


4.5 LIBRARY & INFORMATION MANAGEMENT – II
UNIT- I
Library Planning 
1.1 Library Building: Layout 
Libraries aren’t just places to store books and take Instagram photos. They are hubs of knowledge, activity and technology that can be ambitious in scale and design. To create appropriate, safe and comfortable areas for study, reading, research and even socializing, we need to know the principles of modern library design. This is also helpful for creating the best construction drawings for building a library.
Current expectations for libraries are high. Indeed, library building projects are especially complex in terms of purpose, audience, and equipment. Designers, architects and engineers are working to create striking exteriors and interiors to attract a wide variety of people. Many of these projects focus on multi-settings for engagement, and aim for adaptability as well as a strong sense of place.
Planning a Library Building 
 Plan is regarded as a projected course of action or the course of action to be done in near future. 
According to Koont’z and O’Donnell, “planning is deciding in advance what to do? How to do? 
When to do? and who is to do it?”. After that planning is a continuous process requiring constant 
reappraisal. It is not  an end in itself, but  a means to an agreed aim and objective. It involves 
selecting from alternative future course of actions for the organization as a whole and for each of its department or section. It might be evaluated and revised in the light of developing situation, that is to say, a plan is always being brought up-to-date throughout the long or medium term in which it is based. The planning for a library and information science canters arises out of a need. A library operates  in  a  complex,  dynamic,  ever-changing  and  uncertain  environment  and  as  a  social organization  it  has  to  take  care  of  increasing  government  regulation,  union  activities  and increasing community interest.  It is always a growing organization and, with passage of time, some of the libraries grow into large and complex organizations. In view of the above, sound planning is highly essential for a library. It is through planning that a manger can deal with a potential problem before it can take an ugly shape. 



The planning of the building of library and information centre can have the following 

Steps- 
a) Formation of a Committee: A planning committee should be formed in the first step.  The head of  the parent  institution,  librarian,  architect,  library consultant,  interior  designer and,  if possible, representative from the user community should also be Inclusion of the a librarian should be treated as one of the most important components in planning a library and information science centre because he / she is the best person for planning and equipping the library. She/he himself/herself should also be very conscious about his/her responsibility in planning the library and information science centre. He/She should work closely with the building committee. He/She must identify each and every factor with reference to which planning has to be made. The librarian should also consult other experienced librarians if there is any confusion as mistakes made at this stage could prove to be extremely serious. 

b)  Studying the Library Environment: The planning committee should  be  accustomed to the library. To do so, they should read the existing literature on planning a library and information centre; visit some other library and information centre, and so on to assess the existing situation. They should also try to understand the present strength and weakness of the library in the light of where it stands.


c)  Studying the Functionality of  the Parent  Organization: The committee  should study  the functionality of the parent organization, its resources and visualize  its  future  direction and be aware about the changes and the consequent effect thereof. The objective should be established\for the entire library and then for each subordinate unit i.e. department or section of a library or informatio centres then the subordinate parts of the department or section and so on. Major department objectives in turn control the objectives of the subordinate departments and so on down the line. The objectives are divided and sub divided 
into successively smaller  components  to  arrive at each department or  section of the library to meet the definite set of goals for the short as well as long period. 
A formal structure of authority should be established that is well defined and that can co-ordinate towards the attainment of the  objectives.  Proper job analysis and assignment of job should be planned in such a manner that no overlapping in duties occur. This can be achieved by establishing various departments. 

d) Identifying Information Need of the Users: Libraries and information centers are highly user oriented  and  so it  should  take  care  of  the  exact  needs  of the  user. The experienced planner immediately asks for the evidence of the extent and the nature of demand for the libraries and information centre, going to be planned. Needs of the user may be ascertained by questioning or by carrying out potential user studies. The nature and extent of local demand will have to be checked by consultation, surveys and controlled test so that all fits to the need. 

e) Identifying Facilities in the Library Building:  The building should be well equipped and must be free from dust, dirt, cobwebs and also should be water proof, theft proof and equipped with noise prevention measures, the provision of drinking water, heating and cooling machine (air conditioned), proper lighting, staircase, lift, etc.. 

f) Establishment of Plan Premises or Forecasting: Forecasting is estimating or predicting the future internal and external environment of the library and information centre. Premises refer to planning assumptions concerning the expected internal or external environment under which the plan will operate. Since planning is concerned with the objective to be attained in the future and the provision of the means for their attainment, it  is imperative that various dimensions of the future are explored and estimated. 

g) Selecting  Course  of  Action: The planners  should  search  for  and  examine  and  evaluate  the alternative course of action by weighing them in the  light of various factors involved i.e cost, time, materials, manpower, equipment, etc. The use of operation research and mathematical and computing techniques may be helpful in this regard. Out of the alternatives, a suitable course of action should be selected. 

h) Choice of the Site: Objectives of the library is the main factors on which the planning of a modern library depends. Depending upon the objectives, it may be a public, special or academic library. Choice of the site should  be  the one  conveniently accessible  to  the  community to  be served taking into consideration of the future expansion. 

i) Public Library: For public library, the site should be centrally located where everybody finds 
it convenient. This should be the place where normally public visit more often than any other 
place. Therefore, a place where they go for shopping might be found suitable. 

ii) University Library: The site should be centrally located within the campus. 

iii) College and  School Library: The  location of the library does not matter very much  if the distances are small, but if possible the library should be at the entrance path or centrally located. 

iv) Special Library: Library site in case of special library should be near the factory building or the factory canteen or staff canteen. The ground floor might be preferred for the library. 

v)  Financial  and  Cost  Consideration: Without  a  proper  source  of  finance  a  building  of information centre cannot be erected. The building should be visualized based on the present and future source of funds. Basic Principles of Library Building Design:  Some of the basic principles of library building design are mentioned below- 

a)  Functional  Design: A  library  building  should  have  functional  design  rather  than  a monumental one. There should be provision for documents, users, staff, and service areas.  There technical section, reference section, reading room, room for stack book, circulation section, etc. 

should  be  areas  for  senior  professional’s  rooms,  library staff,  seminar  room,  binding  section, reprographic  section,  digital  library  section  with  additional  areas  for  acquisition  section, 
b)  Modular  Design: In  a  modular  building,  the  only  fixed  commitments  will  be  column, stairways, elevators, toilets, etc. The outside walls along with columns instead of interior load-bearing walls will provide the vertical support. Beyond the basic elements, everything that goes into the building should be movable or subject to re-arrangement, removal with a minimum of time,  effort  and  expense  based  on  taste  of  time  or  ever-changing  need  of  the  library.  The dimensions of the building should be in multiples or submultiples of some module/column. 

c) Flexible: There should be the means of interchangeability  of  all  major stack  areas,  service areas, reading  room,  and  staff areas.  The  whole  design should  be  such  that  if  any  change  in library function takes place in future it will be possible to adjust the layout without carrying out major  structural  operations.  There should  be  no  interior  load  bearing  walls  but the  building should be able to bear the stack load anywhere. 
d) Open Access / Close Access: The availability of the number of library staff, the user demand and the type of collection are the deciding factors for a library to go for open access or closed access system. In a closed access library, the users are prohibited to enter the library, they should write their demands in some slips. The building design for open access is also considered useful for closed access system. However, vice versa is not true. But, in both the closed and the open access systems, library property counter and some other things are a must, because the users are free to enter the reading room and the periodical section in both the cases. Both the systems require that the library building should have a single entrance and one exit point for keeping a proper control on incoming and outgoing users. The whole building should be accessible from the entrance to different parts of the building by means of simple and easy to understand plan 
Requiring only a few directions or guides. Doors and windows should be protected by means of wire fabric to avoid any loss of books. 

e) Scope for  Future Growth: A library building should be planned  for  at  least next 20  years, keeping  in  view  the  rate  of  collection  development,  number  of  readers,  technology enhancements, etc. The building should be extendable to allow for future growth with minimum of disruption. There should also be adequate provision for future expansion, both horizontally and vertically. 

 Economic: The design should be such that the operation of the library can be carried out with the minimum of staff and finance. The windows should be covered with net. 

h) Secure: The building should be free from dust, dirt, and cobwebs. To deal with other vermin, the best remedy would be to have a rat proof building. The water may not enter the stack room either through ventilators and windows or due to leakage of roof. The stacking material should be fire proof. Sufficient number of fire extinguishers and fire buckets should be fixed at various strategic places  in the building. The library building should also be designed to guard against some detrimental habits of the readers, visitors and outsiders.



f)  Air-conditioning, Lighting  and  Noise: Uniform  standards  of  lighting,  heating,  cooling, ventilation, noise prevention, communications, fumigation and flooring are necessary to meet the criteria of interchangeability. The natural light should come inside the whole building throughout the day time. Outside or  background noises generally cannot  be controlled except  by  double glazing  which  involves  air  conditioning.  The  inside  noise  of  human  voice,  equipment  and mechanical device, impact of footsteps, banging of doors should be reduced by using insulating materials  and  devices,  use  of  acoustical  material  for  walls  and ceilings  in corridors,  reading rooms and work rooms. Use of proper floor coverings is also essential.

Library buildings are critical components of the library system, serving as physical spaces where library resources are stored, managed, and made available to users. Libraries have evolved significantly over the years, from traditional brick-and-mortar buildings to modern, technology-driven spaces. In this article, we’ll explore the key features and design considerations that go into building a modern library.

 Key features of modern library buildings include
1. Flexible Spaces: Modern libraries are designed to accommodate a variety of activities, from quiet study and research to group meetings and events. Flexible spaces are necessary to provide users with the freedom to choose the environment that best suits their needs.
2. Technology: Technology is a key feature of modern library buildings. Libraries now provide users with access to computers, high-speed internet, Wi-Fi, printers, and scanners. Additionally, some libraries offer virtual and augmented reality technologies, audio and video recording studios, and other innovative tools.
3. Accessibility: Modern library buildings are designed to be accessible to all users, including those with disabilities. Accessibility features may include wheelchair ramps, elevators, Braille signage, and assistive technology.
4. Community Spaces: Modern libraries often serve as community centers, providing a variety of spaces for events, meetings, and other activities. These spaces may include community rooms, performance spaces, and cafes.
5. Art and Design: Modern library buildings often feature striking and innovative design elements, incorporating art and architecture to create visually stunning and inspiring spaces. Some libraries even incorporate public art installations into their design.
6. Lighting: Proper lighting is essential for reading and studying. The library building should have adequate natural lighting, as well as artificial lighting that can be adjusted to different lighting conditions.
7. Climate control: Proper climate control is essential for preserving library resources. The library building should have temperature and humidity control systems that maintain optimal conditions for library resources.
8. Flexibility: The library building should be designed to accommodate changes in library services and technology over time. This includes flexible floor plans that can be adapted to different uses and the incorporation of movable furniture and shelving.
9. Safety and security: The library building should be designed with safety and security in mind. This includes features such as emergency exits, fire suppression systems, and security cameras.
Design considerations for library buildings

Designing a library building requires careful consideration of a range of factors that impact the usability, functionality, and appeal of the space. Some key design needs considerations for library buildings include:
1. Space Planning: Effective space planning is essential to ensure that the library meets the of its users. Designers must consider the types of activities that will take place in the library, the number of users, and the size and arrangement of library materials, such as bookshelves and displays.
2. Functionality: The library building should be designed to meet the functional needs of library users, including circulation, reference, and study areas. Additionally, it should be designed to accommodate future changes in library services and technology.
3. Lighting: Lighting is a crucial design consideration for libraries, as it impacts the user experience and the preservation of library materials. Adequate lighting levels are required to ensure that users can read and study comfortably, while careful attention must be paid to the placement of lighting fixtures to minimize damage to materials from UV rays.
4. Acoustics: Libraries require quiet spaces for study and research, so acoustics must be carefully managed to minimize noise and provide a comfortable acoustic environment. Designers must consider sound attenuation and the placement of noise-producing activities, such as group study rooms and collaboration areas.
5. Climate Control: Climate control is an essential consideration for libraries, as it impacts the preservation of library materials. Designers must ensure that the temperature and humidity are carefully controlled to prevent damage from mold, insects, and other environmental factors.
6. Technology: Technology is an essential aspect of modern libraries, so designers must consider how to integrate technology into the design of the space. This may involve providing outlets and charging stations, integrating audiovisual systems, or providing spaces for virtual and augmented reality experiences.
7. Accessibility: Libraries must be accessible to all users, regardless of physical ability. Designers must consider how to provide accessible entrances, circulation paths, and restrooms, as well as ensure that library materials are accessible to users of all abilities.
8. Sustainability: Libraries should strive to minimize their environmental impact, so sustainability is an essential design consideration. Designers must consider ways to reduce energy consumption, minimize waste, and use environmentally friendly materials.





1.2  Library Furniture: Standards and Maintenance
 Library Furniture and Design

The library furniture should be of good quality and must give the library an aesthetical and pleasant look with durability and functionality. For this, some principles of library furniture and designing are formed, which should be followed when a library plans to purchase or acquire them. 
1. Material
 The material used for the furniture should be selected on the basis of the durability, resistance to wear and tear, adaptability to different finishing techniques and the cost & beauty.
 

2. Construction
 The construction of the furniture should be as such as withstand abrasions and impact and the joints are fully tight.
3. Comfort
The furniture should be designed in such a way so that they could provide comforts to the
users.
 
4. Finishing and Colouring
 The finishing of the furniture should be surface-coated, well protected and must enhance the beauty of the articles made. Besides, the colours and the material should be combined to give attractive look which could attract the users.
 
5. Proper Proportioning
 A proper proportion allows adding the symmetry and aesthetic beauty to the furniture. This is an inherent quality in the designing of the furniture, so proper proportion should be given due weightage.
 
6. Standard Shelving
 Book shelving should be standardized so that the parts are easily interchangeable. Besides, the tables, chairs, and counter should be purchased from one firm in group to maintain uniformity.
7. Local Climate
 When the selection of the furniture is done, the attention should be given on local climate so that the local climatic factors could not damage the furniture etc.
 
8. Mobility
 The furniture should be easily and conveniently mobile.
 
9. Easy Maintenance
 The furniture should be so durable and designed that its maintenance could be done easily.
 
10. Economy
 This is the last but not the least factor to concentrate. It should be kept in mind that furniture should not only be durable and serviceable but also be economical.
 
 Major Library Furniture
 
The following are the major items that constitute the category of library furniture:
· Issue – return counter
· Book Stack / Shelves
· Book Display Rack
· Periodical Display Rack
· Catalogue Card Cabinets
· Tables and Chairs
· Newspaper Display Rack/Stand
· Dictionary Stands
1. Issue – Return Counter
 
Issue – return counter is also known as charging desk. It is the largest service desk that is usually prepared for an individual library and very seldom bought from the market. It is mainly designed keeping in view the kind of library, available space, specific functions and size of the library. But, the counter should have sufficient drawer space to accommodate all the issued documents records. Besides, it should also have sufficient shelving space for placing books which are returned by the users in library.
Nowadays, self-check in and self-checkout (automatic issue/return system) are being used. They can also be installed over the manual issue-return counter with the provision of self-check in and self-checkout requisites. Further, automatic gates can also be installed at the exit gate through which borrowers may take out the books out of the library.
 
2. Book Stack / Shelves
 
Book shelving is the most important ingredient of the library; hence, it should be given top-most consideration. Book stacks are used to shelve the books, bound volumes of periodicals, other kinds of reading materials and sometimes also the pamphlets. Each stack is made of wooden or steel (mostly of steel), and is 180 cm wide, 195 cm in height and 25- 50 cm in depth depending on whether it is single sided or double sided. A number of element racks can be joined together to create a long line. The number of shelves in a rack is usually 5 or 6 depending upon the height of the rack.
Nowadays, skeleton book racks which are the cheaper version of book stack are becoming much popular among the library community. These are generally made of steel with four slotted angle iron stands assembled with a shelf at the top and one at the bottom. However, there can be any number of shelves in flanked bay depending on the height of the rack and requirement. Its bottom shelf is generally placed at a height of 15 cm, usually with 90 cm width of the shelf and a depth of 15-45 cm that can be modified from 15 cm to 45 cm. Skeleton racks have the advantage of versatility, but they are aesthetically and functionally both poorer than regular steel library stacks.
 
3. Book Display Rack
 Book display racks are needed to display the most recently acquired books in the library for their readers. There are different types of book display racks available in the market, which can be purchased for the library. Commonly used are: Racks – Cum Bulletin Board type and Display Troughs used for books and Portable Troughs for books which are kept on a table. But the height of the book troughs should not be more than 3 feet from the floor.
 
4. Periodical Display Rack
 Periodical display racks are used for displaying recently received issues of periodicals. Libraries usually display them for attracting the users which lead to greater use of them. The methods of displaying the periodicals are determined by a number of factors, which include:
·  Types of periodicals acquired
·  Floor space available
·  Layout of the library
·  Types of users coming in the library
 
Many libraries have separate reading room where periodicals are housed and displayed, whereas in some libraries, a general reading room is offered which accommodates all types of the reading materials. However, periodical display racks may be of following types.
 
1. Pigeonhole Type
 This is the most popular type of racks for displaying the periodicals. It has two parts -one is a cupboard in the bottom and the other pigeon holes at the top. Its overall height and width are 225 cm x 180 cm; and the depth is 30 cm in the pigeon hole and 45 cm in the button cupboard section. Each element can hold 36 journals in the pigeon hole section. The back issues of the similar periodicals are stored in the cupboard section. This type of display rack is very convenient and useful in the library but it is normally single sided and the disadvantage of this kind display rack is that the journals cannot be displayed prominently.
 
.2. Step Type
 In this kind the periodicals are displayed stepwise, each step being 5 cm deep and 15 cm high. Length of the rack is usually 90 cm. There may be 4 to 5 steps and on each step 4 to 5 journals can be displayed and on a single sided rack 20-25 journals can be displayed.
 But double sided racks are not recommended as the element becomes too bulky. It is better to place two single sided racks back to back, if necessary for more journals. Journals are better displayed in this kind, but one great disadvantage is that back issues cannot be accommodated within the element. Normally, this type of racks is recommended to display the popular magazines in library.
 
3. Catalogue Card Cabinets
 Catalogue card cabinets were the most used item of any library in olden times for the library staff and the users. However, small libraries can still hold the card catalogue and use card cabinets. It is a unit of card-filing drawers intended specifically to hold library cards and equipped with holding rods. The cabinet may be of wood, steel or the newer plastic material which is finding its increased acceptance. The elements approach in a range of sizes from four drawers to as many as sixty drawers.
A cabinet can accommodate six vertical rows of drawers of 12.8 (W) x 7.8 (H) x 40 (L) cm dimension. Each tray can accommodate 1,000 cards of medium thickness. However, it is better to have modular cabinets, each having 24 or 30 drawers, than a monolithic unwieldy piece of furniture.
 
4. Tables and Chairs
 Different types of the tables with suitable drawers are required for library staff. But the tables to be used by the readers in the reading room are larger in size and without drawers. Library tables are usually made or wooden or metal or a combination of both. However, plastic make chairs and tables are also coming which are attracting the planner to use them in libraries. For simple note taking, a surface providing six square feet is normal but for use in consulting government documents, manuscript, conductor’s scores and similar materials, surface of nine to ten square feet is suggested. However, for consulting art books, atlases, and other folio’s or portfolio’s and most micro test reading equipment, a surface of 12-15 feet is required, but the height must not be more than 29 inches and the corners should be round or blunt.
 Today’s computer access is much increased, hence appropriate tables and seat adjustable chairs are needed in computer/Internet access area for the users/readers.
 
5. Newspaper Display Rack/Stand
 
These racks are used to display newspapers. Newspaper racks may be of different size depending upon the types of newspapers being subscribed in the library. But being unwieldy in size, they are difficult to handle and store.
 Besides, individual newspaper stand build of wood or the steel, for displaying a single newspaper are also bought in many of the libraries.
 
6. Dictionary Stands
 
Multivolume dictionaries and encyclopedia including such other voluminous books add the beauty of the library. Hence, especially designed small racks are bought in library for displaying them. It proves not only convenient but also provides easy handling of them for the readers.
 
 Maintenance of Library
Maintenance of an institution refers to all such functions that are required or undertaken to keep its systems, resources and facilities in good condition, at its original or designed capacity and efficiency and for intended purposes. Maintenance of a library thus, includes all such functions and activities as are essential for keeping its building, resources and facilities in good shape, fit enough for discharging library functions and services efficiently. In this Unit however, we shall confine our study to the corrective and preventive maintenance of library resources.

NEED FOR MAINTENANCE OF LIBRARY
 
 Libraries build collections to meet information needs of their members; but it is also essential and important to ensure that libraries meet their needs effectively as well as expeditiously.
 This sort of goal can be achieved provided: a) library maintains its resources arranged in a systematic manner and b) that the resources are regularly shelved in proper sequence and order which invariably gets disturbed during use. The need for and purpose of library maintenance are:
 1) To enable user-friendly access to library resources (This requires proper organization of resources into sequences and keeping resources in each sequence arranged in proper order on the shelves). 
2) To help protect and preserve library resources against damaging agents (This requires a proper system of cleaning and dusting of shelves and books on regular basis).
 3) To keep the collection in usable condition (This requires a proper system of repairing damaged items and replacing missing book cards, tags, date slips in library materials).
 4) To keep the collection relevant to users (This requires implementation of a process of weeding of out dated, out of course materials and of all such other materials as are not in accordance with the aims and objectives of the parent bodies). 
5) To ensure that the collection is kept safe and its stocks verified as per items in the accession records of the library.

BASIC FUNCTIONS OF LIBRARY MAINTENANCE

The basic function of maintenance is to ensure orderly arrangement of library resources on stacks and to undertake this function in accordance with the laws of library science in general and saving the time of the reader in particular. There two components of library maintenance activity: a) arrangement of resources and b) maintenance of shelf arrangement.

  Arrangement of Resources:

The arrangement of library resources is carried out in two stages. In the first stage library resources are organized into broad groups of publications called sequences. In the second stage, the resources in each sequence are arranged according to a selected system, into shelves.

 Sequence wise Arrangement 

The arrangement of resources into sequences broadly depends upon the category and size of library. A small library may have only two sequences, books and periodicals. The guiding principles for choosing sequence, in case of larger libraries, are the internal and external characteristics of resources. Internal characteristics are related to the content of publications, while the external are concerned with the physical features of publications. The actual adoption of sequence wise arrangement also depends upon the category of the library i.e. public, academic, or special.

 Internal Characteristics
 a) Language of subject-content, (English, Hindi, Urdu)
 b) Levels of treatment of the subject-content (Children, Adult, Neo literate, Research Scholars, etc.)
 c) Style of presentation of the subject-content (Reference books, Statistical tables, Quotations, Geographical information, Textbook, etc.) 
d) Content value (Antique or rare, due to one or other reasons).

 External Characteristics
 1) Size of the book (under size, normal book, over size).
 2) Physical condition (Brittle paper, profusely illustrated, Binding of rare quality).
 3) Quality of base materials used for recording information (papyrus, leather palm leaf, film tape).

 4) Method of transcribing information (Manuscript, Printed ). The above characteristics may be used independently or in combination, decide the number of sequences for a library collection.

Libraries also form sequences to satisfy local needs, independent of internal or external characteristics. These include: 
1) Personal Collection of an eminent person given to a library, e.g. “Sir Aushutosh Collection” at the National Library, Kolkata.
 2) Collection bringing together total library resources on a person or area where these become in themselves a subject of study, e.g. Chinese Study Collection, or NEHRUANA.
 3) Temporary sequence. Libraries may put together books on
· A  theme of a conference being organised by the parent body.
· An event of significance taking place in the library campus or in the country e.g. Non Alignment Conference, Common Wealth Games.
· a person who has been conferred with an honor of international significance e.g. Nelson Mandela.

Maintenance of Shelf Arrangements
 Maintenance of arrangements of the collection in the stacks calls upon the staff to carry out certain functions which include: 
· Shelving of books, received from technical section, or/and from circulation section, 
·  Dusting and cleaning of books as well as shelves,
·   Checking physical conditions of documents, to identify those in need of repair and/or binding, 
·  Replacement of missing essential stationary items in books, such as book card, tags, due date slip.
·  These functions are essential not only for meeting the information needs, but also for preservation of the collection. Regular dusting and cleaning wards off biological elements, a major source of damage to the library materials. Timely repair of torn pages saves books from further damage.



1.3 Library Equipment: Requirement and maintenance

A common term ‘library equipment’ that usually contains ‘library furniture and equipment’ both is used simultaneously. Library furniture usually is of made of wooden and metals, but the plastic furniture is also increasingly coming into use. If we talk about the equipment only, they can be made of metals and sometime of plastic only; but most of the time they usually consists of metals.


·  Flexibility of arrangement is desirable; build in furniture and equipment such as the exhibition cases and load desks would be avoided as these are not easily moved or expanded in future.
· Where it is possible book shelving should be standardized so that the parts easily interchangeable as furniture should also be purchased in groups of uniform size. Table, chairs, counters and desk led themselves to such treatment.
· Comfort, durability and variety should be sought especially in furniture, although the quality for durability should apply generally to equipment as well.
· Economy and ease of maintenance should be there.
· Colours and materials should be coordinated so as to provide an attractive and inviting atmosphere in harmony with the purpose of library.

 Library  Equipment :-
 
Whether the furniture and equipments are purchased readymade or being taken through the local manufactures as per the standards, the library requires following two types of the furniture and equipments.
· Movable furniture and equipment
· Fixed equipment
 Movable Furniture and Equipment
 
A wide range of items may be required depending upon the local circumstances in practice. But a suggestive list of the items under this category is given below
 
1. Items for Public Area
 These items consist of tables, chairs, shelving, counters and desks, filing cabinets and exhibition cases etc.
 2. Items for Work Rooms
These items consist of office computers, work tables, desks, chairs, shelving and charging tray and book trolley/trucks.
 3. Equipments for specialized Service
 These items may consist of audio-video tapes, photographic instruments including Xerox machine and computer assisted machines and computers themselves.
   4. Additional Items
These would depend upon the local requirement of the library.Besides, book rack, book display racks, periodical display racks, periodical racks, newspaper stands, dictionary stands, pamphlet filling cabinets, vertical filing cabinets, cabinet for maps and exhibition cases are also required in a library.
 
 Fixed Equipment
 
They are not movable and most of the time, they are build up / installed once only. Most of the fixed equipments include the following items.
 
1. Lighting
 
Proper and adequate lighting is very essential in libraries, because a poor light may strain the eyes and may causes fatigue. On the contrary, a glare light is equally strenuous. Further, direct sunlight on the books is positively harmful; however, maximum advantage should be taken of natural sunlight. But it should be judiciously complemented with artificial light and as such the glare of the sun inside the structure should be avoided.
 
· Effects of ceiling heights
· Nature of the fixture
· Relative advantages and cost of incandescent and fluorescent lighting
· Kind of lighting needed for specific area in the building.
 Above factors are related to the economics of an illumination system which is an important consideration. As a rule, the lighting must be distributed uniformly. It is also important to keep in view that stacks must be well lit so as to provide sufficient light for book shelves especially lowest as well as the highest ones.
 
2. Heating, Cooling and Ventilation
 Air – conditioning keeps the library cool during the summer and warm during the winter season. So, proper air conditioning of building must be done for heating, cooling, and ventilation. The main object of air conditioning is to keep the library reasonably cool in summer and warm in winter, but in India, air conditioning is considered as a luxury. However, the studies show that comfortable place of work increases the efficiency of the staff and also help the readers to study with concentration for a long time.
 
3. Noise Prevention
 Noise means the exceeded volume of voice, instruments and other things, which disturbs the environment of library use. Bell (2008) states that “Library as place” brought with it a new attitude towards noise in the library. He further adds that the challenge is to create a balanced environment that is hospitable to both those who want others to accept noise in the library and those who just want a quiet place for their studying. Generally, two types of noises are observed in any library:
· Outside source
· Inside source
As far as the outside noise is concerned, steps can be taken in the beginning while selecting the site far away from playground, music or recreational room and possibly to keep building in calm and quiet place of organization. But it does not mean that the library should be situated in a place out of the way and beyond the reach of readers. If not possible to keep the building in above mentioned area, then sound proof wall, windows and ceiling can be used to keep the library free of outside noise. Besides, the telephones, Xerox machine etc. should be kept away from reading area to reduce the noise in library reading premises.
4. Fumigation Chambers
Insects and fungi are common organisms which attack books frequently, particularly in humid and warm climate. Fumigation is done to avoid damage of books from them. Fumigation equipment can also be used for the processing of incoming materials and handling the manuscripts and archival documents which are likely to be infested with pest. So, fumigation equipments are to be used but they are to be placed far away from the readers and all the materials related to fumigation can be kept there to reduce the noise. As far as possible, fumigation chambers can be built on the uppermost story of the library building.
 
5. Computer & Communication Equipments
 
Communication & computer devices, passenger lift, book lifts, fire alarm system etc. may be required in a library but the efforts should be made to keep them just away from the reading areas to minimize the noise inside the library. Telephone, fax and computer assisted equipments are essential things in modern environment, but they should also be kept far away from the readers areas. Internet access can be provided in separate room or the places.

Disaster Management
ibraries are the centre of learning. They act as repositories of cultural heritage. Libraries
collect, stock, process, organize, disseminate and distribute information/ knowledge
recorded in documents. Libraries play a pivotal role in the educational process of formal
and non-formal learning, in research and development, cultural activities, spiritual realms,
recreation and entertainment. It would be no exaggeration to say that libraries act as a
cornerstone of the cultural and civilizational edifice. Modern society is heading towards
an information society in which the central instruments of change, force and direction of
change are knowledge and information. Libraries through their books, journals and other
learning materials enable the readers to partake of the wisdom and knowledge
accumulated, treasured and enshrined in documents over the centuries. Access to existing
knowledge and information is essential for research. Thus, libraries support and promote
research, thereby contributing to the development of a nation’s economy. Libraries cater
to the recreational needs of the users. Libraries act as the heart of an academic institution
supporting teaching and research. They provide an environment in which creativity is
facilitated and fostered. They help preserve the wealth of knowledge which symbolizes the
onward march of mankind on the path of progress and enlightenment from the stage of
primitivism to modernism.
Libraries and information centres are vulnerable to the whole range of disasters. No
library is entirely free from risks and disorders. Paul Eden and Graham Matthews (1996)
have defined disaster keeping the importance of library in society as, “any incident which
threatens human safety and/or damages, or threatens to damage, a library’s buildings,
collections (or item(s) therein), equipment and systems”. They also indicate that a disaster
occurs due to several natural or man-made factors-
nWater (e.g. burst pipes or heavy rains leading to flooding).
nPoor storage and environmental conditions (e.g. dampness leading to mould growth).
nInadequate security leading to break-in and theft
nBuilding deficiencies-poorly maintained buildings
Library are the center of learning. The act as repositories to cultural heritage. Libraries collect, store, process, organize, disseminate and distribute information/ knowledge recorded in documents. Libraries play a pivotal role in education process of formal or non-formal learning, in reaches and development, cultural activity, spirituals realms, recreation and entertainments. it would be no exaggeration to say that libraries act as a cornerstone of the cultural and civilization edifice. Modern society is heading towards an information society in which the central instrument of change, force and direction of change of knowledge and information. Libraries through their books, journal and other learning material enable the readers to partake o f the wisdom of knowledge accumulated, treasured and enshrined in document over the centuries. Access the exiting knowledge and information is essential for research, thereby contributing to the development of a nation’s economy. Libraries cater to the recreation need of the users .Libraries act as a heart of a academic institutions supporting teaching and research. They help preserve the wealth of knowledge which symbolized the onward march of mankind on the path of progress of enlightenment from the stage of primitivism and modernism.

Insurance in Libraries
Libraries that are independently governed have a built-in responsibility to protect the library’s assets. Good management practices should be the main goal of limiting risks and liabilities, but adding insurance coverage such as library insurance is one way to protect assets, keep service current during all situations, even emergencies, and be aware of risk management.
With all this in mind, and with a foundation built on providing a service to the public, libraries should invest in a well-rounded insurance plan and weigh their options. Here are some insurance options libraries can look into.
Question Bank
Objective and short answer type questions:
Q.1 Meaning of Library Building.
Q.2 Write the Steps Planning of Library Building.
Q.3 What is Disaster Management?
Q.4 Name of Library Equipment.
Q.5 Define Insurance in Libraries.
Q.6 Define Green Libraries.
Q.7 Discuss the Standards for library buildings.
Long answer type questions: 
Q.6 Discuss in detail the fundamental points, which you will keep in view while planning for a Library Building.
Q.7 What different kinds of library furniture and equipment are required in a University Library?  




UNIT-II

Library Budgeting and Finance
2.1 Library Budget: Concept, Importance
Concept:-
The library budget refers to the financial plan and allocation of funds that a library institution sets aside for its operations, resources, services, and programs. It is a comprehensive financial framework that outlines how much money the library expects to receive, spend, and invest within a specific period, typically annually. The library budget encompasses various categories, such as personnel costs (staff salaries and benefits), collections development (acquisition of books, e-books, journals, multimedia materials, etc.), technology infrastructure (computers, software, internet connectivity), facility maintenance, program expenses, outreach initiatives, and other essential expenditures.
A library budget is a critical tool for library administrators and staff to effectively manage and prioritize resources to meet the needs and demands of its users while staying within financial constraints. It requires careful planning, analysis, and decision-making to ensure that funds are optimally distributed to support the library’s mission and objectives and promote equitable access to information and learning opportunities for the community it serves.
Importance of Library Budget 
The importance of library budgeting are multi-faceted and revolve around effectively managing financial resources to support the library’s mission and provide valuable services to its users. 
· Predicting Future Services and Costs: Library budgeting aims to forecast its future services, associated costs, and other expenditures required to achieve its desired goals. This allows the library to plan for its resource needs in advance.
· Anticipating Financial Condition and Future Funding Needs: By projecting the library’s future financial condition and fund requirements, budgeting helps ensure that the library remains active and updated, even as demands and expenses may change over time.
· Coordinating Efforts Across Departments: The budgeting process facilitates coordination among different departments and units within the library, ensuring that their efforts align with common objectives and overall mission.
· Enhancing Operational Efficiency: Effective budgeting enhances the efficiency of various library divisions and departments by optimizing financial resources and identifying areas for improvement.
· Fixing Departmental Responsibilities: Budgeting involves assigning specific financial responsibilities to different departmental heads, promoting accountability and clear roles within the library’s organizational structure.
· Ensuring Effective Fund Control: Budgeting allows for effective control over the library’s funds, ensuring that financial resources are utilized judiciously and aligned with the library’s priorities and strategies.



2.2 Library Budgeting and Techniques
Every library, no matter how small, has to operate with a budget. In most of the libraries, the librarian and her/his senior staff prepares the budget, according to budgetary norms issued by the authorities. The budget is scrutinised, whetted, if necessary, and approved by the Library Executive Committee before it is sent to the higher authorities for its final approval and sanction. The general practice is to follow the methods and procedures of parent organisation. Being special service of comparatively limited scope some small special libraries may be exempted from preparation of detailed budget. There are a few methods of budgeting for preparing library budgets which include traditional ones practiced by many libraries and the more innovative ones that have, in recent years, found their way, into libraries. These budgetary methods are discussed in the subsequent sub-sections. 

.1 Line Item or Incremental or Historical or Object-of Expenditure Type Budgeting
 Probably the most common type of budget is the one that divides items of expenditure, line-by-line, into broad categories such as books and journals, salaries and allowances, equipment, supplies, capital expenditure, contingencies, etc. with further sub-divisions for each of these broad categories. This is the usual traditional method , which by taking into account past expenditure on each item, prepares the current budget, hence it is also called historical budgeting. The budget is prepared with a small increase of say 5 or 10 per cent for each major item of expenditure of the previous year’s allocation, assuming that all current programmes are as good and necessary and hence termed as incremental budgeting. The other name for line item budgeting is Object-of-Expenditure Type Budgeting.

2. Formula budgeting: Based on financial norms and standards (to be discussed in the next section) this method tries to relate some inputs like users served, academic programmes supported and ratio of book stock to total funds of parent body. The formulae are used for financial estimation as well as budget justification. This appears to be a broad and quick method and hence saves lot of time. But it does not account for finer variations in respect of each library and its customers and services.

.3 Programme Budgeting: This method propounded originally in Hoover Commission Report (1949) has three steps. They are: (i) statement of agency (i.e., library) objectives (ii) full consideration of alternative ways and (iii) logical selection of the best based on effectiveness and efficiency. Extended from line-item method, this method tries to answer the questions ‘what purpose the money is being spent?’ and ‘how resources have to be deployed for each programmers and more suitable for a contracting economy. Accordingly, financial plan is presented as programmer and subprogram’s built upon work units or workloads. Work units are assumed to be measurable and the work unit costs are building blocks of the programme budget.

.4 Performance Budgeting: This budgeting method is similar to programme budgeting but the emphasis shifts from programmes to performance. The expenditure is based on the performance of activities and the stress is laid upon operational efficiency. This method requires careful accumulation of quantitative data on all the activities over a period of time. Management techniques such as cost-benefit analysis are used to measure the performance and establish norms. For example, data on the number of books acquired, classified and catalogued, actual man-hours for doing the entire processing work, etc. are collected to determine manpower and materials to perform the tasks.

.5 Planning Programming Budgeting System (PPBS): This method of budgeting was first proposed by USDOD (United States Department of Defence) (1961). Two key elements of PPBS are budgeting and systems analysis. As an extension of programme budgeting, PPBS involves systems analysis, OR (Operation Research) and other cost-effectiveness processes to provide a more systematic and comprehensive comparison of costs and benefits of alterative approaches to a policy goal or programme objective. This establishes a rational basis to enable decision maker to choose between alternative programmes.

.6 Zero-Based Budgeting (ZBB): The method, developed by Peter Phyrr during early 1970s, requires thorough knowledge of the organisation, lot of time, effort and training. Having much in common with PPBS and opposite to historical budgeting, it emphasises current activities and the necessity to justify each part of the programme every year. It assumes a budget of ‘zero’ for each programme until one convinces the appropriating authority that the programme is worthwhile and deserving support at a specified level. It does not allow for incremental growth in budget. ZBB is an operating, planning and budgeting process which requires each manger to justify her/his entire budget request in detail from scratch (hence zero-base) and shifts the burden of proof to each manager to justify why s/he should spend at all. This approach requires that all activities be identified and developed as “decision packages” and systematic evaluation and ranking of these “decision packages” preferably using a computer. It does not take into account of what happened in the past but places emphasis on the current activities. Every programme and activity is spelled out in detail and the financial requirements are worked out without any reference to the past. In other words, request for financial support has to be established afresh every year. No activity, in fact, could continue simply because that activity was undertaken in the previous year. In other words, the entire budget is justified from scratch.


2.3 Library Finance : Sources of funds and Allocation
Libraries are not revenue earning institutions. Most of them are service components of academic and other institutional bodies. Hence they have a special obligation to manage their finances with great care and judiciousness. The public library service is generally free because it is supported by public funds„ either through special grants from the government or through a library cess. The importance of the provision of a continuous flow of adequate finance to libraries cannot be exaggerated. A few principles, however, are required to be kept in view, as finance is also an instrument of control and evaluation. No study of an important public activity like library services can be complete and fruitful unless it also covers financial aspects. A basic knowledge of library finance, library expenditure, budgeting and accounting is, therefore, very important for any librarian or student of library science.
 Finance management:
Financial management is not just managing cash or providing funds. It is the study of the principles and practices involved in the financial operations of an institutions, industry or state. The finance function is the task of providing funds needed for the enterprise i.e., provision of funds and their effective utilization. It deals with the problems and procedures of acquiring, distributing and effectively utilizing funds, balancing of revenue and expenditure and accounting of the entire transactions for better control and evaluation. In other words, important phases or components of financial management are:

1. Financial planning 
 2. Forecasting of receipts and disbursements
 3. Realization of funds and revenues
 4. Allocation of funds
 5. Utilization of funds
 6. Financial accounting
 7. Financial control
 8. Financial auditing 



SOURCES OF FUNDS 
 Library finance includes both the funds appropriated to a library and its expenditure. Libraries depend heavily on a continuous supply of funds for organizing their activities, programmers and services. In dealing with this, ensuring a continuous supply of funds not merely on an yearly basis but over a period of time, i.e., dime or five years is very important. Finance plays a very significant role in the organization and management of any institution, more so in the case of libraries which have to acquire and build up a collection on a continuous basis throughout the year and even longer. With the increasing costs of books and journal subscriptions, it would be impossible to plan a collection development programme, consistent with the needs of users, without an ensured supply of funds. While appropriations are made for the acquisition of books and journals, funding bodies quite often overlook or underestimate the necessity of funds for processing the acquired materials and making them available for use.

.1 Academic Libraries
a) University libraries: University libraries receive their funds, in varying degrees from two sources. They get financial support from the universities out of their own Ends and as special grants from both the University Grants Commission and the state governments. The UGC grants are mainly plan grants, whereas the state government grants are mainly non-plan grants. However, government grants are not given to the libraries directly. Library Finance and Budget Usually the government gives grants to the university and then the university allots to the library the necessary share out of be same. Grants from the University Grants Commission are mainly of three types - recurring, non-recurring, and ad hoc. 10 Few university libraries charges a fee from their student members for the use of the library. A charge or fee for library use is not made without protest from users. These days there is a growing feeling that the university should provide library services free of charge, just as it provides lecture rooms, laboratories, and other facilities free.
b) College libraries: A question often asked is “How much does it cost each year to run a good library?” The  amount will vary from college to college, depending on the nature of the curriculum, the quantity and quality of service expected, and the quality of the present collection. The total student strength in a college is another criterion to be taken into consideration while allotting funds for the library. The problems of financing the library of an established institution are very different from those of a new college. The needs of the former are confined to acquiring materials to remedy weaknesses and to keep the collection up-to-date; the latter must provide for a complete basic collection.

c) School libraries: Promoting a good library service in schools depends very much on finance. In the case of middle schools, lower fee rates for library services can be fixed as there will be less expensive books needed for students of lower classes. At present there are no fixed norms for the provision of finances to school libraries in India. The library fund of a school should preferably comprise a fee collected from pupils, and equal contribution from the management, a matching contribution from the government or local body, other gift or special grants that may at any time be received specifically for the library and donations from the public.

2.   Public Libraries:  The main sources of public library revenues are subscriptions, a library c and grants from the government and endowments. Considering the library subscription as a source of funds is widely disputed. An equally forceful opposite view is that subscription defeats the whole concept of a free public library service advocated by Ranganathan. The report of the Advisory Committee for Libraries, Government of India (1957), also supports the inadvisability of considering subscription as a source of revenue. The Advisory Committee describes such subscription libraries as "stagnating pools." Of the five States of the Indian Union which have library legislation, some, viz., Tamil Nadu, Andhra Pradesh and Karnataka, have provision for a library cess.

3.  Special Libraries: Special libraries get their funds from appropriations made by their respective parent organisations. Whenever the parent body takes up a new project or programme, which needs library and information support, adequate finances may be provided to the library to meet the special support facilities. The library is expected to ask for funds for any additional or special services which are usually examined before funds are provided for such services. In addition, ad hoc grants from governmental agencies are obtained for specific purposes. Of late, special libraries have been seriously considering the ways and means of generating part of their own resources.

2 Library Expenditure and Planning

LIBRARY EXPENDITURE PLANNING

 You now have an idea of how a library gets finances for running its services. Expenditure is the second important aspect of financial management. Library expenditure occupies the same place in the study of financial management as consumption does in the daily life of an individual. As consumption is the end of all economic activities, so also library expenditure is the end of all the financial activities of a library.

.1 Importance of Library Expenditure
 Just as you spend money on your books and studies, so do libraries spend money on books and periodicals, readers' services, references and bibliographical services, documentation and information services, etc. The objective behind all these is the supply of the right document to the right reader at the right time. The library expenditure is generally undertaken to satisfy the intellectual requirements of the readers and provide those documents which the readers in their individual capacity cannot and do not want to purchase. Besides, no individual can purchase all the literature which comes out of the printing presses of different countries, on different subjects, in various languages, and in diverse forms. The only agency which can acquire, process and make available all this literature to readers is the library. All this means spending money and more money.
.2 Nature of Library Expenditure
a) There are three major characteristics in the nature of library expenditure.
 Library is a spending institution: Libraries, unlike many government departments, are not revenue-fetching agencies. They are spending institutions, and they participate in nation-building activities. The money spent by the library is a long-term investment in human capital.

 (b)   Library is a growing organism: The library trinity of documents, readers and staff always grows. It implies that the requirements of the library will always go on increasing day by day. All this means more expenditure.

(c) Library expenditure is recurring: Libraries are not only spending and growing institutions, they are also permanent bodies. In an era of educational advancement, library services will have to maintain a continuous rhythm to cope with the academic requirements of the clientele. This means that library expenditure is recurring in nature.
.3 Principles of Library Expenditure
(a)  Principle of maximum aggregate benefit: The library exists for the service of different types of readers. Therefore as a librarian, you should be neutral, and should see that no particular individual is specially benefited by your expenditure policy. You should plan your library expenditure in such a manner that the majority of readers derive maximum benefit of library use.
(b) Principle of advance planning: Library expenditure should be planned in advance and a proper estimate should be made for different items so that adequate and balanced revenue may be allotted to different heads. Orders should be placed in advance so that the needed materials are acquired in time. The librarian should avoid last minute purchases.
(c) Principle of equitable allocation: Library funds should be equitably allocated for spending on different types of reading material covering various subject areas. For example, books on science and technology are costlier than language books. Costly reference books become out of date faster in some subject areas is others. However, in special libraries their principle may be applicable as most document has to be spent in reference and periodical literature. Normally, 70% of the publication grant is allowed for periodicals. All such factors are to be taken into consideration while spending money for library use.
(d) Principle of economy: It means that you should not spend more than the necessary amount on any item, and the expenditure should not exceed your sanctioned grant. Duplication should be avoided, because the extra amount thus saved could be better spent on purchasing new alternative titles covering additional subject areas.

  Classification of Library Expenditure: Generally speaking, money spent on buildings, costly equipment and furniture is shown against capital expenditure, and other items which occur almost throughout the year like books and periodicals, stationery and postage, binding and contingency, salaries and wages, Library Finance etc. are shown against current expenditure. However, you can classify library expenditure according to different heads, viz. 15 (a) salaries and wages, (b) binding, (c) stationery, (d) postage, (e) contingency, (f) books and periodicals, (g) furniture, (h) building, (i) equipment, and 0) publications.



 Library Auditing and Reporting

Library auditing and reporting involve assessing and evaluating the operations, resources, and services of a library to ensure efficiency, compliance, and continuous improvement. Here are some key aspects:
Audit Process:
· Internal Audit: Conducted by the library itself or an internal team to review processes, procedures, and adherence to policies. It helps identify areas for improvement.
· External Audit: Carried out by independent experts or external agencies. It provides an unbiased assessment of the library’s functioning.
Areas Covered:
· Collection Management: Evaluating the adequacy, relevance, and currency of the library’s collection (books, journals, digital resources).
· Financial Management: Assessing budget allocation, expenditure, and financial controls.
· Infrastructure and Facilities: Examining physical space, seating arrangements, technology, and security systems.
· User Services: Reviewing circulation, reference, interlibrary loan, and user satisfaction.
· Digital Resources: Auditing e-books, databases, and online subscriptions.
· Staffing and Training: Assessing staff competence, training programs, and workload.
Reporting:
· Audit Reports: Summarize findings, recommendations, and corrective actions. These reports guide decision-making and resource allocation.
· Usage Reports: Track resource utilization, user visits, and circulation statistics.
· Financial Reports: Detail budget allocation, expenses, and cost-effectiveness.
· Performance Metrics: Measure library effectiveness (e.g., response time, user satisfaction).
Benefits:
· Quality Improvement: Identifying gaps and enhancing services.
· Compliance: Ensuring adherence to policies, legal requirements, and best practices.
· Accountability: Demonstrating responsible resource management.
· Strategic Planning: Informing future initiatives and resource allocation.
.  
Question Bank
Objective and short answer type questions:
Q.1 Meaning of Library Budget.
      Q.2 Write the Budgeting Techniques.
      Q.3 Define Library Finance.
Q.4 Define Library Expenditure and Planning.
Q.5 What do mean of  Library Auditing and Reporting ?
Long answer type questions: 
          Q.6 What are the methods of estimating the budget expenditure of library?
          Q.7 What should be the attributes of expenditures of a library.
          Q.8 Discuss the various sources of finance for a library.


UNIT –III
General Office Functions and Library Extension Services

3.1 Library Records and Manuals
LIBRARY RECORDS
 
 Definition 
Records are created and captured by individuals or organizations in the course of conduct of their affairs. Most records are evidences of administrative, executive, service or work related transactions. Traditional records formats include letters, minutes, memoranda and reports, etc. The electronic record formats include spreadsheets, databases, e-mails and facsimiles. In some ways, what technology has done is to redefine traditional records formats. For example, e-mail is very similar to a letter. It is the fact that it is transmitted electronically that differentiates e-mail from letters.
Records provide information in the form of description, statistics, or routines carried out by an individual or a group working in an institution or organisation. While all records convey information, not all sources of information are necessarily records. For example, a published book or an externally provided database (online or offline) will not be a record, although information selected from it and reused in a new context may itself become a record.

Need for Records 
The records contain information that serves as evidence of functions executed and activities performed and as such they are a valuable source of knowledge as to how and why decisions are taken. Given that records are of value to any organisation, their proper creation and management is necessary to ensure current and future accountability and to support future actions. The need to properly manage records is also evidenced by the crucial role that records play when they are needed to protect the library’s interests during crisis periods and when they are required to meet official audits, investigations and reviews from outside agencies. We can understand that library needs records for a variety of reasons such as follows:
· Records are needed to document actions and decisions taken in a library and to conduct 
· Records are needed to provide consistency, continuity and productivity in the library management and administration
· Records are needed to deliver services in a consistent and equitable manner as records help to bring and maintain uniformity in the routines.
· Records are needed to support and document policy formulation and managerial decision making and to promote informed decision making.
· Records provide benchmark measures to monitor and evaluate the progress in performance, efficiency and achievements.
· Records lend support in the formation and revision of policies, programs, systems and long-term strategic plans.  
· Records lend support to various library proposals such as expansion in the building, demand for additional staff as well as to proposals for more funds for acquisitions and new service/services, etc.
· Records, in the form of a catalogue, serve as a tool for efficient access to the library resources. 
·  Records as a proof of budget utilisation to fulfill audit requirements.
·   Records of workload help in rational allocation of manpower across various departments.
·   Records as data of utilisation of services to justify library expenditure to the parent management and the society
Library Manual:
Library manual is a source of information, a constitution which lists out all departments, sections and their functions, procedures and policies within the library. It is a source that library staff will consult whenever there is any confusion about any function or procedure. Lot of efforts go into the preparation of the manual. It goes through a series of meetings with all stake holders where the procedures and functions and policies are deliberated in detail, over and again to draft the final policy. Hence, a Library Manual goes through a validation process before it is finally accepted as a policy document.

3.2 Annual Report and Library Statistics
An annual library report is a comprehensive document detailing a library’s activities, achievements, and challenges over the past year. It is an essential tool that provides stakeholders with a clear picture of the library’s performance, impact, and future goals. The report is usually compiled by the library’s management team and is presented to the library’s governing body, staff, patrons, and other interested parties.
The library’s annual report typically contains several sections that provide an overview of the library’s operations. The first section usually includes a message from the library director or head librarian outlining the library’s vision, mission, and goals. It may also highlight significant achievements and challenges over the past year.
The following section usually provides statistical information about the library’s usage, including the number of visitors, circulation of materials, and program attendance. This data provides insight into the library’s impact on the community and helps identify areas for improvement.
How to prepare an annual report for a library
Preparing an annual report for a library involves summarizing the library’s activities, achievements, and challenges over the past year. Here are the steps to prepare a yearly report for a library:
1. Review the library’s goals and objectives for the previous year: Start by reviewing the library’s goals and objectives in the prior year. This will help you identify the key areas to focus on in the annual report.
2. Gather data: Collect data on the library’s activities, including the number of visitors, books borrowed, programs offered, and any other relevant statistics. You may also want to gather feedback from library patrons through surveys or focus groups.
3. Summarize accomplishments: Highlight the library’s achievements over the past year, including any new programs or services offered, renovations or expansions, or any awards or recognition received.
4. Discuss challenges: Identify any challenges the library faced over the past year, such as budget constraints, staffing issues, or unexpected events that affected operations.
5. Outline future plans: Share the library’s plans for the upcoming year, including any new initiatives, programs, or services that will be offered.
6. Include financial information: Provide a summary of the library’s finances, including the budget, revenue, and expenses.
7. Use visual aids: Use charts, graphs, and other visual aids to help illustrate key points and data.
8. Review and edit: Once you have completed the report, review and edit it for accuracy, clarity, and grammar.
9. Publish the report: Make the annual report available to library stakeholders, including patrons, staff, and funding agencies, via the library’s website, social media, or other appropriate channels.
Purpose of the Annual library Report
The library’s annual report provides a comprehensive overview of the library’s activities, achievements, and challenges over the past year. The annual report serves as a tool for library stakeholders, including patrons, staff, and funding agencies, to understand the library’s operations, accomplishments, and financial performance.
1. Accountability: The annual report demonstrates the library’s accountability to its stakeholders, including how it has used its resources and its impact on the community.
2. Transparency: The annual report provides transparency into the library’s operations, including its finances, programming, and services.
3. Communication: The annual report serves as a communication tool to inform library stakeholders about the library’s accomplishments, challenges, and plans for the future.
4. Evaluation: The annual report provides a mechanism for the library to evaluate its performance and progress toward its goals and objectives.
5. Fundraising: The annual report can attract funding and support from donors and funding agencies by demonstrating the library’s impact and the value it provides to the community.
Library Statistics
Library Statistics is science and art which deals with collections, classification tabulation, presentation, the establishment of a relationship of data which social, economic, natural and other problem so that the pro determined aims may be achieved. Statistics means the tabulated figure, on the basis of which the growth and decline of an institution or department are judged. It is a mirror of development.
Purpose Library Statistics
Statistics is considered to be an essential mechanism in planning and implementing human areas. The Head of the Library uses Statistics for proper operation of the Library for the following purposes.
(1) To prepare the Annual Report.
(2) To assess the functionality of different departments.
(3) To constitute a new department and evaluate its service.
(4) For the amount of increase in the allocation of the amount of library and the amount of profit on employees.
(5) Usability/importance for presenting the achievement of the library to the library managers: 
The importance of statistics is as follows:
(1) It should be a mirror of the services provided by the library officers and their employees.
(2) The evaluation of works throughout the year is different.
(3) It signifies the advancement and degradation of the library.
(4) The expansion and long-term planning of the library are done using statistics only.
(5) With the help of statistics, the collection of the library and its readers are known.
(6) Statistics is the best basis for preparing annual reports.
(7) It simplifies the functions of the library.
3.3 Library Extension Services: Objectives, Need, Types
.  Library Extension Services refer to activities undertaken by libraries with the aim of reaching people who might be unaware of the library’s services and offerings.  
Here are some key aspects of library extension services:

1. User Education and Orientation:
· Many potential library members may not know how to effectively use the library. User education is crucial to inform the public about available materials and how to access information. Library staff can provide formal or informal orientation to help users navigate the library system.
2. Reading Circles and Study Circles:
· Libraries can bring together individuals with common interests through reading circles. These groups can discuss books, share insights, and foster a sense of community.
3. Friends of the Library Groups:
· Forming “Friends of the Library” groups can be beneficial. These groups assist the library through fundraising, volunteering, and advocacy. They often organize book sales and other events.
4. Reading to Illiterates:
· Public libraries can arrange reading hours for adults who cannot read. Once they become neo-literates, the library’s role shifts to ensuring they maintain their literacy skills.
· Libraries can organize public lectures, talks by experts, and cultural programs. These events not only educate but also engage the community. Related book exhibitions can complement these programs.
Library Extension Services: Objectives and Need
Library extension services play a crucial role in enhancing the functionality and reach of libraries. Here are their key objectives:
1. Broadening Access: Extension services aim to make library resources and services accessible to a wider audience. By extending beyond the physical library space, they cater to diverse user needs.
2. Community Engagement: These services foster community engagement by organizing events, workshops, and outreach programs. They connect with patrons, schools, local organizations, and other stakeholders.
3. Specialized Services: Extension services provide specialized assistance, such as literacy programs, technology training, and support for specific user groups (e.g., seniors, immigrants, or differently-abled individuals).
4. Promoting Lifelong Learning: They encourage continuous learning by offering educational resources, workshops, and skill-building opportunities.
5. Advocacy and Awareness: Extension services advocate for libraries and raise awareness about their value. They promote library services through marketing, social media, and community partnerships.

3.4 Resource sharing: Methods, Procedures and Benefits; Inter Library Loan

RESOURCE SHARING:  Meaning of Resource Sharing.
In the age of the information explosion, no library, however big or rich, can satisfy all the needs of its users due to the tremendous number of documents and information published every moment. The demands and needs of library users also change from time to time, so the library gets trouble meeting its user’s needs. The concept of resource sharing has been developed to solve the problems of information explosion.
Resource sharing in libraries refers to collaborating and exchanging materials and information to enhance access and availability for library users. It involves sharing physical items such as books, periodicals, audiovisual materials, and electronic resources like e-books and databases. Resource sharing enables libraries to extend the reach of their collections beyond their own holdings, allowing patrons to access a broader range of materials that may not be available locally. This can be achieved through various methods, including interlibrary loans cooperative purchasing, consortial borrowing, and digital delivery systems. Resource sharing is crucial in ensuring equitable access to information, particularly for users in smaller or under-resourced libraries with limited resources or specialized needs. By facilitating the sharing of resources, libraries can collectively optimize their collections, reduce duplication of materials, and provide a richer and more comprehensive library experience for their patrons.
Definitions of Resource Sharing
According to Chatterjee1 “It will not merely mean mutual sharing of information sources available in different libraries; it will mean utilizing the information sources of one library for generating services by another library”.
Sujatha, G. (1999)2, “Resource sharing is nothing but sharing library resources by certain participating libraries among themselves based on the principle of cooperation. This applies to using documents, manpower, facilities, services, building space, or equipment”.
 Methods of Resource Sharing in the Library.
Resource sharing in libraries involves various methods to expand access to materials and information. Interlibrary loans allow libraries to borrow items from other libraries on behalf of their patrons. Library consortia bring libraries together to share resources, services, and expertise. Shared collections create collective pools of materials that multiple libraries can access. Cooperative cataloging ensures consistent and efficient bibliographic records across libraries. Document delivery services enable libraries to obtain and provide access to specific documents or articles.
There are many methods of resource sharing in libraries. Some of the most common methods include:
1. Interlibrary Loan (ILL): Interlibrary loan enables libraries to borrow materials from other libraries on behalf of their patrons. If a library does not have a particular item, they can request it from another library that does. The requested item is then loaned to the patron through their local library. Interlibrary loans can include physical materials like books, DVDs, or CDs and electronic resources such as articles or e-books.
2. Library Consortia: Library consortia are collaborative groups or networks of libraries that share resources, services, and expertise. Consortia can be at the regional, national, or international level. Consortium libraries can collectively offer their patrons a broader range of resources, negotiate better deals with vendors, and collaborate on various projects and initiatives by pooling resources and coordinating efforts.
3. Shared Collections: Shared collections involve libraries joining forces to create a collective collection of materials that all participating libraries can access. This approach allows libraries to diversify their collections and offer their users a wider range of resources. Shared collections can be physical, where libraries contribute and lend items to one another, or digital, where libraries pool electronic resources for joint access.
4. Cooperative Purchasing: Cooperative purchasing involves libraries acquiring materials to build shared collections jointly. By pooling their resources, libraries can negotiate better prices, discounts, or licensing terms for purchasing books, databases, e-books, or other resources. Cooperative purchasing can be organized at the local, regional, or national level, allowing libraries to expand their collections and access resources they might not be able to afford individually.
5. Cooperative Cataloging: Cooperative cataloging involves libraries working together to create and maintain bibliographic records for materials. This collaboration ensures that resources are cataloged consistently and efficiently across libraries, reducing duplication of effort and improving access to information. Cooperative cataloging initiatives often employ shared standards, such as MARC (Machine-Readable Cataloging), to facilitate interoperability.
6. Digital Resource Sharing: With the growth of digital resources, libraries can share electronic materials more easily. Digital resource sharing involves sharing e-books, e-journals, databases, and other digital content among libraries. Libraries can participate in digital resource-sharing programs or consortia that provide access to a wide range of digital materials, ensuring that users can access diverse online resources.
7. Document Delivery: Document delivery services allow libraries to obtain and provide access to specific documents or articles unavailable in their collections. Libraries can request these materials from other libraries or document suppliers, who provide the requested documents physically or electronically. Document delivery services are beneficial for obtaining research articles, book chapters, or conference papers.
8. Resource Sharing Networks: Resource-sharing networks bring together libraries, organizations, or consortia to facilitate the exchange of resources. These networks create platforms or systems that enable libraries to share materials, information, and expertise. Libraries can join these networks to access shared catalogs, request materials, and collaborate with other members on resource-sharing initiatives.
 Benefits of Resource Sharing in the Library.
Resource sharing in libraries offers several key benefits. Firstly, it expands access to a broader range of resources for library users. Through interlibrary loans, shared collections, and access to electronic resources, patrons can access materials that may not be available in their local library, enriching their research and learning experiences. Secondly, resource sharing promotes cost efficiency by reducing duplication of materials and allowing libraries to share the costs of acquisitions. This enables libraries to optimize budgets and allocate resources to other essential services. Additionally, resource sharing fosters collaboration and networking among libraries, facilitating the exchange of expertise, best practices, and joint initiatives.
There are many benefits to resource sharing, including:
1. Increased access to information: Resource sharing allows library users to access a broader range of information sources, including books, journals, articles, and digital resources. This expanded access enables users to explore diverse perspectives, conduct comprehensive research, and enhance their knowledge base.
2. Increased access to resources: Through resource sharing, libraries can tap into the collective holdings of multiple libraries, making a broader range of resources available to their users. This ensures patrons have access to materials that may not be available in their local library, enriching their learning and research experiences.
3. Improved research: Users can conduct more in-depth and comprehensive research by accessing a broader pool of resources. They can explore various perspectives, access specialized materials, and make informed decisions based on a wider range of information sources.
4. Enhanced learning: Resource sharing facilitates access to educational materials and resources, empowering users to engage in self-directed learning. It broadens the educational opportunities available to library users, allowing them to explore new topics, deepen their understanding, and pursue personal and professional growth.
5. Increased opportunities for collaboration: Resource sharing encourages collaboration among libraries, promoting knowledge exchange, expertise sharing, and joint initiatives. Libraries can collaborate on research projects, organize events and workshops, and engage in cooperative collection development, leading to enriched collaborations and improved services for library users.
6. Reduced costs of the library: Resource sharing helps libraries reduce costs by minimizing the duplication of resources. Instead of acquiring every item individually, libraries can share resources, borrow from partner libraries, or participate in consortium purchases, resulting in significant cost savings.
7. Improved efficiency: Resource sharing optimizes library operations by streamlining resource acquisition and management processes. It eliminates the need for redundant efforts in acquiring materials that are already available in partner libraries, allowing libraries to allocate their resources more efficiently and focus on providing high-quality services to their users.
 Inter Library Loan
Interlibrary Loan (ILL) is a service offered by libraries to facilitate the borrowing and lending of materials between different library systems. The primary goal of Interlibrary Loan is to provide library patrons with access to resources that are not available in their local library’s collection. This service enables individuals to request books, articles, multimedia materials, and other items from libraries outside their network, expanding the range of materials they can access for research, study, or personal enrichment.The process typically involves a patron submitting a request for a specific item unavailable at their home library. The library staff then works to locate a library that possesses the requested item and is willing to lend it. Once a lending library is identified, the requested material is sent to the patron’s home library, where they can borrow and use it for a specified period. Interlibrary Loan is not limited to physical materials; many libraries also participate in electronic Interlibrary Loan programs, allowing patrons to access digital resources like journal articles and e-books from libraries worldwide.
 inter-library loan work
Interlibrary Loan (ILL) is a systematic process that allows libraries to share resources, enabling patrons to access materials unavailable in their local library. The process typically involves several key steps:
1. Patron Request:
· A library user identifies a specific item (book, journal article, etc.) they need for research, study, or personal use that is unavailable in their local library’s collection.
· The patron submits a request for the desired material to their library. This request may be initiated through an online platform, a dedicated ILL system, or by filling out a physical request form.
2. Library Verification:
· Library staff review the patron’s request to ensure it meets the criteria for an interlibrary loan.
· The library checks its catalogue and databases to confirm that the requested item is locally unavailable.
3. Search for Lending Library:
· If the item is unavailable in the patron’s library, the library staff searches for a lending library that owns the requested material.
· This search may involve regional library networks, national consortia, or even international networks, depending on the item’s availability.
4. Request to Lending Library:
· Once a lending library is identified, the requesting library sends a formal request for the material, providing details such as the patron’s information, the specific item requested, and any relevant citation details.
5. Lending Library Processing:
· The lending library receives the request and checks the availability of the item. If the item is available and can be lent, the lending library prepares the material for shipment.
6. Delivery to Requesting Library:
· The lending library sends the requested item to the patron’s home library through an agreed-upon delivery method, which may include physical shipment for books or electronic delivery for digital resources.
7. Patron Pickup/Access:
· Once the material arrives at the patron’s home library, the patron is notified that the requested item is available for pickup or access. For digital resources, the patron may receive instructions on how to access the material online.
8. Loan Period and Return:
· The patron is typically allowed to borrow the interlibrary loaned item for a specified period, after which it must be returned to the lending library.
9. Renewal (if applicable):
· In some cases, patrons may request a renewal of the loan period if they need the material for an extended period. However, this is subject to the lending library’s policies.
 10 Return to Lending Library:
· After the designated loan period, the patron returns the borrowed item to their home 
· Library  library, which, in turn, sends it back to the lending library.
3.5 Marketing and Publicity (Book Displays, Exhibition, Lectures, Film shows)

Library Marketing and Publicity: Best Practices focuses on some of the most visible aspects of marketing for libraries – promotion, publicity, branding and advocacy. It begins with the foundation of marketing, which is the marketing plan, taking readers through creating a plan step-by-step so that essential information is gathered before you attempt any major marketing project. The book reiterates throughout the importance of a marketing plan. This introductory chapter helps to understand what a marketing plan contains and why it is essential to have one.
It then explores different types of libraries – public, academic, special, school, etc. – in small, medium and large library settings. Coverage includes rebranding of a library service, email marketing, new library builds and remodelling, exhibition and art spaces within libraries, social media in libraries, library programming, building advocacy for your library, and designing, making and marketing libraries via videos.
The social media in libraries example discusses a public library and the 13 different social media platforms it uses as well as those it doesn’t, and why. It also discusses how these social media avenues can be used to engage with your particular library community. Social networking tools discussed include Facebook,blogs, Twitter, Pinterest,YouTube,Flickr, Instagram.
The examples from university libraries about creating promotional videos draw heavily on the expertise of students and faculty. This included having students and faculty star in their videos, and giving full creative control to students studying film-making. Engagement in these examples is very high and the success of these videos is directly attributed to the involvement of students and faculty. Other chapters also however talk about ‘buying in’ expertise in certain situations to ensure that the project is a success.
3.6 Concept of Mobile Libraries, Branch libraries.
  
MOBILE LIBRARY
A mobile library is a unique and dynamic service that directly connects books, media, and educational resources to communities through a mobile vehicle or unit. It is designed to overcome geographical, social, and economic barriers to library access, reaching individuals with limited or no access to traditional library facilities. Mobile libraries serve diverse populations, including rural communities, remote regions, schools, prisons, hospitals, senior centers, and other underserved areas. These mobile units are equipped with various library materials, and their dedicated staff travel to scheduled stops or visits, providing opportunities for people to browse, borrow, and return books and other resources. By bringing the library experience to the doorsteps of those who need it most, mobile libraries promote literacy, foster a love for reading, and ensure that knowledge is accessible to all.
 Features of Mobile Library
Mobile libraries are versatile and adaptable, designed to meet the unique needs of communities and individuals. Here are some key features commonly found in mobile libraries:
1. Mobility: The defining feature of mobile libraries is their ability to move and travel to different locations. They are typically housed in specially designed vehicles, trailers, or buses equipped with shelves, storage space, and other amenities. This mobility allows mobile libraries to reach underserved areas, remote communities, schools, and other locations where access to traditional libraries may be limited.
2. Collections and Resources: Mobile libraries offer diverse books, multimedia materials, and educational resources. These collections are carefully curated to cater to various age groups, interests, and educational needs within the community. Mobile libraries may carry fiction and non-fiction books, magazines, newspapers, audiobooks, e-books, DVDs, educational kits, and other learning materials. The selection is often tailored to the specific demographics and preferences of the communities they serve.
3. Outreach Programs: Mobile libraries go beyond lending books and offer a range of outreach programs to engage and empower the community. These programs may include storytelling sessions, reading programs, workshops, educational activities, author visits, and cultural events. Outreach programs promote literacy, foster a love for reading, and create a sense of community engagement. They often collaborate with schools, community organizations, and local institutions to deliver targeted educational initiatives.
4. Flexible Spaces: Mobile libraries are designed to provide users with a comfortable and inviting environment. The interior of the mobile unit is often configured to accommodate reading areas, study spaces, and browsing sections. The layout can be flexible, allowing for the rearrangement of furniture and shelves to accommodate different programs and activities. Some mobile libraries may have seating areas or outdoor spaces for community gatherings and events.
5. Expert Staff: Mobile libraries are staffed by trained librarians and dedicated personnel who provide guidance, assistance, and support to users. They help individuals find relevant materials, offer reading recommendations, organize programs and activities, and provide information about library services. The staff members of mobile libraries play a crucial role in building relationships with the community, fostering a love for reading, and promoting educational initiatives.
6. Customization and Adaptability: Mobile libraries can be customized to meet the specific needs of communities. The design, layout, and services can be adapted to cater to different age groups, cultural preferences, and community requirements. Mobile libraries often seek input from the community they serve, allowing for ongoing feedback and adjustments to ensure their services align with the evolving needs and aspirations of the users.
Question Bank
Objective and short answer type questions:
        Q.1. Define Library records and Manuals.
        Q.2 What is Library Annual Report? 
        Q.3 What Library Extension Services?
.       Q.4 Define Resource sharing.
        Q.5Define Inter Library Loan.
        Q.6 What do understand by Library Marketing and Publicity.
     Long answer type questions: 
         Q.6 Clarify the objectives of extension services. Discuss the methods used by modern public libraries to conduct such services.
         Q.7 What are the purpose of annual report ? Which items of information should be included in it and how we can these be presented effectively?  
          Q.8 Discuss the various sources of finance for a library



Unit – IV
Stock  verification
4.1 Stock Verification and Stock rectification: Definition need & purpose
Stock Verification is an annual verification or physical verification of any library is an essential part of the library process. Physical inspection of library materials is necessary. Which is recorded in the library register.
Therefore, annual verification means to do an actual investigation of those types of items which are mentioned in the Library Records. The practice of annual verification is often in all government departments, big business establishments as well. The library is also subject to annual verification of library material and books which are not available are rejected or if it is too useful, the action is taken to provide it again. The library's wealth is its books, magazines, and other materials. The library has a collection of books for the use of lessons. Whom they use it freely.
Need for Stock Verification in Library:
 The Need for library archive-verification has been felt for the following two reasons.
 1) Stolen textual content by readers
 2) To keep the textual contents from one place hidden by the readers for their use.
Purposes of Stock Verification
Physical stock verification is the process used to ascertain the correctness of goods (e.g., in terms of quality and quantity) in the store on a given date.
In physical stock verification, emphasis is laid on the verification of quantity by counting or weighing (or adopting any other suitable means).
The following are the main purposes of physical verification of materials lying in the stores:
· To examine the correctness of the stock records
·   To detect discrepancies, if any
· To find weaknesses, if any, and to suggest improvements
· To safeguard against staff abuses

4.2 Methods of Stock verification
Methods of Stock Verification
The following are the major methods used for Stock Verification.


1) Accession Register - This system is very simple and accessible. In this method, the Accession Register is carried to the rack.
One person speaks the Accession Number of the book on the board and another person signs the number mentioned in the Accession Register.
When all the texts are checked, then the accession number which does not have a mark (Tick) is searched and if it is not found, then that book is considered lost.
Although this method seems simple, it takes more time and labor because texts on shelve are classified as Call no. And the Entries of texts in the Accession Register. Occur in sequence.
Therefore, many pages of the Accession Register have to be reversed again and again. It also takes more time. Repeated ticking and reversal of pages also get the register dirty, which makes it difficult to test library collections. 
Only stock testing of small libraries is possible by this method.

2) By using a separate Register with accession number - Another method is adopted to take care of the errors of the above-mentioned method and to save the Accession Register, under this method separate- Accession No. on the pages of the Earth Register Verification is carried out in the same way as in the first method. 

The only difference is in this only Accession No. Books are matched only from.
The feature in this is that the register pages have the facility to move, bend, and when destroyed, a second sheet is easily created. In this, the numbers can be printed easily with a numbering machine or computer.
In this method, the same defects are found which were found in the previous method. The main flaw in them is that Accession No. There is a lot of mistake in speaking and listening again and again. Sometimes if even a little attention is diverted, there are mistakes in writing the number.

3) By sheets having numbers written or printed - In this method Accession No. on different sheets. It is printed or written by hand. In the previous two methods, only two employees could perform the work of stock verification at the same time as only one register is available for verification.

This method also takes the same amount of time as it takes to validate from the Accession Register, however, due to the different sheets, many employees can do this work simultaneously.
4) By Numerical Counting - This method is the simplest and least time-consuming method. Under this system, the number of books available on the panels is added by counting the number of books issued from the circulation department and the number of books bound by the binding or removed due to other reasons, and the number of books deposited by the readers. This is subtracted from the last number entered in the Accession Register, the remaining books are considered lost books.
The drawback of this is that the details of the book which was lost are not available, it becomes difficult to estimate what the amount of damage will be but it gives the number.
5) Stock Verification by shelf list - This is considered to be the simplest, useful, and real method. A shelf list is used in this method.
The plaque the list is used for the administrative work of the library. There is no connection with this list to the general reader. The arrangement of the panelist sheets is in the order in which the texts are arranged on the pane.
The sheet of the book which is not found is put in a Tray or taken out of Tray. Such books are searched on other library records such as the Binding Register or the Discharging Table. If not found, their list is prepared and those texts are considered lost. This system of verification is very simple and less time-consuming.

 4.3 Advantages and disadvantages of Stock verification
Advantage of Stock Verification
The following is a benefit from Stock Verification
1) The information about the stolen texts is found from the text materials stored in the Library. New texts are bought in place of stolen texts.
2) It provides information about popular texts. As a result, it helps to increase their number in the Library.
3) Library employees get to know the texts well on the occasion of collection verification. Therefore, it is convenient to provide reference service to the readers.
4) This clears up the frozen solution on the stock and reorganizes the texts.
5) Textual contents of one subject are hidden by the readers and kept with the other subject. Those course materials are kept at the appropriate place at the time of collection verification. This investigation is called Shelf Retrification. 
.6) On the occasion of Stock Verification, it is known that the texts which are getting burnt or leaving pages. Such texts are saved from being destroyed by bookbinding.
7) Texts that are uprooted by Label are re-pasted. On this occasion, the texts whose call number is erased are rewritten on Label.
8) By this, the manager also gets to know about the strength and weaknesses of the stock.
9) From the stock verification report, the manager also gets information about the efficiency of the library staff and the monitoring of the book. 
10) During this work, information is also available about some such texts which are holding unnecessary space in the library. They have the facility to withdraw from security and location.
Disadvantage / Demerit of stock verification

Stock Verification has the following drawbacks.
1) This obstructs the regular work of the Library.
2) Library gets the reader service suspended during verification, which causes them trouble.
3) According to some Librarians, this work inevitably leads to a waste of time, labor, and money.
4) In larger libraries, more staff is required to perform this work. This disrupts other necessary functions of the library.
5) Sometimes some texts are missed even by doing careful stock verification. Therefore, knowledge of the actual organization of lost texts is not available.
6) Expenditure on Stock Verification is more than the books lost, which is why its tradition is ending in developed countries.
This is the reason why stock verification is not being given importance in western countries, but in large libraries, it is very difficult. 
4.4 Causes and responsibilities of the Loss of Process
Process losses occur when a group’s collective performance falls short of what their individual abilities would suggest. Let’s delve into the causes and manifestations of process losses:
1. Poor Communication: Ineffective communication within a group can lead to misunderstandings, misinterpretations, and a breakdown in information sharing.
2. Coordination Challenges: When group members struggle to coordinate their efforts efficiently, process losses occur.
3. Social Loafing: This phenomenon arises when individuals in a group don’t exert their full effort due to a belief that their contributions won’t be recognized or valued1.
4. Groupthink: Prioritizing group harmony over critical thinking and decision-making can lead to process losses.
5. Leadership and Motivation: Inadequate leadership and insufficient motivation within a group can hinder performance.
6. Interpersonal Dynamics: Conflicts, power struggles, and personality clashes impact group dynamics.

4.5 Weeding out of book
Weeding out of Library Materials
Weeding out library materials, also known as deselection or collection evaluation, is systematically removing specific items from a library’s collection. These items may include books, periodicals, audiovisual materials, and other resources. The primary goal of weeding out is to ensure that the library’s collection remains relevant, up-to-date, and aligned with the needs and interests of its patrons.
The weeding-out process involves evaluating each item in the collection based on various criteria, such as:
· Relevance: Assessing whether the material is still pertinent to the library’s mission and the interests of its users.
· Usage: Analyzing circulation statistics and other usage metrics to determine if patrons are actively borrowing or accessing the item.
· Condition: Examining the physical condition of the material to identify items that may be damaged beyond repair or unfit for continued use.
· Currency: Verifying if the information presented in the material is still accurate and current.
· Redundancy: Identifying duplicate copies of the same title or resources superseded by newer editions or formats.
· Space considerations: Ensuring the collection is optimally organized and has sufficient space for new acquisitions and user comfort.
While weeding out library materials may involve the removal of items, it is not simply about discarding materials but rather a strategic process to enhance the overall quality and usefulness of the collection. The process should be guided by well-defined policies and the expertise of librarians to ensure that valuable and relevant materials are retained while obsolete or seldom-used items are appropriately removed. By maintaining a well-curated collection through regular weeding, libraries can better fulfill their mission of providing valuable resources and services to their community of users.

Question Bank
Objective and short answer type questions:
        Q.1. Define Stock verification.
        Q.2 What is Stock rectification? 
        Q.3 Write the Method of Stock verification.
.       Q.4 Define Weeding out of Books.
        Q.5  write responsibilities of the Loss of Process.
        
     Long answer type questions: 
         Q.6 Differentiate between Stock rectification and verification. Describe the procedure for stock verification without dislocating the services.
         Q.7 What is Stock verification? Explain its advantages and Disadvantages of stock verification.  
     



Unit –v
Preservation and Conservation
5.1 Preservation of books and non-book material: Need and Methods
Meaning of the Terms In common parlance, the words ‘Preservation’ and ‘Conservation’ are often used interchangeably to mean: the process of keeping an object safe from harm or loss, damage, destruction or decay, and maintaining it in a reasonably sound condition for present and future use. But strictly speaking, these two words have different, though interrelated and overlapping connotations. ‘Conservation’ has three aspects:
 1) Examination : To determine the nature/properties of materials and causes of deterioration and alteration.
 2) Preservation : Adoption of appropriate prophylactic and prospective measures to maintain the specimen in as good a condition as possible, and to prolong its life to whatever extent possible.
 3) Restoration : Appropriate remedial treatment of an already affected specimen
Shared Responsibility.
Preservation and conservation together constitute a responsibility, to be shared by the Archaeologist and the Musicologist on the one hand and the Archivist and the Librarian on the other. There are various types of media which have been used through centuries to store ideas and information. These media fall under the following broad categories:
 i) Media made of ‘inorganic’ substance, such as, stone, burnt clay, metal plates etc.
 ii) Media made of ‘organic’ substance, such as, palm-leaf, birch-bark, wood, cotton, animal skins, papyrus, and silk, paper etc.
 iii) Media created by modern technology, such as, cellulose material like films, vinyl recordings, polythene cassettes, digital recordings on tapes and floppies etc

Generally, writing materials composed of organic substances have the tendency to deteriorate at a pace much faster than those made of inorganic substances. Broadly speaking, specimens composed of inorganic media, created centuries ago, and which are required to be conserved for centuries to come, fall within the ambit of Archaeology and Musicology. The identification, preservation and restoration of such specimens constitute a distinct discipline. On the other hand, the responsibility concerning specimens composed of organic substances is shared by the Archivist and the Librarian, depending on the requirement of specific situations. This last point can be explained further. Most of our Libraries, even the big ones, do not have a well-equipped Archival Section nor is it considered justified in most of the cases to have one. If in such a Library there is a rare volume, which continues to be useful to the clientele, but is damaged to an extent beyond the scope of routine in house treatment, the Librarian should do well to pass it on to the Archivist for necessary treatment. The Librarian should not venture to assume the responsibility of the Archivist at the risk of causing irreversible damage to the volume by improper or inadequate treatment.

5.2 Preservation and Conservation of Rare and Archival Materials
Preservation and Conservation of Archival Materials
Archival materials, including rare documents, manuscripts, and historical records, play a crucial role in preserving our cultural heritage. Let’s delve into the significance of preservation and conservation efforts for these invaluable materials:
1. Importance of Preservation and Conservation:
· Archival materials are part of our collective cultural heritage. They hold intrinsic value and contribute to the healthy growth of society.
· Archives bear social obligations to care for and preserve records related to history, art, culture, heritage, traditions, and scientific discoveries.
· Over time, the value of rare books, manuscripts, and paintings appreciates, making their preservation essential.
2. Role of National Archives of India (NAI):
· The National Archives of India (NAI) is a premier national agency entrusted with treasuring invaluable archival records.
· NAI serves as the custodian of these records and is committed to their welfare and development.
· Its mission is to ensure that the thought content enshrined in these materials continues to inform and educate users for generations.
3. Background of NAI:
· NAI holds old records of the Government of India, its predecessor bodies, and former British Residencies in Indian princely states.
· As per the Public Records Act of 1993 and Public Record Rules of 1997, NAI safeguards these records for study and scholarly use.
4. Preservation Techniques:
· NAI employs various techniques to keep archival materials in good health:
· Climate control: Maintaining optimal temperature and humidity levels.
· Pest control: Preventing damage from insects and rodents.
· Handling guidelines: Proper handling to avoid physical wear.
· Digitization: Creating digital copies for accessibility.
· Restoration: Repairing damaged items.
5. Educating Future Generations:
· By preserving and conserving archival materials, NAI ensures that the knowledge contained within them remains accessible.
· These records continue to inspire research, education, and cultural understanding.
5.3 Threats to library Resources: Cause and Prevention
The safety and security of libraries and their resources are of utmost importance. In recent times, both public and school libraries, along with library workers, have faced various threats. These threats include incidents such as bomb threats and shootings, which have even led to the temporary closure of several public library systems1. To address these challenges, here are some key considerations:
1. Preparedness:
· Libraries should review their emergency procedures and preparations. This includes plans for communication with both internal (staff) and external (media) audiences.
· If a threat occurs, the immediate steps should involve notifying local law enforcement and library security. Additionally, filing a report with the FBI and notifying the American Library Association (ALA) at notify@ala.org is recommended.
2. Security Guidelines and Policies:
· Guidelines for Library Security: The Association of College and Research Libraries (ACRL) provides guidelines regarding security and theft in special collections. These guidelines address security measures and strategies for responding to thefts.
· ALA Guidelines for User Behavior: Libraries should regulate user behavior within the framework of the ALA Code of Ethics, the Library Bill of Rights, and relevant laws.
· Library Security Resources: The Library Leadership and Management Association (LLAMA) offers guidelines for safety and security of library buildings.
3. Intellectual Freedom and Advocacy:
· Libraries play a crucial role in promoting intellectual freedom. Advocacy efforts should emphasize the importance of maintaining access to information while ensuring safety.

Certainly! The security of library resources is of utmost importance. Let’s delve into the causes of threats and explore preventive measures:
1. Cybersecurity Threats:
· Cause: Digital vulnerabilities pose significant challenges for libraries. Cyber attacks, data breaches, and ransomware incidents have impacted libraries worldwide.
· Prevention:
· Awareness: Stay informed about cybersecurity risks and trends.
· Planning: Develop robust security policies and protocols.
2. Physical Threats:
· Cause: Factors like theft, mutilation, hiding, and disruptive acts endanger information resources in libraries.
· Prevention:
· Security Measures: Implement security protocols to prevent theft and damage.
· Staff Training: Educate library staff on handling security incidents.
3. Ransomware Attacks:
· Cause: Libraries are at higher risk due to their reliance on IT infrastructure (e.g., electronic catalogs, public Wi-Fi, computing terminals).
· Prevention:
· Regular Backups: Maintain up-to-date backups to restore data.
· Security Software: Install robust antivirus and anti-malware tools.
4. Broader Context:
· CIA Triad: Data security involves confidentiality, integrity, and accessibility.
· Public Awareness: Public awareness of digital security has increased.
5.4 Binding: Need and Types of binding material and process
Certainly! Let’s delve into the fascinating world of bookbinding. Whether you’re an aspiring author, an artist, or simply someone who appreciates the tactile experience of physical books, understanding different binding techniques is essential. Here are some popular bookbinding methods along with their advantages and disadvantages:
1. Case Binding or Sewn Binding:
· Also known as hardcover binding, this method involves connecting printed sheets with thread.
· Advantages: Very stable and durable, suitable for high-quality works like encyclopedias, bibles, and art books.
· Commonly used for softcover paperback books, magazines, and catalogs.
· Advantages: Professional-looking finish, ideal for medium-weight projects.
2. Saddle Stitch Binding:
· Also known as staple binding.
· Pros: Quick, cheap, and excellent for small booklets and magazines.
3. Spiral Binding:
· Pages are bound using a spiral coil.
· Advantages: Allows pages to lay flat when open.
4. Coptic Binding:
· Involves sewing chain link stitches along the spine, exposing the horizontal stitches fully.
· Unique Feature: Allows the book to open flat, making it great for sketchbooks and journals.
Remember, each technique has its purpose and audience. Whether you’re creating an art book, a novel, or a personal journal, choose the binding method that aligns with your vision and the intended use of your work. Happy binding. 
Question Bank
Objective and short answer type questions:

        Q .1 Define Preservation of non-book material 
        Q .2 What is Preservation in Library? 
        Q. 3 Write a note  on the Conservation .
.       Q .4 Define Threats of Library Resources .
        Q. 5Define  Binding material and process  .
     Long answer type questions: 
      Q.6 Define Preservation of book and non-book material: Explain its need and Methods:
      Q.7 What is Binding ? Write its need, Types and Binding material and process.  
     







Disaster causes a catastrophic loss of life and
property in a society which may be caused by
nature or man-made situations. It is a calamitous
occurrence which is triggered either by fury of
nature or by human folly which results into
widespread damage, destruction, ecological
disruption, loss of human life, human suffering,
deterioration of health and health services on a
scale sufficient to warrant an extraordinary
response from outside the affected community or
area to mitigate and alleviate the intensity of
sufferings of the victims. Disasters may vary from
termite to tsunami. Disasters are not uncommon
events and take many forms. Disasters can strike
anywhere, any time and play havoc with mankind,
inflicting irreparable damage to the rhythm of life,
leaving behind the trail of huge devastation and
scars of heart-rending agony, destitution and
desolation. Disasters snap the w
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ibraries are the centre of learning. They act as repositories of cultural heritage. Libraries
collect, stock, process, organize, disseminate and distribute information/ knowledge
recorded in documents. Libraries play a pivotal role in the educational process of formal
and non-formal learning, in research and development, cultural activities, spiritual realms,
recreation and entertainment. It would be no exaggeration to say that libraries act as a
cornerstone of the cultural and civilizational edifice. Modern society is heading towards
an information society in which the central instruments of change, force and direction of
change are knowledge and information. Libraries through their books, journals and other
learning materials enable the readers to partake of the wisdom and knowledge
accumulated, treasured and enshrined in documents over the centuries. Access to existing
knowledge and information is essential for research. Thus, libraries support and promote
research, thereby contributing to the development of a nation’s economy. Libraries cater
to the recreational needs of the users. Libraries act as the heart of an academic institution
supporting teaching and research. They provide an environment in which creativity is
facilitated and fostered. They help preserve the wealth of knowledge which symbolizes the
onward march of mankind on the path of progress and enlightenment from the stage of
primitivism to modernism.
Libraries and information centres are vulnerable to the whole range of disasters. No
library is entirely free from risks and disorders. Paul Eden and Graham Matthews (1996)
have defined disaster keeping the importance of library in society as, “any incident which
threatens human safety and/or damages, or threatens to damage, a library’s buildings,
collections (or item(s) therein), equipment and systems”. They also indicate that a disaster
occurs due to several natural or man-made factors-
nWater (e.g. burst pipes or heavy rains leading to flooding).
nPoor storage and environmental conditions (e.g. dampness leading to mould growth).
nInadequate security leading to break-in and theft
nBuilding deficiencies-poorly maintained buildings
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