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L i b r a r i e s and t h e i r Budgets 1 1 

• L i b r a r i e s tjnJjJw mother Central and L o c a l Government i n s t i t u t i o n s 

are not revenue e a r n i n g . They ar& spending i n s t i t u t i o n s . Equa l ly 

they a r e growing and t h e i r f i n a n c i a l demands a r e i n c r e a s i n g and 

recurring* A l i b r a r y t h e r e f o r e cannot perform s u c c e s s f u l l y without 

adequate f i n a n o i a l r e s o u r c e s . 

The main sources of income to a l i b r a r y a r e : 

a. Grants 

b . endowments and benefac t ions 

c . G i f t s 

d . Pecs and Pines 

e. Sa le of publ icat ions ' and s e r v i c e s 

JL L i b r a r i a n , -should, f u l l y understand these sources i n order to e x p l o i t 

them f u l l y . But to know these c lone i s net enough. For these resources 

have to be managed a g a i n s t an expend i ture . I t i s t h i s which invo lves 

f o r e s i g h t , p lanning and s k i l l and i t i s p r e c i s e l y here v/e encounter 

the budget . 

A budget may be def ined as a f inancial statement of the estimated 

revenues and expendi tures of an i n s i t u t i o n f o r a d e f i n i t e per iod 

of t ime. I t represent s a l o g i c a l , comprehensive and f o r w a r d - l o o k i n g 

f i n a n c i a l programme f o r the coord inat ion of the a c t i v i t i e s of the 

v a r i o u s f u n c t i o n a l d i v i s i o n s of a l i b r a r y . As a d e f i n i t e f inancial 

plan, as a f o r e c a s t of the means f o r carrying the plan i n t o e f f e c t , as 

* etsrent ga ide^as a cost summery of o p e r a t i o n s , and as. a h i s t o r i c a l 

r e c o r d and b a s i c f o r the formulat ion of f u t u r e p o l i e y , i t i s an 

i n d i s p e n s a b l e instrument i n the hands of the L i b r a r i a n * 

Main steps i n prepar ing a budget 

a . Prepare a f o r e c a s t 

b . Determine p o l i c y and goalSrj r e s e a r c h and development 

e. Compute requirements i n terms of q u a n t i t i e s r e q u i r e d to 

comply wi th the f o r e c a s t s and p o l i c i e s . This r e s u l t s i n 

the i n i t i a l b u d g e t . 

d # Review the f o r e c a s t , p o l i c i e s and the i n i t i a l budget . 

Amend r e a l i s t i c a l l y p o l i c i e s or budget or both u n t i l 

an a c c e p t a b l e budget emerges, 

e . Formally accept the b u d g e t . I t then becomes an 

excent ive d i r e c t i v e . 

A good system of budget ing t h e r e f o r e i s a two-s ided a f f a i r that provides 

a. formal planning process l o a d i n g to rn o v e r a l l g o a l and 

to departmental o b j e c t i v e s wi th in "-/.at g o a l . 

b . c o n t r o l r e p o r t s and procedures t t e t enable management to 

assure that such o b j e c t i v e s become accomplished r e s u l t s . 



L i b r a r y budget - There a r e three ways i n which the L i b r a r i a n can . . . . ;,-

p r e p a r a b u d g e t a r y est imates -

a . Comparison w i t h .past performance 

b . In accordance wi th the work programme 

c . Us ing a r b i t r a r y standards and norms 

I t wou-J.d be apparent t h a t , because of the many v a r i a b l e s whioh 

a r e invo lved and the v a r i a t i o n s i n the needs of d i f f e r e n t i n s t i t u t i o n s , 

no a r b i t r a r y s tandards w i l l e x a c t l y f i t a p a r t i c u l a r l i b r a r y a l l 

f a c t o r s have to be taken i n t o cons idera t ion i n determining what the 

budget of a g iven l i b r a r y should be a t g iven t ime . 

I n th i s process of the p r e p a r a t i o n of the b u d g e t , the use of s t a t i s ­

t i c a l evidence i s most important . 

Accounting - A p r o p e r l y conducted system of accounting i s one of the 

b a s i c p r e r e q u i s i t e s of an e f f i c i e n t f i n a n c i a l admin i s t ra t ion of a 

l i b r a r y . The main purpose of accounting i s to t e l l the a u t h o r i t y as 

to how much amount has been spent out of the budget a l l o c a t i o n s 

under each head of expenditure and what the ba lances a r e , at a 

g iven t ime. I t a l s o he lps the l i b r a r i a n a g a i n s t over spending, and 

a g a i n s t mi sappropr ia t ion and maladjustments . 

I n order to ach ive e f f i c i e n o y through account ing , the L i b r a r y 

g e n e r a l l y mainta ins the f o l l o w i n g r e c o r d s : -

1 . General I n v o i c e R e g i s t e r 

2. Accounts R e g i s t e r ( f o r each heads of expendi ture ) 

3. Monthly statement of expend i ture . 

The source of funding of a l i b r a r y w i l l vary according to the 

country and the kind of i n s t i t u t i o n . And the t rue measure of a 

l i b r a r y grant l i e s in i t s a b i l i t y to f inance a s e r v i c e which meets 

the needs of i t s u s e r s . To the l i b r a r i a n then, a system of e f f e c t i v e 

and r e a l i s t i c budget ing has many advantages - v i z -

I . To map out the o b j e c t i v e and g o a l aimed a t . 

I I . To coordinate a c t i v i t i e s and secure coopera t ion , 

I I I , To check the progress towards the o b j e c t i v e and 

provide warning of danger , 

I V , To show what success or f a i l u r e i n achievement has 

occured and where s tandards have been maintained»• 

Such system of b u d g e t ! ^ iaxd c o n t r o l i s to him an i n d i s p e n s a b l e t o o l 

f o r e f f e c t i v e management. 
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SRI LANKA SCIENTIFIC AND TECHNICAL INFORMATION CENTRE (SLSTIC) 

Sr i Lanka Sc ient i f i c and Technical Information Centre (SLSTIC) is a 

d iv i s ion of the National Science Council of Sr i Lanka (NSC) which 

i s a statutory body established by the Government of Sr i Lanka by 

act of parliament No. 9 of 1968. 

UNISIST National Committee - a statutory working committee appointed 

by the Minister of Industries and Sc ient i f i c A f f a i r s advises NSC in 

matters r e l a t i n g to SLSTIC. 

NSC receives funds from the United Nations Development Programme 

(UNDP) for the development of SLSTIC. 

SLSTIC which started functioning in May 1977 has inaugurated a number 

of information and documentation services for l i b r a r i e s and sc ient is ts 

in Sr i Lanka. 

COOPERATION 

* SLSTINE1 - S i i Lanka Scientij^c 
& Technical Information Network. 

SLSTIC acts as the coordinating 
centre of a national s c i en t i f i c 
information network.50 L i b r a r i e s 
in Sr i Lanka par t i c ipate in this 
Network. 

* AGRINET - Agr icu l tura l Informa-
tion Network. 

AGRINET i s a sub-system of 
SLSTINET which includes about 20 
Agr icu l tura l L i b r a r i e s . 

* UNiCAST T Union Catalogue of 
Sc ient i f i c & Technical Books. 

30 Sc ient i f i c L i b r a r i e s p a r t i c i ­
pate in this p r o j e c t . UNICAST 
helps to locate the Sc ient i f i c 
publicat ions acquired since 1977 
by the major L i b r a r i e s in Sr i 
Lanka. 

* UNILIST - Union L i s t of Sc ient i f i c 
& Technical P e r i o d i c a l s . 

UNILIST contair.3 about SGQO sclera-
f i £ ~ n a*u? .̂c.Vv&f per iod ica l 
t i t l e . , posseu oy v4 K o r a n e b in 
Sri Lanka. I t helps to locate a 
par t i cu lar issue of a per iodical 
a v a i l a b l e in major l i b r a r i e s in 
Sri Lanka. 

* CAPS-Cooperative Acquis i t ion Plans 

SLSTIC has drawn-up a cooperative 
plan for the acquis i t ion of 71 

' major s c i en t i f i c abstract ing 
journals by 25 L i b r a r i e s in Sr i 
Lanka. 

Another CAP for the a g r i c u l t u r a l 
journals i s being drawn-up for 
AGRINET. 

DOCUMENTATION 

* National Reports Depository 

SLSTIC c o l l e c t s , organize and 
preserve unpublished and published 



r e p o r t s and o t h e r s c i e n t i f i c 
documents i s s u e d i n S r i L a n k a . 

S L S I - S r i Lanka S c i e n c e I n d e x . 

S L S I i s an i n d e x t o t h e l o c a l 
S c i e n t i f i c l i t e r a t u r e . I t 
r e c o r d s r e p o r t s , c o n f e r e n c e 
documents and Newspape r and 
P e r i o d i c a l a r t i c l e s i s s u e d i n 
S r i L a n k a . 

INFORMATION 

E I S E n v i r o n m e n t a l I n f o r m a t i o n 
S e r v i c e . 

A s p e c i a l i s e d i n f o r m a t i o n 
s e r v i c e i s b e i n g o p e r a t e d b y 
SLSTIC f o r t h e b e n e f i t o f t h e 
s c i e n t i s t s e a r r i n g o u t r e s e a r c h 
i n e n v i r o n m e n t a l S c i e n c e s . 

RERIS - R e n e w a b l e E n e r g y . I n f o r ­
m a t i o n S e r v i c e 

< 3 T C T T C o o e r a t e s RERIS t o a s s i s t 
the Scientists engaged l*t 

e.̂ .rch and study on S o l a r , 
W m u , Ocean t h e r m a l , uij : . u b s 
e n e r g y e t c . 

SERVICES TO LIBRARIES 

P h o t o c o p y i n g 

SLSTIC p h o t o c o p y i n g s e r v i c e i s 
a v a i l a b l e t o l i b r a r i e s and 
s c i e n t i s t s t o p r o c u r e c o p i e s o f 
s c i e n t i f i c d o c u m e n t s . 

N T I S P r o d u c t s 

B e i n g t h e N a t i o n a l C o o p e r a t i n g 
A g e n c y o f t h e N a t i o n a l T e c h n i ­
c a l I n f o r m a t i o n S e r v i c e ( N T I S ) 
o f t h e US D e p t . o f Commerce, 
SLSTIC u n d e r t a k e s l o c a t i o n and 
p r o c u r e m e n t o f A m e r i c a n and 
N o n - A m e r i c a n r e s e a r c h r e p o r t s 
t h r o u g h N T I S . 

* I n t e r - L i b r a r y Loans 

SLSTIC a c t s as a s w i t c h i n g c e n t r e 
f o r I n t e r - L i b r a r y l o a n s . 

* STEP - SLSTIC T r a i n i n g E d u c a t i o n 
P rog rammes . 

SLSTIC o r g a n i z e s w o r k s h o p s , s e m i ­
n a r s e t c . t o t r a i n l i b r a r y 
p e r s o n n e l and t o e d u c a t e u s e r s i n 

• i n f o r m a t i o n h a n d l i n g . 

COORDINATION 

F o c a l P o i n t 

SLSTIC i s t h e N a t i o n a l F o c a l 
P o i n t f o r : 

CRRERIS -Commonweal th R e g i o n a l 
R e n e w a b l e . E n e r g y R e s o u r c e s 
I n f o r m a t i o n Sys t em. 

U N I S I S T - Word . I n f o r m a t i o n 
Sys t em f o r S c i e n c e & T e c h n o l o g y 

N T I S - N a t i o n a l T e c h n i c a l 

PUBLICATIONS 

P u b l i c a t i o n s U n i t 

SLSTIC i s t h e p u b l i s h i n g u n i t o f 
NSC. The f o l l o w i n g a r e t he r e g u ­
l a r p u b l i c a t i o n s : . 

- J o u r n a l o f t h e N a t i o n l S c i e n c e 

C o u n c i l . B i a n n u a l • 

- V i d u r a v a ( E n g l i s h , S i n h a l a & 
T a m i l ) Q u a r t e r l y 

- UNICAST: S u b j e c t i n d e x t o t h e 
U n i o n L i s t o f S c i e n t i f i c & 
T e c h n i c a l B o o k s . Q u a r t e r l y . 

- S r i Lanka S c i e n c e I n d e x . Q u a r t e r l y . 



MODULE : S4 

N.U. Yapa. 

C0:-?TJ?^RS IN LI3R3RIES. 

L ibrary i s a s tore house of organized information. Eff ic iency 

of a l i b r a r y l a r g e l y depends on the speed at which any piece of 

information i s retrieved* 

Computer has a high c a p a b i l i t y of s tor ing information in an 

organized manner and re tr i eve any information at a tremendous 

speed* 

L i b r a r i e s in the Developed world which are looking f o r methods 

to improve information storage and r e t r i e v a l techniques to face 

the problems arisen from information explosion readi ly accepted 

the computer and care fu l ly exploited i t s c a p a b i l i t i e s in the 

l ibr , i ry work. 

The c a p a b i l i t i e s that are relevant to information handling in a 

l i b r a r y are described below: 

i . Storing - Computer has a tremendous capabi l i ty to store 

data . Bibl iographic information pertaining to about 

100,000 dooumentscould be conveniently stored in a 

read i ly access ible manner in a medium s i ze computer. 

i i . Searching - This i s most welcome c a p a b i l i t y of a 

computer in the point of view of l i b r a r i e s . Computer -

can quickly scan through i t s stored information to 

search f o r a required information. A Boolean search 

(combined search of two or more concepts) cou l i be 

e f f i c i e n t l y carr ied out with the help of a computer. 

i i i . Sorting - P i l i n g i s a time consuming work in a 

l i b r a r y . The computer could arrange b ib l iograph ic 

data e i ther a lphabet ica l ly or numerically. Author, 

t i t l e or subject indexes therefore could be 

compiled quickly using a computer. 

cont»d 2 . 
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i v . Merging - In a b ib l iographic tool which continues 

to grew, updating is one of the main problems 

to l i b r a r i e s . I n t e r f i l i n g , rev i s ing and weeding 

out takes substant ia l portions of the l i b r a r y 

s t a f f time. Computer makes these jobs easy, T>/o 

f i l e s could be merged at a high speed creat ing 

a new and updated f i l e . 

v . Pr int ing - A permanent record could be obtained 

as a computer pr int -out . A print-out could be 

duplicated reprographical ly and used to 

disseminate information. Current awareness 

services could be developed in this way. 

v i . Report wr i t ing - Computer could produce various 

reports in d i f ferent formats using the same type 

of information. This capabi l i ty could be used 

in loa;: administration and in acquis i t ion . 

Jbovo capab i l i t i e s are appropriately employed to improve the 

ef f ic iency of various l i b r a r y operations. Software i s compiled 

to organize these operations. The ac t iv i t i e s which are computerised 

i n l i b r a r i e s are described below: 

Cataloguing - Bibl iographic descript ion of books 

and other l i b r a r y materials could be stored in 

the computer. The stored information could be 

searched by any b ib l iographic element without 

having to prepare multiple indexes to s a t i s f y 

d i f ferent approaches. The Catalogue can be 

updated, searched and could be obtained as a hard 

^ - copy or COM. 

Circulat ion - Issue records can be handled by the 

computer. Cancellation of loans, reminding, 

r e c a l l i n g , reservation and recovery could be 

handled accurately and promptly using the 

comDuter. 

cont'd 3 . 



Indexing - Katching / sorting capabi l i t ies are 

successful/ employed in automated indexing. 

T i t l e indexing i s the most common technique* 

Keywords are detected and index entries are 

compiled by the computer. KYJIC and KWOC 

indexing U3e these techniques. 

Abstracting - This i3 an improvement of automated 

indexing where a cluster of keywords in the text 

i s detested and absorbed as a s ignif icant 

sentance to compile the abstracts. 

SDI Service - Readers prof i les are matched by 

the computer against the in-coming information to 

list them separetely to be sent to individual 

readers. 

Periodicals Control - One of the tedious task of 

of a l ibrary is control l ing per iodica ls . 

Computer handles this work e f f i c i e n t l y 

by preparing renewal notices, missing, 

stat3ssnt3, binding orders, exchange notices, e tc . 

Ordering — Ordering work could be computerized to 

issue orders, acknowledgements reminders, e tc . 

A software could be developed to undertake several of the above 

functions as they deal with bibliographical tools based on a 

common structure. The ordering f i l e could be reformatted to 

make the catalogue. The catalogue could be used in Circulation 

systems and SDI serv ices . Such an intergrated systems is cal led 

a Data Base management systems*. These are available from 

commercial software houses. 

Application of computer in l ib ra r ies d i f f e r to a large extent 

from business and sc i en t i f i c appl icat ion^ Hense software 

developed for such systems would not be suitable for l ibrary 

operations. I5ie capabi l i t ies mentioned above, part icularly 

cont 'd . . . . .4* 



the f i r s t three are most used in l i b r a r y software development. 
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Reprography 

K . D . G . W i m a l a r a t n e , B . A . (Hons) Cey; S . A . (Ho 

P a d u a , I t a l y . 

A s s t . D i r e c t o r , N a t i o n a l A r c h i v e s . 

The word "Reprography" i s a comprehensive term invented in r e c e n t y e a r s 

i n p l a c e of the word " d u p l i c a t i o n " which was used to convey the same 

meaning in a n a r r o w e r s e n s e . A c c o r d i n g l y , "Reprography" i n c l u d e s the 

n a r r o w e r "Photography" & covers the Corpus of p r o c e s s e s and methods used 

f o r both copying and d u p l i c a t i n g documents in a complex t e c h n i c a l process 

A c c o r d i n g to the above d i f i n i t i o n of the .word "Reprography" copyir.g i 

d u p l i c a t i n g p r o c e s s e s i n c l u d e methods us ing a Camera & wi thout a carser.i. 

The Camera p r o c e s s would i n c l u d e Microcopy ing forms , such as M i c r o f i l m , 

M i c r o - f i c h e , S u p e r - f i c h e , C a r t r i d g e s , Jackets ,Cora, M i c r o - C a r d s & 

n n ' n r s A t > e r t u r e - C a r d s , C a s s e t r s & M i c r o - O p a q u e s . Even a camera i s - . A C D 

ir. the P h o t o s t a t p r o c e s s . The o ther copying p r c c e s s e s not u s i r g a :r ,T 

wc ilu I , E rJ le t - t ios tat ic ^ . . 0 1 a s se s (QL. .c. C C I J : < _ O < / , s L U , I - ' J, : ... 

a d d r e s s o g r a p h e t c . 

Photography s t i l l remains an e s s e n t i a l element in r e p r o g r a p h y . Al though 

i t i s a w e t , s l o w & an e x p e n s i v e p r o c e s s , no o ther copying proces s so f a r 

d i v i s e d cou ld not r e p r o d u c e i t s q u a l i t y & v e r s a t i l i t y . Because of the 

s lowness & expense of Photography the need was f e l t f o r a p r o c e s s , wh ich , 

w h i l e a p p r o a c h i n g the photograph in q u a l i t y , would be q u i c k e r & c h e a p e r . 

T h i s was e a r l i e r p r o v i d e d by the p h o t o s t a t . 

Out of the r e p r o g r a p h i c p r o c e s s e s "Micrography" could be r e g a r d e d as the 

g r e a t e s t r e p r o g r a p h i c p r o c e s s in the modern w o r l d . M i c r o g r a p h i c s combine 

the s c i e n c e , the a r t , and the t echno logy by which i n f o r m a t i o n can be 

q u i c k l y reduced to the medium of m i c r o f o r m , s t o r e d c o n v e n i e n t l y & then 

e a s i l y r e t r i e v e d f o r r e f e r e n c e & u s e . A c c o r d i n g l y , " M i c r o r e p r o g r a p h y " 

i s a photocopy of any o b j e c t , though f o r our purposes u s u a l l y a page of 

t e x t , which has been copied on an u n u s u a l l y smal l s c a l e , or as we more 
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commonly s a y , a t r a t i o s o f r e d u c t i o n such as t o make r e a d i n g d i f f i c u l t 

o r i m p o s s i b l e w i t h the u n a i d e d e y e . The M i c r o f o r m s c o v e r a l l fo rms o f 

M i c r o i m a g e s , - may be t r a n s p a r e n t o r opaque & they may be i n the f o r m 

o f f i l m r o l l s o f v a r i o u s w i d t h s & l e n g t h s , i n the f o r m . o f s t r i p s , o r i n 

f o r m o f s h e e t s o r c a r d s o f v a r i o u s s i z e s . 

The P i o n e e r i n t h e f i e l d o f r e p r o g r a p h y i n t h i s c o u n t r y i s t h e N a t i o n a l 

A r c h i v e s w h i c h commenced i t s r e p r o g r a p h i c s e r v i c e s i n 1949 & s p e c i a l l y 

m i c r o f i l m i n g i n 1967, A l t h o u g h m i c r o f i l m i n g was i n t r o d u c e d t o S r i Lank 

i n t h e s e c o n d h a l f , o f t h i s C e n t u r y , i t has a l o n g h i s t o r y , when i n 1S39 

John Ben jamin D a n c e r , a B r i t i s h s c i e n t i s t i n v e n t e d t h e t e c h n i q u e o f 

m i c r o f i l m i n g . T h i s was c o m m e r c i a l l y made use o f by an A m e r i c a n , G e o r g e 

M a c a r t h y i n t he 1 9 2 0 f s . W i t h the commencement o f the s econd w o r l d war 

i n 1942 , Eastman Kodax Company p o p u l a r i s e d & d e v e l o p e d m i c r o f i l m i n g i n 

the w e s t . . 

The g r e a t e s t r e p r o g r a p h i c demand i n m a n u c r i p t s r e p o s i t o r i e s i s f o r the 

M i c r o f i l m . A l t h o u g h m i c r o f i l m was used w i d e l y as a means o f r e p r o d u c i n g 

documents s i n c e the second w o r l d w a r , i t s i m p o r t a n c e & use was n o t 

r e a l i s e d i n t h i s c o u n t r y t i l l r e c e n t t i m e s , i t aas not yet > > p i c M u 

e x ' l c i . Jct^.. i iu \ i i / ~r- . v ' r e - or l - 'Sr . ' r j » c , Hovever, 

L i b r a r i a n s , D o c u m e n t a l i s t s & I n f o r m a t i o n S : i e n t i s t s h a v e r e a l i s e d i t s 

i m p o r t a n c e f o r s t o r a g e & r e t r i e v a l o f k n o w l e d g e t o t he communi ty . 

M i c r o f i l m may be d e f i n e d as a t r a n s p a r e n t f l e x i b l e m a t e r i a l f o r the 

p h o t o g r a p h i c r e p r o d u c t i o n o f documents i n r e d u c e d s i z e o r as a s e r i e s o i 

p h o t o g r a p h i c r e p r o d u c t i o n s on t h i s medium t h a t may be v i e w e d o p t i c a l l y 

and t h a t may be used f o r making a d d i t i o n a l m i c r o f i l m c o p i e s o r e n l a r g e d 

t o make e y e - l e g i b l e p r i n t s . T h e r e a r e t h r e e main t y p e s o f m i c r o f i l m s 

i n use t o d a y . V I Z ; ( 1 ) t he S i l v e r - h a l i d e e m u l s i o n t y p e , ( 2 ) D i a z o o r 

o z a l i d t y p e & ( 3 ) t h e K a l v a r t y p e . The s i l v e r - h a l i d e e m u l s i o n f i l m s 

c o n s i s t ' o f . a t h i h ~ s T r l p o r r o l l " o f c e l l u l o s e a c e t a t e , known -as-fehe-ba-s-e-

c o n t a i n i n g a C o a t i n g o f t h e l i g h t - s e n s i t i v e e m u l s i o n on one s i d e . Usua 

t h e e m u l s i o n s i d e o f m i c r o f i l m has l i t t l e o r no g l o s s , w h i l e t h e 

n o n - e m u l s i o n s i d e i s v e r y g l o s s y . The o n l y permanent r e c o r d f i l m s , 

i . e . t h o s e t h a t h a v e permanance a r e S i l v e r - h a l i d e e m u l s i o n t y p e . 

C o n t ' d . 3 . 



There a r e four c l a s s e s of emuls ion type micro f i lms a c c o r d i n g to u s e . 

V I Z ; ( 1 ) Master or camera or o r i g i n a l n e g a t i v e . This n e g a t i v e should 

be used on ly f o r making a d d i t i o n a l f i l m c o p i e s . The only time i t should 

^ be used in a m i c r o f i l m r e a d e r i s d u r i n g the i n s p e c t i o n p r o c e s s . (?.) Tht» 

' .master p o s i t i v e or S e c u r i t y copy. This copy i s s p e c i a l l y p e r p a r e d f o r 

use i n p r o d u c i n g a d u p l i c a t e in case the master n e g a t i v e i s damaged or 

d e s t r o y e d . ( 3 ) The p o s i t i v e or Reference copy. This copy , u s u a l l y a 

second g e n e r a t i o n copy , a l s o has the same tonal v a l u e s as the o r i g i n s l 

t e x t p h o t o g r a p h e d . ( 4 ) The D u p l i c a t e n e g a t i v e copy. Thi s copy u s u a l l y 

a t h i r d g e n e r a t i o n copy, has the same tona l v a l u e s as the master or Carver, 

n e g a t i v e . 

In 1966, Eastman Kodax Company produced a n e g a t i v e m i c r o f i l m from in 

o r i g i n a l n e g a t i v e d i r e c t l y , w i thout go ing through the in termedia te . ̂  r..i::»j 

?5 p r e p a r i n g , a p o s i t i v e . This development makes i t s e n s i b l e to pros:rv»: 

the o r i g i n a l n e g a t i v e as a "master" s e c u r i t y copy & use t he d i r e c t r>̂ :.iti 

f o r p r o d u c t i o n of p o s i t i v e p r i n t s f o r s c h o l a r s . 

The O z a l i d or Diazo type of f i l m c o n s i s t s of a th in s t r i p of C e l o u l ^ s e 

a c e t a t e that has a l i g h t s e n s i t i v e d i a z o dye e i t h e r incor?.?r u <*;..'. ' u 

Lai 3 O i . Co«i a i i i lil; Dclr* c l . i ' o t',\>:. O i i' ,'• . ; j U k . 
image cou ld b e . p r o d u c e d w i t h a n e g a t i v e image. 

The K a l v a r f i l m c o n s i s t s of a th in s t r i p of p o l y e s t e r f i l m that contain* 

a d iazonium emuls ion . With K a l v a r f i l m a n e g a t i v e image w i l l a l s o produv 

a n e g a t i v e image . 

One must not f o r g e t that O z a l i d & K a l v a r f i l m s a r e not so s u i t a b l e f o r 

use in a m i c r o f i l m camera, but on ly f o r p r e p a r i n g f i l m d u p l i c a t e s . Nei t l 

one has been approved f o r a r c h i v a l permenance. Both these types a r e 

g e n e r a l l y more s u i t a b l e f c r the p r o d u c t i o n of f i l m c o p i e s from h igh cont 

m a t e r i a l s , such as Newspapers o r l i n e d r a w i n g s than they a r e f o r the 

r e p r o d u c t i o n of A r c h i v a l documents. 

The emuls ion type of m i c r o f i l m s w i th s i l v e r - h a l i d e b a s e a r e the ones sui 

f o r r e p r o d u c t i o n of a r c h i v a l m a t e r i a l s . Th i s type of f i l m n e g a t i v e s a r e 

f i n e g r a d e w i t h r e s o l v i n g power , good s e n s i t i v i t y & c o n t r a s t . For f i l m i 



a r c h i v a l r e c o r d s , n o n ~ p e r f o r a t e d ( w i t h o u t s p r o c k e t - h o l e s ) m i c r o f i l m s 

should be used as the use of p e r f o r a t e d f i l m r e s u l t s i n the l o s s of 25% 

o r more of the u s e f u l a r e a of the f i l m . T h i s i s so because the image on 

the f i l m must be kept in the a r e a between the p e r f o r a t i o n s or h o l e s . 

The normal s i z e of m i c r o f i l m used f o r copying a r c h i v a l m a t e r i a l s , 

newspapers & books i s 35 m.m. on r e e l s w i t h a c a p a c i t y of not more than 

110 f e e t ( 33 .53 m e t r e s ) . The m.m. measurement i s the width of the f i l m , 

& the s t a n d a r d r o l l l e n g t h i s 100 f e e t ( 3 0 . 4 8 m e t r e s ) . But r o l l s a r e 

o f t e n made s h o r t e r o r l i t t l e l o n g e r . The 16 m.m. f i l m s could be used f o r 

the p r o d u c t i o n of card indexes & some l e t t e r s i z e m a t e r i a l s w i th good 

c o n t r a s t between the w r i t i n g & the paper b a s e . 70 m.m. , & 105 m.m. 

m i c r o f i l m s a r e used f o r the r e p r o d u c t i o n of l a r g e e n g i n e e r i n g or 

a r c h i t e c t u r a l d r a w i n g s that cannot be micro f i lmed s a t i s f a c t o r i l y on 35 a . 

f i l m . 

The r e d u c t i o n r a t i o of a 35 m.m. m i c r o f i l m i s 12x-24x. a 16 m.m. 25x-30x 

of the o r i g i n a l document. Most of the documents & books a r e m i c r o f i l m e d 

a t medium r e d u c t i o n , i . e . u s u a l l y between 16x-30x. Newspapers a r e 

u s u a l l y r i m e d a t l / x o t LJA. on Z,l m.ai. T i le : , l!.''* - ^ - ^ i H -<> l e g i b l e 

in^0:s h<* r^r^ip.cted v i a medium m a g n i f i c a t i o n . 16 m.m. r e e l s a r e 

p r i m a r i l y used f o r r e c o r d m a t e r i a l s-ich as c o r r e s p o n d e n c e , c.iecks 4 

s i m i l a r i n f o r m a t i o n . 105 m.m. m i c r o f i l m s may be used f o r l a r g e naps anc 

p l a n s . The r o l l micro f i l m s a r e a v a i l a b l e not o n l y in r e e l form but a lsc 

i n c a r t r i d g e & c a s s e t t e , Jacket & A p e r t u r e - card forms . M i c r o f i l m 

C a r t r i d g e s a r e conven ient p a c k g i n g f o r r o l l s of m i c r o f i l m . 

M i c r o f i l m s on r e e l s , which r e q u i r e t h r e a d i n g , C a r t r i d g e s can be s e l f 

t h r e a d i n g . They a r e w e l l p r o t e c t e d & not s u b j e c t e d to f i n g e r p r i n t s & 

o t h e r p o s s i b l e s o u r c e s of damage. The m i c r o f i l m i n c a s s e t t e s g i v e s 

added convenience to the h a n d l i n g of cont inous r o l l s of m i c r o f i l m . Each 

c a s s e t t e c o n t a i n s two f i l m s p o o l s i . e . the feed & t h e - t a k e - u p . There 

i s no need to r e w i n d a c a s s e t t e f i l m when i t i s removed from the r e a d e r 

Any frame may be h e l d i n v i e w i n g p o s i t i o n f o r f u r t h e r r e f e r e n c e a t a 

l a t e r t ime . M i c r o f i l m s c o u l d be produced & cut i n t o s t r i p s and i n s e r t e d 

i n a c e t a t e J a c k e t s . A Jacket i s a p l a s t i c c a r r i e r w i t h s i n g l e o r mult ip 

s l e e v e s or channe l s d e s i g n e d to a c c e p t s t r i p s of 16 m.m. o r 35 m.m. f i l n 

Jackets bo th p r o t e c t the m i c r o f i l m & a l s o f i c i l i t a t e o r g a n i z a t i o n of 

m a t e r i a l . Images may be copied o r r e a d d i r e c t l y from the j a c k e t withoui 
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removing f iLm. They can be v i s i b l y t i d e d f o r a q u i c k , easy f i l e 

r e f e r e n c e . Jackets a r e u s e f u l f o r s t o r i n g microimages of case f i l e s , 

such as h o s p i t a l r e c o r d s ( c a s e f i l e s of p a t i e n t s ) or c u r r e n t personne l 

r e c o r d s which a r e a c t i v e & c u m u l a t i v e . I t i s a l s o p o s s i b l e to take 

- i n d i v i d u a l m i c r o f i l m images & wi th the a i d of s p e c i a l machinery mount 

them on A p e r t u r e - c a r d s or punch c a r d s , which permit r a p i d r e t r i e v a l of 

the i n f o r m a t i o n on them. 

A p p e r t u r e - C a r d s a r e a v a i l a b l e in many s i z e s , 3 $ " X 7|" tab s i z e i s most 

commonly u s e d . They may c o n t a i n a s i n g l e image or up to e i g h t p a g e s - s i z e 

images on one 35 m.m. f rame. A t a b l e of c o n t e n t s , an a b s t r a c t , and 

M e n g i n e e r i n g d r a w i n g s a r e a v a i l a b l e on A p e r t u r e c a r d s . The Com r e c o r d e r 

c o n v e r t s the d a t a s t o r e d on Computer tape d i r e c t l y to m i c r o f i l m . 

Documents or books may be recorded & reproduced on r e e l f i l m in four 

o r g a n i s e d formats & s t y l e s , depending jn the nature of the m a t e r i a l i 

how i t i s to be used . Some u s e r s r e q u i r e a m i c r o f i l m system that can 

reproduce documents w i t h i n a wide range of s i z e s from l a r g e e n g i n e e r i n g 

d r a w i n g s to a smal l f i l e c a r d . Some, l i k e bank & law f i r m s , need l system 

n o t a r y - d e e d ) s i d e by s i d e . Simplex - comic. Simplex - C i n e , Duo & D:r^l-J>: 

a r e the formats that documents could be a r r a n g e d >n ti.e m i c r o t i I m . 

I f the arrangement Of the o r i g i n a l documents on the f i l m i s in a s e q u e n t i j 

o r d e r & the t ex t i s a r r a n g e d on images running p a r a l l e l to the l e n g t h of 

the m i c r o f i l m , i t i s c a l l e d the Simplex Comic arrangement . This arranger .e 

i s l i k e in a comic s t r i p . Most documents up to 8^" X l l " ( 2 1 . 2 c m X 

27.5 cm.) a r e f i l m e d in s implex-comic f o r m a t . S i m p l e x - c i n e f o r m a t , i s 

m i c r o f i l m c o n t a i n i n g images in a s e q u e n t i a l o r d e r , but the t e x t runs 

a c r o s s the width of the f i l m . The s tandard a r c h i v a l m i c r o f i l m i n g i s done 

by combining the two formats d e s c r i b e d a b o v e . N o r m a l l y , o v e r s i z e d documer 

( t &, b o o k s . a r e f i lmed u s i n g the S i m p l e x - C i n e arrangement . In both s implex 

comic & S i m p l e x - C i n e arrangements i t sometimes i s the p r a c t i c e to f i l m mot 

than one page per f rame. The f a c i n g pages of a book or document, might be 

photographed t o g e t h e r . 
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The two o t h e r commonly used f o r m a t s , wh ich each use one h a l f o f the f i l m 

w i d t h , a r e Duo &. Dup lex f o r m a t s . Duo fo rma t i s , m i c r o f i l m c o n t a i n i n g 

p a g e s f i l m e d i n s e q u e n c e on one h a l f o f t he f i l m ' s w i d t h w i t h the f i l m 

b e i n g r e v e r s e d a t t he end o f the r o l l t o c o n t a i n subsequen t p a g e s . 

D u p l e x f o r m a t f e a t u r e s t he f r o n t & back o f documents f i l m e d s i d e by s i d e . 

T h i s f o r m a t i s i d e a l f o r f i l m i n g Bank cheques where s i g n a t u r e & endorsemer 

a p p e a r i n b o t h s i d e s f i l m e d s i m u l t o n e o u s l y t h e r e b y a c c o m o d a t i n g more 

f r ames on t he f i l m . The r e d u c t i o n s used f o r b o t h and Dup lex f o r m a t s 

u s u a l l y r a n g e b e t w e e n 32 X & 4 5 x . 

The m a j o r i t y o f m i c r o f i l m s used t o - d a y f o r f i l m i n g o f a c h i v a l documents 

a r e b l a c k & w h i t e , a l t h o u g h t h e use o f c o l o u r f i l m s i s i n c r e a s i n g . The 

c o l o u r f i l m has one major a d v a n t a g e o v e r b l a c k & w h i t e f i l m , i . e . when 

c o l o u r i s e s s e n t i a l to" t he u n d e r s t a n d i n g o f the s u b j e c t m a t t e r , f o r 

i n s t a n c e i n r e p r o d u c i n g an a r t b o o k , c h a r t o r d i a g r a m , o r c o l o u r 

i l l u s t r a t i o n s . 

M i c r o f i c h e i s a n o t h e r p o p u l a r m i c r o f o r m wh ich l i t e r a l l y means s m a l l 

( m i c r o ) c a r d ^ f i c h e ) t r a n s p a r e n t s h e e t o f m i c r o f i l m c o n t a i n i n g m i c r o 

images i n a g r i d p a t t e r n . I t u s u a l l y c o n t a i n s i d e n t i f i c a t i o n inforr.-ii:L.";: 

w h i c n can La r e a d wi chout m a ^ . ' i n . a t i o n . They a c e i v i i a j i c . i . v . i . . . 

o f s i z e s , i . e . 3 " X 5 " , 4 " X 6 " , 5 " X 8 ' V e t c The most common s i z e i s t he 

4 " X 6 " f i c h e . The maximum number o f images t h a t can be c o n t a i n e d on a 

f i c h e depends upon t he amount o f p h o t o g r a p h i c r e d u c t i o n . Most f i c h e a r e 

f i l m e d a t 18 X t o 24X, but some a r e 48X. I n a m i c r o f i c h e o f 3 " X 5 " , 6 0 - - . 

f r ames o r i m a g e s c o u l d b e a c c o m o d a t e d . 78 p a g e s o f a j o u r n a l would be 

g r o u p e d on a m i c r o f i c h e o f 1 0 . 5 X 1 4 . 7 cm. 

An i m p r o v e d f o r m o f m i c r o f i c h e has been d e v e l o p e d as u l t r a f i c h e c o n t a i n i n g 

i m a g e s r e d u c e d more than 9 0 x , thus p e r m i t t i n g thousands o f images pe r f i c h 

1 1 " X 8£" u l t r a f i c h e c o u l d a c c o m o d a t e 3200 i m a g e s . A c c o r d i n g l y , u l t r a f i c h 

o f f e r s t h e a d v a n t a g e o f s t o r i n g more i n f o r m a t i o n i n l e s s s p a c e than a 

s t a n d a r d m i c r o f i c h e . A s u p e r f i c h e i s a l s o d e v e l o p e d a t a r e d u c t i o n r a t e 

o f 7 5 x , i n c l u d i n g abou t 1000 p a g e s on one f i c h e . W h i l e p l a n e t a r y camera 

i s used f o r f i l m i n g r o l l m i c r o r o r m , a camera c a l l e d a " s t e p & r e p e a t " i s 

used f o r m i c r o f i c h e . 

C o n t ' d . 7. 



Micro-Opaque i s another microt iLm s i m i L a r no m i c r o f i c h e . They a r e 

images on opaque s tock i . e . images , may be s t o r e d on both s i d e s of the f 

They a r e a v a i l a b l e in 5" X 3" & 6" X 9" s i z e s . The d u p l i c a t i o n of 

m i c r o - o p a q u e s i s r a t h e r e x p e n s i v e . 

M i c r o c a r d i s s i m i l a r to m i c r o f i c h e but reduced on an opaque c a r d . I t i s 

produced by p h o t o g r a p h i c p r o c e s s . A m i c r o - p r i n t , another microform i s 

s i m i l a r to a m i c r o c a r d , except i t i s produced by a p r i n t i n g p r o c e s s . 

Advantages & D i s a d v a n t a g e s of Microforms 

A d v a n t a g e s : 

Today microforms have become v e r y p o p u l a r in r e p r o d u c i n g books & documents 

as t h e i r advantages a r e much more than the d i s a d v a n t a g e s . F.prh microform 

has i t s s t r e n g t h s & weaknesses f o r t ' e r e p r o d u c t i o n of o r i g i n a l -mater ia l . 

The economy, e f f i c i e n c y & the speedy r e t r i e v a l of in format ion a r e the 

advantages of microforms to the l i b r a r i a n s , A r c h i v i s t s , Documenta l i s t s c. 

I n f o r m a t i o n S c i e n t i s t s . Even the user or the s c h o l a r i s b e n e f i t t e d by 

rhe cT^"anta ,?e.s of these m i c r o f o r m s . The most v e r s a t i l e . & bes t s u i t e d 

microLorm f o r the r e p r o d u c t i o n of a r c h i v a l or l i b r a r v mut-i'-ia Is hus b^i-r. , 

and i s , a t che p r e s e n t s j a t e of L e c n n o i o g i : a i development i s tru r> i l 

m i c r o f i l m . The f i l e i n t e g r i t y or the a b i l i t y to r e t r i e v e & r e p r o i u c e a 

document w i t h o u t the chance of i t s b e i n g l o s t or m i s f i l e d a f t e r use is 

a s s u r e d in a m i c r o f i l m . S e c o n d l y , the f i l e s e c u r i t y o r the use of microf : 

to d u p l i c a t e i r r e p l a c e b l e r e c o r d s as a s s u r a n c e a g a i n s t , l o s s or d e s t r u c t ­

ion of the o r i g i n a l s i s a l s o s e c u r e d . I t i s s a i d that 95% of space w i l l 

be s o l v e d by s t o r i n g micro forms , than s t o r i n g o r i g i n a l s . S t o r a g e space 

i s an important f a c t o r to an expanding l i b r a r y , s p e c i a l l y in a m e t r o p o l i t : 

where space i s ex tremely important & e x p e n s i v e . As microforms cou ld be 

s t o r e d in compact s t o r a g e , they a r e c o n s i d e r e d as a g r e a t space s a v i n g 

d e v i c e . Books & documents a r e produced in v a r i o u s s i z e s and as a r e s u l t s 

l i b r a r i a n should o r J e r v a r i o u s types of r a c k s to s t o r e them. In the case 

of m i c r o f o r m s , as they a r e produced in s t a n d a r d f o r m a t s , r a c k s cou ld be 

o r d e r e d or manufactured to one un i form s i z e . Th i s would save space and 

w i l l be economical too . 

The r e t r i e v a l of i n f o r m a t i o n i s c o n s i d e r e d l e s s time s a v i n g in the case 

of microforms than o b t a i n i n g i n f o r m a t i o n from o r i g i n a l s . As these 
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m i c r o f o r m s a r e m a c h i n e - r e a d a b l e r e c o r d s whe re i n f o r m a t i o n i s o b t a i n e d 

t h r o u g h a push b u t t o n o r o t h e r raachanical d e v i c e , i t i m p r e s s e s r e a d e r s 

h a n d l e , r a t h e r than h a n d l i n g f r a g i l e , b r i t t l e o r f a d e d o r i g i n a l docuraer 

L i b r a r i a n s & A r c h i v i s t s wou ld c e r t a i n l y p r o d u c e t h e i r books o r document 

t h e r e a d e r s i n m i c r o f o r m , than a l l o w i n g the r e a d e r s t o h a n d l e v a l u a b l e 

o r i g i n a l s t h r o u g h f e a r o f l o s s o r damage t o them. The r i s k o f l o a n i n g 

r a r e & v a l u a b l e b o o k s t o a r e a d e r c o u l d be o v e r c o m e by g i v i n g a raicrof 

c o p y . Even t h i s w o u l d p r e v e n t a l i b r a r y f o r m e n g a g i n g i n r e c a l l i n g cos 

A l i b r a r i a n c o u l d a f f o r d l o o s i n g o r d a m a g i n g . a p o s i t i v e copy o f a m i c r o 

l o a n e d t o a r e a d e r , i f t he n e g a t i v e i s d e p o s i t e d i n t he l i b r a r y . E v e r y 

l i b r a r i a n has e x p e r i e n c e d t he r i s i n g c o s t s o f o r i g n i a l b o o k s . T h i s has 

hampered t he p u r c h a s e o f new books t o the l i b r a r y , i n o r d e r t o i m p r o v e 

c o l l e c t i o n . T o d a y , m i c r o f o r m s h a v e come t o - t h e a i d o f the l i b r a r i a n by 

s u p p l y i n g the new books a t 1/3 o f the p r i c e o f an o r i g i n a l book . An ex 

c o u l d be c i t e d as 13 v o l u m e s o f the O x f o r d D i c t i o n a r y c o u l d be pu rchase 

i n m i c r o f o r m a t 1/3 o f the p r i c e o f the o r i g i n a l . 

The u se o f t he m i c r o f i c h e i s t he r e p r o d u c t i o n o f p r i n t e d , t y p e o r o t h e r 

h i g h c o n t r a s t m a t e r i a l s such as p e r i o d i c a l l i t e r a t u r e , p a m p h l e t s , & 

o f l e s s c o s t ahan t h a t r e q u i r e d f o r c o n v e n t i o n a l p r i n t i n g . M i c r o ; i s h e 

i s b e i n g used i n c r e a s i n g l y f o r t h e r e p r o d u c t i o n o f c a t a l o g s & v a r i o u s t 

o f d i r e c t o r i e s b o t h i n i n d u s t r y & g o v e r n m e n t . When s e c t i o n s o f c a t a l o g 

f o r e x a m p l e , t h a t h a v e been r e p r o d u c e d on m i c r o f i c h e a r e r e v i s e d , t h e 

r e v i s i o n s a r e a l s o p l a c e d on m i c r o f i c h e a t a l o w e r c o s t , thus a v o i d i n g 

t h e p u r c h a s e o f a r e v i s e d p r i n t e d c a t a l o g u e which would c o s t m o r e . The 

e y e - l e g i b l e t i t l e s t h a t a r e p r e p a r e d f o r a m i c r o f i c h e , e n a b l e s the u s e r 

f i l e them i n c a r d c a t a l o g d r a w e r s . M i c r o f o r m s a r e more e a s i l y m a i l e d a 

a l o w e r c o s t than o r i g i n a l b o o k s . I t i s c l e a r l y d e m o n s t r a t e d t h a t 

n e w s p a p e r s , t he d i f f i c u l t o f a l l p r i n t e d m a t e r i a l s t o p r e s e r v e , s t o r e & 

h a n d l e h a v e b e e n r e p r o d u c e d s a t i s f a c t o r i l y i n m i c r o f o r m t o s o l v e the 

a b o v g p r o b l e m s f a c e d - by - t he L i b r a r i a n s and Arch iv i s t s - . -—_ 

D i s a d v a n t a g e s : 

The s i g n i f i c a n t a d v a n t a g e s o f m i c r o f o r m s s h o u l d no t b e l o o k e d upon as a 

panacea f o r s o l v i n g a l l p r o b l e m s o f r e c o r d s & b o o k s . The m i c r o f i l m i n g 

o f r e c o r d s has b e e n so o v e r s o l d & s o l d i n t o many wrong p l a c e s t h a t the 

sa l se raen h a v e o f t e n become t h e i r own w o r s t e n e m i e s . I t s c a p a b i l i t i e s 
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have o f t e n been h o n e s t l y & dishonestly m i s p r e s e n t e d . Sometimes very 

important cos t f a c t o r s have been , g l o s s e d o v e r , t r e a t e d as of no consequ-j 

or i g n o r e d c o m p l e t e l y . I t i s e s t imated that we could p r o v i d e the space 

r e q u i r e d f o r a l o n g e r p e r i o d of the o r i g i n a l document, f a r l e s s than cost 

of m i c r o f i l m i n g <& m a i n t a i n i n g same. In t h i s c o n t e x t , cos t s in r e s p e c t of 

m i c r o f i l m s o f t w a r e , h a r d w a r e , p e r i o d i c i n s p e c t i o n , s e r v i c i n g & 

a i r - c o n d i t i o n i n g should not be i g n o r e d . A c c o r d i n g l y , a l though raicrofor 

o f f e r the l a r g e s t s a v i n g in s p a c e , t h e i r cos t s a r e a l a r m i n g . 

M i c r o f i l m s & f i c h e a r e normal ly v e r y d u r a b l e & would l a s t f or 500 y e a r s . 

At the same t ime, the f i l m producers w i l l f u r n i s h a set of s p e c i f i c a t i o n 

f o r f i l m s t o r a g e that w i l l s c a r e you. You should know that excess of 

m o i s t u r e w i l l r u i n the f i l m by sweat ing or mold , where as a very c o l d or 

d r y atmosphere w i l l cause the f i l m to become b r i t t l e . I f the f i l m i s ke 

in a s a f e or v a u l t of v a r i a b l e t e m p e r a t u r e , i s l i g h t d i s t o r t i o n would ^c.: 

and r u i n the f i l m c o m p l e t e l y . I t should be remembered chat permenence \ 

d u r a b i l i t y of microforms depend on the maintenance of h igh t e c h n i c a l 

s t a n d a r d s d u r i n g the proces s of p r o d u c t i o n . The n a t u r e of the microform 

m a t e r i a l , i . e . a c e t a t e f i l m i s a more d e l i c a t e medium thar. paper r e c o r d s . 

Minimum a r c h i v a l s t o r a g e c o n d i t i o n s for microforms a r e f i l t e r e d 

a i r - c o n d i t i o n i n g system which w i l l mainta in a t e m p e r a t u r e , between 

0 / X / U L a i j n h e i c (1 v J.J A d . l ^ ; au.i i e i . a - L . e t»uniui .y d j ^ t ^ 

T h e r e f o r e , the c o s t of m a i n t a i n i n g & * s e r v i c i n g r e c o r d s in microform may 

be more e x p e n s i v e than s t o r i n g and s e r v i c i n g the o r i g i n a l s . 

I t i s argued by l i b r a r i a n s and A r c h i v i s t s that r e t r i e v a l of i n f o r m a t i o n 

from microforms i s much more s p e e d i e r , easy and e f f i c i e n t than in the cas 

of o r i g i n a l r e c o r d s . Le t us c o n s i d e r the p h y s i c a l o p e r a t i o n f o r a 

moment. I f you want a f i l e or book in the o r i g i n a l form, a r e c o r d c l e r k 

or l i b r a r y a s s i s t a n t would walk to the f i l e drawer or the r a c k , take the 

o r i g i n a l & hands i t to the r e a d e r . A matter of minutes as you see i t . 

However , j f you want to see _a_ _mi cro f i im, X ° u go to _ the i n d e x f ind cng ^ 

number of the r o l l you want , go to the s t o r a g e c a b i n e t , f i n d the f i l m or 

f i l m s & proceed to the r e a d e r w i th i t , you open the C a r t o n , take out the 

c a n , open the c a n , take gut the f i l m , thread the f i l m on the r e a d e r & 

s t a r t - l o o k i n g . With 600 - 3,000 or more frames on a r o l l or f i c h e , you 

w i l l have to f i n d the n e c e s s a r y frame or f rames . Th i s o p e r a t i o n i s time 

consuming than g o i n g through an o r i g i n a l r e c o r d or book . I f you 
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happen t o e x p e r i a n c e a power cu t o r a f a i l u r e , you w i l l be f r u s t r a t e d . 

T h i s wou ld be the c a s e i f t he b l u b o f the r e a d e r f u s e s w h i l e v i e w i n g tht 

f i l m . Even v i e w i n g a m i c r o f i l m i n a da rk room i s a s t r a i n on your e y e s . 

I n a m i c r o f i l m , n o t more than one o r two p a g e s can be sacnned s i m u l t a ­

n e o u s l y . T h i s may be i n c o n v e n i e n t when a r e a d e r wan t s t o compare f a c t s 

a p p e r a i n g i n a n o t h e r page w h i c h i s a t t h e end o f the f i l m . T h e r e f o r e , 

i t i s n o t p o s s i b l e t o compare two images e v e n on t he same r o l l . 

I t i s o f t e n s a i d t h a t the i n t r i n s i c v a l u e o f an o r i g i n a l document i s 

l o s t i n t h e f i l m c o p y . The d e t e r m i n a t i o n o f the a g e and g e n u i n e s s o f 

t h e o r i g i n a l document i s n o t p o s s i b l e i n t h e m i c r o f i l m . Even the 

c o l o u r w r i t i n g & i l l u s t r a t i o n s a r e n o t shown i n the m i c r o f i l m & t h i s woul 

be a d i s a d v a n t a g e t o a r e s e a r c h w o r k e r i n need o f c o l o u r i l l u s t r a t i a n s . 

The n e c e s s i t y o f u s i n g a v i e w i n g d e v i c e i n t he m i c r o f o r m , would p r e v e n t 

a r e a d e r f rom b r o w s i n g o r r e a d i n g i n a t r a i n , b u s , q u e , o r i n b e d . Eve ry 

L i b r a r i a n & A r c h i v i s t t h i n k t h a t l e g a l i t y o f m i c r o f i l m i s p r e t t y w e l l 

e s t a b l i s h e d , as a c t u a l l y t o d a t e no ma jo r c a s e has been c h a l l e n g e d . The 

l a w , f i l m as p r i m a r y e v i d e n c e w i l l be r e j e c t e d . 

The P h o t s t a t i s a n o t h e r p r o c e s s o f r e p r o g r a p h y , u s i n g p h o t o g r a p h y . I t i 

a l a r g e camera w i t h a p r i s m a t i c m i r r o r a t t a c h e d t o the l e n s . I t t a k e s 

i n a r o l l o f s i l v e r - h a l i d e p a p e r , o n t o wh ich t he c o p y i s d i r e c t l y made. 

I t can copy documents up t o AO" X 30" bu t t h e l a r g e s t p r i n t i t can produci 

i s 2 4 " X 18" b e c a u s e 18" i s t he w i d t h o f the r o l l o f s e n s i t i z e d p a p e r , 

3 5 0 * ' l o n g . 

T h e r e a r e f e w a d v a n t a g e s o f the p h o t o s t a t p r o c e s s . As t h e p h o t o g r a p h i s 

t a k e n on t o p a p e r i n s t e a d o f the f i l m , c o p i e s o f same s i z e o f the o r i g i n a l 

c o u l d be r e p r o d u c e d . — H o w e v e r ; — t h e a b i l i t y t o v a r y the- s i s e o f t h a - p r i n t s 

i s a d v a n t a g e s i n p r o d u c i n g n e g a t i v e , e y e - l e g i b l e - c o p . . e s f o r r e s e a r c h 

p u r p o s e s . M o r e o v e r , h i g h q u a l i t y r e p r o d u c t i o n s a r e a s s u r e d as w e t c h e m i ­

c a l s a r e used i n p r o c e s s i n g . The p o s i t i v e copy i s more l e g i b l e & t h e t o n e 

a r e r e v e r s e d i n o b t a i n i n g p o s i t i v e c o p i e s . The p h o t o s t a t p r o c e s s i s i d e a l 

t o o b t a i n c o p i e s o f n e w s p a p e r s i n i t s o r i g i n a l s i z e & f o r m a t . P h o t o s t a t 

p r o c e s s c o u l d be used w i t h a d v a n t a g e t o r e p r o d u c e f a d e d , b r i t t l e & o v e r s i z i 
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a r c h i v a l , d o c u m e n t s . The use o f u l t r a - v i o l e t - r a y s i n t h i s p r o c e s s i s an 

a d v a n t a g e to r e p r o d u c e o r i g i n a l m a t e r i a l w i t h a poor c o n t r a s t . The 

copy i n j o f P a l m - l e a f m a n u s c r i p t s c o u l d be done s a t i s f a c t o r i l y by u s i n g c 

p h o t o s t a t p r o c e s s . 

However , t he modern r e v o l u t i o n i n r e p r o g r a p h y began i n 1950 w i t h the 

i n v e n t i o n o f X e r o x , T h e r e m o f i x & o t h e r e l e c t r o s t a t i c p r o c e s s e s o f docurc 

r e p r o d u c t i o n . As a r e s u l t , r e p r o g r a p h y , w h i c h r e q u i r e d t r a i n e d & s k i l l e 

p e r s o n n e l was t a k e n o u t o f them & p l a c e d i n w e l l l i g h t e d o f f i c e s whe re 

c l e r i c a l p e r s o n n e l w i t h o u t any k n o w l e d g e o f p h o t o g r a p h i c p r o c e s s w e r e 

making r e p r o d u c t i o n o f documen t s . 

T h e s e q u i c k c o p i e r s produced c o p i e s o f documents a t a c h e a p e r r a t e w i t h 

r e s s o n a b l e s p e e d o f c o p y i n g t h e r e b y making the w h o l e community aware 

o f the a d v a n t a g e s o f r e p r o g r a p h y . 

The A r c h i v i s t s , L i b r a r i a n s , D o c u r a e n t a l i s t s <& I n f o r m a t i o n S c i e n t i s t s have 

r e a l i z e d the i m p o r t a n c e o f t h e s e c o p i e r s f o r r e p r o d u c t i o n o f documen t s , 

m a i n l y f o r d i s s e m i n a t i o n ' o f i n f o r m a t i o n to r e a d e r s . 

The e l e c t r o s t a t i c p r o c e s s c o u l d be used t o r e p r o d u c e s i n g l e s h e e t s or" 

s m a l l v o l u m e s w h i c h c o n t a i n • a i u a o i e i n f o r m a t i o n tx l e s e a r c n w r ^ j i / s c L 

cheap r a t e . A page o r p a r t o f a b o o k , an a r t i c l e i n a j o u r n a l , a p r ince* 

document c o u l d be r e p r o d u c e d e f f i c i e n t l y . 

H o w e v e r , l a r g e bound vo lumes o r f i l e s & f a d e d documents can n o t be c o p i e i 

s a t i s f a c t o r i l y i n q u i c k c o p i e r s . The maximum c o p y i n g a r e a i s . a l s o l i m i t * 

t o 1 1 " X 17"-. A c c o r d i n g l y , N e w s p a p e r s , e n g i n e e r i n g d r a w i n g s , a r c h t e c t u r . : 

d r a w i n g s , l a r g e maps & p l a n s w i l l n o t be a c c o m o d a t e d i n t h i s t y p e o f 

c o p i e r s . To d e s c r i b e t he u se s o f r e p r o g r a p h y t o a l i b r a r y , a r c h i v e s & 

o t h e r c e n t r e e n g a g e d i n s t o r i n g &• d i s s e m i n a t i o n o f k n o w l e d g e , w o u l d 

a n c o u r a q c - t h p pe r sonne l—in t h e s e i n s t i t u t i o n s t-<-> p l a n f n r r h p F n f n r p to 

s e t uf r e p r o g r a p h y c e n t r e s i n t h e i r r e s p e c t i v e i n s t i t u t i o n s . 

B r o a d l y , t h e r e a r e s e v e n major common uses o f r e p r o g r a p h y . V I Z , r e p r o ­

g r a p h y f o r ( 1 ) S e c u r i t y , ( 2 ) p r e s e r v a t i o n , ( 3 ) D i s p o s a l , ( A ) A c q u i s i ­

t i o n , (5) R e f e r e n c e , (6) A d m i n i s t r a t i o n , and ( 7 ) P u b l i c a t i o n . 
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( i ) S e c u r i t y 

The r e p r o g r a p h y o f documents f o r s e c u r i t y i s done t o p r o v i d e 

i n s u r a n c e a g a i n s t t he l o s s o f v a l u a b l e i n f o r m a t i o n i n the documents 

i n t h e e v e n t t h a t the documents t h e m s e l v e s should be d e s t r o y e d by 

f l o o d , f i r e , t h e f t , i n s e c t s , war o f o t h e r c a l a m i t y . As e x p e r i e n c e 

has shown, f i r e , t h e f t and i n s e c t s ( s p e c i a l l y Rat ' s , w h i t e A n t s and 

S i l v e r f i s h ) a r e the most common e n e m i e s o f documents i n S r i L a n k a . 

The l o s s and damage caused by t h e s e h a z a r d s a r e i r r e p l a c e a b l e . F i r < 

r i s k s on documents a r e more common i n b u s i n e s s o r g a n i z a t i o n s than i i 

A r c h i v e s and L i b r a r i e s , as l a r g e number o f p e o p l e a r e employed usin^ 

in f l ammab le and o t h e r c h e m i c a l s f o r p r o d u c t i o n p u r p o s e s . One must nc 

f o r g e t t h e f i r e o b u t b r e a k s w h i c h a r e s u s p e c t e d s a b o t a g e a c t i v i t i e s 

c aused by e m p l o y e e s h o l d i n g d i f f e r e n t p o l i t i c a l i d e o l o g i e s and b e l o r 

i n g t o v a r i o u s t r a d e u n i o n o r g a n i s a t i o n s . The damage caused by 

i n s e c t s and l o s s by t h e f t a r e common o c c u r a n c e s i n a r c h i v e s and 

l i b r a r i e s . A c c o r d i n g l y , v a l u a b l e and i r r e p l a c e a b l e documents o f an 

o r g a n i z a t i o n s h o u l d be m i c r o f i l m e d o r X e r o x e d t o p r e v e n t any h a z a r d s 

m e n t i o n e d h e r e . I t i s e s s e n t i a l t h a t the s e c u r i t y c o p i e s o f docume 

s h o u l d be s t o r e d , i n a p l a c e l o c a t e d i n a d i f f e r e n t b u i l d i n g f rom th 

( i i ) P r e s e r v a t i o n : 

R e p r o ^ r a p u y o f documents f o r p r e s e r v a t i o n i s done f o r two r e a s o n " ; 

( a ) t o p r o t e c t r e c o r d s a g a i n s t p o s s i b l e d e t e r i o r a t i o n from u s e , i . e . 

a g a i n s t w a r e and t e a r , and ( b ) t o p r e s e r v e t he i n f o r m a t i o n a l cont ' jn : 

o f documents a g a i n s t d e t e r i o r a t i o n and e v e n t u a l l o s s . The use o f 

" p r e s e r v a t i o n r e p r o g r a p h y " o f documents i s i d e a l f o r A r c h i v e s and 

l i b r a r i e s i n S r i Lanka . I t i s e s s e n t i a l f o r o r g a n i s a t i o n s h o l d i n g 

o l d m a n u s c r i p t s i n t h e i r p o s s e s s i o n . S p e c i a l l y t he A r c h i v e s and l i b i 

r i e s c o u l d make good u se o f t h i s t e c h n i q u e o f document r e p r o d u c t i o n . 

A t p r e s e n t o n l y t h e N a t i o n a l A r c h i v e s i s e n g a g e d i n t h i s t y p e o f 

p r e s e r v a t i o n f i l m i n g . An o r g a n i s a t i o n wh ich p o s s e s s e s documents 

p r n H ' i . - e d nn p n n r m a r p n ' . i k , gnrh an h i g h l y a r i d i/nnripnl p , r n n f ^ i n i n g 

a P . H . v a l u e l e s s than 5 .5 o r non permanei.*: q u i c k c o p i e s , o r 

documents t h a t a r e f a d e d , b r i t t l e , c h a r r e d o r w a t e r s o a k e d s h o u l d be 

t r a n s f e r r e d i n t o m i c r o f i l m . M o r e o v e r , e v e n an i n d i v i d u a l who 

p o s s e s s e s r a r e and i n v a l u a b l e r e c o r d s o r books s h o u l d a d o p t p r e s e r ­

v a t i o n f i l m i n g t o p e r s e r v e and s a f e g u a r d h i s c o l l e c t i o n . The a r c h i v e 

and l i b r a r i e s s h o u l d be c o m p e l l e d t o r e l y on p r e s e r v a t i o n f i l m i n g 

o w i n g t o the c o n s t a n t use o f t h e i r r e c o r d s and books w h i c h a r e 

C o n t ' d 13 
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a c c e s s i b l e t o s c h o l a r s and t he g e n e r a l p u b l i c . The wear and 

t e a r and the l o s s o f o r i g i n a l documents i n a r c h i v e s and l i b r a r i e s 

c o u l d be a r r e s t e d o n l y . b y p r e s e r v a t i o n f i l m i n g . The h i g h c o s t o f 

r e p a i r i n g o f o r i g i n a l r e c o r d s c o u l d be cut down a t a f r a c t i o n 

o f c o s t by a v o i d i n g r e p a i r s on o r i g i n a l s and f i l m i n g them t o be 

used by t h e r e a d e r s . A c c o r d i n g l y , e s s e n t i a l r e p a i r s can then be 

r e s e r v e d f o r documents t h a t h a v e v a l u e s o r t h a t n o t l end t h e m s e l v e s 

e a s i l y t o m i c r o f i l m i n g , such as documents ( a ) t h a t c o n t a i n v a r y f in* 

w r i t i n g , ( b ) t h a t a r e o v e r s i z e , ( c ) t h a t a r e i n c o l o u r o r ( d ) tl 

h a v e p o o r c o n t r a s t b e t w e e n the r e a d i n g m a t t e r and the p a p e r . 

( i i i ) D i s p o s a l o r s p a c e - s a v i n g 

A l t h o u g h , d i s p o s a l o r s p a c e - s a v i n g f i l m i n g o f r e c o r d s i s p o p u l a r 

i n the advanced c o u n t r i e s , S r i Lanka has n o t y e t v e n t u r e d on t h i s 

t y p e o f document r e p r o g r a p h y . A c c o r d i n g t o the s t a t i s t i c s p !ac : 

b e f o r e the 8 th I n t e r n a t i o n a l c o n g r e s s on A r c h i v e s h e l d in O c t o b e r 

1976, o n l y e l e v e n c o u n t r i e s a r e u s i n g d i s p o s a l f i l m i n g . I am sur^ 

t h a t t h e r e i s no o r g a n i s a t i o n o r i n s t i t u t i o n i n t h i s c o u n t r y e n g a ­

g e d i n o.r a d o p t e d d i s p o s a l f i l m i n a . T h i s i s a method used tc s a v e 

c o n s i d e r a b l e amount o f s p a c e (5% o f the space r e q u i r e d t o s t o r e tne 

o r i ^ , i n a , . S / , and : o u i j p o s e che o t i . g i n t . i j . . For exa . ^ . , L :̂ - l ^ i 

Pahana N e w s p a p e r s f o r the p e r i o d 1362-1900 w e r e t r a n s f e r r e d i n t o 

f o u r r e e l s o f m i c r o f i l m , i . e . ( 4 o o f e e t o f f i l m ) . H o w e v e r , the 

f i l m i n g o f p e r n a n e n t l y v a l u a b l e r e c o r d s f o r d i s p o s a l pu rposes 

a l o n e i s r a t h e r r i s k y and e x p e n s i v e . T h i s t y p e o f d i s p o s a l f i l m i n g 

w i l l a t t r a c t any o r g a n i s a t i o n i n t h i s c o u n t r y as i n most i n s t a n c e s , 

t h e y c o m p l a i n o f l a c k o f s p a c e t o s t o r e the o r i g i n a l s . N e v e r t h e l e s s 

t h e d i s p o s a l f i l m i n g s h o u l d b e u n d e r t a k e n w i t h e x t r e m e c a r e , as 

some o f t h e l e g a l p r o b l e m s i n v o l v e d i n d i s p o s a l f i l m i n g a r e n o t y e t 

i n t e r n a t i o n a l l y s o l v e d . The l e g i s l a t i o n w i l l h a v e to be amended 

a n H . p r . i h l ^ c o f a r r e p t e n c e o f thc_ r e p r o d u c e d c o p y as e q u i v a l e n t : 

"to t he o r i g i n a l s must be s e t t l e d b e f o r e any p r o j e c t i s u n d e r t a k e n 

f o r d i s p o s a l f i l m i n g . One must n o t f o r g e t t h a t d i s p o s a l f i l m i n g 

may be u n d e r t a k e n o n l y f o r r e c o r d s w h i c h h a v e l i t t l e permanent v a l u t 

o r when l e g a l l i m i t a t i o n s a r e n o t s p e c i f i e d f o r t h e permanent 

p r e s e r v a t i o n o f any s e r i e s o r t y p e o f r e c o r d s . 
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B e f o r e e n g a g i n g i n any d i s p o s a l f i l m i n g p r o j e c t , the f o l l o w i n g 

f a c t o r s s h o u l d be c o n s i d e r e d , ( a ) t he e f f e c t on r e f e r e n c e c o s t , 

( b ) t he e x p e n s e o f a d d i t i o n a l m i c r o f i l m r e a d e r s , ( c ) the g e n e r a l ! 

h i g h e r c o s t o f o b t a i n i n g e y e - l e g i b l e e n l a r g e m e n t s (on p a p e r ) from 

the o r i g i n a l r e c o r d s and ( d ) t he c o m p a r a t i v e c o s t o f m a i n t a i n i n g 

t he o r i g i n a l s i n a d i p o s i t o r y and e s t a b l i s h m e n t o f a m i c r o f i l m i n g 

u n i t , i t s m a i n t e n a n c e and c o s t o f raw m a t e r i a l s , such as r e e l s and 

c h e m i c a l s . 

( i v ) A c q u i s i t i o n 

T h i s method o f document r e p r o d u c t i o n i s d e f i n e d as the f i l m i n g o f 

documents i n o t h e r d e p o s i t o r i e s o r i n s t i t u t i o n s o r i n p r i v a t e 

p o s s e s s i o n t o supp lemen t and s t r e n g t h e n ones own h o l d i n g s . A c q u i s 

t i o n f i l m i n g i s more s u i t a b l e and e s s e n t i a l f o r a r c h i v e s and l i b r . 

I t i s an i d e a l method f o r c o l o n i a l c o u n t r i e s t o o b t a i n the c o p i e s 

o f r a r e and' v a l u a b l e o r i g i n a l s t aken away by t h e i r m a s t e r s a t ww 

t i m e o r b e f o r e g a i n i n g i n d e p e n d e n c e and f o r documents c r e a t e d a t 

t he f a r end by the m a s t e r s as a r e s u l t o f t h e i r a d m i n i s t r a t i o n o f 

T\c -,'-.'L2Z . T r . ill'.1* r-.'0"
 c ~ ' J.apVp -vi 1H oht\*?i-i ra*-^ 3rd valu :*.*• 

documents p e r t a i n i n g t o t h i s c o u n t r y f rom the a r c h i v e s and l i ' . , i \ i r . 

o f P o r t u g a l , H o l l a n d . Eng land uno r u l e d t h i s c o u n t r y f o i n e a ^ o d 

y e a r s . M o r e o v e r , c o p i e s c o u l d be o b t a i n e d f rom the o r i g i n a l docume 

c o n t a i n i n g m a t e r i a l on S r i Lanka l y i n g i n a r c h i v e s and l i b r a r i e s o 

o t h e r f o r e i g n c o u n t r i e s . T h i s i s an e a s i e s t and a low c o s t way o 

o b t a i n i n g r e c o r d s w h i c h h a v e l e f t our s h o r e s , where the p r e s e n t 

owner s a r e u n w i l l i n g t o p a r t w i t h them. A l i b r a r y o r a documenta ­

t i o n c e n t r e w h i c h i s n e w l y e s t a b l i s h e d c o u l d a d o p t t h i s method 

t o a c q u i r e t h e r a r e and v a l u a b l e books and m a g a z i n e s h e l d by o t h e r 

l i b r a r i e s and i n s t i t u t i o n s h e r e and a b r o a d , i n o r d e r t o b u i l d up 

t h e c o l l e c t i o n . The a c q u i s i t i o n o f c o p i e s o f o r i g i n a l s i n the 

f o r m a t o f p h o t o s t a t o r x e r o x ( q u i c k c o p i e s ) w o u l d s e r v e a l i b r a r y , 

b u i l d i n g up i t s c o l l e c t i o n o f be ks and m a g a z i n e s , than o b t a i n i n g 

them on m i c r o f i l m s . I t i s b e c a u s e t he u s e r s o f l i b r a r i e s a r e more 

i n c l i n e d t o b r o w s e o r r e a d t he m a t e r i a l i n t h e book f o r m . A 

l i b r a r y c o u l d c u t down i t ' s c o s t f o r p u r c h a s i n g m i c r o f i l m r e a d e r s 

i f a c q u i s i t i o n o f documents a r e o b t a i n e d on the f o r m a t o f p h o t o s t a 

o r q u i c k c o p i e s . A c a u i s i t i o n o f c o p i e s o f t h e s i s and d i s s e r t a t i o n 



- Ij -

s u b m i t t e d to f o r e i g n u n i v e r s i t i e s on S r i Lanka bv C e v l o n e s e , wh ic l 

a r e u n p u b l i s h e d would be a v a l u a b l e a c q u i s i t i o n , i f o b t a i n e d on 

m i c r o f i l m o r X e r o x f o r m a t , t o any i n s t i t u t i o n i n t e r e s t e d in d e p o s i 

such m a t e r i a l . Even an i n d i v i d u a l c o u l d i m p r o v e h i s own p r i v a t e 

c o l l e c t i o n o f documents by o b t a i n i n g p h o t o c o p i e s o f o r i g i n a l s whic 

a r e d i f f i c u l t o r e x p e n s i v e t o p u r c h a s e . 

I wou ld l i k e t o m e n t i o n t h a t , t he f l o o d i n g o f the m a r k e t , o f 

s o p h i s t i c a t e d document r e p r o g r a p h i c mech ines w h i c h c o p i e s on p l a i n 

p a p e r , h a v e e v e n t h r e a t e n e d t he c o p y r i g h t l a w s , as i n s t i t u t i o n s an 

o r g a n i s a t i o n s a r e busy making c o p i e s o f o r i g i n a l documents and boo 

f o r a c q u i s i t i o n p u r p o s e s . 

( v ) R e f e r e n c e : -

I n f i l m i n g documents f o r r e f e r e n c e , the purpose i s no p r o v i d e the 

r e s e a r c h e r w i t h e x a c t c o p i e s o f documents a t a c o s t f a r l e s s than : 

c o s t o f t r a n s c r i b i n g , t y p i n g o r p h o t o s t a t i n g t h e . o r i g i n a l s . I t 

c o u l d be used as a s u b s t i t u t e f o r n o t e - m a k i n g and the s c h o l a r j r 

r p r u p ^ M p a inst i tut ion** c o u l d a r o o v w i t h o u t ran k i n a use o f 

o r i g i n a l document o v e r and o v e r a g a i n . I f a m i c r o f i l m i s r\i-,ic 

i i i i m i n g v ' l u a u l e r e c o r d s , a maocei n e g a t i v e shou ld \.?t oc £..«.;> .r\<.• 

the i n s t i t u t i o n where the o r i g i n a l document i s p r e s e r v e d . 

A c c o r d i n g l y , any number o f p o s t i v e c o p i e s c o u l d be made f o r s c h o l a 

and o t h e r s who r e q u e s t the same document . The r e t a i n e d n e g a t i v e c 

may a l s o be used f o r s e c u r i t y , p r e s e r v a r i o n o r d i s p o s a l p u r p o s e s . 

A d m i n i s t r a t i v e o r f a c i l i t a t i v e u s e s : 

A d m i n i s t r a t i v e f i l m i n g i s used i n an i n s t i t u t i o n t o f a c i l i t a t e 

i t s s e r v i c e s t o the u s e r s o f t he m a t e r i a l o f a p a r t i c u l a r i n s t i t u t . 

A book o r a document w h i c h i s b a d l y d e t e r i o r a t e d beyond r e p a i r s shv 

be f i l m e d b e f o r e any r e s t o r a t i o n work i s u n d e r t a k e n on the d o c u c e m 

T h i s w o u l d e n a b l e a r e a d e r o r a s c h o l a r t o e v a l u a t e t h e o r i g i n a l fo i 

o f t he book and t h e f o r m a t o f i t b e f o r e the r e p a i r s h a v e been 

e f f e c t e d t o t he o r i g i n a l . M o r e o v e r , i f w r i t i n g o f a book o r r e c o r c 

i s f a d i n g o r f a d e d , t o f a c i l i t a t e r e a d i n g i t s h o u l d be r e p r o g r a p h e c 

i m m e d i a t e l y . I f a l i b r a r y o r an A r c h i v e s w i s h e s t o e x h i b i t t h e i r 

documents t o the p u b l i c , i t i s much s a f e r t o e x h i b i t t he c o p i e s oi 

o r i g i n a l s r e p r o d u c e d i n v a r i o u s forms so as t o s a f e g u a r d the 

( v i ) 
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o r i g i n a l s f rom t h e f t s o r damage . 

The e f f i c i e n c y o f d o c u m e n t a t i o n and i n f o r m a t i o n c e n t r e s and 

a r c h i v e s o r l i b r a r i e s l i e s i n i t s f i n d i n g a i d s w h i c h e n a b l e t h e s e , 

i n s t i t u t i o n s t o r e n d e r a good r e f e r e n c e s e r v i c e t o the u s e r s . 

A c c o r d i n g l y , i n d e x e s , l i s t s , c a l e n d e r s o r o t h e r f i n d i n g a i d s t o bo 

and r e c o r d s c o u l d be e a s i l y s u p p l i e d t o r e s e a r c h e r s i f t hey a r e or. 

f i l m . 

) P u b l i c a t i o n s : 

C o p i e s o f s e r i e s o f r e c o r d s o r r a r e books can be p u b l i s h e d i n t h e i 

. e n t i r e r i t y ' o n m i c r o f i l m a t f a r l e s s c o s t , more r a p i d l y and w i t h 

l e s s e d i t o r i a l l a b o u r than i s needed f o r l e t t e r p r e s s p u b l i c a t i o n s 

A p p r o p r i a t e t i t l e p . i ^ e s , an i n t r o d u c t i o n , a t a b l e o f c o n t e n t s , ind 

and s p e c i a l l i s t s c o u l d be r e p r o d u c e d on f i l m to f a c i l i t a t e the 

i n v e s t i g a t o r . The method o f " m i c r o f i l m p u b l i c a t i o n " i s now l^ecorai 

p o p u l a r i n the w e s t e r n c o u n t r i e s , w h e r e i n f o r m a t i o n i s d i s s e m i n a t e 

a t a l o w c o s t and i n a s p e e d y manner . 

L i s t J./, . a ci f J i u g o / _ J. A . i « / t " , - r w t e ^ t « * i*y i u « 1 . c u e 

a d v a n t a g e o u s l y i n a d e v e l o p i n g c o u n t r y l i k e o u r s , t o bu iJd up our 

n a t i o n by d i s s e m i n a t i n g k n o w l e d g e e f f i c i e n t l y and a t a l o w e r c o s t 

t o the w h o l e communi ty . 

****** 
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Tojbic - R e p r o g r a p h y 

L e c t u r e r - S.M A z i z 

D a t e - 7 . 31 

I n t r o d u c t i o n 

R e p r o g r a p h y i s a g e n e r a l t e r n a p p l i e d t o p h o t o g r a p h i c 
t e c h n i q u e s o f r e p r o d u c i n g f l ^ t o r i g i n a l s ( d o c u m e n t s , p h o t o g r a p h s , 
p r i n t e d n a t t e r , p i c t u r e s e t c ) . I t s s c o p e c o v e r s c o p y i n g a s 
w e l l a s g r a p h i c a r t p r o c e s s e s . M i c r o f i l m i n g comes u n d e r t h i s 
g e n e r a l . t e r m . 

M i c r o f i l m i n g i s t h o p h o t o g r a p h i c r e d u c t i o n on m i c r o f i l m 
o f a l l - k i n d s o** d o c u m e n t s . A m i c r n f i l m image i s v e r y m i n u t e 
3 n d i t i s T h e r e f o r e , v e r y , d i f f i c u l t o r e v e n i m p o s s i b l e t o 
r e c o g n i s e i m r , g e d e t a i l s V / i t h ^he r.ak:ed e y e . 

'/hen V.TO s p e a k o f m i c r o f i l m v:e u s u a l l y - s e a a c o l l e c t i o n 
o f m i c r o - i m a g e s m a d e ' o n .a l e n g t h o f film."" A p ; ; r t f r o m t h i s , 
m i c r o f i l m can be made on . s h e e t f i l m o r p a p e r . A' g r o u p o f 
m i c r o - i n - . g e s on s h e e t f i l m i s c a l l e d " m i c r o f i c h e " w h i l e m i c r o -
ic iwges on p a p e r i s c a l l e d " m i c r o c a r d " . 

T h e - . r a t i 6 # i n s i z e "between t h e document m i c r o f i l m e d and 
t h e m i c r o f i l m can . v a r y f r o n 1 :6 t o 1:^-0. A r e d u c t i o n r a t i o 
o f 1:20 ir.. u s u a l l y a d o p t e e f o r ~ e c n r d i n g on 35 mm f i l m ; 
f o r 16 mm f i l m a r e d u c t i o n r a t i o o f y \ : L \ r i i s u s e d . 

F o r t h i s r e a s o n , m i c r o f o r m s a r e u s u a l l y r e a d b y u s i n g 
a " r e a d e r " . B u t i f m i c r o f i l m s a r • f r e q u e n t l y o r e v e n c o n t i n o u s l y 
c o n s u l t e d , i t i s more p r a c t i c a l t o make p a p e r p r i n t s b y means 
o f a " d e a d e r P r i n t e r " . " ^ 

M i c r o f i l m i n g h a s g r e a t l y g a i n e d i n i m p o r t a n c e d u r i n g t h e 
l a s t fev/ d e c a d e s . M o d e r n m i c r o f i l m i n g t e c h n i q u e s h a v e c o n t r i b u t e d 
a "rea t d e - . l t o a more r a t i o n a l f i l m i n g s y s t e m and a d m i n i s t r a t i o n 
i n many i n d u s t r i a l and c o m m e r c i a l f i r m s . 

I?he u s e o f m i c r o f i l m e n s u r e s a q u i c k e r .and more e f f i c i e n t 
e x e c u t i o n o f many t a s k s . W h i l e i n t h e b e g i n n i n g * the u s e o f 
m i c r o f i l m . f i l e s was- r a ^ t - r p H p n i v e , o f l a t e a Jj«rt 
njor"! a c J i v e a p p l i c a t i o n o f the- v a r i o u s m i c r o f i l m i n g t e c h n i q u e s 
h a s become a p p a r e n t . T h i s : i s d u e t o t h e f a c t , t h a t t h e s e t e c h n i q u e j 
a r e . n o - . ' i n c r e a s i n g l y combined, w i t h o t h o r t e c h n i q u e s s u c h a s , 
rgpi»ri :-'-r?Tpirn-. i'i>pyfcjnr- ^rid mnl t i p l i c a t j o n m e t h o d s , and modern 
:',r. form* t i o n t e c h n i a u o s wh^re c o m p u t e r s and el^.c I r i o q n r t e r s . 

a r e u:*ed. 

• ?"?i o r o g r a p h i c Kquipn.^nt 

C a m e r a s ( m i c r o f i l m and m i c r o f i c h e ) 
P r o c e s s o r s 
D u p l i c a t o r s 
R e a d e r and H e a d e r - ' P r i n t e r 
l a b o r a t o r y e q u i p m e n t 

http://are.no-.'


C a m e r a s 

H i c r o f i l m camerar, a r e g r o u p e d i n t o t w o main c a t e g o r i e s : 

( a ) Semi - a u t o m a t i c o r p l a n e t a r y 

( b ) A u t o m a t i c o r f l o w t y p e 

P l a n e t a r y C a m e r a s 

P l a n e t a r y c a m e r a s u s e 35 mm and 16 mm m i c r o f i l m s , kocumen 
s i z e s t h a t c a n b e f i l m e d i n t h e s e c a m e r a s a r e : B I N A 3 . , 
D I N A2 and D I N AO 

A u t o m a t i c Camera r. 

A u t o m a t i c c a m e r a s u s e 16 ram m i c r o f i l m . Documents o f 12 
i n c h e s t o 18" i n w i d t h can b e f i l m e d i n t h e s e c a m e r a s . 

M i c r o R r a n h i c T e c h n i q u e s 

'The f o l l o w i n g m i c r o f i l m f o r m a t s a r ° u s e d i n m i c r o f i l m i n g 

. ( a ) ^ i m p l e x - C i n e 

( b ) S i m p l e x - Comic 

8c) "Duplex 

( d ) Duo 

R e s o l u t i o n and D e n s i t y 

R e s o l u t i o n a n d d e n s i t y a r e t w o f a c t o r s t h a t d e t e r m i n e t h e 
q u a l i t y o f a m i c r o f i l m . 

G e n e r a l R e q u i r e m e n t s f o r M i c r o f i l m i n g 

1 . I l l u m i n a t i o n of. t h e o r i g i n a l 

2 . F o c u s s i n g 

I n d e x i n r s y s t e m s 

( a ) F l a s h T a r g e t 

( b ) O d o m e t e r 

( c ) C o d e L i n e 

( d ) B l i p c o d i n g 

Phpyp c o p y i n g ; E q u i p m e n t 

( 1 ) F l a t Bed s y s t e m s 

( 2 ) R o t a r y c o p i e B S . 



MICROGRAPHIC"DEFINITIONS 

ALPHANUMERIC• • . F e r t a i n i n g t o a c h a r a c t e r s e t t h a t c o n t a i n s 
l e t t e r s , d i g i t s , and u s u a l l y o t h e r c h a r a c t e r s such as p u n c t u a t i o n s 
marks* Synonymous w i t h a l p h a m e r i c . 

ARCHIVAL D U A L I T Y . . . The d e g r e e t o which a p r o c e s s e d p r i n t o r f i l m 
w i l l r e t a i n i t s c h a r a c t e r i s i t c s d u r i n g a p e r i o d o f use and s t o r a g e . 
The a b i l i t y t o r e s i s t d e t e r i o r a t i o n f o r a l e n g t h y , s p e c i f i e d t i m e . 
S*e American N a t i o n a l S t anda rd P H 4 . 8 . 

C'\MERA PLANETARY.-. , . A t y p e of m i c r o f i l m camera i n which t h e document 
b e i n g p h o t o g r a p h e d and t h e f i l m r ema in in a s t a t i o n a r y p o s i t i o n d u r i n g t 
t h e e x p o s u r e . !he document i s on a p l a n e s u r f a c e a t t i m e o f f i l m i n g . 

CAMERA ROTARY . . . A t y p e o f m i c r o f i l m camera t h a t p h o t o g r a p h s documents 
w h i l e t h e y a r e ' be inn moved by some form o f t r a n s - o r t mechanism. The 
document t r a n s p o r t mechanism i s c o n n e c t e d t o a f i l m t r a n s p o r t mechanism 
' j nd the f i l m a l s o moves d u r i n g e x p o s u r e so t h e r e i s no r e l a t i v e movement 
b e t w e e n the f i l m and t h e imsge o f t h e document . 

CAMERA, STEP AND R T R E A T . . . A t y p e o f m i c r o f i l m caraero which can e x p o s e 
a s e r i e s o f s e p a r a t e images on an area o f f i l m a c c o r d i n g t o a p r e ­
d e t e r m i n e d forr r .? t , u s u a l l y i n o r d e r l y rows and c o l u m n s . 

CA^D-TO-CARD P R I N T E R . . . A t y p e o f equ ipment which p r o d u c e s d u p l i c a t e 
and mounted m i c r o f i l m b y c o n t a c t p r i n t i n g . 

CH'RAC?".^ TEAHfFER PATE . . . - h e r a t e a t which c h a r a c t e r s a r e t r a n s f e r e d 
f rom one p l a c e t o a n o t h e r , e . g , m a g n e t i c t a p e t o c o m p u t e r , computer 
t o m a g n e t i c t a p e , computer t o m i c r o f i l m , e t c . 

CO!*! . . . ( 1 ) Computer ou tpu t m i c r o f i l m : m i c r o f i l m c o n t a i n i n g da ta p roduced 
by a r e c o r d e r from computer g e n e r a t e d e l e c t r i c a l s i g n a l s ( 2 ) computer 
ou tpu t m i c r o f i l m e r : a r e c o r d e r winch c o n v e r t s da t a from a computer 
i n t o human r e a d a b l e l a n g u ° ^ e and r e c o r d s i t on m i c r o f i l m ( 3 ) computer 
ou tpu t m i c r o f i l m i n g : a method o f c o n v e r t i n g d a t a from a computer i n t o 
human r e a d a b l e l a n r u n g e o n t o m i c r o f i l m . 

CONTACT PRINTING . . . A method o f p r i n t i n g i n which t h e unexposed s t o c k 
i s h e l d i n d i r e c t c o n t a c t w i t h t h e m a s t e r o r i n t e r m e d i a t e b e a r i n g t he 
image t o be c o p i e d . 

CONTAINER-. • • A g e n e r i c torm f o r b o x e s , c a p s u l e s , c a r t r i d g e s , magaz ines 
ar/' c a s s e t t e s o r o t h e r s t r u c t u r e s f o ^ e n c l o s i n g m i c r o f o r m s . 

-CONTRA •?. • . -(-1>' .-*n- e ^ p r e - s ^ w r r - o f the" r e l a t i o n s h i p betv/elen~tn"e h i g h and 
l o w b r i g h t n e s s o f a s u b j r e t o r b^tv/een t h e h i g h and low d e n s i t y o'f a 
p h o t o g r a p h i c i m a g e . ( 2 ) The r a t e o f d e n s i t y change o r t h e d e n s i t y 
change p e r u n i t e x p o s u r e . A p h o t o g r a p h i c image i s s a i d t o have h i g h 
c o n t r a s t i f t he d i f f e r e n c e be tween the maximum and minimum d e n s i t y i s 
g r e a t . S e n s i t i z e d m a t e r i a l s a r e g r a d e d from "hard" ( h i g h c o n t r a s t ) to 

s o f t " i n a c c o r d a n c e w i t h t h e i r i n h e r e n t c o n t r a s t c h a r a c t e r i s t i c s . 

C O P Y . . . ( 1 ) N o u n - D u p l i c a t e ( d e p r e c a t e d i n t h a t s e n s e ) . The p r o d u c t 
ob t i - i r . -d from r e p r o d u c i n g an o r i g i n a l . ( 2 ) V e r b - T o p r o d u c e an o r i g i n a l 
\>y hand o r by m a c h i n e . 

C C E . . . ( 1 ) The c e n t e r p o r t i o n o f a r e e l , s p o o l , c a r t r i d g e , magaz ine 
o r c a s s e t t e . A c a s s e t t e has two c o r e s ( 2 ) An u n f l a n g e d , c y l i n d r i c a l 
form on which f i l m o r p a p e r i s wound. See Amer i can N a t i o n a l S t anda rd 
P H 1 . 1 J . 



DENSITOMETER.. . A d e v i c e used t o measure t h e o p t i c a l d e n s i t y o f 
an image o r "base b y measur ing t h e amount o f i n c i d e n t l i g h t r e f l e c t e d 
o r t r a n s m i t t e d . 

DENSITY, BACKGROUND.. The o p a c i t y o f t h e n o n - i n f o r m a t i o n a r e o f 
an i m a g e . 

DENSITY, O P T I C A L . . . The l i g h t - a b s o r b i n g q u a l i t y o f a p h o t o g r a p h i c 
image ( d e g r e e o f o p a c i t y of- f i l m and b l a c k n e s s f o r p a p e r p r i n t s ) 
u s u a l l y e x p r e s s e d as t h e l o g a r i t h m o f t h e o p a c i t y . S e v e r a l 
s p e c i f i c t y p e s o f d e n s i t y v a l u e s f o r a p h o t o g r a p h may be e x p r e s s e d 
b u t d i f f u s e t r a n s m i s s i o n d e n s i t y i s t h e one o f g r e a t e s t use i n t h e 
c a s e o f m i c r o f i l m and d i f f u s e r e f l e c t i o n - d e n s i t y i s g e n e r a l l y o f 
i n t e r s t f o r p a p e t p r i n t s . See Amer i can N a t i o n a l S t anda rds PH2.17 * 
and PH2 .19. 

DENSITY, P A C K I N G . . . The number o f u s e f u l s t o r a g e c e l l s p e r u n i t o f 
d i m e n s i o n ; e . g . , t he number o f b i t s p e r i n c h s t o r e d on m a g n e t i c 
t a p e o r drum t r a c k . 

DIAZO M A T E R I A L . . . A s l o w p r i n t f i l m o r p a p e r , s e n s i t i z e d b y means o f 
d i a z o n i u m s a l t s ; which subsequen t t o e x p o s u r e t o l i g h t s t r o n g i n t h e 
b l u e t o u l t r a v i o l e t spec t rum and d e v e l o p m e n t forms an i m a g e . D i a z o 
m a t e r i a l g e n e r a l l y p r o d u c e s n o n r e v e r s i b l e i m a g e s , i . g . t a p o s i t i v e 
image w i l l p r o d u c e a p o s i t i v e image and n e g a t i v e imagw w i l l p roduce 
a n e g a t i v e i m a g e . 

DIRECT IMAGE F I L M . . A f i l m t h a t w i l l r e t a i n t h e same p o l a r i t y as t h e 
p r e v i o u s g e n e r a t i o n o r t h e o r i g i n a l m a t e r i a l ; t h a t i s , t o n e f o r t o n e , 
b l a c k f o r b l a c k , w h i t e f o r w h i t e , n e g a t i v e f o r n e g a t i v e , o r p o s i t i v e 
f o r p o s i t i v e w i t h c o n v e n t i o n a l p r o c e s s i o n . ( S e e P O L A R I T Y ) 

DISTRIBUTION C O P I E S . . . A M i c r o f i l m c o p i e s , u s u a l l y second o r t h i r d 
g e n e r a t i o n / p r o d u c e d f rom camera m i c r o f i l m o r i n t e r m e d i a t e f o r 
'i?: J i b u t i on t o p o i n t s o f u s e . * - : 

6CCUMENT... A w r i t t e n . , t y p e d o r p r i n t e d p a p e r . 

DRY SILVER F I L M . • . A n o n - g e l a t i n s i l v e r f i l m which i s d e v e l o p e d 
b y a p p l i c a t i o n o f h e a t . J , 

D U P L I C A T E . . . ( 1 ) N o u n - I n m i c r o c o p y i n g , a c o p y u s u a l l y made b y c o n t a c t 
p r i n t i n g f rom a m a s t e r o r an i n t e r m e d i a t e . ( 2 ) V e r b - T o make m u l t i p l e 
c o p i e s o f a document , u s u a l l y w i t h ' t h e a i d o f a m a s t e r . 

E A M . . . E l e c t r i c a l A c c o u n t i n g M a c h i n e . 

E B R . . . ( 1 ) E l e c t r o n B e a n * R e c o r d e r : a t y p e b f " c o m p u t e r " o u t p u t " m i c r o f i I m e r 
s p e c i f i c a l l y d e s i g n e d t o g e n e r a t e images d i r e c t l y o n t o EBR m i c r o f i l m . 
( S e e COM and EBR f i l m ) ( 2 ) E l e c t r o n Beam r e c o r d i n g : a s p e c i f i c method 
o f computer o u t p u t m i c r o f i l m i n g which d i r e c t s a beam o f e l e c t i o n s o n t o , 
t h e E n e r g y s e n s i t i v e - s u r f a c e ofEBR f i l m . ( S e e COM) • , : / 

EWJLSION . . . . A s i n g l e o r m u l t i - l a y e r e d c o a t i n g o f g e l a t i n o u s m a t e r i a l 
on a t r a n s p a r e n t b a s e c a r r y i n g r a d i a n t e n e r g y r e a c t i v e c h e m i c a l s 
t h a t c r e a t e a l a t e n t Image... upon e x p o s u r e . P r o c e s s i n g t e c h n i q u e c 
p r o d u c e a f i n a l , v i s i b l e , u s a b l e i m a g e . 



BNLAHGETIE1JT,.. A r e p r o d u c t i o n l a r g e r than the o r i g i n a l o r thje I 
i n t e r m e d i a t e . I 

4 -, 1 
ENLARGER-PRINTER. . . A machine which p r o j e c t s an e n l a r g e d image 1 
f rom m i c r o f i l m , d e v e l o p e s , and f i x e s t h e image on a s u i t a b l e | 
m a t e r i a l « 1 

F A 6 S I M I L 2 . . . ( 1 ) An e x a c t copy o f an o r i g i n a l document . ( 2 ) The I 
p r o c e s s o r r e s u l t o f t h e p r o c e s s by which f i x e d g r a p h i c images I 
a r e s c a n n e d , t r a n s m i t t e d e l e c t r o n i c a l l y , and r e p r o d u c e d e i t h e r ; 
l o c a l l y o r r e m o t e l y , . , j 

F I L M . . . Any s h e e t o r s t r i p o f t r a n s p a r e n t p l a s t i c , c o a t e d w i t h ! 
a l i g h t - s e n s i t i v e e m u l s i o n . 

F^AME ( F I L M F R A M E ) . . . The a r e a o f a p h o t o g r a p h i c f i l m e x p o s e d 
t o l i g h t i n a camera d u r i n g one e x p o s u r e , r e g a r d l e s s o f whe the r 
o r no t t h i s a r e a i s f i l l d by t h e document i m a g e . 

GEITER/ .TICN. . . A measure o f the r e m o t e n e s s o f a p a r t i c u l a r copy 
f rom t h e o r i g i n a l m a t e r i a l . The p i c t u r e t a k e n o f a -document , 
c a t h o d e r a y t u b e , e t c . , i s t e rmed f i r s t g e n e r a t i o n m i c r o f i l m 
(Camera m i c r o f i l m ) . C o p i e s made from t h i s f i r s t g e n e r a t i o n a r e 
s econd g e n e r a t i o n , and c o p i e s from the second a r e t h i r d / g e n e r a t i o n 
e t c . F i r s t g e n e r a t i o n n e g a t i v e a p p e a r i n g m i c r o f i l m i s d e s i g n a t e d 
1N and second g e n e r a t i o n p o s i t i v e a p p e a r i n g m i c r o f i l m i s d e s i g n a t e d 
2 F , e t c . ( ^ e e NEGATIVE AFFEARTlJG IMAGE, POSITIVE APPEARING IMAGE) 

G R A P H I C . . . O f , o r p e r t a i n i n g t o da ta i n t h e form o f p i c t o r i a l 
c o m m u n i c a t i o n s , as f o r e x a m p l e , d r a w i n g s c h a r t s , e n g i n e e r i n g 
d e s i g n s t and p l o t t e d d a t a . 

EARD CO£Y^. An e n l a r g e d c o p y , u s u a l l y on p a p e r . 

H Y P O . . . Ammonium o r sodium t h i s u l f a t e . The a g e n t used t o remove, 
u n e x p o s e d ' s i l v e r h a l i d e s f rom s i l v e r e m u l s i o n f i l m . The t e r m 
i s g e n e r a l l y used t o r e f e r t o a f i x e r s o l u t i o n which may c o n t a i n 
a l s o c e r t a i n a c i d s a n d / o r h a r d e n i n g a g e n t s . 

I M A G E . . . A r e p r e s e n t a t i v e o f an o b j e c t such as document o r o t h e r 
i n f o r m a t i o n s o u r c e s p r o d u c e d b , r l i g h t r a y s . 

I K T E R K i ^ I A x F . . . A m i c r o f i l m o r o t h e r r e p r o d u c i b l e used t o make 
d i s t r i b u t i o n c o p i e s ; m i c r o f i l m i n t e r m e d i a t e s a r e u s u a l l y made from 
camera m i c r o f i l m . 

M A G N I F I C A T I O N . . . The l i n e a r r a t i o n o f t he s i z e o f t h e image t o 
that" o f the o b j e c t " when v i e w e d t h r o u g h " o r ' p r o j e c t e d by~~an"opTica l 
i n s t r u m e n t . 

M A S T E R . . . A c o p y o f a document , o r i n some p r o c e s s e d t h e o r i g i n a l i t s e l f 
from Axiich c o p i e s can be made. 

M I C P O C O P Y . . . A c o p y o b t a i n e d b y p h o t o g r a p h y i n a s i z e t o o s m a l l t o be ••«• 
r e a d w i t h o u t m a g n i f i c a t i o n . 

M I C R O F I L M . . . ( 1 ) A f i n e - g r a i n , h i g h r e s o l u t i o n f i l m c o n t a i n i n g 
an image g r e a t l y r e d u c e d i n s i z e f r^m t h e o r i g i n a l . ( 2 ) The r e c o r d i n g 
o f m i c r o p h o t o m m p h s on f i l m . ( ' * . ) Raw f i l m w i t h c h a r a c t e r i s t i c s as 
i n ( 1 ) . 

MICROFORM.. . A g e n e r i c t e rms o f any f o r m , e i t h e r f i l m o r p a p e r , 
wh ich c o n t a i n s m i c r o i m a g e s . 



M I C R G u R A P E I C f . . . M i c r o g r a p h i c s i s t he i n d u s t r y which r e d u c e s 
any fo rm o f i n f o r m a t i o n t o a m i c r o f o r m medium ( S e e MICROFORM) 

MICROIMAGE. . . A u n i t o f i n f o r m a t i o n , such as a p a g e o r t ex t o r a 
d r a w i n g , t o o - s m a l l t o be r e a d w i t h o u t m a g n i f i c a t i o n . 

M I C R C F U B L I S H I N G . . . To i s s u e now ( n o t p r e v i o u s l y p u b l i s h e d ) or 
r e f o r m a t t e d i n f o r m a t i o n , m u l t i p l e c o p y m i c r o f o r m f o r s a l e o r 
d i s t r i b u t i o n t o t>»e - u b l i c . ( S e e MICROREPUBLISHING, DUPLICATE) 

MICROREPUBLISIIING . . To r e i s s u e m a t e r i a l p r e v i o u s l y o r s i m u l t a n e o u s l y 
p u b l i s h e d i n h a r d ' c o p y form i n m u l t i p l e copy m i c r o f o r m f o r s a l e o r 
d i s t r i b u t i o n t o t h e p u b l i c . ( S e e MICRCFUBLISHING, DUPLICATE) 

MOUNTER.. . A d e v i c e f o r s i m u l t a n e o u s l y c u t t i n g , p o s i t i o n i n g , and 
f a s t e n i n g f i l m f r a r . e s i n a p e r t u r e c a r d s . 

NEGATIVE APPEARING I M A G E . . . A p h o t o g r a p h i c image w i t h l i g h t l i n e s , 
c h a r a c t e r s , and n e u t r a l t o n e s on a da rk b a c k g r o u n d . 

O R I G I N A L . . . 'j-he dociiment f rom which c o p i e s a r e p roduced 

P A G I N A T I O N . . . A t e rm r e f e r r i n g t o t h e a r r angemen t s o f p a g e s o r 
m i c r o i m a g e s o f p a g e s on a m i c r o f i l m o r m i c r o - o p a q u e . 

P O L A R I T Y . . . A word used, t o i n d i c a t e t h e change or. r e t e n t i o n o f t h e 
dark t o l i g h t r e l a t i o n s h i p o f an i m a g e , i . e . , a f i r s t g e n e r a t i o n 
n e g a t i v e t o a second g e n e r a t i o n p o s i t i v e i n d i c a t e s a p o l a r i t y change 
w h i l e a f i r s t g e n e r a t i o n n e g a t i v e t o a second g e n e r a t i o n n e g a t i v e 
i n d i c a t e s t h e p o l a r i t y i s r e t a i n e d . 

POSITIVE APPEARING I M A G E . . . A p h o t o g r a p h i c image w i t h dark l i n e s , 
c h a r a c t e r , and n e u t r a l t o n e s on a l i g h t b a c k g r o u n d . 

PRINT . . ( 1 ) Noun-A r e p r o d u c t i o n o r copy on p h o t o g r a p h i c f i l m o r 
p a p e r ! ( ? ) V e r b - T o p r o d u c e a r e p r o d u c t i o n o r c o p y on p h o t o g r a p h i c 
f i l m o r p a p e r . 

P R O C E S S I N G . . . The t r e a t m e n t o f e x p o s e d p h o t o g r a p h i c m a t e r i a l to 
make t h e l a t e n t image V i s i b l e , i . e . , f o r s i l v e r e m u l s i o n f i l m s . 
- f n ' e s o f s t e p s c o n s i s t i n g o f d e v e l o p i n g , f i x i n g , and d r y i n g . 

FULL-DO". 1 J . . . The l e n g t h o f f j ] n advanced a f t e r each e x p o s u r e . 

R E A D E R . . . A p r o j e c t i o n d e v i d e f o r . v i e w i n g an e n l a r g e d m i c r o i m a g e 
w i t h t h e u n a i d e d e y e . 

R E A D E R » P R I N T E R . ' , . . A Machine wh ich combines the" fuhct£c~ns"of "a 
r e a d e r and an e n l a r g e r - p r i n t e r . 

R E D U C T I O N . . . A measure o f t h e number o f t i m e s a g i v e n l i n e a r 
d i m e n s i o n o f an o b j e c t i s r e d u c e d when p h o t o g r a p h e d , expressed 
as 16X, e t c . 

R E S O L U T I O N . . . The a b i l i t y o f o p t i c a l sys tems and p h o t o m a t e r i a l i 
to r e n d e r v i s i b l e f i n e , d e t a i l o f an o b j e c t ; a measure o f sharpaes s 
of an i m a g e , e x p r e s s e d as t h e number o f l i n e s p e r m i l l i m e t e r , 
d i s c e r n i b l e i n an i m a g e . R e s o l u t i o n i n p r o c e s s e d m i c r o f i l m i s a 
f u n c t i o n o f f i l m e m u l s i o n . , e x p o s u r e , camera l e n s , camera adjus tment , 
camera v i b r a t i o n , and f i l m p r o c e s s i n g . R e s o l u t i o n i s measured by 
e x a m i n i n g a m i c r o f i l m e d r e s o l u t i o n t e s t c h a r t under microscope t o 
a s ^ r m i n e t h e s m a l l e s t p a t t e r n i n which l i n e s can be d i s t i n g u i s h e d 
both h o r i z o n t i c a l l y and v e r t i c a l l y . 
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ROLL TO ROLL P R I N T E R . . . A type o f e q u i p m e n t f o r p r o d u c i n g . . 
d u p l i c a t e r o l " ! s o f m i c r o f i l m b y contact p r i n t i n g . 

SAFETY F I L M . . . A u t e r m des ign . i t inr: a c o m p a r a t i v e l y non - i n f l a m m a b l e 
f i l m s u p p o r t (base) composed, m a i n l y o f c e l l u l o s e e s t e r s of a c e t i c , 
p r o o i o n i c , o r b u t y r i c a c i d s and which m e e t s A m e r i c a n N a t i o n a l 
S t a n d a r d P I H . P . 8 . 

SILVER. F I L M . . . A f i l m w h i c h i s c o a t e d w i t h a s i l v e r h a l i d e e m u l s i o n . 

S I L V E R H * L I P E . . . A compound o f s i l v e r nnd one of t h e f o l l o w i n g 
elements known a s h a l o g e n s : C h l o r i n e , b r o m i n e , i o d i n e , f l u o r i n e . 

S P O O L . . . A f l a n g e d h o l d e r on u n p r o c e s s e d r o l l f i l m i s 
w o u n d , d e s i g n e d t o b e i n s e r t e d i n t o c a m e r a s and p r o c e s s o r s . 
I t i s m a n u f a c t u r e d t o c l o s e t o l e r a n c e s so t h a t the f i l m f i t s 
s n u g l v w i t h i n t h o f l a n g e s and keeps e d g e f o g t o a minimum. 
S e e A m e r i c a n n a t i o n a l Standard P H 1 . 3 3 , P H 1 . 5 4 , PH1.35 and F H 1 . 3 6 . 

! T L T R A F T C I T Z . . . M i c r o f i c h e • i t h images r e d u c e d more than 90X. 

P N I T I Z E . . . ( 1 ) The s e p a r a t i o n o f a r o l l o f m i c r o f i l m i n t o 
i n d i v i c u a l s o r r e l a t e d f r a m e s and i n s e r t i o n i n a c a r r i e r . 
( 2 ) . To m i c r o f i l m on one o r more s h e e t s o f m i c r o f i c h e a 
u n i t o f i n f o r m a t i o n , s u c h as a r e p o r t , a s p e c i f i c a t i o n , or 
a p e r i o d i c a l . 
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E 9 & 10 
N . U . Yapa, 

.AUDIO VISUAL. MATSRI TLS. 

A i d i o V i s u a l M a t e r i a l s a r e d e f i n e d i n many ways* F o r t h e p u r p o s e 

o f t h i s p a p e r I s h a l l o b s e r v e t h r e e i m p o r t a n t f e a t u r e s common t o 

a l l t y p e s o f AV m a t e r i a l s . 

( i ) T h e y s e r v e as . eye and / o r e a r s t i m u l a n t s . 

( i i ) T h e y c a n n o t b e u sed w i t h o u t m a c h i n e r y . 

( i i i ) I n f o r m a t i o n i n them i s p r e s e n t e d i n a manner d i f f e r e n t t o 

o t h e r m e d i a . 

Pew d e c a d e s ago AV m a t e r i a l s w e r e c o n s i d e r e d as t e a c h i n g a i d s 

w h i c h h e l p o n e t o e d u c a t e p e o p l e who a r e n o t r e s p o n s i v e t o o t h e r • 

m e d i a . But w i t h t h e w i d e u se o f AV m a t e r i a l f o r d i f f e r e n t p u r p o s e s , 

now t h e y h a v e become an i m p o r t a n t component o f a l i b r a r y 

c o l l e c t i o n . H o w e v e r t h e r e a r e c e r t a i n m i s c o r . c e p t s ar.d p r e j u d i c e s 

w i t h r e g a r d t o use o f AV m a t e r i a l s i n l i b r a r i e s . 

( a ) AV m a t e r i a l s a r e c o n s i d e r e d as t e a c h i n g a i d s wh ich c a n n o t b e 

u s e d a l o n e w i t h o u t s u p p l e m e n t e d b y a l e c t u r e , o r i n s t r u c t i o n 

p r o g r a m m e . T h i s i s no l o n g e r t r u e as many AV s o u r c e s a r e 

c o m p r e h e n s i v e and c o u l d be u s e d as a p r i m a r y s o u r c e o f 

i n f o r m a t i o n . 

( b ) AV i s c o n s i d e r e d as a mass m e d i a and h e n c e n o t a p p r o p r i a t e f o r 

i n d i v i d u a l s . T h i s i s no l o n g e r t r u e as w i t h t h e h e l p o f new 

equ ipmen t o n e c o u l d p e r s o n a l l y u s e AV m a t e r i a l s w i t h o u t 

d i s t u r b i n g o t h e r s . 

( c ) AV m e d i a has p o o r - equa l i t y o r i n f e r i o r i n f o r m a t i o n . T h i s i 3 

n o t t r u e as now many A V ~ ? r o d u c e r s a r e m a k i n g AV' programmes 

c o n t a i n i n g i n t e r l e c t u a l and s p e c i a l i s e d i n f o r m a t i o n w h i c h i s 

s o m e t i m e s n o t a v a i l a b l e from o t h e r s o u r c e s . 

AV m a t e r i a l s c o u M b e d i v i d e d i n t o t h e r e b r o a d g r o u p s : ( a ) a u d i o 

( b ) v i s u a l ( c ) a u d i o — v i s u a l . 

c o n t ' d 2 . 



phonorecords, audio cassettes* 

film s t r i p s , s l i d e s , microscopic s l i d e s , 

video cassettes, video tapes, video d i scs , Motion 

Pic tures , sound s l i d e programmes. 

These materials cculd be used in a l i b r a r y in four di f ferent ways. 

( a ) reference - to be used within the l i b r a r y . A special area 

with ecfuipraent should be a l located for this purpose. Readers 

have to borrow AV material from the l i b r a r i a n . Reader w i l l 

be given instructions for se l f -operat ion of the equipment. 

( b ) C-roups — Spec ia l - AV programmes w i l l be arranged by the 

l i b r a r y for groups of readers at i t s auditorium. These 

v programmes could be conducted according to a schedule, or on 

request of a group of readers . 

( c ) personal .loarts - Certain AV material could be borrowed by 

reader for personal use at home. Material has to be checked 

at the time of issue and return. The reader should hive 

equipment to exploit them. 

( d ) i n t e r - l i b r a r y loans - Library w i l l icsue AV materials for 

'• another l i b r a r y or another* ins t i tu t ion such as a School, 

profess ional associat ion, Readers c lub, Vie I f are society etc. . 

The fol lowing table shows the. l o a n a b i l i t y of each media: 

type media reference personal ILL ' Group 

Audi o 
phonorecords y y 

Audi o 
. Audio cassette y.. J y • y 

Film s t r i p y y y 

Visual Sl ides y y 

Microscopic s l ides y 

Video cassette y y y 

Audio Video tape y y y 

Visual 
Video disc / 

\ / y y 

Motion Picture y y 

3ounJ. s l i d e 
pro^rra~imes 

/ 
v' y y 

Audio, ' -

Visual -

AV 



- 3 -

Storage. 

Special care should be taken in storage of AV material as they 
should be protected from dust, heat, humidity, fungus formation 
and other physical and oheminal -hazards. Audio and Video Cassettes 
are recorded in magnetic tapes and hence they should be protected 
from dust particles. Air - conditioned room is ideal for these 
material. Special. Storage equipment is available for the organization 
and protection of different types of AV material. 

t 

phono record 
Audio Cassettes 
film strip 
slide 
Video cassette 
Video tape 
motion picture 
slide programmes 

Primary.Storage 

envelope 
plastic box 
cylinders 
frames 
plastic box 
plastic box 
container 
boxes (packs) 

Secondary Storage 

steel cupboard 
cassette cabinet 
boxes or binder 
binder or tray 
cupboard 
cupboard 

• cupboard 
cupboard 

For a small AV collection containing different types of media, 
multimedia ;upboards could be used. 

Equipment. 

AV material needs equipment to utilize them. AV equipment is 
expensive and has to be maintained and protected properly. Spare 
part3 and accessories are required for continuous operation of 
them. Trained personnel are required for operation, repair and 
maintenance of equipment. AV material are not sometimes standardized 
and hence not compatible \7ith all models of equipment. Certain slide 
projectors could take only one type of slides. 

?'!ain types of AV equipment are given below: 
Over head projector, opaque projector, filmstrip projector, 
slide projector, record player, cassette records, Film projector, 

cont'd.....4 
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v i d e o c a s s e t x e p l a y e r , v i d e o t a p e p l a y e r , v i d e o r e c e i v e r , 

v i d e o p r o j e c t i o n system, sound / s l i d e p r o j e c t o r . 

O r g a n i z a t i o n . 

A s e p a r a t e . ^ c e s s i o n ' K e ^ i s t e r s h o u l d be ma in ta ined f o r AV m a t e r i a l . 

A cede and a c c e s s i o n number c o u l d be U3ed f o r i d e n t i f i c a t i o n and 

l o c a t i o n . M a t e r i a l c o u l d b e o r g a n i z e d b y a c c e s s i o n number and nos 

by s u b j e c t o r a u t h o r . C a t a l o g u i n g c o u l d b e done a c c o r d i n g o f AACR *• 

( C h a p t e r s 1 2 , i / | f 15) o r AACR 2 ( F a r t I c h a p t e r 5, 6, 7 ) . 

AV 2com. 

A l i b r a r y h a v i n g a c o l l e c t i o n o f audio v i s u a l s f o r r e f o r e n c e rvur'rcsea 

shou ld have a AV flocn f o r l i s t e n i n g - o r v i e w i n g the rrogrami-nes. Hinz 
s h o a l d not d i s t r a c t a t t e n t i o n of o t h e r u s e r s :-uid 3hould have e s s e n t i a l 

equipment t o u s e the m a t e r i a l . S l i d e p r o j e c t o r w i th a i n t e r n a l 

s c r e e n ; hoad—phone; v i d e o r e c e i v e r wi th a b l o c k i n g s c r e e n w i l l *.:e 

u s e f u l . P l u g p o i n t s s h o u l d oe r e a d i l y a c c e s s i b l e . I n s t r u c t i o n man i il 

i n essy- to—understand l a n g u a g e shou ld ba .Tiade a v a i l a b l e . 



/U «S J f o r t 
LIBRARY PUBLICATIONS 

The l i b r a r y i9 o f no use t o t h e r e a d e r i f he i s unaware o f i t s e x i s t i n g r e s o u r 
Through t he a p p e a l o f t a s t e f u l d e s i g n t h e l i b r a r y can e v o k e and s t i m u l a t e i n t e 
in.'.te r e s o u r c e s , s e r v i c e s and o b j e c t i v e s . P u b l i c a t i o n s w i s e l y p roduced w i t h a 
l i v e l y and c o l o u r f u l s t y l e can be t h e l o n g arm o f t he l i b r a r y r e a c h i n g i n t o ev 
c o r n e r o f t h e community and i n t o t h e w o r l d a t l a r g e . 

The l i b r a r y r o l e i n t h e o r g a n i z a t i o n i s i m p o r t a n t when d e c i d i n g which p u b l i c a t 
a r e r e q u i r e d t o complement i t . As t h e l i b r a r y i s seen t o p r o v i d e e f f e c t i v e 
i n f o r m a t i o n i n t h e form o f p u b l i c a t i o n s t h e l i b r a r i a n must be p r e p a r e d t o cane 
a p u b l i c a t i o n t h e moment i t c e a s e s t o be an e f f e c t i v e i n f o r m a t i o n v e h i c l e t o \ 
c l i e n t s . The l i b r a r i a n s h o u l d c h o o s e t h e t y p e o f p u b l i s h i n g programme w h i c h i 
most a p p r o p r i a t e and h e l p f u l i n f u r t h e r i n g t h e p u r p o s e o f t h e l i b r a r y s e r v i c e . 

L i b r a r y p u b l i c a t i o n s m a i n l y c o n s i s t ^ o f t h e f o l l o w i n g . 

1 . L i b r a r y handbooks jsjec-i; r U v i \ c k ~ t 
2. Annuai r e p o r t s 
3 . B u l l e t i n s and b o o k l i s t s 
4 . P r i n t e d c a t a l o g u e s * 
5. B i b l i o g r a p h i e s 

• ^ 6 . SDI Sys tem ( S e l e c t i v e D i s s e m i n a t i o n o f I n f o r m a t i o n ) 
7 . R e p r i n t s e r i e s 

L i b r a r y Handbooks 

The p r o d u c t i o n o f t h i s needs much c a r e i n i t s p r e p a r a t i o n and c o n s i d e r a b l e ex 
i n i t s p r i n t i n g i f i t i s t o be c o m p r e h e n s i v e . T h i s would be o f g r e a t use t o 
s e r i o u s r e a d e r s and a i d many who would h e s i t a t e t o ask f o r p e r s o n a l h e l p . 

P o i n t s t o be c o v e r e d . 

_ ; • , «hr.*:o vmr̂ fi-rc:. hours o f o p e n i n g and names o f a l l d e p a r t . - , (jr. 
and b r a n c h e s o i t h e l i b r a r y s e r v i c e , 
A b r i e f d e s c r i p t i o n o f t he r e s o u r c e s c f t h e l i b r a r y sys tem and t h e i r 
d i v i s i o n b e t w e e n t h e d i f f e r e n t d e p a r t m e n t s , b r anches and s p e c i a l 
c o l l e c t i o n s ; 
An e x p l a n a t i o n o f the s y s t e m o f c l a s s i f i c a t i o n i n u s e , how t o use t he 
c a t a l o g u e s , how t o f i n d a book on t h e s h e l v e s and how t o o b t a i n books 
on t h e s h e l v e s by r e s e r v a t i o n , u se o f t h e i n t e r l o a n sys t ems e t c ; 
A d e s c r i p t i o n o f t h e l i b r a r y y y s t e m i n d e t a i l w i t h p l a n s ; 
A b r i e f h i s t o r y o f t h e l i b r a r y s y s t e m ; 
The r u l e s and r e g u l a t i o n s o f t h e l i b r a r y ; 
B r i e f a c c o u n t o f s t o c k and i s s u e s - p i c t o r i a l r a t h e r than s t a t i s t i c a l ; 
D e t a i l s o f any o t h e r l i b r a r y p u b l i c a t i o n s a v a i l a b l e w i t h p r i c e s ; 
D e t a i l s o f e x t e n s i o n a c t i v i t i e s ; 
An i n v i t a t i o n t o ask s t a f f f o r h e l p ; 
D e t a i l s o f c o p y i n g and r e p r o d u c t i o n s e r v i c e s ; 
A v a i l a b i l i t y o f m i c r o f i l m and m i c r o c a r d r e a d e r s , any o t h e r s p e c i a l 
e q u i p m e n t ( s u c h as i l l u m i n a t e d t a b l e f o r t h e e x a m i n a t i o n of; -maps, 
l i s t e n i n g room f o r gramaphone r e c o r d s , t a p e s e t c . ) 

Annual R e p o r t s 

Many l i b r a r i e s i s s u e annual r e p o r t s . Some l i b r a r i e s c o n s i d e r t h i s t h e i r maj( 
p r i n t i n g a c t i v i t y and a major p u b l i c r e l a t i o n s document . T h e r e f o r e p h y | i f c a l ^ 
a p p e a r e n c e and p r e s e n t a t i o n o f t h i s p u b l i c a t i o n s h o u l d be done withj[)((n M annua 
r e p o r t i s an a c c u r a t e and h i s t o r i c a l r e c o r d o f work d o n e , s u p p o r t e d by s t a t i : 
T h i s s h o u l d be w r i t t e n w i t h s h o r t p a r a g r a p h s and c a t c h y h e a d i n g s t o make i t 
i n t e r e s t i n g , and p r e s e n t e d as a t t r a c t i v e l y as p o s s i b l e . The c o v e r d e s i g n 
i s a l l i m p o r t a n t . I f t h e r e i s a p r o f e s s i o n a l d i s p l a y a r t i s t among t he l i b r 
s t a f f he s h o u l d be g i v e n t he t a s k o f d e s i g n i n g t he c o v e r o r e l s e o u t s i d e h e l 
has t o be t a k e n . 



The l a y o u t s h o u l d i n c l u d e i l l u s t r a t i o n s i f p o s s i b l e and a l s o p h o t o g r a p h s o f 
c o l o u r f u l d i s p l a y s i n t he l i b r a r y , c h i l d r e n ' s a c t i v i t i e s i n the l i b r a r y , v i e w s 
new l i b r a r y b u i l d i n g s , e x h i b i t i o n o p e n i n g s , c l o s e ups o f r a r e books and raanusci 
a c q u i r e d , and b e f o r e and a f t e r p h o t o g r a p h s o f m o d e r n i z a t i o n schemes . The 
p h o t o g r a p h s s h o u l d i n c l u d e p e o p l e when p o s s i b l e and would be b e t t e r i f t h e y art 
no t o b v i o u s l y p o s e d . 

S t a t i s t i c s can be g i v e n p r o m i n e n c e by p r e s e n t i n g them i n g r a p h s and c h a r t s p r e ! 
a b l y d o n e by a g o o d a r t i s t . An a t t r a c t i v e f o l d e r c o u l d be added w i t h t h e main 
p o i n t s o f t h e r e p o r t e m p h a s i z e d on i t . 

B u l l e t i n s and B o o k l i s t s 

The s m a l l e s t o f b o o k l i s t s i s o f h e l p t o r e a d e r s . I t g i v e s them the o p p o r t u n i t y 
t o s t u d y i t s c o n t e n t s a t l e i s u r e . 

The most u s e f u l fo rm o f b o o k l i s t i s t h e b u l l e t i n , i s s u e d r e g u l a r l y , • i n wh ich tfc 
l i b r a r y r e p o r t s i t s ^ > r i n c i p a l r e c e n t a d d i t i o n s and adds n o t e s and news o f 
d e v e l o p m e n t i n i t s s e r v i c e . The p o p u l a r f o r m a t f o r t h e s e a r e f o l d e r s . O t h e r 
f e a t u r e s i n c l u d e d a r e : -

F e a t u r e a r t i c l e s on t h e work o f a u t h o r s o r abou t books on v a r i o u s s u b j e c t s . 
Reminde r o f v a r i o u s f a c i l i t i e s o f f e r e d by t h e l i b r a r y . 
C h i l d r e n ' s p a g e i f no s e p a r a t e c h i l d r e n ' s b u l l e t i n i s i s s u e d . 
I l l u s t r a t i o n s — such as o u t s t a n d i n g i l l u s t r a t i o n s f rom books l i s t e d in t he c u r r 
number, p o r t r a i t s o f l o c a l p e o p l e , i l l u s t r a t i o n s o f l o c a l s c e n e s , e t c . 
S p e c i a l a r t i c l e s s h o u l d n o t be a l l o w e d t o o v e r s h a d o w t h e b o o k l i s t s so much tha t 
t h e r e a d e r i s l i k e l y t o o v e r l o o k t h e l a t t e r . S o a e l i b r a r i e s J*eve a p o d a l 
bool t l lGto 9e aa f̂c t i * t fcke i*oodor i*> l i l i e l y to o ^ e y l o o k *4*e l a t i n . Some 
l i b r a r i e s have s p e c i a l b o o k l i s t s d e v o t e d tA i n d i v i d u a l s u b j e c t s i n s t e a d o f regu 
b u l l e t i n s ^ , and o t h e r s i s s u e them i n a d d i t i o n t o . a mon th ly b u l l e t i n . 
I f t h e l i b r a r y c a n n o t a f f o r d t o p r i n t t h e s e a d d i t i o n a l l i s t s , t h e y c o u l d s u p p l y 

The l i b r a r i a n s h o u l d know b e f c T C hand o f t h e f o r t h c o m i n g a n n i v e r s a r i e s , r a d i o a 
""7 \ _ ^,0 i ho "If i •* c." . -3 t\:r-r- * -.- 1 - u > n > . 
t o r e a d e r s p u r c h a s i n g them t h o u g h i t m i g h t be d e c i d e d t o g i v e them f r e e t o 
r e a d e r s d e p e n d i n g on t h e l i b r a r y b u d g e t . 
Commerc i a l b u l l e t i n s a r e u s u a l l y put ou t by s p e c i a l l i b r a r i e s in the c o m m e r c i a l 
f i e l d s . C u r r e n t a w a r e n e s s s e r v i c e s h a v e an i m p o r t a n t f u n c t i o n i n t h e s e l i b r a r i i 
They u s u a l l y c o v e r t h e t y p e o f i n f o r m a t i o n r e q u i r e d by t h e management ' s admin i s 
t r a t i v e and s a l e s p e r s o n n e l and w i l l n o r m a l l y b e a news s h e e t f o r i m m e d i a t e 
i n f o r m a t i o n r a t h e r than a r e g u l a r l y u p - d a t e d r e f e r e n c e document . The s u b j e c t 
m a t t e r m i g h t c o v e r i m p o r t and e x p o r t r e g u l a t i o n s , t a r i f f r e g u l a t i o n s , e x c h a n g e 
r a t e s , m a r k e t n e w s , raw m a t e r i a l r e p o r t s , n o t e s on i m p o r t a n t i n d u s t r i a l d e v e l o p ­
ments i n t h e f i e l d o f i n t e r e s t , a c t i v i t i e s o f main c u s t o m e r s and c o m p e t i t o r s , 
s t a t i s t i c a l I n f o r m a t i o n on p r o d u c t i o n and consumpt ion o f s e l e c t e d g o o d s , n o t e s 
o f new p r o d u c t s and new m a r k e t s f o r t h e c o m p a n y ' s r a n g e o f p r o d u c t s . 

P r i n t e d C a t a l o g u e s 

A n o t h e r p u b l i s h i n g a c t i v i t y o f many l i b r a r i e s i s t h e p r o d u c t i o n o f p r i n t e d 
- c a t a l o g u e s . —Mcst l i b r a r i e s - h a - v e - - s p e c i a l _ C - o l l e c ± i o n s o f w h i c h t h e y a r e proud o f , 

and t h e y p r o d u c e c a t a l g o u ^ s o f t h e s e c o l l e c t i o n s i n permanent f o r m . T h e s e can 
be pu t o u t f o r s a l e t o t h e p u b l i c and o t h e r l i b r a r i e s . The l i b r a r i a n must asses 
c a r e f u l l y t h e s i z e o f t h e e d i t i o n and s e e t h a t t h e permanent r e c o r d i s a c c u r a t e , 
w e l l i n d e x e d and w e l l d e s i g n e d and p r i n t e d . 

W i t h t h e g r o w i n g a v a i l a b i l i t y o f c o m p u t e r s , i t has become p o s s i b l e t o c o n v e r t i r 
m a t i o n on t h e c a t a l o g u e i n p u t o f a l i b r a r y from c a t a l o g u e c a r d s t o m a g n e t i c t ape 
L i b r a r i e s t h a t u se p a p e r t a p e ( 7 o r 8 - channe l p a p e r t a p e w i t h s t o p c o d e s o r 
s h o r t c o d e s ) a r e a b l e t o c o n v e r t t h e i r i n f o r m a t i o n on to m a g n e t i c t a p e a u t o m a t i c 
Once t h e i n p u t has been a l t e r e d t o compute r f o r m , then i.iany a d d i t i o n a l s e r v i c e s 
a r e a v a i l a b l e t o t h e l i b r a r i a n . The compute r becomes a v a i l a b l e t o p r o v i d e 
r e t r o s p e c t i v e s e a r c h p r i n t - o u t o f l i b r a r y h o l d i n g s o r s t o c k on new h o l d i n g s . Wi 
t h e use o f (COM) Computer o u t p u t i n m i c r o f o m . i t i s e a s i e r t o u p d a t e c a t a l o g u e s 
month, o r e v e n more f r e q u e n t l y . I t e n a b l e s branch l i b r a r i e s t o h a v e un ion 
c a t a l o g u e s o f t h e c o m p l e t e l i b r a r y s t o c k . 



Even t h e s m a l l e s t l i b r a r y i s o c c a s s i o n a l l y c a l l e d upon t o c o m p i l e comprehens 
b i b l i o g r a p h i e s o f s p e c i a l s u b j e c t s . Some l i b r a r i e s put ou t s c h o l a r l y 
b i b l i o g r a p h i e s o f l o c a l p e r s o n s o f i m p o r t a n c e . V*.**©us a o p o c t o &i l o o a l 
p e * N - * H * » - i m p o r t a n c e . V a r i o u s a s p e c t s o f l o c a l h i s t o r y f o m t h e b a s i s f o r 
many o f t h e s e , w h i l e s p e c i a l s u b j e c t s o f t o p i c a l i n t e r e s t a r o y a l wedd ing 
o r o t h e r e v e n t s o f i m p o r t a n c e , c r e a t e s p e c i a l demands f o r c o m p r e h e n s i v e t r e a t 

SDI Sys tem . 

S e l e c t i v e d i s s e m i n a t i o n o f i n f o r m a t i o n can be p r a c t i s e d j u s t as e f f e c t i v e l y t 
p e r s o n a l k n o w l e d g e , c a r d i n d e x s y s t e m s , o r by c o m p u t e r s . The method a d o p t e d 
depends on t h e s i z e and c o m p l e x i t y o f t h e o r g a n i z a t i o n s e r v e d . I t s impor tanc 
l i e s i n t h e e f f i c i e n c y by wh ich t h e c l i e n t s a r e f e d w i t h t he i n f o r m a t i o n t h e \ 
r e q u i r e t o p r a c t i c e t h e i r p r o f e s s i o n , t e c h n i q u e o r c r a f t and by e l e r a i n a t i n g i 
them a l l e x t r a n e o u s and p o s s i b l y t i m e - w a s t i n g m a t e r i a l . 

In o r d e r t o compare two d i s s i m i l a r t h i n g s , t h e c l i e n t s ' need and the i n f o r m a t 
i n p u t i n t o t h e s y s t e m , b o t h have t o be r e d u c e d t o c o m p a r a b l e t e r m s . The 
l i b r a r i a n can q u e s t i o n t h e c l i e n t t o d i s c o v e r t h e t y p e o f work on which he i s 
c u r r e n t l y e n g a g e d . The l i b r a r i a n may a l s o be a b l e t o s e e t h e c l i e n t ' s r ange 
r e s p o n s i b i l i t i e s f rom s t a f f c h a r t s o f t h e o r g a n i z t i o n and o t h e r s o u r c e s . The 
c l i e n t ' s i n t e l l e c t u a l c a p a c i t y can be g a u g e d . The l i b r a r i a n w i l l l e x p r e s s 
h i s k n o w l e d g e o f t h e c l i e n t by k e y w o r d , t e rms from a t h e s a u r u s o f the s u b j e c t 
f i e l d o r c l a s s i f i c a t i o n s y m b o l s r e p r e s e n t i n g t h e s e t e r m s , which e v e r sys tem i 
i n c u r r e n t use i n t h e l i b r a r y . T h i s i s c a l l e d " p r o f i l e o f t he c l i e n t ' s i n t e r 
T h i s p r o f i l e need n o t be o f one c l i e n t , but c o u l d be o f a g r o u p w o r k i n g on a 
p r o j e c t c o v e r i n g a l i m i t e d s u b j e c t f i e l d . 

W i t h t h e g r o w t h o f i n f o r m a t i o n and t h e number o f s t a f f r e q u i r i n g an SDI s e r v i 
i n e v i t a b l y m e c h a n i c a l methods h a v e t o be i n t r o d u c e d . User p r o f i l e s a r e e d i t e o 
t h a t t h e y w i l l be c o m p a t i b l e w i t h t h i s sy s t em used f o r i n d e x i n g the l i b r a : y ' s 
i n t a k e o f new uia e r i a l . 'i j e e d i t . j Q . p r j f j . l e t a r e «.h :n i t a i n t o co .upuic • j 
run a g a i n s t t h e o r g a n i z a t i o n ' s own d a t a b a n k , l i m i t i n g r e f e r e n c e s p roduced t o 
t h o s e i s s u e d w i t h i n a f i x e d p e r i o d , ecr. t h e p r e v i o u s 7 days o r t h e p r e v i o u s 
t o p r o v i d e a p e r s o n a l i z e d p r i n t - o u t o f c u r r e n t i n f o r m a t i o n . A l t e r n a t i v e l y th 
w h o l e s t o c k can be s e a r c h e d t o p r o v i d e a b a s i c c o v e r o f t he s u b j e c t f i e l d f o r 
new member o f t h e o r g a n i z a t i o n , upon w h i c h he can b u i l d w i t h subsequen t w e e k l 
o r m o n t h l y SDI l i s t i n g s . 

A number o f o r g a n i z a t i o n s s e l l an i n d e x i n g s e r v i c e on a compute r b a s e . One 
a d v a n t a g e o f t h e compute r s e r v i c e o v e r t h e p r i n t e d v e r s i o n i s t h a t in many ca 
t h e p u r c h a s i n g l i b r a r y can buy j u s t t h o s e s e c t i o n s o f i t s s u b j e c t f i e l d which 
c o v e r e d by t h e s e r v i c e and d o e s n o t n e c e s s a r i l y h a v e t o buy t h e w h o l e . 

R e p r i n t S e r i e s 

Q u i t e a number o f o r g a n i z a t i o n s , p a r t i c u l a r l y r e s e a r c h a s s o c i a t i o n s , c o n s i d e r 
- tha t t h e work o f t h e o r g a n i z a t i o n i s enhanced by making a v a i l a b l e t o i t s 
c o n s t i t u a n t members t h e r e s u l t s o f r e s e a r c h , u s u a l l y l i m i t e d t o i t s own s t a f f 
wh ich h a v e a p p e a r e d i n t h e p r o f e s s i o n a l o r t e c h n i c a l p r e s s . Where t h e s e a r e 
i s s u e d by t h e l i b r a r i a n o r i n f o r m a t i o n s e r v i c e , t h e y canno t o n l y be u s e f u l 
d i s s e m i n a t i n g i n f o r m a t i o n on t h e work o f t h e o r g a n i z a t i o n , but a r e a l s o v a l u a l 
as e x c h a n g e m a t e r i a l and i n p r o v i d i n g e x t e n d e d answers t o q u e r i e s r e c e i v e d . ] 
w i l l e n h a n c e ^ t h e s e r i e s i f t h e y a r e s t a p l e d o r i n s e r t e d i n t o a u n i f o r m c o v e r , 
c o p i e s a r e o r d e r e d from the p u b l i s h e r o f t h e o r i g i n a l a r t i c l e w h i l s t t h e t y p e 
s t i l l s t a n d i n g , t hen a run-on p r i c e i s u s u a l l y n e g o t i a b l e . The j o u r n a l w i l l 
p r o d u c e a t i t l e p a g e w i t h t h e name o f t h e o r g a n i z a t i o n p r i n t e d on i t and i n s e i 
t h e s e i n t o c o v e r s p r o v i d e d by t h e l i b r a r y . 
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S r i Lanka 

Q u a r t e r l y 
Q u a r t e r l y 

- Q u a r t e r l y 

P r i n t i n g o f l i b r a r y p u b l i c a t i o n s t h r o u g h o u t S r i Lanka has been u n d i s t i n g u i s h e d 
O n l y a h a n d f u l Of l i b r a r i e s h a v e t h e i r p u b l i c a t i o n s . Pe rhaps t h i s may be due 
t o most l i b r a r i a n s no t b e i n g aware o f t h e i r i m p o r t a n c e o r i t c o u l d be due t o a 
t i g h t b u d g e t . 

T h e S L S T I C ( S r i Lanka S c i e n t i f i c # e c h n i c a l I n f o r m a t i o n C e n t r e ) o f t h e NSC has 
q u i t e a number o f p u b l i c a t i o n s j. . ; o u t a t r e g u l a r and i r r e g u l a r i n t e r v a l s . Soi 
o f them a r e : 

S r i Lanka S & T P e r i o d i c a l s D i r e c t o r y " 

Union L i s t o f S & T A b s t r a c t i n g & I n d e x i n g S e r v i c e s i n S r i Lanka , - W . . - • . 
'J.i.cr. L:1T C t ± i I 

. P e r i o d i c a l s i n S r i Lank3 L i b r a r i e s . 2 y d i -

UNICAST - fume.* ( L U U j c * cl S -f T # 0 . ^ . 
Q u a r t e r l y 

C u r r e n t C o n t e n t s - E n v i r o n m e n t * 
C u r r e n t C o n t e n t s - E n e r g y 
C u r r e n t E n v i r o n m e n t a l 
A c q u i s i t i o n s 

The C I S I R l i b r a r y t o o pu t s ou t p u b l i c a t i o n s wh ich a r e o f g r e a t use t o many 
r e s e a r c h w o r k e r s and s c i e n t i s t s . T h e y have p u b l i c a t i o n s such as a l e r t b u l l e t i r 
b i b l i o g r a p h i e s , i n d e x b u l l e t i n s and a l s o t h e i r own p u b l i c a t i o n s which a r e 
a v a i l a b l e f o r s a l e . 

I n S r i Lanka i t i s m o s t l y t h e s p e c i a l l i b r a r i e s t h a t have l i b r a r y p u b l i c a t i o n s . 
The I D B , C R I , and ARTI a r e some o f t h e l i b r a r i e s t h a t i s s u e u s e f u l p u b l i c a t i o n s 
The N a t i o n a l Museum L i b r a r y and the C e n t r a l Bank L i b r a r y t o o have t h i e r l i b r a r y 
p u b l i c a t i o n s and a l s o t h e SLNLSB, SLLA and t h e B r i t i s h C o u n c i l . 

Jt a f . j . » ; ' a i f L ? » f c i rr^t o f t h e p v b l i ~ T. i b ^ ^ ^ r e s iu t h : s c o u n t r y do *»o«- t ak^ o n i t , " 
o f l i b r a r y p u b l i c a t i o n s s e r i o u s l y . The Colombo P u b l i c / i s one o f t h e few p u o l . c 
l i b r a r i e s t h a t has i s s u e d p u b l i c a t i o n s d u r i n g t h e l a s t 10-15 y e a r s . I t has 
p u b l i s h e d g u i d e s i n the form o f s o u v e n i r s wh ich a r e o f g r e a t v a l u e t o i t s c l i e r 
and a l s o b i b l i o g r a p h i e s o f s p e c i a l c o l l e c t i o n s . C h i l d r e n ' s e x t e n s i o n a c t i v i t y 
programmes a r e ' p r i n t e d f o r d i s t r i b u t i o n among c h i l d r e n and p a r e n t s . In a d d i t i c 
t o t h e s e t h e Colombo P u b l i c L i b r a r y has t o i t s c r e d i t t h r e e p u b l i c a t i o n s on 
l i b r a r i a n s h i p namely " L i b r a r i e s and p e o p l e " , " A manual f o r p u b l i c l i b r a r i e s i n 
S r i Lanka" and "Roads t o wisdom" which a r e o f immence use t o l i b r a r i a n s as yell 
as s t u d e n t s o f l i b r a r i a n s h i p . 
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T£^0^TI0N_CENTRES 

Clodagh Nethsingha " 

L i b r a r i a n , CISIR 

* i 

TYPES : 1. I n t e r n a t i o n a l 

2 . Regional 

3 . - N a t i o n a l - w i th g e n e r a l or s p e c i f i c funct ions 

4* S p e c i a l i z e d 

4.1 Subjject -or ionted 

4*1*1* S c i e n t i f i c and t e c h n o l o g i c a l e . g . Geology, 
Meteoro logy , Pharmacology, M e t a l l u r g y , 
E l e c t r o n i c s ». I n t e r - d i s e i p l i n a r y : n u c l e a r 
energy , water r e s e a r c h 

4 . 1 . 2 . Socio-ecohomic e . g . Law, Education 

4»2 M i s s i o n - o r i e n t e d 

4 .2 .1 P u b l i c s e r v i c e s or i ented e . g . Hea l th , — 

T r a n s p o r t a t i o n , Communication, Defonso, 

I n d u s t r y , Commerce, Munic ipa l s e r v i c e s , 

Education 
4 .2 .2 Resources o r i e n t e d : Water , Energy, 

N a t u r a l resources 
4*2.3 Management or i en ted e . g . Management information 

P h y s i c a l p lanning , Rura l development 

5 . Informat ion a n a l y s i s centres 

6. Data banks 

^CTIONS_&_SERVICES 

1. Informat ion s tore 

1.1 C o l l e c t i o n development : Documents 

Informat ion 

Data 

1.2 Indexing / C l a s s i f i c a t i o n & Cata logu ing 

1*3 A b s t r a c t i n g 

1*4 Storage / Shelv ing L 

2. I n f o r m a t i o n ' f l o w 

2.1 Channels of communication 

2.2 Co-operat ion 

2 .3 U s e r o r i e n t a t i o n and i n t e r a c t i o n 



JUNCTIONSSERVICES (Cont'd).-.^"' 

3. Information transfer 

3.1 Current awareness 
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1.0 I n f o r m a t i o n and P r o g r e s s . 

To a c h i e v e the g o a l s of d e v e l o p i n g s o c i e t i e s , l e s s 

i n d u s t r i a l i z e d c o u n t r i e s , and to maka t h i s u o r l d a b e t t e r 

p l a c e t o l i v e i n , i t i s n e c e s s a r y t o have an e f f e c t i v e w o r l d 

w i d e t r a n s f e r of s c i e n t i f i c and t e c h n o l o g i c a l i n f o r m a t i o n * 

D e v e l o p m e n t d e p e n d s on k n o w l e d g e b e i n g p r o d u c e d , a c q u i r e d , 

p r o r r o t - a and a c o l i e d , hence i n f o r m a t i o n s e r v i c e s form an 

i n t e g r a l p a r t of t h i s p r o c e s s . L i b r a r i e s , d o c u m e n t a t i o n 

c e n t r e s and l i a i s o n i n f o r m a t i o n o f f i c e r s a r e e s s e n t i a l 

i n f o r m a t i o n s e r v i c e s i f p l a n s f o r economic d e v e l C D m e n t 

a r e to DTogress. • • 

1 . 1 "'"a i n f c r ^ s t i o n : a p . 

ricst n a t i o n s h a - a iirited r e s o u r c e s and c n p a b i l i t i e s , 

b o t h huTan and f i n a n c i a l , to d a v o t e to the p r o d u c t i o n and 

a c q j i s i t i ' c n cf s c i e n t i f i c and t e c h n i c a l i n f o r m a t i o n , .'''••an/ 

c f t-no d g v^lcoinr c o u n t r i e s p r o d u c e l e s s than one per cent 

cf t'-.a w o r l d ' t sciir.tific l i t e r a t u r e ana evsn 3 l e v ^ r 

proLi _ r t i c n or t C.-_J. LBjnniLa* 1. . or.no - .'01 • bor.-ts a j v a .ceu 

c o u n t r i e s p r o d u c e l i t t l e more than 5% or s c i e n t i f i c l i t e r a t e e. 

T p a s e f a c t s d e m o n s t r a t e t h a t a c o u n t r y ' s d e v e l o c n e " t d e c e n t 

.on tne apDlir . a t i o n cf k n o w l e d g e and i n f o r m a t i o n r a t n - r than 

i n trie p r o d u c t i o n of new k n o w l e d g e . T h i s i n f o r m a t i o n i s 

a v a i l a b l e somewhere in the u o r l d , i t must be made a v a i l a o i e 

t c a i l k i n d s of d e c i s i o n m a k e r s , e n t r e p r e n e u r s , s c i e n t i s t s , 

e n g i n e e r s and t e c h n o l o g i s t s and means f o r c o m m u n i c a t i o n and 

t r a n s f e r must be e s t a b l i s h e d . I n f a c t , i n -".any c o u n t r i e s it 

i s the gap i n i n f o r m a t i o n a c c e s s i b i l i t y and t r a n s f e r and 

t h 2 r ° f o r e of u s e , w h i c h must be b r i d g e d i f e c o n o m i c p r o g r e s s 

i s to be m a d e . 

1.2 C o m m u n i c a t i o n of i n f o r m a t i o n . 

I n f o r m a t i o n has no v a l u e u n t i l i t i s u s e d . The work of 

s c i e n t i s t s , t e c h n o l o g i s t s , i n d u s t r i a l w o r k e r s and m a n a g e r s 

n e c e s s i t a t e s i n f e c t i v e c o m m u n i c a t i o n . 

( C o n t a . . . . 2 ) 
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a ) to s t i m u l a t e t h o u g h t and a c t i o n by i n t e r a c t i o n w i t h , 

o t h e r p e o p l e ' s i d e a s , k n o w l e d g e , e x p e r i e n c e and. , 

a c h i e v e m e n t s ; 

b ) to p r o m o t e c o n t i n u o u s a w a r e n e s s of what o t n e r s a r e 

d o i n g so t h a t i n d i v i d u a l w o r k e r s may be k e p t a w a r e 

of d e v e l o p m e n t s i n t h e i r own s p e c i a l f i e l d s and i n 

w i d e r f i e l d s ; 

c ) to d i m i n i s h the p r o b a b i l i t y of d u p l i c a t i o n of w o r k , 

t o s a v e t ime and e f f o r t ; 

d ) t o p r o v i d e i n t r o d u c t o r y and b a c k g r o u n d i n f o r m a t i o n 

f o r work i n u n f a m i l i a r f i e l d s ; 

e ) to p r o v i d e s p e c i f i c d a t a f o r W C T K i n n a n d . 

Tocay o r g a n i z e d s y s t e m s of c o m m u n i c a t i o n a r e n e c e s s a r y a r « 

t h e i r s c a l e and c o m p l e x i t y w i l l c o n t i n u e to g r e w . 

a ) tne number of i n f o r m a t i o n u s e r s has i n c r e a s e d ; 

b ) s c i e n c e , t e c h n o l o g y and i n d u s t r y have J e v e l o o e a 

i n h i t h e r t o l e s s d e v e l o p e d p a r t s of the w o r l d ; 

A s i a , A f r i c a , S o u t h A m e r i c a ; 

c ) s p e c i a l i z a t i o n i n c r e a s e s , a l s o t h e i n t e r - d e p e n d e n c e 

of many b r a n c h e s of s c i e n c e ; 

d ) s c i e n c e , t e c h n o l o g y and i n d u s t r y h a v e become l a r g e 

s c a l e c o o p e r a t i v e a c t i v i t i e s , i n v o l v i n g the 

c o - o r d i n a t i o n of the e f f o r t s of p e o p l e . 

1 ,3 The v a l u e of i n f o r m a t i o n . 

a ) S y s t e m a t i z a t i c n of a c o u n t r y ' s r e s e a r c h ' and 

d e v e l o p m e n t e f f o r t s i n the l i g h t of k n o w l e d g e 

a l r e a d y a v a i l a b l e , 

b ) 'jJider k n o w l e d g e b a s e f o r s o l u t i o n of p r o b l e m s . 

c ) New a l t e r n a t i v e s to t h e s o l u t i o n of t e c h n i c a l p r o b l e m s 

( C o n t d . . . . 3 ) 
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d ) I m p r o v e d e f f e c t i v e n e s s and e f f i c i e n c y of t e c h n i c a l 

a c t i v i t i e s i n p r o d u c t i o n and s e r v i c e s e c t o r s . 

e ) B e t t e r d e c i s i o n making i n a l l s e c t o r s . 

1 . 4 B a r r i e r s t o a c c e s s t o i n f o r m a t i o n , 

a ) L a c k of g o v e r n m e n t r e c o g n i t i o n , 

b ) C u r r e n c y e x c h a n g e and i m p o r t c o n t r o l s , 

c ) M a i l i n g t a r i f f s ( p o s t a l r a t e s b e i n g e x h o r b i t a n t ) . 

d ) The l a n g u a g e c a r r i e r . 

e ) I g n o r a n c e , 

1 . 5 T o w a r d s i n o r o v e m e n t of i n f o r m a t i o n s e r v i c e s . 

a ) I n f o r m a t i o n s t o r e s to be , s u r v e y e d , e g s . - i i o r a r i - s , 

d o c u m e n t a t i o n c e n t r e s , a r c n i v e s , 

b ) I n f o r m a t i o n c e n t r e s to be o r g a n i z e d . 

c ) Government I n f o r m a t i c n S o u r c e s , 

d ) P u b l i s h i n g and p r i n t i n g i n d u s t r y i m p o r t a n t 

ars an i n f o r m a t i o n s o u r c e , 

1 . 6 N a t i o n a l i n f o r m a t i o n S y s t e m s / N e t w o r k s . 

I n f o r m a t i o n a c t i v i t i e s a t the n a t i o n a l l e v e l w i l l have 

t o be e x a m i n e d , n e t w o r k component i d e n t i f i e d , and o r g a n i z a t i 

f r a m e w o r k d e s i g n e d , 

A n a t i o n a l i n f o r m a t i o n s y s t e m i s b a s i c a l l y a n e t w o r k 

of e x i s t i n g i n f o r m a t i o n r e s o u r c e s t o g e t h e r w i t h new s e r v i c e s 

f o r i d e n t i f i e d g a p s , so c o - o r d i n a t e d t o enhance tr.e a c t i v i t i 

of tne i n d i v i d u a l u n i t s and e n a b l e s p e c i f i c c a t e g o r i e s of 

u s e r s t o r e c e i v e i n f o r m a t i o n r e l e v a n t to t h e i r n e e d s and 

a b i l i t i e s . 

( C o n t d 
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2 . 0 N a t i o n a l and I n t e r n a t i o n a l I n f o r m a t i o n M e t w o r k s / S e r v i c e s . 

The n e t w o r k c o n c e p t to s u p p o r t i n f o r m a t i o n s e r v i c e s i s 

an o l d i d e a of w h i c h i n t e r - l i b r a r y l o a n s and c e n t r a l i z e d 

c a t a l o g u i n g a r e most common. What i s new i s a w i d e s p r e a d 

g r o w t h of i n t e r e s t i n the p o s s i b i l i t y of i m p r o v i n g 

o p e r a t i o n s by i n t e r c o n n e c t i n g i n f o r m a t i o n s y s t e m s and 

s e r v i c e s and l i b r a r y o p e r a t i o n s , 

2 .1 Some n e t w o r k f u n c t i o n s . 

C o - o p e r a t i v e a c q u i s i t i o n s d e s c r i b e j o i n t a c t i o n in 

a c q u i r i n g and u t i l i z i n g i n f o r m a t i o n r e s o u r c e s , B e g i n n i n g 

w i t n book s e l e c t i o n , l i b r a r i e s have come t o g e t h e r i n a 

n e t w o r k f o r a c t u a l p u r c h a s e , r e s u l t i n g i n j o i n t o w n e r s n i o 

and u s e . The i m p o r t a n t a s p e c t i s tne a d o p t i o n of d i f f e r e n t 

s u b j e c t s p e c i a l i z a t i o n s f c r the p u r c h a s i n g and p r e s e r v a t i o n . 

of m a t e r i a l s w i t h i n " a g r o u p or i i o r a r i s s . ;'nese : 2 3 c « : : i s 

d r r ; t'.pn r,: ri** .a v i ? \ ;" 1 r* f o r T-jri--* \ > S P . A Qir.r4 "-v.- .• -.1 £ 
t h e S c a n d i a P l a n - an a g r e e m e n t b e t w e e n the 4 S c a n d i n a v i a n 

c o u n t r i e s i n t e r l e n d i n g i t e m s a c q u i r e d . 

I n the E a s t e r n C a r i b b e a n a " p o o l " c o l l e c t i o n i s m a i n ­

t a i n e d a t the E a s t C a r i b b e a n R e g i o n a l l i b r a r y f o r e x p e n s i v e , 

a d v a n c e d and more t e c h n i c a l n o n - f i c t i o n w o r k s . A l l tne 

i s l a n d l i o r a r i e s s t a t e t h a t they have u s e d the DOO! to 

g r e a t a d v a n t a g e a s they f i n d the s e r v i c e q u i c k e n and more 

e c o n o m i c a l than p u r c h a s e of the w a n t e d i t e m s , 

2 . 2 D i s t r i b u t i o n of p u b l i c a t i o n s . 

E x c h a n g e s a r e - f f e c t e d by one of two methods e i t h e r 

d i r e c t l y b e t w e e n l i b r a r i e s or i n d i r e c t l y t h r o u g h c e n t r a l 

b u r e a u x . The B r i t i s h N a t i o n a l Book C e n t r e and the U n i t e d 

S t a t e s Book E x c h a n g e a r e two of the 35 n a t i o n a l e x c h a n g e 

c e n t r e s r e p o r t e d by U n e s c o w h i c n h a v e c o n t r i b u t e d t o 

i n t e r n a t i o n a l e x c h a n g e s . U n e s c o ' s U N I 5 I S T programme opens 

up new p r o s o e c t s f o r i n t e r n a t i o n a l e x c h a n g e . 

( C o n t d 5 ) 
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2 » 3 N A T I S . ( N a t i o n a l I n f o r m a t i o n S y s t e m s ) 

T h e r e a r e f o u r d i s t i n c t i v e c h a r a c t e r i s t i c s . 

a ) NATIS e m b r a c e s a l l f i e l d s and a l l d i s c i p l i n e s . I t can 

g i v e t o g o v e r n m e n t s c o m p r e h e n s i v e g u i d e l i n e s which w i l l 

r e l a t e d i v e r s e i n f o r m a t i o n a c t i v i t i e s t o n a t i o n a l 

i n f o r m a t i o n n e e d s a t a l l l e v e l s . 

b ) NATIS r e c o g n i z e s t h a t v a r i o u s i n s t i t u t i o n s i n v o l v e d i n 

t h e t r a n s m i s s i o n of k n o w l e d g e a r e f u n c t i o n a l l y i n t e r ­

d e p e n d e n t and t h a t n e t w o r k s e x i s t i n f o r m a l and i n f o r m a l 

w a y s . U N I S I S T and NATIS programmes a r e c o m p l e m e n t a r y . 

c ) NATIS i s f l e x i b l e . I t t a k e s a c c o u n t of v a r i a t i o n s in 

n a t i o n a l , p o l i t i c a l , s o c i a l , e c o n o m i c , and c u l t u r a l 

d e v e l o p m e n t and c o n d i t i o n s and i s t h e r e f o r e a e p i i c a b l e 

t o d e v e l o p i n g and i n d u s t r i a l i z e d c o u n t r i e s a l i k g . 

d ) NATIS -makes p o s s i b l e i n t e g r a t e d p l a n n i n g of DLA s e r v i c e s 

( D o c u m e n t a t i o n , L i o r a r y 4 A r c h i v e s ) w i t h tne c t n e r i l ? • 

i n t .»e r .c i - iona i ^LON UI p c i . . c y . 

2 .4 U N I S I S T . ( I n t s r g o v e r o m e n t a l Programme f o r C o - o p e r a t i en in 
the f i e l d of s c i e n t i f i c 4 t e c h n o l o g i c a l i n f o r m a t i o n ) 

A programme i n w h i c h UNESCO s t r i v e s to c r e a t e a w o r l d 

n e t w o r k of i n f o r m a t i o n s e r v i c e s b a s e d on the v o l u n t a r y 

c o - o p e r a t i o n of e x i s t i n g and f u t u r e n a t i o n a l i n f o r m a t i o n 

s y s t e m s . I t p l a y s a f a c i l i t a t i n g r o l e i n a s s i s t i n g 

c o u n t r i e s i n the f o r m u l a t i o n of i n f o r m a t i o n p o l i c i e s . 

3 . 0 Ne t u ' o r k s / S y s t e m s on I n t e r n a t i o n a l L e v e l . 

5 i n c a 1965 IAEA ( i n t e r n a t i o n a l A t o m i c E n e r g y Agen y ) i n 

V i e n n a has p r o m o t e d among i t s member s t a t e s the e s t a b l i s h m e n t 

of an i n f o r m a t i o n n e t w o r k I N I S ( i n t e r n a t i o n a l N u c l e a r I n f o r ­

m a t i o n S y s t e m ) . ACRIS i n the U . N . a g r i c u l t u r a l a g e n c y FAO 

i s a n o t h e r e x a m p l e . 

( C o n t d 5 ) 
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3 .1 I M S . 

The e x p e r i e n c e s of a l l tne m a j o r e x i s t i n g i n f o r m a t i o n 

S e r v i c e s w e r e i n c o r p o r a t e d . 

a ) S t a n d a r d i z e d i n p u t i s p r o v i d e d by a l l the n a t i o n s 

p a r t i c i p a t i n g . The l a n g u a g e f o r b i b l i o g r a p h i c a l 

d a t a and f o r i n d e x i n g i s E n g l i s h , w h e r e a s f o r the 

t e x t s of the a b s t r a c t s a l l f o u r o f f i c i a l l a n g u a g e s 

of IAEA a r e a d m i t t e d ( E n g l i s h , S p a n i s h , F r e n c h , 

R u s s i a n ) . 

b ) C e n t r a l p r o c e s s i n g a t IAEA p r o d u c e s o u t p u t p r o d u c t s 

sucn a s m a g n e t i c t a p e s , p r i n t e d t i t l e l i s t s -ind 

m i c r o f i c h e s . 

c ) C e n t r a l l y d i s t r i b u t e d o u t o u t g o e s to the n a t i o n a l 

n u c l e a r i n f o r m a t i o n c e n t r e s wh ich s e r v e t .neir 

i n d i v i d u a l c u s t o m e r s . 

•i.^ C>- i i J . v'^ e ^exopii .ent I J I J I I C L i n r . . ( . . u i u v l » / » - t . i . 

S i x o r g a n i z a t i o n s c c - s p o r , s o r e d the f e a s i b i l i t y s t u o y . 

I D R C , I L 0 , OECD, U M / E S A , UNDP, UNE3CC. 

I n J a n u a r y 1974 IDRC c i r c u l a t e d a p a p e r c a l l e d 

D E V S I S . The p a p e r d e p l o r e d the l a c k of i n f o r m a t i o n 

s e r v i c e s a v a i l a c l e t o d e v e l o p m e n t p l a n n e r s and p o l i c y 

makers and p r o p o s e d t h a t the p r i n c i p l e s of- a m i s s i o n -

o r i e n t e d d e c e n t r a l i s e d c o - o p e r a t i v e s y s t e m , comoined 

w i t h t e c h n o l o g i e s f o r p r o v i d i n g i n p u t and p r o d u c i n g 

c o m p r e h e n s i v e f i l e s c o u l d be used to p r o v i d e 

i n f o r m a t i o n s e r v i c e to the d e v e l o p m e n t communi ty . 

A f t e r the d i s t r i b u t i o n of t h i s p a p e r I 0 R C , OECJ 4 

UNESCC s p o n s o r e d a m e e t i n g i n O t t a w a t o c o n s i d e r w h e t h e r 

t h e r e was a g e n e r a l need f o r a s y s t e m l i k e O E U S I S . W i t h 

f u r t h e r m e e t i n g s the s u b j e c t s c o p e , t e c h n i c a l a s p e c t s 

c o n t e n t and f o r m a t of the sys tem was d e s i g n e d ( 1 9 7 6 ) . 
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( I C M A , England) 

f \ :t .'cri'imtinc. y, n branch of Accounting. It has been devc-
lor d. to !imi:alions ol'Financial Accounting. Financial Accounting 
i> .i.r t r f recording, ckrsiP, iui; a:•, * summarising in a systematic 
i'-: yum nose transactions and events whirl arc in terms o f money or 
ar r!'a "naiu iai i;a;utc and interpreting the results Ihcieof. It is-
pi marl' concerned with record- keeping r.'ircct-d toward"? the pre-
pr aiion if ProPf a w ' L e s s Account und Balance Sheet. It provivlcs 
ir. ^.nny'ion regarding the profit and loss that the business enterprise 
i- n A i . g and also its linanriM position on a particular date. ' This 
ir . : rr::-1 k m concerning the business emcrpinc is helpful to the m'an-
n tint;'.; to conuol in a general way the mnio; functions of a business 
v! ., in: 'nee, administration, production and distribution but details 
rt T a r * ' ) ! - / : oprnitinri efficiency to these divisions are hcking due to 
n lich i5 occ. mics difficult to evaluufc operating management pcrfor-
n*i1 per. .o guide management decisions or lay down management 
p.!ities jnd thus fails to serve the .management in discharge of its 
FT KTN' I . 

I mitat. D S of Financial Accounting 

T ' - * . following limitations o f financial accounting, have led to the 
d \eloj .ncnt of cost accounting : 

1. Financial accounting discloses only the net result or the 
c-licet: e activities of a business as a whole. It does not indicate 
r'.ofit o . loss of each department, j o b , process or contract. 

2. In financial accounting costs arc not available as an aid in 
i terrrning prices of the products, services, production order, lines 
c prc= _,cts. 

In financial accounting there is no such system by which 
: .-MU: s arc clarified so as to give data regarding costs by depart-
r enfs, processes, products in the manufacturing divisions; by units o f 
; rodw x lines and sales territories; by departments, services and 
Frncli;. is in the administrative division. 

• . It does not provide for a proper control *i materials and 
• ippi ;

 .» . wages, labour and overheads. 
In financial accounting, expends arc not classified as to 

Irect md indirect items and are net assigned to the products at each 
ir-je or production to show the controllable and uncontrollable 
ems >f overhead costs. 

-, In financial accounting, there is no well developed system 
if - .brds to appraise the efficiency of the organisation in the use 
• f r - ' e r i a h labour and overheads costs by comparing the work c f 
• NJI" -TS c!erk->, salesmen and executives which should have been 
I'S'ZOI.^plisbcd i'l producing and selling a given number o f products in 
an a! otted period of time. 

r.o * - . f P o ^ - l » : = . - cf C-piMi 'xrc .u ' i i i r r : A v - - ' ' 
•re ' l a : : of H . - tnn; Avcraric Addition?! F.etuin t*n 
Invc'triicr.t: Fay b;nk Method; Internal Rate o f 
Return Mrihrx! ; Present Value Method: Present 
\aluc Meshed ; Profitability Index ; Control o f Capitol 
FTpenuttnre; Research and Dcvelo: merit Costs ; Speci­
al Features; Accounting Treatment; Questions 
and Problems. 

Chapter .WAY—Mechanise J Accounting 311 — 3 1 1 2 

Need for Mechanisation and its Advantages ; 
Various Types o f Machines used in Mechanical Accoun­
ting ; Accounting with Punched Card System ; Limi­
tations of the Punched Card System; Computer : 
Definition; Basic Types af Computers; Limitations of 
Units Record Machines ns compared to computers; 
How a computer works ?; Computer Programming 
Apn'ication of computer; Feasibility o f a Compter and 
Questions. 

Chater XXXlf-Miscellaneous Topics 32 '1—32i9 

Value Analysis : Tyncs of Value; Procedure of Value 
Anni>*K: Questionnaire in Value Analysis: Relation­
ship befvecn Value, Function and Cost : Advantages 
of Value Analysis; Cost Control: Cost Control 
Techniques ; Essential for success of Cost Control ; 
Cost Reduction : Cost Control and Cost Reduction ; 
Areas of Cost Reduction; Tools and Techniques o f 
Cost Reduction; Tools and Techniques of Cost Reduc­
tion; Advantages of Cost Reduction, Terms used in 
Cost Accounting and Questions. 

Appendix I—Terminology of Cost Accountancy 1—17 
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C O S T A C C O U N T ! . " O 

7. Financial accourtin!» i3 mainly historical and tc'ls abont 
the cv>t already incurred. Jt docs not provide day to day cost 
h.forn«ation as financial data arc summarised at the end of accounting 

8. I t does not provide complete analysis of losses due to 
.'elective material, idle time, idle plant and equipment. In othtr 
words, no distinction is made between avoidable and unavoidable 

, wastage. 
9. It does not provide adequate information for reports to 

, outside agencies such as banks, government, insurance companies 
arid trade associations. 

10. It does not give cost data for comparison with previous periods. 

11. It does not supply useful data to management for taking 
various financial decisions as introduction o f new products, replace­
ment of labour by machines etc. 

'"^y 12. Financial accounting will not help to answer any of the 
^ S o w i n g questions:— 

(n) Should an attempt be made to sell more products or is the 
factor)' operating to capacity 7 ( b ) I f an order or contract is accept-
(. J, is \hf price obtainable sufficient to show a profit ? ( c ) I f the 
manufacture or sale of Froduct A were discontinued and effortr. to 
increase those c f H, what would be the effect on the net profit ? 
(d ) Why the profit of last year is such a small amount despite the 
fact that output was increased substantially ? ( c ) I f a machine is 
~.urchn?cd to carry out a j o b , at present done by hand, what effect 
• bis will have on profits ? ' ( f ) Wage rates having been increased 
:y 50 paisc per hour, should selling price be increased, and i f so , 
icw much ? 

What fc Cost ? 

Cost m?y be defined as that which is given or is sacrificed to 
.btain something. The cost of an article consists o f actual outgoings 
?r. ascertained charges incurred in its production and sale. This 

represents the cost to make and sell, but because o f varieties 
*f meaning, it is always advisable to qualify the word "cost" to 
.*iow cxacl'y what it meant e.g., prime cost, factory cost, etc. 

Is Cost Accocntancy ? 

Ccst Accountancy is the application o f costing and cost acccunt-
? rnnciples, methods and techniques to the science, art and practice 
"rest control and the ascertainment of profitability. Jt includes tl<e 

•s-essytatien of information derived therefrom for purposes o f mara-
nml decision making. Thus, cost accountancy is the science, art and ,'ictke of a cost account o.nt. Jt is science because it is a body o f 
;st«3iatic knowledge having certain principles which a cor.t sccoua-
int should possess for proper discharge o f h:'s responsibilities. It is 
n art as it requires the ability and skill with which a cost accountant 

Itf V\)l . H O N 
1 3 

is -ihh •» appfy the principles o f cost * r - 'V»untancy t o various 
m .nerval problems. Practice include* the continuous efforts o f a 
cc i aci ' jrntanl i:» thz field o f cost accountancy. Such efforts also* 
in \<:ii he presentation o f information for the purpose of manage-
ri i de.v<:on-making and keeping statistical records. 

C r : J t Accountancy includes the following subjects i 
( f , Costing ( 4 ) Budgetary Control 
{7' Cost Accounting ( 5 ) Cost Audi t 
( ? ) Cost Control (!) Cnsting. Costing is the technique and process o f asccrfain-

i rg costs. The technique in costing consists o f the body o f principles 
mid rule.:, for ascertaining the cosis o f products and services. T h e 
technique is dynamic and changes w i th ' t he change o f time. The* 
l>roccs* o f costing is the day to day routine o f ascertaining costs. (,'.) Cost Accounting. It is the process o f accounting for cost 
vhich begins with recording o f income and expenditure and ends 
.vith t!o preparation o f rtatisfical data. Jt is the formal mechanism 
*-y mc;uis o f which cor.ts o f products or services are ascertained and 
•onrrcIJcd. Cost Accounting is thus the provision o f such analysis 
nd c'..ssification o f expenditure as will enable the total cost o f any 
ijtic-^ar unit o f production to be ascertained with asonable degree 

.of accuracy and at the same time to disclose exactly how such total 
cost b constituted. It is not sufficient to know that the cost o f one 
fen i? Ks. 4 but the management is also interested to know the value 
«>f material used, the amount o f labour and other expenses incurred so 
as to jontrol and red (tee its cost. Thus cost accounting is a quantita-
ri.'e .icthod that collects, classifies, summarises and interpret infor-
matic-i for product costing, operation planning and control and 

decis- n making. 
•M/fercnce between Costing and Cost Accounting. Costing and 

Co^t Accounting are two different terms. T h e following differences 
may be noted : 

( i ) Costing can be carried out by the process o f arithmetic, by 
roca is o f memorandum statements or by the methods o f integral acc­
ount- but cost accounting denotes the formal mechanism by. means of 
whicJ' costs arc-ascertained. 

( i i ) Costing signifies the technique and process o f ascertaining 
costs while cost accounting denotes the formal, accounting system 
set u » for recording costs. 

( 3 ) Cou Control. Cost Control is the nuidance and regulation 
by executive action o f the co<ts o f operating an undertaking. I t 
aim/3 at guiding the actuals tpwards the line of targets ; regulates the 
acf :aU if they deviate or vary from the targets ; this guidance and 

' re? Jation is done by an executive action i.e., by the person respon­
ses- for causing deviation. 

( 4 ) Budgetary Control. I t is the establishment o f budgets 
rct&i'.og to the reponsibilities of executive to the requirements of a 
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o f budgets or estimated cost and comparison o f actual co*t with 
the budget fixed. 

Co« t Audi{ I f the verification.;of the correct-

T ' the true cost o f production' o f every unit, j o b ^ ; { ^ o < t o ^ o r ' v p e r a u o t t 
by a close analysis and allocation o f expenditure. - T h e other objects 
may be summarised as follows : 

1. T o serve as a guide to price fixing o f product manufactur­
ed or services rendered. 

2. T o disclose sources of wastage, whether o f material, tinr* 
or expense or in the use of machinery, equipment and tools. 

3. T o reveal sources of economy in production. 
4. T o disclose the degree of efficiency o f the various depart­

ments o f the factory, workers, plants and machinery. 
5. . T o exercise effective control on the idle time o f the mach­

ines and the workers, labour cost o f each department, different kinds 
o f wastages and receipt and issue o f stores material. 

6. T o provide necessary information to develop cost standards 
and to introduce the system of budgetary control. 

7. T o compare actual costs with standard costs and lake 
action where there is significant variation between the two. 

3. T o explain in detail the sources o f profit or loss « • 
disclosed by the profit and loss account. 

9. T o provide for the purpose of control and guidance c 
the -nanagcmc;.t, comparative statements in which cost of the cu*" 
rent period may be compared with thecost o f the previous periods. 

' 10. T o provide a perpetual inventory o f stores and other 
materials so that interim final accounts can be prepared without 

. stocktaking. 

11. T o indicate whether it would be more economical t? 
, huy from outside sources or to manufacture articles o f componer 's 

in the factory. 

Adran tage iof Cost Accounting 

The advantages of cost accounting may be considered und r 
the following headings : 

.» . . it, : :„:i i . i tf . i ' | - « ' -s- s" , » : ' "» J ' ' 
vrc i i i . iU wtt'i rruonis ' f iV c * M p • • J c t f , < 5 . , " * . 

fj!XtJv>as an.i ccmpare 1: actual c >f,Js and expenses with pied••;•:«u»-.ual 
budgets and standards. It also provides data for special cost 
studies involving alternative choice! regarding products, operations 
and functions thuj assjst^njljpan^4^|n^^u?P. 5* , ti?*'i^*S? 5 'P n* y'^^au 

tion in order to teat 
(//) // enables a concern to measure the efficiency^ 

mvntain and improve it. This is done with the help o f invaluable 
data made available for the purpose of comparison. For example, 
if material spent upon a pair of shoes in 1976 comes to Rs. 10 and 
for a similar pair o f shoes the amount is Rs. 15 in 1977. the increase 
m.iy be due to increase in prices of material or more wastage in the 
use of materials or inefficiency at the time o f buying or unnecessarily 
high pric-Zs paid. 

(iii) Jt provides information upon which estimates and tenders 
arc based. In case of big contracts or jobs, quotations cannot be 
given unless the cost of completing the contracts can be found out. 

(iv) It guides future production policies. It explains thecost 
incurred ami profit made iu various liner of business and processes 
;md thereby provides data on the basis of which production can be 
appropriately planned. 

(v ) An efficient check is provided on stores and materials. 
Stores Ledger and Material Abstracts are maintained winch provide 
an effective" check on the stores and materials used in a bminebS. 
By adopting the maximum limit for stores the total capital outlay 
i> controlled.and total financial loss due to over-stocking is obviated. 
Information o f stool: o f various materials and stores is constantly 
available, ^his helps in planning the production according to avail­
ability o f materials and fresh stocks can be arranged in time. Loss 
due to carelessness or pilferage or any other mischief is detected and 
bteps may, therefore, be taken to minimise such loss in future. 

(vi) An efficient check on labour and muchiius is provided by 
givi?v» detailed information about the availability of m ichinc and 
TiboiV capacity. The work ir so planned that no section is over­
worked and no section remains idle, the maintenance of time and 
job cards for workers disclosed the loss incurred by idle time and 
md.catcs the directions >n which losses may be minimised. The 
relative advantages o f remunerating labour on the tims piece work 
or premium pinns may be r e m a i n e d . It also measures the effi­
ciency o f the wage system in use. 

•k - — 



" COST ACCOUNTS: • 

(»//) ?i hehs in increasing profs is by disclosing the sources o" 
icr-s or v.;r-.c ::nd by suggesting such controls so that A a ^ t n - c s . 
IfffiKOges and inefhciencies of all departments may be detected an. 
pre.enir.d. 

(n /7) If enables a periodical determination of profits or losses 
without resort to stocktaking. 

{tx) It lumishcs reliable data for comparing costs in diffcrcm 
periods, for different volumes of output, in different department -
and processes and in different establishments. This helps in mai: 
fauvug-costs at the lowest point consistent with the most ellicien* 
operaung conditions. 

(.v) During the period o f depression a businessman has t -
tecorne very watchful rtnd vigilant' in tracking down the concealed 
incincitneics and sources o f wastage, so that he may reduce the cos? 
o f production to the minimum. He has to resort to price Cutting 10 
Mich an extent .so ar, to recover variable costs. Cost Accountm--, 
mokes a distinction hetween fixed and variable cosls and helps the 
businessman in the determination of prices in the depression period. 

(.v.") The fixation of prices cannot be properly done i.r.lcss pro­
per figures o f cosi are available. I f piiccs are fixed wi thoi t costir : 
inloimation, it is porsible thai prices quoted may be too high or to. 
low. In periods o f depression, it may become "necessary to -rcduc • 
the prices even below total, cost. It is only costing which will gi:id<: 
management in this matter. 

, (xii) l.hc txoct cause of a decrease or an increase in profit c.r 
loss enri be detected. A concern may suffer not because the cost «.•!" 
production is high or prices arc Iovv but also because the output is 
much bejow the capacity o f the concern. This fact is revealed b<> 
the cost accounts only. ' 

(xii!) It helps the management to take vital tactical decision 
such as introduction o f a new product selection of a most profitable 
product mix, utilisation of spare capacity, exploration o f addition \ 
;r.aiV:el, whether to make or buy, problem of limiting factor, replace-
snent of . existing assets, appraisal o f proposed investment to meet 
expansion programme etc. 

(:\n') It.provides the use of budgets and enable.*; the manage­
ment 'o correct inefficiencies before they enter into business. It h 
a cu-ordmaied plan 'of action for every responsible person for COST* 
paring the actual ;results AvTih the budgets! 

(xv) It provides the use of standards to as-.kt management ] i 
making estimates ami plans for future ami !o provide the basis \ 
racasurcrncnt o f clrieicncj-. Actuals are compared with predetermined 
standards to determine the operating efficiency, 

( v r / ) In all varied lie Id? we arc concerned to make the / » « / v:-° 
of lUuiicd mowers that are available to us. Thus the inter.: ion ?>'•. 
obtain the greatest output from a given input. Cost Account:;:? 

I uTRODUCTtON , . 1 ' 

r.tcvi'Jes the reliable data o f costs with regard to nuterhds, wa<;.cs t 

j:nd other expends . These help management to get maximum out­
put at 'be minimum cost. 

( v r / P Instrument of monc$cmeni control. I t provider; 
management v.'iilMalunble data for planning, budgeting and con-
no! o f costs. The organisation and management of undertaking 
must be planned and controlled in such si way that the desired 
volume o f production is secured at the least possible cost in relation 
to the scheduled quantity o f the product. The measurement or 
the degree to which this objective is attained, is provided by cost 
accounting. 

{xviii) The operation of a system o f cost audit in the orga­
nisation will assist in prevention of errors and frauds. It .vill help to 
improve cost accounting methods and techniques to facilitate prom­
pt and reliable information to'management. 

i 

Thus costing has become an essential tool of management. 
It serves the management!in the execution of policies and in the 
comparison of actual and estimated results, in order that, the 
value o f each policy may be appraised and changed to meet the 
future conditions. 

.2. Advantages to Workers. Cost Accounting discloses the 
relative efficiencies'of different workers and thereby facilitates the 
introduction of suitable plans of wage payment to reward cITicicncy * 
and to provide adequate incentive to. the le.̂ s efficient workers. A 
good system of costing promotes prosperity o f the business and 
thus ensures greater security o f service and adequate reward to 
workers. 

X Advantages to Creditors am! Investors. It enables the 
creditors and investors to judge the financial strength :ind credit 
worthiness of the business. A sound business concern with a good 
system of costing can attract more investors than a similar concern 
without an rdequate system of costing. 

4. Advantages to C-u'vensmcril. It facilitates the assessment 
of Excise Duly and Income Tax and the formulation c f policies r e ­
garding industry, export, import, taxation etc. It alro facilitates (he 
preparation of national plans for economic development. Jt provides 
ready figures for use by Government for application to problems 
like price fixation, price control, tariff protection, wage level fixation, 
pa>rm;nt o f dividends or settlement of disputes. 

5. Advantages to Public Enterprises. Public enterprises kick 
the persona! initiative and interest of private enterprise. A good 
:,y<t;Tti of co-ling ensures efucient and .effective control • through a 

•pTT-p-rr-.rrnd-y^is-of their working: i t -provides -for graded -tmartciui 
control o.vm-expenditure and avoids conflict of-authority. .Jt -mea­
sure-; efficiency r.r-i profitability c f . t he undertaking to justify its 
running in the public sector. Jt helps the management in fixing 
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OFFICE MANAGSKBNT 

t. INTRODUCTION. Off ice management i s the d irect ing and control l ing of an 
• f f i c e in order to achieve i t s specif ied purpose in the most economical 
way. 

2. FUNCTION OF THE OFFICE. To provide a service of connnmication and record, 
and in d e t a i l : 

( a ) To rece ive information ( e . g . l e t t e r s , pr i ces , quotations, e t c . ) . 
( b ) To record information ( e . g . stock, pr ice and personnel r e c o r d s ) . 
( c ) To arrange information ( e . g . as in costing, accounting, e t c . ) . 
( d ) To g ive information ( e . g . sales invoices , estimates, e t c ) , 
( e ) To safeguard assets ( e . g . care of cash, stocks, e t c . ) . 

3 . FUNCTION OF THE OFFICE EI BUSINESS. 

( a ) I t i s usua l ly secondary to the main purpose of the business (e . .g . 
factory production comes before o f f i c e adminis trat ion) . 

( b ) I t i s complementary to the main purpose of the business thus, i t i s 
impossible to run the factory without compilation of wagesji buying 
mater ia l s , e tc /$ . 

( c ) I t i s contro l l ing the factors of production ( e . g . by budgetary 
control , f inanc ia l and personnel c o n t r o l s ) . 

4. DEFINITION OF "THE OFFICE." I t i s any room where c l e r i c a l work i s 
normally carr i ed on, whatever name i t may be given. 

5. ASPECTS OF OFFICE iiANAGEKSNT, i . e . of o f f i c e ef f ic iency. The subject i s 
concerned with the fol lowing broad as peats: 

( a ) Purposes I t i s most important to assess and establ ish tho purpose of 
an o f f i c e or of i t s constituent parts . 

( b ) Organisation: the arrangement of s ta f f ing and the a l l oca t ion of duties 
to the s t a f f . 

( c ) Method: (equivalent to systems) i s the sequence of operations and 
how and where th«y are performed. 

( d ) Personnel: i s concerned with the recruitment of s ta f f , the ir placing, 
t r a i n i n g , promotion and dismissal . 

( e ) Environment: includes the o f f i c e bui ld ing , the furniture and the physical 
conditions ins ide the bu i ld ing . 

( f ) Machines and equipment: a l l the inanimate things used in of f ices to 
a s s i s t the performance of work. 

6. OFFICE SERVICES THAT CAN BE CENTRALISM ( i n d e t a i l ) . While centra l i sat ion 
means th© emphasis on control from the centre, with o f f i ce services i t 
may mean, in addit ion, placing personnel in a central o f f i c e , e .g . with 
a typing pool . 

Services that ..can be central i sed include: 
( a ) Dealing with the mail (incoming and outgo ing) . 
( b ) Telephone, telegraph and other methods of communication. 

( d ) Duplicating services ( inc luding photocopying). 
( e ) F i l i n g and records. 
( f ) Typing (typing pool or central typing department}. 
( g ) Calcu lat ing . 
( h ) Stat ionery and o f f i c e suppl ies . 
( i ) Forms control . 
( j ) Of f i ce cleaning, and canteen, 
( k ) C l e r i c a l employment and t ra in ing . 
( 1 ) Attendance records . 
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(m) Holiday arrangements and subst i tut ions, 
( n ) F i r s t a i d . 

7. OFFICE SUPERVISOR. An o f f i c e supervisor i s one who supervises the work 
of others, and who may be subordinate to the o f f i ce manager. Note that 
an o f f i c e manager i s a l so a supervisor, 

( a ) tfain dut ies . 
( i ) Giving instructions to do the work. 
( i i ) Control l ing the s ta f f to see that i t i s done. 
( i i i ) Training clerks to do the ir jobs . 
( i v ) Maintaining good human re lat ions with s taf f , 

( b ) I n r e l a t i o n to the work. 
( i ) P lan the work of the section. 

, ( i i ) See that work i s done on time. 
( i i i ) Secure accuracy. 
( i v ) Co-ordinate work with other stat ions or departments. 
( v ) D i s t r i b u t e work f a i r l y . 
( v i ) Develop new methods of doing the work. 

( c ) In r e l a t i o n to subordinates. 
( i ) Train subordinates. 
( i i ) Develop understudies ( f o r holiday r e l i e f s , e t c . ) . 
( i i i ) Delegate r e s p o n s i b i l i t i e s . 
( i v ) Se t t l e personal f r i c t i o n , j ea lous ie s , e tc . 
( v ) Give credit where i t i a due. 
( v i ) Maintain d i s c i p l i n e , reprimand when necessary. 

k* 
( d ) Jn 're la t ion to superiors and associates . 

( i ) Accept r e s p o n s i b i l i t y for the work of the o f f i c e . 
( i i ) Co-operate with other supervisors. 
( i i i ) Permit and encourage interdhange of s ta f f . 
( i v ) Enforce the company's p o l i c i e s . 
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TOPIC : Sys tems A n a l y s i s 

LECTURER : H . P . Fe rnando 

INTRODUCTION TO SYSTEMS 

1 . D E F I N I T I O N OF A SYSTEM: 

A number o f e l e m e n t s c o n n e c t e d t o g e t h e r i n o r d e r t o t r a n s f o r m 

a g i v e n s e t o f i n p u t s i n t o a g i v e n s e t o f o u t p u t s . 

2 . THE SIMPLE CLOSED-LOOP FEED BACK SYSTEM 

I n - p u t 

-* f 

3 . SYSTEM I N COMPUTER PROGRAMMING 

O u t - p u t 

PRODUCTIVITY 

1 . D e f i n i t i o n : The r a t i o o f o u t - p u t t o i n - p u t . 

2 . Aim : To i n c r e a s e p r o d u c t i v i t y by i n c r e a s i n g the o u t - p u t 

and f o r d e c r e a s i n g t he i n - p u t . 

3. S e l e c t i o n o f P r o d u c t i v i t y i n d e x . 

Method S tudy as a T o o l f o r Sys tems A n a l y s i s 

1 . S e l e c t 

2 . R e c o r d 

3 . Examine 

4 . D e v e l o p 

5. I n s t a l l 

6. M a i n t a i n 
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SPECIFIC SYSTEMS AND TECHNIQUES 

1. Queueing 

2 . Work Measurement - Time Study 

- Ac t iv i ty Sampling 

- Predetermined Motion times 

3. Layout Analysis 

4 . Materials Handling 

5. Ergonomic Systems - Environment 

- Work place design 

- Man - Machine systems 

6. Network Analysis 

7. Stock Control 

8. Linear Programming 



s.TLrS II: DLVLLL-FI;:O OI.DLK J..ULLS 

1) Det. sui table method for forecas t iry future wage. UA*-gf 

2) Det. amount of t iae required to replenish each item. 

3) Det. the bas i s of deciding how much, /o <?rJ*~ « ^ J Z , j < ^ (Lout ft* 
4) Det, the bas is for deciding when to o .der . 

5,) Det'the appropriate form of order-=^c. 

Tic 4 ,a 

Com Pa £C 

/ q o IS LOT a~r 
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T he second example is of a Flow Process Chart showing the work made necessary 
by the use of a certain design of carton to pack projector lamp bulbs in lots of 
(our for dispatch to the A r m y . « 

FLOW PROCESS CHART 

PRESENT M E T H O D OF PARCELLING S M A L L GOODS 

M A T E R I A L TYPE ' : ' 4 " . ' 

U02v 

cm*t tMU.: <jJiMi\. 10 uilpaicu cuMitu my; 
0*n: 

CUflMJSA I to 

ONt CANION 

[ | 6 1 't-*CI u ur< r*i*.( • 

O x; ».\UH> 
. ».\uh>i> *sw cm 

in 

4 A i*uli HI. ft AT 1 II Ml % wr.'hr 

i i l 
Hi I l Al 1 tUtLS WUf-C 

|-I'KM> 

I !• -..1 

0 
rt> .1*1 ' l l 'Kri 

uiajjhco ano cut ro uNt . r u 

o - I 1 nAll ,tt\ •I*. 

D 1.' 

D J u b 

\ / J .lOHA.F, 2 

.1 l» ...I ••UV- j, 

C R A N F I E L D M . S . C . 
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E x a m p l e s o f Process C h a r t s 

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. 

OUTLINE PROCESS CHART 

PRESENT METHOD BOTTLE MANUFACTURE 

MATERIAL TYPE 

CHART S E G I N S : RAW MATERIAL IN STORE. 

CHART ENOS: | 6 0 2 . BOTTLE PACKED IN CARTONS 

CARD30AFO) CARTONS LIMESTONE 

( | C W T SACKS) 

SODA ASH 

|7 JASSEM3LE0 

j g ^ B O T T O M FLAPS 

STITCHED 

O ALOADEO INTO 
7 'BARROW 

0 JOPENEO & T IPPED 
INTO HOPPER 

SUMMARY 

O OPERATIONS 20 

• INSPECTIONS 7 

TOTAL 27 

INSPECTION FOR 
TEARS 

CHARTED BY! R.G.L. 
OATE: I6TH FEB. 

SAND 

4 5 

C R A N F I E L D M . S . C 

LOAOEO 
INTO 
BARROW 

WEIGHED 
ON 
SCALES 

T I P P E D 

INTO 

HOPPER 

LOADED INTO 

BARROW 

ElGHED ON 

SCALE;» 

2 J T IPPED INTO 
HOPPER 

REPEAT TWICE MORE 

• J v:xtn ;? 
H2\iJ

 K.IXtr. 

|2 J HEATED IN 

FURNACE 

MOLTEN GLASS 

5 QUALITY 
TESTEO 

SOOA ASH ME-

E 

AOOtO 

j 5 ) MO'.LOEO 0<* 

MACHINE 

| 00 * t . t'OTTcr. 
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DESCRIPTION OF ELEMENT 

SHEET A 
METHOD STCOY: CRITICAL EXAMINATION SHEET 

Htft 
Psft 
Omit 

WHAT m achirrad 1 

HOW n it achiavad 

WHEN it it achiarad 

WHERE ia it i d w n d i 

WHO K t l M V M it} 

WHY THAT WAY • 

WHY THEN 1 

WHY THEME » 

WHY THAT PERSON t 

AitomartvM StWfton for Davalopma*it 

jould ba achiarad t WtMt SHOULD ba achieved f 
I 
i 
| 
i 
i 

i 

ould it be achieyad J How SHOULD ta be achieved t 

dou Id it ba achieved .' 

1 

When SHOULD it ba achieved • ] 

v. 

' could h ba achiarad } 

i 
{ 

Whan 8HOLLD it ba achieved » 

could achiava it .' Who SHUULD achieve it • 

X 



AN EXAMPLE OF A 
STRING DIAGRAM 

PROPOSED METHOD (DOUBLE ASSEMBLY) 

LEFT HANO Rl GHT HAND 
AN EXAMPLE OF A 
STRING DIAGRAM • 

EXISTING METHOD (SINGLB ASSEMBLY) 

CR AN FIELD M.S.C. 
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U03.J AN EXAMPLE OF A 
STRING DIAGRAM 

OF A PRINTERS COMPOSING ROOM 

L E A S E R 

C R A N F I E L D M . S . C . 

12 



no:n 

'AN EXAMPLE OF A 

THREE-DIMENSIONAL FLOW DIAGRAM 

TRUCKED % ' TO 
ELEVATOR 

LOAEREQ | /' TO 
SECGNti FlGOH 

STORAGE 
RACKS 

OR 11. L. F.O 

M I L L E D 

C O N V E Y O R tO* TO M I L L E R 

TRu f̂:. ' n F _ L E > A T j . 4 ! f : S R L " : R I O N 

~":iul r 

TURNED 

<m \ . 
"JNVt/OR 20' TO INSPECTION ;3nvEYOP 50* TO GRINDER 

LOWERED j TO 
FIRST FLOOrt 

THUCKEO 6 | ' TO PACKING ROOM 

PA I.'< TED 

TRUCKED 5|' TO PAINT RCOM 

C R A N F I E L D M . S . C . 
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NORMAL WORK IMG AREA 

C R A N F I E L D M . S . C . 

3 

NORMAL AND MAXIMUM WQRKTNn A R E A 



The height of the working area should be such that the work can be clearly 
seen 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 
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 most comfortable position for the head 
is one in which the line of sight is 32 - 44 below the horizontal with the body 
bent slightly forward. F o r standing operators this angle is 23 - 37 . 



ROU.INC MILL 

MULTIPLE ACTlVlTV CHART 

PRESENT METHOD • 

B2 ... r * 
f/y 'lj 11*111 
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MILL MEN 

MaNOTES MINUTES 

• 
PSOOUCTIVE MOW 69 67 0 379 43 6 

SUaSlOlAAY WORK - 171 20 8 

WAITING 34 378 317 

100 0 614 IOO 1 



MODULE : A6 

N.U. Yapa. 

STAKDTOI^ATIO:r IN DCClE'HNTATIOir. 

Standards are technical speci f icat ions containing a set of 

conditions to ho f u l f i l l e d . These may be issued by a National . 

Regional or an International body. Standards describe a proce'33, 

product, pract ice or presentation© Sett ing up of standards 

according to agreed spec i f icat ion i s c a l l e d standardization. 

In documentation, standardisat ion plays an important ro le in 

improving the effectiveness of information serv ice by f a c i l i t a t i n g 

be t t er communications and by increasing comparability and economical 

transfer of information. Speed transfer and acurate interpretat ion 

of information are poss ible due to international adaptation of 

standards in documentation., International Organisations surch os 

Uiri3SC0, 130, IC3U, I5LA, ? I D are conserned about g lobal progrrmmes 

f o r tho procession of information to develop a coherent system by 

set t ing up a standards, 

IJain areas of Standardization in documentation are: 

( a ) b ib l iographic descriptions^ ( b ) b i b l i o g r a p h i c ? ! control . 

( c ) terminology, ( d ) subject analys i s , ( e ) document reproduction. 

Bibl iographic TJescrintions. 

Standards are set up for the description of various types of 

documents. Selection of b ib l iographic data, method of recording, 

abbreviations and punctuations for proper interpretat ion are 

standardized. These standards which are used in the preparation of 

b ib l iographic tools 3uch as catalogues, indexes, b i b l i o g r a p h i e s , e t c 

helps one to ident i fy a document and v i sua l i z e i t3 features . 

The Anglo Anerican Cataloguing Rules (AJ£R) and International 

Standard Bibl iographic Descriptions (IS3D) are used to Standardize 

Cataloguing practices© 

c o n t ' d . . . . . 2 . 



Standards PTR set up by the International Standard Organization 

(ISO) f o r presenting c i tat ions in documents (ISO 690 - 1975)• 

In recording the name of a Journal, often a short t i t l e i s used 

to save space* ISO 4 could be used for se lect ing a standard short 

t i t l e to be used in d irector ies of per iod ica l s , indexes, 

abstract ing journa l s , union l i s t s etc . 130 R. 639 gives standard 

abbreviations to record names of countries and languages* 

i&hreviation are used i n b ib l iographic descript ions . Standard 

abbreviations that should be used in b ib l iograph ic descriptions 

are given in ISO 332 and ISO 833. 

Schemes of t rans l i t era t ions are used to record bibl iographic 

d e s c r i r t i o ^ of documents in fore ign languages. ISO has sot up 

a number of t r a n s l i t e r a t i o n schemes to 3tondrjrdir.e conversion of 

scr ipt cf one language to another. (ISO H9, ISO H233f -SO R?39, 
130 3343)o 

3iblio,-Tr^hio control . ^ 

Standards are used for proper control and ident i f i ca t ion of decumen 

The fo l lowing are some of the 3chenes established by various 

International Organizations to control documents. 

( a ) 1313 - International Standard Data System - a jo int programme 

of ICSU and Unesco. A Central Regriter has been created for 

s c i e n t i f i c per iodicals with a view to nsmalise the c i tat ions 

of the journal l i t e r a t u r e . I32S centre is at P a r i s ; there 

are several regional centres . 

( b ) ISSN - International Standard Ser ia l Number - a number 

i s given to every s e r i a l for i d e n t i f i c a t i o n 0 T h i 3 s impl i f ies 

communication and recording of s e r i a l l i t e r a t u r e . IS^IT is 

promoted by ISDS. 



( c ) ISII? - International Standard 3ook number. A unique number 

given to a monographic publ icat ion. This number ident i f i e s 

a publ isher and country of publ icat ion and help s implifying 

acquis i t ion work. 

ISO has 3et up several standards to control the qual i ty of per iodica l s , 

130 R5 describes the important parts of per iod ica l ; ISO R19 deals 

with preparation of contents l i s t s of a per iodica l and ISO n30 

describes the standard b ib l i ograph ica l s b r i p which is recommonded by 

ISO to be given in a l l s e r i a l publications f o r better recognision. 

ISO 999 ( indexes) and ISO 1080 ( t i t l e page) are also important 

standards f o r b ib l iographic control,, 

Termir.olc-TV'o 

In any profession for c l e a r communication and bet ter understanding 

the terminology used by the professionals i s standardize. Terrs 

such as catalogue, index, c i ta t ion , c l a s s i f i c a t i o n are U3ed in 

documentation to define spec i f i c concepts. Also in term of g loba l 

t ransfer of information these meanings should be internat ional ly 

accepted. Standardisation ensures that terminology is used 

consist ant l y . ISO R 704 play3 a leading r o l e in t h i s . ISO R 360 

( in ternat ional uni f icat ion of concepts and terms) ISC R 919 (Gui le 

for the presentation of c l a s s i f i e d vocabulary) . ISO R 1087 

(vocabulary of terminology) , ISO R 1149 ( layout of mult i l ingnal 

c l a s s i f i e d vocabular ies ) are worth mentioningo 

Sub jec t Aialy3J3. 

The subject of a document i s interpreted in a document in t\To ways; 

( a ) by g iv ing a c l a s s i f i c a t i o n number, ( b ) by g iv ing a standard 

subject heading. In "both these ways attempts are being made to 

standardize the scope of a subject . Universal C las s i f i ca t ion 

schemes such as Dewey Decimal C l a s s i f i c a t i o n , l i b r a r y of congress 

c l a s s i f i c a t i o n , Universal Decimal C l a s s i f i c a t i o n , International 



Patent C l a s s i f i c a t i o n , International standard Industr ia l 

C las s i f i ca t ion or mission-oriented c l a s s i f i c a t i o n schemes such G3 

INI 3 subject catagories , AGRIS c l a s s i f i c a t i o n schemes, National 

l i b r a r y of medicine c l a s s i f i c a t i o n scheme could be used. For 

se lect ing standard subject headings one could use sears l i s t of 

subject Headings, LC Subject Headings, OZCB Kicro Thesauras, 

D03 Thesaurus or The3aur3us of Engineering and Sc ient i f ic Terms. 

Document Reproduction. 

Document reproduction i 3 one of the most important technical 

processes which -assist the documentation and information trans fer . 

Standards are used in document reproduction for oaiality contro l l in 

and cost reduction. Also these standards increase the compati'nli 

of copies produced u^ing di f ferent processes. 

*./ith respect cf this matter more emphasis i s givsn to micro grarh„ 

Standards deal ing with mater ia l , equipment, qual i ty and tes t ing of 

microforms have been set up by ISC and othar organization;;. 

Reference* 

1 . Internat ional Standards Organization 

Information transfer * Handbook on International Standards 

governing information t rans fer . Geneva, ISO 1977» 516 p , 

(ISC Standard Handbook 1 ) 0 

2. MAR1TII, IUJ. 

Reference manual for macCHine—reade*ble b ib l iographic 

descript ion, prepared by the UTJISI3T / ICSU - A3 working 

Group on 3 ib l iographic Description compiled by 

N.D. Martin, P a r i s , Unesco, 1974. 71 P v 

3. UNISI3T International S e r i a l Data System : Guidelines f o r 

I33S, P a r i 3 , Unesco, 1973 . 
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LIBRARY PLANNING. 
6th July. 1081. 
S. RUBASIHQAM 

Introduction 
require from buildings, as from non, two kinds of goodnens? 

first, tho doing thsir duty wellj then that •ssVft they bs grneotful and 
plsaslng in doing it| which last is itself another for* of duty". 
John Ruskini "Stones of Venice". 
"Tho Plan is the generator of architecture" Lo Corbusier. 

The objectives and tasks of any typo of library can be sore easily end 
economically achieved in a woll planned functional building thus, in a 
badly planned one. A poor building can seriously handicap its users| 
s good one can contribute to the intellectual health of the t?ho&o ins­
titution. Moreover, buildings are oxponsivo and a bedly plana©:! baiMd-
ing will end up as an enduring nonumont to elossal wastage of caoney and 
nay force the library year after year to spend much more on operation 
and maintenance than it would be required by a well planned ©n©» 

The Hole of the Librarian 
The physical planning of a library or part of It, is no doubt aa activity 
in which most Librarians nay have only a limited experience* But it in 
one of paramount importance- perhaps the most challenging and rraut 
•satisfying experience in his career. Left to themselves, tho architect 
or even the management of the institution served by tho library, may 
not be able to plan a good functional library building, because they 
may not understand clearly the functions and various activities of o 
library without the oloser collaboration of the Librarian. It is the 
Librarian who understands the details of the functions, activities r.n3 
tasks of a library and should tkereforo be actlvoly Involved in the 
planning of a Library building. 

Pre-Planninx 
In moat cases, the Librarian will know in advance that a net-; library 
or change of quarters is contemplated and therefore has sirple tine to 
prepare himself for tho taskri of planning it. If he is willing tho 
lack of experience will not be such an overwhelming disadvantage as it 
may have seemed. 
During the pre-planning stage, the Librarian should! 

1. Study the special problems involved in tho planning o% a library 
building. Be should obtain tho required Information by atudyias 
the literature on tho subject, which is fortunately quito extenaivi 

o o n t d . a . 



He may also bring suoh literature to tha attantlon of all others 
involved in the planning of tho building. 

2. Examine carefully the aims and objectives of the parent organi­
sation including any future changes, the users and their needs 
ete. and collect relevant data. After such an analysis, ho 
should define the aims and objectives of the Library, its userci 
and their needs, the features of the proposed services etc. not 
only taking into consideration the present but of the future as 
well* These information will be vital for the brief h? later 
prepares to the architects. 

3. Havo frequent consultations with those whose advice am?. su(fc*est-
ions will prove useful, in particular his own staff, the unors 
and the management. 

4 . Visit as sany librarian as possible, partitularly thosa built I M 
recent times. 

The Site 

1. Accessibility^ 
The location ohosen for a library, partitularly a special library 
will depend on a numbor of factors such as the type of organisa­
tion served, the location of tho sain users, the availability of 
of space on the site, the kind of services expeoted of lrlo library 
ete* If the library is Intended to serve whole organinatien, some 
fairly control position is desirable, since the number of times a 
person uses such a library is usually inversely proportional to 
his distanco away from it. It fchould be sited closer to common 
services of the organisation concerned. Comson services are suoh 
things of canteens, lecture theatres, computer servicer, document 
reproduction services etc Another alternative is to eJite it nuar 
the main entrance to the organisation. 

2. Orientation» 
No single orientation is ideal for all seasons, ellmatet-t ami other 
conditions} but it is a factor to be considered carefully, parti­
cularly in areas where extremes of heat, rains, winds, (sunlight 
etc. may be expected. The most sensitive parts of the library 
are the reading and storage areas. When direct sun light stroarcs 
into a building it creates glare and over-heating which is bad Sfor 
the documents stored so is the moisture resulting from the rains 
and the effects of the monsoon. 

3. Space for Expansion! 
The chosen site should provide adequate space for future exviansiioa. 
Parking and delivery problems should not be forgotten l;j tho chits© 
of a suitable site. 

Preparation of a Programme 

One of the most Important task of the Librarian in the planning of a 
Library building is writing a programme or brief to the architects., The 
Librarian in perhaps the best person to do this, because it is he tfho 
knows best and most about the requirements of the building. If he £a net 
sufficiently competent to write tho programme, he should be very closely 
associated with it and the task as suoh may be assigned to a planning 
team appointed by the management. The Purposes of the programme arot 

1. to determine and doflne the essential space needs of the library. 
3. to point out to the management and others concerned ail require­

ments of the library and obtain approval for them. 
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3. to fora the basis on which an architect can design u satisfactory 
functional bulldingo 

$he programme should be written a f ter carefully analysing and eonoldeir-
ing the needs of tho community to be served,, the varieties and frena of 
library cervices to be offefiitl̂  the envirocimontal and other factors 
likely to influence the service in the future, eto. It should also 
answer questions relating to the siae of the collection to bo houoed, 

4 the number of readers to be accommodated, tho number of stn£f who wfill 
provide!) both publio and technical services eto. I t should iedicato 
for how many years ahead the building is planned. 

internal Planning 

The planning process of assignable space consists of essentially 
throe stops» 

1. Deterralneng that relationship betweon the functional tinito of 
the library which la likely to lead to tho most efficient operation 
of tho library as a whole. 

2. Determining the amount of space which is required for ©as&i wn£t<, 
3. Using the information obtained from 1 and 2 to dositraga a 

practical layout. 

The first two steps are taken by the Librarian (or a Planning; Eoaia) 
vho during the preplanning stage should havo collected all tho b a s i s 
data required for this purpose. The third stpp is achieved by the 
Architect in closo co-operation with the Librarian* 

4- Determining tho ftolationefaips between tho Functional Unite. 

The functional units of a special library is gonerally defteraiiaod by 
ihree flow patterns, viat 

1. the flow of materials 
2. the flow of information 
3. tho movement of users . 

The first two aro interlinked and easy to d e f i n e The typical oequoneo 
of tho flow of materials for example may be ( I ) acquisition, ( X I ) cata­
loguing, ( I I I ) Display & ( I V ) storage. Similarly tho sequcaoo of tho 
flow of information may be ( I ) scanning, ( I I ) abstracting & ondaaring 
( I I I ) competing and ( I V ) disseminating..(see annoxuro £)• OJS suoh a 
basis, it would be possible to group each individual components into a 
numbor work units establishing the relationships among theau Such 
analysis will help to determine the space requirements, thei&> location 
within the library, eto. The movement of users however till be a e r o 
difficult to defino and determine. I t trill depend ora eatoges'ioiitiorj 
of readers, their behuvioural patterns etc. which should be oarofully 

* done at the pre-planning stage and the data collected proviSod to the 
Architect, in the brief given to him. Usor surveys uado in oinilar 
organisations can be very useful for this purpose. 
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After carefully testing the unite or areas in which the various acti­
vities of the library will he carried out, the next step is to deter-
nine whinn should be near to each other and which could or should bo 
separated, (see annexure II). The relationships established should 
indicate the aost useful relative locations for the various units oil 
the library. But beforo proceeding to a tentative layout 16 is 
necessary to know how nueh space each of the area or unit wtoild require, 
not only for the present but also for the future. 

Determining Space Requirements 

The purposes of assignable spnce in a library building are to provide 
fort 

1. Housing the collection, to store and display books, periodicals, 
reports, trade catalogues, non-book Materials etc. 

2 . Reader accomodation and activities* reading spaces Including 
use of special collections & special materials, carrels in tho 
staoksf sealnar rooas, service counters, public catalogues eta. 

3 . Staff activities! offloes, work roosas, typing services, 
docusent copying, rest roons etc. 

4. Services: stairs, lifts, corridors, cloak rooas, entrance halls 
etc. 

The space required for services (4 ) should be fixed at the outset and 
preferably grouped in one area so as to preserve flexibility in the 
rest of tho building. The space required for reader services and 
staff activities (2 & 3 ) will grow comparatively slowly if tine 
planning has been done with ease foresight. The spams needed for 
housing the collection (1) however will grow steadily until the full 
capacity of the building is reached in X years ahead. It 1® best, 
initially , to estimate requirements for 1 and 2 as a aingle unit 
space, for physically these two activities overlap. 
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SPECIAL LIBEA'SIES : COLLECTION BUILDING 

C o n s i d e r a t i o n of the nature and funct ions of s p e c i a l l i b r a r i e s ; 
+ Almost e x c l u s i v e l y concerned with the l i t e r a t u r e of a p a r t i c u l a r 

s u b j e c t or group of s u b j e c t s ; 
* C l i e n t e l e : persons wi th s p e c i a l i n t e r e s t s i n s p e c i f i c f i e l d s of 

study or a c t i v i t y 
f. S e r v i c e s geared to needs of a p a r t i c u l a r o r g a n i s a t i o n or i n s t i t u t i o n 

3road ly c l a s s i f i a b l e in to h c a t e g o r i e s : ( a ) Educat iona l or academic 
i . e . school l i b r a r i e s , p o l y t e c h n i c s , t e c h n i c a l c o l l e g e s , teacher-
t r a i n i n g c o l l e g e s , u n i v e r s i t i e s ; 
( b ) Learned s o c i e t i e s and i n s t i t u t i o n s , c a t e r i n g to the needs of 
members f o r study and r e s e a r c h , in format ion and matters r e l a t i n g 
to employment; 
( c ) Government Departmental l i b r a r i e s cover ing wider f i e l d s than 
r e s e a r c h l i b r a r i e s , o f ten m u l t i - f a c e t e d i n v o l v i n g wide v a r i e t y of 
f r i n g e s u b j e c t s ; 
( d ) Business and i n d u s t r i a l l i b r a r i e s (Governmental and non-Gover­
nmental. S i r n i l l a r to Departmental l i b r a r i e s but s p e c i a l m a t e r i a l 
i s needed f o r product ion and experiment s t a f f . 

L i t e r a t u r e needs of the four c a t e g o r i e s b r o a d l y examined, in contras t 
to other types of l i b r a r i e s to understand the d i s t i n c t i o n between 
the two and the c h a r a c t e r i s t i c f ea tures of s c i e n t i f i c . l i b r a r i e s . 
S p e c i a l r e f e r e n c e to ( a ) needs of c l i e n t e l e ( b ) nature of mater ia l s 
a c q u i r e d , and (;>) Techniques used i n o r g a n i s a t i o n , r e t r i e v a l and 
d i s seminat ion 

C o l l e c t i o n b u i l d i n g i s t e c h n i c a l l y s e l e c t i o n and a c q u i s i t i o n of l i b r a r y 
m a t e r i a l s . The opera t ion r e q u i r e s high p r o f e s s i o n a l s k ± ± ± s . 
and a d m i n i s t r a t i v e s k i l l s . D e f i n i t i o n of book s e l e c t i o n : " 
knowledge a s c e r t a i n e d by o b s e r v a t i o n and experiment, c r i t i c a l l y 
t e s t e d , systemat ised and brought under g e n e r a l p r i n c i p l e s " . 
B a s i c a l l y ma n a t t e r of o r g a n i s a t i o n , n e c e s s i t a t e d by cha l l enges of i n f o 

v. .• ' ormat ion 'exp los ion , dwindl ing budgets , inadequate s t a f f and 
s t o r a g e f a c i l i t i e s . 

A c q u i s i t i o n p o l i c y : Sound p o l i c y d e c i s i o n s are b a s i c to good management. 
Hence the need f o r a w e l l thought out a c q u i s i t i o n p o l i c y . 
Role of the l i b r a r i a n i n formulat ing p o l i c y . 

Acquire knowledge and awareness of the purposes and funct ions 
of the mother o r g a n i s a t i o n 

Awareness of the user needs 
Methods of i d e n t i f y i n g the user needs( v i s i t s to d e p t s . , meeting 
with p r i c i p l e u s e r s , a t t end ing meetings where p r o j e c t s are 

. ^ g ^ _ _ _ ^ g - j - l i s t e n i n g T o ' d i s c u s s i o n s of fu ture developments,"* 
s tudying annual r e p o r t s , p u b l i c i t y b r o c h u r e s , handouts , pres s 
n o t i c e s , p u b l i c a t i o n s ; a n a l y s i n g i n q u i r i e s / r e q u e s t s f o r i n f o r ­
mation 

A c q u i s i t i o n p o l i c y demarcates the scope of a c q u i s i t i o n s . Should 
be f l e x i b l e , m a t e r i a l on core s u b j e c t s and f r i n g e s u b j e c t s , 
i n d i c a t i o n s of p h y s i c a l type , l a n g u a g e . I n t e r l i b r a r y l o a n s , photocopies 

Cooperat ive a c q u i s i t i o n 



\x^4.u * ~ • o f , d i f f e r e n t . m a t e r i a l s 
Methods of a c q u i s i t i o n a l s o may be inc luded as a guide l i n e f o r the 
s t a f f . Purchases , s u b s c r i p t i o n s , exchanges , s o l i c i t e d g i f t s , g r a t i s 
m a t e r i a l s , donations etc 

S e l e c t i o n 

Book s e l e c t i o n the prime f a c t o r i n enhancing va lue of l i b r a r y 
W e l l b u i l t s tocks fundamental to s a t i s f a c t o r y s e r v i c e 

How the l i b r a r i a n should be equipped f o r the task of book s e l e c t i o n 
Knowledge o f the s u b j e c t 
Knowledge, awareness and use of r e l e v a n t b i b l i o g r a p h i c t o o l s to i d e n t i f y 

r e l e v a n t m a t e r i a l s 
S o l i c i t i n g user p a r t i c i p a t i o n 
P e r s o n a l contacts - formal and non-formal 

P r i n c i p l e s of book s e l e c t i o n 

Asses s ing the va lue i . e . the q u a l i t y and s tandards of presenta t ion and 
p r o d u c t i o n . 

Judging the mer i t s of a p u b l i c a t i o n : po in t s to be cons idered - authors 
c r e d e n t i a l s , p u b l i s h e r ' s r e p u t a t i o n , a u t h o r i t a t i v e n e s s , expert 
op in ion on the work, consensus of op in ion on the matter t r e a t e d 
v i s - a v v i s a u t h o r ' s v i e w p o i n t , c l a r i t y i n e c p r e s s i o n , r e l i a b i l i t y 
of f a c t u a l i n f o r m a t i o n , c r e d i b i l i t y of i n t e r p r e t a t i o n s and conc lu­
s i o n s , accuracy of r e f e r e n c e to l i t e r a t u r e , how complete the 
treatment of the s u b j e c t , how l o g i c a l i s the sequence of p r e s e n t ­
a t i o n , i s the m a t e r i a l new or i s i t a new approach to known 
fiacts. 

Some b a s i c b i b l i o g r a p h i c t o o l s of book s e l e c t i o n 

Use of r e v i e w s i n a s s e s s i n g p u b l i c a t i o n s . 
Expert o p i n i o n . 

A c q u i s i t i o n procedure 

Devise methods of o b t a i n i n g m a t e r i a l q u i c k l y , cheap ly , and with minimum 
• procedures 
Departmental r e g u l a t i o n s . P r i c e s . D i scounts , order procedure 
Importance of f i n d i n g a good s u p p l i e r - l o c a l , f o r e i g n , problems 

encountered. C o s t , d e l a y , s p e c i a l i s a t i o n , m a t e r i a l unobta inab le from 
p u b l i s h e r s or book s e l l e r s 

Depos i t accounts , charge accounts ( U 3 I B S ) , s tanding o r d e r s , -
b l a n k e t o r d e r s ( n o ^ a p p l i c a b l e to some l i b r a r i e s ) s u b s c r i p t i o n s 

Exchange, s o l i c i t e d g i f t s , donat ions , g r a t i s m a t e r i a l s 

Maintenance of r e c o r d s - I n v o i c e s , b i l l s , - r e c i e p t s 
R e g i s t e r s , c a r d f i l e s , computer 
Access ion ing 
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1. ORGANISATION CF PURCHASING.' Outstanding problems in the organisation 
of purchasing, are concerned f i r s t l y with the degree of central!act ion 
of purchasing in the whole concern, and secondly to whom the purchasing 
department should be responsible . 

2. FUNCTIONS OF THE SUPPLIES DEPARTMENT. In i t s work, t i e purchasing 
department must co-ordinate with design , planning, production, sa les , 
and accounts departments, but i t s main functions are* 

( a ) Purchase of t h e : r i g h t materials required by a l l users in. the 
concern ( i n the main, the users w i l l dec ide) ; and purchasing 

; on the r ight authority. - ^ v - . i - l s^ r i r . - . f • 

( b ) Purchase of the r i g h t quanti t ies , and goods of the r ight qual i ty . 

( c ) Purchase of goods at the r i g h t time, and for de l iver^ at the 
r i g h t time, i . e . the dates required, and to "follow up" when 
not received at those times. 

( d ) Purchase at the r i g h t price,and keeping within the prescribed 
budgets. 

( e ) Use of the best methods of purchasing, and forms of contract, 
e tc . 

( f ) Responsibi l i ty for the control of stores; this i s sometimes 
given to the purchasing o f f i c e r . 

( g ) Cert i fy ing , of purchase invoices f o r goods supplied. 

( h ) Uarrying -jut of test ing proceciures on goods pu^cna^ed. 

v. 

3. SUPPLIES POLICY. Goods may be purchased in many ways, and usua l l y 
separate methods prescribed according to the type or value of goods 
purchased. 

(a) Spot purchase; Where goods are bought on the spot, e i ther 
at an outside showroom or warehouse, or from sales represen­
ta t ives who v i s i t the buying Department. 

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

( c ) By contract, su i tab le t>> bulk purchase, and where a l a r g e 
order i s placed for ( say) a y e a r ' s supply of a certain commodity 
at a special pr i ce , and d e l i v e r i e s may be had as required . 

( d ) By tender, a method mostly used by publ ic bodies , where news­
paper advertisements invi te suppl iers to tender their pr ices 
f o r certain commodities on the b a s i s of which contracts are 
then awarded. 

In manufacturing concerns, methods ( a ) , ( b ) and ( c ) are a l l used - according 
to the value of indiv idual order . 



SUPPLY PROCEDURES. Procedures w i l l depend on the purchasing po l i c i e s 
adopted, but important points are that: 

( a ) A l l requirements for goods from all . departments of the 
concern must be on standard, printed requis i t ions , and 
be signed by authorised persons. * • 

( b ) The requi s i t ion number i s then quoted on quotation and 
contract, and other forms sent out to suppl iers . 

( c ) A l l orders must be on o f f i c i a l company order forms, bearing 
the number of quotation, contract e t c 

( d ) On rece ipt , goods w i l l be received in the stores, and 
l i a i s o n with them i s necessary for checking that goods 

V agree with spec i f icat ion and sample. '* 

(e) When cleared, goods received notes are received by either 
the purchasing or accounting department. 

( f ) Purchase invoices when received are then checked with 
: o f f i c i a l orders , and the goods received notes* 

( g ) Before goods are ordered, the purchasing o f f i cer n i s t ensur 
that finance i s ava i lab le within the company1s budgets. 



A U . LIBRARY SURVEYS. 

TYPES. OF SURVEYSe 

i . Field Surveys «=• d e s c r i p t i v e * fV.ct f inding survey in the fiaXdo 

i i . Comparative F i e l d Surveys. 

i i i . Experimental Surveys, - feoncparjsons between two or more groups which 

, -differ flq to one v a r i a b l e . 

Surveys Can a l so d i f f e r in terms o f ° e l s e , from nn in-nouse survey of a 

small l i b r a r y to l a r g e sea le .surveys involvir .fr many l i b r n r i e c , 

PURPOSE' OF CONDUCTING A IT3PAPY SURVEY. 

To c o l l e c t information ind i ea t i ng the pa t te rns , t rends, s trengths and 

weaknesses in the l i b r : r y no that, we can use th i s information to 

a ) Answer quer ies and complaints 

b) Detect f au l t s in the l i b r a r y s e r v i c e 

c ) Improve and expand tho s e r v i c e 

d) d i scover new facto useful to the F t u d y o f l i b r a r i a n s h i p . 

DO'S & PONT * S FOP THE tTOVICE 

Survey methods are a p^rt o f soc ia l science research methodology and 

cons is t o f s p e c i f i c prooedurec and methods,, t he re fo re do not consider a 

curvey as something which only needs common oenne and i n s t i n c t . 

When you embark on your f i r o t l i b r a r y survey 

a ) Look, fo r en e a r l i e r survey on the subject and study i t s mfthodo. 

b ) I f t h i s i s not poesnhle, discuss the p ro jec t ed ' survey fcith a s o c i a l 

s c i e n t i s t who has p a r t i c i p a t e d in surveys , 

c ) ' I t i s e s sen t i a l that yon read up on survey methodology end fo r th i s 

an^ bas ic book on s o c i a l sc ience rr-noarch methodology iy recommended, ^hoy 

w i l l usual ly carry a chapter or two on surveys. There are hooi'G s p e c i f i c a l l y 
nt 

on surveys- ' too. he f o l l o w i n g rir.o the best a v a i l a b l e at tho momont: 

LI TIE, M.B. Library Surveys London: C l i v c B ing l ey , 196^ 

M03ER, C a A. E KALTOIJ, G, Survey methods in s o c i a l i n v e s t i g a t i o n . 2 ed. 

.tondon: ELBS, 1971* 

HOW. TO CONDUCT A SURVEY, . ' 

•Xf the f i n d i n g s . o f the survey are to be acceptab le , the survey must not 

•,Qft pari- biaeed or din to r ted dat-"i. I t mu ,-t be an o b j e c t i v e .-survey and the 

f i ndings mu .̂t appear to bo reasonably accurate . Accuracy iri a survey cannot 

http://involvir.fr
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Be icbieved a f t e r thr survey ? k o v « r , by jtfiJEjIinj.; tho flafc.'i, ( l i k e eras ing 

mistakes in & drawing) T'• ir.u«t be P^ b i e v o d at tho uuint o f planning and 

o p e r a t i o n a l i s i n g the survey. There fo re , P L A N THE SURVEY " A R E F U L L Y * DO NOT 

RUSU INTO I T , 

STAGES, PLANT?IKG O F M R A T I O N A L T C I N G A CU3VI5Y. 

1* Defifie the aims and o b j e c t i v e s o f the survey. 

2^pMmcM the s i c e and type o f surv.ey, - 1?otal survey or nnmple survey. 

S ing le or comparative f i e l d curvey - experimental survey e t c . 

5. determine the s p e c i f i c l i b r a r i e s that w i l l p a r t i c i p a t e . 

Data requi red from tho curvey, (e£ . subject preferences of unorp, type.4 o f 

e e e r s ) 

6. .Selec t the sample, i f i t ia to ho a tjample Rurvoy, 

The narrple muot be ca r e fu l l y neloctted, i f i t 1B to be represen ta t ive o f . 

the » h o l e . In a small in-houoe nurvey, a random sample ^ould be s e l ec t ed 

, -by taking rutting; th i rd reador or r e e n t e r e d borrower. But I n r g i 

surveys need T.ore complicated moth ode of oeJ-octing nampleo and i t i s 

best to cor1 su i t 0 ntot ivti ci an who w i l l ttrivioe on tho kind o f sample 

su i t ab l e ( quo^ta. c l u s t e r , . " tv^ti f iod pnmplo e t c ) and tho n ta t i f i t i cn l 

frame that abound be uacd. Keep Ui mind that aegsttk awtfc rmch o f the 

l a t e r s t a t i s t i c a l in terpre ta t ion , o f the data w i l l depend or. how the 

s t a t i s t i c a l sample hoy bp on nc lgg tod . 

' '.Most books on research method n-irry n chapter explninin/5 the techniques 

o f Banpl ing f o r thone who are not nt.fitipt ieiarifi. 

7. Data c o l l e c t i o n . 

. There arc d i f f e r e n t tjptt* d'»tn e a l H c t i g n motv»oiUi tn nuit d i f f e r e n t 

. data. Inanimate data r e l ^ t i n ^ to l i b r a r i e s , nuqh w budget, equipment., 

, b u i l d i n g s , stock and c i r c u l a t i o n records can be obtain by studying 

the records obt'ungd frorri o f f i c i a l nourcon. Weaknetiwn (n the recording 

o f «;uch data mrnt he kopt ir, mind* ( e g . Are rrnuwnls included in the 

•loan s ta t i s t i cs" , or are they conned s e p a r a t e l y ? ) 

Obtaining information from human beinjTp ir, not a i s 'mple ap examining 

a . r og i a t e r* Thore are d i f f e r e n t methods o f studying human behaviour 

in a s o c i a l survey, ouch'as pnr t ic ipnnt obpervat ion , keeping o f 

personal d i a r i e s by tho re^pordontn et;% The tvm main methods of 

• ob ta in ing information from people howefer are - ^uep.tionnare and 

I n t e r v i e w . 

7 a . .(JIBSTIC2WfiJaft;'DE„ 1GN. 

A curvey qV-oeUonn.-.m ( fcwn. r» t t ; r re fer r* d to as: q ) ia no 1 dimply 

* i : « t o f ^ t i i w i , D o n 1 , n : . i : ., , l U u r n .mare - - < H« C o»,uidered u 



a t e c h n i c a l or s p e c i a l i s e d a c t i v i t y where c e r t a i n s s a f e g u a r d have to be 1 

Con^iii'pred and choices made between a l t e r n a t i v e formats and s t y l e s . Jt needs 

tiroe'anA .much' thought . Do not t r y to dash i t o f f in a h u r r y . . °\ 

if you a r e : . d e s i g n i n g a . Q f o r the f i r s t t ime, look up a book on questionnaire 

d e s i g n . There you w i l l f ind examples of questionnar'es. . Wost r e p o r t s of surveys ''. 

nip^';^r%y;the J ^ l l Q. as - an appendix and .-these are a l s o h e l p f u l . Best . o f a l l , 

t r y "'to.'1'-find Q s i m i l a r , to the one you prppose to des ign and study i t # 

e^e!Jt-ent6--'in, Q des ign a r e : 

1. .T^p:p , of Q «• p o s t a l - q u i c k e r , lower response r a t e - accuracy mary be a f f e c t e d 

Face to face adndnif i trntion of Q or superv i sed a d m i n s t r a t i o n . 

- more l a b o r i o u s but tourer of accuracy of r e sponse . 

2. l ength o f Q. 

Should not be too l o n g , as the respondent may t i r e of answering . 

5. -Whether' should be anonymous or not . 

Quest ion content , i . e . what aspects the quest ions should cover . 

5.' Qeation. format . 

2 a l t e r n a t i v e formats a r e a v a i l a b l e and these can to used in 

combination where neccessnry . 

i . Open quest ion which merely asks the quest ion and prov ides an 

empty.spice f o r the answer, eg , " In .what -ways do you use our l i b r a r y ? . . . . . 

i i . C3 osed for structurecjques t ion where a choice o f answers are 

g iven . a f t er the q u e s t i o n , eg , "Do you use t h i s l i b r a r y for a 

• • a ) Eorrowing books . 

b ) Reference work 

/ c ) Rording p e r i o d i c a l s 

d) ' Reading newspapers 

• v . e-j P r i v a t e study 

'. .. f ) Other . -

P l e a s e t i c k o f f the r e l e v a n t items and i f neccessary add f u r t h e r 

•. i n format ion at f ) " 

The advantage of the c l o s e d T^estion i s thnt i t can be coded and therefore . 

:an,&lysed ^ s t a t i s t i c a l l y more nasi l y than the open answer. 

6.. Question word ing . 

•Questions must be c l r - i r and unambiguous to the respondent . The fac t that 

t>jti ques t ion i s r.lcr>r to yon, the des ign^uf Q does not mean that the 

. -respondent w i l l f ind i t so . Do not ask ' Are you fami l i a r with our 

l i b r a r y ' The r e s p o n d c r i u n»<-»y think you SK-nn' any of the f o l l o w i n g : 

pev.e you hoard of the l i b r a r y ? Know where i t i s? Seen i t ? Entered i t and 

•' : urjed, i t ? nnd you w i l l ;;ot r o r j -i cover ing a l l these a s p e c t s . 'Are you 

V'a- member of the 1-ibrnry' i s c 1 e -5r 

• S i m i l a r l y , avoid l i h r ^ r j .i.-.rgon, jjo not ask a render ' Are you s a t i s f i e d 



with our c irculat ion procedures.' Ask ' Do you find our procedures for 
lending and reca l l ing books satisfactory?* 

7* Questionnare lay out. 

Instructions for answering should be clear - there should be suff ic ient 

space for writing the answers - sequence of questions should be log ica l 

and preferably should move from the general to the specific* egt 

Q should begin with questions l ike ' Are you a member of this l ibrary* 

and proceed la ter to questions such as ' Do you consult the author 

catalog^?" rather than the other way round* 

8. pre-test* 

Q should be tested on a small sample similar to the main sample before 

the survey begins* This i s ca l led a pre-test and its purpose is to 

detect flaws in the Q such as the ones outlined in the preceding section 

1W INTERVIEWING 

Interviews can range from formal interviews which could be l i t t l e more 

than a verbal ly administered Q to informal or 'open ended1 interviews 

where the interviewer has greater freedom to decide what questions 

to ask and how far the respondent should be allowed f u l l freedom to 

reply* The former are useful when short specif ic rep l i e s are needed, 

such as in market research* The la t t er are more useful where opinions 

on e^opisx . > topics are needed. 

Since i t i s 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 interview! 

can affect the way the respondents perform^ in your survey. 

I f interviews are used, then interviewers have to be trained f i r s t* In 

a small infhouse l ibrary survey, i t may b© suff ic ient i f you brief \our 

s ta f f as to how the interviews should be conducted* In very large surveys 

trained interviewers are used* 

Keep in mind that many data col lect ion techniques c ^uld be used in one 

survey* eg* Q data and loan records could be used^to study the efficacy 

of a l ibrary* 

8* Other aspects of administering a aervey include the fol lowing: 

- getting permission to conduct the survey from a l l concerned* 

- choosing times and. places so that the survey does not hit any snags* 

(eg* avoid doing a survey during the Sinhala New Year period in 

A p r i l ) 

' - choosing times and places convenient to the respondent* (eg* do not 

try to interview a respondent when he is in the middle Of his lunch) 



5. 

PROCESSING m ANALYSING SURVEY DATA. 

Proceasing the data; In large surveys where there is a great deal of raw 

data ( i . e . the actual r e p l i e s , added-up) i t is not possible to do a l l the 

processing by hand. The data is therefore prepared for various types of 

manipulation u*£ftg punch cards or the computer etc. For this purpose, the 

raw data has to be translated into symbols and numbers andt this is ca l l ed 

coding* There are various methods of coding and these are discussed in 

advanced texts on methodology* 

In a small in-house survey however, i t should be possible 

to tabulate the raw data manually by marking the answers in dif ferent 

columns and adding them up* 

Analysing the data; In large surveys, the coded data i s given sophisticated 

s t a t i s t i c a l treatment to draw out patterns in the responses* This is a 

sk i l l ed and complicated business for which a formal training in s tat i s t ics 

is usually neceessary* 

In the case of a small in-house l ibrary survey, however, 

i t i s 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 pie-charts and proportionate responses can be guagea from 

them. 

INTERPRETATION OF THE FINDINGS 

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

data w i l l depend in the las t instance on how a ler t you are as a l ibrar ian 

and how much experience you have in interpreting survey re su l t s . I t w i l l 

also depend, xx X W T O C fixmx Ksancsx «fc X K X X X , on how well you, as the researcher 

are famil iar with the problem being studied, how wel l you have observed the 

context in which the data i s being col lected, and how familiar you are with 

the weaknesses of survey methodology. 

Findings can be interpreted at two l e v e l s . F i r s t l y , survey data could be 

used to indicate the existing state of a f f a i r s , ( eg . What types of users , 

subject preferences etc) I t can also be used to throw l ight on why a 

s i tuation has occured. ( eg. I f your Q Included the following questions, 

'Do you use this public l ibrary? Are you a secondary school student? and 

Does your school have a large l ibrary? i t may be possible to see whether 

the students who use the public l ibrary excessively are those from schools 

which do not have large school l i b r a r i e s . ) 

In general , i t i s best to use data from surveys to find out the existing 

tendencies and patterns and uxw supplement this with other information 

such as 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 i t i s customary, and in some cases, mandatory, 

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

is not suf f ic ient simply to report the findings alone* The report must include 

the aims of the survey, the sample used, data col lect ion methods employed and 

why they were se lected, how the survey was administered and problems encountered 

xkci in doing so, how the data was analysed, the s t a t i s t i c a l measures u s e d , ' a ' ^ j 

the findings and what they appear to indicate about the problem under study* 

Statements oust be supported by evidence from the survey in the form of 

examples or s t a t i s t i c a l tables* In very elaborate surveys, i t i s now coolomary 

in icnlude a l l relevant formats used,Csuch as Q^as appendixes • 

^you have done for your own information, in your own 

l i b r a r y , i t i s best to write down the procedure and the f indings, and keep i t 

in a f i l e , with the raw data, in case you need to refer to i t in later years* 

Do not expect to carry i t a l l in your memory, lou wont* 



» • * 

• NSC ~ UNDP NATIONAL WORKSHOP ON LIBRARY & INFORMATTON SCIENCE, 

6 - 2 4 JULY, 1 9 3 1 . 
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4 S . RUBASINGAM 

TYPES OF PERIODICALS. 

S e v e r a l c a t e g o r i e s o f s c i e n t i f i c and t e c h n i c a l j o u r n a l s h a v e t v o l v i ' d 

s i n c e t h e y f i r s t a p p e a r e d . Any a t t e m p t t o c l a s s i f y them by t y p o tM'.i 

o n l y be a r b i t a r y and a t t i m e s c o n f l i c t i n g , though f o r purposes, o f 

s t u d y i t must be a t t e m p t e d . 

I t may be p o s s i b l e t o c a t e g o r i s e p e r i o d i c a l s by c e r t a i n i n h e r e n t 

q u a l i t i e s o r by f u n c t i o n s a s : 1 ) P r i m a r y j o u r n a l s , 2 ) S e c o n d a r e 

j o u r n a l s , and 3) H y b r i d j o u r n a l s . P r i m a r y j o u r n a l s a r e t h o s r which 

d e n o t e t h e m s e l v e s t o r e p o r t i n g o r i g i n a l r e s e a r c h and a r e a l s o /;nowi, 

a s ' r e c o r d i n g ' j o u r n a l s . T h e y c o n s t i t u t e t h e b e d r o c k o f s c i e n t i f i c 

and t e c h n i c a l l i t e r a t u r e . The s e c o n d a r y j o u r n a l s a r e t h o s e d e s i g n ^ . ' t o 

41 d i g e s t , comment o n , and i n t e r p r i t t h e r e s e a r c h r e p o r t e d i n the 

p r i m a r y j o u r n a l s . I n d e x i n g , a b s t r a c t i n g & c u r r e n t a w a r e n e s s j o i - r n a l i a r o 

a l s o c o n s i d e r e d a s s e c o n d a r y s o u r c e j o u r n a l s . The h y b r i d a r e ti;oi;c 

w h i c h c o n t a i n b o t h t h e r e s e a r c h p a p e r s and s e c o n d a r y m a t e r i a l s . 

I t may be p o s s i b l e t o c a t e g o r i e s p e r i o d i c a l s by t h e i r p u b l i s h i n g 

o r i g i n , a s t h o s e o f : 

1 ) L e a r n e d S o c i e t i e s & P r o f e s s i o n a l I n s t i t u t i o n s 

2 ) C o m m e r c i a l P u b l i s h e r s 

3 ) I n d u s t r i a l & C o m m e r c i a l f i r m s 

T y p e s o f P e r i o d i c a l s a c c o r d i n g t o p u r p o s e 

1 . S c h o l a r l y J o u r n a l s . 

T h e s e w e r e p u b l i s h e d t o e n a b l e p h i l o s o p h e r s and s c i e n t i s t s ':.a 

communica te t h e i r new i d e a s and t h o u g h t s t o t h o s e i n t e r e s t s ' I in 

t h e same o r s i m i l a r s u b j e c t s , b e c a u s e c o m m u n i c a t i o n by mean o f 

j o u r n a l was found t o be mora s p e e d y than by a b o o k . I n some earn-.; 

p u b l i c a t i o n i n book fo rm may f o l l o w , bu t i n most c a s e s t h e ^ * p . » i ; 

p u b l i s h e d i n j o u r n a l s a r e t h e o n l y e a s i l y a v a i l a b l e r e c o r d '.if 

r e s u l t s o f r e s e a r c h . Such j o u r n a l s a r e t h e p r i n c i p a l medic. : o r 

p u b l i s h i n g o r i g i n a l l e a r n e d p a p e r s and & t a t e o f a r t r e v i e w s . 

Curitf- . . 

/3 / 



S c h o l a r l y j o u r n a l s may be p u b l i s h e d b y : . 

1 . 1 ) L e a r n e d o r p r o f e s s i o n a l s o c i e t i e s , U n i v e r s i t i e s and o t h e r 

s e a t s o f l e a r n i n g ; & 

1 . 2 ) C o m m e r c i a l p u b l i s h e r s e i t h e r on t h e i r own o r on b e h a l f o f 

l e a r n e d & p r o f e s s i o n a l s o c i e t i e s e t c . 

1 . 1 ) S c h o l a r l y J o u r n a l s o f L e a r n e d & P r o f e s s i o n a l b o d i e s . 

Mos t l e a r n e d s o c i e t i e s & p r o f e s s i o n a l b o d i e s p r o d u c e more i he r. 

o n e j o u r n a l : 

i ) e a c h d o n a t e d t o a p a r t i c u l a r s u b j e c t o r a s p e c t w i t h i n l\.ie 
main f i e l d , e g . IEEE T r a n s a c t i o n s , o r 

i i ) c o n t a i n i n g d i f f e r e n t t y p u s o f l e v e l s o f m a t e r i a l s , e g . .-Joyal 
S t a t i s t i c a l S o c i e t y ' s J o u r n a l s e r i e s A ( g e n e r a l ) c o n t a i n s 
a r t i c l e s , r e v i e w s , o b i t u a r i e s e t c . ; J o u r n a l s e r i e s B 
( m e t h o d o l o g i c a l ) h o w e v e r c o n t a i n s t h e p a p e r s d i s c u s s e d at 

m e e t i n g s . 

I t s h o u l d be n o t e d t h a t w h e r e a s most s c h o l a r l y j o u r n a l s o f sue! ' b o d i e s 

i n c l u d e p a p e r s i n a v a r i e t y o f s u b j e c t s w i t h i n t h e i r f i e l d o r .•.:.elds o f 

i n t e r e s t , o t h e r s such a s A n n a l s o f t h e A m e r i c a n Academy o f P o l ; l-.icr,!'. & 

S o c i a l S c i e n c e d e n o t e e a c h i s s u e t o a numbet o f p a p e r s on o n e r v e r a 1 1 

t o p i c w i t h a s p e c i a l e d i t o r f o r e a c h i s s u e . 

1 . 2 ) S c h o l a r l y J o u r n a l s o f C o m m e r c i a l P u b l i s h e r s . 

T h e s e a r e s i m i l a r t o t h o s e p r o d u c e d by s o c i e t i e s and i n s t . r t .it i JIIE 

and some p u b l i s h e r s such as Pergamon P r e s s , John W i l e y , A c d r v n i c 

P r e s s e t c . p u t o u t a f o r m i d a b l e number o f s p e c i a l i s e d s c h c . l a r ) / 

j o u r n a l s , e g . N a t u r e , The L a n c e t . . . The c a t e g o r y o f s c h o l a r l y 

j o u r n a l s a l s o i n c l u d e b i o r m u l t i l i n g u a l and t r a n s l a t i o n 

j o u r n a l s . T h e s e t o o may be e i t h e r p u b l i s h e d by s o c i e t i e s cud 

i n s t i t u t i o n s o r by c o m m e r c i a l p u b l i s h e r s . 

1 . 3 ) B i o r M u l t i L i n g u a l J o u r n a l s . 

Some j o u r n a l s w i t h an i n t e r n a t i o n a l r e a d e r s h i p , p a r t i c u l a r l y 

t h o s e i s s u e d by i n t e r n a t i o n a l o r g a n i s a t i o n s , a r e a v a i l a b l e i n 

e d i t i o n s p u b l i s h e d s i m u l t a n e o u s l y i n t w o o r more l a n g u a g e s , e g . 

' O f f i c i a l J o u r n a l o f t h e European C o m m u n i t i e s . ' S o m e t i m e s t h r 

t e x t i s g i v e n i n more than or.e l a n g u a g e i n t h e same e d i t i o n 

* e g . ' W e l d i n g i n t h e W o r l d ' , s o m e t i m e s a b s t r a c t s o n l y o f tha 

p a p e r s a r e i n c l u d e d i n l a n g u a g e s o t h e r than t h e o r i g i n a l 

w h i c h may g i v e s u f f i c i e n t i n d i c a t i o n as t o w h e t h e r o r n o t J 

t r a n s l a t i o n i s r e q u i r e d . 

i-wntci... 



1 . 4 ) T r a n s l a t i o n J o u r n a l s . 

F o r b e t t e r d i s s e m i n a t i o n o f i n f o r m a t i o n i n t h e f i e l d s o f 

s c i e n c e and t e c h n o l o g y c o n t a i n e d in i m p o r t a n t S l a v o n i c ai d 

J a p a n e s e l i t e r a t u r e , t h e r e a r e ' C o v e r t o c o v e r ' t r a n s l a t i o n 

j o u r n a l s , w h i c h c o n t a i n f u l l E n g l i s h t r a n s l a t i o n s o f a l l Ihv 

p a p e r s i n t h e o r i g i n a l j o u r n a l , but n o t n e c e s s a r i l y t h e ..ccoir.-

p a n y i n g m a t e r i a l s and a d v e r t i s e m e n t s , e g . ' P o l y m e r S c i e t v o 

U S S R ' . ( P e r g a m o n ) Some c o v e r t o c o v e r t r a n s l a t i o n j o u r n a l s 

a r e s e l e c t i v e , i n c l u d i n g E n g l i s h t r a n s l a t i o n s o f o n l y sane o f 

t h e o r i g i n a l s , bu t u s u a l l y i n c l u d i n g a b s t r a c t s o f t h e r e m a i n ­

i n g p a p e r s , e g . ' E l e c t r o n i c T e c h n o l o g y USSR ( P e r g a m o n ) 

T h e r e a r e a l s o j o u r n a l s w h i c h c o n t a i n E n g l i s h t r a n s l a t i o n s o f 

s e l e c t e d p a p e r s f rom a number o f c o r e j o u r n a l s on o n e s u b j e c t 

and a l s o i n c l u d i n g t r a n s l a t e d c o n t e n t p a g e s o f a l l o f them. 

e g . ' I n t e r n a t i o n a l C h e m i c a l E n g i n e e r i n g : t r a n s l a t i o n s o f the 

b e s t i n C h e m i c a l E n g i n e e r i n g . ' (Am. I . C . E . ) 

M o s t t r a n s l a t i o n j o u r n a l s a r e i s s u e d by c o m m e r c i a l p u b l i s h e r s o g . 

C o n s u l t a n t s Bureau o f New Y o r k ( R u s s i a n ) , S c r i p t a P u b l i s h i n g C o . 

R u s s i a n & J a p a n e s e ) I n some c a s e s t h e p u b l i s h e r s o f t h e o r i g i n a l 

j o u r n a l s a l s o i s s u e e i t h e r E n g l i s h e d i t i o n s ( e g . T r a n s , o f th*-

I r o n & S t e e l I n s t i t u t e o f J a p e n ) o r a b s t r a c t s o f p a p e r s e g . 

C h e m i s t r y l e t t e r s ( J a p a n ) 

I t s h o u l d be r tmembercd t h a t c o v e r t o c o v e r t r a n s l a t i o n j o u r n . h. 

a r e n o t i s s u e d s i m u l t a n e o u s l y w i t h t h e o r i g i n a l j o u r n a l s , bu t the 

p u b l i s h e r s a im t o p r o d u c e them a s q u i c k l y as p o s s i b l e and somrt inu 's 

t h e d e l a y may be e v e n t w o y e a r s . 

2 . S y n o p t i c o r Communica t ion J o u r n a l s : 

T h e s e w e r e founded m o s t l y i n t h e l a t e 1 9 5 0 ' s and e a r l y 1 9 6 U ' s and 

a r o s e due t o t h e demand f o r a f a s t e r f l o w o f i n f o r m a t i o n . P i e s s u r e 

t o p u b l i s h , p a r t i c u l a r l y - w i t h i n t h e a c a d e m i c community i s " n o t w o u n , 

w i t h c o m p e t i t i o n among a u t h o r s r i f e . New j o u r n a l t i t l e s p r o l i f e r a t e 

bu t t h e r e i s no s o l u t i o n as y e t t o t h e p r o b l e m o f s p a c e w i t h i n 

j o u r n a l s . The p u b l i c a t i o n o f s u b s t a n t i a l p a p e r s i n s c h o l a r y 

* j o u r n a l s can a l s o be s l o w b e c a u s e o f e d i t o r i a l p o l i c y o f r e f e r e n c ­

i n g . H e n c e , f o r t h e p u r p o s e o f a l t e r i n g t h o s e i n t e r e s t e d Lu ncu 

d e v e l o p m e n t s and r e s u l t s , some p u b l i s h e r s i n c l u d e a s e c t i o n i n 

t h e i r p r i m a r y j o u r n a l s f o r " l e t t e r s " , w n i c h a r e d i f f e r e n t i ro i r 

Ct:ntd. 



c o r r e s p o n d e n c e . O t h e r s i s s u e i n d e p e n d e n t s y n o p t i c j o u r n a l s f c . 

t h i s p u r p o s e . S t i l l o t h e r s i s s u e s p e c i a l s y n o p t i c j o u r n a l s whi„.h 

c o n t a i n o n l y o n e o r most t w o p a g e s o f s y n o p s i s o f e a c h p a p e r , ibc 

f u l l t e x t s b e i n g made a v a i l a b l e s e p a r a t e l y i n m i c r o f i c h e o r m i . : i -

p r i n t f o r m . Such s y n o p s i s e s a r e l o n g e r and c a r r y more i n f o r m a t i o n 

than i n I n f o r m a t i v e A b s t r a c t s . I t s h o u l d be remembered t h a t f o r 

s p e e d o f d i s s e m i n a t i o n t h e s e s y n o p s i s e s a r c p u b l i s h e d i n an uri<:rub:d 

f o r m . E x a m p l e s : 

A p p l i e d P h y s i c s L e t t e r s ( A I P ) 

E l e c t r o n i c L e t t e r s ( I E E E ) 

C h e m i c a l P h y s i c s L a t t e r s ( N o r t h - H o l l a n d ) 

J o u r n a l o f C h e m i c a l R e s e a r c h ( B r . C h e m i c a l S o c i e t y ) 

E n g i n e e r i n g S y n o p s e s ( I . M e c h . E . ) 

3 . R e v i e w J o u r n a l s . 

T h i s i s a p a r t i c u l a r m a n i f e s t a t i o n o f s c h o l a r l y bu t seconde- .y 

j o u r n a l d e s t i n e d t o p l a y a c r u c i a l r o l e i n t h e f u t u r e . R e v i ? w 

p a p e r s may e i t h e r be l i t e r a t u r e s u r v e y s , w h i c h summarise t h e 

p r o g r e s s i n a p a r t i c u l a r s u b j e c t o r f i e l d i n c l u d i n g t h e minimum 

o f f a c t u a l i n f o r m a t i o n but a w e a l t h o f b i b l i o g r a p h i c a l r e f e r e n ­

c e s w h i c h may be f o l l o w e d up . O r , t h e y may be s t a t e o f a r t 

r e v i e w s w h i c h i n c l u d e s u b s t a n t i a l amount o f i n f o r m a t i o n abct r : 

t h e s u b e j e t i n q u e s t i o n s u p p o r t e d by b i b l i o g r a p h i c a l r e f e r e n c e s . 

T h e r e i s now a g r o w i n g number o f r e v i e w j o u r n a l s c o n t a i n i n g 

o n l y t h e s t a t e o f a r t r e p o r t s . They a r e u s u a l l y p u b l i s h e d by 

C o m m e r c i a l p u b l i s h e r s o r l e a r n e d b o d i e s and a r e o f immense Viilu :• 

t o s c i e n t i s t s who w i s h t o f a m i l i a r i s e t h e m s e l v e s w i t h t h e s;.-...»tr.-

o f a r t i n a p a r t i c u l a r f i e l d b e f o r e c o m m i t t i n g t h e m s e l v e s t o a 

r e s e a r c h p r o j e c t . E x a m p l e s : 

A p p l i e d M e c h a n i c s R e v i e w s ( A S M E ) 

C h e m i c a l R e v i e w s ( A m . C h . S o c . ) 

M a t h e m a t i c a l R e v i e w s ( A m . M a t h . S o c . ) 

C r i t i c a l R e v i e w s i n Food S c i e n c e 

& T e c h n o l o g y (CRC P r e s s ) 

4 . G e n e r a l P u r p o s e J o u r n a l s 

I n a d d i t i o n t o t h e i r s c h o l a r l y j o u r n a l s m a j o r i t y o f t h e l e a n e d 

b o d i e s , i s s u e a ' g e n e r a l p u r p o s e ' p u b l i c a t i o n t o a c t as t h e l i n n 

b e t w e e n t h e body and i t s members and g e n e r a l p u b l i c . T h e y n-ay 

c o n t a i n a r t i c l e s o f g e n e r a l i n t e r e s t i n t h e fo rm o f r e v i e w s o f 

C o n t d . . . 



p r o g r e s s , i t e m s o f c u r r e n t d e v e l o p m e n t s w i t n i n t h e f i e l d and i n 

s c i e n c e & t e c h n o l o g y g e n e r a l l y , news & comments i n s o c i a l & e c o n o m i c 

a s p e c t s o f t h e s u b j e c t , summaries o f p a p e r s t o be r e a d , book i ui:..u:'-,i 

l e t t e r s t o t h e e d i t o r s , a c c e s s i o n s t o t h e l i b r a r y e t c . Examp : : . ' S ; 

C h a r t e r e d M a t h e m a t i c a l E n g i n e e r ( I Mech E . ) 

C h e m i s t r y i n B r i t a i n (Ch . S o c . ) 

S c i e n t i f i c A m e r i c a n 

New S c i e n t i s t 

5 . T e c h n i c a l & T r a d e J o u r n a l s 

T h e s e p u b l i c a t i o n s a im t o c a t e r f o r t h e i n f o r m a t i o n n e e d s O F thn 

t r a d e and i n d u s t r y by r e p a c k a g i n g i n f o r m a t i o n c u l l e d f rom I . ^he r , 

o f t e n p r i m a r y s o u r c e s , i n an e a s i l y d i g e s t a b l e f o r m f o r th» pi t . 

d u c e r s , w h o l e s a l e r s r e t a i l a r s and o t h e r s c o n c e r n e d i n one way or. 

a n o t h e r . T h e i r main f u n c t i o n s a r e t o r e p o r t on new t e c h n i q u e s 

w i t h i n t h e i n d u s t r y and t o m o n i t o r and r e p o r t on new t e c h n i q u e s 

d e v e l o p e d o u t s i d e t h e i n d u s t r y w h i c h a r e o f p o t e n t i a l i n t e r e s t 

t o t h e i r r e a d e r s h i p . The a r t i c l e s a r e u s u a l l y p r o d u c e d by p r o ­

f e s s i o n a l j o u r n a l i s t s and a r e i n v a r i a b l y o f b r o d e r a p p e a l .nan 

t h e p a p e r s c o n t a i n e d i n t h e p r i m a r y s c h o l a r l y j o u r n a l s . They may 

a l s o c o n t a i n h i g h l y s p e c i a l i s e d a r t i c l e s by c o m m i s s i o n e d author .3 

T h e y may a l s o i n c l u d e some c o m m e r c i a l i n f o r m a t i o n r e l a t i n g t o t h e 

i n d u s t r y wh ich t h e y s e r v e - i n f o r m a t i o n on c o n t r a c t s , p r i c e s , 

m a r k e t & company news e t c . E x a m p l e s : 

S h i p p i n g W o r l d & S h i p b u i l d e r ( B r . ) 

P a i n t T e c h n o l o g y 

O i l & Gas J o u r n a l 

6. C o n t r o l l e d C i r c u l a t i o n J o u r n a l s . 

T h i s i s a p a r t i c u l a r c l a s s o f c o m m e r c i a l l y p u b l i s h e d j o u r n a l 

i s s u e d t o p r o m o t e t h e p r o d u c t s o f t h e f i r m s a c t i v e i n a s p e c i f i c 

i n d u s t r y . T h e y c a r r y a l a r g e p r o p o r t i o n o f a d v e r t i s i n g matf-.or end 

a r e f i n a n c e d a l m o s t t o t a l l y by t h e s a l e o f a d v e r t i s i n g spa-jf «r .d 

s e r v i c e s t o a d v e r t i s e r s . They i n c l u d e s h o r t f e a t u r e a r t i c l e s , 

b r i e f newsy i n f o r m a t i o n a b o u t p r o d u c t s and g u i d e t o s u p p l i e r s . 

T h e r e i s u s u a l l y a s u b s c r i p t i o n p r i c e f o r such j o u r n a l s , b:.l 

c o p i e s a r e n o r m a l l y a v a i l a b l e f r e e t o s e l e c t e d r e c i p i e n t s who ; : re 

p o t e n t i a l b u y e r s o f t h e p r o d u c t s d e s c r i b e d Morgan Grampion Ltd., 

i s a s p e c i f i c p u b l i s h e r i n t h i s f i e l d . E x a m p l e s : 

C:jntc: 



E n g i n e e r ( B r . ) 

M a c h i n e & P r o d u c t i o n E n g i n e e r i n g 

• E l e c t r o n i c Components News 

7 . House J o u r n a l s . 

T h e s e a r e i s s u e d by l a r g e c o m m e r c i a l , i n d u s t r i a l and o t h e r o r g a n i ­

z a t i o n s f o r c i r c u l a t i o n t o e m p l o y e e s , t o c u s t o m e r s o r b o t h Thi. '/ 

a r e u s u a l l y f r e e o f c h a r g e . U s u a l l y t h e y began as house orctans for 

i n t e r v a l d i s t r i b u t i o n , many l a t e r w i d e n e d t h e i r r e a d e r s h i p t o 

i n c l u d e c u s t o m e r s and o t h e r s i n t e r e s t e d i n t h e i r a c t i v i t i e s ard 

p r o g r e s s . J o u r n a l s i s s u e d f o r i n t e r n a l d i s t r i b u t i o n w i t h i n ':he o r ­

g a n i s a t i o n a r e p r o d u c e d w i t h a v i e w o f e n c o u r a g i n g s t a f f i r . t e r a s t , 

as a s o u r c e o f c o m m u n i c a t i o n b e t w e e n t h o s t a f f i n t h e v a r i o u s 

d e p a r t m e n t s & b r a n c h e s and b e t w e e n management and emp loyee . - a t a l l 

l e v e l s . E x a m p l e s : 

I C I M a g a z i n e 

S h e l l W o r l d 

B a l l B e a r i n g J o u r n a l 

House j o u r n a l s i n t e n d e d f o r e x t e r n a l d i s t r i b u t i o n a r e p r e s t i g « : pub­

l i c a t i o n a imed a t f o s t e r i n g g o o d w i l l amongst t h e p u b l i c and d i s c r e e t l y 

a d v e r t i s i n g t h e Company ' s i m a g e . E x a m p l e s : 

APE E n g i n e e r i n g 

L u b r i c a t i o n 

8 . I n d e x i n g , A b s t r a c t i n g & C u r r e n t A w a r e n e s s J o u r n a l s . 

M o s t o f t h e e a r l y j o u r n a l s i n s c i e n c e and t e c h n o l o g y w e r e \n p a r t 

a b s t r a c t i n g o r g a n s and a imed a t summar i s ing t h e s i g n i f i c e n t p a y o r s 

a p p e a r i n g i n c o n t e m p o r a r y l i t e r a t u r e . S i n c e t h e e a r l y l e a r r e d 

j o u r n a l s w e r e c a t h o l i c i n c o v e r a g e e m b r a c i n g c o n t r i b u t i o n s frc.-n 

t h e a r t s , t h e s c i e n c e s , t h e o l o g y e t c . , t h e f i r s t a b s t r a c t i v e p u b ­

l i c a t i o n s r e f l e c t e d t h e n a t u r e o f j o u r n a l s on w h i c h t h e y r o p o r t : :d. 

I t was o n l y w i t h t h e e m e r g e n c e o f t h e l i t e r a t u r e o f C h e m i s t r y end 

P h y s i c s i n t h e l a t e 18 th c e n t u r y and t h e p r o l i f e r a t i o n o f j o u r n a l 

t i t l e s t h a t s p e c i a l i s e d i n d e x i n g i< a b s t r a c t i n g j o u r n a l s us v/<> 

know them now a p p e a r e d . V i r t u a l l y a l l t h e e a r l y a b s t r a c t i n g p u b l i ­

c a t i o n s r e s u l t e d f rom t h e h e r o i c e f f o r t s o f e n e r g e t i c i n d i v u i i i i I s 

who s o u g h t t o s e r v e scholaLship w i t h t h e d e v e l o p m e n t o f s p - ' c a J i s o d 

l i t e r a t u r e t h e t a s k o f r e a d i n g , a s s i m i l a t i n g and summar i s ing t h e 

c o n t e n t s o f t housands o f c o m m u n i c a t i o n s w e r e o u t s i d e t h e p o w c i : o f 

C O P t d . 



e v e n t h e mos t s e l f l e s s a b s t r a c t o r - s c h o l a r . The t a s k o f c o n v e n ­

i n g t h e g r o w t h t i d e o f i n f o r m a t i o n was t h e r e f o r e assumed b , t h e 

p r o f e s s i o n a l and l e a r n e d s o c i e t i e s who saw t h i s o r g a n i s a t i o n itr.u 

d i s s e m i n a t i o n p r o c e s s a s one o f t h e i r b a s i c d u t i e s t o t h e nomhrrs 

t h e y s e r v e d . C o n s e q u e n t l y t h e y w e r e w i l l i n g t o f u n d a m e n t a l l y 

s u b s i d i s e t h e p u b l i c a t i o n o f a b s t r a c t i n g j o u r n a l s . T h i s a s p e c t o f 

p u b l i s h i n g was n a t u r a l l y n o t a t t r a c t i v e t o t h e c o m m e r c i a l houser , , 

b e c a u s e o f t h e h i g h c o s t o f l a b o u r i n v o l v e d i n t h e p r o d u c t i o n o f 

a c c e p t a b l e a b s t r a c t s and r e l a t i v e l y s m a l l c i r c u l a t i o n o f r e s u l t i n g 

j o u r n a l s . E x a m p l e s : 

C h e m i c a l A b s t r a c t s (Am.Ch. S o c . ) 

P h y s i c s A b s t r a c t s ( I E E & IEEE) 

F i n a l l y a n o t h e r t y p e o f s e c o n d a r y s o u r c e j o u r n a l i s t h e c u i r e n t 

c o n t e n t s j o u r n a l , i n w h i c h t h e c o n t e n t p a g e s o f r e c e n t j o u r n a l s 

a r e r e p r o d u c e d t o an a l e r t i n g s e r v i c e . E x a m p l e s : 

C u r r e n t C o n t e n t s . 

BIBLIOGRAPHIC CONTROL OF PERIODICALS 

As t o t h e i n t r i n s i c v a l u e o f p e r i o d i c a l s as a s o u r c e o f i n f o r m a t i c s 

and new k n o w l e d g e , t h e r e i s no d o u b t . But we a r e c o n f r o n t e d w i t h 

e v e r i n c r e a s i n g mass o f p e r i o d i c a l l i t e r a t u r e . T h e y a r e e x p e n s i v e t o 

b u y , s t o r e and u s e . T h e s e p u b l i c a t i o n s a r e n o t o n l y f o r c o m m u n i c a t i o n 

but a l s o f o r p r i o r i t y and p r e s t i g e r e a s o n s . E v i d e n c e i s a l s o < icc i> iu la -

t i n g t h a t t h e a c t u a l use made o f them i s becoming r e l a t i v e l y v o s t i r c t e d . 

S t u d i e s h a v e a l s o shown t h a t a l a r g e number o f a r t i c l e s a r e c o n c e n t r a t e d 

i n a m i n o r i t y o f ' C o r e ' j o u r n a l s . T h e r e i s a l s o t h e p r o b l e m o f ' s c a t t e i ' 

t h a t t h e m a t e r i a l o f p o t e n t i a l i m p o r t a n c e t o an i n d i v i d u a l us<-r i,-; 

' l o s t ' i n a w e l t e r o f i r r e l e v a n c e . A l l t h i s means an e f f i c i e n t b i b l i o ­

g r a p h i c a l c o n t r o l o f p e r i o d i c a l s i s o f paramount i m p o r t a n c e . 

I n t h e c o m p r e h e n s i v e b i b l i o g r a p h i c c o n t r o l o f p e r i o d i c a l s t h r ' . ' s c l a ­

ments c o u l d be i d e n t i f i e d , v i z : 

1) O b t a i n i n g a c c e s s t o b i b l i o g r a p h i c i n f o r m a t i o n abou t 

w h o l e p e r i o d i c a l s 

2 ) O b t a i n i n g b i b l i o g r a p h i c i n f o r m a t i o n a b o u t t h e c o n t e n t . ; 

o f p e r i o d i c a l s t o l o c a t e s p e c i f i c i t e m s o f i n f o r r . i a t i c n 

w i t h i n w h o l e p e r i o d i c a l s . 
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3) G u i d e s t o t h e l o c a t i o n o f f i l e s o f p e r i o d i c a l s 

i n l i b r a r i e s w h i c h w i l l e n a b l e w h o l e p e r i o d i c a l s : r 

a r t i c l e s c o n t a i n e d i n them t o be used o r b o r r o w e l . 

B i b l i o g r a p h i c I n f o r m a t i o n a b o u t w h o l e P e r i o d i c a l s . 

E f f i c i e n t b i b l i o g r a p h i c a l c o n t r o l o f w h o l e p e r i o d i c a l s may be : e q i i r e d 

e i t h e r f o r s e l e c t i o n o f s u i t a b l e t i t l e s o f p e r i o d i c a l s o r v a r i t L e c t i o n 

o f d e t a i l s r e g a r d i n g t i t l e s , p u b l i c a t i o n d e t a i l s , s u b s c r i p t i o n r a t e s 

f r e q u e n c y e t c . Fo r s e l e c t i o n o f p e r i o d i c a l s i n p a r t i c u l a r a s u b j e c t 

a p p r o a c h i s o f t e n r e q u i r e d t o d i s c o v e r what p e r i o d i c a l s e x i r . t i n 

s p e c i f i c s u b j e c t f i e l d s . An a l p h a b e t i c a l a p p r o a c h by- t i t l e s m-v n l u o 

be a c q u i r e d , i f t h e p u r p o s e i s t o v e r i f y t h e c o r r e c t t i t l e o r '-.ther 

d e t a i l s o f p e r i o d i c a l s known t o e x i s t . 

T h e r e a r e no d o u b t many b i b l i o g r a p h i c a l s o u r c e s f o r t h e s e l e c t r . o n o f 

p e r i o d i c a l s . B u t , t h e y a r e by t h e m s e l v e s n o t a g o o d means f o r s e l e c t i o n . 

M o s t o f them a r e u s e f u l t o o b t a i n t h e f u l l b i b l i o g r a p h i c a l d e t i i l : ; , 

when t h e i t e m s assuch h a v e been s e l e c t e d . 

Some o f t h e s o u r c e s f o r s e l e c t i o n o f new t i t l e s a r e : 

1 ) P u b l i s h e r ' s announcements 

2 ) S p e c i m e n s 

3 ) New p e r i o d i c a l s l i s t i n g - i n n a t i o n a l b i b l i o g r a p l v . e u 
U l r i c h ' s Q u a r t e r l y p u b l d . by Bowker w h i c h c o n t a i n ; 
d e t a i l s o f new t i t l e s , c h a n g e s i n t i t l e s , c e s s a t i >n*s 
e t c . w h i c h w i l l a v e n t u a l l y appea r i n t h e i r I r r e o u l . n r 
s e r i a l s and a n n u a l s . 

4 ) R e v i e w s 

5 ) I n f o r m a t i o n f rom U s e r s 

Many b i b l i o g r a p h i e s and l i s t s o f p e r i o d i c a l s a r e a v a i l a b l e f e v t v. 

s e l e c t i o n , v a r i f i c a t i o n o f d e t a i l s e t c . o f t h e e s t a b l i s h e d t i t - L e y -

f o r b o t h c u r r e n t t i t l e s and r e t r o s p e c t i v e s e a r c h i n g . I t s h o u l d bv 

remembered t h a t i n work w i t h p e r i o d i c a l s , t h e d i r e c t o r i e s o f p e r i o ­

d i c a l s a v a i l a b l e , b o t h complemen t and supp lemen t e a c h o t h e r i 'nd t h e 

more o n e h a s , t h e b e t t e r t h e c o v e r a g e wou ld b e . 

Among t h e c u r r e n t b i b l i o g r a p h i e s o f p e r i o d i c a l s , t h e b e s t known a r e 

" U l r i c h ' s I n t e r n a t i o n a l P e r i o d i c a l s D i r e c t o r y " p u b l i s h e d by i 'owkci : , 

' W i l l i n g s P r e s s G u i d e ' p u b l i s h e d by S k i n n e r s D i r e c t o r i e s and 

' W i l l i n q s European P r e s s G u i d e ' p u b l i s h e d by S k i n n e r s D i r e c t o r ' e : ; . As 

a s u b j e c t g u i d e U l r i c h i n p a r t i c u l a r i s v e r y u s e f u l , bu t g o o i . enough 
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o n l y t c c o m p i l e a l i s t f o r c o n s i d e r a t i o n an^ n o t f o r e v a l u a t i o n . 
* 

A l s o a v a i l a b l e t o r s e l e c t i o n o f t i t l e s a r e numerous n a t i o n a l l i f i t i M j s 

o f t i t l e s f o r mos t o f t h e p e r i o d i c a l p u b l i s h i n g c o u n t r i e s and 

s p e c i a l i s e d l i s t s f o r s p e c i f i c s u b j e c t s . E x a m p l e s : 

1 ) D i r e c t o r y o f Canad i an S c i e n t i f i c & T e c h n i c a l 

P e r i o d i c a l s : a g u i d e t o c u r r e n t l y p u b l i s h e d t i t l e , . 

2 ) C u r r e n t s e r i a l s r e c e i v e d by t h e N L L . 

3 . A W o r l d l i s t o f compute r p e r i o d i c a l s . 

The r e t r o s p e c t i v e b i b l i o g r a p h i e s o f p e r i o d i c a l s i s c o n s i d e r a b l 

E x a m p l e s : 

1 ) T h e o d o r e B e s t e r m a n ' s P e r i o d i c a l p u b l i c a t i o n s * a 

b i b l i o g r a p h y o f b i b l i o g r a p h i e s . 

2) M . J . F o w l e r ' s ' G u i d e t o s c i e n t i f i c p e r i o d i c a l s ' . 

I t s h o u l d be remembered t h a t N a t i o n a l Un ion C a t a l o g u e s o f p e r i ^ d i n n I s 

t h r o u g h c o m p i l e d f o r l o c a t i n g p e r i o d i c a l s i n t h e h o l d i n g s o f l i b r . u i c : 

can a l s o be used as l i s t s o f b o t h c u r r e n t and r e t r o s p e c t i v e t i t l e : ; .itc 

a v a i l a b l e . An e x a m p l e i s : 

"An e v a l u a t i o n o f B r i t i s h s c i e n t i f i c j o u r n a l ' s by 

J . M a r t y n & A . G i l c h r i s t . 

B i b l i o g r a p h i c c o n t r o l o f a r t i c l e s i n p e r i o d i c a l s . 

F o r t h e a n a l y s i s o f t h e c o n t e n t s o f p e r i o d i c a l s t o d i s c o v e r u i i q l r 

a r t i c l e s o f i n t e r e s t w i t h i n p e r i o d i c a l s , two main t y p e s o f b7 t i . i o j<a -

p h i c s o u r c e s a r e a v a i l a b l e , v i z ; 1 ) Indexes ; and 2 ) A b s t r a c t s . 

I n d e x e s & I n d e x i n g S e r v i c e s . 

Many p e r i o d i c a l s f a c i l i t a t e s e a r c h i n g by t h e p u b l i c a t i o n o f r i j u l . ' i 

i n d e x e s ; u s u a l l y a n n u a l l y , t o a g r o u p o f i s s u e s , e i t h e r s e p a i c l * - ' ! , 

o r bound i n t e g r a l l y . But a l l p e r i o d i c a l s d o n o t i s s u e such ir.\w;•. 

A few p e r i o d i c a l s a l s o i s s u e ' c u m u l a t i v e i n d e x e s t o a g r o u p oi: ->ol iu;>a, 

t o i m p r o v e e v e n f u r t h e r t h o s e a r c h i n g f a c i l i t y . 

W h i i s t t h e a v a i l a b i l i t y o f such i n d e x e s t o i n d i v i d u a l p e r i o d - . c l i s >J 

v a l u a b l e , i t i s e s s e n t i a l t h a t t h e r e s h o u l d e x i s t t h e rraans t c L*o . ; ' ch 

w h o l e g r o u p s o f r e l a t e d p e r i o d i c a l s q u i c k l y and e c o n o m i c a l l y , -or h i : 

p u r p o s e t h e r e i s now a c a t e g o r y o f a i d known as ' p e r i o d i c a l I r r iex . •;! 

s e r v i c e s ' . T h e s e a r e u s u a l l y a l p h a b e t i c a l s u b j e c t a n a l y s i s o f the 

Co it: j . 



c o n t e n t s o f p r e - s e l e c t e d l i s t s o f p e r i o d i c a l s w i t h i n a s p e c i f i c 

s u b j e c t f i e l d . T h e y p u b l i s h a t s h o r t i n t e r v a l s and c u m u l a t e 

f r e q u e n t l y t o i m p r o v e s e a r c h i n g e f f i c i e n c y . E x a m p l e : 

B r i t i s h t e c h n o l o g y i n d e x . 

A b s t r a c t i n g & I n d e x i n g S e r v i c e s . 

A b s t r a c t i n g & I n d e x i n g S e r v i c e s a r e p e r h a p s t h e mos t u s e f u l b i b l i o ­

g r a p h i c a l s e r v i c e f o r t h e use o f p e r i o d i c a l l i t e r a t u r e . W i t h lie 

d e l u g e o f p e r i o d i c a l l i t e r a t u r e , t h e r e has a l s o been a c o r r e s p o n d i n g 

g r o w t h i n t h i s s e r v i c e a s i s i l l u s t r a t e d by the g r a p h b e l o w : 

too ooc 

t iooco 

icoo 

I 
t: 100 
.3 
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;n •c.tific jo„rncl3. 

' / Abstract:' 
journals 

1..V I..J •• 19..M 2C. 

.<»•.• <•/ uu 'tiiif '<• II . II..V UI'-F :I \."II r.i ii>nna!.\. (•.•e 

Tfc. P. Looses : 

f>- 2 2 • 
A b s t r a c t s a r e s h o r t summaries o f o r i g i n a l p e r i o d i c a l a r t i c l e s or o t h e r 

f o r m s o f r e c o r d and c o l l e c t i o n s o f them a r e o f t e n p u b l i s h e d as p e r i o d i ­

c a l s i n t h e i r own r i g h t . A b s t r a c t i n g & I n d e x i n g s e r v i c e s h a v e a e e i 

d e f i n e d a s c o n t i n u i n g b i b l i o g r a p h i c s e r v i c e s - b u l l e t i n s , journa l ; - . , 

c a r d s e r v i c e s , m i c r o f o r m s , m a g n e t i c t a p e s and s e a r c h s e r v i c e s , o f c r e d 

by v a r i o u s t y p e s o f o r g a n i s a t i o n s and c o n t a i n i n g a b s t r a c t s a n d / o r 

r e f e r e n c e s t o c u r r e n t l y p u b l i s h e d l i t e r a t u r e i n c l u d i n g p e r i o d i c a l 

a r t i c l e s . T h e i r f u n c t i o n s a r e : 

1) C u r r e n t a w a r e n e s s - p r o v i d i n g r a p i d & c u r r e n t i n f o r m a ­

t i o n . 

2 ) A r c h i v a l - p r o v i d i n g r e t r o s p e c t i v e i n f o r m a t i o n . 

A b s t r a c t i n g and i n d e x i n g s e r v i c e s a r e e i t h e i d i s c i p l i n e o r min i , i on 

o r i e n t e d . A d i s c i p l i n e o r i e n t e d s e r v i c e aimr. t o p r o v i d e c o m p r e h e n s i v e 

c o v e r a g e o f a g i v e n f i e l d o f k n o w l e d g e by c a p t u r i n g t h e l i t e r a t u r e a t 

t h e t i m e o f i t s p r i m a r y p u b l i c a t i o n , a d e q u a t e l y a b s t r a c t i n g anc i n d e x ­

i n g i t , and making t h e i n f o r m a t i o n a v a i l a b l e as q u i c k l y , b r o a d l y an.1 

C o n t i . 



s t o r i n g i t fo r l a t e r u s e . T h e y ; j r e d i r e c t l y r e l a t e d t o t h e d i i : : i i . n ; 

o f k n o w l e d g e such a s C h e m i s t r y , B i o l o g y , E n g i n e e r i n g e t c . A mir.si : . i ; 

o r i e n t e d s e r v i c e on t h e o t n e r hand a ims t o s e r v e an i n n e n t i fb d ;*::• «L" 

g r o u p t h a t has a s p e c i f i c a r e a o f i n t e r e s t , u s u a l l y i n t e i - d i ' v i p l i i v a i v . 

E x a m p l e : 

A b s t r a c t b u l l e t i n o f t h e A m e r i c a n P e t r o l e u m 

I n s t j t u t e . 

T h i s s e r v i c e i s l i k e l y t o be l e s s permanent than t h e f o r m e r , a; l:h; 

s e r v i c e s w i l l f l u c t u a t e a c c o r d i n g t o demand. 

As an a i d t o b i b l i o g r a p h i c c o n t r o l o f p e r i o d i c a l s , a b s t r a c t i n g s e r v i c e r 

c e r t a i n l y h a v e more a d v a n t a g e s o v e r t h e i n d e x i n g s e r v i c e s , bu. a r c 

more e x p e n s i v e and t a k e more t i m e . 

0 
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PATENTS 

. Clodagh Nethsingha 

Librar ian , CISIR 

PATENT : A means by which a monopoly i s granted to an.inventer of 

something useful and novel to make, use, exercise or 

vend for a specified period of time 16 - 20 years, 

depending on the country. During this period, others 

are prevented from using this invention, except under 

licence from the inventor. 

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 Bemo convention for Copyright, there i s a 

Paris convention concerned with rat ional isat ion of patent 

law in member states (about 90 st present) , BIRPI 

coordinated Copyright and Patent conventions. First 

headquarters was in Berne; From 1960 - Geneva. 

WIPO : World Inte l lectual Property Organisation - established in 

1967, taking over BIRPI. In 1970, WIPO became a 

specialized agency of U . N . 

INVENTION: Anything new and industr ia l ly useful . For an invention 

to be patentable, i t must be a new a r t i c l e , process or 

material , or a method of testing applicable to a 

manufacturing process. 

PATENTABILITY : An invention cannot be patented, i f i t i s 

' f r ivo lous 1 e .g . a perpetual metion machine 

( i i - ) i f i t s use would be contrary to law or morality 

( i i i ) i f i t 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 any 

claims Date of provisional appliation can be taken as the 

priori ty data. 

COMPLETE SPECIFICATION : Must be f i l e d within 12 months of the ..• 

provisional application. I t describes the invention, 

describes best method of carrying out the invention, and 

the claims which define the scope of the invention. 



"-Most important part of the s p e c i f i c a t i o n . U s u a l l y ' in ••' 

the form of numbered -paragraphs. l e g a l phras ing used . 

Whether or not another person i s us ing the invent ion , 

w i l l depend on'whether what he. i s doing f a l l s ' w i t h i n 

•bhecAtfrding nf tfte'-claims;.V, • 

That par t of the patent s p e c i f i c a t i o n which d e s c r i b e s 

the invent ion and" method of carry ing i t out . 

C a r r i e s out a novo l ty s e a r c h } - checks wording of 

c laims checks adoquacy of d i s c l o s u r e and p a t e n t a b i l i t y 

(manner of manufac ture ) . 

V/hen examination i s . s u c c e s s f u l l y completed, the 

patent i s accepted a n d . g i v e n a s e r i a l number. 

Date of f i l i n g p r e v i s i o n a l s p e c i f i c a t i o n ( P r i o r i t y 
d a t e ) 

Date of f i l i n g complete s p e c i f i c a t i o n 

Date of acceptance of s p e c i f i c a t i o n 

Date of a p p l i c a t i o n i n a d i f f e r e n t country 

P r i o r i t y date helps i n e s t a b l i s h i n g equivalence of 

patents f i l e d i n d i f f e r e n t c o u n t r i e s , s ince the 

t i t l e and text may v a r y due to d i f f e r e n t 

p r a c t i c e s i n d i f f e r e n t c o u n t r i e s . 

Conveying•the ownership of the r i g h t s i n the patent 

to a b e n e f i c i a l owner-usua l ly the i n v e n t i r ' s 

employing f i r m . 

W r i t t e n agreement i n which the patentee author i se s 

the l i c e n s e e to use a patented invent ion , subjec t 

to c e r t a i n condi t ions l a i d down by the l i c e n s e r , 

e . g . payment of r o y a l t y . 

E x c l u s i v e l i c ence - Permits l i c ensee to use 

invent ion to the exc lus ion o f . a l l o t h e r s . 

Sole l i c e n c e - Prevents patentee from grant ing 

other l i c e n c e s , but does not prevent him from 

us ing the l i c e n c e h imse l f . 

.'.Any a c t i v i t y such as. making a r t i c l e s ; us ing a proces s , 

s e l l i n g a r t i c l e s made from a patented proces s , u s i n g 

any a r t i c l e s made i n accordance with the invent ion , 

without the a u t h o r i t y of the patentee- amounts .to 

infr ingement of the patent r i g h t s . 

Mainta in ing a patent i n f o r c e i s subjec t to payment 

of p e r i o d i c renewal f e e s . 



BRITAIN : New patents act in 1977. Unexamined application is. 

published within 18 months after search, but before examination. 

This i s the A series*'' After examination i t i s published in .the. B 

ser ies , with the same ser ia l number. I f reprinted after amendment, 

i t i s published in the C ser ies . Bibliographic data i s arranged in 

a column at the l e f t , with a code for each element. e .g . 

(21) Application number 

(22) Pi l ing date 

(58) Field of search 

Top - Abstract (150 words) . Bottom"- Diagram 

GERMANY : Published in 18 months, on yellow paper. I f applicant 

wants to proceed with i t - print on green paper while being examined. 

After acceptance, printed on white paper. 

BELGIUM : Granted within 1 month of seal ing. Available to the 

public in 3 - 6 months. Not printed - xerox copies supplied. 

U.S. : Includes cross references to other patents. Of f ic ia l 

gazette of U . S . Patent office gives i l lus trated abstracts of patents. 

INTERNATIONAL PATENT CLASSIFICATION (IPC) : 1st came into force in 1968. 

ICIREPAT : Committee for International Co-operation for Information 

Retrieval among Patent Offices - Under Paris Union.' Established in 

1972, to develop IR computer-based systems. 

TCST : Technical Committee for Standardization - Standardizing format 

TCSS : Technical Committee for Search Systems 

PCT : Patents co-operation treaty 1970 - Cane into operation in 

, 1978. Has designated international search authorities : European 

Patent Office - Washington - Moscow - Tokyo. Administered by WIPO. 

Useful for 3rd world countries, where novelty searches are d i f f i c u l t . 

PCPI : Permanent Committee on Patent information, WIPO (1978) -

replaced IPC, ICIREPAT, PCT/Committees. Organised as: 

! SIG - Search systems • • 

GIG - Standardization 

DIG - Patent information matters of interest to 

developing countries - training needs, user needs, 

IPC guides. 
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INPADOC : I n t e r n a t i o n a l Patent Documentation Center . Vlennat 

A u s t r i a . Pounded 1972. Data bank on pa tent s . 197,3 + 
B i b l i o g r a p h i c da ta on magnetic tape , cover ing 28 c o u n t r i e s . 

S e r v i c e s : 

ASD/T Accumulated s tandard ized data tape $ 8,000 

f o r 70,000 documents. 

PPS - Patent fami ly s e r v i c e - By p r i o r i t y date and 

p u b l i c a t i o n date Family o f patent's: C o l l e c t i o n of 

patents showing the same p r i o r i t y date 1st - Base 

and the others - e q u i v a l e n t s . 

BCS - Patent c l a s s i f i c a t i o n s e r v i c e - By IPC 

I n q u i r y s e r t i a e - by patent f a m i l y / I P C $ 1 per page 

M i c r o f i l m / P a p e r copies s u p p l i e d 

EUROPEAN PATENT CONVENTION : June 1978 Covers 16 c o u n t r i e s . 

A s i n g l e a p p l i c a t i o n at the Buropean Patent O f f i c e , MulL&gih, 

L i t e r a t u r e search a t Hague. A f t e r 18 months, patent 

s e a r c h p u b l i s h e d . Claims in' 3 l anguages . 

DERWENT PUBLICATIONS: ( a ) Country patent r e p o r t s covering s e l e c t e d 

s u b j e c t f i e l d s - le lgittm, B r i t a i n , 

U . S . A . , Japan 

( b ) A b s t r a c t s : e . & . B r i t i s h Patent A b s t r a c t s 

( c ) World Patent index * i n 4 sect ions ; 

General - Mechanical - E l e c t r i c a l -

Chemical wi th Patentee index , I P C / s u b j e c t 

index , Patent concordance, Patent number 

i n d e x . 

( d ) Subject a l e r t i n g b u l l e t i n s and a b s t r a c t s -

P l a s d o c , Farmdoc (Pharmaceut ica ls ) , 

Agdoc ( A g r i c u l t u r a l chen&cals) Chemdoc. 

SRI LANKA - Code o f I n t e l l e c t u a l Proper ty 

Act 52, 1979 

i 



READING LIST 

COMMISSION OF EUROPEAN COMMUNITIES 

Patent information and documentation, Verlag. 

Dokumentation, 1976 

FIN LAY, I . F . ' 

Guide to foreign language printed patents and 

not i f icat ion. 

A s l i b , 1960 

GRACE, H.W. 

A handbook on patents. 

Charles Knight, 1971 

LIEBESNY, P . , ed. 

Mainly on patents. 

Butterworth, 1972 

DUDD, V«S. 

Developments in patent documentation 

Asl ib Proc. 21 ( 4 ) 1 8 0 - 190 (Apr i l 1979) 

OPPENHEIM, C. 

Recent charges in patent law and their implications 

for _n_-. .„• rr-« information services and information 

sc ient ists . 

J. Documentation ( 3 ) 217 - 229 (Sept. 1978) 
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REPORT LITERATURE MlSS. C. I . M. NETHSfNGH* 
LIBRARIAN 

Report 

History: 

Res.s2s*-:V. projec t : 

A formal record of the a c t i v i t i e s o£~a Corporate 

body, o r , the resu l t s of an invest igat ion - a s c i en t i f i c 

invest igat ion 7 invest igat ion of a project by a 

special committee; Satwm R<. |p^ 

1915 - Report ser ie s ': U .S . National Advisory Committee 

for Aeronautics 

During World War I I - Contract research in i t ia ted by 

U . S . Off ice of Sc ient i f i c Research and Development 

1945— Off ice of Publ icat ions Board, U . S . A . - for 

co l lec t ion and d i s tr ibut ion of reports . 

Off ice of Technical Services (OTS) took over these 

functions. CIOS BIOS FIAT 

Proposal or Request for invest igat ion 

Progress reports 

Interim report 

Final report 

Test reoorts Reports of specia l invest igations Annual reports 

Reports by Special committees Travel reports Information reports 

Report numbers : Accession number 

Originat ing agen <y 

Contract / G r a n t number 

Project number 

PB - Accession numbers assigned by the Clearinghouse for Federal 

Sc i ent i f i c and technical Informstion 

N - National Aeronautics and Space Administration 

AD - Defense Documentation Centee 

Dictionary of report ser ies codes - Redman - correlated AD and PB 

numbers 

Security grading - . Unclass i f ied ' Restricted Confidential 

Secret •;• Top secret 

Accountabil i ty - Records of use of c l a s s i f i e d reports 

CFSTI : Co l l ec t s , analyses , disseminates unc lass i f i ed Federal documents. 

NTIS replaced CFSTI in 1970. 

Publ icat ions : GRA Government report announcements 

GRI Government reports index 

A 

•7 . 



B r i t i s h reports : Technology Reports Centre - Publishes : 

R A D Abstracts 

R & D Announcements - now called Selected Reports 

.announcements, in 4 series - Aerospace technology, 

Electronics and Communication, Materials, 

. ; Manufacturing nethods and design, Physics. 

Techlinks - Digest '. 

; ; • TRC topics. - from a computer data base 

US Government reports announcements as a 

Microfiche accessions l i s t ! from NTIS tapes. 

e£ts-7 TtcU. Q^\>>^^ British Library Lending Division 

"—rri A W f ^ K ^ ' BLLD Announcements bulletin 

£ J.U frtxAr. Energy and Space Research: 

wt=£F* -̂ v g - g ^ f * ^ * ^ NASA - Scientific and technical aerospace reports 

_iVrr_-^nx .-(star) 
U.S. Atonic Energy Commission - Nuclear science 

abstracts * 

p £ A _ f w - i \ - o iaea - mis ^ a . ^ a J e U — ^ ± L _ k ; - : ' f 

~~~~ Other centres : Rand Corporation —Selected Abstracts 

bulletin {TAB) 

Educational Resources Information Centre (BRIC) 
AID R & D Abstracts 

COSATI (Committee on Scientific" and Technical Information) 

Subject category l i s t - Fields and gfoups 

(J^^if^> \ < . COSATI Code - Rules for descriptive cataloguing 

Accession no. - Corporate author - t i t le -

^ -Descriptive note (sub-tit le or progress report etc.) 

t*^ -Personal author - Date 7 Pagination - Contract no. -

' Report no. - Availability - Supplementary note -

Security classification. 

Corporate author - Source or originating agency 

The agency, responsible for financing the 

report and controls distribution is called the 

monitoring agency; 

"Two elements-are chosen - Largest and smallest 

Catalogue entry: EPA - 450/3-79-00£a : - * V : " . 

Environmental Protection Agency, Research Triangle Pakk, 
North (Carolina Emission Standards and Engineering 

. Division.. 
GLASS MANUFACTURING PLANTS 
D.R. Gordon. Mar. 79. lOOp. 
Contract NSF GB-1762 
EPA - 13211 
NTIC PC * 3.00 / MF t 0.95 
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STANDARDS 

81-07-21 

Clodagh Nethsingha 

ftLnrarlani CISIR 

SPECIFICATION : 

STANDARD : 

TYPES : 

TYPES ( By Use) 

BY ISSUING BODY 

Cotr.c 

Set of requirements to be satisfied by a 

Product - M a t e r i a l - Process 

Specification accepted, by a recognised authority 

Dimensional - Preferred sizes / Tolerance 

Performance / Quality" 

Standard methods of test' 

Terms / Symbols 

Classification / Grading 

Code of practice 

Engineering - Tolerance, Terminology, Drafting 
practice 

Product standards - Drawing, Formula, 

Material l i s t s , Description 

Purchasing - Materials, Equipment, Parts 

Office procedures - Report forms, Inventor^ eontrol 

Safety 

Company (in-plant) 

Association 

Society of Automotive Engineers (SAE). 

Society of Motor Manufacturers and Traders 

National Electrical Manufacturers Association 
(NEMA) 

Technical Association for the Pulp a ad Paper 
Industry (TAPPi) 

National 

International 

Commodity specifications 

Process specifications 

Design specifications 

Raw materials, components 

Services 

Engineering drawings': circuit diagrams 
serve needs of one organisation 



P&EBLMIOH 

FORMAT 

IDENTIFICATION 

- 2 -

CERTIFICATION t Licence granted to manufacturers to use these marks on 
M R K S products which conform to the standard 

AVAILABILITY 

INDEXING 

FILING 

Purchase through iBBuing body - individually or 
through a membership subscription covering all* 

Amendment- slips - Free ; 

Revisions 

Withdrawn/Superseded 

Handbook - annual 

Additions l i s t s - Mohthly -

Sectional subject l i s t s ' 

UDC 

Binders (25 - 50 in each) Bulky loose-leaf binders 

Filing cabinets (15 - 25 in each f i l e ) Lateralf i l ing 

Box f i l e s Bound form 

Divisional Committee 

Technical Committee " ""'* 

Drafting Committee : '- ' 

Draft - circulated for •brament- amended - approved 

- published ' """' 

A few lines *• .Single, sheet = ^...Several sheets - Booklet 

Foreword •-

Scope I Purpose, and applications 

Terminology 

Grades / Types / Classes-

Specification - often tabulated 

Marking - Packaging - Labelling 

Sampling - Test-methods 

Appendices ' 

3-part code : 

Issuing body 

Serial number or le t ter •. 

Year of approval or revision 

DIN - -German industrial standards (English translations 

of some of the standards available) 

AFNOR - France 

JIS - Japan 

GOST - USSR . .. 



SRI LANKA : Standards Advisory Council - 1955 

Department of Industries 

Tentative standards 

Bureau of Ceylon Standards - Act.38» 1964 

Objectivest Promote standardization 

Preparation specifications and standards 

. . Testing and calibration of instruments 

Testing commodities 

Control standardization mark 

Educational work 

Functions: House primary standards of weights 
and measures 

INDIA : Indian Standards Institution established 1947 

Joint venture of government, industry and technical 

organisations 

Aims and objects: 

Preparation of standards relating to -

Products - Commodities - Materials - Processes 

Promote adoption at national, international level 

Certification of industrial products 

PrQmote standardization, quality .control , 

simplification in industry 

General Council - Representatives of Industry, 

Central/state governments,;Sci & Tech organisations 

Subscribing members, Divisional councils 

Formulation Technical committees under Divisional 

Councils; Expert representatives - Manufacturers, 

Purchasers, Consumers, S & T organisations, 

Government departments 

Time - Draft to standard - about 52 months. 

U.S.A. 

FEDERAL SPECIFICATIONS : By Federal Supply Service of the 

General Services Administration, which' i s the purchasing agent 

for the Federal government* 

Covers materials and supplies needed by c iv i l depEgtments and 

government organisations 

Identification - 3-part letter symbol + number 

Group of materials - 1st letter of 1st word in t i t le -

serial number. Revisions denoted by letter e.g. d - 4th fev. 
Interim Federal specifications - By individual government deptts 

to satisfy immediate need. 

Federal standards - Mandatory - Numerical-



INTERNATIONAL 

INFODOC 

INFOTEHM 

NORMATERM ; 

ISONET 
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National Bureau, of Sljandards . , „ . - . . 

Product standards - Voluntary ''• 

SPR - Simplified practice recommendations : sizes, materials 

fCS . . - Commercial standards:.!* Materials, construction*... 

.. ...Performance, testing,- marking ; \ 

American Society .for Testing and Materials (ASTM) 

Books of standards. Covers engineering materials, 

recommended1 practice, definitions ' CODM 

American National Standards Institute : 

Federation of trade associations, technical societies, 

consumer organisations, aff i l iated company members 

Approves standards of other stadards bodies. 

ISO - International Standards Organisation f. 1947 

Facilitates international exchange of goods ggd services, 

co-ordination and unification of national standards 

IEC - International Electrotechnical Commission f 1908 

Aff i l iated with ISO as the Electrical Division, in 1947 

CEE - International Commission on Rules farApproval of 

ELectrioal equipment 

Codex Alimentarius Commission — To implement joimt 

FAO/fflO food standards programme 

International Information Centre on Standards in Information 

and Documentation f 1974 Located at DIN 

Information activit ies in the area of standardized 

terminology 

TERMNET - Network of terminology preparing and terminology 

documentation bodies . 

Sub-nets AjFTERM HISPANOTERM NOROTERM COTERM CIRSTERM 

Automatic dictionary developed ,by AENOR in 1973 for access 

to terms used-in French and, English standards 

International information network for standards f 1974 

"READING LIST 

1* Indian Standards Institution - Guide to l iterature on standardi­
zation and basic reference books useful for standards 
l ibrary . 

2. Indian Standards Institution-.- Training programme for procurement 
storage andzetrieval of standards and specifications 1968. 

3* Houghton, B. Tec'mical information sources. Bingley, 1967. 



THEORY AND PRACTICE OF UNIVERSAL DECIMAL CLASSIFICATION 

0 . G e n e r a l i t i e s o f K n o w l e d g e . 

1 . P h i l o s o p h y . M e t a p h y s i c s . P s y c h o l o g y . L o g i c . E t h i c s 

2 . R e l i g i o n T h e o l o g y . 

3 . S o c i a l S c i e n c e s . 

4 . L i n g u i s t i c s . P h i l o l o g y . 

5 . M a t h e m a t i c s and N a t u r a l S c i e n c e s . 

6 . A p p l i e d S c i e n c e s . M e d i c i n e . T e c h n o l o g y . 

7 . The A r t s . R e c r e a t i o n . E n t e r t a i n m e n t . S p o r t . 

8 . L i t e r a t u r e . B e l l e s - L e t t e r s . 

9 . G e o g r a p h y . B i o g r a p h y . H i s t o r y . 

Each main c l o s s i s s u b d i v i d e d i n t o sub c l a s s e s , e a c h o f t h e s e i n t o more 

s u b c l a s s e s , e a c h o f t h e s e i n t o y e t m o r e , and s o o n : 

Example o f s u b d i v i s i o n o f Main T a b l e 

6 A p p l i e d S c i e n c e s . M e d i c i n e . T e c h n o l o g y . 

62 E n g i n e e r i n g S c i e n c e s . 

621 M e c h a n i c a l and E l e c t r i c a l E n g i n e e r i n g . 

6 2 1 . 2 2 W a t e r p o w e r . 

6 2 1 . 2 2 3 W a t e r w h e e l s . 

T h i s manner o f d i v i s i o n i n e v i t a b l y s u b o r d i n a t e s c e r t a i n a s p e c t s o f a 

s u b j e c t t o o t h e r s . 

C e r t a i n s e c o n d a r y a s p e c t s w h i c h a r e n e e d e d t o q u a l i f y t h e s e b a s i c d i v i s i o n s 

a r e l i s t e d s e p a r a t e l y i n t a b l e s known as A u s i l i a r y T a b l e s . 

T h e y a r e o f 2 T y p e s : 

1. Common A u x i l i a r i e s . 

2 . S p e c i a l A u x i l i a r i e s . 
C o n t ? d . 2 . 

M r s . M a l a n i W i j e s i n g h e 

UDC i s a g e n e r a l c l a s s i f i c a t i o n c o v e r i n g t h e w h o l e f i e l d o f k n o w l e d g e . I t 

i s d e v i d e d i n t o 10 m a j o r c l a s s e s numbered 0 - 9 . 
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P l a c e i s 

Thus 

C o n t ' d . 3 . 

Common A u x i l i a r i e s 

C e r t a i n a s p e c t s ( e . g . P l a c e and T i m e ) a r e a p p l i c a b l e t o a l a r g e r a n g e o f 

s u b j e c t s . They may be used as s u b d i v i s i o n s o f any main c l a s s o r s u b - c l a s s 

i f n e e d e d . T h e s e a s p e c t s h a v e b e e n i d e n t i f i e d and g r o u p e d t o g e t h e r and a 

d i s t i n c t i v e symbol g i v e n t o e a c h s o t h a t no c o n f u s i o n w i l l a r i s e as t o 

w h i c h a u x i l i a r y i s b e i n g u s e d . 

P l a c e ( 1 / 9 ) 

D e s i g n a t e s g e o g r a p h i c a l ( i . e . t o p o g r a p h i c a l and g e o p o l i t i c a l ) f e a t u r e s o f 

a s u b j e c t . 

e . g . ( 4 2 0 ) E n g l a n d . ( 5 4 8 . 7 ) S r i Lanka ( 2 2 ) I s l a n d s . 

( 2 6 7 ) I n d i a n Ocean ( - 1 1 ) E a s t 

N o t e : I n t w o m a j o r c l a s s e s 91 G e o g r a p h y and 9 3 / 9 9 H i s t o r y . 

enumera t ed as d i r e c t s u b d i v i s i o n s o f t h e Main C l a s s . 

G e o g r a p h y o f S r i Lanka i s 9 1 5 . 4 8 7 and n o t 9 1 ( 5 4 8 . 7 ) 

H i n t s r e g a r d i n g i t s u se 

( a ) The r e g i o n a l a s p e c t o f a s u b j e c t may be g i c e n p r i o r i t y by . 

r e v e r s a l . 

e . g . 7 1 1 . 4 ( 7 3 ) i s Urban o r town p l a n n i n g i n t h e U . S . A . I f t h e 

r e g i o n a l a s p e c t n e e d s t o b e g i v e n p r i o r i t y i t c o u l d be w r i t t e n as 

( 7 3 ) 7 1 1 . 4 . 

I t can a l s o be i n t e r c a l a t e d a t any d e s i r e d l e v e l i n t h e main number 

f o r t h e s u b j e c t , 

e . g . 7 1 1 ( 7 3 ) . 4 . 

( b ) D i f f e r e n t a s p e c t s o f p l a c e may b e combined w i t h i n t h e same 

b r a c k e t s i f r e q u i r e d . 

e . g . M o u n t a i n e e r i n g i n t h e i s l a n d s o f S c o t l a n d 7 9 6 . 5 2 ( 4 1 1 : 2 2 ) 

o r t h e E a s t c o a s t o f E n g l a n d 9 1 4 . 2 ( 2 1 0 . 5 - 1 1 ) , assuming one 

w a n t e d t o k e e p t o g e t h e r m a t e r i a l on t h e c o a s t r a t h e r than t h e 

d i r e c t i o n o r o r i e n t a t i o n . 

( c ) I f t h e r e a r e p r i v a t e r e g i o n a l schemes t h e y c o u l d be i n c o r p o r a t e d 

w i t h t h e U . D . C . numbers as l o n g as t h e y a r e d i s t i n g u i s h e d by an 

a s t e r i s k . 



e . g . South E a s t I n t e r l i b r a r y l o a n r e g i o n i n G r e a t B r i t a i n c o u l d 

b e 0 2 4 . 6 8 ( 4 1 0 SE) w h e r e SE s t a n d s f o r t h e r e g i o n . 

Race and N a t i o n a l i t y ( = 0 / = 9 ) 

I n d i c a t e s r a c i a l a s p e c t s o f s u b j e c t . T h e s e a r e b a s e d on t h e l a n g u a g e numbers 

o f c l a s s 4 . 

e . g . 4 9 2 . 4 H e b r e w , h e n c e ( = 9 2 4 ) Hebrews o r T e w s . 

J e w i s h m i n o r i t i e s i n E u r o p e . 3 2 3 . 1 5 ( 4 = 9 2 4 ) 

T i m e 

T h e s e s e r v e t o s p e c i f y d a t e , p e r i o d o r o t h e r t i m e a s p e c t o f a s u b j e c t , 

e . g . I s l a m i n t h e 12 th c e n t u r y 2 9 7 " l l f ' 

( i . e . 1100-1199AD) 

P r o d u c t i v i t y i n G r e a t B r i t a i n i n n i n e t e e n - f i f t i e s 

3 3 8 . 0 1 1 ( 4 1 0 ) " 1 9 5 " . 

P o i n t s o f v i e w .00 

T h e s e a r e used t o i n d i c a t e t h e b r o a d e r a s p e c t s o f a p a r t i c u l a r s u b j e c t . 

They can be used i n two d i f f e r e n t w a y s . 

( 1 ) They can b e added d i r e c t l y t o t h e c l a s s number i t s e l f , e . g . R e s e a r c h 

i n t o l i b r a r i a n s h i p 0 2 . 0 0 1 . 5 

T h i s i s a l s o u s e f u l t o p r o v i d e s u b d i v i s i o n s f o r any c o l l e c t i o n on t h e 

a c t i v i t i e s o f an o r g a n i s a t i o n , i n d u s t r y e c t . e . g . t o g r o u p t o g e t h e r 

m a t e r i a l on i t s p rogramme, r e s e a r c h , p r o d u c t i o n a c t i v i t i e s , e c o n o m i c 

and f i n a n c i a l a s p e c t s e t c . e . g . A c c o m o d a t i o n f o r a soap i n d u s t r y may 

b e s u b d i v i d e d as f o l l o w s : 

6 6 8 . 1 . 0 0 6 S p a c e , s i t e , accommoda t ion p o i n t o f v i e w . 

. 0 0 6 . 1 f o r d i r e c t o r a t e and a d m i n i s t r a t i o n . 

. 0 0 6 . 2 f o r s t u d y , r e s e a r c h and d e s i g n . 

. 0 0 6 . 3 f o r f a c t o r i e s , w o r k s h o p s , y a r d s e t c . 

T h e y can b e added t o a s u b j e c t i n o r d e r t o g i v e a more h e l p f u l 

g r o u p i n g than can be a c h i e v e d by d i r e c t c o l o n i n g t o t h e b a s e number. 

e . g . 6 6 8 . 1 . 0 0 6 : 3 3 3 . 3 2 5 T e m p o r a r y h o u s i n g . 

: 3 4 7 . 2 7 M o r t g a g e s 
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.-368.1 F i r e and l o s s i n s u r a n c e . 

: 6 4 3 . 3 / . 4 K i t c h e n s and c a n t e e n s p a c e . 

Me thod ( 2 ) . s h o u l d n o t be combined w i t h Method ( 1 ) s i n c e c o n f u s i o n m i g h t 

a r i s e due t o o v e r l a p p i n g . 

C a r e must be t a k e n i n t h e use o f p o i n t o f v i e w numbers as t h e y m i g h t 

o v e r l a p o t h e r p r o v i s i o n f o r c o n c e p t s i n v o l v e d . 

e . g . 6 5 1 . 0 0 1 . 5 O f f i c e management - p o i n t o f v i e w r e s e a r c h . 

6 5 1 . 0 0 1 . 1 O f f i c e management - r e s e a r c h 

o r 0 2 2 . 0 0 6 L i b r a r i e s - p o i n t o f v i e w o f s p a c e and s i z e 

0 2 2 . 1 L i b r a r i e s - s i t u a t i o n , s i t e . 

A new s u b d i v i s i o n . 0 0 0 . 0 / . 9 ( n o t found i n t h e A b r i d g e d e d . ) has been 

i n t r o d u c e d t o i n d i c a t e a u t h o r s p o i n t o f v i e w e . g . 1 6 2 . 6 . 0 0 0 . 3 3 5 . 5 

D i a l e c t i c s f rom t h e M a r x i s t p o i n t o f v i e w . 

A l p h a b e t i c a l and N u m e r i c a l (non - UDC) S u b d i v i s i o n A / Z and N o . 

They a r e two fo rms o f n o t a t i o n added t o t h e no rma l UDC n o t a t i o n i n o r d e r 

t o s p e c i f y i n d i v i d u a l names o r numbers . 

( 1 ) To s p e c i f y p e r s o n s , p l a c e s , s t a r s , p l a n t s , mach ine p a r t s e t c . 

t h e name o r a l p h a b e t i z i n g mark i s a d d e d . 

e . g . 820 ( S h a w ) S h a w ' s w o r k s . 

( 2 ) When a p r i v a t e c o d e o f numbers g i v e s a more h e l p f u l a r r a n g e m e n t 

w i t h i n a c l a s s , t h e numera l s a r e p r e f a c e d by * N 6 . ' t o d i s t i n g u i s h 

f rom UDC numbers . 

e . g . 6 5 6 ( 5 4 8 . 7 ) . 1 3 2 . 0 2 2 N o . 138 - S . L . C . T . B . Bus s e r v i c e and 

r o u t e N o . 138 . 

Hyphen nough t - 0 

T h i s i s a new s u b d i v i s i o n . The o n l y e x a m p l e o f i t i s - 05 P e r s o n s . 

E a r l i e r t h i s a s p e c t was under 3 S o c i a l s c i e n c e s . T h i s has now b e e n 

t r a n s f e r r e d t o t h e Common A u x i l i a r i e s and can b e used a t any p o i n t i n 

t h e t a b l e s . 

e . g . 02 - 0 5 5 . 1 M a l e l i b r a r i a n s . 

C o n t ' d . 5 . 
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d e l a t i o n * s i g n s - C o l o n : s q u a r e B r a c k e t s / / and D o u b l e C o l o n : : 

S e e n o t e 

C o l o n : 

Two o r more c o n c e p t s can b e l i n k e d t o g e t h e r by u s i n g t h i s s i g n . ( T h e r e 

a r e 2 ways o f e n t e r i n g t h e s e documents i n t h e c l a s s i f i e d c a t a l o g u e ) 

( 1 ) S i n g l e E n t r y Method 

Each document g e t s o n l y one e n t r y i n t h e c l a s s i f i e d c a t a l o g u e 

i . e . t h e f i r s t s u b j e c t l i s t e d . O t h e r s u b j e c t s g e t e n t r i e s i n t h e 

s u b j e c t i n d e x f i l e ; 

( 2 ) M u l t i p a l E n t r y Method 

Each document has s e v e r a l e n t r i e s i n t h e c l a s s i f i e d c a t a l o g u e , 

e . g . H a r v e s t i n g m a c h i n e r y f o r g r a i n c r o p s . 

6 3 3 . 1 . 6 3 1 . 3 5 

E n t r y i n c l a s s i f i e d f i l e a t 6 3 3 . 1 : 6 3 1 . 3 5 

E n t r y i n c l a s s i f i e d f i l e a t 6 3 1 . 3 5 : 6 3 3 . 1 

I f t h e m u l t i p l e e n t r y method i s used i n t h e c l a s s i f i e d c a t a l o g u e t hen 

t h e c o l o n i s u sed t o s p e c i f y a s u b j e c t e v e n i f t h e r e i s p r o v i s i o n t o 

s p e c i f y i t more d i r e c t l y by u s i n g a s p e c i a l a u x i l i a r y . 

Two d i s a d v a n t a g e s i n t h e u se o f c o l o n . 

( 1 ) The number i s l e n g t h e n e d . 

( 2 ) F i l i n g O r d e r p r o d u c e d i s u n - h e l p f u l . 

e . g . 6 3 1 . 1 A g r i c u l t u r e , g r a i n c r o p s . 

6 3 3 . 1 : 6 3 1 . 5 5 A g r i c u l t u r e , g r a i n c r o p s : h a r v e s t i n g 

6 3 3 . 1 ( 0 2 ) A g r i c u l t u r e , g r a i n c r o p s ( t r e a t i s e o n ) 

6 3 3 . 1 ( 4 1 0 ) A g r i c u l t u r e , g r a i n c r o p s ( G r e a t B r i t a i n ) 

I n s i n g l e e n t r y s y s t e m i t i s i n a d v i s a b l e t o use t h e c o l o n e x c e p t when 

s p e c i f i c a t i o n i n any o t h e r way ( i . e . by e n u m e r a t i o n as a main t a b l e number, 

by S p e c i a l a u x i l a r i e s , by Common a u x i l i a r i e s ) i s n o t p o s s i b l e . I n a 

m u l t i p l e - e n t r y s y s t e m h o w e v e r t h e c o l o n i s e s s e n t i a l . 

C o n t ' d . 6 . 



S q u a r e B r a c k e t / J 

Can a l s o be used t o i n d i c a t e a s u b o r d i n a t e c o n c e p t w h i c h d o e s n o t n e e d 

a s e p a r a t e e n t r y by r e v e r s a l . 

A g g r e g a t i o n d e v i c e s + and / 

The p r e c e e d i n g a u x i l i a r i e s a r e methods o f d i v i d i n g a c l a s s . The 

a g g r e g a t i o n d e v i c e a l l o w s t h e s c o p e o f a c l a s s t o be e n l a r g e d b r i n g i n g 

t o g e t h e r c l a s s e s w h i c h a r e s p e a r a t e d o r a d j a c e n t i n t h e UDC n o t a t i o n . 

1 . F o r a d d i n g n o n - c o n s e c u t i v e UDC n o s . + s i g n . U s e f u l i n d e s i g n a t i n g 

two o r more t o p i c s a s s o c i a t e d i n t h e l i t e r a t u r e , pu t s e p a r a t e d i n t h e 

UDC. 

e . g . 622+662 M i n i n g and m e t a l l u r g y 

1. T h i s i s u sed t o i n d i c a t e a s u b o r d i n a t e c o n c e p t i n a m u l t i p l e e n t r y 

s y s t e m , w h e r e no s e p a r a t e e n t r y i s r e q u i r e d by r e v e r s a l . 

e . g . Grammer S c h o o l - a d m i s s i o n 373.. 5/_ 3 7 1 . 2 1 2 _ / 

( n o e n t r y i s r e q u i r e d under a d m i s s i o n ) . 

2 . I t can b e used f o r a l t e r i n g t h e c i t a t i o n o r d e r i n a s i n g l e - e n t r y 

s y s t e m . ( ) and " " a l l o w i n t e r c a l a t i o n s o t h a t P l a c e and Time can 

b e c i t e d a t any d e s i r e d p o i n t when c o n s t r u c t i n g a compound number. 

T h i s i s n o t p o s s i b l e f o r o t h e r c o n c e p t s as t h e y h a v e no c l o s u r e 

symbo l i n t h e i r s i g n . Squa re b r a c k e t s w h i c h h a v e a c l o s u r e symbol 

can remedy t h i s . 

e . g . The I n d u s t r y f a c t c o u l d be c i t e d a t any p o i n t i n a f i l e on 

E c o n o mi c s by e n c l o s i n g t h e i n d u s t r y number w i t h i n s q u a r e b r a c k e t s . 

3 3 / 6 2 2 . 3 3 / Economics / c o a l m i n i n g i n d u s t r y / 

3 3 / 6 2 2 . 3 3 / 1 Economic s / c o a l m i n i n g i n d u s t r y / l a b o u r . 

3 3 / 6 2 2 . 3 V I . 8 8 1 E c o n o m ic s / c o a l m i n i n g i n d u s t r y / l a b o u r t r a d e u n i o n s . 

I f t h e /_ _ / a r e n o t used t h e n o t a t i o n may be l o n g and t h e f i l i n g o r d e r 

u n h e l p f u l i n c e r t a i n i n s t a n c e s . 

e . g . 3 3 : 6 2 2 . 3 3 . 3 3 1 . 8 8 1 f o r T r a d e u n i o n s i n t h e c o a l m i n i n g i n d u s t r y . 

D o u b l e C o l o n : : 



H o w e v e r t h e use o f t h e + s i g n i s now d i s c o u r a g e d . S e p a r a t e c a t a l o g u e 

e n t r i e s a r e recommended t r e a t i n g them as s e p a r a t e documen t s . 

2 . F o r a d d i n g c o n s e c u t i v e UDC numbers / s i g n . 

T h i s i s u s e f u l i n b r i n g i n g t o g e t h e r s u b j e c t s t h a t a r e a d j a c e n t i n t h e 

UDC. 

e . g . 624 / 628 C i v i l e n g i n e e r i n g . 

Form and L a n g u a g e as Document ( 0 ) and = 

The methods d e a l t w i t h s o f a r show how s u b j e c t c o n c e p t s can be s p e c i f i e d 

i n t h e UDC. 

Two common a u x i l i a r i e s a r e a v a i l a b l e t o show t h e manner i n w h i c t h e 

i n f o r m a t i o n i s p r e s e n t e d . 

1. L a n g u a g e o f t h e document = . . . . can b e shown by a d d i n g t h e l a n g u a g e 

number f rom c l a s s 4 ( L i n g u i s t i c s ) a f t e r an e q u a l s s i g n . 

2 . Form o f p r e s e n t a t i o n i s shown by a d d i n g t o t h e s u b j e c t a " b r a c k e t s 

n a u g h t " number; 

e . g . D i c t i o n a r y o f o r g a n i c c h e m i s t r y i n R u s s i a n . 

5 4 7 ( 0 3 ) = 8 2 . 

N o t e : - T h e y s h o u l d n o t b e added u n - n e c e s s a r i l y . 

S p e c i a l A u x i l i a r i e s 

T h e s e a r e more r e s t r i c t e d i n s c o p e than t h e Common A u x i l i a r i e s . Each 

s e r i e s can b e used o n l y i n t h a t s e c t i o n o f t h e main t a b l e s w h e r e i t i s 

l i s t e d o r i n r e l a t e d s e c t i o n s as i n d i c a t e d bu t n o t t h r o u g h o u t t h e main 

t a b l e s g e n e r a l l y . The same number can h a v e d i f f e r e n t mean ings i n t h e 

d i f f e r e n t s e c t i o n s . 

T h e y a r e i n t r o d u c e d by t h e - hyphen o r . 0 p o i n t n o u g h t . I n C h e m i s t r y and 

a s s o c i a t e d f i e l d s t h e ' a p o s t r o p h e can b e u s e d t o b u i l d up t h e compound 

number f o r a s u b s t a n c e d e r i v e d f rom 2 o r more c o m p o n e n t s . The 1 a p o s t r o p h e 

i s used t o r e p l a c e c e r t a i n main - number f i g u r e s common t o e a c h componen t . 

C o n t ' d . 8 . 



e . g . G l a s s 6 6 6 . 1 1 3 

C a l c i u m 5 4 6 . 4 1 

S i l i c o n 5 4 6 . 2 8 

. ' . L i m e - s i l i c a g l a s s i s 6 6 6 . 1 1 3 ' 4 1 ( 2 8 

C i t a t i o n O r d e r i n t h e U . D . C , 

S e e I n t r o d u c t i o n t o t h e ( t h i r d ) A b r i d g e d E n g l i s h E d i t i o n B . S . 1000A: 

1 9 6 1 . p . 9 - 1 0 ( p a r a F . 5 ) 

I f a c l a s s i f i e r w a n t s t o k e e p a l l a s p e c t s o f a p a r t i c u l a r s u b j e c t 

t o g e t h e r i t can b e done by u s i n g t h e l i n k i n g s i g n . 

e . g . 3 - 0 5 3 . 2 C h i l d r e n 

1 5 9 . 9 P s y c h o l o g y 

3 3 1 . 1 Employment o f 

3 4 3 . 6 2 C r u e l t y t o 

3 6 2 . 7 W e l f a r e 

:613 H e a l t h , h y g i e n e 

S t a n d a r d F i l i n g O r d e r o f Symbol s 

S e e I n t r o d u c t i o n t o t h e ( t h i r d ) A b r i d g e d E n g l i s h e d i t i o n B . S . 1000A: 

1 9 6 1 . p . 10 ( p a r a 6 ) . 

N o t e : - I f t h e = i s u sed a t a l l , f i l e i t i m m e d i a t e l y a f t e r t h e s i m p l e 

number. 

e . g . The R u s s i a n book 651=82 may b e t h e same work as t h e one marked 

651 bu t i n t r a n s l a t i o n . 

I n c e r t a i n i n s t a n c e s T i m e has t o be p l a c e d b e f o r e P l a c e i n o r d e r t o 

m a i n t a i n a g e n e r a l - b e f o r e - s p e c i a l s e q u e n c e . 

e . g . 6 1 7 " 1 8 " S u r g e r y - 19 th c e n t u r y . 

6 1 7 ( 4 1 0 ) S u r g e r y - G r e a t B r i t a i n . 

6 1 7 ( 4 1 0 ) " 1 8 " S u r g e r y - G r e a t B r i t a i n - 19 th c e n t u r y . 



O t h e r w i s e t h e o r d e r w o u l d be 

6 1 7 ( 4 1 0 ) " 1 8 " S u r g e r y - G r e a t B r i t a i n - 19th c e n t u r y 

617"18 i i S u r g e r y - 19 th c e n t u r y 

The f i l i n g p o s i t i o n o f t h e c o l o n i s a l s o n o t s a t i s f a c t o r y s i n c e i t 

l o c a t e s a p r e c i s e t o p i c b e f o r e a g e n e r a l t o p i c . ( s e e n o t e on c o l o n ) . 

The l o c a t i o n o f t h e / _ / i s a l s o n o t h e l p f u l i n t h a t i t t o o g a t h e r s 

a l l t h e e n t r i e s on a p r e c i s e f a c e t b e f o r e t h e g e n e r a l m a t e r i a l on t h e 

s u b j e c t . 

e . g . 651 O f f i c e management . 

6 5 1 / 3 3 2 . 1 / .5 O f f i c e s - i n banks - r e c o r d s and t h e i r f i l i n g . 

6 5 1 ( 0 3 ) E n c y c l o p a e d i a o f o f f i c e management . 

INDEX 

The i n d e x t o t h e a b r i d g e d e d i t i o n i s f a i r l y s a t i s f a c t o r y . T h e r e a r e c r o s s 

r e f e r e n c e s and synonyms a r e i n d i c a t e d . Somet imes h o w e v e r t h e i n d e x d o e s 

n o t i n d i c a t e t h e d e t a i l s u b d i v i s i o n s found i n t h e s c h e d u l e s . I t s h o u l d 

be used o n l y as a k e y t o t h e c l a s s i f i e d s c h e d u l e s . 

R e a d i n g L i s t 

1. B R I T I S H STANDARDS G u i d e t o t h e U n i v e r s a l D e c i m a l 

I N S T I T U T I O N C l a s s i f i c a t i o n ( U D C ) . 

BS 1 0 0 0 C . 1 9 6 3 . 

2 . FOSKETT, A . C . The s u b j e c t a p p r o a c h t o i n f o r - . 

m a t i o n . 2nd e d . ( r e v . & 

e n l a r g e d ) . 1 9 7 1 . p . 2 3 8 - 2 5 5 . 

3 . FORSKETT, A . C . The U n i v e r s a l D e c i m a l 

C l a s s i f i c a t i o n , 1973 . 

C o n t » d . 10 . 
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MALTBY, A r t h u r e d . 

MALTBY, A r t h u r 

C l a s s i f i c a t i o n i n t h e 1 9 7 0 ' s . 

1972 . 

p . 147 - 165 . U n i v e r s a l 

D e c i m a l C l a s s i f i c a t i o n by 

G . A . L l o y d . 

S a v e r ' s manual o f c l a s s i f i c a t i o n 

f o r l i b r a r i a n s . 5 th e d . 1975 . 

p . 159 - 1 7 3 . 



C L A S S I F I C A T I O N - PRACTICALS I 

1. A s t u d e n t ' s t e x t book o f t e x t i l e s c i e n c e . 

2 . P l a n t s o f Wes t A f r i c a . 

3 . Wines o f F r a n c e . 

4 . E n c y c l o p e d i a o f m e d i c i n e . 

5 . B i n d s o f S c o t l a n d . 

6 . The s t o r y o f maps : a g u i d e t o c a r t o g r a p h y . 

7 . T u r k e y f a r m i n g . 

8 . L i b e s o f famous c h e m i s t s . 

9 . Y e a r book o f t r e e s and s h r u b s . 

10 . A h i s t o r y o f a g r i c u l t u r e . 

1 1 . G u i d e book t o t h e S c i e n c e Museum c o l l e c t i o n o f m o t o r v e h i c l e s . 

1 2 . Manual o f c o t t o n s p i n n i n g . 

1 3 . P r o c e s s i n g o f d a i r y p r o d u c t s . 

14 . A c a t a l o g u e o f matchbox c o v e r s . 

1 5 . D e n t a l a n t h r o p o l o g y . 

16 . The Amateur S k i n D i v e r ( P e r i o d i c a l ) . 

17 . F r e e masonry i n N o r t h A m e r i c a . 

1 8 . W e l f a r e s e r v i c e s i n communist c o u n t r i e s . 

19 . E d u c a t i o n s t e s t s i n s e c o n d a r y s c h o o l s . ( T e s t s o f s c h o o l p e r f o r m a n c e ) 

2 0 . F o o t - b a l l i n European C o u n t r i e s . 

2 1 . The O x f o r d d i c t i o n a r y o f E n g l i s h e t y m o l o g y . 

2 2 . P s y c h o s o c i a l a s p e c t s o f d rug - t a k i n g : p r o c e e d i n g s o f a 

one day C o n f e r e n c e h e l d a t U n i v e r s i t y C o l l e g e , L o n d o n . 

2 3 . The t e c h n i c a l w r i t e r : an a i d t o t h e p r e s e n t a t i o n and 

p r o d u c t i o n o f t e c h n i c a l l i t e r a t u r e . 

2 4 . Books a r e e s s e n t i a l , ( d e a l s w i t h t h e book t r a d e ) . 

2 5 . I n d i a and P a k i s t a n : a g e n e r a l and r e g i o n a l g e o g r a p h y . 



CHAIN INDEXING 

Preliminary consideration : 

Chain indexing is a method of constructing subject index eEtziiss., 
without permutation of components of a subject, by citing teres 
contained in a particular chain. The credit for developing thiti 
method of subject indexing goes to S.R.Ranganathan. In creating 
subject index entries to the Decimal Classification,Dewey devisei 
a method similar to chain procedure ;as a means of finding econo:^ m> 
printing the index. The chain procedure is a further improvement, 
the method devised by Dewey., 

In 1934 Ranganathan f i r s t used the chain procedure in creating 
subject index entries to the Colon Classification, In 1945 when She* 
second edition of his Classified Catalogue Code 'was published, ) » 
formulated a set of alternate rules for chain indexing. During Ufoi 
next 25 years chain indexing methods were considerably amendad 
and improved. BN3 after a year of experiaentiiT^'Started using thtj 
chain procedure on'the Decemal Classification in^preparing its -
alphabetical subject index, 3N3 continued to use chain indexing 
t i l l end of 1970. In January 1971 the 3NB switched over to PRECIS 
indexing (PREserved Context Indexing System). Importance attached, to* 
chain indexing is now receding in l ibrary circles as more modern isetftGrate. 
of subject indexing amenable to mechanisation are currently availaMlsx-, 

Chain indexing is a method of compiling alphabetical subject. 
index** Alrtetet iS ' t l 'rub^sc* i ' A T •• * i ^ c ^ ^ : / ' " 

_ta»-.;,„„.»..> i i i m& catalogues. .^There.fore, i t would be appropriate for rs; 
;'in'-the f irs t instance "to'hay© v„•3*r'r-*• [••>?' 0 ! u : : ; v» , ^ 
-classification, cl^saiiiad catalogues and alphabetical subject indexes.,) 
before we go into chain indexing. ^ ' . •• 

Classification 

I t is a systematic method for arrangement of books and documents 
exhibiting hierarehical relationships between subjects. A notation* o€< 
numerals, letters or a combination of both may be used as a basis fox? 
the systematic arrangement of subjects, according to a predetermined 
plan. Classification involves determining the subject content of 
a book/ document by the classif ier and allocating the relevent notaiisnaui. 
symbolto i t , Notational symbols a r e also used as a means of arranging', 
materials in a helpful order for the purpose of retriving them, on 
demand pinpointedly, without contamination of irrelevent information. 

Classified Catalogue — * 

; Classified catalogue is a subject catalogue in which entries 
are arranged in the order of the notational symbols of the classification-., 
The arrangement by rotational symbols makes i t necessary to have a 
devise for translating the notational symbols into correct names of 
subjects in natural language. There are therefore essentially two pars* 
to a classified catalogue: 

I , A systematic sequence of subjects filed according 
to the order of notational symbols of the classification1,, 
We cal l this part the CLASSIFIED FILE. 

2„ An alphabetical l i s t of subjects corresponding to 
the notational symbols used in the classified f i l e . 
We cal l this part the ALPHABETICAL SUBJECT INDEX. 



2 

Alphabetical Subject Index 

There are several methods of compiling an alphabetical subject 
to a. classified f i l e . Of them the most simple method would be to sake 

$ *n alphabetical l i s t of subjects followed by their notational symbols. 

Example: Analytic chemistry 543 
Industrial chemistry 660 
Botony r 581 
Chemistry 540 
Medicine 610 
Sociology 301 

In the ca3« of the compound subjects,there is a possibility that the 
reader Wi l l look under two or more entry words. I f we take the example 
given above^a person looking for books on Industrial Chemistry might 
look under Shemistry and find the class number 540 where books on 
Industrial Chemistry are not found. In the light of this difficulty 
i t becomes necessary to mafte additional inverted entries for such subjects. 
The l i s t shown above has therefore to be modified as follows: 

Analytic chemistry 543 
Industrial chemistry 660 
Botony 581 
Chemistry 540 

Analytic 543 
Industrial 660 

Medicine 610 
Sociology 301 

Per auction ^ouponeuia has fcscii C u t t . : p u . v <*.-iLo,1 o* C . C . T *'A* 
subject inedx entries. Permutation unfortunately increase the number of 
entries to unmanagable limits. For example a three element subject 
like f Reclamation of marshes, hydrolic engineering' w i l l generate the 
follcwing 6 entries by permutation: 

Marshes, reclamation, Engineering 
Reclamation, Engineering, marshes 
Engineering, marshes, reclamation 
Marshes, engineering, reclamation 
Reclamation, marshes, engineering 
Engineering, reclamation, marshes 

Subject indexing in the Decimal Classification 

By way of finding a solution to the problem of increased index 
entries, Dewey in his subject index to the DC (I4th ed.) followed an 
entirely a new principle for ordering the elementary terms ef a compound 
subject,. In this process, the hierarchical structure of the classification 
scheme itself was used. Thus the terms of compound subjects are 
arranged in the. hierarchical order specific to general and usually 
entered in that form alone. 

Let us for example, take a subject like 'Surgery of the nose'. 
The hierarchical structure of the classification in the area concerned 
is as follows: 

Medicine 610 
Surgery 617 

Regional surgery 617.5 
Face 617.52 

Nose 617.523 

627.54 
627.54 
627.54 
627.54 
627.54 
627.54 



Each of these words is considered as an entry word,which may require to 
be q u a l i f i e d by one or more of the terms proceeding i t on the h ierarchica l 
l adder . ' 

According to Dewey the subject index entries derieved would be 

Medicine 610 
Surgery 617 
Regional Surgery 617.5 
Face surgery 617.52 
Nose surgery 617.523 

This rule appears to have not been followed reg id ly in DC. Some times 
in the case of establ ished cases a further entry i s made in the inverted 
form. Hence in the above-mentioned example 

Surgery 
Face 617.52 
Nose . 617.523 

becomes necessary. In fact^whole application of the technique is 
f l e x i b l e and deviations may be readi ly found. 

Chain indexing procedure o f Ranganathan 

Chain indexing procedure may be described as a more coherent and 
more rigorous appl icat ion of the methods devised by Dewey in his search 

"̂or e r*oR"DFT , ,r 

As was don* by Dew*y, for ordering the elementary terms of a compound 
svbject the h ierarch ica l j tructure J I th« ^adc x w s . ±rt\ i;„ • u. . T.u 
components of a l l compound subjects are. also c i ted in 3pec'ifio-te-general 
order and entered in that form alone. Therefore i t fol lows that no term can 
have as an index sub-heading a d iv i s ion which may appear under i t in the 
c lass i f i cat ion' schedule. No multiple e n t e r i e s a r e provided by permutation. 
As f a r as poss ible a l l adject ives are replaced by their corresponding 
substantives . The subject index so b u i l t up re la te s by col location 
various aspects aspec us of the subjects not brought together in the 
c l a s s i f i c a t i o n scheme, 

E.J.Coates in his excel lent work •Subject Catalogues: Headings and 
Structure* devotes 2 chapters for a detai led study of the chain procedure. 
This should form the bas is for anybody studying the technique of chain 
indexing. Since Ranganathan has devised the chain procedure ba3ed on 
his Colon C l a s s i f i c a t i o n , i t would be more appropriate to take a notational 
symbol from the Colon C las s i f i ca t ion and see how the index entries are 
devised. We are quoting an example given by Coates: 

NA56I,J37,67:8 (meaning Model of the tower o f a Tuder c a s t l e } 

F i r s t we wr i te down the meaning of each degit from r igh t to l e f t . 

Model 8 Tudor Period J 
Energy : Period , 
Tower 7 England I 
Roof 6 Great 3r i ta in & Ire land 6 
Part , Europe 5 
Castle 7 Architecture A 
Dwelling 3 Fine Art s N 



\tf \^ v> u " k 

j ^ O f the terms mentioned over l e a f those denoting connections between 
components are dominated. This i s because the readers w i l l not look 
for subjects under such terms. .Ranganathan c a l l s the*'False L inks ' . 
Hence we delete ' e n e r g y ' p a r t 1 and 'period' from this l i s t . 
The remaining terms are taken as raw material for the chain index. 

Now we rewrite the l i s t of subjects with the corresponding complete 
notations: 

Model NA56l,J37,o7:8 
Tower NA56l,J37,b7 
Roof NA5bI,J37,b 
Castle NA56I.J37-
Dwelling NA56T.J3 
Tudor period NA5bI,J 
England NA5bI 
Great Bri ta in & Ire land NA5b _ (• (j u 

Europe KA5 £^ cAc^<- «°' 
Architecture NA ' 
Fine Arts N 

Apart from the l a s t 2 terms, the res t of the terms require qual i fying 
subheadings in order that they correct ly s ignify the symbols assigned 
to them. Subheadings so needed are drawn from t | i« terms that follmw 
in the l i s t . I f more terms are needed, they are given in the order they 
appear in the l i s t . We may now add q u a l i f i e r s fol lowing this r u l e . 

Model: Tower: Cast le : Tuder period NA5bI,J37,fa7:3 
Tower: Cast l e : Tudor period NA5bI,J37,b7 
Roof: Cast le : Tudor Period NA5bI,J37.6 
Cas t l e : Tudor period: Architecture NA5oI,J37 t 
Dwell ing: Tudor period: Architecture NA5bI,J3 c. f ^ t u r 
Tudor period- Architecture f'AS^I^J 
England: Architecture NA5bI /}pcwA' ^- ( 

Great Br i ta in k Ireland:Arch?tectur- w*5fe 
Europe: Architecture NA5 v 

Architecture ^ NA —p b C c - t - c ^ S 
Fine Arts • N 

Let us now examine a c lass number from the DC: 

331.8IQ 292 (meaning work hours in automobile industry) 

In the case of DC i t i s eas ier and sa fer to s t a r t wr i t ing down the meaning 
of degita from r i g h t to l e f t : kT r . u ^ K 

Soc ia l Sciences 3 
Economics 3 
Labour economics I 
I n d u s t r i a l Sociology 8 
Work" hoars :k I 
Work hours by occupation 8 
Automobile industry 292 

We leave out 'Work hours by occupation' being a fa l se l i n k . We now 
rewrite the l i s t in spec i f i c - to -genera l order with corresponding 
complete notations: 

Automobile industry 331.818 292 
Work hours 331.81 
I n d u s t r i a l sociology 331.8 
Labour economics 331 
Economics 330 
Soc ia l sciences 390 

Qualifying subheading have to be added on to the f i r s t 3 terms in order 
that they correct ly s igni fy the symbols assigned to them. 



The f ina l l i s t of chain index entries would read as fol lows: 

Automobile industry: Work hours: Labour economics 331.QI8 ^92 
Work hours: Indus tr ia l sociology: Economics 331.81 
I n d u s t r i a l sociology: Economics 331.8 
L a b o w economics 331 
Economics 330 
Soc ia l sciences - 300 

Three important claims are made for chain indexing: 

1. I t is economical compared to any other method 
2. I t i s a mechanical method of subject indexing 
3 . 3 y co l locat ion of terms in the index i t e f fect ive ly s ignals 

subject relat ionships not expressed by col location in the 
c l a s s i f i e d sequence. 

Le t us examine these claims. l" 

Economy ef chain procedure ~ •* 

Chain procedure is more economical than other procedures cased 
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^ there is ne economy. 
In the case of higher number of components in a subject t.ne saving is 
as fo l lows: 

No , of components No. of entries Saving p . c 
. ^cr:.iutatio.': Zj c.i: 1 > ? i.rls.d...g 

2 2 2 0 
3 6 3 .50 
U 2U ^ k 83.33 

Therefore i t is j u s t i f i e d that chain indexing i s more economical than 
permutation. However, this economy has to be viewed in the context of 
2 other considerations; . 

1. In-the case of permutations a l l combinations x i ± are-general ly 
not required as index entr ies . Therefore the actual number 
of permutable entries is l e ss than the r e a l number e f 
permutations. * 

2, Except for the f i r s t spec i f ic entry chain indexing procedure 
- generates a series of generai -subject headings. This^hot 

sa t i s fac tory because the reader is net directed to the 
spec i f ic material he is looking f o r . 

I s i t a mechanical method of subject indexing ? 

The chain procedure is not ent ire ly an automatic process because of 
the nature of systematic arrangement. Chain procedure in fact generate 
a certain number of entry words, which i t seems unl ikely , that any 
enquirer w i l l ever use as approach terms for any conceivable subject . 
Ranganathan defines them as'unsought l i n k s ' . Some of them sometimes 
f a l l within the area 'poss ibly sought 1 , 

- Another p o s s i b i l i t y is that this procedure generates ' f a l s e l i n k s ' , 
they a r i s e mainly because of the/of the c la s s i f i ca t ion scheme used. 
For example l e t us examine the fol lowing sequence from the DC: 
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600 Technology 
620 Engineering 
621 Mechanical engineering 
621.3 Electrical engineering 

I 
% In fact-Electrical Engineering is not a subsidiary discipline ..of Mechanical 

Engineering, but* are 2 equal disciplines coming under Engineering. 
Therefore in chain indexing mechanical engineering aas to be considered as 
a false link. 

The questions of unsought links, possibly sought links and false links 
suggest that chain procedure involves decisions to be made by the cataloguer 
at the indexing stage. 

Although i t offers a methodical treatment of subject indexing, i t is 
not totally mechanical. The reason for the 3NB to change from chain 
indexing U PRECIS indexing in I971 was that the former was not totally 
mechanical and therefore*amenable to mechanisation, while the latter was 

mechanical and.amenable to computor handling (MARC). 

How effective is chair, indexing as a process of subject indexing ? 

This matter has to be decided on 2 fundamental questions: 

(a ) To what extent is the chain procedure efficient, in terms of its 
abi l i ty to produce a subject indrr which wi l l be helpful to the 
reader ? 

I t is accept&« thai. u & &r.quir«ft:« c i ^ i ^ v ©*. j ^ H a f o r pu.*pOj»«s o f 
consulting the catalogue is deterair.sd by the relative concreteness 
of the c:?Kpu;iaiit 'JUT.^\*.-.:_•.'t'* to I V . . a n ) * * vf ia-.o-c 
( in the order of decreasing concreteness) is too well known as 
PMEST. Based on this formula a general facet order of decreasing 
concreteness can be formulated as: 

Things-Kir.ds-parts-materials-properties-processes-operations 
V agents-space-time. 

Classification schemes are also following the same citation order 
in varing degrees of uniformity. When chain indexing entries are 
derived on such schemes- in other words- when chain indexing is 
applied to notations of such schemes entries are derived in the 
order of tho increasing concreteness, which is not helpful to the 
reader. Lot us examine the following entries based on D 2 J 5 , 4 : 7 9 
Measurement of tho gradiant of ra i l roads, a class no. from Colon 
classification: 

Measurement: Gradiant: Rail roads . . 0415,4:78 
Construction: Gradients: Rail roada D4I5,4:7 
Gradients: Rail roads: Engineering D4I5,4 
Rail roads: Engineering D4I5 

In this instance, i t is very likely that the enquirer w i l l formulate 
his enquiry in the order: Rail roads-gradients -measurements. 
Unfortunately there is no index entry in that order, sir.ce a l l 
index entries are derived in the abstract to 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 abil i ty to demonstrate 
subject relationships other than those embodied in the classification 
scheme used ? 

O T / N 
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In enumerative schemes of classification, the systematic arrangement 
brings together the topics which form primary facets. The rest of 
the topics (foci) are scattered in the other parts of the classification 
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. 

1. I t enables us to find notations for a particular topic 
and its place in the over a l l arrangement. 

2. I t also shows a l l the places 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 brings 
together the distributed relatives. But the chain index headings 
are not satisfactory because, the majority of subject headings 
are more general in subject content. PRECIS index headings are 
better in this respect because they are more specific. 

Conclusion 
Chain indexing is important as the f irst systematic procedure 

laid down for subject indexing. I t is nearly mechanical in its working. 
When applied to a classification with a good hierarchical notation 

(such as 2olon) its efficiency increases to a considarable degree. 
On the other hand, when applied to a classification with a less hierarchical 
notation such as X its efficiency decreases. I t scores heavily on economy 
I t provides the entry word approach for compound subjects in the abstract 
to specific order. I t has been pointed out that this order is not 
helpful to the reader. Finally i t brings together the distributed 

relatives *n J&be, r ola>sif^atio^ However its ^sefriness is l*7ii.t*d 
because the subject headings produced by chain procedure are mostly 
less specific, As was pointed out earl ier, importance attached to 
chain indexing is w t ecu ding, but its utc fulness in s^uaal compiling 
of suject indexes w i l l continue to remain for many more years. 

Further reading suggested 

Ten references are given belsw. The f irst two references are 
very important for a student who makes a detailed study of indexing 
systens in sciences and social sciences, Ref.3-5 deal wi»h «eneral 
problems pertaining to calssification, cataloguing and indexing. 
A l l references 1-5 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 10 are two national bibliographies whero chain indexing 
was used based on DC. When consulting them, please note how 
inadequacies of DC were remedied to suit chain indexing. 

1. VICKSRY,3.C. Classification and indexing in science. 3rd. ed. 
London: 3utterworths,I975. 

2. FOSKETT,D.J. Classification arid indexing in social sciences. 
2nd ed. London: Butterworths, 1974. 

3 . COATES, S. Subject catalogues: Headings and structure. London: 
Library Association, I960, 

4. F0SKETT,A.C. Subject approach to information. London: Clive Singly, 
1969. 

5. VICKERY,3.C. Faceted classification: A guide to construction and 
use of special schemes. London: Asl ib, I960. 

P.T.O. 



a 

6. RANGANATHANJ S.R. Classified catalogue cede. London, 1957. 
7 . RANG ANA THAN, S. R. Colon Classification. 5th ed. London,1957. 

Please go through the classificationi^lind the subject index. 
8. DEWEY,Melvil. Decimal Classification. I6th ed. New York, 1958. 

Vol.1 Tables. Vol.2 Index. Please ge through tables and 
index and see how index entries have been derived. 

9. BRITISH NATIONAL BIBLIOGRAPHY. Please go through an annual volume 
published during the period I95I-I970 and see.how index entries 
have been derived. 

10. . CEYLON NATIONAL 3IBLI0GRAPHY. Please go through several issues 
published during the period 1963-1970 and see how index 
entries have been derived. 

( Lecture notes for Module CU and C5 NSC-UNDP National Workshop on 
Library and Information Scienece 10th July I981 prepared by 
A.Senadeera Senior Assistant Librarian, University of Peradeniya.) 



CHAIN INDEXING - P3ACTICALS 

Please make subject index entries for the following using the chain 
indexing procedure. 

1. 610 Medicine T i t l e : Anatomy of thj» mouth. 
611 Anatomy 
6 I I - 3 Digestive system 
o i l . 3 1 Mouth J 

2. 610 Mediciie T i t l e : A textbook of dental physiology 
612 Physiology -
612.3 Physiology of tfce digestive 3yste» 
612.31 Oral Physiology 
6 I 2 . 3 I I Mastication 
6 I 2 . 3 I I I Teeth 

3. 330 Economics T i t l e : Changing pattern of woaen 
331 Labour economics • employment in Br i ta in 
331.4 " Women 
331.40942 Great Br i ta in 

4o 3^6 Education T i t l e : C i r l s in the col lege: a changing 
376 Education of women perspective ( based on a study 
376.3 Colleges conducted in University Col lege , 
376,84/° Colleges in specia l l o c a l i t i e s Lonaon) 
37b.342 Great 3r i ta in 
376.3421 London 

62? Engineering T i t l - : Miniature zir~,\\it breakers 
621. Mechanical Engineering 
621.3 E l e c t r i c a l Engineering 
62I.3I E lec tr ic generating systems' 
621.317 Control devises * 
62I.JL73 Switches 
62I 03X736 C i r c u i t breakers 

b . 27o Chris t ian church T i t l e : Missionary o r g # r . i « i t i ? r . f m 
2-74/279 Church h i s tory - special countries Sr i Lar.ka. 
275 As ia 
275.4 India 

" 275 .48 S r i Lanka 

7 . 510 Mathematics T i t l e : Arithmetic for business 
511 Arithmatic ' • 
51la* Arithmatic for 
5IIaa65 Business' 

3. 300 Socia l sciences T i t l e : Man and evolution 
301 . Sociology 
301 e in re la t ion tei other subjects 
301 ed" expounded through 

• 30Ied570 " Biology 
30Iei575 Evolution 



I n d e x i n g u s i n g t h e c o n v e n t i o n a l method b y way o f 

c a t a l o g u i n g u s i n g c l a s s i f i c a t i o n schemes a r e known as p r e -

c o o r d i n a t e i n d e x i n g . I n t h i s i n s t a n c e c o o r d i n a t i o n t a k e s a t 
t h e i n - p u t s t a g e . . I n p r e - c o o r d i n a t e i n d e x i n g o v e r a l l s u b j e c t 
o f a d o c u m e n t - i s s u m m a r i s e d and s u c h compound s u b j e c t s a r e 
s t r u n g t o g e t h e r i n a f i x e d o r d e r . H e r e t h e r e i s a g i v e n 
c i t a t i o n o r d e r - ( I t i s t a k e n i n t o c o n s i d e r a t i o n t h a t t h e 
S t u d e n t s a r e f a m i l i a r w i t h t h e c i t a t i o n o r d e r , f a c e t a n a l y s i s , 
m u l t i p l e e n t r y s y s t e m p e r m u t a t i o n , c h a i n i n d e x i n g , K . . I C & 
K . ; O C ) . . 

P u r p o s e o f S u b j e c t I n d e x i n g i s t o f a c i l i t a t e t h e 
r e t r i e v a l o f d o c u m e n t s t h a t a r e ^ r e l e v a n t t o a r e q u e s t f o r 
i n f o r m a t i o n on a p a r t i c u l a r s u b j e c t . D e c i d i n g t h e s u b j e c t 
c o n t e n t o f a d o c u m e n t i n v o l v e s s u b j e c t a n a l y s i s o f t h e d o c u ­
m e n t . A l s o , i n d e c i d i n g e x a c t l y w h a t t h e c l i e n t s n e e d o n e 
h a s t o e n t e r i n t o a d i a l o g u e w i t h t h e c l i e n t . 

P o s t c o o r d i n a t e s y s t e m 

t / . V a r i o u s p r o b l e m s e n c o u n t e r e d i n t h e p r e - c o o r d i n a t e 
i n d e x i n g s y s t e m a s s t u d e n t s h a v e a l r e a d y s t u d i e d c a n p o s s i b l y 
b e t a c k l e d b y s h i f t i n g t h e p r o c e s s o f c o m b i n a t i o n to the 
s e a r c h s t a g e ( o u t p u t ) . T h e s e m e t h o d s a r e a l l b a s e d on t h e 
p r i n c i p l e o f c o n c e p t c o o r d i n a t i o n . Venn d i a g r a m s , a p i c t o r i a l 
r e p r e s e n t a t i o n o f t h e B o o l e a n a l g e b r a o f s e t s , h a v e b e e n f o u n d 
t o b e u s e f u l a s an i l l u s t r a t i o n o f c o o r d i n a t i o n i n i n f o r m a t i o n 
r e t r i e v a l , ( s e t a f e w e x a m p l e s ) . P o s t c o o r d i n a t i o n i f e l i m i -
- n a t e s a l l t h e p r o b l e m s a s s o c i a t e d w i t h i t , b y us ingf o n l y 
s i n g l e c o n c e p t s a t t h e i n p u t o r i n d e x i n g s t a g e and t r a n s f e r ­

r i n g t h e a c t o f c o o r d i n a t i o n t o t h e o u t p u t o r s e a r c h i n g s t a g e . 

The u s e o f a p o s t c o c r d i n a t e s y s t e m i m p l i e s t h e nood 

k i n d o f s e a r c h i n g . E n t r i e s r e m a i n j u s t t h e same a s i n any 
p r e - c o o r d i n a t e s y s t e m . To f a c i l i t a t e s e a r c h i n g , t h e document 
d e s c r i p t i o n s a r e u s u a l l y r e d u c e d t o a number w h i c h i n d e n t i -
- f i e s b u t d o e s n o t d e s c r i b e . To o b t a i n t h e d e s c r i p t i o n i t i s 
n e c e s s a r y t o ^ r n t o a s u b s i d i a r y f i l e k e p t i n a number o r d e r . 
T h i s f i l e i s an e s s e n t i a l p a r t o f mos t p o s t - c o o r d i n a t e s y s t e m s 
and s e a r c h t h r o u g h t h e s u b j e c t f i l e w i l l y i e l d , n o t a s e r i e s 
o f d o c u m e n t s b u t ' a s e r i e s o f n u m b e r s , w h i c h w i l l h a v e t o b e 
l o o k e d u p i n t h e s u b s i d i a r y f i l e . No b r o w s i n g i s p o s s i b l e i n 
t h i s s y s t e m . ( E x a m p l e s t o b e w o r k e d o u t ) 

Term e n t r y s y s t e m - I n t h i s s y s t e m we make e n t r i e s f o r a 
d o c u m e n t ( w h i c h we i d e n t i f y b y i t s d e s c r i p t i o n ) u n d e r e a c h 
o f t h e a p p r o p r i a t e h e a d i n g s , and f i l e t h e s e i n t h e c o r r e c t 
p l a c e i n an a l p h a b e t i c a l o r c l a s s i f i e d s e q u e n c e . M o s t l y 
a l l m a n u a l s y s t e m s a r e o f t h i s k i n d e g . c a r d c a t a l o g u e , 
p e e k - a - b o o a n d U n i t e r m S y s t e m s . 

I t e m e n t r y - T h o s e i n w h i c h e n t r i e s ( i t e m s ) a r e s e a r c h e d 
f o r t h o s e h a v i n g r e l e v a n t t e r m s a s s i g n e d t o them. ( S i n g l e 
e n t r y f o r e a c h t e r m , u s i n g some p h y s i c a l f o r m w h i c h p e r m i t s 
a c c e s s t o t h e e n t r y ' f r o m a l l t h e n e c e s s a r y h e a d i n g s ) . 
e g . E d g e - n o t c h e d s y s t e m . ( E x a m p l e s t o b e s h o w n ) 

S P E C I F I C I T Y i n i n d e x i n g r e f e r s t o t h e G e n e r i c 
l e v e l o f a c o n c e p t . I f we" name a s p e c i e s i n i n d e x i n g we 
a r e e m p l o y i n g a h i g h e r d e g r e e o f s p e c i f i c i t y b e i n g more 
s p e c i f i c . 

E x a m p l e s when c o n s t r u c t i n g T h e s a u r u s . B T , NT 
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Two c h a r a c t e r i s t i c s o f i n d e x i n g ( e x h a u s t i v i t y and 
s p e c i f i c i t y ) a f f e c t two i m p o r t a n t m e a s u r e s o f t h e e f f i c i e n c y 
o f an i n f o r m a t i o n r e t r i e v a l , RECALL & * P R S C I S I Q N o p e r a t i n g a t 
t h e o u t p u t o r s e a r c h i n g s t a g e . " By r e t r i e v i n g a l l t h e d o c u ­
m e n t s i n a c o l l e c t i o n t h a t a r i r e l e v a n t t o a r e q u e s t f o r 
i n f o r m a t i o n on a. p a r t i e r . J a r . s u b j e c t we a c h i e v e 100% R E C A L L , 

•̂ t I n t h i s s i t u a t i o n P R E C I S I O N w o u l d b e v e r y l o w i . e . p r e c i s i o n 
i n l o c a t i n g t h e r e l e v a n t d o c u m e n t s . . P R E C I S I O N R A T I O , 
RELEVANCE RATIG i s t h e number o f r e l e v a n t d o c u m e n t s r e t r i e v ­
e d , i n r e s p o n s e t o t h e number o f d o c u m e n t s s e a r c h e d and r e -
- t r i e v e d . T h e r e i s an i n v e r s e r e l a t i o n s h i p b e t w e e n r e c a l l 
and p r e c i s i o n . As - r e c a l l i s ' . i n c r e a s e d , p r e c i s i o n i s . l o w e r e d 
and v i c e v e r s a . 

R e c a l l d e v i c e s a r e u s e d t o i n c r e a s e t h e l i k e l i h o o d 
o f r e t r i e v i n g a g r e a t e r n o . o f r e l e v a n t d o c u m e n t s b y such 

c o n t r o l s a s t h e g r o u p i n g o f synonyms and compounding o f w o r d 
f o r m s . • . 

P r e c i s i o n d e v i c e s a r e u s e d a s a c h e c k a g a i n s t t h e 
r e t r i e v a l o f n o n - r e l e v a n t d o c u m e n t s and d e p e n d on such 
f a c t o r s a s c o o r d i n a t i o n . 

• The p r i n c i p l e b e h i n d c o o r d i n a t e i n d e x i n g i s an 
a t t e m p t t o i n c r e a s e p r e c i s i o n and i t i s t h i s t e c h n i q u e w h i c h 
h a s b r o u g h t t h e w o r d s ' R o l e s ' and ' L i n k s ' . 

F a l s e d r o p - One o f t h e d a n g e r s o f u s i n g s i n g l e t erms i n 
•A V'c -i ^ . . r • - . - T ^ -. -r. ~~*-r>-; < : . T 7 » i s c- f h a t u n w a n t e d com-

r-x--w '- — " 

- ^ b i n a t i o n s a r e l i k e l y t o o c c u r a t the" r e t r i e v a l s t a g e 
r o c u l t i r » g in w h 5 t ?vre knovro a s *f salse d r o p s ' , 

- L i n k s a r e d e v i c e s t o a v o i d f a l s e - c o m b i n a t i o n o f t e r m s f r o m 
t h e s e t a l l o t t e d . t o an i t e m . They show w h i c h t erms u a r e r e ­
l a t e d ( b u t n o t * h o w ) and becoi>.e i n c r e a s i n g l y i m p o r t a n t as 
t h e number o f a l l o t t e d i n d e x i n g t e r m s i n c r e a s e . 

R o l e I n d i c a t o r s - A r o l e i n d i c a t o r i s a . s i g n a l w h i c h i s 
a t t a c h e d t o a t h e s a u r u s t e r m a t t h e i n d e x i n g s t a g e i n 
o r d e r t o i n d i c a t e t h e c o n t e x t o r t h e s e n s e of. ,us..e of. t h a t 
t e r m i n t h e s e t o f t e r m s m a k i n g u p a d e s c r i p t i v e s t a t e m e n t . 
c o n c e r n i n g ah i t e m . They s t a t e e x p l i c i t l y t h e r e l a t i o n -
- s h i p s e x i s t i n g b e t w e e n d o c u h e n t c l a s s e s . The n e e d f o r 
r o l e s a r i s e s i n e n g l i s h l a n g u a g e b e c a u s e o f t h e n a t u r e o f 
t h e l a n g u a g e i n w h i c h m e a n i n g r e l i e s h e a v i l y on s y n t a x & 
a w o r d h a s a number o f p o s s i b l e i n t e r p r e t a t i o n s o u t o f 
c o n t e x t . Terms w h i c h s u m m a r i s e s t h e s u b j e c t c o n t e n t s o f 
a d o c u m e n t o r r e a d e r s r e q u e s t a r e a l w a y s t e r m s i n r e l a -

'ly - t i o n s h i p - c h a n g e t h e r e l a t i o n s h i p you c h a n g e t h e s u b j e c t . 
H i s t o r y . o f P h i l o s o p h y i s n o t P h i l o s o p h y o f H i s t o r y * 

W e i g h t s - S y m b o l s o f t e n n u m b e r s a d d e d t o t e r m s b y t h e 
I n d e x t o i n d i c a t e . t h e i r r e l a t i v e i m p o r t a n c e i n t h e d o c u ­
m e n t . The a l l o c a t i o n o f w e i g h t s t o d e s c r i p t o r s a l l o t t e d 
t o a p a r t i c u l a r d o c u m e n t i s a p r e c i s i o n d e v i c e w h i c h 
t a k e s a c c o u n t o f t h e f a c t t h a t t h e m e a n i n g o f a d e s c r i p t i o n 
i s n o t i n v a r i a b l e and d e p e n d s on t h e o t h e r d e s c r i p t o r s 
w i t h w h i c h i t i s c o r r e l a t e d . . , 

P r e c o o r d i n a t i o n , l i n k s , r o l e i n d i c a t o r s and 
w e i g h t s a r e d e v i c e s w h i c h e n a b l e u s t o r e d u c e t h e . n u m b e r 
o f u n w a n t e d i t e m s r e t r i e v e d i n resnon<?c> tn r o m i _ 



E d g e - n o t c h e d C a r d s Any s i n g l e c a r d w i l l u s u a l l y c a r r y 
b i b l i o g r a p h i c a l I n f o r m a t i o n f o r o n l y one d o c u m e n t , e a c h 
c o n c e p t r e l e v a n t t o t h e s u b j e c t m a t t e r o f t h a t document 
b e i n g r e p r e s e n t e d i n c o d e f o r m b y a s e r i e s o f n o t c h e s 
p u n c h e d o u t f r o m h o l e s a l o n g t h e m a r g i n . 

To f i n d o u t w h a t l i b r a r y h a s on a g i v e n t o p i c , t h e 
s e a r c h e r must f i r s t a s c e r t a i n w h i c h c o d e p o s i t i o n r e p r e s e n t 
t h a t t o p i c , and. e x t r a c t t h e c a r d s w h i c h h a v e t h a t p o s i t i o n 
n o t c h e d t o t h e e d g e b y a p r o c e s s o f n e e d l i n g . 

U n i t e r m : The s i m p l e s t f o r m o f p o s t c o o r d i n a t e I n d e x . 
I n t r o d u c e d b y M o r t i m e r Tatibe i n 1 9 5 3 . A U n i t e r m c a r d has. 
a s p a c e a t t h e t o p f o r t h e h e a d i n g s - . r e s t o f t h e c a r d 
b e i n g d e v i l e d up t o 10 c o l u m n s . - :/hen d e c i d i n g t h e term 
f o r t h e h e a d i n g a new c a r d i s made i f t h e r e i s none o r 
t h e c a r d i s t a k e n o u t f r o m t h e i n d e x and d o c u m e n t number 
e n t e r e d on t h e m , u s i n g t e r m i n a l d i g i t . p o s t i n g . T h i s ' " , 
s i m p l y means t h a t i t i s t h e f i n a l d i g i t w h i c h d e t e r m i n e s 
t h e f i l i n g c o l u m n - c a r d s a r e t h e n - ' r e f i l e d i n t h e a l p h a b e - •,, 
t i c a l s e q u e n c e . S e a r c h i n g - d e c i d e . s e a r c h t erm t a k e o u t 
c a r d s f r o m t h e s e t e r m s and s e e w h i c h numbers a p p e a r on 
them all . -". T h i s i s u n s a t i s f a c t o r y as we h a v e t o r e l y on 
o u r a b i l i t y t o n o t i c e m a t c h i n g n u m b e r s on c a r d s we a r e 
s c a n n i n g . I t i s e a s y to m i s s a n u m b e r . Once t h e number 
a p p e a r i n g on a i l • t h e c a r d s a r e n o t e d , i n f o r m a t i o n i s 
s o u g h t t h r o u g h t h e s u b s i d i a r y f i l e w h i c h i s i n a c c e s s i o n 
o r d e r , ~ • , 

O p t i c a l C o i n c i d e n c e C a r d s - T h i s s y s t e m t r a n s l a t e s numbers 
i n to p o s i t i o n s Cii i.u.rCo by p u n c h i n g o u t a i , o l c l i b p o b i -
~ t i o n „ ' By h o l d i n g t h e r e l e v a n t ' c a r d s i n t o a l i g h t , w h i c h 
rtil;?. shini. thr-j^r-h the;be p - " - °> * h'.ci. - a c _>.;jli-jt. o.« '„ --u 
a l l t h e c a r d s ve-.are h o l d i n g . - T h e s e c a r d s , a r e known b y 
B a t t e n C a r d s , o p t i c a l c o i n c i d e n c e ' c a r d s , , p e e k - a - b o o c a r d s , 
f e a t u r e c a r d s , p e e p - h o l e c a r d s . O p t i c a l c o i n c i d e n c e i s p r o ­
b a b l y the. b e s t d e s c r i p t i o n b u t p e e k - a - b o o and f e a t u r e c a r d s 
t h e most w i d e l y u s e d . L i g h t b o x , p e e k - a - b o o c a r d , c o n t a i n s 
a s p a c e a t t h e t o p f o r t h e h e a d i n g , b u t . t h e b o d y , o f " t h e > c a r d 
i s d e v i d e d u p i n t o numbered s e q u e n c e . A. . .card w i l l c o n t a i n 
5 0 0 , 1000 o r 1 0 , 0 0 0 p o s i t i o n s . . A u s e f u l p i e c e o f e q u i p m e n t 
i n t h i s s y s t e m i s t h e l i g h t b o x . : 

A d v a n t a g e i n s e a r c h s t r a t e g y , i f we w i s h t o c o o r d i ­
n a t e 4 t e r m s and w o r k i n g t o t h e l i g h t we s e e no h o l e s c o i n ­
c i d e s i n a l l o f them we c a n b r o a d e n t h e s e a r c h b y r e d u c i n g 
t h e number o f c a r d s t o 3 i n f o u r d i f f e r e n t w a y s i n t u r n . 

P e e k - a - b o o c a r d s may h a v e c e r t a i n r e f i n e m e n t s t o 
make t h e i r u s e e a s i e r , e . g . A s e r i e s o f n o t c h e s a l o n g t h e 
b o t t o m e d g e f i t i n t o a c o r r e s p o n d i n g s e t o f r o d s i n t h e 
b o t t o m o f t h e c a r d t r a y ; t h e s e r o d s e n a b l e e a c h c a r d t o b e 

s t e p p e d i n r e l a t i o n t o i t s i m m e d i a t e n e i g b o u r s . S p a c e f o r 
t h e h e a d i n g a t t h e t o p r i g h t h a n d c o r n e r , i f a c a r d i s r e -
- m o v e d f r o m t h e s t e p p e d s e q u e n c e , i n s t e a d o f a h e a d i n g , 
e . g . s e e t h e w o r d o u t o r a r o w o f d o t s o r a s i m i l a r s y m b o l 
t o i n d i c a t e t h a t a c a r d i s m i s s i n g f r o m t h e s e q u e n c e . 
R e f i l i n g i s made e a s y . S p a c e p r i n t e d on t h e c a r d s to n o t e 
u s e f u l i n f o r m a t i o n s u c h a s r e l a t e d h e a d i n g s . 



C o m p a r i s o n o f U n i t e r m & P e e k - a - b o o 7 . P r i n c i p l e i s t h e 
s a m e . U n i t e r m i s c h e a p e s t and e a s y t o e s t a b l i s h - no 
s p e c i a l a p p r a t u s r e q u i r e d a t a l l . P e e k - a - b o o s y s t e m 
i n v o l e s c o n s i d e r a b l e c a p i t a l o u t l a y . S e a r c h i n g a l a r g e 
U n i t e r m i n d e x i s a v e r y t e d i o u s p r o c e s s and t h e p r o b a b i ­
l i t y o f e r r o r i s h i g h - numbers b e i n g m i s s e d . I n t e r e s t ­
i n g c o m p r o m i s e i s to u s e t h e U n i t e r m Sys tem t o s t a r t , 
w i t h and t r a n s f e r i n g t o p e e k - a - b o o when some e x p e r i e n c e 
h a s b e e n g a i n e d i n t n e c h o i c e o f . . v o c a b u l a r y . 

P r o b l e m o f c o r r e c t i n g e r r o r s i n p e e k - a - b o o i s a 
s i g n i f i c a n t p o i n t i n c o m p a r i s o n . r A h o l e p u n c h e d i n t h e 
w r o n g p l a c e . i s n o t e a c h t o c o r r e c t . . 

; - *• • W i t h d r a w a l s c a n b e shown by means o f a c o l o u r e d 
t r a n s l u c e n t s h e e t w h i c h ^ i s p u n c h e d i n t h e a p p r o p r i a t e ' 
p l a c e when on i t e m i s w i t h d r a w n . T h i s s h e e t i s i n c l u d e d 
i n e v e r y s e a r c h i n t h e p a c k o f p e e k - a - b o o c a r d s . The . 
c a r d i s p u n c h e d i n t h e " r e l e v a n t p o s i t i o n when an i t e m i s 
w i t h d r a w n and s u c h w i t h d r a w n i t e m s c a n b e n o t e d t h r o u g h 
s u c h p o s i t i o n s on t h e c o l o u r d c a r d . 

S y s t e m s D e s i g n - T h e s a u r u s c o n s t r u c t i o n i s one e x a m p l e 
o f s y s t e m d e s i g n . T h e r e a r e o n l y two w a y s o f mak ing a 
t h e s a u r u s o (.1) Make an a l p h a b e t i c a l . . l i s t as one come 
a c r o s s t e r m s i n t h e l i t e r a t u r e . . ( 2 ) S o r t o u t t h e 
c a t e g o r i e s f i r s t , a r r a n g e t h e , t e r m s . i n . t h e m , and t h e n 
g o o u t - t o make an a l p h a b e t i c a l i n d e x . -

T h e s a u r u s - d e f i n i t i o n . The "term t h e s a u r u s i s b y no 
means i . o v e l b u t uc 'c w i d e l y . a f u t r j t o v a u a t a i ^ t . i i i ^ r ; ^ " - ' 
- t i o n S c i e n c e c i r c l e s . Seme d e s c r i b e a s a ' l i s t o f t erms 
( a u t h o r i t y l i s t ) e s p e c i a l l y d e s i g n e d f o r c o o r d i n a t e 
i n d e x i n g s y s t e m . • ; 7 e b s t e r s D i c t i o n a r y a s a b o o k c o n t a i n ­
i n g a s t o r e o f w o r d s - a b o u t a p a r t i c u l a r f i e l d o r s e t 
o f c o n c e p t s - a d i c t i o n a r y o f s y n o n y m s . .Th i s s t i l l 
d o e s n o t g o f a r e n o u g h a l t h o u g h i t c o v e r s t h e c l a s s i c 
e x a m p l e o f R o g e t ' s T h e s a u r u s . U . S . D e p t . o f A g r i c u l t u r e 
d o e s b e t t e r ' a s t r u c t u r e d a r r a n g e m e n t o f t e r m s i n s e v o -
- r a l l e v e l s w h i c h , i n c o n j u n c t i o n w i t h an a l p h a b e t i c a l 
l i s t i n g , r e p r e s e n t s t h e s u b j - e c t c o n t e n t o f a b o d y o f 
l i t e r a t u r e . The s t r u c t u r a l a r r a n g e m e n t , i s i n t e n d e d t o 
s h o w . t h e r e l a t i o n s h i p s o f t h e t e r m s i n a h i e r a r c h i c a l 
o r d e r a t t h e same t i m e c o n v e y i n g b r o a d s u o j e c t c o n c e p t s ' . 
The b e s t d e s c r i p t i o n i n t h e p r e s e n t c o n t e x t i s g i v e n b y 
t h e f ( I S O ) ' I n t . O r g a n i z a t i o n : f o r S t a n d a r d i z a t i o n . "A c o n ­
t r o l l e d and d y n a m i c v o c a b u l a r y o f s e m a n t i c a l ^ and 
g e n e t i c a l l y r e l a t e d t e r m s w h i c h c o m p r e h e n s i v e l y c o v e r s 
a s p e c i f i c d o m a i n o f k n o w l e d g e . T h i s v o c a b u l a r y i s 
a s y s t e m a t i c a l a n d / o r a l p h a b e t i c a l , c o l l e c t i o n o f d e s c r i ­
p t o r s , non d e s c r i p t o r s ( a u x i l i a r y t e r m s ) a s w e l l a s 
i n d e c a t o r s o f t h e i r r e l a t i o n s h i p s . " U n l i k e c l a s s i f i c a t i o n 
s c h e m e s , t h e v o c a b u l a r y d o e s n o t n e c e s s a r i l y u s e n o t a t i o n s 
a n d c a t e g o r i e s . 



- 5 -

R e l a t i o n s h i p t h a t e x i s t s b e t w e e n d e s c r i p t o r s c a n b e 
g r o u p e d i n t o t h e f o l l o w i n g commonly a c c e p t e d c a t e g o r i e s 

£ P r e f e r e n t i a l 

USE - R e f e r s f r o m a n o n - a c c e p t a b l e term 
to a d e s c r i p t o r 

UF - ' U s e d f o r ' b e i n g t h e r e c i p o c a l o f USE 

H i e r a r c h i c a l 

3T " B r o a d e r t erm" R e l a t i v e d e g r e e s o f -eo-
c o v e r a g e w i t h i n 

NT " N a r r o w e r t erm" A s p e c i f i c c a t e g o r y 

A f f i n i t i v e 

RT " R e l a t e d term" U s e d t o r e f e r f r o m o n c e 
d e s c r i p t o r t o o t h e r s t h a t a r e r e l a t e d 
i n c o n c e p t y e t n o t h i e r a r c h i c a l l y o r 
p r e f e r e n t i a l l y . 
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M o d u l e s D l & D 2 - S o u r c e s o f M e d i c a l i n f o r m a t i o n . * o . u i . t I i ^ q . . 

1 3 t h J u l y 19o l 

' M r s . M . A . I . C a n a g a r a t n a . 

L i b r a r i e s e x i s t p r i m a r i l y t o m e e t t h e i n f o r m a t i o n n e e d s 
o f i t ' s u s e r s . T h e g o a l o f a l i b r a r y s h o u l d b e t o p r o v i d e t h e u s e r 
w i t h t h e i n f o r m a t i o n h e n e e d s w h e n a n d w h e r e h e n e e d s i t i n t h e 
f o r m b e s t s u i t e d t o h i s u s e . T h i s i n v o l v e s n o t o n l y t h e p r o v i s i o n 
o f r e q u i r e d d o c u m e n t s i n t h e l i b r a r y b u t a l s o t h e e x p l o i t a t i o n o f 
a v a i l a b l e d o c u m e n t s b y t h e l i b r a r i a n o n b e h a l f o f t h e u s e r . A 
l i b r a r i a n m u s t h a v e a v e r y g o o d k n o w l e d g e o f t h e v a r i o u s s o u r c e s o f 
i n f o r m a t i o n , i f h e i s t o m e e t t h e i n f o r m a t i o n r e q u i r e m e n t s o f h i s 
r e a d e r s e f f e c t i v e l y . A n a w a r e n e s s o f t h e t y p e s o f u s e r s a n d t h e i r 
i n f o r m a t i o n n e e d s t o o ^ i s e s s e n t i a l . 

M e d i c a l i n f o r m a t i o n i s r e q u i r e d b y a w i d e v a r i e t y o f 
p e r s o n s . T h e u s e r s o f m e d i c a l i n f o r m a t i o n c o u l d r a n g e f r o m t h e 
l a y m a n w h o w i s h e s t o k n o w t h e f i r s t a i d f o r a b u r n t o a p r o f e s s i o n a l 
i n v o l v e d i n r e s e a r c h w h o s e n e e d s a r e m u c h m o r e d e m a n d i n g . I t i s p o s s i ­
b l e t o c a t e g o r i s e t h e s e e k e r s o f m e d i c a l i n f o r m a t i o n i n t o t h e f o l l o w -
- i n g : 

1 ) S t u d e n t s - U n d e r g r a d u a t e a n d P o s t g r a d u a t e 
2 ) C l i n i c i a n s - P e r s o n s w h o p r a c t i s e t h e i r p r o f e s s i o n 
3) R e s e a r c h e r s 
k) T e a c h e r i n a U n i v e r s i t y 
5) S u p p o r t i n g s t a f f - l a b . t e c h n i c i a n s , n u r s e s e t c . 

a n d 6 ) L a y p e r s o n s r e q u i r i n g g e n e r a l i n f o r m a t i o n . 

T h e r e q u i r e m e n t s o f e a c h o f t h e a b o v e c a t e g o r i e s v a r y . 
F o r e . g . u n d e r g r a d u a t e s r e q u i r e b a s i c i n f o r m a t i o n o b t a i n a b l e f r o m 
t e x t - b o o k s w h i l e p o s t g r a d u a t e s r e q u i r e a c c e s s t o p e r i o d i c a l l i t e r a t u r e 
a s w e l l . C l i n i c i a n s a r e m o s t l y i n t e r e s t e d i n i n f o r m a t i o n p e r t a i n i n g 
t o d i a g n o s t i c a s p e c t s o f d i s e a s e s a n d h o w t o t r e a t t h e m a n d a r e l e s s 
i n t e r e s t e d i n a n a t o m i c a l , b i o c h e m i c a l o r p h y s i o l o g i c a l a s p e c t s o f 
d i s e a s e s . T h o u g h t h e a c t u a l n e e d s o f t h e d i f f e r e n t g r o u p s v a r y , i t i s 
h e l p f u l i f s o m e g e n e r a l i s a t i o n s c a n b e m a d e . S t u d i e s o n t h e r a f o r r a a t -
- i o n r e q u i r e m e n t s o f S c i e n t i s t s a n d T e c h n o l o g i s t s h a v e s h o w n t h a t t h e y 
r e q u i r e 3 t y p e s o f i n f o r m a t i o n v i z . 

a ) C u r r e n t i n f o r m a t i o n 
b ) R e t r o s p e c t i v e i n f o r m a t i o n 

a n d c ) E v e r y d a y i n f o r m a t i o n . 

C u r r e n t i n f o r m a t i o n 

T h e t e r m c u r r e n t i n f o r m a t i o n r e f e r s t o t h e t y p e o f i n f o r m a t i o n 
t h a t i s r e q u i r e d b y u s e r s t o u p d a t e t h e i r k n o w l e d g e . S c i e n t i f i c 
c o n c e p t s , h y p o t h e s e s , t e c h n i q u e s e t c . k e e p c h a n g i n g a n d i t i s i m p o r t a n t 
f o r r e s e a r c h e r s i n p a r t i c u l a r t o b e a w a r e o f w h a t i s n e w i n t h e i r f i e l d * 
C u r r e n t i n f o r m a t i o n a l s o c o n t r i b u t e s t o w a r d s i n n o v a t i v e i d e a s . 

R e t r o s p e c t i v e i n f o r m a t i o n 

T h e t e r m r e t r o s p e c t i v e i n f o r m a t i o n r e f e r s t o t h e t y p e o f i n f o r -
" m a t i o f n r e q u i r e d b y t h e u s e r w h o w i s h e s t o h a v e i n f o r m a t i o n o n w h a t i s 

a l r e a d y k n o w n o n t h e s u b j e c t . I n f o r m a t i o n a b o u t t h e s t a t e o f k n o w l e d g e 
a t a n y p o i n t ! t r t t i m e h e l p s t h e r e s e a r c h e r t o i d e n t i f y t h e * g a p s * i n 
k n o w l e d g e . , I n a d d i t i o n , i t h e l p s t h e r e s e a r c h e r t o a v o i d e m b a r k i n g o n 
p r o j e c t s t h a t h a v e a l r e a d y b e e n t r i e d a n d t h u s , a i d s i n p r e v e n t i n g 
u n n e c e s s a r y d u p l i c a t i o n o f ^ r e s e a r c h • F i n a l l y , i t a s s i s t s o n e t o o d o p t 
t e c h n i q u e s a n d p r o c e d u r e s a l r e a d y k n o w n . U s e r s a r e l i k e l y t o r e q u i r e 
t h i s t y p e o f i n f o r m a t i o n b e f o r e t h e y e m b a r k o n r e s e a r c h p r o j e c t s . 



1 ! ( 2 ) 

' E v e r y d a y ! I n f o r m a t i o n 

~ P r a c t i t i o n e r s a n d R e s e a r c h e r s n e e d . , f a c t s a n d d a t a t o d o t h e i r w o r k * 
T h i s t y p e o f i n f o r m a t i o n i s u s u a l l y a v a i l a b l e i n a s p e c i f i e d f o r m a n d m a y 
b e a p p l i e d d i r e c t l y t o t h e w o r k i n p r o g r e s s . A u s e r n e e d i n g t h e m o l e c u l a r 
w e i g h t o f a l b u m i n d o e s n o t s e t a b o u t m e a s u r i n g i t . T h e s e a r e s t a n d a r d 
t a b l e s g i v i n g t h i s i n f o r m a t i o n . H e m e r e l y l o o k s u p t h e t a b l e s a n d h a v i n g 
g o t t h e y a l u e ^ p r o c e e d s t o u s e i t i n h i s c a l c u l a t i o n s . E v e r y d a y i n f o r m a t i o n 
h d l p s t h e r e s e a r c h e r t o d o h i s w o r k b e t t e r . 

* H a v i n g c o n s i d e r e d t h e t y p e s o f i n f o r m a t i o n r e q u i r e d b y u s e r s l e t u s 
now c o n s i d e r t h e s o u r c e s o f i n f o r m a t i o n a v a i l a b l e t o t h e m . 

S o u r c e s o f i n f o r m a t i o n 

S t u d i e s o n t h e c o m m u n i c a t i o n b e h a v i o u r o f s c i e n t i s t s a n d t e c h n o l o g i s t s 
h a v e s h o w n t h a t t h e y m a k e u s e o f t h e f o l l o w i n g : 

1) C o l l e a g u e s a t t h e p l a c e o f w o r k , 
2 ) ' E x p e r t s ' i n t h e f i e l d , w i t h i n o r o u t s i d e t h e o r g a n i z a t i o n i n 

w h i c h h e w o r k s , 
3) C o n f e r e n c e s , S y m p o s i a , C o l l o q u i a e t c . , 

a n d 4 ) P u b l i s h e d l i t e r a t u r e . 

T h e u s e o f t h e f i r s t t h r e e s o u r c e s i n v o l v e s c o m m u n i c a t i o n ^ , a t a 
i n f o r m a l l e v e l ^ W h i l e t h e u s e o f p u b l i s h e d i n f o r m a t i o n i s m o r e f o r m a l i s e d . 
S t u d i e s o n t h e i n f o r m a t i o n g a t h e r i n g p a t t e r n s o f s c i e n t i s t s a n d t e c h n o ­
l o g i s t s h a v e a l s o s h o w n t h a t t h e y p r e f e r t o o b t a i n t h e i r i n f o r m a t i o n 
f r o m s i s c o l l e a g u e s a n d e x p e r t s i n t h e i r f i e l d t h a n u s e t h e l i b r a r y a n d 
h e n c e p u b l i s h e d i n f o r m a t i o n . l t h a s a l s o b e e n s h o w n t h a t i n r e s e a r c h 
i n s t i t u t i o n s t h a t t h e r e a r e f e w p e r s o n s w h o u s e t h e l i b r a r y e x t e n s i v e l y 

1 a n d t h a t m a n y o f t h e o t h e r r e s e a r c h e r s o b t a i n t h e i r i n f o r m a t i o n f r o m 

t . t h e s e p e r s o n s . T h e u s e r s o f t h e l i b r a r y w h o s u p p l y t h e i n f o r m a t i o n a r e 
j f l r f r e d ' g a t e k e e p e r s ' o f i n f o r m a t i o n . S u r v e y s o f t h e p r o c e s s e s b y w h i c h 
d r u g i n f o r m a t i o n i s d i s s e m i n a t e d i n c o m m u n i t i e s o f P h y s i c i a n s h a v e t e n d e d 
t o s h o w t h a t i n r e s p e c t o f n e w d r u g s , a t l e a s t , t h e p r o c e s s i s d e p e n d e n t 

j o n a f e w i n d i v i d u a l s w h o a d v i s e t h e i r c o l l e a g u e s w h i l e a t t h e s a m e t i m e 
\ k e e p i n g i n t o u c h w i t h b o t h p r o f e s s i o n a l i n c l u d i n g p u b l i s h e d s o u r c e s o f 
! i n f o r m a t i o n a n d c o m m e r c i a l o n e s . T h e s e s t u d i e s a r e i m p o r t a n t b e c a u s e 

jfchey h i g h l i g h t t h e i m p o r a a n c e o f s o u r c e s o t h e r t h a n l i b r a r i e s i n p r o v i d i n g 
j i n f o r s i a t i o n , a n d a l s o e n a b l e t h e l i b r a r i a n t o f a c i l i t a t e t h e u s e o f t h e s e 
j c n a n n e l s w h e r e p o s s i b l e . T h e l i b r a r i a n c a n h e l p t h e u s e r , f o r i n s t a n c e , 
j by i d e n t i f y i n g t h e e x p e r t s i n a f i e l d a n d r e f e r r i n g t h e u s e r t o t h e s e 

p e r s o n s . A l s o , t h e ' g a t e k e e p e r s ' i n a p a r t i c u l a r r e s e a r c h g r o u p m a y b e 
! i d e n t i f i e d a n d w e l l s u p p l i e d w i t h i n f o r m a t i o n . 

I t D i s c u s s i o n s w i t h c o l l e a g u e s a t t h e p l a c e x o f w o r k s e r v e s a s a v e r y 
u s e f u l s o u r c e o f i n f o r m a t i o n . I t e n a b l e s t h e r e s e a r c h e r f o r e x a m p l e , t o 

! o b t a i n c l a r i f i c a t i o n s o n d i f f i c u l t c o n c e p t s , n e w i d e a s , n e w w a y s o f 
t h i n k i n g e t c . , • D i s c u s s i o n w i t h a n e x p e r t b e c o m e s p a r t i c u l a r l y u s e f u l 
w h e n t h e f i e l d o f r e s e a r c h i s n e w a n d t h e r e i s a d e a r t h o f l i t e r a t u r e . 
3?l^e u s e o f c o l l e a g u e s o r e x p e r t s r a t h e r t h a n p u b l i s h e d i n f o r m a t i o n b y 
s c i e n t i s t s i s s u b j e c t t o c e r t a i n l i m i t a t i o n s . I t i s d i f f i c u l t t o o b t a i n 

^ d e t a i l e c ^ i n f o r m a t i o n s u c h a s t h e p r e c i s e c o n d i t i o n s u n d e r w h i c h a n 
j e ^ p e r i m e t t i t i s c a r r i e d o u t . P u b l i s h e d i n f o r m a t i o n i s t h e r e f o r e p r e f e r a b l e 
f 0 r deta i led a n d a u t h o r i t a t i v e i n f o r m a t i o n . D u e t o t h e l o n g t i m e l a g 
b e t w e e n t h e t i m e a n d a r t i c l e i s w r i t t e n a n d t h e t i m e i t a p p e a r s i n p r i n t 
c o m m u n i c a t i o n b e t w e e n s c i e n t i s t s o n a n i n f o r m a l l e v e l h a s g a i n e d m o m e n t u m . 
A t t e n d a n c e a t c o n f e r e n c e s , S y m p o s i a , C o l l o q u i a e t c . , h a v e b e c o m e v e r y 
v a l u a b l e ] n o t s o m u c h f o r t h e v a l u e o f t h e p a p e r s t h & t a r e r e a d a t t h i s 
m e e t i n g b u t l f i o r e f o r e s t a b l i s h i n g l i n k s w i t h p e r s o n s w o r k i n g i n t h e s a m e 
f i e l d . 
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E v e n t h o u g h u s e r s may p r e f e r t o u s e t h e i n f o r m a l c h a n n e l s o f communi­
c a t i o n s , j t h e y c a n n o t a v o i d h a v i n g t o u s e p u b l i s h e d i n f o r m a t i o n f o r a t l e a s 
some o f i h e i r n e e d s . P e o p l e seem t o p r e f e r i n f o r m a l s o u r c e s o f i n f o r m a t i o 
no,t b e c a u s e t h e y t h i n k t h a t t h e q u a l i t y o f t h e i n f o r m a t i o n o b t a i n e d t h a t 
w&jy i s s u p e r i o r t o t h a t g o t f r o m p u b l i s h e d s o u r c e s . P r e f e r e n c e f o r 
i n f o r m a l c h a n n e l s h a v e b e e n i n d i c a t e d l a r g e l y b e c a u s e i t i s e a s i e r t o g e t 
t h e i | n f o i r m a t i o n f r o m a c o l l e a g u e t h a n h u n t f o r i t f r o m t h e l a r g e mass o f 
l i t e r a t u r e a v a i l a b l e i n t h e l i b r a r y . S i n c e most p e o p l e p r e f e r t o s e t t l e 
£opr i n f o r m a t i o n o f l o w e r q u a l i t y i f Ik i s more e a s i l y a c c e s s e d , i t i s 
i m p o r t a n t f o r t h e l i t e r a t u r e i n a l i b r a r y t o b e a r r a n g e d so t h a t i t c a n 
b e u s e d w i t h minimum d i f f i c u l t y . 

i 
+ O b t a i n i n g o f i n f o r m a t i o n f r o m p u b l i s h e d s o u r c e s i s d i f f i c u l t b e c a u s e 
t h e i n f o r m a t i o n may b e s c a t t e r e d among a l a r g e number o f p u b l i c a t i o n s . 
Xm t h e f i e l d o f B i o m e d i c i n e a l o n e * a p p r o x i m a t e l y 2 0 , 0 0 0 j o u r n a l s a r e 
c u r r e n t l y b e i n g p r o d u c e d . The a v a i l a b i l i t y o f a i d s t o r e t r i e v a l h o w e v e r 
h e l p t o e a s e t h e d i f f i c u l t i e s c o n s i d e r a b l y . 

The p u b l i c a t i o n s on a s u b j e c t may b e d i v i d e d on t h e b a s i s o f t h e t y p e 
o f i n f o r m a t i o n c o n t a i n e d i n them i n t o t h e f o l l o w i n g t h r e e c a t e g o r i e s . 

a ) P r i m a r y l i t e r a t u r e , 
b ) S e c o n d a r y l i t e r a t u r e , 

and c ) T e r t i a r y l i t e r a t u r e . 

P r i m a r y l i t e r a u r e c o n s i s t s o f d o c u m e n t s i n w h i c h m e d i c a l i n f o r m a t i o n 
s u c h a s new i n n o v a t i o n s , r e s u l t s o f r e s e a r c h , c a s e r e p o r t s , e t c . , a r e 
f i r s t p u b l i s h e d . T h e y a r e a g o o d s o u r c e o f c u r r e n t o r l a t e s t i n f o r m a t i o n 
on a s u b j e c t . P r i m a r y l i t e r a t u r e i n c l u d e s t h e f o l l o w i n g t y p e s o f 
d o c u m e n t s : 

P e r i o d i c a l s 
R e s e a r c h r e p o r t s 
C o n f e r e n c e p r o c e e d i n g s 
T r a d e o t c o m m e r c i a l l i t e r a t u r e 
P a t e n t s 

and T h e s e s o r d i s s e r t a t i o n s . 

The tenm p e r i o d i c a l r e f e r s x t o l i t e r a t u r e w h i c h a r e i s s u e d i n p a r t s * u n d e r u s u a l l y a t r e g u l q r i n t e r v a l s . The d i f f e r e n t p a r t s a r e i s s u e d HBCBX t h e 
same t i t l e . P e r i o d i c a l l i t e r a t u r e i s i m p o r t a n t b e a a u s e i t i s t h e method 
a d o p t e d t o i m p a r t new k n o w l e d g e , a s q u i c k l y a s p o s s i b l e , i n a b r i e f and 
us sab le f o r m . I t s e r v e s t h e r e f o r e a s a p r i m e s o u r c e o f u p t o d a t e i n f o r ­
m a t i o n . P e r i o d i c a l s may b e o f t h r e e d i f f e r e n t t y p e s * 

l ) P e r i o d i c a l s d e v o t e d t o news and o p i n i o n s and comment - t h e s e 
| p u b l i s h ^ p r e l i m i n a r y c o m m u n i c a t i o n o f r e s e a r c h . T h e s e a r e 

s h o r t a r t i c l e s g i v i n g r e s u l t s o f r e s e a r c h and may b e p u b l i s h e d 
s u b s e q u e n t l y a s f u l l l e n g t h a r t i c l e s . T h e s e p e r i o d i c a l s h a V e 
b e e n d e v i c e d t o o v e r come t h e l o n g d e l a y a s s o c i a t e d w i t h 
p u b l i c a t i o n s , e g . B i o c h e m i c a l and B i o p h y s i c a l r e s e a r c h communi 
c a t i o n . 

2 ) P e r i o d i c a l s t h a t p u b l i s h o r i g i n a l a r t i c l e s - T h e s e may b e o f 
two k i n d s . T h o s e c o v e r i n g t h e s u b j e c t s i n g e n e r a l f r o m b a s i c 
r e s e a r c h t o p o l i t i c a l a s p e c t s o f m e d i c i n e and u s u a l l y 
c i r c u l a t e d w i d e l y . T h e y a im t o i n f o r m t h e g e n e r a l m e d i c a l 
r e a d e r o f i m p o r t a n t and s i g n i f i c a n t a d v a n c e s o f w h i c h any one 
i n v o l v e d i n s h o u l d b e a w a r e a n d command w i d e r e a d e r s h i p , 
e . g . B r i t i s h M e d i c a l J o u r n a l , L a n c e t , New E n g l a n d J o u r n a l o f 
M e d i c i n e e t K * The s e c o n d k i n d i s t h e s p e c i a l i s t j o u r n a l c o n t a i 
n i n g a r t i c l e s i n a r e s t r i c e d f i e l d , e g . B l o o d y J o u r n a l o f 
H a e m a t o l o g y , J o u r n a l o f M e d i c a l M i c r o b i o l o g y , B r a i n y Q o u r n a l 
o f N e u r o l o g y e t c . , . 
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3) P e r i o d i c a l s d e v o t e d t o r e v i e w a r t i c l e s - t h e s e c o n t a i n 
o n l y r e v i e w a r t i c l e s , e . g . B a c t e r i o l o g i c a l r e v i e w s , 
P h y s i o l o g i c a l r e v i e w s , e t c . , » 

C o n s u l t i n g p e r i o d i c a l s on a r e g u l a r b a s i s i s a common means b y 
w h i c h u s e r s o b t a i n c u r - r e n t i n f o r m a t i o n . S c a n n i n g o f c u r r e n t j o u r n a l s 
b y t h e l i b r a r i a n on a r e g u l a r teasis i s t h e f i r s t s t e p i n a s e t up 
p r o d u c i n g c u r r e n t a w a r e n e s s b u l l e t i n s e t c . , • 

R e s e a r c h r e p o r t s a r e o f l e s s s i g n i f i c a n c e i n m e d i c i n e , t h a n s c i e n c e 
aaid t e c h n o l o g y . T h i s i s p a r t l y due t o t h e some w h a t l e s s g o v e r m e n t X B H X B B X 
c o n t r o l l e d i n s t i t u t i o n a l r e s e a r c h i n m e d i c i n e . T h e r e i s t h e r e f o r e l e s s 
n e e d f o r r e s e a r c h r e p o r t s . The m e d i c a l r e s e a r c h c o u n c i l r e s e a r c h r e p o r t s 
and A m e r i c a n p u b l i c h e a l t h s e r v i c e s , q q u i v a l e n ^ g a r e p u b l i s h e d a s n o r m a l 
p u b l i c a t i o n s o f t h e r e s p e c t i v e s t a t e p u b l i s h i n g s y s t e m s and a r e t h e r e f o r e 
much b e t t e r o r g a n i z e d b i b l i o g r a p h i c a l l y and e a s y t o a c q u i r e . 

C o n f e r e n c e p r o c e e d i n g s a r e d i f f i c u l t t o l o c a t e and o r g a n i z e b e c a u s e 
t h e y a r e p r o d u c e d b y a v a r i e t y o f o r g a n i z a t i o n s s u c h a s , g o v e r n m e n t 
b o d i e s , I n t e r n a t i o n a l o r g a n i z a t i o n s , p r i v a t e s o c i e t i e s e t c . , • D e l a y i n 
p u b l i c a t i o n may r e s u l t i n the i n f o r m a t i o n b e i n g d a t e d . N e v e r t h e l e s s , 
t h e y a r e u s e f u l i f t h e p a p e r s a r e o f g o o d q u a l i t y . I n d e x e d M e d i c u s , 
i n d e x e s some o f t h e s e p u b l i c a t i o n s . P u b l i s h e d c a t a l o g u e s , o f H M S O , B r i t i s h 
M e d i c i n e , and I n d e x o f c o n f e r e n c e p r o c e e d i n g s a r e u s e f u l t o f i n d d e t a i l s 
o f p u b l i s h e d c o n f e r e n c e p r o c e e d i n g s . 

T r a d e oT c o m m e r c i a l l i t e r a t u r e a r e p u b l i c i t y m a t e r i a l p u t o u t b y 
t r a d e and c o m m e r c i a l o r g a n i z a t i o n s . T h e y c o n t a i n p a c t i c u l a r s r e l a t i n g t o 
p r o d u c t s o f t h e o r g a n i z a t i o n . I n t h e f i e l d o f m e d i c i n e , t r a d e l i t e r a t u r e 
i s o f g r e a t v a l u e t o c l i n i c i a n s t o g a t h e r i n f o r m a t i o n a b o u t l a t e s t d r u g s . 
I n f o r m a t i o n a b o u t e q u i p m e n t s , c h e m i c a l s , e t c . , a r e a l s o o b t a i n a b l e f r o m 
t h i s t y p e o f l i t e r a t u r e . 

P a t e n t s a r e o b t a i n e d b y i n v e n t o r s o r o r g a n i z a t i o n s p r i m a r i l y t o 
c o n t r o l ^ m a k i n g and s e l l i n g o f t h e i r i n v e n t i o n . D e t a i l s j a B K X H X H g H g H 
p e r t a i n i n g t o new d r u g s a r e p a t e n t e d b y t h e d r u g c o m p a n i e s , and t h e s e 
a r e u s e f u l i n r e s e a r c h c o n n e c t e d w i t h s y n t h e s i s o f d r u g s . 

T h e s e s o r d i s s e r t a t i o n s c o n t a i n r e s u l t s o f r e s e a r c h s u b m i t t e d f o r t h e 
a w a r d o f a d e g r e e b y an i n s t i t u t i o n o f l e a r n i n g . P a r t s o f a t h e s e s 
may b e r e - w r i t t e n and p u b l i s h e d a s a p e r i o d i c a l a r r t i c l e . B u t the t h e s i s 
r e m a i n s a f i r s t and o f t e n f u l l e r s t a t e m e n t o f r e s u l t s . I t i s t h e r e f o r e 
o f u s e t o a r e s e a r c h e r commencing i n a new f i e l d a n d t o o t h e r s a s a 
s o u r c e o f i d e a . A s l i b ' s i n d e x s t o t h e s e s a c c e p t e d f o r h i g h e r d e g r e e s 
b y t h e U n i v e r s i t i e s o f G r e a t B r i t a i n and I r e l a n d a n d the C o u n c i l f o r 
N a t i o n a l a c a d e m i c a w a r d s s e r v e s a s a g u i d e t o t h e s e s p u b l i s h e d i n t h e 
U . K . } D i s s e r i A t i o n A b s t r a c t s I n t e r n a t i o n a l i s a g u i d e p r i m a r i l y t o 
A m e r i c a n and C a n a d i a n d o c t o r a l t h e s e s t h o u g h some p r o d u c e d i n E u r o p e a n 
U n i v e r s i t i e s t o o h a v e b e e n i n c l u d e d . 

S e c o n d a r y l i t e r a t u r e c o n s i s t s o f d o c u m e n t s t h a t c o n t a i n m a t e r i a l 
that-h-a^e-^eTT -extra -cr teS f r o m p r i m a r y s o u r c e s , g e n e r a l l y a i t e r a 
c o n s i d e r a b l e l a p s e o f t i m e . S e c o n d a r y l i t e r a t u r e t h e r e f o r e i s n o t u s e f u l 
a s a s o u r c e o f c u r r e n t i n f o r m a t i o n on a s u b j e c t . S e c o n d a r y l i t e r a t u r e 
i n c l u d e s t h e f o l l o w i n g : 

B o o k s 
R e f e r e n c e K a t o r i a l 

a n d R e v i e w s e r i a l s . 
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S22fe§ m a y l j e c a t e g o r i s e d i n t o t e x t - b o o k s , t r e a t i s e s a n d n o n o - r r h s . 

l£.stzl2QQli£ u s u a l l y c o v e r a b r o a d s u b j e c t a r e a and a r e h e a v i l y u s e d 
b y t h o s e p r e p a r i n g f o r e x a m i n a t i o n s . They c a n b e a i m e d a t t h e u n d e r b r e d " 
- a t e o r t h e ^ p o s t g r a d u a t e s t u d e n t a n d d i f f e r a c c o r d i n g l y i n t h e l e v e l o f 
p r e s e n t a t i o n o f t h e s u b j e c t . 

E x a m p l e s : 
M a c f a r l a n e , D . A , a n d T h o m a s , L . i . , T e x t b o o k o f s u r g e r y , '!-th e d . 

C h u r c h i l l L i v i n g s t o n e , 1977* 
G r e e n , J . H . , An i n t r o d u c t i o n t o human p h y s i o l o g y , 4-th e d . , 

O x f o r d U n i v e r s i t y P r e s s , 1976. 
M a c l e o d , J o h n , D a v i d s o n ' s p r i n c i p l e s a n d p r a c t i c e o f m e d i c i n e , 

12th e d . , C h u r c h i l l L i v i n g s t o n e , 1977* 

-.Treatises g i v e a n a d v a n c e d a n d s y s t e m a t i c t r e a t m e n t o f t h e p r i n c i p l e 
o f a s u b j e c t , u s u a l l y w i t h many r e f e r e n c e s t o b o t h p r i m a r y a n d s e c o n d a r y 
l i t e r a t u r e . T h e y b r i n g t o g e t h e r a l a r g e b o d y o f f a c t s on t h e s u b j e c t 
i n one p l a c e a n d a r e u s e f u l f o r r e f e r e n c e a s w e l l a s d e t a i l e d s t u d y o f 
a s u b j e c t . 

E x a m p l e s : 
D u k e - E l d e r , 8 . , S y s t e m o f o p h t h a l m o l o g y i n 17 v o l u m e s . 
S m i t h , R . , O p e r a t i v e s u r g e r y i n 15 v o l u m e s . 
F l o r k i n , IC a n d S t o t z , E . V . C o m p r e h e n s i v e b i o c h e m i s t r y i n 31 v o l s 

•Jtonacra^bs a r e m i n i - t r e a t i s e s a n d u s u a l l y d e a l w i t h a s i n g l e s u b j e c t , 
They a r e a g o o d s o u r c e o f r e t r o s p e c t i v e i n f o r m a t i o n a n d c o n t a i n e x t o n s i v 
b i b l i o g r a p h i e s on t h e s u b j e c t . 

E x a m p l e s : 
W e r n e r , 3 . C , The t h y r o i d 
J e l l i f f e , D . B . , I n f a n t n u t r i t i o n i n t h e t r o p i c s a n d s u b - t r o p i c s . 

The d o c u m e n t s c l a s s e d u n d e r t h e g e n e r a l h e a d i n g r a £ a r e n c e - m a t a r i a l a 
a r e d e s i g n e d p r i m a r i l y t o s u p p l y e v e r y d a y i n f o r m a t i o n . The t e r m r e f e r e n c 
m a t e r i a l s i n c l u d e s t h e f o l l o w i n g v i z . 

E n c y c l o p a e d i a s , 
H a n d b o o k s , 
D i r e c t o r i e s , 
D i c t i o n a r i e s , 

a n d V i t a l s t a t i s t i c s and s t a t i s t i c a l t a b l e s . 

S £ C 2 c l o £ a e d i a s _ _ g i v e s h o r t a c c o u n t s o f a s u b j e c t w r i t t e n b j e x p e r t s 
a n d g l v e ~ r e f e r e n c e s t o o t h e r l i t e r a t u r e . T h e y a r e u s e f u l p r o v i d e d t h e y 
h a v e a w i d e c o v e r a g e , t h e c o n t r i b u t o r s c o v e r t h e s u b j e c t a d e q u a t e l y 
a n d a r e u p d a t e d r e g u l a r l y . K e d i c a l e n c y c l o p a e d i a s s h o u l d b e r e g a r d e d 
m a i n l y a s r e c o r d i n g t h e s t a t e o f t h e s u b j e c t a t t h e t i m e o f w r i t i n g a n d 
a r e t h e r e f o r e m o s t l y o f h i s t o r i c a l v a l u e . 

E x a m p l e s : 
Mc G r a w H i l l E n c y c l o p e d i a o f S c i e n c e a n d T e c h n o l o g y , 3rd e d . 

1971, 15 v o l u m e s . 
B r i t i s h e n c y c l o p a e d i a o f m e d i c a l p r a c t i c e , 2nd e d . , 1850 - 1955 

12 v o l u m e s . ( A n n u a l s u p p l e m e n t s a f t e r 1>55 e n t i t l e d 
K e d i c a l p r o g r e s s ) 

E n c y c l o p a e d i a o f B i o l o g i c a l s c i e n c e s , E d i t e d b y i J . G r a y , 5 r d e d . 
1970. 

EandbQQks may c o n t a i n a u t h o r i t a t i v e s u r v e y s by w r i t e r s w i t h i n t c r -
- n a t i o n a l r e p u t a t i o n s r e v i e w i n g t h e l i t e r a t u r e h i s t o r i c a l l y : m & 
b i b l i o g r a p h i c a l l y . 

E x a m p l e s : 
H a n d b o o k o f p h y s i o l o g y p u b l i s h e d b y t h e A m e r i c a n K i y s i o l o g i c ^ . l 

S o c i e t y ( W a s h i n g t o n ) 
H a n d b o o k o f c l i n i c a l n e u r o l o g y e d i t e c b y G . W . B r u y n . 
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D a t a h a n d b o o k s on t h e o t h e r h a n d a r e i n t e n d e d t o p r o v i d e b a s i c s c i e n ­
t i f i c d a t a i n c o n c i s e f o r m , a n d t h e y i n c l u d e s u c h i n f o r m a t i o n a s 
m a t h e m a t i c a l , s t a t i s t i c a l , c h e i a i c a l a n d p h y s i c a l t a b l e s , d o s a g e s , 
t o x i c i t i e s , m e l t i n g p o i n t s , p h y s i o l o g i c a l a c t i v i t i e s e t c . 

E x a m p l e s : 
Documenta G e i g y , S c i e n t i f i c t a b l e s E d i t e d bv K. 'Diem a n d 

C L e n t n e r , 7th e d . , 1970 
The M e r c k I n d e x : An e n c y c l o p e d i a o f c h e m i c a l s and d r i l l s , 

9th e d . , 1976. 
The B i o l o g y d a t a b o o k , l - . L . A l t m a n a n d D.2 . i ) i t t m e r , 197W-7':-. 
B i o l o g i c a l h a n d b o o k s p u b l i s h e d b y t h e F e d e r a t i o n o f A m e r i c a n 

S o c i e t i e s f o r E x p e r i m e n t a l b i o l o g y . ( F A S E B ) 
B r i t i s h P h a r m a c o p o e i a . 

DiEeGtQ.rj .es p r o v i d e n a m e s , a d d r e s s e s , t e l e p h o n e numbers e t c . o& 
i n s t i t u t i o n s a n d p e r s o n s . 

E x a m p l e s : 
M e d i c a l d i r e c t o r y UK 
WHO W o r l d d i r e c t o r y o f M e d i c a l s c h o o l s 
WHO W o r l d d i r e c t o r y o f D e n t a l s c h o o l s 
W o r l d o f l e a r n i n g - g i v e s i n f o r m a t i o n on u n i v e r s i t i e s , c o l l c p o 

r e s e a r c h i n s t i t u t i o n s , l i b r a r i e s and museums t h e w o r l d 
o v e r . 

S s i e n t i f i c r e s e a r c h i n B r i t i s h u n i v e r s i t i e s and c o l l e g e s 
M e d i c a l R e s e a r c h C o u n c i l ' s h a n d b o o k - IIKSG. 

E i O i t i o n a r i e s g i v e i n a l p h a b e t i c a l s e q u e n c e t h e s p e l l i n g , p r o n o u n c i -
a t i o n and d e f i n i t i o n o f w o r d s i n one o r more l a n g u a g e s o r o f t e r m s l i i 
one o r more s p e c i a l f i e l d s . 

E x a m p l e s : 
B u t t e r w o r t h ' s m e d i c a l d i c t i o n a r y , 2nd e d . , B u t t e r w o r t h s , 1970. 
B o r l a n d ' s I l l u s t r a t e d m e d i c a l d i c t i o n a r y , 24-th e d . , S a u n d e r s , 

1965. 
S t e d m a n ' s M e d i c a l d i c t i o n a r y , 2 2 n d e d . , W i l l i a m s and W i l k i n s , 

1972. 
D i c t i o n a r y o f m e d i c a l s y n d r o m e s , S . M a g l i n i , L i p p i n c o t t , 1971. 
O r i g i n o f m e d i c a l t e r m s , H , A . S k i n n e r , 2nd e d . , W i l l i a m s and 

W i l k i n s , 1961. 

V i t a l s t a t i s t i c s _ a n d _ s t a t i s t i c a l _ t a b l e s s u p p l y d a t a on t h e p o p u l a t i o n 
sta£Is l ; Ics~o£~3Isease . 

E x a m p l e s : 
UK - D e m o g r a p h i c y e a r b o o k . 
WHO - W o r l d h e a l t h s t a t i s t i c s a n n u a l , 3 v o l u m e s . 

v o l u m e 1 ; : v i t a l s t a t i s t i c s a n d c a u s e s o f d e a t h , 
v o l u m e 2 : i n f e c t i o u s d i s e a s e s - c a s e s , d e a t h s a n d 

v a c c i n a t i o n s 
v o l u m e 3 : h e a l t h p e r s o n n e l a n d h o s p i t a l e s t a b l i s h m e n t s . 

S t a t i s t i c a l t a b l e s f o r B i o l o g i c a l , A g r i c u l t u r a l a n d M e d i c a l 
r e s e a r c h , R . A , F i s h e r and E . Y a t e s , 6th e d . , 1963. 

B e y ; i e w _ £ £ ; £ i a l S _ c o n t a i n a r t i c l e s i n w h i c h w o r k done o r i n f o r m a t i o n 
p r o d u c e d d u r i n g a p e r i o d a r e r e v i e w e d . T h e s e s e r v e a s a g o o d s t a r t i n g ' 
p o i n t f o r an e x h a u s t i v e r e t r o s p e c t i v e i n f o r m a t i o n s e a r c h . 

E x a m p l e s : 
Y e a r b o o k s e r i e s o f Y e a r b o o k m e d i c a l p u b l i s h e r s ( C h i c a g o ) 
A d v a n c e s s e r i e s o£ t h e A c a d e m i c p r e s s 
R e c e n t a d v a n c e s s e r i e s o f C h u r c h i l l l i v i n g s t o n e 
A n n u a l r e v i e w s s e r i e s o f A n n u a l r e v i e w s I n c . 
M e d i c a l a n n u a l o f W r i g h t 
C l i n i c s o f N o r t h A m e r i c a s e r i e s o f S a u n d e r s , 
M o d e r n t r e n d s s e r i e s o f B u t t e r w o r t h s . 

http://DiEeGtQ.rj.es
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T e r t i a r . Y _ l i t e r a t u r e C o n s i s t s o f d o c u m e n t s t h a t h a v e b e e n d e v e l o p 
- p e d t o a s s i s t r e t r i e v a l o f i n f o r m a t i o n f r o m b o t h t h e p r i m a r y a s 
w e l l a s s e c o n d a r y l i t e r a t u r e . C o n s e q u e n t l y t h e y do n o t c o n t a i n the 
i n f o r m a t i o n p e r s e b u t s e r v e t o g u i d e one t o t h e document i n w h i c h 
i£k&E& t h e r e q u i r e d i n f o r m a t i o n i s f o u n d . T e r t i a r y l i t e r a t u r e i n c l u d e 
t h e f o l l o w i n g v i z . 

A b s t r a c t i n g a n d I n d e x i n g p e r i o d i c a l s 
G u i d e s t o p e r i o d i c a l s 
B i b l i o g r a p h i e s 
B i b l i o g r a p h i e s o f b i b l i o g r a p h i e s 
Subject g u i d e s 

a n d G e n e r a l g u i d e s . 
i 

A b s t r a c t i n g a n d I n d e x i n g p e r i o d i c a l s a c t p r i m a r i l y a s g u i d e s t o 
t h e c o n t e n ^ s ^ o f " p e r i o d i c a l s b u t may a l s o c o v e r r e p o r t s , p a t e n t s , 
t h e s e s , ; c o n f e r e n c e p a p c e e d i n g e t c . A b s t r a c t i n g p e r i o d i c a l s d r a w 
a t t e n t i o n t o r e l e v a n t p u b l i a a t i o n s a l o n g w i t h a summary o f t h e c o n t e n t 
i n t h e f o r m o f an a b s t r a c t . I n d e x i n g p e r i o d i c a l s on t h e o t h e r h a n d 
p r o v i d e ; o n l y t h e . b i b l i o g r a p h i c a l d e t a i l s o f t h e r e l e v a n t p u b l i c a t i o n . 
The p u b l i c a t i o n s a r e u s u a l l y l i s t e d on t h e b a s i s o f t h e i r s u b j e c t 
c o n t e n t a s w e l l a s t h e a u t h o r o f t h e p u b l i c a t i o n . T h e e f f e c t i v e n e s s o f 
a b s t r a c t i n g and i n d e x i n g s e r v i c e s i s d e p e n d e n t on . t h e i r c o m p r e h e n s i v e ! , 
- e s s , r a p i d i t y o f t h e i r p r o d u c t i o n and t h e e a s e w i t h w h i c h i n f o r m a t i o n 
c o n t a i n e d i n them may b e r e t r i e v e d . 

S x a n j p l c s : 
I n d e x M e d i c u s 
I J & c e r p t a K e d i c a 
b i o l o g i c a l a b s t r a c t s 
B u l l e t i n s i g n e l e t i q u e 
N u t r i t i o n a b s t r a c t s a n d r e v i e w s 

I n d e x n e d i c u s i s an i n d e x i n g p e r i o d i c a l . S i n e e J a n u a r y T96G 
I n d e x M e d i c u s h a s b e e n p u b l i s h e d m o n t h l y . E a c h m o n t h l y i s s u e i s 
d i v i d e d i n t o a u t h o r and s u b j e c t s e c t i o n s © B o t h s e c t i o n s a r e a r r a n g e d 
a l p h a b e t i c a l l y . W i t h i n e a c h h e a d i n g t h e a r t i c l e s a r e g r o u p e d on t h e 
b a s i s o f t h e l a n g u a g e i n K k c t a w h i c h t h e a r t i c l e was p u b l i s h e d . a x 
A r t i c l e s p u b l i s h e d i n E n g l i s h a r e l i s t e d f i r s t . 

The s u b j e c t i n d e x i n g i s b a s e d on a l i s t o f a l p h a b e t i c a l 
s u b j e c t h e a d i n g s r e f e r r e d t o a s M e d i c a l S u b j e c t H e a d i n g s . New h e a d i n g s 
a r e c o n t i n u o u s l y a d d e d t o t h e l i s t a n d a l i s t o f h e a d i n g s u s e d i n 
any p a r t i c u l a r y e a r may b e g o t by r e f e r r i n g t o p a r t 2 o f t h e J a n u a r y 
i s s u e o f I n d e x M e d i c u s . R e f e r e n c e t o t h e l i s t o f s u b j e c t h e a d i n g s 
h e l p s t o d e c i d e on t h e c o r r e c t h e a d i n g when a s e a r c h i s b e i n g d o n e . 

, P a r t 1 o f t h e J a n u a r y i s s u e o f I n d e x M e d i c u s c o n t a i n s a l i s t 
o f j o u r n a l s i n d e x e d i n I n d e x M e d i c u s . B e g i n n i n g May 1976 i s s u e , I n d e x 
M e d i c u s , c o v e r s s e l e c t e d c o n g r e s s e s , s y m p o s i a , p r o c e e d i n g s a n d m u l i -
4authorled m o n o g r a p h s . The m o n t h l y i s s u e s o f I n d e x M e d i c u s a r e c u m u l a t e 
a n n u a l l y i n t o C u m u l a t e d I n d e x M e d i c u s . 
j I n d e x M e d i c u s c o v e r s a b o u t 2400 p e r i o d i c a l s . Some o f t h e s e 

a r e i n d e x e d s e l e c t i v e l y . E a c h c i t a t i o n p r o v i d e s t h e f o l l w i n g b i b l i o g r ­
a p h i c d e t a i l s - a u t h o r , t i t l e o f a r t i c l e , t i t l e o f p e r i o d i c a l , 
v o l u m e , , i s s u e number a n d p a g i n a t i o n . 

E a c h i s s u e o f I n d e x M e d i c u s h a s a s e c t i o n e n t i t l e d B i b l i o ­
g r a p h y ; o f M e d i c a l i x t e K a i H E s r e v i e w s . R e v i e w a r t i c l e s p u b l i s h e d i n 
t h e p e r j i o d i c a l s i n d e x e d b y I n d e x M e d i c u s a r e l i s t e d s e p e r a t e l y i n 
t h i s s e o t i o n . T h i s s e c t i o n i s v a l u a b l e i n t r a c i n g u p t o d a t e r e v i e w 
a r t i c l e ' s on a s u b j e c t . 
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t 
E x c e f p t a , K e d i c a 

T h i s i s an a b s t r a c t i n g p u b l i c a t i o n . I t i s p u b l i s h e d i n 47 
d i f f e r e n t s e c t i o n s . The i n d i v i d u a l i s s u e s o f e a c h s e c t i o n a p p e a r month 
- l y . The a b s t r a c t s a r e a r r a n g e d i n a c l a s s i f i e d o r d e r . S u b j e c t a n d 
a u t h o r i n d e x e s a r e p r o v i d e d w i t h e a c h i s s u e o f E x c e r p t a K e d i c a and f o r 
t h e a n n u a l v o l u m e s . E x c e r p t a M e d i c a c o v e r s a b o u t 3500 p e r i o d i c a l s . 
The a b s t r a c t s a r e more o f t h e i n d i c a t i v e t y p e . The a v e r a g e t i m e l a g 
. b e t w e e n t h e a p p e a r a n c e o f - t h e o r i g i n a l a r t i c l e a n d p u b l i c a t i o n o f t h e 
^ a b s t r a c t i s a r o u n d 12 m o n t h s . E x c e r p t a H e d i c a h a s a g o o d c o v e r a g e o f 
f o r e i g n l a n g u a g e m a t e r i a l . 

B i o l o g i c a l a b s t r a c t s 

T h i s i s u s e f u l f o r t h e m e d i c a l w o r k e r i n t e r e s t e d i n s u b j e c t s 
s u c h a s g e n e t i c s , b i o p h y s i c s , b i o c h e m i s t r y a n d n u t r i t i o n . I t h a s a 
c o v e r a g e o f n e a r l y 8000 p e r i o d i c a l s . T h a a b s t r a c t s a r e o f t h e i n f o r m a t 
- i v e t y p e , . I s s u e s a p p e a r b i - m o n t h l y and a b s t r a c t s a r e a r r a n g e d i n & . : 

c l a s s i f i e d o r d e r / w i t h a u t h o r , b i o s y s t e m a t i c , g e n e r i c , c r o s s a n d s u b j e c t 
i n d e x e s w h i c h a r e c u m u l a t e d s e m i - a n n u a l l y . 

B u l l e t i n s i g n e l e t i q u e an a b s t r a c t i n g p e r i o d i c a l c o v e r s a r o u n d 
9000 p e r i o d i c a l s . T h e s e s , c o n g r e s s p r o c e e d i n g s a n d r e p o r t s a r e a l s o 
c o v e r e d . The a b s t r a c t s a r e i n F r e n c h . 

Due t o t h e t i m e l a g i n a p p e a r a n c e s o f i n d e x e s and a b s t r a c t s 
a b s t r a c t i n g a n d i n d e x i n g p e r i o d i c a l s s e r v e m a i n l y a s a s o u r c e o f 
r e t r o s p e c t i v e i n f o r m a t i o n . The n e e d f o r s e r v i c e s t o p r o v i d e c u r r e n t 
i n f o r m a t i o n was met w i t h t h e p u b l i c a t i o n o f t h e p e r i o d i c a l C u r r e n t 
c o n t e n t s . I t i s p u b l i s h e d i n 6 s e c t i o n s . 

r C u r r e n t c o n t e n t s - L i f e s c i e n c e s i s a g o o d s o u r c e f o r 
c u r r e n t m e d i c a l i n f o r m a t i o n . l t i s p u b l i s h e d w e e k l y a n d c o n s i s t s 
e s s e n t i a l l y of' r e p r o d u c t i o n s o f t h e c o n t e n t s p a g e s o f t h e p e r i o d i c a l s 
c o v e r e d . E a c h i s s u e o f C u r r e n t c o n t e n t s l i s t s t h e t i t l e s o f p e r i o d i c a l 
c o v e r e d tekhK i n t h a t i s s u e . E a c h i s s u e h a s a s u b j e c t i n d e x and an 
a u t h o r a d d r e s s d i r e c t o r y , w h i c h f a c i l i t a t e s a c q u i s i t i o n o f r e p r i n t s . 
C u r r e n t c o n t e n t s i s d e s p a c h e d b y a i r m a i l and h e n c e a r r i v e s l o n g b e f o r e 
t h e p e r i o d i c a l s c o v e r e d b y them a r e r e c e i v e d i n t h e l i b r a r y . 

S c i e n c e C i t a t i o n i n d e x i s a n o t h e r t o o l o f g r e a t h e l p i n 
c p m p i l i n g b i b l i o g r a p h i e s . S t a r t i n g w i t h a r e f e r e n c e t o a k e y p a p e r on 
a s u b j e c t i t i s p p b s i b l e t o b u i l d ma a c o m p l e t e b i b l i o g r a p h y . 

G u i d e s _ t o p e r i o d i c a l s _ a r e u s e f u l t o i d e n t i f y t h e p e r i o d i c a l s 
t h a t c o v e r " " a " p a r ^ i c u I a f " s u B j e c t . 

E x a m p l e s : 
U X R I C H ' s I n t e r n a t i o n a l P e r i o d i c a l s d i r e c t o r y 
L i s t o f p e r i o d i c a l i n d e x e d b y I n d e x M e d i c u s , E x c e r p t a M e d i c * 

• B i o l o g i c a l a b s t r a c t s e t c . 

B i b l i o g r a p h i e s a r e e s s e n t i a l l y l i s t s o f b o o k s g i v i n g d e t a i l s 
s u c h as name o f a u E E o r , t i t l e , p u b l i s h e r e t c They a r e u s e f u l t o f i n d 
d e t a i l s o f a b o o k v i a s u b j e c t , a u t h o r a n d i n some c a s e s t i t l e . 

E x a m p l e s : 
B r i t i s h B o o k s i n P r i n t '* ' 
B o o k s i n P r i n t ( B o w k e r ' s ) 
B r i t i s h M e d i c i n e - g i v e s i n f o r m a t i o n on new b o o k s p a m p h l e t s 

o f f i c i a l p u b l i c a t i o n s a n d r e p o r t s o f 
B r i t i s h o r i g i n . 

http://information.lt
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B i b l i o g r a p h ^ ^ o f ^ b i b l i o ^ r a ^ h y h e l p s t o i d e n t i f y t h e b i b l i o g r a p h i e s 

E x a m p l e s : 
W a i f o r d , A . J . G u i d e t o r e f e r e n c e m a t e r i a l , 2nd e d . , 1965-70 
B l a k e , J . B . , M e d i c a l r e f e r e n c e works 1579 - 1966, a s e l e c t e d 

b i b l i o g r a p h y , 1967. 

General g u i d e s a r e f o r g e n e r a l r e f e r e n c e and a r e u s e f u l &o ^ 
ting p o i n^wEen d e a l i n g w i t h an u n f a m i l i a r s u b j e c t . 

. f x a m p l e s : 
G r o g a n , D . , S c i e n c e a n d T e c h n o l o g y - an i n t r o d u c t i o n t o 

t h e l i t e r a t u r e . 
L a s w o r t h , S . J . , R e f e r e n c e s o u r c e s i n S c i e n c e a n d T e c h n o l o g y 

E x a m p l e s : 
M o r t o n , ! . , U s e o f M e d i c a l l i t e r a t u r e , 2nd e d . , B u t t e r w o r t h s , 

1977. 
R e r k e r , A . E . a n d M u r p h y , H . T . , B i o l o g i c a l a n d M e d i c a l 

r e s o u r c e l i t e r a t u r e , 1963. 
B o t t l e , R . T . and H y a t t , I I , V . , . The u s e o f B i o l o g i c a l 

l i t e r a t u r e , 1971. 

1) A t h e r t o n , F a u l i n e , H a n d b o o k f o r i n f o r m a t i o n s y s t e m s and 
s e r v i c e s , U n e s c o , 1977* 

2) M a t t h e w s , B . A , a n d P i c k e n , F . M . , M e d i c a l l i b r a r i a n s h l p , 
O l i v e B i n g l e y , 1979. 

3) M o r t o n , L . T . , U s e o f M e d i c a l l i t e r a t u r e , 2nd e d . , B u t t e r w o r f c h 

- S u b j e c t g u i d e s s e r v e a s g u i d e s t o t h e l i t e r a t u r e o f a p a r t i c u l a r 
s u b j e c t ? 

R e f e r e n c e s : 

4 ) V i c k e r y , B . C . , T e c h n i q u e s o f i n f o r m a t i o n r e t r i e v a l , 
B u t t e r w o r t h s , 1970. 

1977. 
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M o d u l e D 4 : P r a c t i c a l e x e r c i s e o n M e d i c a l i n f o r m a t i o n . 

M r s , M . A . I . C a n a g a r a t n a . 

1 , G i v e t h e n a m e o f t h e d i s e a s e f o r 
w h i c h S o d i u m A m i n o s a l i c y l a t e i s 
u s e d a s a d rug<> 

2 . G i v e t h e n a m e o f t h e p l a n t f r o m 
w h i c h r e s e r p i n e i s i s o l a t e d . 

3 . G i v e t h e n a m e o f t h e d i s e a s e 
t r e a t e d b y u s i n g C i m e d o n e . 

4. G i v e t h e m e a n i n g o f t h e w o r d 
H y p e r c a l c a e m i a 0 

5 . G i v e t m e m e a n i n g o f t h e w o r d 
M e l a n o m a • 

6. G i v e t h e n u m b e r o f r e g i s t e r e d 
P h y s i c i a n s i n S r i L a n k a ^ i n 
1 9 7 2 . 

7-* G i v e - t l x e n u m b e r _ o f _ _ c a s _ e s of 
L e p r o s y i n S r i L a n k a i n 1974 . 

8. J o u r n a l o f M e d i c a l G e n e t i c s 
i s a j o u r n a l c o v e r e d b y C u r r e n t 
c o n t e n t s . G i v e t i t l e o f a r t i c l e 
p u b l i s h e d b y C a r t e r . C . O . & o t h e r s 
i n V o l . 1 7 , N O . 6 , D e c . 1980, i s s u e 
o f t h i s j o u r n a l . 

A n s w e r 

S o u r c e 

A n s w e r 

S o u r c e 

A n s w e r 

S o u r c e 

A n s w e r 

S o u r c e 

V n s w e r 

S o u r c e 

A n s w e r 

S o u r c e 

A n s w e r 

S o u r c e 

A n s w e r : 

S o u r c e 



9. Find the bibliographic details 
of an article titled "Pacemaker 
induced hypotension" from Current 
Contents Vol.24, No.15, April 13, 
198l. 

10) Find the address of the X X X X K X B 
author of article in 9» 

ll) Find the publisher of the 
periodical "Journal ofi chronic 
diseases" 

Snswer 

Answer 

Answer 

Source 

12) Find the missing bibliographica 
of the book 'Practical meat inspect-
-ion by A o V i l s o n , , 

13) Give the correct title of the 
book on. epidemiology by D.T.P» 
Darker, 

l 4 ) Supply the missing bibliograph-
-ical details |ofthe following 
periodical article: 

Holden, W.D., The interphase 
between undergraduate and graduate 
medical education. 

JAMA, 24a, ( 11) , 16 March 1979, p . 

15) Give details of a review articlje 
on Hypoglycemia, by S.K.Varma 
published in 1979« 

Answer 

bource 

Answer 

Source 

Answer 

Source 

Answer 

Source 

16) Give the appropriate MESH Answer: 
heading for the following article: 
Paracetamol ( A K s i a Acetaminophen) 
clearance in patients with cirrhosis 
of the liver. 

Sourci 



j ) t f AGRICULTURAL INFORMATION 

18th July 19sl J.V.£ernando 

Synopsis 

The f low of information ±n Science i s from research to research i n an 
upward spiral,of«.Qgif.wce« The sc i ent i f i c re su l t s f ind appl icat ion i n industry 
or i n the community j.'or the purpose of development work or appl ied science. 
TheoreforC-he information chain must contain an extension to practice and thia 
extension forms a V e r t i c a l column of information. The information usua l ly p a s s 
to practice i n stages and ^he s c i e n t i f i c information uoes not go further tnan the 
management o r »he information service as in Agricul ture* These groups ensure that 
tne research resu l t s adapted to the conditions **re a p p l i e d . ( s e e Aagram 
Scheme of information chain to industry and couimerce.) 

Agricul ture i s governed by c l imate ,g«o log iua l condit ions,Vegetation, 
j^sts e tc . and the pattern of the Agr icu l ture l i t e r a t u r e i s world wide on a 
zonal or reg ional bas i s rather than purely nat ional . Since Agr icu l ture i s c lo se ly 
connected with national economy, governments have an abid ing interes t i n i t . This 
has resul ted i n recording most of the^igr i^ul iura l material i n the National 
B ib l iographies , catalogues of most gyyoiScmRt publ icat ions . Some of the research 
works are being published by the Trade as books. Such books are brought to the 
notice of the sc ient i s t s i n review a r t i c l e s i n importatnt general journals l ike 
Nature,New Sc ient i s t , Science, Science Progress and i n journals covering Agriculture 
and food Science l ike the Journal of A g r i c u l t u r e , Phytopathology tee-.^k-These journals 
could be located e i ther i n v ir ion*8 Internat ional Per iodica ls d irectory or Faxons 
Librar ians guide to Periooale-. 

According to a survey by Boyle and Buntrock i n 1971 on the A g r i c u l t u r a l 
l i t e r a t u r e i t was revealed that there are 124 t i t l e indexes and 23U abstract ing 
services covering 41 countries and 21 languages and has a rrst to ta l of 632,000 
t i t l e c i tat ions and 1,137|000 abs trac t s . The current pos i t ion with the advancement 
of computerisation i s very much more. 

Bibliography of Agricul ture compiled i n the United States Department of Agr icu l ture 
i-iatioijal .JLCU .̂«,«lcoJ Lit i . u y \S*iIJ **vi 4a..* L u ' i e u ixo-" e v u . ! J^JLUC « ^ . 1 . 5 
JkaqpK computer tape by Fiacmillan Information. At present the bibl iography i s published 
by Oryx Press from the data provided by JIA1.* I t i s a monthly publicat ion and includes 
c i tat ions of ja±s± journal art ic les ,pamphlets , government documents, special reports 
The entr ies are divided into 10 sections namely a Main entry section; f ive main entry 
sub-sections, a geographic index, a Corporate and Personal author index and a subject 
index. I t a l so c a r r i e s a l i s t of journal t i t l e abbrev iat ions . Each issue of the 
b ib l iography records a l l t i t l e s of United States Department of Agriculture publicat ions 
State Agr icu l tura l Experiment aarxx s tat ion publ icat ions , F .A.O.Publ icat ions ana a l i s t 
Translat ions , 

r 

Current Contents- Agr icu l ture ,B io logy and Environmental Sciences. A mxxk weekly 
tiublications of the Ins t i tu te of Information Science ,Phi ladelphia . This publ icat ion 
reproduces the content pages of over lu35 journals report ing the resu l t s of world wide 
research i n the Agr iq frcu l tura l ,b io log ica l , environmental,food and Veterinary Sciences. 
Current Contents i o p a r t i c u l a r l y useful f o r monitoring journals not taken by the 
l i b r a r y or not e a s i l y access ib le a t ' f i r s t hand. I t i s pocket s ize and a temporary 
b i b l i o g r a p h cal t oo l . I t i s a l s o used to check references to papers p bl ished too 
recently to be incorporated inhthe Bibl iography of AGricul ture . Entries are arranged 
i n subject gx&qm: groups and each issue l i s t the l i s t of journals carr ied i n the i s sue . 
Thiimfm Separate Author and fcubject indexes and a d i rec tory of addresses of authors 
are included i n each i s sue . I t i s an excel lent a l e r t i n g service and th i s comprehensive 
service enables Sc ient i s t s , research workers and practioners to keep up new 
developments i n the ir own and re lated f i e l d s . Current Contents i s an e f fec t ive and 
economic solut ion to the t reb le problems of Li terature scanning,reading select ions and 
rapid dissemination of information. 



2. 

Abstracts 

* National Agr icu l ture L iorary Cataloggg 

A monthly publ icat ion arranged under 2o oroad subjects s imi lar to the d iv i s ions 
of the Bibl iography of Agriculture. , Each issue carr i e s a rersonal and Corporate 
Author Index, t i t l e ana ana Subject index a l l of which i s cunnilatea twice a year 
i n June ana December. Entries are broadly based on the Anglo American Cataloguing 
Bales . There are a few annotatioAs and added entry tracings and carr ie s L i b r a r y of 
Congress C l a s s i f i c a t i o n c lass marks. 

AGRINDEX( Agr icu l ture Index) Rome, F . A . O . 

A, printed and categorised b i b l i o g r a p h y which was f i r s t published as a monthly i n 
1975* The Internat ional Information System f o r the A g r i c u l t u r a l Sciences and 
Technology (AGBIS) formally b e g a n operation i n 1975« This system has. been createa 
through the cooperation of Pood and A g r i c u l t u r a l Organisation of the United Nat ional , 
governments and other ins t i tu t ions to found a data base which would provide reference 
to current l i t e r a t u r e col lected from world wide sources re la ted to Research and 
development i n the Pood and Agr icu l ture sector and a l l i e d f i e l d s , AGRIS has been an 
outcome of DUISIST- the UNESCO programme of Internat ional cooperation in Sc ient i f i c 
and Technical Information, The Input f o r the production of the AGRIUDEX i s provided 
by cooperating centres which ident i fy Sc ient i f i c and Technical Li terature within the 
scope of this system and produced in the ir own country or reg ion . The input i s 
received i n 3 forms^l) magnetic tape ( 2 ) the Punched tags paper tape and { } ) work sheet 
Ult imately i t i s hoped that a l l input w i l l be received in magnetic tape only. The 
second and th ird methods S M allowed as most of the developing countries are not i n 
a posit ion to supply the input in n^gnetic tapes. When the input i s received at the 
F . A . O . they are merged into a magnetic tape data case from which AGRIUDEX i s 
printed, (see annexure for a typical entry; . 

Biegearch- Index : Phi ladelphia . 
Sponsored by the Union of American B i o l o g i c a l Soc ie t ies , i s a monthly publication 
which oontaoiiw ime. .d& to rr..'~~"?h zyy?*-"**! * « w r ' * J in the semj monthly issues 
of B io log ica l Abstracts,, Instead of abstracts the format f o r this publicat ion u t i i i ^ 
referer^ce c i ' U . \ t i f ~ c ; wh? are erf."* toria."5 l y supplemented with key words. 
S ignif icant t i t l e words and keywords are a lphabe t i ca l l y permuted oy compufjj jid 
indexed i n the same manner a p the t i t l e of research a r t i c l e s included in the 
B io log ica l Abstracts . Each ussue incorporates the fo l lowing ( i n order of appearance) 
l i s t of publ icat ions , Bibl iography; author indexjBiosystematic index; cross; index; 
subject index. I n the Bibl iography section the consecutively numbered citawions are 
arranged by journal eoxl include Author, t i t l e , aaided key words and pagination, TO 
locate a p a r t i c u l a r journal i n the Bibl iography consult the l i s t of publications 

indexed. This l i s t i s arranged a lphabet i ca l ly Dy Coden( a f ive l e t t e r designation for 
the journal ijame) ana provide the numuer of the i i r s t c i ta t ion furom each of the journal 
issues covered i n Bio-esearch Index. 

Most countries produce s imi lar a l e r t i n g services with or without annotationo. In our 
own Sr i Lanka too we have a few publications which serve as BM a l e r t i n g serv ice . 

Sr i Lanka Science Index published quarter ly record information received by the Sr i 
Lanka Sc ient i f i c and Technical Information Centre during a given quarter . This index 
i s arranged under b r o a d subject headings by the Uiversal D e cimal C l a s s i f i c a t i o n 
Scheme,Within e ach subject heading the entr ies are a l p h a b e t i c a l l y arr a nged by author. 
Most of the Special L i b r a r i e s publish l i s t s of new materials acquired for t h e i r 
L i b r a r i e s and prepare handouts to keep the Scientists i n t h e i r Inst i tut ions informed 
of the l a t e s t materials received i n the L i b r a r i e s . 



Abstract ing journals are a v a i l a b l e a f t e r a lapse of time from the appearance of the 
Primary Sources as more preparatory work i s involved. They are much more informative 
than Indexes. There i s a profusion of abs tract ing journals covering Agr icu l ture 
and food production and the time l a g between the primary and secondary publ icat ions i s 
being progress ive ly reduced as more and more services are employing computer methods 
to speed up pr int ing a n d publ icat ion . 

COMMONWEALTH AGRICULTURAL BUREAUX (CAB) 

The CAB i s an organisation in that most of the Bureaux are located at research 
Stations working i n the same f t a M subject f i e l d , l o r example Horticulture at East ifeddb 
Mai l ing: Nutr i t i on at the Rowett and Animal heal th a t the Ministry of Agriculture8s 
central ve ter inary laboratory . Most of the stat ions prepare the abstracts i n t h e i r 
f i e l d and the abstractors and the Scient is ts are i n close touch with each other. The 
abstracts cover the fo l lowing f i e l d s : Entomology,oiological contro l : A g r i c u l t u r a l 
Engineering a b s t r a c t s : Animal ^ f i d j , n g ^ b | t r a c t s ; f i e l d crop abstracts; , hor t i cu l tura l 
abs trac t s . Index Veterinarius tee . K w ^ a f s o spec ia l i s t abstract journals l i k e Soyabean 
abstracts ,Rice Sac Absracts e tc . The CAB scans over 8u0u journals for a r t i c l e s of 
a g r i c u l t u r a l in t er s t and prepare approximately 150,uU0 abstracts each year. Regular 
periodic co l l ec t ions of abstracts from the CAB data base are reporoduced on special sad 
topics of wide in teres t as for example Rice Abs trac t s . 

B i o l o g i c a l Abstracts • Phi ladelphia ly26. 

The ^ a b s t r a c t s sponsored by the Union of American B io log i ca l Societies i s a source 
f o r supplementary l i t e r a t u r e of interes t to Agriculturists . x±x I t i s a semi, monthly 
p u b l i c a t i o n . . I t i s a continuation of Abstracts of bacter io logy and Botanical Abstracts 
I t i s a most comprenensive and ocvers the whole range of b i o l o g i c a l a c t i v i t y including 
agr icul ture ,bacter io logy ,b iochemistry ,microbio logy , vetr inary science. Each issue 
contains a taoie or contents, Abs trac t s , author index ,a lphabet ica l l i s t i n g of subject 
neadings which appear iu the Cross index. Abstracts are prepared oy spec ia l i&t . I t 
iB ;?r> }rv*iap&r\&\~>?> r ^ ^ r ^ o vorfc for p.? 3 vvrV/r-s In the b i o l o g i c a l sciences. 

Aiu Research and Development, Abstracts { A i t M / . i / J ^ d . A ^ i ^ y f^r r T ^ T ^ * / * . : •* 
(A . I . D . , . This i s a quarter ly abstract journal issued uy the Divis ion or Documentat" 
ion and Information Office of Development Information and U t i l i s a t i o n Bureau f o r 
Development s u p p o r t . ' I t i s published i n October,January,Apri l and J u l y . The xunctiun 
ARDA is to transfer development and technical information to act ive pract i t ioners in 
development ass i s tance . ARDA announces thai: alD ma«eria ls are a v a i l a b l e by presenting 
abstracts of current, and s ign i f i cant dwcumenta on selec-ed development subjects . 
The se leo l ion o f UHueriais for abstract ino i s done from the materials produced by 
by AH) or wuich has resulted from AID iunded p r o j e c t . The a b s t r a c t s are arranged by 
subject f i e l d s and the table of contents at the beginning indicates the s e r i a l numbers 
under each subject f i e l d . There are a number of indexes i n each i s sue: personal and 
Corporate author; Contract G^ant number index, Geographical Index and Inaex of Issuing 
Of f i ces . Instruct ions i n the procedure for order ing e i ther printed copies or in 
microform i s g iven . Developing country ins t i tu t ions on the authorized ARDA mailing 
l i s t may order upto 5 paper copies a t no cost or they may order an unlimited amount of 
t i t l e s on microfiche. 

Abstracts on Tropical Agr icu l ture • Amsterdam Royal Tropical I n s t i t u t e , 1975* 
This abstract ing service was started in 1975(.a^fe l

eve^y ° » n t h i t o f f e r s in the region 
o f an average of 500 abs trac t s . Each issue oor^aing^the abstracts carr i e s a subject 
index, geographic index, a f f i l i a t ionkndex find an author index. An annual cumulative 
subject and plant taxonomic name index i s a a l s o included. The subject index i s 
designed f o r scanning and one may f ind i t preferable to simply scan the ent ire monthly 
subject index. A l i s t of subject headings under which you can r e g u l a r l y consult the 
general subject headings i n your f i e l d of interes t and obtain a quick overview. For 
greater d e t a i l , consult the spec i f i c key words(in i t a l i c s ; i f necessary before reading 
selected abs trac t s . For example 

w Studies in the maize-soybean intercrop system by H.P.M.Gunasena, fl.Sangakkara and 
p.Wickramasinghe of the Faculty of Agr icu l ture ,Univers i ty of Peradeniya, Sr i 
Lanka which appeared i n the Journal of National A g r i c u l t u r a l Society of Ceylon 
Vol.15 , p.27/36 (1^78; has been abstracted i n the issue of Vol.6(5j May 198^ 

continued 
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under abstract No. 3̂ 119* and this garriKM abstract i s indexed under four headings 
i n the Subject Index. 

1. Cereal crops- Jfeize SHI LA ^aobreviated form for Sr i Lanka) 30119 

2. Maize intercropping soya bean economics SRILA 30119 

3 . Intercropping maize soy aDean y ie ld SRILA 5OII9 

4. Soyabean intercropping maize y ie ld economic SRILA 30119 

Another sa l ient feature i n the index I s that i n the geographic index are grouped a l l 
abstract numbers r e f e r r i n g to the country. I n the a f f i l i a t i o n Index the Authors 1 

a f f i l i a t e d organisations are indexed and the relavant abstract numbers are given. 
Retrospective b ib l iographies on subjects of choice could be obtained from the Royal 
Tropical Ins t i tu te f i l e s which contain over 300.000 t i t l e s 1916/1952. 

#INVISIBLE COLLEGE" 

Sc ient i s t s often contact the ir col leagues personal ly and nothing i s simpler than to 
exchange views and resu l t s of research through correspondence. De So11a Price has 
ca l l ed such groups "Invis ib le Colleges'*- a sort of closed community with the i r own 
language and excnange o f information. In this method separate communications take 
over the function of the reprint of the s c i ent i f i c j o u r n a l . In a sense such t i t l e s 
of Monographs as World of Learning and the Euro pa Handbook type are good sources to 
t r y f i r s t . I n the f i e l d of Agricul ture and internat ional i n scope are the fol lowing 
monographs. 

A g r i c u l t u r a l **«*gx Research I m e x : a guide to a g r i c u l t u r a l research including da iry 
farming, f i s h e r i e s , food, i ores t ry ,nor t i cu l ture and Veterinary Science . 6ed. Edio-fcor 
J.Buckett, London ,Longman Group 1978* 2 volumes. 

» o 
The publishers have attempted tu provide a comprehensive guide to estaolisnments 

throughout the world which conduct,promote or encourage research in agr icul ture and 
re lated suojects such as d a i r y farming, f i s h e r i e s t l o o u , fores try ,nort icu l ture and 
VeterjtiiSry Saiaiicc* The ar^ngeTe-nt of th is reference guiae i s by country in 
Alphaoet icai oraer . Univers i t i e s are arranged under tne name 0 1 uie place i~ 
i s xat the* f i r s t word *n in +!?e t i t l e . Under each country and ins t i tu t ion the names 
of Research Staf f together with t i e subjects of t h e i r i ^ e ^ s i in g" A I 
Index a t the end of the volume includes references f o r a l l establishments under the 
f u l l t i t l e . Each country section i s arranged i n a lphabet ica l order fo l lowing the 
language of the country except in the case of countries which do not use the Roman 
alphabet; i n these cases the t i t l e i s given i n English trans la t ion . One par t i cu lar 
advantage of this i s to a s s i s t the user to discover where research in a par t i cu lar 
f i e l d i s carr ied out or promoted. For example under B r a z i l yoy find this entry 

Ins t i tup de QuinnLca Agr ico la ( Ins t i tute of A g r i c u l t u r a l Chemistry) 
address. 1024 Rua Jardia Botanico.Rio de Janeiro, B r a z i l 
D i r e c t o r : Dr.Fausto A i t a Gai . 

L i s t of Rsearch Workers i n A g r i c u l t u r a l Science i n the Commonwealth published by the 
Commonwealth A g r i c u l t u r a l Bureaux, 
This book contains name and postal address , telephone number,telegraph address of 
research workers i n the a g r i c u l t u r a l sciences a t Government and State aided i n s t i ­
tutions and indicates genera l ly the l i n e of study i n which the research worker i s 
s p e c i a l l y interes ted . T&is i s prepared according to the pattern; l a i d down by the 
B r i t i s h Commonwealth Sc ient i f i c Conference of 1936. I t i s s t r i c t l y l u i i t e d to those 
who are engaged i n research or a c t u a l l y concerned with i t s organisat ion. Only senior 
workers are mentionea and the jun ior technical ass i s tants have Deen omitted. This 
was extended to research workers in the Univers i t ies hn~fe pYrt.itffrril { iHrplo rn, The 
volume i s divided into four par t s ,Par t A g ives d e t a i l s f o r the Commonwealth Inst i tutes 
and Bureaux; Part B g ives names and addresses of research workers by countries; part C 
l i s t s the names of the Inst i tutes mentioned in the l i s t and Part D an/ index of the 
i^mes of the research workers. 

profess ional workers i n state a g r i c u l t u r a l experiment statiaifc and_othei; cooperating 
state ins t i tu t ion published by the U.S.De'partmenu of Agr icu l ture (Agr icu l ture 
Handbook N0.305) This gives u e t a i l s of workers, the i r qualif ications.departments i n 
which they wor*. i n state order . An index of names i s provided. No references . 



Directory of Sc ient i f i c Research Projects i n Ceylon 1970. Colombo. C I . S . I . R . 

This i s the f i r s t attempt at co l l e c t ing , in one publication, information of the 
Sc ient i f i c research projects carr ied out at Univers i t ies and the Public sector in 
Ceylon. Dae information has be«n gathered from questionnaires sent out to a l l the 
research in s t i tu te s . The projects a re l i s t e d under the names of the Departments, 
Ins t i tut ions arranged a lphabet icar ly . The fo l lowing information i s given ; T i t l e and 
b r i e f descr ipt ion of the project;date or commencement of wor«.; name of Sc ient is ts 
engaged i n trie research work including nauies of co l laborators from other ins t i tut ions 
Publicationo and the Funding agency. There i s name irxux and subject index -o locate 
projects carr ied out uy a p a r t i c u l a r s c i en t i s t , 

jQhis Direcwory ha» been updated by -he National Science Council of Sj.i Lanka f t r 
1970/73. In tn i s an Aiuhabei,icax l i s t of subject headings i s given 

I n spec ia l subject f i e l d s woo th«re are publicat ions g iv ing the l i s t of the workers 
f o r example Hort i cu l tura l Research 2 ed issued by the Internat ional Society 
f o r Hort i cu l tura l Science. 

VIPIS. - Who i s publ ishing i n Science, a by product of the Current Content service 
by the flgfc»«fctP*« Ins t i tu te f o r Sc i en t i f i c Information Phi ladelphia . 

Sc ient i f i c Researoh i n B r i t i s h Univers i t i e s and Col leges issued by H.M.S.O. England 
V o l . 2 B io log i ca l sciences contain the research workers involved in research in 
A g r i c u l t u r e . 

RESEARCH 

(Ehesfegs 

Index to thesies accepted for higher degrees in the Univers i ty of Great B r i t a i n . 
London, A s l i b . 

Each entry consist of the iaurnaiflb, foxlowsa »j l n w i ~ . ; l c of VL:x A&viifti c f ^ 
Thesis . Letters in par a nthes is indicate the University a nd the degree for which i t 
was accepted. a,g* 4'J0u xfeUr.ain&'ii* i>.;;. \ ?.) "U-iK*, ir. *rl^it*ii +.3 *wsr* •i+i~r. 
to p l a n t s . . . Ph D # ( R ; denote Reading Univers i ty . 

D i s ser ta t ion Abstracts Internat ional published by Xerox Microfilm. 

This i s published in 2 volumes Section A Humanities s fc t ion B Science and Engineering 
Copies of these thesies are a v a i l a b l e i n microform. This publication carr ie s an 
abstract of the thes i s . The publ icat ion i s monthly and more than }10 cooperating 
ins t i tu t ions i n the United States and Canada supply the mater ia l s . . 

Highl ights of Research l o j q from the regional research centres and Experimental 
Stations of the Department of Agr icu l ture Sr i Lankg,. 

Records the research that i s being d«ne a t the variouo s tat ions . There i s a content 
l i s t but no indexo 

Abstracts of Project reporjg. of Final Year Sfadents 1975-79 of the Faculty of 
Agr icu l ture ,Univers i ty of Peradeniya published by the Education and Training Div is ion 
of the Department of A g r i c u l t u r e . 

Records the abstracts of the projects done by the Final Tear A g r i c u l t u r a l Students . 
i n the Univers i ty as a p a r t requirement f o r the B.Sc Agr icu l ture degree. I t i s a 
valuable pool of knowledge useful to students, teachers, extension workers and 
researchers in A g r i c u l t u r e . 

Internat ional Rice Research Ins t i tute .Mani la Phi l ippines h a ve a number of 
publ icat ions deal ing with the ongoing research i n r i ce and each year publishes the 
Research highl ights for the year and the theses accepted for higher degrees that 
have been deposited in the L i b r a r y . 



G 
Research continued 

Tropical Agricul ture 

Internat ional Ins t i tu te of Tropical Agricul ture , Ibadan N i g e r i a , i s sue* 
publ icat ions on the research h ighl ights f o r the year i n the various f i e l d s 
in A g r i c u l t u r e . 

BETRUSPECTIVE LITERATURE 

"The compilation of a Dibliography of any branch of knowledge or learning may be 
compared to the erect ion of a milestone i n the corr idors of time to act as a guide c 
signpost or a beacon l i g h t to generations of on-coming seekers a f t e r truth and 
knowledge. I f th is bibl iography r e l a t e s to the r^tural resources ,history or 
culture of a country or nationa7 the contribution i s more praiseworthy. This i s nc 
only because of i t s in tr ins i c merit and felue a 8 a stimulus to national development 
and the progress and welfare of the people, but a l so as a testimony of, and an urge 
to pa tr io t i c endeavour in any f i e l d of human a c t i v i t y . " A.W.R.Joacnim in tne forewoz 
to tne So i l Science Bibl iography compiled oy M W.Thengbadu, 

A g r i c u l t u r a l wr i ters from S i r Walter of Henley to Arthur Youri* 12uu - 18uQ 
oy D.MacDonald Lcnaon. Horace Cox,i9u8. 228 pp. 
An exhaustive bi8i iography of u lder materia ls . I t reproduces extracts fxom the 
actual wri t ings and revised from a r t i c l e s which have appeared in the "Field 1 1 

from 19-3-1^07. 

r a n i s t r y of Agr icu l ture & F i sher i e s . Chronological l i s t of ear ly a g r i c u l t u r a l 
works i n the l i b r a r y of the Ministry of Agricul ture and Fisheries by G.E.Fussel 
London. H.M.S.O. 1930 43PP» 

I t l i s t s 359 items. Deta i l s of books dat ing from 1533-1860 are given including 
the e a r l i e r werks i n the "Cowan Memorial L ibrary^ . I t i s a unique co l l ec t ion 
r e l a t i n g to bees and a l l i e d i n t e r e s t s . A l i s t of other sources of b ib l iographica l 
i j i f o r m i i j r . i s givt/ i ir. the font o f at* - r ^ v l i r u 

Bake_rf_c?:,As__& FoskeJtt^JlfJ.. B i b l i c j ^ ^ x _ s f ^Qil^ s a se lect internat ional bibl iography 
of"xiu'-critio...,foci and ocverage t t c h r o l o ^ anc dJ jwiiluiiu"; I'^C -;.9l,Ow in...**.*, 
Butterworth f1958. 331 pp 

Contains many items of a g r i c u l t u r a l i n t e r e s t such as distributuion,marketing. 
Per iod ica l a r t i c l e with a few exceptions are not included. I t i s outdated now. 

Blanchard.J.R.& Ostvold.H: ,Litejrature__of A g r i c u l t u r a l Research. Berkeley, 
Univers i ty of C a l i f o r n i a Press , 1958. 231 PP (Univers i ty or" Ca l i forn ia b ib l iographic 
gu ides ) 

L i s t s 1296 references . A comprehensive guide: has s i x main headings 
L - Agr icul ture general ; B. Plant Science ; C Animal Science ; D - Physical 
sciences; B - Food and nutr i t ion ;F= Social s c i ences ( l eg i s la t i on and economic 
s tatutes . Under each heading there are sub headings f o r types of materials and 
spec ia l topics . Annotataions are l i b e r a l l y provided and often evaluat ive . In 
g e n e r a l i t has included only the main valuaDle reference tools with emphasis on 
American p u b l i r a t i cons. 

E.A.Bnsh : Agr icu l ture - a b i b l i o g r a p h i c a l guide . London JfecdonAld 1974(lfecdoncild 
Bib l iographica l ser ies guide. 2 volumes 

The author was the Deputy L i b r a r i a n of the Ministry of Agr icu l ture ,F i sher ie s and 
Food and has long experience i n this par t i cu lar f i e l d and i s pre-eminently qual i f i ed 

f o r the tasK. His painstaking e f f o r t has proved to be a h ighly e f fect ive 
contribution to the documentation i n A g r i c u l t u r e . The information i s presented in 
a three column format and i n chronological order within the section as i s done in 
other Macdonald s e r i e s . I t aims uo draw the at tent ion of L i b r a r i a n s , information 
and research workers to the existence of essent ia l reference "book" and per iodica l 
material covering the^^jj .od 195d~1971 with some e a r l i e r entr ies included to ensure 
»,he presence of impdrafnt basic materia l . The arrangement of the bibl iography i s 
based fundamentally on the Universal Decimal C l a s s i f i c a t i o n . I t contains a l i s t 
of per iodica l s c i ted anu the ir abbreviat ions based on the World l i s t of Sc ient i i fc 
ferodicalia. 



7 
Vfalford A . J , ed i tor ; (Ad.de t o _ r e f e r a c e m t e r i a i 3ed. V o l . 1 Science & technology: 
A g r i c u l t u r e . I^ndon, L ibrary Association 1973* 

This guiae i s arranged according to UDC and tne pages constitute section 63 . 
Comprehensive d e t a i l s of over 150 stanaard a g r i c u l t u r a l books are g iven. 

Nea l .K .W. L i b r a r y gqjde to agriculture <pnsj hort iculture 2ed. London I969. ^8pp. 
I t i s aimed" at the a g r i c u l t u r a l student. This pamphlet aims to show how l i b r a r i e s 
can help bcth during furmal study and i n the poso qua l i f i ca t ion periou. Deta i l s 
of b ib l iographies , re ference books, s t a t i s t i c s , p e r i o d i c a l s are given together with 
many use fu l nints on H o r a r y usage. 

yhited States Department of A g r i c u l t u r e . National A g r i c u l t u r a l L i u r a r y . selected 
l i s t of American ag-fficulvural docks i n prino g**i curi«nJ~ Agricultural per iodica l s 
VaBhiiifcton. I367. 67±>p. n 

Tfaia ioeuo guppluBiu^lu CTgrTpdwtoo tke^lQGj jubuo, 
2ud Supplement issued i n June 1975 upd a tes the e a r l i e r i s sues . This g ives the 
b i b l i o g r a p h i c a l d e t a i l s for ordering • and contains the L ibrary of congress number. 

United States Department of A g r i c u l t u r e . National A g r i c u l t u r a l L i b r a r y {ML) : 
Dict ionary cata log of the National A g r i c u l t u r a l L i b r a r y 1862 to 1965.New Tork 
Rowman and L i t t l e f i e l d 1970- 73 volumes. 

A catalogue of the stock of the National A g r i c u l t u r a l L ibrary of the United States 
of America. Probably the most comprehensive l i s t of a g r i c u l t u r a l material ever 
produced* Kept upto date by the National Agricul ture L i b r a r y Catalog published 
monthly. This i s a good source to know the o lder materials i n Agricul ture . A gooc 
and comprehensive materials on Agr icu l ture published i n Ceylon i s contained in 
Volume 12 under the subheading Ceylon. 

SinghvijM.L. & Shr imal i ,D .S . Reference sources i n Agr icu l ture : an annotated 
-• • - • , • • • ^ - 1 ~r *•> 1 - - - . 

Xt .Vfs+s 1 "15 re'^e^ences annotated .Understandably more of the Indian material i s 
included. The phybica^ presentation in pool . 

B io log i ca l and A g r i c u l t u r a l Index published by H.V.Wilson 1964. 

The e a r l i e r t i t l e was A g r i c u l t u r a l Index which waw- published in 1917. This 
publ icat ion includes a wide range of s e r i a l and reports including those of the 
U.S .State A g r i c u l t u r a l Experiment Stations l i s t i n g them as they are published and 
l a t e r cumulated which makes retrospect ive searching e a s i e r . 

]ftbliograpliy_o_f Soi l s and re lated sciences of 6eylon compiled for the So i l Science 
Society of Ceylon^Sy M.W.Thanbadu 1973. 

This b ib l iography hao Deen divided into sections on the bas is of the subject matter 
Within a section the entr ies are arranged a lphabet i ca l ly by Author's name and in 
chronological order,, 

'£he coverage i n the Agr i cu l tura l f i e l d is very comprehensive though tnere is a 
degree of dupl icat ion of e f f o r t - not a l l of these i s wasteful . In f i e l d s where 
abstracts overlap very often there are a number of s lants or view 1 >ints 
d e l i b e r a t e l y emphasising some component d i s c i p l i n e , As for example report on the 
appl i ca t ion of f e r t i l i s e r on a p a r t i c u l a r crop could be covered by two or three 
abs tract ing services with emphasis on the crop or f e r t i l i s e r or the residue.Perhaps 
with the advancement of mechanical indexing a s ingle service rather than a multi­
form indexing or abstract ing could be u t i l i s e d to cover a much wider range of 
l i t e r a t u r e . 

http://Ad.de


Typica l Entries 

From AGRIÎ DEX 

F 0 0 - Plant P roduc t ion 

c — 

1. 

6 

12 

13 

F20 - Soil science 

~F25 - Soil fertility, fertilizers, and plant nutrition 

000139 Societe Commerciale des Potasses et del* Azote, Mulhouse (Trance) 
Services Agronomiques. [Annual report on fertilization tests 1972). , 

(Fr). Rapport annuel des essais de fertilisation 1972, Mulhouse (France). SCPA 
Jan 1974. 322~p v 

Experimentation et Etudes Agronomiques (France). Graphs; Tables. *CNRA, 
Documentation, Versailles (France). 

11 
7 

15 

6 

10 

H 0 0 - Plant P ro tec t ion 

H10 - Pests of plants 

general (1000) 

Chabassou, F. (Institut National de la Recherche Agronomique. Centre 
de Recherches Agronomiques, Bordeaux (France). Station de Zoologie). 

Physiological conditioning of cirrus as a means of controlling animal pests of 
cirrus. (Fr). Le conditionnement physiologiquc des citrus comme moyen de lutte 
vis-;i-vis dc> ra\ai;curv des uurumcv Fruits (France) (Jan 1974). \ . 2 i>(I)p. 
23"--33" CiTaprjs; 4h ref.; Summario (En, Es, Do, Fr. Ru). [WorlJ^lceiing orT 
Citrus Crops. Murcia; Valencia (Spain). 29 Apr 1973.) " 

3 

5 

7 

12 

11 
13 

C o m m o d i t y Index 

D 

B 

c 

.A 

-Barley 
— H10 000367 
- L30 000456 

.N20 000457 
— P12 006398 

Beef Cattle 
— LOO 006489—096754 

Bees - general 
' L20 000045 000058 000153 

Elms 
F2S 000578 
F27 000743 
H20 000892 

000629 

Feed grasses 
L30 000111 000245 

Figs 
E70 003336 003367 003377 

005781 



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 
groups ensure that the research results (adapted to commercial 
conditions) are applied. Fig. 4 gives this scheme. 

RESEARCH 

I 
PERSONAL 
INFORMATION 

LIBRARY 

PROVISION OF 
INFORMATION 

DOCUMENTATION 
t 

TRACING 
INFORMATION 

COLLECTIVE 
INFORMATION THROUGH 
TECHNICAL JOURNALS H 

i—i 

MANAGEMENT OR 
ADVISORY SERVICE 

PASSING ON 
INFORMATION 

PERSONAL COLLECTIVE 
(TECHNICAL JOURNALS) 

APPLYING RESEARCH 
RESULTS IN PRACTICE 

FIG. 4. SCHEME OF THE INFORMATION CHAIN TO INDUSTRY AND COMMERCE. 

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 given 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. 

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 Technica l L i t e r a t u r e p-earch and 

• the w r i t t e n r e p o r t by D.J .Maltha, 1977 . ) 

2 P : r pose of the literature survey 

The advancement of science means that people tr" to shift the 
frontier of knowledge. A t this frontier one can see innumerable 
problems. The advancing of science amounts to choosing one 
probrsm from the many and attempting to solve it. Before beginning 
on this work one must be aware of how far knowledge of this, 
prob";ra has progressed, at least that knowledge which has already: 
been published. This is always the starting point for one's own 
resea ch. 

Th.. most important means of recording scientific information is 
still the publication. Publications take many forms; examples are:;-
the reference book, the monograph, the journal article, the report," 
the ~ongress report. All publications collectively are called the 
scientific and technical literature. 

2.1 The publication as a medium in the information chain 

A scientist must record his experimental results in a documented 
repo:'. of the research, in which he justifies the path he has followed 
to rcar'j nis results. His report must meet high standards of accuracy, 
completeness and logic. It is often preceded by a short preliminary 
repcrt (preliminary note, short communication, letter to the editor) 
in which only results are given. The purpose of this is usually to gain. 
priorly (Section 4.3.1). 

R-^orts take different 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
mary, and may take the form, for instance, of abstracts or review 
articles. There is an intimate relationship between documentation 
and Information services and these secondary publications. Libraries 
and documentation and information services depend heavily on these 
secondary publications. You,could even say tha, the literature 

be completely inaccessible without this sort of publication. 



D 7 cc 8 - WORK SHEET 

1 . Name the Ins t i tu ion and tne Personnel involved in tne fol lowing prerjinrr 
research projects i n S r i Lanka 

A.. Grain storage and preservation 

B. Intercropping with rubber i u Ceyion. 

o. Cheese production as a cottage industry i n Ceylon 

D. F e r t i l i s e r u t i l i z a t i o n in the cocnut plantation. 

2« Give the name and address of the Ins t i tu t ion 

A . Centro internacionai de Agr icul tura Tropical {CIAT) 

B« Commonwealth Bureau of plane Breeding and Genetics 

A g r i c u l t u r a l Economics Research Inst i tute of Czechoslovakia. 

D Inst i tuuul ue Ce i t ce tar i Pentru Pomicultura -ICjf Romania, 

3. Give the name of the Author ana the name of the Puuiication in whicn tne 
fo l lowing t i t l e s have <*py, •-. 

A . Postharvest storage of cassava tubers 

Bi Study on the technique of crossing soybean. 

C. Investment regulat ion for Agricul ture and hort icul ture 

D . Production and marketing of small farmers. 

4o Name 5 recent-research papers on Sr i Lanka that have appeared in the Bibl iography 
of A g r i c u l t u r e , 

5o L i s t a few research papers on obtaining fuel from a g r i c u l t u r a l sources ( some of 
Key words : Alcohol; beet sugar : cassava : sugarcane; Fuel and energy) 

6 Give the f u l l b i b l i o g r a p h i c a l d e t a i l s of the fo l lowing documents 

A , 2xk Proceedings of the National workshop on A g r i c u l t u r a l Education & 
Trainings held at Peradeniya in NQvember 1979* 

IS* Report on the. spice and essent ial o i l s crops yf Sr i Lanka by S,T.V/.Kirinde 

C. Crop D i v e r s i f i c a t i o n and land settlement programme as integrated appearance 
to A g r i c u l t u r a l Extension i n S r i Lanka, 

D. A g r i c u l t u r e / F e r t i l i s e r industry of Sr i Lanka, 

7# Name the author aast xka sdnbnaa(together with his address) of the- fo l lowing 
. research a r t i c l e s that have appeared in per iod ica l s . 

A , Seed germination. 

B. Abundance of the h o u s e f l y . . . i n a t r o p i c a l v i l l a g e . . 

G« Hypotheses on paths of dissemination w.f soybean in China. 

D» Contamination of maize with mycotoxins. 

8 . . Give the f u l l name of the abbreviated. form. 

1. B . A . S . I . C . 
2 . Cent.Path. index. 
3 . Frm mgmt notes Univ .Nott . 
4» Sclent .Res. Br . Uriiv. C o l l . 
5. Trop.anim ELth Prod. 



9. L i s t Ha. 4 t i t l e s of the project reports published by the Faculty of 
Agr i cu l ture ,Un ivers i ty of Peradeniya together with the name of the authur. 

A 0 T t i l e s in Plant Pathology, . 

B . T i t l e s in Entomology 

Q T i t l e s in rood Technology 

D . T i t l e s in Planation Crops. 

10o Prom the Li terature a v a i l a b l e l i s t 

A« S 3 Conference pgsxa or! proceedings that you think sui table for a l i b r a r y . 

B> 3 publ icat ions on Indian A g r i c u l t u r a l Economics do 

C. 3 aostract ing journals 

Do 3 t i t l e s on poluution control & environmental sciences© 
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I N D U S T R I A L INFORMATION 

What an I n d u s t r i a l E n t e r p r i s e 

I t i s a g r o w i n g o r g a n i s m o r a dynamic u n i t w h i c h i s 

c h a r g i n g c o n s t a n t l y . 

F e a t u r e s 

I t i s an o r g a n i s m w h i c h i s e n g a g e d i n t h e p r o d u c t i o n 
o f g o o d s and s e r v i c e s . 

I t h a s f i n a n c i a l i n v e s t m e n t and t h e r e f o r e aims at 
m a k i n g p r o f i t s „ 

I t r e q u i r e s t e c h n i c a l k n o w - h o w a t each l e v e l o f o p e ­
r a t i o n & p r o d u c t i o n . 

I t r e q u i r e s s k i l l s 

I t r e q u i r e s m a c h i n e r y & equ ipment & k n o w l e d g e o f 
t h e i r o p e r a t i o n & a d a p t a t i o n . 

T h e p r o d u c t i s a i m e d at a m a r k e t and h e n c e s h o u l d 
meet m a r k e t s p e c i f i c a t i o n s . 

As a g r o w i n g m e c h a n i s m , i t r e q u i r e s p r o d u c t d e v e l o p , 

n e n t & d e v e r s i f i c a t i o n . 

I t r e q u i r e s f i n a n c i a l m a n a g e m e n t . 

I t r e q u i r e s p l a n n i n g & i n n o v a t i o n . 

I t r e q u i r e s o v e r a l l m a n a g e m e n t . 
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At each o f t h o s e l e v e l s o f o p e r a t i o n an e n t e r p r i s e 

r e q u i r e s i n f o r m a t i o n . I n f o r m a t i o n i s t h e R i g h t L u b r i c a t i o n 

f o r t h e R i g h t A c t i o n . An i n d u s t r i a l v e n t u r e s r e q u i r e s 

( a ) A f l o w o f i n f o r m a t i o n w i t h i n t h e e n t e r p r i s e w h i c h 

l e a d s t o t h e e f f e c t i v e o p e r a t i o n o f t h e e n t e r p r i s e , 

p l a n n i n g & p r o g r a m m i n g & s o l v i n g . o f p r o b l e m s e 

( b ) A f l o w o f i n f o r m a t i o n from o u t s i d e w h i c h i s a i m e d a t -

s o l v i n g p r o b l e m s , w h e r e i n f o r m a t i o n a v a i l a b l e w i t h i n 

i s i n s u f f i c i e n t ; p l a n n i n g e x p a n s i o n ; p r o d u c t i o n o f 

q u a l i t y p r o d u c t s , f o r m a r k e t s e t c . s e e f i g u r e I I t 

T h e i n t e r - a c t i o n o f i n f o r m a t i o n f a c i l i t a t e s b e t t e r managem 

ment d e c i s i o n s . I n f o r m a t i o n w h i c h i s k n o w l e d g e & d a t a i s v a l u a b l e 

o n l y when i t i s u t i l i s e d 8c i n t h i s c o n t e x t u t i l i s e d f o r i m p r o v e ­

ment , p r o d u c t i o n e t c . 

Thus i n f o r m a t i o n f o r i n d u s t r y has t h e c o n c e p t o f an i n ­

t e l l e c t u a l e f f o r t t o s t i m u l a t e management & s t a f f members o f i n ­

d i v i d u a l e n t e r p r i s e s w i t h i n t h e p r i v a t e and t h e p u b l i c s e c t o r s , 

t o i m p r o v e p r e s e n t o p e r a t i o n s and t o i n n o v a t e m e t h o d s , p r o c e s s e s 

and s e r v i c e s . b y r e q u e s t i n g and c o n v e r t i n g i n t o p r a c t i c a l r e s u l t s 

k n o w l e d g e o f any k i n d p r o c u r e d i n any f o r m . 

T h e a im o f i n f o r m a t i o n f o r i n d u s t r y i s t o f o s t e r i n d u s t r i a l 

g r o w t h and b y t h i s t o c o n t r i b u t e t o t h e s o c e o - e c o n o m i c 

e v o l u t i on 

As m e n t i o n e d e a r l i e r k n o w l e d g e i s o f no v a l u e u n l e s s u t i ­

l i s e d & pxploi t pri - Cons i d er—i-t—a*-a—commo d irt-y-. A p r o d u ct~-

m o d i t y h a s no v a l u e i f i t i s not u t i l i s e d a n d i t s u t i l i s a t i o n , i s 

d e p e n d e n t upon t h e e x t e n t t o w h i c h t h e u s e r s o r t h e consumers a r e 

made a w a r e o f i t . T h i s we d e s c r i b e as MARKETING OF COMMODITIES 

w h i c h e n t a i l s a c c e s s i b i l i t y a d v e r t i s i n g , s a l e s p r o m o t i o n e t c . 

KNOWLEDGE - AN INTELLECTUAL COMMODITY - r e q u i r e s a l l t h i s . 



T h e m o s t i m p o r t a n t a s p e c t o f I n d u s t r i a l I n f o r m a t i o n i s t h i 

c o m m u n i c a t i o n a s p e c t o r t h e M a r k e t i n g A s p e c t , R e s e a r c h h a s i n d i c a * 

t e d t h a t m a j o r i t y o f t h e p e o p l e d o n o t r e a d a n d a r e n o t a v a r e o f 

k n o w l e d g e a v a i l a b l e i n a n y f i e l d o r t h e . i m p o r t a n t c o n t r i b u t i o n i t 

c o u l d m a k ? , T h i s i s m o r e r e l e v a n t t o S r i L a n k a t h a n a n y o t h e r c o o n 

t r y . T h e p l a c e o f i n f o r m a t i o n i n a n e n t e r p r i s e o r o r g a n i s a t i o n 

c o u l d b e e x e m p l i f i e d b y t h e f o l l o w i n g p r o g r e s s i o n . 

O b s e r v a t i o n & t h i n k i n g 

F a c t & u n d e r s t a n d i n g 

I n f o r m a t i o n & s h a r i n g 

C o m m u n i c a t i o n & m u t u a l 

u n d e r s t a n d i n g 

W h a t o n e s e e k s t o a c h i e v e i n r e l a t i o n t o i n d u s t r y a n d 

i n f o r m a t i o n i s s h a r i n g a n d m u t u a l u n d e r s t a n d i n g b e t w e e n u s e r s 

a n d t h e " g i v e r s o f i n f o r m a t i o n " l e a d i n g t o c l o s e i n t e r a c t i o n 

b e n e f i c i a l t o b o t h . T h u s a p r i m a r y f a c t o f I n d u s t r i a l I n f o r ­

m a t i o n i s C o m m u n i c a t i o n . ' K n o w l e d g e o f s o u r c e s w o u l d b e o f n o 

v a l u e i f i t i s n o t p u r p o s e f u l l y c o r a m u n i c a t e d . L i b r a r y & t h e 

i n f o r m a t i o n m a t e r i a l s a r e a m e a n s t o a n e n d ; w h i c h i s i t s u t i l i t y . 

I t i s b a s e d o n t h e c o n c e p t o f s e r v i c i n g t h e u s e r s o f i n f o r m a t i o n 

a n d t h e s t r e s s i n t h i s c o u r s e o f l e c t u r e s w o u l d b e o n i n f o r m a t i o n 

a n d i t s u s t f s r a t h e r t h a n o n t h e t h i n g s i n w h i c h i n f o r m a t i o n ii s 

s t o r e d . 

P r e r e q u i s i t e s o f a n I n f o r m a t i o n S e r v i c e 

1 . I n f o r m a t i o n b a s e - ( p l a t e 

2 . N N e t w o r k o f H a t i o n a l I n f o r m a t i o n C e n t r e s 

3 . I n t e r n a t i o n a l & R e g i o n a l N e t w o r k o f s p e c i a l i s e d & o t h e r 

O r g a n i s a t i o n s o 

4 . R o s t e r o f I n d i v i d u a l E x p e r t i s e . 

;> F a c t 

•> I n f o r m a t i o n 

— > > C o m m u n i c a t i o n 

>> I n t e r A c t i o n 



LEGAL 
In format ion 

MARKETING. 
INFORMATION 

Does it 
affect the 
mark et 

Cont ractual 
Agreements 

T E C H N I C A L 
I N F O R M A T I O N 

ECONOMIC 
INFORMATION 

What are the 
forecasts for the future 

buy the technology 
F i n a n c i a l 
I n f o r m a t i or 

Are the benefits 
worth the cost. 

Have they the skells 

TECHNICAL INFORMATION 

. INFORMATION FOR DECISION MAKING 
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S t r a t e g y o f M a r k e t i n g I n f o r m a t i o n 

1 . S t u d y t h e s t r u c t u r e o r n a t u r e o f t h e m a r k e t * - he r e t h e p r o s p e c t 

t i v e i n f o r m a t i o n u s e r s . P o s e t h e q u e s t i o n s 

a ) Who a r e t h e y ? 

b ) I n w h a t d o t h e y r e q i i i r e . i n f o r m a t i o n ? 

c ) W h e r e w i l l t h e y a p p l y i t ? 

d ) Why d o t h e y s e e k i t ? 

2 . W h a t i s t h e d i v e r s i t y o f d e m a n d , i e . W h a t d i v e r s e t y p e s o f 

i n f o r m a t i o n d o t h e y r e q u i r e - ( P r o c e s s T e c h n o l o g y , M a c h i n e r y 

e q u i p m e n t , m a n a g e m e n t , f i n a n c i a l , m a r k e t i n g e t c . ) 

T h i s w o u l d l e a d t o t h e c o m p i l a t i o n o f t h e U S E R P R O F I L E . 

3 . D e v e l o p m e n t a n d s t i m u l a t i o n o f a d e m a n d f o r i n f o r m a t i o n , 

4 . A c t i v e p r e s e n t a t i o n o f " C o m m o d i t y " ( I n f o r m a t i o n ) . 

5. T r a i n i n g i n S e a r c h i n g . 

6 . L i a i s o n b e t w e e n " U s e r s " & " S t o r e s " ( I n f o r m a t i o n C e n t r e s ) 

7o R e p o r t i n g o n a p p r o p r i a t e n e s s Q f i n f o r m a t i o n . 

S e r v i c e s P r o v i d e d 

1 . A C T I V E I N F O R M A T I O N S E R V I C E 

a ) S e a r c h i n g f o r i n f o r m a t i o n & c o m p i l a t i o n o f i n f o r -

— iirerfrj-fln p a c k a g e s — a c c o r d i n g t o t h e P r o f i l e o f u s c r s . - — 

T h i s s h o u l d b e c o m p i l e d a f t e r a s u r v e y o f d e m a n d . 

b ) D i s s e m i n a t i o n o f i n f o r m a t i o n s e l e c t i v e l y - U n i n v i t e d . 

c ) P r o v i s i o n o f p h o t o - c o p i e s & r e p r i n t s o f a r t i c l e s 



d ) K e e p i n g t h e c l i e n t s u p - t o - d a t e o n t h e l a t e s t 

d e v e l o p m e n t s , a t t i t u d e s a n d t e c h n i q u e s t h r o u g h 

c u r r e n t a w a r e n e s s s e r v i c e s - U N I N V I T E D . 

e ) M a k i n g t h e c l i e n t s a w a r e o f a l l t h e i n f o r m a t i o n 

a v a i l a b l e o n p a r t i c u l a r f i e l d o r s e c t o r t h r o u g h 

b i b l i o g r a p h i e s v D o c u m e n t a t i o n b u l l e t i n s a n d l i ­

t e r a t u r e r e v i e w s . 

Q U E S T I O N & A N S W E R S E R V I C E 

a ) T r a n s f e r i n g k n o w l e d g e , d o c u m e n t s , e t c . o n r e q u e s t s 

f r o m t h e u s e r s . 

b ) P r o v i s i o n o f a d v i s o r y s e r v i c e s . 

c ) N a t i o n a l & I n t e r n a t i o n a l r e f e r r a l s e r v i c e 

d ) S t i r w i l a t i n g a d e m a n d f o r q u e s t i o n s , , 

F I E L D L I A I S O N S E R V I C E 

1. V i s i t i n g i n d u s t r i e s u n i n v i t e d . 

2 . S t i m u l a t i n g a d e m a n d f o r i n f o r m a t i o n b y d i s c u s s i o n s 

& i n t e r v i e w s c 

3 . ' P r o m o t i n g t h e u s e o f s p e c i a l i s e d k n o w l e d g e a v a i l a b l e 

k. C o m p i l a t i o n o f p r o f i l e s o f f i e l d s o f i n t e r e s t s . 

C O N F E R E N C E S & S E M I N A R S 

a ) P r o m o t i o n o f t h e e f f e c i e n t u s e o f k n o w l e d g e i n a 

p a r t i c u l a r b r a n c h a r s e c t o r o f i n d u s t r y . 

b ) S t J m u l a t i f l g + h p f - r o s a . f l n w n f i n f f t r m A t i n n _XXU a * . - « 

i m p o r t a n t t o p i c , t h r o g g h d i s c u s s i o n s . . U t i l i s a t i o n 

o f p u r s e n a l k n o w l e d g e & e x p e r t i s e . 

c ) P r o m o t i o n o f s p e c i a l i s e d i n f o r m a t i o n s e r v i c e s . 

d ) T r a i n i n g o n h o w t o o r g a n i s e t h e i n f o r m a t i o n f l o w t o 

a n d w i t h i n a n e n t e r p r i s e . 

> 
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5. FEED BACK 

I n a l l t h e s e t h e r e w h o u l d b e a f e e d b a c k p r o m o t e d t h r o u g h 

a c l o s e d i a l o g u e w i t h t h e u s e r s . Such a f e e d - b a c k w o u l d e n a b l e 

t h e d e t e r m i n a t i o n o f t h e e f f e c t i v e n e s s & t h e a p p r o p r i a t e n e s s o f 

t h e s e r v i c e . 

O f t h e s e a v e r y v a l u a b l e & i m p o r t a n t s e r v i c e i s t h e f i e l d 

L i a i s o n S e r v i c e . I t i s t h i s w h i c h d e t e r m i n e s t h e v a l u e o f t h e i n ­

f o r m a t i o n s e r v i c e . H o w e v e r t h e i m p o r t a n c e o f c o m m u n i c a t i o n & an 

u n d e r s t a n d i n g o f t h e i n d i v i d u a l p l a y s a v e r y i m p o r t a n t r o l e . P . ' i . 

T h i s f u n c t i o n c o n t r i b u t e s l o w a r d s i n t e r a c t i o n b e t w e e n t h « 

c o m m u n i c a t e s a n d t h e r e c i p i e n t ( p . * 0 F i g I I I 

C o m m u n i c a t o r 
d e t e r m i n e s t h e 
n a t u r e o f m e s s a g e 

V 

D e t e r m i n e s t h e 
m e d i a o f communicaton 

He a c t s o r 
r e a c t s t o t h e 
m e s s a g e 

f 

R e c i p i ent <es 
t h e m e s s a g e 

Det ermin es 
t h e r e a c t i o n 
b a r r i e r s 

F i g I I I o P r o c e s s o f I n t e r a c t i o n 

T a k i n g a l l t h i s i n t o c o n s i d e r a t i o n t h e i n f o r m a t i o n 

o f f i c e r s h o u l d b e p o s i t i v e on t h e m e s s a g e h e i s t o c o n v e y . 

Me must a s k h i m s e l f . 

a ) What i s t h e p r o b l e m w h i c h c o n f r o n t s t h e r e c u e s t o r 

o f t h e c o m m u n i c a t i o n 

b ) What i s t h e i n f o r m a t i o n w h i c h w o u l d h e l p him t o 

o v e r c o m e h i s p r o b l e m , . 



c ) D o e s t h e i n f o r m * i o n o f f i c e r h a v e t h e i n f o r m a t i o n 

w i t h i n h i s s o u r c e s o r d o e s h e h a v e t o s e a r c h e l s e ­

w h e r e . 

T h e n e x t s t e p w o u l d b e t o c o m m u n i c a t e t h e m e s s a g e & 

o b t a i n a f e e d - b a c k o C o m m u n i c a t i o n i n a n y f i e l d r e q u i r e s a n a n -

d e r s t a n d i n g a b a s i c h u m a n p s y c h o l o g y . T h e c o m m u n i c a t o r s h o u l d 

s e e k t o t r a n s m i t t h e m e s s a g e i n s u c h a m a n n e r t h a t - i t a p p e a f s 

t o t h e r a t i o n a l s i d e o f m a n . T h e ftbility t o r a t i o n a l i s e i s v a ­

r i a b l e i n e v e r y i n d i v i d u a l & i n c o m m u n i c a t i o n , i t i s i m p o r t a n t 

t o d e t e r m i n e t h e f r a m e o f r e f e r e n c e . o C e a c h i n d i v i d u a l & t r a n s ­

m i t t h e m e s s a g e t o s u i t t h e i n d i v i d u a l f r a m e o f r e f e r e n c e . 

( P . - ? c & 8 ) „ 

o r d e r t o m a r k e t t h e i n f o r m a t i o n o n e m u s t ' w i n t h e 

o f t h e b u y e r e T h i s i s o f p r i m a r y i m p o r t a n c e i n a n 

i n f o r m a t i o n s e r v i c e . 

S £A RCH - T h e b a s i c s t e p s i n a s e t r r c h . 

C l a r i f i c a t i o n 

S o u r c e s — I d e n t i f i c a t i o n o f d o c u m e n t a r y s o u r c e s 

I d e n t i f i c a t i o n o f n a t i o n a l , i n t e r n a t i o n a l & 

• R e g i o n a l i n s t i t u t i o n s w h i c h c o u l d p r o v i d e a n 

i n p u t o 

I d e n t i f i c a t i o n o f s p e c i a l i s e d R e s e a r c h I n s t i t u t e s 

i n t h e f i e T d t h a t c o u l d c o n t r i b u t e 

I n d u s t i f i c a t i o n o f e x t e r n a l d a t a b a s e s t h a t c o u l d 

b e u t i l i s e d . 

I d e n t i f i c a t i o n o f p e r s o n a l e x p e r t i s e 

C omp i l a t i o n q X i n f o r m a t i o n t h u s c o l l e c t p d i n t o a _ 

c o m p r e h e n s i b l e d o c u m e n t . 

R e p a c k a g i n g o f i n f o r m a t i o n a s r e q u i r e d o 

T r a n s f e r . 

( P . 4 ) S e e F i g I V , 

I n 

c o n f i d e e e 

i n d u s t r i a l 



F r a c t i c a l s 

1. An I n d u s t r i a l i s t s , wishing to purchase equipment would l i k e 

to have the names and addresses of Manufacturers of Rubber 

R o l l e r s and Po l i she r s in Sr i Lanka. 

2 . A p o t e n t i a l i nves to r s seeks the names, addresses and p r i ces o 

machinery for the production of Chalk. 

3 . Technical Information of r i c e m i l l i n g machinery. 

if. Ethyl. alcohol/E'than.ol - i t s uses. Methods of manufacture. 

5. Density of water . Ace t i c a c i d , Ethyl a l c o h o l . 

6 . Sources of Information- on Cheese making with raw and pnster is 

milk; 

7. S p e c i f i c a t i o n for tamarind pulp manufactured in Ind ia . 

b \ Inv'ornation on Manufacture r * G l ' . c o r e from C ? : - ^ , 

9. Sourpes of Information on d i s t i l l a t i o n of Cinnamon l ea f o i l / 

Essent ia l o i l . . 

10 . The p r e f e r e n t i a l t a r r i f f s on DC Motors and Acet ic acid import 

to Sr i Lanka and what are the SITC Nos. 

1 1 . Exports of Ac t iva t ed Carbon from Sr i Lanka and the countr ies 

exported t o . 
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Leoturer : Malkanthi Nanayakkara, 

MANUAL AND COMPUTERISED SDI SERVICES - OUTLINE. • 

1. What i s SDI? 

Def in i t ions , 

The s ign i f i cant characterst ics of an SDI Service , 

( i ) provides spec i f i c information on the topics of interest 

to the ind iv idua l . 

( i i ) eliminates i rre levant l i t e r a t u r e . 

( i i i ) focuses on current information, 

( i v ) a lerted speedi ly , 

( v ) systematic coverage, 

2o Reasons for the development of SDI Services , 

( i ) increase in the to ta l volume of l i t e r a t u r e , 

( i i ) multi d i s c ip l inary approach to issues ( i n the l i t e r a t u r e ) . 

( i i i ) d i spersa l of subjects over a range of journals and other 

types of publ icat ions , 

( i v ) d i spersa l of subjects geographical ly i , e , g lobal interest 

in a topic , 

( v ) growth of data bases and information serv i ce s , 

3, Nature of SDI Services , 

( i ) tendency to be associated with l a r g e commercial data banks, 

( i i ) computer based or aided serv ices , 

( i i i ) p o s s i b i l i t y of having e f fec t ive small manual systems, 

( i v ) The need for the serv ice to be backed by l i b r a r y serv ices . 

cont'd 2, 
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4. Concepts common to Manual and Computerised Systems 

( i ) The need to match two d i s s imi lar things - c l ients 

intent with information input . 

( i i ) need for a systematic analysis of current information. 

( i i i ) need to construct user p r o f i l e s . 

5. Construction of User P r o f i l e . 

( i ) Methods of construction in manual system. 
( i i ) in a computer based system. 
( i i i ) d i f f i c u l t i e s . 
( i v ) need for modification af ter a p i l o t phase. 
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7. Manual System. 

( i ) poss ib le applications of 3EI in small S & T L i b r a r i e s . 

( i i ) procedures in d e t a i l , 

8. Computer Based SDI Services . 

( i ) Applications with specia l reference to CAN/ SDI, 

( i i ) Other examples, 

( i i i ) Mvantagers of these systems. 

( i v ) Constraints . 
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