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Libraries and their Budgets

“Libraries wmmlike ether Qeatral and Local Governmment inmstitutions
are not revenue earning. They arc spending.institutions. Equally
they are growing and their finanecial demands are incréﬁsing and
recurrings A library therefore cannot perform successfully witliout

adequate finaneial resources,

The main sources of income to a library arc:

a. Grants '

b, endowments and berefactions

c, Gifts

d. TFecs and TFines

e. Sale of publicatiens and 3crvices
A Librarian ghoundd fully understand these sources in order to exploit
them fully, But to know these clone is net emough, For these resources

have to be managed agaifist an expenditure, It is this which involves
foresight, planning snd skill and it is preeisely here we encounter
the budget,

A budget may be defined as a financial etatement of the cstimeted
revenues and expenditures of en insitution Por a definite poriod

: of time, If represents a logical, comprehensive and forwordelooking
financial programme for the coordination of the activities of the
various functional divisions of a library, As a definite fimoncial
plan, as a forecast of the means for carring the plan into effect, as
& ewrroart gaido‘,as a coet summery of operatiens, and as a historical

4 record and basie for the formulation of futurc poliey, it is an

indispensable instrument in thie hands of the Librariau,

Main stepe in preparing a budget

a, Prepare a forecast
b, Determine policy and goalsy xesearch and development
¢, Compute requirements in terms of quel.tities required to

) ' comply with the forecasts and policies, This results in

| ¥ the init;al budget. '

- " d, Review the forecast, policies and the initial budget.
Apend realistically policies or budget or both until
an acceptable budget emeryes, '

e, Pormally accept the budget. It then becomes an

excentive directive,

A good system of budgeting therefore is a two-sided affair that provides -
a, formal planning proecss lcading to :m overall goal and

to departmental objectives vithin t..at goal,
b. control reports and procedures thot enable management to

. assure that such objcctives beeome acconplished results.
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Library budget -~ There are three ways in which the Librarian can ... : -
prepare budgetary estimates =

a, Comparison with past performance
b, In accordance with the work programme

3 ¢, Using arbitrary standards and norms

It would be apparent that, because of the many variables which

are involved and the variations in the needs of different institutions,
no arbitrary standards will exactly fit a »articular library - all
factors have to be taken into consideration in determining what the

budget of a given library should be at given time,

In this process of the preparation of the budget, the use of statise
tical evidence is most important,

Accounting ~ A properly conducted system of accounting is one of the
basic prerequisites of an efficient financial administration of a
library. The main purpose of accounting is to tell the authority as
to how much amount has been spent out of the budget allocations

v under each head of expenditure and what the balances are, at a
given time, It also helps the librarian agasnst over spending, and
against misappropriation and ma.adjustments,

In order to achive efficiemey through accounting, the Library
generally maimteins the following redords:- '
1. General Invoice Register
2, Accounts Register (for each heads of expenditure)
3. lionthly statement of expenditure,

The source of funding of a library will vary according to the
country and the kind of institution, And the true measure of a
library grant lies in its ability to finance a service which meets
the needs of its users. To the librarian then, a system of effective
and realistic budgeting has many advantages -~ viz =

¥

I, To map out the objective and goal aimed at,
II. To coordinate activities and secure cooperation,
III. To check the progress towards the objective and
provide warning of danger,
IV, To show what success or failure in achievement has
occured and where standards have been maintained,:
Such systom o2 bLudgetlug wud control is to him an indidpensable tool

for effective management,
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SRI LANKA SCIENTIFIC AND TECHNICAL INFORMATION CENTRE (SLSTIC)

Sri Lanka Scientific and Technical Information Centre (SLSTIC)is a

division of the National Science

Council of Sri Lanka (NSC) which

is a statutory body established by the Government of Sri Lanka by

act of parliament No. 9 of 1968..

UNISIST National Committee - a statutory working committee appointed

by the Minister of Industries and Scientific Affairs advises NSC in

matters relating to SLSTIC.

NSC receives funds from the United Nations Development Programme
(UNDP) for the development of SLSTIC.

SLSTIC which started functioning

of information and documentation

i

in Sri Lanka.

COOPERATION

A, e o s s et 5 e

SLSTINET - Sti Lanka Scienti..c
& Technical Information Network.

SLSTIC acts as - the coordinating
centre of a national scientific
information network.50 Libraries
in Sri Lanka participate in this
Network. '

AGRINET - Agricultural Informa-
bt
tion Network.

AGRINET is a 'sub—éystem of
SLSTINET which includes about 20
Agricultural Libraries.

UNICAST = Union Catalogue of
Scientific & Technical Books.

30 Scientific Libraries partici-
pate in this project. UNICAST
helps to locate the Scientific
publications acquired since 1977
by the major Libraries in -Sri
Lanka.

in May 1977 has inaugurated a number

gservices for libraries and scientists

% UNILIST - Union List of Scientific
& Technical Periodicals.

UNILIST contains about 6000 scien~
Fi®in and rachai~sl periodical

_title, posseu by L4 l.ocdaries an
Sri Lanka. It helps to locate a
particular issue of a periodical
available in major libraries in
Sri Lanka.

% CAPS-Cooperative Acquisition Plans

SLSTIC has drawn-up a cooperative
plan for the acquisition of 7I

" major scientific abstracting
journals by 25 Libraries in Sri
Lanka.

Another CAP for the agricultural
journals is being drawn-up for
AGRINET.

DOCUMENTATION

* National Reports Depository

SLSTIC collects, organize' - and
preserve unpublished and published



reports and other scientific
documents 1issued in Sri Lanka.

SLSI - Sri Lanka Sciénce Index.

SLSI is-an index to the 1local

Scientific literature. It
records reports,  conference
documents and Newspaper and

Periodical articles issued in
Sri Lanka.

INFORMATION
EIS Environmental Information
Service.
A specialised ‘information

service is being operated by
SLSTIC for the benefit of the
scientists carring out research
- in environmental Sciences.

RERIS - Renewable Energy . Infor-

mation Service

C1eTTM overates RERIS to assist
the Scientists  engaged i
vorezrch and study on  Solar,
Winu, Ocedn theLmaL 1o Loss
energy etc. : '

SERVICES TO LIBRARIES

Photocopying

' SLSTIC .photocopying service is
available to librarics = and

scientists to procure copies of-:

scientific documents.

NTIS Produg£§

Being the National ]
Agency of the National Techni-
cal Information Service  (NTIS)
of the US Dept. of Commerce,
SLSTIC undertakes location and
‘procurement of  American and
Non-American research reports
through NTIS. ’

* Inter-Library Loans

Cooperating .

SLSTIC acts as a switching centre
for Inter-Library loans.

STEP - SLSTIC Training Education
Programmes. |

SLSTIC organizes workshops, semi-
nars etc. to train library
personnel and to educate users in

-information handling,

COORDINATION

Focal Point

SLSTIC is the  Natiomal Focal
Point for:
CRRERIS -Commcnwealth Regional
Renewable. Energy Resources

Information System.

UNISIST - Word .  Information
System for Science & Technology

NTIS - Natlonal Technical

s Cagmrs an

PUBLICATIONS

Publications Unit

SLSTIC is the publishing unit of
NSC. The following are the regu-
lar publications:

- Journal of the Nationl Science

Council.  Biannual .

- Vidurava (English,Sinhala &
Tamil) Quarterly

- UNICAST: Subject index to the
Union List of Scientific &
Technical Books. Quarterly.

- Sri Lanka Science Index. Quarterly.
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COIPUTTRS IN LISR'RIES,

Library is a store house of organized information. Efficiency
of a library largely depends on the speed at which any piece of

information is retrieved.

Computer has a high capability of storing information in an
organized manner and retrieve any information at a tremendous

srpcede

Litraries in the Developed world which are looking for methods

to improve information storage and retrieval techniques to face
the problems arisen from information explosion readily accepted

the cemputer and carefully exploited its capabilities in the

librory work.

The capabilities that are relevant to information handling in a

litrary are described below:
N

~

i« Storinz - Computer has a tremendous capakility %o siore
data. Bibliograpnic information pertairing to about
100,000 dogouments could be conveniently stored in a

readily accessible manner in a medium size computer.

iis Searching - This iz most welccme capability of a
computer in the point of view of libraries. Computer-
can quickly scan through its stored informmation to
search for s required information. A Boolean search
(combined search of two or more concepts) coull be

efficiently carried out with the help of a computler.

iiie Sorting - Filing is a time consuming work in 2
library. The computer could arrange bibliographic
data either alphabetically or numericallye. Author,
title or subject indexes therefore could be

compiled quickly using a computer,

cont'decesele



iv. Merging - In a bibliographic tool which continues
to grow, updating is one of the main groblems
to librarieses Interfiling, revisinz and weeding
out tskes subdstantial portiong of the library
staff time. Computer makes these jobs easy. Two
files could be merged at a high speed creating

a nev and updated file.

Ve Printinz - A permmanent record could be obtained
as a comnuter print-out, A print-out could be
duplicated reprographically and used io
disseminate information. Current awareness

services could be developed in this way.

vi. Report writing - Computer could produce various
reports in di’ferent formats using the same type
of information. This capability could be used

in loan administration and in acquisition.

Joovz capabilitics are appropriately employed +to improve the

\Q‘ . - 53
efficiency of various library operations. Software is compiled
to organize these operations, The activities which are computerised

in libraries are descrived below:

Cataloguing = 3ibliographic description of books
and other library materials could te stored in
the computer. The stored information could be
searched by any bibliographic element without
having %o zrepare multiple indexes to satisfy
different approaches., The Catalcgue can be
updated, searchzd and could be obtained as a hard

- copy or CCM,

Circulation = Issue records can be handled by the
computer., Cancellation of loans, reminding,
recalling, reservation and recovery could e
handled accurately and promptly using the

compuvers

con’c'd.....?;.



Indexing - Matching / sorting capabilities are
successfuly employed in automated indexing.
Title indeXing is the most common techniques
Keywords are detected and index entries are
compiled by the computer. KWIC and XiOC

indexing use these techniques,

fbstracting - This is an improvement of aultomated
indexing where a cluster of keywords in the text
is detested and absorbed as a significant

sentance to compile ~the abstracts.

SDI Service -~ Readers profiles are matched by
the computer against the inecoming information to
"list them separetely to be sent to individual

readers.

Pericdicals Control - Ore of the tedious task of
of a library is ‘controlling reriodicals,
Computer handles +this work efficiertly
by preparing renewal notices, missing,

~~
statmmtz, binding orders, exchange notices, etc.

Ordering = Ordering work could be computerized to
issue orders, acknowledgements reminders, etc.

A software could be develeped to undertake several of the above
functions as they deal with bibliographical tools based on a
.comnon structure. The ordering file could be reformatted %o

meke  the cataloguees The catalogue could be used in Circulation
svstems and SDI services, Suchan intergrated systems is called
a Data Base management systemd, These are available from

commercial software houses,

fpplication of computer in litraries differ to a large extent
from business and scientific applicationZs Hense sofiware
developed for such systems would not be suitable for lidrary

cperationse The capabilities mentioned above, particularly

con‘h'd....-/l.




the first three are most used in library software development,

1.

2.

3.

4e
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Reprography

K.D.G. Wimalaratne, B.A. (Hons) Cey; S.A. (Ho
Padua, Italy.

Asst. Director, National Archives.

The word "Reprography'" is a comprehensive term invented in recent yearé
in place of the word 'duplication" which was used to convey the same
meaning in a narrower sense. Accordingly, "Reprography' includes the
narrower 'Photography'" & covers the Corpus of processes and methods used

for both copying and duplicating documents in a complex technical process

According to the above difinition of the word "Reprographv' copying &
duplicating processes include methods using a Camera & without a camera.
The Camera process would include Microcopying forms, such as Microfilm,
Sicro-fiche, Super-fiche, Cartridges, Jackets,Com, icro-Cards &

nrints Aperture-Cards, Cassetts & Micrc-Opaques. Even a camera is .icd
in the Photostat process. The other copying processes not usiry 3 cnmeta
we lu cve clectiostatic .ovesses (UL .C. Clpiuoy, So@ ..l LU i ovl .a

addressograph etc.

Photography still remains an essential element in reprography. Althcugh
it is a wet, slow & an expensive process, no other copying process so far
divised could not reproduce its quality & versatility. Because of the
slowness & expense of Photography the need was felt for a process, which,
while approaching the photograph in quality, would be quicker & cheaper.

This was earlier provided by the photostat.

Out of the reprographic processes "Micrography' could be regarded as the

greatest reprographic process in the mecdern world. Micrographics combine
the science, the art, and the technology by which information can be '
quickly reduced to the medium of microform, stored conveniently & then
easily retrieved for reference & use. Accordingly, 'Microreprography"
is a photocopy of any object, though for our purposes usually a page of
texc,‘which,has been copied on an unusually small scale, or as we more

n
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commonly say, at ratios of reduction such aé to make reading difficult
or impossible with the unaided eye. The Microforms cover all forms of
Microimages, = may be transparent or opaque & they may be in the form
of film rolls of various widths & lengths, in the form. of strips, or in

form of sheets or cards of various sizes.

The Pioneer in the field of reprography in this country is the National
Archives which commenced its reprographic services in 1949 & specially
microfilming 1in 1967, Altﬁough microfilming was introduced to Sri Lank
in the second half. of this Century, it has a long history, when in 1839
John Benjamin Dancer, a British scientist invented the technique of
microfilming. This was commercially made use of by an American, George
Macarthy in the 1920°'s. With the commencement of the second world war
in 1942, Eastman Kodax Company popularised & developed microfilming in

the'westh

The greateét reprographic demand in manucripts repositories is for the
Microfilm. Although microfilm was used widely as a means of reproducing
documents since the second world war, its importance & use was not
realised in this country till recent fimes. iT 1a3 DUL Yel spican .
erfler deca.aa 2T 1 falcovatiey [immres or liwrarise,  Howerer,
Librarians,Documentalists & Information S:ientists have realised its

importance for storage & retrieval of knowledge to the community.

Microfilm may be defined as a transparent flexible material for the

phocographic reproduction of documents in reduced size or as a series of
photographic reproductions on this medium that may be viewed optically
and that may be used for making additional microfilm copies or enlarged
to make eye-legible prints. 'There are three main types of microfilms
in use today. VIZ; (1) the Silver-halide emulsion type, (2) Diazo cr

ozalid type & (3) the Kalvar type. The silver-halide emulsion films

consist of.a thin strip ot foll of Tetlulose acetate;-known as-the-base
containing a Coating of the light-sensitive emulsion on one side. Usua
the emulsion side of microfilm has little or no gloss, while the
non-emulsion side is very glossy. The only permanent record films,

i.e. those that have permanance are Silver-halide emulsion type.



L
VIZ; (1) Master or camera or original negative. This negative should

\ There are four classes of emulsion type microfilms according to use.

I be used only for making additional film copies. The only time it should

i be used in a microfilm reader is during the inspection process. (2) The

£E§§ter positive or Security copy. This copy is specially perpared for

use in.producing a duplicate in case the master negative is damaged or

destroyed. (3) The positive or Reference copy. This copy, usually a

second generation copy, also has the same tonal values as the originsl

text photographed. (4) The Duplicate negative copy. This copy usually

a third generation copy, has the same tonal values as the master or Camor

negative,

In 1966, Eastmun Kodax Company produced a negative microfilm from in
original negative directly, without going through the irnte¢rmediate :tame
~f 2rieparing a posizive. This development makes it sensidle to pres:rw.

the origiaal negative as a "master' security copy & use =zha direct neratd

for production of positiva prints for scholars.

The Jzalid or Jiazo :type of film consists of a thin strip of Celeulose
acetate that has a light semsitive diezo dye elther incorr <. < wi .. !
Li-D £3:2 0. Cla 4 Jil Vdd: DESe vaorl La s L7200 00 ol 7700 L ud]
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image could be. produced with a negative image.

The Kalvar film consists of a thin strip of polyester film that containg
a diazonium emulsion. With Kalvar film a negative image will also produ

a negative image.

One must not forget that Ozalid & Kalvar films are not so suitable for
use in a microfilm camera, but only for preparing film duplicates. Neit!
one nas been approved for archival permenance. Both these types are

genarally more suitable fer the production of film copies Zrom high cont

materials, such as Newspapers or line dJrawings than they are for the

reproduction Sf Archival documents.

The emulsion type of microfilms with silver-halide base are the ones sui
for reproduction'of archival materials. This type of film negatives are

fine grade with resolving power, good sensitivity & contrast. For filmi

Cont'd. .......... . b,



archival records,non-perforated (without sprocket-holes) microfilms
should be used as the use of perforated film results in the loss of 257
or more of the useful area of the film. This is so because the image on

the film must be kept in the area between the perforations or holes.

The normal size of microfilm used for copying archival materials,
newspapers & books is 35 m.m. on reels with a capacity of not more than
110 feet (33.53 metres). The m.m. measurement is the width of the film,
& the standard roll length is 100 feet (30.48 metres). But rolls are
often made shorter or 1ittie-longer. The 16 m.m. films could be used for
the p;oducfion of card indexes & some letter size materials with good
contrast between the wtitiné & the paper base. 70 m.m., & 105 m.m.
microfilms are used for the reproduction of large engineering or
architectural drawings that cannot be microfilmed‘satisfactorily on 35 a.

film.

The reduction ratio of a 35 m.m. microfilm is 12x-24x. a 16 m.m. 25x-30x
of the original document. Most of the documents & books are microfilme.
at medium reductiqn, i.e. usually between 16x-30x. Newspapers are
usually Iiimed at LiX oL 19x on 30 e e Silm, o gemmirfi-e levible
in.gis &0 be sradacted via medium magnification. 16 m.m. reels are
primarily used for record material siuch as correspondence, c.ecks &
similar information. 105 m.m. micgofilms may be used for large naps anc
plans. The roll miéro films are available not only in reel form but alsc

in cartridge & cassette, Jacket & Aperture - card forms. Microfilz

Cartridges are convenient packging for rolls of microfilm.

Microfilms on reéls, which require threading, Cartridges can be self
threading. They are well protected & not subjected to finger prints &
other possible sources of damage. The microfilm in cassettes gives

added convenience to the handling of continous rolls of microfilm. Each

cassette contains two film spools i.e. the feed & the take-up. There—
is no need tu rewind a cassette film when it is removed from the reader
Any frame may be held in viewing position for further reference at a

later time. Microfilms could be produced & cut into strips and inserted
in acetate Jackets. A Jacket is a plastic carrier with single or multip
sleeves or channels designed to accept strips of 16 m.m. or 35 m.m. filo
Jackets both protect the microfilm & also ficilitate organiiacion of

material. Images may be copied or read directly from the jacket withou!

Cont'd. ..... vee- 5
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removing film. They can be visibly titled for a quick, easy file
reference. Jackets are useful for étoring microimages of case files,
such as hospital records (case files of patients) or current personnel
records which are active & cumulative. It is also possible to take

individual microfilm images & with the aid of special machinery mount

" them on Aperture-cards orhpunch cards, which permit rapid retrieval of

PSSR SN RS

the information on them.

Apperture-Cards are available in many sizes, 31" X 7}" tab size is most
commonly used. They may contain a single image or up to eight pages-size
images on one 35 m.m. frame. A table of contents, an abstract, and

engineering drawings are available on Aperture cards. The Com recorder

converts the data stored on Computer tape directly to microfilm.

cocuments or books may be recorded & reproduced vn reel film in four
rzanized formats & styles, depending on the nature of the material &

how it i3 to be used. Some users require a microfilm system chat can
reprbduce documents within a wide range of sizes from lafze engineeriny

drawings to a small file ;afd. Some, like bank & law firms, need 21 systum

LA vam hepeuoo D IR Siens 7 tenle o8 s dacumant (a cancelled chack of a

notary deed) side hy side. Simplex = comic, Simplex - Cine, Puo & Dunlox

B U

are the formats that docuzents could be arranged »a tune microtilm.

If the arrangement of the original documents on the film is in a sequentia
order. & the text is arranged on images running parallel to the length of

the microfilm, it is called the Simplex Comic arrangement. This arrange=e

is like in a comic strip.  Most documents up to 8}" X 11"(21.2cm X

27.5 cm.) are filmed in simplex-comic format. Simplex-cine format, is

microfilm containing images in a sequential order, but the text runs
across the width of the film. The standard archival microfilming is done
by combining the two formats described above. Normally, oversized documer

& books are filmed using the Simplex-Cinc arrangement.__In both simplex

comic & Simplex-Cine arran,2ments it sometimes is the practice to film mor
than one page per frame. The facing pages of a book or document, might be

photographed together.

Cont'd. .......... O.
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The two other commonly used formats, which each use one half of the film

widch, are Duo & Duplex formats. Duo format is, microfilm containing

pages filmed in sequence on one half of the film's width with the film

‘being reversed at the end of the roll to contain subsequent pages.

Duplex format features the front & back of documents filmed side by side.

This format is ideal for filming Bank cheques where signature & endorsemer

" appear in both sides filmed simultoneous!y thereby accomodating more

frames on the film. The reductions used for both and Duplex formats

~usually range between 32 X{ & 45x.

The majority of microfilms used to-day for filming of achival documents
are black & white, although the use of colour films is increasing. The
colour film has one major -advantage over black & white film, i.e. when

colour is essential to" the understarding of the subject matcer, for

instance in reprcducing an art bobok, chart or diagram, or colour

illustrations.

Microfiche is another popular microform which literally means small

(micro) card(fiche) transparent sheet of wmicrofila containing micro
images in a grid patterﬁ. It usually contains identification informaci.
whica can ta read wiciout Bug 11l .drlen.  They ace v ildsle 1o v po.

of sizes. 1i.e. 3"X5", 4"X6", 5"X8",-etc. The most common Size is the
4"X6" fiche. The maximum number of images that can be contained on a
fiche depends upon the amount of photographic reduction: Most fiche are
filmed at 18 X to 24x;'but some are 48X. In a microfiche of 3"X5", 60-%.
frames or images could be accomodated. 78 pages of a journal would be

grouped on a microfiche of 10.5X14.7 cm.

An improved form of microfiche has been developed as ultrafiche containing
images reduced more than 90x, thus permitting thousands of images per fich

11" X 84" ultrafiche could accomodate 3200 images. Accordingly, ultrafich

- ——

offers the advantage of storing more information in less space than a

standard microfiche. A superfiche is also developed at a reduction rate
of 75x, including about 1000 pages on one fiche. While planetary camera
is used for filming roll micrororm, aicamera called a "step & repeat' is

used for microfiche.



Micro-Opaque 1s another microfilm similar ro microfiche. They are

images on opdque stock i.e. images, may be stored on both sides of the f.

They are available in 5" X 3" & 6" X 9" sizes. The duplication of

micro-opaques 1is rather expensive,
Microcard is similar to microfiche but reduced on an opaque card. It is
produced by photographic process. A micro-print, another microform is

similar to a microcard, except it is produced by a printing process.

Advantages & Disadvantages of Microforms

Advantages:
Today microforms have become very popular in reproducing books & documents
as their advahtages are much more than the disadvantages. Fach microfore
has its strengths & weaknesses for t e reproduction of Original naterial.
The economy, efficiency & the speedy retrieval of information are the
advantages of microforms to the librarians, Archivists, Documentalists &
Information Scientists. Even the user or the scholar is benefitted by
rhe advantares of these microfornme. The most vers5tile. & best suited
‘microiorm for the reproduction of archival or library matarials has Heen,
and is, at che prascnt scate of telnnoiogi-ai development 1s tne r il
microfilm. The file integrity or the ahility to retrieve & reprciuce a
document without the chance of its being lost or misfiled after use is
assured in a microfilm. Secondly, the file security or the use of microt:
to duplicate irreplaceble records as asSﬁrance against, loss or destruct-
ion of the originals is also secured. It is said that 957 of space will
be solved by storing microforms, than storing originals. Storage space
is an important. factor to an expanding library, specially in a metropolit:
where space is extremely important & expensive. As microforms could be
stored in compact stdrage, they are considered as a great space saving

device. Books & documents are produced in various sizes and as a result a
. =C nents are p ) .

librarian should or-“er various types of racks to store them. In the case
of microforms, as they are produced in standard formats, racks could be
ordered or manufactured to one uniform size. This would save space and

will be economical too.

The retrieval of information is considered less time saving in the case

of microforms than obtaining information from originals. As these

Cont'd. .......... 8.



microforms are machine-readable records where information is obtained
through a push button or other machanical device, it impresses readers
handle, rather than handling fragile, brittle or faded origiqal documer
Librarians & Archivists would certainly produce their books or document

the readers in microform, than alLowing the readers to handle valuable
originals through fear of loss or damage to them. The risk of loaning

rare & valuable books to a reader could be overcome by giving a microf
copy. Even this would prevent a library form engaging in recalling cos

A librarian could afford loosing or damaging.a positive copy of a micro
lbanéd to a reader, if the negative 1is deposited in the library. Every
librarian has experienced the rising costs of orignial books. This has
hampered the purchase of new books to the library, in order to improve
cdlléction. Today, microforms have come to-the aid of the librarian by
:. .. supplying the new books at 1/3 of the price of an original book. An ex
' could be cited as 13 volumes of the Oxfotd Dictionary could be purchase

in microform at 1/3 of the price of the original.

- The use of the microfiche is the reproduction of printed, type or other

high contrast materials such as periodical literature, pamphlets, &

1 . t
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of less cost ahan that required for conventional printing. Microiiche
is being used increasingly for the reproductiuvn of catalogs & various t
of directories both in industry & éovernment, When sections of catalog
‘for example, that have been reproduced on microfiche are revised, the
revisions are also placed cn microfiche at a lower cosﬁ, thus aveiding
the puréhase of a revised printed catalogue which would cost more. The
eye-legible titles that are prepared for a microfiche, enables the user
file them in card catalog drawers. Microforms are more easily mailed a
a lower cost than original books. It is clearly demonstrated that
newspapers, the difficult of all printed materials to preserve, store &
‘ handle have Been‘reproduced satisfactorily in microform to solve the
=t e above problems—feeed  by- the—Librarians—and—archivists

/1 Disadvantages:

'The significant advantages of microforms should not be looked upon as a
"panacea for solving all problems of records & books. The microfilming
of records has been so oversold & sold in to many wrong places that the

salsemen have often become their own worst enemies. Its capabilities



have often been honestly & dishon-stly misﬁresented. Sometines very
important cost factors have been, glossed over, treated as of no consequ-
or ignored completely. It is estimated that we could provide the space
required for a longer period of the original document, far less than cost
of microfilming & maintaining same. In this context, costs in respect of
microfilm software, hafdwave, periodic inspection, servicing &
air-conditioning should not be ignored. Accordingly, although microfor

offer the largest saving in space, their costs are alarming.

Micr&filmé & fiche are normally very durable & would last for 500 years.
At the same time, the film producers will furnish a set of specification
for film storage that will scare you. You should know that excess of
moisture will ruin the film by sweating or mold, where as a very cold or
dry atmosphere will cause the film to become bricttle. 1Ifi the fila is ke
in ; safe or vault of variable temperature, 1 slight distertion woull ~au
and ruin the film completely. [t should be remembered that perzenence .
durability of mic;ofbrms depend on the maintenance of high technical
standards during the process of production. The nature of the microfor=

material, i.e. acetate Film is a core delicate medium than papar records.

<
v

Minizim archival starage conditions for microforms are Ziltered
aiv-conditioning system which will maintaia a temperiture, betweun

‘ N , ) . n .. Lo .
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Therefore, the cost of maintaining & servicing records in microfora may

be more expensive than storing and servicing the originals.

It is argued by librarians and Archivists that retrieval of Information
from microforms is much more speedier, easy and efficient than ia :he cas
of original records. Let us Eqnsider the phyéical operation for a
moment. If you want a file or book in the original form, a record clerk
or library assistant would walk to the file drawer or the rack, take the
original & hands it to the reader. A matter of minutes as you see it.

However, 3f you want to see a microfiim, you_go to_the index, find the

number of the roll you want, go to the storage cabinet, find the film or
films & proceed to the reader w;th it, you open the Carton, take out the
can, open the can, take qut the film, thread the film on the reader &
start-looking. With 600 - 3,000 or more ffames on a roll or fiche, you

will have to find the necessary frame or frames. This operation is time

consuaing than Agoing through an original record or book. If you

Cont'd. ......... 10.



happen to experiance a power cut or a failure, you will be frustrated.
This would be the case if the blub of the reader fuses while viewing thu

film. Even viewing a microfilm in a dark room is a strain on your eyes.

In a microfilm, not more than one or two pages can be sacnned simulta-

" neously. This may be inconvenient when a reader wants to compare facts

apperaing in another page which is at the end of the film. Therefore,

it is not possible to compare two. images even on the same roll.

It is often said that the intrinsic value of an original document is
lost in the film copy. The determination of the age and genuiness of
the original document 1is not possible in the microfilm. Even the
colour writing & illustrations are not shown in the microfilm & this woul

be a disadvantage to a research worker in need of colour illustratiosns.

The necessity of using a viewing device in the micreform, would preveat

a reader from browsing or reading in a train, bus, que, or in bed. Every
Librarian & Archivist think that legality of microfilm is pretty well
established, as.actually’zo date no major case has been chjllenéed. The
Aay EPERESE “rallesges the logat vellutly i Gle Lidiolivim La cuun . o-
law, film as primary evidence will be tejected.

The Photstat 1is another process of‘reprography, using photography. It i
a large camera with a prismatic mirror attached to the lens. It takes

in a roll of silver-halide paper, onto which the copy is directly made.
It can copy dbcumentsAup to 40" X 30" but the largest print it can produc

is 24" X 18" because 18" is the width of the roll of sensitized paper,

350" long.

The:e-aré few advantages of the photostat process. As the photegraph is

taken on to paper instexd of the film, copies of same size of the original

b

eould—be- reproduced—However,—the—ability to—vary—thesize—ofthe prints.
is advantages in broducing negative, eye-legible -cop.es for research
purposes. Moreover, high quality reproductions are assured as wet chemi-
cals are used in processing. The positive copy is more legible & the tone
are reversed in obtaining ﬁositive copies. The photostat process is ideal
to obtain copies of newspapers in its original size & format. Photostat

process could be used with advantage to reproduce faded, brittle & oversiz
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archival documents. The use of ultra-violet-rays in this process is an
advantage to reproduce original material with a poor contrast. The
copyiny of Palm-leaf manuscripts could be done satisfactorily by using ¢

photostat process.

However, the modern revolution in reprography began in 1950 with the

invention of Xerox, Theremofix & other electrostatic processes of docum

reproduction. As'a result, reprography, which requifed trained & skille
personnel was takea out of them & placed in well lighted offices where
clerical personnel without any knowledge of photographic process were

making reproduction of documents.

These quick copiers produced copies of documents at a cheaper rate with
ressonable speed of copying thereby making the whole community aware

of the advantages of reprography.

The Archivists, Librarians, Documentalists & Information Scientists have
realized the importance of these copiers for reproduction of documents,

mainly for dissemination of information to readers.

The electrostatic process could be used to reproduce single sheers o
smail volumes wuich contain -aiuabie 1nformarion Lo 12searcn w Cairs ot
cheap rate. A page or part of a bodk, an article in a journal, a princes

document could be repreduced efficiently.

However, large bound volumes or files & faded documents can not be copie:
satisfactorily in quick copiers. The maximum copying area is.also limit:
to 11" X 17", Accordingly, Newspapers, engineering drawings, archtectur:
drawings, large maps & plans will not be accomodated in this type of
coniers. To describe the uses of reprography to a library, archives &
other centre engaged in storing & dissemination of knowledie, would

. —encourags-the personnel in these institutions to_plan for_the furure to

set ‘ur reprography centres in their respective institutions.

Broadly, there are seven major common uses of reprography. VIZ, repro-
graphy for (1) Security, (2) preservation, (3) Disposal, (4) Acquisi-

tion, (5) Reference, (6) Administration, and (7) Publication.
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(1)

(i)

Security
The reprography of documents for security is done to provide
insurance against the loss of valuable information in the documents

in the event that the documents themselves should be destroyed by

-flood, fire, theft, insects, war of other calamity. As éxperience

has shown, fire, theft and insects (specially Rats, white Ants and

Silver fish) are the most common enemies of documents in Sri Lanka.

The loss and damage caused by these hazards are irreplaceable. Fire¢
risks on documents are more common in business organizations than it
Archives and Libraries, as large number of people are employed u:sing
inflammable and other chemicals for productioh purposes. 'One must nc
forget the fire obutbreaks which are suspected sabotage activities
caused by empléyees-holding different political ideologies and belorn
ing to various trade union organisations. The damage éaused by

insects and loss by:theft are common occurances in archives and

libraries. Accordingly, valuable and irreplaceable documents of an

.organization should be microfilmed or Xeroxed to prevent any hazards

mentioned here. It is essential that the security copies of docume

should be stored, in a place located in a different building from th
one which rha eriginal duces-=re ara lene | |

Presecvation:

iepgzzrabny ot documents for preservation is done for two reasons;
(a) to protect records>égainst possible deterioration from use, i.e.
against ware and teér, and (b) to preserve the informational contun:
of documents against deterioration and eventual loss. The use of
‘preservation reprography' of documents is ideal for Archives and
libraries in Sri Lanka. It is essential for organisations holding
old manuscripts in their possession. Specially the Archives and lib:
ries could make good use of this technique of document reproduction.
At presént only the National Archives is engaged in this type of

preservation filming. An organisation which possesses documents

produced on poor materials, such as highly acid woodpulp, containing
a P.H. value less than 5.5 or non permaner’ quick copies. or
documents that are faded.vbrittle. charred or watersoaked should be
transferred in to microfilm. Moreover, even an individual who
possesses rare and invaluable records or books should adopt preser-
vation filming to perserve and safepuard his collection. The archive
and libraries should be compeiled to rely on preservation filming

owing to the constant use of their records and books which are
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(ii1)

accessible to scholars and the general public. The wear and

tear and the loss of original documents in archives and libraries
could be arrested only by preservation filming. The high cost of
repairing of original records cled be cut down at a fraction

of cost b} avoiding repairs on originals and filming them to be
used by the readers. Accordingly, essential repairs can then be
reserved for documents that have values or that not lend themselves
easily to microfilming, such as documents (a) that contain vary fin.
writing, (b) that are oversize, (c¢) that are in colour or (d) tl

have poor contrast between the reading matter and the paper.

Disposal or space-saving

Although, disposal or space—saving filming of records is popular

in the advanced countries, Sri lanka has not yet venturad on this
type of document reprography. According to the statistics plac :
before the 8th Internatiomnal cohgress on Archives held in Octcher
1976, only eleven countries are using disposal filming. I am sur.
that there is no organisation or institution in this count:y 2nga-
oed in or adopted disposal filmine. This is a method used s save
considerable amount of space (57 of the space requircd tc steore tne
origind.s,, and v dispuse che origindis. . Foo exa g.., Li: caiduu
Pahana Newspapers for the period 1362-1900 were transferred in to
four reels of microfilm. 1i.e. (%00 feet of film). However, the
filming of pernanently valuable records for disposal purposes

alone is rather risky and expenmsive. This type of dispdsal filming
will zttract any organisation in this country as in most instances,
they complain of lack of space to store the originals. Nevertheless
the disposal filming should be undertaken wiph extreme care, as
some of the legal problems 1involved in disposal filming are not yet

internationally solved. The legislation will have to be amended

:~-——~n———and,che_pxahlams“oi_acceptgnce of thg_feprpduced copy as equ}yalent

‘to the originals must be settled before any project is undertaken

for disposal filming. One must not forget that disposal filming
may be undertaken only for records which have little permanent value
or when legal limitations are not specified for the permanent

preservation of any series or type of records.
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(iv)

Before engaging in any disposal filming project, the following
factors should be considered. (a) the effect on reference cost,
(b) the expense of additional microfilm readers, (c) the generall
higher cost of obtéining eye-legible enlargements (on paper) from
the original records and (d) the comparative cost of maintaining
the originals.in a dipository and establishment of a microfilming
unit, its maintenance and cost of raw materiais, such as reels and

chemicals.

Acquisition

This method of document reproduction is defined as the filming of
documents in other depositories or institutions or in private
possession to supplement and streangthen ones own holdings. Acquis
tion filming is mors suitable and essertial for arcHives and lisr.
It is an ideal method for cecicnial countries to obtain the copies
of rare and valuable originals taken away by their masters at .:w
time or before gaining independence and for docuz2nts created at

the far end by the masters as a result of their administraticn of

Lo N R
N G el la - e

To thiie wow @i Japlka ~aald ohraia rars ard valu i
documents pertainiang to this country from the archives and lllvar.
of Portugal, Holland. England wno ruled this ccuutry fur neav.y =3¢

years. Moreover,copies could be obtained from the original docume

containing material on Sri Lanka lying in archives and libraries o

other foreign countries. This is an easiest and a low cost way v
obtaining records which have left our shores, where the present
owners are unwilling to parc'with them. A libfary or a documenta-
tion centre whicﬁ is newly established could adopt this metiod

to acquire the rare and valuable books and magazines held by other

.libraries and institutions here and abroad, in order to build up

-

the collection. The acquisition of copies of originals in the

format of photostat or xerox (quick copies) would serve a library,

building up its collection of bc ks and magazines, than obtaining
them on microfilms. It is because the users of libraries are more

inclined to browse or read the material in the book form. A

‘library could cut down it's cost for purchasing microfilm readers

if acquisition of documents are obtained on the format of photosta

or quick copies. Acaquisition of copies of thesis and dissertation
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(v)

(vi)

submitted to foreizn universities on Sri Lanka bv Cevlonese, whicl
are unpublished would be a valuable acquisition, if obtained on
microfilm or Xerox format, to any institution interested in deposi
such material. Even an individual could improve his own private
collection of documents by obtaining photocopies of originals whic

are difficult or expensive to purchase.

I would iike to mention that, the flooding of the market, of

sophisticated document reprographic mechines which copies on plain
paper,'havé_even threatened the copyright laws, as institutions an
organisationé are busy making copies of original documents and bou

for acquisition purposes.

Reference:.

In filming documents for reference, the pufpose i1s to provilde =he
researcher with exact copies of documents at a cost farless than @
cost of transcribing, typing or photostating the originals. It
could be used as a substitute for note-making and the scholar sr
recuesripe institutinng cén‘d naka a conv without maxing use of
original document over and over again. If a micreii.a is rale
f1lming v.luavle records, a mas.eir negacive siwould ot ov Soes
the institution where the original document is preser-wed.
Accordingly, any number of postive copies could be made for schola

and others who request the same document. The retained nezative o

may also be used for security, preservarion or disposal purposecs.

Administrative or facilitative uses:

Administrative filming is used in an institution to facilitate
its services to the users of the material of a particular institut:

A book or a document which is badly deteriorated beyond repairs sh.

‘be filmed before any restoration work is undertaken on the documen!

This would enable a reader or ascholar to evaliate the original fo:
of the book and the format of it before the repairs have been

effected to the original. Moreover, if writing of a book or recorc
is fading or faded, to facilitate reading it should be feprographec
immediately. If a library or an Archives wishes to exhibit their
documents to.the.public, it is much safer to exhibit the copies of

originals reproduced in various forms so as to safeguard the
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(vii)

originals from thefts or damaye.

‘The efficiency of documentation and information centres and

archives.or libraries lies in its finding aids which enable these.
institutions to render a"good reference service to the users.

Accordingly, indexes, lists, calenders or other finding aids to bo
and records could be easily supplied to researchers if they are on

film.

Publications:

Copies of series of records or f;re books can be published in thei
entirerity on microfilm at far less cost, more rapidly and with

less editorial labour than is needed for letter press publicatiurs
Apprdpfidté title pizes, an introduction, a table of contents, ind
and special lists could be riproduced on film to facilitate the

investigator. The method of "microfilm publication" is now ‘“ecomi
popular in the western countvies, where information is disseminacte

at a low cost .ané in 2 speedy manner.

Listiy, 2v .85 & LJLCZ0. - olois.io, 2P tepl et Ctunl. e u e
advantageously in a developing country like ours, to build up our
nation by disseminating knowledge efficiently and at a lower cost

to the whole community.

kkkkkk
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Toﬁic ~ Reprography

o

Leéturer - S.M iziz
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*ntroduCulon

Roprography is a genﬁral term applled to photographic
techniques of reprod cing flat originals- (documentg, photorraphs,
prvntea natier, pictures etc) Its scope covers copying as
well as graphic art processes liicrefilming comes uncer this
general term. ' -

Microfilming is the photographic reduction on microfilm
of all kinds of documents. & micrnfilm image is very minute
3nd Lt is “1Prefore verv dwfilcult or cven 1mn0°31b1e to

.hen we coea” of microfilm we usually.mégfg collection
of micro- 1mag\s made on .2 length of Tilm.,” Apurt from this,
mizrofilm can be made on ~hect film OT paper. A‘Nroup of
ricro-in~ges on sheet film i~ c¢cnlled "microficune" while micro-
1m'F°q o1l ﬂaper ie called ?m_crocqrd" ' )

sges
{ “he. tloﬂ in size tat-esn the document microfilmed and

the microfilm can vory from 1:5 to 1:£0, -~ reduction ratio

of 1:%0 is usually adopted for —ecording on %5 mm film;

fer 16 il f1¢“ a roduntion retio of 1:47 is used.

F-r thjs reason, micr@fdrms‘are'usually read by using
"reader" But if microfilms ar- frequently or even continously
cnnsulted if is more practical to make paper prints by means

of a "“eader Printer" ~

. Hicrofilming has greatly gained in importance during the
last few decades hodern microfilning technicues have contributed
o reat de=l to a more rational filming svstem zanf1 administration

in meny indw tr1a1 snd corrercial firms.

Phe~usc,of microfilm ~nsures a quicker and more efficient
executinn of many tasks. While in the beginning, the use of
nicrofiln files was rullor p"O“lve, of late a :
mor~ ac'ive apgplicaticn of tho various mlcrofl‘mnnz technicues
hHas become apparent. This is due to the fact, that these technique:

are no. 1ncrﬂaq1ng1/ combined with othor. fechnloues such ss,

Lepre:” TAPITIT COoP: inc_and mv]tlpllCﬂ*lnn mptHOGQ, and modern
ir.{fnrm: tion trchnaours whoere comnuters amg cleetric—sorters

are u.-ed,

YMicrosraphic lquipnizat

' Caneras. (microfilm and microfiche)
Frocessors ' :
Dunlicatonrs '

Reader and Reader Trin“er
Laboravory equipment

ceed/?
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Cameras

Microfilm cameras are grouped into two main categories:
(a) femi ~ automatic or planetary

(b) Automatic or flow tyre

Flanetary Cameras

Planetary cameras usé 35 mp and 16 mm microfilms. Uocumen
sizes that can be filmed in these cameras are: LIN A3,
DIN A2 and DPIN AO

Automatic Cameras

Automatic cameras use 16 mm microfilm. Documents of 12
inches to 18" in width can be filmed in these cameras.

Micrograohic Technicues

The followine microfilm formats are used in microfilming
(a) vimplex - Cine

(b) Simplex - Comic

{c) Duplex
(d) Duo

‘ Tésolution and Dercity

. ~
Resoluticn and density are two factors that determine the
cuality of a microfilm,

General Reouirements for Microfilming

1, I1lumination of the oririnal
2. Focussing

Indexinr systems

(a) Flash Target

~ (v) Odometer T S —
- (c¢) Code Line .
(d) Blip codirsg
"Photo copying Equipment
(1) Flat Bed systems

(2) Rotary copiess.




MICROGRATHIC -DEFINITIONS

ALPFANUMERIC... Fertainines to a character set that contains
letters, digits, and usually other chrracters such as punctuations
marks., Synonymous with alvhameric.

ARCEIV.L ZUALITY... The degree to which a processed print or film

X will retain its characterisitcs during a period of use and storage.
The ability to resist deterioraticn for a lengthy, specified time.
Sec 4Americar MNational Ctandard PH4.8.

C'MTZRA FLANTTiRY... & type of microfilm camers in which the document
being phntorraphed and the film remain in a stationary position durine t
the exposure. +he document is on a nlane =urface at time of filming.

CrslZRA ROTARY ... & type of microfilm camera that photographs documents
vhile they are being moved by some fprm of transr-ort mechanism. The
document trancport mechanism is connccted to a film transnmort mechanism
»nd the film alse moves durins exnocure so there is no relative movement
bet~een tne film and the imrge of the document.

CAMZRA, STFP LUD RIPFAT... & type of miecrofilm camer» which can expose
a2 serins of separate images on an areca of film according to a pre-
determined formet, usually in orderly rows =zné columns.

CAPD-TO-CARD PRINTER... A type of Equivment which produces duplicate
and mounted microfilm by contact printing.

CH'RACTTF TRAW'FER P.TE ... ‘he rate at which characters are transfered
from one place to anoth-r, e.g, marnetic tape to computer, computer
1 to magnetic tape, computer to microfilm, etc.

cCM ... (1) Computer output microfilm: microfilm containing data produced
by a recorder from computer gencrated electrizal siegnals (2) computer
output microfilmer: a recorder which converts data from a computer

into human readable langu~re and records it on microfilm (3) computer
output microfilming: a method of converting data from a computer into
human readable lanrunge onto microfilm,

CCHTACT FRINTING ... A method of printing in which the unexposed stock
is held in direct ccntact with the master or intermediate bearing the
image to be copied.

CONTATATR o oo A generic torm for boxes, capsules, cartridges, magnzines

ar? cassettes or other structures for enélosing microforms. -
e CONTRRC D, o (S an evpression-of the telationship betweeri the high and

low brigatness of a subjicct or tetuween the high and low density of a
photographic image. (25 The rate of density change or the density
chanee per unit exposure. A photographic image is said to have high
contrast if tre difference between the maximum and minimum density is
great. Sensitized materials are graded from "hard” (high contrrst) to
soft” in accordance with their inhrrent contrast characteristics.

*\

COPY... (1) Noun-Duplicate (deprecated in that sensze). The product
obt<ir-d ©»-m reproducing an original. (2) Verb-To produce an original
bv hand or by machine, ) .
CC"=... (1) The =enter portion of a reel, spool, cartridge, magazine
or cassette. A cassette has two cores (2) An unflanged, cylindrical
form on which filn or paper is wound. OJee imerican National Standard
PH1.13, ‘
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DEXSITCIETTR... A device used to measure the optical density of

an image or base by measuring the amount of incident light reflected
or transmitted.

DENSITY, BACKGROUND.. The opacity of the non-information are of
an image. ‘ '

DEISITY, OPTICiL... The llght-absorblng quality of a photographlc
image (degree of opacity of. film and blackness for paper prints)
usually expressed as the logarithm of the opacity. Several
specific types of density values for a photograph may be expressed
but diffuse transmission density is the one of greatest use in the
case of microfilm and diffuse reflection -density is generally of

interst for papet prints. OSee American Yational Standards PH2,17 -
and PH2.19.

DENSITY, FACKING... The number of useful storage cells per unit of
dlnenSLOn, €.g., the number of bits per inch stored on magnettc
tape or drum track.

DIAZO MATERIAL... A slow print film or paper, sensitized by means of
diazonium salts; which subsequent to exposure to light strong in the
blue to ultraviolet spectrum and development forms an image. Diazo
material generally produces nonreversible images, i.g., a positive
image =ill produce a p051t1ve image and negative image will produce

a negative image. : ~

DIRECT IMAGE FILM.. A film that will retain the same polarity as the
previous generation or the original material; that is, tone for tone,
black for black, white for white, negrtive for negative, or positlve
for positive with conventional process1on. (See POLARITY)  °
DISTRIBUTICN COPIES... A Microfilm coples, usually second or third
reneration, produced from camera microfilm or intermediate for
"Zetribution to points of use. = -

DCCUMENT... A written, typed or printed paper.

DRY SILVER PILM... A non-gelatin 511ver film which is developed
by applicaticn of heat, .

DUPLICATE.,. (1) Noun-In microcopying, a copy usually made by contact
prlnting from a master or an intermediate. (2) Verb-To make multlple
copies of a docunment, usually with the aid of a master. !

~amny b

TAM, .. Electrical Accountlng Machine.

"EBR... (1) Electron Bean Recorder: a type of computér sutput” mlcrorilmer

specifically designed to pgfner~te images directly onto EBR microfilm.
(See COM and EBR film) (2) Electron Beam recording: & specific method
of computer output microfilming which directs a beam of electrons onto .
the nnergy gensitive-surface oftBR film, (See COM) c o ,«,/
ENULSION.... A single or multi-layered coatlng of gelatlnous naterlal
on a transparent base carrying radiant energy reactive chemicals :
that create a latent 1mage.. -upon exposure. ocessing techniques
produce a final, visible, usable image. C
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ENLARGEHEHT... A4 reproduction larger than the orlginal or the
intermediate.

ENLARGZR-PRINTER...A machine which projécts an enléfged image
from microfilm, developes, and fixes the image on a suitable '
material, . . 1

FAGSIMILE... (1) An exact copy of an original document. (2) The
procesc or result of the process by which fixed graphic 1mages
are scanned, transmitted electronically, and reproduced either M
locally or remotely, . _ — i

FIIM... Any sheet or strip of transparent plastlc, coated w&th :
a light-sensitive emulsion.

FRAXE (FILM FRAME)... The area of a photopraphic film exposed
to ligzht in a camera during nne exposure, regarcless of whether
or not this area is filld by the “ocumecnt image.

GELITR!/TICN... A measure of the rewoteness of a particular copy
from the original material.. The picture taken of a'document,
cathode ray tube, etc., is termed first generation microfilm
(Camera mwcrofllm) Coples made from this first seneration are
second gener~tion, and copies from the second are thmrd\generatlon
etc. Tirst generatinn negative appearing microfilm is designated
1N and second generation positive appearing misrofilm is designated
2F, ete. (Pee NEGATIVE AITEANING IMAGE, PCSITIVE APFEARING IMAGE)

GRATHIC... Of, or pertaining *¢ data in the form of plctor1a1
com~unicati-ns, as for example, drawings charts, engineering
designs, and plotted data. ' :

EALKD ¢OPY.. An enlarged copy, usually on paper.

~

" HYFPO... Ammonium or sodium thisulfate. The agent used to remove.

unexposed silver halides from silver rmulsion film. The term
is generally uced to refer to a fixer solution which may contain
also certain acids and/or hardening agents.

TiAGE. .. ® representutive of an object such as document or other
in¢ orma*lon sources produced by light rays.

INTERMLLUIAYT ... & microfilm or other reproducible used to make ¢
distribution copies; microfilm intermediates are usually made from
camera microfilm., ‘

MAGNIFICATION... The linear ration of the size of the 1ﬁage to

that oY the object when viewed throuvh oT projectéed by an optical
instrument.

MASTER... A copy of a document, or in some processed the orieinal 1t8e1f
fror waich copies can be nade. :

MICPOCOPY... A copy obtained by photography in a size too small to be -
read without magnific-tion.

MICROFIIM... (1) A fine-grain, high resolution film containing

an imege greatly reduced in size from the original. (2) The recording
of ?13ropno torraphs on £ilm. (%) Raw film wit charactsristics as

in (1).

MICRCFORII... A generic terms of anv form, either film or vaper,
which contains mg&croimaces.
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MICRCGRAPYIC ... licrographics is the industry which reduces
anv form of inform ticn to a microform medium (See MICROFORM)

MICPOCIMAGE... & unit of information, such as a page or text or a
dr-wing, too-small to be read without magnification.

MICRCPUBLISHING... To issue now (not previously publiched) or
reformatéed inform~tion, multlple copy microform for sale or
distribution to the ~ublic. (Zee MICRORFPUBLISHING, DUPLICATE)

MICROREPUBLISIHING .. To reissue material previously. or simultaneously
published in hard’copy form .in multiple copy microform for sale or
distribution to the public. (>ee MICRCPUBLISHING, DUFLICATE)

MCUNTER... A device for simultaneously cutting, positioning, and
festenine film frames in aperture cards.

NW3ATIVE APPEARING IMAGRE... A photorraphic image with light lines,
characters, and neutral tores on a dark background.

CRIGIFAL... the document from which copies are-produced

PAGINATION... A term referring to the arrangemenvs of pages or
microimages of pages on a microfilm or micro-opaque.

POLARITY... & word used to indicate the change or retention of the
dark to light relatiornship of an image, i.e., a first generation
negative to a second generation positive indicates a polarity change
while a first ‘generastion negative to a second generstion negative

' indicates‘the polarity is retained.

FOSITIVE APPEARING IMAGE... A photographic image with dark lines,
character, and neutr11 tones on a llght background.

FRINT .. (1) Noun-A reproducti~n or copy on photographic film or
paper. (2) Verb-To produce a reproduction or copy on photographic
film or paper. _

PROCTSSING... The treatment of exvosed photographic mnterial to

make the laztent imnage visible, i.e., for silver emulsion films,
~ ¢'ries of steps consistirg of developing, fixing, and dryine.

FULL-DO'HN... The length of filn advnnced after eacn exposure.

RFADER... A projection devide for. viewing an enlarged mlcr01mage
with the unalded eye. ' .
READER«PRIKTER,... A Machine which combines the funcnons”af“‘é T
reader and an enlarger-prlnfer.

RFDUCTICN... A messure of ti.e number of times a given linear
dimension of an object is roduced when photographed, expressed
as 16X, 24i, etc. :

RESOLUTION,.. The ability of optical systems and photomateria!i

to render visibdblle fine detail of an object; a measurc of sharpmess
of an image, expresped as thie number of lines per millimeter,
discernible in ar image. Resolution in processed microfilm is a
function of film emulsibn., exposure, cangra.lens, camera adjustment,
camera v1brat10n, and film processing. Resolution is measured by
examining a microfilmed resolution test chart under microscoge to
aetermine the smallest pattern in which lines can be distzngulqhed
both horizontically and vertically, .
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FOLL TC ROLL PRINTZR... A type of equipment for produ01ng
duplicate rol’s of microfilm by contact printing.

SAFLTY FILM...:.term desiecnatine a comparatively non-inflammable
filn support (bdse) composed mainly of cellulosc esters of acetic,
propionic, or hutyric acids and which meets Ame“lcqn Jdational
Standard Fli1.78. .

SILVER *ILi... A film which is conted with a silver halide emulsion.

SILVTR HALIDR... & compound of silver snd one of the following
oYerments kncwn as halogens: Chlorine, bromine, iodine, fluorine.

8700L... & flanred holder on +hic* unprocessed roll film is
wound, decsirned to be inrerted into camcras ard processors.

Tt is monufactured to close tolerances so that the film fits
snurly within tho fl- nres and keeps edme fog to a minimunm.

vee American ational {'tandard PH1.33%, PH1. 34 PH1.3%5 and FH1.3%6.

TLTRAFTCHEZ... Microfizve zith images reduced rmore than 90X,

UNITIZE... (1) The separation of a roll of microfilz into
1nd1v1cuals or related frarcc and insertion in a carrier.
(2). To microfilm on one or mnore <meets of ricrofiche a
unit of infermation, such 25 a report, a specification, or
a pericdical. ‘ :

\
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4UDI0 VISUAL MATZRI LS.

fdio Visual Materizls. are defined in ﬁany ways. For the purpose
of this paper I shall observe three impoftant features common to

all types of 4V m;zteriais,

(i) They serve as eye and / or ear stimulants.
(ii) They cannot be used without machinexry. .
(iii) Information in them is presented in a manner different to

other mediae

Few decades ago AV materials  were considerod as teaching 2ids
which help one to educate people who are not responsive to other -
media. But with the wide use of AV material for different purposes,

row they have become an important component of a 1library

coliections However there are certain misconcepis and prejudices

with regard to "ise of AV materials in libraries,

(a) AV materials are considered as teaching aids which cannot e
" used alone without suppiemented by a iecture.or instruction
programme, This is no Ioﬁger truetas many AV sources cre
' comprehensiQe and could be used as a primary source of

information.

(b) 4V is considered as a mass media and hence not appropriate for
individualé. This is no longer trué as with the nelp of new
equipment oné could .personally use AV materials without
disturbing others.

(c) AV media has poor = quality or inferior information. This is
not true as now many JAV Producers are making AV programmes
containiﬁg interlectual and specialised information which is

sometimes not available from other sources,

AV materials could be divided into there broad groups: (a) audio
(b) visual (c) audio-visual.

cont'desseele



fudio. "= phonorecords, audio cassettes,

Sr————

Visual = fllm strips, slldes, mlcroscoplc slides,

AV - v1deo c:ssettesy video tapes, video discs, Motlon

Picturcs, sound slide progranrese

These materlais cculd ve used in a l1bra:3 in four different wayse

(a) reference = to be used within the llorary A spe01al area
with equipment should be allocated for this purpose. Readers
“have %o borrow AV material from the librarians. Reader will .
be given inétructions for self-operation'of tie equipment,

(b) M - Speciai' L\ proéra.-“?mes will be arr.anged by the
litrary for groupﬁ of readers at its auditorium. These

. brogrammes could 2e conducted according to a schedule or on

request of a group of readers.

(c) personzl loats = Certain AV material could be borrowed oy

"reader for personal use at rLome. lfaterizl has to be checked
at thie time of issue and return, The reader should hive

equipment to expldit them,

(d) inter—lidrary loans - Libraxy will icsue AV mzateriuls for

 anotlier lidrory or another institution such as a School,

rofessional association, Readers cliudb, 'elfare society =tc.
prof al tion, Readers clubd, 4l’ﬂ gsociety ote

The following *able shows the loznability of each media:

tyée media R | reference pe%sonal ILL | Group
Co pho;aofecoris. v/ v v v
-Audio — ‘ '
. | andio cassette J v J 1V
Film strip J v J
Visual Slides N4 v
ficroscopic slides v
Video casset‘vc.e v | N \/ \/
wmdio { video tape - SV vV
s . . I
Visual Video disc N; N v
Yotion Picture J N
T, /
Sonn- Sl%)%ggranmes M J/ v




Storage.

Speciél care should be taken.in storage of AV material as they

saould be protected from dusf, heat, humidity, fungus formation

and other physical and cheminal hgzards. 4udio and Video Cassettes
are recordedain magnetic tapes and hence they should be protected
from dust particles. Air - conditioned room is ideal for these
materiale Special Storage equipment is available fér the organization

and protection of different types of AV material.

Primary .Storage . Sécondagy Storaze
phono record envelope 4 steel cupboard
Audio Cassettes plastic box cassette cabinet
film strip cylinders ocoxes or “inder
slide . frames . binder or tray
Video cassette plastic box cupboard
Video tape | ‘plastié Yox cupboard
motion picture container - cuphoard
slide programmés boxes (packs) cupboard

For a omall AV collection containing different types of media,

multimedia ;ﬁpbdards could be used,

Eg E. onent.

AV material nceds equipment to utilize them. AV equipment is
expensive and has to be maintéined and protected properly. Spare

" parts and accessories are reqﬁired for continuous operstion of
_them. Trained pefsongg}»gré required for operation, repair and
maintenance of equdipment. AV material are not §ometimes standardi zed
and hence not compatible with all models of equipment. Certain slide

projectors could take only one type of slides,

Main types of 4V equipment are given below:
" Over head projector, opaque projector, filmstrip projector,

slide projector, record player, cassetie records, Film projector,

cont'deseeed
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rideo cassetie player, video tape player, video receivar,

vidz0 prejection system, sound / slide projec*ors

Organizetion.

A séparate Abbession'xegister’should be maintained for AV matarial,.
4 code and_accession aumber could be used for idehtificafion and
location. -Material could be organized vy accession numder and not
by suﬁjecf or author, Cataloguing could be done according of AACR *
(chapters 12, 14, 15) or AACR 2 (Fart I chapter 5, 5, 7)e

AV Rwome.

A library naving a collection of zudio visuals for refwrence ;urtcses

.

saould havae a AV Roon for listening or viewinz the rrogrammes, This

-
8]
=

shoald rnot distract attention of other users und 3iould have assenti
equipment to use tﬁe materizle 3Slide projector with a2 interial
screan; hoode-phone; video recziver with a2 dlocking screen wili e
asesule Plug points,shotld ce readily accessitles Instrucsion mantil:

in easy-to~understand language sioull 22 made availiole,
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3 LIBRARY PUBLICATIONS

The library is of no use to the reader if he is unaware of its existing resour
Through the appeal of tasteful design the library can evoke and stimulate intg
in.B8 rescurces, services and objectives. Publications wisely produced with a
lively and colourful style can be the long arm of the library reaching into eﬁ
corner of the community and into the world at large.

The library role in the organizatjon is important when deciding which publicay
are required to complement it. As the library is seen to provide effective
information in the form of publications the librarian must be prepared to cang
a publication the moment it ceases to be an effective information vehicle to Y
clients, The librarian should choose the typé of publishing programme which j
most appropriate and helpful in furthering the purpose of the library service|

Library bublications mainly consistg of the following :-

1. Library handbooks - e New: Rulich~
Annual reports )
Bulletins and booklists
Printed catalogues ) B : .
Bibliographies : B )
1}6. SDI System (Selective Dissemination of Information)
7. Reprint series '

U WN

Library Handbooks

The prodhction of this needs much care in its preparation and considerable ex
in its printing if it is to be comprehensive. This would be of great use to
serious readers and aid many who would hesitate to ask for personal help.

" Points to be covered.

- Tl nhrne numbere hours of opening and names of all depart-en
and branches oy the library service,

2. A brief description of the resources ¢f the library system and their
division between the different departments, branches and special
collections; ’

3. An explanation of the system of classification in use, how to use the
catalogues, how to find a book on the shelves and how to obtain books
on the shelves by reservation, use of the interloan systems etc;

4, A description of the library gystem in detail with plans;

5. A brief history of the library systenm;

6. The rules and regulations of the library;

7. Brief account of stock and issues-pictorial rather than statistical;

8. Details of any other library publications available with prices;

9. Details of extension activities;

10. An invitation to ask staff for help;
) 11. Details of copying and reproduction services;
12. Availability of microfilm and microcard readers, any other special
equipment (such as illuminated table for the exanmination of maps.
listening room for gramaphone records, tapes etc.)

* Annual Reports

Many libraries issue annual reports. Some libraries consider this their majd
' printing activity and a major public relations document. Therefore.phy§%g§{
appearence and presentation of this publication should be done with[an”annua
report is an accurate and historical record of work done, supported by stati
This should be written with short paragraphs and catchy headings to make it
interesting, and presented as attractively as possible. The cover design

is all important, If there is a professional display artist among the libr
staff he should be given the task of designing the cover or else outside hel

has to be taken.

—
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z . The layout should include illustrations if possible and also photographs of
¢ colourful displays in the library, children's activities in the library, views
new library buildings, exhibition openings, close ups of rare books and manuscl
acquired, and before and after photographs of modernization schemes. The
photographs should include people when possible and would be better if they ar
not obviously posed. T

Statistics can be given promiuence by presenting them in graphs and charts pref
e ) . ably done by a good artist. An attractive folder could be added with the main
points of the report emphasized on it.

Bulletins and Bookllsts

The smallest of booklists is of belp to readers It gives them the opportunity
to study its contents at leisure,

The most useful fo of booklist is the bulletin, issued regularly,:in which th
library reports itsprincipal recent additions and adds notes and news .of
development in its service. ' The popular format for these are folders. Other
features included are:-

Feature articles on the work of authors or about books on various subjects.
Reminder of various facilities offered by the library.

Children's page if no separate children's bulletin is issued.
Illustrations — such as outstanding illustrations from books listed in the curr
number, portraits of local people, illustrations of local scenes, etc.
Special articles should not be allowed to overshadow the booklists so much that
the reader is likely to overlook the latter. Some libearies have speetal
booklicts 5o mueh tiat the reader i lilely to overlook the laeter. Some
libraries have special booklists devoted té individual subjects instead of regu
bulletins,and others issue them in addition to.a monthly bulletin.
If the library cannot afford to print these additional lists, they could supply
Liots wv ewc pebl 55 SR TS S TOR W S 1.-.- L H%e e e m Algpwa D P
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to readers purchasing them though it might be (ecided to give them free to
readers depending on the library budget. °

Commercidl bulletins are usually put out by special libraries in the commercial
fields. Current awareness services have an important function in these librari
They usually cover the type of information required by the management's adminis
trative and sales personnel and will normally be a news sheet for immediate
information rather thanm a regularly up-dated reference document., The subject
matter might cover import and export regulations, tariff regulatiomns, exchange
rates.lmarket news, raw material reports, notes om important industrial developH
ments in the field of interest, activities of main customers and competitors,
statistical information on production and consumption of selected goods, notes

of new products and new markets for the companyg's range of products.

Printed Catalogues

Another publishing activity of many libraries is the production of printed
- - - —-catalogues, —Mcst libraries have .special collections of which they are proud of|
and they produce catalgoues of these collections in permanent form. These can
be put out for sale to the public and other libraries. The librarian wmust assegq
carefully the size of the edition and see that the permanent record is accurate,
well indexed and well deésigned and printed.

With the growing availability of computers, it has become possible to convert 1&
mation on the catalogue input of a library from catalogue cards to magnetic tapq
Libraries that use paper tape ( 7 or 8 - channel paper tape with stop codes or
short codes) are able to convert their information on ¢0© magnetic tape automatig
Once the input has been altered to computer form, then i:any . additional service
are available to the librarian. The computer becomes available to provide f
retrospective gearch print-out of library holdings or stock on new holdings. Wi
the use of (COM) Computer output in microfom, it is easier to update catalogues
month, or even more frequently. It enables branch libraries to have union
catalogues of the complete library stock.

[
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- In order to compare‘two dissimilar things, the clients' need and the informat

. —that the work of. the organization is enhanced by making available to its

Bibliographies

Even the smallest library is occassionally called upon to compile comprehens
bibliographies of special subjects. Some libraries put out scholarly
bibliographies of local persons of importance. Vapious aspects of luveel
percons- of impertence. Various aspects of local history form the basis for
many of these, while special subjects of topical interest ¢g-a royal wedding
or other events of 1mportance create special demands for comprehens1ve treaf

SDI sttem

Selective dissemination of infb;hation can be practised just as effectively Y
personal knowledgé, card index systems, or by computers.. The method adopted
depends on the size and complexity of the organization served. Its importan

lies in the efflciency by which the clients are fed with the information thei
require to practi¢c: their profession, technique or craft and by eleminating f
them all extraneous and possibly time- wasting material

input into the system, both have to be reduced to comparable terms. The
librarian can question the client to discover the type of work on which he is
currently engaged. The librarian may also be able to see the client's ranger
responsibilities from staff charts of the organiztion and other sources. The
client's ‘intellectual capacity can be gauged. The librarian willl express
his knowledge of the client by keyword, terms from a thesaurus of the subject
field or classification symbols representing these terms, which ever system i
in current use in the library. This is called "profile of the client's inter
This profile need not be of one client, but could be of a group working on a
project covering a limited subject field.

With the pgrowth nf information and the numbér of staff fequiring an SDT servi
inevitably mechanical methods have to be introduced. User profiles are editen
that they will be compatible with this system used for indexing the libraiy's
intake of new wa erial. 1i4e edit.a profiles are oH:D ICG LDEU .. COwpUle " Y
run against the organization's own data bank, limiting references produced to
those issued within a fixed period, egi. the previous 7 days or the previous
to provide a personalized print-out o? current information. Alternatively th
whole stock can be searched to provide a basic cover of the subject field for
new member of the organization, upon which he can build with subsequent weekl
or monthly SDI listings.

A number of organizations sell an indexing service on a computer base. One
advantage of the computer service over the printed version is that in many ca
the purchasing library can buy just those sections of its subject field which
covered by the service and does not necessarily have to buy the whole.

Reprint Series

Quite a number of organizations, particularly research associations, consider

constituant members the results of research, usually limited to its own staff
which have appeared in the professional or technical press. Where these are
issued by the librarian or information service, they cannot only be useful

disseminating information on the work of the organization, but are also valual
as exchange material and in providing extended answers to queries received. |
will enhance the series if they are stapled or inserted into a uniform cover.
copies are ordered from the publisher of the original article whilst the type
still standing. then a run-on price is usually negotiable. The journal will
produce a title page with the name of the organization printed on it and inse;
these into covers provided by the library. ‘
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Sri Lanka

. : ' | |
Printing of library publications throughout Sri Lanka has been undistinguished
Only a handful of libraries have their publications. Perhaps this may be due ‘
to most librarians not belng aware of their importance or it could be due to a
‘tight budget. '

The SLSTIC (Sri Lanka ScientificEJEChniqal Information Centre) of the NSC has
quite a number of publications j :: out at reguiar and irregular intervals. So
of them are: : S . : . |

Sri Lahka S&T Periodicals~Director3

Union List of S&T Ahstracting & Inde\lnv Cervices in Sr1 ‘Lanka, ..F.o0.

ke

Yovze Lol cb 8 87
. Periodicals 1n Sri Lanka Libraries., . 2 wels.

UNICAST - (Unwcn Eutc.'\'fi..g ST B(‘\-i\&) . Quart.erly

Current Contents . - Eavironment> . - Quarterly

Current Contents - Energy - Quarterly .
-Current Environmental g S

Acquisitions . ' - Quarterly

The CISIR library too puts out publications which are of great use to many
research workers and scientists. They have publications such ‘as alert bulletiy
bibliographies, index bulletins and also their own publications which are ‘
available for sale.

In Sri Lanka it is mostly the special libraries that have library publications‘
The IDB, CRI, and ARTI are some of the librariés that issue useful publicationT
The ﬁatlonal Museum L1hrarv and the Central Bank Library too have thier library
publications and also the SLNLSB, SLLA ana the British Councal.

FL gpprers that most 27 the pehlis tihreriesz din this ecountry dn noa* take arintf
of librayy publications seriously. The Colombo Pub11,A1s oﬁe of the few puol. d
libraries that has issued publications during the last 10-15 years. It bhas
published guides in the form of souvenirs which are of great value to its clien
and also bibliographies of special collections. Children's extension activity
programmes are printed for distribution among children and parents. In additig
to these the €olombo Public Library has to its credit three publications omn

librarianship namely "Libraries and people", "A manual for public libraries in
Sri Lanka" and "Roads to wisdom”" which are of immence use to librarians as well
as students of librarianship. ‘
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INFORMATION CENTRES

Clodagh Nethsingha -
librarian, CISIR
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TYPES : 1; International
2. Regional
3.-National - with general or specific functions
4., Speclalized ' ’
4.1 Subject-orionted

4+.1+41. Scientific and technological e.g. Geology,
Metecerology, Pharmacology, Metallurgy,
Electronics, Inter-diseiplinary: nuclear
energy, water research

4.1.2+ Socio-ecohomic e.g. Law, Education
4.2 Mission-oriented
- 4.2,1 Public services oriented e.gs Health,
" Pransportation, Communication, Defonso,
Industry, Commerce, Municipal services,

Education
4.2,2 Resources oriented: Water, Energy,
Natural resources

4.2.3 Management oriented e.g. Management information
Physical planning, Rural development

5« Information analysis centres
6. Data banks

FUNCTIONS & SERVICES
1« Information store

1.1 Collection development : Documents
Information
Data

1.2 Indexing / Classification & Cataloguing
1«3 Abstracting
1.4 Storage / Shelving .

2. Information flow
2.1 Channels of communication
2,2 "'Co=-operation

2.3 User orientation and interaction



I,

FUNCTIONS & SERVICES (Cont'd).. -

s .2
- . . - - b

3¢ Information transfer
3«1 Current awareness
~3e2: -SeDuI..
3«3 Retrospective: search
3¢4 Referral
3.5 Clearing-House
3.6 Replieq to inquiriéds
3,7 Repfography .
. 3.8 Translations |

w‘3.9 " Conferences
4. Training
5. Consultancy

6. . Research

PRODUCTS

Accesaions_ligts

gurrent serials lists / Serials holdings lists

Union lists / catalogues
* Current awareness bullotins

Reading lists

Bibliographics

Digests

Reports - ~ awl
State of the Art surveys ' '
Critical compiiations

Data sheets

Translations

Newsletters

Thesauri .
Conferenece profeedings .
Directories

Diary of events

Y
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BABRIERS TO_INFORMATION TRANSFER

Finance / Foreign exchange
Time facter - Delays in mail serviges

Language
Politi s
Over-production
MARKETING
Prombtien’/ Pudblieity
‘Pricing
MANAGEMENT

b @ o @n ws oy o on E o

Planning, programming, budgeting
Management by objectives
Performance evaluation

Cost ~ benefit

INTERNATIONAL CENTRES

FAO, UNIDO, COCONIS
Commonwealth Agricultural Buregiix
Asian Institute of Technology

' RERIC, ENSIC, AGE

REGIONAL CENTRES

Regional Centre for Technology Transfer
(RCTT), Bangalore

NATIONAL CENTRES

BANSDOC
IRANDOC
JICST
KORSTIC
PASTIC
INDC

India - INSDOC, NISSAT
Sectoral Information Centres
Regional Information Centres



DATA CENTRES

Committes on Data. for Scienée N i' T
and Technology (CODATA) T : »
National Standard Reference

Data Service (NSRDS)
Crystallography
Rock=-forming minerals
Thermodynamic tables
Mass Spectrometry

SLSTIC

CISIR

IDB

Bureau of Ceylon Standards

TRI

RRI _

CARI S e o
Ceylon Steel Corporation ' '
National MuSéﬁm

Centre for Development Information
ARTI ’

Central Bank

Peoples Bank

Labour _
Trade and Shipping Information Serviee
Development Finance Corporation

Universitieg



1.

2,

3.

4,

5e

6.

Te -

8.

READING LIST e

Unesco =~ Planning national infrestructures for
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Unesco - World guide to “technical information

and documentation services. 1975 "

Unesco = Handbook of information systems and
services. 1977

UNISIST Guidelines on planning national scientific
and technological information systems. 1974

ARNOLD, D4V. =~ Management of the information
department. Deutsch, 1976

ASLIB =~ Quantitative data in science and
technology. 1971

Proceedings of CODATA Conferences.
UNISIST study on the problems of accessibility and

dissemination of data for science and
technology. 1974
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1.0 Information and Progress.

“To achieve the gbals of developing societies, less
industrialized countries, and to maka this world a better
place to live in, it is necessary to have an effective world
wide transfar‘cf scientific and technolecgical infermaticn.
Jevelopment depénds on knowledse being produced, acguired,
promotéo and a:olieo,~hence information services form an
integral part of this process. Libraries, docurentation
centres and liaison information cfficers are sssential
inf:rmation.serQices if blans for economic deueicoment

ar2 to progress,

d resources =nd capabilities,
botf huvan and firancial, to dzvote to the prdcuction and
acguisiticn cf scientific 2-d tachnical infcrmation, Yany
cf tne devyalcoine countries prcduce less than onz per cant
2f - world's zcian: itgrature ana evan 3 LE-5aT
ProLel$Licn o T fos g&;nﬂlLa* L ATWaEL 3 . SOte ddva .Ceu
countries produce ilittle more than 5% of scientific literaz..=,
These facts demonstrate that a country's develocme~t Zspencs
on tn2 application =f knowledge and information ratn.r thar
in tre prcducticn of new kncwlecdge. This information is
availabie somcuwihere in the uorld, it must be made availacie

tc 311 kinds of decisicn naksrs, entraprensurs, scientists
’ p )

-

engineers and technolcgists and means for communicaticn ard

ot

transfer must te estsblished, In fact, in —any countriss :

ne

ctr

s ap in infz-ma2tien acze-sibility and transfer and

u)

[

-

therefore of use, which must be oridged if economic progress

is to be made;

1.2 Communication of information,

Information has no value until it is used, The work of
scilentists, technologists, indus:irial workers and managers

necessitatss zffective comnmunication,

(Contce...2)
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a) to stimulate thought and action by interaction with,

b)

c)

d)

e)

othar people's ideas, knowledge, experience and.

achievements;

to promote continuous awareness of what otners are
doing so that individual workers may be kept auware
of developments in their own special fields and in

wider fields;

to diminish the probability of duplication of work,

to save time and effort;

to provide introductory and background information

for work in unfamiliar fields;

to provide scecific data for wer« in nand,

Tocay organized systems of communication are necessary anr.

their scale and complexity wiil continue to yrcuw.

the numzer of infermaticn users nzs ircreases;

science, technolngy and industry have Jeveloceo

in hitherto less developed parts of the world;
specialization increases, also the inter-dependence

science, technology and industry have teccme large
scale cooperative activities, involving the

co-ordination of the efforts of people.

Systematizaticn of a country's researcn and

development efforts in the light of knowledge

dider knowledge base for solution cf problems.

a,’
b)
gsia, Africa, South America;
c)
of many branchaes of science;
d)
The value of information.
a)
already available,
b)
c)

New al*ernatives to the solution of technical croblems.

(Contd.o-c3)
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1.6

d) Improved effectiveness and eff

Manil Silva,

iciency of technical

activities in production and service sectors.

e) Bet:er decision waking in all

Barriers to access to informaticrn,

sectors.

a) Lack of government recogrition,

b) Currency exchange and import c
c) Mailing tariffs (postal rates
d) The language parrier.

e) Ignorance.

cntrols.

being exhorbitant).

Tcwards incrovement of information services,

2) Iaformation stores to be surve

documentation centres, arcnive
h) Iaformaticn centres to be orga
c) Gover-rent Informaticn Sources

d) Publishing anc printing indust
L]

as an information source,

yed, egs, = ligrarics,

[\0)

Se
ﬂiZE’da
.

ry important

National informatian Systems/Networks.

Information activities at the
to be examined, network componant

framework designed.

A paticnal information systam
of existing information resources
for identified gaps, sc co-ordinat

of tne individual units and enable

national level will hava

identified, and organizational

is basically a netuwork
together with new services
ec to enhance tne activities

specific categories of

users *o receive information relevant to th2ir needs anrd

acilitiss,

(Cantdivao.t)
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2,0

2.2

National and Internatiocnal Infaormation Netuorks/Services.

The network ccncebt to éupport information services is
an old idea of which inter-library loans and centralized
cataloguing are most common, What is new is a widespread
growth of interest in the possibility of improving
operations by intercannecﬁing information systems and

services and library operaticns,

Some network functicns,

Co-operative‘acquisitions describe joint action in
acquiring and utilizing informaticn resources. 3egi~ning
witn book selection, libraries have come to.ether in a
network for actual purchese, resulting in joint ownarsnio
anc use. The important aspect is tne adoption of oiffereni
subject specializations fcr the purchasing and presecvaticen
of materials within a group or iLiorariss, nNes2 7300345
ars tien nrde availinla Fop rutisl ze, A ° e TaloEES (RN A
the Scandia Plan - an agrzement Setween the 4 Scandinavian

countries interlending items acquired.

In the Eastern Caribbean a "pool" collection is main=-
teined at the East Caribbean Regionsl library for expensive,
advanced and mors technical nan-fiction Qorks. All the
island lioraries state that they have used the pool to
great advantage e&s they find the service quicken anog more

economical than purchase of the wanted items.

Distribution of publicaticns.

Exchanges are ‘ffected by one of two methods either
directly between libraries or indirectly through cen:ral
buresaux, The British National Book Centre and the United
States Book Exchance are two of the 35 national exchargje
centres reported by Unesco whicn have contributed %o
international exchanges. Unesco's UNISIST programme opens

up new prosoects for internaticnal exchange,

(Contde....5)
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2.3 NATIS. (National Informaticn Systems)

3.0

There are four distinctive characteristics,

a) NATIS embraces all fields and all disciplines. It can
give to gouernments comprehensive guidelines which will
relate diverse information activities to national

information needs at all levels.

b) NATIS recognizes that various institutions involvad in
the transmission of knouledge are functionally inter-
derendent and that networks exist in formal and informzal

ways. UNISIST and NATIS prog-ammes are ccmplementary.,

c) NATIS is flexible. It takes account of variations in
naticnal, political, social, economic, and cultural

catcle

pae

development and conditicns and is thersfore acgl

to developing and industrialized countries alika,

d) NATIS makes possible integrated planning of Dud servi<es
(Documentatian, Liorary % Arcnives) with tre ctner 2lz-. --

in toe reional .len ui pol.cy.

UNISIST.(Intergovernmental Programme for- Co=operaticn in
LIRS

the field of scientific & technological information)

AR programme in which UNESCQ strives to create a world
netyork of ianrmation services based on the voluntary
co-operation of existing and future national informaticn
systems, It plays a facilitating role in assisting

countries in the formulation of information policies.

Networks/Systems on Internaticnal Level.

Since 1965 IAEA (Internaticnal Atomic Enargy Agen y) in
Vienna has promoted among its member states the establishment
of an information network INIS (Internaticnal Nuclear Infor-
mation System). AGRIS in the U.N. agricultural agency FAQ

is another examnle.

(Contde....5)
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3.1 INIS.

The experiences of all tne major existing information

Services were incorpcratad.

a) Standardized input is provided by all the nations
participating. The lanhguage for bibliographical
data and for indexing is English,.uhereas for the
texts of the abstracts all four official languaages
of IAEA are admitted (English, Spanish, french,

Russian),

b) Central processing at IAEA produces output produsts
sucn as magnestic tapes, printed title lists and

microfiches,

c, Centrally distriouted outout goes to the national
ruclear information centres which secve their

individual customers,

Jes Lo 3a9.  (Levelopwent Zoisoce JNF..f .elot G, .ot

S5ix organizations cc-sponsored the feasibility stuoy,

I1JRC, ILO, GECD, UN/ESA, UNDP, UNESCC.

In January 1974 IDRC circulated a paper called
DEVSIS. - The papsar deplored the lack of information
services availacle to cevelopment planners and palicy
makers and proposed thét the principles of- a mission =
oriented decentiralised co-operetive system, combined
with technologies for providing input and prcducing
comprehensive files could be used to provide

information service to the development community,

After the distribution of this paper IDRC, CGECO &
UNESCC sponsored a meeting in Ottawa to consider whether
there was a general need for a system like JE£VSIS., With
furtrner meetings the subject scope, technical aspects

content and format of the system was dssigned (1976).
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r ..t erounting s a hranch of Acconating. It has been dove
ler 1d. telimizaticns of Financial Accounting, Financial Accounting
is shee ot ef secordivg, chassifying an ! summarisiag in a sysfemalic
1. e hose transsactions and events whicl arc in terms of money or
ar eUa enandial paiwie and  interpreting the results theieof. It s
pr uuuit concerned with record keeping directed towards the pre-
po anen of Prof and Less Account und Balance Shect. 1t providces
it .rmesion regarding the profit and loss that the kusiness caterprise
i~ naie g and also its financint pesition on o yarticular date. " This
i, rmotion concaining the business emerypaice is helpful to the pian-
oo unei: to contiol in a general way the maios functions of a businces
v ., fin 'nce, administiation, production and distribution but details
eiine operting cfficiency to these divisions are lacking due to
waich i e mes difiicolt to evalun{e operating manapcment perfor-
nmonce, .o guide management decisions or  lay down manascment

plicies wnd thus fails to serve the _management in discharge of its

fu i,
1 mitat. .ns of Financial Accounting

Ti:w following limitations of financial accounting have led to the
d seley.acat of cost accounting :

1. Firanecial accounting discloses enly the net result of the
¢ leeti = activities of a lusiness as a whole, It does not indicate
[.ofit oo loss of each department, job, process of contract.

2. In financial accounting costs are not available as an aid in

« teerrening prices of the products, services, production order, lines
¢ pres Lets. ‘
“In financial accounting there is no such system by which
¢ oont s are classificd so as to give data regarding costs by depart-
1 eats, processes, products in the manufacturing divisions; by units of
crodu .t lines and sales territovics; by departments, scrvices and
fiacti: 1 in the administrative division. .

.. 1t does not provide for- a proper coiilrol i materials and
©appit ., Wages, labour and overheads.

< In financial accounting, expenses arc not classified as to
. irert and indiredd items and are nct assigned to the products at exach
“wowe o preduction to show the controllable and uncontrollable

ems M overhead costs.

i n financial accounting there is no well developed system
W e1a- Jards to appraisc the eMiciency of the organisatien in the usc

o gm- erials, labour and overheads costs by comparing the work cf
“hey -ors, clerks, salesmen and cxecutives which should have been
120 plished in producing and sclling a given number of products in
an a! otted peried of time. 1 ,
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COST ACCOU™ITE G

7. VFinancial accourt
the cust already incurred,
inforeation as financial data
paiod.

8. It does not provide com

*lefective material, idre time, idle

innis mainly historical and te'ls about
It does not provide day 1o day cost
are summarised at the end of accouuling

plete’ analysis of Josses due to
plant and equipment. In ather

13
i bt TION N
principles of cost’ rr-w.gntnpcy etf?o:;:“ofa
wger’ ablems. Praciice includes the can.t-m.uéuah ‘tTorts of &
o ;.1: ?Il‘gw:‘om it the field of cost acfcuurtxlt’nn;yl;rpbsucc o<l:‘ O
e he pr ion of information for s -
il“ l‘d{/rﬁ:npnrxxcnsi?r:gt'l\?::l (l)clc::r;‘*li”:\g statistical .rv:cords: »
. éa,t Acccungancy includes the following subjects =

is abiz > apply the

words, no distinction is made
. wastage,

. . 9. It does not provide adequate
.outside agencics such as bunks,

ard trade assaciations.

. 1dpetary Control
between avoidaule and unavoidable (1, Costing (4) Bndgetary

{3+ Cost /wczounting (5) Cost Audit

3) Cost Centrel o certaine
(') Casiing. Costing is the technique and prhocg‘s,s orf azincip!cs
& :l:h(;. ‘tgéhniquc in costing t:onSI_e,tqdof(hcant:l 's:rvigcs. e
: 1c3 for ascertaining the costs of pro “C": 5 of time. The.
x”(t%wl;?o;.e is dynamic and clmné;es r:&'tri‘l\cﬂz)ci' «:ég?liining COSts.

: L 1 M 1 @ h )
O e e ' T poces of scceuttog o cos

‘. (i{-’. ins with rccording of income aund cxp.rn ;nal o anism

“h“h'“\tgl naration of ttatistica) data. Jtis the for e amt
ih i !)rcf;\'l;iéln costs of products or scevices are tElsccrh e s
-y mezas o Cost Accounting is thus the provision o lsugqt il
~entretied. ation of"ycvpcndimre as will enable the total ¢ e
Bt :;snhcl.\_nmf rnﬁuction to be ascertained with t.asons ¢ degres

artictrar un}t OI Pt e came time to disclose cxactly how s:;  total
ﬂf S cone "tmt(c(;! 1t iQ not suflicient to know that the %O.thc oane

e e cunfi“l ut tﬁc management is also interested to kno e ed 50

fg‘;n ‘S\*Sr?::l uilcjd the amount of labour and otl1c;r03;[l)i‘.;‘n;t;§ :1 ciuanlit:b

<1 1nd?! " ) by . ccs( a6 : i
surchazed to carry out a job, at prescut dome by hand, what effect 5 to sontrol and.reduce its ngzz.iﬁ'cl;hl;fxmmarise% L ternret mfor&
+9is will have on’profits ? " (f) Wage rates baving been increased L sive acthod that ¢0]|ec13,nc ~6pcr:;tion g and control un

:y S0 paise per hour, should selling price be increased, and if su, 1 matic . for Qroduct costing, ‘ . \
2cw much ? decisr nmaking. . d Cost Accounting. ‘Co§t|ng an

Jiference benveen Cotne ‘The following diflcrences

N Gty . " Coat Aécounting are two different terms. e

“ Cost m2y be defined as that which is given or is sacrificed to |

b . ithinetic, by
. y ] ) ' may be noted © . ; t by the process of ariths

.btain something.  The cost of an article consists of actual cutgoings v (i) Costing can be carried out by e

. ascetfained charges incurred in jts production

o f integral acc-

and sale. This mex s of memorandum smzemcnlstg: il'grl;ll\:;l :}il‘:l\&?z;:n by. 5163“5 of
kord repretents the cost to make and sell, but becausc of varictics ounts but cosl accounting denotes )
) meaning, it is always advisable to qualifly the word *“cost™ to whicir costs are.ascertained. techni ueﬂaml process of accertaining
N 3.4 Yo \ : H . . . . ech i ~ -
,‘?ghx:(ovacl ¥ what it meant e.g., Pnnlw‘cost, factory cost, etc. (ii) Cosling signifies thedcnotes (tlhcA formal nccounting system
Wit I3 Cost Acconntancy ? ‘ ‘

s Cecst Accountanc

information for reports to
government, insurance companies '

‘ 10.

_periods,
. 1. It does not supply useful data to management for ¢

various financial decisions as introductio

ment of labour by machines etc.

W4 12, Financial accountin

t%!!owmg auestions ;—

() Should an attempt be made to sell more products or is the
f'actpry operating to capacity 7 (b) If an order or contract js accept-
t-1, is the price obtainable sufficient to show a profit? (c¢) If the
manufacture or sale of Product A were discontinued and efforts to
increase these of B, what would be the eflect on the pet profit ?
i)  Why the profit of last year is such a small amonnt despite the
fact that output was increased substantially ? (¢) If a machine js

It does not give cost data for comparison with previous I8 Costs.

aking
n of new products, replace-

g will not help to answer any of the

T —

B

R T

LN

cnsts while cost accounling
sct un for recording costs.

v 7

R e

y is the application of costing and cost account-

i i d regulation
¥ trol is the ruidance an )
RrEs . ' ! L ) e Control. o ol ating an undertakirg. 18
2 T omndip.es, methods and techniques to the science, art and practice Tk tive action of the cocts of open Jndertaking. 1
- rest control and the ascertainment of profitability. It iacludes tlve g hy Lxec 'l. tine the actuals tpwards the linc of targe s i reculics the
!:c;czz!mipp of information derived therefrom for purposes of mara- L . aims u,‘ Sifhi,hﬁ/ deviate or vary from the targels ’tbé pgrson eepon-
r:n?l. dcm}mn making.  Thus, cost aceountcicy is the science, art and e acrals 1 ’ o an execitive action i.c., by
elice of a cost accountant. ¥

[ It is stience because it isa body of
sstematic knowledge having certain principles which a coet aecoug.
t shaeld poszess for proper discharge of his responsibilities,

* re> .iation is done by
: A . 'a n' .
Sl o ety Co Jt is the cstablistment of budgets

S,
."7‘2-‘3.
.

i Contrel. ] : ts of a
i i ; It i 2 ) Bm!gemrﬁsibilities of executive to the requircmen
" arf as it requires the ability and skill with which 2 cost accountant I b + relatiog to the repo ‘ ' )
; '-;% y
‘ - L B N e e e e e
] e el - e -
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sporo g revide & hasis forats revision. fn ~terd, (Ui ol s e
of tudgeis or estimated cost and comparison of actual cou:t with

the budget fixed. _ ‘ .. bu;dgel; and standards. It also provides data for special cost oo

- Cost: Audit s . Cost-Audit is the verification,;of the correct- .. studies involving alternative choices regarding products, opcrations

y 8 Bidia S ! Tere ' . " J . v . ﬁnd func.‘iom 1h“’ anl -,‘--q-.n N ti mﬂkjﬂg -7 spns wuh

e v ™ N AL 5
' L N O - .o . . H
A .

’ . : . Cpeem e < %
seew it s novaateett Vel ca s e oo

* [ H
reennt with reconds T et et p oo eg o
fanciions and cempares actudi ¢sis aad expenses witiy medszeapiod ;

o,

- lv, 3 By .. ;‘ . S . . N y v o ,.'.'“; R : e ‘ .
P N v A3 XY D e s bl Yol v' . RN P ! . ) . x : }'t;"“ , :" e, ﬂb"’; G'?’ "’.‘E- ‘.’h ; :,:, BN . - . :
¢ the true cost of production: of every-unit, job," frocess®or’ : “ tion in order 10 tender-such’ activiti idre proftkbis IR

+3 77 by a close analysis and allocation r objects . A S R s SNSRI A, £ 5
& ng:;; be summa{ised as fouowsl : of expend;_ture@_ The other ob) P (i) It jenables a conc%m to measure the - efficlency ra.d then :o WL
L } . . . . B S maintein and improve it. his is done with the help of invaluable . | . ‘
Rt ‘ed orls.erzgzsser?ncd:?c?l guide to price fixing of product manufactur data made available for the purpose of comparison. For example, o
" g : ) ) if material spent upon a pair of shoes in 1976 comes to Rs. 10 and
- 2. To dizclose sources of wastage, whether of material, tim~ for a similar pair of shoes the amount is Rs. 15 in 1977, the increase
., orexpense orin the use of machinery, equipment and tools. . muy be due to increase in prices of material or more wastage in the :
3. To reveal sources af economy in production. usc of materials or ineflicicncy at the time of buying or unnecessarily i
4. To disclose the degree of cfficicney of the various depart- - ! high pric2s paid. A ’
ments of the factory, workers, plants and machinery. . (iii) It pravides information upon which estimates and tenders
' 5. . To exercisc ¢ffcctive contrel on the idle time of the mache are kased.  In case of big contracts or jobs, quotations cannot be
. ines and the workers, labour cost of cach department, different kinds given unless the cost of completing the contracts can be found out.
of wastages and receipt and issue of stores material. (iv) It guides future production policies. It explains the cost
6. To provide nccessary information to develop cost standuards " ncurred and profic mulde in various lines of business and processes
and to introduce the system of tudgetary control. ' and thereby provides data on the basis of which production can be

appropriately planncd.
(v) An" eyicient check is provided on stores and materials.
Stores Ledger and Material Abstracts are maintained which provide

. 7. To compare actual costs with standard costs and iahe
~+ action where there is significart variation between the two,

©o & To explain in detail the sources of profit or loss & an eflective check on the stores and ioaterials used in a butiness.

.. disclosed by the profit and loss account. : By adopting the maximum limit for stores the total capital cutlay
$ o 9. To provide for the purpose of control and guidance ¢ . is controlled and total firancial loss duc to over-stocking is obviated. .
Jiee - the managemeit, comparative stalemems in which cost of the cur Intormation ot steck of various materials and stores is constaatly
"w.i -vent prriod may be compuared with the.cost of the previous periods. available. This helps in planniog the production according to avail-

ability of materials and fresh stocks can be arcanged in time.  Loss
due 1o carelessness or pilferage or any other imschicf is detected 2od’
steps may, therefore, be tuken to minimise such loss in future.

(viy Ax efficient check on labour and machinzs is provided by

.y

! 10. To provide a perpefual inventory of stores and other
' materials so that interim final accounts can be prepared witliout

Gy . stocktaking.
3

.

R 1l. To indicate whether it would more cconomi . ‘s : : - Hatili ;
<5 huy from owside so t p be .o_lf' ccononical h giving detailed information about the availability of michine and
oL ey I urces or 1o manifacture articles of componer's Inben ¢ capacity.  The wark ic so planned that no section is over-

in the factory. . Lot ; .
y worked and no section remuains idle.  The mzintenance of time aad

Advantages of Cost Accounting jab cards for workers disclosed the loss incurred by idle time and

«r " ndicates the directions in which losses may bz minimised. The

ralztive advantapes of remurerating Jabour on the time piece work

S or premiuvm pians may be as.ertained. [t also measures the efii-
ciency of the wage system in use,

Tie advantages of cost accounting may be considered und. ¢
the following headings :

e e L e

——o e o
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Csuch an extent S0 as (o secover wvariable costs,

‘ment ‘o correct inefliciencies helote they conter into butiness,

m

standards (o determine the.eperating cfliciency.

6 COST ACCOUNTIY -
iy T helns in increcsing profits by disclesing the scurces o
lens o waas 2nd by sugpesting such controls so that Waslazes.
lezkages aud inefliciencies of all departments may be detected an..
presented, : .

_ (viii) 1t enables a perindical determination of profits or lasses
wilkout resert to stocktaking.

{ix) It Lurnishes reliable data Jor comparing costs in difteran:
persiods, for different volumes of “oulput, in diflferent department-
-and processes and in different es(ablishments.  This helps in mai: -
tainiug costs at the lowest point consistent with the most eflicicns
operating conditions,

(~) During the period of depressien a businessman has -
tecome very watchful and vigilant in tracking down the concealed
tncfficicncics and sources of wastage, so that he may reduce the cosi
of preduction to the minimum,” He has to resort- to price tutting
Cost Accountun
makes adistinction Matween fised and sariable costs and belps the
businessman in the determination of prices in the depression period.

(x) The fixation of prices cannot be properly done urless pre-
per figures of cost are availeble,  If prices are fiscd withot t costin
infurmation, it is possible thal prices quoted may be too high or to.-

low. In periads of depression, it iaay become necessary 10 rediuc .

the prices even below tetal cost. It is only costing which will guide
management in this matter. : ‘

. (Wit} The exaet cause of a decrcase or an inercase in profit cr
loss cant be detected. A concern may suffer not because the cost o
rroduction is high or prices are low but also  because the-output is
much below the capacity of ‘the concern.  This fuct is revealed be
the cost accnuits only. : o

(xiii} Tt Ticlps the management to take vital ractical decisicn
such as introduction of a new praduct scleciion of  a most profitab:.:
product mix, utilisation of spare capacity, exploration of addition: |
reaiket, whether to make or-buy, problem of limiting fuctor, replace-

ment of .existing assels, appraisal of proposed investment to meet

expansion programme ete.

(xiv) Wprovides the use of budgers and enables the managpe- -
It i=
a co-ordinated pian of action for every responsible person for cam

-, paring the actual results with the budgets.

{x+) It provides the use af standards 10 assist management 3,
aking estimates and plans foe futuze amd to provide the basis
mcastremeit of efficiency. Actuals are compared with predeterminad

4w Incadl varied fields we are concerned to make the Aoy ne
of kiited resources that are available to us, Thus the intenticn is-.:
oblain the greatest oculput from a giveninput. Cost Awconiting

] WTRODUCTIUN ' - 7

rrovides the scliable data of cests with separd ta maleseizly, wages |
and othicr expenscs.  These help management (o et maximuga cut-
put ot *he ininiinum cost. -
'(xvi."‘ [nsgrument  of  mancgemeni conlrol. - It I)r:)v;dcg
managziacnt with valuable l!;ﬂ') for planpinp, budgeting "'f‘:m‘
iro} ofcnsts, The o #amsation :_md u‘!:magemun: of umlc.'a.l};:n.{‘;
rmust be plenned and controlicd in such away that ngf r.:‘csg:m_.
velume ol production is sceured at the lcast possible cost i réiation
to the scheduled quantity ol the product.  The measurement  of

“the degree to which this objective is attained, is provided by cost

accounting. .

(xviif) The operation of a system of cost audit in_the erpa-
nication will assist in prevention of errors and frauds, Tt vill help o
improve ¢ast accounting methods and techniques  to facilitate prom-
pt and reliable information to management.

! - .

Thus costing has bécome an cssential tool pf: managrment.
It serves the management,in the cxccution of policies and in tie
comparison- of actual and estimated results, an order ‘that, the
value of cach policy may be appraised and changed to meet the
future conditions. . o

2. Advantages to Workers.,  Cost Accounting (_!as~gl5»scs the
relative eMciencies of Jifferent workers and thereby lacilitates the

introduction of <pitable plans  of wage payment to reward clliciency -

and to provide adeguate incdentive 1o, the lejs cfficient workers. A
good systeni of costing promotes prosperity of the business and
titas cnsurcs ereater. security of service and adequate reward to
workers. : ) a
3. Advantages to Creditors  and Iavestors. Tt enables .the
“ereditors and investors to judge thie financial strength and credit
werthiness of the business. A sound business concern with a good
system of costing can attract more investors than a similar concern
without an adequate system ol costing,.

4. Advantages to Covernmend. It facilitates the assessment

of Excise Duiy and {ncome Tax and the formulation ¢f policies re--

garding industry, export, import, taxation cllc. Italo facilitalc—sfhc
preparation of pational plans for economic development. Jt pro\l'u!'cs
ready figuies for use by Government for application to pl_'ol)‘.'.cl‘.l\‘
like price fixation, price contrel, (ar;ﬁ;':yotcmon, wage Jevel fixaiion,
payraent ol dividends or settlement of dispuies.

5. Advantzges to Public Enterprises. Public enterprises lack
the personal-intiative and interest of privafe enterpric. ‘A .gocd
systerr of costing ensures eflicient and cllcciive control through o
'[!;r'i?'?r':'lT.*td)“S'iS"Of their working: l--t——‘p'.-'o»x_'edcs—Af»e-r graded -h.?ar.xc.:a-}
contra! over expenditure and avaids conflict of autharity, i fea-
wires cfficiensy ord profitability cf.the nndcrl;:k:lig !0]};&(:{@)}:&;
rupning in the public sector. It helps the managument in fixing

.
N
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CFFICI _MANAGENENT

INTRCDUCTION, Office managemsnt is the directing and controlling of an
office in erder Lo achieve its specified purpose in the most economical
way,

FUNCTION OF THS OFFICE. To provide a service of communication and record,
and in detail: ’

(a) To receive information (e.z. letters, prices, quotations, etc.).
(b; To record informatiom (e.g. stock, price and personnel records).
(c) To arrange information (e.g£. as in costing, accounting, etc.).
(d) To give information (e.g. sales invoices, estimates, etc.).

(e) To safeguard assets (e.z. care of cash, stocks, etc.).

FUUCTION OF THE OFFICE Il BUSINESS.

(a) It is usually secondary to the main purpose of the business (a.g.
factory production comes befors office admindstration).

(b) It is complementary to the main purposs of the business thus, it is
impossible to run the factory without compilation of wagesy buying
materials, etc.3}.

(c) It is controlling the factors of production (e.z. by budgetary
control, financial and personnel controls).

DEFLITION OF "THE COFFICE." It is any room where clerical work is
normally carried on, whatever name it may be given.

ASPICTS OF OFFICE VAIIAGEMENT, i.e. of office efficiency. The subject is
concerned with the follewing broad aspedts:

(a) Purpose: It is most important to assess and establish the purpose of
an office or of its constituent parts.

(b) Orzanisation: the arrangement of staffing and the allocation of duties
to the staff.

(c) Method: (equivalent to systems) is the sequence of operations and
how and where they are performad.

(d) Persomnel: is concerned with the recruitment of staff, their placing,
training, promotion and aismissal,

(e) Environment: includes the office building, the furniture and the physical
conditions inside the building.

(f) Machines and equipment: all the inanimate things used in offices to
assist the performance of work.

OFFICT 3ZRVICIZS THAT CAN BE CEMTRALISZD (in detail), While centralisation
means the emphasis on control from the centre, with office services it
may mean, in addition, placing psrsonnel in a central office, e.z. with

a typing pool.

Services that.can be centralised include:

(a) Dealing with the mail (incoming and outgoing).

(bg Telephone, telegraph and other metheds of commnication.
(c) Reception of callers.

(d) Duplicating services (including rhotocopying).

(e) Filing and records.

(£) Typimg (typing pool or central typing department].
(g) Calculating.

(h) Stationery and office supplies.

(1) Forms control. ‘

(j) Office cleaning, and canteen.

(k) Clerical employment and training.

(1) Attendance records.



(m)

Holiday arrangements and substitutions.

(n) First aid.

7. CFFICE SUPERVISOR. An office supervisor is one who supervises the work
of otkers, and who may be subordinate to the office manager. Note that
an office manager is also a supervisor,

(a) ¥ain duties.

(b)

(c)

(i) Giving instructions to do the work.

(ii) Controlling the staff to sees that it is done.
(iii) Training clerks to do their jobs.

(iv) Maintaining good human relations with staff,

In relation to the work.
(i) Plan the work of the section.

(11) See that work is done on time.

(iii) Secure accuracy.

(iv) Co-ordinate work with other seetions or departments.
(v) Distribute work fairly.

(vi) Develop new methods of doing the work.

In relation to subordinates.

(i) Train subordinates.

(ii) Develop understudies (for holiday reliefs, etc.).
(i1i) Delegate responsibilities.

(iv) Settle personal friction, jealousies, etc.

(v) CGivs credit where it id due.

(vi) Faintain discipline, reprimand when necessary.

(d) Ia'relation to superiors and associates.

(i) Accept responsibility for the work of the office.
(ii) Co-operate with other supervisors.

(1ii) Permit and encourage interdhange of staff.

(iv) Enforce the company's paélicies.
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TOPIC : Systems Analysis
LECTURER : H.P. Fernando

INTRODUCTION TO SYSTEMS

1. DEFINITION OF A SYSTEM:
A number of elements connected together in order to transform

a given set of inputs into a given set of outputs.

2. TﬁE SIMPLE CLOSED-LOOP FEED BACK SYSTEM

In-put Out -put

3. SYSTEM IN COMPUTER PROGRAMMING
4., casdAL Bl (1 0YSTLAS

PRODUCTIVITY

1. Definition : The ratio of out-put to in-put.

2. Aim ¢ To increase productivity by increasing the out-put
and for decreasing the in-put.

. 3. Selection of Productivity index.

Method Study as a Tool for Systems Analysis

1. Select
. Record

. Examine

2

3

4, Develop
5. 1Install
6

. Maintain



SPECIFIC SYSTEMS AND TECHNIQUES

Queueing
Work Measurement - Time Study

- Activity Sampling

_ = Predetermined Motion times

Layout Analysis
Materials Handling
Ergonomic Sysﬁems - Environment

- Work place design

= Man - Machine systems
Network Analysis
Stock Control

Linear Programming
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1) Det. suitable methsd for forecasting future wage, wregs
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T he sccond example is of a Flow Process Chart showing the work made necessary
by the use of a certain design of carton to pack pro;ector lamp bulbs m lots of
four for dispatch to the Army. : ,
\ : o
FLOW PROCESS CHART
PRESENT METHOD OF PARCELLING SMALL GOODS .
MATERIAL TYPE = S
CHART WLGINL: MATIRIAL IM STuUML N . . . . ) Cuanity vy s
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Examplesg of Process Charts :

The first example is of an Outline Process Chart showing in broad scale the
procedure in making a batch of glass bottles from the raw materials.

QUTLINE PROCESS CHART
PRESENT METHOD B80TTLE MANUFACTURE
MATERIAL TYPE

CHART BEGINS: RAW MATERIAL 'IN STORE,

CHART ENDS: |b60Z, BOTTLE PACKED IN CARTONS -

CARDS0ARD CARTONS L IMESTONE

CHARTED BY: R,G.L.
DATE: |6TH FEB.,

SODA ASH SAND
|CWT SACKS)
LOADED INTO LOADED
ASSEMBLED BARAON INTO LOADED INTO
BARROW BARROW
BOTTOM FLAPS WEIGHED ON
@ 0 JoPENED & TiIPPED WE | GHED Vo lscaLes
STITCHED INTO HOPPER on =°
SCALES
TIPPED
6 JINSPECTION FOR INTO ;ézggg I8TO
TEARS HOPPER
REPEAT TWICE MORE
L et o e -
Foowlin 17 1L SORAE VIRED it
r > 215" M XEr

HEATED (v
FURNACE

MOLTEN GLASS

|

51aQuaLiTy
TESTED
SUMMARY
O OPERATIONS 20 SODA ASH @uue-
STONE
l INSPECTIONS 7 AOGED
l . MO'.LDED On
. MACHINE
TOTAL 27

1004. VOTTeCr

CRANFIELD M.S.C.
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.(l . DESCRIPTION OF ELEAIEIVT Refervmct e ..
. Page
- SHEET A ) Daze
METHOD STUDY: CRITICAL EXAMINATION SHEET
. The Present Facts Aferatives Sel for De

WHAT is achieved ?

.

~

Whar ELSFE sould be echieved !

HOW s it achieved !

WHY THAT WAY!?

Whet SHOULD be achieved ?

. ——— =

*rw ELSE .ould it be achieved ?

How SHOULD i1 be echieved ?

WHEN » it schieved !

WHY THEN?

‘When ELS! dould it be schieved ?

When SHOULD it be achisved ?

WHERE & 1t achswved !

WHY THERE !

Fhern ELS " could it be achieved }

e ———

Where SHOULD it be achieved ?

WHO ochieves it ?

WHY THAT PERSON!

Wio ELYL could achieve it?

Reproduced by hind permrstion of £ C |, [ad.

3~

‘Who SHOULD echueve it




AN EXAMPLE OF A 0033
STRING DIAGRAM
PROPOSED METHOD {DOUBLE ASSEMBLY)

*
[ ]
'S \
N
. »
N X,
~ .
\\
[ - —~— N
~ T N =
-~ N -\
YRR
‘~~ ',‘
e -~
-
- — - =

— = = — LEIFT HAND

R1 54T HAND

AN EXAMPLE OF A

STRING DIAGRAM
EXISTING METHOD (SINGLE ASSEMBLY)

— — . — . 3 ommw "

\

- - = =7 FT HALD e f) ST HAND
CRANFIELD M.S.C.
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AN EXAMPLE OF A
STRING DIAGRAM
OF A PRINTERS COMPOSING ROOM

= =N =
T o P
|  FRAME FRAME N
: 2 N
N
[
\
, | N
1 i srep[
FRAME ? MORRA L SON T
! . N
FRAME :
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3
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X N
! :«
I LEAD:
RACK N
! {3
b anst
/ 4
P » \
- 1 Saw . . N\
\
- N
- ¢
E t
L ) R | 19}
2 - .,‘i 0 N
J 13
R . REACER
STONE D l N
LEAD \
, RACK  COUPOS ING "‘;’“‘E\
\
& \
\ STONE \
N W N
N R STEP | I\
A I\
™ ™ FIRME] HACKS, Tt LY
AR AR AARAARY
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‘AN EXAMILE OF A

THREE-DIMENSIONAL FLOW DIAGRAM

TRUCKED 9u' T0
ELEVATOR

| STCRAGE
] RACKS
LOAERED | /' TO I
SECONL FLGOR
O DRII.LED
ran

MILLED

L
CONVEYCR 50 710 M.LLER@
%

T ey A ot STl roager TRCLRD T

4 " ' ". e
4 o / . - : 4 7O LATAE
TRUNKE . T3 OLLEAT IR TRSFYCITION . "= 8O . %
y el I OF 20 @ R
- b N\ -

TONVEOR 20" TO INSPEZTINN NINVEYOR 30' TO GRINDER

LOWERED | " 1O

FIRST FLOOH @

TRUCKED 37' 10O
SHIPPING

TRUCKED %|' TO PAINT ACOM

CRANFIELD M.S.cC.
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NORMAL AND MAXIMUM WORKING AREA

) NORMAL WORKiING AREA
e FINGER,WRIST AND ELBOW MOVEMENTS

MAXIMUM WORKING AREA
SHOULDER MOVEMENTS

LEFT HAND
MA X | Wi
WORK NG AREA

NORMAL \ "—"\) NORMAL RIGHT HAND
WORK ING : WORKING  MAX!MUM
AREA AREA WORK NG AREA

CRANFIELD M.S.C.
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The height of the working area should be such that the work can be clearly V0o

i scen with a comfortable body posture. The smaller the object, the shorter

is the optimal visual distance and the greater the height must be of the
working area. -

Controls and hand tools should be so arranged in the working area such that the

more frequent movements are made with the hands close to the body and the
4 albows flexed. .

The hands can exercise the maximum power and skill when:

The distance from the eyes is 25 - 30 cms.

The elbows are bent at right angles and close to the trunk.

Static stress can be reduced or eliminated by providing supports for the hands,

forearms or elbows. These should be upholstered with soft material and should
be adjustable.

Head position: For sedentary work the mgst comfortable position for the head
is one in which the line of sight is 32 - 44 below the horizontal witl& the body
bent slightly forward. For standing operators this angle is 23 - 37",

7T 777 /1 // 77T T
\ CR_ANFIELD M.S.C. 9




ROLLING MILL
MULTIPLE ACTIVITY CHART
PRESENT METHOD
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N.Us Yapa.

STAND \RNIZATION IN DCCILIINTATICN,

Stendards arc technical specificztions containing a set of
conditions to be fulfilleds These may de issued by a Hational,
Regional or an International body. Standaris describe a process,
product, practice or pfesentationo Setting up of standards

according to agreed specification is called standardization.

In documentation, standardization plgys an important role in
improving the effectivencss of information service by facilitating
better communications and by increasing comparability and economical
transfer of infor:ation. Specd transfer and acurzte interpretation
of information are possible due to international adcptation of
stondards in documentation, International Orgzaniczations surch os
CIrasco, I2¢, IC3U, ITL4, PID are consernad sbout global progrommes
for the p{oceSSion of informzticn to develop a coherent system by

sebting up a standards,

Jain areas of Standardizaticon in documenitation ares

(a) bibliographic descriptionss (b) bibliographical control.

{c) terminology. (d) subject analysis., (e) document repreduction,

Biblinerarhic Descrintions,

Stanlards are set up for the description of various types of
documentse Selection of bibliographic data, methed of recording,
abbreviations and punctuations for proper interpretation are
stondardizede These standards which are used in the preparation of
bibiiographic tools such as catalogues, indexes, bibliographics, etc.

helps one to identify a document and visualize it3 features,
The Anglo #merican Cataloguing Rules (AMCR) and International
Standard Bibliographic Descriptions (IS3D) are used to Standardize

Cataloguing practices,

cont'decess2e
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zris are set up by the Internztional Standard Qrgcanization

) for presenting citations in documents (ISO €90 - 1975).

ccording the name of a Jourral, often a short title is used

to save spaces IS0 4 could ve used for selecting a standard short

titl

e to be used in directories of periodicals, irdexes,

abstracting journals, union lists etc. IS0 R. 639 gives standard

aboreviations to record names of countries and larsungese

sbtreviation are used in bibliographic descriptions. Standard

abvreviations that should be used in bitlicsrarhic descrirtions

are given in IS0 832 and ISO 833,

Schemes of ftransliterations are used to record bibhliozrz:hic

descrirtiovs of documents in foreizn languazes. ISO has set 2p

a number of transliteration schemes to s¥andzrdize convrersicn of

seri

ot o one larzunge Yo anotlher, (Isc ng, ISC 3233, ISO R239,

130 R342)0

Bibiliasrr~nhin control,

Standards are used for proper control and identificztion of decuments

The followinz are some of the 3chemes established by various

International Orzanizations to control documenta,

(a)

(k)

IS7S « International Standard Data System - a joint prosram~e
of IZ5U and Unesco. Centrel Regriter has been created for
scientific periodicals with 2 view to ngmalize the citations

f the journal literature. ISIS centre is at Paric; thers

[o]

are zeveral regio:nal centrese

ISSH - International Standard Serial Number « a number

is given to every serial for identification. This simplifies
~srog

communication and recordinz of serizl literature, ISIH %

promoted by ISDIS.

CCHt'doo.oo}o



(¢) IS = Intermational Standzrd Book rumber. A unigque number
ziven to 2 monozraphic publication. Thig rumver identifies
a pnblisher and country of publication and help simplifyinsg

actiisition work,

ISO has set up severzl standards to control thes quality of pericdicals,
I3C R5 describes the important parts of periodical; ISO R18 deals

with preparation of contents lists of a pericdical and ISO n30
describes the staindard bibliographical serip which is recommonded by
IS0 to be given in all serial publicé%ions for better recogmision,

IS0 999 (indexes) and ISO 1080 (title page) are also important

standards for bibliographic control,

Terminolsayre

In any crofession for clear communication and better wnderstading
the terminology used by the professionals is siandardize, Terms
suck a3 catalogue, index, citation, classification are used in
docxnent:.ticn to defire specific conceptses Also in term of gletal
transfer of information %these meanings siould te internztionally
accepted, Stondardization ernsures that terminology is used
consistantly. ISO R 704 plays a leading role in thia, ISQO R 360
(internaticnal wnification of concepts and terms) ISC R 919 (Guiie
for the presentation of classified vocabulary). IS0 R 1087
(vocatulary of terminolozy), ISO R 1149 (layout of multilingmal

classified voccbularies) are worth mentioninge

Susicct An2lysis,

The subject of a document is interpreted in 2 document in two woys;
(2) by siving a claszification number. (b) by givirg a standard
subject heading. In both these ways attempts are veirg made to
standardize the scope of a subject. Universal Classification
schemes such as Dewey Decimal Classification, library of corjress

clessification, Universal Decimal Classification, Iaternationzl

Cont'doooo|40



Paternt Clascification, International standard Industrial
lazrification or nission—orient=1 classification schemes such as
INIS subject catogories, AGRIS clascification schiemes, Mational
library of medicine classification schene could be useds For
selecting standard subject headings one could use sears list of
subject Headings, LC ;ubwect Headings, OZCD Micro Thesaurus,

DCI T™hesaurus or Thesaursus of Ingineering and Scientific Terms.

Docunent Renroduction.

Document reproduction i3 one of the most important technics:l

processes which assist the documentation ard information transfers

Standards are used in document repreoduction for quality controlliing
and cost reductions Alsc these standards increase tie compatihility

of copies produced ucing different procesczes.

Vith resrect of thiz matter more emzhasic iz vivan 0 micrograyi, .
Staniards dealing with material, equinment, guality and %esiing of

microforms have tcen set up by ISC and ctl.ar organization:,
~N

1e Internzticnal 3tandards Organization
Information “ransfar = Rindbook on International Standaris
governing informatiorn transfer. Genevz, IS0 1977, 516 »,
(ISC Standzrd Handbook 1)

2, MJRTIIH, M.De
Referance marual for mad¥sino-readeosble hibliographic
d=scription, orepared by the WMISIST / ICSU = 43 workirg
Group on 3ibliographic Description .e.ee; compiled by

NeDe “artin, Paris, Unesco, 1974, T1 De.

3. UNISIST International Serial Data System : Guidelines for

IS32, Paris, Unesco, 1973
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8, RUBASINGAN

Jntroduction

"We require from buildings, as from men, two kinds of goodn:ns:
first, the doing their duty well; then that $Md¢ they be grnceful znd
pleasing in doing it; which last ie itself another form of duty™.

John Ruakin: "Stones of Venice".
“Tho Plan i{s the generator of architccture" Le Corbusier.

The cbjectives and tasks of any typo of library can be more easily cnd
ogonoxically achieved in a woll planned functional building thuan in a
badly planned one. A poor building can scriously handicap ite usersj

e good one can contribute to the inleliectual health of tha vhole lns-
titution. Moreover, buildiggs are oxpensive and a badly plaaned tulld-
ing will end up a3 an enduring wonument to clossal westage of uocney and
nay force the library year after year to cpend much more on cporation
and maintenance than it would be required by a well plarned oao.

The Role of the Librarian

The physical planning of a library or part of 4¢, 15 no douDdt an activity
in which most Librarians may have only o limited experience. Lut it in
cne of paramount importance- perhaps the most challemging and ncot
satiafying experience in his career., Left to thomselves, tho architect
or even the management of the imstitution served dy the library, may
not be able to plan a good funstional library bullding, becuusae they
may not understand clearly the functions and various activities of @
library without the closer collaboration’'of the Librarian, It is the
Librarian who understands the detafils of the funotions, activities cad
tasks of a 1i{brary and should thereforo be actively involved in the
planning of a Library building.

Pre~Planning

In most camses, the Librarian will know in advance that a new librery
or change of quarters is contemplated and therefore has ample time to
prepare himself for tho tasks of planning it, If he {s willfag, tho
laek of experience will not be such an oveorvhelming disadvantapgo as it
nay have eeemed.

During the pre-planning atage, the Librarian should?

1. Study tho special problems involved in tho planning £ o library
building. He should obtain tho required information by wtudying
the literature on tho subject, whieh is fortunately quitc extensiv

sontd...




He may also bring such literature to the attention of all others
involved in the planning of the building.

2, Exanine carefully the aims and objectives of the parent organi-
sation including any future changes, the users and their nceds
eto. and collect relevant data, After such an analysis, he
should define the aims and objectives of the Library, ita users
and their needs, the features of the p»roposed services etc. not
only taking into consideration the present but of the futire as
well, Thess information will be vital for the brief h: later
prepares to the architects.

3. Have fregquent consultations with those vhose advice and sugzest-
fons will prove useful, in particular his own staff, the users
and the managoment.

4, Visit as many librariew as possible, partitularly those built i2
recent times. '

The Site

1. Acgeasibility:

The location chosen for a library, partitularly a specinl library
will depend on a number of factors such as the type of organisa-
tion served, the location of the main users, the availability of
of space on the site, the kind of sorvices expscted of the lidbruary
ete. If the library is intended to serve whole organinaticn, soue
fairly control position is deairable, since the number »f times &
person uses such a library is usually inwversely proportional to
his distance away from it. Xt Ehould be sited closer tu cormon
servicea of the organisation concerned. Common servicea are such
things of canteens, lecture theatres, computer services, document
reproduction services etc. Another alternative is to cite it nuar
the main entrance to the organisfation.

2. Oriontation:

No single orfontation is fdeal for all seaasons, climatew and other
conditions; but it is a factor to bhe conaidered carefully, parti-
cularly in areas vhere extremes of keat, rains, winds, cunlight
eto. may be expected. The most senzitive parts of the library

are the reading and storage areas. VYhen direct sun ligit streans
into a building it creates glare and over-heating which is bad for
the documents atored so is the moisture resulting from Cthe rafnc
and the effecta of the monsoon.

3. Spase for Expansion:
The chosen site should provide adequate space for futur: exnanaion.

Parking and delivery problems should mot be fergotten i1 th: cheee
of a auftable site.

Preparation of a Progranne

One of the most important task of the Librarjan in the planning of a
Library building is writing a programme or brief to the erchitects., The
Librarfian is perhaps the best person to do this, because it is he vho
knowva best and most about the requirements of the buflding. If he is nct
sufficlently competont to write the programme, he should be very closely
associated with it and the task as such may bo assigned to a planning
team appointed by the management. The Purposes of the programne ares

1. to daoternine and define the essential space needs of the library.

3. to point out to the management and othere comcerned all require-~
ments of the library and obtatn approval for thenm.

v |




3. to fora the basis on which an architect can design o satisfactory
functional building.

The progranme should be written after carafully enalysing ond concider=
ing the needs of tho communjty to be served, the varieties and frens of
1library gervicez to be ottopiﬂd the onvironmontal and other factors
likely to fnfluence the service in the future. etd, It should cleo
ansver questions relating to ths size of the colloction to he housced,
the number of readers to be accommodated, the number of stafff who will
provideé both public and technical services ete. It should indicato
for hov many yeors ahead the building ie planned.

Internal Planning

The planning prucess of assignable space conszists of easentially
three stops:

1, Detaorninéng that relationship betweon the functional usnitc of
the library which i likely to lead to tho wmoat efficiaent cporation
of the library as a whole.

2, Deternining the amount of aspace which is required for cach uanit,
3. Using the information obtained from 1 and 2 to dosinga o
practical layout.

The first two steps are takem by tho Librarian (or a Plamning %ocan)
who during the preplanning stage should have collected all tho basla
data required for this purnoso, The third stpp is achievod by the
Architect in cleose co-operation with the Librarian,

Deternining the Rolationships botweon tho Functional Umits.

The functional units of a aspecial library is gonerally deterainod by
three flow patterns, vigi

1., the flovw of matorials
2. the flow of information
3. the movonmant of users.

The tirst two are interlinked and easy to defime. The typisnil cequome?
of tho flow of materials for exomple may be (I) acquisfition, (II) cata-
loguing, (III) Display & (IV) storage. Similarly the sequenasc of the
flov of information may be (X} scanning, (II) abetracting & ondcaring
(IIX) competing and (IV) dissominating..(seo annexure ), Om such a
basis, it would be possible to group each individual comporonts isto a
number work units establishing <he relationships among them. Such
analysis will help to detormine the apace requirements, their locatiom
within the library, eto. The movemont of users however %Ll be more
difficult to defino and detormine, Xt will depend o eatogorisution
of readers, their behuvioural patterns etc. which should be carofuliy
done at the pre<planning stage and the data collectod providod to the
Architect, in the brief given to him. Usor surveys made in ocinilar
organijcations can be vary useful for this purpose.



After carefully testing the units or areas in which the varlous actf-
vities of the library will bo carried out, the next step is to deter-
nine whésh should be near to each other and which could or should be
separated. (see annexure II). The relationships establishzd should
indicate the most useful relative locations for the varfous units of

the library. But before proceeding to a tentative layout it is
necessary to know how much space each of the area or unit wvhuld requirse,
not only for the present but eolso for the future. »

Deteraining Space Requirements

The purposes of asaignable space in a library building are to provide
for:

1. Housing the collection, to store and display books, periodicais,
reports, trade catalogues, non-book materials ote.

2. Reader aceonmodation and activities: roading spaces including
use of special collections & special materials, carrels in tho
stackay seainar rooms, service counters, publiec catalogues etg,

3. Staff activities: offices, work rooms, typing services,
document copying, rest rooms etc.

4, Sefvices: stairs, 1ifts, corridors, cloak rooms, entronce halls
ete.

The space required for aervices (4) should be fixed at the autset and
preferably grouped in one area 2o as to proserve flexibility in the

rest of the building. The apace required for reader sorvices and %
ataff activities (2 & 3) will grow comparatively slowly 42 tie

planning has been done with some foresight. The spaas needed for
housing the colloction (1) however will grow ateadily unti) the full
capacity of the building is reached in X years ahead. It f2 best,
initially , to estimate requirements for 1 and 2 as a asinglo unit

space, for physically these two activitées overlap.
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SPECIAL LIBRARIES : CCLLECTION BUILDING

+ Almost exclusively concerned with the literature of a particular
subject or group of subjects;
»~Clientcle: persons with special interests in specific fields of
study or activity ’ ,
4‘ . pServices geared to needs c¢f a particular organisation or institution

| _ .

| N : . . . .

& Consideration of the nature and functions of special lidraries:
| ;

|

|

|

3roadly classifiable into 4 categories: (a) Educational or academic
i.e. school likraries, polytechnics, technical colleges, teacher-
training colleges, universities; '
(b) Learned societies and institutions, catering to the nceds of
nbers for stuuj and research, information and matters relating

to employaent;
(c) Governnent “epartmental libraries coverin; wider fields than

. researcn libraries, often multi-faceted involving wicde variety of
fringe subjects;
(d) Business and industrial libraries (Governmental and non-Gover-
nmental., Simillar to Departmental ibraries but special material
is needed for production and experiment staff.

Literature needs of the four categories broadly examined, in contrast
to other types of libraries to understand the distinction between

the two and the characteristic features of scientific litraries.
Special reference to (a) needs of clientele (b) nature of materials
acquired, and (3) Technicues used in organisation, retrieval and
dissemination

¥ vollectlon building is tec unlcallv sclectlon and acquisition of library
materials. The operation requires hizh professional skxkis.
and administrative skills. Definition of book selection : "
krowledge ascertained by observation and experiment, critically
tested, systematised and broubht under general principles'.
; ‘ Ba51cally ma matter of orzanisation, necessitated by challenzes of info
| ¢« . ‘ormation ‘explosion, dwindling budgets, inadequate staff and
 storage facilities.
Acquisition policy: Sound policy decisione are basic to good mancgement.
- Hence the need for a well thought out acquisition policy.
Role of the librarian in formulating policy.
Acquire knowledge and awareress of the purposes and functions
of the nother organisation
Avareness of the user needs.
Methods of identifying the user needs( visits to depts., nmeeting
3 with priciple users, attending meetinzs where projects are
N T discussed, listening to’ dlscuss ons of future ‘dévelopments, ~— ~ 7
' studying annual reports, publicity brochures, handouts, press
N notices, nubllcatlons' analysing inquiries/requests for infor-

| © mation

Acquisition policy demarcates the scope of acqulultlong. Should

be flexible, material on core subjects and fringe subdjects,

indications of physical type, language. Interlibrary loans, photocopies

Cooperative acquisition




Methods of acquisition a1§%f£25e§§ %%giuégé as a guide line for the

staff. Purchases, subscriptions, ezcnanaes, solicited gifts, gratis
materials, donations etc

Selection

Book selection the prime factor in enhancing value of library
Well built stocks fundamental to satisfactory service

How the librarian should be equipped for the task of book selection

Knowledge of the subject

Kaowledge, awareness and use of relevant bibliographic tools to identify
relevant materials

Soliciting user participation

Personal contacts - formal and non-formal

Principles of book selection

Assessing the value i.e. the quality and standards of presentation and
production.

Judging the merits of a publication: points to be considered - authors
credentials, publisher's reputation, authorltatlveness, expert
opinion on the work, consensus of opinion on the matter treated
vis-a¥ vis author's viewpoint, clarity in ecpression, reliability
of factual information, credibility of interpretations and conclu-
sions, accuracy of reference to literature, how complete the
treatment of the subject, how logical is the sequence of present-
ation, is the material new or is it a new approach to known
flacts.

Some basic bibliographic tools of book selection

Use of reviews in assessing publications.
Expert opinion.

Acquisition vrocedure

Devise.methods of obtaining material quickly, cheaply, and with winimum
procedures
Departmental regulations. Prices. Discounts. order procedure
Importance of finding a good supplier - local, foreign. problens
encountered, Cost, delay, specialisation, material unobtainable from
publishers or book sellers

Deposit accounts, charge accounts (USIBS), standing orders, -
blanket orders (not applicable to soue 11brar1es) subscriptions

LN
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Exchange, solicited gifts, donatlons, gratis materials

Maintenance of records - Invoices, bills, reciepts
Registers, card files, computer

Accessioning
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SUPPLIES MANAGEMENT  p3 poiasase

C2GANISATICN CF FURCHASING. ° Outstarding precblems in the organisetion
of purchasiag, are concerned firstly with the degree of centralis-tion
of purchasing in the whole concern, and secondly to whom the purchasing
department should be respoaslble.

FTACTICHS 0: THZ SUrPLI ) 'DZPARTMENT. In its vork, the purchasing
depsrtment must co-ordinate with design , planning, production, seles,
and accounts departments, but its main functions ares
L‘ "'a ’P‘ﬁ - ~.,;~3...4.~;4 v
(2) Purchase of the rlght mat°rials required by all v users in, ‘the
concera ( in the main, the users will decide); and purchasiag

¢ on the rlght authority. - .,o2v ...% rpm«ﬁﬁf Letie e
I o : e
(b) Purcnaso of tne right quantlties, and goods of the right quality.
* n} Sye Q ‘a“ et ds‘?’\ k“ « """‘x S ® s

(c) ‘Purchase of goods at ths right time, “and for deliveri at the

: right time, i.e. ths dates required, and to "follow up" when
not received at those times.

(d) Purchase at thé;rlght prlce,and k-eping uithin the prescribed
budgets.t

(e) Tse of the best methods of purchasing, and forms of contract,
etc.

(f) Responsibility for the control of'sﬁéres;vthis is sometimes
given to the purchasing officer.

(g) Certifyiag of purchase iavoices for goods supplizd.

(h) Carryiag sut of testing procedures on goods pu-cnased.

~

~

SUPPLIZS POLICY. Goods may be purchased in many ways, and usually
separate methods prescribed according to th° type or value of goods
purchased.

(a) Spot purchase: Whers goods ars bought on the spot, either .

at an outside showroom or war<house, or from sales represen-
tatives who v1slt thn buyiang Department.

(b) By quotations Where several printed forms of quotation are
sent to selected suppliers asking them to quots for prescribed
goods, and the quotations are then compared and the order given
to the most acceptable one. . A

(c) By contract. suitsble tu bulk purchase, and whers a large
~ order is placed for (say) a year's supply of a certain commodity
at a spe01al price, and deliveries may be hed as required.

(d) By tender. a method mostly used by public bodies, whers news-
paper advartisements invite supplisrs to tender their prices
for certain commoditis=s on the basis of which contracts zre
then awsried.

In memufacturing conceras, methods (a), (b) and (c) are all used - according
to the value of individual ordar.
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SUPPLY PRCCZDURES.  Procedurss will depend on the purch331ng policizs
adopted, but important p01nts are thnt.

L
L@

(a) All requirements for goods from all departaents of the
'~ concern must be on standard priated requisitions, and
be signed by authorlsed persons. o T

PR v
fewi “ Gl e U0 e - .

.. (b) The requls’tion number is then quoted on quotation and
She LT contract, and other forms eent out to suppliers.

P -
R 2 “<o e <

(c) All orders must be on offihial company order forms, bearing
the number of quotatlon, contract etc.

- N ~ .
™ Sn e e .:,r,, o . PSS SRS PRCAS 1;-., 2 ;:. ~,’ ‘-m‘v; \;>4 .3 o e oty

. (d) On receipt, goods will ‘be received in the stores, and
: "liaison uith them is necessary for checking that goods
7~3' agree wluh gpecification and sample. - -

ronlty

[

(e) When cleaeed, goods received notes are received by either
e the purchasiag or accounting departaent. "

(f) Purch:se invoizes when received are then checked with
official orders, and the goods received notes.

(g) Befores goods are ordered, 'the purchasing of ficer mist ensu-:
the. finance is available within the company's budgets.
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211, LIBEARY SURVEYS,

" TYPES OF SURVEYS.

i

i. Field Survoys - descriptive, frnct finding survey in the fiadd.

: Uﬁf'il. Qomparative Field Surveys.

Experimental Surveys. - &OT}HTJ%Onu betveen two or more praupa which

&1ffer as to one vapianle.

Qurvéjs can also differ in terms of gize, from an in-house survey of a

amall library to large scale surveys invalving many lihrariec,

'rvaoss OF uOILUC”ING A _LIBRARY SURVEY,

To collecf lnformntlon 1ﬂdlsat1ng the patterns, trends, strengths and

ﬂea&HGJSGS in the libr:ry so fhnf we can use this information to

a) Answer queries and complalnte .
b) Detect faults in the library service
c) Improve and expand the service

a) qucover new facts useful to he study of libravianship.

DO'$ & DONT'S FOR THZ MNOVICE

Survey methods are a port of rocinl ccience research methodelogy and
consist of specific precedures und methods. Thercfore do not congider a

‘purvey as something which only needs common sense and instinct,

WHgn:you embark on your first library survey

~a) Look for en earlier survey on the subject and study its methods.

‘6);if'this ig not pocsihle, discuss the srojected survey ¢ith a cocial

, séientist who hag particip=ted in surveys.
c) It is essential that you read wp on survey methodeclogy and for thia
any baclc book on socicl ccience research methodology is recommended. They

' w1]1 uauallj carry a chapter or twn on surveys. There are hooVvs specifically

en suvay~'too. The following drse the best available at the moment:

Clive Bingley, 1964 ,

LINE, M.B. lerar} Surveys London:
2 ed,

MODLR, C.A., 8 KALTON, G, Survey mcthods in social investigation,

idndon- ”LBS. 1971.

HOW TO ”OhD"CT A SURVETY,

survey are to te acceptnble9 the survey must not

If fhe flﬂd ncs of thre
Tt muzt be an nhgcctlve survey and the

Q%ost bluycﬂ or distorted Anta.
Jndlngg must appear tn bhe ressonably accurate. Accuracy in s survey cannot
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Be.
'miszakga.in o Arawing) T must he sehicved ot the puint of planning and

LIRR; 2" OULVEYS, CONTD, PG 8.

cchieved ai/ter the survey 3. over, by Juggling the dati, ( like erasing

. oﬁefationalising the curvey. Therefore, PLAN THE SURVEY CAREFULLY, DO NOT

RUS!

i INTO IT.

3 ‘srﬁch-Ir PLANNING 8 CETRATIONALTGING A CURVZY,

1{ - 1. anﬁ&e the aims and objectives of the uurvey.

_3}f 2. Dtﬁtdo the size and type of survey. - Total survey or mample survey.

.’;.v,3~.
L

'ﬁ

Bingle or comparative field curvey -~ experimental survey ete.
etermine the SpPOiflc libraries that will participnte.

M Deta requlred rrom the curvey. (e;. subject preferences of unors, types of

#ners)

© 6. Select the sumple, if it i5 to he 2 wumple survey,

7

7 a.

The oarple must be carefully relected, if it is to he representative of .
the shole. In a small in-houce vurvey, a random sample conld he selected
v by taklab ouo#ggﬁﬁng third reador or recintered horrower, RBut larpe
'fsurvcys need more complicnted mothods of meleeting camples and 1t ie
best to corsult o statictician who will ndvige on the kind of sample
suitndle ( quopta, cluster, te~tified cample etc) wund the statistienl
frame fhat should bhe used., FKeep in mind that xwsek susk mach of‘tha
later staticticu) interpretation of the Aata will depend on how the
'stétistica] sam: 1c Loy besn oclectod,
< Mosit boo”s on rcsearch nethod rarry A chapter explaining the technigues

of sampllng for those who are not ctatigticiouns,

Data collection.

. There urc Jiffrrent typeo of d3ta eolleetion methody te enit differeant
déta. Inanimatc data relrting to litraries, oanch ns hudget, equipment,
buiidings, stock and cireslatinp records ear be ohtain hy atudying
the records obtaingd from offieinl pourees, Wenknepnen in the recording
of’such dnta muot be kept in mind, (eg. Are rencwnls ineluded in the
Joan statigtics, or are they comdted meperatelys) |

"Ohtaining informntion from human beinge is not ass‘mple as examining
a. regictery There are differont methods of atudying buman behaviour
in a socinl survey, such as pnrticipant oberrvation, keeping of
‘personal diaries by the recpordentn et:, The twn main methods of

‘nbbtaiuing information from people howe¥er are - fnestionnare and

Interview,
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a teéhnical or Spec1allsed activity where certa1ns safeguard have to be S

{cOnsldered and ch01ces nade between alternatzve formats and styles. It needs

‘5>t1me and much thought Do not try to dash it off in a hurry.
’If vou are de51gning a.¢ for the firat fxme, look up a book on questionnare

“designufThere you w111 flnd examples of queqtlonnares. Most reports of surveys

-Qnow carry the ful] Q asg- an appendlx and the;e are also helpful. Best: of all,«,A;j “

i

|

o

w 2" ;try to,find a Q similar to the one you prppose to design and s tudy it.
1 The elements in, de ign are: ' |

Typq“of Q - Portal - quicker, louer response rate - accuracy mary be uffectod

Face to face xdminiatr;flon of 2 or superviqed adminstratlon.

L - more Jabor:ous but wurer of accuracy of response.
2. Length of Q.
o Should not be too 1ong, as-the respondent may tire of answerlng

, f}. whether Q should be anonymous or not
:ﬁ':g b Quevt*on content. i.e. what aspects the questions should cover,

5; gestlon format.

54 ' ' “»5"“: 2 alternatlve formats are availahle and these can to used in
~ combination where reccessary.

1, Open questlou which merely asks the guestion and provides an

empty spice for the answer. eg. " In whint ways do you use our library?.....!

11. Closed [or structure @que.tlon ‘where a choice of answers are

glven after the. questloﬂ. eg. "Do you use this library for a
»;w~fa) BorrOW1ng books.
| b) Reference work
¢) Rerding periodicale
d) Reading newspapers
’. 0y Private study
‘ £) Other TR

A_Rléaée'tick off the relevant items and if neccessary add further

" information at f)
’ﬁ 'ff :  The;édvantage of the closed 4yiestion is that it can be conded and therefore
' ’vﬂﬁéiyséd~statistically more rasily *han the apen answer.
'Q¥;"‘ guestion wording.
| L flﬁuestlon must bhe cle-r and uynamhiguous to the respordert. The fact that
thb qulelon 1s clear to you, the deﬁlgmduf Q cdoes not mean that the
reknondcrt will find it so. Do not ask ' Are you Aamlllnr with our
llbrary ‘The responderts may think yon mean any of the following:
: ave you hnnxd of the library? Know where it is?7 Scen it?T Entcred it and
'i;nwcd 1t° nnd you Will:gnt rop]ies‘covering a1l thece aspects. 'Are you

d member cf the litrary' is clesrer

-S m11ﬂr’J, avoid likrary dorpon. Qo not ask a reader ' Are you satiafied
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with our circulation procedures.' Ask ' Do you flnd our procedures for
lending and recalling books satisfactory?'

7 Questionnare lay out.
Instructions for answering should be clear - there should be sufficient
space for writing the answers - sequence of questions should be logical
and preferably should move from the general to the specific. egs
Q should begin with questions like ' Are you a member of this library'
and proceed later to questions such as ' Do you consult the author
catalogg?'" rather than the other way round,
8. Pre=-test.
Q should be tested on a small sample similar to the main sample befare
the survey begins,. This is called a pre-test and its purpose is to
detect flaws in the Q suqh as the ones outlined in the preceding section

l"‘?o

70  INTERVIEWING
Interviews can range from formal interviews which could be little more

than a verbally administered Q to informal or 'open ended' interviews
where the interviewer has greater freedom to decide what questions

to ask and how far the respondent should be allowed full freedom to
reply. The former are useful when short specific replies are needed,
such as in market research. The latter are more useful where opinions
on epmplex ... . topics are needed.

- Since it is the interviewer who records what the respondent says, some
degree of subjective bias could occur when using this technique. The
dress, mannerisms, personality and interviewing technique of the interviewd
can affect the way'the respondents performg in your survey.

If interviews are used, then interviewers have to be trained first. In
a small inshouse libtrary survéy, it may be sufficient if you brief our
staff a8 to how the interviews should be conducted. In very large surveys

trained interviewers are used.

Keep in mind that many data collection techniques could be used in onme
survey. ege Q data and loan records could be usedhko study the efficacy
of a library. ‘

8. Other aspects of administering a servey include the following:

getting permission to conduct the survey from all concerned.

choosing times and places so that the survey does not hit any snags.
(eg. avoid doing a survey durlng the Sinhala New Year period in
April)

choosing times and places convenient to the respondent. (ege do not

try to interview a respondent when he is in the middle of his lunch)
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PROCESSING & ANALYSING SURVEY DATA.

- Processing the data: In large surveys where there is a great deal of raw
data (i.e. the actual replies, added=up) it is not possible to do all the
processing by hand. The data is therefore prepared for various types of .
manipulation uixbg punch cards or the computer etc. For this purpose, the
raw data has to be translated into symbols and numbers andt this is called

coding. There are various methods of coding and these are discussed in
advanced texts on methodology.

In a small in~house survey however, it should be possible
to tabulate the raw data manually by marking the answers in different
columns and adding them up,

Analysing the datas In large surveys, the coded data is given sophisticated
statistical treatment to draw out patterns in the responses. This is a
skilled and complicated business for which a formal training in statistics
is usually neccessary.

In the case of a small in-house library survey, however,
it is possible to analyse the data using the arithmetic and mathematics
learnt in school. The data could be presented in simple percentages, graphs,
bar diagrams and pig-charts and prpportionate responses can be éﬁﬁéﬁi from
them,

JINTERPRETATION OF THE FINDINGS

How far you are able to make useful and insightful inferences from survey

data will depend in the last instance on how alert you are as a librarian

and how much axperience you have in interpreting survey results., It will

also depend, ix ymuxx fixxk =xxxsy uk imuxk, on how well you, as the researcher
are familiar with the problem being studied, how well you have observed the
context in which the data is being collected, and how familiar you are with
the weaknesses of survey methodology,.

Findings can be.interpreted at two levels, Firstly, survey data could be

used to indicate the existing state of affairs. (eg. What types of users,
subject preferences etc) It can also be used to throw light on why a
situation has occured., ( eg. If your Q included the following questions,

‘Do you use this public library? Are you a secondary school student? and

Does your school have a large library? it may be possible to see whether

the students who use the public library excessively are those from schools
which do not have large school libraries.)

In general, it is best to use data from surveys to find out the existing
tendencies and patterns ana uxm supplement this with other information

such ms your own observations, knowledge, experience together with discussions
with others, in attempting to explain why these tendencies and patterns

have come into being.




WRITING THE REPORT.
In a large scale formal survey it is customary, and in some cases, mandatory,

that the findings be written up and presented in a report. In such a case, it

is not sufficient simply to report the findings alone. The report must include
the aims of the survey, tﬁe sample used, data collection methods employed and
why they mere gelected, how the survey was administered and problems encountered
nkax in doing so0, how the data was analysed, the statistical measures uaed.’“'ﬂj
the findings and what they appear to indicate about the problem under study.
Statements must be supported by evidence from the survey in the form of
examples or statistical tables. In very elaborate surveys, it is now covatomary
in icnlude all relevant formats used,(such as Q)aa appendixes .

Even in a small surveif?éﬁ have done for your own information, in your own
library, it is best to write down the procedure and the findings, and keep it
in a file, with the raw data, in case you need to refer to it in later years.

Do not expect to carry it all in your memory. Tou wont,

A XSS EREREEREEREER YR




NSC - UNDP NATIONAL WORKSHOP ON LIBRARY & INFORMATION SCIENCE,
6 - 24 JuLY, 1981,
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PERIODICALS - II.
22 JuLy, 1981.

S. RUBASINGAM

TYPES OF PERIODICALS.

Several categories of scientific and technical journals have evolvied
since they first appeared. Any attempt to classify them by typr cui:
only be arbitary and at times conflicting, though for purpose:c of

study it must be attempted.

It may be possible to categorise periodicals by certair inherentc
qualities or by functions as: l) Primary journals, 2) Secondarv
journals, and 3) Hybrid journals. Primary journals are those which
denote themselves to reporting original research and are also snowrn

as 'recording' journals. They constitute the bedrock of scientific

and technical literature. The secondary journals are those dercigna! to
digest, comment on, and interprit the research reported in the

primary journals.Indexing, abstracting & current awarenass jovrnal: are
also considered as secondary swurce journals. The hybrid are thosuc

which contain both the research papers and secondary materials.
It may be possible to cateqgories periodicals by their publishimg
origin, as those of:

1) Learned Societies & Professional Institutions
2) Commercial Publishers

3) Industrial & Commercial firms

Types of Periodicals according to purpose

1. Scholarly Journals.

These were published to enable philosophers and scientists o
communicate their new ideas and thoughts to those intereste:l in
the same or similar subjects, because communication by meun; of
journal was found to be mor= speedy than by a book. In some ca:i:;
publication in book form may follow, but in most cases the up.it
published in journals are the only easily available cecord uf
results of research. Such journals are the principal medic “or

publishing original learned papers and state of art reviews.

C ke



Scholarly journals may be published by:

1.1) Learned or professional societies, Universities and other

seats of learning; &

1.2) Commercial publishers either on their own or on behalf of

learned & professional societies etc.

1.1) Scholarly Journals of Learned & Professional bodies.

Most learn¢d societies & professional bodies produce more Thei.

one journal:

i) each donated to a particular subject or aspect within t.e
main field, eq. IEEE Transuctions, or

ii) containing different typus of levels of materials. eg. .loyal
Statistical Society's Journal series A {(general) contains
articles, reviews, obituaries etc.; Journal series B
(methodological) however ccntains the papers discussed ot
meetings.

It should be noted that whereas aost scholarly journals of such bodies
include papers in a variety of subjects within their field or !.elds of
interest, others such a5 Annals of the American Academy of Political &
Social Science denote each issue to a number of papers on one cverall

topic with a special editor for each issue.

1.2) Scholarly Journals of Commercial Publishers.

These are similar to those produced by societies and instatutions
and some publishers such as Pergamon Pzess, John Wiley, Ac-deownic
Press etc. put out a formidable number of specialised schclarl.
journals. eg. Nature, The Lancet ... The category of schol.rly
journals also include bi or multi lingual and translation
journals. These too may be either published by societies z.d

institutions or by commercial publishers.

1.3) Bi or Multi Lingual Journals.

Some journals with an international readership, particulariy
those issued by international organisations, are available in
editions published simultaneously in two or more languages. e€y.

'Official Journal of the European Communities.'Sometimes tho

text is given in more than ose language in the same edition

‘ eg. 'Welding in the World', sometimes abstracts only of tha

papers are included in languages other than the original
which may give sufficient indication as to whether or not a

translation is required.

Conte, .,
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1.4) Translation Journals.

For better dissemination of information in the fields of
science and technology contained in important Slavonic aid
Japanese literature, there are 'Cover to cover' translaticn
journals, which contain full English translations of all the
papers in the original journal, but not necessarily the .ccom-

panying materials and advertisements. eg. 'Polyme: Scien.e

USSR'. (Pergamon) Some cover to cover translation journ.ls
are selective, including English translations of only sane of

the originals, but usually including abstracts of the remain-

ing papers. eg. 'Electronic Technology USSR (Pergamon)

There are also journals which contain English translations of
selected papers from a number of core journals on one subject
and also including translated content pages of all of them,

eg. 'International Chemical Engineering: translations of the

best in Chemical Engineering.' (Am. I.C.E.)

Most translation journals are issued by commercial publishers cg.
Consultants Bureau of New York (Russian), Scripta Publishing Co.
Russian & Japanese) In some cases the publishers of the original
journals also issue either English editions (eg. Trans. of ther

Iron & Steel Institute of Japen) or abstracts of papers eq.

Chemistry letters (Japan)

It should be remembercd that cover to cover translation journ i
are not issued simultaneously with the original journals, but the
publishers aim to produce them as quickly as possible and somrtimes

the delay may be even two years.

2. Synoptic or Communication Journals:

These were founded mostly in the late 195¢'s and early 1960's und
arose due to the demand for a faster flow of information.Pressure
to publish, particularly.within the academic community is enorwous,
with competition among authors rife. New journal titles prnlifcrate,
but there is no solution as yet to the problem of space within
journals. The publication of substantial papers in scholar'y

* journals can also be slow because of editorial policy of rrfercn-
ing. Hence, for the purpose of altering those interested in new
developments and results, some publishers include a section in

their primary journals for "letters", wnich are different irom

Cuntd. ..



correspondence. Others issue independent synoptic journals fco

this purpose. Still others issue special synoptic journals whi.h
contain only one or most two pages of synopsis of each paper, the
full texts being made available separately in microfiche or mi:.i-
print form. Such synopsises are longer anc carry more information
than in Informative Abstracts. It should be remembered that for
speed of dissemination these synopsises arc publicshed in an untdilad

form. Examples:

Applied hysics Letters (AIP)

Electronic Letters (IEEE)

Chemical Physics Latters (North-Holland)

Journal of Chemical Research (Br.Chemical Sbciety)

Engineering Synopses (I.Mech.E.)

3. Review Journals.

This is a particular manifestation of scholarly but seconde.y
journal destined to play a crucial role in the future. Revi=®v
papers may either be litefature surveys, which summerise thLo
progress in a particular subject or field including the mirimum
of factual information but a weslth of bibliographical referon--
ces which may be followed up. Or, they may be state of art
reviews which include substantial amount of information abcu':
the subejct in question supported by bibliographical reference:.
There is now a growing number of review journals cortaininc
only the state of art reports. They are usually published b
Commercial publishers or learned bodies and are of immense valu:
to scientists who wish to familiarise themselves with the s:iatco
of art in a particular field before committing themselves tu a

research project. Examples:

Applied Mechanics Reviews (ASME)
Chemical Reviews (Am.Ch.Soc.)
Mathematical Reviews (Am.Math.Soc.)
Critical Reviews in Food Science

& Technoloyy (CRC Press)

4. General Purpose Journals

In addition to their scholarly journals majority of the learned
bodies, issue a'general purpose' publication to act as the link
between the body and its members and general public. They nay

contain articles of general interest in the form of reviews o~

Contd...



progress, items of current developments witnin the fieid and in

science & technology generally, news & comments in social & economic

aspects of the subject, summaries of papers to be read, book rutic-;

letters to the editors, accessions to the library etc. Examp’s;

5.

Chartered Mathematical Engineer (I Mech E.)
Chemistry in Britain (Ch. Soc.)
Scientific American

New Scientist

Technical & Trade Journals

These publications aim to cater for the information needs of the
trade and irdustry by repackaging information culled from wther,
often primary sources, in an easily digestable form for the i
ducers, wholesalers retailars and others concerned in one way o:
another. Their main functions are to report on new “echniques
within the industry and to monitor and report on new techniques
developed outside the industry which are of potential inteiest
to their readership. The articles are usually produced by jiro-
fessional journalists and are invariably of broder appeal . han
the papers contained in the primary scholarly journals. They may
also contain highly specialised articles by commissioned anthor:;
They may also include some commercial information relating to the
industry which they serve - information on contracts, prices,

market & company news etc. Examples:

Shipping World & Shipbhuilder (Br.)
Paint Technology

0il & Gas Journal

Controlled Circulation Journals.

This is a particular class of commercially published journal
issued to promote the products of the firms active in a sprcific
industry. They carry a large proportion of advertising mat:er ond
are financed almost totally by the sale of advertising spauze¢ &nd
services to advertisers. They include short feature articles,
brief newsy information about products and guide to suppliurs.
There is usually a subscription price for such journals, b.t
copies are normally available free to selected recipients who ire
potential buyers of the products descriked Morgan Grampion Lta.,

is a specific publisher in this field. Examples:

Contc | .



Engineer (Br.)
Machine & Production Engineering

. Electronic Components News

7. House Journals.

These are issued by large commercial, industrial and other crgaii-
zations for circulation to employees, to customers or both. Thay
are usually free of charge. Usually they began as house organs for
interval distribution, many later widened their readership to
include customers and others interested in their activitic: and
progress. Journals issued for internal distribution within Lhe oc-
ganisation are produced with a view of encouraging staff interest,
as a source of communication between the staff in the variovus
departiments & branches and between manayecment and employee. at all

levels. Examples:

ICI Magazine
Shell World

Ball Bearing Journal

House journals intended for external distribution are prestig:: puk-
lication aimed at fostering goodwill amongst the public and discrecetly
advertising the Company's image. Exanples:

APE Fngineering

Lubrication

8. Indexing, Abstracting & Current Awareness Journals.

Most of the early journals in science and techr.ology were r part
abstracting organs and aimed at summarising the significzant papers
appearing in contemporary literature. Since the eariy learred
journals were catholic in coverage embracing contributions fron
the arts, the sciences, theology etc., the first abstractira pub-
lications reflected the nature of journals on which they ru:port:d.
It was only with the emeigence of the literature of Chemistty cnd
Physics in the late 18th century and the proliferation of jourral
titles that specialised indexing & abstracting journals as we

know them now appeared. Virtually all the early abstractinj paubii-
cations resulted from the heroic efforts of energetic individnils
who sought to serve scholaiship with the development of sprc..aliscd
literature the task of reading, assimilating and summarising the

contents of thousands of communications were outside the power:s of
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even the most selfless abstractor-scholar. The task of controll-
ing the growth tide of information was therefore assumed b, the
professional and learned societies who saw this organisati-.r oro
dissemination process as one of their basic duties to the nemhers
they served. Consequently they were willing to fundamentally
subsidise the publication of abstracting journals. This aspact of
publishing was naturally not attractive to the commercial housen,
because of the high cost of labour involved in the vroduct:ion of
acceptable ahstracts and relatively small circulation of rusulting

journals. Examples:

Chemical Abstracts (Am.Ch. Soc.)
Physics Abstracts (IEE & IEEE)

Finally another type of secondary source journal is the cuirent
contents journal, in which the content pages of recent joutaals

are reproduced to an alerting service. Examples:

Current Contents.

BIBLIOGRAPHIC CONTROL OF PERIODICALS

As to the intrinsic value of periodicals as a source of informaticn

and new knowledge, there is no doubt. But we are confronted with an

ever increasing mass of periodical literature. They are expentiive to
buy, store and use., These publications are not only for communication
but also for priority and prestige reasons. Evidence is also .ccunuala-
ting that the actual use made of them is becoming relatively :ostirctad.
Studies have also shown that a large number of articles are concentrated
in a minority of 'Core' journals. There is also the problem of ‘'scatter’
that the material of potential importance to an individual user isn
'lost' in a welter of irrelevance. All this means an efficient biblio-

graphical control of periodicals is of paramount importance.

In the comprehensive bibliographic control of periodicals thru:, ¢le-
ments could be identified, vie:
1) Obtaining access to bibliographic information ahwut
whole periodicals
2) Obtaining bibliographic information about the content.;
of periodicals to locate specific items of infarnaticn

within whole periodicals.
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3) Guides to the location of files of periodicals
in libraries which will enable whole periodicals :r

articles contained in them to be useé or borrowel.

Bibliographic Information about whole Periodicals.

Efficient bibliographical control of whole periodicals may be rseqiired b |
either for selection of suitable titles of periodicals or varitication

of details regarding titles, publication details, subscription rates
frequency etc. For selection of periodicals in particular a svbjcct
approach is often required to discover what periodicals exist in

specific subject fields. An alpnabetical approach by titles may alco

be acquired, if the purpose is to verify the correct title or ~ther

details of periodicals iknown to exist.

There are no doubt many bibliographical sources for the select:.on of
periodicals. But, they are by themselves not a good means for selection.
Most of them are useful to obtain the full bibliographical details,

when the items assuch have bzen selected.

Some of the sources fcr seleciion of new titles care:

1) Publisher's announcements A
2) Specimens

3) New periodicals listing - in national bibliograpiies
Ulrich's Quarterly publd. by Bowker which contain;
details of new titles, changes in titles, cessationg
etc. which will 2ventually appear in their Irrecular
serials and annuals.

4) Reviews

5) Information from Usels

Many bibliographies and lists of periodicals are available foco ta
selection, varification of details etc. of the established titles -
for both current titles and retrospective searching. It shou.d b2
remembered that in work with periodicals, the directories of perins-
dicals available, both complcment and supplement each other ond the

more one has, the better the coverage would be.

Among the current bibliographies of periodicals, the best knuwn are

"Ulrich's International Pericdicals Directory" published by i'owkcr,

'Willings Press Guide' opublished by Skinners Directories and

'Willings European Press Guide'published by Skinners Directoricvi. as

a subject qguide Ulrich in particular is very useful, but goo. encugh
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only tc compile a list for consideration anfi not for evaluation.

L]
Also available ior selection of titles are numerous national listirgys
of titles for most of the periodical publishing countries and

specialised lists for specific subjects. Examples:

1) Directory of Canadian Scientific & Technical

Periodicals: a guide to currently pubiished title..
2) Cusrent serials received by the NLL.
3. A World list of computer periodicals.
The retrospective bibliographies of periodicals is considerabl .
Examples:

1) Theodore Besterman's Periodical publications: a

bibliography of bibliographies.

2) M.J. Powler's 'Guide to scientific periodicals'.

It should be remembered that National Union Catalogues of perizdivals
through compiled for locating periodicals in the holdings of librarien
can also be used as lists of both current and retrospective title:s ure

available. An example is:

"An evaluation of British scientific journal's by

J. Martyn & A. Gilchrist.

Bibliographic control of articles in periodicals.

For the analysis of the contents of periodicals to discover siagle
articles of interest within periodicals, two main types of bikiioj a-

phic sources are available, viz; 1) Indexes and 2) Abstracts.

Indexes & Indexing Services.

Many periodicals facilitatc searching by the publicatioa of rejul.
indexes; usually annually, to a group of issues, either separctd,

or bound integrally. But all periodicals do not issue such irioxoi,
A few periodicals also issue cumulative indexes to a group o: +ulues,

to improve even further the searching facility.

Whiist the availability of such indexes to individual p2riod.cals '
valuable, it is essential that there should exist the means tc teuoveh
whole groups of related periodicals quickly and economically. ror ‘his
purpose there is now a category of aid knhown as 'periodical Lr:v:x. -y

services'. Thesc¢ are usually alphabetical subject analysis of the
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contents of pre-selected lists of periodicals within a specific «
subject field. They publish at short intervals and cumulate

frequently to improve searching efficiency. Example:

British technology index.

b

Abstracting & Indexing Services.
Abstracting & lndexing Services are perhaps the most useful biblic-
graphical service for the use of periodical literature. With tte
deluge of periodical literature, there has also been a corresu.nding
growth in this service as is illustrated by the graph below:
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Abstracts are short summaries of original periodical articles »r other
forms of record and collections of them are often published as periodi-
cals in their own right. Ahstracting & Indexing services have nee:
defined as continuing bibliographic services - bulletins, journal:,
card services, microforms, maginetic tapes ard search services, of ‘¢red
by various types of organisations and containing abstracts and/‘or
references to currently puklished literature including periodical

articles. Their functions are:

1) Current awareness - providing rapid & current informe-
tion.

2) Archival - providing retrospective information.

Abstracting and indexing services are either discipline or misuion
oriented. A discipline oriented sarvice aims to provide comprehensive
coverage of a given field of knowledge by capturing the literature at
the time of its primary publication, adequately abstracting an¢ inicox-

ing it, and making the information available as quickly, broadly ani
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storing it for later use. They are directly related to the diiciin;
of knowledge such as Chemistry, Biology, Engincering etc. A mirsi:.y
oriented service on the otner hand aims to serve an indentificd cier
group that has a specific urea of intercst, usually inter-di« iplivarv,
Example:

Abstract bulletin of the American Petroleum

Institute.

This s2rvice is likely to be less permanent than the forrer,a:. Ehi

services will fluctuate according to demand.

As an aid to bibliographic control of periodicals, abstractin, secrvicern
certainly have more advantages over the indexing services, bu. are

more expensive and take more time.
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PATENTS

. Clodagh Nethsingha
Iibrarian, CISIR .

PATENT : A means by which a monopoly is granted to an.inventer of
' sbmething ﬁseful and novel to make, use, exercisc or
vend for a specificd period 6f time 16 - 20 years,
depending on the country. During this period, others
are prevented from using this.invention, excépt under
licence from the inventer, '

INTELLECTUAL PROPERTY : Patents, copyright, trade marks, designs

1884 International Union for Protection of Industrial Property

BIRPI : International Bureau for Protection of Industrial Property
Similar to the Bermo convention for Copyright, there is a
Paris convention concerned with rationalisation of patent
law in member states (about 90 st present). BIRPI
coordinated Copyright and Patent conventions. First
headquartefs was in Berne. From 1960 =~ Geneva.

WIPO World Intellectual Property Organisation - established in

1967, taking over BIRPI, In 1970, WIPO bedame a
specialized agency of U.N.

INVENTION: Anything new and industrially useful., For an invention
to be patentable, it must be a new article, process 6r
material, or a method of testing applicable to a
manufacturing process.

PATENTABILITY : An invention cannot be patented, if it is
'frivelous' e.g. a perpetual metion machine
@iz ) if its use would be contrary to law or morality
(iii) if it amounts to a mixture of known ingredients to

produce a substance capable of use as a medicine or food.

PROVISIONAL SPECIFICATION : Describes the invention, without éhy'
claims Date of provisional appliation can be taken as the
priority data.

COMPLETE SPECIFICATION : Must be filed within 12 months of the .:
provisional anplication. It describes the invention, '
deseribes best method of carrying out the invention, and :
the claims which define the scops of the invention.
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CLAIMS

DISCLOSURE

PATENT EXAMINER

ACCEPTANCE

DATES

ASSIGNMERT

LICENCE

INFRINGEMENT

RENEWAL FEES

..“Most important part of the specification. Usually in -

the form of numbered paragraphs. legal phrasing used.
Whether or not another person is using the invention,
will depend mn’ whether what he is doing falls within

thecﬁﬁrdiﬁg-nf-tnenclaxnszaﬁﬁ ’ﬁ3“J'.“I_

That part of the patent Speclfication which ﬂoscribes

the inventwon and method of carrying it out.

Carr;es out a novolty search;- checks wording of
claims checks-adoquacy of disclosure and patentability

(manner of manufacture)e

When examination is successfully c°mp1eted; the

patent is accepted and given a serial number.

Date of filing previsional specification (Priority

date)
Date of filing coiiplete specification :
Date of acceptance of specification
Date of application in a different country
Priority date hclps in establishing equivalence of
patents filed in different countries, since the
title and text may vary due to different

practices in different countries.

Conveying.the ownership of the rights in' the patent
to a beneficial owner-usually the inventir's

employing firm.

Written agreement in wnich the patentee authorises
the licensee to use a patented invention, subject
to certain conditions laid down by the licenser,
eege payment of royalty.

Exclusive licence = Permits licensee to use

invention to the exclusion of all others.

Sole licence = Prevents patentee from granting

. other licences, but does not prevent him from

using the licence himself.

.JAny activity such as.ﬁaking articles, using a process,

selling articles made from a patented process, using

any articles made in accordance with the invention,

_without the authority of the patentee amounts to

1nfr1ngement of the patent rights.

Maintaining a patent in force is subaect to payment

of periodic renewal fees. -

~u v - - v

0 e.0m—ra
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BRITAIN : New patents act in 1977, Unexamined application 1is
published within 18 months after search,.but before exam;nation.
This is the A series.  After examindtion it 3s publishod in:fﬁi.B
series, with the same serial numbef. ‘If reprinted'éffer ameﬁdment,
it is published in the C series. Bibliographic data is arrhnqu in
a column at the left, with a code for each element. e.g. .
(21) Application number ;
(22) Flling date
(58) Meld of search

Top - Abstract (150 words). Bottom "= Diagram

GERMANY : Published in 18 months, on yellow paper. If applicant
wants to proceed with it - print on green paper while being examined.
After acceptance, printed on white paper.

BELGIUM : Granted within 1 month of sealing. Available to the
public in 3 - 6 months. Not printed - xerox copies supplied.

U.S, : Includes cross references to gther patents, Official

gazette of U.S. Patent office gives illustrated abstracts of pétents.

INTERNATIONAL PATENT CLASSIFICATION (IPC) : 1st came into force in 1968,

ICIREPAT : Committee for?Inteinational Co-operation for Information
Retrieval among Patent Offices = Under Paris Unions Established in
1972, to develop IR computer~based systems,

TCST : Technical Committee for Standardjegation - Standardizing format
) poss : Technical Committee for Search Systems

PCT Patents co=operation treaty 1970 -~ Came into operation in
. 1978. Has designated international search authorities : Buropean
Patent Office - Washington - Moscow - Tokyo. Administered by WIPO.

Useful for 3rd world countries, where novelty searches are difficult.

PCPI : Permanent Committee on Patent information, WIPO (1978) = .
! replaced IPC, ICIREPAT, PCT/Committees, Organised as: ;
i SIG - Search systems

GIG = Standardization

DIG - Patent information matters of interest to
developing countries - training needs, user needs,
IPC guides.



¢ Intermational Patent Documentation Center. Vicuna,
Austria. Founded 1972, Data bank on patents. 1973 +
Biblicgraphic data on magnetic tape, covering 28 countries.
‘Services: ' '
ASD/T Accumulated standardized data tape $ 8 OOO
for 70,000 documents.

PFS = Patent family service - By priority date and
publication~datq Family of patents: Collection of
patents showing the same priority date 1st - Base
and the others - equivalents,

BCS - Patent classification service - By IPC
Inquiry ser¥ice - by patent family/IPC $ 1 per page
Microfilm/Paper copies supplied

EUROPEAN PATENT CONVENTION : dJune 1978  Covers 16 countries.

A sihgle application at the Buropean Patent Office, Muniéh.
Literature search at Hague, After 18 months, patént
gearch published., Claims in 3 languages.

DERWENT PUBLICATIONS: (a) Country patent reports covering selected

subject fields - Belgiwm, Britain,
U.S.A., Japan

(b) Abstracts : e.gs Ryritish Patent Abstracts

(c) Worla ratent index e in 4 sections ;
General - Mechanlcal - Electrical -
Chemical with Patentee index, IPC/subject
index, Patent concordance, Patent number
index.

(d) Subject alerting bulle¥yins and abstracts -
Plasdoc, Farmdoc (Pharmpceuticals ),
Agdoc (Agriocultural chemticals) Chemdoce.

" SRI LANKA - Code of Intmllectual Property

Act 52, 1979




1e

2.

3.

4.

¢

6.

READING LIST

COMMISSION OF EUROPEAN COMMUNITIES
Patent information and documentation, Verlag
Dokumentation, 1976

FINIAY, I.F. °

Guide to forecign language printed patents and
notification.
Aslid, 1960

GRACE, H.W.
A handbook on patents.
Charles Knight, 1971

LIEBESNY, F., ed.
Mainly on patents.
Butterworth, 1972

DUDD; VaS.
Developments in patent documentation
Aslib Proc. A1 (4) 180 = 190 (April 1979)

OPPENHEIM, C,.

Recent charmes in patent law and {their implications
for n_-. . < Zr~ information services and information
scientists,

Je Documentation 34 (3) 217 - 229 (Sept. 1978)
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Hodule B 4 ' 81-07-23
REPORT_LITERATURE Miss. C. L. M. NETHSINGHA
. LIBRARIAN
Report : A formal record of the activities of-a Corporate

body, or, the results of an investigation - a scientific

investigation '/ investigation of a project by a

Sanvey Repovt

special committee.

History: - ™. 1915.-- Report series : U.S. National Advisory Committee

~ for Aeronautics ,
T .During World War II ~ Contract research initiated by

U.S. Office of Scientific Research and Development

q\kﬁﬁLGA44”~“ 1945-~ Office of delica;iohs Board, U.S.A. - for
iiua G wertil collection and distribution of reports,

A o~ Office of Technical Services (OTS) took over these
| in (' e~ '

E, 8 (bvv\"’ functions. o CIOS BIOS FIAT

Res:zy:® project: Proposal or Request for investigation

Progress reports
Interim report

Final report

Test revoorts Reports of special investigations Annual reports

-Reports by Special committees = Travel reports Information reports

Report nultbers : Accession number

~

Originating agen ¢
Contract / Grant number
Project number A

PB - Accession numbers assigned by the Clearinghouse for Federal

Scientific and Technical Informstion
N - National Aeronautics and Space Administration
AD - Defense Documentation Centee .
' Dictionérx of report series codes - Redman - correlated AD and PB

numbers

Security grading - . Unclassified '~ Réstricted ~ Confidential

Secret - Top secret

Accountability’ - Records of use gf:classified reports

CFSTI : Collects, analyses, disseminates umclassified Federal documeats.

NTIS replaced CFSTI in 1970.

Publications : GRA Govermment report announcements

. n GRI Govermment reports index AL
L c/g,};\i"ﬁl——,"'“’l»f DN booc X Agammn Sl O -4
.g‘e-r{" - by fo a 3(,\. —-[\\”Zl('m/“vw L*x A % /

-~ i ’ C,"l"/.f T.
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1

- = British rcﬁorcs : Technology Reports Centre - Publighes :
R & D Abstracts
. R & D Announcements - now called Selected ReporCB
IR announcements, in 4 series - Aerospace technology,
Electronxcs and Communxcatxon, Haterials,
L | Mapufacturing nethods and design, Physics.
¥ Techlxnks - Digest s
O , - TRC topics = . from ‘a ¢omputer data base
. Us Government reports announcements as ‘a
Microfiche accgssions lists from NTIS tapes.
cEnT _Tack QQ}Nv (;»~*f‘-a: Br1t1sh Libtaty Lendxng Division
e Ab g brcek i 'A?LL? fnnounccments bulletin
R 9 'Afgflxr Energy and Space Research: .
A é&:ﬁlﬂ&iﬁgﬁ: ' " NASA - Scientific and technical aerospace reports
(pee MU T ~ 7(STAR) -
- U.S. Atomic Energy Commission - Nuclear science
abstracts - ' ‘
s IAEA - INIS b Gewrsd el Mgl Cog
1npﬂfﬁﬂL__
- Other centres : ‘Rand Corporation --Selected Hand Abstaacts
" ' 2&53&5; Dltimeninllon Sellid ¢ Tolliivel uv.icdeen
| bulletin (TAB)
Educational Resources Information Centre (ﬁRIC)
AID R & D Abstracts .
COSATI (Committee on Scientific and Technical Information)
Subject category list - Fields and gfoups
"x'c _éf:::gf:; * "+ < COSATI Code - %ules‘fo; déccriptiVe'cataloguing
T é4*~/J - “?‘ijf Accession no. - Corpqzate author - title -
' ‘, ““Descriptive note (sub-title or progress report etc.)
f‘rﬂ " +Pérsonal author - Date 7'Paginéticn - Contract no. -
. Lo Report ‘no. - Availability ;_Supplementacy note -
Security classification. h
Corporate author -~ . Spurce or orxgxnatxng agency
The agency. tespons1b1e for financing the '
. i report and controls dxstrxbut1on is called the
. . T | mon1tor1ng agency.g
‘ ' LT - “Two elements-are chosen - Largest and smallest
Catalogue entry: " EPA - 450/3-79-00fa BRI SLEE

Envxronmental Protectxon Agency, Research Tr1ang1e Pakk,
North Carolina mess1on Standards and Engineering

. .- -Division. :

GLASS MANUFACTURING PLANTS

D.R. Gordon. Mar. 79. 100p.

Contract NSF GB-1762

EPA - 13211

NTIC PC § 3.00 / MF $ 0.95
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STANDARDS

Clodagh Nethsingha
ti®rarian, CISIR

x
SPECIFICATION : Set of requirements to be satisfied by a
Product - Mata-ial - Process
STANDARD s Speclflcatlon accepted. by a recogmsed authority
TYPES : Dimensional - Preferred dizes / Tolerance
Performgmee / Q,uali'tzy: '
Standard methods of test
Terms / Symbols ~
Classification / Grading
Code of practice
TYPES ( By Use) : Engineering - Tolera.nce, Termnology, Drafting
practice
Product standards - Dram.ng, Formula,
4 Material lists, Description
' "% Purchasing =~ Materials, Equipment, Parts
’ Office procedures - Repor'l: forms, Inventory eontral
Safety
BY ISSUING BODY : Company (In-plant)
S Association '
Society of Aufomotive Engireers (SAE)
Society of Motor Manufacturers and Traders
National Electrical Manufacturers Association
(NEMA) L .
o« ' Techm.cal Association for the Pulp and Paper
W Industl'y (TaPPI)
Cor. National
International
-'

Commodity specifications =~ Raw materials, éomponents
Process specifications - « Services

Design specifications - Engineering dréwings: eircuit diagrams =
serve needs of one organisation
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PREPLRLFION Divisional Commi ttee
Technical Committee _
Drafting Committee : -~ - -

Draft ~ cdirculated for:eébmment - amended - appmved

- p&hsmd . cedlt o wesn ¢ . R *

FORMAT % A few lines - .Single sheet: w:..Several sheets - Booklet

Foreword .. o

.Soope & Purpose. and appllcatlons

.Ternﬁ.nology

.45 .gradés / Types / Classes:

Specifieation - often tabulated-:’

Marking = Packaging = Ldabelling

Sampling =~ Test methods

Appendices © -

IDENTIFICATION : 3-part code ¢

' Issuing body |

Serial number or letter . :.

“Year of approval or revision

DIN ~ <Cerman industrial standards (English translations
o of some of the standands available)

AFNOR =~ France t

JIS - Japen

GOST - USSR

CERTIFICATION s Licence granted to manufacturers to use these marks on
MARKS -produgts which conform to the standand

AVAILABILITY .: Purchase through &#puing body - individually or
' ~ through a membership subscription covering all.

Amendment- slips - Free

Revisions

Wn.thdrawn/Superseded

Hendbook = anmual =~ S »

Additions lists - Monthly ™ ' I ’
" Sectional subject lists *

INDEXING ¢ UDC
FILING : Binders (25 - 50 in each) Bulky loose-~leaf binders
Filing cabinets (15 - 25 in each file) Lateralfiling

Box files Bound fom



SRI LANKA ¢ Standards hdvisory Council - 1955
Departmen t of Industries
Tentative standards . o
Bureau of Ceylon Standards -~ Act .38,-1964
Objectives: Promote standardization
Preparation specifications and standards
Testing and calibration of instruments
Tes ting commoditles T
Control standardizatlon mark
Educat:.onal work . ®
Punctions: House primary standards of weights
and measures
INDIA ¢ Indian Standards Institution established 1947
Joint venture of government, J.ndustry and technical
organisations
Adims and objects:
Prepmration of standards relating to -
Products - Commodities - Materials - Processes
Promote adoption at national, international level
Certification of industrial products
Prfmote stgndardization, quality coptrol,
simplification in industry . .
General Council - Representatives of Industry,
Central/state governments, Sci & Tech orgenisations
Subscribiz_lg members, Divisional councils
Formlation - =~ Technical committees under Divisional
Courcilss Expért representatives = Manufacturers,
Purchasers, Consumers, S & T organisations,
Government departments '
Time ~ Draft to standard =~ gbout 52 months,
UeSohe S '
FEDERAL SPECIFICATIONS : By Federal Supply Service of the
General Services Administration, which is the purchasing agent
for the Federal government,
Covers msterials and supplies Beeded by civil depegytments and
government organisations
Identification ~ 3-part letter symbol + number
Group of materials - 1st letter of lst word in t:.tle -
serial numbers Rerv:.smns denoted by letter e.g. 4 - 4th fev,
Interin Federal specifications - By individual governument depds
to satisfy immediatd hoeds '
Federal standards - Mandatory - Numerical.



INTERNAT..ONAL

INFODOC

INFOTERM

NORMATERM

ISONET

- 4 -
National Bureau of Standards S

Product standards - Voluntary - 3
SPR ~ Simplified practice recommendations : aizes, materials
:08 .= Commercial:standards. Materials, construction, . ...
..Perfomgance, testing, marking =

. American Society for Testing and Materials (Asm)

Books of standards. Covérs engineering me_terials,
Ye€ommended: prqctiee; "de'finitions ’ " CODEN

- American Natlonal Standards Institute :

Federation of trade aseoo:.atlons, technical socletles,
" consumer organisations, aff:.llated company members
Approves standards of other stadards bodies,

ISO - International Stendards Organisation f£. 1947

_ Facilitates international exchange of goode apd services,
~ co-ordination and unification of ngtional standards

IEC - International Electrotechnical Commission f 1908
Affiliated with ISO es the Electrical Division, in 1947
CEE -~ International Commission on Rules farApproval of
Electriocal equipment
Codex Alimentarius Commission = To implement joimt
FAO/WHD food standards programme

International Information Centre on Standards in Information
and Documentation £ 1974 Located at DIN

Information activities in the area of standardized
terminology

TERMNET -~ Network of tez;m:i.nolog,v preparing and terminology
documentatn.on bodies - :
Sub-ne ts AIFTERM HISPANOTERM NOROTERM COTERM CIRSTERM

Automatic d:.ct:.onazy developed ,by AFNOR in 1973 for access
to terms used in French angd, English standards

International information network for standards f 1974

1.

26

Se

- . "READING 1'.1sm SR

Ind.:.an Standards Institutien = Guide to literature on standardi-

zation and basie reference books useful for standards
library,

Indian Standards Institution- - Tpaining programme for procurement
storage andretrievael of standards and specifications 1968,

Houghton, Be Tec'mical information sources, Bingley, 1967.
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THEORY AND PRACTICE OF ﬁNIVERSAL DECIMAL CLASSIFICATION

Mrs. Malani Wijesinghe

UDC is a general classification covering the whole field of knowledge. It

is devided into 10 major classes numbered 0 - 9.

Generalities of ‘Knowledge.

.

Philosophy. Metaphysics. Psychology. Logic. Ethics.

.

Religion T@eology.

Social Sciences.

Linguistics. Philology.

Mathematics and Natural Sciences.

Applied Sciences. Medicine. Technology.

The Arts. Recreation. Entertainment. Sport.

Literature., Belles-Letters.

W 0 N 6 M bW NN # O

Geography. Biography. History.

-

Each main closs is subdivided into sub classes, each of these into more

subclasses,'each of these into yet more, and so on:

«

Example of subdivision of Main Table

6 Apblied Sciences. Medicine. Technology.

62 Engineering Sciences.

621 Mechanical and Electrical Engineering.
621.22 Water power.

621,223 Water wheels.

This manner of division inevitably subordinates certain aspects of a

subject to others.

Certain secondary aspects which are needed to qualify these basic divisions

are listed separately in tables known as Ausiliary Tables.

They are of 2 Types:
1. Common Auxiliaries.

2. Special Auxiliaries.



Common Auxiliaries

‘Certain aspects (e.g. Place and Time) are applicable to a large range of
subjects. They may be used as subdivisions of any main class or sub-class
if needed. These aspects have been identified and grouped together and a
distinctive symbol given to each so that no confusion will arise as to

which auxiliary is being used.

Place (1/9)
Designétes geographical (i.e. topographical and geopolitical) features of
a subject.
e.g. (420) England. (548.7) Sri Lanka (22) Islands.
(267) Indian Ocean ( -11) East

Note: In two méjqr classes 91 Geography and 93/99 History. Place is
enumeérated as direct subdivisions of the Main Class. Thus

Geography of Sri Lanka is 915.487 and not 91(548.7)

Hints regarding its use

(a) The regional asbect of a subject may be gicen priority by .
reversal.
e.g. 711.4(73) is Urban or town planning in the U.S.A. If the
regional aspect needs to be given priority it could be written as
(73)711.4. ‘
It can also be intercalated at any desired level in the main number
for the subject.
e.g. 711(73).4.

(b) Different aspects of place may be combined within the same
brackets if required. _ |
e.g. Mountaineering in the islands of Scotland 796.52 (411:22)
or the East coast of-England 914.2(210.5-11), assuming one
wanted té keep together material on the coast rather than the

direction or orientation.

(c) If there are private regional schemes they could be incorporated
with the U.D.C. numbers as long as they are distinguished by an

asterisk.
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e.g. South East Inter library loan region in Great Britain could

: *
be 024.68(410 SE) where SE stands for the region.

Race and Nationality (=0/=9)

- Indicates racial- aspects of subject. These are based on the language numbers

of class 4.
e.g.492.4 Hebrew, hence (=924) Hebrews or Tews.
Jewish minorities in Europe. 323.15(4=924)

Time

These serve to specify date, period or other time aspect of a subject.
e.g. Islam in the 12th century 297"11"

(1.e. 1100-1199AD)
Productivity in Great Britain in nineteen-fiffies-

338.011(410)"195".

Points of view .00

These are used to indicate the broader aspects of a particular subject.

They can be used in two different ways.

(1) They can be added direcfly to the class number itself. e.g. Research

into librarianship 02.001.5

S

This is also useful to provide subdivisions for any collection on the
activities of an organisafion, industry ect. e.g. to group together
material on its programme, research, production activities, economic
and financial aspects etc. e.g. Accomodation for a soap industry may

be subdivided as follows:

668.1.006 Space, site, accommodation point of view.
.006.1 for directorate and administration.
.006.2 for study, research and design.

.006.3 for factories, workshops, yards etc.

They can be added to a subject in order to give a more helpful

grouping than can be achieveq by direct coloning to the base number.

e.g. 668.1.006:333.325 Temporary housing.
1347 .27 Mortgages
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:368.1 Fire and loss insurance.

:643.3/.4 Kitchens and canteen space.

Method (2).should not be combined with Method (1) since confusion might

arise due to overlapping.

Care must be taken in the use of point of view numbers as they might

overlap other provision for concepts involved.

e.g. 651.001.5 Office management - point of view research.
651.001.1 Office management - research
or 022,006 Libraries -~ point of view of space and size

022.1 Libraries - gituation, site.

A new subdivision .000.0/.9 (not found in the Abridged ed.) has been

.introduced to indicate authors point of view e.g. 162.6.000.335.5

Dialectics from the Marxist point of view.

Alphabetical and Numerical (non - UDC) Subdivision A/Z and No.

_They are two forms of notation added to the normal UDC notation in order

to specify individual names or numbers.

(1) To specify persons, places, stars, plants, machine parts etc.
the name or alphabetizing mark is added. .

e.g. 820 (Shaw) Shaw's works.

(2) When a private code of numbers gives a more helpful arrangement
within a class, the numerals are prefaced by 'No.' to distinguish
- from UDC numbers.
e.g. 656(548.7).132.022 No. 138 - S.L.C.T.B. Bus service and
route No. 138.

Hyphen nought - 0

This is a new subdivision. The only example of it is - 05 Persons.
Earlier this aspect was under 3 Social scienéés. This has now been
transferred to the Common Auxiliaries and can 5e used at any point in
the tables. ,

e.g. 02 - 055.1 Male librarians.




'Relation' signs - Colon : square Brackets /— 7'and Double Colon::

See note

Colon:

Two or more concepts can be linked together by dsing this sign. (There

are 2 ways of entering these documents in the classified catalogue)

(1) Single Entry Method

Each document gets only one entry in the classified catalogue
i.e. the first subject listed. Other subjects get entries in the
subject index file:

(2) Multipal Entry Method

Each document has several entries in the classified catalogue.
e.g. Harvesting machinery for grain crops.
633.1.631.35
Entry in classified file at 633.1:631.35
Entry in classified file at 631.35:633.1

If the multiple entry method is used in the classified catalogue then
the colon is used to specify a subject evén if there is provision to

specify it more directly by using a special auxiliary. -

~
~

Two disadvantages in the use of colon.

(1) The number is lengthened.
(2) Filing Order produced is un-helpful.
e.g. 631.1 . Agriculture, grain crops.
633;1:631.55 Agriculture, grain crops : harvesting
633.1(02) Agriculture, grain crops (treatise on)
633.1(410) Agriéulture, grain crops (Great Britain)

In single entry syétem it is inadvisable to use the colon except when

specification in any other way (i.e. by enumeration as a main table number,

by Special auxilaries, by Common auxiliaries) is not possible. 1In a

multiple-entry system however the colon is essential.



w

Square Bracket [T-;/

1. This is used to.indicate a subordinate conéept in a multiple entry

system, where no separate entry is required by reversal.

e.g. Grammer School - admission 373.5/ 371.212 /

(noentry is required under admission).

2. It can be used for altering the citation order in a singleQentry
system. ( ) and' " " allow intercalation so that Place and Time can
be cited at any desired point when constructing a compound number. -
This is not possible for other concepts as they have no closure
symbol in their sign. Square brackets which have a closure symbol

can remedy this.

e.g. The Industry fact could be cited at any point in a file on

Economics by enclosing the industry number within square brackets.

334522.327' Economics [Ebal mining indust:27

334522.3371 Economics lzbal mining indust:27~1abour.‘

331322.3271.881 Economics izbal mining industri7x1abour trade unions.
If the Zf_;7 are not used the notation may be long and the filing order

unhelpful in certain instances.

e.g. 33:622.33,331.881 for Trade unions in the coal mining industry.

Double Colon ::

Can also be used to indicate a subordinate concept which does not need

a separate entry by reversal.

Aggregation devices + and /

The preceeding auxiliaries are methods of dividing a class. The
aggregation device allows the scope of a class to be enlarged bringing

together classes which are sﬁearated or adjacent in the UDC notation.

1. For adding non-consecutive UDC nos. + sign. Useful in designating
two or more topics associated in the'literature, put sepafated in the
UDC.

‘e.g. 622+662 Mining and metallurgy
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However the use of the + sign is now discouraged. Separate catalogue

entries are recommended treating them as separate documents.

2. For adding consecufive UDCA numbers / sign.
This is‘useful in bringing together subjects that are adjacent in the
unc. ‘ '
e.g. 624 / 628 Civil engineering.’

Form and Language as Document (0) and =

The methods dealt with so far show how subject concepts can be specified

in the UDC.

Two common auxiliaries are available to show the manner in whic the

information is presented.

1. Language of the document = ,.,,, can be shown by adding the language

number from class 4 (Linguistics) after an equals sign.

2. Form of presentation is shown by adding to the subject a "brackets
naught" number: '
e.g. Dictionary of organic chemistry in Russian.

547(03)=82.
Note:- They should not be added un-necessarily.

Special Auxiliaries

These are mofe restricted in scope than the Common Auxiliaries. Each

. series can be used only in that section of the main tables where it is

listed or in related sections as indicated but not throughout the main
tabies generally. The samé number can have different meanings in the

different sections.

They are introduced by the - hyphen or .0 point nought. In Chemistry and

-associated fields the ' apostrophe can be used to build up the compound

_number for a substance derived from 2 or more components. - The ' apostrophe

is used to replace certain main - number figures common to each component.




e.g. Glass 666.113 -
Calcium 546.41
Silicon 546.28

.". Lime - silica glass is 666.113'41'28

Citation Order in the U.D.C.
See Introduction to the (third) Abridged English Edition B.S. 1000A:

1961, p. 9 - 10 (para F.5)

If a classifier wants to keep all aspects of a particular subject

together it can be done by using the linking sign.

e.g. 3-053.2 Children
:159.9 Psychology
:331.1 Employment of
5343.62 Cruelty to
:1362.7 Welfare
:613 , _ Health, hygiene

Standard Filing Order of Symbols

See Introduction to the (third) Abridged English edition B.S. 1000A:
1961. p. 10 (para 6).

Note:- If the = is used at all, file it immediately after the simple

number.

e.g. The Russian book 651=82 may be the same work as the one marked

651 but in translation.

In certain instances Time has to béAplacéd before Place in order to

maintain =2 general - before - special sequence.

e.g. 617"18"  Surgery - 19th century.
617(410) Surgery - Great Britain,
617(410) "18" Surgery - Great Britain - 19th century.
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Otherwise the order would be

617(410)"18" Surgery - Great Britain - 19th century
617"18" Surgery - 19th century ’

The filing position of the colon is also not satisfactory since it

locates a precise topic before a general topic. .(see note on colon).

The location of the [f_;7 is also not helpful in that it too gathers
all the entries on a precise facet before the general material oﬁ the
subject. |
e.g. 651 Office management.

6511352.17 .5 Offices ~ in banks - records and their filing.

651(03) Encyclopaedia of office maﬁagementf

INDEX

The index to the abridged edition is fairly satisfactory. There are cross
references and synonyms are indicated. Sometimes however the index does
not indicate the detail subdivisions found in the schedules. It should

be used only as a key to the classified schedules.

Reading List
1. BRITISH STANDARDS  Guide to the Universal Decimal -
INSTITUTION Classification (UDC)-.
BS 1000C:1963.
2. FOSKETT, A.C. The subject approach to infor-.
' mation. 2nd ed. (rev. &
enlarged). 1971, p. 238-255.

3. FORSKETT, A.C. The Universal Decimal
4 Clagsification, 1973.

Cont'd. .......... 10.
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4,

5.

MALTBY, Arthur ed.

MALTBY, Arthur

- 10 -

Classification in the 1970's.
1972,
p. 147 -~ 165, Universal

Decimal Clasgification by

"G.A. Lloyd.

Sayer’s manual 6f classification
for librarians. 5th ed. 1975.
p. 159 -173.
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CLASSIFICATION - PRACTICALS I

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12,
13,
14,
15.
16.
17.
18.
19.
20,

21.
22,

23,

24,
25,

A student's text book of textile science.
Plants of West Africa.

Wines of France.

Encyclopedia of medicine.

Binds of Scotland.

The story of maps : a guide to cartography.
Turke§ farming.

Libes of famous chemists.

Year book of trees and shrubs.

A history of agriculture.

Guide book to the Science Museum collection of motor vehicles.
Manual of cotton spinning.

Processing of dairy products.

A catalogue of matchbox covers.

. Dental anthropology.

The Amateur Skin Diver (Periodical).

Free masonfy in North America.

Welfare services in communist codntries. .

Educations tests in secondary schoolé. (Tests of school performance)
Foot-ball in European Countries.

The Oxfofd dictionary of English etymology.

Psychosocial aspects of drug - ‘taking : proceedings of a

one day Conference held at University College, London.

The technical writer : an aid to the presentation and

production of technical literature.

Books are essential. (deals with the book trade).

-India and Pakistan : a general and regional geography.




A

|
|

oy

|
|

VPR the first inatance ‘ta have go v 1 ersva-

_‘exhibiting hierarehical relationships betwesn subjscts.

. “y
. ]
AR

VP R RN S TR

Me . A. Scxldwge

CHAIN IﬂDEIIV)

qolv

Preliminary consideratlcns' : ///////”

Chain indexing is a meathod of constructing subject index ertniass;
‘without permutation of components of a subjact, by citing terms
contained in a particular chain, The credit for devsloping this
method of subject indexing goes to S.R.Ranganathan. In creating
subjact index entries to the Deciml Classification ,Deway devised
a method similar to chain procedure as a means of finding econory in

printing the index., The chain proceduro is a furthor improvement, of
the mgthod devised by Duwoy.

In 193, Ranganathan first used the chain procedurs in creating
subject index entries ‘o the Colon Classification., In I945 when the
second edition of his Classified Catalogus Cods was published, }a
formulated a set of alternate rules for chain indexing. During tis
next 25 years chain indexing msthods were considerably amended
and improved. BNB,after & year of experimontiﬁﬁ'?tartad using the
chain procedure on the Decemal Classification in'preparing its -
alphabetical subject index. BNB continued to use chain indexing
till end of I970. In January I971 the BNB switched over to PRECIS
indexing (PREservad Context Indexing System), Importance a.tachsd
chain indexing is now receding in library circles as more modern e hodls
of subject indexinz amenable to ma"hanisation are currently availadilm,

Chain indexing is a msthod of compiling alphabetlcal Squ-c;
indexea - A1nh.h-t~..1~- ;,@,. - 3

e S q*n-»» Gy
2 4
YO ek lied calalogues, - iherafbre lt would be ipp‘O“fl’ta for ws
; / L‘I? ‘i(\ ‘ ° '-r_‘d '

-elassification, clissyried catalogues and alphabetical subject indexces,
before we go into zhain indexlng. N

}

Classification

It is a systematic msthod for arrangsmant of bosks and documents
A notatiom of

nunerals, letters or a combination of both may be used as a basis hr
the systemtic arrangement of subjects, according to a predeterainad
plan, Classification involves determining the subject content of
a book/ document by the classifier and allocating the relsvent notatismal
symbslto it, Notational symbols are also used as a means of arranging
materials in a helpful order for the purpose of retriving them on
desmand pinpointedly, without contamination of irrelevent informatiom.

Classified CatalaQue e e -

>

Classified catalogue is a snbject catalogue in which entries
are nrrangod in the order of the notational symbols of the classificatien.,
The arrangement by motational symbols makes it necessary to have a
devise. for translating the notational symbols into correct names of

subjects in natural language. There are thersfore essentially two paris:
to a clasaified catalogue: ' e

.{ I. A systematic sequence of subjects filed according
to the order of notational symbols of the classification,,
We call this part the CLASSIFIED FILE.

2. An alphabetical list of subjects corresponding to
the notational symbols used in the classifisd file,
We call this part the ALPHA3SETICAL SU3.J:ZCT IND=X.



Alphabe*tical Subject Index

There are several methods of compiling an alphabstical subjsct
to a classified file, Of them the most simple method would be to make
an alphabetical list of subjects followed by their notational symbols,

Example: Analytic chemistry 543
Industrial chemistry 680

Botony 581

. Chemistry 540

Medicins 6I0

.Sociology ' 301

In the case of the compound subjects,there is a possibility that the
reader will look under two or more entry words, If we take the example
Ziven above a person looking for books on Industrial Chemistry might

look under ehomistry and find thes class number 5L0 whare baoks on
Industrial Chemistry are not found. In the light of this difficulty

it becomes necessary to mafe additional inverted entries for such sudbjects,
The list shown above has therefore to be modifised as follows:

Analytic chemistry 543
Industrial chemistry 663
Botony 581
Chemistry 540

Analytic : 543

Industrial 660
Medicine 610
Socintogy 301

t

Permi‘ation 97 couponie is hias tacu the . piiw w2003 ol weeatiur ooh
subjsct inedx entries, Permutation unfortunately 1ncrease the numbor of
entries to unmanagable limits, For example a thres element subject

liks ' Reclamation of marshes, hydrolic engineering' will generate the
follmwing b entries by psrmutation:

Marshes, reclamtion, Engineering 627. 54
Reclamation, Engineering, marshes 627.54
Engineering, marshes, reclamation 627.54
Marshes, engineering, reclamation 627.54
Reclamation, marshes, engineering 627.54
Engineering, reclamation, marshes 627,54

Subjsct indexing in the Dacimal Classification

By way of finding a solution to the problem of increased index
entries, Dewey in his subjesct index to the DC (I4th ed,) followed an
entirely a new principle for ordering the elementary terms of a compound
subject, In this process, the hierarchical structure of the classification
schems itself was used, Thus the terms of compound subjects are
arranged in the hierarchical order specific to gonsral and usually
entered in that fora alone.

Let us for exampls, take a subject like 'Surgery of the nose'.
The hierarchical structure of the classification in the area concerned

is as follows:

Medicine 6I0
Surgery 617
Regional surgery 617.5
Face 617.52

Nose 6I17.523



’)
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Each of these words is considered as an entry word,which may require to
be qualified by one or more of the terms proceeding 1t on the hierarchical
ladder,

According to Dewey the subjsct index entries derieved wouid‘be

Medicins - 6I0
Surgery ' 617
Regional Surgery 617.5
Face surgery 617.52
Nose surgery 617.523

This rule appears to have not been followed regidly in DC. Soms times
in the case of established cases a further entry is made in the inverted
form, Hence in the above-mentioned example

Surzery ‘
Face . 6I7.52
Nose 0I7.523

becomes necessary, In fact whole application of the technique is
flexible and deviations may be readily found,

Chain indexinz procsdure of Ranganathan

Chain indéxing procedure may be described as a more coherent and
more rigorous application of the methods devised by Cewey in his search
fap aron e,

 As wis done by Dewey, for order‘ng the elementary terms of a hompauna
stbject the hisrarchical strucwure ol the c.asiaiiera ioa 1L tit.d, ik
coumponents of all compound subjects are also cited in 3pecifii-te-general

"order and entered in that form alone, Therefore it follows that no term can

have as an index sub-heading a division which may appear under it in ‘he
classification scheduls, No multipls enteriss are provided by permutation,
As far as possible all adjsctives are replaced by their corresponding
substantives, The subject index so built up relates by collocation
various aspects aspeess of the subjects not brought together in the
classification schems. :

E.J.Coates in his excellent work 'Sudbject Catalogues: Headings and
Strusture' devotes 2 chapters for a detailed study of the chain procedure.
This should form the basis for anybody studying the technique of chain
indexing. Since Ranganathan has devised the chain procedure based on
his Colon Classification, it would be more appropriate to taxe a notational
symbol from the Colon Classification and sse how the index entries are
devised, We are quoting an example given by Coates:

NA561,J037,67:8 (meaning Model of the tower of a Tuder castle)

First we write down the meaning of each degit from right to left,

Model 8 Tudor Period J
Energy : Periaod ’
Tower 7 England I
Roof 6 Great 3ritain & Ireland o
Part , Europe 5
Castle 7 Architeciure A
Dwelling 3 Fine Arts N

P.-..0.
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//Of the terms mentioned over leaf those denoting connections between

components are eleminated, This is because the readers will not look
for subjects under such terms, . Ranzanatnan calls them'False Links',
Hence we delete 'energy','part! and 'period' from this list,’

The remaining terms are taken as raw material for the chain index,

Now we rewrite the list of subjects with the correspanding complste
notations: '

Model NAS6L,J37,67:8

Tower NAS6I,J37,67

Roof NAS6I,J37,6

Castle NAS6I,Jd37.

Dwelling .3 NAS56I,J3

Tudor period NASel,J

Enzland NAS6I

Great Britain & Ireland  NAS6 A U e =
Europe NA5  Cuveps o T
Architecture NA e\

Fine Arts N '

Apart from the last 2 terms, the rest of the terms require qualifying
sutheadings in order that they correctly signify -the symools assigned

to them. Subheadings so needed are drawn from the terms that follww

in the list, If more terms ars needed, they are given in the order they
appear in the list, We may now add qualifiers following this rule,

Model: Tower: Castle: Tuder period

NASsI,J37,67:8

Tower: Castle: Tudor period NAS®I,J37,07
Roof: Castle: Tudor Period NASeI,J37,6
Castle: Tudor period: Architecture NA55I,J37 e
Dwelling: Tudor period: Arzhitecture NAS6I,J3 AJL‘ C pe- [L( -
Tudor period: Architecturs PASKT T Y. noe
England: Architecture NA5b6I ;}pcktl“ — { i
Great 3ritain % Ireland:Architecturs wsis A
burope: A“-chicecture NAS SRLNe {
Architecture N —p b Cemveyg Secrco
Fire Arts - N *Cgne EZ~1’

SD (G A .

Let us now examine a class number from ‘he DC:
331.818 292 (méaning work hours in automobile industry)

In the case of DC it is easier and safer to start writing down the meaning
af degits from right—te left: & v .
2 Social Sciences
Economics
Labour economics
Industrial Sociology
Work hours :x
Work hours by occupation
Automobile industry

NEOHHEHWW

92

We leave out 'Aork hours by occupation' being & false link. We now
rewrite the list in specific-to-general order with corresponding

complete notations:
' Automobile industry 331.8I8 292

Work hours 331.8I
Industtrial sociology 331.8
Labour sconomics 331
Econonics 330
Social sciences 300

ualifying subheading have to be added on to the first 3 terms in order
that they correctly signify the symbols assigned to them.




The final list of chain index entries would read as follows:

Automobile industry:>Work hours: Latour economics 331.8I8 292

Work hours: Industrial sociology: Zconomics 331.81

Industrial sociology: Economics' 331.8
_ Labowr economics 331
“ : Economics 330
! Social sciences - 300

Three important claims are made for chain indexing:

I, It i3 economical compared to any other method
2, It is a mechanical method of subject indexing
3. By collocation of terms in the index it effectively signals
subject relationships not expresscd by collocation in the
classified sequence, =
Let us examine these claims, ‘',

-
w .

"Economy ef chain procedurs

¥

Chain procedure is more economical than other procedures based
on permutation, but the degree of economy depends on the number of
components in the subject represented,

: In the case of terms of 2 components: theres is no economy.
In the case of higher number of components in a subgect the saving is
as follows:

P
-

. No, of components No. of entries ' Saving p.c.
L O o . Iy cermatation T ochiln lylendige
2 : 2 2 (&
3 ' 6 - "3 V)
L 2k 4 83.33

Therefore it is justified that chain indexing is more economical than
permutation, However, this ecoromy has to be viewed in the context of
2 other considerations: .

I. In .the case of permutations all combinations akX ars.generally
not required as index entries, Therefore the actual number
of permutable entries is less than tho roal number of
permutations,

2, Except for the first specific ontry chain indexing prqceduro

- generates a series of general.subject headings. This hot
satisfactory because the reader is net directed to the
specific material he is looking for,

Is it a mechanical method of subject indexing ?

The chain procedure is not entirely an automatic process because of
7 the nature of systematic arrangement. Chain procedure in fact generate
a certain number of entry words, which it seems unlikely , that any .
enquirer will ever use as approach terms for any conceivable subject,
Ranganathan defines them asfunsought lirks'., Some of them sometimes
fall within the area 'possibly sought',

. Another possibility is that this procedure zenerates 'false links',
/errors they arise mainly because of the/of the classification scheme used.
For example let us examine the following sequence Irom the DC:

P.T.0.
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bCO Technolegy

620 Engineering )
621 Mechanical engineering
62I.3 Electrical enginesring

In fact-Electrical Engineering is not a subsidiary diaciplime.of Mechanical
Ergineering, but}dre 2 equal disciplines coming under Engineering.
Therefore in chain indexing mechanical -engineering 2as te be considered as
a false link, -

-

<

The questions of unsought links, possibly sought'links and false links
suzgest that chain procedure involves decisions to be made oy the cataloguer
at the indexing stage.

Although it offers a methadical treatment of subject indexing, it is
not totally mechanical. The reason for the 3NB te change from chain
indexing te PRECIS indexing in I971 was that the former was not totally
mechanical and therefore Zmenable te mwechanisation, while the latter was

mechanical and. amenable to computor handling (MARC).

How effective is chain indéxing'as a process of subject indexinz ?

This matter has to be decided on 2 fundamental questions:

(a) Te what extent is the chain procedure efficient, in terms of its
ability to produce a subject ind~x which will be helpful to the
reader ?

It 1= accspled thai tae snquirei's Ciwavs 0u wuitdo {0 purposes of

~ consulting the catalogue is determinsd by *‘he relativs concreisness
of the zompunsal vl Lrgantaas’ . et Wit urde” (f lanewl
( in the order of decreasing concreteness) is too well krown as
PMEST., Based on this formula a general facet order of decreasing
concretensss can be formulated as:

Things-Kindi-parts-nateriala-properties-proc?ssos-opcrations
agents-space-time,

- Classification schemms are alse following the same citatiun order
in varing degrees of uniformity. When chain indexing entries are
derived on such schemss- in other words- when chain indexing is
applied te notations of such schemes entries are derived in the

_order of the increasing concreteness, which is not helpful to the
reader, Let us examine the following entries based on DLI5,L:78
Measuremsnt ef the gradiant of rail roads, a class no., from Colcn

classification: . ..
Measuremsnt: Gradient: Rail roads . . DLIS5,L:78
Construction: Gradients: Aail roads .  D4I5,4:7
Gradients: Rail roads: Engineering - DLIS, 4
Rail roads: Engineering DLIS

In this instance, it is very likely that the enquirer will fermulate \
his enquiry in the order: Rail roads-gradisnts-measurements. 1
Unfortunately there is ne index entry in that order, sirce all
index entries are derived in the abstract te concrete order, This
is not helpful to the reader and can be brought out as a reason

- against the effectiveness of chain indexing.

(b) How effective is chain indexing in terms of its ability teo demonstrate
subject relationships other than those embodied in the classification
Schems used ?




In enumerative schemes of classification, the systematic arrangement
btrings together the topics which form prlmnry facets, The rest of

the topics (foci) are scattered in the other parts of the classificatizn,
The purpose of the subject index is to bring together these concepts
which are related but scattered (distributed relatives), The index

to a classification therefore has to play.a dual role. .

I. It enables us to find notations for a particular topic
and its place in the over all arrangement.

2, It also shows all the placas in the scheme where a
particular concept occurs, although they are scattered
according to the scheme,

Dewey realised the importance of the second point and his index
brings together distributed relatives. Chain procedure too btrings
together the distributed relatives, But the chain index headings
are not satisfactory because, ‘the majority of subjiect headings
are wre general in subject content. PRECIS index headings are
better in this respect because they are more specific.

Conclusion
Chain indexing is important as tho first systematic procedure

laid down for subject indexing., It is nearly mechanical in its working.
When applied to a classification with a good hierarchical notation

(such as Zolon) its efficiency increases to a considarable degree,

On the other hand, when applied to a classification with a less hierarchical
notaticn such as DC its efficiency decreases. It acores heav1ly on econony.
It provides the entry word approach for compound subjects in the absiract

te specific order. It has been pointed out that this order is not

helpful to the reader. Finally it orings together the distributed

relatives in-the -olassificatinn, However its nusefiiness is limited
because the subject headings produced 5y chain procedurs are mostly

less specific. As was poinied out earlier, importance attacnad to

chain indexing is nov rezading, bat its uccfuiness in sanaal compi.ing

of suject indexes will continue te remain for many more years.

Further reading suzgested

Ten references are given belaw, The first twe references are
very important fer a student who mekes a detailed study of indexing
systems in sciences and social sciences, Ref,3-5 deal with aereral
problesms pertaining to calssification, cataloguing and indexing.
All references I1-5 discuss in variag degrees of detail the subject
of chain indexing, Ref.6-7 are works of the creater of chain indexing,
Hence, they are useful as basic source materials for chain indexing.
Ref,8 is well known to any student of library science, Its subject
index is useful for comparison with the other types of indexes,
Ref.9 and IO are two national bibliographies whers chain indexing
was used based on DC, When consulting them, please note how
inadequscies of DC were remedied to suit chain indexing.

I, VIZKERY,3.C. Classification and indexing in science. 3rd. ed.
London: Sutterworths,1975. '

2, FOSKETT,D.J, Classification and indexing in social sciences.

' 2nd od London: Butterworths, I97L.
3. COATES, B. Subject catalogues: Headlngs and structure. London'
' Library Association, I560,

L. FOSKETT,A.C. Subject approach to information, London: Clive Bingly,
I°b9.

5. VICKERY,3.C., Faceted classification: A guide te construction and
use of special schemes, London: Aslib, I96J,




6.
7.

8.

9.

1. .

RANGANATHAN,S.R, Classified catalogue cede, London, 1957,

RANGANATHAN,S.R. Colon Classification. gth ed. London,I957.
Please go through the classificati3Ri:4nd thie subjoct index.

DEWEY ,Melvil, Decemal Classification, Ibth ed, New York, I958.
Vol .l Tables, Vol.2 Index, Please ge through tables and
index and see how index .entries have been derived,

BRITISH NATICNAL BIBLIOGRAPHY, Please zo through an annual volume
published during the period I95I-I970 and see how index entries
have been derived..

CEYLON NATIONAL 3IBLIOGRAPHY. Please go through several issues
published during the periad I1963-I970 and see now index
entries have teen derived,-

( Lecturs notes for Module CL and: "5' NSC-UNDP Natisnal workshop on
Library and Information Scienece ICth July IG8I prepared by
‘A.Senacdeera Senior Assistant Librarian, University of Peradeniya.)




CHAIN INDEXING - PRACTIZALS

Please make subject index entries for the following using the chain
indexirg procecure, : ' '

1.

3.

bo

oID Medicine - . Title: Anatomy of ths mouth.

6I1 Anatomy -
6I1.3 . Degestive syatam

" 6II.31 lfouth -
610 "~ Medicime - Ti:ile: A textbook of dental physiolozy
6I2 - Physiology : ' . :
6lc.3" Physiology of the Jigestive system

612,31 Oral Physiology
6I2.3II Mastication
612,.31I1 Teeth :

30 - Economics Title: Chanding pattern of women
33 Labour economics - .~ employment in Britain
33I.L ) Women : ’
© 331.409L2 Sreat Sritain
370 Education ‘Title: 3irls in the college: a changirg
376 Education of women - perspective { based sn a study
- 376.8 - Colleges conducted in University College,
276.8L/9 Zolleges in special localities Lonaon)
370, 3&2 Great 3ritain :
3"0.- wondorn
£20 Zngincering Tirla: ¥iniature zirswit hreaxers
o6l. . Mechanical Engineering :
6cl.3 - Electrical Engineering
&21,3I Electric generating sysuexs
621,317 Control devises -

621.3173 Switches -
621,31736 Circuit breakers

2% Christian church Title: Missionary orzer.laztiy: in
27,./279 Church history- speclal countries : Sri Larka,
275 - Asia

2750’l .India

275.48 Sri Lanka

51 Mathematics Title: Arithmatic for business

31t ~ Arithmatic ’ .- :

5115« Arithmatic for

5IIaats ‘Business’ -

300 ’ Social sciences - Title: Man and evolution

VI . . Sociology .

30Ie - in relatisn te ather subjects

VI ed expounied through ‘

301 :d5'70 . Bislogy

30Ie14575 Evolution
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e Indexlng u51ng the conventlonal method by way of

-t

‘Y‘e%ﬂu‘

catalogu1ng using classification schemes are known as pre-

coordinate indexing. 1In this instance coordlnatlon takes at
the in-put stage. In’ nre-ﬁoordlnate indexing - overall subject
of a document-is summarised and such componnd su"Jects are
strung together in a fixed order. Here there is a given
citation order - (It is taken into consideration that the
students are familiar with the citation order, facet analysis,
multlple entry system permutation, chain 1ndex1ng, KJIC &
K+40C) ., Co

Purpose of Subject Index1ng is to facilitate the
@ retrieval of documents that aré@relevant to a request for
information on a partlcular subject. Deciding the subject
content of a document involves subject analysis of the docu-
- ~ment. .Also, in deciding exactly what the clients need one
‘"has to enter 1nto a dlalogue with the client.

Post coordinate system

. Varlous problems encountered in the pre- coordlnate
1ndex1ng system as students have already studied can possibly
be tackled by shifting the process of combination to the
search stage (out put).  These methods are all based on the
principle of concept coordination. Venn diagrams, a pictorial
representation of the Boolean algebra of sets, have been found
to be useful as an illustration of coordlnatlon in information
retrieval. (set a few examples). Post coordination if elimi-
-nates all the problems associated with it; by using only
single concepts at the input or indexing stage and transfer-
.=ing the act of coordination to the output or searching stagc.

The use of a post coccdinate system implies the aced
Coocame Xl T D aiey Phy il moldle homde StheaE b kI noes
‘'kind of searching. Entries remain just the same as in any
pre-coordinate system. - To facilitate searching, the document
descriptions ‘are usually reduced to a number which indenti-
-fies but does not describe. To obtain thc description it is
necessary to turnto a subsidiary file kept in a number order.
This file is an essential part of most post-coordinate systecmas
and search through the subject file will yield, not a series
‘0f documents but'a series of numbers, which will have to be
looked up in the subsidiary file. No browsing IS p0551b1e in
this system., (Examples to be worked out)

Term entry system - In this system we make entries for a
document- (which we identify by its description) under each
. of . the appropriate headings, and file these in the correct
place in an alphabetical or classificd sequence. Mostly
all manual systems are of this kind eg.. card catalogue
peek-a—boo and Uniterm Systems. .

IR
]

vItem entry - - Those in which entrles (1tems) are searched
for those having rélevant terms assigned to them. (Single
entry for each term, using some physical form which permits
access to the entry from all the necessary headings).

eg. Edge-notched system, (Examples to be shown)

SPECIFICITY in 1ndex1ng refers to the Generic .
level of a concept. If we name a species in indexing we
are employing a higher degree of specificity being more
specific. :

Examples when constructing Thesaurus. BT, NT
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Two characteristics of indexing (exhaustivity and
specificity) affect two important measures of the efficiency
of an information retrieval, RECALL’ &*PR“CISION operating at
the output or searching stage. By retrieving all the docu-
-ments in A collection that ar~ relevant to 2 request for-
information. on a: particular subiect we achieve 100% RECALL.
In this situation PRECISION would be very low i.e, precision
in locating ‘the relevant docufents. “PRECISION RATIO. '
RELEVANCE RATIC is: the: numoer of relevant documents retriev-
-ed, in response to the number of documents searched and re-
‘trieVed. There is an inverse relationship betwean recall
and prec131on.‘ As recall 1s .increased, precision is lowered
and vice versa. ‘ : o

RECall dev1ces are used to 1ncrease the llkellhood
of retrlevlng a greater no. of relevant decuments by -‘such
controls as the grouplng of synonyms and compoundlng of word

forms,

Precision devices are used as a check against the
retrieval of non-relevant docnments and depend on such
fa ctors as coordlnatlon. '

« - The nrinc1ple behind coordinate indexing is an
attempt to increase precision and it is this technique which
’has brought the dords 'Roles' and 'LGYs

False drop = One of the dangers o£ us1ng sxngle terms in
the Sfprialh toinfrrmaticn motwicwsl s that unwanted com-

e —p g Neeee -

~binations are 1likely to occur at thé retrieval stage
:hsw1t-ﬁm in wh2% are known as 'Fa ae drup

-Links are’ ‘Jevices to av01d false ronblnatlon of terms from
the set allotted to an ite They show which terms-are re-
-lated (but-not-how) znd beﬁene increasingly important as
thé number of allottee 1nuex1ng térms increase. '

~

Role Indicators - 'A'*oJe iﬁdlcato* is’a. signal which 1s
attached to a thesaurus term a% thc indexing stage in

order to indicate the context or the sense of use of that
term in the set.of terms making up a descrlptlve statement
concerning an 1tem.' They state explicitly the relation-
-ships ex1st1ng between docunent classes. The need for
roles arises in english language because of the nature of
the language in which meaning relies heavily on syntax &

a word has 2 number of possikle interpretations out of
context. Terms which summarises the subject contents of

a document or readers request are always terms in rela-
-tionship - change the relationship you change the subject.
Hlstory of Phllosophj is not PhllOSO hy of History. ’

velghts - Symbols oiten numbers added to terms by the

Index to indicate their relative importance in the docu-
-ment. The allocation of weights to descriptors allotted
to a partlcular document is a precision device which

takes. account of the fact that the meaning of a description
is not 1nvar1able and depends on the other descriptors
with which it is correlated.

e

1 . relL
L . Y

Precoordination, links, role indicators and
welights are devices which enable us to reduce the number
of unwanted items retrieved in resmnonse to recuests.



Edge-notched Cards Any single card will usually carry
bibliographical Information for only one document, each
concept relevant to the subject matter of that document
being represented in code form by a series of notches
punched out from holes along the margin.

To f1nd out what llbrary has on a given topic, the
searcher must first ascertain whlch code ‘position represent
that topic, and extract the cards which have that posxtlon
notched to the edge by a process of needllng. . ‘
Uniterm : The simplest form of post coordinate Index.
Introduced by Mortimer Taube in 1953. A uniterm card has
a space at the top for the headings - rest of the card
being devided up to 10 columns. ‘:/hen deciding “the term
for the heading a new card is made if there is none or
the card is taken out from the index and document number
entered on them, u51ng tprmlnal digit ' posting. This
simply means that it is the final digit which determines
the filing column- cards are then refiled in the alphabe-
tical sequence. Searching - decide.search term take out
cards from thecse terms and see which numbers appear on
them all,: This is unsatlsfactory as we have to rely on
our ability to notice matching numbers on cards we are-
scanning. It is easy to miss a number. Once the number
appearing on all the cards are noted, information is
sought through the sub31d1ary file whlch is in accession
ordﬁr. T A c ;

Cpth al C01nc1dence Cards - = This system transl rtes numbers
inte positions cia cards .)y p\uu_lu.ng out & nule wu iuis PoSL~
~tion, = By holding the relevant' cards into 2 llght Nthh
wil) shine thr Wit thise o%ia “i0is thlCL 21l o] el et S
all the cards ve: are holdlnv - These cards, are known by
Batten Carcds, opt1cal c01nC1de“ce cwrds peek-a-boo cards,
fcature cards pcep "hole cards. Optlcal coincidence is pro-
~-bably  the best descrlptlon but peek~a-boo and feature cards
the most w1dely used. Light box, pcek- -a-boo card, contains
A space at the top for the headlng, but .the body,of -the  card
is devided up into numbered sequence. A _card will contain
500, 1000 or 10,000 positions. _A uscful plece ofequ1pment
in thlS system is the light box.

Advantage in search strategy, if we wish to coordi-
-nate 4 terms and working to the light we see no holes coin-
-cides in all of them we can broaden the search by reducing
the number of cards to 3 in four different ways in turn.

Peck-a~boo cards may have certain refinements to
make thei~* use easier. e.g. A serics of notches along the
bottom edge fit in to a corresponding set of rods in the
bottom of the card tray; thesec rods enable each card to be

hd . .o [y

- .- . B - . - N ‘.
H N . L, . : -

stepgcd in relatlon to its immediate nelgbours. Space for
the heading at the top right hand corner, if a card is re-

-moved from the stepped sequence, lnstead of a heading.
e.g. see the wordout or a row of dots or a similar symbol
to indicate that a card is missing from the sequence.
Refiling is made easy. Spvace printed on the cards to note
useful information such as related headings.
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Comparison of Uniterm & Peck-a-boo - . Principle is the
same.. Uniterm is cheapest and easy to establish - no
special appratus required at all. Peek-a-boo system »
involes considerable capital outlay. Searching a large
uniterm index is a very tecious process and the probabi-
-lity of error is hich - numbers being missed. - Intercst-
-ing compromise is to use the Uniterm System to start.
with and- transfcrlng to peek-a-boo when some experlence
has been golned 1n the choice of..vocabulary.

™

Problem of'correctlng errors in peek-a-boo is a
significant point in ‘comparison., . A hole punched in the
wrong place is not each to correCt " '

ARY "nlthdrawals ¢an be shown by neans of a coloured
translucent ‘sheet which is punched in the appropriate’
place when on itém is withdrawn. This sheet is includcd
in every search in the pack .of pecek-a-boo cards. The

card is punchod in the relevant position when an item is
withdrawn and such w1thdr1wn .items can be noted through
such p051tlons on the colourd card. ;
3 D

Systems Design - Thesaurus construction is one examplc

of system design. ' There Are only two ways of making @
thesaurus. (1) Make an alphabetlcal .list as one come
across- terms in the literature. . (2) Sort out the
categories first, arrange the, terms in. them, and then
go out’ to make an alphabetical index.-

Thesaurus - definition. The term thesaurus is by no
leane rovel bui Lo widely. u, erstoud vatsitc 1uloen™
~tion Scicnce c1rcles. Scme .describe as a "1iét of terms
(authorlty list) esoccxally de51gned for coordinate
1ndex1ng system, * AJdebsters Dictionary as a book contain-
-ing a storc of words - about a particular field or sct
of concepts - a dictionary of synonyms. .This still

does not go far enough although it covers the classic

_example of Roget's Thesaurus. U.S.Dept. of Agriculture

does better 'a structured arrangement of terms in seve-
-ral levels which, in conjunction with an alphabetical
listing, represents the subject content of a body of
literature. The structural arrangement is intended to
show. the relatlonshlps of the terms in a hierarchical
order at the same time conveying broad subject concepts
The best:description in the present context is given by
thefllso)'Int.IOrQanization?for Standardization. "A con-
-trolled and dynamic vocabulary of semantically and
gencticilly related terms which comprehensively covers

a specific domain of knowledge. This vocabulary is

a systematlcal and/or alphabetlcal collection of descri-
-ptors, non descriptors (auxiliary terms) as well as
indecators ‘of their relationships. 'Unlike classification
schemes, the vocabulary does not necessarily use notations
and categories.

.



Relationship
grouped into

Preferential
USE
UF
Hierarchical
BT
NT
Affinitive
RT
cn.

that exists between descriptors can be
the following commonly accepted categcries:

- Refers frcm a non-acceptable term
to a descriptor

- 'Used for' being the recipocal of USE

"Broader term" Relative degrees of -eo
coverage within
"Narrower term" A specific category

"Related term" Used to refer from once
descriptor to others that are related
in concept yet not hierarchically or
preferentially.
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‘ ? Modules D1 & D2 - Sources of Medical information. 13thJuly 1981

------------------------------
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S 'Y Mrs.M.A.I.Canagaratna.

Libraries exist primarily to meet the information needs
of it's users. The goal of a library should be to provide the user
with the information he needs when and where he needs it in the
form best suited to his use. This involves not only the provision
of required documents in the library but also the exploitation of
available documents by the librarian on behalf of the user. A
librarian must have a very good knowledge of the various sources of
information, if he is to meet the information requirehents of his
readers effectively. An awareness of the types of users and their
information needs too,is essential.

Medical information is required by a wide variety of
persons. The users of medical information could range from the
lay man who wishes to know the first aid for a burn to a professional
involved in research whose needs are much more demanding. It is possi-
-ble to categorise the seekers of medicdal information into the follow-
-ing:
1) Students -Undergraduate and Postgraduate
2) Clinicians - Persons who practise their profession
! 3) Researchers
' 4) Teacher in a University
5) Supporting staff- lab. technicians, nurses etc.
and 6) Lay persons requiring general information.

The requirements of each of the above categories vary.
For e.g. undergraduates require basic information obtainable from
text-books while postgraduates require access to periodical literature
as well. Clinicians are mostly interested in information pertaining
;f "to diagnostic aspects of diseases and how to treat them and are less
interested in anatomical, biochemical or physiological aspects of
diseases., Though the actual needs of the different groups vary, it is
helpful if some generalisations can be made. Studies on the nformat-
; -ion requirements of Scientists and Technologists have shown that they
' require 3 types of information viz.
a)Current information
b) Retrospective information
and c¢) Everyday information.

! Current information

i The term current information refers to the type of informatiom

| that is required by users to update their knowledge. Scientific
concepts, hypotheses, techniques etc. keep changing and it is important
for researchers in particular to be aware of what is new in their field-
Current information also contributes towards innovative ideas.

Retrospective information

* The term retrospective information refers to the type of infor-
»mation required by the user who wishes to have information on what is

alrecady known on the subject. Information about the state of knowledge
at any pointiim time helps the researcher to identify the'gaps' in
knowledgey, In addition, it helps the researcher to avoid embarking on
projects that have already been tried and thus, aids in preventing
unnecessary duplication of,.research., Finally, it assists one too¢dopt
techniques and procedures already known. Users are likely to require
this type of information before they embark on research projects.
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Everydaj information

Practitioners and Researchers need.. facts and data to do their work.
This type of information is usually available in a specified form and may
be applied directly to the work in progress. A user needing the molecular
weight of albumén does not set about measuring it. Theee are standard
tables giving this information. He merely looks up the tables and having
got the value,proceeds to use it in his calculations. Everyday information
helps the researcher to do his work better.

Havihg condidered the types of information required by users let us
now consider the sources of information available to them,

Sources of information

Studies on the communication behaviour of scientists and technologists
have shown that they make use of the following:

J

1) Colleagues at the place of work,
2) ‘'Experts' in the field, within or outside the organization 1n
which he works,
3) Conferences, Symposia, Colloquia etc.,
and 4) Published literature,

The use of the first three sources involves communication. at a
informal level, While the use of published information is more formalised.
Studies on the information gathering patterns of scientists and techno-
logists have also shown that they prefer to obtain their information
from =m®m colleagues and experts in their field than use the library and
hence published information.It has also been shown that in research
institutions that there are few persons who use the library extensively
and that many of the other researchers obtain their information from
these persons. The users of the library who supply the mnformation are

e d "'gate keepers' of information. Surveys of the process&ss by which
ug inférmation is disseminated in communities of Physicians have tended
to show that in respect of new #rugs,atleast, the process is dependent

on a few individuals who advise their colleagues while at the same time

keeping in touch with both professional including published sources of
information and commercial ones. These studies are important because

they highlight the imporidance of sources other than libraries in providing
information, and also enable the librarian to facilitate the use of these
clannels where possible. The librarian can help the user, for instance,

by identgfying the experts in a field and referring the user to these
personse. Also, the 'gate keepers' in a particular research group may be
identified and well supplied with information,

. Discussions with colleagues at the place wof work serves as a very
useful source of information. It enables the researcher for example,to
obtain clarifications on difficult concepts, new ideas, new ways of
thlnklng etc., « Discussion with an expert becomes particularly useful
when the field of research is new and there is a dearth of literature.
Eﬁe use of colleagues or experts rather than published information by
ientists is subject to certain limitations. It is difficult to obtain
dotaile@ information such as the precise conditions under which an
ﬁxperlmant is carried out. Published information is therefore preferable

for det iiled and authoritative information. Due to the long itime lag

betwsen the time and article is written and the time it appears in print
communication between scientists on an informal level has gained momentum,
Attendance at conferences,Symposia, Colloquia etc., have become very
valuable not so much for the value of the papers that are read at this
meeting but fiore for establishing links with persons working in the same
field.
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. Even though users may prefer to use the informal channels of communi-
cations,! they cannot avoid having to use published information for atleast
some of fheir needs. People seem to prefer informal sourges of information
not becawse they think that the quality of the information obtained that
way i,s superior to that got from published sourcecs. Preference for
informal channels have been indicated largely because it is easier to get
the information from a colleague than hunt for it from the large mass of
literature available in the library. Since most people prefer to settle
ﬁqr.information of lower quality if i% is more easily accessed, it is
important for the literature in a library to be arranged so that it can
be used with minimum difficulty.

|
£ Obtajining of information from published sources is difficult because
the information may be scattered among a large number of publications.
In the field of Bio medicine alone, approximately 20,000 journals are
currently being produced. The avaiiability of aids to retrieval however
help to ease the difficulties considerably. g

The bublications on a subject may be divided on the basis of the type
of information contained in them into the following three categories.

a) Primary literature,
b) Secondary literature,
and c¢) Tertiary literature.

Primary literaure consists of documents in which medical information
such as new innovations,results of research, case reports, etc., are
first published. They are a good source of current or latest information
on a subject. Primary literature includes the following types of
documents:

Periodicals
Research reports
Conference proceedings
Trade ot commercial literature
Patents
and Theses or dissertations.

The temm periodical refersgx to literature which are issueg agrparts
usually at regulgr intervals. The different parts are issued HdEE the
same title. Periodical literature is important beeause it is the method
adopted to impart new knowledge, as quickly as possible, in a brief and
usable form. It serves therefore as a prime source of upto date infor-
mation., Periodicals may be of three different types:

1) Periodicals devoted to news and opinions and comment - these
published preliminary communication of research. These are
short articles givigg results of research and may be PBublished
subsequently as full length articles. These periodicals habe
been deviced to over come the long delay associated with
publications. eg. Biochemical and Biophysical research communi-
cation.,.

2) Periodicals that publish original articles - These may be of

‘ two kinds. Those covering the subjects in general from basic
research to political aspects of medicine and usually
circulated widely. They aim to inform the general medical
reader of important and significant advances of which any one
involved in should be aware and command wide readership.
e.ge British Medical Journal,Lancet, New Ehgland Journal of
Medicine etz., The second kind is the specialist journal contai-
ning articles in a restriced field. eg. Bloody Journal of
Haematology, Journal of Medical Microbiology, Braing Hournal

of Neurology etc., .
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3} Periodicals devoted to review articles - these contain
only review articles. e.g. Bacteriologicgl reviews,
Physiological reviews, etc., o

Consulting periodicals on a regular basis is a .commdn means by
which users obtain cutrent information. Scanning of current journals
by the librarian on a regular basis is the first step in a set up
producing current awareness.bulletins etc., .

Research reports are of less significance in medicine, than science
and technology. This is partly due to the some what less goverment xmsrxmnk
controlled institutional research in medicine. There is therefore less
need for research reports. The medical research council research reports
and American public health services, qquivaleng@ are published as normal
publications of the respective state publishing systems and are therefore
much better organized bibliographically and easy to acquire.

Conference proceedings are difficult to locate and organize because
they are produced by a varieyy of organizations such as, government
bodies, International #rganizations, private societies etc.,, « Delay in
publication may result in the information being dated. Nevertheless,
they are useful if the papers are of good quality. Indexed Medicus,
indexes some of these publications. Published catalogues, of HMSO,British
Medicine, and Index of conference proceedings are useful to find details
of published conference proceedings.

Trade ot commercial kiterature are publicity material put out by
trade and commercial organizations. They contain paeticulars relating to
products of the organization. In the field of medicine, trade literature
is of great value to clinicians to gather information about latest drugs.
Information about equipments, chemicals, etc., are also obtaihable from
this type of literature.

Patents are obtained by inventors or organizations primarily to
controlq making and selling of their invention. Details BErXaAXREIRkE
pertaining to new drugs are patented by the drug companies, and these
are useful in research connected with synthesis of drugs.

Theses or dissertations contain results of research submitted for the
award of a degree by an institution of learning. Parts of a theses
may. be re~written and published as a periodical arrticle. But the thesis
remains a first and often fuller statement of results. It is therefore
of use to a researcher commencing in a new field and to others as a
source of idea. Aslib's indexm to theses accepted for higher degrees
by the Universities of Great Britain and Ireland and the Council for
National academic awards serves as a guide to theses published in the
U.K.yDisserdation Abstracts International is a guide primarily to
American and Canadian doctoral theses though some produced in European
Universities too have been included.

Secondary literaturg. consists of documents that conta}n material
that-have-been—extracted from primary SOurces, generally after a N
considerable lapse of time. Secondary literature therefore 1§_notuusefu
as a source of current information on a subject. Secondary literature

includes thne following:
Books

Reference Laterial
and Review serials.
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Books may be categorised into text-books, trcatisec and meno ' ha.

Texb-Dooks usually cover a broad subject area and are heavily uscd
by those preparing for examinations. They can be aimed at the undexyrodu
-ate or the postgraduate student and differ accordingly in the level of
presentation of the subject.

Exam;.les :
Macfarlane, D.A, and Thomas, L..., Textbook of surgery, 4th cd.
Churchill Livingstone, 1877.
Green, J.H., An intrcduction to human physiology, 4th ed.,
Oxford University Press, 1976,
Macleod, John, Davidson's principles and practice of medicine,
12th ed., Churchill Livingstone, 1977.

-Ireatises give an advanced and systematic treatwment of the princile
of a subject, usually with many references to both primary and seconéary
literature. They bring together a large body of facts on the subject
in one place and are useiul for reference as well as detailed stuly of
a subject.

Lxamples:
Duke-Elder, 5., System of ophthalmology in 17 volumes.
Smith, R., C.erative surgery in 15 volumes.
Florkin, K. and Stotz, E.V., Comgrenensive diochemistry in 71 vols

~tonagra.bs are mini-treatises and usually deel with a single suvject,
They are a good source of retros;ective information and centain extensiv
bibliograrhies on the subject.
Bxamples:
Werner, 5.C., The thyroid
Jelliffe, D.B., Infant nutrition in the tropics and sub-trozics.

The documents classed under the general heading reference_waterials
are designed primarily to supply everyday information. The term referenc
materials includes the following viz.

gncyclopeedias,
andbooks,
Directories,
Dictionaries,
and Vital statistics and statistical tables.

Encyclopaedias give short accounts of a subject written LY cxperts
and give references to other literature. They are useful provided tley
have a wide coverage, the contributors cover the subject adequavely
and are updated regularly. Medical encyclojzaedias should be regarded
mainly as recording the state of the subject at the time of writing and
are therefore mostly of historical wvalue.
Examples:
Mc Graw Hill Encyclopedia of Science and Technology, 3»d cd.
1971, 15 volumes. .
British encyclopaedia of medical practice, 2nd cd., 1250 - 1937
12 volumes. (Annual suwnplements after 1955 entitled
lledical progress)
Encyclopaedia of Biological sciences, Ldited by i'. Gray, Srdé cd.

1970.

Bandbooks may contain authoritative surveys by writers with inter-
-national reputations reviewing the literature niistorically wnd
bibliograhically.

Lxanples
Zandbook of .hysiolosy vpublished by bthe American Faysiological
Bociety (ilashington)
ilancbook of clinical neurology edited by G...Jruyn.
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Data handbooks on the other hand are intended to provide basic scion-
tific data in concise form, and they include such informebtion as
mathematical, stavistizal, chehical and physicel tadles, dosajes,
toxicities, melting pints, physiological activities ete.

Zxanples:
Docuzenta Geigy, 3cientific tables IZdited by h. Diem and
C.Lentner, 7t: ed., 1970
The lierck TIndex : An encyclopedia of chemicals ané drugs,
9th ec., 1976, )
The Biology data book, F.L.iltman and D.Z.0itvtner, 1570-7L.,
Diologicel handbooks published by the Federation of Anerican
Societies for Lxperimental biology.(FASLE)
Sritish i‘harmacopoeia.

Directories provide names, addresses, telephone nuibers ebtc. of
institutions ané .erscns.
Lramples:

Medical directory UK

WIC Vorld directory of liedical schools

WEO Vorld directory of Dental schools

world of learning - gives information on universities, colle: s
research institutions, libraries and musceuwns the world
over.

Seientific research in British universities and colleges

Medical Research Council's hahdbook - ITSC,

Didtionaries give in alnhabetical sequence the spelling, »ronounci-
ation and definition of words in one or more lanjuages or of terms 1A
one or nore special fields.

Yxamples:
Butterworth's medical dictionary, 2nd ed., Butterworths, 1270,
Dorland's Illustrated medical dictionary, ?/th ed., Sauncers,

1965,
Stedman's Medical dictionary,22nd eé., ‘Jillisms and Wilking,
1972,

Dictionary of medical syndromes, S. Maglini, Lippincotc, 1971.
Origin of medical terms, H.A.Skinner, ¢nd ed., ‘Williams unc
Wilkins, 1961.

Vital stetistics and statistical tables supply data on the population,
statistics of diseases, nealth personnel etc.
Examples :
Ul - Demographic year book.
WHO - World health statistics annual, 3 volunmes.
volume 1 ;:vital statistics and causes of death.
volume 2 : infectious diseases - cases, deaths and
vaccinations
volume % : health personnel and hospital establishments.
Statistical tables for 3Biological, Agricultural and ledical
research, R.4,Fisher and E.Yates, 6th ed., 196%.

Beview_serials_contain articles in which work done or information
produced during a period are reviewed. These serve as a good starting
roint for an exheustive retrospective infprmation search.

Examples:
Year book series of Year book medical publishers (Chicago)
Advances series of the Academic press
Recent adfances seriédsof Churchill livingstone
Annual reviews series of Annual reviews Inc.
lnedical annual of uright
Clinics of North Americe series of Saunders.
rioédern trends series of Butterwortns.
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Tertiary literature Consists of documents that have becen develoa
-ped to assist retrieval of information from both the primary as
well as secondary literature.Consequently they do not contain the
information per 'se but serve to guide one to the document in which
Ihigre the pequired information is found. Tertiary literature include
the following viz.

Abstracting and Indexing pertodicals

‘Guides to periodicals ‘

Bibliographies

Bibliographies of bibliographies

Subject guides
andé General guides.

[

Abstracting and Indexing pericdicals act primarily as guides to
the contents of periodicals but may alsoc cover reports, patents,
theses, conference papceeding etc. Abstracting periodicals draw
attention to relevant publieations along with a surmary of the content
in the form of an abstract. Indexing periodicals on the other hand
provide only the .bibliographical details of the relevant publication.
The publications are usually listed on the basis of their subject
content as uell as the author of the publication.The effectiveness of
abstracting and indexing services is dependent on .their comprchensiven
~e8s5, rapidity of their production and the ease with which information
c¢ontained in them may be retrieved. ‘

Gxanples:
Index liedicus
Teer;ta Hedica
Biological abstracts
Bulletin signeletique
Lutrition abstracts and reviews

Index fedicus
’ - Index medicus is an indexing periodical.Sinee Januvary 1560
Index iledicus has been published monthly. Each monthly issuc is
divided into author and subject sectionse Both sections are arranged
alphabetically. iithin each heading the articles are grouped on vhe
basis of the language in wkehx which The article was published.ax
Articles published in English are listed first.

The subject indexing is based on a list of alphabetical
gubject headings referred to as Medical Subject Headings. MNew headings
are continuously added to the list and a list of headings used in
any particular year may ve got by referring to part 2 of the January
issue of Index Medicus.Reference to the list of subject headings
helps to decide on the correct heading when a search is being done.

- Part 1 of the January issue of Index Medicus contains a list
of journals indexed in Index Medicus. BeBinning May 1976 issue, Ipdex
Medicus covers selected congresses, symposia, proceedings and muli-
—authored monographs. The monthly issues of Index Medicus are cumulate
annually into Cumulated Index Medicus.
| * . Index lMedicus covers about 2400 periodicals., Some of these
dre indexed selectively.Fach citation provides the follwing bibliogr-
-aphic details - author, title of article, title of periodical,
volume, issue number and pagination. '

~ Each issue of Index Medicus has a section entitled Biblio-
-graphy of Medical Xxkzwxzmkwrz reviews. Review articles published in
the periodicals indexed by Index Medicus are listed seperately in
this section. This section is valuable in tracing upto date review
articles on a subject. |

|
|
|



4 | (8)

This is an abstracting publication. It is published in 47
different sections. The individual issues of each section appear month
-1y. The abstracts are arranged in a classified order. Subject and
author indexes are provided with each issue of Txcerpta lfedica and for
~the annual volumes. Excergta Medica covers about 3500 periodicals.
The abstracts are more of the indicative type. The average timeclag
. between the appearance of-the original article and publication of the
abstract is around 12 months. Excerpta Hedica has a good coverage of
foreign language material. '

Biological abstracts

This is useful for the medical worker interested in subjects
such as genetics, biophysics, biochemistry and nutrition. It has a
coverage of nearly 8000 periodicals. The abspracts are of the informat
-ive typc. Issues apiear bi-monthly and abstractd are arranged in ® .
‘ classified ordeywith author, biosystematic, generic, cross and subject
- indexes which are cumulated semi-annually.

—— i e e P 40 s p S e e e S e 208 awe e WS e @y

Bulletin signeletique an abstracting periodical covers around
9000 periodicals., Theses, congress proceedings and reports are also
covered., The absteacts are in French.

Due to the time lag in appearances of indexes and abstractis
) abstracting and indexing periodicals serve mainly as a source of
retrospective information. The need for services to provide current
information was met with the publication of the periodical Current
contents., It is published in © sections.
L Current contents - Life sciences is a good source for
) current medical information.It is prblished weekly and consists
essentially of reproductions of the contents pages of the periodicals
covered. <ach issue of Current contents lists the titles of periodical
| covered Imkkm in that issue., Zach issue has a subject index and an
, | author address directory, which facilitates acquisition of reprints.
~ Ourrent contents is despached by airmail and hence arrives long before
. the perbodicsls covered by them are received in the library.

I

! Science Citation index is another tool of great hely in
cpmpiling bibliographies. Starting with a reference ?o a Xey PQanEr on
a subject it is rpossible to build =zm a complete bibliograprhy.

o e e man o e m—e - —— g - — -

“xamples: _
UIRICH's International Periodicals directhry
List of periodical indexed by Index Medicus, Excerpta Nedica,
Biological abstracts etc.

H Bibliographies are essentially lists of beooks giving details
such as namé of author, title, publisher etc. They are useful o find
details of a book via subject, author and in some cases tivle.

Examples:
British Books in Frint
Books in Print (Bowker's) . <
British Medicine - gives information on new books,  pamphlets,
official publications and reports of
British origin.
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gip;gggggggz_ggngiglgggggggy helps to identify the bibliojrapghies
on a.suoaec .
Lxamples :
Walford, A.J. Guide to referencc material, 2nd 2d., 965-70
Blake, J.B., MHedical reference works 127¢ - 156G, a zelected
bibliography, 1867.

General guides are for general reference and are useful us x

starfing point when dealins with an unfamiliar subject.

Bxamples:
- Grogan, D., Bcience and Technology - an introduction to
the literature.
Lasworth, X.J., Reference sources in Science and Technology

~i§upigg§_ggigg§ serve as guides to the literature of a particular
subject. .
Examples
Morton,L., Use of Medical literature, Znd ed., Butterwortihs,
1977.
Kerker, A.E. and liurphy, H.T., Biological and Hedical
resource literature, 1G&S.
Bottle, R.T. and Hyatt, H,V., The use of Biological
literature, 1571. '

References:
1) Atherton, Fauline, Handbook for information systews und
. : services, Unesco, 1577.
2) Matthews, D.A, and Picken, F.il., ledical librariansiip,
) Clive Bingley, 197C.

3) iiorton, L.T., Use of lledical literature, Znd ed., Buitterworth
1977.

4) Vickery, B.C., Techniques of information retrieval,
Butterworths, 170,
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' Module D4: Practical exercise on Medical information. 1{4th July 1930

Mrs. M.A.I.Canagaratna.
]

!
1. Give the name of the disease for | Answer: "N
which Sodium Aminosalicylate is :

|
1
" used as a drug. : Source:
-y
!
!
.
!
. !
_ I
2. Give the name of the plant from | Answer:
which reserpine is isolated. : ’
' ’ !
: Source:
!
1
!
!
, .
3. Give the name of the disease : Answer:
treated by using Cimedone. 1
’ ' | Source:
] .
i
!
. I
. , _ v .
4. Give the meaning of the word | Answer:
Hypercalcaemia, )
!
I
!
1
. Source:
[ .
# . h
!
. |
5. Give tne meaning of the word | \nswer:
Melanoma. H
1
i
I : .
: Source:
'
]
I
. . I
6. Give the number of registered | Answer:
Physicians in Sri Lanka, in :
: Source:
1
I
!
. I
------ cmmde Give .the number _of cases of :Aﬁqﬁyer: _
Leprosy in Sri Lanka in 1974. ! '
: !
' I
¥ l
: Source:
!
I
!
!
8. Journal of Medical Genetics : Answer:
is a journal covered by Current |
contents. Give title of article | .
published by Carter,C.0. & others
Source:

in Vol.17,N0.6, Dec. 1980, issue,
of thes journal.

- - -
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11) Find the publisher of the
periodical "Journal of chronlc
diseases"

dehuls

9. Find the bibliographic details
of an article titled "Pacemaker
induced hypotension" from Current
Contents Vol.24, No.15, April 13,
1981.

10) Find the address of the axxigie
author of article in 9.

99-_—-.;-—'-;-—_-_..-.-—......7_-—-—--—___'_._-—

2

Answer:

Answer:

Answer:

Source:

12) Find the missing blbllographlca:XAnswer:

of the book 'Practical meat inspectji
-ion by A.Wilson,

13) Give the correct title of the
book on. epidemiology by D. T.P.
Barker.

14) Supply the missing bibliograph-
-ical details for the following
periodical article:

Holden, W.D., The interphase
between undergraduate and graduate

Source:
“Answer:
Source:

Answer:

Source:

medical education.

JAMA,242, (11),16 March 1979, P

15) Give details of a review articlp
on Hypoglycemia, by S.K.Varma
published in 1979.

16) Give the appropriate MESH
heading for the following article:
Paracetamol (Axexm Acetaminophen)
clearance in patients with cirrhosis
of the liver.

Answer:

Source:
Answer:

Source:
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Synopsis

The flow of information in Science is from research to research in an
upward spirai, ofegesemce, The scientific results find application in indus.ry
or in the commmnity .or the purpose of deve.opment work or applied science,
Theorefor< .he information chain must contain an extension to practice and this
extension forms a vertical column of infurmation, The information usually pyss
to practic. in stages and ‘he scientific infurmatiou uoes not go further tnan.the
mapagement or ‘he information service as in Agriculture. These groups ens.re that
tue ramnikx research results adapted to the cond.tions are applied.(see a&agram
Scheme of ifNformation chain to industry and coumerce,

Agricultur: is gover.ed by ciimate,gsologial conditions,vegetation,
e8ts etc, and the patterm of the Agriculture literature is world wide on a
zonal or regiongl basis rather than purely natiomal. Since Agriculture is closely
connected with national economy, governments have an abiding interest in it., This
bas resulted in recording most of the agricultural meterial in the Natiomal
Bibliographies, catajogues of most publications, Some of the research
works are being published by the Tprade as books. Such books are brought to the
notice of the scientists in review articles in importatnt general journals like
Nature,New Scientist, Science, Science Progress and in journals covering Agriculture
and food Science like the Journal of Agricmlture, Phytopathology tecs2l2. These journals
could be located either in Wlrich's Interna.tlonal Periodicals directory or Faxons
Librarians guide to Rexrieeale.

According to a survey by Boyle and Buntrock in 1971 on the Agricultural
literature it was revealed that there are 124 title indexes and 230 abstracting
services covering 41 countries and 21 languages and has a Xkxx total of 632,000
title citations and 1,137,000 abstracts. The current position with the advancement
of computerisation is very much more,

Mes mmecd As pamrace 35‘9.,.,,.',.,,

Bibliosraphy of Agricuiture compiled ln the Umted States Department of Agmcult
sativual iy aCdivigad LU Tocy (WAL wd jdoa it Jooa 7 enlalopdins e Ll 4

itxxx computer tape by Macmillan Information. At present the bibliography is published
by Oryx Press from the data provided by EAL. It is a monthly publication and includes
citations of jmimk journal ‘articles,pamphlets, government documents, special reports
The entries are divided into 10 sections namely a Main entry section; five mgin entry
sub-sections, g geographic index, a Corporate and Personal author index and a subject
index, It also carries a list of Jjournal title abbreviations. Each issue of the
bibliography records all titles of United States Department of Agricukture publications
State h ricultural Experiment zatx station publications, F.A.O.Publications ana a list

T'{.ane'nla ions. -

Current Contents— Agriculture,Biology and Environmental Sciences., A mmxkh weekly
publications of the Institute of Information Science,Philade}phia. This publication
reproduces the content pages of over lu35 journalsreporting the results of world wide
research in the Agrisgicultural,biological, environmental,food and Veterinary Sciences,
Current Contents i particularly useful for monitoring journals not taken by the
library or not easily accessible at tirst hand., It is pocket size and a temporary
bibliograph <al tool., It is also used to check references to papers p blished too
recently to be incorporated inkthe Bibliography of AGriculture. Entries are arranged
in subject gxoapx groups and each issue list the list of journais carried in the issue,
Poocam Separate Author and dubject indexes and a directory of addresses of authors
are inciuded in each issue. It is an excellent alerting service and this comprehensiwe
service enabies Scientists, research workers and practioners to keep up new
developments in their own and related fields. Current Contents is an effective and
economic solution to the treble problems of mtera.ture scanning,reaaing selections and
rapid dissemination of information.



2.
" National iculture Liorary Catalo
A monthly publication arranged under 2v vroad subjects similar to the divisions
of the Bibliography of Agricuiture, Each issue carries a rersonal and Cor orate
Author Index, title and ana Subject index all of which £8 cumlatea twice a year
in June and December. Entries are broadly based on the Anglo American Cataloguing

Rules, There are a few annotations and added entry tracings and carries Library of
Congress Classification class marks.,

AGRINDEX( Agricdlture Index) Rome, F.4.0.

A printed and categorised bibliography which was first published as a monthly in
1975, The International Information System for the Agricultural Sciences abd
Technology (AGRIS) formally began operation in 1975. This system has been created
through the cooperation of Food amd Agricultural Organisation of the United Nationaw,
governments and other institutions to found a data base which would provide reference
to current literature collected from world wide sources related to Research and
development in the Food and Agriculture sector and allied fields, AGRIS has been an
outcome of UNISIST= the UNESCO programme of Intermational cooperation in Scientific
and Technical Information, The Input for the production of the AGRINDEX is provided
by cooperating centres which identify Scientific and Technical Literature within the
scope of this system and produced in their own country or region. The input is
received in 3 forms(l) magnetic tape (2) the Punched tapm paper tape and (3) work sheet
Ultimately it is hoped that all input will be received in magnetic tape only. The
second and third methods % allowed as most uf the developing countries are not in
a position to supply the input in m,gnetic tapes. When the input is received at the
F.A.0. chey are merged into a magnetic tape data base from which AGRINDEX is

printed. (see ammexure for a typical entry).

Bicveseavch

Bierearch Index : Philadelphia.

Sponsored by the Union of American Biological Societyes. is a month{y publication
wvhiich contauic Lnde.de Lo I035° 7R »narte nat oanmrered in the semi monthly issues
of Biological Abstracts. Instead of abstracts the format for this pubiication utiiize
refererce cil. i~ ¢ tith.3; whizh are editorially supnlemented with key words,
Significant title words and keywords are alphubetical\y pernuted vy compute. .1
indexed in the same manner ae the title of research axticles included in the
Biological Abstyacts. Each ussue #ncorporates the following (in oxder of appearance)
list of publications, Bibliography; author index;Biosystematic index; crosy index;
subject index, In the Bibliogtaphy section the cunsecutively mumbered cita.ions are
arranged by jourmal ond include Author, title, added key words and pagination, 1o
locate a particular jourmal in the Bibliography consult the iist of publications
indexed. This list is arranged alphabetically oy Coden( a five letter d.signation for
the journal name) ana provide the mumuer of the Jirst citation foom each of the journau
issues covered in Bio.esearch Index.

Most countries produce similar alerting services with or with.ut annotations. 1In our
own Sri Lanka too we have a few publications which serve as au alerting service,

Sri lanka Science Index published quarterly record information received by the Sri
lanka Scientific and Technical Information Centre during a given quarter. This index
is arranged under bropd subject headings by the Uiversal Decimal Classification
Scheme,Within esch subject heading the entries are alphabetically arrznged by author.
Most of the Special Libraries publish lists of new materials acquired for their
Libraries and prepare handouts to keep the Scientistsin their Institutions informed
of the latest materials received in the Libraries.

Abstracts
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Abétracting Journals are available after a lapse of time from the appearance of the

Primary Sources as more preparatory work is involved., They are mich mére informative
than Indexes, There is a profusion of abstracting journals covering Agriculture

ard food production and the time lag between the primary and secondary publications is
being progreesively reduced as more and more services are employing computer methods
to speed up printing ;nd publication. ’

COMMONWEALTH AGRICULTURAL BUREAUX (CAB)

The CAB is an organisdtion in that most of the Bureaux are located at research

Stations working in the same £kt subject field. tor example Borticulture at East ¥xih
Malling: Nutrition at the Rowett and Animal health at the Ministry of Agriculture8s
central veterinary laboratory, Most of the stations prepare the abstracts in their
field and the abstractors and the Scientists are in close touch with each other. The
abstracts cover the following fields: Entomology,biological control: Agricultural
Engineering absctractss Animal breedin tracts; field crop abstractsy horticultural
abstracts. IndexVeterinarius tee. so specialist abstract journals like Soyabean
abstracts ,Rice Bx Absracts etc. The CAB scans over 8u0U journals for articles of
agricultural interst and prepare approximately 150,uU0 abstracts each year. Regular
periodic collections of abstracts trom the CAB data base are reporoduced on special sed
topics of wide interest as for example Rice Abstracts. '

Biological Abstracts . Philadelphia -1y26,

The Bx abstracts sponsored by the Union of American Biological Societies is a source
for supplementary literature of interest to Agricuaurists. = It is a semi. monthly
publication,, It 18 a contimuation of Abstracts of bacteriology and Botanical Abstricis
It is a most comprenensive and ocvers the whole range of biological activity including
agriculture,bacteriology,biochemistry,microbiology, vetrinary science., Each issue
contains a tavie ot contents, Abstracts, author index,alphavetical listing of subject
neadings which appear iu the Cross index., Abst.acts are prepared vy specialist, It

if o andigpenans' s roveneran wnk for 21] warke~s in the biological sciences.

Aiu Research amn Developmen. Abstracis | AM;A}. WLEDLG Y, dLS Aoy Do et uti .
ﬁ. .I.D.,. This is a quarteriy abstract journal issued vy the Division o. Documentat-
ion and Information Ofrice of Development Information and Utili.ation Bureaw for
Deveiopment suppert.'It is published in October,Jamuary,April and Jyly. The iunctiun
ARDA is to uransfer development and technical inf.rmation io active practitioners in
developme..t assistance, ARDA announces that aID ma.erials are availabie by presenting
abutracts of curren. and signiticant d.cuments oa selec.ed development subjects.

The seleciion of ma.eriais for abstracting is done from the materials produced by

by AID or wuich has r.sulte. from AID .unded projeciz. The abstrpcts are arranged by
subject fields and the tabie of contents at the beginning indicates the serial numbers
under each subject field. There are a mumber of indexes in each issue: personal and
Corporate author; Contract G‘f}ant mumber index, Geographical Index and Imaex of Issuing
Offices, Instructions in the procedure for ordering either printed copies or in
microform is given, Developing country institutions on the authorized ARDA mailing
list may order upto 5 paper copies at no cost or they may order an unlimited amount of

titles on micro‘fiche.

Abstracts on Tropical Agriculture . Amsterdam Royal Tropical Imstitute,1975.

This abstracting service was started in 1975 55“’6 month it offers in the region
of an average of 500 abstracts., Bach issue conias he abstracts carries a subject
index, geographic index, affiliationliindex fad an author index. An anmal cumlative
subject and plant tayonomic name index is”also included, The subject index is
designed for scahning and one may find it preferable to simply scan the entire monthly
gubject index, A list of subject headings under which you can regularly consult the
general subject headings in your field of interest and obtain a quick overview, For
greater detail, consult the specific key words(in italics) if necessary before reading
selected abstracts. For example
" Studies &n the mize-soybean intercrop system by H.P.M.Gunasena, R.Sangakcara and
P.Wickramasinghe of the Faculty of Agriculture,University of Peradeniya, Sri
Lanka which appeared in the Journal of National Agricultural Society of Ceylon

Vol.15 , p.27/36 (1478) has been abstracted in the issue of Vol1.6(5) May 1980
continued
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under abstract No,3v1l9, and this saxxiem abstract is indexed under four headings
in the Subject Index.

1, Cereal crops—- Mize SRIIA (abbreviated form for Sri Lanka) 30119
2. Maize intercropping soya bean economics SRILA 30119
3, Intercropping maize soy,bean yield SBILA 50119
4, Soyabean intercropping maize yield economic SRILA 30119

Another salient feature in the index is that in the geographic index are grouped all
abstract mumbers referring to the country. In the affiliation Index the Authors!
affiliated organisations are indexed and the relavant abstract mumbers are given,
Betrospective bibliographies on subjects of choice could be obtzined from the Royal
Propical Institute files which contain over 300,000 titles 1916/1952,

BINVISIBLE COLLEGE"

Scientists often contact their colleagues personally and nothing is simpler than to
exchange views and results of research through correspondence, De Solla Price has
called such groups "Invisible Colleges"- a sort of closed commnity with their own
language and exchange of intormation. In this method separate commnications take
over the function of the reprint of the scientific journal. In a sense such titles
of ographs as World of Learning and the Europa Handbook type are good sources to
try first. In the field of Agriculture and international in scope are the following

monographs,

Agricultural ¥wiwx Research Inaex: a guide to agricultural research inciuding dairyp.,
farmng, fisgeries, rood, torestry,norticulture and Veterinary Science . 6ed. Ediotor

J.Buckett, J..Ono.on ,L?ngman Group 1978. 2 voiumes.

The publlshers have attempted tuv provide a comprehensive guide to estaolisnments
throughout tne world which couduct,promote or encourage research in agriculture and
related suojects such as dairy farming, fisheries,.oou,forestry,norticulture and
Veterunary Scictce. e armingerent of this reference guide is by country in
Alphavetical oraer. Universities are arranged under tne name oi wie place Geewr 17 000
is pat ihe fiogt word m in the title. Under each cmm,try and institution the names
of Research Staff together with the sudjeccs of their icvesesi Zu g vwene & o0t
Index at the end of the volume inciudes references for all establxshments under the
full title., Bach coyntry section ig armnged in alphabetical order following the
language of the country except in the case of countries which do not use the Roman
alphabet; in these cases the title is given in English translation. One particular
advantage of this is to assist the user to discover where research in a particular
field is carried out or promoted. For example under Brazil yoy find this entry

Institup de Quimica Agricola ( Institute of Agricultural Chemistry)
address. 1024 Rua Jardim Botanico,Rio de Janeiro, Brazil
Director: Dr.Fausto Aita Gai.

List of Rsearch Workers in Agricultural Science in the Commonwealth published by the
Commonwealth Agricultural Bureaux,

This book contains name and postal address, telephone mumber,telegraph address of
research workers in the agricultural sciences at Covernment and State aided insti~
tutions arnd indicates generally the line of study in which the research worker is
specially interested. THBis is prepared according to the patterm iaid down by the
British Commonwealth Scientific Conference of 1936, It is strictly liaited to those
who are engaged in research or actually concerned with its organisaiion. Only senior
workers are mentioned and the junior technical zssistants have oeen omitted. This
was extended to research workers in the Universities tui exeluded peopiae-dn, The
volume ig divided into four parts,.Part A gives details for the Comm.nwealth Institutes
and Bureaux; Part B gives names and addresses of research workers by countries; part C
lists the names of the Institutes mentioned in the list and Part D an/ index of the
n,mes of the researvh workers.

Professional workers in state agricultural experiment statiadke and other cooperating
state institution pubiished by the U.S.Departmenc of Agricuiture (Agriculture
Handbook No.305) This gives uetails of werkers, their quasifications,aepartments in
which they wora in state order. An index of names is provided, No references.
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7 Directory of Scientific Research Projects in Ceylon 1970. Colombo, C.I.S.I.R.

This is the first attempt at collecting, in one publication,iniormation of the
Scientific .esearch projects carried out at Univers.ties and the Public sector in
Ceylon. The information has becn gathered from questiomaires sent ou: to all the
research insiitutes, The projecis are listed wuder the names of the Departments,
Institutious arranged alphabeticaily., The following information is given : Title a.d
brief description of the project;date or cogpmencement of wora; name of Scientiscs
engaged in .tue research work inciuding naues of collaborators from other institu.ions
Publications and the Funding agen.y. There is . name ind.x and subjec. index .o locate
puajects carried oui vy a parvicular scieutist,

this Direc.ory ha. been updated by :he Natiomasl Scie.ce Councii of Spi Lanka fer
1970/73. 1In tnis an Aiphabeiicas list of subject headiugs is given -

In special subject fields ioo there are pubsications giving the list of the workers
tor example Horticultural Research 2 ed issued by the Internmational Society

for Horticultural Science,
WIPIS = Who is publishing in Science. a by product of the Current Sontent service
by the Smimwktfix Institute for Scientific Informstion Philadelphia,

Scientific Research in British Universities and Colleges issued by H.M.S.0. England
Vol, 2 Biological sciences contain the research workers involved in research in

Agriculture,

RESEARCH
Theskes

Index to theskes accepted for higher degrees in the University of Great Britain.
Lomon, Aslibo

Each entry consist of the Lurnawe, Joilowed wy e cuieiowle of tlo Aulusy ol *o-
Thesis, Tetters in parzntheeis indicate the University ;nod the degree for which it
was accepted. 2.8, Y0V Welertang i Deie o PY Lo dm o molaticn to fowi itien
to plants... Ph D, (R) denote Reading Universit.

Dissertation Abstracts International publzshed by Xerox Microfilm,

This is publlshed in 2 volumes Stction A Humanities S¥ction B Science and Engineering
Copies of these thesies are available in microform. This publication carries an
abstract of the thesis, The publication is monthly and more than 510 cooperating
institutions in the United States and Canmada supply the materials..

Highlights of Besearch 1978 from the regional research centres and Experimental
Stations of the Department of Agriculture Sri lank,.

Records the research that is being dune at the variou. stations. There is a content
list but no index,

Abstracts of Project reports of Finai Year Stadents 197579 of the Faculty of
Agriculture,University of reradeniya publishéd by the Education and Training Division
of the Department of Agricultuve, ’

Records the abstracts of the projects done by the Finai Year Agricultural Students .
in the University as a pyrt requirement for the B.Sc Agriculture degree. It is a
valuable pool of knowledge useful to students, teachers, extension workers and

researchers in Agriculture.

International Rice Research Institute,Manila Philippines h,ve a mumber of
publications dealing with the ongoing research in rice and each year publishes the
Research highlights for the year and the theses accepted for higher degrees that
have been deposited in the Ljbrary.




Research continued

Tropical iculture

International Institute of Tropical Agriculture , Ibadan Nigeria. issues
publications on the research highlights for the year in the various fields
in Agriculture,

BEIRUSPECTIVE LITLRATURE

"The compilation of a pibliography of any branch of knowledge or learning my be
compared to the erection of a milestone in the corridors of time to act as a guide ¢
signpost or a beacon light to generations of on-coming seekers after truth and
knowledge, If this bibliography relates to the n,tural resources,history or
culture of a country or mation{ the contribution is more praiseworthy, This is nc
only because of its intrinsic merit and W%alue ;8 a stimulus to national development
and the progress and welfare of the people, but also as a testimony of, and an urge
to patriotic endeavour in any field of human activity." A.W.R.Joacnim in tne forewo:
to tne Soil Science Bibliography compiled oy M W.Then,badu.

\gricultural writers fiom Sir Walter of Henley to Arthur Yo 12uu = 1800

by D.MacDonald Lenuon., Horace Cox,19u8, 228 ppe.

An exhaustive bi31iography or Ulder materials., It reproduces extracts f.om the
actual writings and revised rfrom articies which have appeared in the "Fieiq"

from 19.31407,

rinistry of Agriculture & Fisheries. Chrenological list of early agricultural
works in the library of the Ministry of Agriculture and Fisheries by G.E.Fussel
Londone HeM.S.0. 1930 43pp.
It lists 359 items. Details of books dating from 1533=1860 are given including
the earlier werks in the "Cowan Memorial LibraryW., It is a unique collection
relating to bees and allied interests, A list of other sources of bibliographycal

inforuelisn in given io e fogw Of an soo-~=ix,

Baker,%.A, & Foskeft,D.J. Bibliography of food: a select intermationa. bibliography
of nuvrition,focd und peverage toenrology anme dl soriteiivn 197509560 Laodluin,
Butterworth,1958. 331 pp .

Contains mny items of agriculturalinterest such as distributuion,mgrketing.
Periodical article with a few exceptions are not included. It is outdated now,

Rlanchard,J.R.& Ostvold,H: Literature of Agricultural Besearch, Berkeley,
University of California Press,1958. 231 pp (University of California bibliographic
guides)

Lists 1296 references, A comprehensive guide: has six main headings

A - Agriculture general; B: Plant Science j C Animai Science ; D - Physical
sciences; E= Food and mutrition ;F= Social sciences(legislation and economic
statutes., Under each heading there are sub heauings for types of materials and
special topics, Annotatzions are liberally provided amd often evaluative. In
gener,l it has included only the main vaiuaole reference tools with emphasis on
Anmerican publicati ons,

E.A.Bush : Agriculture - a bibliographical guide . Igndon Macaonild 1974(Macdoncdd
Bjbliographical series guide. 2 volumes 0

The author was the Deputy Librarian of the Ministry of Agriculture,Fisheries and
Food and has long experience in this particular field and is pre-eminently quali:ied
for the tasx., His painstaking eftort has proved to be a highly effective
contribution to the documentation in Agriculture. The information is presented in
a three colum format and in chrunological oxder within the section as is done in
other Macdonald series. It aims vo draw the attention of Librarians, information
and research workers to the existence of essential reference "book" and periodical
material covering the iod 1958-1971 with some eariier entries included to ensure
vhe presence of i : basic material. The arrangement of the bibliography is
based fundamcntally on the Universal Decimai Classification, It contains a iist
of periodicals cited anu their abbreviations based on vhe World list of Scientiifc
rerodicalsa
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Walford A.J, editor; ide to refernce materiaj 3ed., Vol.l Science & technology:
icurture., London, Library Association 1973.

This guice is arranged according to UD@ and tne pages constitute secti.n 63,
Comprecensive details of over 150 stanaard agricultural books are given.

Neal,K.W., Lubsary iculture ¢gnd horticulture 2ed. London 1969, 8pp.
It is aimed at the agricultural student. This pamphlet aims t. show how libraries
can help buth during furmal study and in the posv qualification periou, Details
of bibliographies,referenc. books, swatistics,periodicals are given toget.er with
many useful runts on liorary usage.

United Stai.s Department or Agriculture. National Agncxj}tural Livrary. aaected
list of American ag.déculiural oooks in prin. gwd curren
Washiuston. 1567. 6Tppe

ggricu*tural periodicals

2ud Supplement isoued in June 1975 updates the earller issues, This gives the
bibliographical details for ordering . amd contains the Library of congress number,

United States Department of Agriculture. National Agricultural Library (NAL) :
Dictionary catalog of the National Agricultural Library 1862 to 1965.New Tork
Rowman and Littlefield 1970=~ 73 volumes,

A catalogue of the stock of the National Agricultural Library of the United States
of America, Probably the most comprehensive list of agricultural material ever
produced, Kept upto date by the Bational Agriculture Library Catalog published
monthly. This is a good source to know the older materials in Agriculture . A gooc
and comprehensive materials on Agriculture published in Ceyloh is contained in

Volume 12 under the subheading Ceylon.,

Singhvi,M.L. & Shnnal:.,l) S. Reference sources in Agriculture : an annotated
UJ.U.LJ.Ug.Laqu. Uw.‘.yd_. «ud.&uuuuu l_,'vc.. A,....uy.).

Tt ligta 1MN3 rofevences annotated .Understarxiablv more of the Iadian materizl &g
incluued. The phywica. presente.tion is pool.

Biological and Agricultural Index published by H.W.Wilson 1964,

The earlier title was Agricultural Index which waw published in 1917, This
publication includes a wide range of serial and reports including those of the
U.S.State Agricultural Experiment Stations listing them as they are published and
later cumlated which makes retrospective searching easier. .

Bibliogra f Soils and related sciences of Beylon compiled for the Soil Science
Society of Ceylon by M.W.Thanbadu 1973.

This bibliography ha. been divided into sections on the basis of the subject matter
Within a section the entries are arranged aiphabetically by 4uthor's name and in
chronological order.

The coverage in the Agricultural field is very comprehensive though tnere is a
degree of duplication of effort- not all of these is wasteful. In fields where
abstracts overlap very often there are a mumber of slants or view j ints
deliberately emphasising some component discipline, As for example report on the:
application of fertiliser on a particular crop could be covered by two or three
abstracting services with emphasis on the crop or fertiliser or the residue,Perhaps
with the advancement of mechanical indexing a single service rather than a milti-
form indexing or abstracting could be utilised to cover a much wider range of
litera.t‘\er.

boblogrebly  dlor fepot  Rolirale edifin by Ch.Cunr | 97
w/gu L.fzd.,.. el o UG, vepert Ly 6.8
Mies + 1472

Ldﬁ ( A Lo 3“...4. Vel 117~ 147
' N . mlLr'Ll H fuJLn.-LM v fromadlod Tetd. A
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: | Typical Entries
From AGRINDEX
A
" F00 - Plant Production
B
T T F20 - Soil science

» C—

F25 - Soil fertility. fertilizers, and plant nutrition 4

I— 000139 Societe Commerciale des Potasses et de |'Azote, Mulhouse (Franccﬂ/ 5
6 Services A’gronomiqpes. IAn!:uaI report on fertilization tests 1972]./
— (Fr). Rapport annuel des essais de fertilisation 1972, Mulhouse (France). SCPA. - 11

12 Jan 1974, 322 p. N\ 7
Experimentation et Etudes Agronomiques (France). Graphs; Tables. *CNRA,
13 Documeniation, Versailles (France). : 15

A\”\HOO — Plant Protection

B
\ H10 - Pests of plants

/ T Gitrus fruits\ general (1000)

/ 1 000183 Chabassou, F. (Instijut National de la Recherche Agronomique. Centre 3
de Recherches Agronomiques, Bordeaux (France). Station de Zoologie). —
Physiological conditioning of citrus as a means of controlling animal pests of __ — 5

N 6 citrus. (Fr). Le conditionnement physiologique des citrus comme moven de lutte 7
' vis-i-vis dey ravaseurs des aerumes. Fruits (France) (Jun 1974). v 29(1)p. 12
‘ ) 10 23--33"Graphs; 4> ref.; Summarics (En, Es, D¢, Fr. Ru). [World Meeiing on \ 1
: ¢ Citrus Crops. Murcia; Valencia (Spain). 29 Apr 1973.]
14 T~ 13
!
§
Commodity Index
+
D —Barley - : : Elms
S— B —— H10 000367 - F25 000578 000629
= .+ .- L30 000456 . . ~.o F27 000743 : C RN
seoe e - N20 000457 . - . - H20 000892 - R
. i C ——P12 006398 R R
. . Feed grasses .
- . Beef Cattle - L30 000111 000245
A ——— L00 006489—096754 . ) ~ .
s PR SN LR o Figs :
. Bees — general E70 003336 003367 003377
, . L20 000045 000058 000153 . 005781 o
. .
! .
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Lo, . ! X
L ‘ ! - L
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information. Information usually passes to practice in stages. In
other words, scientific information does not go further than the
management or the information service (as in agriculture). These z 2 P.rpose of the literature survey
groups ensure that the research results (adapted to commercial
conditions) are applied. Fig. 4 gives this scheme. '

B L

Research Library - Documentation

Personal Provision of Tracing
information information information

The idvancement of science means that people tr to shift the
fronti>r of knowledge. At this frontier one can see innumerable
probicms. The advancing of science amounts to choosing ome .
prebem from the many and attempting to solve it. Before beginning '
on this work one must be aware of how far knowledge of this, .
prob’>m has progrcsscd at least that knowledge which bhas already .
been published. This is always the starting point for one’s own -
resea“ch. -
Th. most important means of recording scientific mformatxon 8 et
still .he publication, Publications take many forms; examples are:¢ + -~
the icference book, the monograph, the journal article, the report,” .-’
the ongress report. All publications collectively are called the
scientific and technical Ilteralure

information through . :
technical journals advisory service

Passing on
information !

Collective
Personal (technical journals)

Applying research
results i_n practice

Fig. 4. Scheme of the infoﬁmtioq chain to industry and commerce.

| 1
] .
Collective I__- Management or

In the following chapters we will not deal with all aspects of the
information chain, but only with those which concern the scientist.
.In essence, there are three subjects:

the tracing of literature on a glvcn subject and the writing of a

literature survey;

the processing of research results into a research report;

the passing on of research results to practice.

2.1 The publication as a medium in the information chain |

A scizntist must record his experimental results in a documented

repo.. of the research, in which he justifies the path he has followed

(o reac's his results. His report must meet high standards of accuracy, -

comgleteness and logic. It is often preceded by a short preliminary

repert (preliminary note, short communication, letter to the editor) .

in which only results are given. The ¢ purpose of this is usually to gain, ... |

prior-iy (Section 4.3.1). U
R zports take diflerent forms but they are all primary publications

(Secuon 4.1). Besides primary publications, there are secondary and

tertiary publications. Secondary publications are derived from pri-

marv, and may take the form, for instance, of abstracts or review

artic’es. There is an intimate relationship between documentation

and information services and these secondary publications. Libraries

and documentation and information services depend heavily on these

secc:adary publications. You_ could even say tha. the literature

would be completely inaccessible without this sort of publication.

.

Further reading )

Loosjes, Th. P. (1973). On Documentation of Scientific Literature,
2nd edn. Butterworths; London.

Vickery, B. C. (1973). Information Systems. Butterworths; London.

( Reproduced from Technical ILiterature cearch and
-the written report by D.J.Maltha,1977.)
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D 7 & 8 - WORK SHEST
Name the Instituion and the Personuel involved in the foiluwing yxuismx
research projects in Sri lanka
A, Grain storage and preservation '
B, Intercropﬁing with rubber iu Ceylon.
6. Cheese production as a cottége industry in Ceylon
D, PFertiliser utilization in the cocrut plantation.

Give the name and address of the Institution
A. Centro internacioial de Agricultura Trupicél (CIAT)
" B, Commonweaith Bureau of §1aot Breeding and Genetics
s Agricultural Economics Research Institute of Czechoslavakia,

D Instituwl ue Cettcetari Pentru Pomicultura -ICr Romama,

Give the rame of the Author ana the name of the Puulication in whica tne

foslowing titles have apy. .’ ..

‘A, Postharvest storage of cassava tubers

B Study on the technique of CrOSSlng soybean,

Ce Investment regulatlon for Agrlculture and horticultu
D. Production and marketlng of small farmers,

Name 5 recent-research papers on Sri Lanka that have appear@d 1n the Bibliography
of Agriculture.

List a few research papers on obtaining fuel from agriculturai sources ( some of
Key words : Alcohol; beet sugar : cassava : sugarcane; Fuel and energy)
Give the full bibliographical details of the following documents

. Bxk Proceedings of the Mational wo*kshop on Agrlcultural Edqucation &
Tralnlng- held at Peradeniya in N vember 1979, ;

B, Report on the. spice and essential oils crops uf Sri lanks by S.T. d Kirinde
Ce Crop Diversification and land settlement programme as integrated appearance

to Agricultural Extension in Spi Lanka.

D. Agrlculture/zertlllser industry of Sri Lanka.

Name the author xmt k= &dﬂznxk(togéther with his address) of the following
. research articles that have apneared in periodicals,

A, Seed germlnatlon.
B, Abundance of the housefly... in a tropic l v1llage..
C. Hypotheses on paths of dlssemlnatlon vf soybean in Chlna.

D. Contamination of maize with mycotoxins.
Give the full name of the abbreviated. form.

1. B.A.S.I.C.

2. Cent.Path.index, :

3, Frm mgmt notes Univ.Nott,
4. Scient.Res.Br.Univ, Coll,
S5¢ Trop.anim Hlth Prod.
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9, List the 4 titles of the projedt reports published by the Facglty of
_Agriculture,University of Peradeniya together with the name of the authur.

4o Ttiles in Plant Pathology. .
B. Titles in Entomology _

C .Titles in Food Technology
D. Titles in Planation Crops.

10, From the Literature available list » .
A, B A3 Conference FxpExs xm proceedings that you think suitable for a library,
B 3 publicatiuns on-Indian Agricultural Economics do
C. = 3 abstracting journals '
Do 3 titles on poluution control & environmental sciences,
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INOUSTRIAL INFORMATION

What 14 an Industrial Enterprise

It is a grawing organism or a dynamic unit which is

charzing constantly,

Features

It is an organism which is engaged in the production
of goods and services.

It has financial investment and therefore aims at
making profits,

It requires technical know-how at each level of ope-
ration & production. :

It requires skills
It requires ﬁachinery'& equipment & knowledge of

their operation & adaptation.

The product is aimed at a market and hence should
meet market specifications,

As a growing mechanism, it requires product develop~-

ment & deversification.

It requires financial management.

It requires planning & innovation.

It requires overall management.




FORCES INTER ACTING
~IN AN ENTERPRISE

FIGURE T
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At each of those levels of operation‘an entérprise
requires information. Information is the Right Lubrication

for the Right Action. An industrial ventures requires

(a) A flow of information within the enterprise which
leads to the effective operation of the enterprise,

planning. & programming & so.lving.of.problems°

(b) A flow of information from outside which is aimed at-
solving problems, whe;e'information available within
is in_sufficient; planning expansion; production of

quality products, for markets etc. see figure II,

The inter-action of‘ipformation facilitates better managem
ment decisions. Information which is knowledge & data is valuable
only when it is utilised & in this context utilised for improve-

ment, production -etc.

Thus informgtion for'induétry'has the concept of an in=-
fellectualieffort to stimulate managemenf & staff members of in=-
dividual ehterpriSesAGithin thevpri§ate and theApublic sectors,
to improve present operations andhio innovate methods, processes
and services.by requesting and converting into practical results

knowledge of ahy k&nd procured in any form,

The aim of information for industry is to foster industrial

growth and by this to cont;ibute to the soc&o-economic

evolution

As mentioned earlier knowledge is of no valuc unless uti-

~lised & exploited. Consider it as--a commedity,—Aproduct-or—a—<€om=—

modity has no value if it is not utilised and its utilisation. is
dependent upon the extent to which the users or the consumers are
made aware of it, This we describe as MARKETING OF COMMODITIES
which entails accessibility advertising, sales promotion etc.
KNOWLEDGE ~ AN INTELLECTUAL COMMODITY - requires all this,



The most 1important aspect of Industr1a1 Information

communlcatxor aspect or the Marketlng Acpect. Reqearch has

is the

indicas

ted that ma jority of the people do: not read and are not awvare of

knowledge ayallablo 1n any field or the 1mportant contribution it

could mak~. This is mére relevant to Sri Lanka than any other coun-

try. The place of information in an ent erprise or organis

could be exémblified by the following prograssion;

Observation & thinking - Fact

Fact & understanding S Information
Information & sharing" > ' Communication
Communication & mutual

understanding - > Inter Action

What one seeks to achieve in relation to industry a

ation

nd

informition is sharing and mutual understanding between users

and the "givers of information" leading to close interactio

.beneficial to bbfh. Thué a prémar& fact of Industriai Info

n

) o

mation is Communication. Knowledge of sources would be of no

-value if it is not purposefully communicated., Library & the

information materials are a means to an end; which is its u

It

is based.on the concept of servicing the users of infor

tility.

mation

and the str@ss in this course of lectures would be on information

and its uséds rather than on the things in which information gis

stored.

Pre requisites of an Information Service

1.

2

-

3.

Information base - (plate 4)

NNetwork of National Information Centres
International & Regional Network of specialised & other
Organisations,

Roster of Individual Expertise.



TECHN1ICAL

INFORMATI1ON !
!
MARKETING. ECONOMIC
INFORMATION %NFORMATION
What are the ! -
competitors !
Does it . doing |
affect the ' How does it What are the
market . affect production forecasts for the future
| !
f
) . - ; ! I
LEGAL : LICENSING . "PROBLEM | is it cheaper to ' Financial
Information - Cont ractual buy the technology Informatior
Agreements . ' : j
Are the benefits
worth the cost.
. |
Have they the skells
!

TECHN1CAL INFORMATION

CINFORMATION FOR DECISION MAKING

‘CK) o
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"Strategy of Marketiag Information

# * .. . : ’ . .
1. Study the structure or nature of the market..here the prospece
tive information users. Ppse'the_duestions
a) Who are they?
b) 1In what‘do‘they require. information?
c) Where will they éﬁply‘it?-
d) Why do they seek it?

2, What is the diversity of demand. ie. What diverse types of
information do they require - (Process Tebhnology, Machinery
equipment , management, financial,; marketing etc,)

This would lead to the compilation of the USER PROFILE,

3. Development and stimulation of a demand for information,

inv 4, Active presentation of '"Commodity" (Information).

5. Training in Searching.

6. Liaison between "Users" & "Stores" (Information Centres)

7. Reporting on appropriateness of information.

Services Provided

1. ACTIVE INFORMATION SERVICE

a) Searching for information & compilation of infor=-
e ——e e s “.ma_frmmmmﬁe -%e—&;@.f—]__l ~e_.9.£_u.s.4‘,rfs.._ ———
: This should be compiled after a survey of demand.
3

b) Dissemination of information selectively = Uninvited,

¢) Provision of photo-copies & reprints of articles
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d) Keeping the clients up-to-date on the latest
developments, attitudes and techniques through

current awareness services - UNINVITED,

e) Making the clients aware of all the information

‘“‘\
available on qbarticular field or sector through
bibliographies; Documentation bulletins and leé-
terature reviews.

2, QUESTION & ANSWER SERVICE
a) Transfering knowledge, documents,; etc. on requests
from the users.
b) Provision of advisory services.
‘¢) National & International referral service
d) Stimulating a demand for questions.
3. FIELD LIAISON SERVICE
&
1, Visiting in€fustries uninvited.
2, Stimulating a demand for information by discussions
& interviews.
3. " Promoting the use of specialised knowledge availatle
b, Compilation of profiles of fields of interests,
4L, CONFERENCES & SEMINARS
a) Promotion of the effecient use of knowledge in a
particular branch ar sector of industry.
e - b) Stimulating the cross-flow of information on—an — —

important topic, throggh discudsions.. Utilisation

# of persenal knowledge & expertise,

¢) Promotion of specialiséd information services.
d) Training on how to organise the information flow to

and within an enterprise,
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5. FEED BACK

In all these there whould be a feed back promotedvthrough
a close dialogue with the users. Such a feed-back would enable
the determination of the effectiveness & the appropriateness of

the service,

Of these a very valuable & important service is the field
Liaison Service, It is this which determines the value of the in-
formation service. However the importance of communication & an

understanding of the individual plays a very important role.P.4,

This function contributes lowards interaction between the

communicates and the recipient (p.4) Fig III

Communicator He acts or
determines the reacts to the
nature of message ’ message

Vv ' T
Determines the . Recipient faices
media of communicaton . ~ the message

Determines
the reaction
barriers

Fig II1I. Process of Inter<action

Taking all this inte consideration the information

officer should be positive on the messagé he ié to convey.

le must ask himself,

a) What is the problem which confronts the recuestor
of the communication
b) What is the information which would help him to

overcome bis problem,
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c) Does the informtion officer have the information
‘within his sources or does he have to search else-

where.

The next step would be to communicate the message &
obtain a feed-backs Communication in any field requires an an-
derstanding a basic human psychology. The communicator should
seek fo transmit the message in such a manner that .it appeats
to the rational side of man,'The obility to rationalise is va-
riable in every individual & in communication; it is important
to determine  the fréme of reference. of each individual & trans-
mit the message to suit the individual frame of reference.

(P.P. & 8).

- In order to market the information one must.- win the
confidece of the buyer, This is of primary importance in an

industrial infermation service.

SEARCH - The basic steps in a search,

1. Clarification

2. Sources-Identification of documentety sources

Identification of national, international &
'Regibnal';hstitutions which could provide an
input.

Identification of specialised Research Institutes

- in the fie¥d that could contribute

Industification of external data bases that could

be utilised.

Identification of personal expertise

3. _Compilation of information thus collected into a_
comprehensible document,

ﬁ. Repackaging of information as required,

5. Transfer.

(P.4) See Fig IV,




(4 ~
E‘.‘h.j'

AN /P

Practicals

1. An Industrialists, wishing to purchase equipment would like

to have the names and addresses of Manufacturers of Rubber

Rollers and Polishers in Sri Lanka.

; 2. A potential investors seeks the names, addresses and prices of

machinery for the production of Chalk.

3, Technical Information of ricé milling machinery.

-

] L, Ethyl_alcohol/Ethanpi - its uses. Methods of manufacture

5. Density of water, Acetic acid, thyl alcohol.

!

l

J : :

! : - b. Sources of Information on Cheese making with raw and pasterized.
) ' milk.

[ ) > » '. . . . . N -

| '& : S 7. Specification for tamarind pulp manufactured in Ind:ia.

3, Iafgrmati~n on Marufactur - o° Glusere frop Cpranva,

| © 9, Sourges of Information on distillation of Cinnamon leaf oil/

Essential oil..
10, The preferential tarriffs on DC Motors and Acetic acid impcrted

to S}i Lanka and what ére the SITC Nos.

o 11, Exports of Activated Carbon from Sri Lanka and the countries

P ‘ "~ exported to.

R
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Topic s SDI Service : Manual and Computerised SDI Services.'

Date’ ¢ Monday 13th July.

Lecturer Malkanthi Nanayakkara.

MANUAL AND COMPUTZRISED SDI SERVICES - OUTLINE. -

1.

20

3.

What is SDI?

Definitions,

The significant characterstics of an SDI Service.

(i) provides specific information on the topics of interest
to the individual,.

(ii) eliminates irrelevant literature.

(iii) focuses on current information.

(iv) alerted speedily.

(v) systematic coverage.

Reasons for the development of SDI Services,
(i) increase in the total volume of literatures
(ii) multi‘disciplinary approach to issues (in the literature).
(iii) dispersal of subjects over a range of journals and other
" types of publicationse
(iv) dispersal of subjects geographically i.e. global interest
in a topic. _
(v) growth of data bases and information services.

Nature of SDI Services, .

(1) tendency to be associated with large commercial data banks.
(ii) computer based or aided services. '

(iii) possibility of having effective small manual systems.

(iv) The need for the service to be backed by library services,

cont'deeceecele
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4. Concepts common to Manuai and Computerised Systems
(i) Te need to match two dissimilar things - clients
" intent with information input.
' (ii) need for a systematic analysis of curremt information.

(iii) need to construct user profiles,

5¢ Construction of User Profile.

(i) Methods of construction in manual system.
(ii) in a computer based system.

(iii) difficulties, :

(iv) need for modification after a pilot phase,
(v) need for periodic review.

6. 15 minute individual exercise on constructlon of a proflle, and
matchlng profile with system for information analysis.
7. Manual System.

(i) possible applications of 3II in small S & T Libraries.

| (ii) procedures in detail,

&
8. Computer Based SDI Services,
(i) Applications’with special reference to CAN/ SDI,
(ii) Otaer examples,
(iii) Advantagers of these systems.
(iv) Constraints,
.

[ A‘L e e il
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To:

-

Yrom: 7,

"

Subject: Peaders' Interest Profile “orm.

! —— —— ¢ ———
'

i

To learn .the programme am! orolesgsional interests o .
cach Population Divizion staff member, so that materoil coming
into the Reference Ceontre can be hrought to there attention,
imliv}:'hi:\l Ihf:nd(:evrs' interest Profiles are boiong cmnpl.l},-(l..

, The basic information scerving to, male ‘up the Profile will
P be taken from the attached form. - n orucr to assurc that the
Profile is k(\pt-nul;-—i:d—dntc, cach ataf!y membor will he askod to
‘ -m.unp}@-th,n new form each . .six morths, or _r_u_-_)_:_(_._n_'_il_n__l__!_ll}_“_vn_lu_
, Az cach member's interests 1‘:5”?:\ntl :md——f,—'-.'_’mn'-w., the Pererence Conti
should be informed so that the :.\d(‘.'i.tiqn;i_l intormation can be
recorded, ' ! '

. . N N S Ce oy . .
. " The information from the  forms will be collatod by subject
, area, country; anmnd poriodical. Vhen new materiag comes into

the Refercrice Centre, it may:-be circulated to the appropriate
gtaft mombers, after an injtial diaplay pevios in the Defereng
Centre.

‘e ' A sample, completed form is also attaches for information,
. ®
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CAN/SDI PROFILE FOR GLORIA SMITH

I WOULD LIKE TO BE ALERTED TO PUBLICATIONS ON ALL
ASPECTS OF HEAT SHIELDS IN SATELLITES AND OTHER SPACECRAFT.

I AM ALSO INTERESTED IN PROBLEMS CAUSED BY HEAT TO THESE . -

VEHICLES. I SUBSCRIBE TO THE JOURNAL OF SPACECRAFT AND

ROCKETS AND DO NOT NEED TO BE ALERTED TO ARTICLES FROM IT.

I WOULD LIKE MY PROFILE SEARCHED AGAINST THF COMPENDEX TAPES.

TWO USEFUL REFERENCES IN THIS TOPIC ARE:

1. Silical reinforcement and char reactions in the Apollo
heat shield. Gagliostro, D.E. Goldstein, H. et al.
J. of Spacecraft and Rockets, Vol. 9, 1978,pp. 346-350.

2. Diffusion bonded columbium panels for the shuttle heat
shield. . Korb, L.J. beuyukian, C. et al. SAMPE Q, -
Vol. 3, 1979, pp. 1-11. :
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