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Extract from pages 66 to 72 of the
MOTHER
SRI AUROBINDO ‘

1928
N\
Mahasaraswati is the Mother’s Power of Work and her $pirit
of perfection and order. The youngest of the Four, she is thesmiost -
skilful in executive faculty and the nearest to physical -Nature.
Maheswari lays down the large fines of the world-foregs, Mahakali
drives their energy and impetus, Mahalakshmi{discovers their
rhythms and measures, but Mahasaraswati pfeﬁdes over their
details of organization and execution, relation of parts and effective
combination of forces and unfailing exactifide of result and ful-
filment. The science and craft and teg:lrfﬁque of things are Maha-
saraswati’s province. Always she holdsin her nature and can give
to those whom she has chosen, the-fitimate and precise knowledge,
the subtlety and patience, the &(;c’ﬁracy of intuitive mind and con-
scious hand and discerning eyelof the flarfattworkerg This Power is
the strong, the tireless, tQ: careful and efficient builder, organizer,
adminjstrator, technicif{n, artisan and classifier of the worlds,
When she takes up\{he transformation and new building of the
nature, her actign: is laborious and minute and often seems to
owr impatience$low and interminable, but it is persistent, integral
and flawles\For the will in her works is scrupulous, unsleeping,
indefatizdble; leaning over us she notes and touches every little
detail, §inds out every minufe defect, gap, twist or incompleteness,
cqandérs and weighs accurately all that has been done and all that
‘femains still to be done hereafter. Nothing is too small or appa-
\eﬁtly trivial for her attention; nothing however impalpable or
disgunised or latent can escape her. Moulding and remoulding, she
labours each part till it has attained its true form, is put in its exact
place in the whole and fulfils its precise purpose. In her constant
and diligent arrangement and rearrangement of things her eye is
on all needs at once and the way to meet them and her intuition.
knows what is to be chosen and what rejected and successfully



determines the right instrument, the right time, the right conditions
and the right process. Carelessness and negligence and indolence
she abhors: all scamsped and hasty and shuffling work, all clumsi-
ness and a pue pres and misfive, all false adaptation and misuse of
instruments and faculiies and leaving of things undone or half done
is offensive and foreign to her temper. When her work is finished,
nothing has been forgotten, no part has been misplaced or omitted
or left in a faulty condition; allis solid, accurate, complete, admir-
able. Nothing short of a perfect perfection satisfies her and she is
ready to face an eternity of toil if that is needed for the fullness of\
her creation. Therefore of all the Mother’s Powers she is the most
long-suffering with man and his thousand imperfections. {&nd,
smiting, close and helpful, not easily turned away or discéﬁraged,
insistent even after repeated failure, her hand sustain$™eur every
step on condition that we are single in our will and sfegightforward
and sincere; for, a double mind she will not tolé'i'ate and her re-
vealing irony is merciless to drama and histrionies and self-deceipt
and pretence. A mother to our wants, a fﬁije}d in our difficulties,
a persistent and tranquil counsellor and ménibr, chasing away with
her radiant smile the clouds of gloow( ad fretfulness and depres-
sion, reminding always of the evewpresent help, pointing to the
eternal sunshine, she is firm, guiet and persevering in the deep
apd contiy\gg;}gb%%-ﬂy‘%gydgli,vq’is. us towards the integrality of the
higher nature.” All the woik.ot the other Powers leans on her for
its completencss; for s e-dssures the material foundation, claborates
the stuff of detail and\%\rtacts and rivets the armour of the strueture.
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CHAPTER (-
GENESIS AND CONSPECTUS

01 First Experience

It was Oclober 1924. The place was the School of Librarianship
in the University College, London. There were classes on the
various branches of library science. There was a course entitled™\
“ Library Routine”. € R Sanderson was the lecturer. He was
voung and brilliant. His manner of exposition was arréshng
His mastery of details was impressive. He lighted up the~prosa1c
ficld of library routine with his powerful personality,” apalytical
mind, and penetrating insight. He made me visualisg®every picce
of work involved in library administration. Hig uIféure:s equipped
me with the power to observe critically and comiparatively the way
in which the different sections of dlﬁ"erant\\llbrarles were being
administered in those days. T obscrvedsthe day-to-day working
of more than a hundred libraries in {he” United Kingdom. The
librarians and the staff of most of these libraries were kind enough
to answer my many questions dbout the why, the what, and the
how of the way in which they ﬁidﬁmeiﬁlmg@ﬁigc@igggs of work.
This was my first experiengs,in library administration.

011 APPLICATION

I came back te™he Madras University Library in July 19235,
I found a virgin §0il To cultivate. There was no hampering tradition
to be fought\:agd.hlst The staff was meagre, They had been
looking aftér‘the books with considerable cdre for about ten years.
They wc’f&vﬂhng to move with me in the design of the administrative
worktwhich I took on hand. At the beginning, I did practically
ever;} kind of work in the library. This gave me an opportunity
\o ‘apply the various principles of administration, mentally distifled

out of what was absorbed in the United Kingdom.

012 FirtH LAw IN FuLL STEAM
An unexpected event brought me into relation with the
then Chief Minister of the Madras State. This resulted in my
getting sumptuous recurring and non-recurring grants for the

11



012 LIBRARY ADMINISTRATION

library. The annual accession shot up from 1,000 to 6,000, The
number of periodical publications taken by the library shot up
from 200 to 1,200. The annual issue of books shot up from 10,000
to 200,000. The daily attendance shot up from 30 to 600, The
staff was gradually increased from 4 to 30. All the staff had to be
recruited from among voung men fresh from college or school.
They had to be fitted into the administration of the library. The
Fifth Law of Library Science! was thus in full steam. N
013 Goobp 1N DISGUISE \

This sieady and rapid growth of the library in all ducctlons
demanded the continued adjustment and development of the
organisation of the work, the continued analysis, of Yeach piece
of work into its ultimale jobs, and the prescription ‘of the routine
for each job. The amount of work was, formtany years, in cxcess
of the normal capacity of the staff. For, by, the time the additional
staff needed io cope with a particular amd t of work could be got
by fighting the way across ail the ba¥riers set up by red-tape and
the obstructive elements in the top-management, a new higher
amount would have been reachdd This factor proved to be a
good in disguise. Rationalisation of the work became a necessity,
Simp]jﬁoasi'mdd;fammineymﬁ?gtged inevitably. Streamlining of the
administration became<obligatory. Higher productivity had to
be pursued in every,spkkre of work., Standardisation of materials
and processes w‘c\g\ made consciously or unconsciously. The
flow of work héd perforce to be taken along the most econontical
lines. ¥/

§ 014 HAPPY ANTICIPATION

Hé\mhmque of all these factors in efficient management w as
m)t then known, But necessity proved to be as usual a productlve
P\ mother of invention. The Staff Council and the Sectional Councile
' were formed out of sheer necessity without any theoretical knowledy | - .
or external guidance. They provided the forum for collectm :
thinking in designing a system of administration with the greatest
potentiality for productivity. Looking back from our present
position in 1960 into those far off years of the 1920s, we find that
the design of adwministration, set up thirty years ago, had anticipated
admirably the Canons of Management and Administration being

12



GENESIS AND CONSPECTUS 016

formulated today in the Science of Management., This happy
anticipation can be traced only to Providence.

015 ExposiTioN

The Madras Library Association started its School of Library
Science in 1929. 1t was taken over by the University of Madras
in 1931 and is still being continued without a break. This School
provided a further help in self-education. The task of teachingy
Library Administration to the students lighted up many a path
which had been passed through uncomsciously in the day—to’ day
routine, without any conscious thinking. By 1928 however, the
normative principles of Library Science had been foruulated.
These had also been already expounded in a course’df Vacation
Lectures of the University of Madras, delivered \in December
1928.  These principles were called the Fwe “Laws of Library
Science.  These fundamental laws umﬁe& “the innumerable
details invelved in Library Administratiqm: \The pulsation of this
unity helped in making the exposmdn of Library Adminis-
tration pleasurable equally to the te’acher and the taught. Teach-
ing the subject in the light ofwihé Five Laws from: year to
year claritied the thought both m the General Theory of
Administration and in its~Apphicatidh 18 HSE Br library
service. N

b’\
16 PUBLICATION

The Madras lerary Association started its Publication Series
in 1929, with ¢ the object of spreading the essential ideas of
Library Scien¢e and of directing thought towards the creation
of eﬁicxeﬁ\ilbrary Service answering the needs of our country
nd of \the world at large. This activity of the Madras
1lgra1=y Association prompted the gradual writing out of the

\ogrience gained during my travel in the United Kingdom,
¢. the administration of the Madras University Library, and
it teaching the subject. Each chapter was tested by actual
application in the day-to-day work and amended wherever
necessary. What was thus written out and tested through seven
years was published in 1935 as the fifth volume of the Publication
Series of the Madras Library Association. This is the Genesis
of the first edition of this book,

13
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017 LIBRARY ADMINISTRATION

017 ‘RECEPTION

Though the book conlained a forest of details, it enjoyed an
unusually good reception in the hands of the library profession
in the world. This was evidenced in the bock going out of print
within {wo vears of its publication. I came across more evidence
of it in my frequent travels abroad since 1948.  For, I found a well-
thumbed copy of it on the work table in many a Library in the
several countries visited. ~

02 Edition 2 O\
N\
021 POSTPONEMENT A

Many colleagues in the profession, both at home! and abroad,
have becn all along urging the re-publication _offithe book. But
this has not been possible during the last twenty years. In the
first place, writing of new books claimed\priority of attention
continuously. Secondly, new editions of &he basic books Colon
classification, Classified catalogue codd, JOrganisation of libraries,
Five laws of library sciesnce, Pm!qgoména to library classification,
and Elements of library classification had to be brought out more
urgently. Thirdly, there was¢aswish to conduct certain objective
studied “FHd" %ﬁ%‘é‘fﬁﬁ%ﬁs"ﬁ%@ﬁ routine of the work to be denc in
libraries. Time-study, Qwrbligs, motion-study, arcas for further
simplification and stanif[ardisation, man-power analysis, and mecha-
nisation with the dih of photography, machines, and electronics,
were some of (He)topics which it was the wish to investigate for
incorporatioh i’ the second edition.

O _
OY 022 MAN-POWER ANALYSIS

In{1928, 1 had constructed a Staff-Formula to determine the
gt{éﬂgth of the staff required in a library in terms of various factors
\such as accession, circulation, hours of functioning, and sc on. Th'
numerical cocfficients in this Staff-Formula were all fixed on tk
basis of guess-work based on unmeasured experience. There
was & wish to check up these coefficients by actual measurement,
A small beginning was made in this direction in a series of articles
entitled Library man-power analysis appearing in the Abgile and
continued in the Awnrnals of library science. The first article? in
the serics was by me ; and it cxpounded the objectives and the

14



GENESIS AND CONSPECTUS 024

plan of the later articles. We did not however have facilities to do
time and motion-study with the stop-watch and other instrumental
aids. Moreover, neither the size of libraries, nor the magnitude
of therr daily turn-over, nor the cost of man-power in India, would
justify or demand the introduction. of photography and other
mechanical and elecironic' aids in library routine. Al that could
be done was a rotrospective estimate of the units of man-hours
necded for the routine of the different jobs disclosed by the job-,
analysis in the first edition of this very book. S Ramabhadran®
started on this retrospective tabulation of the thousand and{odd
library jobs. But he found himself unable 1o complete even™ this
crude attempt at quaniitative measurement, Nor could find the
time for it. All these factors had been discouraging™a *venture
into the second edition. AV N

023 INCREASE IN LIBRAR Y BUND

But a new factor appeared a few months\'ago. This led to the
decision to bring out a second edition wathout waiting for such
experimental work and objective inycétigation to be carried out.
I returned home in February 1957 after a long stay in Europe,
On my return, I was pleasantly surprised at the enormous provision
made by the Government of S BATARTULS léb?é%fgﬁﬁ%nt of the
existing universities and regéatch libraries of various kinds, and of
libraries in Governmenf Departments. Even more money was
said' to have been p?&}idcd for the development of the public
library system in the)Second Five Year Plan. The formation of
new libraries afd‘he increased book-fund were found to be quite
in excess of thig traincd man-power available. The library fund
provided cgJId not be utilised in 4 truly cficient and helpful way.

3" 024 A BAD STATE OF AFFAIRS
(Inie wrong to neglect the proper (raining of librarians. It is
equdlly wrong to fail to increase the staff to absorb usefully the
vast sum of money provided for the first time in most libraries.
There is now utter absence of co-ordination and fore-thought in
this matter.. Thercfore, the public do not get a reasonable return
on the public fund turned on to librarics. The attention of the
anthorities has not been drawn to this bad state of affairs by the

library-advisers in the government,

15



025 LIBRARY ADMINISTRATION

025 TRANSITORY REMEDY
In the ecircumsiances, a transitory remedy occurs to me. The
small pumber of the trained librarians we mow have should be
released as much as possible to the actual service to readers and to-
the technical processing of books for fitting them for service, This
implies that much of the routine in library work should be transferg-
ed for the time being to persons with slight or no library training.
QY
026 TURGENT NEED FOR EDITION 2 D
This factor made me feel that it might be helpful if a secondidition
of this book could be brought out quickly to help those entrusted
with the routine administrative work in our libraries, gldias well as
new. I felt that this decision, forced on me largely by Indian
requirements, might also incidentally meet the demq}ld of colleagues
in other countries for a re-publication of thi book.
A
027 FINAL DECISION QNNEDITION 2
While these factors were engaging iy 'inind, the Asia Publishing
House, Bombay, agreed to take upsthe responsibility for publishing
the sccond edition. This wassywelcome, as we in the Madras
Library Ass,miﬁmem%ﬁaﬁ&lﬁ;ggﬁupied with the printing of new
editions of half a dozenether books. The issue of the second
edition was thus clinched finally about the end of October 1957.
Perhaps, the invesii Qtions mentioned in sections 021 and 022
can be completed\ before the time comes for the third edition.
However, this’ gef:and edition incorporates the changes suggested
during the apphcation of the prescribed routine during the lasy
twenty @ The chief among the changes axe -
N

13'.'2:“116 Staff-Formula to determine the strength of staff for a
. "library on the basis of turn-over ; :
\\ )2 The prescription of routine for Vigilance Work on boo. §

orders; . £
3 The simplification of the Three Card System in the administri®™
tion of periodical publications ; .?cl}t' '

4 The changing of Book Card to a Pocketed Form and of th.®*

Reader’s Ticket into a Non-Pocketed Plai, Card ; and :
5 The introduction of the Conscience Box for the collection ™

1e
of overdue charges. TR

-

X
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GENESIS AND CONSPECTUS 04

03 A Book for the Work Table
" This is not a book to be read through like the Five laws of library
science. Ttis, on the contrary, a most prosaic manual full of details.
But it has its piace on the work table of onc who has to carry on
the administration of a library from day o day and from hour to
hour. Teo those who do not have to do real work in a library,
some of the details elaborated in this manval may appear to be
either trivial or pretentious. Library administration has te be,
so planned and adjusted that the highsst accuracy and the greatest
promptness and economy are achieved. And these factors carfn bf
be achieved, if the library staff drifts along with its unaided cgfimon
* sense, using the method of wial and error. Actual ;né;i‘ni’ng of
apprentices will convince one of the need for detailed work-sheets.
These are provided in every factory. Thesc are equelly necessary
in administralive work. ¢
o
031 DEBMAND FOR THE BOOK
I have been- continuously receiving iy enquiries about one
aspect or another of the day-to-day &dministration of librarics.
While I delight in looking upon, sieh lotters as a welcome index
of a genuine desire for the scientific management of libraries, I
cannot help feeling that a_ satisfactoyyansieru bdranghoxgestions
could not be given fHreugh individual letters. Hence this
attempt to lay bare\{he’_ details of the daily administration of
librarics. \
' O\ 04 Local Variation
: l,ibrariqs\’\%gr in size, type and outlook. Il would be impossible
to writeNd~manual that would exactly fit every kind of library.
At au¥ yate, this manual does not claim to be one such. All that
‘s a’ti,'c‘ﬁmted here is to provide certain patterns which can be varied
*{;c‘cbrdiﬁg to local conditions. Here and there examples of local
- variations are indicated in the form of “ subsidiary rules of the
V:fadras University Library”. A manual like this should be bound
T jterleaved by the library using it and the blank leaves s.hould b‘e
“filled up with the subsidiary rules framed to suit the special cogdx-
tions of the library. In sections 1333 to 1342 are indicate_.d t%le lines
along which the subsidiary rules should be thought out in libyaries

of differee % -
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05 LIERARY ADMINISTRATION

05 Scope of the Book o

051 NoTt A BooK ON THEORY o

It may also be siated that this manuval does not attempt either 12 ‘
discuss or even to state what ihe outlcok of libraries should I.r-

although the details of the day-to-day work depend largely up .

the outlook. On the other hand, it assumes the outiook sct foi_:,

in the Five laws of library science. N

N

oA
052 NOT A BOOK ON TECHNIQUE N
Nor does this manual atlempt to expound the 111&01)!’ or L.l»L
practical directions regarding the different facets of‘llblary \xor]\'
such as book-selection, or classification, or Cdtalogumg or refevence
service. A separate book has been published\by me dealing in
each one of these techniques. PN
06 Conspetins’
A few words may be devoted to descrrbc the plan of the manus

061 THECRY, 01: ADMINISTRATION
Part 1, dealing with the grolmdworl». is somewhat biased towards

the theory, of pdmipisigatiano - gHewever, this theory is expounded
with library administ\r{ﬁén steadily in view.

062 TBACETS OF LIBRARY ADMINISTRATION
Part 2 forms,the bulk of this manual, It is devoted to the dis-
tinctive fage\s of library administration.

563 FACETS OF GENERAL ADMINISTRATION

Rart 3 deals with those routines which are common to zll adminis-
hamons Pioperly speaking, those later chapters would not occupy
as much space as they do here, if there were a general book on office
adminis{ration in our country. In such a case, these later chapters
could have been shortened considerably by merely giving references
to such a general manual of office administration and by noting down
only the variations necessary in library administration.

064 PLAN OF EAcH CHAPTER
Om_a chapter is devoted Lo each Function, ic to each of the Sec-

18



GENES1IS AND CONSPECTUS 07

; ? 1s into which the Tibrary staff has to be divided on a funclional
[5 sis. A chapter is divided into eight parts, corresponding to
"1 cight chapters into which Part 1 is divided. The first part deals
1'-‘ith the planning of the work of the Section forming the subject-
.tter of the chapler and enumcrates the different” Factors in
"; wing. The second part is devoted to Job Analysis. The
v d part gives the Routine for each job, The fourth part indicates™,
" special points that the Head of the Section should bear in mind
. order to Eliminate Waste and secure efficiency. The ffth papt
gives in a tabular form the various rules which deal with thd points
it which the Section comes in contact with the other™Séctions.
[n other words, it deals with the Correlation of the ii’ork of the
Section with the work of the other Sections. Thg ”S:&th part gives
in a tabular form a model Time Scheme for the gerformance of the
different jobs of the Section. The seventi;,'p)rt enumerates and
describes the vagious Forms and Registersequired by the Section.
The eighth and the fast part gives in a “abular form the different
Files to be maintained by thc Sgcfipﬁ and the way in which
they should be classified, numbeged, and arranged for ready

9

reference. N

\065 Joss www.dbraulibrary . org.in
1t may be stated t (ﬁc énalysis in the second part of the different
chapters has isolatgd nearly 1,000 different jobs (scc? section 12 for
definition) invel¥ed in the administration of libraries.

;\'jv\ 066 ROUTINE _
The r;fﬁﬁne pertaining to all these jobs is described in the third
part offthe several chapters, These are the parts needed for constant
USE “by the worketrs in a library. They occupy, naturally, more

\h;}n half of the volume.

07 Nnmbering of Sections . .

A word about the numbering of the chapters and t!lc sections in
this volume. In the Colon classification* and the Classified cgra[ague
code, the decimal notation was used for the purpose. While even

lh-at WS COI]Sldel‘Cd Ie\'olutl(} Qe ay to &0 ]G

the complexity of administrative Ioutinf; is oT I et nica
and has transcended the decimal notatios. 10 US
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07 LIBRARY ADMINISTRATION

terms developed in the Colon classification, the traips of charac-
terisiics of analysis to be used n a manual of adminisiration ags
usually more than two. That is why the decimal notation is ndgt
sufficlent either to string together or to disclose a1.1torr1aticza‘1li,»_r
the poinis to be covered by this manual. On the other hand,
the faceted notation, brought into voguc by the Colen classi-
fication, admits of any number of trains of charactcristics. Tt &=
therefore much more powerful. It js found to be both necessaty\
and suflicient. A
. (\) Y
N\
071 HosPITABLE AND CREATIVE NOTATION

The function of the notation is not mere enumergfion. It will
amount to missing one of the most powerful a"';d\sﬁio sysiematic
thinking, if the use of notation is restrictcd to thig trivial function.
On the other hand, a well-devised notation <ar whip up thought,
sceure thoroughness, provide for endles 'in\ferpolation and extra-
polation of paragraphs without altering bhe number of any of the
existing ones, and render reference easy. In a word, the notation
must be not only hospitable bu:p;ﬂ'sn creative angd cxpressive.

072 MNEMONI® FACETED NOTATION

The Colon“ﬁbﬁt@ﬁ@@&"@ﬁﬁa@l&‘iBf rendering all this service.
Further, on accountdf ifs greai mnemonic quality, it has led to a
considerable ecoq(hw\y of thought and securcd thoroughness of
details in an apstomatic and effortless way. This s my cxcuse
for having fttéd the chapters and the sections of this manual with
the facejt;c\c[}ﬁnemonic notation. Those who are familiar with the
Colon classification will find it to be meaningful. To the others,
1 moﬁﬂ recommend a- preliminary study of chapters 01, 02 and
ltesfirst section of chapter 05 of that book—making altogether
\hot more than seven pages—for understanding the uumt:nering
of the chapters and the sections of this manual. i may be stated
that a result of the mnemonic numbering is that the numbers used
to enumcrate the divisions of a topic are not always conseculive.

08 Inspiration frem Sri Aurobindo
As the voutine parts of the several chapters were getting filled
up a.nd faircopied, I had frequent doubts whether a book with such
details was worth printing. Once when T was most despondent,
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GENLES1%S AND CONSPECTUS 08

Shri P A Subramania Ayvar, my old headmaster, happened to
introduce me to the Mother by Sri Aurobindo. And Sri Auro-
bindo’s vivid description of Mahasaraswati’ inspired me and lifted
me from the despondence into which T was falling.  As far better
than any apologia of my own for writing this book of details,
I reprint on pages 9 and 10, with his permission, these words of Sri
Aurobindo from the Morher.
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CHarTeR 11
PLANNING

111 Basis of Planning

The first step in organising any administrative force is to organise
it into convenicnt sections according to a carcfully thought-out plang
To get a suitable plan is cquivalent to finding out an appropriate
characteristic as the basis for classifying the entire work castaipgn
the administrative force. The characteristic chosen will) vary
with the nature of he business cnirusted to the adminisiration.
Tt may be regional or functional or personal or of any.oiher nature—
purc or mixed. The science of administration—gesy dministration
is fast becoming a science in our lifetime—has already developed
a special jargon 1o label the plans, based on different characteristics.
Here are some terms, which are current :;@xsfies plan, parallel plan,
functional plan, divisional plan, Jine afidStaff plan, and so on.

The Canons of Classilication® milst"be borne in mind in the
choice of the characteristic whj,c:li’;is’ to be made the basis of the
planning of an administration

e ) www.dbraulibrary.org.in
112~ Functional Planning
Funectional plannd § s found almost universally in mnaturc.
All except the very, simplest forms of cell life, viz the protisia,
scem to have ledehed the advantage of a division of labour. And
in the moref'(m’nplex eell colonics, such as animals, we find the
degree of¢Specialisation earried so far thal the individual cell is
fitted to'pérform one function only. It would quickly perish without
the gomplementary activities of its fellow cells.
m;&}ahy animals have also learned the advantage of division of
Ngbour. From the imsect socielies to the complex civilisations
of the human race we find the principle extensively applied.

1121 MECHANICS OF PLANNING
In most types of administration—and especially in library adminis-
tration—the basis of planning likely to yield the best resulis is a
functional basis, adapted to the necds of the particular administra-
tion and translated into practical shape in the light of other organisa-
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1121 LIBRARY ADMINISTRATION

tional principles, Hence, the first step in planning is to analyse
and isolate the different functions to be performed by the stail of
the library. Much of the mechanics of pianning is thus concerned
with the clear presentation of the factors of a situation. Then only
the sitnation can be quickly and accurately grasped. Once that is
done, the staff can be divided into the necessary number of sections
to perform the different functions. The best way of naming each
section is to name it by its function. N\
113 Fuonctional Analysis R N

The result of such an analysis of the work is set forth/in the
contents page of this manual. The functions dendfed by the
numbers 21 1o 28 arc the distinctive functions of a Jibgary adminis-
tration. The other functions 31 to 398 are generdl]) They are likely
to appear in all administrations. The generic\hames Distinctive
Library Functions and General Office Fugtfions may be applied
respectively to thesc two groups of funct‘i,ﬁns.

The connotation of the terms used tod8riote the different functions
is indicated roughly by the terms thérmsclves. A fuller and more
detailed picture of the functions fepresented in the respective chap-
ters. The plan of each chapte i}a;s already been indicated in scolion
064. 1t maY&%JW%M%&h@_&,{:ach chapter is devoted to a
single Function and is'gh'\?.ided into eight parts. A perusal of the
first three parts of da8h“Chapter will give a full and detailed view
of the function giying the name to the chapter.

N

O 114 Difficulties in the Way
At present/ many of the functions are being performed under
the weightof a non-progressive and crude tradition, This involves
many\Wasteful processes. Library administration is particularly
mai:‘e‘{ hit by this state of alfairs owing to two causcs,
\ )
1141 SeenpinG Bopy
In the first place, a library is a spending department.  No douist
it does remoicly contribute, 1o an increase in the wealth of the
nation. But, it does not directly raise a revenuc or earn an inceme.
It is a matier of experience that a department that either raises a
fevenue or earns a direet income by its operations is indifferent
to wastefulness of processes. Comparatively speaking, money
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PLANNING 1144

is casily forthcoming in its case. On the other hand, a purcly
spending department like the library department tends to be usually
treated in g step-motherly fashion.  Ttis difficult to get the necessary
finance. Hence every possible carc is to be taken to devise more
economical methods of administration.

1142 DEPENDENT BODY
In the second place, by ils very nature, it is seldom that a library

administration is independent. On the contrary, whatever be the <
nature of a library, other than being a National Central Library,
it is likely to be a department of a larger organisation whose Qeﬁﬁ"al
executive usually tends to take advantage of his privileged pdsition
and develop a grasping tendency on the onc hand and, Sbstructive
tactics on the other. As a result of this, a library is a\t\a perpetual
disadvantage in developing either its own distinétive functions or
the functions common to all adminisl,rationg Qlo.ng Newer, more
scientific, and more eflicient lines. The Ifb?afy admniinistration
thus rests between two opposing forces. N )

1143 ConpiTIoRYN INDIA

According to Headicar, in ihe We‘st the library department still
coniinues 1o be ** the Cindereild® wafuthp biggugrgapipation of
which it is a part. It has nét\yet become what it should be, “ the
Mecca ™ of the bigpger o,rgah‘isation, nay, * of government itself .7
In India, the situatioﬁ\&" stil worse and will probably continue
to be so for a long(thme. Hence, the library profession here has
a much greatep\ Mandicap than elsewhere in planning its work
satisfactorily. /a1t is at once the duty and the privilege of the mem-
bers of the Bresent generation ol the library profession to face
and ovefCome every discouragement and difficulty, and o evolve

- a hc;a\lih’y tradition of scientifically managing Iibraries.

g

A% 1144 GROWTH IN STAFF

As a result of a pioneer’s dedication, the library profession has
often to face frustration in another field as a result of the Library
being a dependent body, It has been particularly so in India,
due to the older generation in positions of power not having had
the experjence of library service. Further, practically all the libra-
rics are young. They atre still at the stage of child-growth. If
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1144 LIBRARY ADMINISTRATION

the staff has sufficient enthusiasm to make the library grow from

.year to year, it leads to a vexatious situation. The authorities
seldom realise how quickly the sanctioned staft is out-numbered.
They complain of frequent applications for increase of sta{l and
turn them down. Even with the best of effort, the inadequate
staff is unable to render even half the service which they announce
and aspire to render. Publicity brings in more readers than can be
served and more books than can be organised. The result ig
complaint and disappointment from all quarters, and ridicule and
under-writing by a handful of cynics whose voice drowns the §oite
of others, Cowardly and selfish librarians feel frustrageds dnd
begin to drifi ai the rvisk of the library repelling rcadgl's; 7T have
seen this phenomenon recur in library alter librayy:fm the East
and in the West alike. Till recently, I had iaken 'th)‘s‘to be as pro-
vidential and inexorable as an earthquake.  Of dtey] am ablc to see
some light and think of some means ol avelft.;mg\t‘}ﬁs form of frustra-
tion in the growth of a young library and(if'the spirit of a hard-
working, enthusiastic, pioneering staff Mho put service above self-
interests. The means I recommepd s that library authorities
should once for all agree to a mathématical formula for the staff of
library inferests in terms of the oul-turn of work. Once this
formula is acapptediBheuliligsation gnrihe strength of the staff would
become mechanical andmi@personal. There need not be a recurr-
ing opportunity for thelplay of cynicism and vexation.

This formula isybdsed on my own personal experience in the
Madras Universit Library. T was led to its formulation by my
having been innited from 1945 onwards by several libraries for
advice on @?\ﬁéry question of staff. It was first published in 1948.
Since thBQ“It has been tested in several places both in India and
abrogdt\lt is said to have given satisfaction.

AN
\;\; 1145 StArF ForRMULA
et A — Number of volumes Accessioned in a year.
B — Annual Budget allotment in Rupees,
1> = Number of periodicals Documented—that is, abstracted
and indexed in a year.
G = Number of Gate-Houss for a year. {One Gate-Hour

= Onc counter gate kept open for one hour.}
H = Numbcr of Hours the library is kept open in a day.
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PLANNING 1145

P = Number of Periodicals currently taken,
R — Number of Readers per day.
S  —: Number of Seats for readers,
f\" = Number of Volumes in the library.
%W = Numbcer of Working days in a year.

[X] = X, if X is an integer.
= The Integer just greater than X, if its [ractional part
is greater than .25.

. o N\
= The Integer just smaller than X, if its fractional part
N

is not greater than .25. N
SB — Number of persons in Book Section. O
SC — MNumber of persons in Circulation Section. g

SL = Number of persons as Librarizn and his Dgplitits.
h + - L
SM — Number of persons in Maintenance Segtion.

5P _= Number of persons in Periodicals Scéijef.
SR — Number of persons in Reference Scetion.
ST — Number of persons in Technicals—that is Classification

. . % 3
and Cataloguing-—Section. /W

Ne/

Fornulae for Staff of,, Q’iﬁ"’erem Sections

SBo—= t£\j6000. (One person Tor e\«"%l\‘gwﬁ_é]nq% &’HE&‘J%%?_ é}‘cé:%%lsioned
in a year.) N\
~= G/1500. (Oug p@:sbn for every 1,500 gate-hours in a year.)
SL — HW/1500. ',(L(\ﬁe person for every 1,500 working hours
in a yeaigh ™
SM = A/3000( ﬁU’ne person for every 3,000 volumes accessioned
in p.$Car.)
8P = ﬁgxﬂﬁ. (One person for every 500 periodicals taken in the
\year.)
SR ’[R,.-"i(]j \\@ {Ope person for every 50 readers in a day
3 for 250 days in the year.)
ST — (A—40D){2000. (One person for every 2,000 volumes ac-
cessioned and one person for every 30 periodicals document-
ed in a year.)

Formula for Total Professional Stajf

SB--SCLSL- SM+SP+SR+ST |
= {3(A -20D)+2(G+-3P) - 2W(H +6[R/50]) }/3000.

o
!
i
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1145 LIGRARY ADMINISTRATION
Formula for Non-Professional Skilled Staff

B/30,0004-[$/100]. {Ome pcrson for every Rs. 30,000 of annual
budget and onc person for every 100 seats for readers).

Formula for Unskilled Staff

SB/4+SC{2 +SL+SMj4+4SP/2+ SR8+ - AJ20,000, N

/500 -+ B/60,000 +[S/100]/4 -V /30,000 \
{2?A—-—2(B—l70D)+40(G—LSP) -30,000(8/108]>
14V - 2W(40H 4-3[R/50] }/120,000. K

115 As the Library Grows ¢'{

The question may be asked of what use is ag glaborate functional
analysis in planning the administrative worky,'of a small library,
run by one man—a type that is numerically’t he greatest in the world.
My answer is that even a do-all libratiah can discharge his duties
with greater ease, thoroughness, and efﬁcwncy, if he knows the diffe-
rent functions to be performed, thdilferent jobs to be attended to,
and the sequence in which they.should be taken up. A well thought-
out time-table for the jobs4squite necessary. Again, there is the
Fifth Law of JLibratlyrSgihien;y thglibrary is a growing organism”.*
The smalt library of today will scon grow in size and in stafl.  Asit
grows, the need for ‘Fu\nétional planning will become increasingly fell.

J 51 PROGRESSIVE DELEGATION
As the Iitlrary outgrows being a one-man concetn, a librarian
finds tht)Hie must delegate to assistants those parts of the work
which bxceed his own capacity. At first he usually shares with his
as\sls’i:ants much of the administrative routine. As the library grows

~\sull further, he delogates the entire function of performance. He

b

as professional assistants, non-professional staff, and unskilled staff
to work under his orders. This stage is reached, we may say, when
the sirength of the staff grows beyond twenty. Still Jater, even the
work of supervision becomes too great in volume and he is obliged
to content himself more and more with indicating plans and objec-
tives, leaving it to the cxperience of his assistants to find ways of car-
rying out his plans. This stage is reached as the strength of the staff
approaches one hundred. The diagram at the beginning of this part
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PLANNING 117

shows the way in which the functions involved in the administration
of a library get divided and subdivided as the staff increases. The
diagram presents also an articulated view of the differeut functions,

116  Inequality in Functions

1161 TIME REQUIRED

Sust as all the functions devolve on the do-all iithrarian at the
catlicst stage, it is obvious that one and the same person will have
to perform more than one function until the staff grows to a suflicient$
size. Further, all the functions are not of equal magnitude. HBEGQ,
two or more of the lighter functions may be assigned to one mg,ﬁﬂ)"u,r
of the siaff while some of the heavier funclions will h:we, ‘at the
same time, to be eplrusted fo a section of siaff COHS]SUHU of two
or more members, This inequality is the result o{{he unequal
domand on time made by the different {unctiogs?

1162 ABILITY REQU
There 15 yet another inequality amoug {lha functions. Some
functions arc of a routine and mcchdmcal mature. Other functions
may exact physical excriion. Some.@re ‘of a high academic order ;
while, still othters are, in addition te bemg of an academic nature,
dependent for their satlsﬂlctolyperf'ormdncc on the entire personal-
ity of the staff responmbin,\for it. www.dbraulibrary org.in

11651\ ‘NUMBER REQUIRED

Thus the sectiong™inio which ihe stafl of a library will have to
be divided will &ary considerably in numerical strength. The
equipment, theia[’:}titude, and the higher qualities of the members
constituting tiem will also have to vary.

N
™ 117 * Factors in Planning

»Bef‘ore leaving this chapter, it may be stated that the first part
dfumost of the chapters of Parts 2 and 3 will be entitled ™ Planning”.
It will enumerate (he Factors with reference to which the work of
the section should be planned. The characteristic forming the
basis of the analysis of the factors involved in the function will vary
with the function, i¢ will be different in different chapters.  Again
all the factors may not give rise to the same amount of work or to an
equal number of jobs.
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CHAPTER 12
JOB ANALYSIS
121 Terminology

1211 Jos
The second part of most of the chapters of Parts 1 and 2 is eniiti¢
« Job Analysis”. By a Job is meant an ultimate picce of }\pgk
which is best done at a single stretch and whose duration is ordigariy

short. R

a
S D

O

1212 Work A,
A number of related jobs constitute an item of Work. To each
factor enumerated in the * Planning  part .,o{\cach chapler may
correspond a number of related items of }j.@f»k.

1213 SEQUENCE OF\CATEGORIES
Thus, as we start from “ Iibral‘y‘ﬁgtdfninistration " and go down
stcp by step along ™ functi(}n”,,:.‘ff:ictor”, “work ™ and arrive at
*job”, we go through a wellarticulated sequence of categories
gradually incYéﬁﬁi1‘fl£‘I?Pl}B@'f§itﬁ¥gaiﬁﬁ deercasing in extension. In
some cases, the step“‘w&rk " may be absent. 1n other words,
the category “ job 7 ;n}ty\'immedialely follow the category “ fuctor™,

AN 122 Notation for Period
The jobs "ofi\e"zich item of work are grouped according to their
periodicif OThe periods and the notation rcpresenting them
are as_{ollows :

&

N\
\\3 “ 1 Immodiate 5 Weekly
2 Hourly 6 Monthly
3 Casual 7  Quarterly
4 paily & Annual

123 Fuil Job Number
‘.l& word about the structure of the notation representing a job.
It is best to begin with a particular example. Lot us take the job
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JOB ANALYSIS 1234

entitled Overdue Sheet Filing. Tt is a weekly job relating to Admis-
sion Work. This, in its turn, relatos to the lactor, Members. It
is a job forming part of the function of the Circulation Section. its
number is 2611:12:54. Herc “2” shows that it belongs to
a Distinctive Library Function, and 6 stands for Circulation Section,
11 stands for Members, 12 stands for Admission Work, 5 stands for
Weekly Job, and 4 stands for the specific job, viz Overdue Sheet
Filing.
1231 Jos vs ROUTINE R\,

When we speak of the job analysis relating 1o this job, it_will
be represented by the number 26211:12:54. Here 2,¢which is
‘interpolated between 6 and 11, shows that the referencé/to the job
oceurs in the “ Job Analysis ™ part of the chapter‘,}\2 being the
number of the part dealing with * Job Analysis *\Jevery chapter.
Similarly, the routine connected with the jpb\\wi]l be numbered
26311:12:54. Here 3, which is interpolaed, between 6 and 11,
shows that the reference to the job occur$yin the ** Routine ™ part
of the chapter, 3 being the number ofsthe part dealing with ** Rou-
tine ” in every chapter. N

1232 NuUMBER-QF GROUPS OF DIGITS

Now we can desoribe the,strocturd’ O ity R dlenting
a job In general ts{ms Tt will consist of six groups of
digits. N\

(1933 PRELIMINARY NUMBER

The firstedigic shows whether the job belongs to a Distinctive
Librarg;ié}ﬁclion or 10 a General Office Function. This is the
Preliptindry Number.
A

e &

\V 1234 FUNCTION NUMBER

The second group will represent the function. 1t may be referred
to as Function Number. Tt will be of one digit or two digits accord-
ing as it has no 9 or one 9 at its beginning. Thus, the number of
digits in the Function Number is definitely ascertainable from its
very appearance. Hence, according to the rules of Colon Classifica-
tion the function number necd not be separated by a ™ 17 from the
succeeding group of digits.® :
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1235 ITBRARY ADMINISTRATION

1235 FACTOR NUMBER
The third group of digits will represent the Factor to which the
job relates. It may be referred to as the Factor Number. 1t
may be of one or more digits. As it is thus of a varying number
of digits, it must be separated by a ** : ** from the succeeding group
of digits.

1236 WoRK NUMBER ~

The fourth group of digits will represent the Work to whichNhe

jobbelongs. It may be referred to as the Work Number. Phls\md},

be of one or more digits, e of a varying number of dxgsts, Henge,

it has to be followed by a * :”. If there is no Work’ Number,
the colon which is to accompany it may be omits:éi:

1237 Per1oD NUMBER

WNext comes the Period Number. FromQ‘he period lable given
in section 122 of this part of this chsﬂslcr, it can be scen that
the Period Number is always of ©ne” digit, Hence, according
to the rules of Colon Classiﬁcatign’,;it“can be followed immediately
by the Job Number without aqigiﬁtervening colon,

JoB NUMBER

The sixth ‘g‘r\é{ﬁ'pdgf%gﬂlsa{# Ifrgpresent the specific job. Tt muv

be teferred to as twofa Number. Ttmay have one or more dizts.

1239 Fuir NUMBER FOR JoB

Thus a fi ll blown number for a Job will consist of a Preliminary
Number\a unction Number, a Factor Number, a colon, a Work

Numbkx, a colon, a Period Number, and a Job Number,
Ifymay be stated, further, that in the part of a chapter deaiing
. gnth “ Job Analysis”, the digit “2” will be interpolated betwzen
\ Jthe Function Number and the Factor Number, Similarly, in the
part of a chapter dealing with *“ Routine”, the digit “3” will be so

interpolated.

124 Creative Thinking
The job analysis given in the different chapters does not, however,
include a vital piece of work, viz Creative Thinking. The qualifica-
tions and conditions required for creative thinking often do nol
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JOB ANALYSIS 1252

harmonise well with those required for effective routine performance.
Routine performance usually requires the rapid shifting of attention
from one immediate problem to another, leaving little opportunity
either for reverie or for continuous concentrated attention to a
single idea. If the staff is large enough to rclease the librarian
for this creative work and if his background of past experience
could give him the necessary grasp of details, the service of the
library will have a chance to improve steadily in quality. But
this work of Creative Thinking cannot be analysed into definite jobs
with definite periodicity. Nor is it desirablg that it should be 50
reduced to routine. = )

N\
L 3 S

125 Best Day’s Work . N
&
1251 JOB-SHEET “\

But the situation is quite different in the case of the‘other ordinary
performances. A careful analysis of the work’ ﬁl’o jobs and a full
presentation of the results of analysis are p})ssmle In faci, that
is the business of the librarian. The firsfsitp in securing effective
performance by an individual is lo see) \that he understands and is
properly prepared to perform the work. The second slep is to
create conditions which sllmulqrc Jiim to put forth his best cfforts
in performance. The two steps are ‘fejuetbradhibrate overin first
essential is interest. Iniesdsf, in turn, is closely connected with
the undersianding of thelwork and confidence in one’s ability to do
it well. The settingdn of these factors will be facilitated by a ready
made job analysisin writing. A job-sheet describing in detail the
routine for cg pletmg the job should be furnished to the person
doing the job,& The third sections of the different chapters logether
form a cellection of all the job-sheets.

" 1252 FrIENDLY HELP FROM ABOVE
\"Fhe greatest obstacle to harmonious co-operation between
the librarian and the staff lies in the ignorance of the librarian
as to whai really constitutes a proper day’s work for a member
of the staff, the best day’s work that a man could properly do,
year in and year out, with efficiency and without undue exhaustion.
A close, intimate, personal co-operation between the librarian
and his staff is the essence of scientific administration. Almost
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every perfofmancc of the stafl should be preceded by one or more
preparatory acts ol the librarian which will enable them to do
their work better and quicker than they otherwise could. And
cach person should be duly taught by and receive the most [riendly
help from those who are above him, instcad of being driven or
coerced by his bosses, or left to his own unaided devices.

126 Revision of Analysis O

oA
1261 . CO-OPERATIVE REVISION -\~
The model analysis shown in the second parts of the different
chapters should be examined and revised from time to\time. Scc-
tiona! Mcetings of the staff, under the chairman,s{{i})'of the head
of the scoiion, must be convened and ihe librarian'should be present
at such meeiings and guide the discussion aleng proper lines.  All
the jobs, whose routine or time scheme affecs’two or more sections,
should be discussed, in addition, at meé{ings of the Staff Council.
The subordinate finds in such meetings opportunities for self-
expression under the divection qn'cf \Co-ordination of the librarian.
Good morale resulls when eachuember of the stafl finds in his work
and in such Sectional Mcejingé’an adequate outlet for his creative
impulse. %é@{ﬁ@ragﬁﬂﬂi@qﬁ%mere exisis—not the suspicious
watchfulness and the yofe or less open warfare which characterises
the ordinary typqs\o\f management—but friendly co-operation

hetween the librafign and the siaff: '

4 \ X
1262° CHANGES IN THE WORK-MANUAL
A}_l'f[ '(ﬁtﬁnges in job analysis agreed upon at a Sectional Mecting
or Py}he Staff Council should be carefully drafted or at lsast
sg:r@tz‘niscd and approved by the librarian. They must be experi-
~mentally put into practice while in the drafting stage and the result
\sfhould be observed. If any change is found to be desirable, it must
be incorporated in the librarian’s copy and the section’s copy
of the manual.
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CHAPTER 13
ROUTINE

131 Terminology

By “ Routine  is meant those duties of a regular and repetitive
nature that are requisite for administrative purposes. The third
part of most of the chapters gives the Routine for cach of the Jobs '
relating to the Function of which the chapter treats. In consldeimg
the Routine suggested in this manual, it is necessary to bwér i
mind that the whole of it cannot be exactly suitable 1o @y one
set of conditions ; but all the suggestions have béé’ﬂ‘ found
most necessary and valuable under some one or GQ‘iel ardinary
condition.

. \/
132 Empirical Approag h\

The Routine is described in the lighfNoh the e\peuenc\, gained
during the ten years of training the Stdﬁ of the Madras University
Library, FEighty per cent of the oStaff were raw reeruits, quite
unaccustomed fo any Rowutine NThis factor provided endless
opporiunities to observe the 1dlcsyn01asws that men arc capable
of in performing even the{Simplestand dhsadbhuiays oRpistine, if
lelt 1o themselves—this iS' hmte aparl from the lack of application
and the rcluctance to\i}s hard work conticucusly, so characteristic
of the youth [resh(fgom an examination-ridden school or coliege.
This gitualion pl‘l&"!dcd ample opportunitics 1o experiment in many
ways and fingllyfix the Routine with the co-operation and consent
of the st%@b‘;ﬁcemcd.

N\
A\ 133 Need for Revision
"*Ro’utme, that sarvos a valuable purpese when initiated, may
sdse to be useful by some later change in conditions.

1331 EXAMPLE FROM ISSUE WORK
For exampie, in the earlier years, the Circulation Section had to
be inducted in the Routine suitzd to a ** closed ” Hbrary. As the
Library began to atiract an increasing crowd and as the issue began
to mount up by lezps and bounds, the established Routiae began
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to break down from time to time and it had to be varied, against
the inertia of established habits. But quite a sharp break had 1o
come in and the existing Routine had to be thrown overboard
and replaced by an altogether new one ; because, the authorities
of the library were obliged to introduce the open access sysiem
and preparc themselves, in conformity with whal obtains in open
access libraries all the world over, for the small annual loss incidenal
to such a system, as being less wasteful than increasing the circulatiofi\
stafl indefinitely as the issue increased. N

£ X
2N\

1332 EXAMPLE FROM BOOK-PURCHASE-CHAIN
Again, in the carlier vears, book selection and b'po‘k"orderi ng
were done once in a year. Consequenily cataloguig@ also came
to be done only for a few weeks in the year and théfe was no classi-
fication.  This imptied also that the bulk of the work of the Accounts
Section was concentrated in a few wceks,df\\t'he year. In those
circumsiances, the entire staff was moveddon from one function
to another in the course of the year. Thisslow method of adminis-
tering the library was possible in thg’:éﬂrlicr years as the uscrs wers
very few and very patient, not knowing what kind of service they
could expect from a library. JAs the library changed its outlook
and placed in the forefropt\prompt and adequate service to the
public, the M‘ﬂﬂhﬁ%’aﬁfﬂfﬁgkﬁﬁ%ﬁ% on an anrzual basis had (o be
given up and the wedkly*basis had to be established for the book-
purchase-chain, Beoks came 10 be selected and ordered every
week. Books agrved every weck. They had (o be classified,
catalogued, and fcleased for public use week by weck. This change
in conditions @ieant the establishment of an altogether new Rouline.

o 1333 LoCAL VARIATION

'«Smh’etimcs a Routine is established 1o correct some abusc or
to)gain some experience; and with the education of the parties
concerned, the value of that Routine becomes too litile to be worth
maintaining. Hence, it has o be clearly understood that it is
not meant that the Routine deseribed in this manual is to be rigidly
and mechanically enforced. 1t has 1o be looked upon merely as
a model. Each library will have to vary it suitably and, whenever
necessary, add subsidiary Routine in the light of the strength,
the experience, and the ability of the staf )
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134 How to Revise

1341 HABIT AND PREJUDICE
iz setting out to reorganise any Routine, a good deal of prepara-

iton 18 necessary il the transition is to be effected smoothly. Regard

must be paid not only to the changing of the methods of Routine

invoived, but also to the changing of personal habits and to the

influence of personal prejodice. If the reorganisation is in good,
hands, preparatory moves will be made to make ready for the

change. This preparatory action is always 1mp0rtant even wl'len

the prejudice 1o be overcome is negligible. N

s ™

S 3

1342  HASTEN SLOowLY
Reorganisation that touches the habits of mag, sho‘ulcl ‘ hasten
slowlv™™, The taking on of new habiis and the S]jeddmg of old
hahits should be made natural by stimulating the interest of those
concerned in the new methods. Any onq‘*’q’ho has had experience
in rcorganisarion will realise the necessitghof keeping an open mind
ag 1o the best moves to make and thé “best sequence in which to
make them. Many circumstancess may arise to suggest a modifica-
tion of original plans, and if séme desired result can be achieved
without disturbing some habits, then this should be done. In
any case full notes shoul\be sci dowlupuwibning anetods for
future reference, before @licring anything. ¥t is quite an important
point 1o consult thpsx\who have to carry out the Routine, as to
the actual conditions of work. Even if the organiser feels that
they cannot bgh Sxpected to understand the principles of the new
lines on wh\iéh"h(, is working, he will always be the stronger for
demonsttating to an interested party—it may be an opposite party—
the menits of his proposals. If the organiscr can convince the
Rgaline Worker that a modification of Routine is desirable, the
fésMiis of reorganisation ate likely to be better. And on purely
\emm grounds, the organiser should aim to have the siaff with him
by such a step.

1343  STIMULATION OF THE LOYALTY OF THE STAFF

To take the staff with him means, or may secm to mean, painfully
slow progress; but once this incrtia has been overcome, progress
will be both rapid and irresistible. But above afl, perhaps, the
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loyalty of the staff will have been stimulated and quite possibly
much latent merit in the staff will have been discovered. The staff
should willingly realise that it is their duty at this stage to raise
points not seemingly provided for by the organiser. Once new
methods have become accepted as desirable, it is difficuli 1o be
patient with those whose prejudice is longer lived. But cven so it
Is a better policy to citcumvent this prejudice than attempt to bear
it down by the excreise of authority. ~

135 Librarian’s Duty <\)

Scientific management thus requires considerable thinkgng,\pian—
ning, analysis, and the previous writing out of thesdetails of
procedure on the part of the librarian, D

The notion, that the head of a library has only to"s}gn lair copies,
and at other moments either drive the staff withulie power vested
in him, or if he 15 of a soft nature give himsc’lf"\}p}o private pursaits
or to idling away, should go. v

X 3
"

136 Duty of the Staff

While all this is necessary, it.is;' by no means sufficient. No
Svstem of Routine, howeverxé’a’rcfully preseribed, . will produce
the desired effcct, uniess its.defails are faithfully performed by the
staff.  The wausualboppbbRenitPiehith the fibrary gives to the public
to come in constant c'\énfact with its working will sharply show
forth every little ina%uracy and slovenliness in carrying out (he
Routine. This danger js very great in libraries. Nothing can be
hidden in a libfary from the public eye. The meticulous perform-
ance of t]}e\'@h}tted reutine with goodwill, interest, and zeal is the
only meany-of ensuring the quality of the service and maintzining
the rqutalion of the library. This emphasises the duty of the staff.

AN
T\ 1361 ADHERENCE TO TiME-TABLE

To mention one or two deiails, it is of the greatesl imporiance
that the time-table for the performance of the different jobs should
be strictly observed. Any slackness at any point is likely to appear
ultimately as delay in serving the public.

. 1362  STYLIE OF WRITING
In spite of the many mechanical contrivances now available,
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much vgril:ing by hand still remains to be done. A slovenly or
irregular hand will, in addition Lo its being an eye-sore if it catches
the public eye, lead to much confusion in charging, discharging,
and cther items of work. Hence, it is necessary that all writing
should be neat and clear. All the assistants in a library should
remodel their style in conformity with the round detached library
hand.’® The lines should be properly directed. They should be
invariably parallel to the edges. [t is irritating to {ind accessiofi\
numbers, call numbers, headings, and titles written on the catalegie
cards or on the books themselves along lines making all irr;ag’fha%le
angles with the edges. _ « \
137  Accuracy of Work D

Amnother fundamental quality demanded by~“L~\1b1'ary Routine
15 accuracy. Even a small naccuracy, for sexample, in wrifing
the call numbers or accession numbers AWl create a situation
demanding protracted work to discoven ,m?d Set right the inaccuracy
at u later stage. Take another exanipld. A most trivial mistake
in spelling may effectively hide .gu?ay a catalogue card from the
readers. Those that have had ;-;:Wcék"s experience in the Circulation
Routine can realise what a Heartbreak can be caused cvon by the

slightest negligence or ingecuracy in the charging and discharging
work RS www . dbraulibrary org.in
O

&
£38  Ouwderliness
Ttis wel} l~:ng{vn"tha{ a library has to handle thousands of volumes,
each being.different from the other. Hence, it will be perhaps
casily granted that unless orderliness of the highest degree is practis-
cd, ng&s"will soon be the result. But, perhaps, it is not so well
knowe' that most of the records in a library are now kept in cards
mlol\féz-itisfy the Fourth Law of Library Science, viz ““ Save the time
N9 the reader ” and its corollary, * Save the time of the staff”.**
The card system of records has besn shown io reduce the work
by about seventy-five per cent. Any apparatus which is so highly
cvolved and efficient is bound to be extremely delicate. It must
be handled with the greatest care and orderliness possible, or endless
confusion and chaos will resuft.
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= ELIMINATIOGN OF WASTE

141 Scientific Management

Scientific management requires that, in prescribing the routine
as well as in getting it carried out, every posstble care must be takesn
to eliminate waste. Wastage may occur in human personalify,Nn
mental energy, and in physical energy. Wastage may also gceuy in
materials, in space, and in time. O

142 Management of Personncl 7

Of these, the wastage in human personality .i?:,\the most subile
and clusive. It is usnally least provided againsty although it is the
most devastating. When the lower qualiti;s%nd emotions--a false
sense of prestige or the fascination of tyxannical methods—blind
the man at the head of affairs. theyedise much damage to the

personality of the staff. N
1421  PHiLesoPHY OF FORCE
The trouble may also be-due to some false philosophy of manage-
ment. One ‘é’l?éﬁ'%}ﬂifﬁslf%'ﬂfay&rﬁﬁving the staff to action is the
philosophy of forcE;}‘The individual may be presented with hard
alternatives, either‘ a particular thing, or be hurt or made to
suffer a loss._ 7™

N

~0'1422 Punosopny oF TRICKERY

AnoQ\m' false philosophy is that of trickery. Tt ignores the
orga'n:ic nature of human conduct and attempts to deal with every
ms.iﬁjation ad hoc.  Both the philosophy of force and the philosophy
\ OI" trickery sometimes secure results. Both tend to secure these
results without bringing into play, or even in opposition to, the
personality of the stafT. Trickery soon exhausts itsclf ; force can
at l_Jcst secure only the minimum vesponse, at the cost of an accumu-
]a‘f;ng mountain of grievances, which at last overwhelm the aggressor.
Hl_story has repeatedly proved this, Force or trickery blesseth
neither the chief nor the staff. They both result ultimately in a

huge waste in the personality of both. -
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1423 PHILOSOPHY OF LEADERSHIP
How much more intelligent and how much more human is the
yhilosophy of leadership which enlists the whole personality of the
followers. Such a philosophy is hardly compatible with a solitary
ov predatory attitude which regards others merely as material for
ciploilation. A social philosophy, on the contrary, holds that
individual happiness is best advanced by collective action.

1424  ASSENT OF THE STAFF

As a first step in the elimination of waste in personality, sane
tcadership secures the assent of the staff. Therehy, it pefeases
the whole energy instead of a small part. There is noghestion
ns to which type of leadership will unfold the personality most
fuily and eliminale waste therein. But men at thc;m\’qda'd of affairs
have often lacked the patience, the wisdom, and ligspiritual insight
16 use lhe slower but in the end the more pgoduclwe methed of
working with the staff, ¢*

,”,\
1425 SiTUATION FOR USE OF FORCE

Force is sometimes justificd inone type of siluation. When
& man is yielding to impulses wh.lch Sin his innermost heart he knows
2 be anti-social or contrary toe Obhgatlons whose justice he acknow-
ledgos, he will respect forcelind may"e¥en PP BINPEICTE iRe chief
who wields it.  But meﬁt\of the incentives to effort are social in
thelr naturc. \\

{426 MutuAL ADJUSTMENT

Now et LLS\gmmmc the interaction among the staff themselves.
Ad first L{"}nembem do not know and arc often suspicious of one
auothe \NThere are unarticulated and often discordant purposcs
Ak mgqn various directions. But as good leadership provides
‘ehg ZJonditions and the stimuli which release the natural social

endencics and habits of the group, these jangling purposes gradually
adiust themsclves and a common purpose-—a “ personality 7
quite definitely recognisable—emerges in the administrative force.
It has become a live organism. A small scale repetition of this
process takes place every time a new member is grafted on to the
living tissues of the group. He is alien and difficult until he has
imbibed the customs and the points of view of the group. It is
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one of the duties of the librarian to minimise the wastage in person-
ality due to these factors.

1427 MALADIUSTMENT OF WORK

Another cause that may lead to wastage in personality is mal-
adjustment of gvork. T a man cannot do his work well, yet cannot
escape doing it, he is likely to come to hate it, and varioug emotional
disturbances mar the performance. The man may attempi Lo
compensate for his own uneasy feeling of inefficiency by aciivi!.y\
in other directions in which he imagines he can do better, (%ith
the result of meddlesomeness or flightiness. Inferforily reaetions
may occur in other forms or the individual may si}}g‘gl?’ rasign
himself 10 the performance of drudgery, with no integegh SAnoiher
maladjustment comes when the individual performhs™work which
is too simple for him. Then, he will be bored and inefficiency
will set in. , \\

The waslage in personality due to s’L}C\f}i‘maiadjustmems and
the importance of the correct adjustmgait of the individual to the
intellectual level of his task are matiors’of more importance than
is commonly realised. Tt is also zj.'n;éﬁter of considerable difticuity,
because the work of the world must be done and it is not always
practicable to give full weight £ individual preferences in gatiing
it done. At WiowdbRaEh PealHcaY &4 communal recrimination and
readjustment, thig L‘Q‘Eifem comes to be deliberately ignored.
Complete adjustmen;{i also difficult because of the lack of a fully
developed technigfe)for measuring individual capacity or assessing
individual apfitdde. Hemce, the success of a management in
elimination /i waste in this direction, has to depend largely on
the jud@?:}ft’ and tact of the librarian.

O

N 1428 ADJUSTMENT OF ROUTINE
m\;J,n’ c?nclgsiop, it may be said that the librarian should dea! with
very situation and distribute work in such a way that an opportunity
is afforded for the personality of each member of the staff to get
Hsell expressed as fully and us artistically as possible in his work.
Even routine becomes an enjoyable work of art if the personality
of the performer can express itself in it. Tn such a case, the routins

gets adjusted in the most well-proportioned and the most economical
way,

44



ELIMINATION OF WASTE 14411

143 Factorxs other than Personnel
While the wastage in human personality is most elusive and
requires the [ull play of the personality of the librarian for iis
elimination,” certain mechanical aids are available to eliminate
wastage in othsr respects, viz mental encrgy, physical energy,
materials, space, and time. These aids centre round three ideas,
viz standardisation, simplification and recording.

144 Standardisation

Standardisation is the setling up, by authority or commen
consent, of a guantity, quality, pattern, or method, as a }l,rl’lf’o\f
measurement or as an example for imitation. An individuallives
his life within severe limits of time, enctgy, and crcz}li\‘fé'«.power.
Henee, every act that can be taken out of the domaoi\n{of new and
therefore uncertain and difficult things, and pufin the category
of routine and simple acts—approximating to \bwoluniary acts—
releases his time and energy to the fulfilment 6fithe creative impulse
and thus enlarges his horizon. Henee, stanEhﬁ:disation is ong of the
essential forces which make civilisaliop:geésible. Such institutions
as the International Standards Orgawssation and the Indian Stand-
ards Tnstitution are a tribute for jtﬁe'necessity of standards.

1441 Fieiprror SYANGSRRBIATIHR ™

Siandardisation can ibq\applicd with advantage to nearly all
the affairs of busine$g “Wherever a method or an object is used
repeatedly, there g%, likely to be an advantage in siandardising
the practice and [ifniting it to a small range of models. ~Standardisa-
tion may be'a{gplied to qualilies and sizes of materials, to processes,
and to workifte procedures of performance.  Library administration
has to,g’?&hot a little by observing the principle of standardisation.

ol
¢

~O" 14411 DEWEY AND STANDARDISATION
Melvil Dewey, the father of librarianship, was one of the first
librarians who not only preached standardisation but practised it.
Here is an estimate of Dewey's contributlion to standardisation :
Out of the determination of Dewey to standardisc and simplify
“ grew the Conmniitee on Co-operaiion of the Amorican Library
Association, which he operated at no profit to himself in Boston.

Out of that grew the Readers and Writers Economy Co as a means
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of manufacturing and distributing time-saving devices for librarians.
Out of that finally grew the Library Bureau whose catalogues af
equipment quickly overleapt mere convenience for libraries und
have resuited in changing the business methods and cquipmerni
of every modern office.”t®

1442 LIBRARY MATERIALS
The library profession has now standards, on the side of materials,
for the book sclection card—which is also to serve successively
as the book order card, the accession card, and the withdrasal
card— the catalogue card, the shelf register card, the boakticket,
the readers’ ticket, the book racks, the book shelvgsithe book
trolley, and every kind of records, forms, and ;'ecegpaciés.

&
1443 LIBRARY PRACTICES"

The profession has also standardised the prosedure 1o be followed
in book selection, in book ordering, in aceessioning, in classifying,
in cataloguing, in circufation work, and }}1 Every other piece of woik
to be done in a library. The roufing, described in the scveral
chapters of this book, aims to setwpa siandard of procedure. The
sections dealing with routingvare overweighted with details in
order to make the standar.d;prbcedure as definite as possible.

wwrw . dbraylibrary.org.in
445" Simplified Practice

Next to the phificiple of standardisation comes the principlc
of simplifications, e smaller the variety of models and sizes
which will an§Wer a given need, the lower the wastage. A realisation
of this agl{aﬁtage, sharpened by the wrgent demands of the world
war, Jed\the American business men to seek the guidance of the
Depactihent of Commerce and t0 embark on an extcusive program-
meof simplification. To give an example of their achievement in

(this matter, where thirty-four varieties and sizes of common brick

were made, it was found possible to serve all purposes with one ;
where milk bottles were made in forty-nine sizes and types, it

was found that nine sizes, all supplied with a single size of cap,
would do.1®

. 1451 MARGIN OF TOLERANCE
Reduction of all cases to a single standard or a limited range of
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standards, presents certain difficulties, We have to reconcile
the principle of standardisation to a practical difficulty. Uni-
formity is foreign to Nature. Among thousands of people all of
the same racial type, no two will be found precisely afike. So
also in the case of processes. The best that can be aimed af is
approximaie similarity. In practice some degrce of depariure
from the standard, called ““ margin of tolerance”, must bg allowed
for. Thus when the standard length of the catalogue card is 5°¢
it is better to specify it as 57,05 ; by thus fixing the upper Ilmll
to the tolerance, we hope to plewent Ihe departure from thestanc‘iarcl
from becoming violent. D :
1452 EXAMPLE OF MARGIN OF TOLERANCE

The general procedure in fixing the margin 0f tolerance is to
ascertain or decide the degree of variation consisteht with a desired
performance and make the margin as great’a¥ can be consistent
with this performance. The necessity ot folerance extends to
many ficlds besides the mechanical (apd the material. Many
pieces of work in a library require gomﬁ}ll'aﬁvely exact {ime stand-
ards.  For two years, we had a tryig time in the Madras University
Library when the time standardsiwere rigidly fixed without allowirig
a tnargin of tolerance. Not a weekypassedr -sulthontyeachisection
complaining about the oi.hcr section as lagging behind time. This
produced much 1rr1t'1§r{1 \amd, what is worse, breakdown of perform-
ancc. After a fewhyeirs, the rendering of the time scheme elastic
by allowing a reasenab]e margin of tolerance produced the ne-
cessary changs in”the almosphere,

&
\\ 1453 THRESHOLD VALUE

Tolcmnce cannot exceed a threshold value, bevond which the
des:ntﬁd result will be impossible, The range of the tolerance tends
to;h"a\vc a fixed ratio to size, or in other words to follow a geometric
rdther than an arithmetic rate of increase. TIn psychology this has
been formulated as a law by Weber, who states that the least pereep-
tible difference between one guantity and another bears & constani
ratio to the guantity.

1454 INDIA’S SPECIAL OPPORTUNITY
Subject to the provision of such margins of tolerance, the fewer
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A .

the standards, both of materials and of procedures, the better
it will be. Tndia can gain much in her library practice, if her libra-
rians would bear this principle of simplification in mind. It is
particularly easy for India, as she has not yet developed any parti-
cular standard in the library sphere and practised it for a sufficiently
long time, for sentimental interests to develop. The selection
of a single method or type as standard and the climination of
unnecessary types would present difficulties in countrics wher
library practice has reached a high level of maturity ; becausd,
it is apt to mean on the part of many individuals and libtdsies
giving up local customs, habits, and standards. Butin Indi@'yve are,
comparatively speaking, free from any such narrow loyalgy to local
customs and pTactices at the present moment. H(-;nt‘é, it is much
casier for the library profession in Tndia to an;iv?e”at the fewest
possible agreed standards of procedure as well agoflibrary apparatus
and equipment. The only desiderata are the/development of an
academic outlook and goodwill, a cerfdin”amount of rescarch,
and above all the suppression of persénal pique by individuals in
the interest of the establishment of. 3 healthy tradition in the

profession. N

146 ’: I:imitation,s

This calf for st%ﬁﬁﬂﬂ%&*rﬂ 'gg‘lﬁﬁﬁﬁcation is not, however,
to be interpreted t Qiea’m that all individuality in all spheres is
to be absolutely sup%rcssed and that everything in a library is to be
reduced to a degad-level of mechanical routine. This is far from
my idea. Of e contrary, | hold emphatically that an orderly
and satislfagtﬁ‘ry administrative system should strive to releasc men

and nof\le’censlave them, .
St,a:@dardisation and simplification arc thereforc to be carried out
'Emly in certain limited spheres. If they are carried beyond these
< sbHeres, they are likely to be more harmful than helpful.  For,
it has to be constantly borne in mind that standardisation is always
a compromise. Instinctively one fesls, no matter how ssrviceable
the standard article may be, that one puis @ certain constraint on
one’s freedom of action, and some stight shackle on onc’s individual-
ity in accepting a product built to fit mass needs rather than indivie
dual desire. The human mind is not built for repetition. ** Life”,
says Prof Whitchead, “is an offensive against the repetitive
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mechanism of the universe.”’!*  The stream of thought must move
copstantly to new ideas, il it is to continue to fow.

1461 MECHANICAL AIDS AND REPETITIVE WORK

Thus the demand both for individuality and for variety sets
limits to the extent of standardisation. In those things, which
_serve lhe individual as mechanical aids — the typewriter or the
tool by which he earns his living, the telephone by which he calls
the grocer, or any similar utility—there is no great demand for
individuality. All one wants are effectiveness and economy.  Soiti§ )
with r\,pctlmc work. O

s W

s
2%

1462 MATERIALS FOR ENJOYMENT /)

But in those things which are somewhat enjoyments m‘sh‘emselves
the average person desires as much exclusiveness, mdmduahty,
and varicty as he can afford. A recognition of this desire indicates
roughly certain general limits beyond whlcl\the advantages of
standardisation do not justify the sacnﬁée of personal values
involved.

R
AN

1463 RELEASING CREATIVE FORCES

Thus, standardisation is at besta compromise between the desire
for individuality and; varlely “and the nesdvfdbroodibonry. orfincre
it merely represents the making habitual and automatic of a neces-
sary activity, standardlsa\bn is a met gain to humanity, releasing
crealive forces 10 ngw conquexts The advantages of standardisa-
tiom, simpliﬁcation"‘md mechanisation of procedure in ali adminis-
irations, and pﬁftlculctrly in library administration, are similar
te what PI\CKI'CS’SOI Jacks calls the “ Favourable omens™ of the
present nfechanical age.  Whatever the evils ol a mechanical
age may Be”, says Prof Jacks in his Hibbert Lectures, * it, never-
thié}ss, plO\fldeS us with an opportunity for undoing ifs own mis-
chiefs. Machinery is taking over the burden of human toil, and
5o liberating our energies and lengthening the time when we are
free to use them in ways that are not mechanical. Thus, if mecha-
nism enslaves us while we are immersed in it, at the same time it
shortens the hours of our slavery and lengthens the hours when we
are free men.  Here surely is an opportunity which a wise generation
“11! be quick to seize, and which only a generation sunk in folly
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could overfook—an oppottunity to recover at the :'eiswe.end of :_’g'f‘e
the freedom, the spontaneity, the creativeness, and the joy, \n'h‘l‘c]}}
the other end, the mechanical end, tends to thwart and smother.”™?#

147 Piek-Up-Work

Elimination of wastc of time requires the device of Pic?k~{_ljﬁ—
Work ” in library administration. It is due to the necessity I‘(?r
posting persons at certain points in the library whether there. i\
actual flow of work or not. O\

NS *
1471 EXAMPLE FROM REFERENCE SECTION
. For example, the refercnce Jibrarians have 1o be pasted in the
stack room at all hours. But therc would be freqy itly intervals
when there may not be any reader at all in the stdek room seeking
theirhelp. At the same time, as readers may turiip at any moment,
they cannot be withdrawn from the stackfoom. Hence, somc
pick-up-work must be given to the referfent¢ librarians to fili such
vacant moments. The pick-up-work mmust be such that it can be
conveniently dene in their own plag;és': In the Madras University
Library, book selection work is matked out for such Pick-Up-Work
for the reference seclion. N\
- www.dbraulibradyer in
1472 EXAMPLE%RO%VI CIRCULATION SECTION

Again, the circulation assistant cannot leave the counter at any
moment even thodgh he may not find sufficient counter work 10
engage him if\€értain intervals. The Pick-Up-Work that the
Madras Unis{eisity Library is setting apart for him is the correction
of the caQ;ﬁﬂ‘fnbers in the catalogue cards and slips of the volumes
whose €all' numbers have undergone revision.

&

N

~\ 1473 ScHeME oF Pick-Up-WoRK

N\ Fach libvary will have to go carefully into this problem and work
out a scheme of Pick-Up-Work, taking into consideration the
qualification of the staff who have to he given such work, the
adaptability of the work to be done piecc-meal at iniervals and ar
the points where those members of the staff are stalioned.

1474  RESPONSIBILITY OF HEAD OF SECTION
The fourth part of most of the succecding chapters deals with
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the special steps that the head of the section, dealt with in the chapter,
should take—the points that he must particularly examine at
stated intervals, the kind of statistics that he should collect and
build rom day to day as a measure of the output of his section,
and the diary that he must maintain io cnabie him to form a clear
picture of the regular movement of work in his scclion and to aid
him in making improvements in the standard of procedure in his
section and in the formulation of the necessary detailed instructions
to the workers.
O\
148 TRecords of Standards £\

A step in standardisation is the making of a definite yetord of
the standard. Records are necessary as a substitute andsupploment
for human memory. Human memories are unreliablel, Recollections
fuse and diffuse. . \/

Change occurs by imperceptible and uncomscious departures
from a remembered standard.  Only wher 't’hére is a definite record,
is it possible 1o measure the degree and\hote' the point of departure

from standards. « \,

")

1481 MANUALOF STANDARDS

Standard practice instruction;manuals of roced 1¢, job analysis,
and tine schedules furnish illuslralioﬁs\'méfgréggrl s of ‘stindards.
This manual itself is afi’ :l'hstance in poinl. As has already been
indicated elsewhere,‘h\b\i?ever much it is overweighted with details,
there will still be .ﬁ“lany points on which each library will have to
write out its oMn supplementary rules. Hence, the copy of a
manual likesthis should be bound interleaved for interpolation of
subsidia,q':}.ﬁies framed by individual libraries.

™\
N\ 1482 WEEKLY PROGRESS REPORT

ij\ne ol the vital duties of the head of a section is (o ensure the
stogress of the work of his section in strict accordance with the
approved time scheme. Tor this purpose he must prepare a weekly
time-table for each one of his assistanis and himself, showing
against each day the different jobs to be performed, arranged in
proper time sequence, and indicating wherever possible or necessary
the exact hour when a job should be performed or completed.
He should scrutinise with the aid of the time-table whether each
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one of the jobs allotted for the day has been satisfactorily completed.
Tn addition, he should examine and satisfy himself that the week’s
work is fully and satisfactorily rounded off belore the close of the
week and he should send a progress report (o the librarian through
the assistant librarian on the first day of every week. The progress
report should state the jobs and the correspondence that are un-
avoidably left in arrears. Against each such item the reason for
the delay and the time when it would be cleared off should be brieflis
stated. | O\
e A\ N
1483 DIARIES \ >

For the preparation of weckly reports, without \\-'a;»‘tﬁgc or dis-
location of wotk, each section should maintain its éwa diary of all
work done. Diaries arc best kept in loose sheetg Of double foolscap
size, fixed 1o card boards of equal size by gemclips or by uny other
suitable device. If they are kept in the fi riof bound books, the
verso and the recto of an open page tak®n together will present thie
same size. QO

"

1484 Dalty DiAry

If the diary is for daily ouisttirn, one sheet can be used for one
month. The nomber of h_“ori'gm}tal lines should be 33. 21 lines
are at the rate o oirjlrc‘:a o cach dfte in the month. The Sth hine,
the 16th line, the 24th line, the 32nd line and the 36th line are for
cumnlative totals{ ¥The 37th line is for the cumulative total for
the year at th:es &nd of the preceding month to be brought forward
from the didey of the preceding month.  The 38th line is
for th.eﬁ-a.{'?rfﬁlativc total for the year at the end of the current
month\

™
&

~ J ‘ 1485 WEEKLY D1arY

\ 1f the diary is for weekly out-turn, one sheet can be used for 6
months, The number of horizontal lines should be 32. 26 lines
arc at the rate of one per week for six months. The Sth lins. the
10th line, the 16th line, the 21st line, the 26th line and the 32nd’ Iir;c
are for cumulative totals. The diary sheet for the sccond hall
of the year is to have two additional lines, one for bringing i orward

the cumulative total from the earlier s
) : & r sheet and th zr tor the
final fotal for the year. ° other for the

52



ELIMINATION OF WASTE 1487

1486 SPECIFICATION FOR HEADINGS OF DIARIES
The fourth part of the different chaptors will specify the column
headings that should be had in the respective diaries.

1487 Diary FORMS ,
The quantity of diary sheets consumed in a year will not justify
printing or mechanical duplication. Further the headings may
have to be altered from time to time as the distribution of jobs.
and routine are varied. Hence, the diary forms are to be in malllg.\
seript.
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\ yand in different sections.

CHAPTER 13
CORRELATION

151 Harmony in Work

Elimination of wasie requires another factor, namely, the corgact
correlation of the performances of the different sections which Wy
be referred to as External Correlarion and also the correct corfcltion
of the performances of the different members of the sani&section.
which may be referred to as Juternaf Correlarfon‘: ~.Ihc ime i<
fast going by for the individual achievement of any offe man siandine
alone and without the help of those around him:}?\nd the time i
coming when all great things will be done by that type of co-operi-
tion in which each man performs the funetion for which he is best
suited, each man preserves his own individuality and is su prerme
in his particular function, and each rodiMoses none of his originalilv
and proper personal initiative and yet is controlled by and mus:
work harmoniously with many, jig’ther men. Platitudes of this sort
are easily expressed and as easily ignored as being a counse! of

~

perfection. ax
www.dbga@brary,org,jn
1652 “Co-ordination and Economy

But the principle of effective correlation assumes special import-
ance in 1ibrg(y.administration, as the library has to work on all
- days and f{ég tong hours, as the service rendered by the library has
to be eharucterised by an extraordinary degree of prompincss
and'Qszmtness, and as the nature of books is such that accuracv
of it}w highest order is necessary in handling them and in dealin'g

”\;vig'ith the various records connected with them at different stages

The main essentials to be considered
in organising the everyday details in library administration are
co-ordination and cconomy. To an extent economy results from
co-ordination. But proper co-ordination may mean an increasc
of staff and paper work, which may easily appear and still more
easily be condemned as exfravagance or red-ta'pe ; but the test of
economy lies further along the line, as to whether mproved adminis-

:[rativ? correlation is finding expression in over-all increased efficiency
In potut of quantity or quality or both. )
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153 Method of Correlating

1531 S1AFF CoUNCIL

The librarian should meet the heads of sections at least once
in a month to discuss the various matters of inter-sectional adjust-
ment.  The formation of Staff Council and regular monthty meet-
ings of the same will be helpfu) in this matter, I have suggested
in the Five laws of library science’® that the Staff Council may{
consist of the heads of all the sections and in addition one representa-
tive of each section. But later experience has shown thafl thio
long houwrs of the library and the shift system, that has to, obtain,
make it difficult io conyvene monthly meetings of such adatge Staff
Council. Hence we changed over in the Madras Univessity Library
1o the experiment of having only the heads of sectiéns on the Staff

Council. \

D

1532 SECTIONAL MEBNNG
Tt is desirable to have monthly meetines of the members of a
scetion 1o discuss and solve all intfassectional problems. If all
such Sectional Meetings are held ®éew days before the monthly
meeting of the Staff Council, it w}ﬂolﬁe possible for the inter-sectional
problems also to be well discussed atvshe diospaehivarySeredional
Meetings, so that the he of the sections are well equipped to
come to satisfactory a (stable decisions on all correlational points
brought before the Stafi Council. Another method of improving
the correlation wil’be to appoint small ad Aec committees to con-
sider specific p(iims and to draft for the consideration of the Staff
Council %gnsﬁc rules to help corgelation of work between the
different sseetions. Whatever be the machinery set up for the
purposealt is one of the primary dutics of the librarian to put his
fudl pérsonahty into this work of correlation, so that the best results

May be achieved with 1he least hitch.

154  Articulated Whole
The fifth part of most of the succeeding chapters contains 4
Corrclation Table. Tt mentions the different rules which represent
points of contact between the section dealt with in the chapter
and the other sections. The routine described in the several rules
figuring in the Correlation Table will be the chief items of routine
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that will have to be constantly watched and frequently re-examined
by the librarian and the Staff Council so that the work of the different
sections may be well dovetailed into one another, the corrclulion
belween the different sections may always be maintained at as high
a level ag possible, and the entire work of the library may present
a picture of a well articulated whole.

155 Spirit of the Hive N\
Such a high degree of correlation in the work and the, most
cordial terms_in the relationship of the stall are neccsga{'y‘“i? the
library is 1o function up to its best. Perhaps, a refetence may
be made here to the description of the spirit of co-@peration that
should prevail among the library staff in consecg@niic of the Fifth
Law of Library Science—** The Spirit of the Hiye} as I have called
it in the Five laws of library science.l? &hﬂe. ...departs. . ..Her
place is taken at once by an impatient’orker, who continues
the task that a third will finish, while'thers close by arc attacking
the rest of the surface. . .. ; each ondobeying the law of intereupted
and successive labour, as though'it were an inherent principle of
the hive that the pride of tpﬂj"should be distributed and every
achievement be anonymousind common to all,1®

www.dhraulirary .org.in
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CHAPTER 16
TIME SCHEME

161 Time Famine

Time is the canvas on which every administralive picture has to be
drawn. The canvas, however,is limited and does not offer full ampli-
tude to any administration, and certainly not to library adminis-
tration. On the contrary, if a library attempts to fulfil the First
Three Laws of Library Science, it is obliged to face a perpetual t\Im ;
famine. This has become such a chronic feature of library adminis-
tration that library science is obliged to devote one of its fqn«izﬁmental
laws to time—Save the time of the reader and hence of ghestaff.

The jobs of the day and of the week are usualls\such that they
can just fill a day or a week without Overﬁowit{g,‘ if, and only if,
they are brought jnto clearly-understood tipigsrelation with one
another. In other words, there must be ‘a'}srbperly thought-out
time scheme for the jobs. Administratigiyannot depend upon a
fortuitous adjnstment of time. R\

> 4

162 Tow ﬁfthe Schemedbra ulibrary org.in
The first step in proper tifhe-adjustment is to classily the jobs
on the basis of their pegi@dicity. Accordingly, jobs have been
classified in scotion 1225 4s Iinmediate, hourly, casual, daily, weckly,
monthly, quarterly, ahd annual.

AS
»3621 MoDEL TIME SCHEME
The sixth gart of most of the succeeding chapters gives tabular
statementg™showing by way of illustration the distribution of the
jobs in time, as it obtained at the time of cdition | in the Madras
Unia{éﬁ,iiy Library. It goes without saying that all the immediate
jobg/have to be done immediately, that hourly jobs have to be done
each hour, and that casual jobs would have to be done as pick-up-
work at slack moments. Hence such jobs will not figure in the
tabular statements.

1624 Dairy Joss
There may be a table devoted to daily jobs. This table enumerates
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the daily jobs in the sequence in which they arc best performed.
It may happen that some jobs have to be done simultancously.
Such jobs are all shown in a single line or in two or more run-on
lines.

1625 WEeKLY JOBS
The table devoted to weekly jobs gives the jobs to be done in
the different days of the week. The jobs assigned to a day uke®
shown in the sequence in which they are best donc. Theytywill
have to be interpolated between the daily jobs of the day i a
convenient manner. A job which has to be donc at a\pitticular

hour on the allottcd day has the hour of the day shawn hext to it
in circular brackets. S

1626 MoxNTHLY AND OTHER JOBS
Tn the case of the monthly jobs, thg:'@uartcrly jobs, and the
annual jobs, some indication is madeas to the week in which
they may be done. They wiil hqu'té be interpolated betwecn
the weekly jobs of the week in gtj'cb'hvenient manner,

1628 PERIODICAL REVIEW
Subject tarthedprowishoarpfongdomfortable margin of tolerance,
as indicated in section{1452, each library should work out a time
scheme and the stgﬁ\}hould faithfully keep to the time-table. 11
is the business offihe librarian and the Staff Council to review the
time scheme pcrivdically and readjust it in the light of the flow
of work, gl\@gge of hands, and the earlicr experience in the matter,

R \\ 163  Junction Moment
JParticular attention should be paid to the fixing of what may
be called Junction Moments. Yunction Moment is a point of time
when two or more different jobs have to be done together and in
mutual consultation by two or more members of the staff. The
probllem becomes much more acuto, when the different jobs belong
to different sections altogether or when the same job has to be done
in cp-o;?eratjon by different sections. Each section must work
out its time scheme and carry out its duties as cloge to the scheme
as possible so that all the concerned sections may reach the Junction
Moment in absolute readiness, Any hitch in this matter is bound

2 S
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to disturb the whole work of the library and may require protracted
effort to recover from such a disturbance. The probiem of the
Junction Moment is as acute and delicate as the problem of the
arrival of all the trains at 2 junction station according to the schedul-
cdtime.  As has been already indicated in section 1452, the organisa-
iion should give a reasonable margin of tolerance for the work of
the different sections, so that all unavoidable deviations from
the time schedule, occurring in the different sections, may be made
up before the work of the sections reaches the Junction Moment,
without any time lag. Here are some examples of the ]un;rio\ii'.
Moment in the Madras University Library : A
1631 ExaMpLE | R

At 5 pM on Wednesdays, the Technical SectionJis\té hand over
the new books of the week to the Maintenance Section. The
Technical Scetion keeps the books sorted int ‘d}[ferem; SeqUCNCes,
The Maintenance Section tallics them anfiafter a rapid scrutiny
sends the volumes to their respective pla,cés.’ The “ recent additions
sequence 7 is a very popular scquenc&;.’jReadcrs know this Junction
Moment and they anxiously wait fer'the new arrivals. Any delay
in the work al this Junction Monient is bound to react prejudici-
ously on the readers, Againlthe departwentdinkaBBarlosxpret
their new sapply just E}fl{&":t._is moment.

(1632 EXAMPLE 2

4 p 31 on Thurgdags, is another important Junction Moment. By
ikis iime the"T,@éhnical_ Section should have classified the arrivals
of the wee aﬁd detected finally all unintended duplications. The
Acccssigmﬁtction comes to accession the volumes. It has to finish
thie a;‘.r\:es'éion before 5 pum and hand over the related bills to the
gt \'ﬁk}nis section. The Periodical Publication Section also is affected
by Whis Junction Moment, as the volumes of periodicals completed
during the week have to get accessioned at this time.  Thus, four
seoiions meet at this Junction Moment.

1633 STATEMENT OF JUNCTION MOMENTS
The Junction Moments are shown in the tables of corrclation
of the fifth parts of the chapters by the insertion of the time in
circular brackels after the Junction Moment jobs. The Junction
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Moments are also similarly indicated in the time scheme given
in the sixth parts of the chapters.

164 Alternative Schemes in Reserve _

There is another way in which the organisation w1‘ll have‘m
imitate the railway to secure the Junction Moment pbs being
finished off without a hitch. 1t is known ihat the r‘allway hzka
alternative time-tables for the running of a given irain 1n case e
normal time-table breaks down completcly.  Similarly, th? 11.1:11}&11'}'
organisation must have alternative distribution of job; for cafc‘h
seclion in reserve, s¢ that, if a particular member of ~the siaﬁ. is
casually prevented from doing his part, the work (:Jf the _SCC.UOH
may be carried throngh without allowing any*g}spercusspn on
the Junction Moment. For six meonths, the QMadras University
Library worked a scheme of alternative djs@r}bution of jobs. We
had worked out alternative schemcs fqr.\xdiStribution of jobs for
most of the contingencies that could™\bBe reasonably anticipated.
Our experience is that it is a sousge-of great relief under trying
conditions, whether the troubleﬁiis duc to unavoidable sudden
absence of a member of Lhe’sia:ff, ot to unusual rush of readers.
1t saves the head of the section from rushing about in panic and
becoming irxiEabla:lhﬁﬁhﬁnabj&sdgjnm to move round, absorbing
the situation, and ';‘t?j} rearranging the staff, absolutely unper-
turbed by the con?l%kons which he has to face, so that a spirit
of confidence (}{'i?éis' throughout.

PR 165 Main Rhythm

It mi\)('b'e stated here that most of the routine in a library is
best, done_on a weekly basis, A day is too short a period and
asthonth is too long. Hence, the majority of the jobs of

\mthé library are weekly jobs. Therefore, the greatest possibic
vigilance should be excrcised by the library staff to sce that
the work is properly rounded off every week, In the Madras
University Library, we took Saturday as thc first day of the
week. Saturday happened to be the busicst day, partly due
to the incoming of foreign mail and partly due 1o the number
of visitors to the library being greatest on that day. Sunday
came next in heavincss of work. Hence, it would have been
inconvenient to clear off arrears and round off the weck’s
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work, il we onded the week with a Saturday or a Sunday.
On the contrary, it was much more convenient to begin the week
with such rush days,

166 Plethora of Holidays
Howover, there is one factor in India today which disturbs the
smooth running of administration on a weekly basis, It is due
to the tradition of exiravagance that had crept into India in thed
matter of holidays. The tradition may have been due to politieal
. . . . 28N
causes,  Nevertheless, it leads to much leisurcliness, disordeglgneSs,
_and waste in adminjstration. There is a plethora of holidays,
scaticred aperiodically throughout the year—Hindu< holidays,
Muhammadan holidays, Christian holidays, Vaishna¥a holidays,
Roman Catholic holidays, sentimental holiday¥_and sutprise
holidays becaunse “A” visits the locality, or “BWas dead, or “C”
was once born, or “D" did or did not do sémething else or “E”
lost or won a cricket match. The number, f Christian holidays,
for example, that India had, was many times greater than what
the Christian countries themselvcs have.” To add to this, there is a
Iong list of “ late attendance ™ dﬁys and “ early closing” days.
The result of this is the mercﬂess Thwarmlg of the Riythin of Work.
www. dbraulibrary.org.in
167 Mute “Shn and Cloak of Religion
I am not unaware d&‘thc specious arguments, bascd on pseudo-
theories about the anfluence of the mute tropical sun, that are
being advanced tdperpetuate this annoying system that has some-
how crept in, .'\"’f.licre are again the arguments masquerading under
a religious o4k, Somebody should prick these bubbles and wipe
out this bageful tradition. My appeal to the young library profes-
sion is that it should take the lead and rescue the snormous time
lia,i i b"mﬂ wasted.
3

61



CuaPTER 17
FORMS AND REGISTERS

171 Design

Forms are considered by some as unnecessary and arc usuiily
condemned as so much red-tape. But if properly designed, formg
can be made effective tools Lo simplify and cenirol work and 4o
save time and cost. To be effective tools, however, forms, Q';:N-St
be properly designed from the point of view of accom\p}i.sh’ing
the purpose soughi, with a minimum of effort and v.-'i\lh}ﬂlhc most
economic use of materials. \\

_ 1711 PURPOSE '

The first question to be considered in gk?si’gning the form s
the purpose of the form.. Tt must be remenibered that forms prosyide
the means of carrying out decisions and'ﬁolicics ; and, they ulso
provide the basis for administrative detion.

1712 DESIGN SHEET
Next to purpose, the] igfogmgtt' hto be provided for in the form is
1o be caref: &“ﬁfz\%h%&ilrgaﬁlt ]qfl“g\a%'d rgi:orded systematically in the Design

Sheet, The Design Shebvis to contain the following information :
g

1 All the pyrposes that the form has to fulfil ;
The h)f(ir}nation which must be recorded in the form in
order 40 fulfil cach purpose ; '
3 IQ{'s’ections and the number of persons by whom the in-
«Jormation is to be entored in the form :
m;‘dﬁj *The source of the information to be entered in the form :
\ 35 The iime, the frequency, and the circumstances attendant
on the entry in the form ;
Whether pen, pencil, or typewriter, is to be used in S4in i
the form, or whether photography is to be used ;
The sections and the number of persons by whom each picce
of information is to be used and how it is to be used—is it
transcribed to another form periodicaily
by some one for information ?

6

7

or is it merely read
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& When and how frequently and for how long a period is the
infoermation to be used ; and

8 The method of sorting the forms and the method of filing
them-~the information by which they are to be filed and
the filing appliances to be used.

The Design Sheet should contain also remarks against each
one of the above items, in brief terms, so that it can serve as a cheek{
list for consulting all those who come in contact with the form
in any way, R e

1713 DESIGN WORK
Having collected all the necessary information #id tabulated
it in the Design Sheet, we are ready to design the forﬁ’l;.\ The general
principle underlying form design is that the wecording and the
using of information in the form and the hafdling of the form are
to be performed with the greatest ecoqoﬁﬁf and with the least
number of errors.  Accuracy, speed, and wsefulness are the deciding
factors. The following principles 1;;1@'3.{ be borne in mind :
| The headings must be spwehosen that the amount of writing
to be done in filling the form should vow riddviod thitar yhor goim;i-
mum possible ;.\
2 The headings s Of{ﬂd’be in such a form that the information
that it shows js definite and whenever possible quantitative ;
3 The headijggs‘; “should be so grouped that they fall in the
sequencc\in wihich the sections using it normally think of them ;
as fap-a8/possible one side of the form alone is to be used.
i ‘bbth sides have to be used, an effort should be made to
.hé:ye complete pieces of information on each side of the form
(X0 eliminate the necessily for turning ;

4 "It is a moot peint whether cach form should contain printed
instructions for its use. In libraries, the headings themselves
will constitute the necessary instructions in most cases.
If howcever some extra instruction is necessary in any particular
form and if it is printed on one side only, the instructions may
be printed on the blank side. This will be necessary only
in the case of the forms to be filled by the public. But if
the form is to be filled up only by the staff, it may be sufficient
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to leave the instructions to the manual of administration ; and
5 Thedesign of theformwill depend largely on the type of file used.

51 Tf vertical files, the filing symbol should be conspicuously
put on the leading line and the paper itself should be of
proper weight ;

52 If wvisible files, it has to be decided what information
should be visible and whether the form should be visibls,
at the top or at the botiom ;

53 if loose leaf binding is used, sufficient binding mer r?w
must be allowed—about an inch or so ; O

54 If the forms are to be bound as a book, th\e dmomt
of margin to be left and the number of pages that should
go into a book are Lo be carefully cons;défrcd ; whether
a verso and the succeeding recto ard\d be differently
paginated or whether the same pagéwnumber should be
borne by them is also to be considéred ; and

6 IF photography is to be used, mult‘purpose Master Copy
and a set of associated Masks may be designed. The quantum
of work in the librarics of Indla today and the current cost
of clerical labour may 1o ,rpake this cconomical.

C www, dbraulib?ii ySpecification
Iaregardto Speciﬁcxs@n ‘attention should be paid to the following :

1 The paper to be
2 The size of the-form ;
3 Printing ¢\
4 The rut{t}g, and
5 Puﬁ‘\c{q.iﬁg and perforation, wherever necessary.
AN 173 Paper
\™
N\ i731 GRADE

"The grade of paper to be used is to be determined in the light

of two factors, viz the life of the form and the charactcr of handling.

1732 Lie
"The life of the form may be

1 Temporary, as in the case of
11 Source selection stips (see rule 217) ;
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12 Requisition form for books ;

13 Bespeaking card ;

14 Overdue card (see rule 267) ; and
15 Stores indent forms (sce tule 3977).
Semi-permanent, as in the case of

21 Book order forms (see rule 227) ;
22 Check cards (sec rule 237) ;

23  Admission cards ; and

13

24  Overdue register sheets (sec rule 267}, O\
3 Permanent, as in the case of 2\ -

31 Accession cards (see rule 217) ; A

32 Catalogue cards (see rule 257); and )

33 The various account books (see rule 377),{ ¢

1733 HANDLING )

The character of handling may be mild as hlc case of accession
cards, normal as in the case of the cards of the&"enodzcal Publication
Section, or rough as in the case of thc catalogue cards in the public
catalogue cabinet. \

In general, all forms of a permanent nature and all forms that
require rough handling for a 19ffg period should be on paper of
the best quality, while infefidr paper mwybed hedifs Fortds bl
temporary and mild use ;gf(ﬁ‘ example, ledger paper is recommended
for account books and\@)r”thc office copy of the catalogue, whereas
ordinary writing pdPer may be used for correspondence, stores
indent forms ang Bdok sclection source slips.

.'\ N.-
o> 1734 WEIGHT

Agam,\'tﬁ"weight of the papet to be used is to depend upon the
tr eatmént the paper is fo receive, the number of carbon copies
nesessa:y, the stiffness necessary in order to aid filing, whether
the form is to be sent by post and so on, For example, the cards
of the Periodical Publication Section and the accession cards are
to be made of bristol boards, but the catalogue cards of the public
catalogue cabinet are to be of special make with a large perceniage
of rag, and well pressed and calendered.

1735 CoLour
With regard to the colour of the paper, it is better to prefer -
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white or nearly white colo_ﬁr in almost all cases. Colour schemes
may have to be adopted for facilitating expeditious routine work.
But it is not necessary that the entire card should be coloured.
In the Madras University Library, we had experimented with
coloured cards for five years. OQur feeling is that coloured cards
produce exhaustion of the eye much more quickly. At the same
time we were convinced also of the great help that the colour
scheme gives, We have reconciled these two factors in the follogs,
ing way. Instead of using coloured cards, we use white cards.only.
But where coloured cards are necessary, the white card,\’lias“ its
top edge coloured with the appropriate tint. The application of
the colour extends only to about 1/10 of an inch, frém\the edge.
This arrangement secures all the facilities that the ‘¢€dlour scheme
can give and at the same time relieves the eye¥ffom unnecessary
strain. O

N

1736 Stz
The size of the form is a very impogta:}t factor in effecting savin as.
Since the time of Melvil Dewey, the Bpinion of the library profession
has been slowly but definitely drawing its weight in favour of 3 x5
inches in most of the casesaXSuch a standardisation of the size
of the form, js, vary impestanss particularly for the ultimate filing
of cards or sheets, Tbjs}tandardjsalion of size is one of the preli-
minary steps to clea’x\‘ﬂi’e way for development. To cut cards of
3 X5 inches size, it is desirable that libraries purchase boards
which are praduced to the size 25X 30} inches. Fifty cards of
standard size\will cut from one board of this size without any
wastage, ¢\¢
W]qj}e\\lﬁost of the forms in library use are now of the size 35
mcfhp’sf; there are still some forms of other odd sizes. There arc,
’f?g‘example, letter heads. They cannot obviously be reduced to
3~:><5 inches size. Further, the practice in India has not yet recog-
nised the value of reducing all letter head sizeg to one uniform sizz.
}.&t least two different sizes are in use ig most libraries, while three
§1z¢8 are not uncommon. Again the account books form another
problen:l. Th_e present practice seems to be to keep the account
e 0 et et s 5 o eling
At the other oxtrems o, pon the obe m’emzatamed in folio size.
s e readers’ ticket and the book
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card which have necessarily to be of a very small size—about
2% 1 inches size.

1737 GRADE
The following are the only grades recommended : 1 Bristol
board, 4 sheets thick ; 2 Ledger paper, double foolscap, 301b ;
3 Printing paper, double foolscap, 241b; 4 Printing paper,
double foolscap, 211b; 5 Printing paper, double foolscap, 16 Ib;
O\
174  Printing P\

1741 TypE-SizE

When a form has to be printed, the size of type mu;@ﬁjﬁé carefully
chosen. In all forms intended only for internal wse\in the library,
the smallest possible size may be used, say 6 peint type. On the
other hand, for forms to be uscd by the public, slightly larger
- type may be desirable, Whenever the fosi 15 of the standard card
size, and much matter has to be printed, épuoint type will have to be

used. o

R

1742 PRINTING OF CARDS .

If a form has to be printed™on both sides, b G filen
about the direction in whiéh\the successive lines run, If the form
is of the card size, in Mgst cases it will be filed vertically so as to
stand on one of its(Tenger edges. Hence, the lines should run
parallel o the lange# edges. Further, as the card will turn on its
bottom edge asithe axis, the first line at the back of the card will
have to b&\né}ﬁ' the bottom edge.

‘:\
o8 1743 PRINTING OF OTHER FORMS

InMhe same way, in the case of each form the way in which
it Will be filed and the axis about which it will turn must be taken
into consideration to decide the point where the printing on the
back side is to commence.

175 Ruling
Much of staff-time can be saved if proper attention is paid to
the ruling of forms. The unit of measure or the distance between

two consecutive rules is 1 point or 4 inch. The number of
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points by ‘which horizontal lines should be spaced must be so
decided that the number of rules in a page is five or a multiple of
five, in afl forms in which the eniries are of a-linec-an-entry type.
The total number of entries are counted very casily if the ruling
is standardised in this way. The labour of collecting and building
up statistics is thus considerably minimised. From the point
of view of the space meccssary for writing, 13 point ie 1 inch
spacing is-quite common. Hence, the spacing selected for any(
particular form should be that one in the neighbourhood ok i
inch, which satisfies the condition that has already been ]aid‘\ﬂb\\\'n
regarding the number of rules that should be had on a page.
1751 WARNING R4

A word of warning may be uttered. The c¥pénse of sccuring
proofs for ruling is tremendous and therefore\usually prohibitive.
It is therefore ncoessary to have speciﬁcg}'@rﬁ for ruling perfect,
since corrections are not possible. It W8 gven more neccssary to
have accurate specifications for a ruledsform than for a form for
which a plate is to be made ; for, the Yoss in case a plate is wrong
is mercly the cost of the plate, }vhilé if the rulings are not specificd
correctly, the S%ﬁ&ﬁ% eH}ﬁ labour-of setting up the machine, the time

brap

the machine has becn Opc@?éafgéﬁd the entire value of the papet.
; p

$ 3
< %176 Enumeration

The seventh part 6f most of the succeeding chapters is devoted
to the enumeratien and specification of the forms necessary for
the work Qf'f‘})e” section. If one and the same form is likely to be
of use ig %0 Or more sections, it is described in the chapter devoted
to the ;a?ﬁest of tho scctions.  Letter heads and other forms required
for.genteral correspondence are described in Chapter 393 <“Corres-

/;

\pgindence Section”. _ -

177 Form Number
For convenience of reference, each form is given a Form Number-
f& form number will consist of three groups of digits. Each digit
1s 1o be given place value as in decimal fraction. i

. 1771 Syze Numser
As we'proceed from left to right, the first group will represent
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size. 1t may be called the Size Number and will consist of a smgle
digit as shown in the following schedule :

A Abnormally small size, ie size less than 7.5 %13 ems.
C Card size, ie 7513 cms.

Q Octavo size, ic 10,5 x 17 cms.

Q Quarto size, ic 21,517 ems.

8 Super-size or folio size, ic 21.5 34 cms.

1772 FuncTiON NUMBER O

The sccond group will consist of one digit, two digits of_three
digits, according as it has no 9, one 9, or two 9's at its bé’ginning
This may be referred to as the Function Number an,d will consist
of the number representing the section fo which thef oﬁn is assigned.

1773  JoB NUMBER/ .

The third group may be referred to_a$\thc Job Number. It
will consist of one or more digits fixed magmonically with reference
1o the number of the job in (,onnection with which the form is
mostly used. >

178 DescHption of Fpdbraulibrary org.in

A form may be of d}fféfent kinds—leticr heads ; lelier forms
for issuing routine legﬁ.;’ tabular forms with column headings ;
tabular forms withy row headings ; tabular forms with column
headings as well~~igs'r0w headings ; forms such as application
forms and reqdisition forms for use by the public ; and so on.

Again, SQIE forms may have to be printed, some—those for
internal use~may be stencilled, while certain other forms may also
be majatained in manuscript.

Fhg description ol a form will consist of the following items in
th Js€quence shown :

Form number ;

Name of the form ;

Whether the form is to be printed, stencilled or handwritten ;
Tf it is to be printed, the size of type to be used ;

The grade of paper to be used ;

The colour of paper to be used ; or the colouwr with which

oA W L kD —
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178 LIBRARY ADMINISTRATION

the edge of the form is to be treated ;
7 The size of the form, if not clear from the first digit of the form
number ;
8 Method of filing, if necessary and called for ; and
9 Other pieces of information regarding the matter to be printed,
headings, rulings, ¢tc which will vary with the nature of the
form.
N
In case a form is to be ruled, the number of rules to be dsawn
in a page and the interval betwcen the rules will be given 'i‘]{ fegins
of points—a point being equal fo 3-12— of an inch. In ‘the case
of tabular headings, for cach heading, the width of{the column
or the row, as the case may be, will be given in crwng.\li'thin circular
brackets wherever necessary. In the case of fofms of a complex
nature, the entire form will be reproduced on adehvenicntly reduced
scale. Whenever drafts of routine letfers g’cﬁiven, the letter head
is to be added to them in the usual way{ i€ in the same stylc as is
indicated for form Q993. In the gafse’ of registers, if each page
is to be differently paginated it will be described as  Ordinary
Pagination”. If on the 0theg~,:ﬁ'é.‘hd any two opposite pages are
to r'ecei.ve the, sAmgLPARLRIIONSE, i will be described as “* Folio
Pagination”. A
' z'\\

N/

N\
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CHAPTER 18

.

CORRESPONDENCE, FILES, AND RECORDS
181 Introduction

_ 1811 VERTICAL FILE ~
Filing is a very important phase of work in every office. The
general efficiency of a business depends 1o a great extent upgn.the
efficiency of its filing system. FExperience has proved thaf_papers
filed horizontally one on top of another in drawers or“en’shelves
are much harder to find than those filed verticall ijn edge, one
back to the other. Thus, there came into use thePertical File.

N\

1812 PROBLEMS OF FIRING

The study of the problem of filing eortespondence and records
has continued until, today, filing equipment and systems have
become preity well stancfardised.‘».'{‘h'is standardisation includes
the various sizes of papers, the types of filing equipment in which
they can be placed with the ggeatest economy of space and the
filing methods by which theymay be filed Ef’u‘i’c‘ﬁ%b”a f%llfrlf& quiekly
when needed, so as to satisfy the corollary of the Fourth Law of
Library Science, viz {é&s’the Time of the Staff.

1813" MECHANICAL EQUIPMENT
In our co nﬁry, the financial and other conditions attendant on
most of thellibraries do not justify the introduction, at present,
of any g;\{éciélised filing equipment which would involve large initial
outlz}y';; The usual pad, the work table fitted with a shelf along
thefatther edge and a vertical file drawer at either side, and the
Syeeord rack are sufficient cquipment.

1814 FILE ARRANGEMENT
Regarding the arrangement of files, however, there is no reason
why the most up-to-date method should not be used by any library—
large or small, rich or poor. It is usual to divide the methods of
arranging files into two groups, viz the alphabetical group and
the numerical group, A method that is numerical up o a point
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1814 LIBRARY ADMINISTRATION

and then changes over to the alphabetical and chronological metiiods
is most satisfactory in a library—in fact in any office, The fling
method that is given here is of this mixed type.

1815 FILING AS A VOCATION

But whatever the method of filing adopted, a heavy responsibility
rests upon the shoulders of those doing the filing work. The
accuracy of this work cannot be chocked up at the end of cach day™
as can the accuracy of the book-keeper or the cashier or the typist.
A filing error, as a rule, goes unnoticed until that fateful day ofwhich
a certain paper is called for and is found missing. The less of a
record is often a most serious matier. It is extremel¥ important,
therefore, that all papers be filed with the utmost carfe @nd accuracy.
The principal object of filing is not filing itself, Gut\the rapid finding
of the papers filed. This requires a fairly adyanced filing methed,
the details of which—particularly, file n mﬁefing—requirc to be
carefully mastered by a course of trainingand instruction. In other
words, the improved filing methods of\today involve the employ-
ment of trained operators. Filing“has become a definite and
important office vocation. Bl{t,‘ ii'the words of James N McCord )
Dir_ector of t{lﬁﬁ; IYl?ﬁErggh_gglggﬁ Filing, “ When it came to the
various refinements, the mteﬁlgent classification and segregation,
the ability to accuratelyyand instantly produce,....there was no
source from which ‘preperly qualified persons could be secured.
Trained stenographeus, typists, book-keepers, and telephone opera-
tors were easily‘\a:vailable, but no provision had ever been made
for similar instruction for filing and indexin g clerks except by library
schools whpse excellent work is confined to library methods.”1?
The 1i,jn'r§‘y profession may well be proud of this tribute,

N

o\ 182 Filing Method

“Let us now turn to the actual filing method. Perhaps it is best
to clear, at the outset, the use of the terms involved. The conception
of “ ultimate file ” is developed in the ext few pages, for the sake

of definiteness and clearness. But let us beein wi :
’ n w i
usc of the term file. gin with the ordinary

1821 FILE DEFINED
The New Oxford dictionary gives the following definitions to the
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EE]

word “ file ” used as a noun :

1 A string or wire, on which papers and documents ar¢ strung
for preservation and reference. In recent years extended to

_various other appliances for holding papers so that they can
be easily referred to.
A collection of papers placed on a file or merely arranged in
the sequence of daie or subject for ready reference.

L]

Used as a verb, to file mcans to place a document in a due pOG.l\
tion among the records of a court or public office. i O

N
L %

' 1822 FILING TERMS - .

All correspondence should be minutely classified™ }‘nd assigned
a File Mark. The file mark of a correspondengeMwill consist of
two parts, the File Number and the Filings Q)‘zaracterzstrc

The File Number is to be made up success‘ivcly of the following :

18221 The number of the section ef the staff to which it relates.
This part of the file num’oer may be referred to as the
Section Number. X
18222  The number Lepresentmg the Pt dBF aHEbREHOSrithe
job, as the caseﬁmay be, to which it relates. This part
of the file K{{nbcr may be referred to as the Purport
Number.
18223 The numbet made up of the Section Number and the
: Pur @rt\\umber may be referred to as the Class Number,
18224 Thet number, if any, amplifying the class number. This
Q’ar{; of the file number may be referred to as the Amplify-
R \Ning Number.
i N
COf these, the Section Number and the Purport Numbesr will
consist of Arabic numerals and the Amplifying Number will consist
of letters of the Roman alphabet or Tndo-Arabic numerals or both.
The digits in a File Number are to be written from left to right and
are to be given place value as in decimal fraction. As for their
absolute magnitude, they fall in the following sequence when
arranged in the ascending sequence of magnitude : A, B, C,.
Y,Z 0,1,2,...,8,9
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1823 LIBRARY ADMINISTRATION

1823 FILING CHARACTERISTIC
All correspondence which have the same File Number are {o
be classified among themselves by the Filing Characteristic. The
Filing Characteristic will vary with the File Number. In the majorily
of cases, it will consist of the name of the correspondent,

1824 ULTIMATE FILE ~

All correspondence having the same File Mark should be fas tened
by a single tape tag, a pin being used if the number of sheets t0) be
fastened is less than four, Tt will be called an lfimate Filg." The
correspondence in an Ultimate File are to be arranged chtenolo gical-
ly by the date of emanation from or of receipt in thédibrary, if a
correspondence is-in two or more sheets, they.ateyto be arranged
among themselves in their proper sequence, as Jadicated on them,
or if there is no such indication, such tha,t;:bhey read continuous-
ly, annexures, if any, coming last. Thevleaves of an ultimate
file are to be numbered continuougly“at the right hand top
corner. R\
The filing characteristic must be\chosen so that the papers which
get fastened by a single tape«ag into an ultimate file satisfy the
following conditions : ~N

www.dbraulib{"ary,org,jn
I The papers reaa\cioﬁtinuously ; and
2 There is unitpof‘subject-matter.

The Fi]ing\j;ﬁaracteristic may have to be omitted if it prevents
continuoqs\’zc ding,

&

N\ 1825 Docker SHegr
‘ AEack ultimate file must be furnished with a Docker Sheet. The
\Dpcket Shfeet may be a sheet of brown paper. A white label 6.5
%7.5 cra is to be pasted near its left hand bottom corner so that

Is to be‘written in lines parallel to the longer edge. The class
number is to be in the first line and the filing characteristic in

;he second line and continued if necessary in the succeeding
ines.
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Example © 611G
Chandrasekharan {S)
2057
Herc 6 is the Section Number. It shows that the file relates to
the Circulation Scction.
1i is the Purport Number. It shows that it relates to member-

shij,
G is the Amplifying Number. It shows that it relates to d
graduate mernber, Ke \

Chandrasckharan (S) 2057 is the Filing Characteristic,~t“is
the name of the member, amplified by his deposit number inorder
to individualise the different persons having the sape\name. In
this casc the name ol the member followed by his c(qposn number
is used as the Filing Characteristic.

: AN
1826 DEFINITION OF ULTIMATE FILE
Now we may define an Ultimate File s n gathering of a Docket
Sheet and one or more sheets of pap.er eontaining correspendence,
potes, cte characterised by unli.y~ of subject and continuity of
treatment and arranged chronolﬁglcally with the Docket Sheet
first and fastened together for preservation and ready reference,
with the aid of a pm orda tape tageow .dimaulitirerysuigaide
appliance. x\
&
1827 Pab OF FILES
All the ulmnat‘s ﬁle% having the same file number are to be arrang-
ed among Ihbmseh«cs by the filing characteristic and are fo be
ordinarily &képt in one pad. However, if the number of files belong-
ing to aile number is too many to be put conveniently in onc pad,
mey\may be distributed over two or more pads. On the contrary,
itihe number of ultimate files belonging respectively to two or more
Xonsecutwe ultimate files is too smail to require a separate pad for
each file number, a single pad may be used to accommodate all the
ultimate files of all such file numbers. A label 6.5x7.5 cm
is to be pasied on one of the flaps of the pad just near the point
where the flap is stuck to the pad. This label may be referred
to as the Pad Iabel. On this label, the inclusive file numbers
of all the ultimate files contained in it are to be written in a line
or lines parallel to the longer edge of the pad.
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1828 LIBRARY ADMINISTRATION

1828 COLLECTIONS OF FILES

The pads relating to a section are to be arranged vertically in u
classified sequence by the file numbers, along the farther edge of
the work table. If the number of pads is too large to be accom-
modated in one line, the farther edge of the work table may be fitted
with the necessary number of shelves to accommodate all the pads
of the section. The collection of files thus formed along the farther
edge of the work table may be referred to as the Current Collectiony
Such of the files of the Current Collection as are taken out for dispgsal
on a particular day are to be kept flat in a separate pad. '\'Th”rs
flat file pad may be referred to as the Disposal Pad. Such\ol the
files as have been finally disposed of are to be sent either to the
Quasi-Current Collection or to the Recagl Collectiony according Lo
the instruction on the subject. A file sent to th€ Quasi-Current
Collection is to have its file number, after the th:rations, if any, in
accordance with instructions, underlined. Adile"sent to the Record
Section i3 fo have its file number, after th\‘bélterations, if any, in
accordance with instructions, both overlihed and underlined. The
location of the quasi-current coliectignyrelating to different scctions
will be indicated in the respectivg chapters. But the location of
the record collectign is li%]]‘gal'R%G]‘(‘Jrqh Section itself. In case the
library is smai\l, and youn“g,yém ‘the records are not many in
nuraber, it may not be ingonvenient to have the record collection
also located in the se‘c\ﬁdhs concerned.

1829  CrANGE oF COLLECTION AND DESTRUCTION
It requires great discretion to decide when and how long a file
should bezin“the quasi-current collection, when and how leng it
should \b&e_pt in the record collection, and whether it can be de-
strqygd, at ali and if so, when. The following gencral principle
judyybe enunciated :

A file is to be taken away from the current collection as soon
as 'it may be reasonably deemed to have been finally disposed of.
If it is one that may be required for audit purposes, it should in
the first instance be transferred to the quasi-current collection and
_transferred therefrom to the record collection as soon as the audit
1s over. Otherwise, it may be transferred directly from the current
collection to the record collection. The period for which a file
should lie in the record collection will have to be decided for each
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class of cases. But certain files will have to be treated as permanent
records and never destroyed.

183 Enumeration of Files _
The eighth part of most of the succecding chapters is devoted
to the files of the section concerned. It will give all the information
regarding the files in a tabular form. The following are the headings
of the tabular form so far as they may be applicable :
. ’\
1 The name of the file ; for convenience of reference, cach
file will be given a name ; PR
The class number ; >
Method of amplifying the class number, if any ;™
The filing characteristic ; w'\a' .
The tilme of transfer to the quasi-current eglléction ;
The file number it is to have while ]ying}iu the guasi-current
collection if different from the original/file number ;
The time of transfcr to the record ,Ccmectlon ;
8 The file number it is 1o have w]}llq Jying in the record collec~
tion if different from the origial’ file number ; and
9 The time of destruction, if. ﬁét'to be preserved permanently.

LA s b

|

N\ www . dbraulibrary or 2.in
Class numbers may be 'unphﬁcd by subject device or [anguage

device or any other s%ﬁu}a:r device. Subject device consists in
putting, after the ¢l §.Ifumber, the number of the main subject
of the book or books 23 given in the scheme of classification in use
in the library,«t@’which the file relates. Other devices are 1o be
constructed a@ng analogous lines.
N\
\\" 184 Receipt of Mail

As 800n as the mail arrives, every inward correspondence gets
openbd by ihe librarian and gets his dated initials. They are
\&hc‘n sent to the Correspondence Scction to be registered.

For each correspondence, the registering clerk writes its File
Number above the salutation, if it is not aircady found in some
standard place in the corrcspondence. He also underlines in
pencil the Filing Characteristic, in case it 1s different from the name
of the correspondent. Then he registers the correspondence in the
appropriate Inward Correspondence Register.  The correspondence
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and the registers arc then sent to the different sections. Along
with these, the Outward Correspondence Registers and the files
relating to the outward correspondence despatched on the preceding
day are also sent to the respective sections.

185 Collection of Papers

As soon as these materials arrive at a section, the head of the
section does the following : ~

1851 He takes charge of the files, relating to his section and
returned by the Correspondence Section, and initials againgi e
respective items in the Outward Correspondence Registerr "o
the office copy filed last in each such ultimate file, he gxamincs
if the despatcher had stamped the date of despaich. Afthe’had not
done so, he brings it to the notice of the despa;ol}ei’ and gels it
rectified. If there is inordinate discrepancy bétween the date of
despatch and the date of the office copy as giyeh.beneath the initials
of the drafting clerk, he brings it to the notict’of the librarian.

1852 He rapidly examines if any itémivin the despatch rogister
relating 1o his section has the column” “ Reply Receipt Date ™
blank., For each such item, he exaiiimés if the reply, due date (given
in the appropriate column in the Ontward Correspondence Register)
has been passgd, ., Hisauhe @agiswgtiﬁm related file from the current
collection and places it gli\the Disposal Pad. If the ultimate file
is not in the cu:rent\c@léction, it is likely to be found in the iiles
just received fromthe'correspondence section or in the Deferred
Disposal Pad._ /5™

1853 He ta};cés charge of the inward correspondence and the
enclosureg.,gn\d the accompanying materials, if any, relating to
his sectidirand initials against the appropriate items in the Inward
Corsgspondence Register.

. A854 He then sends away the Outward Correspondence Regis-
{t&r and the Inward Correspondence Register.

1855 Then he pulls out from the current collection the ultimate
files relating to each of the inward correspondence received by him
an@ files that corr?spondence therein. If a letter has no file relating
to it, a fresh file is to be started with that letter as the first sheot.
As_ SOON A8 t.:ach inward correspondence is thus filed, the related
ultrmate file is placed on the Disposal Pad.

1856 Then, if any outward correspondence needs to be initiated
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by him on the day, he pulls out the related ultimate file, if any,
from the current collection and places it on the Disposal Pad. If,
however, there is no related file in the current collection, he prepares
the necessary Docket Sheet for it and places it on the Disposal Pad,

$857 I any matter requires a file from the quasi-current collec-
tion or {rom the record collection, he gets it from the section con-
cerned and places it on the Disposal Pad.

1858 In this way he collects all the files that require his attention {
in the course of the day.

1859 Then he takes one by one each one of the ultimatg$ ﬁles
in the Disposal Pad and deals with it as shown in the suoceedmg
sections.

K
186 Letter Drafting '

If it requires a lotter, the staff-member concq‘ncd drafts it. In
drafting, the following points are to be remémbered :  The name
and correct address of the addressee ig\{9 be written first. 'In
the next line the word * Qutside Refcrencé ” is to be written and
is to be followed by the exact number and date of the reference.
In the next line, the word ‘* Subject¥ is to be written and is to be
followed by a succinct but aeltivate description of the subject.
Just above the saluiation, th&Fﬂe Numbeg,is 40 dgrBufibrary org.in

£ )
1861 X IJRAFTING PRINCIPLES

The draft reply iS\to be divided into paragraphs. They are
to be numbered s, (A fresh paragraph is to be begun for every new
statement or fresh argument. The tendency to use unduly long
sentences is{fa'be resisted, A draft is to be complete, clear, and
brief ; cofiplete so as to be in itself sufficiently intclligible without
1cfercnée to other papers ; clear, that is, free from any ambiguities
clmldmg its meaning or necessitating further references which might
have been easily avoided ; brief, in order that its reading may
occupy the lecast possible time. A draft is to be written in temperate
language and courteously worded. The use of all colioquialisms

and abbreviations is to be avoided.

1862 NEATNESS IN EXECUTION
Indiscriminate scribbling on the margins of drafts is to be avoided,
as also much writing between the lines. If it be necessary to revise
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a draft to any great extent, it is better 10 rewrite it on another
sheet of paper than to write between the lines, When a draft
has been much cut about, it is to be recopied before being submitted
to the librarian.

1863 REFERENCES

When a leiter is in continuation of a series of correspondence,
the last of which was received from the person to be addressedy
the phrase *“ With reference to the correspondence ending with your
letter  should, whenever necessary, be employed. On the. et
hand, if the last letter was one issued by the library, the phras¢ © In
continuation of this office letter” is to be used. PFigures and
references are, as {ar as possible, to be embodied “ii{he text and
not relegated to appendices or to the margins: \Y%
1864 CONVENTIONS{ &

At the end of the text and just beforc thé,point where the librarian

is to put his initials, write the word ¥Lib”. To the left of the
word “ Lib”, put your own initialsidnd below them the current
date. Below the current date,'r;*fé be put the symbol “N R”
{meaning * No Rggly” , oS R (meaning * Short Range
Reply ), or I RN m{ﬁ‘i‘ﬁﬁ'“’&b‘hg Range Reply ) according
as a reply is not obligdtory, or a reply is due within two weeks,
or a reply is due .;:ﬂ%r two weeks. In case the symbol “S§ R”
is put, if the last.fate for the reply is cxactly a fortnight hence, no
date need beddded after 8§ R”, If, however, the reply is duc
earlier, thg,diaﬁé on or before which the reply is due is to be entered
after ‘_‘%\’R’”. Similarly, if the symbol written is “L R and
if thedate for reply is exactly two months hence, no date is to be
putiafler “ L R”. 1f, however, the duc date for a reply is nof

N

\i)ggcg{ two months hence, the due date is to be entered after

1865 PRESENTATION OF FILE
The sheet of paper on which the reply is drafted is to be added
as the last sheet of the related file ; if there be any enclosures,
they are to be added to the file aftor the draft reply. Then the shect

containing the draft reply is to be turned over the Docket Sheet
SO 4s to appear first. :
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1866 RESPONSIBILITY )

The head of the section is not required himsclf to draft the lotter
in every case. But he is to satisfy himself that the drafting of his
assistants is accurate and complete. All lelicrs emanating from
a section are {o pass through the head of the section, who will
initial them below the word “ Lib™ in token of his having made
himself responsible for them.

When the lbrarian drafts a letter himself, it is to be understood {
that the head of the section concerned is as responsible for the
correctness of any fact that the librarian may state, as if the [stter
was drafted by the head of the section himself. Heads of seetions
are therefore responsible for bringing to the notice of thé lbrarian
all relevant facts and papers which the fibrarian mi ght ]:@i & accident-
alty overiooked.

\ 1867 TRANSMISSION TO LLB’RN\\RIAN

As soon as the draft reply is c0mp1ete,,11\tl1e manner indicated
above, ifs ulitimate file is to be placcd in the Transmission Pad
of {he section. \

187 Rouﬁ’ﬂe Letter

1f only a routine letier, for wlﬁ;?h there is a printed or typed form,
is vequired, the staff-membef concerned filkkviip-dReardraaNdTeATs
with it as in section 186, ¢~Generally in such cases, there will be no
need for an office copy “If, however, an oflice copy is necessary.,
he fills up another copy of the forin and uses it as the office copy.
The office copy, igito be filed first and the fair copy next. 1If a
separate oﬁ‘lqe\d:::o'py is not made, write near the bottom of the last
sheet of therfie'the endorsement * Replied on ™ or *“ Addressed on”.
The despatcher is to stamp the date of despatch of the fair copy
a«amﬂ‘s ‘this endorscment.

\ ) 188 Reminder

If caly a reminder is required, the staff-member concerned fills up
a reminder card and deals with it as in section 187. In filling up
the reminder card, the file number to be used is the same as the file
sumber of the letter to which it is a reminder, amplified successively
by the Ietter “R” and the Indo-Arabic numeral representing the
number of the reminder. At the end of the reminder, state in very
brief terms the purport of the letter.

81



188 TIBRARY ADMINISTRATION

Near the lefi hand end of the office copy of the Jetter to which
the reminder relates, the endorsement “ Rem on™ is 10 be put.
If there be more than one reminder, the different reminders arc
to be entered one below another in successive Jines. The librarian
will put his initials against these entries and that will serve the
purpose of office copies for the reminders. The despatch date
is to be put against the endorsement as in section 187.

N\
1891 Other Action

If any action other than drafting a lctter or writing a rf\mmdu
is required, the staff-member concerned takes the necessary action
and then records at the end of the last letter in the ﬁile the action
taken and adds his dated initials. Then he de:c}Q\th it as in
section 1867 if it has 10 go to the librarian eplransfers it Lo the
Preferred Disposal Pad if the decision s to Eqk.e it up for disposal
at a later date. ¢*C

,\ »
18911 “Fur™

If no action whatever is ca]]ed.;fojf, the stafl-member concerned

adds the word “file” near the deft* hand bottom corner of the last

letter in the @e a ult‘s.IB h.l§ ‘dated initials and then deals with
it as in scotion 1867 A ANXArY org.in

o~ ’
13912 CONSULTATION
If 2 file require§ & previous consultation with the fibrarian or with
any other member of the staff, the staff-member concerned makes

the necessar}\consultauon and takes the further aciion called for.
'\Q

s\ 1892  Deferred Disposal
If Nt is decided that the dispasal of the file is to be deferred,
~~thc staff-member concerned transfers it to the Deferred Disposal Pad
after taking such interim action as may be necessacy. If ascertain-
able, he notes down near the left hand bottom corner of the last

letter in the file, the date on which the file is to be taken up for
disposal,

18921 ARRANGEMENT OF DEFERRED FILES
The ultimate files in the Deferred Disposal Pad are to be arran ged
chronotogically by the date marked for disposal. The farthest date
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15 to be kept botiom-most.  Two or more ultimate files having the
same date mark for disposal arc to be arranged among themselves
by their file marks. The ultimate files not mentioning any definite
date for disposal are 1¢ be placed in the sequence of their file marks
at the top, ie above ail the ultimate files having a definite date
marked for disposal.

18922 TRANSMISSION TO LIBRARIAN
" Each day the ultimate files in the Deferred Disposal Pad shOuid
be systematically examined and dispased of whenever pqss\ible‘
After all the possible ultimate files have been disposcd_ef for the
day and transferred to the Transmission Pad they are to be.rearranged
in the Transmission Pad in accordance with theix’\ﬁéspeclivc file
marks and sent 1o the librarian at the appointéd‘hour of the day,
along with the Transmission Register. D
1893  State of Wor}c'fléble

The result of this procedure will bé that at any time the work
table will contain only one Current.@6llection of Files in the vertical
form, onc Disposal Pad with L}l'cj'&ﬁies arranged horizontally, one
Deferred Disposal Pad with.$he files arranged horizontaliy and
at cortain moments one T¢@nsmission Pad Wit TRE M X 2588
horizontally. The Tre}pshqission Pad will be with the kbrarian or
with the CorrespondQM’Section, if it is not on the work table of the
section. Fach persbp should keep his table as tidy as possible.

QI
»o’ 18931 DESIGN OF PADS
The %‘n’smission Pad, the Disposal Pad and the Dcferred
Disposal\Pad should all have the number of the section  boldly
and . prominently writien in the centre of both the flaps of the
file board. In addition, they should have the respective words
N Fransmission™, * Disposal” and * Deferred Disposal > writien
in clear library hand on the flaps below the section number. If
possible, the colour of the file boards used for the different pads
may be different.

v 1824  Prompt Disposal .
it 18 desirable that each file should be disposed of as promptly
and expeditiously as possible. Subject to any special variation
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1894 LIBRARY ADMINISTRATION

necessitated by any particular case, ali the routine correspondence
of the Circulation Section should be disposed of, on the day on
which the inward correspondence is received, while all the other
correspondence of that section and all the correspondence of the
other sections should be disposed of, within the week In which
the inward correspondence is received. It is desirable to have u
time scheme for the disposal of each class of files, in as detailed
and explicit a form as is feasible. N\

18941 Tme FurL Route &7
From the above it can be seen that the routine of correspondence
can be pictured as follows : An inward correspondf-:ni:‘e 15 first
received by the librarian ; it passes through ihe _Edrrespondence
Section to the scclion to which it relales ; thereabwgets atlached o
the appropriate fifc and then it settles down, in the Disposal Pad ;
from thers it gocs to the Transmission I{g{{’o the section dircotly
or through the Deferred Disposal Pad ) then in company with the
other files in the Transmission Pad, it woes to the librarian : from
the librarian it goes to the Corrgspdﬁdence Section ; if it is to be
faircopied by the Correspongiz;hdé Section, it again goes to the
librarian through fair opy verifier and returns to the Corres-

pondence Scct}:’{)ﬁ\::" ; é?{t‘la\ gr‘ﬁ'é’é@f%ack to its zelated section for

deposit in the curre;{ '\éoﬂection of files.

18942 TRANSMISSION REGISTER

Whenever aMile or any other thing is passed from one seclion

to another, {fs transfer and retransfer are to be controlled and watch-

ed wﬁhx@.e aid of a Transmission Register. For this purpose each

sectionnust maintain the necessary number of transmission registers,

vgli\i}.appropriate columns, Jt may happen that in certain cases,

<’B§)H_}8 other registers serve also the purposes of a transmission

tegister. In such cases, separate transmission registers are not
necessary.

The Transmission Register for files is to have the following
coluirins:

1 File mark ; ¢
2 Initials of the receiver ; and
3 Date ot_‘ return to the section.
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Each page is to have 15 lines. First put the current date and
ente; the file marks in the classified sequence. As soon as ithe
Trapsmission Register comes back, examine if it has received the
initials of the receiver. As each filc comes back enter the date of
receipt. I any file does not return on the due date (usually the
next day) lake the question up with the concerned person and
have it traced out and settled.

A .
18943 TiME SCHEME

The following time scheme is followed in the Madras Uni«"e}\\ity
Library in regard to the movement of correspondence : ) '

All inward mails reach the respective sections befql_*é}ﬂlz noon,
All office copics pass through-the librarian and reath'the Corres-
pondence Section before 1 pa. Al fair copies an&\mutina {etters
in printed or stencilled forms reach the librariainbefore 4 e and
reach the Correspondence Section before SoPw.

18G5 Stray Mail

Apart from the main mail of the\ddy, a hibrary is likely to get
tetters at all odd hours. Such gtray letters also will have to be
dealt with in the same way as'd8scribed above, If agly particylar
letter Tequires urgent attention, it should B¢ Ry pass throtith
all the stages immedia:mo@. In the case of ordinary letters, it is
better to accumulate @llof them to a particular hour of the day

; N . .
or even fiil the next }mm mail arrives.

O\ 1896 Follow-Up-Work
A vcry...{z:tﬁ)brtant item in dealing with corvespondence is to
follow aypwboth the inward letters and the outward letters and
to watch if the necessary action is taken or if the necessary replics
ﬁ}*ggei.

b 3
N 18961 INwARD CORRESPONDENCE

In the description of the routine of correspondence, provision
has been made for these two problems. Ft will be remembered
that in section 1892, the idea of the Deferred Disposal Pad has
been developed. This pad is to contain all the inward letters,
which are not disposed of then and there, il they are disposed of.
Occasionally an inward letter may require disposal only after an
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indefinitely long time. In such cases it may not be convenient
to keep the file itself in the Deferred Disposal Pad. On the con-
trary, it may be desirable to keep the file in the currenl sequence
but have 2 remembrancer sheet of paper below all the files of that
pad, on which the file mark of such a file is entered with the date
on which it should be taken up for disposal. Every day when
coliecting files for disposal, this remembrancer sheet also should
be looked into and the files marked for the day should also by
taken out of the current collection.

N

7 '\ A

18962 QUTWARD CORRESPONDENCE ()

The method of following up outward correspondenqef,has been
indicated in the earlier sections. The method, by whieh the heud
of a section will be reminded automatically of thg~outward letivrs
which requirc a reminder to be sent, is given indestion 1852, The
method of sending reminders is developed jn%t’étion 188.

\N
1897 Cross Refeteice

It will happen not infrequently thut an action initiated with
certain ultimate file has to be fql!d\ééd up with other ultimate [iles,
For example, an 3 . M@; l]g['(g ics books will be in file N
13B. The subje\éz &ﬁl]%%gg{gl{ﬁsued in 31}1{5 file by the Book Selection
Section until the sanctign “for the indent is obtained. Further
action wilt have to hﬂ\ifaken by the Order Sectior perhaps m two
stages, enquiry and crder. For the order in question, the Order
Section may haye"fo send one or more enquiries, Each one of
these enquirigswill form independent files with the file N 22B
and theipgspective filing characteristics. Each of these enquity
files y‘{it[\be pursued until the firms from which the book should
be .bo,ught are finally scttled. Thereafter the orders will form

) g.}‘n?ﬂim‘ file with the file N 23B and their respective filing charac-
Neristics. The problem is 10 connect the indent file, the different
enquiry files relating to i1, and the different order files. This is
done l.ay the method of Cross Reference. Cross Reference is of
two kinds, Bottom Cross Reference and Top Cross Reference. At
the bottom of the last sheet of the indent file mentioned abm;'c,

a Cross Reference will be entercd as follows : “ See 22B (name

of the first booky dated . ............... " ¥ the indent has given

rise to several enquiry files, against ali the iteras which go into
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one and the same enquiry file, such distinguishing marks as a cross
or a tick will be put. That distinguishing mark will be repeated
at {he botfom and the ¢cross reference will have to be given against
it. This will be dons for each of the distinguishing marks.

To cach Bottom Cross Reference will correspond a Top Cross
Refercnice.  The Top Cross Reference will be made at the top
of the office copy of the concerned enquiry. It will take the form
“8ee 13B  (expert correspondent) dated.................. e

Simitarly the last sheet of each enquiry file will get a Bottom
Cross Reference. Tt connects the file with the order file in which
further action is tuken; and each ordev file will have a Top.Gross

eference connecting it with the enquiry file, on which/the’ order
is based, or, if there has been no enquiry file at all, witINhe indent
file to which it relates. “\

- This Cross Reference may be not only between e files belonging
to the same section but also between ﬁlcs'bei‘onging to different
sections. It is not necessary to multiphy\examples here. This
Cross Reference Method is: A

’:. -
to secure unity in each ultimate file,
to ¢liminate memory, andey

to bring together automatically all thy R HRE AT A

be relevant for the icii‘éi‘;osa] of any question.

[ed Tl =

The occasions regh'\ring a Cross Reference will be easily
recognised. , Ny

Whenever a,Q'a:rtic ular file s sent to the tibrarian for his considera-
tion, care must be taken to send not only the particular file, but
also all El%;'oiher files having Cross Reference relation with it and
l'elevqnég 1o the subject under consideration.

A
Q" 1895 Extracting

Another complication usually arising in dealing with corres-
pondence is due to a letter dealing with more than one subject.
To avoid this complication, it is necessary that the library should
never include in one and the same letter more than one subject.
It shonld also iry to persuade the correspondents of the library
to follow this principle. One method by which the correspondents

can be persuaded is to suggesi to them that no letter from them
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should have reference to more than one letter of the libracy.  1iow-
gver, a library cannot be quite sure of all the correspondents obsery-
ing this principle. Hence arises the problem of complex ictters.
By a Complex Letter is meant a letter dealing with more than
one subject. The method of extracting has been developed to
meet the case of Complex Letters. The letter in question is assigned
to one of the ultimate files relating to it. Portions of the 'otier
relating to other ultimate files are extracted in different sheets of
paper; and those extracts are included in the respective fll;,\ Aod
treated as independent letters. O\’

This extraction may be done by the Correspondmc\,\ Seltion
itself before the letters are registered and sent to, t’he ‘different
sections. Or, the letter may be registered by the Correspondma
Section with the number appropriate to the ult;m;ﬂe file in which
the original is to be filed. Then the section rcccivmg the original
letter may mark out the portions to be extracted and send it back
to the Correspondence Section. Then, thq orrespondence Section
will make the neccssary extracts. o)

As soon as an cxfract is signed, By the librarian, it shou'd be
treated as an inward mail and réuted in the usual way.

.‘,
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CHAPTER 21
BOOK SELECTION SECTION

211 Planning

1t may be repeatcd here that we deal in this book only with the
administrative routine connected with book selection. But the
theory of book sclection is a different mafter. It requires a volume
by itself. My Library book selection™ deals with it. Referenee
may also be made here o the foundations of the theory of bdok
selection, indicated in the Five laws of library science® as, impli-
cations of the fundamental faws. R >

2111 SOURCES FOR SELECTIGN,

The sources for book selection are Vdrled:\ Suggeslions can
be got not only from the trade lists and Nati on\l and Siate Biblio-
graphies, but also from the blb]IngaphIE}a “and reviews occurring
_in books and pericdicals. The suggest:cms from the reading public
form another possible source, althou,gﬁ this source is likely to be of
uneven merit. The Reference Sdgtion, the Shelf Scetion, and
the Circulation Section can gives Stuch helpyily eHisartdbagy org.in

{

2112, E?{PERTS FOR HELP

It should not be prcé\s&ned that the entire evaluation of sclection
can be done by the, lﬂ:nary itsell. Tt will be a good policy to have
the help of expeets/in differcnt subjects in making the selection.
But the whole®work of selection should not be shifted to experts.
The libra Eione will have access to the greatest number of
sonrces. .~T}|erefore most of the work should be done by the library,
!eawng the minimum possible work to be done by the experts.

e &

N 2113 FINANCIAL. RESPONSIBILITY

Finance is an ultimate deciding factor in the selection of books.
No library is likely to have unlimited funds to buy everything
published—or even to buy all the most worthwhile publications.
Hence, the greatest care is to be excrcised in spending the sum
available for books. To see that the budget is not exceeded on
the one hand and that, on the other, no amount is left unappro-
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2113 LIBRARY ADMINISTRATION

priated ai the end of the financial year, the Book Sclection Section
should exercise the greatest vigilance possible and work hand
hand with the Book Order Section, the Periodical Publication
Section and the Accounts Section. It is also the duty of the Boek
Selection Section to see that the book fund is distributed in propex
proportion among the different subjects in the light of legitimate
local demand and that no particular subject usurps far more than
its proper share, simply because it happens to be sponsored. for,
the time being, by an influential person or clique. .
O\
2114 Sumiect CyYCLES O

1t will help the symmetrical building up of the stock Qt‘.}‘]}c library
and add to the systematisation of the work of thi%\section and
of the other sections, if the book resources to be addéd‘to the library
annually in the different subjects are taken UpMor treatment in
systematic cycles. The periodicity for eaehvsubject should be
adjusted from time to time in the light of supply and demand
and with a view to spreading the work,of the scction evenly over
the different weeks of the year. .\

2118 FACTORS IN PLANNING

The distinetiV e WSl BERRB2IE M ection Section is to be plan-
ued with reference to thel{dllowing factors :
Sources ; \\
Selection. yo9N
Inden‘g {and
Fiqaqc;e\."
\\f - 212 Job Analysis

*
\$

= W FC IS

o) 2121  SOURCES
\_; The work of the Book Seleciion Section relating to Sources
1 general may consist of the following items

2 Acquiring the sources for book selection by purchase or

donation or otherwise. This may be called Sources Acquiring
Work ; and

8 Arranging the sources of book selection. This may be called
.S'oz;rces Arranging Waork.
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2121:2 Sources Acquiring Work
2121:2:1 Sources Acquiring Work is to consist of the following
immediate jobs :

1 As and when the names of useful sources for book selection
come to notice, jotting down the necessary particulars., This
may be called Sources Noting ; and

As and when specific books of probable interest to the
Jibrary are brought to notice, jolting down the necessary {
pariiculars about them. This may be called Suggc’snm
Noting. )

| O

v '\
2121:2:5 Sources Acquiring Work is to consist of the ,fol}owmg
wiekly job @

2 Sending requisition for sources of book selectlon This
may be calied Sources Requisitioning. N

2121:8  Sources Arrangm} Work
2121:8:5 Sources Arranging ka is¢ {40 consist of the following
- weekly job : R

8 Arranging the sources of, bt)ok selcetion that are received
from time fo time in a sYstcmaUc g wrgbramlibiter seupgcss
shelf. This may be ca\ned Sources Shelving.

2121:8:8  Sources fi\mngmg Work is to consist of the following
snieal job :

8 Weeding out the out-of-date sources from the sources shelf.
This mq_';\be called Sources Weeding.

P\
o 2122 SELECTION
The work of the Book Selection Section relating to Selection
i{“geﬁerai may consist of the following items of work :

1 Selecting from the different sources the items worth considera-
tion by the experts in the different subjects. This may be
called Book Selecrion Work ;

2 Writing out book selection cards for the items selected.
This may be called Book Selection Carding Work ; and

5 Forwarding book selection cards and other references to
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2122 LIBRARY ADMINISTRATION

the experts for an expression of their opinion or for facililating
the preparation of indent. This may be called Book Selection
Consuitation Work.

2122:1 Book Selection Work

2122:1:3 Book Selection Work is to consist of the lollowing

casual jobs :

N\

I Marking in the sources the items worth being seni up, for

consideration by the experts in the different subjects. (Nitps

may be called Preliminary Selfection ; and . O

8 Checking the marked items with the stock in ghe library.

This may be called Preliminary Checking.

ol ¥
N\

N

2122:1:5 Book Selection Work is fo consist of the following
weekly job : ’x:\\'

!} Forwarding the marked sources for he cansideration of the
Jibrarian. This may be called Marked Sources Forwarding.

2122:2  Book Se{éc’tz:qn Carding Work
2122:2:3 B@bﬂk’-%féé%ﬁﬁawa?ﬂ&'g‘ Work is {o consist of the
following casual jobs : AN

1 Writing out bogk\ selection card for each of the approved
items. Thif'inay be called Book Selection Card Writing ;
5 Tentatiyely)classifying each book selection card. This may
be called’Book Selection Card Classifying ; and
7 F:il@i}g up the bibliographical gaps in the book selection cards.
T}us may be called Beok Selection Card Completing.

P

.'\ .
}2122:2:5 Book Sclection Carding Work is to consisl of the
cllowing weekly jobs :

I Comparing and verifying the emwrjes in the book sclection

cards with the sources. This may be called Book Selection
Card Revising ; and

8 Filing the_ revised book selection cards in the selected cards
tray.  This may be called Book Selection Card Filing.
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2122:5 Book Selection Consultation Work
2122:5:4 Book Selection Consultation Work is to consist
of the following daily job : :

5 When the acquisition of a book has to be urgently consi-
dered, sending a reference to the expert concerned and asking
for his advice. This may be called Urgenmi Book Selection
Consulting. )

2322:5:5 Book Selection Consultation Work is to consist of

ihe following weekiy jobs : O\
A\
1 Forwarding the accumulated book selection cards 1t the
experts concerned asking for their Iecommcndatlbns This
may be called Book Selection Card Forwarding

Making a list of the approved items. Thissmay be called
Iident Copying ; and Y,

Sorting the book selection cards r {itsed by the experts
and disposing of the cards not reedmmended. This may be
called Unrecommended Card Ff’lmg’

e

o)

2123 INDENTS
The work of the Book Selection Sectionvrdlatiwdiborindenis
in general may consist of t&e following items of work :

1 Scrutinising the¢ @en‘rs for books received from the experts
or the authotitjes’ concerned. This may be called Indenis
Scrutinising \Work and

3 Getting the necessary sanction for the indents. This may
be callecbIndents Passing Work.

W\ 2123:1  Indents Scrutinising Work

'212;3’:'1 :5 Indents Scrutinising Work is to consist of the follow-
fng weekly jobs :

1 Checking the indents reccived with the stock, the order
tray, and the bille on hand. This may be called Judents
Checking ;

21 Preparing book selection cards for such of those items in
the checked indent as have not been already carded. This
may be called Supplemental Book Selection Carding ;
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25 Tentatively classifying the supplemental book selection cards,
This may be called Supplemental Book Selection Card
Classifying | .

27 Filling up the bibliographical gaps in the supplemental
book selection cards. This may be called Supplemenial
Book Selection Card Completing |

28 Merging the supplemental book seiection cards with the

" book selection cards already existing in relation to the,
indents concerned. This may be called Supplemental Book
Selection Card Merging ; O\

4 Cleating up doubts and difficuitics in consultatiaity with
the experts concerned. This may be called Tndends Doubts
Clearing ; AN '

5 Obtajning information about the cost of th.&;\e\ms wherever
necessary. This may be called Cost As¢eriiining; and

6 Estimating the cost of the indents.,,Fhis may be called
Indents Fstimating. \ “

2123:3  Indents Passing Work

2123:3:5 Indents Passing WogK'is to consist of the following

weekly jobs :

www.dbraulibraftj«,(;rg_in
1 Preparing ihe necessaty notes for the sanctioning authority.
This may be callg;jd\fndent Noting ;
11 Forwarding theindents to the sanctioning authority. This
may be called Indent Forwarding ;
2 Passingthesanctioned indents on to the Order Section. This
may Mde-called Sanctioned Indent Forwarding ; and
8 King the necessary action on such of the items of the
. sarded indents as have not received the sanction of the

o\ ‘authority concerned. This may be called Rejected Items
»\./ Disposing. :
\ )
_ 2126 FINANCE
‘ The work of the Book Selection Section relating to finance
in general may consist of the following items of work :

6 Taking the necessary steps to fix the annual allotment for
books and periodicals in different subjects. This may be
called Allotment Work ; and
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BOOK SELECTION SECTION 2126:6:8

Advising the experts responsible for the preparation of
indents for books about the financial position in regard to
the dilferent subjects from time to timo. This may be called
Alforment Watching Work,

2126:6 Allorment Work

2126:6:8 Allotment Work is to consist of the following annual

1

b
13

23

G

91

Q!

Ascertaining from the cxpert advisers in different subjests
if they desire to have any change in the annua! al{tment
to their respective subjects. This may be callcd Expert
Opinion Obtaining ;
Estimating the cost of the indents awakmg ordering
in cach subject. This may be called Axpettr Indents Esti-
mating \\
Estimating the cost of Dutstandmg orders for ordinary
books in each subject. This may be called Qutstanding
Orders Estimating ;
Estimating the probable cg‘st of standing ordecs of various
kinds in each subject. Thlb may be called Standing Orders
Estimating; www.dbraulibrary org.in
Ascertaining from the PenodlcaI Publication Section the
probable cosK ’the current periodical publications in
each subject. }hls may be called Periodical Publications
SubscriptiopnEstimating ;
Ascertathing from the Finance Section the total book fund
likclg(‘\a" be qanclioned for the year. This may be cailed
fuet Ascertaining ;
’.Ascertammg from the Accounts Section the actual expendi-
vture on books and periodical publications in each subject
for the three preceding years. This may be called Acruals
Ascertaining |
Preparing in the light of the data obtained by the foregoing
routines, the schedule of allotment for the different subjects.
This may be called Preliminary to Allotment ; and
Forwarding the schedule of allotment to the sanctioning
authority and obtaining the necessary sanction. This may
be called Allotment Sanctioning.
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2126:7.7 LIBRARY ADMINISTRATION

2126:7 Allotment Watching Work
2126:7:7 Allotment Waiching Work is 1o consist of the follow-
ing quarterly jobs:
The jobs under this section will be similar to the annual johs
22, 23 and 24 under 2126:6 Allotment Work und in addition the
tollowing :

3 Ascertaining from the Periodical Publication Seclion e
annual subscripfion that will have to be incurred diving
the current financial year on any new periodical pub) Cions
that might have been sanclioned in the year. Thisymiy be
called New Periodical Publication Cost Ascerrajn’igzg;.

7 Ascertaining from the Accounts Section the ag:tfuhl dxpenditure
on books during the current financial yeats ~This may be
called Spent Amount Ascertaining. !

71 Advising the experts in the different subjetts about the amount
remaining unappropriated. This. fody be called Alfotment
Balance Advising. P \4

2126:7:8 Allotment Watching Woik is to consist of the follow-

ing annual job : N7

71 Advising the expert in each subject about the annual allotment
for the subjeet- " PHRRMY B5&Med Aliotment Advising.

'g:"z\ 213 Routine
2131 SOURCES
w5 2BY 2 Sources Acquiring Work

N T 23120 Immediate jobs
2131:2:11 <S0UrRCES NOTING

Tl;e'\Book Selection Section is likely to come across information
}'e‘garding sources likely to be of use in book selection work, at
\Mfmy moment. This may happen either in the course of the seclion’s
systematical perusal of the printed materials or in their conversation
or correspondence with persons or bodies competent to give advice
m the matter. It may even happen in a very unexpected and
ynusual way while engaged in some other work. As soon as the
information is spotted out, note down all the necessary particulars
as far as they may be available with regard to the sourcc to
be acquired to aid book selection, Tt will be convenient to usc a
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BOOK SELECTION SECTION 2131:8:58

Source Selection Slip with similar headings as the book selection
card for noting down the particulars. File all such source slips
in the Source Slips Tray in a classified sequence on the basis of the
subject to which the source relates.

2131:2:12  SuGGESTION NOTING

Books of probable interest to the library are likely to be brought
1o the notice of the Book Selection Section either by the other sections
of the library or by the users of the library or when the Book Sclection
Seclion peruses different books and periodicals. O\

When the suggestion reaches the Book Selection Section, prepare
a Book Selection Card for it and file it in the Suggestion Tra}, in"the
classified sequence,

2131:2:5  Weekly jobs o
2131:2:52 SourcEs RIQUISITIONING
On the appointed day of the week, pick qut\\Prom the Source
Slips Tray the outstanding source slips am?k send requisition to
the appropriate party for the supply of the® sourcc

2131:8 Sources ~Alrrangmg

2131:8:5 W‘iezd}’]oéﬁww dbraulibrary.org.in
2131:8:58 SOURCES SHELVING
On the appointed day of the week, insert all the sources of book
selection received in t \éeursc of the week, in the appropriate
places in the Sources Shelf.
It will be couvement to have the following three characteristics
for ihe classific arranccment of the sources :
I Subject i L
2 VendQ\or publisher, as the case may be : and
3 The\ ddte of the source.
Thess tharacteristics may be taken in the sequence given above.
“Yesult of this will be that on the Sources Shelf all the source
materials relating to a specificd subject will be found together.”
Among the sources relating to a specified subject, all those issued
by a specific vendor or publisher will be found together and arranged
chronclogically in the sequence of the date of ssue.
As book selection will have to proceed subject by subject,
this is the most convenient arrangement for the sources on the
Sources Shelf.
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2131:8:88 LIBRARY ADMINISTRATION

2131:8:8  Annual job
2131:8:88 SOURCES WEEDING
Ai the appointed time each year, scrutinise the Sources Shell
carefully and weed out all unwanted materials.
 The sources for book selection accumulate in a library ul a
very rapid rate. They also grow out of date with equal tupidity.
If the weeding out is not done systematically, onc is likely Lo be
snowed down by useless rubbish and the Sources Shelf may provgs,
to be an obstruction rather than a help.

O\
2132  SELECTION O
9 2132:1 Book Selection Work &
M; 2132:1:3  Caswual jobs ~"‘;.\\

2132:1:31 PRELIMINARY SELE({HQN
Mark in pencil in the source for bogK’stlection cach item
deserving consideration by the cxpcrls’\,hélping the library in
book sclection work. The marking should be done as foilows
Guess the main class of the itgm and put in the left hand
margin opposite to the headingtof ‘the item the symbol for the
main class. www_dbrauljbra:r‘:;(.org.ln

2132:1:38,\ PRELIMINARY CHECKING
_ Take each of the 'mgxk'ed sources in hand and check the marked
{tenls with the lilgrary catalogue as well as the book selection cards
in the selected; Satds tray and the order tray. Score out the items
already represented in the library catalogue or in the selected

cards tray™\"
g
'\.j N 2132:1:5  Weekly jobs
~\J 2132:1:51 MARKED SOURCES FORWARDING

\/ On the appointed day of the week, forward to the librarian all
the marked sources preliminarily checked.

..? 2132:2  Book Selection Carding Work

2132:2:3  Casual jobs
2132:2:31 Book SELECTION CARD WRITING
On the receipt of the marked sources from the librarian,
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BOOK SELECTION SECTION 2132:5:45

write oul a Book Selection Card for each of the items approved by
him,

Use the library hand for writing the book selection card. Re-
mernber in particular that the book sclection card written by yon
is going to be transformed successivcly into the indent card, order
card and accession card and that it forms a permanent record of
the library.

Give in the left hand bottom corner of the book selection card
the exact reference to the source from which the book is selected
eg P C (meaning Publisher’s circular) V 33, p 55. O\

2132:2:35 BooK SELECTION CARD CLASSIFYING, \. ),

As far as can be judged by the title, author, and rcvrew notes,
if any, found in the book sclection card, classify the bgok as closcly
as possible and enter in pencil the class number if the appropriate
place in the book sclection card. Whenever ecessary, consult
the technical section. AN

W

2132:2:37 BoOK SELECTION; CURD COMPLETING
If the mccessary bibliographical dctaﬂs are not to be found
in the source, secure them fromg any other available source and

make the book selection card as complete as possible.
www.dbraulibrary org.in

2132:2:; 5 Weekly jobs
2132:2:51 BOOK SELECTION CARD REVISING
On the appointed w “6f the week, take out all the book selection
cards written and epmipleted in the week and compare the entries
with the source§’ffom which they were taken. Carry out all the
corrections f(iund NCCessary.

J73132:2:58 BoOK SELECTION CARD FILING
As sb\on as the revising work is over, insert the cards in the
.Sehzgred Cards Tray in the appropriate classified scquence. While
‘Ingerting a card, if a card is already found for a particular book
\dke away and score out the card which is less full in details.

2132:5 Book Selecno_n Consultation Work

2132:5:4  Daily jobs
2132:5:45 TUrceNT Book SELECTIGN CONSULTING
The routine for thisjob is similar to the routine givenin 2132: 5: 5,
except that it will have to be done urgently.
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2132:5:51 LIBRARY ADMINISTRATION

2132:5:5 Weekly jobs
2132:5:51 Boox SELECTION CARDS FORWARDING

On the appointed day of the week, pick out, from the Sclected
Cards Tray and the Deferred Cards Tray, the book selection cards
portaining to the subject or subjects falling due to be dealt
with in the week in the light of the suggestions contained in the
introduction to this chapter, and forward them to the experts
helping the library in Book Selection Work. In the forwarding letier,
‘mention the number of cards sent, the amount allotted to the subjecs
for cxpenditure within the year, the amount already spent, ythe
amount still unspent, and an estimated cost of the items Emluded
in the book sclection cards sent. Request the expertsfo-sort the
book selection cards into three groups, as approqu",f ¢ rejected
and * deferrcd”. If necessary, mention also ﬂw,fflast date for
his reply. A more satisfactory practice will o*to persuade the
experts to call at the library and get the woskwdone jointly by the
expert and the librarian. L

' 2132:5:53  INDENT. COPYING

Sort the cards in the approved,gioup by the main classes. Sepa-
rate out the cap@g\,_gggggjﬂg;%@qg order, prepayment etc.
Sort the remaining cards,.pettaining to a specific main class by
the standing vendor wifh®> whom the order is to be placed, in
consultation with the, Book Order Scction. Arrange the cards
in each vendor grovp alphabetically using the heading as the
basis, After the’,afrangement is over, send them to the Corres-
pondence Sec}i\on for the indents to be typed. It will be an
advantage;ﬁ get five copies to be typed. One copy is to be
used aQﬂ:tc' indent, the second as the order, the third and the fourth

as thé office copies of the order, and the fifih for the file of
«th&': Reference Section.

2132:5:58 UNRECOMMENDED CARDS FILING
As soon as the cards come back from the experts, file the deferred
cards in the appropriate classified sequence in the Selected Cards
fFray; and file the rejected cards in the appropriate classified sequence
in the rejected cards tray. If the expert had not already sorted
the cards as desired but had mercly noted on the cards his opiniom,
the cards will have to be $orted out into the three groups as a
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ROOK SELECTION SECTION  2133:1:521

preliminary step before the unrecommonded cards are filed.

Tt is a matter for consideration whether the finally rejected cards
may rot be straight away destroyed. Bud cxperience shows that
it may be helpful to preserve them for some time and pass them
on to other libraries less organised and made to scek our help
in Book Selection Work. If, however, there is no chance for this,
the rejected cards may be destroyed periodically, say, once in a
vear. As an alternative, the entry on the card may be scored
oui and the card used for some other purposes, such as fat
shelf-labels. : O\

. A
NS *
72133 INDENTS A >

"\
7N
< 3

2133:1  Indents Scrutinising Wg{;’s

2033:1:5  Weekly jobs )
2133:1:5] INDENT CHECKING
On the appointed day of the weck, c:ﬁ;k cach indent received
in the week carefully with the catalpéu’e, the order tray, and the
bills on hand awaiting payment, .;theck each item not only with
reference to the heading but alsd ‘with reference to the ftitle, if it
is ope that is likely to have-received a vt PREry P CRE A SiSo
with reference to the seri{s" ®ntry, if the book belongs to a series.
Check also the namges of Mranslator, editor, ete and in every othoer
possible way to sed\that no item is unnccessarily duplicated ;
in casc of doubt] :go to the shell and examine such of the books
as you have feaséns to suspect might have been wrongly entered -
in the inden®\¥If in your opinion an attempt should be made for
securing\dny item as a donation, put the letter “G” against it. If
any ‘iteax raises issues which cannot be settled without a reference
to, me"expert, put the letter “E” against it. Score out the un-
\;Wéa,nied items. As soon as the checking is over, write the word
“Checked * at the left hand bottom corner of the last sheet of
the indent, initial, and date it.

2133:1:521 SUPPLEMENTAL BOOK SELTCTION CARDING, ETC
Supplemental book selection process : The routines for these
jobs are similar to the routines of the corresponding jobs given
under 2132:2 Book Selection Carding Work.
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2133:1:54 LIBRARY ADMINISTRATION

2133:1:54 INDENTS DOUBTS CLEARING
On the appointed day of the week, scrutinise the indents checked
in the week and refer each of the items with the lclter “E”
marked against them, to the expert concerned sctting forth clearly
the issues requiring to be examined by the expert and asking for
a definite decision by him.

2133:1:55 COST ASCERTAINING
If agajnst any of the items in the indent, the cost is not givcn\
write to the publisher or vendor, as the case may be, askifig, for
a quotation. In some cascs the cost may be estimdted‘und the
further work with the indent may be taken on hand “In cases
where the cost is likely to be very high or the cost; 18 llkdy to go
beyvond the amount allotted for the subject, 1t»~k desirable that
the cost is previously ascertained before fufthey’ action is taken.
~
2133:1:56 INDINT ESTIMATING
After all the processcs mentioned yader indents scrutinising work
are over, cstimate the cost of the\indents as closely as possible;
and wrile the figure in pencil oppesite to the word ** Checked ™ at
the bottom of tm@gbggﬁqj&g§,}}; émlgilent The estimate should
be given both in forelgn and local currency to facilitate the work
of the Order Sectlon.i,“\

21;’}3\:3 Indents Passing Work
) 2133:3:5  Weekly jobs
’ 2133:3:51 INDENT NOTING

On,\he appointed day of the week, for each of the scrutinised
mdents, prepare an indent note on the fndent Noting Form, filling
" A all the columns as fully as possible, taking care to get the exact
ya@mount already spent in the subject and the ostimated cost of Lhe

outstanding orders from the Accounts Section and the Order
Scction respectively.

As_soon as the notes are filled up, forward it to the Hbrarian
for his approval and remarks, il any.

2133:3:511 TINDENT FORWARDING
On the appointed day of the week, collect all the indents on
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BOOK SELECTION SECTION 2133:3:38

which notes have been prepared in the week, including the urgent
indents also, if any. Arrange them in the sequence of the subjects
and forward them to the Committee Section for inclusion in the
papers to be sent up to the sanctiofing authority during the week,
or Lo the librarian if he is himself the sanctioning authority.

2133:3:52 SANCTIONED INDENT FORWARDING

On the appointed day of the week, take up each of the sanctioned
indents received from the Committec Section or the librarian as the. {
case may be and deal with it as follows : O\

Pick out the four other copies of the indent (see routine 21 32:5:53
which provides for five copies of the indents being made af the-time
of indent copying) in the case of indents copied by the section
and score out in them such of the items as have nof feccived the
sanction. Score out similarly in the case of indénts received in
the form of lists from outside. Attach a traphission sheet to
one of the copics or the original as the case .’a} be; and copy in it
relevant extracts from the Indent Ngfidg Sheet. Remember,
particularly, to note down the datc of sahction and the remarks,
if any, of the sanctioning authority’jémd then transmit the four
copies of the indent to the Order-Section. i

Along with the copics of thofident or the” SELabIarher gt
may be, transmit also the Book Selection Cards of the sanctioned
iterns. ) im\

Note down in the h\hcht Note Sheet, the date of transmission
of the copies to thelQrder Section and get the dated initials of the
head of the OrdeXScction as a token of the section having taken
charge of theGapics of the Indent and of the refated Book Selection
Cards. \“\

O
N\ 2133:3:58 REMCTED T1EMS DISPOSING

’"‘A:ftér the transmission of the copies to the Order Section, pick
}ut the book selection cards of the rejected items and insert them
in the proper place in the Rejected Cards Tray or Deferred Cards
Tray, as the case may be. If, however, the instruction of the
sanctioning authority is that the item should be brought up definitely
at a later meeting, transfer the cards to the Sclected Cards Tray,
with a slip attached o the cards showing the time for their being
sent to the sanctioming authority.
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2136:6:8 LEBRARY ADMINISTRATION

2136 FINANCE

Y

21366 Allotment Work

2136:6:8  Annual jobs

The different jobs of the Allotment Work should be done for
each subject separately.

2136:6:81 ExPERT OPINION OBTAINING \

At the appointed time each year, write to the experts, Kelping
the library in Book Selection Work in different subjectsyscthing
their advice as to whether the annual allotment for thefr respective
subjects would require any change. In the letteryshaté the total
annual allotment for the preceding year, the amognf\sbent on current

" periodical publications, and the balance available for books and

/N

N\

back volumes of periodical publications. :.st also if they would
suggest the acquisition of the back yglimes of any periodical
publication in the ensuing financial ycar.

2136:6:822 ARREAR'INDENTS ESTIMATING

At the appoiptedbiifunseash sriearm pick out the indents either
awaiting sanction or nof Vet transmitted to the Order Section
though sanctioned. Estimate which of these indents could be
purchased within thc'\ﬁn‘ancial vear and eliminate them. Estimate
the cost of thesndents that will have to be purchased in the
next financial year. This amount may be referred to as Arrcar
Indent Coste\"

A\ )136 16:823  QUTSTANDING ORDERS ESTIMATING

Fu’u} out from the Order Section the items for which an order
had been sent but whose supply could not be expeclted within
the financial year; and get an estimate of their cost. This amount
may be referred to as Outstanding Order Cost.

‘ 2136:6:824 STANDING ORDERS ESTIMATING
Find ouf in consultation with the Otder Section, how many
volun‘ges are likely to be received in the next financial year under
the different standing orders current in each subject. Estimate their
cost.  This amount may be referred to as Standing Order Cost.
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BOOK SELECTICN SECTION 2136:7:724

2136:6:83 PERIODICAL PUBLICATIONS SUBSCRIPTION ESTIMATING

Got from the Periodical Publication Section an estimate of
the annual subscription for the periodical publications cucrent in
cuch subject.  Find out also il there is any probability ol any back
volumes of periodical publications being acquired and if so get their
probable cost,

Ascertain in this way the total amount that is to be spent on
periodical publications for each subject in the next financial year.{
This amount may be referred to as Periodical Publicatigns
Cost. RAY.

O
2136:6:86 BUDGET ASCIRTAINWG

Find out from the Finance Section the probable gmbunt likely
to be available for purchase of books and peripdical publications
in each subject in the next financial year. T{ia dmount may be
referred to as Budget Amount. \*\ ’

2136:6:87 ActUALS ASCBRTAINING

Find out from the Accounts Seclion’ the actual expenditure on
tooks and periodical publicationgtin cach subject for each of the
three preceding financial yea‘fsjo Estimate from these data the
average or the normal amoufittspent on each itbiiepdibyeny. orflis
amount may be rcferreglitq\as the Actuals.

K™
2136688 PRELIMINARY TO ALLOTMENT

In the light: 4P ihe data obtained by the foregoing roufines,

prepare a sc};@@u’](—: of allotment for the different subjects.
o

s§ 2136:6:801 ALLOTMENT SANCTIONING
Fofward the schedule of allotment with the necessary notes
mftﬁe Committee Section for inclusion in the papers to be sent
“o/the sanclicning authority.

2136:7 Allotment Watching Work

2136:7:7 Quarterly jobs
2136:7:722, 2136:7:723, 2136:7:724
These routines are similar to the corresponding annual routines
in “2136:6 Allotment Work™.
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2136:7:73 LIBRARY ADMINISTRATION

2136:7:73 NEW PeRIODICAL PUBLICATIONS COST ASCLRTAINING

Find out from the Pecriodical Publication Section, il any new
periodical publications have been sanctioned during the year and
if 30 how much amount should be set apart for meeting their sub-
seription in the current financial year.

2136:7:77 SPENT AMOUNT ASCERTAINING
Find out from the Accounts Section the amount actually spatih
on books during the financial year, oY
{
2136:7:771 ALLOTMENT BALANCE ADVISING O
Find out the total of the amount ascertained by th&\foregoing
routines and subtract it from the annual allotment ‘€0 the subject.
Write to the expert in the subject specifying & amount still left
unappropriated. \
>

2136:7:8  Annualiob
2136:7:871 ALLOTMANP ADVISING
. As soon as the sanction for théjlschedulc of annual allolment
is received from the Commitgde® Section, advise the experts in
eacl} subject anﬂu\Iﬁ:{ t r%%}}%%ﬁ??!ﬁ!gﬁﬂ to the subject for expenditure
during the financial year,&hd ‘also the distribution of the amount
un{%er different heads,guéh as books, standing orders on books,
periodical publicaliohé\,éﬁnd back volumes of periodical publications.

& 214 Elimination of Waste

Y 2141 DIviSION oF WORK

If the}ﬁrnover in the Book Selection Section demands the assizn-
mentof several members to it, the distribution of work among the
@\Ss.}s_tants of the section should procced along the lincs of subjuct
\Spec:la}isalion. This will enable cach member to acquire an intensive
acquan:ntance with the bibliography of certain subjects or groups
qf subjects and an intimate knowledge of the resources of the

library in those subjects. ' *

2142 RESPONSIBRILITY OF HEAD OF SECTION
The head of the section should review the work of the assistants
carefully, so that books of a border line natuse do not get duplicaiod
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BOOK SELECTION SECTION 215

by different assistants. This can be done by the scrutiny of the
provisional class numbers assigned, as well as by an alphabetical
comparison of the different groups of book selection cards. It
is desirable that the Annual Allotment Work and the quarterly
Allotment Watching Work should be done by the head of the
section himself,

2143 DIARIES
Two diacies are necessary for the scction.

N

2144 GENERAL DIARY D

One General Diary on a daily basis is to have the follewing
headings : RO
\

11 Letters received; \
121 Letters replied ; O
122 Letiers filed ; A
141  Eetters drafted ; ,\
142 Routine lctters issued ;
15 Reminders sent ; ' o0
21 TIndenis called for ; A\
22 Indents received ; N\ www dbraulibrary org.in
31 Book selection c\&fds checked with Selected Cards

Tray ; )
32 Book sclectiofeards checked with Order Tray ;
34 Book sclection cards checked with bills on hand ;
35 Book sg:i@clicn cards checked with catalogue.

.'\..
M5 Book SELECTION CARDS DIARY
The sécond diary is to be on a weekly basis to show the number
of bqéﬁ selection cards written. Tts headings must consist of the
SYmbols for the main classes of the classification scheme used
ﬁ some suitable modification of them.

215 Correlation
Much internal correlation will be necessary to avoid the duplica-
tion of the same book by different assistants. Further in the case
of books in unfamiliar languages, the assistant knowing the
languages will have to give a helping hand in the selection of books
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215 LIBRARY ADMINISTRATION

in those languages, although the subject of the books muy be
diflerent from the ones he specialises in.

The following Table of Corrclation shows the jobs bringing
the section into contact with other sections :

All Sections
2131:2:12 Suggestion noting.

2 Book Order Section 7\
2132:1:38 Preliminary checking ; N
2133:1:51 Indent checking ; R\,
2133:3:52  Sanctioned indent forwarding ; O
2136:6:823 OQutstanding orders estimating ; . N
2136:7:723 Outstanding orders estimating ; s,
2136:6:824 Standing orders estimating ; \

2136:7:724 Standing orders estimating,. N

3 Periodical Publication Sectwn
2136:6:83 Periodical publications subggnptlon estimating ;
2136:7:73 New periodical publications cost ascertaining.

s dbeaul ks Section
2133:1:51 TIndent checking:
S

\5 Technical Section
2132:2:35 Book/sglection card classifying,

\&~
\ 91 Committee Section
2133:3:5 lI\iIndent forwarding (Tuesday, 12 noon) ;

2136: 6»@31 Allotment sanctioning,

"

”\'" 96 Finance Section
\21 36:6:86 Budget ascertaining.

O7 Accounts Section
2136:6:87  Actuals asceriaining ;

2136:7:77  Spent amount ascertaining.
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BOOK SELECTION SECTION 2165
216 TlHstrative Time Scheme
2165 WEEKLY JOBS

Saturday
2131:8:58 Sources shelving
2133:1:51 Tndent checking.

Sunday O
2133:1:51 Indent checking ; Ae
2132:1:521 Supplemental book selection carding ; o\
2133:1:525 Supplemental book selection card classufymz ; v
2133:1:527 Supplemental book selcciion cards complgtqng,
2133:1:528 Supplemental book sclection cards mergng ;
2133:1:54 Tndents doubts clearing ; v
2133:1:55 Cost ascertaining, RN

./

Monday \

2132:1:51 Marked sources forw ardmgw, )
2132:2:31 Book selection card wnﬁng ;
2132:5:53 TIndent copying. .;,:4

“’; www . dbraulibrary org.in

Tuesday
2131:2:52  Sources rcq@\i‘t]omng ;
2133:1:56 Indent es‘tﬁndtma
2133:3:51  Indent hoting ;
2133:3:511 Indent forwarding (12 noon).
PN\
\i ¢ Wednesday
2132:2:8N" Book selection card writing ;
213%:2'51 Book selection card revising.
~\J
4 Thursday

2132:2:58 Book selection card filing ;
2132:5:51 Book selection cards forwarding ;
2132:5:58 Unrecommended cards filing ;
2133:3:52 Sanctioned indent forwarding ;
2133:3:58 Rejected items disposing.
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2167 LIBRARY ADMINISTRATION

2167 QUARTERLY JOBS

The last week of each quartcr
2136:7:7  The jobs of the Allotment Watching Work.

2163 ANNUAL JOB

January

2131:8:88 Sources weeding ; QS
2136:7:871 Allotment advising. A

'“:'\\..;.

September—Second week D
2136:6:8] Expert opinion obtaining ; “'\‘
2136:6:822 Arrear indents estimating. "\'\\}'
A\,

Third week N
2136:6:823 OQutstanding orders estima@'é\‘

E

2136:6:824 Standing orders estimasing)
Fougilfweck
2136:6:83  Periodical publieations subscription estimating.

www.dbraulibfasy org.in

AQretober—First week
2136:6:86 Budgeg\@g}ertainsng.

N

O Second week
2136:6:87 » Metnals ascertaining.
AN
'S X

6%“. November—First week
?,lg\ %8 Preliminary to allotment.

“
N
\"4

',

December—First week

N/ 2136:6:891 Alloiment sanctioning.



BOOK SELECTION SECTION

217 Forms and Registers

217

£12 Book Selection Card. Printed. 6 pt Bristol board. White, Tray.
The text of the form is as follows :

(Front side)

Ac N Don N Wl N
CI N
Auth
4 ‘\\
Title . g\‘“;‘
Size Coll Ed R
Pub Pub price RS
2z ¢ .’\
N
Serics, cte RS
N\
Baview ) ,:\\w
&
Reference N\ ‘: )
% \/
{Back sidgy
Yendor ',‘::.{;'
N\ www.dhraulibrary.org.in
- Al t Indi
Date | [nmzf].\s‘\ i Cos ndian
RS Foreign
Sel ‘ A
Appr i - j‘w‘ :Or:ler N
Order [ _ \ w\‘? 'Youcher N
Rec $ e
xf\{' Cum
Paid AN N of Cur Yr Total
*g>\ |i --u-—a.-_\iOl in o
ACES QN B I Sub
! |
%'E\ | : Lang : [
Class | ! ' '
! P Gl Rs | ap | Rs | nP
Catal U PP N _l‘l
- d I H
Shel i S TR P S
Bound ‘ Total | | l
Weed ; |
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Q12 Book Selection Consultation Letter Form. Stencil. 21 Ib Printing
paper. White, The text of the form is as follows :

Subject : BooK SELECTION

(Number) Book selection cards in {subjecs) are enclosed for your consideration.
Pleasc be good enough to sort them into the three groups, “approved™, “de-
ferred”, and “rejected”. The three groups may be separitcly bundled and
sent to me along with a covering letter embodying your recommendation.

The balance available for purchase of books in yout subject within the u:unﬁn
financial year is Rs ) \:\.
Expecting your reply within a week, ;\’\, -
- 813 Indewt Noting Forn. Stencil. 21 Ib Printing paper. (Wfiquc, T text

of the form is as follows : D

N
Quiside N .. S Dated
File N .. N\ ate of receint
From .- ’ K9 \\“
Subject :  Indent for Books " N
Librariarn’s Note o Office Nate

3 e e ——

of items recommended

www.dbra [mbl'ﬁ'y of Hetlls already available or on

7} order
'i"’,\ N of items recommended for duplica-
£ \5.3 . tlon

a\ Estimated cost of the items not in
N, library Rs

O Estimated cost of the duplications
AN recommended Rs
P\t Total estimated cost Rs
& Alflotment for books Rs
\J Amount already appropriated Rs
Fal Balance available Rs

= Remarks

Library Committee’s decision

Nore : I the librarian is the sanctioning authority, the first column should

have the heading “Note by Head of Sectlon”, and the bottom line
should read “Librarian’s decision”,
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CHAPTER 22
BOOK ORDER SECTION
221 Planning

2211  FAR OFF BOOK MARKET ~
The work of ordering books in Indian librarics is at preseql ihore
difficult than it is elsewhere. 1t is European books and pagfieflurly
English books that figure most in Indion libraries, {hus, the
chicf book markets arg thousands of miles away—-in farell London,
New York, and other centres in Europe. Asg@0result, Indian
libraries are not able to get books on approval o choose betwesn
different editions. The task of deciding ywitether a new cdition
announced is substantially different from'z‘?h'e one, already in the
library becomes extremely difficult. TE: Book Order Scction in
Indian libraries has to take a muphlgfeater responsibility and put
in much more work in checkingithe indents with the stock than

that in European and Americailibraties.

www dbraulibeaty org.in
2212 LINDIAN PUBLICATIONS

in the maiter of I‘udiﬁn publications, the situation is even worse.
The publishing trade is not yet properly organised in India. MNor
is there a bogkselling trade, excopt for school text-books. In
most casespihie author himself has to play the role of publisher
and bookseller. He lives in out-of-the-way places. As may
be coteéd, he has not developed business methods, Not in-
freqiiently, it happens that he does not respond at all to ordets.
THere are instances when the Madras University Library had to

N . .
wsend six reminders to an author-cum-publisher-cum-book-seller,
before getting a reply. Occasionally it happens that the author

had burnt his fingers by venturing to print a work of his and that
he had left his place in disgust and migrated to some other place
to find some means of living. In all probability, he had left his
stock behind, in his deserted house with nobody to look afier them ;
and there is no one in his old village to redirect his lotters (o his new
address. This picture is by no means an imaginary one. The
Madras University Library and the Banaras Hindu University

1t6



BROOK ORDER SECTION 2214

Library have becn experiencing 1his every now and then. Ii
can be realised how difficult book ordering should be in such circum-
SLaHCUS.

Anotler complicating factor in ordering Iadian books is due
to ihere being no conformity to bibliographical standards either
in the make-up of the title pages of books or in the preparaiion of
indents by persons speeialising in ihe study of topics usvally found
culy in books in Indian languages published in India. The typo-
graphical display of the title page not infrequently places improper
emphasis, Tor example, the name of the patron or some other
mf"ue'mai person appears in the boldest and in the biggest p‘e

‘hereas the mame of the guthor iz hidden away in the smal est
poss_ib}e type or is cven omitted. Specialists stilt comtinpe to
mention the books only by the iitle. The idea thai‘the names
of authors und publishers are necessary elements iendividualising
books has not yet become lamiliar. \

There is, at present, a vexatious factor. Tlfls*e is ne Net Book
System. Some booksellers give a dlsconm\shghlly greater than
what the publisher himself gives. The Cénifal Executive insists on
this advaniage being taken at any (;gsi; It does not realise that
the cost of getting comparative qllm;ttion-—it has oficn 10 be for
individual books even—exceeds thes probablg,‘pg\pﬁ@; a'ﬂhﬁ%sf‘t cases,
Nor does it realise that a bookscller giving over-attractive Y tartis
often delays supply and uhﬁﬁately even fails to supply.

2213 }IDLTIVOLUMFD Books

Another rcsponsgbﬁﬁy of the Book Order Seciion is that of secing
that the Multiju{iumcd Books are carcfully waiched and thai all
the volumes etfa set are acquired as and when published. It is
a matter of Oommon knowledge that frequently we come across
cases of Mulmolumed Books whose volumes are published in
d]fff\reﬁt years. Unless a suitable mechanism is devised to deal
with Jsuch cases, it will lead 1o the library possessing incomplete
sets, to the great annoyance of the readers,

‘ 22i4 PrepAlD Books

Books published serially and books published on Prepaid Sub-
scription basis form other complicating factors requiring the
greatest vigilance on the part of the Book Order Section.
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z‘i\

3 7 2215 STANDING VENDOR

Itis a moot point whether it is advantageous for a library to
buy its books directly from the publishers or through a Standing
Vendor. In the case of Indian. books, the question is easily decided
in favour of the former alternative. For, India has not yet developed
a reliable, painstaking and organised book trade for such bouks.
‘The vexatious factor mentioned at the end of Scetion 2212 makes
the Standing Vendor System result in extreme delay in the supply

of book&. Hence as has already been indicated, the only sitiga
factory procedure is to deal directly with the publishers or the
auﬁors 75 106 case may be. No doubt, every effort should‘ be
‘made to build and organise a sound bookselicrs’ trade {n) India,
capable of handling all our purchascs, Indian or for u&n

The position is, however, different in the casg %f Tur opean
and American books. Here, it is an advantage. $¢" Bau a Standing
\?cndor appointed in Incha itself or at eachMimportant book
centre—say, one for London, one for Newy \zbrk one for Leinzig,
one for Paris and so on. On the one hand\thcse book centres have
experiencéd and competent booksellers( of Stdndmg, and on the other,
it will be difficult for Indian libraties\to take all the bibliographical
precautions, if they d g.l d]f c*l with the several publishers. There
are booksellers in t‘ﬁoselﬁ Eij( ﬁireéq Who are prepared to render us
certain amount of blb]logl:aphl(.‘dl service.

A\
4201 & "TERMS OF CONTRACT

It is necessary fox the Indian libraries to stipulate certain condi-
tions of a bibliedrdphical nature in appointing a Standing Vendor.
He should b( atked to undertake the following responsibilities

i ‘E\cry volume should be carefully collated before being

Ssupplied.  If any defect is discovered at this cnd the vendor
PR

~O should take back the defective copy and supply a sound copy

) at his own cost, including the to and fro freight ;

The Jatest edition of the book is to be supplied, unless thers

are specific instructions to the contrary ;

3 If the order copy contains a note that a certain edition of a
particular. book is already in the library, he should find out
if the later edition in the market is substantially different from
the one in the hbrary I not, the book should not be supplied;

118
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BOOK ORDER SECTION 2217

hut an advice should be sent. In cases of doubt, he should
state the case and supply the book only after recciving a
cordlrmatory order ;. -/, 0

4 If u book is the _r_q_xssu‘- of another book under a different
title, he should advise the library about it and supply it only
after receiving a confirmatory order ;

3 1f a book is an off-print from a periodical publication or
another book, he should advise the library about it and/

supply it only afier receiving a confirmatory order ;

& 1l a book is really a foreign publication, though listed in e

irade pericdicals of his country by the local represent\f:ttwe

of the foreign publisher, he should advise the libragyabout it

and supply it only after receiving a4 confirmatory Order H

If ibere is apy difference in the name or in "thc spelling of

the name of the author or in the title, ho should advise the

library about it and make the supply ,oﬁl*y after receiving a

confirmatory order ; and ~\

3 If any book occurs in more thag fme order or is covered
by any of the standing ordergy, only one copy should be
supplied and a second copy should not be supplied without
getting a confirmatory ordei'.’

o]

www.dbraulibrary org.in

. In ali these cases, if the. wndor sends a wrong supply, he shoukd
iake it back at his ow Qest

The experience ofsthe Madras University Library is that a sub-
stantial saving is effectcd in the book fund by the standing vendors
undertaking suchy bibliographical rvesponsibilitics. As the trade
lists do not ggrkrally give frank information on these poinis, these
problems.gdmot be solved without actually examining the book.
This is, 'i}npracticdble for Indian iibrarics as we are thousands of
miles \away from the book markets. Hence the responsibility

as)o be shifted to the standing vendors in the respective book
centres. This also shows the futility of appointing Indian book-
sellers as standing vendors for foreign books, uanless they have
their own agenis in the different book centres of the world, to
examine the supply personally before it is shipped.

2217 OuT-Op-PRINT BOOKS
In the matter of Out-Of-Print books, it is best to obtain guoiations

19



2217 LIBRARY ADMINISTRATION

from different second-hand booksellers and decide the vendor
i each casc on its merits, rather than appoint a single standing
vendor. Very often the catalogues of the second-hand bool:cllers
may obviate even the necessity for enquiry. Bul these catalogues
should not be relied upon, if the amount is considerable. it may
be possible to get better terms by obtaining competitive queisiions,

/‘1/24 8 FACTORS IN PLANNING N
The distinctive work of the Book Order Section is to be pitangd

with reference to the following factors : O\

v O
Standing vendors ; N\

Enquiries and quotations for unusual individdal’bosix

Books not falling within classes 4 to § e&ﬁncralcd below.

These may be called Ordinary Books ;NN\Y

4 Standing Order Books, which meapsione of the folivuing :

41 300E§j§1_®“_g.i!18_.19ﬁ. series Whgs'é wolumes the library has
decided to buy. These may be\called Series Books ;

42 Books in two or more volumes, all the volumes not being
published simulfaneousi™> These may be called Mol
volumed Books: SN

43 Books ﬁl‘%ﬁshf]é;af‘ih‘bf:aﬁfé%lﬂl fascicules. These muay be
called InstalmentBooks ;

44 Books for which advance payment has to be paid in full
or in pant Bofore actual publication. Thesc may be called
Substrpion Hooks ; and.

8 Books\Wwhich can be acquired as donation. These may be
cg&f.éd Gift Books.

i I —

N

V";Qf\hese factors, the appointment of standing vendors will
Jiave 1o be done annually, biennially or triennially but not at more
\”‘;fr‘?qucnt intervals. _Enqu.iries will have to be made and quotations
will have to be obtained for unusual individual books as and when
required, as a casual job. The ordering of ordinary books should
bf"' taken up pericdically, the periodicity depending upon the quan-
tity of the order. In a big library, it may be convenient 1o use
the week as the period. Tn what follows, the routine is described
on that basis. But if longer periods are practicable in smaller
libraries, there will be no difficulty in adopting the routine to any
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periodicity. The order work for instalment books, subscription
books, and series books is to be planned on the analogy of the work
of the Periodical Publication Section. FHence, n what follows,
it is only such items of routine in regard to these books as are
different from the routing of the Periodical Publication Section
that arc elaborated ; and for all other routine, reference is to be
mnade to the routine of the Periodical Publication Section.

22191 SusJecT CYCLES O
Thus, the most important part of the routine described ipaghis
chapter can be seen to be thal which relates o ordinary.books.
As suggested in section 2114, it wilt add to ihe systemaiSation of
the work of this section and of the other sections if the, otder work
for the different subjects are taken up for the weekly order work
in systematic cycles. The periodicity for cachlsibject should be
adjusted from time to time in the light of ‘stippiy and demand
and with a view to spreading the workﬂt{i’;t e seotion evenly over
the different weeks of the year. )

222 Job-Bnalysis

2221 STXND]NG VENDQ%TauIibrary_or .in
2721-8 The work of the"Book Order Section relating 1o Standing
Vendors is to consist,\tifzthe foilowing annual jobs :

1 Calling forfBe terms on which ordinary books can be supplied
to theMibfary by different vendors. This may be called
Caliitg for Terms of Supply ;

2 tulation of the terms offered by the different vendors.

. '.j:fhls may be called Tabulating the Terms of Supply ;

4o "and

{ ~;"5 Fixing the ‘standing vendor or vendors, as the case may be.
This may be called Standing Vendor Appointing.

2222 ENQUIRIES AND QUOTATIONS FOR
UNUSUAL BOOKS _
1333:5 The work of the Book Order Section relating to En-
quiries and Quotations for unusual individual books is to comnsist
of the following weekly jobs :
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1 Calling for quotation or for any information in rigard to
specific book or books, as the case may be. This may be
called Quotation Calling or Enquiring ; and

2 Tabulating the information obtained from the dificrent
sources relating to specific books. This may be culled Quosa-
tion Tabulating.

2223 ORDINARY BOOKS
2223 The work of the Book Order Scction relating to Grdinurg™\
Books is to consist of the following items : \
" 4 \
{ Tallying and soriing the book sclection cardy u!almg:,
io the indent. This may be called Tallying am( Serting
Work ; &

2 Checking the book selection cards with ﬂm resources of
the Ibrary with a view to ehrmnatmg Huplication.  This
may be called Final Checking Work 7%

Preparing the order. This may ne\called Order Preparing
Work ;

4 Consultmg the experis con,t:'erned about doubtful cases.
This may be called Doubd} C!earmg Work ;

5 Issuing thww. ébéié@hh"ﬁnﬂ gy be called Ordering
Work ;

5 Carrymg out the™ I}GCCSS‘JI}’ items of work relating to an
order immediatsly after it is issued. This may be called
Posr-Orde{TI‘E’ark :

7 Receivingdhe supply relating to an order. This may be
calledyBook Supply Receiving Work ; and

8 ”I}ﬁg with the information recewed, if any, about the
b ks not supplied. This may be called Unsupplied Books

~SWDisposing Work ;

»\182‘ Ensuring the prompt exccution of the orders by the vendors.
N/  This may be called Vigifance Order Work.

Lot

2223:1 Tallying and Sorting Work
223315 Tallying and Sorting Work is to consist of ths
following weekly jobs :

H

H Tall_ying the indent or the indent copy, as the case may be,
recetved from the Book Selection Section, with the related
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book sclection cards received from the same section: and
sorting the latter according to the types of books. This may
be called Prelininary Sorting ; and

Alphabetising the ordinary book order cards relating to ali
the indents taken up for ordering in the weck., This may
be called Order Cards Alphabetising,

i)

2223:2  Final Checking Work
2223:2:5 Final Checking Work is to consist of the following™\

woeckly jobs @ N
oA\

23 Checking the alphabetised ordsr cards with the outétz\mding
order tray. This may be colled Checking with Oﬁsramﬁn‘g_
Order Troy )
Checking t‘1° alphabetised order cards w”fh the standing
order cards. This may be called Chesking with Standing
Order Cards ; \\

4 Checking the alphabetised ordcl\ cards with the bills
on hand., This may be callcd ‘Checking with Bills on
Hand ; ™

495 Subsidiury job in the qums University Library @ Getting
the alphabetised ordert \cards chesked. dysi-atheorBinehangs
Section. This may be called Checking with Exchange List ;

3 Checking the alphﬁbetrsed order cards with the library
catalogue. Ts{w‘ may be called Checking with Catalogue ;
and

& In case,df doubl checking the order cards directly with

the onks on the shelf. This may be cailed Checking with
Boak\;

[
-

N
W - 2223:3  Order Preparing Work
2.2{).3 :3:5  Qrder Preparing Work is 1o consist of the following

\x gakly jobs :

11 Picking out the unscored cards from the card checking
box and sorting them by vendors, ete.  This may be called
Unscored Cards Sorting ;

1i8 Plckmg ouf the cards of the books which can be got as gLfts
This may be called Gift Cases Picking ;
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12 Estimaling the cost of each one of the groups into which
the unscored cards have been sorted. This may be called
Order Cost Estimating ;

13 If the Book Selection Section has transmitied the approv-
ed indent in original, geiting the order copics (yped
with the necessary notes. This may be called Order Copy

. Making ;

14 Tf the Book Selection Section has transmitted only copies
of the approved indent, transferring to the copics \
of the indent the necessary remarks and notes ImQ
the related order cards. This may be called O*a’u (om
Noting ;

15 Scoring out the rejecied items and tallying lh*v scored
items with the unscored cards in the a]plmﬁc‘ilsbd order
card box of the week., This may be called Order Copy
Completing ; A\

5 Consulting the Technical Section,{ €irculation Section,
Reference Section and Maintenageg\Section for detection of
any casoal duplications that, mrght have unintentionaliy
crept into the order, Tl‘ll‘i may be called Intersectional
Consuhm‘gw\ dgr uhb(a in .

6 Finding out if the Jjun $'for the subject would admit

of the order. m{hls may be called Finance Diary
Consulting. ¢ ¢\J

\\ .
2223 4 Doubt Clearmg Work

2223:4:5 DouBt Clearing Work s to consist of the following
weekly Jobs\

LN
5 Piacmg before the experis the issues on which advice is
o~sought. This may be called Advice Seeking ; and

\8 Tal_nng the necessary action on the receipt of the advice.
This may be called Advice Disposing.

2223:5 Ordering Work

. %223:5:5 Ordering Work is to consisi of the following weekly
jobs :

1 Writing out the formal letter for transmitting the final
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order to the vendor. This may be called Order Writing ;

24 SBcrutinising the order afier its return from the librarian,
This may be called Fipal Scrutiny ;

2% Filing the order cards in the order tray. This may be
called Order Card Filing ; and

3 Transmission of the order to the Correspondence Section
for despatch. This may be called Order Transmitting.

2223:6 Post-Order Work O

2223:6:5 Post-Order Work is 1o consist of the foliomng

weekly jobs ¢ A

{ Transmiiting to the Book Selection Section the joriginal
indent, in cases where the original indent hag’\beén received.
This may be called Origing! Indent Tran$afiihing ;

2 Filing the office copies of ihe order. Thls may be called
Order Copy Filing ;

6 Entering the estimated cost of tha) maér in the finance diary.
This may be called Finance Diarp Posrmg ;

7 Transmitting to the Referchice’ Section the third copy
of the order. This may be called Order Copy Transmitting ;
and O - www.dhraulibrary org.in

8 Filing the cards scofed out during the checking process.
This may be called® Seored Cards Filing.

&
222378 }ook Supply Receiving Work

2223:7:5 Boolc Supply Receiving Work is to consist of the

following wegkly jobs :
o

I Re‘m%\"}-ing the supply and transmitting it to the Accession
Section. This may be called Supply Receiving ;
»Q“\Picking out the order cards from the order tray for
N each item in the bill. This may be called Supplied Cards
Picking ;
Reconciling the order cards with the bill. This may be
called Order Cards Reconcifing ; and
4 Travsmitting the bill and the related reconciled order cards
to the Accession Section. This may be called Bill Books, and
Cards Transmitting.

Lad
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2223:8 Unsupplied Books Disposing Work
2223:8:5 Unsupplied Books Disposing Work is to consist
of the following weekly jobs :

1 Picking out from the order tray the cards relating to each
item: which has net been supplied, but about which some
difficulty has been raised by the vendor. This may be cajled
Unsupplied Cards Picking ; ~

2 If the objection raised is such that the order can be confirined;
taking the necessary action along that line. This nu'}ge“sha
called Order Confirming ; N\

3 If the objection raised is such that the ilem 18 1o be z;corhmrcd
from some other vendor, taking the necessary’ wuetion along
that line. This may be called Reordering ; :;m?}

4 Tf the objection raised is such that the JabdCr for the item
is to be cancelled, taking the necessaryaction along that line.
This may be called Order Cance.-‘;’inu& v

2223:82 Vigilance, Order Work
2223:82:5 Vigilance Order Work is to consist of the following
weekly J jobs : www. dbr aullbral'y org.in
I Noting on the Vlgﬂance Order Copy the cstimated carlicst
possible due \g{{k for supply and the final week for full
supply. Thissmay be called Vigilance Order Dating ;
2 Inserting the “Vigilance Order Copy in the Vigilance Order
File. hls may be called Vigilance Order Filing ;
3 Not:mg in the Vigilance Order Copy the date of supply as
arik when it arrives. This may be called Supply Noting ;
4 4 Notmg in the Vigilance Ovder Copy any information received
(" “about inability to supply. This may be called Information

\m ) Noting ;
) Keeping track of the supply made on each book order. This
may be called Vigilance Follow Up.

2223:82:8 Vigilance Order Work is to consist of the following
aanual job :

6 Destroying the Completed-Supply Order Copies. This may
be called Vigilance Order Destroying.

126



BOOX ORDER SECTION 2231:81

2224 STANDING ORDERS
The work of the Book Order Section relating to Standing Orders
is similar partly to the work relating to ordinary books and parily
to the work relating to periodical publications as explained in the
routing part of this chapter.

2228 GIFT BOOKS
3228:5 The work of the Book Order Section relating to Gifb
Books is to consist of the following weekly jobs : R
o\
1 Writing to the probable donors for the free gift of ‘books.
This may be called Gift Soliciting ; and &N
2 As soon as the gift books arrive, sendm,g "an - acknow-
ledgment to the donor and passing .they “bocks on to
the Accossion Scetion. This may be oaled Solicited Gift
Accepting. ) \\
‘...\”
223 Routige,"

2231 STANDfNG VENDORS

2234 g Annual_;obwww dbraulibrary .org.in

2231:81 CALLING FOR TERMS OF SUPPLY
At least six monﬂ-%gefore the expiry of the ferm of the Standing
Vendors, write tondifferent vendors of standing, asking for the
terms on which they will agree to be appointed as standing vendors
of the libraryl »Mention in the letter of enquiry the approximate
amount of.annual purchase and the various bibliographical res-
ponsxbﬂiws which they should undertake, as indicated in the intro-
ductm'n to this chapter. Ask them also to quote the most favourable
,trade terms. In the case of Foreign Booksellers, it would be a
\geod practice to ask them to send bills in the Currency of Their
Country so that the fluctuations in exchange may not unjustly
affect either party. In certain countries like Great Britain, there
is the net book systems. Hence, it may not be possible to get any
discount. In other countries discounts may be possible. If the
library is a large buyer, it may be possible 1o make the vendor
deliver the books at the library Free of Packing and Freight Charges.
It is also necessary to state that the books should be sent by packet
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post and not by cargo boat, as the latter course would involve
much delay.

2231:82 TABULATING THE TERMS OF SUPPLY
As soon as the replies are received from the dilferent vendors,
tabulate the terms of supply in a systematic manner; and wrile notes
for the consideration of the librarian.

2231:85 STANDING VENDOR APPOINTING O
Send the tabulated terms of supply to the librarian at ]},‘,1\1‘.5{ iwo
months before the expiry of the term of the existing standing “end-
ors; and obtain the decision from him. As soon as lie Stlecis the
Standing Vendors for the next period, communica}té the order of
appoiniment promptly. In the communicatiof, ‘state explicitly
the ferms of supply and get from the Stending Vendor a
fetter of consent to do the service subicm to the conditions
stipulated. \x ¢

S 3
A

2232 EquRIEs,AfJﬁ QUOTATIONS

www.d b:%@&:é{ypgﬁgkﬂ' Jobs
2232:51 QuorATION CALLING OR ENQUIRING

This routine will havesto be done in the case of some of the
Indian publicatio S'\iaﬁd the out-of-print foreign books. For
each book or gr,o&p of books, write to the necessary number of
booksellers spegifying all the available bibliographical information
about the b@c\)ks, asking the bookseller to supplement the biblio-
graphica(;ﬁnfo_rmation in detail along the lines indicated in the
intro;&(otion to this chapter, and to quote the price. [t has to
betépeated here that as the Indian book trade has not yet properly
" @volved, the necessary information may not be obtainable by
3\ \one let.ter. The correspondence may have 1o be continued for

some time before a satisfactory result is obtained.

2232:52 QUOTATION TABULATING
As s00n as the quotations are received from the different vendors,
tabulate them; and add the necessary notes for the consideration
of the librarian. Take the tabulated statement to the librarian;
and get his orders as to the further action to be taken.

128



BOOK ORDER SECTION 2233:2
2233 OrDINARY BOOKS
2233:1 Tallying and Sorting Work

2233:1:5  Weekly jobs
2233:1:51 PRELIMINARY SORTING

Az soon as the indent or the indent copy and the related book
sclection cards are received from the Book Sclection Sectiom\
deal with each indent successively as follows ;

Pick out the book selection card approprlate 10 cach m\tly
in the indent. Compare them. If the comparison dlscloscs any
discrepancy put it aside flor rectifying it later in consultatlon with
the Book Selection Seciion. If there is no discrcp@ncy, put the
card successively in the appropriate group, accor&\lg to the fype
of book mentioned therein, viz ordinary boeky“instalment book,
multivelumed book, subscription book, og‘:ﬁﬁ‘ies book.

After all the itoms have been so dealsith, put the indent or
the indent copy, as the case may be, aside,in the Pending Indents File.

Get each of the cards set aside omfiecount of discrepancy disclos-
ed, rectify it with the help of ~thc Book Selection Section; and
thereafter insert it in the appmpuate group.

Transfer the cards jng the' Instalment “GeSaBr  NPRHITSI5FY
Group, Subscription (_;rm)p and Series Group to the appropriate
trays to be dealt w{ﬂ{ ¥ accordance with the routine prescribed
for them,

22 %% :1:52  ORDER CARDS ALPHABETISING

Take Qb@;}he cards in the Ordinary Books Group relating to
the ind{ﬁts’ proposed to be taken up for ordering in the week.
Alphabctlse them by the heading. Put them in the alphabetlsc:d
Cm:d Checking Box.

\ 2233:2 Final Checking Work

In the different jobs of checking work, carefulty check each
card with reference 1o each one of the headings that the book
is likely to reccive, as in routine 2233:2:55.

In case of duplication, score out in pepcil across the relaied
order card from the left hand bottom corner to the right hand
top corner; and transfer the card to behind the “Duplicates™ Guide
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22331:2 LIBRARY ADMINISTRATION

in the box. Similarly, in case any card presents a diflicully which
cannot be solved without expert help, transfer it to behind the
“ Doubtful” Guide in the box. The remaining cards may be
referred to as the Surviving Cards.

If any peculiarities are brought to notice, note them down in a
7.5% 13 cm slip; and pin the slip to the back of the related order
card with the side of the slip having the notes away from the back
of the order card and the lines in the slip proceeding in the saihe
direction as the lines on the back of the order card. 111b \;\m s
to be applied at the right hand top corner. -

After completion of the checking job with a card, pm i pmul
mark at the right hand top corner of the card in, fok‘m of yvour
having completed the checking job. R4

2233:2:5 Weekly jobs )
2233:2:523 CHECKING WITH OUTSTANDING ORDER TRAY
Carefully check each of the cards, i) the Card Checking Box
of the weeck with the cards in the Oufstandmg Order Tray. The
cards will lie arranged in Jt in ‘ene alphabetic sequence by their
headings. &N°
www.dbl'aqlib?'a}'y,org_ill
2233:2:524 CHECKING WITH STANDING ORDER CARDS
Check each of the Sitviving Cards in the Card Checking Box
with the standing obder cards awaiting supply.

22332 “54 CHECKING WITH BILLs ON HAND
Carcfulls?\sheck the Surviving Cards in the Card Checking Box
with ﬂw gntries in each of the bills on hand.

'.\n v Subsidiary Job in the Madras University Library
' \ \ 2233:2:5495 CHECKING WITH EXCHANGE LisT
- Take the Cards Checking Box to the Exchange Seclion and,
with the help of the clerk in charge, scrutinise carefully if any
of the books mentioned in the Surviving Cards are likely to arrive
by exchange or have aiready arrived.
2233:2:35 CHuECKING WITH CATALOGUE
Carefully check the Surviving Cards in the Card Checking
Box, first with the index part of the catalogue. Remcmber to
check it with all the passible entries in the catalogue, ¢g cach
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BOOK ORDER SECTION 2233:3:512

one of the headings which the book is likely to receive in accordance
with the cataloguing rules.??

In the case where the index cntry in the catalogue, which has
the heading in guestion, is only a class index entry, check the
corresponding order card with the main cards having the class
number given in the index card.

Tn all cases in which the order card has either no heading or
has been given a doubtful heading or has any other peculiaritics, 4
gucss the probable right headings and check them with the index
part of the catalogue. Also guess the probable class nupfbdy
of the book and check it with that region of the main part{(of the
catalogue, relating to that class number. ‘

2233:2:58 CUECKING WITH BOOKS N
If, after these checkings are over, there Js\&till room for
doubt in the case of any order card, chec}\\i{ with the books
on the shelf. \

2233:3 Order P{@é}"‘fﬁg Work

2233:3:5 o \Weekly jobs
2233:3:511 UNSCORED CaRpsvSortbmeaylibrary org.in
Take out all the survivigg'eards in the alphabetised Order Cards
Box, and sort them e{'\ihé basis of the following characteristics :
Main subject ; and
Vendor oD
Let the cal;%s:“ ?alling into the sub-group of a specified vendor in
the group ofid pecified subject be referred to as an Ultimaite Group.
Alph%b\\siisé_ the cards in each one of the ultimate groups.

O ) 2233:3:5118 GiFT Cases PICKING

Pick out from each of the alphabetised ultimate groups, such
order cards as, you think, may be procurable gratis from the publish-
ing body or any other source. Put them in the (fift Requisition Box,
to be deall with in accordance with the routine 2238,

2233:3:512 Orbper CosT ESTIMATING
Estimate the total cost of all the cards in a specified subject

and find out if the tolal docs not cxceed the balance available to
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2233:3:512 LIBRARY ADMINISTRATION

the credit of the subject. If it exceeds, remove the necessury number
of cards 10 the Deferred Order Cards Tray. 1 1t doves not exeeed,
sec if the necessary margin is left to meet the contingency of havingto
purchase urgent books in the subject in the remaining purt of the
year. Only the cards, that are left over after all the puecessary
eliminations to keep the cost of the order within o rousonable
limit, are to be taken for the next routine.

The estimated Cost of the Order is to be entered at the vnd of the
last card in the set. .

2\
2233:3:513 Orokr Cory Making . O

In the case of those ultimate groups for which the Bowl Scicction
Section had furnished the approved indent in grigiial. vt four
order copies typed. Each entry is to be providcd"\&}lh the neeessary
consolidated notes in a form which will be intelhgible 1o the vendor,
in case the order card has a slip attached to\it.

2233:3:514 OrpEr CoPy NOTING

In the case of such Ultimate Groups for which the Book Sclection
Section has furnished four copies of the approved indent, transfer
to ¢cach entry m\:chm-athwé@gsnof the approved jndent the
comsolidated notes in aMorm which will be intelligible to the
vendor, in case the opder card has a slip attached to it.

&
2233:3:515 OrDER Cory COMPLEIING

With the aidof the duplicate and the doubtful cards in the alpha-
betised O;A@x’Cards Box of the week, score out in all the four
copies of\the indent the unwanted ilems. Then, tally carefully
the ;-gkm’ining entries in the order copies with the remaining cards

a};d;’their slips, if any, in the alphabetised Order Cards Box of the
\vgéek.
3

2233:3:55 INTERSECTIONAL CONSULTING
Pass round a copy of the completed order to each of the Sections
that are likely to be of help, viz the Periodical Publication Section.
the Accession Section, the Technical Section, the Circulation
Section, the Reference Section and the Maintenance Seclion, for

detection of any casual duplications that might have unintentionally
crept into the order.
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BOOK ORDER SECTION 2233:5:51

After allowing 2 reasonable time to cach Section, collect from
them any helpful remark that they might be able {0 make and use
them for the further improvement of the order.

Subsidiary Rule of the Madras University Library
A copy of the completed order is to be sent also o the Exchange
Section.

2233:3:56 FiNaANCE Diary CONSULTING

Find out from the Finance Diary the amount already appropriated
in the subject to which the order relatcs and the Balance gvall-
able for use.  If the estimated cost of the order excceds the Balance
available, either strike out the nccessary number of Itqm& or add
a note in the order copy, for the information of the vehdor, specify-
ing the maximum amount beyond which the cos‘r}jf the supply
should not go and giving him any possible mstrpctmns for cutting
out items, If necessary. X7, \d

- N
2233:4  Doubt Clearire Work

2233:4:5  Weekly jobs
2233:4:55 ADVICE SEEKING.dbraulibrary org.in-
Take all the cards fromeboliind the  Doubtful® Guide and
enunciate the difficultics Nanng to each of them in the form of
definite issues; and Kzt{ismlt them to the experts concerned for
the necessary adwcp

) :.\2233:4:58 Apvice DISPOSING
As soon'&’s.\the advice is teceived from the experts, take the
necessary{abtion on each item, -

oy
¢

AN 2233:5 Ordering Work

g

O

2233:5:5 Weekly johs
2233:5:51 ORDER WRITING
For each of the final orders, i e for all the order copies relating
to the Ukiimate Groups of Order Cards, write out a formal letter
transmitting the Order to the Vendor. If the attention of the vendor
18 to be invifed to any special points, remember to state them
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2233:5:51 LIBRARY ADMINISTRATION
explicitly. Send them to the librarian.

2233:5:524 FINAL SCRUTINY

After the order letter and the order copics are reccived from
the librarian, examine if his signature and his initials oceur in all
the neccessary places. Remember pacticularly that all the scored
items should have received his initials. Then peruse the order
rapidly to give a last chance for detection of unintentionul duphed™
tion and for any other peculiarities which may require speciol neging.
If any item gets scored out at this stage or il uny note is 1o b Jdded
at this stage, bring it to the notice of the librarian and gurhis ap-
proval and also his initials in cases of scoring our. .

o\
2233:5:528  ORDER CaD FILiNG,)

After the final scrutiny is over, note in each’ card the number
and date of the order and the name of thevendor: and put the
initials in the appropriate place. Then,‘a'ljp%ubclisc the order cards.

Insert them in the proper alphabetital sequence in the Querstaid-
ing Order Tray. N\

If in the course of the insertioh any unintentional duplication
is detccted, takmitwﬂmm&yefrmmlibrarian; and take prompt
steps to get the order copy eorrected before its despatch either by
scoring out or by the ddition of notes, as the casc may be.

The related card 18to be sent to the Unwanted Cards Tray ot
is to be inserted inythe Outstanding Order Tray according to the
decision madg, ‘O

o
(07 2233:5:53 ORDER TRANSMITHING
Aftgithe filing of the order cards and the conscqueniial action,
if afiyy transmit to the Correspondence Section the office copy
vﬁgilﬁ'the fair copy of the order letter and the order lists for despatch,
\speci_fying the date on which the orders should be despatched.

2233:6  Post-Order Work
Note: The jobs under this work except the fourth are to he taken
up after the file relating to the order comes back from the Corres-
pondence Section. But the Finance Diary Posting is 10 be finished
after the final scrutiny of the order and before the order is actually
despatched from the Correspondence Section,
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BOOK ORDER SECTION 2233:6:57

2233:6:5 Weekly jobs
2233:6:51 ORIGINAL INDENT TRANSMIFTING

As soon as all the items of an original indent received from
the Book Selection Section are disposed of, tick in the margin of
the original indent against each item finally ordercd and put the
necessary remarks in the case of the items finally decided * not to
be ordered’. Note on the top of the coffice copies of the related
orders the File Number of the Indent to which they relate. Also
put at the bottom of the indent agaipst the different symbols indieat->
ing (he ordered items, the appropriatc File Number of the related
Orders.  Then, transmit the original indent to the Book Se.le\é'tion

L W

Section. G\
2233:6:52 Orbper CopY FILING { &/

if the’order copy was made in the Order Seofion, the necessary
cross referencing for cach copy and the related original indent
would have been made in accordance witho};&émuﬁnc in 2233:6:51.
In such a case, the second copy of theMorder may be filed straight
away, in the Office Copy File in the sequehce of the File Mark. The
Third copy may be used as Vigilgﬁiée Order Copy for Vigilance
Order Work. (See scction 2223:829 The \ﬁ’le of IT;IE Vigilance Order
Copics may be called Vigilande Order File. ™" raulibrary org.in

If, on the other hand,ihe order copy was made in the Book
Selection Section, the (fecessary cross referencing in the related
original indent should'be made by getting the original indent from
the Book Selectiofi)Section and writing down at the bottom the
necessary crospdéierences in the manner indicated in routine 2233:
6:51; then, thevoriginal indent should be transmitied to the Book
Sclecticr\S}?c:t’ion; and the office copies of the order are to be filed.

O\

A\ 2233:6:56 FINANCE DiaRY POSTING
M\Q}'L the appointed day cach week, enter the cstimated cost of
¢ orders issued in the week under the appropriate subject heading
in the Financial Diary, which is maintained in common by the Book
Ovder Section, the Periodical Publication Section and the Accounts
Section.

2233:6:57 ORDER CoPY TRANSMITTING
Note in the fourth copy of the order the dale of the order and
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2233:6:57 LIBRARY ADMINISTRATION
transmit it to the Reference Section for their file.

2233:6:58  Scorep Carbs Fuang
On the last day of the week, merge the order cards scored during
the different stages of checking and consulting in the (ray containing
the Rejected Book Selection Cards in one alphabetic sequence.

2233:7 Book Supply Receiving Work N\
2233:7:5  Weekly jobs R N,
2233.7:5t SuppLY RECEIVING W M

As soon as the supply of books is received l'ronJ}fh'E librarian,
peruse the backs as well as the inside of the L}}X\otés ripidly and
see if any book has been inadvertently duplied{dd!  Ask ihe other
concerned sections, viz Book Selection Sectiohs Technical Section,
Reference Section and Shelf Scction, {0 rc{f&' them similarly.  This
reviewing is to be done in a few miabites. Tt is intended only 1o
detect cases of duplication that might-be brought to mind without
any serious and prolonged in\'gs;ﬁgﬁtion‘

223 SR BriRLbE GARDS PICKING

Pick out all the billsgfelating to the books reviewed. Arrange
the bills by the orders to which they relate, As a result, the bills
relating to the sargle\s\bject will be together and arranged chronolo-
gically by the ddtg of order and the different subjects will come in
their naturalelass sequence.  For each item of the bilt, pick out the
related ga@from the Outstanding Order Tray. If the card cor-
respop@ﬁg to any item in the bill is not to be found, look for it
caxa,fﬁﬂiy under any other probable heading under which the card
;n\ight have been filed, 1If, in spite of such a search, the card is
\"\;n(jt to be found, take the office copy of the related order and veuify:

1 if the item is in the order ; and
2 if it had not been already supplied.

~ If both the conditions are satisfied, the card must be found in the

Outstanding Order Tray and a careful search must be made.
If, on the other hand, either of the conditions is not satis.ﬁéd,

the book should have been wrongly sent by the vendor or shonld
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BOOGK ORDER SECTION 2233:8:52

have been already supplied and paid for. Tn cither case, the
supply is not due. Against the items not due, write the words
“Not due ™ in pencil in the concerned biil.

2233:7:53 Orprr CARDS RECONCILING

After all the items in the bill have been disposed of either by
picking out the related cards or by writing the words “ Not due”,
compare each card with the related item in the bill. 1 there js\
any discrepancy, pick out the letter, if any, received lrom, the
vendor cxplaining ‘such discrepancies. If the explanations gﬁ‘en
in the vendor’s letéer are acceptable, make the necessary altc}atlons
in the order card. In cases of doubt, consult the hbra‘flan before
making the alteration in the order card. By a cawiﬁl perusal of
the vendor’s letter, see if all the discrepancies raised by him have
been fully deall with by you. If they have bded, write 2 note in
pencil at the left hand bottom corner of ﬁ}c vendor's lefter to
the effect “° All discrepancies have becn\notcd and reconcilad”™.

2233:7:54 BILL, BOOKS, AND, C“ARDQ TRANSMITTING
As soon as the Order Cards«Reconcﬂmg routine is ovor, put
all the reconciled order cards in a'box and transmit it to the Aca.es-
sion Section with the rdatsd “Bills and boBke-dbraulibrary org.in

2233:8 U{@tp};ﬁed Books Disposing Work

2233:8:5 Weekly jobs
22?1 28 3] UnsuppLied CarDs PICKING
Take up\(m the letters received from vendors about the non-
supply \I\ﬂcjm Pick out from the Outstanding Order Tray the
cards, of the items referzed to in the lstters. Put all such cards
m 1~}1e Unsvpplied Cards Box and investigate each case along
\Jnes appropriate {o ifl.

2233:8:52  OrDER CONFIRMING
In the casc of all the caurds in which the investigation shows
that the order may be confirmed, advise the vendor accerdingly.
Insert the related cards in the Ouistanding Order Tray, By way
of llustration, it may be stated, that cascs of this nature may arise
on account of:
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1 Mis-spelling of the names of authors or titles:

2 Differences in edition ;

3 The edition ordered not being substantially different from
the edition in the library ;

4 Dilference in price ; and

5 Difference in publisher.

2233:8:53  REORDERING ~

In the case of all the cards in which the investigation shdws
that the items are to be obtained {rom some other \'cndoq“;.:ogncel
the order with the original vendor, and then procecd With the
routines given under 2233:5 and 2233:6. By wuy eRillustration,
it may be stated that cases of this naturc may aris\c?\tm account of :

1 A book being out of print and hence Dekig obtainable only
from sccond hand book market ; ‘,:\\:

2 The actual publication of the boo}cbdhg in & country different
from that of the vendor and hént being more conveniently
purchasable from some Dthei;véndor ; and

3 Other similar causes.  a)

www.dbraulil?réify,org,jn
2233:8:54 "ORDER CANCELLING
In the case of all theleards in which the investigation shows that
the order may be r@‘ceiled, write a letter to the vendor cancelling
the order. Wrife, in" pencil the word “ Cancelled ” at the bottom
of the relatedceards and file them in the Cancelled Order Tray.

By way of illustration, it may be stated, that cases of this nature
may arise O account of the :

R AN .
LY Edition offered not being acceptable :

* Year of publication not being acceptable ;
Price quoted not being acceptable ;

Ed_it.ion offered not being substantially different from the
edition in the library ;

Book being the same as another book under another title
already in the library ;

Boc?k l?cin_g a part of or a reprint from some other book or
periodical already in the library ; and

Total cost of the supply exceeding any limit that might have

e

\, B
) 2

B

LA
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BOOK ORDER SECTION 2233:82:54

been set when the order was Issued ; and
8 Other similar causes.

2233:82 Vigilance Order Work

2233:82:5 Weekly jobs
2233:82:51 VIGILANCE ORDER DATING

Nezr the right hand top corner of the Vigilance Order Copy,
noiz the Earfiest Due Week of Supply as estimated. Note belows
it the Final Full Supply Week, The Earliest Due Weck shonid
be estimated on the basis of the distance of the book markety ﬁﬁd
of the announced date of publication in the case of a pre- pubhcauon
order. Noie these dates in the second order copy also,( ‘puf in the
Office Copy File. .\.\

2233:82:52 VIGILANCE ORDER FINMNG

1 Keep the Vigilance Order Files in a pad; oz set of pads to be
called Vigilance Order Pad. , \
The Vigilance Order Pad will haye 60 Week Guides in the
form of Card Boards with tabs.), <In respect of these, follow
the analogy of the Prelimingeh, given under section 2334:3:46.

3 Each Vigilance Order Copy, Should Be“iisefwliibithey poapyer

classified place belowsthé "Week Guide of the Earliest Due
Week. N
}:\ s ) .
2233:82:53 SurPLY NOTING

On the appointed-day of the weck, before transmitting the bill
and the books(td the Accession Section as prescribed in Routine
2233:7:54, dQ;ﬁ“ with each Bill as follows :

In the ¥igilance Order Copy corresponding to it, enier the Week
Numbﬂ}: of the Current Week in the Remarks Column against
edch 41ern either severally or collectively as may be expedient.

t3

3
\' 2233:82:54 INTFORMATION NOTING

On the appointed day of the week, which will be after the books
received in the Current Week arc lransmitted 1o the Accession
Section as prescribed in Routine 2233:7:34, enter in the Remarks
Column against each appropriate item appropriate remarks based
on any letter received from the Vendor, such as:
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9233:82:54 LIBRARY ADMINISTRATION

OP for out of Print,
OS for out of Stock,
PE for Procurable Elsewhere.

This is to be done in unison with the Routine ** 22338 Unvip-
plied Books Disposing Work ™.

2233:82:55 VIGILANCE FoLLow Lip

After Supply Noting and Information Noting are finiviied, on
the appointed day of the week, examine each of the Vigilunce ~(\): der
Copies lying below the Week Guide of the Current \\’t}&l\ W the
Vigilance Order Pad.

1
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If the Remarks Column shows that the suppiy* hits been cum-
pleted to the fullesi extent available, Wsért the Viailance
Order Copy in the Supply CompferedPQ{,‘m its proper ¢issitied
place. R
If the Supply is not completed and the Final Full Suppiy Week
has not yet been reached, 1n<;a,r1~thc Vigitance Order Copy to
below the Week Guide of tife Wext Wecek in its proper clussiiied
place, www dbra uhb%‘apy org.in
T{ the Supply is not“completed and the Final Full Supnly
Week has been redehed, inscrt it in the Current Weel's Dis-
posal Pad ingdts\proper classified place.
When all the\ igilance Order Copies have been removed
from below’the Week Guide of the Current Week. sisft
that Week' Guide to the bottom-most position in the Vigilance
;Qf;}Pad It will thus beconie Week Guide for the Corres-
ponding Week of the next year.

\For each of the Vigilance Order Copies in the Currenr Heck's

Disposal Pad, send reminder or take any other appropriale
action. Note the action taken and the date at the bottom of the
Vigilance Order Copy.  1f a reminder is sent note, the Current
Week Number, below the Final Full Supply Week Number.
If the weck for second o third reminder has come, do similuily.
The Waiting Time between iwo consecutive reminders should
be decided according to some convention on the basis of
the distance of the book market.

After the third reminder, consult the librarian about the
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further action to be taken; and do as he directs.

§  After action is completed, insert all the Vigilance Order Copies
of the Current Weck’s Disposal Pad in the correct classified
place just below the uppermost Week Guide in the Vigilance
Order Pad.

2233:82:8  Annual job
2233:82:88% VIGILANCE ORDER DESTROYING
On the appeinted day of the year, destroy all the Vigilance Order »

Cepies in the Supply Completed Pad. N
O
2234 STANDING ORDERS O
The work ol the Book Order Section relating toy SLandmg
Orders is to consist of weekly jobs similar 1o “thosc for
ordinary books in most respects. The chisf dllferum:} wiil consist
in :
N
1 Having the standing order cards in 8 sejsaratt., sequence ; and
Watching and controlling the regutar’supply in accordance
with the procedure laid down »I.h * Chapter 23, Periodicat

Publication Section™.

1

."

www.dbraulibrary org.in

22341 Senes Books
If the publisher s giving, ‘hts own serial number to the different
volumes, the receipt ofgtheé- ~olumes can be controlled with the aid
of those numbers. Xtherwise the volumes should be numbered
by the library as a\nd*ivhen they are received,

&)22342 Multivolumed Books
Inthe ca.s\\e\of a maltivolumed book, the probable number of the re-
maining\ tzolumcs and the probable date when they will be published
should\bt: ascertained and noted in the related standing order cards
“aid”the watching of the receipt of these volumes at the proper
lime.

22343  Instalment Books
Instalment books require the greatest care.  Here again the perio-
dicity should be ascertained from the publishers and used for watch-
mg the systematic receipi of the fascicules. However, it must be

14l
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remembered that in actual practice, instalment books suller from
great irregularity and even come to an abrupt end on account of
financial difficultics. The greatest wariness is necessary in dealing
with them. Further, as soon as a particular book is compleled,
one must carefully watch for the title page and index of the book.,
The title page and index of a particular book may even be publiched
along with a fascicule of some other book. [t will be a good practice
to write to the vendor or publisher as soon as a book iy complated
asking when and in what manner the title page and index wilkbe
published. (\)

£\
N

22344 Subscription Books o\

In the case of a subscription book the library hasf\’w advance the
cost before the book is printed. Thus, a grcat.r‘i%k is urdertaken
in their cases. Hence, their cases must be closely walched until
the account is satisfactorily settled. A’,:?ﬁb%cription book may
be of any of the preceding varicties. Fhe number of volumes or
fascicules due should be ascertained™\“A line should be devoled
to cach one of the fascicules orsuéﬁlufncs, as the case may be, in
the standing order card; andthe regular receipt of the parts,

should be watghed. 4 praul; blar‘{; .'OI'g. in

22345, {TFrade Announcements
In the casc of stam{ﬁjrg’order books, in addition to taking prompt
action as soon as jt is'discovered that a part or book has not arrived
at the scheduled™ime, trade announcements should bo closely
watched andy ffﬁrther, it will be a good practice to examine all the
standing orders periodically, say once in a quarter, study the files,
place L@fﬁcts before the librarian, and take such action as may be
callc(i: for.
s Ivthe Madras University Library, all correspondence relating to
\sﬁmding orders is attended to on Tuecsdays,

22346 Completed Volume
For cach completed volume received in response to a Standing
Orde_r, an Accession Card is to be prepared filling up the heading,
the title, and such of the process columns on the back of the card

as cf'in be filled. This card is to be transmitted to the Accession
Section along with the book,
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2238 GIFT BOOKS

2238:5 Weekly jobs
2238:51 GF1 SOLICITING
In the case of the cards picked out for soliciting gifts in accordance
with routine 2233:3:5118 *“ Gift Cases Picking”, write to the
probatle donors in courteous terms asking for a free gift of the
concerned books.

2238:52 SoLiciteD GIFT ACCEPTING O
As soon as the solicited gift books arrive, send an acknowledghmﬁl
io the donor in courteous terms. Then put inside the bpo:k a slip
with the words ** Solicited gift book from (donor) ™ atid*pass the
book on to the Accession Section. If it is settled,tl’?at\ the solicit-
ation for gift is refused, include the related book selebfion card in the
week’s group of cards awuaiting to be ordcmd\\flt may be stated
here that all unsolicited gift books are t'0$bé’ dealt with by the
Accession Section directly. P\ 4
224 Eliminatien of Waste
R :’: ’ www.dbraulibrary org.in
2241 QRGANISATION
If the turnover in the segfion demands the assignment of several
members to it, the di%%%)‘u’tion of work among the assistants of
the section should progeed along the lines of language specialisation.
Except in the casey0f English, specialisation in language may be,
gencrally spea]gin:g;\ equivalent to specialisation in countries. Thus,
the specialisati@}l“suggested will cnable each member of the section
to acquirg ®w intensive acquaintance with the trade conditions in
certain spjeaﬁed countries. 'Fhis will also facilitate correspondence
inwt:qrei’gn languages.

N 2242 BIBLIOGRAPHICAL FLAIR _
The head of the Book Order Section should develop a biblio-
graphical flair to spot out cases of duplication in the indent zs
well as in the order list. Every order must be fnally scrutinised
by him. Invariably the final ordering work aiso should be done
by him. He should particularly verify if all the order copies contain
all the notes accumulated in cach order card for the information
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of the vendor. He should also have under his direct control all
kinds of standing orders.

2243 OrDER TrAY

The Order Tray is a most vital insttument for avoiding double
payment as well as for eschewing unordered books. Hence that
tray must be under lock and key in his personal custody. He
musi be so sure of its accuracy—accuracy in the alphabeusation
as well as accuracy in the cards included—that, i a card Is no}
found for a book, he can definitely assert that the book h\not
due te the library on payment. N

Ny

S
7

2244 DIARIES N
1n addition to filling up the financial diary everyy Mek as provided
in routine 2233:6:56 and bringing its cumulafive’ total up-to-date
from month to month—it will be seen thaf\he financial diary is
common to three sections—the head of this section should muintain
two other diaries, each on a weekly basis/

2245 GENERAL DIARY
The first diazy,js, igpbanenilagfellgwing headings :

11 Letters receiveds
121  Letters rep ie{f;.’
122 Letters filed;
141 Letters-drafted;
142 Roulifp\c letters issued;
15 B@Eﬁnders sent;
ZI.Nndents received ;
22\ Tndents returned;
(323 Book order cards checked with outstanding order tray;
“32? Book order cards checked with standing order cards;
Book order cards checked with bills on hand;
3495 Book order cards checked with exchange [ist;
35 Book order cards checked with catalogue;
38 Book order cards checked with shelf;
41 Standing orders issued for series books:
42 Standing orders issued for multivolumed books:
43 Standing orders issucd for instalment books:
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44 Standing orders issued for subscription books:
5 Order cards filed;
7 Ordinary books received from vendor;
71 Serics beoks received from vendor;
72 Multivolumed books received from vendor;
73 Fascicules of instalment books received from vendor;
74 Subscriptien books reccived from vendor;
734 Volumes and cards transmitted to the accession sectiosn. I\

2246 BoOK ORDER CARDS DIARY )

The second diary is to show the number of book ordcrs cards

filed in the week according to subjects. Tts headings muisé consist

of the symbols for the main divisions of the book, c‘lassmcatlon
used or some suitable modification of them. \"

225 Correlation Table ¢
\ \

All Sections ¢

2233:3:35 Intersectional consultlng
1 Book Sdecrron Sedspy dbraulibrary.org.in
2233:1:51 - Preliminary sopting
2233:5:51 Original 111cler(E Iransmlttmg
¢ \J

\ X Accessfo;z Section

2233:2:54  Chegking with bills on hand ;
2233:2:5495 ChagKing with exchange list ;
2233:7:54 B}H books, and cards transmitting (Saturday | » ) ;

2238:52 \ JSolicited g gift acoepting.

a8
7 Reference Section
2233:6:37 Order copy transmitting.

&l
S

3 5 Technical Section
53 Checking with catalogue,

8  Maintenance Section
2233:2.58 Checking with books.
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2233:3:56
2233:6:56

2233:3:513
2233:5:53

{
2233:1:31

2233:1:52
2233.2:54
2233:2:523
2233:2:524
2233:7:51
2233:7:52
2233:7:53
2233:7:54

2233:2:33

MY

LIBRARY ADMINISTRATION

96 Finance Section
Finance diary consulting ;
Finance diary posling.

993 Correspondence Section
Order copy making ;
Order transmitting. (Thursday 3 pm)

226 Hlustrative Time Scheme
WEEKLY JOBS U

Saturday ¢
Preliminary sorting ; \
Order cards aiphabetising ; O
Checking with bills on hand’;
Checking with outstaqdi’l;} order tray ;
Checking with standing order cards ;
Supply receiving 33
Supplied, cardsspicking .
Ord g
Bill, bool{s'; and cards transmitting. (1 P )
+8 3

’\\w Sunday

Chscking with catalogue.”

L >

#

2233
2233:3:511
'”\;2233 :3:5118
2233:3:512
2233:4:58

72\
2233:§§§9’5
:58

2232:31
2232:52
2233:3:513
22338

146

Monday
Checking with exchange list ;
Checking with books ;
Unscored cards sorting ;
Gift cases picking ;
Order cost estimating ;
Advice disposing,

Tuesday
Quotation calling ;
Quotation tabulating ;
Order copy making ;
Unsupplied books disposing work.
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Wednesday
2233:3:514  Order copy noting ;
2233:3:515  Order copy completing ;
2233:3:55 Intersectional consulting ;
2233:3:50 Finance diary consulting ;
2233:5:51 Order writing.

Thursday

2233:4:35 Advice seeking ; N\
2233:5:524  Final scrutiny ; O\
2233:3:528  Order card f{iling ; OO
2233:5:53  Order transmitting (3 PM); ~\°
2233:6:51  Original indent transmitiing ; e\
2233:6:52  Order copy filing ; N\
2233:6:56  Finance diary posting ;
2233:6:57 Order copy transmitting ; 5\
2233:6:58 Scored cards filing. M
ANNUALJOBS
,;‘l‘:egust www.dbraulibrary org.in
223181 Calling for_tfeems of supply.
~\
¢ “..3 October
2231:85 Star}:hng vendor appointing,
 § \

227 Forms and Registers
C24 .S:t@zdmg order card. Manuscript. Bristol board. White.
Tray. NEeont side. 7 lines. Back side 18 lines.
Ro‘w\headmgs at the top of the front side :
"\FH‘S‘Z fine : Series/Heading
\“Second Iine : SO Numb ..  dated . Period
Third line © Vendor o, Note

Column headings for the remaining part of the first side and
for the back side :

Serial/Vol Numb (1.5 cm). Accession Numb (2 cm).
Voucher Numb and date (2.5 cm). Call Number (3 cm).
Heading (3 em). Price (5 om).
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Q22 Book enquiry form. Stencil. 21 1b printing paper. White.

The text of the form is as follows :
Subject - ENQUIRY ABOUT BGOKS

Please let me know whether you c¢an supply this library with
the books mentioned below/in the enclosed list. 1f so, at what
prices ?

Also furnish me with the following information regarding ihe
books :

1 Editions available with the prices, N\

2 Full name of the author. X

3 Full title. Y

4 Publisher.

5 Date of pubhcauon

6 Series, if any, to which the publication belongs

7 If it is an off print from a book Ond periodical, the name
and volume of the book ox pgr\bdlcai

8 If it is an old book publishe)with a new title, the title of
the old book. o

WW W dbrau]i‘bl ary.org.in
NB Piease do not treafithis as an order for supply.

Q231 Order fo{m,\w Jocal vendors. Stencil. 20 ib printing
paper. White, The text of the form is as follows
) Subject :© BoOK ORDER
Please sup\plv The . e library with the
books invtifeenclosed list on the terms agreed upon/at their published
pricss léss commission, free of all delivery and packing charges
and 1d a bill in duplicate for payment at an early date.

—

printing paper. White. The text of the form is as follows :
Subject © Book ORDER

Please supply the.... ... library with the
books in the enclosed list mentioned befow at their published
prices less commission/at the prices quoted by you in yous cata-
loguefin your letter under veforence and send a bill in duplicate
for payment at an early date. If you want to send the books
by railway parcel, the freight should be prepaid and the parcel

.~\'~‘
“\\/ Q232 Order form to outside Indian venders. Stencil. 21 1b
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BOQOK ORDER SECTION 227

should be addressed to the Librarian,...........o.couian
LABrary, . .o vve v ,and not to ““ self”. I yousend
them by post, please do not send them by VPP,

Q235 Order form to the standing vendors. Stencil. 21 Ib
printing paper. White. The text of the form is as follows :
Subject . BOOK ORDER

Please supply the...........ooeiiiennns Library under the
nsual conditions with the bocks in the enclosed lists, viz \{\
Qrder Numb Dated Remarks (:X

Pk
/" ' (/
O
O
A
“} L %
X
e N 3
QO
N
‘:‘\\
‘\\}f www.dbraulibrary.org.in
S\
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CHAPTER 23
PERIODICAL PUBLICATION SECTION
231 Planning

2311 COMPLICATING FACTORS _

The work of the Periodical Publication Section assumes great N
magnitude in libraries of universities, research institutions, and gther
learncd bodies. For the definition of the term “Periodical paublica-
tion”, u reference may be made to the Classtfied cdta!og&ge‘code.%
As has been stated in the Introduction to Chapter 70,6 the same
book, “Periodical publications form one of the sourced 6f perplexity”
in library work. “Their vagaries may transcend all\imagination and
anticipation. it looks as if nothing relating to@yperiodical publica-
tion can escape the sport of caprice—publishing socicty, name,
perjodicity, format, pagination, excregceﬁtlal attachments to all
or stray volumes and, last but not least, span of life and resur-
reclion.” A full discussion of tl}ejfx}agaries with illustrations will
be found in Part 7 of the sape Book. “Whildbsuohibiaggries akc
sufliciently baffling to the cataloguer, they nearly break the back
of the section, that is emfsisted with the task of acquiring the
periodical publications.iiAnothcr complicating factor leading to
this result is that the\p}riodical publications are always published
in limited editiongt.>1f the non-reccipt of a particular number is
not brought tothéhotice of the vendor promptly and a copy claimed
from him, thepd is a great probability for the library not getting
it at all.\’.l-le_pce, the greatest amount of vigilance and prompiness
is necessary in dealing with the acquisition of periodical publications.

AN

\ v 2312 CaARD SYSTEM

Any method that may work satisfactorily when the number
of periodical publications taken by a library 13 small, may not work
when the number increases. The bound book method of keeping
the records relating to the Periodical Publication Section breaks
down absolutely as the number of periodical publications taken
by the library increascs beyond a certain limit. We want all the
mobility that the card system can give to deal with the periodical
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LIBRARY ADMINISTRATION
T
publications. Otherwise we cannot secure the necessary cvonomy
of energy and economy of time. Again, we must reduce the
dependence on memory to d minimum. The bound book mcihod
docs not help us in this"difection as much as we want. 11 cannot .
automatically bring to ocur notice the names of the periodical
publications dué in any pacticular week or day.

2313 THREE CARD SYSTEM .

After many experiments, we have devised in the M;mras
University Library the “Three card system™.  The rdutihe de-
scribed in this chapter relates 1o this system. [t is I@ihe ™ orked
satisfactorily from the year 1930. The amount OF’&;}‘\?ng it Jins
resulted from it can be inferred from the fact ghat “altheueh the
number of periedical publications taken intlte Tibrary hos risen
from 240 in 1924 to 800 in 1934, there has been no increase of
staff in the Periodical Publication Secti:oQ\.‘It still conlinues singic
handed. Perhaps, it may be possible 16 tarry on the work without
additional staff, until the numbgr weaches about 1,000. In the
earlier years when the library was USing bound volumes for records,
there was tight work even thueh there were only 240 periodical
publications currdny.” L'ff:aﬁ’ Y8 ihon of the “Theee card
system™ in 1930 has giv’e‘nothis phenomenal velief, The ~“Yhree
card system” securgs'\’the maxinum furnover with the minimum
staff. \J -

. . N\ . o
~ In this system,\ﬂucc cards, cach 7.3 13 cm, arc maintained for
each periodieal/publication taken in the library., They arc called
tespectivelyythe Register Card, the Check Card and the Classified
Ina’exﬁQ&}Y?_The columns of each of these cards are indicated in
Part\Aof this chapter.

JBhe way in which the three cards are operated is explained fully

~inPart 3 of this chapter.

. 2314 REGISTER CARD
The Register Card is used for recording entrics relating o ibe
voluie, igﬂ}g, and the dates of publication and reccipt of the perio-
dical publication, as and when its issues are received. The voucher
number and the date of payment are aiso noted in this card. The
Register Cards are arranged in one alphabetical sequencc by the
titles of the periodical publications. ~~
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2315 CHEicK CARD

The Check Card is intended to help the watching of the Teceipt
of the different issues of the pubhn.aflons and to remind.us when a
particular issue becomes overdue and the necd for sending a ro-
minder arises. When a reminder is sent, the issue of reminders is
recorded in these cards, Check Cards stand divided into 52 groups’
aceording 1o the week in which the next issue js due. For this pur-
pose, cach week is taken to end on an allotted day, say Wednesday.
As there may be 5 VWednesdays in some months of the year, therg™\
are 5 Weck Guides for each month. Thus the total number, of
Week Guides for the year is 60, But § of these will bo inopqra"tiy%.
The Week Guides are numbered expressively such as 1150

1§, 2.4,22...124 and 12.5. The Check Cards in caéh weekly
group will e arranged in one alphabetical sequencc b)( the titles of”
the periodical publications. )

2316 CLASSIFIED INDEX/GARD

The Classiiied Index Card of a public,a“t\oﬁ shows the volumes
of the publication available in the hbfary “1t also shows the cumu-
fative indexcs, the sypplements, ands \the special volumes, it any,
relating to the publication, av mla'bk, in the, h,bg%l;}auhf}% Ebbl_gqme
indicates, the classified index cards are arranged in a classified
sequence by the cluss numh\,rs of the publications,

N\
2317~ PROMPT RELFASE

In the matter ofhandling the new issucs coming from time to
time, it should be(ay;Taatter of honour for the Periodical Publication
Section that 1&%.&131185 are released for public use in as shott a time
as possible afler the receipt of the mail. It is known that the demand
for the dauies, weeklics, and fortnightlies is greatest. Hence, the
J.Ollilﬂe in the third part of this chapter provides for dealing with
tugsekxped;ﬁouslv before the long-period ones are taken up.

\ 3
231¢€ FACTORS IN PLANNIN’G
The dislinctive work of tihc Periodical Publication Section 18 to be
planned with reference to the following factors:
1 Standing vendors;
4  Current volumes; and
7  Back volumes.
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2318 LIBRARY ADMINISTRATION

Tt will help the symmetrical building up of the periodical publica-
tion resources of the library, if the periodical publications taken
in the library are divided into the different main subjects and the
list relating to each subject is reviewed from time to time in the
light of supply and demand both on its own merits and in relation
to the lists in the other subjects.

232 Job Analysis N\

2321 STANDING VENDORS R\,
The work of the Periodical Publication Section 1LI\;1[inu to
standing vendors, is to consist of jObS similar to thsn, given in
section *“2221 Standing vendors™ '\;

2324 CURRENT VOLUMES
The work of the Periodical Publication/$ection relating to the
current volumes of the periodicat pubhc}tlons taken in the library
is to consist of the following items(

’.

Tau d
new pubhcatlons andagviewing and revising the current list

of periodical publigAtions from time to time. This may be
called Perfodfcq[;"'],}ablicatian Selection Work ;

2 Ordering thé(sanctioned publications and renewing the
order fromyear to year in the case of continued publica-
tions. \THis may be called Periodical Publication Ordering
Work\~

3 \K’t‘elnng the regular and systematic receipt of the current

dssves of the publications ordered or otherwise due; and
~making them available for use. This may be called Periodical
~\.J Publication Receiving Work

N/ 4 In the case of the completed volumes of the publicatiops,
taking the necessary steps to get the volumes accessioned and
made available as a bound volume. This may be called
Completing Work,

3  Watching the announcement of the publication of cumulative
indexes to the periodical publications in the library; and

taking steps to acquire them. This may be calied Cunmlarive
Index Weork;

1 Choosing, and oba%mmlgb‘thg %ﬂg'&'}?ﬂ for the acquisitios of

154
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6 Taking all such action as the week’s supply might require.
This may be called Rounding Off Work;

7 Calling for and passing the bills for the periodical publications
taken in the library. This may be called Periodical Publication
Bili Passing Work;

§ Placing the loose issues of the periodical reccived from time
1o time on the display table in the first instance and later in
the shelves.  This may be called Loose Issue Shelving Work;
and

94 Disposing of the unordered, unwanted, and wrongly delivered
periodical publications. This may be called Suspense Perios)
dical Publications Work. . QO

2324:1 Periodical Publication Selection Work

2324:1:1 Periodical Publication Selection Work“ﬁ to consist

of the following immediate job : \
Ko

1 As and when specific periodical quﬁcﬁtions of probable
interest io the library are brought tg Wotice, jotting down the
necessary particuiars about thenmy This may be called Sug-
gestion Nofing, : ¥ www . dbraulibrary.org.in

2324:1:5 Periodical Publi(;atibh Section Work is to consist of

the following weekly jobs Cx\
. S -

1 Checking the shggestion slips contained in the Suggestion
Ships Box (with' the list of the periodical publications
current inthe library. This may be called Preliminary
Checking\

2 Caliing\for quotation or for any information in regard
tolic periodical publication whose acquisition in the library

. 38)10 be considered. This may be called Periodical Publication

\\ JEnguiring

3 Checking the suggestion slips with the list of current
periodical publications again in the light of the information
received as a result of the enquiry. This may be called
Second Checking;

4 Examining the financial position of the subject concerned
in the light of the quotations received. This may be called
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Financial Position Asceriaining;

Sending a reference to the cxpert concerned asking for advice
in regard to the acquisition of the new periodical publica-
tion. This may be called Periodical Publivations Consuliing:
Preparing the neccssary notes for the sanctioning authoriiy.
This may be called Periodical Publication Indent Noiing:
Forwarding the indenti to the sanctioning authority, Ths
may be called Indent Forwarding; and ~
Taking such action as may be necessary on such of the hems
of the forwarded indents which have not reccived theeadstion
of the auothority concerned. This may be mlh,q{\.-’uy ted
ltems Dispasing. “~\

7
4

2324:1:8  Periodical Publication Seclection WQ'\R 5 L0 consisi
of the following annual jobs :

1

5

Making a complete list of all the:\bériodical pubticaiions
current in the year. This m&?\ Be called Curremr List
Preparing;

Examining the desirability of (:Gnimu,n'Jr the current periodical
pubhcanonswm:thd}mmmn‘ga) gadvy ihhis may be called Current
List Reviewing;

Getting informatign, from the co-operating libraries about
the cxtent to which ‘there is unnecessary overlapping in their
respective cufrent lists of periodical publications. This may
be called @u-operating Library Consulting,

Examin'ia\i'g the financial position in each subject w1 regurd 10
cnrrel{t periodical publications. This may be culled Fimmeial
Posifion Reviewing;

King the advice of the experts concerned in the revi-
smn of the current list. This may be called Currgitr List
Comzz!tmg,

Preparing the necessary notes on the current hisi for ihe
sanctioning authority. This may called Current List Noting:
and

Forwarding the current list to the sanctioning autlority.
This may be called Current List Forwarding.

232412 Periodical Publication Ordering Work

2324:2:5 Periodical Publication Ordering Work is to coasist
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of the following weekly jobs @

1

16

o]

L]

Finally checking the sanctioned indent for periodical publi-
cations with the catalogue. This may be called Periodical

Publivation Final Checking,

Ascartaining if the finance of the subjeci will bear the cost
of the sanctioned periodical publication. This may be called

Financial Position Deciding;

Preparing the order lor each of the periodical publications
in the sanctioned fist. This may be called Order Preparing;
Preparing the three cards for regulating the reeeipt of g#hey
urrent issues of the periodical publications ordered. {Fhis
may be called Periodical Publication Carding; (5.’;
Transmiiting the order to the librarian for h;s 'sfgnature.
This may be called Periodical Publication Order }"mnsm:rt.-ng
and
Making the necessary entry in the Fine}xhsfal Diary. This
may be called Financial Diary Poslingf\”

NN

2324:2:8 Pericdical Publication Ordermg Work 15 (o consist
of the foilowing annual jobs: oy www.dbraulibrary.org.in

1

i
s

W8]

4

o

\6

7

8

O

Making a list of the p»riddlcal publications which are {o be
continued in the ensumg year. This may be called Renewal
Order Listing; ¢\

Tallying the rene%ul order list with the Register Cards Tray.
This may berealed Renewal Order List Tallying,

Writing ott Jthe renewal order cards. This may be called
Renewgz{;brder Writing;

Tallyiste the renewal order cards with the rencwal order list.
T.hs may be called Renmewal Order Tallying,

Ven[vn‘g the addresses on the renewal order cards. This
‘Taay be calied Renewal Ovder Address Verifving

Sorting the renewal order cards by countries. This may
be called Renewal Order Sorting;

Sending the sorted renewal cards to the librarian for signa-
turz.  This may be called Renewal Order Card Transmitting:
Cancelling the order for the items rejected from the curvent
list. This may be called Standing Order Cancelling;
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83 Marking the Threc Cards of ¢ach of the cancelled publica-
tions. This may be called Cancelled Card Marking;

84 Transferring the Register Cards and the Check Cards of the
cancelled publications to the Cancelled Tray. This may be
called Cards Cancelling; and

96 Posting the estimated annual subscription in the financial
diary. This may be called Financial Diary Annual Posting.

2324:3 Periodical Publication Receiving Worl
2324:3:1 Periodical Publication Reeeiving Work is to L‘cmmst
of the following immediate jobs : .\’\
1 Receiving the periodical publication commg rn th(, form of
a VP packei. This may be called VP Packé{‘Reccnmm and
2 Returning wrongly delivered periodical ]JlellLdllOl‘l packets.
This may be called Wrongly Dehverrg(QPmket Returning.

2324:3:4 Periodical Publication Recemng Work is to consist
of the following daily jobs:

«)
AN

www.dbraulibyary org.in
1 Examining the wrapper “of the periodical packets received.

This may be called Wrapper Examining;
12 Sorting the pal:;kqts into suitable groups. This may be

called Sorti

2 Collating th’:&eriodical publications received. This muy be
called Currént Issue Collating;

3 Alpha’f)etlsmg the collated current issues in each group.
Th\s‘}nay be called Current Issues Alphabeiising;

4 :\Re'glstermg each of the current numbers in each alpha-

\ betised sequence. This may be called Current Issue

#\N"%  Registering;
37 5 Cutting and stamping the registered current issues. This
may be called Current Issue Cutting and Stamping;

56 Perusing the current issues rapidly to detect peculiarities
and announcements, if any. This may be Current Fssue
Perusing ;

6 Shifting to behind the appropriate “ Week Guide™ the Check

Card of the periodical publication received. This may be
called Check Card Shifting;
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61 Watching the arrival of the issues of the Dailies. This may
be called Daily Vigilance;

7 If any loose sheets, plates, or maps be found in any of
the current issucs, fixing them if neccssary. This may be
called Loose Shects Fixing; and

§ 1 any correction slips are found in any of the current issucs,
taking the neccssary action in regard to them. This may
be called Correction Slip Disposing.

2324:3:5 Periodical Publication Recciving Work is to consist
of the following weekly job : O\

o A\
1 Watching the arrival of the issues of the periodical, publica-
tions due in the week. ‘This may be calicd Week/$ Vigilunce.

2324:4 Periodical Publication Completing Work
2324+4:5 Periodical Publication Completing Weotk is to consist
of the following weekly jobs : £ NY

1 Collecting together all the issues [el}ﬁh\ling to the title page,
contents and index received in \the week. This may be
called Loose Issues Collecting p 3%

Verifying the volume with shig conteRtE pAREI U IPTATVIRES- (e
called Loose Issues Tallying?

Making up the loose{issues into the necessary number of
volumes. This may’fk’% called Vohane Making Up;
Scparating the _supplements, if any. This may be called Sup-
plement Separ@ting;

2

L%

s

5 Writing opt’6pecial binding instructions, if any. This may
be cal{;d\&inding Peculiarity Drafting,
6 Wr_ibiQ’.g\éht accession cards for the completed volumes. This

may be called Accession Card Writing:
7',31‘1:’f£nsmission ol the volumes and the accession cards 1o the
\"\} wAccession Section. This may be called Completed Volumes
Transmitting; and
8 Noting the accession number in the Register Cards. This
may be called Accession Number Noting.

2324:5 Cumulative Index Work

' 2324:5:1 Cumulative index Work 15 to consist of the followine
immediate job : -
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I  As and when the announcement of a cumulative index comes
to notice, noting doewn the information. This may be called
Cumulative Index Noting.

2324:5:4 Cumulative Index Work is to consist ol daily jobs
similar to those of Periodical Publication Recetving Work wiath the
following modifications :

3 Entering the receipt of the cumulative index in the Classtfed
Card. This may be called Classified Card Entering.  Nys
is to take the place of “3 Current issues alphabetlising?s, \

6 Omit “6 Check card shifiing”™. O
2324:5:5 Cumulative Index Work is to consist ()F e following
weekly jobs @ ~\

t  Checking the cumulative index Subgbsllon slips contained
at the beginning of the week’s Ch{rent Box with the con-
tents of the library, This may‘ be called Cunndative Index
Checking ;

22 Preparing the, ordes a{g{hﬁwopg the cumulative indexes 0
be acguired, - This may, be called Cumdative Index O:der
Preparing; A

23 Transmxttmgth&;@%dcrtothehbrarlanforhls51gr1atu1\, This
may be call \C’tfmzdanw Order Transmitting;

26 Noting in/the finance diary an estimate of the cost of the
cummau\w mdexes finally ordered. This may be cﬂ!ed
Fmaz\e Diary Posting; and

5~—8 ASifnilar to the corresponding weekly jobs under

24:4:5 Weekly jobs of completing work™.
o® 2324:6  Rounding Off Work
\ 2324:6:5 Rounding Off Work is to consist of the following
weekly jobs

1 Notifying the vendor about the non-receipt of current issues
within a reasonable time, alter the due date. This may be
called Non-Supply Notifying,

2 Notifying the vendor about the non-receipt of title page,
contents and index. This may be called T CT Notifying:
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LFE

Nolifying the vendor of the gaps discorered in the supply in
the course of the registering work during the week.  This
may be called Gap-in-Supply Notifring,

4 Nolifying the vendor about the delects in the current issues
received during the weck. ‘This may be called Defective
Supply Notifring;

5 Acknowledging io the donors the receipt of the current
issucs of periodical publications supplicd gratis.  This may ,
be called Current Issue Acknowledging:

6 WNotifying the vendor of the duplicate issucs inadvcrlc&ﬂj}
supplied during the week. 'This may be culled !)'u,qi'}(’zm'
Supply Notifving; N

03 Taking such aclion as mnay be necessary on eacl pf the slips
found in the week's Cument Box.  This may.b:c\callcd Stips
Disposing;, \

95 Distributing the cards in the week’s {;gx\cnt Bex after iis
receipt from the librarian. This gmyy” be called Week's
Current Box Distributing ; and o\

96 Transmitting to the librarian f 0‘1‘»s’i”gﬁ ature the week’s Current

Box after all the necessary cardy Have been written out and in-

serted.  This may be called szék’s Curreni Box T. mn.m%}rir%é.

2324:7 Periodical Bublication Bill Passing Work
2324-7:5 Periodicald Piblications Bill Passing Work 15 to
consist of the followi ﬁg\Weekly jobs :
12 Calking fi f:b\iils, in case they are not sent in by the vendors.
This l'i;kQ:iSDC called Bills Calling;
13 A]Hlx\(tbetjsilxg the bills by the name of the periodical publi-
gaiion. This may be called Bills Alphabetising;

2 (‘'SCrutinising the preceding payment for the periodical publi-

\; ‘cation mentioned in the bill. This may be called Preceding
Payment Scrutinising;

3 Verifying if the claim is in accordance with the accepted
subscription rate; and, if not so, finding out the justification
for the change. This may be called Cost Verifving;

4 Certifying in each bill the correctness of the claim and ihe

receipt of supply’in case of post-payment. This may be
called Bitls Certifying; .
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5 Revising the certified bills to detect mistakes, i wiy. This
may be called Bills Revising;
6 Grouping together such of the verified bills as relaie 1o the
same vendor. This may be called Grouping by Foendors;
7 Transmitting the bills 1o the Accounts Seetion. Thils may
be called Passed Bills Transmitting; and
& On the return of the bills from the Accounts Secuon afler
being passcd by the librarian, noting down i vouier
number in the Register Cards.  This may be cublud pomtaer
Number Noting. \ \)
2324:8 Loose Issue Shelving Waiky
2324:8:4 Loose Issue Shelving Work 1s S ronsisi ool e
following daily jobs :

1 Arranging the new issues of the pen&hml DUbIILdUU]h regis-
tered, in a classified sequenca \“This may be calicd New
Issues Arranging ;

2 Placing the new issucs on the display table. This may be
called New Jr%ﬁk‘%d%é{ﬁ!ﬁ%”%‘;?m?“d ‘ .

6 Shelving the old issues“displayed on the display table, 103
may be called Oﬁ\a’ Yssues Shelving.

)
. %2327 Back VoLuMES
The jobs reldiing to the ordering and receiving of back volumes
of periodicalgublications are similar in Jmost respects 10 that of
ordermg and receiving books.

233 Routine
2331 STANDING VENDORS

The routine connected with ihe appointment of Standing Vendors
is similar to that given in * 2231 Standing vendors”.

B

23311 MiDLE MAN’S INTERVENTION
It is doubtful if the appointment of Standing Vendois is an
advantage in the case of periodical publications. The idiosyncrasies
of the periodical pubiications are SO many dnd S0 sudden 'md the
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short time, that, except by extramdinal} vigilance, the library's
collection of periodical publications is ligble to become defective
and imcomplele.  Again, the very nature of the content of a perio-
dical publicaiion is suck that it loses in value, if its supply is delayed
unnecessarily even by one day. Witness for cxample, the look of
disappsointment visible in the faces of the eager workers, when, due
to some casual hitch in the Periodical Publication Scotion, there
5 a few hours’ delay in the releasing (or public use of the issues
veceived by the day's mail, or if the weekly foreign mail .is\
delayed by a day, as it occasionally often happens.  Therefore, {i; I8
desirable that the extra delay likely to be caused by the mitdle-

7

man’s intervention should be avoided. R N
LY
23312 NGO STANDING VENDQR!

Henee, the work connected with the periodicalpublications is
likely to be much more satisfactory jf the li¥rary deals with the
publishers direct. Even if this might mean{Seme exira cost in ad-
ministration, that cost is worth the returh: ¥hat we et in the form
of satisfaction to the rcaders. But, it’i’nuy not mean really extra
cost. As the publishers of penodmdls allow v Loo. al'gall i comn‘ussmﬁx
to vendors, a standing vendor is llkely o gm, only a small lSCDlltlt
to the library over the published price. It is doubtful if this small
discount is to be preferrfiét\to'the prompiness and accuracy of
supply in dealing with i{e\ publishers dircctiy,

@,723313 DawLEs

Tt may, perhaps,>be not so very objectionable to have standing
vendors in theschse of dailics, as the agency work for dailies is much
more org'm}?c"d and the standing agents get sufficient remuneration
for theiggservice from the publishers of the dailies themselves,
\\11};\011? having to expect any extra commission or remuneration
frb{n“}i,“hc buyers. But, in the casc of publications of any other
periodicily, a standing vendor may prove to he a fifth wheel,

2334 CURRENT VOILUMES

2334:1  Periodical Publication Selecting Work
2334:1 The routinc lor the different jobs of this work is similar
to the corresponding routine given in sections 2131, 2132 and 2133,
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2334:101 Specimen Copy

There is, however, one difference, 1t is desirable that a specimen
copy should be obtained from the publishers and perused and sent
for the perusal of the expert advisers and of the sanctioning autho-
rity, before a decision is made to take a new periodical publication.
Very often specimen copies of new periodical publicutions are
usually sent by the publishers gratuitously and they thenselves
form the sources for selection. Even if specimen copics have, pot
been gratuitously rcceived, in most cases, it may be possible o udt
them on application. A betier credit may be enjoyed if sualiNspeci-
men copies are, after the final selection is over, cither phidt for in
case of selection or returned to the publishers in casg®of Toicetion,
unless the publisher has definitcly instructed that thé:\; need not be
returned. "‘\

2334:102  Annual Re’ﬁtﬂv
There is yet another difference betwsgmbook selection work and
periodical publication selection work{ The latter requircs a sot of
annual jobs, while it is not so in }lté’..formcr case. The annual jobs,
enumeraied in rule 2 2‘4:i_'8,0€ 'the,A'ob analysis part of this
chapter, provide f%}yﬁig ah?ﬁdgfi” 161 of the current Tist of petio-
dical publications. A

P4\

o\
2334403 Reason for Revision

That the list neéeds revision goes without saying. The revision
may be necessifdted cither by the vicissitudes in the periodical
publications.thomselves, or by the appearance of new publications,
or by a chayge in the financial allotment for periodical publications,
or by aschange in the requirements of the clientele of the library.
No libirary can adopt the policy “once taken, for ever taken™ in the
,QIEIS@‘ of periodical publications.

2334:104  Consideration for Librarian’s Views

On the contrary, it is scldom that library commitices mostly
made of laymen, and even experienced subject specialists, realise
the full implications of tinkering with the current list of periodical
publications now and then. They do not realise how difficult it will
be to fill up gaps in a set of periodical publications. They do not
take a sufficiently long view of things nor realise that periodical
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publications have a permanent value and may serve a very useful
end in the future, although their use might have gone down a little
at the moment. Under these circumstances, the librarian has a very
delicate task to perform. He has to give the proper lead to the
library committec in the matter and frame the issucs to be placed
before the library commiitee and the subject speeialist in such a way
that hasty and lighthearted decisions may not bs easy. The library
committees also should realise that the building up of the pericdical L
publication resources of a library requires great forethought, and a
sense of values that can be developed only by an intimate knowlgdge
of the uscrs of the library on the one hand and of the publications
on the other. The librarian has exceptional opportunities. in these
directions. Hence, library committecs should treat the;]ibr’arian’s
views in the matter of revising the current list of periodicai publi-
cations with great consideration. In fact they ‘should leave the
annual revision of periodicals to be done by the dibrarian in con-
sultation with subject experts. They should astrict their responsi-
bility to seeing that the annual budget prouision for periodicals is

not exceeded. R
.Q www dbraulibrary org.in

23341:105 Sefection Month

In the case of the publications® whose discontinuance is to be
decided upon, it is desirablg{that the discontinuance should have
effect only from the beginfiing of a volume and not in the middle
of a volume. However*gbvious this suggestion may be, it is very
often ignored; and {he result is the ugly presence of incomplete
volumes in the sHel¥gs of libraries. As more than half the periodical
publications begily their volumes in January, it will be a good policy

to take up«Me)dnnual jobs connected with the selecting work some
time in Aﬁg&fst and arrive at the final decision before the end
of Segt\élfyber.
\ ) 2334:1:8  Annmual jobs
2334:1:81 CuURrRRENT LiST PREPARING

In the appointed month of each year, make 2 complete list of all
the periodical publications current in the year. Change sheet when-
ever the main subject changes. Each item in the list should contain
the class number, the title, the stock in library, the periodicity, the

annual subscription and remarks.
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If the list of the periodical publications taken arc not violently
changed from year to year, it may be more economical 1o take
stencil copies of the list once in five years. In that case instead of
preparing a fresh list, make the necessary corrections in o of the
stencil copies.

2334:1:82  CugkeNT LIST REVIEWING

FExamine each item in the list of perjodical publications curgenl
in the library. Note down in the remarks column it there s ahy
abnormality. If the Reference Section and the Circulatiow Sediion
have any definite opinion throwing light on the desirabilii bl conti-
nuing it or not, note it down in the remarks colunjwf’f‘«.,:\[‘tcr cach
item has been dealt with in that way, take it to ghglibrarian and
discuss it with him. %)

2334:1:83  CO-OPERATING mei{?’(‘.(msrl:rmu
In the interests of national cc-onomy:,.i”t}s desirable that periedical
publicaiions are not unnecessarily Huplicated in the diiferent
libravies of th.c SaW{%J?&%?éhhhgé:;ﬁé{lg%ﬂodif:"‘*l publications wilt
have necessarily to be duplicated if they are in (requent demand.
In the case of many othersyuplication can very well be avoided.
For this purpose, the ifaries of a region should be in friendly
co-operation with ong arother, Their finances for periodical publi-
cations should e N\ga’rded as il pooled together as one fund and
disiributed carefully over as many different periodical publications
as possible. Lhere is one danger, however, which must be avoided.
None of thig"Co-operating libraries should aci independently of the
othery\ifﬁé publications assigned to a particular library should
no:tgbé ightheartedly taken away from it and reassigned to some
other library. That will lead to the breaking up of the set in an
<‘§iﬂi10nvcnient way. Whenever such a reassignment becomes abso-
lutely necessary, the back volumes alse should be transferred from
the old library to the new onc. Remembering these principles 1o
view, consult the co-opcrating libraries to find out whether the list
of periodical publications current in your library requires any
amendment.

2334:1:84 TFINANCIAL POSITION REVIEWING
Examine the financial position of the library as a whole, and also
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the financial allotment to the different subjects. Examine if the
estimated avnual subscription to the periodical publications current
is within the means of the library as a whole and of each of the
subjecis. If any readjustment appears to be necessary, prepare the
necessary notes for the coasideration of the librarian, the expert
advisers, and the lbrary commitiec.

2334:1:85 CurrenT LisT CONSULTING
1T necessary, consult the experts in the different subjects to findy
out what amendments are desirable in the current list, Word the
leiter carefully, raising all the points on which advice is sought i the
form of definite issucs, on which clear and brief replies can t?elglven.

2334:1:86 CurrenNT LI8T NOTING :
Alter all these processes are over, prepare carefull")’f;\worded nofes
for the consideration of the sanctioning authority
N
2334:1:87 CURRENT LisT F?)RWARDING
At the appointed time, send the currémy hst with its notes to the
sanctioning authority through 1he »l.';ommltte:c,g,l ISéaS}lgn for the
necessary approval. AN ravy.org.in

LN

2334:2 Pen‘odg’cazvﬁaé{zfca:fon Ordering Work

%334 19:5  Weekly jobs
2334: FINaL CHECKING

This routine lS.\tO “be similar to the routine under “2233:2 Final
Checking Work™ with the following modifications :

The checkitig'will have to be done only with the catalogue of the
library, th\Reglstur Card Tray of the Periodical Publication Section
and lh.e ClaSSJﬁed Card Tray of the same section.

7 \
\m ) 2334:2:516  FraNCIAL Posimion DECIDING .

As spon as the final checking is over, examine the financial
posilion of the subject to which the periodical publication relates,
in consultation with the Book Selection Section, the Book Order
Section, and the Accounts Section. If there is reason to doubt the
adcquacy of finance, take the instruciion of the librarian before
proceeding further,
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2334:2:52 LIBRARY ADMINISTRATION

2334:2:52 ORDER PREPARING

For cach sanctioned periodical publication for which there is
adequate finance, write out an order.

If the decision is to take the periodical publication for an inde-
finite period, add the following sentence in the order © “"This may
be treated as a standing order until countermanded.”

On the other hahd, if the decision is to take it only temporardy
say for onc or two years, specify explicitly the period for which j&c
supply is to be madc.

In many of the periodical publications, the volume pediddicity
may not agree with calendar years. Hence, it may be adg@yyiigeous
to specily the period for which the supply is to be g.ontmm,(l not
by the calendar year but by volume number. Othcm bse? thereis the
risk of the library having incomplete volumes Oﬂ\thc shelves. 1t s
seldom that thc managing authorities of hbran realise this
awkwardness. Hence, special carc is to Mgwtaken in advaunce in
preparing the notes on the indent so that$htsanction of the manag-
ing body may be got in the appropriate’ form.

2334:2:53 VPR BILREPURTEC R I0N CARDING
As soomn as the order copys {s Written out for a periodical publica-
tion, prepare, prowsxonallv il pencil, three cards, viz the Classified
Index Card, the RCQISIBI Card, and the Check Card. luscrt them
in the approprlate\ﬁlacw in their respective trays. If printed or
stencil copies ofthe Tist of the current periodical publications exist,
carry out the mterpolatlon in the copy marked for the year.

2334:2¢ §4 PERIODICAL PUBLICATION ORDER TRANSMITTING

As%&on as the periodical publication carding is over, write in ihe
oﬂicf, copy of the order the word, “carded”, and initial and date it
'E‘hen transmit it with the file to the librarian for signature.
)

2334:2:56 FINANCIAL DIARY POSTING

As soon as the librarian has signed the order for a periodical
publication, make the necessary entries in the financial diary in the
column devoted to the subject to which the publication belongs.
It may be repeated here that the financial diary is common to the

three sections—Book Order Section, Periodical Publication Section,
and Accounts Section.
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2334:2:8  Annual jobs

Although a standing order is recommended o be placed, it is a
good practice to review the list of the current periodical publications
once in a year and issue renewal orders confirming the standing
order or issue cancel orders, according to the decision. From the
natore of the case, it is obvious, that this annual work should be
made in sufficient time for the renewal order or the cancel order,
as the case may be, to reach the publisher before a new volume of

the periodical publication commences. The publishers of learneds

periodicals are doing a great service at grave financial risk. 1f 18
scldom that a learned periodical pays its own way. Hence, it i che
duty of all libraries to minimise the risk of the publisher by ﬁu}msh-
ing him with the necessary information sufficiently in adyance to
enable him to decide the number of copies to be pril{t{d.

2334:2:81 RENTWAL ORDER LISHNG

Take out each card in the Register Card\\Tmy Examine the
decision on the list of current perlodlcaT\pubhcauons, prepared
in connection with the jobs enumeratethin rufe 2324:1:8 and sce
if the axe has fallen on it. Examinglalso if the file rclating to the
publication has any note that miglii have BEG o bE Yoparain
its continuance. Examine alsos thc entries in the Register Card to
sce if there is anything abnorital about the publication. Pull out
the related Classified Card%md put it in the classified sequence in the
Renewal Listing Tray© C ancel Listing Box, according as continua-
tion or cancclling B\ndmated Place the Register Card back in
its original pldce Witer all the cards in the Register Card Tray
have been thus dlsposed of, it follows that the Renewal Listing Tray
would haw\i%cn completed. Prepare an estimate of the annual
subscription’for the periodical publications in each subject. Discuss
with ihé librarian the cards in the Renewal Listing Tray and the
Can&:l LLS’Eln" Box, class by class.

“WAlier the necessary iransfer of cards is made, have the renewal
fist typed. Begin a now sheet with every subject. The number of
copies to be taken is likely to vary from library to library. It will
depend upon the number of persons whose advice is to be sought
regarding renewal. n any case, it will be a good plan to have at
least five copies made out each year. Once in five years, it will be
an advantage to have some fifty copies stencilled. Tf this is done, the
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work of typing the list every year may be obviated, because the
stencil copies may be used, from year to year with the necessary
interpolations and scering out donc annually.

2334:2:82 RENEWAL OrbpEr LisT TaLLyine
After the typing of the Renewal Order List or the correcting of the
Year’s Copy of the Stenceil List, as the case may be, is over, tally
it carefully with the cards in the Renewal Listing “Tray. ff there i
any discrepancy, have 1t set right. Write the endorsement ““Tallic&N
on the Rencewal List and initial and date it .\:\
7'\

N

2334:2:83 RENEwAL ORDER WRITING Al
For each of the items in the finally modified Senéwal list,
write out a Rencwal Order Card and address ipﬁ}\?cl‘ul[}-', taking
the necessary uddress from the corresponding 8asd in the Renewal
Listing Tray. N
2334:2:84 ReNewaL ORBPR TALLYING
After all the renewal cards are wiitfen out and addressed, got
them carefully taltiedwditewibraiisehe modificd renewal list. As
soon as this is over, transfer :shé;’ classified cards from the Renewal
Listing Tray to the Cldssiﬁed ‘Card Tray, taking care to put cach
card in the approprlaLe\ classified place. Put your initials in

the renewal order CK@S as a token of yvour having tallied them
carefully.

2334'2‘@5 RENEWAL ORDER ADDRESS VERIFYING

As 500D.25 the renewal order tallying is over, alphabetise by the
title an;kvenfy ihe address in the Renewal Order Cards with the
addrf:ss given in the corresponding Register Card Tray. Put your
1n1tm1s in the left hand bottom corner of the address side of the
\c&rd as a token of your having verified the address. Ask another
person to check the correctness of the order and put his initials in
the Renewal Order List in token of his having done so.

2334:2:86 RENEWAL ORDER SORTING
As soon as the renewal order address verifying is over, sort the
renewal otder cards by the countries mentioned in the address.
Alphabetise the order cards in each country group, by the address
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in the card. If there be two or more cards having the same
address, consolidate them in one card or one letter, as the case
may be. _

Ag soon as the consolidation work is over, get it verified carefully
and put your initials in the inside of the consolidated order in token
of your having verified it. Then score out and destroy the unwanted
renwal order ecards.

2334:2:87 ReNewaL ORDER TRANSMITTING
Send the sorted renewal order cards and letters along with the
finally modified renewal lisi to the librarizn for his signature. ¢\

7\
Ny

2334:2:88 STANDING ORDIR CANCELLING o~
Yor each of the ilems in the Cancel Listing Box prepar:, a’cancel
arder and send it to the Librarian for signature a]onv\lth the files,
after careluily tallying the orders with the classiled cards in the
Cancel Listing Box. Transfer the cards to tf}s’@dnce.-’led Tray.
¢
2334:2:883 CANCELIED CARDYMARKING
Attach a coloured slip to the Re glstcr Cards and the Check Cards

of the cancclled publications. (L% Ww.dbraulibrary.org.in

2334:2:884 ,.CARDS CANCELLING

In the course of the receiying work, if you come across a Check
Card or a Register Cagdewith a coloured slip attached to it, examine
if the current volumeg, i&omplcted. 1f so, remove 1t 10 the Cancelled
Tray. The Registep @ard and Check Curd of a publication should
be kept together Ni'the Cancelled Tray. They should be arranged
alphdbetwdlix\ the first group in the Cancelled Tray. The Cancelled
Classified Jodex Cards should be arranged in a classified sequence
as a sgcend group after the last volume received is posted in
thegryS
QO

2334:2:896 FiNnaNciaL DMARY ANNUAL POSTING

At the beginning of cach financial year, write in the Financial
Diary the estimated annual cost of the periodical publications in
each subject. The cost is to be estimated in the light of the renewal
orders sent and the actual cost paid during the preceding financial
year.
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2334:3 Periodical Publication Receiving Work

2334:3:1  Immediate johs
2334:3:11 V P PackiT RECEIVING

As soon as a VP Packet is presented, examine i il conlents
are due. If they are duc, prepare the Intimation Form for the
libratian’s signalure; and send it to him along with the Puacket
After it is accepted and comes back to you, remove the Wiippe,
carefully and treat it as a Bill. Put the contents atong with the
publications reccived in the day and deal with thum ;1ccord4'n§\to
the prescribed routine, O

N

A
S D

2334:3:12 WRONGLY DELIVERED PACKET RIJTURNING
If any packet containing periodical pub!icat*ibﬁ«, has been
delivered wrongly in the library cither due to \\'n'mg address or
due to other causes, send it back pmmpl])&"tb:thc Post Oifice or
the person concerned with the necessarynstruction.

2334:3:4  Dailly jobs
233“{1\?’3‘{3}&%1‘3%§£§E%%%4\1\11NIN(}

The periodical publications gegcived in the day by the librarian,
will come to you with the Wrapper of each, inserted in the inside.
They will come shortly d{ftq\s the mail arrives. As soon as they come,
tally each publication\ﬁith the Wrapper inside it and cxamine the
Wrapper carefully/to see whether it is addressed to the fibrary.
If there is any disctepancy, put it aside with the Wrapper i 1ts
inside in t‘ﬂefQoubtful Group of Publications. They may be aken
up for d@&s’al at the end of the day.

N

R\ 2334:3:412  SorTING
:fﬁe publications about which everything is normal are (0
“hg’ sorted into suitable groups according to their urgency of
demand from readers, as far as it can be ascertained. Each cof the
succeeding Daily Jobs connected with the Recciving Work as
well as the New Issues Displaying Job is to be done group by
group in the decreasing sequence of urgency. The advantage
of this is that the periodicals, for which there is wsually an

immediate demand, will reach the readers’ hands as ecarly as
possible.
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PILRIODICAL PUBLICATION SECTION 2334:3:44

2334:3:42 Current IssuE COLLATING

Take cach of the publications and collate it carefully, Note near
the top of the back of the front cover all abnormalitics, including
missing pages, defective pages, loose sheets, maps, plates, correction
ships, eic.

If there is any defect, put it aside in the Defective Group of
publicavions, Those without defect are to be put together into
the Sound Group of publications. ’

2334:3:43 CurReNT TSSUES ALPHABETISING \

Take the publications in the Sound Group in convenient ba.nshes
and alphabetise them by the title. O

2334:3:44 CuUrRReNT ISsUE REGISTER;:{E: ’
Preliminary N h

Ol Pull out the Register Cards Tray and place it on the iable.

02 Current Issue Registering is to be dope$ar each Sound Group
of Publications, as and when its alphi&etisation is completed.
Bring each such group to the table as’and when it gets formed.

024 Work should also be dongy o each Defective Group of
Publications of the Current Wee.‘k ‘Bring "Byt Yiien freupy eoathe
table along with the last mstglmem of Sound Group.

Other Steps

03 Week’s Current oBox The box into which the Register Cards,
the Check Cards;, t\he Slips, and the other associated cards of the
publications reived in the week, are collected from time to time
for attention™duting the Vigilance Work and the Rounding off
Work of L@c\Weck

031 Klt ‘the Week’s Current Box on the table.

Ofisz}glstermg should be done one publication at a time.
N ) Process of Registering
A% 05 To vegister means to do the following :

051 To enter in the concerned columns in the Register Card in
Indo-Arabic numerals the Volume and Issue Number, the Current
Weck Number (and the date also in the Case of a Weekly);
and

052 To enter, near the top right hand corner of the front page
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of the wrapper of the Issue, the class number of the publication as
given in the Register Card.

06 As soon as each publication is registered or is found 1o be
cither a daplicate or a not-due one, or a defectivc one, put it Front
Cover upwards in the respective groups, one above the other m the
sequence in which they are taken up to work with,

07 Kinds of Peculiuritics ~

071 The Routine of Registering will vary with the peculainsos

met with in cach publication. The peculiaritics arc cnufudyiitod

below and the Routine for each peculiarity is given in the@lcccuding

seclions : (v’.’;’

(472 Gap-in-Supply Publication. Publication of?} » ftich the issue
received is laler than some earlicr issue(s) noi yel\rcccwcd

073 T C ¥ Reccived Publication. Publicationwhose T C { (Title-
Page, Contents, and Index) has arrived \\)Iih}l‘he issue received.

0731 T C I Not Received Publicatiopw\Publication whose T C [
is due with the issue received—this willMordinarily be cither the list
issue of a volume or the first issug, of the next volume—-but is not
found with the issigww-dbr auhbra‘}’m‘g in

(074 First Arrival Pubhgjahon. Publication whose issuc has
arrived in the library forsthe first tiree as a result of ordering or of
soliciting gift. NS

075 Gift Publicatiotr. Publication being received as a gift. Tts
Registration Card ahd Check Card will be of a specified colousr—
green in the Madras University Library.

076 Duplicate Publication. Publication for which a copy of the
issuc o R4C 1 received has been already registered in the Register
Carde v

Q’?? Cancelled Publication, Publication to be discontinued afier

,Jli‘e completion of the current volume. Its Regisiration Card wilt
N\ _have a red slip attached to it.

(78 Not-Due Publication. Publication for which there is no
Registration Card. It is likely to be a Sample Copy or a copy
sent by mistake.

0794 Defective Publication. Publication lying in the Defective
Group of the Current Week.

08 After registering all the publications received at the time,

1 Insert the Register Card Tray in its place; and
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2 Remove the Duplicate, the Not-Due, and the Defective
Groups to their respective places and insett them in their
proper alphabetical places.

2334:3:441 NorMAL PUBLICATION
Register a Norimal Poblication in the first vacant ine in its Register
Curd, Put its Register Card into the Week’s Current Box, in alpha-
betical sequence. Put the Issue inio the Regisicred Group of Tssues,

2334:3:442  Gap-IN-SUPPLY PUBLICATION .
Register a Gap-in-Supply Publication in the line appropriate %0
the ¥ssue, leaving the Lines for the earlier unsupplied Issues Va@:‘ant:
Put its Register Card in the Week’s Current Box in aIEhﬁbetiQal
sequence. Put the Issue into the Registered Group of ,[séucs.
o\
2334:3:443 T CI REcEIVED PUBLICATION
1 Register a Publication with the T C T in gfiedast but one line
for the current volume if it is its last [ssge.™f it is the first jssue
of the next volume, register it in thoMlwst line for that volume
leaving a line for the TCL oA
Register the T C1 in the last,ggne"fowt&m,dbrmntbm%pmpgm
3 Putits Register Card in the, Week’s Current Box in alphabeti-
cal sequence. N
4 Wthe TCI and ther’sue are not separable, put the whole
into the T CT Group,)
5 M the TCI aqd\t}le Issue are scparable, put the former
in the T C I, Group and the Issus in the Registered Group
of Issues, A\
O
23‘3@:\3:443]_ T C1 Nor RscEVED PUBLICATION
Regigtqr\fhe Issue of a T C I Non-Receipt Publication, leaving
the T& 1 line free. Put the Register Card in the Week's Current
l%x\in alphabetica! sequence. Put the Issue in the Registered Group
of ISsues.

3

2334:3:444 TFIRST ARRIVAL PUBLICATION
Register a First Arrival Publication in the line appropriate to
the Issue which has arrived. Check all the pencil eniries in the
Register Card with the publication. Rectify them if nccessary.
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Classify the publication, taking the help of the Technical Section
if necessary, Write the class number in the Register Card and ncar
the right hand top corner of the front cover of the Issuc.  Put the
Register Card in the Week’s Current Box in alphabetical sequence.
Put the Issuc in the Registered Group of Issues.

2334:3:445 GrFT PUBLICATION

The Registration Card for a Gift Publication will be coloured —
it is green in the Madras University Library. The routine with it"w AU
be similar 10 one or other of the preceding five routines, as iiase
may be. The routine for a Gift Publication will be s:m:i af to
that for a purchased publication and will have thc ’lddlllondl
iterms given in 2334:6:55. o\

m\\
2334:3:446 DUPLICATE PUBLICATION

Do not register a Duplicate Publication. Q.u’, it in the Duplicate

Supply Group of Tssucs. ,,\
2334:3:447 CANCEL,;;Ei)" PUBLICATION

If the Registration Cavs-hastrdRpigip attached to it, its order js
cancelled with effect from lhc ne‘(t volume.

1 If the Issue belongs t0 “the cancelled volume, it must not be
registered. Write the wogd “Cancelled” ncar the right hand top
corner of the cover. ¢ FiQt 4t in the Cancelled Group of Issues.

2 1If the issue Belongs to a volume prior to the one cancelled, the
routine is sumla\r te one or the other of the 6 routines described in
Sections 233{::3:44! 10 2334:3:446.

&
\%“’ 2334:3:448 Not-IDUE PURLICATION

Ifthere is no Register Card for a publication, it is likely to be a
Qaiﬁplc Copy. Put it in the Not- Due Group of Issucs.

4
N\ 2334:3:4494 DEFECTIVE PUBLICATION

Attach o thg, Register Card of a Defective Publication a white
slip and write on it the Volume and Issue Number of the Publication,
its date of receipt, and a statement of the defect found. Take this
from the back of the front cover. Put the Register Card in the
Week’s Current Box in the alphabetical seguence. Put the Issue in
the Defective Supply Group of Issues,
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2334:3:45 CureenT IssUE CUTTING AND STAMPING

As soon as the Registering of each publication is over, cut open
all the sheets of the publication and put the library stamp on the
cover page in a convenient place as near as possible to the right
hand top corner. Put the stamp on the first page and the last page
and on such of the intermediate pages which are muitiples of fifty.
Put the stamip on the backs of all the plates. Take care that the
stamp i3 not put on any printed matter in any page.

As soon as the Cutting and Stamping of each issue is over, iff
there is any loose sheet, plate, or map, put the issve aside in the
Loose Sheet Group. If there is any correction slip, put the issue\ﬁsi&e
in the Correction Slip Group. Put all the other issues in the Normal
Group. ' N

Note :  In sorting the issues in this manner, use may be made of
the notes recorded on the inside of the front coyéf at the time of
collating. \

¢ O
2334:3:456 PERUSLNE?"

As the cutting and stamping work is froceeding, peruse each issue
rapidly, looking out for any annoupéémer\htwt:{g_ (5%?_ alalllilglli_sher cithet
in a separate stip or in some part ofithe cover pages or at ine top Of
the first page or in the editorial cplufnn, if there is one, or in the news
column or in the notes column ot in any other place. The announce-~
ment may relate either t9~§umulaﬂve Indexes or to changes in the
publication itself. Take stch action as may be necessary on the
announcement, if any Is found, If the action required will involve
some time and, ¢an“be postponed to the rounding off day of the
week, either put.the publication aside for later action; or, if possible,
note downstlie name of the publication and the action to be taken
in a 7.§§é"13 cm slip; and put the slip in the Week’s Current
BOX.: ,
£ ’\' ¥

AN
Q)

2334:3:46 Cueck CARD SHIFTING
Preliminary
0l After the Perusal of the Issues (described in section
2334:3:456) and the Loosec Issue Shelving (described in section
2334:8) for all the Issues in a Registered Group of Issues are over,
pull out the Check Card Tray and place it on the Table.
011 The Week Guide of the Current Week will be the First
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Week Guide in it. Behind it, the Check Cards of the Publications
Due in the Current Week will stand in alphabetical sequence.

012 The Check Cards of the publications Due in the successive
Later Weeks will stand in alphabetical sequence behind the Week
Guide of the respective Later Weeks,

Definitions
02 Allotted Day of the Week. The day of the week allottedao
be its last day for the purpose of rounding off the week’s work of

the Periodical Publication Section. RAY.
021 In the Madras University Library Wednesday is{the Allot-
ted Day of the Week.

03 Week Guide. A card of the size of the Chcck Card, with a
tab projecting from one of its longer edges. ~

031 Guide Number in Week Guide. A number like 11.4, which
means the Fourth Week of November, written on the tab of the
Week Guide. Fourth Week means thesWeek in November which
ends on the Fourth Allotted Day in that month.

032 Some months will have 5 Allotted Weck Days. Therefore,
there should be 5 WESkETHIMTIY & Mmonth. The Week Guide
5 will be in use in certain ménths and out of use in others.

033 In a month in wiiich the Week Guide 5 is not in use, it wiil
be close to its Week @Guide 4 with no Check Cards between them.
In that case, the \Q&ek Card 5 will be so turned that the Guide
Number on it faces the back end of the Check Card Tray.

04 NextDuesWeek., For a Check Card behind the Week Guide
of the Curgent Week, calculate the Next Due Date as follows :

041, 8 the Period is mentioned in the Check Card as a number
of v&ceh, add that number to the Week Number in the Week Guide
of ‘the Current Week.

Example If 11.4 is the Number of the Current Week and the
Perlod is 1 Week, the Number of the Next Due Week is 11.5, if
November has 5 Allotted Days of the Week.

042 If the Period is mentioned in the Check Card as a number
of months, add that number to the Month Number in the Weck
Guide of the Current Week.

Fxample 1 1f 11.4 is the Number of the Current Week and the
Pericd is 1 Month, the Number of the Next Due Week is 12.4,

2 I 11.4 is the- Number of the Current Week and the Period 18
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3 Months, the Number of the Next Due Week is 2.4—that is the
fourth week of the February of the next year.

05 Put the Week’s Current Box in a convenient position by the
side of the Check Card Tray.

06 Put a Spare Box next to the Week’s Current Box.

General

I For each Register Card in the Week’s Current Box, which
does not have its Check Card behind it, pull out its Check Card
from behind the Week Guide of the Current Week in( the
Check Card Tray and procced as described in the succeeding
sections,

2 If the Check Card of a Register Card is not found behmd the
Week Guide of the Current Week, or of the next ongxf)r two wecks,
calculate its Next Due Week with the aid of the\Week of the Last
Registration and of its Period. Iis Check C td)will be behind the
Week Guide of that Next Due Week or Qne of its neighbouring
weeks.

& TUnless the day is the Vigilance Day of the Week (see section
2334:3:51 para 01), after all such; lleg1sterw(3qrd&umﬂﬁh§a}¥qgl§qn
Current Box are dealt with in\the said way, put the Check
Card Tray in its place. Puts also the Week’s Current Box in its
place. RN

2334332461 NORMAL PUBLICATION

For the Registef Gard of a Normal Publication,

1 Score oubit/its Check Card the entry, if any, for the Issue
registered in/ghe’Current Week.

2 Tf thés is no Surviving Unscored Entry in it, insert the Check
Card behi d the Week Guide of its Next Due Week in the proper
a]phabe'tlcal place and insert its Register Card in the Spare Box in
the uproper alphabetica! place.

3 If there is any Surviving Unscored Entry in it and the date in
the Umscored Entry does not indicate any action to be taken in the
Current Week, insert the Check Card behind the Week Guide of
the Next Week in the proper alphabetical place, and insert its
Register Card in the Spare Box in its proper alphabetical
place,

4 If therc is any Surviving Unscored Entry in it and ihe date in

N\
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2334:3:461 LIBRARY ADMINISTRATION

an Unscored Entry indicates action to be taken in the Current
Week, insert the Check Card behind its Register Card in the Woek’s
Current Box.

2334:3:462 GAP-IN-SUPPLY PUBLICATION
For the Register Card of a Gap-in-Supply Publication, score
cut in its Check Card the entry, if any, for the Issuc regisiered
in the Current Week. Enfer the first two columns in it, insert
the Check Card behind its Register Card in the Weck's Cukient
Box. ¢\

'\
\

2334:3:463 T C I RECEIVED PUBLICATION

For the Register Card of a T C I Received Puplidtion,

1 Score out in its Check Card the entry, if a"n}, for the lssue or
the T C I registered in the Current Week.

2 If there is no Surviving Unscored Eritﬁr' in it, insert the Check
Card behind the Week Guide of the Neh Due Week, in the proper
alphabetical place, and its Registef §drd in the Spare Box in ifs
proper alphabetical place. w3\

3 Ifthere is a "Strvivihe (PHSEa: 36 Atry in it, do as prescribed
for Normal Publication int$ection 2334:3:461

2334:3:4631¢~F CI NoT RECEIVED PUBLICATION
For the Registratien Card of a T C T Not Received Publication,
enter the first two, columns in the Check Card. Insert it behind its
Register Cazddn the Week’s Current Box.

O
(\¥2334:3:464 FIRST ARRIVAL PUBLICATION
F,Q&ﬁe Register Card of First Arrival Publications,

X% Cairy out in the Check Card any corrections made 1n its
~Register Card.

\/ 2 Ink the Pencil Entries in its Register Card and Check Card.

3 Insert the Check Card bchind the Week Guide of the Next
Due Date in its proper alphabetical place.

4 TInsert the Register Card in the Spare Box in its proper alpha-
betical place.

2334:3:465 GIFT PUBLICATION
For the Register Card of a Gift Pubtication,
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1 Score outinit the entry, if any, for the Issue or T C 1 registered
in the Current Week.
2 TInsert the Check Card behind its Register Card in the Week’s
- Current Box.

2334:3:467 CANCELLED PUBLICATION
For the Register Card of a Cancelled Publication,
! If the T € I has not vyet arrived, do as in Section
2334:3:461.
2 If the T C I has arrived and no Issue is due, attach the Red

Sliptothe T C L N

3 Put the “Cancelled” stamp on the Register Card and the
Check Card. N
4 Put them together in the Spare Box, the ReglstE{Card being

in front of the Check Card.

2334:3:4695 DEFECTIVE PUBLICATION
For the Register Card of a Cancelled Rublication,
1 Attach a White Slip to the Check{(Gard and copy in it the
entry in the White Slip attached to its. Regist (?(Eardl
2 Insert the Check Card behing ﬂs Register Catd 1o the $iek's
Current Box. A

‘.
»

233434 74696 Seare Box
After the Check Car%\Shlfng is completed for Current Week,
insert each Register Card collected in the Spare Box into the
Register Tray in 1ts proper alphabetical place.

’)334 :3:4098 DALY VIGILANCE

The Chs?'{k ‘Cards of the dailiss should be kept in a separate
group of thelr own, with only three guide cards, viz “Suppli-
ed’:& “Due” and * Overdue.”™ For every daily whose issue has
avaéd as soon as the Check Card shifiing is over, if any
Check Card stilt lies behind the due guide of dailies, remind
the vendor concerned about the non-supply of the day’s
issue, cither by phone or by post as may be convenient. “Then,
transfer the cards behind the Due Guide to behind the Qverdue
Guide and those behind the Supplied Guide to behind the Due
Guide.
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2334:3:47 LoosE SHEETS FIXING
Take the publications in the loose sheet group one by one. Take
out the loose sheets, plates, maps, etc; properly iix them in the
appropriate places in the appropriate manner, if they deserve to be
so treated. Add the issue to the Normal Group mentioned in routine
2334:3:45.

2334:3:48 CoRrrecTIiON Suip DISPOSING ’

Take the publications in the correction slip group one by ‘ene.
If the corrections to be carried out are nol too many, carty-out all
the corrections indicated. Put the appropriate class numbcr volume
number, isslie number, etc on the top-most line of\the correction
slip and put it in the correction slip box in the GlQSSlﬁLd SeQuUence.
Add the publication to the Normal Group rs:fcrwd to in routine
2334:3:45,

If the corrections to be carried ou \dr¢ ioo many, take the
necessary instructions from the 11bra(1an as to the procedure to
be adopted. "N\

2334:3:5,3 Week!y Jobs
2334 %hsal”l‘%‘ﬁkf‘}gWGlLANCE
Deﬁmfzqm‘ and Preliminary

01 Vigilance day. The day in the week to be chosen by each
library to watch the. correct arrival of periodical publications in the
library. It is he %ﬁﬁl fo make the Allotted Day of the Week (See
section 2334:3ud6 para 02) the Vigilance Day.

0ll Inm the Madras University Library, Wednesday is the
Vlglanc;f'\Day as well as the Allotted Day of the Week.

02 ~Period. 1 The normal (or intended) Number of Weeks
bethen the publication of Two Consecutive Issues of a Periodical,
ifigt is not more than 3 Weeks.

“\ 2 The normal (or intended) Number of Months between the
. publications of Two Consecutive Issues of a Periodical, if it js not
less than 1 Monih,

03 Grace Week. The Number of Weeks to be added to the
Period of a periodical publication to allow for unavoidable delays
in publication,

For example, it may be fixed as follows :

182



PERIODICAL PUBLICATION SECTION 2334:3:51

For ‘ Grace Weeks

I L _
Weekly or Fortnightly 1
Monthiy 2
Quarterly 4
8

Larger Periods

041 Week for the First Reminder. The Last - of the Grace
Wecks. .\:\

042 Week for the Second Reminder, The Fourth Week after
the First Reminder. A\

043 Week for the Third Reminder. The Fourth Wepk after the
Second Reminder. \\

044 Week for Special Action, The Fousth Week after the
Third Reminder. This will mean about thyedMonths after the
Graco Weeks are over. ' AV

1 Do the Weekly Vigitance job, aftet\tie completion of Check
Card Shifting on the Vigilance Day of the Week.

2 On that day, retain on the t?.biﬁné'the Cheeid brped iy amd; the
Week’s Current Box, for the Weekly Vigilance Job.

3 Pull out the Register Tray and keep it on the table.

4 Each of the Check{Cards behind the Week Guide of the

Current Date will bef i@r&uc. It will have an Unscored Entry. It
\'ing kinds.

o
will be one of the {dlio

40 Whether‘a{']'i{'enﬂnder is duc or not is indicated by the Grace
Weeks consideked with the numbers of the week entered in column
2 in the caseof an incomplete entry and by the number of Weeks
for Re;-ghd’er in the case of a completed entry.

ad
-

O Reminder Not Due Check Card

\ %i Check Card not indicating completion of the Weeks for the
first, the second, or the third reminder or for special Action, as the
case may be.

Reminder Due Check Card
42 Check Card indicating completion of the weeks for the first,
the second, or the third reminder, as the case may be.
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Special Action Due Check Card

43 Check Card indicating completion of the weeks for special
action.

5 Pull out, one by one, each Check Card from behind the Week
Guide of the Current Week and deal with it as prescribed in the
four succeeding sections.

8 After the completion of the Routings in the four
succeeding sections, insert the Register Tray and the Check
Card Tray in their respective places and put the Week's Curgpnt
Box in its place. O\

'\
2334:3:511 ReMmsper Nor DUeE Check CA}';‘]J\'

1 ¥ the Check Card is a Reminder Not Due ~Qard, insert it
behind the Week Guide of the Next Week in the peaper alphabetical
place. ’

2 If it has a White Slip attached, showing defect in an Tssue
and if a sound copy of that Issue has beeh régistered in the Current
Week, remove the White Slip fromMt and from its Register
Card. o\ o

www_dbrauliklljéry"_OI'g.in
2334:3:512 REMANDER DUE CHECK CARD

If the Check Card is a Reminder Due Card, pull out its Regisler
Card from the Register Tray. Insert both together (with the Rogister
Card first) in the wqék‘s Current Box in the proper alphabetical
place. \

23:31:3:513 SPECIAL AcTION CHECK CARD
If the Q{&k Card is a Special Action Card, pull out its Register
Card Qom the Register Tray. Insert both together (with the
Register Card first) at the end of the Week’s Current Box in a
_Separate Alphabetical Sequence.
N\ 2334:3:518 WEEK GUIDE SHIFTING
As the end of the Routine mentioned in the above three sections,
there will be no Check Card behind the Week Guide of the Current
Week. Shift it to the last position in the Check Card Tray. It will

thus become the Week Guide for the corresponding week of the
next year.
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2334:4  Periodical Publication Completing Work

2334:4:5 Weekly jobs
2334:4:51 Loosk Issues COLLECTING

On the appointed day of the week, take each of the items in
the TCI group and deal with it as follows: Collect all the loose
issags to which the T C1 relates. They will ordinarily be on the
shelf. If by any chance any loose issue is not found on the shelf,
1t is likely 1o have gone on loan to specialists. Send a Registration.,
Slip to the Circulation Section. As soon as the loose issue concerped

N

comes back, put it in the collection. ¢\
"N
A\ ¥

2334:4:52 LoosE ISSUES TALLYING
For each of the volumes whose loose issues have lqeeli compleiely
collected, verify with the aid of the contents page;;‘lf'f.'t'he volume is
complete, If there is any defect in any volume, investigate the matter
and set it right. If the defects cannot be sef\wight, take it to the
notice of the librarian and get his agdwiee. If correspondence
with the publisher or anybody elsc beeomes necessary, tie up the

volume and put it in the T C I Wairing Group, alphabetically by
the title. N www.dbraulibrary.org.in

2334:4:53 VoLUME MAKING Up

Examine the contents pége and the completed volume carefully.
If there be two or mekeisequences of pagination, examine if the
whole thing should be"bound as one volume or in two or three
volumes. Even if.there be only one sequence of pagination, examine
if, on account of dnwieldy size or the existence of two or more title
pages, it is ©'be bound in two or more volumes.

At this@tzigc consult the normal Binding Slip for the publication.
If your: ﬁldings agree with the normal instructions in the Binding
Slipystparate the completed volume into the necessary number of

¢Velumes and tie wp each of them. If theve is any abnormality,
s6nsult the Binding Section, and, if necessary, the Technical Section,
and then take it to the nofice of the librarian for instruction. Then,
carry out his instruction.

2334:4:54 SUPPLEMENT SEPARATING
Examine if there is any Book or Periodical Supplement with
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independent pagination. If there is, deal with it along lines similar
to the preceding routine.

2334:4:55 BINDING PECULIARITIES DRAFTING

If the binding to be done to the completed volume differs in
any way from the normal mode of binding the publication, as
recorded in the Binding Slip, prepare a Special Slip showing the
deviations from the normal binding instruction. Pin this Slip to the
bundled volume so as to attract the attention of the other sccions
having to deal with it O\

7\
2334:4:56  AccrssION CARD WRITING \ .

As soon as the Binding Peculiacities Drafting isdyek, write out
Accession Cards for the volumes made up. Thg@éeession number
and the collation need not be written outsOw’ the back of the
Accession Card, the Voucher Number capndt be written if it is a
case of post-payment. In the column ‘iQ’atc of Receipt” cnter the
date of completing. 8

A

2334:4:37 ., MADETB Y PLWER TRANSMITTING
Arrange the accessioned yeollimes in the classified scquence.
Arrange the correspondings Accession Cards in the classified
sequence and put theg\in a box. Fill up the Transmission
Register. Then, t;ansﬁg the made-up volumes and the Box of
Accession Cards, to\the Accession Section, along with the Trans-
mission Registef, » As soon as the Transmission Register comes
back, examib¢Cif it has received the initials of the Head of
the Accession’ Section, as a token of his having received the
materisl\s,'\“
O
2334:4:58 AcCCESSION NUMBER NOTING
a\ As soon as the Box of Accession Cards comes from the Accession
\Section, note the Accession Numbers of the periodical publications
in the related register cards. In the concerned Classified Index
Card, enter the necessary details about volume number, supple-
ments, and cumulative indexes. Then, transmit the Box of Accession
Cards to the Accounts Section.

186



PERIODICAL PUBLICATION SECTION 2334:5:522

2334:5 Cumulative Index Work

2334:5:1  Imnediate jobs
2334:5:11 CuMULATIVE INDEX NOTING

You are likely to come across announcements of Cumulative
Indexes while perusing current numbers of periodical pubiications
received in the library, as provided in routine *2334:3:456
Perusing™. In certain cases you may receive letters from publishers,
announcing the issue of Cumulative Indexes. In certain other cases, »
Cumulative Indexes may come out in regular periods. In all thesd
cases be vigilant to collect the information and note it downyin s
Selection Stip and put it at the very beginning of the Week’s Qu‘trent
Box. N

2334:5:4 Daily jobs N

The daily jobs really rclate to the receiving ‘work of the
Cumulative Indexes ordered. Hence, they areyguite similar to the
receiving work of the current issues of perigdical publications, with
the modification that there will be no @urrent issue alphabetising
and that you will have the additional routine of entering the receipt
of the Cumulative Index in the Claséffied IR “CIRY! MR Rire
will be no Check Card shifting m' these cases.

2334@5 Weekly jobs
The weekly jobs of Qumulative Index Work relate partly to
ordering and partly to\recewmg

2334’5 51 CoMuLATIVE INDEX CHECKING
On the ap o\qfed day of the week, check each of the Suggestion
Slips cont it in the Week’s Current Box and check them with the
resource$\of the library—directly with the shelf and with the cata-
logue: and the classified index cards. Note down the result of the
c{egkmg in the Slip.

2334:5:522 CoMuLATIVE INDEX ORDER PREPARING
For each of the Cumulative Indexes, which is not already
in the library, prepare a formal order, asking the publisher to
send the index with a bill in duplicate as soon as it comes
out.
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2334:5:523 CuUMULATIVE ORDER TRANSMITTING
On the appointed day of the week, send the orders for the
Cumulative Indexes for the signaturce of the librarian.

2334:5:526 FiNANCE DIArY POSTING
As soon as the order copies get signed by the librarian, find out
the total estimated Cost of the Cumulative Indexcs ordered and
enter the amount under the proper subject in the Finance Diary.

N\
2334:5:55 t0 2334:5:58 Weekly jobs O\
The routine for these jobs is exactly similar to thai*nder
#2334:4:5 Weekly Jobs of Completing Work”. L™

ol
"

2334:6  Rounding Off Worl®

2334:6:5 Weekly jobs)

1 ‘The Purpose of the Rounding Off Work is to take the neces-
sary action on all the defects and pefliarities noticed in rcceiving
and handling the periodical publicapi:o;is, and arising in their Regis-
ter Cards and Check Cards, i, the spursg of the Current Week.

2 Ttis a convenience to aceumulate all such work and the con-
nected correspondence forthe whole week, and to have them
disposed of on the day aftér the Vigilance Day.

3 The Rounding.\(} Work will relate to the :

N

31 Ttems{gecumulated in the Week’s Current Box;
36 Puoblications in the Duplicate Supply Group; and
38 "\.?}rb]ications in the Not Due Group.

4.'5"1}1& Items in Week's Current Box will stand sorted into the
folowing groups :

41 The Register Cards, with their respective Check Cards
behind them, for all cases in which a Reminder or 2
Defect Notice or an Acknowledgment is due, arranged
all in one alphabetical sequence;

42 The Register Cards, with their respective Check Cards
behind them, for all cases in which Special Action is to be
taken as a resuit of failure of supply for 3 months;
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43 Slips of the publications, to be ordered, arranged in one
alphabetical sequence;

44  Slips of the publications, for which any other action may
have to be taken, arranged in one alphabetical sequence.

5 The First group mentioned in 41 will consist of cases call-
ing for :

51 Reminder about Non-Supply of Issue;

52 Reminder about Non-Supply of T C I; N
53 Reminder about Gap-in-Supply; R\,
54 Defect Notice; and O
55 Acknowledgment of an Issue of a Gift Pubﬁpatib,n.

6 The groups mentioned in 4 will stand arrangé’d\in the same

sequence as the one in which they are mentionedNin 4.
A
2334:6:51 NoN-SuPPLY NONFYING

For each Check Card indicating Noq-sf;p'ply, write a Non-Supply
Reminder Card finding the particulass ‘about the Tssue Due and
about the issue last supplied frpm’thgb‘&\)fﬁ}:%s]%ﬁﬁ hg “Regsltr
Card and address it. Take the address from the Register Card. Fill
up the columns in the Check’€ard. Insert the filled up Reminder
Card just behind its Chegk'Card in the Week’s Current Box.

ZA
2334:6:52° .\NON-SUPPLY or T CI NOTIFYING

For each of ;he;Cﬁeck Cards indicating Non-Supply of title page,
contents, and/indéx, writea T C 1 Reminder Card and address it.
Take the.addiess from the Register Card. Fill up the columns in
the Chgdh\Card. Insert the filled up Reminder Card just behind
its CPeck Card in the Week’s Current Box.
N\ ) 2334:6:53 (GAP-IN-SUPPLY NOTIFYING

For each Check Card indicating Gap-in-Supply, write a Gap-in-
Supply Card taking the particulars from the cotresponding Register
Card and address it. Take the address from the Register Card.
Fill up the columns in the Check Card. Insert the filled up Gap-
in-Supply Card just behind its Check Card in the Week’s Current

Box.
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2334:6:54 Dercctrve SupPLY NOTIFYING
For each Check Card with White Slip indicating Defective Supply,
write a Defective Supply Card and address it. Take the address
from the Register Card. Note the date of the Reminder in the
White Slips attached to the Check Card. Insecrt the Defcective Supply
Card just behind its Check Card in the Week’s Current Box.

2334:6:55 CURRENT ISSUE ACKNOWIEDGING.

For each Check Card indicating acknowledgment for Gift Publi-
cation, write an Acknowledgment Card taking the particulaps from
the corresponding Register Card and address it. Tuke th{ address
from the Register Card. Insert the filled up Acknowicdgment
Card behind its Cheek Card in the Week’s Box. .

LY
2334:6:56 DuPLICATE SUPPLY NODWYING

For each of the publications found insthe Duplicate Group
formed in the Current Week, write a I tfer to the Vendor asking
how the Duplicate Copy is 10 be digpd;:\d of.

%&Mﬁbﬁ&uh]@i@%&ﬁ@m}mm
For each of the publicationg\irt the Not Due Group, consult the
librariap. As instructed by him, either
1 Treat it as a, Sp‘é:ci\men Copy and take action as in Routine
2334:101; Qr\"
2 Do as for, Duplicate Supply Notifying; or
3 Take ahy“Other action suggested.
"\n
8334:6:591 WeEK’S CURRENT BoX TRANSMITTING
Afm'r\all the Slips and the Cards in the Week’s Current Box are
dealt "with, transmit the Weeks Current Box for the librarian’s
\”‘s;ighature.

2334:0:592 SPECIAL ACTION CaSes
Take instructions from the librarian and act accordingly, in the
case of each one of the cases needing Special Action. It may be
remembered that their Register Cards and the Check Cards will be
at the very end of the Cards in the Week’s Current Box. Their
publications would have been overdue for 3 months.
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2334:6:593 Spips DISPOSING
For each of the Slips found in the Week’s Current Box (See
Routine 2334:3:456) take such action as may be necessary. After
the action is taken, the Slip may be destroyed.

7334:6:595 WEeEK’'S CURRENT BOX DISTRIBUTING

As soon as the Week’s Current Box comes back from the
librarian, .

1 Pick out each Check Card. Examinc if it has received the ¢
librarian’s initals and, if not, get his initals. Then, insert.dt
in the Check Card Tray behind the Week Guide of the Curtend
Week, cxcept that those for the Gift Publications, for SWhich
an acknowledgment was sent, should be inserted behind the

. Week Guide of its Next Due Week. ' \('

2 1Insert the Register Cards in the Register Traydn their proper

places. \
N

2334:6:596 WEEK'S CURRENT qu:ffﬁ;msmnmc
Send al} the signed Notifying Cards and>Acknowledgment Cards
to the Cor.rcspondence Section for Rc’;patcl;ﬂ,ww‘ dbraulibrary org.in

2334:7 BilisPassing Work

The Passing of the Bilis a€lating to periodical publications will
be a huge task in unive;té'iﬁf libraries, business libraries, libraries
of learned societies, and similar libraries, where the number of
periodical publicati¢is taken is usually large. In other libraries,
it may not be so big'a problem. Still, the routine set forth here will
be applicable Anall cases.

It generally)Happens that payments have to be made In Advance
for periodieal publications. The bulk of the subscription hence falls
due at'the close of tho calendar year.

~In Tndia, which is thousands of miles away from the chief centre
of production, it has to be taken up in October. The significance
of some of the routines mentioned hercunder, such as 1 and 6, will
become apparent in their cases.

But stray bills may be coming in all weeks. That is why
the main jobs connected with the passing of Bills in the
Periodical Publication Section are described as weekly jobs rather
than annual jobs.
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o 2334:7:5 Weekly jobs
" 2334:7:51 BILLS ALPHABETISING
As soon as the Bills of the Week are received from the Cor-
respondence Section, underline in pencil in each Bili the first
word in the title of the periodical publication, under which its
Register Card is filed. Then, sort the Bills alphabetically by the
title of the periodical publicatiomn.

2334:7:52 PRECEDING PAYMENT SCRUTINISING

Take each of the Bills in the Alphabetised Group, comfdsé the
claim in each with the record of Preceding Payments, (apd see if
the claim is due; and particularly satisfy yourself tlut; it is not a
case of Double Payment. Examine also if the yojlumc for which
the claim is now made is the one next to thgvolume for which
payment was last made. If there is any gap,take the necessary
action in consultation with the librarian. &£heck also with the Bills
pending in the Accounts Section. .\

While scrutinising the Preceding Pdyment, cxamine also if the
periodical publication is being gkgularly received. If the supply
shows any abnoifial ﬁ]fﬁg‘ﬁll‘ﬁ’hﬂ?y ARWE be advisable to take the
matter 1o the notice of the librarian and get his previous sanction
for proceeding further with the Bill.

o
~Z§3¢i:7:53 CosT VERIFYING

While scrutinjsing the Preceding Payment, find out also if the
Cost claimed forthe Current Volume is the same or diflerent from
the Cost ¢ f]:[e Preceding Volume. Refer to the file corresponding
to the publication and find out if any Change of Subscription has
been r%sﬁrded init. If the Cost claimed is different from the Normal
Cost, examine if there is any justification for it in the record. Other-
wise correspond with the publisher or vendor, as the case may be,
“and ascertain what the Correct Cost should be.

2334:7:54 BILLS CERTIFYING
If a Bill is a case of Advance. Payment, write “Adv P and put
your initials in the left hand bottom corner of the Bill after
having completed the preceding routine correctly. If it is a casc of
post-payment, satisfy yourself whether the supply has been satis-
factorlly received and, if so, add a certificate at the left hand bottom
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corner fo that effect. In cither case, it will help future reference,
if the particular Subject, to which the Cost of the Periodical
Publication should be debiied, is indicated in symbols just by the
side of your initials, eg assuming that the classification scheme
used in the library is Colon Classification, if it is to be debited to
Mathematics put “B", if it is to he debited to Commerce, pui “X5°°
and 50 on. Note, in the appropriate place in the Register Card, the
Number and, il necessary, the Year, of the Volume for thch ‘the
Bill is passed.
O\
2334:7:55 BuLLs REVISING O
it is betler that this Job of Bills Revising is done by
somebody different from the one who had done the” prccedmg
routines.  Scrutinise and revise the Certified Bllb carefully,
examining with special carc the Preceding Piywent and the
Correctniess of the Cosi claimed. Verify also\\thc Total, If it
is a case of First Payment, verify if therg{i8 proper Sanction.
Find out also if the payment relatee» o any  discontinued
publications.

It is a matter of experience that a good Henl sthaapldyunes adn
audit trouble can be avoided if the ‘necessary time is devoted to
have all the bills carefully rewsé'd by a third person before they
are finally passed. m\

2334:’{:5’&\ GROUPING BY VENDORS
Take all the Revised Bills and wherever necessary group together
the Bills from thes#me vendor and pin them together, so that they
may constituies 'ﬁ\‘imglc Voucher.

X334 :7:57 Passtp BiLLs TRANSMITTING
A&cg fhe Grouping by Vendors is over and on the appointed
day of’ the week, transmit all the Revised Bills to the Accounts
Section for further action and as soon as the Transmission Register
comes back, verify if it has received the initials of the Head of the
Accounts Section in token of the Bills having been received by
that Section.

2334:7:58 VoucHER NUMBER NOTING
On the appointed day of the week, take from the Accounts
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Section all the Vouchers relating to the Periedical Publication
Section passed for payment during the week, and c¢ntor the
Voucher Number and Datc in the appropriate place wm the
related Register Card. It is this entry which is going to puard

- you agdmst Double Payment. Hence, this routing must be
done very promptly and in any case No Furiher Sct of
Bills should be taken up for action before this routine s
finished. It is even better to go a step further. No Turtler
Set of Bills should be taken up for action helore the '—\u@unls
Section has verified the noting down of the Vouchers as ;\ntmded
in Rule 3737:43:55. A

<N

2334:8 Loose Issue Shelving lj((i}‘k

2334:8:4  Daily jabs
Preliminary o‘;\

01 It will add to the convenience Of r\aders if the Loose Issue
Shelving Work is done in 1nstalments in the decreasing scquence
of the urgency of demand from, tae doclr At has becn already indicat-
ed in the routine relating to “23% 3§ Receiving Work™ that it 1s
desirable to complete the rout’me instalment by instalment taken
in this sequence.

02 The advantage ifi zhls method is as follows : There is usually
much demand for the new issues of some per10d1cals Hence the
readers will be sdtisfied if these are released for use at the earlicst
possible moment, instead of holding them over, untii the whole
set of theq fperlodlcal publications received in the day are ready
for displdy}

03 LA Loose Issue of a Periodical will have to lie, in succession,
in folu' Places before its volume is completed, bound, and put in

“its-place in the Stack Room. All these four places are best found
\m the Periodicals Reading Room. They are defined below.

Definitions
031 Current Week’s Display Table. The Periodicals Room
Table in which the Issues of the Periodical Publications received
in the Current Week are displayed for use by readers. This contains
a Label Holder, into which is inserted a strip of card hoard with
the legend “Current Week’s Arrivals”,
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032 Last Week’s Display Table. The Periodicals Room Table
in which the Tsspes of the Periodical Publications received in the
Preceding Week arc displayed for use by readers. This contains a
Label Hoider, into which is inserted a strip of card board with
the legend “Last Week’s Arrivals™.

033 Earlier Week’s Display Table. The Periodicals Room
Table in which the Issues of the Periodical Publications received
more than Two Wecks earlier arc displayed for use by readers. »
Its Label Holder will have Subjcct Guides.

034 Uncompleted Volume Rack. Bookf Rack(s) in or cle;é
to the Periodical Room, in which the Issues of a Volume takul but
from the Display Table' are kept until it is completed. Tny {hg Book
Rack, each Periodical Publication has a Shelf Guide: Bay guides
also are provided. .\

035 1In cach of the above, I.he Issues are kept arrangcd in the
Classified” Sequence. Ky NY

_ R
2334:8:41 NEwW IssUES ARRANGING

As soon as cach Instalment of the Periodicals is ready for display,
arrange them in a Classified Seque‘ncé witth the b e the. algde
number noted at the right hand .top corner of the cover of each. In
the case of new publicanona and those that have undergone any
change, the issues are to bg Q:nt to the Reference Section for perusal
and return before bei{(diﬁplayed.

233458:42 New Issuns DISPLAYING
Take the Clag$ified Set of the new Issues to the Current Week’s
Bvsplay Tah@;}tﬁd insert each in its proper classified place in the
gallerics (‘{Qh’at Table.

AN 2334:8:5 Weekly jobs
<‘;“ : 2334:8:52 GUIDE STRIPS CHANGING

On the Appointed Day of the Week, interchange the Guide
Strips of the “Current Week’s Display Table” and the “Last Week’s
Display Table™. As a result, the Current Week's Arrivals get trans-

formed into Last Week's Arrivals.

2334:2:53 REMOVAL TO EARLIER WEEK'S DisPLAY TABLE
1 Collect each Issue lying displayed in the galleries of the Table
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now having the Guide Strip “Current Week’s Arrivals™.

2 Tuke them to the Earlier Weeks’ Display Table. Insert cach
in its proper classificd place in the galleries of that Table. While
doing so, collect the eatlier issue which it displaces.

3 The galleries of the Table for Current Week’s Arrivals would
have been completely cleared and made ready to receive the Arrivals
of the Current Week.

N\
2334:8:54 QLD ISSUES SHELVING '.\"‘".\

Take the old Issues collected in the preceding routine Lo Lhe
Uncompleted Volume Rack, Insert each issue ingol the pile or
bundle of its volume. If it is the First Issuc of its',nx-\od‘tmw, put it in
its proper place in the classified sequence. 1fJds a New Publi-
cation, prepare and insert the Shelf Guide fp\Ri'I,

2334:94 Suspense Periodicad, qub!icaﬁon.S' Work

On the appointed day of the weektake each of the periodical
publications accumulated, lillﬁb%l%?i”%‘}“‘%pﬁ?se Group in the course
of the week. Examine if {here dss ny Sorrespondence relating (o it
Find out also if there is anyshformation in the publication itself
showing why it had beeniSent to the library. If it is a Specimen
Copy, take the necessafy)action as in Selecting Work. 17 it is I ound
to be a case of wrohg\k'y sent publication, take the necessary action

in consultation .\viih the librarian.

AN
L7 2337 Back VOLUMES

Back\¥elumes cost a good deal. Hence, it is only occasionally
that, @hey will be bought. When some money is available for Back
...\’;01}1!{1&8, it is noi an easy matter to decide, to what publications it
Should be devoted. The demand from the public on the one hand
and the presence of awkward gaps in the stock of the library on the
oiher, should be the two deciding factors. When it is decided 1o
putchase a particular set, it is necessary that Competitive Quotations
should be obtained; and the purchase should be made from the
cheapest market. The routine is similar to the purchase of books
including the passing of bills, except that Book Order Cards need

not be written, but their purpose may be served by the related files
themselves.
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234 Elimination of Waste

2341 ORGANISATION

If the turnover in the section demands the assignment of several
members to it, the distribution of work ameng the assistants of
the section should proceed along the lincs of language specialisation
for all items of work except that of receiving work. But in the case
of other items of work the language specialisation suggested will
enablc cach member of the section 10 acquire an intensive acquainis \
ance with the trade conditions in certain specified countries. %\

PR,
2343 RELEASE OF PUBLICATIONS  \

The head of the Periodical Publication Section should strive
his best to release the publications for public use as{expeditiously
as possible. The perusal of the publications for Jdetection of an-
nouncements either about changes in the publigations or about
cumulative indexes should be done person: 1y\by the Head of the
Section. He should also have under th~ direct control ail work
relating to Standing Vendors.

, X

W dbra ulibrary.org.in

St 2344 DOUBLE” PAYME
The Check Card tray is the most vital instrument for controlling
the regular receipt of the dblications. Hence, the vigilance work
should be donc by the He:\d of the Section personally. The Head
of the Section should 2113’@ personally verify the posting of Voucher
Numbers in the Register Cards as this is the only means of avoiding
Double Payment <He should not distribute any Fresh Bills to his
Section until hodas verificd the Voucher Posting related to the preced-
ing batchngf )bills. He should also pay particular attention to the
proper ass}mblmg of Completed Volumes of Periodical Publications.
O 2346~ DIARIES
\In addition to filling up the Financial Diary as and when a fresh
order is issued and on stated days in the year, he should bring the
cumulative total up to date from month to month. He should also
maintain two other Diaries.

2347 GENERAL DIARY
The First Diary, which is to be on a weekly basis, is to have the
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following headings :

.. 1t to 22 Same as for the Book Order Scction;

31 Order cards checked;

32 Orders issued;
4 Volumes made up;

45 Binding slips written:

46 Accession cards written;

47 Made up volumes transmitted;

48  Accession numbers noted;

52 Cumulative indexes ordered; O

53 Cumulative indexes received;
7 Bills passed; '?s

2348 RECEIPT OF PERIODICARS DIARY
The Second Diary is to be on a daily-basis. It is to show
the number of periodical publicatioﬁjls;' received from day to
day. Its headings must consist StNthe symbols for the main
divisions of classification system ased or some suilable modification
of them, www.dbraulib}iéry,org,jn
235 Correlation Table
;"’,\
&Y Book Selection Section
2334:1:54 anqncial position ascertaining;
2334:2-516 Q.\E,iﬁancial position deciding;
2334:2:56 >Financial diary posting;
2334:2:8:96 Financial diary annual posting;
233{1{5\"5’26 Finance diary posting.
O 2 Book Order Section
J 2334:1:54 Financial position ascertaining;
2334:2:516 Financial position deciding;
2334:2:56 Financial diary posting;
2334:2:896 Financial diary annual posting;
2334:5:526 Finance diary posting.

4  Accession Section
2334:4:55 Binding peculiarities drafting;
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2334:4:57
2334:4:58

2334:3:44
2334:4:55

2334:1:85
2334:8:41

2334:4.55

2334:1:57
2334:1:87

2334:2:56
2334:2:896
2334:5:526

2334:1:54
2334:2:516
2334:4:58
2334:7.57

Made up volumes transmitting;
Accession number noting.

5 Technical Section
Current number registering;
Binding peculiarities drafting.

‘7 Reference Section
Current list consuliing;
New issues arranging.

8  Maintenance Section
Binding peculiarities drafting. ~

91 Committee Section
Indent forwarding; )
Current list forwarding. \ &

96 Finance Section
Financial diary postings™\" .\, dbraulibrary org.in
Financial diary annudlposting;
Finance diary posting.
~\ .
97, { Accounts Section
Financial }(}sition ascertaining;
FinanciaPposition deciding;
Acgbssion number noting;
Passed bills transmitling;

2334:7 :5,8\\’3’61&}16: pumber noting.

N )

341 :54

34:2:87
2334:6:596

2334:4:32
2334:4:53
2334:4:54

993 Correspondence Section
Periodical publication order transmitting;
Renewal order transmiiting;

Week’s current box transmitting.

895 Binding Section
Loose issues tallying;
Volume making up;
Supplement separating;
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2334:4:535 Binding peculiarities drafting.

23347

2334:4:5

2334:5:5

2334:1:5

2334:2:5

2334:1:57
2334:2:54
2334:4:57
2334:5:522
2334:5:523

N\

2334:3:51
233426

NS

A\

~d
\:

™

236 Illustrative Time Scheme

Sundery

Bills passing work, all the weekly jobs except Passed
Bills Transmitting and Voucher Number Noting;
Completing work, all the weekly jobs except Made
Up Volumes Transmitling and Accession Number
Noting. L\

S
Monday A\ o
Cumulative index work, all the }vpékly; jobs except
Order Preparing and Order, Fraffsmitiing:
Selecting work, all the wecklwYobs except Tndent
Forwarding; AN

Ordering work, all the{weekly jobs except Order
Transmitting, P\

www.dbl‘auliw@yg,jn
Indent forwafding;
Periodical publication order transmitting;
Made dpsvolumes transmitting (11 A »);
Cg{ﬁwtive index order preparing;
Cumulative index order transmitiing,

Wednesday

Vigilancc, Rouiine of;
Rounding off work.

236:8  Annual jobs

June and July. 2331 Work relating to the appointment of
standing vendors.

August.  2334:1:8 Annual jobs of selecting work,

Seprem_ber.

2334:2:8 Annual jobs of ordering work,

As the daily and the weekly jobs of this section are of a very
exacting and relentless nature, no special week is indicated for the
annual jobs. They have to be done as pick-up-work and completed
in the months against which they are shown,
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It may be added here, that there will be no chance to do them
in the months of November to February, as the bill passing work
will be very heavy in those months. Nor can they be done in March
as the completing gzork will be very heavy in that month.

237 Forms and Registers

C32  Renewal order card. Printed. 8 point type. Bristol board.
Whiie. The text of the form is as follows :

Reference: This office standing order Numb. .. .dated........

Kindly renew, on behalf of the....library the subscription™
to, ... for volume-year....and send your bill in dup]icaie for
payment as usual.

C331 Register card. Printed. 6 point type. Brlstol‘ boal:d
White, Tray. 7 lines in the front page and 14 lines$ in the back.
Gift cases, black border. The text is as follows. Ban gide, column
headings only,

TiTLE K ’\\ } PAYMENT
AV - — e
ZN\,/ Vol or Voucher
VENDOR . year N &
A0 wwwidbraulibe ]%LEEtgeig
CN P——ig:ffe*fv‘::;fs Ordér N & Date |
.~< Ann Sabs
+8 3 o _ i
- e £ _ ——
Vol & | Datc @f Date of Vol & Date of Date of
N 1 puh rec N i pub rec
‘ Y

C332 C{:ex:k card. Printed. 6 point type. Bristol board. White.
Tray. }%hm,s on each side. Gifi cases, black border. The celumn

headiflgs are as shown below :
Period

\ } ?feadmg Grace Weeks
[EI } }E‘ : |E
P ! a
Ble |2 g 3.3=§'{'v“~° iy |2 oz
218l | B 1238 ]<l 8 |8 8 || E
=151 S = o | B : e g = 2 E
SR R IR R
g kd = - A 3
§‘mi3 N I 3%4 > 8]5) =
| 1
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237 EIBRARY ADMINISTRATION

C334  Classified index card. Printed. 6 point type. Bristol
board, White. Tray. Gift cases, black border. The text of the
form is as follows:

CIN Ann Subs & perin wecks
Title

Vendor

Pablisher

Yol Availuble N
Indexcs, ele '\:\.

Supplements, ety N\

C34  Binding peculiarities slip. Manuscripg.:"is,edgcr paper.
White. Tray. The row headings in the form'\iu:.e as Tollows ;

Title. O
Volume number, e
Year. \

S\

Class number. O
Covering matesial dbraulifrary org.in
Clubbing or splitting.pécilliaritics, if any,
Assembling peculiacities, if any.

-1 Chotn b

Ciol 7CI Re.-nj(zd}r card. Printed. 8 point type. Bristol board.
White. The teXelef the form is as follows :

I have to inform you that the Title Page, Contents and Index to
Vol....ofifile" ... have not yet been received here. Kindly dos-
patch them/as an early date.

C%%’Non—suppfy card. Printed. 8 point type. Bristol board.
White: The text of the form is as follows :

I have to inform you that Numb. . .. .. of Vol. . of the....was
...\::}hc last part received. Kindly bring the supply up-to-date and send
N\ the future parts as issued.

C363 Gap-in-supply card. Printed. 8 point type. Bristol board.
White. The text of the form is as follows :

I have to inform you that Numb ... of Vol....of the.... has
not yet been received though a subsequent part is to hand. Kindly
fill up the gap-in-supply at an early date.

Q32 Standing order form. Stencil. 31 1b printing paper. White.
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PERIODICAL PUBLICATION SECTION 237

The text of the form is as follows:
Subject: PERIODICAL PUBLICATION—ORDER

Picasc supply to this library the undermentioned periodical
publication. The supply is to begin from the first issue of Vol. ...
Year.... Each issue is to be supplied promptly as and when
published. The title page, contents, and index relating to each
completed volume should be supplied as soon as they are published.

Tke non-receipt of an issue, if any, will be notified either
immediaiely on receipt of the later issue or within three months
after its due date, when it is known to us. O

The cost of a volume is to be recovered by sending a bill in
duplicate in advance/after the completion of the volume a(ui the
supply of the title page, contents, and index. _ %

This may be treated as a standing order until couuterm‘anded

831 Indent forwarding docker form. Stencil, 21 lk\pnntmﬁ paper.
White. The text of the form is as follows :

Same as for the book selection section, exceR:for the substitution
of the following in the office note part of tk& /docket sheet :

I Annuval allotment for the subje;ct,
2 Estimated cost of the per;odmakpubﬁéﬂﬁbﬁbl@hhﬁ‘m@%ﬁg%

and
3 Estimated annual subscnptmn of the periodical publications
. recommended.
e
§
2o~
xt\"’
O
NN
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CHAPTER 24
ACCESSION SECTION
241 Planning

2411 DIFFICULTIES IN ACCESSIONING
Every volume to be included in the stock of the library is to
receive a serial number called the Accossion Number. The Gift
Books ate to reccive a Donation Number, in addition to the Actes=
sion Number, The task of assigning Accession Numbet™and
Donation Number to volumes is rendered difficult by g‘ﬁé”br two
[actors. RS /

. 24111 CONTINUITY IN ACCESSION NUMBER

In the first place, the apparently trivial {attcr of maintaining
strict continuity in Accession Number cafiées some trouble. In the
routing, described in the third part, 4f>this chapter, the task
of assigning Accession Numbers is prescribed thitaldone yasrgna
sitting at a specified time, once ipJ@dweek. This will minimise the
chances for mistakes in the assigiment of Accession Numbers and
Donation Numbers. When lie Accession Numbering Work was
spread over several dayg,{x% experienced much difficulty. But all

that has now been elim\'\@aféd to a considerable extent.

24142 DEFINITION OF VOLUME

Another diffienily in assigning Accession Numbers and Donation
Numbers Q;:\}olumes centres round the definition of the word
“Volume” From this point of view it may be stated that the assign-
ment ofthe Accession Number is not merely a mechanical process.
Itmréq\uircs, on the contrary, much of judgment. Economy in the
cost of binding, reduction in the number of undersized volumes
difficult to handle, the need for splitting overthick and composite
books admitting of such treatment, and several other considera-
tions stand in the way of counting every volume coming inio
the library as a separate volume solely on the basis that it is
stitched or cased and issued separately by the publisher. For
example, the schedule of the rate for binding on the one hand
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24112 LIBRARY ADMINISTRATION

and the nature of the use on the other would justify clubbing to-
gether a few successive issucs of the calendar of a school or college
as a single volume. On the contrary, Van Hise’s Meramorphism,
which is a quarto of 1286 pages and whose woight is unusvally
great, has t¢ be bound in three volumes, although 1t was issucd as a
single volume in the publisher's casing. Thus, it requires 1 good
deal of judgment to decide what exactly a single Accession Number
should cover. ~

24113 PBRIODICAL PUBLICATIONS ()

This problem takes cven a more scrious turn in the)‘ease of
Periodical Publications. So it is with Instalment E}ons In the
case of most of the standard books, the problem of assembling and
making up a volume is not very difficult as thespomplete book is
properly assembled and cased before it is soldMut. In the case of
Periodical Publications, on the contrarys’ sw¢ have all kinds of
complications arising out of the diffeedt Sequences of pagination
and the exislence of more than one title’ page in the same volume.
While many of the Periodical Publications have for each volume a
single continuous ﬁiﬁ‘i’ﬁ‘ﬁﬂlibﬁﬂ&' 8t the completion of the
volume the necessary title page, contents, and index, there arc cases
where the completed volume with continuous pagination is too
bulky and hence two or‘morc title pages are issued. In these cases
care should be tak \m see that the volume is separated as per the
title pages and each part accessioned and bound separately. The
Journal of physiégl chemistry, the Journal of the American Chemical
Society, apctihe Journal of the Chemical Society of London are
examplesref-this type. Again there are periodicals having in each
volume\iwo or more scquences of pagination with the corres-
ponding number of title pages, each title page being different from
~the)other. In this case every issue of a volume is to be separated into
g many parts as there are title pages, dividin g the volume itsclf into
an equal number of separate volumes and accessioning them separ-
ately. The Surgery, gynecology and obstetrics, has, for example, two
sequences of pagination, one for the main periodical and the other
for the fnternational abstract of surgery; and it issues two title pages
for the two different titles. The Journal of the Socicty of Chemical
Industry has at present three scquences of pagination; and it issues
three difforent title pages as Chemistry and industry, Transactions
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ACCIESSION SECTION 2413

of the Society of Chemical Industry, and British chemical abstracts B
applied chemistry. Some periodicals include in themselves regular
books, parts of which arc inchuded in each number of the periodical,
the pagination of the book part being different from that of the
periodical. A book may be completed in one volume of a periodical
or it muy be spread over two or more volumes. In such cases, the
Completed Book should be scparated from the periodical and
accessioned as a separate volume. If the book is not separated thus
and accessioned separately, not only the value of it to the ordinary
reading public is fost, but the library will be duplicating it, if th‘a
library purchases a subsequent separate edition of the bookeEX-
amples of this type are found in the Indian antiquary, the Jaurnal
of oriental research {Madras), the Kalaimagal and the Ud}ampamka
\ %
2412 HEeLP OF OTHER SECTIONS”

Hence, accessioning is not a mere mechanical affasr and it requires
much experience and judgment. The Accession’Section will stand
much te gain in this maiter by mdent;ng upon the experience of
the Maintenance Section. In fact, in the, Madras University Library,
such complicated questions are demded bywar ol aonsisging
of the Heads of the Accession Se(;tmn the Periodical Publicaiion
Section, the Technical Section and ‘the Maintenance Section, before
the final approval of the lib{érian is obtained.

2413 PASSING OF BILLS

It will be found, that the task of Passing Bills for the ordinary
books acquired by the library is entrusted to the Accession Section
and not to the/Book Order Section. It is found from experience
that the iteéghlarities and defects, discovered in the process of
collation &rid other types of work done by the Accession Section,
are s{o{fﬁény that it is found to be much more convenient for the
Actession Scction to pass the bills, instead of transmitting all their
findings to the Book Order Section. But it must be remembered
that the passing of bills in the casc of Periodical Publications is left
in the hands of the Section concerncd and not cnirusted to the
Accession Section. Further, in the case of books covered by a
Standing Order, the bill requires the countersignature of the Book
Order Section. By this countersignature the Book Qider Section
takes the responsibility for ensuring that there is no Double
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Payment. The responsibility of the Accession Scction i3 restricted
only to the soundness of the copy,

2414 COPYRIGHT AND EXCHANGE

In National Libraries with copyright privileges, a Section of the
staff will have to be set apart to administer the Copyright Act.
Again in many hbranies, parlicularly University Librarics and
Librarics of Learned Sccieties, a section of the stalf will have to
look after the Exchange of Publications. As these are distinélive
library functions, it is found necessary to accommodaty ihond in
Part 2. But the numbers available in octave | of Rint 2 are
exhausted already by the more common library func}'u}gsf, Henee
it is suggested that the Copyright Section may bhéPnumibered 293
and the Exchange Section may be numbered 295,\\

As Copyright Work is peculiat only to Natiehal Libraries, that is,
only to one or two libraries in each countrer state, no account is
given about that section in this manual, ‘A]‘tﬁbugh Exchange Workis
likely to oceur in more libraries than{Cepyright Work, even that is
not a4 very common function ir}\"é’rdinary libraries. Henee, it is
intended to deal WithiHR@YRERNY &I in the volume on Univer-
sity Libraries. Their spccial,?qi}céssion problems are omitted hore.

2415 ~STREAMS OF VOLUMES

As has been alrezid}\ihdicated, the Accession Section is entrusied
with the work of ahcluding the volumes reeeived in the library into
the Stock Begkof the library. The Stock Book is called the
Accession Register. It is best maintained in cards. Volumes will
come ir%)';\the library in four distinct streams, viz :

O\

2% Yolumes acquired by the Book Order Section;

~LB  Volumes acquired by the Periodical Publication Scction;
’ 8 Volumes received as Unsolicited Gifts; and

95 Volumes reccived on Exchange.

In Copyright Libraries, there will be a [ifth stream added to this,
namely the stream of Copyright Copies of Publications.

2416 WEEKLY Basis
It has been suggested in the preceding chapters, that it will be
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ACCESSION SECTION 2422:1:4

an advantage to plan the main work of the Book Selection Section,
the Book Order Section, and the Periodical Publication Section
on a weekly basis, so that the work may be evenly distributed
throughout the year. As a consequence of this, the major part of
the work of the Accession Section also will have to be planned
on a weekly basis.

2418 FACTORS IN PLANNING
The distinotive work of the Accession Section is to be planneq

with reference to the following factors: ¢\
NS ¢
2 Ordered books ; ¢ ’.';‘\
4 Accession; and K7,
7 Unsolicited gift books. N

242  Job Analysis O

2422 ORDERED BOOKS’
2422 The work of the Accession Sochion relating to Ordered
Books is to consist of the following it@rﬁS':
,: p www . dbraulibrary.org.in
1 Scrutinising the book suppi¥¥eccived in response to orders
sent by the Book Order Se¢tion.  This may be called Suppfy
Scrutiny Work; 8
4 Taking such actionds may be necessary on wrong supplies.
This may be callg:a\}’lfrong Supply Worl; and
7 Passing the bills\for the Accepted Books. This may be called
Bill PassingWerk.
2
72422:1 Supply Scrutiny Work
2422:1 }l‘%upply Scrutiny Work of the Accession Section is to
consis,t.@f"the following immediate job :

N

1, JExamining the wrapper of the book packets received. This
may be called Wrapper Examining.

2422:1:4 Supply Scrutiny Work of the Accession Section is to
consist of the following daily jobs :

1 Tallying the Bill with the Books. This may be called B/
Tullying; and
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2422:1:4 LIBRARY ADMINISTRATION

2 Tallying the Order Cards with the Books. This may be
called Order Card Tallying.

2422:4 Wrong Supply Work
2422:4:5 Wrong Supply Work of the Accession Section 15 to
consist of the following weekly jobs :

I Taking the nceessary action on books received withiout Galls.
This may be called Books-Without-Bills Disposing;

2 Dealing with the Bills, the supply relating to vwdfich” has
not bheen received. This may be called {iisi Applic AJ-Bills
Dispasing .».‘

3 Dealing with cases in whlch the Book Supplk dou. rol agree
with the entries in the Order Card in qon*k detail or other.
This may be called Doubtful Supply Dipesing;

4 Dealing with the books found tos lﬁvc defeets during the
process of collation or during the\scrut]ny of the books by
the Technical Section. This may be called Defective Supply
Disposing; and

5 Dealing wf'fl‘i”t‘hﬂhﬁﬁ‘blklg‘i‘%eﬂgdrbut not due. This may be
called Net- Dae-Books: Da sposing.

2422\7 Bill Passing Work
2422:7:5 BIill Rgssrng Work of the Accession Section is io
consist of the follo\\ ing weekly jobs :

i Venfy{mg if the cntries relating to the unaccepted and un-

s\fphed items have all been scored out in the Bill. This
y be called Bills Verifying;

2 v Verifying the total of the Bill and setting it right if neccssary.
This may be called Toral Verifying;

3 Writing out the necessary certificate in the bills. This may be
called Bills Certifving;

4 Carrying out in the Fair Copies of the Bills all the treatment
given to the Duplicate Copies. This may be called Fair
Copy Bill Completing; and

7 Transmitting the Certified Bills to the Accounts Section:
for further action. This may be called Certificd Bills
Transmitting.

“.
) 3
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2424 ACCESSION
The work of the Accession Section relating to Accession is to
consist of the following items :

4 Collating all the volumes recelved for accessioning. This
may be called Collating Work;

5 Transmiiling the accepted volumes to the Technical Section.
This may be called Transmission Work; and

6 Accessicning the volumes finally approved by the Techm;:@l\
Section. This may be called Accessioning Work. N\

2424:4  Collating Work A\ 3

2424:4:5 Colating Work of the Accession Scctwu,}s‘to consist

of the following weekly jobs :
N

2 Verlfymg the Coltation of the ordercd 'books with the data
given in the Order Card or noting it £t is not already given.
This may be called Ordered Books Coﬂarmg,

3 Coliat;ng the Completed Pcrmodlca]“Publicatzons and scrutini-
sing whether the volumes have besf bR bEssansbmin
This may be called Penécfrcaf Publications Collating;
and

& Collating the Gift Books and noting down the Collation
in their Accesswﬁ\\e'trds This may be called Gift Books
Collating. RS

\<
(24245 Transmission Work

2424:5:5 Toansmission Work of the Accession Section is to

consist Di}ﬁ following weckly jobs :

lmjA}ranging the Bills in proper classified sequence, the Bills
‘having the same order number being arranged among them-
selves chronologically by the-date of the order. This may be
called Bills Arranging;

2 Arranging the Accepted Books relating to the Bills exactly
in the sequence in which they appear in the Bills. This may
be called Adcecepred Books Arranging: .

3 Arranging the Office Copies of the Acknowledgments for the
Gift Books by the main classes of the books. This may be
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2424:5:5 LIBRARY ADMINISTRATION

95

called Acknowledgmtents Arranging;

Arranging the Gift Books themselves in the seguence of the
arcanged Acknowledgments. This muy be called Gift Books
Arranging,

Arranging the Accession Cards of the Accepied and Approved
Books exactly paraliel to the books themselves. 1ius may
be called Accession Cards Arranging;

Sorting the Accession Cards of the Completed Periodieal
Publications and Instalment Books into two groups. namely
the Gift Group and the Purchased Group. Thisgmay be
called Periodical Publication and fnstafment Born\‘ Mecession
Cards Sorting; N
Arrvanging the cards in each group by the 2olass numbars.
This may be called Periodical Publicaon® and  Insiatment
Book Accession Cards Arranging,

Asranging the Periodical Pubhcau»o% and the Instalment
Books themselves exactly parallel\to the related Aceession
Cards. This may be called Weriodical Publications and
Instalment Books Arranging$eand
Transmnt;ﬂ@”fﬁé‘%hpﬁé{%ﬁﬁgfﬁe related Accession Cards,
in the proper sequenedy o the Technical Section. This may
be called Collated Kolumes Transmitting.

.i’

24246 Accessioning Work

2424:6:5 Ac¢essioning Work of the Accession Section is 10
consist of the\follow ing weekly jobs :

212

\u
\Qr}angmg the Bills and the Office Copies of the Acknowledg-

wients in the proper sequence. This may be cul ed Bills

3

4

D S Arranging;
~0 2

Arranging the Accession Cards in the proper sequence.
This may be called Aecession Card Arranging;

Arranging the publications in the proper sequence. THis
may be called Volumes Arranging;

Writing out the ‘Accession Number in the Bills and i the
Office Copies of the Acknowledgments.  This may be called
Bills Accession Numbering;

Writing out the Accession Number in the Accession Cards
relating to the items dealt with in the preceding job. This
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may be called Card Accession Numbering;

6  Writing out the Accession Number in the volumes themselves.
This may be called Volumes Accession Numbering;

7 Writing out the Donation Numbers in the Office Copies
of the Acknowledgments. This may be called Acknowledg-
ment Donation Numbering;

& Writing out the Donation Number in the Accession Cards.
This may be called Card Donation Numbering,

81 Writing out the Ponation Numbers in the volumes them-
selves, This may be called Volumes Donation Numberiugy)

92 Filling up the headings about date of aceessioning i’ the
Accession Cards. This may be called Acces‘sfoi’w; Date
Noting;

03 Transmitiing the Accession Cards (o the Book”@&der Section,
Periodical Publication Section, and ihe Accounts Section
for the noting down of the Access’iQI}}Number and the
Voucher Number. This may be ~c‘a~lléd Accession Cards
Circulating; and

94 Filing the finally tallicd Accesswn Cards in the accession
cabinet. This may be C&llc.d dCce’.sMﬂN\r Gard-biditgar y.org.in

2427 UNSOMCITED GIFT BOOKS

2427:4 The work of 1h&; Accession Section relating to Un-

solicited Gift Books 1sl\e\cen51st of the following daily jobs:

1 Consulting the librarian whether the gift may be accepted.
This ma be called Gift Aceepting;

2 Prepatitig, ‘Accession Cards for the Unsolicited Gift Books
acccﬁcd’ in the day. This may be called Donation Card
Wrﬁling, and

3 .’Wmmg out the Office Copy as wcll as the Fair Copy of the
3 "Acknowledgment for the Gift Books. This may be called
Donation Acknowledging.

2427:5 The work of the Accession Section relating to Un-
solicited Gift Books is to consist of the following weekly
jobs:

1 Checking the entries in the Accession Cards with the Gift
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2427:5 LIBRARY ADMINISTRATION

Books. This may be called Donration Card Checking: and
3 Transmitting the Acknowledgment Letiers to the librarian
for signature. This may be called Acknowlodgment
Transmitting.
243 Routine

2432 ORDERED BoOOKS

243221 Supply Scrutiny Work O\
N\ ©
2432:0:1 Fmnediate job A
2432011 Wrarper EXAMINING g9,
As soon as the Bills, the Order Cards, xnd Il}@fi&bnk& ot the day
are reccived from the Book Order Scction\rdpidly cxumine the
wrappers. Place those that are free from Qbjection in a classified
sequence for future reference, if necessaty™ These weappers are to
be destroyed only at the end of the week. I any wrapyper is out of
order, have the matter investigatg’d'with the Book Order Scction
and the tibrarian. if necessary, 0N

T |

www.dbrauliljl"’al‘“y,org,jn
243274 Daily jobs
243X NA1 BriL TALLYING

As soon as the,Wyapper Examining is over, collect the Bills
together and arrgnge’ them in the proper classified sequence, the
characteristics @felassilication being, successively Vendor, Subject
and Datc of(Order, the Original Bills, and Duplicate Bills forming
indepenc.lc\nfg"roups. If a Bill is without a Duplicate, preparc a copy
and igs¢et it in the Duplicate Group. Put aside the Original
Group. and work with the Duplicate Group till the Fair Copy Bill
Ceamplcting Routine (viz 2432:7:54) is reached. Take each Bill in

\"“S,chcession and tally cach item in the Bill successively as follows :
Pick out the book corresponding to the item, put a tick to the
left of the Serial Number of the item in the Bill in token of e book
having been picked out and place the books in a sequence paraliel
to the entries in the Bill. The Group of Books so formed may be
referred to as Bill-Taliied Group. If any item in the Bill represents
two or more volumes, write in pencil to the left of the tick in the

margin “2v”, “3v" etc as the case may be,

¥} the Book Order Section has endorsed against any item in the
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ACCESSION SECTION 2432:1:42

bill as “Not due”, place the book relating to that item in the Not-
Due Group of books and score out the item in the Bill.

If there 15 any book left over, without entry in any of the Bills,
put inside the book a slip with the words “Bill not received™ and
put the book in the Biff-Not-Received Group of books.

If there is any item in the Biil for which the book is not to be
found, have the matter investigated. See if the book lies in the
Bill-Not-Received Group of books. See if it has been sent by {
misiake to any other Scotion, particularly the Periodical Pubhcauo.n
Seciton or the LExchange Section. Consult the Book Oldt‘.‘l
Section and the lbrarian. 1f it is not found anywhere, endorse on
the related Order Card “Not received™; put vour llllt]d]&dﬂd date.
Put it in the Suspense Box in the proper alphabchc«quucnm by
the heading.

2432:1:42 ORDER CaRD TADMYING

Note : This routine is tv be done voz'ume b} volume for the books
in the Bill-Tallied Group.

In tallying each book with its Ordes) Card pay special altention
to and compare the author, title, edlflon,mmddpfmiméymagm
notes, if any, found in the book ‘&nd its Order Card. If there is any
discrepancy, investigate the mattt,r and set it right, If it cannot be
easily set right, take it to »the notice of the librarian and carry out
his instruction, \\ ™

In case it cannot be s&t right easily, put inside the book a slip
with the word “Diacrepancy and the nature of the Discrepancy
written on it; afid place the book in the Discrepancy Group. Note
the Discrepancy’in the related Order Card in pencil. Initial and date
it. Putit rgthe Suspense Box in the proper alphabetic sequence by
the hcad:mg

’"I\f,th,c book is acceptable, fll up the heading **Cost™ in the Order

ard, taking the Amount from the Bill and fill up also the headings
in the Order Card relating to “Receipl of the book”, putting the
currcnt date as the date of receipt,

After the tallying is over, the books must be placed in the Card-
Taflied Group in cxactly the same sequence in which they were
found in the Bill-Tallied Group. The Tallicd Order Cards should
be arranged and kept in the Tallied-Card Box In cxactly the same
sequence as the books in the Card-Tallied Group.
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2432:4 Wrong Supply Work

2432:4:5 Weekly johs
2432:4:51 Booxs WITHoOUT BILLS DHSposiNG

Deal with each of the bocks in the Bill-Not-Received Group
(sec 2432:1:41) as follows:

Ascertain from the Book Order Section if the book is due and if
so note down in a slip the Order Number, the Date of the Qxder
and the Serial Number of the book in the Order, and insert, the'slip
inside the book. R\,

See if the related Bill is in the group of Unsupplicd (Bills. If not
wait for a reasonable time for the receipt of the Bil&fwer the Bill
is got, deal with it in the usual way. If it does not (‘\mm wrile to the
vendor asking for the Bill. O

2432:4:52 UNSUPPLIED B;Lﬂ'D[sposr_\f(;

You may have io wait for a rcasoﬁa‘t’)lc time for the book 10
arrive. If it does not arrive in a reasghdble time, write to the vendor
about the non-supply of the boak.*If the number of such items is
very small whencangtaradibpitly tirg total number of items in the
Bill, such items may be scofed out from the Bill and a Fresh Bill
may be called for from\lhe vendor along with the actual supply.

2432\&:’53 DounTruL SUPELY DISPOSING
Deal with edeh -of the books in the Discrepancy Group (se€
routine 2432»1 42) as follows :
Write govthe vendor bringing the Discrepancy explicitly io his
noﬂc&"ﬁ@h receipt of the reply, take the necessary aclion.
\\ 2432:4:54 DEFECTIVE SUPPLY DISPOSING
Deal with each of the books in the Defeciive Supply Group
\ (see 2434:4:52) as follows :
Write to the vendor, bringing the defects explicitly to his notice.
On receipt of the reply, take the necessary action.

2432:4:55 Not-Due Booxs DISPOSING
Deal with each of the books in the Not-Due Group and the
Rejected Group (see 2432:1:41) as follows :
Correspond with the person from whom the book was received,
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asking him what should be done with it. On receipt of the reply,
take the nccessary action.

24327 Bill Passing Work

2432:7-5  Weekly jobs
Note: Al the jobs of the Bill Passing Work are to be done at one
tine on an appointed day of the week. Q

2432:7:51 BiLLS VERIFYING '\"\
Take all the Rills which have been Accession- Numbered
Examine if the entries for the unaccepted and upsupplied, ie
unaccessioned, items have been scored out. Examidg also if all
the scored items have been initialled by the Libfapian. If there is
any irrogularity, set it right. Remember partichlarly to see that the
items against which thele are no AccessidnyNumbers have been
scored out. $ \
2432:7:52  TOTAINVERIFYING
Verily the total of the amount claimedviaheachbofrther Bifls.
Remember particularly scoredtitems. If the total has to be changed
for any reason, scorc the gxiginal total by a single line in ink and
write out the correct orge‘beneath or next to it.
\\
2432:7:53 BiLLs CERTIFYING
After the tetdl i verified, write out in each Bill the necessary
certificate Lo,@g elfect that the supply has been recéived and brought
into the Stesk Book. Put your dated initials below the certificate.
‘ 2432:7:54 Famrcopry BiL COMPLETING
... A% soon as the Duplicate Copies of the Bills have been finally
dealt with completcly, take the Faircopics of the corresponding
Bilis and carry out in them all the alterations, numbering, certi-
fving, etc that have been made in the corresponding Duplicate
Copies,

2432:7:57 CERTIFIED BILLS TRANSMITTING
Collect all the Certified Bills. Sec if they are in proper sequence.
If there is any irrcgularity in the sequence, set it right. Transmit
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2432:7:57 LIBRARY ADMINISTRATION

the Ceriified Bills to the Accounts Sedtion for further action. As
soon as the transmission Register comes back from the Accounts
Section, see if the Head of that Section has initialled it in token of
his having received the bills.

2434  ACCESSION

2434:4 Collating Work N

Collate cach volume carcfully. The lollowing delails ara, t0 be

careflully looked into in Colluting Work

1

'\
N

D,

Defects in printing and paper. RO

11

12

13

Examine if there is any off-sctting in dlw}d”b Offselting
occurs frequently in Indian-made bables. Hence, special
vigilance is necessary in their cass )

Qccasionally, a page is bian{ ,ﬁruhom being  printed.
Detect all such cases. .

Examine cach leaf and se¢ NfPany leaf is torn.

2 Collation.

21

22

23

Examine 1t 2t d:h’é%ﬁ&f@sv HEiluded in the copy and if
they occur in prppa; ‘sequence. Not infrequently a forme
is missing, or aferme is duplicated, or a forme is misplaced
or is stitched(Upside down.

Ree if ql.l\}hc plates, maps, etc, not included in the
paginatioh, are found in the copy by referring to the
contéhfs page.

Sro'}ne of the Indian books are Artificial Composite Books.®*

\Sometlmes it happens that the publisher issues certain

24

copies without including in them all the constituent works.
In such cases, the intention of the Rook Order Section
or the Indenting Authority should be ascertained and
steps must be taken to see that the copy supplicd is the
proper ouc.

The exact Collation should be noted down in the Accession
Card, if it is not already there, and verificd and corrected,
if necessazy, if it has been noted at an carlier stage with
the aid of the Sovrce for Book Selection.

3 Defects in binding.

218
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Examine 1f the casing is sound,
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32 Examine if each forme is properly stiiched in,

All the defects discovered are to be taken to the notice of the
librarian. I it is decided that the defects are either triviat or such
that they can be locally rectified without undue exira cost, the
necessary rectification should be made and the book is to be accept-
ed. If the defect is declared to be scrious, ihe volume should be
put inlo the Defective Supply Group.

The Collation Work will have to be done almost every day ind
the Accession Section. But it has been here classified as a weekly
jol» with the idea that the Collation Work should be dlsmbutcd oved
the different days of the week, according to the naturg af the
volumes, as shown in the job analysis. Furiher, in addgt:ﬁn to the
curvetul verification of the copies, some extra work mag have to be
done in the case of the volumes belonging to diﬂfcf“c\t categories.
In the routine described hereunder for the \&eekizlobs of this work,
it is these special points that are menhoned\

2434:4:5 Weekly jobs
2434:4:52 ORDERED Booxs "COLLATING

if for any reason the details of Caliatron\dwdr ammmatpg an Pn
Boeok Selection Card, they should now be filled up. If they are
given in the card, verify if %hey are accurate. If not, make the
necessary corrvections. If th& difference between what is noted in
the card and what is %{Qually found in the book is significant or
very gredt, have the mat%r investigated before correcting in the card,
and, if necc‘;sary, lake the matter to the notice of the librarian.

2434;\4:\53 PERIODICAL PUBLICATIONS COLLATING

TFhe Pe .\idibal Publication Section would have fitled only the
heading) '5nd the title in the Accession Card. The entire Collation
and 0$hcr details are to be filled up by the Accession Section. As

e Joose issues would have been in circulation for a long time
b eiore being assembled into a volume, it Is likely to have some
leaves damaged or lost. If so, write a descriptive note about such
damages near the top on the back of the title page. As has been
already indicated in the introduction to this chapter some Periodicaf
Publications may have to be split into diflerent volumes before
accessioning, while in the case of others several volumes may have
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to be clubbed together and treated as a single volume for cees-
sioning and for binding purposes. The Binding Section is main-
taining a Rinding Stlip lor cach Periodical Publication. Consult
the Head of that Section whencver necessary and discuss the muatter
with the Periedical Publication Scction, the Technical Section and
the Maintenance Section, if the matter is very complicated. All
cascs about which an agreed and salisfuclory decision cunnot be
arrived at should be taken to the notice of the librariun. A~
2434:4:58 GIrT BooKs COLLATING O\

In the case of a Solicited Gift Book, the Orde(Stciion will
transmit to the Accessicn Section an Acassion.{:",lrd Bui s
only the heading and the title that would Imw. oeen dilled up in
such cards. All the other details are to be h]lcd\p by the Accession
Section. In the case of Unsolicited Gift Babks, the Accessien Card
should be completely prepared by thq,A}c‘Ession Scction.

RE
2434:5 TRANSMBSION WORK

The routine described hereundey is intended to sccure a certain con-
sistent sequence in,the, alggg‘iﬁ;,iﬁl@aggg idn the group of Accession
Cards completed in a weekyithe following sequence will result frem
the routine described. Fhe Purchased Books will come firsl. Among
themselves they will bearranged into groups by their Order Numbers.
The books belo mg to any given Order Number will be arranged
among themselves in the sequence in which they occur in the Bill.
Next to that{the Gift Books will come. The Gift Books will be found
arranged,among themselves by their call numbers. Nexi o the
Groupref/Gift Books, the Periodical Publications will come. They
toaywill be divided into Gift Group and Purchased Group, those
i]}'isach group arranged among themselves by their call numbers.

N

2434:5:5 Weekly jobs
2434:5:51 DBILLS ARRANGING
Take all the Bills dealt with in the course of the week. Examing

if they are in proper classified sequence. If there is any irregularity,
set it right.

2434:5:52  AcCcePTED BOOKS ARRANGING
Examine the group of Accepted Books and see that they arg in
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the same sequence as their eatries in the Bills.

2434:5:53 ACENOWLEDGMENTS ARRANGING
Take the Office Copies of all the Acknowledgmenis for Gift
Books sent in the week. Examine if they are in proper classified
scquence. [f there is any irrcgularity, set it right. Aitach them
at the end of the Bills,

2434:5:54 GI1sT BooXs ARRANGING

Arrange the approved Gift Books exactly in the same sequénoe
as their eniries in the Aeknowledgments and place them gext to
the Accepied Books Group. |\

al
<

2434:5:55 ACCESSION CARDS ARRAL\GLNG‘
Arrange the Accession Cards of the Accepted dnd Approved
books in & sequence cxactly parallel fo the hQka themselves and
put them in the Transmission Box. v

) ¢ 3
NN

2434:5:56 PERIODICAL PUBLICATIGN AND INSTALMENT
BOOK ACCESSION CARDS SorTING
Sort the Accession Cards of thﬂ‘completeg\“'o(ﬂ?ﬁéglgf Perfiddal
and Instalment Publications teecived from the Periodical Publi-
cation Section and the Bogk ‘Order Scction respectively into four
groups, namely those ofyd )%)onated Instalment Books, {2) Donated
Periodical Pubhcanr%ﬁ?) Purchascd Periodical Pubhcatlons, and
(4) Purchased Insidlent Books.
N \
2434 5 SX "PERIODICAL PUBLICATION AND INSTALMENT
"BooK ACCESSION CARDS ARRANGING
Arrcmge\thc Accession Cards relating to the volumes in ¢ach of
the ggoupq mentioned in the preceding routine, by their headings
}\n:the case of Instalment Book Cards and by their class numbers
the case of Periodical Publication Cards, and put them in the
Transmission Box with the Donation Group first and the Purchased
Group last.

3434:5:58 PrrIODICAL PUBLICATIONS AND
INSTALMENT BOOKS ARRANGING
Arrange the Periodical Publications and the Instalment Books
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among themselves exactly parallel to the related Accession Cards.

2434:5:595 COLLATED VOLUMES TRANSMITTING
‘Note in the Transmission Regisler the number of voluimes and
the number of Accession Cards to be transmitled.  Transmit the
arranged volumes and the Transmission Box with its cards o the
Technical Section. As soon as the Transmission Register comes
back from the Technical Section, examine if it has received the
initials ol the Head of that Seciion in token of his having, réetived

the materials, R\,
'\

2434:6  Accessioning Work %

2434:6:5  Weekly jobs(\>

Note : All the jobs of the Accessioning WHork are to be done at

one time on an appointed day of the weelp,™
- N
2434:6:51 BlLL:Aklimc:.]NG

Scrutinise the Duplicate Copies",pf“the Bills, and the Oilice Copies
of the Acknowledgmanisthar@kbRoaksinll there is any irregularity,
set it right. If any entry in the bill represents two or more volumes,
note in the margin of that éntry M2y, 3y, ele, as the case may
be, if it has not bee5~a}ready 5o noted.

N
2{135}6:52 AccessION CARD ARRANGING

Tally the, A¢cession Cards with the Bills and the Office Copies
of the Agknowledgments and secure that their scquence is exactly
parallelto-the sequence in which their entries occur in the Biils and
in the Office Copies of the Acknowledgments.

At the end of the Accession Cards relating to books, put the

-~ Rccessmn Cards of the week relating to Periodical Publications
\ ‘and Instalment Books, putting the cards of the Gift Group first
and the Purchased Group next.

A result of this will be that the Accession Cards of the week
will fall in the following sequence. First the Accession Cards of
the Purchased Books in the Bill sequence; next, the Accession Cards
of the Donated Books in the Acknowledgment sequence; next the
Accession Catds of the Donated Instalment Books and Periodical
Publications in the classified sequence; and lastly the Accession
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Cards of thc Purchased Periodical Publications and Tnstalment
Books in the classified sequence.

2434:6:53 VOLUMES ARRANGING
Arrange the volumes ¢xactly in the same sequence as the Acces-
sion Cards, While doing so, sec also if all the publications are there.

2434:6:54 BILS AcCrssionN NUMBERING )

Write down in ink the Accession Number in strict scrial sequencée
against each itemn in the office copies of the Bills and, t’i@
Acknowiedgmenis. 2N\

Remember that the first Accession Number to be used is, the one
next to the last Accession Number given on the preccdmg accasion
when accessioning was «one. RS

Remember also, that, if the margin of any eniry eéntains a note
like “2v™, “3v”, etc, the appropriate number ofxéccessmn Numbers
are 1o be given to that eniry, \

2434:6:55 CARD ACCESSION NUMBERING

After the Bill Accession Numbermg is over, take out the
Accession Cards of the different-ftems sttéesHulilibaerdeows.iim
ink the correct Accession NumbBar or Numbers in the appropriate
place in each Accession Cardnd replace the card in its original place.

After the Accession Ca"ra‘s relating to all the books have been
dealt with, continug §\bdéssi0n Numbering the Accession Cards
relating to the Instglment Books and Periodical Publications.

A%
243({:6’:56 VOLUMES ACCESSION NUMBERING

After the Card Accession Numbering is over, write ouf the correct
Accessiofi | umber in each of the respective volumes. The Accession
Numbcrols to be written in ink, as near the centre as possible on the
back. Jof the title page, ie above the Call Number, leaving the
B‘u,éssary space for the Donation Numuber in the case of Gilt
Volunes.

If there is no title page, it is to be written at the top of the first

age.

2434:6:57 ACENOWLEDGMENT DONATION NUMBERING
After the Volumes Accession Numbering is over, give serial
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Donation Numbers to the office copics of the Acknowledgments,
the Donation Number being written just below the Accession
Number.

Remember that the first Denation Number to be used is the one
next te the last Donation Number given on the preceding occasion
when Donation Numbering Work was done.

Remember also that, if any entry has received (wo or more
Accession Numbers, it is to be given an equal number of Don:{lion
Numbers.

O\
2434:6:58 Carp DONATION NUMERE RINGCY

After the Acknowledgment Donation Numberi IJ'W‘ i over. take
out the Accession Cards of the different items auco.,s%n ely, put out
the Accession Cards of the different items suebu%m.[\ put down
n ink the correct Donation Number in the peapcr place and replace
the card in its original place. N

After the Accession Cards rclatmg\l\o all Donated Books have
been dealt with, continue Donatign\Numbering to the Accession
Cards relating to Donated Periodic“al Publications.

waww . dbra uli‘br:ar .org.in
2434:6:59 VOLUMES IDONATION NUMRBERING

After the Card Donation Numbering is over, write out the correet
Donation Number in gadh of the respective volumes. The Donation
Number is to be incn in ink, just below the Accession Number
on the back of th\lﬂ(} page of the volume, or at the top of the first
page, as the case may be.

\\ 2434:6:592 AcCEssION DATE NoTING

Af}}( +the Noting of Accession Numbers and Donation Numbers
arg} ovcr, fill up the columns about the date, etc of accessioning in
call ‘the Accession Cards. As soon as this is over, the Volumes and
;fhe Accession Cards are to be left in charge of the Technical Section.
But the bills and the office copies of the Acknowledgment ictters
should be taken away by the Accession Section, the former for Bills
Work and the latter for Filing,

2434:6:593  AccessioN Carb CIRCULATING
As soon as the accession card box of the week is received from the
Maintenance Section after being tallied with the shell register cards,
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pass it round to the Book Order Section, the Accounts Scction and
the Pericdical Publicalion Section, to enable them to note down the
Accession Number and the Voucher Number in the Standing Order
Cards of the Book Order Section, in the Register Cards of the Periodi-
cal Publication Section and in the Accession Cards themselves.

2434:6:594  AccrsstoN CarD ‘FrinNc
On the appointed day of the weck, as soon as the Accession\‘
Cards como back to the Accession Section from circulation, cxaming
if alf the Accession Cards have come back and if they are in,§ifict
numerical sequence without any gaps. If there is any discrepancy,
investigate the matter and have it set right. After all the defects are
set right, file the Accession Cards in the proper numerlcal sequence
in the Accession Cabinet. \

2437 UNSOLICITED Gmr.@ooxs

2437:4  Daily jo‘b.s\
243741 Grrr ACCEPTING
Ini the case of every unsolicited Glft Book, dlscuss W;Lt ]1c hbranan
whether it is to be accepted and take suchaction & as may m&%}‘f"
-2437:42 DONATION CARD WRITING
For cach accepted unsolicited Gift Book reccived in the day, write
- out an Accession Ci:lﬁi,\remcmbf:rlrl_s3 to use the card lined with the
proper colour in aécbrdance with the convention of the library.
NS
.‘,3;1“3'7:43 DONATION ACKNOWLEDGING
Fill updp)Acknowledgment Card for each book. Write out also
the hea& and the title of the book and the name and address of
the donor ina 7.5x¥3 om slip of paper. This slip will be treated
as ‘thc Office Copy for the Acknowledgment. This slip will receive
€ Accession Number and the Donation Number, when the Acces-
gioning Work is done. If the books are too many, a consclidated
list will do.
24375 Weekly jobs
2437:51 DoNATION CARD CHECKING
On the appointed day of the week, as soon as the Collalion
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of the Gift Books of the week is over, complele all the entries
found incompletc in the Accession Cards of each of the Gift
Books. Further, check the Acknowledgment Cards with the Gift
Books of the week and the related Accession Cards.

2437:33  ACKNOWLEDGMENT TRANSMITTING
Send for the librarian’s signature all the Acknowledgment Cards
" which have been checked and found correct. Send also the pffice
copics, although they are in the form of slips, so that theNoffice
copies may get the despatch date in the Correspondcnm\f‘:\setion.
This despatch date will be of use for future reference. O’

.
7N
< 3

244 Elimination of Waste 7))
w\\
2441 ORGANISATION
If the turnover in the section demandsy’ ﬁ%c assignment of several
members to i, it may be an advantage tbsspemahsc them in different
items of work, such as, dccessmnmg, b]ll passing, gift books, ex-
change, and so on. N
www.dbl‘aul@b}"&;y,org,jn
2443 PrROMRT RELEASE OF BOOKS
The Head of the Section should strive his best to release the
books for public use, a&expedltlously as possible. He should care-
fully revise the br{l\&passed and couniersign the certificate in the
bills.
2444 REVISION OF ACCESSION NUMBERS
The gwork of assigning Accession Numbers and Donation
Num\b}rs is a ticklish job. Outsiders may think that it is a very
methanical process requiring only an ability to write consecuiive
mnﬁegers in the proper sequence. But it is not really so simple.
\ As has already been indicated in the introduction to this chapter,
a good deal of judgment and consultation with various other
sections are necessary to decide what constitutes a volume for
accessioning. Apart from this, it is a matter of experience that,
occasionally, woeful mistakes oceur in assi gning Accession Numbers
eithcr by the leaving of gaps or by the repetition of a number by
oversight—very often due to exhaustion. Indeed, assigning inicgral
numbers, each number running to five or six digits, is a very ex-
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hausting job. Hence, it is the duty of the Head of the Accession
Section to check the continuity of the Accession Numbers and the
Donation Numbers and revise the eniry of those numbers at the
proper juncture in all places both in the books and in the
records.

2448 DiAry

The Accession Section is to maintain one diary on a weekly
basis. Tts headings are to be as follows :

11 to 15 same as for the Book Order Section ; \ ~
21 Books without bills ; \
22 Unsupplied bills ; A\
23 Doubtful supplies ; R4
24  Decfective supplies ; \¥;

25 Not-due books ; O
27 Bills passed ; O
42 Ordered books accessioned ; x\

428 @Gift books accessioned ; D y
43 Periodical publications 3we5$§5?i3dv$ww.dbmulibrary,org,jn
44 Last accession number assighed ;

447 Last donation number aséfgned :

494 Accession cards filed,."

~\

+ L)
245\ "Correlation Table

;"2 Book Order Section
2432:1:41 Bill\ailying;
2432:4:55 ¢/Net-due books disposing;;
2434:6:593\ Accession card circulating.

\\ 3 Periadical Publication Section
'SQ-§4:4:53 Periodical publications collating;

2434:6:593 Aceession card circulating,

5 Technical Section»
2434:5:595 Collated volumes transmiiting (Books—Monday
SPEM):
Periodical publications—S8aturday 12 noon ;
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245 LIBRARY ADMINISTRATION
2434:6:5 Accessioning work (Thursday 4 rm).

8  Maintenance Section
2434:6:593 Accession card circulaling,

07  Accounts Section
2432:7:57 Certified bills transmitting (Saturday 3 pa) ;

2434:6:593  Accession card circulating, ~
993 Correspondence Seetion 0 C “\
2432:4:5 Wrong supply werk; S

2437:53  Acknowledgment transnutting. N
246  Ilustrative Time Schi:’hu\:'

2464 Da:lj ﬁn‘)s
2432:1:41 Bill tullying;
2432:1:42 Order card taliymg,
2438:41  Gift accepting; o)
2437:42 Donwmﬁbu;@;}iﬁbmmgrg-m
2437:43 Donation ap}bn%wledging.

~\246:5 Weekly jobs
.\\..
\ Saturday
2434:57; Transrmssron work {Periodical publications 12 noon);
2432&5 All the weekly jobs of bill passing work;
”\s.

’%Q g Saturday
\ 2132 :7:57  Certified bills transmitting (3 pM) ;
\}, 2434:4:52 Ordered books collating.

Sunday
2434:4:52  Ordered books collating;
2434:4:58 Gilt books collating,
Monday
2438:51 Donation card checking;
2434:5 Transmission wotk {Books, 5 pu).
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Tuesday
2432:4:3 Wrong supply work;
243753 Acknowledgment {ransmitiing,
Wednesduy
2434:4:33  Pericdical publications collating.
Thursday
2434:6:594  Accession card filing;
2434:6:5 Accessioning work (4 P ). O\’
N\

247 TForms and Registers

The only register of this Section is the Aeccession Régrs}er Its
number may be fixed as C4. Tt is made up of aocessm;i‘ cards filed
in cabinets. Accession Card is the name assumed\by C12 Book
Sclection Card, when it reaches the accession eabinet with all the
entries duly made in it. The following CQIQ}IL' scheme may be
adopted for the cards: Ponated books, Jblack border. Purchased
periodical publications, red border, DCméted periodical publica-
tions, left half of the border red and {he nght c}l]blf of the border,
black. wiwrw.dbraulibrary org.in

C47  Acknowledgment card. s Prmted 11 point type. Bristol
board. White. The text ofdthe form is as follows :

I acknowledge, with tha‘r:ks the reccipt of the undermentioned
publications kindly présg\med to this library.

,'u'
¥
A\

L )
x:\"’
&
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CHAPTER 25
TECHNICAL SECTION
251 Planning

2511 Scope ofF THE CHAPTER )

The major items of the work of the Technical Section are cIassi-\
fication and cataloguing. These picces of work are of a hrgllly
technical nature. But this chapter does not deal with the te&hmque
either of classification or of cataloguing. On the other Jand, it
deals only with the roufine connccted with these two ‘proccsses It
also gives an account of all the routine to ]ge\\performed to
make the volumes fit for public use, and tosbfing the catalogue
cabinet up to date. N

2512 Accumc\;y

Accuracy is the very essence of allibrary catalogue and of all
the marks made by the Technickh Sectign cifher in the 0!3001(
or in any of the library records; “Hence, the routme Jescribed in
this chapter provides for an.elaborale system of checking and
counterchecking. In fact,fhe checking is further continued by the |
Maintenance Section, as'will be seen in chapter 28. It is our ex-
perience that the tiﬂ\éxs'pent on so much of checking is well spent.
It is cur painful gxperience that, in spite of so much checking, an
occasional slip{dpeeps through and acts as a hindrance at some
future tim(;%s()mctimes, years later. Hence, it would be very
unwise (tg"stint in providing the necessary time to complete the
Checkiﬁ%rocesses in a leisurely and thorough manner.

~0 2513 NUMBER OF SETS OF CATALOGUE
\ \‘Except in very small libraries, it is found to be certainly
convenient and even necessary to have a separate set of the cata-
logue for the use of the classifier and the cataloguer. It is not
convenient for the cataloguer and the classifier to use the public
catalogue, on account of its distance and its constant use by others.
Again, if the library is sufficiently big, it may be convenient to
have another set of the catalogue in the librarian’s room. However
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2513 LIBRARY ADMINISTRATION

much one would like to avoid it, serious workers, who visit the
library, raise problems in reference work, while conversing with the
Iibrarian. Psychologically, it would be more effective, 1" a set of
the catalogue is available near at hand in the librarian's room and
the problems raised are solved then and there. Even otherwise, to
enable the librarian to think out the symmetrical and systematie
building up of the stock of the library, it is desirable that a scparate
set of the catalogue is at his elbow, Q)

For these reasons, it will be a good policy 1o 1ype out twe_cbpies
of the catalogue, as soon as the chicf cataloguer writes out {9 cards
for the public catalogue. While the public catalogue, el has to
bear much wear and tear, should be in specially médy tough cata-
logue cards, the additional catalogues need not 'b{q')'repm'cd in such
costly cards. On the other hand, since it is anl¥ dhe or two DCrsons
that are likely to handle thesc sets—the clissifier and (he cata-
loguer in the case of one sot and the libtarian in the casc of the
other—it is sufficient if the copying is d’o,}e on slips cul out of 30ib
ledger paper. This is found to be safistactory. The Jabour of pre-
paring two copies is not much mose than that of preparing one, as
the second copy sy whha ik atarbog ivopy.

In large library syslcmsfowith several branches, it may be
necessary to have many(sets of the catalogue. That problem has
been fully discussed’ig'r}he Classified catalogue code.*

\
2514.’EORREC'HON OF CALL NUMBER
As will be,§¢en in that part of the introduction to chapter 28,
which relakés. to correction collection, the call numbers of books
will requiné“systematic revision from time to time, in the light of the
equrj&c"e gained in serving the books to the readers and in conse-
quened of the realignment and the reorientation of the divisions of
~Xuowledge, brought about now and then in the learned world.
N Hence, correction work has been marked out as an independent
factor in the work of this section.

2518 FACTORS IN PLANNING
The distinctive work of the Technical Section is to be planned
with reference to the following factors:
1 Classification;
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Cataloguing;

Preparation of the volumes for public use;
Correction of call nombers and catalogue entries;
Einding;

Classification. and cataloguing codes; and
Catalogue cabinet.

=1 O oL s e b

The periodicity of the work of this section should be similar N\
to the periodicity of the work of the sections dealt with in the,
preceding chapters. Hence, it follows that the work of the Technﬁ:&ﬁ
Section also should be planned on a weekiy basis, so that tl:lo work
may be evenly distributed thronghout the year. As a coiSéguence
of this, major part of the work of this section V\k consist of
weekly jobs.

%

252 Job Analysis ,:’;\\“
2521  CLASSIFICAFION
2521 The work of the Technical SGGL]OH relating to Classification
is ta consist of the following IlCIIIS’
1 Making a _prcliminarywsur\?cy of the volumes received from
the accession sectiop.\I'is may be called Preliminary Work ;
2 Assigning call nz%n;@m‘fs to the volumes. This may be called
Call Numbermg “ork
4 Detecting dtrglrcatlon, defects, etc in the volumes. This
may be called Detection Work; and
8 Checkmg\the assigned call numbers. This may be called
Ch@wg Work.
Ay 2521:1 Preliminary Work
2521 1:5 Preliminary Work relating to Classification is to
consist of the following weekly jobs:

www.dbraulibrary org.in

4 Tallying the volumes and the accession cards as soon as they
arrive from the Accession Section. This may be called
Tulfying: and

5 Sorting the volumes by their main classes. This may be
called Preliminary Sorting.
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2521:2 Call Numbering Work
2521:2:5 Call Numbering Work relating to Classification is to
consist of the following weekly jobs:

1 Assigning call numbers to the volumes presenting no difficulty.
This may be called Normal Volumes Call Numbering;

2 Assigning call numbers to such of the velumes in the deferred
group as are manageable without consulting the libragiény
though not so easy as the normai volumes. This r;m{ be
called Deferred Volumes Call Numbering N

3 Discussing wilh the librarian the volumes dn’ﬁuult to classify.
This may be called Classification Consulting; 3

4  Assigning call numbers (o the difficuls vo»hqncs. This may
be called Difficult Volumes Call Numiberings

5 Noting down the sources from whichydata arc taken for
constructing class numbers, Th’i’s'\’thay be called Sources
Noting; and "\

6 Noting down the new classes, open;,d as a result of the dis-
cussion with the librarian, ¢ Thl:. may be called New Classes

Noting. woww . dhbr aulfbral y-org.in

2521 4 Detecnon Work
2521:4:1 Detcctlon\ brk of the Technical Section is to consist
of the following 1mrﬁdlate job:

4 Informi;ng‘ the Accession Section about the detection made.
Thifs"\m}sﬁf be called Detection Notifving.
O 2521:8 Checking Work
2521 8:5 Checking Work relating to Classification is to consist
\of the following weekly jobs:

1 Checking the call number assigned to each volume. This
may be called Call Number Checking;

2 Checking the cross references indicated for each volume. This
may be called Cross Reference Checking; and

6 Checking the placing of the new classcs that arose in
classifying the volume. This may be called New Placing
Checking.
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2522 CATALOGUING
2522 The work of the Technical Section relating to Cataloguing
is to censist of the following items:

1 Sorting the volumes according to cataloguing peculiarities.
This may be cailed Prefiminary Work:

2 Writing out the necessary fresh catalogue cards. This may
be called Fresh Card Writing Work;

3 Making the necessary entries in the catalogue cards alreadyys
existing. This may be called Card Consolidation Work;

4 Dealing with the volumes raising difficulties in calalogmng

This may be called Refractory Cases Work; 4
5 Checking the catalogue cards. This may be called Gher:kmg
Work; and I

6 Typing cataloguz slip. This may be cailed. % yp}hg Work.

2522:1 Preliminary Work
2522:1:5 Preliminary Work relal:mg tQ Cs.talogumg is to consist
of the following weckly job:

1 Sorting the volumes on the, Iiaé.fs of YA Para iy pegdn
liarities. This may be cg]};ti Sorting,

2522:2 Fresh Card Writing Work
2522:2:5 Fresh Cai(iw‘riting Work relating to Cataloguing is
to consist of the follow'ng weekly jobs:

1 Muain Card Wrttmq :

2 Cross 8}8!’6?2(.’8 Cards Writing ;

3 NCards Writing |

4 Be;ck of Main Card Writing; and

\Sheb" Register Card Writing.

\ 2522:3 Card Consolidation Work

2522:3.5 The Card Consolidation Work relating to Cataloguing
is to consist of the following weekly jobs:

1 Picking out the cards for consolidation from the catalogue
cabinet. This may be called Consolidation Cards Picking; and
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3 Making the necessary entrics in the consolidation cards.
This may be called Consolidating.

2522:4 Refractory Cases Work
- 2522:4:5 The Refractory Cases Work relating to Calaloguing is
to consist of the following weekly jobs:

1 Consulting the librarian about the refractory cases, This

may be called Refractory Cases Consulting | ¢\

5 Noting down the sources from which daia alg\lakcn to
aid catalomung work. This may be called Sqm(n Noting,
and

& Noting down the amendments to the Cﬂl‘llO\LlL Code, arising
out of the discussion with the librariapa\¥ his may be called
Amendments Noting. K2,

x\‘
2522:5 CheckingyWork
2522:5:5 The Checking Worke "rplaling to Cataloguing 15 to
consist of the following weekly! j@b:.
W dbraulﬂal ary.org.in

2 Checking the freshd dards written. This may be called Fresh
Cards C.fzc?.c:’{mg;‘"--,\ .

3 Checking the\@it'érations made in consolidated cards. This
may be called Consolidaied Cards Checking: and

6 Checkipg{ihf: amendments to the Catalogue Code. This may
be called” Amendments Checking.

:“\s.
s\" 2522:6 Typing Work

2522 6:5 The Typing Work relating to Cataloguing is to consist

~Qf Jthe following weekly jobs:

1 Copying the fresh catalogue cards written. This may be
called Fresh Slips Typing ;

2 Picking out from the cabinets the slips requiring consolida-
tion. This may be called Consolidation Slips Picking;

3 Carrying out the necessary alterations in consolidated slips.
This may be called Slips Consolidating; and

6 Checking the slips freshly typed and consolidated. This may
be called Siips Checking.

236



TECHNICAL SECTION T 2523:2:5

2523 PREPARATION OF THE VOLUMES
2523 The work of the Technical Section relating to the Preparation
of the Volumes for public use may consist of the following items:

1 Noting the accession number or the call number as the case
may be, in the concerned cards. This may be called Card
Numbering Work;

2 Muking the volumes fit for use by cutting open, stamping,
fixing the date label, tag, etc. This may be called Preparatiop >
Work O\

3 Noting the call number and the accession number if, te
different parts of the volumes. This may be called, Volumes
Numbering Work; and )

8 Sorting the prepared volumes into sequences @id arranging
them. This may be called Prepared Volumésidrranging Work.

2523:1 Card Numberin :TWOrk
523:1:5 The Card Numbering Work«iélating to the Preparation
of the Volumes for public usc is to consist of the following weekly
jobs: a2
Ny www.dbraulibrary org.in

I Noting the accession number in the main and the shelf register
cards. This may be cilled Accession Number Noting ;

2 Noting the call ngmﬁer in the accession cards. This may be
called Call Numiber Noting; and

6 Writing out (he book card for each volume. This may be
called Bop}(\”(?&rding.

.'\n
(\Y2523:2 Preparation Work
2523‘:2§\The Preparation Work relating to the Preparation of
the Velumes for public use is to consist of the following weekly
\ )
1 Cutting open the pages of the volumes and easing their backs.
This may be called Custing Open;
2 Putting the library stamp in the appropriate places in the
volumes. This may be called Stamping;
3 Fixing the tags to the backs of the votumes. This may be
called Tagging;
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5 Fixing the book pocket to the volumes. This may be called
Pocket Fixing; and

6 Fixing the date labels to the volumes, if needed, This may
be called Date Labelling.

25233 Volumes Numbering Works
2523:3:5 The Volumes Numbering Work relating to the Pre-
paration of the Volumes for public usc is (o consist of the following
weekly jobs:
)
1 Writing the call number on the jackets of the volufiigs. = This

may be calied Jacker Numbering ; &N

2 ‘Writing the call number and the accessiofiyntuimber on a
leaf in the inside of the book. This nm?\h: catled fnside
Numbering; '

3 Writing the call number on the gag(i\‘bn the buacks of the
volumes. This may be called Tag Numbering ; and

6 Writing the call number and th&\i¢cession number in the date
labels of the volumes. Thjs may be called Date Label
Numbermg:!ww.dbraulibr:alfj,org,jn

2523:8 Prepared Volumes Arranging Works
2523:8:5 The Prega)zed Volumes Arranging Work relating to
the Preparation of\W'olumes for public use is to consist of the
following weeklyNobs:

A\ X
1 Sor@inig. the prepared volumes by their sequences.  This may
e gailed Sorting;
2 (Arranging the volumes in each sequence by their call
A% humbers. This may be called Arranging; and
2\ 6 Inserting the book-tickets in the book pockets or disposing
\/ them in any other appropriate way. This may be calted
Book-ticket Disposing.

2524 CORRECTION OF CALL NUMBERS AND
CATALOGUE ENTRIES
2524 The work of the Technical Section relating to Correction

of Call Numbers and Catalogue Entries may consist of the following
items:
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1 Collecting the volumes to be correcied, their main cards and

their impression main slips. This may be called Preliminary

Work; '

Reclassifying the volumes. This may be culled Reclassifica-

tion Work;

3 Carrying out the corrections in the first impression slips.
This may be called First fmpression Slips Work;

4 Carrying out the corrections in all the other cards and slips. ,
This may be called Correction Completing Work; and

53 Reinserting the corrected main cards and the first imprcssiﬁ)n
slips. This may be called Reinsertion Work. N

N

]

ool
7N

2524:1 Preliminary Work™ o
2524:1;5 The Preliminary Work relating to the<€orrection of
Call Numbers and Catalogue Entries is to consis{of the following
weckly jobs: N
1 Notifying the Maintenance Sectiopof the volumes proposed
to be taken up for correction. & his may be called Mainten-
ance Seclion Notifying; N www.dbraulibrary.org.in
2 Taking charge of the volumies. This may be called Correc-
tion Volumes Accepting; and
3 Picking out the majr{‘cards and the impression main slips
of each of the volumes. This may be called Main Card
Picking. \

258242 Reclassification Work
2524:2:5 “Ihe’ Reclassification Work relating to the Correction
of Call Nambers and Catalogue Entries is to consist of the
fDIIOW'éng\/cckly jobs:

S\ ~\Reclassifying each volume and writing out on the back of the
N/ title page the new call number. This may be called Calf
Number Revising;
2 Checking the new call number. This may be called New
Call Number Checking;
3 Correcting in the main card and in the main slip of the
first impression. This may be called Main Card Correcting;
and
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§ Transmitting the corrected volumes te the Maintenance
Section for the further stage of work to be done by them.
This may be called Corrected Valumes Transnritting.

2524:3 First Impression Slips Work
2524:3:5 The First Impression Slips Work relating to the
Correction of Call Numbers and Caalogue Entries 1s to consist of
the following weckly jobs: ~

1 Picking out all the first impression slips, other than U®ymain
ones, relating to cach of the corrected volumes.  Thiswmdy be
called First Impression Slips Picking, by

2 Carrying out the nccessary corrections in all gite flest impres-
sion slips. This may be called Firss fmpmsﬁién Slips Correct
ing; and \%

3 Sorting and arranging the corrected\first impression slips.
This may be called First BJ:prc}&S‘i@ﬂ(Sﬁ}r)ﬁ Arranging.

2524:4  Correction Completing Work
2524:.4:5 Thew\53\%?&%%5%‘1{Lr§%9?3?1?}}1“3 Work. 1‘(.>Iatir1g to the
Correction of Call Numbers, and Caﬁaloguc Entrics is to consist of
the following weekly jobs:™

"
1 Cards Correetinig;
2 Second Im]:xr&slon Slips Correcting; and
3 LanguageySlips Correcting,
A%

D7 2524:5  Reinsertion Work
25243845 The Reinsertion Work relating to the Correction of
Call Numbers and Catalogue Entrics is to consist of the following
M\g«-ﬁ%ﬁkly jobs: '

V : :
1 M™ain Cards Reinserting; and
2 Tirst Tmptession Slips Reinserting,

2525 BINDING _
2525:5 The Binding Work relating to the Technical Section 18
to consist of the following weekly job:

1 Examining the call numbers of the volumes sclected for
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binding to see if they require any revision. This may be
called Cull Number Examining.

2525:6 The Binding Work relating to the Technical Section is
to consist of the following monthly jobs:

2 Preparing the instruction for tooling. This may be called
Binding Slip Preparing, .
5 Transmitting the volumes and the slips to the Binding Section.
This may be called Binding Books Transmitting. O\
A\
2526 CLASSIRICATION AND CATALOGUE CODES
2526:5 The work of the TFechnical Section relatigg;~10 Classi-
fication and Catalogue Codes is to consist of the fqllpv?ring weekly
jobs: ’
. :.\\.‘
1 Carrying out the amendments arrivedfatvin the course of the
: week in the Classification or Cafalogue Code, as the case
may be. This may be called Cpde Correcting; and
Bringing the monthly statcmgnt of <orreclipns Hp to .%%Ein
This may bs called Mon{kfg{ mendment Statement 2] ing.

2

2526:6 The work of the “Technical Section relating to Classi-
fication and Cau;alogl{é\i Codes is to consist of the following
monthly job: \

3 Tl‘ansmittiﬁg the monthly statement of corrections to
the StaffrC i i salled Code Corrections
the Staff’Council. This may be called Code Co

Tf'azi?m’ feing.
2 8 g

A~ 2527 CATALOGUE CABINET
2577 The work of the Technical Scction relating 10 the Cata-
10gue Cabinet is to consist of the following items :

1 Sorting all the cards written in the weck. This may be called
Sorting Work;

2 Discussing the cards with the librarian. This may be called

Reviewing Work ;

Transmitting the accession cards and the shelf register cards

L¥E)
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to the Maintenance Section. This may be called Accession
Cards Transmitting Work ;

4 Inserting the catalogue cards in the public cataloguc cabinets.
This may be called Card Inserting Work ;, and

5 linserting the catalogue slips in the appropriate cabinets.
This may be called Siip Inserting Work,

25271 Sorting Work ~

2527:1:5 Sorting Work relating to the Catalogue thmu,l i o

consist of the following weekly jobs: ne \
.’\

1 Seorting and armranging the catalogue cards, y.mun in the
week, in the proper sequence. This may be ml! A Catulogue
Cards Sorting; w\

2 Arranging the shelf register cards, writtephin the woek, in the
proper sequence. This may be ca}iczdeth" Register Cards
Arranging, \

3 Tallying the accession numbers, in the main cards and the
shelf register cards. This may be called Accession Number
Tallying; an™- dbr aullbral yerg.in

8 Making a count of the volumes treated and the cards written.
This may be calledZechnical Section Counting.

7:2  Reviewing Work
2527:2:5 Reylewing Work relating to the Catalogue Cabinet is
to consist of thie following weekly jobs:

1 Dlscﬁ‘sgmg the arranged cards with the librarian. This may
galled Catalogue Cards Discussing;
2., }C\drrymg out the corrections suggested by the librarian-
o5 This may be called Correction Carrying Out; and
\»5 Notifying the other Sections concerned of any suggestions
that might have arisen in the course of the discussion with
the librarian. This may be called Suggestions Transniitiing.

2527:3 Accession Cards Transmitting Work
2527:3:5 Accession Cards Transmitting Work relating to the
Technical Section is to consist of the following weekly jobs:

1 Coupling each shelf register card with its appropriate acces-
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sion card.  This may be called Shelf Register Card Coupling:

Checking the accession number in the shelf register card.

This may be called Shelf Register Card Checking; and

& Transmitting the coupled cards to the Maintenance Section.
This may be called Coupled Cards Transmitting.

Led

2527:4 Card Inserting Work )
2527:4:5 Card Tnserting Work rclating to the Technical Sectiof
consists of the following weekly job: ~\~
\
I Tnserting the catalogue cards in the public cataloguc bablnet
This may be called Card Inserting. R N

‘ AN .
2527:4:8 Card Tnserting Work relating to the¥Tgchnical Section
Is to consist of the following annual jobs: N

1 Redistributing the cards in the cab\net so as to eliminate
congeslion in the trays. ThlS mqy *be called Cabinet Easing;
and

2 Making the necessary aIteralmns Inwihe duédelitands: orEhis
may be called Guide C’ard Changmg

2527: i\Shp Inserting Work
2527:5:5 Slips sgl‘mg Work relating to the Technical Section
is to consist of thed%lomng weekly jobs:
1 Sortin ana arranging the slips in the proper sequence. This
may, be alled Slips Arranging; and
21 \artmg the slips in the appropriate cabinets in the proper
* SCquence This may be called Slips Inserting.

\”5\32”527:5 :8 The Slips Inscrting Work relating to the Technical

ection is to consist of annual jobs similar to the annual jobs of
the Card Inserting Work (see 2527:4:8).
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253 Routine
2531 CLASSIFICATION

2531:1  Preliminary Work

2531:1:5  Weekly jobs
2531:1:54 TaLLyING ~

As soon as the volumes and the accession cards arvive, ffom
the Accession Section on the appoinied day of the week, kilip the
volumes and tlie accession cards rapidly. Tf there is afly discre-
pancy, get it settled with the Accession Section. :”}‘«.

2531:1:55 PRELIMINARY Sl‘_)RT[Nq\\

As soon as the tallying is over, sort the volbih®s rapidly by their
main classes. Unless the book is of a \'ery'slu‘sive nature ithe main
class can be readily fixed by a pernsal Gi\the title and (he contents
page and, if nccessary, by turning thmwh the pages rapidly.

While sorting, place on the title Egge of cach volume u Process Slip.

Definition. By avBrocdssadiimdy ynaeanha slip 7.5>013 cm—even
a waste slip with onc blank side will do. On this slip, the v arious
notes indicated in the sugegeding routines are to be noted by the
classifier for the guidaped of the cataloguer, Ultimately these pro-
cess stips will have$id be used for preparing the monthly statement
of amendments t9\the classification code and the cataloguing code,
and destroyed §hcreafier.

Draw a vqrtical line dividing the lengih of the slip exactly into
two partgs\Reserve the left hand side for noting cross references.
Dividgthe right hand half into three compartmenis by two hori-
zonted lines. Use the first compartment to indicatc class indeX

.(,m?lcs, not requiring consolidation, the sccond to indicate cross

\refer:,nce index entries, and the third to indicate such of the series
index entries or other book index entries or main entries or class
index entries, as require consolidation of cards.®¢

2531:2 Call Numbering Work

2331:2:5  Weekly jobs
2531:2:57  NorMar Yoruvurs Carr NUMBERINCG
As soon as the sorting is over, decide the class number of the
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volumcs one by one. If any volume is elusive and requires detailed
study, or appears to call for the creation of a new class either by
interpolalion or by onc of the Devices,?” put it aside lemporarily
in the group of deferred volumes. Tn the case of the normal volumes,
fix the call number and write it on the leading line of the process
slip. Remember to amplify the call number by the appropriate
Collection Symbol wherever necessary {sce introduction to
Chapter 28). Examine the main slips representing the books ‘ﬂready
in the library having the same ultimate class as the book oy hqnd
and sce if the assigning of the class number is consistent, mth the
old placings. At the same time, if there is alrcady any\catalogue
slip with the same ultimate class and the same book afunber as the
volume on hand, add the appropriate digit as thchcessmn pari3s
of the book number.

If there is any lack of consistency, it is bettetyto bring the related
books and compare them with the voluqa\cn hand and dccide
the class number.

As soon as you arrive at the most sansfactcuy Ca]l Number for
the book, write the call number alolig with the Collection Numbser,
ifany, at the verso of the title paglYust halframitirbelibwaity eagtini
ling, or if that place happens«{&'be printed over, put it as near that
place as possible. Hf the buk has no title page, write its number
at the top of the firsi Rag}, leaving space for at least two lines be-
iween the top edge of¥he book and the call number.

Fill up the process slip as fully as possible.

As the callyfumbering of the normal volumes proceeds, pass
them on in m\sialments to the cataloguer through the reviser,

Remembeg~that all the books brought for perusing should be
1cturn¢d$3rompt13 to the replacing shelf. Otherwise, you may be
probably depriving some reader of the use of those books.

AL

\J  2531:2:52 DEFERRED VOLUMES CALL NUMEERING

Afier the Call Numbering has been done for all the normal
volumes, study the deferred volumcs. Make up your mind as to
the best wuy of placing them. If you are satisfied with your placing
of any such volume, proceed with it further as for normal volumes.

But remember to add a note in the process,slip showing the
peculiaritics of the volume to which the special attention of the
librarian should be drawn when the final reviewing work is done
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by him (see rule 2537:2:51). In such cases, the consultation
with the librarian stands postponed to the stage of finally revicwing
the classification and cataloguing work.

2531:2:53 CLasSIFICATION CONSULTING

If, however, you are not satisfied with your placing, or il you
think that a new class is to be opened either by interpolation or by
the aid of any device, take all such volumes to the librarian al\the
appoinied hour on the appointed day of the week. DibCL{aS\l}}Cm
with him before proceeding further. O

2531:2:54 DiFrICcULT VOLUMES CALL N‘L-'MISIER’IN(}

After the discussion with the librarian is gyel Procecd to give
them call numbers, in the light of the decistehrrived at with the
librarian, in the same manner as for normadyelumes. But remgember
to write out, in the proper place in the.process slip, the new classes
opened, if any. If any new rule is fmmcd note it in the monthiy
statement, o

0t %‘J‘s‘%“‘é%% K
If you have to make use® of any source, outside the volume
classified and out51de;“,bhe common reference books, in fixing the
class number or the{beck number of the volume, note down in a
7.5x 13 cm slip, the‘call number of the volume in the leading line,
the call numbel of the source in the second line, the heading of
the source ifi he third line, its short title in the fourth line, and
the exactpage reference in the last line. File all such source siips
then a@”thelc in the Source Slips Tray in a classified sequence.
The time spent in writing and filing such source slips is well spent.
mItmll save, in the future, many difficuliics and much time in refer-
\ ping to the source. It is our experience that a neglect of this appa-
rently trivial detail would lead in the long run to much waste of
fime and sometimes even to inconsistency in classification and
cataloguing work.

2531:2:56 New CLAsses NoTING
On the appointed day of the week, immediately after the process
slips are removed from the volumes, but just before handing the
volumes over 1o the Maintenance Section, take out all the process
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slips in which new classes are entered and note down in pencil all
the new classes in your interleaved copy of the classification code.
Similarly note ‘down all the amendments to the cataloguing rules
in your interleaved copy of the cataloguing code.

File all such process slips for use in the preparation of the
monthly statement of amendments to the classificalion code and
the cataloguing code. All the other process slips may be destroyed
immediately. N\

2531:4 Detection Work R\

2531:4:1 Immediate job N
2531:4:14 DeTECTION NOTIFYING ¢
I'n the course of the Classification Work, be as vfg;}fant as possible
to detect any possible unintended duplication ef\volumes. As soon
as you spot out such a duplication, take t,h’;:%bok and the rclated
accession card to the Accession Sectionzand explain the matter to
that section. Leave the volume and the)card, if necessary, in their
hands and proceed with your worka Do similarly, if you happen to

detect any defect in the volumesey wyrw dbraulibrary org.in
2531:8Checking Work
N\

¢ CaiLL NumMBER CHECKING
The reviscr, ghould check the call numbers assigned by the
classifier to,the volumes, before they reach the cataloguer or
at any rateCbefore the cataloguer writes out the call numbers
in the\(hﬁt:rcnt cards.

To.\¢liminate unnecessary waste of time on the part of the
”gat'a’r:lbguer, it may be a good policy for the cataloguer to write
\oﬁf the catalogue cards without the call number, until the reviser
has made sufficient progress with his work, and to come back to
such cards and fill in the call numbers after the revising work
is over. '

If the reviser does not agrec with the placing of any volume,
he should discuss it with the classifier. If an agreement cannot
be arrived at between them, the matter should be referred to the

librarian,

QXSSI :8:5  Weekly jobs
2531‘:'8\:51
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2531:8:52 Cross REFERENCE CHECKING
The reviser should check the correctness ol the class number (o
which cross reference is made, the appropriateness ol the cross
reference in the light of the policy and practice of the library, and
the accuracy of the refercnce.

2531:8:53 NEW PLACINGS CHECKING

The reviser should pay special attention to the new classes
opened either in consultation with the librarian or independernitly
by the classifier. All such new placings should be critically cxamined
with the aid of the related sowrce slips and in the light QD all the
mnemaonic and other features of the classification code\1f vou do
not agree, discuss it with the classifier. If there is af® difference of
opinion, it must be referred to the librarian.

2532 CATALOG[g@"
2532:1 Prelimikary Work

wwvﬁidﬁl a[u%bWe‘éi?bg 10bs
2532 1,51 SORTING
As the classified voluméSarrive from the classifier through the
reviser, sort them outradeording to their cataloguing difficultics.

It is possible to\becogmse the following groups for this
purpose;

A\ ¥

1 Volum&:&i\?hich are in familiar languages and whose process
slipg"d6 not indicate consolidation of cards. This may be
caled Fresh Cards Group;

Z.ffVqumes which are in familiar languages and whose proctss

~d . slips indicate consolidation of cards, and periodical publica-
tions. This may be called Consofidation Group:

3  Volumes which are in unfamiliar languages and do not require
consolidation. This may be called Linguistic Fresh Cord
Group ;

4 Volumes which are in unfamiliar languages and require
consolidation. This may be called Zmguistic Consolidation
Group; and

5 Volumes which present unusual calaloguing peculiarities and

248



TECHNICAL SECTION 2532:2:58

vould probably involve amendments to the cataloguing code.
This may be called Refractory Group.

Apart from the volumes themselves, the process stips will indicate
definitely the cases of consolidation. The necessary information
will be found in the lowest compartment in the right haif of the
process ship.

It will be convenient to deal with the volumes in these groups
ore ufter another in the sequence given, Bui, if so inclined, cataé\
loguers may, by way of variation, choose a few volumes a]tern.a{t{ly

from these groups. ™

L W

* 2532:2 Fresh Card Writing Work{ ™\
. ¢
2532:2:5 Weekly jobs
2532:2:51 MamN CarD WRITING
First write the main card in accordancdWwith the rules of the
Catalogue Code, $ \
2532:2:52 Cross RrFPRENCE CA@Q&\,WM&T%I ar
Write ouf a cross reference card“fgr cach one of the cross re ere ce
entries indicated in the procefSSo shp

2532:2; S}IND};X CARDS WRITING
Write out the indé \zard for cach one of the headings in accor-
dance with the Cafalogue Code, except that a fresh card is not to
be written, if thdlheading has been indicated in the process slip, as
one rcquirin'g\:collsolidation of cards.?®
\M
%2532 :2:54 BACK OF MAIN CARD WRITING
Arrange the cross reference cards in a classified sequence and
th€ index cards according to the type of the entry,
\ Lopy on the back of the main card the cross references in the
classified sequence and the headings of the index cards in the proper
part in accordance with the Catalogue Code.30

2532:2:58 SneLF REGISTER CARD WRITING
Write out the shelf register card for each volume.
I1 is desirable that no deviation should be made from the principle,
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2332:2:58 LIBRARY ADMINISTRATION
“one card, one volume” in writing out the shelf register cards.

To the Reviser
All the cards written for a volume are to be placed along wiih the
process slip on the title page and the volumes arc thereafter to be
transmitted to the reviser in instalments.

2532:3 Cards Consolidation Work

2532:3.5 Weekly jobs O\
2532:3:51 CONSOLIDATION CARDS PICKING o\

With the aid of the process slips found in the volum#s of the
consolidation group, pick out from the public c;-ll'ul(fgtifﬁ the cards®
in which consolidation work is to be done. Arfahge such cards
in successive groups, all the cards relaling . the same volume
forming a group. Y
2532:3:53 CoNSOBIBATING

Having already wrilten out the,fr'e’sil cards necessary for cach
volume, now write St RS SORRITIN X E B ries or make the neces-
sary alterations in the alreadyiexisting cards, as the casc may be,
in accordance with the rules'of the Catalogue Code. As the work
with a volume gets completed, pass it on to the reviser in the usual
way with the cards {n\ﬁ.fhe process slip placed on the title page.

2\53«2’:4 Refractory Cases Work
,~~\':.\“ 2532:4:5 Weekly jobs
\2532:4:51 REFRACTORY Cases CONSULTING

Study the peculiarities about each of the volumes i the
’,,r‘ef’l‘éictory group. Make up your mind as to the best way of dealing
with them and as to the amendments to the Catalogue Code. if
any, which they suggest. Then, take them to the librarian and
discuss them with him. After getting his final decision, write out
the necessary catalogue cards and pass them on with the books 0
the reviser in the usual way.

2532:4:55 Sources NOTING
If the data for cataloguing had been taken from any sOUICe
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outside the book—this is likely to happen frequently in the case of
periodical publications—prepare a source slip as indicated in rule
2531:2:55 and file it in the Source Slips Tray.

2532:4:56 AMENDMENTS NOTING
If any amendments to the Catalogue Code are arrived at in the
coursc of the week, note down all such amendmoents in your inter-
leaved copy of the Catalogue Code. Put them also in the monthly
statement of amendments.
2532:5 Checking Work R

g

.,

2532:55 Weekly jobs N
2532:5:52 Fuess CArDS CHECKING 'O/

As the catalogued volumes are received fronr ¥ha ‘cataloguer,
the reviser is to check each of the cards on th wilé page of cach
volume. He is to pay special attention to, £he “accuracy of the
work—in the call number, in punctuationy ] the use of capitals,
and with regard to strict conformity tol the Catalogue Code. He
is also to examine if al.i the cards indigatéd ip the df)rcgﬁggﬁh .h?vin
been written out. He is also to taily’the notes on the ack Of the
main card with the other cards.s&*

2332:5:53 C()N’SBLLDATED Carps CHECKING
If the volume contains any consolidated card, the reviser is 10
examine with care if the consofidation work has been done in the
proper style in gebtdance with the Catalogue Code.
O
()"2532:5:56 AVMENDMENTS CHECKING
If any{catd discloses any deviation from the Catalogue Code,
the 'l:e\\’ri?é'er should examine if it had becn done deliberately on
xc(c;cjurit of the refractory nature of the volume; and if so, he
. - H
should examine critically each amendment to the rule and satisfy
himself if the amendment is properly worded, if it is not in conflict
with any of the existing rules, and if it is in conformity with the
mnemonic features and the general spirit of the Catalogue Code.
If he feels any doubt in the case of any of the amendments, he should
discuss it with the cataloguer and if difference of opinion persists
even after the discussion, he should refer the matter to the librarian.
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As the checking work progresses, the checked volumes should be
passed on to the typist in instalments for the typing work.

2532:6 Typing Work

2532:6:5 Weekly jobs
2532:6:50 FresH Sties TYPING

Make the mnecessary number—iwo copies have already sbeen
suggested for ordinary librarics—of typescript copics of di® the
fresh cards except the shelf register cards, In the case of \11 main
slip, remember to type the accession number of the \Qiume at the
bottom ling, taking the accession number from thedagk of the title
page of the volumes; for the accession number wilg"not be lound at
this stage in either the main card or the sthti'f@\L_isler card. i will
be put in only at a later stage {see rule 253 N513.

K7,
Subsidiary Rule of the M ad;;msx\(:fniv(’rsfrl_v Library

If any volume is in any ldng&f&ée other than the favoured
language and iurth% if’ gt i5 EJ sither a hcrlodicai publication nor
a book belonging to the class' llt@}atﬁr type oul an ecxira copy
of the main card with the ni{mc of the languagu of the volume typed
and underlined near thelmight hand top corner.

Such slips are groupe\d by languages and the skips in cach language
are arranged in d\@assxﬁcd sequence.

This 1s found 0 be very convenient in watching the building up
of the resoyn;cs “of the Tibrary in the different languages and parti-
cularly igycennection with the consultation work with the experis
at the Hook selection ctage,

IL s heen found convenient to have the calaloguc slips in
pléces of four. Let us refer to each unit of four as a sheet. As

o~ Ll‘rc typing of the slips is over, the sheet should not be cut inio slips.
'The work of the reviser will be greatly facilitated if the shects are
left as they are on the titie pages of the rclated volumes, unless @
sheet relates to more than one volume, in which case it must be
suitably cut.

2532:6:52 CoONSOLIDATION SLIPS PICKING
As soon as the fresh slips typing is over, for each consolidated

card, as indicated in the process slips, pick out the related slips of
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TECHNICAL SECTION 2533:1:52

the first as well as the second impression and place them in the
Consoliduted Stips Box. '

2532:6:53 Srips CONSOLIDATING
Take the slips in the Consolidated Slips Box, carry out the
necessary alterations and place the slips back in the Consolidated
Slips Box; and put the box by the side of the volunes.

2532:6:56 SLips CHECKING
The reviser is to compare the fresh slips typed and also, ~t1\16
consolidated slips with the related cards and carry out afi ‘tite
corrections. He is also to verify the accession numbersiiyped in
the main slips with reference to the accession nuln]:‘éi"é written
al the back of the title pages of the volumes. R4
After the checking and the necessary corrections arc over, he
should cut the catalogue sheets into slips and,\without separating
the first impression and the second impiession slips from one
another, arrange the slips in two colleci’i’o\ls. The first collection
is to contain alt the main slips, cross feference slips and language
slips. The sec?nd coliec?ion is ﬁg’zbonta\i\m\giabg‘%%hm%?‘xIé;ii 8.
In cach collection, the slips relating to a volume are to ﬁ/e k pt
together, The two co]]ections‘}{fc ‘to be put in the Unsorted Slips
Box. L
N>

2533 PR‘E\fl:ﬂiATION OF THE VOLUMES

2333°1 Card Numbering Work
"\\ 2533:1:5 Weekly jobs
';\\" 2533:1:51 AccrssioNn NuMBER NOTING
Aswseon as the slips checking is over, proceed with each volume
as f.c)i'lbws:
\ MWrite out in the main card and the shelf register card the
accession number of the volume, taking the accession number from
the back of the titlc page of the volume.

2533:1:52 Carr Nusiper NOTING
Note the call number of the volume in Its accession card, taking
the call number from the back of the title page of the volume.
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2533:1:52 LIBRARY ADMINISTRATION

After the call number is noted in the accession card, put it back
in its place and turn it through a right angle in its own plane in the
clockwisc direction.

Then take out the bunch of cards on the title page of the volume
and put it in the Unsorted Cards Box. The bunches for the succes-
sive volumes are to be put in successive sequences.

After the call number noting is done for all the volumes, cxamine
if any accession card is lying in the box, without being turged
through a right angle. If there is any such card, it means thanthe
volume relating to it has not been dealt with. Trace out uml,\ohune
do the needful for it, and bring it up to this stage. N

Ny

and
7NN
<

2533:1:56 Book Ticker D

Then, prepare a book ticket for the volume, takm\g The call number
from the back of the title page and the shorthdatling and the short
title from the appropriate book index catd File all such book
tickets in a classificd sequence in the bodk Yickets tray.

At this stage, pass on the volumes¥fl instalments to ths peon
entrusted with the preparation wgoik.

www . dbra uhbvary org.in

2533:2 j.?reparanon Work

2533 :2:5 Weekly jobs

Note: In the ca \thhe volumes which are proposed 1o be sent
16 the hinder sirgightaway before being made available for use, no

job of this werkPether than stamping need be done at this stage.

o
\v 2533:2:51 CurninG OPEN
Ta]gt%éhch volume and cut open the pages. Remember that
in geefain formats, the bottom cdge may have to be cut open.
»Affer all the sheets are cut open, case the back of the volume by
\dpenmg it somewhere in the middle and placing it on a fiat table
and gently running your thumb from the top to the botiom along
the inner margin and then working your way to the two COVCIS,
turning a few leaves at a time and similarly pressing. As the glue
at the back of the volume is likely to have hardened, this easing
work is to be done in a very careful and gentle way, so that the back
of the book does not break.

The cutting open should be done only with a cutting bone. The
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temptation to use the finger or a pencil for this job should be strictly
resisted, Such a practice will lead either to the blurring of the
edge or o the shects being torn irregularly sometimes even affecting
the printed matier. 1t goes without saying that this cuiting open
work should be done for every sheet without exception, as other-
wise it is likely to be cut open carelessly by the reader who comes
across it. It may also happen that ihis discovery is made by the
reader some years later. The impression, produced by finding a
book not cut in a library for years, is damaging to the reputation
of the library in several ways.

O\
7NN *
2533:2:52 STAMPING \,
As soon as the cutting open is over, put the library stamp‘m the
conventional places in the book. ¢*

Each library is to develop a convention for 'sta\mping. One
possible convention is this : The top of the verso\df the title page,
the top of the first chapter or introduction, asf#he case may be, the
bottom of the last page of the text, the bottcﬁn of the last page of
the volume, the bottom of the last page ©bthe first chapter which
ends after the middlc of the volume, caely piﬁwﬁgﬂgr%py Jolt hf]:};l
sheet not included in pagination. Inwl cases, particular care should
be taken to see that the libravy st@mp does not fall upon any printed
matter. Again, the stamp shonld be put in proper alignment. Puti-
ing it in a slovenly and s]imung position produces a jarring effect
on the mind. &\

. >533 :2:53 TAGGING

After the stampmg 15 over, stick up a tag on the back of the
volume, If therglisra jacket, it should be removed temporarily for
this purpose ant’replaced after the tagging is over. The tag should
he apphed Exactfy one inch above the botltom of the book. It will
be couvement to have a piece of metal, half an inch wide and bent
at ysgh‘b dngles with each of the arms exactly one inch long, to mark
ol the position for applying the tag.

If the volume is too thin to have the tag on its back, fix it on the
front cover close to the back and adjacent to the position it should
have had on the back.

2533:2:55 Pocker FixiNng
If book-pocket is in use—ie if the date Iabel itself is not folded
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to receive the book ticket—fix it near the right-hand bottom corner
of the inside of the front cover of the volume.

2533:2:56 Dare LABELLING
Fix the date label to the volume. The date labe!l is to b2 gummed
only along the left edge and fixed on the very first page after the cover,
whether that page is an end paper or the half title page or the title
page or, as it occasionally happens in the case of Indian books, the
contents page or the first page of the text. Care must be taken 0
fix the date label so that its edges are exactly parallel wo tige\?dges
of the volume. Again, if the size of the date label is smphar than
the size of the volume, the date label should be fixedy s¥mmetri-
cally except that the pasuing done should be 0n[y~z§|oﬁ'g the left
edge of the page. If the size of the date lubel igﬁﬁi’gger than that
of the volume, the date label should be reduceth o the size of the

page. x\\
The jobs involved in the preparation yofk may pechaps be best
done one after the other. As soon asjall the jobs are over, the

volumes are to be passed on to the jiext stage, viz volumes nwmber-
ing work. www.dbraulibraby.org.in

2533:3 Volumes Numbering Work
Note: Ir will be con,réfu’em to take the call mumbers and the
accession numbers j{& the numbering work, mentioned hereundet,
from the accessioipeards. 1t will be very inconvenient to taxe these
numbers from ghe”back of the title page as it involves tuming
through the, c}ﬁes, carrying the numbers in one’s head during this
process. Reéiember to copy the sequence symbols also.

A
o\ 2533:3:5 Weekly jobs

M:'\’f' 2533:3:51 JACKET NUMBERING
\\ JIF the volume has a jacket, write the call number in ink on the
jacket at a place corresponding approximately to the position of the
tag, or as near it as possible, if that posilion is not blank. ¢ the
the colour of the jacket does not admit of wriling with black ink,
use ted ink or paste a tag on the jacket and write on it.

The presence of the jacket on the book has got a pleasing effect.
One feels like reading a new book, only if the book has a jacket om-
Of course, the jacket will wear out after the book passes through
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the hands of half a dozen readers. But, till then, the jacket will act
as a symbol of freshness in the minds of the readers. Further, when
the books come to the shelf, the presence of the jacket is in many
cases an index that it is a recent addition and the Reference Section
finds it a good help in spolting out new additions for helping the
readers. That 15 why the labour of writing the call number on this
ephemeral jacket is advocated. The jacket may also be prescrved
by covering it with a transparent material.

Do not scparate the jacket from the book either for display’™\
or for any oiher reason. \

(\A
a
2533:3:52 INSIDE NUMBERING M

Write in pencil the accession number and the call plitiber on a
conventional page somewhere in the inside of the v fshe.

A convenient convention may be as follows: )

1 The cnd of that chapter which ends ezig%ést after the fiftieth
page, provided it is not the last pagé’,}f the volume;

2 1f such a page is not available T any volume, the bottom
margin’ of ’[?16 Verso of thg”;hidd]c \Wﬁdbqfautl?ﬁrﬁ%l.‘éfp?rn
The volume is likely to beApamphlet in most of such Cases.

~ *

2533:353 TaG NUMBERING
Write the call numl;@r,\alone in ink on the tag on the back or
on the cover of theSyvdlume, the class number and the book
number being waiten in different lines, one below the other.
Prudence willyi@guire that these numbers should be written at
the centlre qf\:the tag, leaving the maximum possible margin all
round so that/later corrections may. be carried out in that tag iiseif.
N\
- 2533:3:56 DATE LaBeL NUMBERING

~ W‘ffte out in ink the accession number and the call number in

&h‘c appropriate places in the date label.

2533:8 Prepared Volumes Arranging Work
2533:8:5 Weekly jobs

2533:8:51 SorTING
As soon as the volumes numbering work is over, sort the prepared
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volumes by their collections. The scquence to which 4 given volume
belongs will be indicated by the presence of an appropriate conven-
tional symbeol in association with call number (see Introduction to
Chapter 28 for the meaning and significance ol the word coliection).
Remember to form a separate colleetion of all the volumes that are
to be sent straight away to the binder beforc being mude available
for public use.

Take away all the process slips from the volumes and put them
in the Process Slips Box in the classified sequence, ignorinBithe
collection number. N\

'\
Ny

2533:8:52 ARRARGING ;”i".

Arrange the volumcs in cach collection by 1]1011‘~ cull numbers.
The volumes will be in this sequence until the M'@.\mcnancc Seciion
takes charge of them,

12N
2533:8:56 Book TICKEENDISPOSING

Insert the appropriate book tickélsin the book pockels of the
different volumes, Immcdiatcly,&ﬁc; the insertion, compare the
accession number "S- U CHPETHIYHE h the book ticket with the
accession number and the calhnumber in the date label, or if there
is no date Iabel, with thag'en the back of the title page. If, however,
a book ticket is not ’qu\nd in a book, it would mean that the book
is to be sent to tiig bindery before being sent to the shelf. Tnsert
the book cards gf\such books in the Binding Sequence Book Tickets
Tray in the glassified sequence. These book tickets will be trans-
ferred to ’t'k(erMaintenance Section; and the Maintenance Section
will ingeftythem in the book pockets of the related volumes, when
the yg%hes come back from the bindery.
~L0 2534 CorRrReCTION OF CALL NUMBERS AND
4 CATALOGUE ENTRIES

2534:1 Preliminary Work

2534:1:5 Weekly jobs
2534:1:5] MAINTENANCE SECTION NOTIFYING
On the appointed day of the week, collect all the volumes whose
call numbers and catalogue entries require to be corrected in the
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course of the week. Place the volumes on the shelf register cabinet,
as the last piece of work in the day.

2534:1:52 CoORRECTION VOLUMES ACCEPTING

On the next day, by about 12 noon, the Maintenance Section
would have transferred the shelf register cards of the selected books
from their normal placcs to the correction collection. On getting
intimation from the Maintenance Section that this routine is over,
take charge of the volumes from the Maintenance Scction.

.\:\
2534:1:53 MaN CarRD PICKING '\

For each of the volumes brought up for correction, pick outthe main
card from the public catalogue cabinet and also the firsta unprcssmn
main slip from the classificr’s set of the catalogue. Cqup}e the main
card and the main slip of each volume and placeall such coupled
cards and slips in the Correction Box in the cIastﬁacl SEqUence.

2534:2 Reciassrﬁcatzon Work

2534:2:5 Weei‘{é}'jObWWw,dbrauljbrary.org.in
2534:2:51 CALL NUMBIR REVISING
Take oul each volume and aftet a careful perusal of the same,
if it is necessary to alier t.l'i“call number, make the alteration in
the call number written of the back of the title page. Do like this
for cach of the volumc\s\\

2334,2\52 New CalL Numper CHECKING
After all thexdtuimes have been reclassified or as they are being
reclassifiedy, (Whichever is convenient, get the new call numbers
checked JByvsome other member.

2534:2:53 MaN CarRD CORRECTING
\Aftcr the checking of the new call number is over, carry out the
corrections in the main card and the main slip of each volume.
As soon as this is over, rearrange the coupled main cards and slips
in the classified sequence according to the new call numbers.

2534:2:58 CORRECTED VOLUMES TRANSMITTING
As soon as the revision of the call number is over, fill up the
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2534:2-58 LIBRARY ADMINISTRATION

correction diary and transmit the volumes (o the Maintenance
Section. Enter in the Transmission Register the number of voiumes
so transmitted and, as soon as i{ comes back, cxamine i it has
received the initials of the head of the Mainicnance Scetion in
token of his having received the volumes,

2534:3 First Impression Slips Work

2534:3:5 Weekly jobs A
2534:3:51 FIrsT IMPRESSION SLIPS PlokING & )
With the aid of the entries on the buck of the muin card, ik out all
the first impression slips other than the main oncs, rdﬁft‘iﬁﬁ 10 each
of the corrected volumes.  All the slips relating to ciolame are 1o
be kept together behind the main card, in the Shps Correcion Box.
. . A\
2534:3:52 FirsT IMPRESSION SLIPSCORRECTING
Carry out all the necessary correcli()n‘s‘iju he first impression slips.

2534:3:53 JFuraKr Immﬁ,sy)g{ ESJ{,{PS ARRANGING
Collect together all the hrsl impression slips including the main
slips. Sort them and arrange{hem in the proper sequence, ie the
main slips and the cross geference slips in the classified sequence
and the index slips in{h}:x\a]phabetic sequence.

2534:4 Correction Completing Work
NS
O 2534:4:5 Weekly jobs
(07 2534:4:51 Carps CORRECTING
Take\t \he Slips (orrnctlon Box to the public catalogue cabinet
and. Gal‘ry out the corrections in all the cards corresponding to the
\3‘1193 in the Slips Correction Box.
2534:4:52 SeconD TMPRESSION SLIPS CORRECTING
Take the Slips Correcrion Box to the second impression slips
cabinet and carry out the corrections in the second impression
slips corresponding to the slips in the Slips Correction Box.

2534:4:53 LANGUAGE SLIPS CORRECTING
Take the Slips Correction Box to the language slips cabinet and
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carry out the corrections in the language slips relating to the main
slips in the Slips Correction Box.

2534:5 Reinsertion Work

2534:5:5 Weekly jobs
2534:5:51 MAIN CARDS REINSERTING

After all the corrections are over, reinsert all the corrected main,
cards in the classificd part of the public cataloguc cabinet in theit
proper places. O\

/ ‘\ *
2534:5:52 FirsT IMPRESSION SLIPS REINSERTING \

After the main cards are reinserted, reinsert all the ca?rccted First
impression slips in their proper places in the first mmresswn slips
cabinet.

2535 BINDING A
ez A\ N
2535:5 Weekly yob )
2535:51 CALL NUMBER\EXAMINING

Examine each of the volumes pu:ktd out byishanMaintesrpcs
Section for binding in the courselof the week and transmitted to
the Technical Section for scrufiny of call number. Verify the call
number in accordance with ‘the routine set down under “2531:2
Call Numbering Work’f(“ﬁ\thcre is need for correction, go through
all the routines set doiwn under “2534 Correction of Call Numbers

and Cataloguc Exlyics”.

AS
N 2535:6 Monthly jobs
(Y 2535:62 BINDING SLIP PREPARING

For (,ai%folume awaiiing to be bound, prepare a binding slip. Put
down m succession the different items to be tooled on the back of
lhe book viz the short title, the surname of the author, or other head-
\mg the volume number in the case of multivolumed books, the vol-
ume number and the year in the case of periodical publications, and
the call number. Place the slips in sequence in the Binding Slips Box.

2535:605 BINDING B0OOKS TRANSMITTING
On the appointed day of the month, transmit the volumes and the
binding slips to the Binding Section.
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2536 (CLASSIFICATION AND CATALOGUE CODES

2536:5 Weekly jobs
2536:5]1 Cope CORRECTING

On the appointed day of the week, with the help ol the process
slips in the Process Slips Box (see routine 2533:8:51), verify ihe
alterations made in the Classification and Catalogue Codes in the
interleaved copies of your section. Also carry out the correciions
‘in pencil in the inierleaved coples of the librarian. ’

2536:52 MONTHLY AMENDMENT STATEMENT FIL]‘.-IN(_’L,\'\",\

Make a list of all such amendments in the book of monghhwstate--

meut of corrections. N

L0
2536:6 Monthiy jobs &
2536:63 CoDE CORRECTIONS TRANSMITTING
Transmit the monthly statement of corigetions to the Suaff
Council both for discussion and for t11§~'1f$rormati0n of the other
Sections. After the meeting of the Staff Council, hand over the
n?onthly sltatement lgﬁ}}}g d%?%ﬁi%%]:?}?o e Staff Councit.  He will
circulate it to the concorned segtions for incorporation in lhe

interleaved copies of the respeetive Sections.
2537.\C§TALOGUE CABINET

(253721 Sorting Work
N &
K7, 2537:1:5 Weekly jobs
() 2537:1:51 CATALOGUE CARDS SORTING
Take{dut all the catulogue cards in the Unsorted Cards Box
and svrt and arrange them in accordance with the rules bearing -
m;gx e subject.?® Remember that po account need be taken of
“Wite collection numbers in this sorting. Place the sorted cards in the
arranged sequence in the Sorted Cards Box,

2537:1:52 SprLF REGISTER CARDS ARRANGING
Arrange the shelf register cards in the Unsorted Cards Box
in the classified sequence overlooking the collection numbers
if any.
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2537:1:53 AccessioN NUMBER TALLYING

Take cach one of the shelf register cards in the proper sequence.
Compare the accession number written on it with the accession
number writien on the related main card. If there Is any discrepancy,
get it set right by a reference to the back of the title page of the
related volume. After tallying the accession numbers, file the shelf
register cards in the classified sequence in the Sorted Cards Box
behind all the catalogue cards.

2337:1:58 TecinicaL SectioN COUNTING O\
As scon as the accession number tallying is over, coufit the
number of volumes catalogued in different subjects andsthe cards
written; and post the figures in the diaries concernedq A 2
"
2537:2 Reviewing Work\Y
X'\\:
2537:2:5 Weekly johd\ ™

2537:2:51 CataLoGus CARBSVDISCUSSING
Take the Sorted Cards Box and the.Process Slips Box to the
librarian at the appointed hour on th¢“appointed dbyaafidraryeekefnr
the final reviewing work. Remember to bring to the special notice of
the librarian such of the points'#8 you might have noted in the pro-
cess slip as requiring discusms'@n. Note down the results of the discus-
ston, particularly if anyaligrations are to be made, either mentally
or, if they are too manysor too difficult, in the related process siips.

253%42:52 CORRECTION CARRYING OUT

After the gl\i".f.}ﬁssion with the librarian is over, carry out all the
correctiox}'s\:arrivcd at in the course of the discussion, in all the
necessaxy }Iaces; cxamine in particular whether any of the following
requiteicorrection—back of the title page, the interior of the book,
Qﬁsida'tc label, the tag, the jacket, the shelf register card, the acces-
sioft card, the book card and the different catalogue cards and
slips. It is not meant that a correction will necessarily arise in all
these cases. One should remember these cases and satisfy onesclf
whether any of them require correction or not,

2537:2;55 SUGGESTION TRANSMITTING
In the discussion with the librarian, various points may arise
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2537:2:55 LIBRARY ADMINISTRATION

affecting the other Sections. The Book Selection Section may
have to be asked to take steps to acquire some related volumes,
such as those belonging to a multivolumed series or a publisher’s
series or even independent volumes. The Periodical Publication
Scction may have to be advised about the idiosyncrasies of the
periodical publications, The Accession Section may have to be
advised about special points in accessioning work. The attention
of the Reference Section may have to be inviied to certain volumes.
The Binding Section may have to be givencertain special instructiongt, S
Transmit all such suggestions to the Sections concerned, gra{ly
or in writing, according to the nature of the suggestion. 0 -

\

2537:3 Accession Cards Transmitting uW(’irk
K
2537:3:5 Weekly jobs )
2537:3:51 SBELF REGISTER CARDS CBUPLING
After the final reviewing work is over, {the Catalogue Cards
Box on to the next stage, namely Caqd’fnserting Work, alter te-
moving all the shelf register cards,fretn it. Couple cach shelf
register card with i%%.,&?&%&%lmi&%ﬁﬁfd= placing the shelf
register card behind the accessiom card.
2537:3:53 SHEEZR REGISTER CARD CHICKING
While coupling the sﬁgh’ register card with the accession card,
tally the accession r{u}ﬂ}er in the shelf register card with that in the
accession card. Ifithey do not agres, refer to the rclated volume
and make thegecessary corrections in the shelf register card or
the accessi"(z@}éard as the case may be, and examine also the
acccssior\:number in the related main card and if it requires
any c:op%tion, carry it out.
Aftet the accession numbers are veeonciled, arrange the coupled

y.

\it:é:es’sion cards and shelf repister cards in the sequence of ihe

3

Ccession numbers In the Transmission Box.

2537:3:58 CourLED CARDS TRANSMITTING
Afler the checking of the shelf register cards is over, examine
if each accession card has a shelf register card coupled with it.
While doing so, examine also if the accession cards are ail there in
the proper sequence, from the first to the last number due to be in
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the batch. if there is any discrepancy, investigate and set it right.
Then, hand over the Transmission Box containing the coupled cards
1o the head of the Mainlenance Section,

2537:4 Cards Inserting Work

2537:4:5 Weekly job
2537:4:5] CARD INSERTING )

Take the Soried Cards Box to the catalogue cabinet. It wiil
now contain only the catalogue cards. Insert the cards 1'1}.\ ?lle
proper places in the cabinet. 2\

if in the course of inscriion any discrepancy is brought to Hotice,
get it sct right. Here arc some of the types of dJscmpahcmq likely
to be discovered: ,\

! Two main cards may have exactly the same Ball number; in
that case the book number will have to be 'i.nzphﬁcd or cotrected
in the accession part of the book number 111\f\he new main card and
the consequential alteration made in all aceessary places.

2 A class index card or a cross refererrcc index card may happen
to be a mere duplicate of an alrcady emsUng\aomdhmmlﬁhaﬁxqam,gthﬂ
new card may have to be discargéd:

3 A class index card or g book index card may be such that it
can be consolidated with afalready cxisting card; in that case, the
ncCessary consolidationom&y have to be made.

»2537:4:8 Annuol johs
"\ 253” 4:81 CaBINET EASING

Periodical[y&my, once in a year—examine whether there is too
much congéstion in any of the trays of the public catalogue cabinet.
if there.’i%;;&edistribute the cards allowing sufficicnt spage in cach
tray ,f\ojr;ht least a year’s growth. In distributing the cards, it will be
gen¥ehicnt, il as far as practicable, each tray is made to contain a

inite set of cards, say a particular class or a particular
alphabet and so on. In other words, do not split between two
consecutive trays a sct ol cards which are more conveniently
kept together.

When such redistribution takes place, remember to change
the tray labels appropriately, There can be nothing more annoy-
ing than a tray being adorned by an old label, which no longer
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describes correctly the contents of the tray.

2537:4:82 Guinbe CARD CHANGING
It will be a good practice to review the guide cards in the public
catalogue cabinet once in a year. New guide cards might be neces-
sary or expericnce might have shown that the existing guide cards
require to be changed.

2537:5 Slhip Inserting Work
O\
2537:5:5 Weekly jobs A\ N
2537:5:51 Svips ARRANGING A

Take out all the slips lying in the Unsorted Slips Bex without
separating the slips of the first impression frorr}"\rhbse of the
second impression. In other words, treat the Jdwe/slips together
as one unit.” Arrange them in the proper scglicnce. After the
arrangement is over, take out all the s éoﬁd impression slips
and arrange them separately in the sdmd sequence as the first
impression slips. s >

ww\ar_dbraul;ﬁréfy.OI'g.in
2537:5:52 Sures’ INSERTING

Insert the first impression ships in the first impression cabinet,
ie the cabinct of the Teghnical Section. Imsert also the second
impression slips in the,§e8ond impression cabinet, ie the cabinst
of the librarian. Reméwiber all the points mentioned under routine
2537:4:51, while idsdrting the slips.

AS
7, 2537:5:.8 Annual jobs

Carry \dlzl\t“for the first imprcssion cabinet and for the
second ',~§ﬁlpressi0n cabinet all the routines mentioned undur
25374381,

N

\‘:

Elimination of Waste

2541 ORGANISATION
If the turnover in the scetion demands the assignment of several
members to it, it may be an advantage to specialise them in different
items of work such as classification, cataloguing, typing the
catalogue slips, preparing the volumes for public use, and revision.
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In large librarics where several members are assigned to cach of
these items of work, it may be an advantage to have the different
classifiers specialise in different subjects and the different catalogucrs
speciaiise in different languages. The revising stall may be divided
into two groups, one for revising the classification and the other
for revising the catalogue entries. The members of these (wo groups
should be madc 1o specialise in the same way as classifiers and
catalogucrs. '

2542 HEAD OF THE SECTION O\

The Head of the Section should personally attend to all am&nd-
menis to the Classification Code and the Catalogue Code He
should slse review the catalogue curds every weck. He should
develop the necessary flair to detect mistakes in clasmﬁc‘s,t)on as well
as inaccuracy In calaloguing at sight.

AY;
2543 EvE FOR DETECTION OF MISTAKES

The call numbers and the accession dumbers of each volume
have to be wrilten in many places—in the Yolumes, in the catalogue
cards, shelf register cards, and dccewion cards.s WAdisedulib BoopseeYin
is necessary in copying them outs ‘Even the slightest mistake will
give much trouble at any mp.ment later on. Hence, the Head
of the Section should dofeldp a very keen eye to detect
misiakes even of the slrgh’test nature in the copying of call

numbers. \

2544 MPUNCTUAL RELEASE OF BOOKS

Tt must be a fiatter of honour to the Technical Section to release
the publlc%ohb for public use in strict conformity with the
time-tabled Occasionally clusive books may turn up. In such cases,
the Techmcal Section should put in the necessary extra work and
sr\miz 4 release the volumes punctually at the appointed hour.

2545 THREE DIARIES

The Technical Section is to maintain three diarics, Each is to
be on a weekly basis,

2546 VoOLUMES DIARY
first diary may be called the Volumes Diary. Its column
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headings are to be the symbols for the main divisions of the clussi-
fication scheme used, or any modification of the same, and in w.idi-
tion “Total number of volumes”. In each weck the number of
volumes finally dealt with by the section is to be noted in his
diary,

2547 TypE OF CARDS DIARY

The second diary may be called the Type of Curds Diary (s

headings are to be 1 shelf register cards, 2 main cards, FNeross
. . € N\

reference cards, 4 index cards, 5 cross reference mdeg('\cawds._ &
total, 7 the number of periodical publication cards gqn‘solidalcd,
8 the number of other cards consclidated, and 9 theliotal number
of cards consolidated. KA

2548 CORRECTION DIARY :
The third diary may be called the Corri:zg}fon Diary. lts columa
headings are 1o be similar to those of ‘ghéi}olumes Diary.

255 Correlation Table
www_dbrqu‘]j‘bl'ary.org_in
1 Book-Selection Section
2537:2:55  Suggestion l\fﬁnsmitting.
\J
3\&’?}'fodica;’ Publication Section
2535:62 Binding slip preparing;
2537:2:55  Suggestion transmitting,
2531 1§21 Tallying;
25&1’;4:14 Deteclion notifying;
~2535:62 Binding slip preparing:
2537:2:55  Suggestion transmitting.

4 Accession Section

6 Circulation Section
2533:2:55 Pocket fixing;
2533:2:56  Date label numbering.

7 Reference Section
2537:2:55  Suggestion transmitting.
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8 Muintenance Section

2533:2:33  Tagging;

2533:3:51  Jacket numbering;

2533:3:53 Tag numbering;

2533:8:5 Al the weekly jobs of prepared volumes arranging

work {Wednesday 4 pM);
2534:1:51  Shelf seclion notifying;
2534:1:52  Correciton volumes accepting;
2534:2:58  Corrceied volumes transmitting (Wednesday 12 noonl;

N\

2535:02 Binding slip preparing. N
93 Staff Council “‘ ™~
2536:6] Code corrections transmitling, A\

995 Binding Section \\;

2335:62 Binding slip preparing; \x &
2535:63 Binding books transmittingy S
2537:2:55 \J

Suggestion Lransmitting,
256:5 W\Qé«%ly jobgwW.dbraulibrary,org,jn

"‘:S‘aturday
2531:1:5 All the weeklyjobs of preliminary work (Petiodical
pu‘}hcatlo?m 12 noon);
2531:2:5 Al the eekly jobs of call numbering work (Periodical

publications);
253211 51 Serting (Books);
25322 (Al the weckly jobs of fresh card writing work {(Books);

2534:1: 35\ All the weekly jobs of preliminary work;
2534 2 So All the weekly jobs of reclassification work.

’\ w4

\ / Sunday

2531:8:5  All the weekly jobs of checking work (Petiodical
publicalions);

2532:2:5 All the weckly jobs of fresh card writing work
(Booksj;

2531:2:54 Difficult volumes call numbering;
2532:4:51 Refractory cases consulting;
2532:6:5  All the weekly jobs of typing work.
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2532:6:5
2531:1:5

25323

2532:5:5

2532:6:5
2531:2:5

2531:2:54
2537:2:5
2533

2536:51
2537:1:5

2532:1:51
2532:2:5

2532:3:5
25338
2535:58
2531:2:5
2537:3:53 o
O\
25374551
,?\53”?‘ 3

\ }

2531:8:5
2534:3:4
2534:4:5
2534:5:5

270
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Monday
All the weekly jobs af typing work;
All the weekly jobs of preliminary work (Books,
SEM);
All the weekly jobs of refractory cases work, except,
2532:4:51;
All the weekly jobs ol checking work (Cataloguing).
N
Tuesday .
All the weekly jobs of typing work; ¢\
All the weekly jobs of call numbering work( (“Book 5)
except; ¢
Difficult volumes call numbering; AD
All the weekly jobs of reviewing w oﬂk\
All the iiems of work in the iRwdIVed preparation
of the velumoes for public use;’::\\J
Code correcling; ~N\
All the weekly jobs of ‘;otnng work.

W, db‘t?aum{ org in

Sorting (Perlodzccrl ypublications);
All the weekiy _]Obb of fresh card writing work
(Periodjcalipigblications) ;
All the 4weekly jobs of card consolidation work:
Prepared volumes arranging work (12 noon);
CalL ’pumber examining;

{ithe weekly jobs of call numbering work;

."

x.Al the weekly jobs of accession cards transmitting

o/

work (11 A Mm);
Card inserting;
All the weekly jobs of slip inserting work.

Thursday
All the weekly jobs of checking work (Classification};
All the weckly jobs of first impression slips work;
All the weekly jobs of correction compleling work;
All the weekly jobs of reinsertion work,
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Monthly jobs

Penultimate Tuesday
25336 Binding books transmitting.

Last Wednesday

2536:61 Code correction transmitting,
Amnual jobs R
¢\
June O

2537:4:8  All the annual jobs of card inserting worke™\

July ~'“;.\\'
2537:5:8  All the annual jobs of slip insertin\g work.
o\
257 ¥orms and Reﬂibtbrs

The Technical Section has no forms nd registers except the
cataloguc cards. It is a matter of apmlon whether the cdtalogue
cards and pads are to be considered wierely a5 thEFAH LY &)
But as thev are to be specxal}y ruled T am inclined {o call lhun
forms. The description of 1hes’c' forms is given in books on cata-
loguing. It is enough if \&.e\aSSJgn mumbers to them here.

The white cards m )(be given the number C51.

The cross 1efercnc;\ards usuaily coloured, may be given the

number C52._ ¢

The guide carlgi\s‘:”may be given the number C53.

The catzlague pad may be given the number S51,

"\ 258 ¥iles
AS\thlS section has no correspondence, it has no files to keep,
'{o;eg)t the files relatmg to “2591 Outward gpquiries™ and 2592
Inward enquicics” for which the details are similar to the corres-
pondence files in the other sections.
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CHAPTER 26
CIRCULATION SECTION

261 Planning

LI

“X 2611 PARAMOUNT PURPOSE OF THE LIBRARY

S

In the Five laws of library science,®® it has been stated that ‘Hn
libraries books are collected for Use, kept for Use, and served Yor
Use. The cndless technical processes and routine—getting{Sugyes-
tions from experts, acquiring by purchase or gift, agu'e,s\sioning,
classifying, cataloguing, shelf-registering, shelving c&n‘kuing and
discharging—all these ave carried on only For Use o (ulfil this
paramount mission of the First Law to the Mu “ﬁhst extent, the
Library Staff should not only remind themselves of that mission
constantly, not only acquire the scholai‘ﬁifp and professional
training neccssary, but also devclop cemﬁd “attitudes and interests
which ‘are equally indispensable.” y

pra/
2611 I‘““’@Gﬁ'ﬂ'{’ﬁmw T "Reapers

While thus a library exists tosget the books used by readers, it is
only two Sections of the library staff that normally come in contact
with the readers, viz tht\ Reference Section and the Circulation
Section. Of these th Refcrencc Section is in charge of the academic
side of bringing/sgaders and books together. The Circulation
Section, on the @ther hand, is in complete charge of the mechanics
of the use of. the books by the readers. At least some of the readers
may use i‘he aesources of the library without coming into contact
with thﬁ}Reference Section, But no reader can escape comiing into
relation'with the Circulation Section, at least twice on every occasion
I;Le VlSlts the library. g'hus, it is the performance and attitude of the

\Circulatlon Section that largely makes or mars the reputation of a

library, in one respect.

26112 CoOURTEOUS SENTINEL
The counter is the Rubicon and the Circulation Section forms
in a sense the sentinels watching and regulating the ingress and the
egress of the users of the library. While the Circulation Section
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showld have all the circumspection, the loyalty, and the precision
of a sentinel, it should remember that it is not in the employ of the
miiitary department, but of the humane library department. The
Circulation Section should know how to be courteous without
being lux, 10 be strict without being offensive, and to be friendly
without being chatiy. .

26113 EXTREME VIGILANCE

The responsibility of the Circulation Section is particularly heavy
in opsn access libraries. 1t is to be remembered that in an ©Opén
access library, things are to be so arranged that nobody can’cdine
in or go out except with the consent and surveillance of 'the Circus~
lation Section, and that no book or malterial can gef out of the
hbrary without the permission or the connivance of}the Circulation
Seetion, For, an open access library implies extieing vigilance at the
enirance and the exit, and exireme freedonk\m the inside of the
library for all readers. L

X )

2612 COUNTER EQUIPMENT

While the Circulation Sectlon s‘ho’ald take i Ml-FEsHTrerOnsinin
bilitles for the safety of the resczurces of the library, the library
authorities should not stint,~or cause any delay, in getting the
counter arrangement, parficularly the wicket-gate arrangement,
as perfect and cfficient a8\iccessary. Any breakdown in the counter
equipment should b&immediately set right, without any hold-up
by any red-tape pfocedure.

AS
/2613  VARIETY OF FUNCTIONS

In addifiefl to playing the vole of seatinels, the Circulation
Scction_has to maintain all the records relating 1o each one of
the thm isunds of users of the library. Tt is the Circulation Section

a,t showld admit users as members, and deal with the withdrawal
\F membership; it is the Circulation Section that should keep all
the records relaiing to loan of books; it is the Circulation Section
that should remind members about overdue books; it is the Circu-
Iation Scction that should collect the ducs from the members; it is
the Circulation Section that should take charge of the volumes
returned after consulfation by users; and it is the Circulation
Section that is to manage the entire work of interlibrary loan.
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2614 THEORY OF ISSUE METHOD

The main work entrusted to the Circulation Section is the issue
work. Tt is not proposed to deal with the theory or the history of
issue methods in this manual. For the general foundations of the
theory of issue methods, a reference may be made to my Five fows of
library science.®® However, the result of the discussion in the Five
laws may be summarised here for ready reference as follows:

Lightning speed and absolute accuracy should characterise fhe
work of the Circulation Section.  Speed is imposed by the Fourth
Law. To secure speed and accuracy, the library professien” has
devoted a goed deal of thought during the last thre'c”géﬁcra tions
and has continuously improved the issue methods, A detailed
history of this attempt of the library professicn. Wil throw much
light on ihe earnestness of the library professien’in satisfying the
laws of library science. )

2615 “RrADER’s TICKET, BOOK\ TICKET” METHOD
In this chapter we go intothe rogtiﬁe're]ated to “Reader’s Tickst,
Book Ticket” methodr@ﬁ!ﬂkﬂhmg?hiﬁry},xisgx_mthod, each volume in
the library has a small Book (cket in the form of a pocket, put
inside the pocket formed at ‘the boitom of the date Jabel by folding
it over and pasting downghe'edges. This ticket gives the call number
of the book, the agcefsion number, its author and iis title. Fach
borrower is provide}i ith as many reader’s tickets as the number
of volumes he js‘catitled 1o have on loan at a time. This ticket is
of a size thagit’ean be insericd into the book ticket. The book has
a date labéPypasted on 1he very first page. fssuing the book will
consistﬁki'f;tamping the due date on the date label, putting a reader’s
tjckgtjiﬁ the book ticket and pulling them out together from the
pocket in the date label. The coupled book ticket and reader’s ticket
Wil befiled in the sequence of the call numbers in the “Charged Tray”,
behind the date guide showing the date not later than which the
book is to be returned to the library, This Charged Tray will furnish
all the information that a charging system may be expected to give.
When the book is returned, the call number of the book and the
due date stamp on its date label help the Discharging Staff o locate
the related book ticket in the Charged Tray. Then the coupled book
ticket and reader’s ticket are taken out. The book ticket is inserted
in the pocket in the date label of the book and the ticket is handed
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over 1o the borrower.

The full details of this system and the various subsidiary functions
necessarily to be performed by the Circulation Section are fully
dealt with in this chapter.

2616 PERIODICITY
From ihe nature of the work, it can be seen that most of the jobs
of the Circulation Section are of the “immediate™ type. What is
left over, will have to be rounded off on a daily basis. In this mattery
the work of the Circulation Section differs from tho work of the
other Sections, as the week is a more convenient unit of figpe (or
them. Lo

AN
S !

2617 CoNsCIENCE Box (¥

Near the entrance wicket-gate, there should\biva Conscicnce
Box—a locked box with a small slit in its lid as ¥ one in a tem-
ple, to collect offerings. Into this box the rémbers delaying the
return of books beyond the doe date yWay' drop their overdue
charges. 1t should have glass sides. Afvéc)practising the Victorian
method of formally collecting the .g’vjérdue Qﬁapg&ﬁl.éﬁﬁhrafpg;!&aé
notice, issue of formal receipt, and gidnlenance of separate accounts,
libraries have learnt that : N\

1 the game is not wgg‘tb\_thc candle, and
2 a splendid oppoﬁ;@ui’ty for the developmeni of civic consci-
ence is thereby :being lost.
A
The Consciente’Box Method is now adopted even for the collec-
tion of b:ﬁ:ﬁf‘res in America. Our libraries should straightaway
begin witl\rust in this manner. Trust will beget trust.

TN,
.

~O 26171 Nota Source of Revenue :
NI must be borne in mind that Overdue Charge is not to be taken
as a source of revenue for the library. Its purpose is only to act as a
delicarc help in chastening the conscience of the reader to make him
respect the Rules of the Library. This purpose is achieved better
if the Overdue Charge is deposited voluntarily without the formalities
of demanding and receipting as in revenuc collection. A gentle and
polite suggestion of the amount due as overduc charge may be
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necessary in some cases. The majority of the members will do the
needful without even that suggestion. No doubl, an exceptional
person may occasionally abuse this freedom and trust. It is cnough
if such a perscn is watched and helped out of the abusc. Al the
other norma} persons necd not be subjected to the vualgarity of
demand and receipting.

26172 Game Not Worth the Candie A
The cost of collection, 5 naye paise, as overdue charge exucds
that value, if overdue-registering, demanding, receipting i, &mh-
cate, etc are to be gone through invelving the time of tie) Cizcula-
tion Section, the librarian, the Accounts Sectiong 'the Central
Office, and later on, the Audit. The Library Au,thmm\,s and the
Audit Authorities should rationalise this affairs %d agree o the
introduction of the Conscience Box Methdd on grounds of
real sconomy and valuable promotiony Q)f civic sense among
readers. \

P
"

2618 FACTORSIN PLANNING
The distinctive W()ﬂwéfciﬁﬁa@%ﬁﬁlﬁ‘[ﬁﬁﬂction is to be planned
with reference to the fol!_oyfmg factors:
The users of the ;:esourues of the library;
The resource Ahe library; and
3 The co- opnm%g libraries.

[ -

K ‘ 2611 USERS
The useis.of the library fall into the following classcs :

IC;.:Persons entitled to borrow the resources of the libyrary for

NV study outside the library premiscs. These may be called
Members;

2 TPersons entitled to the use of the resources of the library
within the library premises only, These may be called
Consulianis,

3 Persons cntitléd to the use of the resources of the library oven
within the library premises only on special permit. These may
be called Special Permit Holders;

4 Groups of persons using the resources of the library

N
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co-operatively in groups. These may be called Study Groups;
5 Persons not entitled to any use of the library. These may be
. called Tneligibles: and
6 Persons not voi assigned to any of the other classes. These
may be cailed Enguirers, :

26111 Members

The membeis of the library fall into the following classes: Q
. L\

I Ordinary members: A\

2 Conlingent members; and . s W

3 Members with special privileges. {™

261111  Ordinary Members ¥,
Ordinary members are members who are not c\l}tm gent members
or members with special privileges. ¢*C
261112  Contingent Wembers
Contingent members are member&.\khose membsrshing E;Sré:t%n&% in

gent on certaln definite factors, ‘;udhvas

‘.'

I Residence;
2 Relauons]up to other\pasons or insiilntions; and
3 Time limit. &

2611121 Membership dependent upon residence within prescrib-
cd limits may bc};z{fleﬂ Geographically Contingent Membership.

2611125 Membeiship expiring as soon as the relationship to
certain persdfis“or institutions ceases. These may be called Rela-
tionally ;C'c}%ﬂ?:gem Membership,

2611026 Membership expiring at the cnd of a definite period
Of,&j‘fl:ié’ may be called Chronologically Contingent Membership.

) 3

261113 Members with Special Privileges
Members with special privileges are members who are entitled
to special privileges in accordance with the rules.

Subsidiary Rules of the Madras University Library
The following are the special privileges in accordance mth the
Tules of the library:
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I Privilege to borrow mote than three volumes at a time. This
may be called Extra Volumes Privilege;

2 Privilege to borrow bound volumes of periodicals. This may
be called Periodicals Privilege;

3 Privilege to borrow loose numbers and bound volurmes of
periodicals and more than three volumes at a time. This roay
be called Department Privilege, as this privilege is allowed
only to the research departments of the University; Q)

4 Privilege to get books delivered at the residence.  This mz:{ ¥'be
called Home Delivery Privilege;

5 Privilege to borrow from the library occasmnally mthout
deposit. This may be called Government Prmi’e'ae, as this
privilege is allowed only to government dgggstmcms, and

6 Exemption from educational or other qualifications. This
may be called Research Privilege, as ttgs privilege is aliowed
oniy to those who are certified to bﬁ\ngaged in research o
advanced study. O

NN

26121 RESOURGES

From the point of vicw of the\€Circulation Section, the resources

of the library fall into the foflb‘wing classes:

31 Volumies retumed at the counter by the users;

33 Oft used reﬁ‘}ence books kept at the counter, books kept
in the tlf:‘{f Sbook reading room, and issued on demand for
use wrthm the library premises;

34 Besfloken books;

4 ‘$Q\[umes lost or damaged by the users; and
34 Volumes not in library but to be borrowed from soms ¢0-
,o\" operating library.

27N\

A% 2615 CO-OPERATING LIBRARIES
Co-operating libraries are libraries, public or private, with the
privilege of interlibrary loan with the iibrary. They may be looked
upon as;

1 Libraries with the privilege of borrowing. Tn this connection
they may be referred to as Borrowing Libraries; and
2 TLibraries with the privilege of lending. In this connection
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they may be called Lending Libraries.
262 Job Analysis

2621 Users
The work of the Cireulation Section relating to users in general
may consisl of the following items:

Q"
1 Work relating to the entrance of users into the library. Thig
may be called Entrance Work, )
2 Work relating to the exit of users from the l1brary~ Tlns
may be called Exir Work; N

3 Work relating to the charged tickets tray T\hlS may be
calied Charged Tray Work; and

Work relating to the unclaimed propert Ipft in the library,
This may be called Counter Unclaimea{{’x iperty Work.

Ju

2621:1 Entranceg Work

2621:1:1 Entrance Work is to qonslst of the following im-
www.dbraulibrari org.in
rediale jobs: N

N

| Scrutiny of the gatgsegister. This may be called Gate
Register Scrutiny; p\N
2 Tuking charge of\tHe privaic property, if any, of the users.
This may beealled Counter Custody;
31 Discharging’the library books returned by the members
or thelr,\agents This may be called Discharging;
33 Noting'down oral requests for renewals, This may be called
Rengwal Noting;
4 Oyerduc collection. This may be called Overdue Receiving;
~ § \ ‘Releasing the enfrance gate so as to allow the user to open
S\ it and enter the library. This may be called Entrance Gate
Releasing; and
& Answering queries. This may be called Query Answering,

2621:1:2 Entrance Work is to consist of the following hourly job:

6 Noting down the hours, in the gate register. This may be
called Gate Register Timing.
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2621:1:3 Entrance Work is 1o consist of the following casual job:

1

Renewing the sheets in the gate register. TFhis may be catled
Gate Register Renewal.

2621:1:4 Entrance Work is Lo consist of the following daily jobs:

11

12

6

I
31

32

33
4

Filing the used-up gate register sheets. This may be C;‘-.E[e\d
Guate Register Filing;

Puiting up the gate rogister sheets for the next day{ WThis
may be called Gate Register Putting Up; and O
Changing the date of the stamp with which the.urrent date
1s stamped. This may be called Current D(Jf%?Ch&;:gfng.

2\ Y
2621:2 Exit Workd \Y

2621:2:1 Exit Work is to consist of thewfollowing immediate
jobs: (¢

N\

Vigilance. This may be ca]!ed: Counter Vigilance;
Receiving the\P‘QQ,Jﬁb‘{%E}-H'&@Q: ﬁgligé_i%onsultation. This mav
be called Consuftation Liseharging;

Receiving the books reguired by the members or their ageits
on loan and the s€lated tickets. This may be called FPrefi-
minary fo Chafg’f@;

Charging thelaan books. This may be called Charging:
Receiving(hespeaking cards for books not found on ihe
shelve’s.\at” the moment. This may be called Bespeaking
Card Receiving ;

5 "}eﬁsing the exit gate so as to enable the user to open it
Land go out of the-library. This may be called Exiz Cute

% Releasing;

Handing over the charged books to the user. This mav be
called Loan Issuing; and

Returning deposited private property. This may be called
Counter Custody Discharging.

2621:2:3 Exit Work is to consist of the followi11g casual jobs:

8
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83 Arranging the charged cards. This may be called Charged
Cards Arranging,

2421:2:4 Exit Work 1s to consist of the Tollowing daily jobs:

6 Changing the date in the daie stamp, with which the date of
the “due date’ of the books lent out is stamped. This
may be called Due Date Changing; /

81 Preparing and puiting up the counting sheets.  This may
be called Counting Sheet Preparing; and \\
88 Toialling the issues. This may be called Issue Torq!&'};@.

2™
S

2621:3  Charged Tray Work )

2621:3:3 Charged Tray Work is to consist of‘:}he following

casual jobs: )
N
I Closing up charged cards. This mawbe called Charged Tray
Closing Up; and AY
4 Bespeaking books. This may bg called Bte?eaking.
A\ www.dbraulibrary.org.in

2621:3:4 Charged Tray Wesk is to consist of the following

daily jobs: o
e :
14 Detecting abusg'\of tickets. This may be called Ticket
Detecting; A\

.31 C}-;m'gecff{d}gé?sFf!ing;

32 Disposinglof the written requests for renewal. This may be

called\Renewal Reguest Disposing ;

33 l%s\@e’w’:al work. This may be called Renewing ;

36_«Lhanging the guides. This may be called Guide Changing;
,~\4T}'R600rding overdue cases. This may be called Overduing;

) and :
45 Issuing overdue notice. This may be called Overdue

Noticing. :

2621:3:5 Charged Tray Work is to consist of the following
weekly job: :

14 Sending a report Lo the librarian on the result of detecting
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abuse of tickets. This may be called Detected Ticke:
Reporting.

2621:4  Counter Unclaimed Property Work
2621:4:4 Counter Unclaimed Property Work is to consist of
the following daily job:

7 Handing over the property to the stores section. This may
be called Unclaimed Property Transmission. \
O\
26211 MEMBERS o\
The work of the Circulation Section relating to thc menibers
in general may consist of the following items: o
m\‘
12 Admitting persons as members. This niay be called 4dimis-
sion Work N
13 Changing tickets of members. TIQ& may be called Change
of Ticket Work;
14 Work relating to loss of tlckets by members. Fhis may be
called Lost Tlck'&f\muhbl ATy .org.in
3 Work relating to wnhdrawal of members. This may be
called Withdrawal Work: and
4 Work relating to’the dues from members. This may be
called Dues Collebtion Work.
L\

26211:12  Admission Work
26211:12: I\ Admission Work is to consist of the following
immediatp\j:{}b"s :

1 éﬁ?ing the intending member the application card and
va copy of the rules. This may be called Preliminary to
) Adm:sswn,

\\ )2 Scrutinising the application card and passing it to the librarian

for orders. This may be called Admission Scrutiny;
31 Receiving the deposit money, if any, and preparing the
receipt therefor. This may be called Deposit Receipting; and
32 Preparing the readet’s tickets. This may be called Ticketing.

26211:12:4 Admission Work is to consist of the following
daily jobs:
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4 Preparing the overdue register sheets. This may be called
Overdue Sheeting,

6 Handing over the deposit collection and the application
cards to the cashier. This may be called Deposit Forwarding;
and

8 Prepuring and filing the docket sheets. This may be called
Membership Docketing.

26211:32:5  Admission Work is to consist of the following
weekly jobs: ‘O
NS *
2 Filing the application cards, This may be called @p{r’}'ation
Card Filing; and O
4 Filing overdue register sheets. This may be edll€d Overdue
Sheet Filing. ’

AN,
26211:13  Change of Tic&‘é\f}fVork

26211:13:1 Change of Ticket Work Jds to consist of the

following immediate jobs: o\
N wiww dbraulibr rary .org.in

I Scrutiny of the conditiong Justlfymg the change of tickets.

This may be called Jusig?catmn of Change of Ticket,
2 Cancelling old tickets:{ \This may be called Tickes Cancelling ;
3 Preparing fresh tr{kets This may be called Renewa! .of

Tickets; and
8 Noting dowgsa.tount of the number of cases of renewals.

This may bc}:alled Tickets Renewal Counting.

26211 - 13\ Change of Ticket Work is to consist of the
follomnv\%ekly job:

\7\3 Rcmtttmg to the stores section through the cashier and the
accountant all the tickets cancelled in the course of the week.
This may be called Cancelled Tickets Remitting.

26211:13:8 Change of Ticket Work is to consist of the
foltowing annual Jjob:

5 Inviting the attention of the chronologically contingent
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members to the expiry of their tickets. This may be called
Expiry of Tickets Reminding.

26211:14 Lost Ticket Work
26211:14:1 Lost Ticket Work is to consist of the following
immediate jobs:

1 Recsiving the necessary fees and issuing duplicale tickets to th
member who has lost his tickets and has fulfilied all the naeced
sary conditions. This may be called Duplicare Ticketind and

8 Keeping account of the duplicatc tickets issued. TH§Y may
be called Duplicate Ticket Issue Counting. R ‘ 3

26211:14:4 Lost Ticket Work is to comsist 0]\ 1he following

daily jobs:

3 Furnishing the member concerned .\{%" an account of the
procedure te be followed. Th]S‘ may be called Procedure
Advising;

4 Noting the fact gf{he M]Ig}% %&%L%reﬂlbtu‘ and preparing
an observation slip. ThlS may be called Prefiminary fo
Detecting ; N\

5 Sending to the membey concerned, a copy of the draft form
of the 1ndemmtyxﬁo\nd This may be called Bond Form for-
warding; ang \\

6 Receiving | thc »indemniity bond from the member, after the
lapse ofs *ﬂ;ie waiting period. This may be called Bond
Recerv’)&g

.\ .
26211:3  Withdrawal Work
.2{52‘11.3.1 Withdrawal Work is to consist of the following
\'l'}(llai'iediate job:
1 Receiving from the member, desiring to withdraw his mem-

bership, a noiice of withdrawal in writing. This may be
called Withdrawal Norice Receiving.

26211:3:4 Withdrawal Work is to consist of the following
daily jobs:

1 Withdrawing the files of the members who have given notice
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of withdrawals, scrutinising them and taking the necessary
action. This may be called Withdrawal Files Serutiny; and
Scrutinising the files, the application card, and the overdue
register to find out if the withdrawal may be allowed. This
may be called Preliminary to Refunding. '

b3

26211:3:5 Withdrawal Work is to comsist of the following
weekiy jobs:

16 Nolifying the cashier about the amount required for, the’
refund on the next day, This muy be called Wzrhg.mm‘fl
Notifying;

3] Obiaining from the cashier the amount requwﬁe f’or the
day’s refund. This may be called Refimd Cdsp’Receiving;

12 Ceoflecting the tickets of the members and sancelling then.
This may be called Ticker Cancelling; N

35 Refunding the deposit mone} to the'\membel This may
be called Deposit Refunding \®

6 Sending to the cashier the ﬁleq rel&tmg to the withdrawals
elfected.  This may be C'ﬂled %rhdrc{w{\,ﬂmﬁaﬁ@m@ﬂ%m
and

7 Remitting to the stores~séctlon through the cashier and
the accountant aligghe tickets cancelled. This may be
called Cam.‘ei’fed\ {ﬁr@:&ets Remitting.

2621134  Dues Collection Work
26211:4:1 Du& Collsction Work is to consist of the following

immediate jobe
N\W

AL

! Finding out the amount due. This may be called Dues
Ff}mng
%\ Recewmg the dues and preparing the receipt therefor. This
\ ; may be called Duwes Receipting; and
3 Returning the ticket in case any ticket is rectained in the
Kept Tickets Tray against the dues. This may be called
Ticket Returning.

26211:4:3 Dues Collection Work is Lo consist of the following
casual job:
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4 Noting down the receipt of the amount in the overdue register,
This may be called Receipt Posting.

26211:4:4 Dues Collection Work is Lo consist of the following
daily job:
6 Handing over the dues collection of the day to the cashier.
This may be called Dues Collection Forwarding.
Q"
26211:4:7 Dues Collection Work is to consist of the follparihg

quarterly jobs: R D

1 Preparing a quarterly statement of the outstwdmg dues
and submitting it to the librarian for conmdmallon This
may be called Dues List Preparing; and ..\\‘

5 Sending demand statements in the case af the first instances
and reminders in the case of the oth(,rg\ This may be called
Dues Demanding. v

S 3
"

2622 RESQURCES
WOW W dbrauliﬁraf:y org.in
262231 R@tl:irned Volumes
The work of the Circulation Qection relating to the volumes return-
ed from loan and COIlS!.Ll&{tIOD. 13 to consist of the following items :

4 Picking out \&Nout volumes nceding mending or rebinding.
This may bedealled Counter Worn-Out Volumes Work
5 Setting Ilght the defects, if any, in the marks in the volumes,
dcngth to facilitate counter work. This may be cailed
Cc\QQ’rrer Reconditioning Work; and
8 4 'Forwardmg the volumes to the temporary replacing shelf pro-
. ““ided by the Maintenance Scction or to other appropriate
\ ‘;" places. This may be called Returned Volumes Forwarding
Work.

262231:4 Counter Worn-Out Volumes Work
262231:4:3 Counter Worn-Out Volumes Work is to consist of
the following casual jobs:

1 Examining the condition of the volumes in the temporary
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replacing table and sorting them into different groups in
accordance with the soundness of their condition. This may
be called Rerurned Valumes Sorting ; and

2 Carrying out minor mendings to the volumes requiring
such treatmenl immediately. This may be called Minor
Mending.

262231:4:4 Counier Worn-Out Volumes Work is to consist of
the following daily job:
O\

8 Forwarding the worn-out volumes to the Maintenance Scotion
for the necessary treatment. This may be called Harn-Out
Volumes Forwarding. A

_ ~\
262231:5 Counter Recondrt:onqig Work

262231:5:3 Counter Reconditioning Wor,k “to consist of the

following casual jobs: ¢ :

3 Recnewing the lag in the back ’rf ]t is \\;gqr\l;d%rauhg"l_airs‘yr_%gg_m
be called Tagging;

4 Renewing the book tickel lf it is worn out. This may be

called Book Ticketing ;L
Renewing the boo}g"p}sckct, if it is separate and is worn out.
This may be calledhPocket Fixing; and
6 Pasting a dat®\label if there is none or if the old one
has been'ctiﬁ*lfiletely filled up. This may be called Date
Labellings
" \W

Lh

263%‘1" '8 Returned Volumes Forwarding Work
252231 '8:3  Returned Volumes Forwarding Work is to consist
ofishe following casual jobs:

1 Further sorting of the volumes grouped as fit to be sent to
the shelf in accordance with their respective sequences.
This may be called Seund Volures Sorting; and

8 Forwarding the groups of volumes to the appropriate places.
This may be called Sound Volumes Forwarding.
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262233 Books of the Counter Sequence
262233:1 The work of the Circulation Section in regard to the
books of the counter sequence is to consist of the following im-
mediate job:

1 Tssuing the volumes required by the users. This may be
called Counter Sequence Isstiing.
262234 Bespoken Books \
The work of the Circulation Seclion in regard to the be,sp&ken
books may consist of the following itemns: O
1 Picking out the bespeaking cards of the boaks ‘hecoming
available from day o day and sending thelﬁ io the uscrs
concerned. This may be called Bespeaf\mg Card Disposal
Werk; and N
8 Maintaining the bespoken booksin tﬁc‘plopcrsequ;,ncb This
may be called Bespoken Books Sﬁquﬂme Work.

262234:1 B@Bp@@%wgh@a?dsg&sposal Work
262234:1:4 Bespeaking Calds Disposal Work is to consist of
the following daily jobs: .

. S\
1 Bespeaking Cards\Picking; and
3 Bespeaking Car s Forwarding.

2622&4‘8 Bespoken Books Collection Work
202234, 8\4 “Bespoken Books Collection Work s to consist of
the foll%mg daily jobs:

No) Releasing the books not claimed within the prescribed pericd.
\H‘; " This may be called Bespoken Books Releasing | and
¢ Changing the guides separating the bespoken books into
different daily groups. This may be culled Bespoken Guide
Changing.

26224 LosT OrR DAMAGED BOOKS
The work of the Circulation Seetion in regard to the books lost

or damaged by users is to consist ol the following items:
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4 Receiving a special deposit from the user concerned to cover
the cost of repairing or replacing the book, as the case
may be. This may be called Special Deposit Receiving Work;

& Taking steps to have the repair or the replacing, as the case
may be, effected. This may be called Special Deposit Advice
Woerk; and

97 Refunding to the user his special deposit or any balance

thereof after the repair or the replacing of the book, as .

the case may be, is over. This may be called Special Depo-

sit Refunding Work. A

NS ©

26224:4 Special Deposit Receiving Work) -

26224:4:4 Special Deposit Receiving Work is to cgnsist of the
following daily jobs: oS

i Estimating, by reference to the Binding Sc‘@ion, or the Acces-
sion Section or the trade lists, as the casg’may be, the amount
of special deposit to be claimed frong\l the user responsible
for the damage or loss. This may be called Special Deposit
Estimating; ™

~

.. NN www.dbraulibrary or
2 Advising the user concerned about the amount to be pa?& 4

special deposit.  This maybe called Special Deposit Claiming
4 Collecting the special geposit from the user concerned. This
may be called Spegﬁa}'\Deposz'r Collecting; and
8 Notifying the Maintenance Section of the damage or loss as
the case may/be. This may be called Maintenance Section

Notifying. ;"

‘6'2}_%:8 Special Deposit Advice Work
26224837 Special Deposit Advice Work is fo consist of the
i‘o]lo\\jﬁg immediate jobs:

\’"2».; ~\Ascerta_ining from the user concerned whether he himself pro-
poses to repair or replace the book, as the case may be, or
whether he desires that the library should do it. This may
be called Preliminary to Maintenance Section Advising ; and

8 Advising the Maintenance Section about the action taken on
damaged or lost books and about the further action, if any,
which that scction should take in the matter. This may be
called Maintenance Section Advising.
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26224:97 Special Deposit Refunding Work
26224:97:1 Special Deposit Refunding Work is to consist of
the following immediate jobs:

8 Receiving the repaired book or fresh copy of the lost or
irrepiarable book, in case the user made himsell responsible
to get it and forwarding it to the Maintenance Section.
This may be called Fresh Copy Forwarding; and

97 Returning to the user his special deposit. This miy’ be

called Special Deposit Returning., O\
.'\ ”
26224:97:3 Special Deposit Refunding Work is 10 comLst of
the following casual jobs:
O

] Geiting a certificate from the Maintendnde” Section that the
matter, for which special deposit wa%\}eéei&ed had been set
right. This may be called Pre!zmmary to Special Deposit
Returning ;

2 Notifying the user concerned aboul the readiness of the library
to return whate%‘n"‘b&h‘f’?&@%‘?‘ﬁﬁlﬁ‘ﬁé‘i‘ the special deposit.
This may be called Specw;’ ‘Deposit Return Notifying; and

5 If the user concerncddobs not call to take back what is due
to him, forwardi’n\g'\’the amount due to him. This may be
called Special .Q’{pofsi{ Reruwrning.

26225 BQOXKS FROM THE CO-OPERATING LIBRARIES

The work ilie Circulation Scotion in regard to the books from
co-operating libraries is to consist of the following items:

i Zﬁ'o\rrowing from a co-operating library, the book nof in
o ~\ Mibrary but required by a user. This may be called Borrowing
\ 3 Work; and
2 Returtting the borrowed books when no longer required or

before the due date, whichever is earlier, to ‘the library con-
cerned. This may be called Borrowed Book Returning Work.

26225:1 Borrowing Work
26225:1:3 Borrowing Work is to consist of the following
casual jobs:
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1 Finding out by enquiry in which libgary the book is available,
This may be called Locaring the Book to be Borrowed,

2 Requisitioning the book from the library having it. This
may be called Requisitioning from Co-operating Library;

3 WNolifying the user concerned about the arrival of the book
in the library. This may be called Borrowed Book Novifying;
and

17 MNouing down in the overdue regisier of the user, the amount
incwrred, if any, as expenditure in borrowing the book\
This may be called Borrowing Fxpenditure Noting. 0

N

26225:2 Borrowed Book Returning War‘f(’"
26225:2:3 Borrowed Book Returning Work is @\consm of
the following casual jobs:

Q

1 Getting the book from the user in.fiﬁ}é before the date
on which it is due to be returned todhe co-operating library.
This may be called Borrowed Hn‘ak' Collecting ;

2 Asking for au extension of, th@ loanh \erl ?hauh I%O(}E in
if it 15 wanted for a longel ﬁmod This may be called ZLoan
Period Extending; Ay \

3 Returning the borroydd book to the library from which it
was borrowed. Tlgrrs\\nay be called Borrowed Book Returning;

7 Noting down ni\Q&L overdue register of the user the amount,
if any, incurrdd as expenditure in returning the borrowed
hook to thc\[tbiarv concerned. This may be called Returning
Expendp&f;e Noting, and

76 diftgva bill to the user for the amount, if any, mcu"red as

diture in connection with the whole process of sccuring

,‘tfbe book for his use from a co-operating library. This
~\. Jmay be called Billing Borrowed Book Expenditure.

2625 CO-OPERATING LIBRARIES -
2625:8 The work of the Circulation Section relating to the
co-operating libraries may consist of the following annnal
job:

1 Renewing the understanding with them in the matter of
interlibvary loan. This may be called Co-operation Renewal.
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263 Rontine
2631 USsERS
2631:1 Entrance Work

2631:1:1 Immediate jobs
2631:1:11 GATE REGISTER SCRUTINY N\

Request the user to fill all the columns in the gate register.

Examine if it is done properly. 1If not, ask the uscr to comg]’bi;é it,
Subsidiary Routine of the Madras University Qiﬁﬁwy

Scrutinise the educational qualification column widYspeciul care.
If the user does not possess either the necessaryqualification or a
special permit, inform him politely that he is seventitied (o use the
library. If, however, he wants special pegriission, sead him to the
librarian. ,\ ’

In some libraries, the rules spccifjf: that cntering the pame in
the gate register impl‘i\;;%“gggg%r&)ﬁ: 1@3 rt;)ma_tb_iiﬁile .by the 1‘ul.es. in
such cases, the gate register begomes“d rf’ecess;ty. Occusionally,
the library may find it ncce$sary to know whether a particular
person called at the libragy™ou a particular day and, if so, in what
part of the day. In sggcﬁ* cases, the gaie register will be of help.
Another dirgetion iz‘r\\\kh"lch the gate register will be of use is that
of building up the statistics of users. But, if statistics is the only
purpose in viqw{tﬁc enlrance gate may be fitied with an automatic
cougting def‘{ce' and the user may be saved the bother of flling
up & ling ©f'he register.

In the"WMadras University Library, which is not open to the genetal
publies the vegister is of use in restricting admission into the library
AQ! those who are entitled to it.

N/ The users are not allowed to bring their sticks and umbrellas
inside the library. They have to deposit them at the counter
before entering the library and get tokens in exchange. Occa
siopally, it happens that a user loses the token while inside the
library. Tn such a case, the numbcer of his token can be found
out and his property ideniified, if the number of the token is noted
in the gate register. The frequency of cases of this type in the
Madras University Library is about 1 in 300. This means that
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at Jeast two or three cases of this fype ocony’ cvery day.

2631:1:12 CouNTER CUSTODY
Take charge of the stick or umbrella of the user. Give the
correct teken in exchange and request him to cnter the token
number in the gate register. Take charge of other private property
such a3 books, cycle lamps, cycle pumps, boxes, and other recept-
acles, beforce the user enters the library.

N
2631:1:131 DISCHARGING RAY.

If the user brings library books for return, deal with each Lok

ad

as follows : N

IF THE BooOK 1S NoT OVERDUE \\

From the due date and the call number in the datc label in the
book, pick out the Book Ticket and the Read&r S Ticket coupled
with it, from behind the Due Date Guide ‘mx\the Charged Tickets
Tray. [Insert the Book Tickel in the pockct at the bottom of the
date slip. If the date label contains any special notes about the
plates, maps, etc in the book, rap1d1~y cramin®i Yhbapd Rrraee
See also if there is any ewdence‘of,any fresh damage to the hook.
If things are normal, place the book on the Temporary Replacing
Shelf. K

If there is any dam g’é,»’scnd the book to the librarian along
with a note and withhthe member’s file; and request the person
concerned also 1o spithe librarian,

If the Book Ti(}j}?ct has a coloured slip atiached to it, place the
book in the Bq'éaoken Books Collection (see rule 263234:8) instead
of on the Tk(np'ordry Replacing Shelf.

Hand ‘over the Reader’s Ticket o the person who returned
the book asking him to see il it is the correct tickct in some
§ ch fashion as follows: “Mr V S Krishnaswami, is it right”

“Ts this your fticket” or “Please see if this fticket is
correct”.

Subsidiary Routine of the Madras University Library
I the ticket is uncovered or white or yellow, do not hand over
the ticket to the person returning the book, but return it to the
person in the section in charge of such tickets,
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2631:1:133 ILTRRARY ADMINISTRATION

26371 :1:133  RenewaL NOTING

1f a member or his representative orally asks for the renewal
of a book, ask for the due date and author and title of the book.
Locate the Charged Coupled Book Ticket. If it is not bespoken,
tell him that the book will be renewed.

If the book is due on chat day itself, renew it in accordance with
routine 2630:3:433. )

If the bock is due on a later date, attach a white slip o the Couplea‘
Book Ticket. O\

If the book is overdue, collect the overdue charge due imdcctrd-
ance with role 2631:1:14 relating to overdue books, beiore iclling
him that the book wiil be renewed.

Tt is desirable that renewal noting should be don&fn the prescnes
of the person asking for it.

PN\
2631:1:14 QVERDUE RF\CEW]NG
Ir THE Book Is QVERDUE

Before releasing the Book Ticket, inform the person, returning
the book, about the W@Idﬂh@'aﬂ’hﬁlgﬁy off ihe pays the amount,
release the Book Ticket, ask the member to get in and te!l him
that the ticket will be retitned along with the overdue charge
receipt. (S

Rest as in sule 263} 4

If he is unable j;o\pay the amount immediately, prepare a slip
showing the amewuit due, initial and date it, clip it to the Reader’s
Ticket, and file\tt in the Kept Tickets Tray, or charge it if rencwal
is sought. %"

Post I\kie. ‘date of return in the Overdue Register and note the
due date, the name of the member, and the call number of each over-
dltltgbffok returned or renewed, in a slip of paper for the information

<6§ ‘the accountant.

Rest as for books not overdue.

OLD OVERDUE CHARGE
If a person wants to pay old overdue charge, pick out the tickets
of the member concerned from the Kept Tickets Tray. Find out the
total amount due on all his tickets. Tally the amount with that
shown in the Overdue Register, collect the amount, and deal with
the case as in rule 26311:4.
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CIRCULATION SECTION 2631:1:412

2631:1:15 ENTRANCE GATE RELEASING
The entrance gate is to be released to enable the user to
enter, only after all the routines described till now have been
completed, so far as they may be applicable to him. Further,
before a user is let in, business should not be started with
the next one. The users should be attended to strietly in the
sequence in which they come. If any user tries to come before
his turn he should be politely requested to observe the rule of A
the queue. ' N
¢(\A
2631:1:18 QUERY ANSWERING O
If a user wants information which can be given off ,hand and
in a few words, give him the information. If, on thg other hand,
the guery requires a long investigation before answér admit him
into the library and send him to the Reference Section.
o\
2631:1:2 Hoarfyjob\
2631:1:26 GATE REGISPRRVTIMING
Note down in the gate register eagh Nour after the opening of
the library, eg at 8 A M, at the edd of the Yasedhineuiited vipribin
the users, put down 8 A M, and};s}o on.

263 V3 Casual job
2631:13 GATE REGISTER RENEWAL
As soon as a gate re 1&15{61 sheet is [illed up, insert another gate
register sheet, number the pages serially in continuation of the
last number inthe previous sheet, and put the date stamp of the
day at the ;igﬁt\fland top corner of each side.
R 2631:1:4 Daily job
NN 2631:1:411 GaTE REGISTER FILING
“At“the end of each day, file all the filled up gate register sheets
m“the proper sequence in the gate register binder.

2631:1:412 GatE REGISTER PutrTiNG UP
Just before closing time, insert a fresh gate register shect in the
gate register pad at the counfer. Number the sides of the sheet
seriaily, beginning with 1", and put the date stamp of the next
day at the right hand top corner of each side.
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2631:1:46 LIBRARY ADMINISTRATION

2631 31 46 CURRENT DATE CHANGING

qqqqq

the current date is Stampcd, so as to show the date of the mext m:
2631:2 Exit Work

2631:2:1 HInmediate job
2631:2:11 COUNTER VIGILANCE

When a user desires to go out, ask him to return at the cougiey
all the books he has used. Carefully examine if the user is 091‘1‘%1\10
away any volume of the library either forgetfully or sury cptmo waly,
If so, collect the volume or volumes from him befare “releasing
the exit gate. (O
2631:2:131 CONSULTATION DISCHARGING

As a user returns the books consulted,/2apidly cxamine cach
book to see if it has suffered any freshﬁ”afﬁage. 11 it has, send
the user to the librarian with the bodky™ If it has not, place the
book aside but near at hand ntil u:are ready for Issue Counting.
The damaged book also sho ]i Uﬁemr sed tﬁ;:rc as soon as it is

returned from the librarian. ,j:’,

2631:2: iqg"\PRELIMINARY TO CHARGING
When a user preSe\his his ticket and a book, see if the ewner

of the ticket himself presents it. If doubtful, ask him politely

if he is himself Ghe owner of the ticket. If he is not the owner

of the ﬂcket,\élsk for a letter of authorisation. If there are reasons

to suspect'that it is a case of sublending, send him to the librarian.

At thessame time send also the book and the file of the member

concerned with a note explaining the ground for the suspicion.

The Book is to be issued only if the librarian directs it to be issued.
\ 'When a book whose loan is restricted to members with a special

privilege is presented, examine if the colour of the ticket permits

the loan (see rule 26311:12:132).

2631:2:133 CHARGING
If the loan is admissible, put the due date stamp in the date
Jabel of the book in the earliest unoccupied line. Tally the Book
Ticket with the book. Insert the Reader’s Ticket in the Beook
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CIRCULATION SECTION 2631:2:14

Ticket. Place the Coupled Book Ticket in the First Temporary
Charging Tray.

Subsidiary Routine of the Madras University Library
Ir THE PERIOD OF LOAN 18 THE WHOLE TERM

In the casc of vielet tickets, care must be faken to put the date
of the last working day of the term as due date. These Coupled
Book Tickets should be inscried in the Department Charging Tray. s
If, however, the material issued is a loose number of a periodical,
the first forinightly due date alone is to be put. O\

NS ¢
TF THE PERIOD 1s SUBNORMAL 3\

If a book has to be lent for less than the normal ong }'ortmght
write the correct due date on the date slip.  Mark Iha}soan Count-
ing Sheet. Insert the Coupled Book Ticket atthe“proper place
behind the correct due date. \\

MoFussiL MLMBER

If a mofussil member or his messgnglt happens to call at the
library and desires to take books eaean, getvhisdiickelibratighomg.in
from the concerned person in thescction and do the charging as
usval, Further, in addition to™he first fortaightly due date, put
down in pencil the second fornightly due date also. The Coupled
Book Ticket should be fipkerted in the proper place behind the
date guide of the segond fortnight.

:‘\ "Houmz DELIVERY MEMBERS
If a home \c[r}h\acry member or his messenger calls at the library
and desrrc‘\w take books on loan, get the necessary ticket or tickets
from the\ {Concerncd person in the section and do the charging work
as usual

o\'

\ 2631:2:14 BrsprarING CARD RECEIVING

Whenever a person desires to bespeak a book, give him the
bespeaking card. Ask him to enter the call number, author and
title of the book, and his own address in the proper places, and to
affix the proper postage stamp in the proper place. In token of
your having satisfled yourself that the person has filled up the
necessary particulars correctly and affixed the stamp, initial the
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2631:2:14 LIBRARY ADMINISTRATION

card at the left hand bottom corner and stamp the date of the
day just ncar the left hand top corner. Then place the card in
the Temporary Bespeaking Box. Tf there is already a card with
the same call number, put the figure 2 or 3, cte, as the casc may
be, after the date stamp.

2631:2:15 EXIT GATE RELEASING

The exit gate is to be relcased to enable the user to leave thes
library, only afier all the routines described till now have been
completed, so far as they may be applicable to him. Tunther,
before a user is let out and routines 2631:2:16 and 26;‘5\1:2:1?
are finished, business should not be started with anygothier user.
The users should be attended to strictly in the se uréhce in which
they come. If any user tries to come before his’%.lm he should
be politely requested to observe the rule of thexqueue. Remember
the vigilance job 2631:2:11. AN
2631:2:16 Loan{8stUinG

As soon as the user crosses the e)gi’tfga:[e, hand over his loan book

or books to him. www_dbr‘afl‘g}'{szary_m-g_ln
2631:2:17 CoungerR CUSTODY DISCHARGING

In return for the token given by the user, give him the stick
or the umbrella, asithe“case may be. Give him also the other
materials he might have left at the counter while entering the
library. Perhaps(his job is better donc at the entrance gate. 1t is a
good practiqe\‘to' ask each user whether he had left any of his things
at the countér for custody, while his loan books are being handed
over orgif\he is not borrowing any book, as he crosses the exit gate.

T
e

o~ ) 2631:2:3  Casual jobs
\/ 2631:2:38 ISSUE COUNTING
For cach book discharged after consultation and accumulated
near at hand, put a mark on the Consultation Counting
Sheet against the name of its subject and put it on the table
reserved for the books to be sent to the Replacing Shelf. For
each Coupled Book Ticket, kept in the First Temporary Charging
Tray, put a mark on the Loan Counting Sheet against the name
of its subject.
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CIRCULATION SECTION 2631:2:481

Subsidiary Routine in the Madras University Library

For every book lent to a Department of Research, put a mark
against the item * department”. For every book sent to the
mofussil or to a Government department, put a mark against
the item * mofussil® or “ Government”, as the case may be.
For every book lent to a co-operating library, put a mark against
the appropriate item.

For cach one of the four books against a given item, put a vertical ,
stroke. For the fifth book against the same item, put a horlzontal
stroke across the middle of the four vertical strokes. Repea$
similarly for every succeeding groups of five issues. This(thode

of marking will facilitate adding up at the end of the day If,
however, five or multiples of five strokes have to be jaut against
the same item at one and the same moment, enter the ﬁ}ure, 5,10, 15
. as the case may be, instead of putting strokes ’
~
2631:2:383 CHARGED CARDS ARRANGING

After the issue counting is finished,plece each coupled book
card in the Second Temporary Charged ‘Tray in the place appro-
priate to its call number. Ry www.dbraulibrary.org.in

2631:2:4™ Daily jobs
263]:2: 46\DLE Darte CHANGING

Just before c]osmg\t\mé change the date of the stamp with
which the due date O be stamped, so as to show the date on
which the books lent'on thc next day will fall due.

N \
’96’31 2:481 COUNTING SHEET PREPAR]\IG

Wrile thc top of a quarter shect of paper “ consultation™.
Stamp, uext (o it the date of the next day. Write along the left edge
the, s')gmbols for the subjects into which the issue should be classified.
"I“Fn,s will serve as the Consultation Counting Sheet. Do similarly
{0f the Loan Counting Sheet. This is to be done as one of the
first jobs just before closing time.

L]
Subsidiary Rules of the Madras University Library

After the subject symbols are over, add successively ** Depari-
ments of research’, * Mofussil”, * Government”, “ Interlibrary
loan™, * New members”, © Change of tickets > and ** Lost tickets
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2631:2:481 LIBRARY ADMINISTRATION

reported”. ‘These headings will be of use in keeping account of
the respective operations.  Enter near the right hand bottom coener,
the daics of the two successive fortnights from the day. These
dates will be of use in entering the due dates for mofussi loans
(sec rule 2631:2:133).

2631:2:488 TIssUE TOTALLING
As one of the first items of work in the morning, count the issueg\
marked in the Counting Sheets of the preceding day and posithe
figures in the issue diary. )

7'\
N

2631:3  Charged Tray Work

2631:3:3  Casual jobs X
2631:3:31 CHARGED TRAY CLO“\N& U
The charged coupled book cards are to He Carefully closed up
s0 as to stand ercet and with comfortable\tghtness.

2031:3; SP.]:Ah]NQ

Take each of the cq?&‘g\%ul ol ? Pem orary Bespeaking Box
at the exit countcr.,

Locate in the charged trag) Lhc Book Tickel with the call number
mentioned in the Besgt;akmg Card and attach a red slip to ii,
unless it has one alréady.” 1If the Book Ticket is not found in the
Charged Tray butcthe book is in the Bespoken Collection, atfach
the red slip to it§€Book Ticket. If the book is not lraceable at all,
ask the Referaécé Section to invesligate it.  Arrange the bespeaking
cards in %ﬂespeaking Cards Box by the call numbers of the books
bespokemn® If therc be two or more bespeaking cards for once and
the same book, arrange them among themselves in the sequence
of {h\e dates stamped above the call number. If there be two oI
\(101‘6 bespeaking cards for one and the same book and with one
and the same date stamped, arrange them among themselves in
the sequence of the digits entered after the date stamp, putting
in correctly such digite if they do not exist already.

2631:3:4  Daily jobs
2631:3:414 Ticxker DETECTING
As early as possible in the morning, examine the Reader’s Tickets
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CIRCULATION SECTION 2631:3:433

charged on the preceding day to find out with the help of the obser-
vation slips {sce 26311:14:44), if any of the tickets, reported by
the members (o have been lost, siands charged. If any abuse of
tickets is detected, report it to the librarian.

2631:3:431 CHARGED TiCKETS FILING

At the end of the day, the Due Date Guide for the issues of the
day is to be placed in the Charged Tray and all the Charged Book
Tickets in the Second Temporary Charged Tray are to be transferrad \
behind it O\

A\
2631:3:432 RengwaL REQUEST DISPOSING |

For all the letters received in the day asking for rengwals, locate
in the Charged Tray the Coupled Book Tickets cgi;gééponding to
the books for which renewal has been asked.  if\ean be renewed,
attach a white slip to it. If it has such a slip, already, write “R”
at the right of the lowest horizontal dash o)it. 1f the book has
been bespoken, ic has a coloured slipiattached to it or has been
already renewed for the maximum nurber of times allowed under
the rules, ic if the horizontal dashics on tys, 3 hiteshi:aitpeiedin
to it have been crossed by a \aerlwalime write a letler to the member
concerned, saying that the bagk cannot be renewed and should
be returned on the due date,

)
’2631:3:433  RENEWING

Pick out alf the Coupled Book Ticketswith whito slips attached
and standing bshmd the date guide of the day, provided that, if
the white shrg\has a horizontal dash, the last such dash is followed
by the letfey™‘R”, and transfer them to the lemporary charging
tray aj't:ﬁ%ﬁuttinﬂ a horizontal dash on the white slips attached to
the Coupled Book Tickets. When the last possible renewal is
'mad’e instead of putting a horizontal dash on the white slip, put

vcmcal stroke across the carlier horizontal dashes.

Subsidiary Rules of the Madras University Library
in the Madras University Library, in addition to renewals on
request, there is also the system of automatic renewals for those
who are entitled to have [oan for two or more forinights, The
following is the routine connected with them. In the case of white
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2631:3:433 LIBRARY ADMINISTRATION

tickets standing behind the dale guide of the day, atiach a white slip,
mark a vertical line and transfer it to the Temporary Charging Tray.,

If, after these automatic renewals, a renewal has to be madoe on
request, write “R”” after the strokes representing atutomatic rencwals,
as soon as the request is received and is admiited. When the
renewal date comes, proceed in the usual way with the sysiem of
horizontal dashes.

In the case of white tickets, the maximum number of renewals
allowed being three, two horirontal dashes crossed by a vertical
stroke in the second sequence will indicate that no further l&I’kﬂ‘\(!I
can be allowed. O

Ny

P |

2631:3:436 GUIDE CHANGING /)

Behind the Overdue Amount Guide showing the»lﬁghest amount,
insert the guide showing the next higher amoun{ and release the old
guide. Do similarly in the case of each ong0fthe guides, if there
is any undischarged book card behind_itf “Lastly insert the five
naye paise guide behind the due date ginde bearing the datc of the
day, if there is any undischarged heoX card behind it.  All the
date guides and Overd’ﬂe";&d‘m‘ﬁﬁt‘f@ﬁﬁﬁﬁbe}hmd which no book
card is feft, are to he removed dl'ld put in the sequence order in the
Unused Guides Tray. "

Note: This rule is stdmd for definiteness, on the basis of the
library rule levying Kﬁ\h@ of five naye paisc per volume per day
on overdue books.)

26031:3:441 OVERDUING

As carly»qs\possmle in the morning, transfer alt the Coupled
Book Tlcké:tﬂ slanding charged behind the five nuye paise guide to a
tray ar‘@l alphabetise them by the names of the members. For
eachstich card, make an eniry under the following headings in

& overdue register of the member concerned : Call Number ;
and Due Date.

Then, rearrange the book cards by call number and retransfer
them to the Charged Tray behind the five naye paise guide. This
is not needed if the Conscicnce Box Method is used.

2O

2631:3:445 Overout NOTICING
Before beginning the Guide Changing Work, prepare Overdue
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CIRCULATION SECTION 2631:4:47

Notice Cards for each member whose tickets stand charged behind
the five naye paisc guide. Write down the address of the member,
taking the correct address. Enier in the body of the card the names
of the books, whose Book Tickets stand coupled with his tickets
behind the five naye paise guide, initial it, and send the cards to
the librarian for signature., Issue similarly second overduc notices

for the Coupled Book Tickets, that stand charged behind the 50-
naye paise guide. Issue similarly third overdue notices in thed

case of the Coupled Book Tickets, standing charged behind the
one rupee guide. The third overdue notices are to be sent ‘by
registered post.  In the casc of the Coupled Book Tickets lhatstdnd
charged behind the Rs 1.50 guide, send a messengery o\ collect
the books from the members. If the member is 7 {student or
is employed, address the head of the institutiof® concerned to
collect the books from the party concerned and send them to
the library ; or send a special messengu;‘m ‘case there is no
response. o\

Note: In speaking of the overdue amont guides, the practice
of levying an overdue charge of hvc naye paisc per volume per

day has been assumed for makmv the instrudfiof fjlrary ove.

2631:3:5 Weekt’y Job
2631:3:514 D&JECTFD TICKET REPORTING
Once in a week, se ‘1 written teport to the librarian showing
the consolidated lcsul\oi the Lost Ticket Detecting Job. If no
abuse was detectedyont any day of the week, send a nil report.
A\ X

263 1,\4\ Counrer Unclaimed Property Work

"\\ 2631:4:4  Duily job

NQEI 4:47 CounTer UNCLAIMED PROPERTY FORWARDING

gmmme if any property taken by the Circulation Scction for safe
custody remains unclaimed at the end of the day. Find out the
ownership either by the marks on the property or by the token
issued if it can be traced from the gate register.  Write out a note
of your findings along with a description of the property and
any other informalion you are able to guess or remember about it,
on & piece of paper. On the next mornin g forward the property
and the note to the Stores Section through the librarian,
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26311:12:11 LIBRARY ADMINISTRATION
26311 MEMBERS
26311:12  Admission Work

20311:12:1  Immediate jobs
26311:12:11 PRELIMINARY T¢ ADMISSION

Hand over the application card and a copy of the Rules of the
Library to the person intending to become a member. Infos
him to the necessary extent, how the form is (o be filled up and
request him to read the Rules carefully. ¢\

NS ¢
26311:12:12 ADMISSION SCRUTINY (J.Q

As soon as the application card is received from yvhim, examine
carefully if all the items have been duly ﬁllcd\up Verify the
accuracy of the statements and signatures coftdined in it whenever
necessary. If there is any discrepancy, getﬁ*fectiﬁcd by the appli-
cant. As soon as you are satisfled thht everything is in order,
ll‘l.ltlal it near the point where tho Iihatian is to write down the

* admit * order and pass the cardydneto the librarian.

If convenient, thé” Tﬁ‘fe‘f‘lﬁ‘iﬁ'ﬂ WRGL¥E Ay be requested to see

the librarian personally withwhe application card.

Subsidiary Ru!as(of the Madras University Library

If the applicant i 1s\sm undergraduate or an unregistered graduate,
verify if he is reeommcended by a competent person as prov ided
inthe Rules ot the“‘lelary If he has certified himself as a registercd
egraduate og a member of any of the authorities of tho University
or a teaghdr of the University or of a college of the University,
verify {he accuracy of the siatement. If the applicant is an under- -
gradu,ate, find out from him the year in which he is normally to

appear for the degrec cxamination and note it at the right hand top

\éiii"ner of the apphlcation card.

26311:12:131 DerosIT RECEIPTING
As soon as the application card is received from the libratian
with the order * admit”, receive the deposit amount from the
intending member. Tell him that the receipt and the tickets will
be ready shortly. Direct him to go to the stack-room to acquaint
himself with the arrangement of books and to select the books.
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CIRCULATION SECTION 26311:12:132

If the intending member is new to the library, he may also be asked
to inform the Reference Librarian on duty in the stack-room
that he is new to the library. Prepare ihe receipt for the amount.

If the Rules of the Library do not provide for a deposit, this
routine will not arise.

26311:12:132  TICKETING

Prepare the necessary number of tickets of the proper coiour
in accordance with the Rules and send the tickets and the receipty,
bock to the librarian. As soon as the teceipt book comes bagk*
from the librarian, see if it has received the signature of the libratian
and if the tickets have received his stamp. If they are. m order,
keep the receipt and the tickets in readiness to be han@ed over to
the member at the carliest opportunity.

The number of the ticket will be written in {he first line, the
surname of the member in the second line and\he forenames within
brackets in the third line. The address oféihe member should be
written afiter these. The picture overleaf shows the two sides of
Reader’s Ticket and a Book Tickc«t “Nwith “1;%1&, gﬁgﬁﬁgﬁ,a'@ckpg_m
inserted in the Jatier. &

It may be cxplicitly stated herg 'that assuming for definiteness
- that a member is given three R€dder’s Tickets, at any time the numb-
er of library books in his pc}s§ssmn plus the number of free tickets
he has, should be equakto three. ff he has three books, he will
have no free tickets.{NIf he has two books he will have one free
ticket. If he hagxiile“ book, he will have two tickets. If he has
no book, he “j.ij}(have all the three tickeis with him.

The follog.l“ftg’is a model colour scheme for tickets ;

Q!

2\ Children’s Ticket Red
S ) Fiction Ticket Yellow
N/ Ordinary Ticket Greent

EJsually, even an ordinary book can be taken ou a yellow ticket,
But no fictien can be taken on a green ticket. If there are other
privileges, like loan of periodicals, other suitable colours may
be used to indicate such privileges.

Each ticket should be given its Ticket Number. The Ticket
Number should be expressive. This ig illustrated by the following
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26311:12:132 LIBRARY ADMINISTRATION

interpretation of Ticket Number : 9061358.12.3
Here

906=Expires in June 1959,

D58=Member’s main interest is in Aeronautics,

12=Twelfth member admitted in June 193§,
3=Third ticket of the member.

The interval between the issue of a Reader’s Ticket and its expiry
has been taken to be one year in the above example. But it ean
be of any duration as fixed by the Rules of the Libvary.

| +O\ -
| 2:8 2:% O l
i IN39 N59 !
1 5374 : 5374 A 3
i ,\.\"
S S06aRR.3 :
P YOGQESHWAR
AR
................ Qs
{ RANGANATHAN ¢ " RANGANATHAN
[S R) o 1 (S RJ 1 tration
Library admmlstlatmn ) dbr aullbf:avjr_c Tg_“[fmrary administration

gy

Book Ticket /N Coupled Ticket-Pair

Note: The dots on the Bo}k Ticket and Coupled Ticket-Pair will be print-
ed in white on the col&{mﬁ ticket.

Not 1ra11§férablé 906D62.12.3
P\ YOGESHWAR
o) GINOD MILLS '
|
§T Crest VITAIN _!
"N N : v -
a\Y VIKRAM
) |[UNIVERSITY LIBRARY APS
Ujjain 14 Dec 1957
Reader’s Ticket {Back) . Reader’s Ticket (Froni}

Interpretation of ticket number:

906 =Expires in June 1959; -

D62=Member's main interest is Machine Tools;
12=Twelfth member admitted in December 1957;
3=Third ticket of the member.
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CIRCULATIOGN SECTION 26311:12:44

Subsidiary Rules of the Madras University Library
26311:12:13201  The following is the colour scheme for the
tickets :

Brown for undergraduates.
Green for graduates.
Red for those who have the periodicals privilege.
Violei for the depariments of research.
White for mofussil members. O\
Yellow for those who have the home delivery privilpge. ’
Uncovered straw-board for those who have goxfﬁzztﬁ‘n{ent
privilege. e \ ¢
N\
26311:32:13202 The following is the number af.tickets to be
1ssued \\
RS

20 for teachers. PN,

6 for research students. 4

3 for all the others. O ' www dbraulibrary org.in

The colour scheme may be vasied in any convenient manner
to suit the special circumstanc@ of each library. In public libraries,
it is usual to give each member two tickets of one colour and one
ticket of another coloug, With the understandin g that only non-fiction

books can be borrowédron the two tickets of the first colour and .

any book, including\zi fiction, on the ticket of the second colour.
This is devised 10 €strict the number of fiction books on lean with
any rcader time to one, Similarly, a college or school library
can regula't::\Kthe issue of texi-books or any class of books which
are in gteat demand.

7N

N/ 26311:12:4  Daily jobs
26311:12:44 OVERDUE SHEETING

Towards the close of the day, but before forwarding the deposit
to the cashier, take the admission cards of all the members admitted
in the course of the day and arrange them in the sequence of the
admission numbers. For each c¢ard prepare an Overdue Sheet,
remembering particularly to enter after the name, the yvear of expiry
of membership in the case of chronologically contingent members
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and alphabetise them. After membership docketing is over, insert
all the Overdue Sheets of the day in the proper alphabetical
sequence in the weekly Overdue Sheets Pad.

26311:12:46 DePOSIT FORWARDING
At the end of the day, forward to the cashicr all the admission
cards received in the day, the deposit reccipt book, and the cash
collected as deposit. If any portion of the amount collectedaas
deposit has been used in the course of the day for the refurding
of deposit, the connected withdrawal papers are to be serfiin the
place of the amount (see routine 6311:3:97). When (g veceipt
book comes back, sce if the cashier has initia]]cd(ﬂ},!d dated at
the back of the last of the used counterfoils as a tgk@p* of his having

received the amount, If not, get it done. ,"‘}\\

26311:12:48 MEMBERSHIP BOCKETING

As soon as the Overdue Sheels have _begn*alphabetised, but before
they are inserted in the Weekly Oyerdue Sheets Pad, prepare
a Docket Sheet for each member a8 follows : Wrile in the label of
the Docket Sheet, 111‘6‘1'61%‘%}{@}{”?&3}1@'&#@uccessive lines :
Number of the file 4 )
Name of the mqm‘f{er ;
Ticket numbfif'a’nd
Admission’number.

B st S

Insert alkl]“:?e docket sheets in the proper place among the files

of the section.
N
=N 26311:12:5 Weekly jobhs
O 26311:12:52  AppLICATION CARD FILING
) As soon as the application cards of the week arc received from

the Accounts Section, alphabetise them and tally them with the
overdue sheets in the Weekly Overdue Sheets Pad. If thece is any
discrepancy, get it set right by a reference to the Accounts Section
and by other means. As scon as the tallying is found to be perfect,
rearrange the admission cards in the sequence of the deposit numbers
and insert them in the Admission Cards Cabinet in ihe same se-
quence.
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CIRCULATION SECTION 26311:13:11

26311:12:54 OvVerRDUE SHEET FILING
As soon as the admission card filing is over, inscrt, in the proper
alphabetic scquence, the overdue sheets lyingin the Weekly Overdue
Sheets Pad, in the overdue register, which should be of the loose leaf
pattern. If the Conscience Box Method is used this will serve only as
Alphabetical List of Members and for noting special deposits, if any,

26311:13  Change of Ticket Work
Readers” Tickets may have to be changed for one or other of thé,
following reasons : O
1 Reissue of tickets, if necessary, in the case of chronéld;gically
contingent membership, on the expiry of the tickety' ;
2 Change of class of membership, ie changing the colour
of the ticket ; and a\J
3 Ticket being worn out by use or other (@tﬁcs.

Subsidiary Rules of the Madras. ngfx.'ersfzy Library
26311:1301 Al brown tickets and%atl req) Jiskets . wbish-have in

a digit at the right hand bottom coelier are chronologically contin-
gent tickets and are to be changed in July, in the case of brown
tickets, and in September, inlthe case of red tickets, of the year
whose last digit is entered iz’rt,\the right hand bottom corner of the
tickets, N\

26311:1302 Changd.of class of membership may occur in the

following cases : | )
I Undergpaduate members becoming graduate ;
2 Grad\uise” members getting periodicals privilege ;
3 Glja&,liate members becoming mofussil members and vice
L ¥ersa ; and
4\ Graduate members becoming home dolivery members and
vice versa.

26311:13:1  Immediate jobs
26311:13:11  JUSTIFICATION OF CHANGE OF TICKET
Receive the ticket that requires changing and examine its condi-
tion carefully, if it is to be chan ged on account of its being worn out
or otherwise spoiled : if the change is to be made for other reasons,
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study the file of the member concerned. After satisfying yoursel!
that the change is justified, prepare a note to that effect and send it
to the librarian for orders.

26311:13:12 TickeT CANCELLING
After the order for change is received, deface the old tickots
withthe * Cancelled ™ stamp.
26311:13:13 REeNEwWAL OF TICKETS \
Prepare fresh tickeis in the place of the cancelled ones as pm\»\ded
in rule 26311:12:132. Send the file, the cancelled uckclg,,\md the
fresh tickets to the librarian. As soon as they come baéj( {rom the
librarian, see if the cancelled tickets have received hIS mitials and
the fresh tickets have received his stamp. If they a}e in order, keep
the tickets in the kept tickets tray, to be handed\bVer to the member
at the earlicst opportunity. Note the nece,ssﬁvy information in the
Overdue Register. \

26311:13:18 TICKETS »RENEWAL COUNTING
For each of the it %ﬁﬁg&uh&@[g OLE-Well as the fresh tickets
issued, put a stroke on the Lgau Counting Sheet against the appro-
priate item and file the gancelled tickets in the cancelled tickets
tray in the alphabetic Seduence.

56311 13:5  Weekly jobs
2631{ 14:57 CANCELLED TICKETS REMITTING
Same as Q“rule 26311:3:57.
\’
‘§ 26311:13:8  Annual jobs
.’ 26311:13:85 EXPIRY OF TICKETS REMINDING
‘:;Gn’ the appoiated day or week in the month, send letlers to
\the members holding tickets which expire that month, requesiing
them to return the cxpired tickets and, if necessary and permissible,
take such fresh tickets as they may be entitled to.

Subsidiary Rules of the Madras University Library
26311:13:8501 The cases that require expiry-of-ticket reminding
in any year are those whose file numbers end with B or R followed
by the last digit of the year. Such files will be found togoiher.
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26311:13:8502 In the case of brown tickets, such letters should
be addressed early in July ; and in the case of red tickets, early in
October.

26311:14  Lost Ticket Work

26311:14:1  Immediate jobs
26311:14:11 DUPLICATE TICKETING

As soon as a member who has been advised to call at the libraty,
for receiving duplicate tickets arrives, collect the duplicate ticket
fees from him in accordance with rule 26311:4:11 and_prepare
and issue the duplicate tickets to him in accordance With rule
26311:12:132, except that the word duplicate shouldibe written
in red ink across the ticket. \¥;

26311:14:18 DUPLICATE TICKET Issuﬁ%bUNTING

For every duplicate ticket issued, put a stroke against the proper

item in the Loan Counting Shect. O
20311:14:4 _BPaily jobs
26311:14:43 PROCEDURE ADVISING

In the case of each notice of loss of ticket received in the day,
send to the member congerned a copy of the Rules regarding
loss of tickets and thg{procedure that should be adopted : or,
if the notice of loss of ticket is defective in any particular, write
to him asking forp\réper notice.

www.dbraulibrary org.in

2&3;1\1 :14:44  PRELIMINARY To DETECTING

As sooniiis ‘the procedure advising process is over, prepare
an Ob.s-e,’;:ral.forz Slip in the following manner. Examine the
Obscyrqtion Slips Box to see if there is already a slip for the
némber. I there is ong, the number -of the ticket now lost
i3 t0 be added as an additional item. IT there is no slip for
the member, prepare a fresh slip giving the ticket number in
the first line, the name of the member in the second line and
the date of notice of loss of ticket in the third linc. Insert
the filled-up slip in the observation slips box in the proper
numerical sequence. If a lost ticket is traced, destroy the related
observation slip.
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Additional Jobs of the Madras University Library

The experience with cases of lost tickets in the Madras University
Library is of some interest. For some years, the following practice
was adopted. Whenever a member notified loss of tickets, hs was
asked to report at the end of three months the result of his endeavour
to trace them out. If, at the end of that period, he was unable to
trace them out, duplicate lickets were given without any charge.
It was found that this privilege was abused in several ways. Aftsg
taking the duplicate tickets, the old tickets were also presgnted.
The tickets reported to be lost were sometimes presented{ by) the
refatives of the members, the relatives stating that thé_inember
gave them the tickets for their use. Some members gepodried loss
of tickets vepeatedly almost every year. While thgtekets of some
members were locked up in the library agains{ wioney due from
them, they used to come months later with thesfory that the tickets
were lost. Due to one cause or other, notjc'ek)'f lost tickets came to
be received almost every week. o

Then, it was felt that something (should be done to help the
formation of a higher senge of I sp'e_'nsibili_t}z in the matter of library
tickets. As a result,wi\i‘:"Ecczfrﬁlé.l;iﬁé"ﬁr‘gﬂﬁé]e to charge a fec for the
issue of duplicate tickets an@to ask the members to execute an
indemnity bond. O\

o)
263114445 BoND FORM FORWARDING

After the expizphof three months in the case of reissue of ticket
and six month€4n ithe case of withdrawal of deposit, {rom the date
of notice of Joss of ticket, and on receipt of information from the
membaR:;:hat he is unable to trace the lost ticket, forward to him
a copy"of the appropriate draft form of the indemnity bond, filling
up.hifie draft all the items that need filling up, along with = covering

.\1\-.":.1}51" asking the member to send the bond executed on proper

stamped paper—25nP paper if the number of tickets lost is on¢ Or
two, and 50nP paper if the number of tickets lost is three.

26311:14:46 BoND RECEIVING
As soon as the indemnity bond is received, scrutinise it carafully
and see if it is in order by a reference to the concerned files. Prepare
a note to the librarian and obtain his sanction for the issuc of a
duplicate ticket or refund of deposit as the case may be. Az soon
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as the sanction is received, write a letter 10 the member concerned
asking him to call at the library on a specified date with the
duplicate tickel fees at the rate of 25nP per ticket in the case
of reissue of tickets, or asking him 1o bring his other tickets, if
any, or the books borrowed on them, in the case of withdrawal of
deposit.

26311:3  Withdrawal Work Q

Withdrawal work requires some careful planning particulasly
if the rules require the members to deposit caution money 1
would be convenient if the rules provide that a week’s notice should
be given for all withdrawals. It adds to economy, if(#\further
convention is established that the refund of depositywill be made
only on a particular day of the week. Supposing“;\that Tuesday
is the refund day, all the cases, of which notigeshds been received
on any day in the week ending with the preCeding Monday, may
be attended to on that day. ~N\

% 3
NN

26311:3:1 Imr{ze('{;'afe Job ) ,
26311:3:11 WiTnprawAL Notice RECERAREibrary-org.in
If any member desires to witﬁd%'aw his deposit, ask him to give
a request in writing. Whils;‘fec'eiving the letter of request, inform
him of the day and timgWhen he should calf at the library for
getting the refund of hSQ\’s_@e posit and ask him also if he would return
his tickets. If he refurns them, keep them in the kept tickets tray.
Note in the withdgawal notice the day and iime fixed for refund ;
note also if th_f;\tfpi(ets have been reccived.
:"\’..”
s\\~ 26311:3:4  Daily jobs

)Y 26311:3:41 'WiTHDRAWAL FILES SCRUTINY
Jntxhe case of each withdrawal notice rececived in the day, proceed
s follows : Pick out the file of the member concerned and study
it 10 find whether the withdrawal may be allowed. Examine also
the overdue register; and note if any amount is due from him. Next
compare the signature in the notice with the signature in the mem-
ber’s admission card. If the signature is alright, if there is no com-
plication in the matter, if the member has not been informed in
person about the date of withdrawal in accordance withrule 26311:3:
I1, and if the member has not asked for the deposit to be sent by
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post, write a postcard informing him about the day and lime on
which he should call at the library to receive the refund of his deposit.
If his tickets have not been received already, state in the letter that he
should bring the tickets with him. Further, mention also that,
in case he is unable to come in person, he should send an authorisa-
tion letter, specifying the name of the person whom he sends to
receive the money. If there is any complication in the matter,
the necessary correspondence must be started and continued until,
the complication is removed. .

The files of all persons whosc deposits can be refunded without
further correspondence are to be placed in the deferred ;(ﬁspésal
pad in the alphabetic sequence by the name of the mpiﬁbcr.

26311:3:5 Weekly jobs =N
26311:3:516 WaHDRAWAL NOTIERNG
Find out from the Deferred Disposal Padhthe number of files
which require refund. This will be equaltd’the total number of
withdrawal files in the pad minus the\number of files in which
only a transfer has been asked for. Thef, send a note to the cashier
about the amount thay wilbislibalyeer 880 refund of deposit on
the next day. R
. 26311:3:52  PRELIMINARY TO REFUNDING
On the day prcced'n{réfund day, for each withdrawal file found
in the deferred dispo§1 pad, pick out the admission card and the
overdue sheet and'pin them to the file. Study each case carefully
and add a note in' slip of paper attached to the file on the following
points ; ,\’;,\“
N _
| ﬁjf]éher the tickets have been received ;
Q'Q\vhether it is a case of indemnity bond ;
\m 3 whether anything is due from him ; and
4 whether refund or transfer, as the case may be, may be allowed.

26311:3:53¢  Rerund CasH RECEIVING
Cn the morning of the withdrawal day, obtain from the cashicr
the amount required for the day’s refund, taking inio account
any deposit amount that might have been received from members
after the deposit forwarding work of the preceding day.
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26311:3:532  TicKeT CANCELLING
As soon as the member concerned arrives on the refund day,
collect the tickets of the member either from him or from the Kept
Tickets Tray or from the member of the Section concerned,
as the case may be, and stamp them with the * Cancelled
stamp.

26311:3:535 DEprosIT REFUNDING ~N
Take the file of the member concerned. Study the note_left
ln ihe last slip attached to the file and in its light, add a nsté in
the admission card in the appropriate place, stating if thc refund
may be made either in full or afier deducting any Su. due Then
forward the file, and the cancelled tickets to the libranan for sanction
of refund. When they come back from the llb}arlan, examine
whether the cancelled tickets- have received Rig\ifitials and if the
necessary sanction has been accorded. If, e:verythmg is in order,
ask the member or his agent, as the case Tay be, to sign at the
appropriate place in the admission gard in token of his having
received the amount. If the signatur€ is correct, hand over the
entire deposit amount or the depdsit amount T85¥ ﬁlllffq B i
from him, as the case may be For the dues deducted, give the usual
receipt.
if the refund is to be Qladc by post, the necessary money order
form or cheque, a e.£ase may be, should be forwarded to the
librarian along Wlt] e files and the cancelled tickets, for his
signature and gs,sdon as they come back from the librarian, and
after the necedsary scrutiny, the amount should be transmitted by
post. ndd\é\fote in the place of the signature of ihe member in
the admtigsion card to the effect that the amount has been transmitted
by mdmey order or cheque, as the case may be, and put your dated
li‘} lQﬂis
\”\3 # the withdrawal notice has asked for a transfer of the amount
énd not refund, it is not necessary to get the signalure of the member
or his agent in the admission card ; it is enough if a note is added
in that place to the effect that the amount has been transferred
in favour of so and so, mentioning his deposit number. Add your
dated initials,
All the cancelled tickets shoulkd be inserted in the Cancelled
Vickets Tray in the alphabetic sequence of the names of the members.
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26311:3:56 WITHDRAWAL FILES FORWARDING

At the end of the withdrawal day, collect all the files relatnz to
the withdrawals effected in the course of the day, count them,
note the number against the proper item in the Loan Counting
Sheet and then forward the admission cards and the overdue
register sheets to the cashier, along with any money that was drawn
in the morning from him but was not disbursed. The Transmission
Register advising the amount should be got back lrom the cashier\
with his signature and date.

.\:\
26311:3:57 CANCELLED TICKETS REMITTING £\

At the end of the withdrawal day, collect all the cancelled tickat
and fill up the appropriate columns in the Cancelled; Ticketc; For-
warding Book. Make up the total for the week, 1mt,1\al‘m the proper
place and transmit the cancelled tickets to the cashler, with the
instruction, that, after the cashier had verifigdhthe cancelled tickets
relating to withdrawals, the cancelled tls‘l\ccis and the Cancelled
Tickets Note Book may be transmitted be titc Stores Section through
the Account Section. When the Cance]lcd Tickets Note Book
is received from the S’t‘df\ééig%{lljﬁa%&&hﬁﬂé if it has received the
initials of the store-keeper, and if not, got his initials.

26311:4 m\pues Collection Work

Dues may acerue f{)ﬁl,members in the following ways :

1 As overdue, charge on overdue books (see rule 2631:3:436) ;

2 As fee forduplicate tickets (see rule 260311:14:11) ;

3 As frelgfﬁi incurred on behalf of the member (see rule 26323:2
376

4 As %emal deposit to cover lost or damaged books (sez rule
26’324 :4:4) ; and

~§ Subscrlpuon.
.

26311:4:1 Immediate jobs
26311:4:11 Duzs Fixing
As soon as a member offers to pay his dues, find out the amount
due from him by a reference to 1 the kept tickets tray : 2 the
overdue register ; and 3 the files, in the case of gpecial deposit
and duplicate ticket fees, and if otherwise necessary.
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26311:4:12 Duks RECEIPTING

Collect from the member the amount due from him and inform
him that the receipt for the amount will be ready by the time he
leaves the library. Prepare the rcceipt, noting the amount against
euch item in the receipt book both in the counterfoil and in the
original, initial it, and send it to the head of the section for countes-
signature. Then, send the receipt book 1o the librarian for signature.
Wlhen the receipt book comes back, if everything is in order, tear
off the original and hand it over to the exit gate for delivery to the
member concerned. O\

If the overdue charge is to be deposited by the member\he
Conscience Box, it will not be included in the receigt;{nb’ok.

Subsidiary Rule of the Madras Universiry Library

If the amount due is as subscription for home\delivery service,
the counter-signature of the home delivery cletk alse should be
obtained. Unless the party himself is pre xru:\in the libracy, this
receipt should be handed over to the hqmé: delivery clerk for trans-
mission to the member concerned. | W

.:.’: . www.dbraulibrary org.in
26311:4:13 T{GKET RETURNING

Il any of ths tickets have“beeh' withheld for overdue charge, and
if the related overdue chatge has been paid, release the related
tickets from the kept ticKels'tray and hand them over to the exit gate
along with the rcccipt\?br delivery to the member concerned.

N 26311:4:3  Casual jobs
(2 26311:4:34 RecilpT POSTING
For ovcky receipt prepared, enter the receipt number and the
date ofidelicction in the overdue register against the appropriate
ilc;mféﬁch as overdue charge, freight, duplicate ticket fee, special
depetil, subscription, etc.
\V
26311:4:4 Daily jobs
263131:4:46 Dues COLLECTION FORWARDING
Al the appointed hour of the day, total the collcction from the
time the collection was last forwarded to the cashier, with the
aid of the counterfoils in the receipt book. If the Conscience Box
Meihod of collecting overdue charges is used, the amount in the
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Conscicnce Box will be added once in a week (o the cash to be sant
to the Central Gffice by the Accounts Section in accordance with the
routine described in Section 3734:56. Verify the cash and transmit
the amount to the cashier with the reccipt book having noted
the amount on the back of the last filled up counterfoil. When
the receipt book comes back, examinc if the cashicr has put his
initials with date on the back of the last countorfoil as a token
of his having received the correct amount, ~
20311:4:7  Quarterly jobs ,\:\
26311:4:71 Dues LisT PREPARING O

Ounce in a quarter, preparc an alphabetical list of At ihe out-

standing dues. Get it verified by another member of Lhe Section.
o\
26311:4:75 DUES REMINDINGNY

Prepare a demand letter for each memberwhose name appears
in the quarterly dues list. 7f the dues argonly old arrears, instead
of preparing a demand letter, it is enengh if a reminder letter is
prepared. After these letters have lqeen" checked with the quarterly
dues list, send them %Y‘f}fébm{’ﬁ‘f}’éy SF8HR librarian. When they
come back from the librarian, a,nd tf they are in order, despatch them.

H the amount due is very &maﬁ say less than 25nP, or if it is recent
dues, ot if the member is dite Who frequents the library, the demand
leiter need not be posted,/but may be kept at the entrance gate and
handed over to theyneémber concerned, when he calls at the library.

A 2632 Resources
R
§ 263231 RETURNED VOLUMES

_(3¥263231:4  Counter Worn-out Volumes Work
Y% 263231:4:3  Casual jobs
4 sual jobs
263231:4:31 RETURNED VOLUMES SORTING
From time to time, examine the condition of the volumes returned
at the counter either by the members or their agents at the entrance
gate or by the users at the exit gate. Sort them into different

groups in accordance with the soundness of their condition as
follows ;

318



CIRCULATION SECTION 263231:5:33

Those that are sound and may be sent to the shelf ;

Thoss that require immediate minor mending ;

Thosc that require more careful mending by the Mainienance
Section ; and

Those that require rebmdmg

b =

th

263231 :4:32 MinNOoR MENDING
In the case of ihe volumes that require immediate minor mending;,
such as fixing a loose sheet or plate, carry out the necessary mending
and place them.in the group of sound volumes. )

'\
N

263231:4:4 Daily jobs

263231:4:48 ‘WoRN-OUT VOLUMES FORWAR‘DING
Towards the end of the day, before the member} of the Mainte-
nance Section go home, transmit to that Sedon all the volumes
that require either rebinding or prolongcd sanending by the Main-

tenance Section itseif. A

X )

263231:5 Counter Recondztzonmg Work

The different jobs of counter “veconditiofiyy’ - Wude | drearp obg.in
domne as pick-up work at odd thoments. The Circulation Section
should never engage itself il these jobs when a reader requires
attention. At the same,,t{me, it is a maiter of experience that the
Circulation Seotiony ddes have many odd moments when it does
not have to attendito rcaders. Hence, it should be a matter of honour
for the Clrculaﬁoﬁ Seciion to complete all the jobs of Counter
Reconditionifip Work themselves and not pass them on to other
Sections qli\the pretext of their not having sufficient leisure to
attend ‘vq them,

AV 263231:5:3 Casual jobs
O 263231:5:33 TAGGING .

If any of the volumes in the group of sound volumes has lost
or damaged its tag, apply a new tag and write down the call number
on the tag in ink, the call number and the book number being
written in different lines one below the other. Prudence will require
that these numbers should be written at the centre of the tag, leaving
the maximum possible nrargin all round so that later corrections

may be carried out in that tag itself.
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263231:5:34 BooK CARDING
If the book ticket of any of the velumes is worn out, prepare
a fresh book iicket. After the new book ticket is verified with
the old book ticket or with the book itself by some other member
of the Section, insert the new book ticket in the book pocket and
destroy the worn-out one,

263231:5:36 DATE LABELLING ~

If the pocket in the date [abel in any of the volumes is worn oul'er
if the date lubel has been completely filled up, paste anothgrndate
label over the old one. The pasting is to be done only zﬂzbng’ the
left hand edge of the date label. If the oid date label dsgmaller in
size than the new date label, the new date label is to be cut to the
same size. \

Somctimes it may happen that a volume presented by a member
is without a date labcl. In such a case, the p&sumptwn is that the
volume is not to be lent out. “

Afier the date label is pasted, writg dd%m the accession number
and the cail number of the book inlthe appropriate places on the
new date label. ww.dbraulibPary org.in

It is a moot point whether bhe old date label is to be retained or
torn away. The practice in the Madras University Library is to
retain the old date labegs‘smce they give a full picture of the extent
to which the volume\has been borrowed.

263231:8¢C “Returned Volumes Forwarding Work
o
\“ 263231:8:3 . Casual jobs
N 263231:8:31  SOUND VOUUMFES SORTING

Astspon as the number of volumes accumulated in the group
Qf‘ s‘ound volumes grows to a suitable extent, sort the volumes
\accordmcf to their respective locations. For example, the following

groups may be recognised :

3 Loose numbers of periodicals ;

6 Books kept in the counter collection ;

7 Reference books kept in the reading room collection ;
81 Books kept in the ¢losed acecess collections ; and
82  Other volumes.
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263231:8:38 SoUND VOLUMES FORWARDING

As soon as the sorting of the sound volumes is over, retain the
volumes of the counter sequence in the counter itself and send
away all the other volumes to their appropriate places. The loose
numbers of periodicals are to be sent to the person in charge of
the petiodicals room. The reference books belongin g to the reading
room sequence are to be inserted in their places by a member of )
the Circulation Section. Books belonging to the closed access
collections are to be handed over personally to the head of \th@
Reference Section. All the other volumes are to be sent pa\ihe
Replacing Shelf. Ao

By a replacing shelf is meant shelf space, preferably. At the very
eritrance to the stack room, where all the books igtfglided for re-
shelving by the Maintenance Section are to be keptin a classified
sequence. Another alternative is to use the window sills of the
windows facing the several gangways as,flp " Replacing Shelf,
Each window sill is to receive the books it the subjects accom-
modated in the book racks in the crds$ gangway facing it. Of
course, the windox_v sills should',‘b‘é lined‘\!\‘g{‘t’}_ld t;%l?%f_argl;%g
Reference Section is to take charge of these volumes as and
when they are transmitted by the Circulation Section and insert
thern in the proper classified sequence in the Replacing Shelf. As
readers come into the stack ‘room, the Reference Section should
invite the attention Q‘\‘tﬁe readers to the books lying in the
Replacing Shelf. X\

In the Madrag.\Uﬁiversity Library, the books in the Replacing
Shelf are sent.fo their normal places by the Maintenance Section
between 11,48 and 12 noon each day. At all other hours, the
books thsa%a’re accumulaied there arc given full chance to be taken
away byreaders. Thus, the most popular books frequently go back
ﬁ;gm’*ﬂie Replacing Shelf to the readers. As a result of this, the
am gunt of reshelving work of the Maintenance Section is somewhat
reduced.

in

o

263233 Books oF THE COUNTER COLLECTION

263233:1 Immediate job
203233:11 CounTer COLLECTION ISSUING
Books ia the Counter Colleciion are usually in great demand.
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263233:11 LIBRARY ADMINISTRATION

Hence, to fulfil the Second Law of Library Science in the form
* Books for alf”’, it is desirable that the Circulation Section regulates
their use by a carefully thought-out scheme of rationing, such
as giving only one volume at a time, fixing a time limit for use
and so on. All rationing is bound to give vise to bitterness and
complaint, unless tactfully managed. Hencc, it is desirable that
a sincere appeal should be made to the civic sense of the users
and every attempt should be made to regulate the use with gie
consent of all concerned. A

{ o

Texr Book COLLECTION \ O

Tn a University or College or School Library, instead af Counter
Collection, a Text Book Collection of several \OQI(ITCS should be
maintained, without open access, in a special*Fedt Book Reading
Room. Its Time-Rationed issue should be ‘gpeérated at its own
counter. It is desirable to inform each rgader, when his turn will
come for the book bespoken by him. ()

26323 4o BESRQKEN  ROOKS
263234:1 Bespeaking Cards Disposal Work

263234:1:4 Daily jobs
263234941 BrsPEAKING CARDS PICKING

Towazds the eidhof the day but in good time to catch the last
mail of the dayg for each of the volumes added in the course of
the day to thB\Bcspokcn Books Collection {viz the zeroth collection),
pick ou\ he Telated appropriate bespeaking card from the Bespeak-
ing Car?is Tray. If there be two or more bespeaking cards for the
same volume the card presented earliest as indicated by the date

"stamp, bare or amplified, in it, is to be picked out and a red slip

\IS to be placed with the Book Ticket of the book. When the book

is issucd, this red slip will be attached to the Coupled Book Ticket
and Reader’s Ticket.

Remember, however, that preference should be given to such
bespeaking cards as have asked the volumes only for consultation
purposes.

Tally the volume with the entries in the bespeaking card.
If it is alright, place the volume back in its original place in the
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CIRCULATION SECTION 263234:8

Bespoken Volumes Collection and place the bespeaking card in the
Transmissicn Box.

263234:1:43 BEeSPRARING CARDS FORWARDING

After all the bespeaking cards of the day have been thus picked
out and placed in the Transmission Box, put your dated initials
just beneath the word ** librarian > in each card in token of your
having taken up the responsibility in the matter. Get the signature\
of the librarian. After the Transmission Box comes back fropi\the
librarian, despatch the bespeaking cards. 2N N

263234:8  Bespoken Books Collection Woyk

The following practice is followed in the Madrad University
Library In maintaining the Bespoken Books Coflcetion -

The bespoken books are to be kept arra g{:d near the enfrance
galc in five colleotions, viz: \\ !

0 Zeroth collection consisting of the books whose bespeaking
Ca_'rds have IIF)I yet bEE?n .f‘Ol‘\’\-’.'fl.t{]',ed : ww . dbraulibrary.org.in

1 First collection consistingaf the books whase bespeaking
cards werce forwarded amtthe duy ;

2 Sccond collection comsisting of the books whose bespeaking
cards were forwarded one day earlier ;

3 Third collectio(\c’ohsisting of the books whose bespeaking
cards werc fopwardcd two days earlier ; and _

4  Fourth cp\llcction consisting of books whose bespeaking
cards \5@;& forwarded threc days earlier.

&

The baoks in each of the collections are to be kept in the scquence
of thci,fcall numbers. The collections are to be separated by guides.
Q;g‘t;ﬁde is just a strip of card board 6 inches by 2 inches, with the
Collection Numbes written prominently at both ends. As soon as
the bespeaking cards arc forwarded to the librarian, release 2!l the
books behind the Collection Guide numbered 4. Examine if they
have been bespoken by others, and if so, transfer them to the Zeroth
Collection to be newly formed thercafter. If they have not been
bespoken by others, place them in the Temporary Replacing Table.
Then, shift the Collection Guides in the appropriate manner, ie
shift guide ‘4’ to the place of guide ‘3’ ; guide 3’ to the place of
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2632348 LIBRARY ADMINISTRATICON

“guide 2* 3 guide "2’ to the place of guide ‘I’ ; guide *1” to the place
of guide ‘0’ and place guide ‘0" so as to cover the books, whose
bespeaking cards arc to be forwarded on the next day.

263234:8:4  Daily jobs
263234:8:41 BESPOKEN BOOKS RELEASING
As stated above, as soon as the bespeaking cards ol the day
are sent {o the librarian for signature, release the bespoken books
in the Fourth Collection and deal with them in the manner sugge$ted
above. (\
O
2063234:8:46 BESPOKEN GUIDE CHANGING ';
After the books of the Fourth Collection are ,released change
the bespoken guides in the manner indicated abb\\e

26324 LosT OR DAMAGED“BOOKS
R
26324:4  Special DepositReceiving Work
The jobs of the Special Deposit\Receiving Work will have to
be donc as Immedidt® T élﬁ“f?é’?éytﬁ‘égd“u concerned is on the
spot and desires to have thesquéstion settled immediately. Other-
wise, they are best done on a daily basis.

o\
¢ 26324:4:4  Daily jobs
20324%4:41 SPECIAL DrprosiT ESTIMATING

Occasionally: \“LL “happens that a reader loses a volume of the
library or damages it. It is obvious that in the former casc he
should be~asked to supply the library with a fresh copy. In the
latter c&s\\m the trealment to be given will depend upon the extent
of dﬁmage The volume may cither be repaired locally or the
damage may be so serious that the user has to be asked Lo furnish
\Iﬁe library with a fresh copy. Which of the alternative course
13 to be adopted has to be determined in consultation with the
libracvian.

If the deciston is to get a fresh copy from the user, find out the
published price of the book from the Accession Scction or from
the trade lists, as the case may be. If the book is a rare one, it
may be neccssary to estimate the current price of ihe book from
second-hand catalogues. If the decision is to have the hook repaired
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CIRCTULATION SECTION 26324:4:44

locally, get from the Binding Section the estimated cost of the
repair. In any case, make 2 liberal estimate so as to aveoid the con-
tingency of recovering excess amount from the user at a later
stage. It is always easier to refund the balance rather than recover
the excess,

26324:4:42  SpECIAL DEPOSIT CLATMING )

As soon as the estimated cost is obtained, inform the user concerﬁ-
ed in person, if he is present in the library, or by lctteg\:e\bout
the amount and ask him to pay the amount as Speciah\ Deposit
immedialely. N

a
<« 3

26324:4:44  SpeCIAL DEPOSIT COLLECTING

As soon as the user brings the Special Depogityaseceive the amount
and prepare and give him a receipt for thggmount. The amount
i3 to be transmitted to the Finance Sec{tm\ at the end of the day
along with the miscellaneous collectionsy

As soon as the Special Deposit_teckipting is over, pick out the
related coupled reader’s ticket &b’ book Q%&?EEEL%‘?FD@[“%%PE.]&
Ticket in the Lost Volumes Coﬂég%‘z’on and return the Reader’s Ticket
to the user. Il it is a case o[;ﬂamaged volume, it may happen that
the user is not a memben, In that case, simply transfer the book
card to the lost volumes sequence,

There is the quedtiai;, how long overdue charges shouid be allowed
to accrue in the gase of lost or damaged volumes ;

i O\-'en:{u:c'\chargc may be made (o accrue till the fresh copy
arrnes ;
2 :ihe levy of the overdue charge may be stopped with effect
«\ from the date on which Special Deposit is paid by the user ;
% and
"3 The levy of overdue charge may be stopped with effect from
the date on which the notice of loss is given.

PPN
)}
4

The adoption of the first alternative is rather too hard in Indian
libraries, as it often happens that a fresh copy of the book has
to be procured from foreign countries. Tt takes not less than six
weeks for the fresh copy to arrive.

A more humane alternative seems to be the adoption of the
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2632414144 LIBRARY ADMINISTRATION

second one. But there is a curious abuse of this alternative by
certain unscrupulous members. In this alternative, it is open to a
member, who wants to retain a book for a long time after the due
date, to report loss of the book, pay the Special Deposit and produce
the old copy after he no longer requires it, with the story that he
has recovered it somehow. Some members succumb to the tempta-
tion to do this, especially in the case of books of topical importance
and particularly text-books which are of great importance in cafis,
nection with cxaminations. T wonder whether this abuse may ot
be guarded against by providing that in case the user retu¢nsthe
old library copy, he should pay the overdue charge till tllé\(Iatc of
return. Of course in this case we have no means of (ﬁsﬁnguishing
genuine loss and recovery from pretended loss afd rovovery,

The third altcrnative is not desirable. Becnuse"S})ecial Deposits
are not easily forthcoming unless the overdugXcharge 1s made to
accrue uniil the date of payment of Specidh Deposit, the lbrary
has to wait indefinitcly long to get the S,pc}sfeil Deposit,

26324:4:48 MAINTENANGE\SECTION NOTIFYING
As soon as the Cir‘&’ﬁ‘iﬁ”’tloﬁ'aéféictxsllﬁyfaﬁéncf the loss or damags
of a volume, the Maintcnancaﬁéalion must be informed about it in
writing, so that it can tramsfer the related shelf register card to
the damaged and lost segquerice. Tt will be a good policy to send the
damaged copy also ‘@t‘ne custody of the Maintenance Section.

2632'4;:8'"' Special Deposit Advice Work

“\\ 26324:8:1  Imumediate jobs
26324}'8'512 PRELTMINARY MAINTENANCE SECTION ADVISING
Ag 8a0n as the special deposit for lost or damaged volume is
reckived, ascertain from the user concerned whether he himsclf
‘Rréposes to repair or replace the volume or whether he desives
the library to do it. The user should be asked to state his choice
in writing.

26324:8:18 MAINTENANCE SECTION ADVISING
As soon as the choice of the user is ascertained, inform the
Maintenance Section in writing about the further action, if any,
that that Section should take in the matter, remembering to note

326



CIRCULATION SECTION 26324:97:31

down at the bottom of the letter received rom the user an endorse-
ment showing the advice sent 1o the Maintenance Scction. The
dated initials of the hcad of the Maintenance Section should be
obtained in token of his having received the advice.

26324:97 Special Deposit Refunding Work

26324:97:1 Immediate jobs O
26324:97:18 Frestr CorPY FORWARDING A\

In case the user makes himself responsible to repair the d,qmii:gcd
volume or to supply a fresh copy of the lost or 1rrepa1mbly damaged
volume, receive the fresh volume from the user and, ﬁorWard it to
the Maintenance Section with a slip inserted 111\1k showing the
nature of the case. )

26324:97:197 SprciaLl DEPOSIT, RETUR\IING

Ascertain [rom the Maintenance bcctro} if the volume given by
the user is acceplable. Their advice §hould be got in writing. If
it Is acceptable, return to the user, the spemal dc%%lgu