JNITII  LIBRARYROUTINES
5. Document Selection and Acquisition

Physical Processing
Library Records

® N

Library Maintenance

UNIT III CLASSIFICATION

9. Basics of Classification

10.Classifying Documents using DDC (Dewey Decimal Classification)

UNITIV CATALOGUING
I 1.Basics of Cataloguing

12.Different Types of Selection Tools and their Importance

UNITV  FILINGAND SHELVING

13.Filing Rules
14.Shelving and Shelf Rectification

UNIT VI INFORMATION SOURCES AND THEIR USE
15.Categories of Information Sources
16.Types of Information Sources

DURATION 30 HOURS
S.No TOPIC'S HOURS
1 | LIBRARIES: BASICS AND CONTEXTS 8
5 | LIBRARYROUTINES 5
3 | CLASSIFICATION 5
4 | CATALOGUING 4
5 | FILINGAND SHELVING 5
6 | INFORMATION SOURCES AND THEIR USE 3
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