’only due to space
pioblem then also a second thought“éhbuld be given before
acquiring the material. A/

While there may not be ci,i{‘t:i’c;uity so far as the micro cards
are concerned, the microfihjis’:;will require careful handling.
Special type of cabinet is reqﬁifed to keep these films and they
have te be protected fl:QI:;i severe heat and moisture. Therefore,
the person  handlifgl these films will have 1o acquire some
knowledge of all thsge Lechnicalities.



CHAPTER FOUR

-BINDING OF MATERIALS B
O\

As in any other type of library, in law library also binding
has its own problems. But, there are some thjngg “which are
beculiar to a law library alone. By its very _fiature the legal

_material is completely different from all 'other."‘ﬁlaterial and extra
care has to be taken to get it bound. In the\following pages an

effort will be made to deal with the pr Jal&f of binding the legal _
materials, ~N\

X 3
Q"

- Sofar as the law books (texts, Eommentaries) are concerned
they are not different from othes, books. As and when they are
torned or damaged otherwisg,:'fhcy'may be sent for binding. The
best way to detect the da,magéd_ books is when they are returned
or shelved. But, the{Qm\ay be some books which are very old and
need rebinding. Such.books also should be taken out and sent
for binding. Onthe other hand there may be some new books in
paperback whicaH ‘may need binding. It may be better if these
paperbackspieburchased as they are priced very low in comparison
to the hard bound ones. But, it is advisable that they may be bound
beforedhey are kept on the sheives, Then, there may be some
suppléments to the main- book. These need not be bound as a

\su!)séquent supplement will make them useless.

Other material which will need binding is reports of various
commissions, committees, and reports issued by the government
minisities and departments, A|l this material has to be bound
as, it is of perpetual importance and, if it is not bound then it is
likely to be lost. Tn the case of these reports if they are of regular
nature, as in the case of government ministries and departments,
then reports of two or three or more years may be bound together

. depending on the size of feports.  But, commission reports should
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be, or rather they have 1o be, bound separately as, they will deal
with different subjects and they will be kept separately on the
shelves according to their subject matter. o

Then, in a Jaw library there may be reports of the various
Parliamentary committees or the state legislature committees. Al
these reports should be bound, sometimes more than one repons
can be bound together, The reports of the Estimates Commiittée
of the Parliament, though may be bound together, shqufd be
classified according to their subject. These report&‘deal with
different subject matter and hence, proper catalogui\né is mecessary
so that readers may find them in the cataloguel ) They may be
kept at one place and the location must be) indicated on the
catalogue cards. Thus, even though more&ha} one reports dealing
with different subjects may be boundtogether, their subject
matter will be clearly shown in the .qai;aiogue. It is not advisable
that reports should be bound sepafgitély as it will be a very costly
affair. Other parliamentary _eqnimittee reports may not present
much difficulty as, they wille" mﬁstly deal with one subject except a
few like those of select}joih‘t committees and public undertakings.
In the case of these _réports also the same ‘procedure should be
followed as in the.dage of Estimates Committee 1€poTIs.

NS

Legal peﬁvﬂicals — Indian : In India we bhavea pumber of
periodica}\ﬁfﬁich report cases decided by the Supreme Court and
the vasfous high courts. Of course, oue periodical will have
TEPEJ!'{S:E:f cases decided by only one high court in addition to the
Tepotts of the cases decided by the Supreme Court. An exception
isthe Al India Reporter which includes the Supreme Court as
well as alf the high courts. These periodicals also have some
more sections like journal section in which are published articles,
notes, book reviews etc, They may also contain & section giving
rules and notifications of the state as well as those of the centre,
notifications and rules of the high court, and so on. Thus, all
these sections have to be arranged properly before they are bound.
As each issue of these periodicals will have some thing of every
section, the pages of each issue have to be brought together. This
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can be done by the binder himself provided he knows the work,
Otherwise the library staff has to do it. An ordinary binder may
not be able to understand the complications and he has to be well
trained in this job. The main thingis that material belonging to
one section should be brought together and also it should be.g’.en
that no page gets lost in this process.

N

Almost all these periodicals will have an annuafsiidex or an
index to the whole volume. Much help can bedaken from this
index as, it will show clearly as to how many<{pages are there in
oneg section and how the different sectionsvshould be bound.
Generally, the index is issued after the c,(qtnpletion of the volume,
in some cases much after the completiofi 6f the volume. But, the
volume should not be sent for bindingwinless the index is received.
By experience one can know if therc are some periodicals which
do not issue index at all. Theti;‘ In that case, the content page of
each issue has to be boupff,'a]ong with the volume, i.e., all the
content pages should be brought together and bound in the begin-

ning of the volume, ¢This will greatly facilitate location of the
material in the diffetent sections.

For legal‘periodicals, index is generally issued in two partts.

One contaifis list of cases, articles ete. like a content page and the
other partion is a subject index. Generally the subject index is to
be b’gfund at the end of the volume and the other part of the index
'\i;n\‘,the beginning of the volume. But, no hard and fast rule can be

. Jaid down about it as, it will depend on the publisher as to how
does he want the volume to be bound. It will be clear if we see
the index carefully, specially the pagination on the index pages. If
the pagination is in continnation to the last page of the repert
or any other section then the index will go in the end, if
the pagination starts from the beginning then it will go in the
beginning of the volume. It is also possible that index to various
parts may be placed at one place only, say in the beginning of the
volume, or it may be bound along with the particular portion
just before the portion. For example, the index to a particular
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high court is placed just before that section as in the case of the
All India Reporter,

Iustructions to the binder : The binder has to be told about
many things. For example, he has to be told about the nature of
binding, i.e., whether it will be in half leather or in cloth. Again,
whether it will be ink printing or gold printing on the spine.
Then, he is to be told the colour in which it has to be boudd, what
would be written on the spine and how, i.e., in how mqu’lines the
printing should be done on the spine. Al! these thinfgswhave to be
told so that the binder may not use his digc\&t‘ion everytime
differently and thus, may spoil the set. It wil\afso be difficult or
atleast time consuming for the library s‘te'rﬁ‘fto tell, every time a
volume is sent for binding, all these thihgs about it. Therefore,
it will be betler if a permanent record “of all these things is kept
in the library at the desk of thé:‘iperiodicals assistant and the
binder. This can be done eithefin the book form using a register
after making out a sample“foi‘f ‘every journal or, the information
can be noted down on thS tards. In other words a sample card
giving nature of bindirdg, colour, printing, all these things can be
noted on the cards.%ne card for each journal may be givento
the binder and t\hé" ‘other be kept in the library. This will ensure
uniformity {.)Qﬁinding, and also would save a lot of time of library
staff as.well“as that of the binder. The sample of card given

bclow,‘m\}y"bc adopted as guide :

M L
Nature of bingding................. Nature of printiig...... «oree
what and | JOURNAL OF
how to be | THE
printed | INDIAN LAW INSTITUTE
|
g Vol. 12
1 1970
INDIAN LAW

INSTITUTE
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. Choosing the colour of binding is again a difficult problem,
Specially in India it is so as, the manufacturers of the leather and
binding cloth go on changing colour and, it becomes very difficult
to get completely matching colours. Therefore, it is always better
if,_ from the very beginning_, only fast colours are chosen, f.e\{
white, black. red and brown. These colours do not changeand
itis very easy to get uniform colours always. it may{be'yery
good if one could have a matching colour to the old gt for the
future volumes also but, the difficulty in getting the{'material is a
great hindrance. R4S '
Leather binding must always have gold pribting. Generally,

oit law reports labels are used where only)gold printing is done
but, there may be some periodicals Where labels are not used.

Even in such cases gold printing shoyid be preferred as, it is motre
lasting, Ny

The information on th&*spine should be as complete as
possible so that it may giye “the clear idea as to what the book is.
Apart from the informa{idin about the book the name of the library
should always be pl:iht}d on the bottom of the spine. Wherever
the labels are used\fdr giving the information about the book, the
library name sheuld also be given on the labels. But, it must be
seen that gl},\tfle labels are properly fixed so that they may not
come ot}@ft’er some time. :

' :'gkéstly, the periodicals are to be bound in one, two, or three
qolitnes for a year. This cap be ascertained from the index. But,
there may be some periodicals where no indication is given in the
index that the volume should be bound in two volumes, though
the volume will be very heavy if it is bound in one book only. In
such cases it may be better to get the volumes bound in two parts.
A bulky volumeis very inconvenient to use., Moreover, the
binding will not be able to stand the weight and hence, it may be
damaged soon. Thus, although it is necessary to follow the
instructions given by the publisher, sometime it may become
necessary to use one’s discretion in these matters. If and when
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it becomes necessary to get the partsof one year boundin two
volumes, in- spite of no clear instructions. from the publisher, then
the index should be bound along with the first part if it is to be
bound in the beginning of the volume. But, if it is to be bound at
both the places, i.e., some pages in the beginning. and some, like
the subject index, in the end, then the first part should be bound.a™\
the first volume in the beginping of the volume and the secend
part in the end of the second part. In such cases itid\ilso
necessary to mention on the spine the year and part o’ng;énd two

on both the volumes respectively.

QL
Foreign periodieals : Foreign periodicals d6 not present
much problems. There are two separate ;gategories of foreign
periodicals. One reporting only cases gﬁfd‘ the other publishing
- legal articles, book reviews, and case Coifiments. In other words
there are periodicals which are whqlly;’.dévoted to the reporting of
cases and the other which are d@ﬁotéd to academic writing only.
Periodicals which fall under thes first category are either weekly or
fortnightly, some may !qe{éven monthly. But, periodicals which
fall in the second categary/are, mostly, quarterly or bi-monthly,
some may be even halfyearly. On the extreme some may be
monthly. The sg{n'e"is true of the Indian periodicals also.

As thc:sézﬁ"too much case law now a days the periodicals of
the first Is}\té'gbry are, generally, bound in more than one volume,
’:-3-, 'ipfzone year there will be more than one volume. But,
jn\f@ case of academic journals there will be only one volume
g year.

All these periodicals issue their indexes and, as in the case
of Indian periodicals, much help can be taken from the index in
matters of binding the periodicals, The process of binding the
academic journals is quite simple as, there is only one section and
it hias to be bound after removing the advertisement pages- The
position of the index in the volume will be clear if we see the
Pagination system of the index as in the case of Indfan periodicals.
But, in the periodicals which report cases only, one hasto be
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careful as, there may be matter relating to different Jurisdictions
as in the case of Law Reports. Or there may be only small notes
on cases which may be required to be put separately. But, since -
there are no other sections like journal section, book review
section; foreign law reports do not present much diﬁicultieg.Q
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CHAPTER 5

LENDING SERVICES
. N

Lending of books :  As said earlier, a law library has ;o\b‘e a
reference library by its very nature. Hence, there will not % thany
problems as regards the lending of books. Yet, son}é"f)ooks will
have to be lent out and proper record wiil have tomb\e'(kcpt of them.
The position may differ from library to fibrary, For example, in a
law college library books may not be issueditd the students bat,
they will be issued to the teachers. Similafly, in a privaic law
library books will have to be issued tonthe lawyers who own the
library or in business firms law libraky.to the exccutives concerned.
In the libraries maintained by an&,’for the use of the bench in the
high courts and the Supremaﬁﬁﬁrt the - books will bave to be
issued fo the judges and théy. have to be sent fo the courts on
demand by lawyers angliju\dges. If no proper record is maintained
of the movement of thc\é books then they are likely to be lost.
The number of bo,oks issued daily in each library will also differ.
In the Supreme*Curt Library, on an average. hundeeds of books
are taken ) nlt\ind sent to the courts daily. Law libraries owned
by the law ministries may not have to supply so many books but
they ]léx:fe to supply books to the department people.

AN
g\‘; “'On the other hand there may be libraries fike.that of the

fdian Law Institate, which do not issue books t0 anybogdy
except to its research staff members. There is no limit as regards
aumber of books or the number of days for which the books cap
be issued. It becomes, therefore, a great problem to have trace of
boaks as, for days and months together the books go on lying in
the rooms. The problem arises when the same book is required by
some other member of the staff. Asis common with every library
¢ach book has one card and when a book is taken out on loan
that card is taken out of the book and -is kept with the counter.
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There are a number of methods of charging and discharging of
books and a  library may follow any of them. The general
practice, now a days, specially in college libraries, is to arrange
the cards in the classified order behind the due date card. This
system works all right in college or department Iibraries because
there, if a book is not on the shelf and if it isissuedfhtn a
librarian or the staff has not to bother much. He has to, simply tell
the reader that the book is out. But, the position is quife different
in a' research or private library. There the librariaa) or the staff
will have to search the book, i.e., he has io fipdtoui as to who
has the book. It is quite necessary for him to."ahs\wer this question
and to see if the book can be called back From the person who is
having it, : E \\
. R
Therefore, the librarian in thes:e xtwo types of libraries has
to perform dual duties. Hisyproblem is as tc how to keep the
record of the books which Naié' out, secondly, how to find out
quickly as to where the bopks'are. He has to find ont an answer
to both these problemg,
N\
There is an her problem which he has to face. When there
i$ o restriction®qn the number of books and number of days the
- books can be(Kept then, it is very likely that tens of books may be
lying with-Qne research staff member and, after some time he may
not e‘gn;“‘know as to whether all the books are in his possession
or Mevhas passed on some books to his colleagues. It may
ﬁgh]{)en that, when he is asked to return a particular book
\”\;it s not with him. Then the library staff and the person concerned
both, will have to search the. book, Therefore, it becomes
necessary that the members of the staff to whom the books are
issued should be reminded from time. to.time at regular intervals,
of the books lying with them. This will be beneficial for the.
research stafl members -as well as to the library staff. This
problem may not arise with each person as there may be some
persons who may not like to keep the books for long and as soon
as their work is over they may return the books to the library.
But, there may be some persons who do not care for this and
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go oo piling books on their table or shelf unmindful of the
problems involved. It may not be a deleberate thing. but
simply an indifferent attitude. But, the problem is there and it

has to be solved.

So far as the first two problems are concerned, i.e., keeping
the record of all the books which are out, and to find out quickly
as to who has a particular book, these can be answered by’l}mfing
two book cards for each book instead of one. The propicrfi will
be solved like this. As and when a book is issued bogh',;tlie cards
will be taken out of the book. One card wi\ll’.:be filed in the
charging tray accordiag to the subject, i.e.. it elassified order.
If there is some restriction on the number of days a book can be
kept then these cards may be filed behin%ihé due date card in
the classified order. The second card,w:il be filed in the charging
tray according to the name of the pef@én borrowing the bock in
an alphabetical order. Thus, th se\will be two charging trays.

This will solve both thé'pf'oblems. The tray in which the
cards are filed in a classiflied order, will tell what book is out and
the tray in which t doards are filed inan alphabetical order by
the name of the staff, will tell how many books are issued against
his name, R/

o |

Tfﬁéﬁin purpose of a charging system is to keep the record

of the §ooks which are issued out. Secondly, to find out whether
a bogk is issued if it is not on the shelf. These two purposes
o'aﬁe“ ‘common in any type of law library also. In a college!
d‘epal‘tment library this purpose is served by issuing bhorrowers
tickets to the persons who are entitled to borrow the books. When
the book is taken on loan the borrowers ticket is surrendered.
The book card is kept along with the borrowers ticket in the
charging tray in classified order. Hence, any time the charging
tray will tell as to whether a particular book is out and
Who has got it. It will also tell the date on which it will come
back, or when it is due. In a college/department library perbaps
not much information is needed to be given 10 the readers. Bul.
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in a research. and private law_ library the library staff wili have
to find out whether that particular book can be spared so that
it may be given to the other staff member.,

Apart from this, in a research library the library staff
should also be able to tell at a given time as to how many bt}oks
are issued against the name of a particular persen so thabif he is
leaving for good, then he may clear his accounty™ As said
above, it'is-also in the interest of both that the sta‘f%' should be
reminded of the books issued against his na,n‘{e? flom time to
time. For this it is necessary that all thesbook cards of a
particular staff -member must be renewed AP g regular ipterval,
say each month if not after each fifteen:;ié);s.

"\ @

Now, if there is only one card{#o a book then it can be
filed only in one way. Bither it:gan be filed according to the call
number of the book or accotdiB® to the names of the persons.
Some librari_es may even file.the cards by the name of author and
title instead of in a ¢ dgdified order. whatever the method of
filing the cards may b§, )it cannot serve both the purposes, i.e., to
tell at once as to f.vl‘re her a particular book is out and at the same
time to say ag to\1dw riany books are issued to a person. If the
cards are ﬁled‘é‘ﬂcording to the names of the persons then it is
very diﬁ.ig:\u:h‘"to find out as (o whether a particular book Is
issued .and if s0 to whom jr has been issued. This is so because
the library staff wili have to look all the cards to find out
abolit a book,

\ 3}

On the other hand if the cards are arranged according to
the author and title or in classified order then it may be
difficult 10 say at once as to how many books are with a particular
person.  Secondly, " if this methog is followed it may not be
casy to get all the cards renewed at g reguiar interval as desired.
As, in that case the library staff wiil have to sort the cards

according to the names of the staff members and then send them
for renewal,
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Thus, the best way out of all these problems. is that each
book should have two book cards and these two cards should bé
filed in two diferent charging trays, one according to the names
of the persons and the other according to the names of the author
and title or in classified order. This will, no doubt, involve
some more money and time but it is the only fool proof method,
When the book is returned both the cards should be taken gut of
the two trays and put in the book. Thus, it also involvc\é“'g‘teat
care at the time of issuing and returning of books. Jf'both the
cards are not attended to properly then they may.creéfé"problems.

. ¢4

The system of having double cards for cath) book can work
only when it is started from the very beginbing, i.e., when the
library is just starting building up collection. But, if itis to be
done in the middle after it has alteady/acquired some thousand
of books then it may be difficult (fo.do unless some exira staff is
employed for this purpose which§eems to be an impossibility. If
this is the case then there istanly one possibility which. can be
followed and which is as {é’llo(vs. :

The book cai«@f ”;nay be arranged in the charging tray
according to the abthor or title or in classified order. This will
facilitate locatiﬁé A bhook quickly, " Generally, this will be a daily
problem th'at\é.“’book is not on the shelf and the library staff bas
to see v\{hg'tﬁ'ér it has been issued out. If the cards are arranged
acco@;}@ to the call number or according to author and title then
it with be easy to locate the book.

3

/

_ So far as the preblem of knowing as to how many books are
issued to a particular person at a given time and for renewing the
cards, this may be doneas and when required.  For example, if
we have to give the number of books issued toa person then it
¢an be done by sorting out the cards which bear signature of that
person. - Here it may not be out of place to mentioa that it s
Presumed that in such libraries where this type of problem will -
arise the persons taking out the books are supposed 0 sign on
'the book cards so that their name will-always beon the book card
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and the cards can be sorted out, This will not be a frequent
problem.

The second problem is of regular nature, i.e., to get the cards
renewed after afixed interval. At such time the cards may be
sorted out and arranged according to the names of the persons
and sent to the persons concerned. An effort should be niade
to get the renewals soon so that cards are again merged @eedrding
to the call number or according to the authors and tifics. If this
is not dome immediately the library staff will hﬂaﬁé}‘.to face the
ordeal of searching a book from all the cardi{wﬁich will take a
lot of time. Jt will also waste the time of reseficéh staff or readers.
Therefore, the persons who take books on) loan should also be

‘told the importance of renewing the Cd{&s\ as and when they are
presenied to them. 2N/

There is another advan@aig’é"of regular renewal of cards.
The members to whom the bodks have been issued will always be
fresk and uptodate in thejr”a‘c'count, and they may be, indirectly,
reminded of the books which they no longer want but. which have
been lying in thei '\éoém inadvertantly. Such books can be
returned to the library. Thus, at the time of renewal many books
will come bac‘k\'tb“'the library which may be required by other
members o{,\taﬁ‘ or some other readers,

A&

I.séhe"of periodicals :  So far we have discussed about the
issggf '0f books and reports, or bound volumes of the library.
W{nat about the loose parts of the journals. About fifty percent
%fa good law library will constitute the lTaw journals and law
reports. These are received in loose parts. Some are weekly,
some fortnightly, and some monthly and quarterly. By its very
natare the legal research has to be uptodate and hence. ail the
réade_rs in alaw library may like to know the latest development
on a point, Hence, everybody may like to have and read the
joutrnals which were received recently. Due to this race and due
to the fact that it is very difficult to keep track ‘of the Ioose parts,
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some libraries may ¢ven ban issue of loose parts. Bui, it is very
difficult to enforce it.

The problem, therefore, arises as to how to conirol the
cireulation of these materials. They do not have a book card.
There may be two methods for controlling the issue of journals.
One, that a register may be maintained and a few pages should be ™
allotted to each member of the staff who are eligible tg.‘t‘a‘}cc
journals. When somebody takes a particular part of a journal
that should be cntered in his column. When it is retur;z_né,gl"then it
should be struck off. But, this system has its own dej‘écts. And it
is that the entries cannot be arranged alphabetically or in any
other order. Therefore, it will be difficult € lotate a particular
journal from the many entries in the name.\zii\dne staff member.

The second method may be that we have a plain card just
like a book card. When a journal«§® faken out its title and issne
number should be entered 0{1~.’f1'1is card and signatures of the
person concerned should be,,ob‘t;a'ined on it. These cards can also
be filed according to the System followed in the case of books.
When the part com @aék the card may be taken out, -eniries
may be erased and, the card may be used again. But, this is
possible only wheiihe entries are made in pencil: This will help in
keeping propgs secord of the periodicals. These cards should also
be renew%gt‘the time of renewing the other book cards.

Th:E advantages of this system are that it is quite easy, fool
'p,roso’f,. and it is easy to locate the parts of the journals as the cards
aig/arranged in some order. The only thing against it is that 1_:h'e
library staff has to enter the title of the journals and issue
number at the time of issu¢ which may take some time. ‘But,
stch cases will be very few, specially in the law libraries of today
where there will be hardly a few journals in many of them. Even
where the number of periodicals received is large enough it will
ot create any problem and it can be worked easily.

One more thing to be remembered in this connection 18 that,
while writing the name and number of the journal on the card one



108 LAW LIBRARY ADMINISTRATION

must not forget to write the copy number, if any, on the card, Tt
is very likely that a library is receiving more than one copy of one
Journal, specially it may happen in the case of All India Reporter.
In such cases each part should have a copy number and this number
should be entered on the card meant for looge parts. This wil he{p
in returning the parts correctly and there will not be any mistake,
Otherwise, if the copy number is not mentioned on the card'then
somebody may return another copy which wasg issued to é?)mebody
else. Thus, it is essential that both, the part itself and the card,
should have the Copy number. o,

z £
S S
a \Y

Inter-library loan service: It is univers:\lly accepted principle
that no library is self-sufficient and librarigh has to depend on
other libraries. For this, the system of\Miter-library loan has to be
adopted. It is not necessary for m;zto' elucidate the system of
inter-library loan as it can beogead in any bhook of library
administration. Any of the meiflb'ds may be followed. The only
thing is that in the process oft :ihter-]ibrary loan the books may
not get lost. Hence, Propem record and a regular checking system
is a must, Reminders sHould be sent in time and the books which

are received on lgan™ from other libraries must be properly
accounted for, "

C'\ 4
7, : .

But, atthough a [aw library will also have to depend on this
system, #N5 desirable that the serial publications should not be
lent outs * As the [aw books are very costly, specially the foreign
I'aW;j?)urna]s and it is diffieylt o rather impossible to get a
replacement for a foreign law journal, any risk in the case of these
periodicals should be avoided. It may be painful at times
though, for a librarian to refuse the use of books but, he has
to perform this painful duty in order to assure better use of his
collgctiou.- He has to refuse loan of particular volume of a set
of law journal as, if that particufar volume is lost by mistake
then his whole set |s useless and jt jg impossible to replace it.

Similarly, a single volume of multi-volume book should mot be
issued out. .
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In the last pages we have discussed as to which systera of
charging and discharging the books should be followed in different
kinds of law libraries. This has been done keeping in view a
sufficiently good library catering to the needs of a large number
of people. But, there may be some law libraries, in r.:ol'legtmr
departments and  those owned by private persons or ba_}\
associations where no system may be necessary. Even for (iysue
of books they may maintain a simple register or iy some
cases even that may not be necessary. This may be due to the
fact that either there are not many readers QI’ Usets of the
library or there are very few books, not eves® hundred, or
there is no trained staff to handle the books." Nevertheless, it
may be better if these libraries also adopt/feihe method so that
the books are safe and are properly m\mtamcd even after a
good use is made of them. .\,

Working hours of the l]brary Since the law library is
basically a reference library-&ind the books are not issued out,
there must be some way outio help the users of the library to
make greater use of the ljbrary. But, if we look to the nature
of various types of, Taw | libraries we will find that maay of - them
need not bother, :{bout this as they are meant for a limited
number of perSenis. For example, the libraries owned by the
high courts. 'aha the Supreme Court are meant to provide books
to the COIQ‘t concerned for rteferences and to the judges for
study.«Therefore, these libraries are to be kept open only for
thosc\ ‘hours when the court fs open. If the judges want any
materials they will tell the librarian in advance and the books
would be supplied to them at their residence or at their chambers.
Any judge will hardly coms to library. Therefore, it is not

necessary that the court libraries should be kept open for longer
hours.

On the other hand there may be some libraxies owned by
individual advocates who may use the library only éither in the
morning or in the evening after the court hours. There may be
some libraries owned by the bar associations and. lawyers® firms
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which may function throughout the day. The latter, perhaps,
will function . for longer. hours. But, in all these cases the
librarian need not worry about the public or the users of the
law library who may be other than those for whom the library
is meant. These libraries, in a way, are whely private and ﬂ‘@!.
need not take into consideration the needs of other people So
is the case with the law libraries owned by law m1n15tr1¢3~ and
legal rememberancers offices in the state,

N

The real problem arises in the case of colIe;ge,fdcpartment
libraries and research libraries. In India,\gerhaps, the only
research library for law at present, is thab\df the Indian Law
Institute. There may be a thicd cat’égcjry also where such
problem will arise. And that is ing ’}tfw case of Parliament
library at the Centre and the Sfafe Legislatures libraries in
the States. Here also the librariafihas to keep in mind the needs
of the members of the Parllament and of state legislatures who
may like to use the library * “after their business is over in the
Parliament or state legislatures. It is very likely that in all
these libraries thepractice of not issuing the books is followed

and hence the libgartan will face the difficulty of providing the
- best use of thc métérial

The in} way out of this seems to be that the library should
be kept\&pen on all days throughout the year except the five
days. Emd for longer hours. This will give enough time to the
,users of the library to make use of the books. The five days on
Swhich the library may be closed are 26th Jan., 15th Aug,
2nd. Oct., and two days at the time of Holi. On all other
days, the library should be kept open and it should
run in two shifts so that the working hours on each day
may be from 8 AM. to 8 P.M. or from 9 A M. to ¢ P.M. The
idea is to provide maximum time to the readers. If the library
i8 open for longer hours in a day then people can come before
and after the office hours, classes, and other business hours. In
the coliege/department libraries enough seats should be provided
to accommodate enough numbers. It may be possible that on
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Sundays and holidays the attendance inthe library may be very
thin, even then the library must be open. In fact, even if omne
reader makes use of the library it is worth opening it.

Providing typing facilities : On the other hand when the book{
are not to be allowed to be taken home, the library may provide
a room where people may type out the material which?they
want. This will mean that the library will have td_have a
separate room and a typewriter, if possible. Thig “scems to
be an impossibility in the present circumstances,{though some
colleges may afford to provide it. Itis verylikely that there
may be some students who may bring theif® own typewriter
but a separate room must be provided t;{ht em otherwise they
will disturb the other readers. In thé,hew colleges which are
comning up, this does not seem to,bé an impossibility as, space
for such rooms can be plann.e.di'at'the initial stage.

Providing typed or ph’otoétat copies of the material desired
may also be useful prop’&ition but this seems to be an impossi-
bility in India at }?egent. If some libraries can afford them
they should do it\_But, while providing such copies the person
taking such waterial should always be told about the copyright
probiems .o‘f:‘t\h"e material so that he may not make unauthorised

use of tl%'thateri al.

. (VAs discussed in the chapter on the building, provision
fop a typewriter room should be made in the very beginning
when the building is planned. But, this can be arranged even at
a later stage, the only thing required is a desire 1o provide
it. In almost all the foreigu law libraries this facility is provided.
May be that it is due to the fact that students use typewriter
very often and the typewriters are very cheap so that any student
can purchase it. But, here also we can atleast provide the
facility. If some students can manage their own typewriters
then it is well and good, otherwise only one typewriter can SeIve
the purpose. If there is a great rush for the work, then it can
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be regulated and managed on the basis of first come first served.

In the Indian Law Institute we have some arrangement
where the readers are provided a room and if necessary a
typewriter also. Otherwise, they can bring their own typewriter
and do the job. A

Monthly acquisitions lists : Many libraries in India ands}breign
countries issue their monthly acquisitions lists, In this'list are
included all the books, reports, and monographg§:™ Some may
even include the articles — Indian as well as forgign. These lists
are very useful in so far as they tell other libraries what material
you have in your library. Similarly, you .Kmow of the material
which is available in other libraries. '\'T\he importance- of such
lists increases in the case of a law libeary specially because the
books are not issued out iny &° law library and hence
it becomes all the more necessars?"to tell others and to know as to
what material is available inyour as well as in other libraries.
When we know these things then only it will be possible to either
approach the other libsaty for some material which you want,
or tell your staff thk&hey should go to such and such libraries
where the materighwhich they require is available.

A .

This waythere is a great possibility of library cooperation
and b tryservice to the readers. If this information is not
available® then, perhaps, the time in going over to the other
llbrary may be wasted as the material may not be available there
also. On the other hand there may be some very useful material
i some libraries which may not be known to the readers. If
these lists are prepared in libraries and are circulated op 8
mutual basis then the readers may know of so much material.

We can very well say that this information can be gathered
on telephone also. But, this will be true of local libraries alone.
What about the libraries which are located outside the city? The
auromatic “distribution of such lists by the libraries will solve
this problem.
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Apart from knowing the material for reading purposes
these lists can also serve the purpose of book selection tools
for, these Hsts will include many new books which your library
might not have acquired. Or, specially in the case of foreign
libraries® lists, they may list new books more quickly than in any
other journal. Thus, jnformation about new books and reports
will reach you more quickly. In. the same way foreigners will®
know about your books quickly than they would know othertise.
But; for this it is necessary. that the monthly lists shonld” be
brought out soon after the month and regularly. chqi)’cfly, these
lists should be sent to the foreign countries by aipmail. If the
lists are sent by sea mail then they will takeymore time in
reaching there and no purpose will be servedy" It may be a bit
costly affair but it is worth it. \\\

~ As said earlier, the list can b@t'nxlade comprehensive by
including books, articles, and monographs. Even the legislative
material can be included. Thjé;séction will be very useful as
there are bardly any journals-giving information about this mate-
rial and, if it is indexed properly then much labour can be saved.
But, if it is foun{t‘:ﬁat it is difficult to make the list so
comprehensive then other things may be left out.

These monthly lists may be very useful evem to the
booksellers.#ho may select good books out of it and order them
for thein&ﬁ'op. The monthly lists issued by the Indian Law
InstituteMibrary have been very popular and they are, at present
§§nti‘t5 many people in India and abroad. The lists include books,

Sagficles published in foreign journals and received in the library
during the month, and the central legislative indéx. From
experience it has been found that it does not involve much labour,
nor does it require much time. The only thing is that it has
to be done from the very beginning of the month. The process
starts the moment you accession a book or receive a journal.

How to prepare monthly lists : - It is done like this. When
the books are accessioned all the selection. cards are kept
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together, for the whole month. Similarly, when the journals are
received those articles which are thought it to be indexed are
marked. There may not be many journals daily and a person may
finish the work every day if he devotes only few minutes daily.
The typist goes on typing out these articles on cards and they
are also kept together for the whole month. Thirdly, the pits
of the Gazette of India which are received during the month are
kept together and at the end of the month all the entries {efatlng to
the Bills, Acts, and Select Committee reports on Bills arcalso typed
-on the cards. Now, all the cards belonging to the. three types of
materials are ready. The cards relating to the $boks and those
relating to the articles are merged togethervand are arranged
according to the subject matter in a tra,)x The cards relating
to the legislative matter are kept separately after the former
two types of cards. These cards abe arranged alphabeticatly
by the titles- of the Bills, Acts,oand reports of the Select Com-

mittees. The cards are sorted Qut separately according to these
categories. - N

~

The typist now gosg on typing the list. In the first portion
of the list which co%@ns books and articles both, some attentlon
is to be paid. To, differentiate the two things the typist is to
type the first }mrd of the ‘book entry’, which will generally be
a surname of\the author, in capital letters, while in the case of
the articles,“the words® will be typed out according to normal
procedmx This will at once show out the ‘book entries’ in the
list and the article entries would be separated. Another difference

y 'betWeen the ‘book entry” and the ‘article entry® is that the former

will also have a call number while the latter will not have such
a number.

Entries in the legislative portion give information about
the name of the Bill or Act, and the Select Committee reports,
part of the Gazette of India and its number, and page. This
will help in locating the gazette at a latter stage when required.

After the list has been prepared the cards relating to the
first portion are again separated. Cards relating to the articles
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are destroyed as they will no longer be useful in our library.
It is so because, if we are receiving the indexes to foreign periodicals
and other indexes which include all these articles, there is no
point in preserving them. But, [ibraries can preserve them in
their card cabinet if they are not receiving any of the indexes.
Cards relating to the books are merged inthe tray which <hash
all the cards for typing. The cards relating to the leglsla{lve
index may be maintained in the card cabinet so that they may be
referred to even at a latter stage. If possible, a gqnsohdatcd
index to legislative material may be brought out lat,erj.:

4

The whole process may appear very “difficult and time
consuming but, once started, it will not ta]gx:\\much -time and will
be very easy. Of course, a typist is a must ‘for this work.

S\ 3
N

/
< M




CHAPTER SIX

- LEGAL MATERIALS
- ’ .\

Workingin a law library requires that the staff ,g’]ﬁ‘aﬁld have
some knowledge about the legal materials of India ag well as that of
some other countries, Specially, some knowledgé”é‘bout the legal
publications of those countries whose systemsfabe more like ours,
is quite essential. In the following pagesaneffort is made to list
some of the materials of Australia, (;almadsl, UK. and US.A.
These countries  have been chosen 48, “their cases and slatutory
material is often referred to in ous\vountry and a knowledge of
these materials would go a long\way in helping the readersina
law library. * ) .

The material has{been divided in categories, i.e., it will be
listed under the hgfa\ding's ‘Statutory material’, ‘Law Reports’,
‘Digests’, and {Légal Encyclopaedias’. It may not be possible for
every library.fo acquire these sets but, if at all possible then they
may be acquired. Before placing orders for any of them it should
be aSQe{i;}iﬁEd, either from any bookseller or from the publishers
dire‘.cl\’a’s to what is the latest position about a complete sét and
peige etc. If there is some arrangement to keep the set uptodate

. (thén subscription should be paid and order be placedona standing

/) basis. This will keep the sets uptodate. *

AUSTRALIA

Statutory material

Acts of Parliament of the Commounwealth of Australia, 1901-1950.
6v. (As amended of 1950}, The sixth volume contains a subject
index and alphabetical and chronological tables of statutes passed
since 1901, After this there Is an annual volume each year.
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Cumulative supplements to the consolidated edition. -are
published each year bringing the statutes contained in the
consolidated edition to date. o

Commonwealth Statutory Rules, 1901-1956. 5v. Sydney, Law
Book Ce. . O

After 1956 there is a volume every -year which -'mps\iéts\of
‘Statutory rules made under Commonwealth ‘Acts” during the
year and ‘also selected proclamations, orders, etqﬁé‘ith table
and index’. ' K& 4

Law Reporis AN

Australian Law Journal. The .A’{J}_tralian' Law Journal,
started in 1927, has been reporting decisions of high court and
Privy Council, but in 1958 they started giving these reports ina
separate section under the titls kéf';\ustralian Law Journal Reports.
This section has separate Qagiﬁati'on. S

AN
Commonwealth Law-Reports, 1903—-. Sydney, Law Book Co.

These are the authqrised reports of the high court of Australia-
the highest court(ef the country, and also of the decisions of the
Privy Councibon appeal from high court.

~
A;ﬁs‘\u‘inu]ative index to volumes 1-111 has been pub-
lished
) .
\ Federal Law Repotis, Vol. 1 (1956)—. Sydney, Law Book Co.
An authoritative series of Australian reports, being reports of
cases decided by federal courts (other than the high court), state
courts exercising federal jurisdiction, courts of territories and the
Courts-martial Appeal Tribunal, the Trade Practices Tribunal, the
Copy-right Tribunal, and decisions of the Commonwealth
Industrial Courts.

It reports cases relating fo matters of federal jurisdic-
tion, .
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Digests

‘Australian Digest, 2d. ed. Sydney, Law Book Co. Each
volume of this digest includes cases upto the end of December
last,

The first edition consisted of 24 original volumes. and
covered cases from. 1825 to 1933. Then there wers, * some
supplements bringing the set uptodate. (NS ©

CANADA N

Statutory material .’“;.\\

The revised Statutes of Canada. Qttawa, Queens Prlntcr
Rev. 1971, 8 v. plus 2 v. index. It mol‘udes all the Acts in force
in Canada, including the British North America Act,

. Acts of Parliament of ,Qiu'mda. These sessional laws are
published annually and bring.the Revised Statutes set uptodate.

Statutory Orders ‘and Regulations, consolidated. Rev. 1955.
Ottawa, Queen’s mter 1955. 5v.  All the orders and regulations
-issued under diﬂ‘cr;ent Acts are collected in this work. .

New %dcrs and rcgu[atlons are printed in the CANADA
GAZE{T’E Part 11,

O\
Law'L Reports
\m ) D Canada Law Reports — Supreme Court. This is the official
publication of the Canadian Court. It reports cases decided by
the Supreme Court of Canada.

First series 1876-1922  (known as Reports of the Supreme

_ Court of Canada)
Second Series 1923-10 date

Canada Law Reports — Exchequer. This is also the official
publication. Previously known as Reports of the Exchequef
Courts of Canada (1891-1922), it is still continuing as abov_e.
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Dominion Law Reports. Toronto, Canada Law Book Co.
This covers all the cases from all the courts in Canada and cases
. decided on appeal by the Privy Council. It was started in 1912
and is still continuing.

There are three series of this report — first covering the petieds
from 1912-1922, the second series covers the period from 1923»}\955
and the third from 1956 to date. Actually the volumes erm 1956
to 1968 are marked as D.L.R. 2d. and volumes after 1968, ie., from
1969 are marked as D.L.R. 3d. The total number. of volumes
from 1956 to 1968 are 70 and from 1969 the vvo‘}umcs are again

numbered as 1 onwards.
\.

Thus, while the numbering of volurﬁes in the first and third
series is consecutive and the volumes, gre cited by numbers, in the
second series they are cited by ycar Saind volume.

There is a consohdated table of cases to volumes 1-70
(1912-1922) and one to I{ 1. R. 2d. for volumes 1-70 (1956- 1968).

Digests ° \\

Supremé bourt Cases {1923- 1950) Montreal, Wilson et
Laffeur, J9SI. 1v. It covers all the decisions of the Supreme
Court"o}Canada published in Canada Law Reports.

S

Y Index 0 Supreme Court of Canada Reports, 2d. ed. 3 v.
\T‘oronto, Buit. 1969. : '

Canadian Abridgement. 2d. ed. 35v.

This digests cases decided by the Canadian courts from
1923 to the present. There is an annual volume also bringing the

digest uptodate.

There is also a monthly digest of Canadian cases cailed
Capadian Current Law.
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‘U. K.
Statutory ‘maferial

Statutes Revised (1235-1948). 3d.ed. London, H. M, $~0.
All the statutes in force at the end of 1948 are contained in these
volumes. However,‘ it does not contain Acts of Pa;lj\ﬂﬁr&zts of
Scotland from 1424-1707 which are to be found i ‘@’ separate
publication called The Aets of the Parliamejgt”‘bf Scotiand,
1424-1707. This one volume edition has been revised upto 1964,

For any amendment to these Acts tk@re is another annual

publication ~ which should be conédled. “This is called
Annotations to Acts and is very useful¥o Keep the set uptodate.

Public General Acts and Chu{qia Assembly Measures. London,
H. M. S. 0. This annual voliime contains Acts passed by the
British Parliament after 1948, and provides, along with index,
alphabetical and chroneiggical lists of the Acts and Measures
of the year, the eﬁ'ects\i?:}f these ‘provisions on the previous ones.

Index to Stdtntes jn force. London, H. M. S. O. This is an
annual publicaifoh in which all the statutes in force at the end
of the previdlts year are collected and arranged alphabetically
under prqj;}r’ subject headings. If a reader consults this then he
will ﬁgnﬂ'} reference to the particular provisions relating to his

subje;c't'.

A After having found the Acts on his topic.he is also to ensure
whether it is still in force or whether some amendments have been
made to those provisions. For this he has to consult another
publication called Chronological Table of Statutes. This is a
cumulative annual publication giving information about repeal
or amendments to all statutes made since 1235.

SR. & O. and S.I. Revised. London, H.M.S.0. 25v. This
contains subordinate legislation — orders in council and certain
orders, rules, regulations, etc. made by ministers. previously known
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as Statutory Rules and-Orders and: now as: Statutory Instruments
in force at the end of 1948.

. After 1948 thereis a publication called Annual ‘Volumes
of Statatory Instruments-giving the above information. Therefore,
to keep the set of 25 volumes uptodate it is essential that these
annual volumes should also be subscribed. N\

Index to Goveroment Orders (Published -in alternate:y\é;rs)
London, H.M.S.0. This contains references 10 a]l tﬁe “rules,
orders, regulations, etc. and the mformatlotr 13 ‘arranged
alphabetically under proper subject headings. It»@oes not contain

matertai of local nature.
o \

Table of Government Orders Lon@@n H. M S 0 Thls is
a cumulative annual publication ahdvcontains information of
any changes in government ordcrs ,aftér the Index to Government
Orders was published. Since the index is published after two
years this annual publlcatlon 1s.of great help. }

Apart from this, tha(e wre annual, monthly, and daily lists
of Statutory InstrunQ{ts which keep the information uptodate.

Law Reports—~ Statutes : Loﬂdon Incorporated ‘Council of
Law RePOI‘fJQg {866—. This is a regular publication. Some time
. there are two volumes in a year and some time only one.

. I‘l‘alsbury s Statates of England * London. Butt. 3d. ed. This

is pet'haps the most useful publication for statutes in England,

\hﬁ gives very useful annotations. Apart from the volumes in
the set it is kept uptodate by loose leaf service.

Halsbury’s Statutory Instruments, London, Butt. 1955. This is

a non-official publication. It 1is t’ep't uptodate by loose leaf
service.

Law Reports

All England Law Reports. London;. Butt. 1936—. Also thet:e
ate reprinted  volumes covering the period from- 1558-1935 in
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. 30v. This series contains cases which were previously reported
" in-Law Times Reports,

The All England Law Reports has three volumes each year.
This contains cases of superior courts and there may be seme
cases which are not found in the Law Reports series. ‘AIso it

contains some annotations which are very useful. (NS -
e\

Law Reports. London. The Incorporated Couneil of Law
Reporting. 1866-. A complete set of law reports sshould consist
of the following courts : - N

First series \
A

Admiralty and Bcclesiastical casedh, - 4v, - 1865-75
Crown cases reserved o\ - 2v. - 1865-75
Common Pleas cases N - 10v. - 1865-75
Chancery Appeal cases '.j:’;" - W0v. - 1863-75
English and Irish Appeals - 7v. - 1866-75
Equity cases - 20v. - 1866-75
Exchequer casesg‘”z\ ' - 10v, - 1865-75
Privy Councik Appeals - 6v. - 1865-75
Probate and, Pivorce cases - 3v. - 1865-75
Queen’s Behch - 10v. - 1865-75
Scol':g.khéahd Divorce Appeals - 2v, - 1866-75
..s'\\“ Second Series

M:'\'.‘ ;&ppeal cases o - 15v. - 1875-90

. Chancery Division - 45v. - 1875-90
Common Pleas Division - 5v. - 1875-80
Exchequer Division - Sv. - 1875-80
Probate Division < 15v, - 1875-90
Queen’s Bench Division © . 25y, - 1875-90

Third Series

Appeal cases 1891-
Chancery Division 1891~
King’s ( Queen’s ) Bench 1891-

Probate Division 1891-
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The third series is the current one and, therefore, it will be

seen that the current parts consist of four courts. Therefore,

the monthly parts, when received in the library, should be
examined as to whether they are complete.

Law Journal reports. 1822-1949. This consists of two series

as follows : . A
2N
A\
Law journal reports, old series —1822-1831=9v.
Law journal reports, new series _ —";§31’n1949=118v.

This series contains decisions of varigus‘courts of England.
But, it requires great labour to find 0@.} case in this as, there
is to0 much intermixing of reports. AN\J '

This series was merged wj}}l:“the All England Law Reports

from 1950, a

gy Y

Law Times Repoth; 1859-1947. 177v. This series was aiso‘
merged with the AJkEngland Law Reports from 1948,

Times Law(Reports, 1884-1952. 66v. London, The Times.
R0
Digests \\
gests\{

O ‘English and Empire Digest. London. Butt. 1961—. This is the
most comprehensive digest of English case law with very good
analytical notes. It was first published in 1919 and was completed
in 1930. Replacement volumes from 1-54 have DOW been
published,

To bring the search of the cases uptodate issues of Current
Law must be consulted, This publication is published by Stevens
& Sons, London. It is published in four paris- (1) Current Law,
amonthly, (ii) Current Law - Yearbook, (iif} Current Law
Consolidation, and (iv) Current Law Citator. -
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L)

Encyclopaedias

Halsbury’s Laws of England. London, Butt. This is the most
widely used legal encyclopaedia giving detailed and uptedate
description of Law on a particuiar subject. '

There have been three editions of this work so far. The<{frst
was completed in 1917 under the editorship of Lord H\a]gbury,
the second in 1942 ynder the editorship of Lord Hailsam, and
the third in 1963 under the editorship of Lord Si;géhds. That
is why sometimes these editions are called by theyreaders by the
names of the - editors, ' AN

To keep the set uptodate. Cumulative Supplements are
issued every year, o

Statutory material N

Statutes At Large. ‘ftféontains federal statutes of the

‘United States of Amer'{ca. They are published after each session
of the Congress, _ \ '

This set wag’yevised and published in 1875 under the title
of UNITED SFATES STATUTES REVISED, deicting all the
repealed Acts™ A second edition was also published in 1878.

N\ .

Ulited States Code. This is the official publication containi-

ng ailthe Acts in force in the U.S. ‘A. It consists of fifty
Litles, ie.. the Acts have been grouped together in fifty titles.

% United States Code Amnofated. St. Paul, Minn., West
Pub. Co. This setis most useful. The whole set is divided
in fifty titles as, in the former case and is kept uptodate by issuing
annual pocket parts. The index vglumes are very comprehensive.

1ts annotations, including the historical background notes, are
very useful for readers, ' '

A complete set of this should ( asof 1970 ) consist of 153
books, ' :
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Law Repuorts

American Law  Reports, N. Y.,

Publishing Co. This

courts as well as the state courts. Though

selective. It is specially useful in view of
the state reports. Perhaps no library in
able to have a complete set of state reports.

Lawyers
is a very useful pubtication covering federal

125

Cooperative

inclusion is very
the very high cost of
India has so far becn®

N ’
¢\

A complete set of A.L.R. should consist of thpfol\lowing
volumes : A

ALR 1st. 1175y, O

Quick index Iv. 8D

. o
Permanent Digest g 12 v.
Word Index A\ 4v.
Blue Book R\ - 4 v. and
Latest pamphlets \v‘f{ .

ALR 24. N\ — 100 v.
Digest < — 7 v.
Word Index fof\y. 1-75 — 2v.
Word Indgg}‘ :for v, 75-100 — 1v.
Later casd Aervice — 12 v.

(First,\t&éé are numbered as vols

unnumbgredy
U\,f:’Latest Supplement
C)VALR 34,

with latest supplement; quick index
supplement) for vols. 1-29

ALR TFederal

. 1-3 and the rest are

Vols. 1—
for ALR 2d-3d (with

2v.

Quick index with supplement to vols. 1-2

U.S8. Supreme Court Reports, L. Fd. N. Y., Lawyers’
Cooperative Pub, Co. This is a non-official publication covering
Supreme Court decisions. The - official supreme ‘court’ Teport
is also covered in this. In addition it provides- very useful
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annotations to some cases. It is now running in the second
series. A complete set of this should consist of 100 volumes in
the first series, one index to anmotations covering volumes
1-4 of the second series, and 24 volumes upto the end of 1969,

Federal Reporter. St. Paul, Minn., West Pub. Co. 1880./This
covers decisions of the lower federal courts. A comlete set
of this should have the following volumes (as of Jan:,gm :

Ny

Federal Reporter - 300 v\
Federal Reporter 2d -—I—-4{6{v.

Federal Rules Decisions. St. Paul,\Minn., West Pub. Co.
1940 —. This series reports cases dealing/with federal rules of civit
as well as of criminal procedure. I‘t\is highly useful as these
cases are not reported anywhere eJSc.

As of Jan. 1970 there have been 47 volumes.

Federal Supplemeni' St Paul., Minn., West Publishing Co.
1932 —. It reports casds of district courts on a selected basis. As

of Jan. 1970, 304 x@umcs have been published.
Digests

Amel‘%ﬁl;i Digest System. S5t, Paul, Minn., West Pub., Co.
‘This setzstiould consist of the following series :

Fitst  Decennial Digest 1897 - 906 25 v.
~~8econd

. " 1966 - 1916 25 v,
"~ Third » » 1916 - 1926 29 v,
Fourth . » 1926 - 1936 36w
Fifth " " 1936 - 1946 52 v.
Sixth » ” 1946 - 1956 36 books
Seventh » - 1956 - 1966  -38 books App.

Generzl Digest

U.8. Supreme Court Digest, N. Y., Lawyers Cooperative

- Publishing Co, 20v.
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Encyclopaedias

American Jurisprudence. N.Y., Lawyers Coop. 2d ed. The
first edition of this work was started in 1936, Now the second
edition is being prepared and some volumes have been received,

The arrangement is subjectwise arranged alphabetically. . O\

Corpus Juris and Cerpus Juris Secondum. Brooklyd, )the
American Law Book Co. Corpus Juris was publis]:{éj\,\in" 72
volumes between 1914-1937. The Corpus Juris/~Secondum

started in 1936 and is still continuing, (O

The volumes are kept uptodate by iss.uing the annual pocket
parts. A complete set of C.J. 8., as ofyJdnuary 1970, should
consist of 135 books. ~\

X
NN



CHAPTER SEVEN

'INDEXES AND INDEXING
"\

Indexes play a very useful role in collecting matcy\ié’r}.,\ Their
utility is much increased when there are a number 6f/periodicals
publishing a lot of material in a field. An indexdhich may bring.
together all such material under appmprlate\mbject headings is
bound to prove a boon to the researchersss’ We have very good
indexes of this type but they are all’published from foreign
countries, In India there was no incle’é ‘of such type until recently
when the Indian Law Institute stawted bringing out such an index
from 1963. Although it is not c¢omprehensive yet it covers almost
all the legal periodicals of Ind;a

Then there are indexe’s to a particular periodical only covering
a number of volumes\ These are published by the respective
periodicals thems l\(es But, in this case also there are very few
journals which™\have brought out such indexes. The utility of
such indexes ig/that the reader does not have to see each and every
volume ofi@-particular journal.  All the material published ina
journal(9pto a particular volume is brought together under
appm’}mate subject headings. These subject headings are very
GQmPrchenswe and material can be searched under these headings.

\‘ s}It ‘becomes, at times, necessary to do so as some readers may like
to see whether any article or case comment or notes have been
published in a particular journal. The readers may like to see
this journal because they may think that this journal is of
reputation or it is of specialised nature in the field. Hence, if an

index of cumulative nature is available then much time will be
saved.

These cumulative indexes can serve another purpose also.
In these indexes there are two more indexes apart from the subject
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index, Ome lists all the authors alphabetically, who have
contributed articles in all the previous volumes of the journal.
Another lists all the articles by title arranged alphabetically
published in all the volumes previously.  Similarly there may be
another list for case comments or comments and notes.  These
lists are very useful as they meet all the approaches of a reader.
For example, if a reader knows the name of the person who hdg™
written some article in that journal but he does not know in ’yhjch
volume that article has been published. In such cases the index
to authors will help him to find the relevant article. Sinii’lﬁrly if he
knows only the title of the article or the comments then the lists
of articles and comments will help him findsghe’desired article.
Yet another advantage may be when a redder wants to know
whether any case comments have been published on some important
decision. The list of case commeqts'}ﬂay help him find it as
under this list all the cases are arrgn’géd alphabetically.

Thus the cumnlative indq;;é; ‘are very useful to the readers.
They may also be useful tb;'otﬁe library staff in preparing the
bibliographies as wili,{be discussed in the chapter O
bibliographical Servipeé.:x\

_ Useful indexes; Indian :  There are very few cumulative
indexes coveringdhe whole set of a petiodical in India. Those
which have ¢pmne to my knowledge are listed below.

Tb@bmbay Law Reporter - Sixty five years Digest : This digest

coversithe period from 1899-1963 (Vol. I-LXV)and has been

bréught out in four volumes. It has been prepared by Shri P.
Rimaswami and A, K. Sarkar. It has been published by Iyer &

Iyer Private Ltd., Bombay.

Six years Gujarat Law Reporter Digest : This covers the first
six volumes of the Gujarat Law Reporter from 1960-1965. It bas
been prepared by Shri B. A. Soni and J. B. Soni and has been
published by the Gujarat Law Reporter Office, Ahmedabad.

‘This has been

Digest of Travancere-Cochin & Kerala case Jaw &
Ernakulam.

prepared and published by the Kerala Law Times,
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The period covered is from 1954-1958.  The publication is in two
volumes.

Consolidated Imdex fo Income Tax Reports : This covers
volumes 1 to 50 of the Income Tax Reports. It has been prepared
by Shri A. N. Aiyar and has been .published by the Company LRW
Institute of India, Madras, in 1965.

N

One thing is to be noted that all these indexes are;lﬁi'i\niy a
digest of cases appeared in the above journals, ; They do not
consolidate the articles and other features of the. Journal which
appear from time to time. .”‘;\\

Useful indexes - foreign: There are &mne indexes to foreiga
journals which are of great 1mportant‘\e‘ These journals issue
such indexes from time to time, eithemto’consolidate all the entries
in one volume or to supplement the previous volumes.  Thus, in
the former case a fresh volume» govering all the volumes from the
very beginning, is issued andy \in the latter case a new volume is
issued covering the volumes after the volume covered in the first
index or the previou's{"iﬁdex. Therefore, in the case of first type
of indexes the previeus indexes will be useless after the new
volume has come{in the second case all the previous volumes also
will have to ba Mdintained.

P\

T f?)Ilowmg 1s the list of indexes to some important foreign

]egal pe?rodlcals

o >) Amencan Joarnal of International Lew- Cumulative analytical
\mdex to the journal, Supplements, and Proceedings of the
American Journal of International Law. Three volumes covering
the period from 1907-20; 1921-40; and 1941-60

Australian Law Journal : Cumulative index to volumes 1-38
(1927-65)

Canadjan Bar Review : Cumulative index to volumes 1-38

Harvard Law Review : Cumulative index to volumes 1-50
and 51-55
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Law Quarterly Review : Cumulative index to volumes 1-80

Michigan Law Review : Cumulative index to volumes 1-20;
21-33; and 36-61 :

Modern Law Review : Cumulative index to volumes 1-21
Stanford Law Review : Cumulative Index to volumes 1-15

As mentioned earlier these indexes are very useful and €ffort
should be made to acquire them if the library has thesejobraals.
It will save a lot of time. There are many indexes, .o:f‘t’his type
to other journals and are issued from time to time., f_’i"he best way
to know about these indexes is to see the partigtiar journal itself
in which the publishers announce the publica{ign of a new index. -

Indexes to all journals : Apart fromtﬁtée indexes of individual
journals, there are indexes which doyér many journals. Such
indexes are much more useful if ,Wéﬁ want to collect material ona
particular subject, or to see a cegte comment. Also, it will help
us in locating a book review ofva particular book. Thus, although
the system of indexing is the'same as in the case of individual
indexes to periodical ,{iéfe the coverage is much wider. = The two
very useful indexes of\his type which will serve the purpose t0 a

great extent arerfhe INDEX TO LEGAL PERIODICALS and
INDEX TO FO?}{\EIGN LEGAL PERIODICALS. The difference
between thestwo will be clear if we look to the preface of these
two indexes. Also from there we can seec the system of
artangement of indexing and gaidelines for use of the index. The
ofalsl,q‘:"'iﬂg note in the preface of the two publications will show

the scope of the two publications :

“Legal periodicals published in the United States, Canada,
Great Britain, Northern Ireland, Australia and New Zealand
are indexed in the Index to Legal Periodicals if they regulatly
publish legal content of high quality and permanent refer?ncc
value. Yearbooks, annual institutes, and annual Feviews
of the work in a given field or on a given topic are also
included. Articles must be atleast five ordinary pages or
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two folio pages, and book reviews atleast two ordinary
pages or one folio page in order to qualify for inclusion.
Case notes are indexed regardless of Jength®.

Another nnportant index - INDEX TO FOREIGN LEGAL
PERIODICALS has the foliowing scope : ~
“With this index, the American Association of Law Jibraries
is making available the contents of tihe rr{a\ih legal
periodicals dealing with international law \ (Pubhc and
Private), comparative law and municipal law of all countries
" of the world other than the United Stataé\ the British Isles
and countries of the British Commonwealth whose systems
of law have a Common Law basm. “The Index to Foreign
Legal Periodicals thus complemen‘t‘s and, to a [imited extent,
deplicates the Index to Lega] Periodicals which gives
information of the conteats “of legal pericdicals mainly
in English. The contents of selected volumes of legal

essays, Fetschriften,~¥estgaben, Melanges etc., have been
indexed since 1963\.5’

)
i\" * >
“Legal asticles (in periodicals or collections of essays)
of atledst four pages in length are included. Book reviews

are.intlexed if they are two and a half or more pages in
l\ngth”

Thus it can be seen that, although these indexes are, to some

s;xtent overlapping in coverage, they are very useful and libraries
should try to have both of them.

In India we have only one such index as stated earlier and
that is the INDEX TO INDIAN LEGAIL PERIODICALS
prepared by the Indian Law Institute Library. This is a half yearly

publication and is very useful. Libraries should always try 1o
get i,

Indexing your own periodicals : If one could index his own
periodicals regularly it could be very useful for the readers of
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his library. This is specially so when we do not have any such
index of the Indian periodicals except that prepared by the
Indian Law Institute Library. Even when a library is subscribing to
this index it will be very useful to index one’s own periodicals, i.e.
the periodicals which his library js receiving. Thisis so because
there will always be some time lag between the issues of thi
index received in the library and the periodicals themselves
received in the library. The Index to Indian Legal periodicals,
as said earlier is prepared from all the periodicals (ecé?ived in
the library of the Indian Law Institute. These pe;;iadicals will,
generally, be received in all the Indian libraries glmost the same
time. It may take atieast one year for the Indézto Indian Legal
Periodicals to index  these periodicalg)'as it is a haif
yearly publication. Therefore, this Iq@x, “though very useful,
is very late in giving the informahow. On the other hand if
the libraries are indexing their pegiodicals either on weekly basis
or on monthly basis, then they, a1l be able to provide the infor-
mation to their readers motg quickly. It may not be done on a
permanent basis, 1. e. when the issues of the Index to Indian
Legal Periodicals are('téceived these indexes prepared by the
libraries may be des%(\o}ed. 1t will be useful to get these indexes
and preserve theth because they will cover more periodicals than
the index pr?‘a}e’d by the individual library.

NS
£\

:.Fl%;ame is true of the foreign periodicals. As the subscription
ratesi of the two foreign indexes mentioned above are Very
(high, it may not be possible for many fibyaries to subscribe 0
these indexes. Therefore, it will be better if the libraries do
indexing of their own of all the foreign periodicals which they
are receiving. But, if the library is receiving these indexes the.n
it may not be very useful to do ‘indexing. The reason for this 18
that, by the time the foreign periodicals will be received in the
library the indexes, specially the Index to Legal Periodlcf}ls,
indexing those periodiéals will also be received by the 1ibrar1.es.
Therefore, there will not be any necessity of indexing the foreign
periodicals. There may hardly bea gap of fifteen days or sO.
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between the issues of periodicals and the Index being received
in the library. This is so because it takes from four to five months
for foreign periodicals to arrive in India. The Index to Foreign
Legal Periodicals also takes almost the same time. The time taken
by them in indexing and printing the parts is very little, therefore,
they are able to index the periodicals so soon, ~

The Index to Foreign Periodicals takes some more, (thnie as
it is a quarterly publication. But, there will be very few periodi-
cals which are indexed in this publication and whighf.’;ghy library
is receiving. Therefore, it will not be necessaryto “index such
periodicals.  Bat, if some libraries are receiving)gome periodicals
which are included in this Index then they shouid be indexed.

Y

When a library takes up indexing&\ﬁé periodicals then they
should be indexed in one list, i.e. the'Tndian and foreign periodicals
should be included in the same\list. The entries should be
arranged according to subjects, ts '

How to do indexing 3 Iﬁdexing of periodicals may appear to
be a difficult task. Bm} once it is taken up, it will go on very
smoothly and withm{"&'much difficulty.  The oaly thing required
on the part of the librarian is an urge to do it.

NS .

Fitst sweJhave to decide as to whether we want to do it
separately"0r’ we want to include it in the monthly lists. If we
deCidQ.&E’HOW the latter practice then the procedure laid down
in th¥ehapter on monthly fists may be followed. But, if we decide
to,do it separately then it is althemore easy.

The - librarian or the person Incharge of indexing the
periodicals, has to do the job daily without fail as and when the
periodicals are received. He has to mark the items which he
wants to index and brought to the knowledge of the readers.
This may become necessary to draw the attention of the readers
on which they are doing some research. But, this may not be
necessary in a college/department library where the readers may
require articles on any subject. Therefore, he has to prepare the
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cards, i.c. he has to mnote down all the eatries of articles case
comments, notes etc. o1 the cards. These cards ar® to be filed
according to subject in a tray. The subjects may be arranged either
in a simpleway by the alphabets of the subject headings or according:
to some classification scheme. This process will go on till the period
of indexing is over. For example, if the lists are 10 be issaed every
week then after the week is over the index or the documentatidn
list will be typed, or cyclostyled. Similarly, if the list¢istp be
prepared every fortnight or every month then after thes.fo_r_tnight'
or the month, this list has to be prepared. KON

The entries should include correctly 4 \the information
necessary to locate the material, i. e. the giqc, fame of the author,
name of the journal, issue number {/the year, and the page.
As far as possible the citation to the:pei‘iodical should be that
which is printed om the journaly self.  This can be found out
 from the journal itseif as, onfhe back of the title page Is printed -
‘cite as.....’. This will fagilitate understanding the name of
the periodical. If the librai-ies abbreviate the name of the journal
according to their ovyp'Bweet will then it may not be possible for
the readers to know the name of the periodicals.

1t shoulddse remembered that this index will be more useful

if we sapisfi;r'the ‘author’ and ‘subject’ approach both, of the
reader.s\::"Thereforc, it is necessary that each entry of the article
and l"rk comments shouid have twoe cards. Onecard will be

mmel.rg'éd in the subject sequence, the other will be merged in the
<_ alphabet sequence according to the surname of the author. But,
there has to be some difference between the two cards and hence

‘the two entries,  Whife the subject card will have full entry the
_author card will be only a reference entry. It wilk save some
time and labour and avoid duplication. - The author card wtll

have ‘name of the author in inverted form’ the second line will

have the name of the ‘subject’ under which his article or cg')mments

have been indexed, and in the same line after the subject 3:“‘1

within the round brackets will be given the first letter” of tE\e title

of the article or the commenis. This will facilitate locating the
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article.  As it may happen that there may be many entries under
this subject heading then, if the first letter of the title ig given
under the name of author, it will help locating the title which this
author has written, Therefore, it is Very necessary to mention
the first letter of the title.
This is all about the preparation of the index to periodic\als
Or you may call it the documentation work. If the libravy'is not
receiving any of the three indexes mentioned earlier then it may
well be desirable t6 maintain ajl these cards so thgtaf the end of
the year they may be cumulated in one index @n",d be published
or even cyclostyled. Evenif it is not thought " proper or even
if the funds do not allow to print such a.cumulative index, the
cards may be stored in a card cabinei Ainder different subject
headings just as the cards for the bOoks are kept.  This will, at
any time in the future, help locating-’any article published in the
past. Tt will also help in' the _preparation of bibliographies on
different topics.  Therefore, these cards should not be destroyed.

Even if a card cabinet 18 not available the cards must be
maintained in some other\form.
3

+%

In addition to\he“articles, case comments, and notes, the
libraries, if so désire, may also index the book reviews. This
will help in finding out a book review of a particular book. It
may be npceésary to do so at times o Judge the quality of a
particu!i{'ﬁéok and may help in the purchases.

Mndexing the legislative material : Indexing of the legislative
mgﬁérial -central and states - becomes uecessary as the legal
“tesearch has to be brought uptodate. 1t is fikely that
many legislative measures escape notice of researchers and
hence their study may be incomplete or ont of date.  Therefore,
to bring to the notice of the readers the latest statutory position
on a given subject it is necessaty that indexing of the statutory
material should. be done. This can be done to cover the Central
as well as state legisiative materials, or can be restricted to the
centre only. But, it would be better if the indexing is taken up of
the central as well as of the state in which the library is situated.
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Again, this can be done either separately or with the monthly
acquisitions lists as suggested earlier. The process of indexing
is as follows.

How to do it : It is presumed that the library which decides
to take up the indexing work is receiving the Gazette of India and
the gazette of the state in which it is situated.  The latter would™\
be necessary if the library wants to index the state material also.
Now, as and when the parts of the gazette are receivediifi the
library, the typist or the person concerned has to prepate’a card
for each entry, i. ¢. for the Act, the Bill, and the Répﬁrts of the
Select or Joint Committee.  This card should ];aﬁf'e"the following
information - ‘No, of the Act’, ‘date’, ‘Acts™or*Bill’ or ‘Reports
of the Select;Joint Committees’, all these /tliréc in one line on the

. top; second line should consist of ‘name Qﬁ;he ministry along with
department if any’ or ‘Name of thet House’ in the case of Bills
{here that House will be mentionadjin which the Bili is introduced);
third line will consist of the-iame of the Act’ or the ‘Name of
the Bill as mentioned in ‘thé gazette. Here one thingis to be
remembered that in the oése’ of Bills the name of the Bill is always
given as Act, i. &, 'n'\fhé title of the Bill the word Bill' is not
mentioned.  ButX _\Hile preparing card for Biils this ‘Act’ should
be replaced by (Bill’ otherwise there will be some confusion. The-
last line \\fillu’consist of the ‘Part and number of the Gazette’,
along withi\the issue and page number. In other words this line
will bé\he location lime. The samples below will make the

position clear '

e A

) Card for Acts

No. 1 of 1969 13 Jan. 1969 ACTS

India, Ministry of Law _(Legislative Deptt.}

The Uttar Pradesh Universities
(Amendment), Act, 1969.

GOI: II-1-Ex. p. 13 ()
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Card for Bills

No. 9 of 1969 18 February 1969 BILLS
India, Lok Sabha N

The Delhi Motor Vehicles O\

Taxation (Amendment) Act, 1969, A\

N

GOI: I1-2, $.-43 (2)

7
<\
W

After these cards have been prepa,rb‘a“they should be merged
_ in atray arranged according to tha"fi‘tié, alphabetically. The
Acts, Bills, and the Reports shouldobe kept separately.  If it is
decided to issue the lists of thif¥material weekly then the list
should be prepared after thattithe. In the same way fortnightly
and monthly lists may be issied out. The lists can be easily typed
out from the cards.  Afl'the information given on thc cards has
to be given on the list))
A\

Even afterythe lists have been prepared and distributed these
cards should fg]{\)t be destroyed. Ingtead they should be maintained
in the card. cabinet for futute reference.  This is necessary as,
there {on publication whick indexes these Acts and Bills, It may
be found in some periodicals like the A.LR. but that too is not so

,,JJ?é‘ﬁu‘I 48 your own cards.  Mainly because these pariodicals lists

Nonly Acts, they do not give any information about the Bills and
Reports.  Secondly, it will be oniy after some time that this
information in a consolidated form will be available in these
publications. It s, therefore, desirable and advantageous to
maintain these cards properly in the library.

Another advantage of maintaining the cards is that references
to the last many years will be available at one place in the card
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cabinet. The periodicals will not give this information in a
cumulative Torm. But, this will be possible only when the cards,
after each list has been prepared, are merged properly in the card
cabinet promptly. It will be an additional advantage io the
readers, not only of the library which is .doing the job but for
others also if the library could prepare a consolidated index to the
legislative material and distribute it or even put it on sale. “\As,
there is no such index so far in Ind;a it wﬂl be a great help\:tq‘the

legal mind. ) \}
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CHAPTER--8

REFERENCE SERVICE

N\
In a law library the reference service will be relating toy, mamly
two things. One, relating to the cases decided by the Supx@ﬁi’e\Court
or the high courts or those of foreign countries, and the other
relating to the Acts, notifications, rules efc. cithcfr of our country
ot of foreign countries. Therefore, it is niest essential that a
reference librarian of a law library or the pérs’on whe is supposed
to do some reference service should bgyfamiliar with the Iegal
Systems and legal literature of his. ehay country as well as of
various other countries, Amongst The x1"(:}1:&1'gn countries he should
atleast be familiar with those systéms which are very often quoted
in our judgments and on whjp:h’ ‘is based our judicial and legis-
lative systems. Therefore,fle legal systems of the U.S.A., UK,
Australia, Canada, and New Zealand should be very well known
to the person. We haﬁ’é taken much from these legal systems and
even today courts ¢its from the judgments of the U.S.A., UK,
and Canada. I€i% not possible for the librarians to be fully trai-
ned in these $y$tems yet they may be expecied to have sufficient
Workahl‘?%:‘}f’.medge about these systems and their legal literatuse.
They n’t\fa‘y acquire this knowledge by reading some books of even
by plunging into it direct by working on the reference questions

_refating to these countries. Therefore, one should not be disheart-
S ened, the only thing required is honest efforts.

The familiar questions regarding the cases may be as follows:

Locating a case : Some reader may come with the name and
subject of a case but he may not be kum;ving the citation and, there-
fore, he is unable to find the case in the law reports. He is unable t0
locate it in any law report ag he does not know the other part of
the case, i. e. the year. If the year is known then it is very easy 10
locate in the corresponding volume or in the later year. FOT
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example, if it i3 a Supreme Court judgment and the year is also
known then it is easy to locate it in the volume relating to that
year. But, if the year of the decision is also not known then ke
will not find it easy to locate it,

In such cases digests are very useful source to tackle the
guestion. For example, if the subject of the case is also knowm
then the YEARLY DIGEST will help as, under the particular
subject we can find that case. But the difficulty would be.that we
will have to search all the yearly volumes, which may, be R’rery time
consuming. The other way, and a better way g:mf be to search
the case in the FIFTY YEARS DIGEST, the ,FIFTEEN YEARS
DIGEST, and the QUIQUENNIAL DIGEST\welumes. And after
that, if the case is still not found then eateh should continue in
the annual volumes of the YEARL¥MBIGEST. So much search
is necessary because the reader dd'és'not know any other thing
about the case, For example, ,h'q'. does not know whether it is a
supreme court case or a high celirt case, and if the high court case
then of which high court, orwhen it was decided. He only knows
the name of the case aqgkt“he subject of the case.

3

P 1

But, suppose He.does not know even the subject of the case,
though this will e an extreme case of its kind. In such cases jt
will be very difitiit to locate the case as, there is no consolidated
index of cagey or table of cases of the Supreme Court and all the
high co \f\ts There are some annual publications of the Supreme
Courg'cases which may be helpful to start with. If the case is not
,f?ll’rid’jn these digests then,, atleast, it will be certain that the r:jase
was not decided by the Supreme Court. Thus, only the high
court cases will remain to be checked. This can be done either by
the annual volumes of the All India Reporter or from any other
state journal reporting cases decided by the high court, or from

both.

Locating a case when the name and the year of deci;?ion is km; W
It may happen that the desired case is not reported in the vo untl:
of law reports relating to that year. Asit takes some time
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report the cases it is always better to check the subsequent
volumes in such case. It is generally seen that the case is found
in the volume relating to the next year. Therefore, it is always
better to search some more volumes apart from that relating to
that very year.

When the particular report is not in the Library: As a ca?c
might have been reported in more than one report it is very?l‘ikely
that the particular report in which the case is reported and which
the reader wants, is not in the library. Then, how tg“provide him
with the case ? This problem can be solved by\olboking into the
COMPARATIVE TABLES*-a publication whith gives information
about the cases as to in what law reports theyhave been reported.
In other words they give parrallel cita ibns.  Thus, we can find
the citation of that report which ig* available in the library.
There have been some publications of™this kind so far but, as they
are not uptodate we have to takg::'héIp from the All India Reporter
which also gives a parallel cjffaﬁon table. But, the All India
Reporter will be helpful omI}?‘fn the case of those cases which have
been reported in the A}L}fndia Reporter itself.  If a case has not
been reported in it th\éé'this will not be helpful.

This meap§’another thing and it is this that, if a reader
wants to haye'the case in some other law report than the All India
Reporter then the A. 1. R. will be useful to give the parallel
citatip;':’.\ But, as it is very unlikely that a law library may not
hayestiie A.LR,, it will not be helpful in this matter.  The only

.fﬁi:nrg then would be to search the case in other reports on the
basis of information provided by the reader.  For example, if he
knows that it is a Supreme Court case, then we may search it in
the. SUPREME COURT REPORTS*, and if he says it is a high
court case then he should search it in the respective INDIAN
LAW REPORTS* series or in some other private publication
being published from that state. Alternatively, if the subject
is known then we may search it in the special subject journals.
For example, if it is a case relating to the company law then
we may search it in the COMPANY CASES* andif itis a
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case rtelating to income tax then we may search it im the
INCOME TAX REPORTS#*, 50 on and so forth.

) When the exact name of the case is not known: In such cases
the reader knows all other details of the case i.e., that it was
decided in a particular vear, and it relates to a particular subject,
and that it was decided by. the Supreme Court or by the high(\
court.  He does not know the exact name of the case and,
therefore, it is difficult to Jocate the case and know the citation.“In
this case it is easy to locate the case as we can see the subject index
of that year and we will find out the name of the cases Of course,
we will have to search a little and find out the faqtsfo'f the case.

Collecting cases on a particulﬁr subject N Some reader may
like to have a list of all cases decided dln particular subject
during g particular period, There map, b two things, one, either
ke wants to make his list of cases an™fhat subject uptodate and
- hence may require the latest judgments, or he may like to start -
afresh and want to have all galéoés”on that subject during the last
fifty years or so. In the latter case the two digests referred to
above may be useful as ‘aﬂ\the cases on a particular subject are
listed there, In thé\iﬁi‘st case the monthly parts of the Yearly
Digest listed earlief way be consulted. It will give all the latest
cases on a partic’pl’zﬁ subject. All other journals which publish
reports of caséé“ and are published at regular intervals, may give
this informia.’fi‘on as, all of them carry a subject index in each issue
Which, js' c\onsoiidated at the end of the year. Therefore, the latest
l?gs,itipn'can be known by the help of any journal. The only thing
Ghic”, we have to decide is whether we want to have the Supreme
Coy tcases or the high court cases. If we want the Supreme
Court cases then the All India Reporter or the SUPREME
COURT JOURNAL® or the Supreme Court Reports may be con-
sulted, and, if we want the high court cases then the journal of
that particylar state in which the high court is situated or the
LLR. of that high court may be consulted.

The Yearly Digest is better because it covers thg‘ Supreme
Court as well as the high court cases. But, it may be slightly late .
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in giving information as it indexes the cases after they have been
reported in various journals. Therefore, it is better for collecting
all the cases on a particular subject of a year. But, it will not be
able to provide the uptodate position. For that, it will be advisa-
ble to alwéys consult the state journals for high court cases and

the All India Reporter and the SUPREME COURT CASES*for
_the Supreme Court cases.

N
A
Foreign Cases O

As our system is mainly based on Eng]jshf a;id American
system, people mostly rely om cases decidcd‘:bgl the courts of
these two countries, Sometime a refereiies” may be made to
the Australian and Canadian cases als,o;\\"But, mostly it will be
either English or the American case thﬁ‘t“library staff will have to
search in the library. In the followmg lines an effortis made to
inform the librarians about the. Yarious aids which they can rely
upon while searching the ca$et For full details of these publi-
cations the chapter on legaifinateria]s may be consulted.

English cases : At}present there are two law reports which
report cases declde‘d\\by the various courts in England. In most
of the libraries dnly these two or either of them will be found.
These reportd\ate the ALL ENGLAND LAW REPORTS and the
LAW REPDRTS. The latter has four sections - Queen's Bench,
Chanc&l(‘y, Probate, and Exchequel. While the former is a weekly

pubhb ation and is a private publication, the latter is a monthly
X and is an official publication,

N\ The All England Law Reports has three volumes in a year.
At the completion of the volumes we receive an index and table

of cases.  There is no consolidated index to All England Law
Reports. :

The Law Reports have five volumes in a year. The Queen’s
Bench has two volumes each year and the other three sections

* For these materials se¢ author’s book “Indian Legal Materials.”’
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have one volume each year. The final index and table of cases is
received at the end of the year. In between also we receive
periodic indexes for all the parts.  In the case of the All England
Law Reports, indexes are received after the volume is complete,
i e, as soon as the first volume is complete we receive its index,
and so on.  Comnsolidated indexes have been published for the\
law reports right from the very beginning to the end of 1969. A

Therefore, if we have to search a recent case “{e\{}hn take
help from these indexes and the latest cases can be cofiected from
them or most recent from the weekly and monthly@érts of the two
reports.  The method of collecting the caseg Will be the same as
in the case of Indian reports. N
But, the difficulty may arise when‘a‘jséader wants an old case
which has not been reported in either:~c')f these two reports. In
the beginning there were so  manytlaw reports being published in
England by different barristersthat it is very difficult to have all
these reports in one library®simply because they are no more
“available.  All these cases.br atleast most of them were reprodu-
ced in the ENGLISH ,REPORTS (reprint) or in the REVISED
REPORTS in 172 an}\IS? volumes respectively. But, how to
know as to whichyoase has been reported in which report of _these
two. The Engﬁsh Reports (reprint) has two volume index also
and we cap-gé€ from that as to whether a particular case has been
Tepﬂrte{;lihérc or not, and if so, in which volume it has been
reported”  But, the Revised Reports does not have any index.
Then there are other reports also like the TIMES LAW REPORTS,

“LAW TIMES REPORTS, and the LAW JOURNAL REPORTS.
There will be some overlapping in all these reports andit is not
possible also that a library may have or should have all of them.
A libtary may have only one of them and it is more likely that 2
library will have the English Reports (reprint).

Now, the problem may be that the reader knows thc.n&me
of the case and the year, or say he’ knows the complete citation of
the case, but the report which has been cited in the citation is not
vailable in the Jibrazry. The library staff has to find out whether
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the case is available in one of the reports available in his library,
For this purpose there is a wvery good publication which the
librarians should always keep handy. This is called WHERE TO
LOOK FOR YOUR LAW published by the Sweet and Maxwell,
Londen. In this publication, apart from the lists of the standard
text books arranged subjectwise, a complete list of law reperisiof
England has been given. Also, we find there a sort of comparative
table which provides informaiion about the small rcp(;its and
mentions whether those reports can also be found'.,i'p\'either the
English Reports (reprints) set or in the Revised ‘Reports set.
Therefore, if the reader has the complete citation of an old report
which is not available in the library then, frdta this book it can be
checked whether that case has been repg\r’teﬁi’in the two reports.

To explain further it is like thise’ Suppose the reader gives
the citation as <1 J. P. Sm. 20", apd'this report is not available in
the library. Now, if we see {hé‘:‘Where to Look for your Law’ we
will find at p. 209 this repg;ijisted and in the last column we will
find that this report has been reported in the Revised Reports set
in volumes 7 and 8. Simifarly, if a reader gives a citation as 2 J. &
H. 10’ and this repQrt’is not available in the library then we can
find from the abgve mentioned book that this case has been
reported in fhe€.English Reports (reprints) in vojume 70.

Thn'sy,\lt is essential that every law library should procure a
copyobthis publication of which the last edition was published
in. 1962.
®) :

3 The other problem regarding the case search may be tackled
on the same pattern as the Indian cases as, the system of law
reports in both the countries is almost the same.

American cases : The legal system of the United States of
America is quite different from that of India as well as that of
England in so far as it has two sets of courts to enforce the federal
and state laws. In Indian libraries it is impossible to have
reporis of all the cases decided by the federal courts and the state
courts.  Mostly, the libraries will have the cases decided by the
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supreme Court.  AS the state courts reports are very costly,
perhaps no library so far has acquired them. :

As in every country, there are official reports of the cases
decided by the federal courts as well as those published privately.
In most of the libraries which have the American reports we will

find that they have the privately published reports only known ay

the U.S. SUPREME COURT REPORTS {Lawyers edn.),Not many
libraries will have reports of all the federal courts even, th,q'y"w\fll
have reports of cases decided by the Supreme Court. The Law,
£d. is now running in the second series, There is no.donsolidated
index of this publication but, there is 2 separate sntf 'of’ calied U.S,
SUPREME COURT DIGEST in 20 volumes whibks kept uptodate
by issuing pocket parts each year. This jndlex has a list of cases
and a subject index. Hence, all the queg.t?f&ﬁs- relating to a caseé
can be answered by it. A : '

The Law. Ed. is very well ,aijﬁétated and hence itis more
useful than the official p'ublisﬁalfibn. Naturally, it is preferred to

the latter. For the lowerseourts there 15 a private publication’

which is preferred. This\s called the federal series. There are

N\

three reports in this as ‘mentioned in the chapter on legal materi-

als. But again, ¥cry few libraries can afford to have these sets
as they are verj\gostly. There is 10 consolidated index or table

of cases for fhese series but after a few volumes there isa table of .

cases in d{(er volume covering the previous volumes.
2+ &

"\'Ff:ir those libraties who want to have the state reports also
Aubdo not have money to acquire complete sets of all the reports,
Sther the official ones or those published privately, there is one
publication which may be of use. ~ This is called the AMERICAN
LAW REPORTS. This publication reporis cases decided by the
federal as well as state courts but, it is very selective. Only
important cases are reported in this. Therefore, the l_ibrar_les may
acquire this set if possible. Their indesing system 1S VeT¥ good
and it can answer any question relating to a case- o
g of the volume

Explaini sation - A citation consist "
plaining a citation t, and the page

number or the year or both, the name of the repor
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number.  Generally, the name of the report is abbreviated and
hence, at times, it may be difficult to know the full name of the
report until after a long experience in a law library.  Even after a
long period of experience it may not be possible to know all the
reports, though a fairly good knowledge might have been acquired
by then. Sometime we may come across a citation which may\be
the abbreviation of two reports, i.e, the abbreviation of two,reports
may be the same while actually, their full name may bg\'&iﬁ‘erent.
They may be. explained as two reports  of the same country
and also of two different countries. This may haﬁﬁéﬁ in the case
of one report also which may be an Indian or Efighish Report.

In such cases generally, when it is not ci¢ar from the citation
of the report as to whether it is an India.ﬂ\})r English or American
report, then help can be taken from the}ﬁames of the party. This
will again require a fairly good J(i]b'virledge of names of different
countries so that it may be €asyt0 say whether the names are
Indian, English, or American,.of'even Australian, There may not
be any difficulty so far as the* Indian names are concerncd but,
foreign names may present a difficulty. The following publications
may be very helpfu] i{lii;%lving the problems about the citations.

English cases'citations : As mentioned above there is a very
good publicatide) called the WHERE TO LOOK FOR YOUR
LAW for English cases.  Then there is another publication calied
GUIDE TO'LAW REPORTS AND STATUTES published by the
Sweet & \Maxwell, It also explains the abbreviations used for law
1epORYs in England from the very beginning to the present time.
'A:pai't from these two, there is Sweet & Mazwell's LEGAL
BIBLIOGRAPHY of commonwealth countries in which the
volume relating to England and Wales may be very useful.

American citations : A very good booklet on the American
citations is A UNIFORM SYSTEM OF CITATIONS prepared by
the Harvard University Law School. This gives all the abbrevia-
tions used for the American law reports and journals, and also
provides a sort of standard system for citing these reports. As
in the case of English publications of this kind, this publication
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also gives the date of beginning of the reports and journals and
the current position.  This is also known as ‘Blue Book’.

Apart from this, there are other publications which give
information about the American, English, and other countries’
legal publications like reports and journals and are fairly good.
For details of these publications please refer to ‘Furthers
Readings.’

oA
These publications are very good as rtegards the, Amperican
Law reports and journals, In addition they giveq nformation
about other systems also. Therefore, much hel ¢an be taken
from these books. They can also serve as good béok selection tools.

Indian citations : There is po stanﬂh\r'd citation scheme so
far for Indian law reports,  But, thete is fairly good system of
citing the law reports which is quite ‘satisfactory and there is little
confusion about the citations, ~§":Yet, there may still be some
reports which may create prc&)j{eiﬁ, specially the old reports. For
this there are some publiﬁatibﬁs which may be of help.

The three com akﬁt\fve tables referred to earlier may be of
use in this matter-as diey give, in the beginning of the volume, 2
list of law reportsseovered and their citations or abbreviations with
the full name ©F the reporis.  As they cover old period also the
problem with ;egard to the old reports can be solved by the help
of thes\e@”ﬁlications. As regards the new reports help can be
takenfrom the Index to Indian Legal Periodicals which started in
493 But, this will cover only those reports where there is
No‘urnal section also as, this publica_tion is mainiy tc index .the
articles published in these reports. '

Sometime the year of the citation may also be helptul if the
citation is confusing, i. e. it may stand for two reports. If the
vear of the citation is earlier than the starting date of one ?f the
two reports then this report can be easily eliminated and it can
be assumed  that the cifation  stands. for the other repo_r_t- The
same thing is true of the English and American reports if-at alla
confusion arises there.. - L R
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Explaining the nse of material : Many new-comers and even
old timers will not know as to how to use some legal materials.
It may be necessary for the library staff to explain to the readers
the method of the use of the material. For example, many may
not know as to how to use an index or a digest. . Many people
may mnot guess as to what information camn a particular bagdk
provide on a particular subject. Specially there may be diffichity
in the case of American material as, their system is quite.\fi'l‘ff:frem
from English and Indian systems. For example, the American

- digests and encyclopaedias like the U. S. Supremeé! Court Digest
and the Corpus Juris Secondum have pocket pa,pis*zind search for
the information on 2 particular topic in these\ptiblications is not
complete uniess the pocket parts are also'cgn‘sulted. This 15 true
of many American publications including “some of the text books
which are supposed to be authority op™heé respective sub jects.

Similarly, the page numbqpi’bf a particular citation, if that
particular report is not avai]abi’é ‘in the library, may be found in
some other report in the middle of the page instead of on the top
of the page. For example,'in English Reports (reprints) a parti-
cular page number ofKnapp’s report may be found in the middle
of the page in brackets written in bold letters, and in the U. S.
Supreme CourpReports (Law. Ed.) the page number of the official
U. S. Suprent®€ourt Reports may be found in the middle of the
page Wri’N\éﬁ"in bracl_gets in bold letters.  All these things have to
be exgla‘ir}ed to the readers as, he may not be aware of this
and, IQ‘ei"er see the page numbers at the top of the page and, thus,
fay fiever find his case there. The library siaff, therefore, has to
learn that in these two publications page numbers of other reporis
are given in the middle of ‘the page while on the top of the page
are given page numbers of that report only. Therefore, if the
report is cited as ‘U, S. Supreme Court Report {Law. Ed.) then
the page number will be that which is printed at the top of the
page but, if the citation is that of the official Supreme Court
Report then the page number may appear in the middle of the
page. Similarly, if the citation is of some old English report which
has been reprinted in the English Reperts (reprints), then the page
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qumber may appear in the middie of the page but, if the citation
is that of the English Reports (reprint), which is less likely, then it
will appear at the top of the page.

About the Indian cases they have to be told as to how to
consult the comparative tables, either in the books referred to
earlier, or in the All India Reporter and other journals. ~\

Australian cases : There are two main publicationsw@hich
may be sufficient to Jocate an Australian case. These ;m}‘are the
COMMONWEALTH LAW REPORTS and the AUSTRALIAN
LAW JOURNAL. The former reports cases d\ecided by all the
courts in Australia, while the latter publishcswiégal articles and
bhook reviews also apart from the case repoxts. The Common-
wealth Law Reports has a cumulative m\de}c which is kept upto-
date by issuing fresh indexes. Ita§vhow ranning in the third
geries. The Australian Law Jpﬁrnal also has a cumulative
index, as mentioned in the chapt’éi"dn legal material.

The system of tocating 'a case or collecting cases on a parti-
cular topic is the sam;;’@ in the case of other countries. For
both these things.thé.above mentioned publications may be useful.
In addition another publication which will be more useful, specia-
lly for collecuthg-Cases on a particular topic, is the AUSTRALIAN
DIGEST.,./In order to bring the ‘search uptodate help may be
taken fr\\olm"tha two publications referred to above, after collecting

the edsés from the Australian Digest.
N ] e
¢\ Canadian cases : There are iWe main publications fof

Canadian cases also. These are the DOMINION LAW REPORTS
and the official publication called the CANADA LAW REPORTS
which is published in two parts - the Supreme Court and '_th.e
Exchequer. There ate some state TepoTLs "also but, nelifher it is
possible to spend so much money on them NoF it is dem‘_able to
subscribe to them as they are of very Hittle utility in I'n(flla. It
will be enough if a library subscribes 10 only the Dominion Law
Reports. -
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The system of case search in this case also is the same, The
digest referred to in the chapter on legal publications may be of
great help in searching or collecting cases.

REFERENCE SERVICE IN STATUTORY MATFERIAL

Indian material : Legislative activities in India after sthe
independence are carried out at the centre by the Parliarogniand
in the states by the state legislatures, At the centre the legidlative
body consists of the Lok Sabha (Lower House) and Ré}ya Sabha
(Upper House), and the President of India. It i§ essential that
all enactments must have the approval of all tha's'e three organs
before they become an Act, Except the findnce bill and bills
relating to the financial - matters, all Sthe bills can be
introduced either in the Lok Sabha OI‘“LQ:I}]C Rajya Sabha. The
finance bill and bills relating to thaMthancial matters must be
mtroduced in the Lok Sabha on!y..""The same is the position in
the states also. But, recently ,sbﬁfe states have either abolished
the upper house i. e. the legislalfiv“c council, or are in the process
of doing so. Therefore, jn these states there remain only {wo
organs of the Iegisla;ivé activities i.e,, the legislative assembly
and the governor, \\ '

This is the(pdSition after the independence, i.e. after 1950.
Prior to thig{hﬂ legislative activities were carried out by various
bodies. | For example, immediately before the first Parliament
came igta‘exisience in 1952, there was the Governor-General and
the 'l\ég'islative assembly from 1947 to 1952, even prior to this, there
was.the Governor-General and the assembly which were estab-

'sfned by the 1935 Act. From 1876 to 1935 the legisiative activities
were carried out by the Governor-General in Council, and even
prior to this the King of England used to issue Royal charters from
time to {ime empowering the Fast India Company to make
regulations for the better administration of India.

Therefore, the whole period of legislative activities can be
divided into these sections. A research worker or a reader may
ask question relating to these periods. He may ask a charter
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of the Crown of England relating to  the East India Company or
he may ask for any Act passed by the Governor-General in
Council.  He may ask.any Act passed by the legislative assembly
of India after 1935, or he may ask an Act passed by the Central
Parliament or the state legislatures after the year 1952, We have,
therefore, before rendering any service relating to statutery
material decide as to which period the gquestion is related ’te\and
then search the material in the proper publications so thatas’fime
is wasted in useless search. \

Apart from the Acts the readers may ask for, rjufes and orders
framed under the various Acts passed by these‘lbgis}ative bodies,
As'we know jt has been 'a° practice sincetlie very beginning to
allow. the government - to "frame appropriate rules and issue
necessary orders to execute the Acts> Various ministries and
departments of the government isgdé,"from time to time, such
orders and frame rules. This .;ﬁiﬁctice has gained very much
importance in the present tirpe;fépecia]ly for the last two three
decades, - Therefore, the réaders arc very likely to askfor these
rules and orders. Thein study is necessary as the power of
government is teste {h.f‘ne light of the enabling provisions in the
concerned Act. JIf we study the provision of the Act to issue
such -orders ‘g‘ﬁd' frame rules and compare the rules and
orders themq\‘cl%s thoroughly, we may come across some ru!es
which viotafé the spirit of the Act and may be, therefore, void.
It is, {therefore, necessary that the libraries should have such
publig:"ations which have these things. Jt may be difficult to.]ocate
”ﬁi‘_‘«\old material but they should try to procure them. It is very
__i_fiel_y that the old libraries like those of the High courts and. some
Qif.t__hé law Cdl]eéé_s. may .héve these material. N

- As-far as the Centre is concerned thereisa compilatien of
such rules and orders which is called the STATUTORY RU'LES
AND ORDERS in 9 volumes. This set is now being Te"isef_l'
The latest rules and orders are published in. the Gazette of India
Part II section 3. ' o

The scheme of arrangement is that thess rules anq orders are
given under the name of the Act so-that it is easy t0 locate them.
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Suppose some reader wants the All India Bar Council Rules then
we have to search under the title of the Act, /. e., All India Bar
Council Rules. This is so because in most of the cases the first
words are those of the Act, only in the end, instead of “Act’ they
give ‘Rules’.  Therefore, it is very easy to search these material.
. ~

But, it may not he easy to locate the rules unigss the
librarian or his staff knows the classification of the pots “Wnder
various subjects. The various Acts are grouped , undcr geveral
subject headings and it" is -not necessary that the’ imagination of
the library staff may tally with that of the persons who classify
these Acts. Therefore, before searching thedrules or orders in
the set referred to above it is necessary thalx\the librarian should
first, acquaint himself with the sub_]ect\ headings scheme of the
central Acts. For this there is a Subjt‘.‘ct index called INDEX TO
INDIA CODE. In this pubhcatton the Acts are grouped together
under various subject headin§§.’ “The scheme of arrangement in
the set referved to above (Qf’rtilcs and orders) is the same as given
in this index, i. ., all tl@ tules and orders have been classified
according to the suK{c}t ) headings given in this index, Therefore,
it becomes necessary 'to refer to this index as and when it is not
possible to ﬁnd\out the rules and orders in the set simply because
they have be\n erouped under some other subject heading 1han
the one whith the librarian thinks it should be,
Q&
N \The same is true of the orders, though it may not be s0
{"always that the title of the order may tally with the Act. It may
be different. Even then it can be found out with the help of the
index referred to above. Of course, it may be necessary some
time to know the Act under which the order has been issued.

The difficulty of locating the material in this set arises as there
is no cumulative index to this set. Therefore, it becomes necessary
either to go through all the volumes one by one, or to look into

the index to India Code first, ascertain the subject heading, then
search in the appropriate volume. -
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" There are some private publications also co'ntaining- _th‘e's.e'
. rules and orders. But all these, including the official pﬁbiications,
become old very soon.  New orders and rules are issued and the
sets are of no use as regards these are concerned. Therefore, it
becomes necessary to _ta_ké ‘help from. the Gazette of India or from
some private law journals which give the rules and orders also like™\
the M. L. J. CENTRAL AND MADRAS ACTS, RULES, etc,s
Reference serviee in statutory material - Foreign : The m\atc_rial'
listed in the chaptet on Iegél materials will be useful in 116'{fatin_g the
statutory material of foreign countries. The system,ﬁlﬁiost in every
country, will be the same with minor differences here and there. As
in the case of Indian material, in the case of@r’eigu.material also,
the question will, generally, be asked‘aﬁdut some Act or rules
framed under the Act. Some time rea'd‘arsxmay also ask the legisla-
iive history of a particular enactment, “But, it may not be possible.
for the librarians to provide this.’maieria! as it is rather impossible
looking to the financial conditiohs, that the libraries will have such
matevials. In the case ofthe U.S. A. the U. 5. Code Annotated
will be highly useful ir{‘:{hls regard as it givesa short legislative -
~history also. \ \

Similar i§'té case with the jegistative debates ©
countries. ..Y,e\ry few libraries will have these dcbatt_zs.

f different

Ilifahdition to the material listed in the chapter on lfegal
‘}Eﬂeﬁjais on U. S. legal material, there are tWo more publicat1ons -
Ghich may be very useful. These are the U. s. LAW WEER*,
a weekly publication giving important statutes of U.S.A. and ?lso
important Supreme Court judgments. The issues are received
every week and at the regular interval, index 10 these pal:ts are
received, At the end of the year Wwe receive the annual index. .
Also, the publishers supply a binder 10 kxeep these parts 3_&“ the
year. But, this binder is supplied to those subscribers only who
ask for it,

* US. Law Week. The Bureau of National Aﬁ'&irs,‘ Inc. i%&l 25111 Streetq :
N.W., Washington, D.C. 20037 R
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The second important publication is the CODE OF
FEDERAL REGULATIONS* which “is an orderly arrangement
of the general and permanent rules published in the Federal
Register by the Executive Departments and agencies pursuant to
the Administrative Procedure Act and other statutory require-
ments within the purview of the Federal Register Act”. \

As of January 1967 the Code consisted of 111 units{ ) The
revisions of these units take place every year as on Janua’fy 17

These two publications are very useful. Tht?: ﬁrst one to
know the latest position on a statute and the sesbnd one to know
the rules framed under the federal Acts. Therefore, an effort
should be made to acquire these pul:cllcatlcm?w

R4

* Code of Federal Regulations. The Superintendent of Documents, Govera-
ment Printing Office, Washington, D.C., 20402, U.S.A.



: CHAPTER NINE .
BIBLIOGRAPHICAL SERVICES

Necessity : Bibliographies are required to help the readers
find and select the material of their choice. It saves a lot bi'their
time as all the material available on 2 particular topic ilisted in
e order and they are free to choose from it. If suchi help is not
available then the readers will have to search Il'@ matenal them-
selves which may consume most of their time: NA¥So, it may not be
useful for others as the reference to materi I thus collected by him
may be in his own way and he may not Qﬁcc\to part from it. But,
if the bibliographies are prepared by ¢ library staff then they

may be used by others alsoc.

'.

g&neral!y, will be prepared by the

But, the bibliographies,
Ft is very remotely

library only when asked by“the readers.
possible that the libraries of their own may prepare such

hibhographies \\‘ }

There can/betwo things possible.  The readers may ask as
to what matetialis avaifable in your library on a particular topic.
Secondly,, hg\may like to have a bibliography om a particular
topic m&udmg books, articles, comments, irrespective of whethes
they atg' available in your library.  In fact it will be better if the
h\bcréry staff prepares a bibliography including all the material
Swhiether it is available in the library or not.  This will be helpful
in locating the material in some other libraries. On the other
hand if such material, which is not available in the library, is
excluded then this material will be lost and if the reader wants to
have some more references later on then the search will have to
be made again, Therefore, to save this Jabour it is better that all
the material which the librarian comes across while making the
list should be included. The material which the library bas
should be marked on the list so that the reader would know as to



158 READERS SERVICES

what he could get in the library.  The rest he may search else-
where.

The reader may require these bibliographies either when he
has to write an article or when he | is preparing for his doctoral
theses, or when he has to make a speech somewhere, He maw
also requirc it when he is thinking to write a book. In this\way
there may be a number of reasons. But, the" library wijl\'b?e“able
to provide such bibliographies only when they  have theTequired
material, i.e., those . tools which will help in pfeﬁiring the
bibliog'raphies. ' \\

_How__' te prepare bibliographies : 'Bcfore westart preparing the
bibliographies we have to ascertain from phéreader a few things.
First, we haye to ask him the specific tepi6. Then we have to ask
him the period to be'coverecl, ie, wheﬂ;ép he wants to cover five years
or fen years or even more, Fllrthgiz;)iﬁé have to ascertain from him
whether he wants the articles ‘Qniﬁf ot the books alse should be
covered. Generally, a biblipgtaphy will cover both the things.
And lastly, we have to aalg‘him whether he wanis to cover Indian
material only, or forei ffm’aterial also should be included, When
these things have bekn dscertained then we have to start the work.

Sources tp’:b}a conswlted : The first thing to start with is to
collect all the,{books from the general catalegue of the library on
the topjc.‘o&ﬁ]hen these books have been taken out we may start
lookingudn*the back of thése books where, generally, a bibliogrphy
is gi:?é}a.‘ This will help in collecting further books on the topic
andalso wiil give information abouyt the articles on the subject.

- " After this we should start fooking the indexes to periodicals.
If the bibliography is to be limited to the Indian material oaly
then only Indian indexes should be consulted. otherwise all the
indexes should be cohsulted. While doing this the period to he
covered should always be kept in mind.

Another_ "s'ource'__:for collecting books may be the national
bibliographies — of India as well as of other countries. These will
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give zll the books published and the list will be more or less
comprehensive,

Similarly, the catalogues of various big law. schools of the
U.S.A., and other countries will be highly useful,

But, as said earlier, for all this it is necessary that the 1ibrary\
which is doing this job must be receiving all these publicators.
It is very doubtful that many libraries will be able to procfite'these
publications. Therefore, they will have to depend nzamly on the
books which they have and, by the help of these bo’.\bks they may
be able to collect some more titles or articles if .t‘h}se books have
bibliographies.

graphies. =

All the entries should be writter Oif the slips of cards. Only
one entry should be written on qné’.. card or slip as it will help
arranging them in a desired waﬁ'.;'s While typing out the list books
should be separately listed~drom the articles. Or they may be
combined but. some distinicion should be made between the two
entries so that it may .E,E,Eear to the readers. It will be better
if four to five copiqs\}re typed so that the library may have some
extra copies withyit-after giving one copy to the reader,

AS .

Arliolé;}r;tries should be arranged by title, followed by the
author\%d' the name of the journal. Book entries should be
arraqg;:d by author, followed by the title, and edition, place and
najnb of the publisher, and the year. Complete and alccurale

Ndetails of the journals should be given so that there is no difficulty
in tracing them. As far as possible only those abbreviations to
the journals should be followed which are listed in the Index itself
from which the entries have been collected. This will serv_e two
purposes. Firstly, the abbreviations or the citations will be
uniform secondly, it will be easy to know the full name of the
journal in case any abbreviation is not clear to the reader or the
library staff. In such cases they can always refer back to the
source from where the entry has been taken.
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These bibliographies should not be discarded afier a parti-
cular reader has been given acopy. They should be properly
maintained in a file, They mav be filed according to the subjects,
arranged alphabetically, so that at a future date, if some body
else wants a bibliography on these topics they may be given. If
the number of such bibliographics becomes too large then préper
indexing should bz done to their subjects so that the file mei(may
not have to be consulted. It may also ba advisable that, a\separate
master file may be maintained in which one copy of, each biblio-
graphy prepared by the library, should be filed and kept in the
safe custody. This will eliminate the chanc} of losing the
bibliographies and save a lot of time of the staff®

One thing more may be mention ;h\et:e. While preparing
the bibliographies the library should itifv‘ariably mention its name
on the top of the bibliography angd, also the date on which it was
prepared. If the date is mentioned on the bibliography then, at

- any later date, it will help m‘brmgmg it uptodate as, in that case
the library has to see the. indexes and other sources only after
that date, or atleast from a few months before that date only.
But, if the date has Ja Been mentioned then the staff may have to
search afresh fromithe very beginning and, thus, waste his time.

Similar, ist?he case with the author bibliographies. Though,
in a law_libeary it will be very rarely that the staff would be asked
to prepa ‘an author bibliography, these bibliographies may bc
necessary in the case of big and controversial judges and members
ot t.hﬂ bar,



FURTHER READINGS

CAMPBELL, Enid end MacDougall, Donald : Legal
research : materials and methods. Sydney, the Law book

Co. 1967 : N\
2. Hicks, Frederick C : Materials and methods of , legal
~research. 3d. rev. ed. Rochester, N.Y., The l;g)}.'yérs
Coop. 1942 N
3. Jain, Hem Chandra : Indian Legal maﬁeﬁiﬁlg: a biblie-
graphical gnide. Bombay, Tripathig NY York, Oceana.
1970 PN
. ~\
4. Pollack,. Erwin H : Fundaméntals of legal research, 2d
ed. Brooklyn, the Foundation P. 1962
5. Price, M.O. and Bjt,n'e;i‘,“H: Effective legal research.
3d ed. Boston, Little,; Brown. 1969
A\
6. Ringrose, C.W)' Where to look for your law. 14th ed.
London,\Sweet & Maxwell. 1962
7. Unif{oiﬁx}"system of citation. 11th ed. Camb., Mass.,
Havard Law Roview Assa. 1967
\‘,/
O



INDEX

Acquisition of Government pubhcatxons 70 N
ACTS OF PARLIAMENT OF CANADA 118

ACTS OF THE PARLIAMENT OF THE N \\ )

COMMONWEALTH OF AUSTRALIA 116 .\ Dt

< 3

Ad Hoc and Standing Commitiees 31 E ,‘.\:..
ALL ENGLAND LAW REPORTS 121, 1421s

American Digest System 126 N

AMERICAN JOURNAL OF 0O

INTERNATIONAL LAW

N
§‘~,‘

(Cum. Index) 130 \%’,
AMERICAN JURISPRU:BENCE 127
AMERICAN LAW.REPORTS 125, 147
ANNOTATIONS\TO ACTS (UK.) 120

ANNUAL VOLUMES OF STATUTORV:
iNSTRUﬂiENTs 121

AUS\} ALIA

® \dlgests 118
M\i”\'v law reports 117
N/ statutory material 116

AUSTRALIAN DIGEST 118 151
AUSTRALIAN LAW JOURNAL 117, 151

Cumuilative index 130

Back room

space and other requirements. 14
staff 28



164 ' INDEX
Bibliographies
how to prepare 158
necessity (57
sources to be consulted 158
Binding
legal periodicals
foreign 97
Indian 93

Instructions to the binder 93
sample cards 95

R
Blue Prints 59 : \d
BOMBAY LAW REPORTER D
sixtyfive years digest 129 \
Book Selection 63 ,:."”"
tools

books on approval S
book reviews 64

for Governrpgn}of India and Partiamentary
publications” 66
trade catalogues 65

BUSTNESS ADVISORY COMMITTEE (L.5.) 54
CANADAC
diggs%’ilg
i1{\751"tf:pOl‘ts 118‘
\”>mtutory.matenal I18
CANADA LAW REPORTS 118, 151
'CANADIAN ABRIDGEMENT 119
CANADIAN BAR REVIEW (Cum, Index) 130
CANADIAN CURRENT LAW 119

CODE OF FEDERAL REGULATIONS 156

Collecting cases on a particular
subject 143



INDEX 165
COMMITTEE ON ABSENCE OF MEMBERS FROM

THE SITTINGS OF THE HOUSE (L.8.) 56 _
COMMITTEE ON GOVERNMENT ASSURANCES (L.$.) 55
COMMITTEE GN PETITIONS (L.S.) 55

COMMITTEE ON PRIVATE MEMBERS BILLS AND
RESOLUTIONS (L.S.) 54

COMMITTEE OF PRIVILEGES (L.S.) 55 A
COMMITTEE ON PUBLIC UNDERTAKINGS 53 .~( £’
COMMITTEE ON SUBORDINATE LEGISLATION "y §) 55
COMMONWEALTH LAW REPORTS 117, 151 (€
COMMONWEALTH STATUTORY RULES 1'171'

COMPANY CASES 142 .:;\\"

Comparative tables 142 x\ '
CONSOLIDATED INDEX TO INCOME TAX REPORTS 130
CONSTITUENT ASSEMBLYZQEBATES 35

The Constitution 32 % X
CORPUS JURIES AND-EORPUS JURIS SECONDUM 127, 150
Cumulative indexes-\zg," 130-1

CURRENT LAWI123

A\
CURRENTBUBLICATIONS IN LEGAL AND
RELAFED FIELDS 64

Deposi’\Account
ofor Parliamentary debates 44
\ ") Tor Parliamentary Committees seports 49

DIGEST OF TRAVANCORE-COCHIN and
KERALA CASE LAW 129

DOMINION LAW REPORTS 119, 151

DRAFT CONSTITUTION 34

ENGLISH AND EMPIRE DIGEST 123

ENGLISH REPORTS (REPRINT) 145, 150

ESTIMATES COMMITTEE 52

o



166 INDEX

Explaining a citation 147
American cases [48
English cases 148
Indian cases 149

Explaining the use of material 150

FEDERAL REPORTER 126

FEDERAL LAW REPORTS 117

FEDERAL RULES DICISIONS 126 AN

FEDERAL SUPPLEMENT 126

FIFTEEN YEARS DIGEST 141 O
- FIFTY YEARS DIGEST 14i RN

Foreign cases

American 146 \
English 144 oY

GAZETTE OF INDIA 3643

binding 42-3 ( }

contents 36.8 ¢ ™

how to keepdt,in the library 41.-3
how to suhﬁ’éffbe 38

reglstra{;em 39-41

Gover%nent publications -
acqmsmon 70

w\ ) selection 66
GUIDE TO LAW REPORTS AND STATUTES 148
HALSBURY’S LAWS OF ENGLAND 124
HALSBURY’S STATUTES OF ENGLAND |21
HALSBURY'S STATUTORY INSTRUMENTS 121
HARVARD LAW REVIEW (Cum. Index) 130
High court cases 61
INCOME TAX REPORTS 143



INDEX

INDEX TO ARTICLES PUBLISHED IN

A.LR., 1947-67 75
INDEX TO FOREIGN LEGAL PERIODICALS 73, 131
INDEX TO GOVERNMENT ORDERS (U.K.) 121"
INDEX TO INDIA CODE 154

classification scheme 154 .
INDEX TO INDIAN LEGAL PERIODICALS 72, 132
INDEX TO LEGAL PERIODICALS 73, 131 ™
INDEX TO STATUTES IN FORCE (U.K.) 120 7 )

INDEX TO SUPREME COURT OF CANADA"‘\
REPORTS 119

Indexes \\\J
foreign 130 ,\
Indian 129 D
to all journals 131 R\

Indexing O

how to do 134 N
legislative matcrialz'w@
how to do 37

your own penmdlca]s 132

INDIAN u\w 'REPORTS 142
Inter- llh(a;y loan service 108-9
JOIN"i\COMMITTEE ON OFFICES OF PROFITS 56
J\AW JOURNAL REPORTS 123, 145
Vo librarian 1, 5,24

Law library 1, 3
back room 14
counter 8-10
different from other 4
its nature 1, 3
location 7, 8
smoking room 15

167



168 INDEX

space for readers 1, 3, 13
stacks 10
staff 15, 22-31

LAW QUARTERLY REVIEW (Cum. Index) 131
LAW REPORTS 57, 122, 144

LAW REPORTS-STATUTES 120

LAW TIMES REPORTS 123,145

Legal material 1, 2, 4, 11
arrangement 16

primary source material 32 e\

Legislative activities {India)
after independence 152 ¢*¢
prior to independence }51

Legislative material-Central 35  _\ ¥
Lending A\

S 2

7

S

inter-library loan 10§ _ "
of books 101 O
of periodicals 10 \‘}
purpose of chafging system 102-6
Locating a case \140 3
Austraha'\cases 151

Cana&xe‘in cases 151

LOJ{ S‘ABHA DEBATES 436

QOL.J. CENTRAL AND MADRAS ACTS.. 155
MICHIGAN LAW REVIEW (Cum. Index) (31
Micro-material 90

MODERN LAW REVIEW (Cum. Index) 131

Monthly acquisition lists 112

as bock selection tool 113
how to prepare 113-5
material to be included 113



INDEX 169

atility _
for booksellers 113
for readers 112

Newspapers and newspaper clippings 86
display and maintenance _of 88_ ' 2\
how to receive 86
sample entries 87

Ordering A\
of books 69 ' R N\ 3
of periodicals 74

Parliamentary committees 51-7
composition and functions 52 _ \\
how committees function 57 NS
reports 438-9 R

how to get 49 V:I;?Z‘
registration and maintenanee 50

%

.3

Parliamentary debates 438
deposit account 44( )
how to majﬁ"t}m 45
Periodicals \)"'
bindir{g\*fg}é’érd 78
sample card 81
exghange arrangement 84
;"@ﬁi’iintaining the subscription account 77
\M}Mordering 74
registration 735
sample card 81
selection tools 72
subscription chart 77
sample 83-4

Primary source material 32-51
acquisition and maintenance of 32-30

Providing typing facilities 111



170 INDEX

PUBLIC GENERAL ACTS AND
CHURCH ASSEMBLY MEASURES 120

QUINQUENNIAL DIGEST 141
RAJYA SABHA DEBATES 47.8 .

Reference service in statutory material

foreign 133
Indian 152

REVISED REPORTS 143

THE REVISED STATUTES OF CANADA 118 '\‘

Rules and orders 153 _\}
RULES COMMITTEE (L.S.) 54 * . /%

Rules of procedure in Lok Sabha and 4
Rajya Sabha 66 o
Secondary source material 62 o

Selection cum order cards 68°\"

processing 69 O
sample 68 \\{*'
Selection tools (%)

for books 63 ’S"}“

for govexg'ﬁi‘ent and parliamentary
nl{lwatlons a6

for PN]OdICdlS 72

SWYEARS GUIJARAT LAW REPORTER DIGEST 129

\ )
space
for books 3
for readers 1, 3. 13
for some journals 18.21
Stacks 10-3
Staff 1, 5, 22-31
back room 28-30
clerk typist 30-31



INDEX

counter assistants 25-8
librarian 1, 5, 24-5§
STANFORD LAW REVIEW (Cum. Index) 131
STATUTES AT LARGE 124
STATUTES REVISED 120
Statutory orders and regulations 118 .
STATUTORY RULES AND ORDERS - 153
S.R. & O. and S.I. REVISED 120
SUPREME COURT CASES 58, 144 ,

Supreme Court cases (Canada) 119 ~,~\.\'

SUPREME COURT JOURNAL 143

SUPREME COURT REPORTS 142 (0
Sweet & Maxwell’s Legal B:bllographles 148
TABLE OF GOVERNMENT ORDERS (UK. 120
TIMES LAW REPORTS 123, ms

Typing and smoking room 15

Uniform system of mtau'l\ns 148
\\
UNITED KINGDBOM
digests 123N
encycla,p(;\dxas 124
faw xéports 121
. stalﬁtmy materiat 120
AN
T}{}rt’ed States of America
digests 126
encyclopaedias 127
law reports 125
statutory material 124

UNITED STATES CODE 124
UNITED STATES CODE ANNOTATED 124
U.S. LAW WEEK 155

171



172 . © INDEX .

UNITED STATES STATUTES REVISED 124

U.S. SUPREME COURT DIGEST 126, 147, 150

U.S. SUPREME COURT REPORTS 147, 150

17.S. SUPREME COURT REPORTS L. Ed. 125, 150
'Unreportedjudgments (8.C.) 60 _ N
WHERE TO LOOK FOR YOUR LAW 146, 148 N
Working hours of the library 109 | {\"\(\})

YEARLY DIGEST 141 <\§§
3
BN\
N
?
N0
QO
N’
N
o8
N\
O
SN
A\
O
4
z”\"
/&./



	Page 1�
	Page 2�
	Page 3�
	Page 4�
	Page 5�
	Page 6�
	Page 7�
	Page 8�
	Page 9�
	Page 10�
	Page 11�
	Page 12�
	Page 13�
	Page 14�
	Page 15�
	Page 16�
	Page 17�
	Page 18�
	Page 19�
	Page 20�
	Page 21�
	Page 22�
	Page 23�
	Page 24�
	Page 25�
	Page 26�
	Page 27�
	Page 28�
	Page 29�
	Page 30�
	Page 31�
	Page 32�
	Page 33�
	Page 34�
	Page 35�
	Page 36�
	Page 37�
	Page 38�
	Page 39�
	Page 40�
	Page 41�
	Page 42�
	Page 43�
	Page 44�
	Page 45�
	Page 46�
	Page 47�
	Page 48�
	Page 49�
	Page 50�
	Page 51�
	Page 52�
	Page 53�
	Page 54�
	Page 55�
	Page 56�
	Page 57�
	Page 58�
	Page 59�
	Page 60�
	Page 61�
	Page 62�
	Page 63�
	Page 64�
	Page 65�
	Page 66�
	Page 67�
	Page 68�
	Page 69�
	Page 70�
	Page 71�
	Page 72�
	Page 73�
	Page 74�
	Page 75�
	Page 76�
	Page 77�
	Page 78�
	Page 79�
	Page 80�
	Page 81�
	Page 82�
	Page 83�
	Page 84�
	Page 85�
	Page 86�
	Page 87�
	Page 88�
	Page 89�
	Page 90�
	Page 91�
	Page 92�
	Page 93�
	Page 94�
	Page 95�
	Page 96�
	Page 97�
	Page 98�
	Page 99�
	Page 100�
	Page 101�
	Page 102�
	Page 103�
	Page 104�
	Page 105�
	Page 106�
	Page 107�
	Page 108�
	Page 109�
	Page 110�
	Page 111�
	Page 112�
	Page 113�
	Page 114�
	Page 115�
	Page 116�
	Page 117�
	Page 118�
	Page 119�
	Page 120�
	Page 121�
	Page 122�
	Page 123�
	Page 124�
	Page 125�
	Page 126�
	Page 127�
	Page 128�
	Page 129�
	Page 130�
	Page 131�
	Page 132�
	Page 133�
	Page 134�
	Page 135�
	Page 136�
	Page 137�
	Page 138�
	Page 139�
	Page 140�
	Page 141�
	Page 142�
	Page 143�
	Page 144�
	Page 145�
	Page 146�
	Page 147�
	Page 148�
	Page 149�
	Page 150�
	Page 151�
	Page 152�
	Page 153�
	Page 154�
	Page 155�
	Page 156�
	Page 157�
	Page 158�
	Page 159�
	Page 160�
	Page 161�
	Page 162�
	Page 163�
	Page 164�
	Page 165�
	Page 166�
	Page 167�
	Page 168�
	Page 169�
	Page 170�
	Page 171�
	Page 172�
	Page 173�
	Page 174�
	Page 175�
	Page 176�

