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1H1H14 jtkb/

bkfJpq/oh gqp zX
1H1H0 T[d/µ (Objectives)

fJ; gkm Ì gVQB T[gozs s[;h_
(i) ;zebg ;wM ;e'r/l
(ii) ftfrnkfBe gqpzX Ì ikD ;e'r/l
(iii) gqw[Zy ftneshnK d/ ;fj:'r pko/ ikD ;e'r/l
(iv) gqpzX f;XKsK dh ikDekoh ns/ T[BQK Ì bkfJpq/ohnK ftu bkr{ eoB pko/ ikD ;e'r/l
(v) fJ;d/ ezw fpnkB eo ;e'r/l
(vi) gqpzX d/ gZXo ;wM ;e'r/l
(vii) gqpzX ftfrnkB j? iK ebk pko/ coe ;wM ;e'r/l ns/
(viii)gqpzX ns/ µkµB dk y/so ;wM ;e'r/.

1H1H1 G{fwek (Introduction)

;zrfms e'f;a;K ns/ gqpzX j}koK ;kbK s'II j'Id ftu nkfJnk j'fJnk j? ns/ id'I s'I fizdrh ;[o{ j'Jh j?
T[d'I s'I jh gqpzX eod/ nk oj/ jK. fe;/ th ;z;Ek, ;zrmB iK tgko B[z[{ ubkT[Dk iK xo ftu mhe Yzr Bkb
ofjDk j't/, gqpzX pj[s }o{oh j?. gqpzX s'I fpBK jo EK xVwZ; j' ikt/rk. gqpzX dÕso, wzdo, r[odtkok
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nkfd ftu th t/yD ftu nkT[Idk j?. Bk e/tb wB[Zy, gozs{ e[dos th gqpzX B{z ngDkT[Idh j?. ;{oi, uzdowk,
sko/, Xosh ns/ ;ko/ pqfjwzv dh nkgDh gqpzXeh gqDkbh j?.

jo y/so ftu ;kXBK B[z{ g{oB o{g ftu tosD bJh gqpzX nfs ntµe j?, fJ; bJh ghNo n?c voZeo
B/ mhe fejk j? fe gqpzX s'I fpBQK d/µ d/ g?dktkoh ;kXB jw/µk ;kXB jh ofjzd/ jB ns/ ed/ th g?dktko BjhI
pD ;ed/.
1H1H2 noE (Meaning)

n'e;c'ov fJzrfbµ fveµBoh nB[;ko gqpzX dk noE Àfeqnk iK gqpzX dh ftXh, feqnk d/ gZy, w[jkoks
dk bkr{ j'Dk iK s'V i'V dh ;zGkb, tos'I, fttjko ns/ fB:zsoD (t;s{nK iK ftneshnK), iK fBod/µB
(T[d:'r dh gqfeqnk nkfd)Á

t?p;No} fBT{ fJzNoB?µBb fveµBoh nkÕ dh fJzrfbµ b?Ir{J/} nB[;ko ÀgqpzX fJe ekoi,
gqpzXeh ebkl fttjko dk s"o sohek, ;/X d/Dk, b? e/ ikDk iK T[d/µ bJh tosDk, nrtkJh ns/
fB:zsoD j?.Á gqpzX ;apd fJe ni/jh N'gh j? fi; dk ;o{g fJ; eoe/ ftrV frnk j? feT[Ife fJ; B{z jo
fJe B/ gfjBD dh e'f;a;a ehsh j?.
1H1H3 gfoGkµk (Definition)

e[zNi ns/ t?ufou ÀgqpzX tksktoD B{z pDkT[D s/ ;zGkbD dh gqfeqnk j? fi; ftu ftnesh ;w{jK
ftu fJeZm/ j' e/ e[µbskg{ote ezw eod/ jB sK i' fBoXkos T[d/µK B{z gqkgs ehsk ik ;e/.Á

nkoH;hH v/ft; gqpzX B{z fJ; gqeko fpnkB eod/ jB L gqpzX ÀgqpzXe dh ofjB[wkJh dk ezw j?. T[;
tb'I ;z;Ek d/ T[d/µK dh gqkgsh bJh ehsk frnk ezw, fi; ftu :'iBkpzdh, ;zrmB ns/ fB:zsoD nkfd B{z
ftukfonk iKdk j?.Á
1H1H4 ftfrnkBe gqpzX (Scientific Management)

gqpzXeh nfGnk; T[sBk jh g[okDk j? fisBh wB[Zyh ;fGnsk g[okDh j?. ftfrnkBe tor dk ftek;
vpfbT[ n?ÕH N/bo dh ftfrnkBe gqpzX dh ftukoXkok s'I jh T[sgzB j'fJnk j?. N/bo B{z ftfrnkBe gqpzX
dk fgsk nkfynk iKdk j?. T[; B/ eowukohnK ns/ wB/iw?IN d'jK dhnK o[uhnK B{z nkg;h ;wM Bkb
BfiZmD bJh i'aodko tekbs ehsh j?. fJ; gkm ftZu T[; d/ f;XKsK dk toDB ehsk frnk j?.

j?Boh c/nb, fJe coK;h;h T[d:'rh, N/bo dk jh ;wekbh ;h. T[; B/ th fJ;d/ ftek; bJh ehwsh
gqpzXeh ftukoK okjhI nkgDk :'rdkB gkfJnk j?. T[j ;Nhb ns/ e'b/ dh ezgBh d/ w[yh ;B. T[j gqpzXeh
y/so dk ftdtkB ;h. T[;B/ gqpzX dk g[ok nfXn?B ehsk j? T[; e'b gq?eNheb siopk ;h. T[; B/ fJ; y/so
ftu eJh siop/ th ehs/ ;B.
1H1H5 N/bo d/ gqpzXeh f;XKs (Taylor's Principles of Management)

The Principles of Scientific Management Bkwe g[;se T[; dk wjkB ezw j?. fJj g[;se
T[d:'fre g?dktko ns/ xZN ehws T[Zs/ T[d:'fre T[sgkdB ns/ gqpzX pko/ uouk eodh j?.

T[; tb'I w{b ftuko ns/ f;XKs fJ; gqeko fds/ rJ/ jB L
1H T[j XZeVµkjh d/ fto[ZX ;h fJ; bJh T[; B/ eowukohnK d/ ezw d/ jo fJe sZs B[z[[[{ ftfrnkBe

pDkT[D T[s/ ia'o fdsk.
2H T[j eowukohnK d/ jo fJe ezw bJh ftfrnkBe u"D, No/fBzr ns/ ftek; dk jkwh ;h.
3H T[j wB/iw?IN ns/ eowukohnK ftueko i[zw/tkoh B{z pokpo tzv eodk j?. T[; nB[;ko :'iBkpzdh B{z

feqnk s'I tZyok j'Dk ukjhdk j?. :'iBkpzdh wB/iw?IN dk ezw j? Bk fe eowukohnK dk, idfe ezw dk
;pzX eowukohnK Bkb j?.
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4H T[j ekoie[µbsk ns/ T[sgkdB B{z tXkT[D bJh wB/iw?IN ns/ eowukohnK ftueko nkg;h ;fj:'r
dh nfjw b'V d;dk j?.

5H e[µbsk, N/bo dhnK fbysK dk e/Idofpzd{ ;h. ezw eoB d/ tXhnK YzrK B[z{ y'iD bJh T[;B/
ftfrnkBe y'i ftXh dh tos'I dk ;[MkT[ fdsk ;h. T[; B/ wfj;{; ehsk fe s/i ezw eoB bJh
(i) ezw d/ YzrK ftu gqwkfDesk :ehBh pDkT[Dhl
(ii) tXhnk gowkfDe n"iko ns/ ezw bJh tXhnk tksktoD fsnko eoBkl ns/
(iii) ipoh ;fj:'r }o{oh jB.
N/bo, ;[gotkJhioK B[z{ ezw nB[;ko ;g[odrh d/D bJh tekbs eodk j? fit/I fe No/fBzr, vf;gbB

nkfd. fJj feqnkµhb gj[zu pj[s ;kohnK ;z;EktK ftu fwbdh j?. bkfJpq/oh th fJ; d/ x/o/ ftu nkT[Idh
j?. nkb'uBk eod/ j'J/ ftfrnkBe gqpzX tor T[sgkdB B{z finkdk soihj fdzdk ;h gozs{ wB[Zyh nzµ B{z
nb'g eodk ;h.

N/bo ftfrnkBe gqpzX tor B{z pj[s wjZssk fdzdk ;h e[M j'o ftdtkB th fiBQK B/ fJ; fdµk
tZb nkgDk o[y w'fVnk ;h, T[j jBL co?Ie n?Iv fbfbnB frbpfoE, T[j gqpzX ftu wB[Zyh nzµ B{z
finkdk ;pzfXs d;d/ jB. T[jBK B/ w'µB ;NZvh (Motion Study) ns/ cNhr ;NZvh (Fatigue Study)
dk ftuko fte;s ehsk ;h. T[jBK B/ ezw eoB dk fJe tXhnk sohek bZfGnk fijVk fe pj[s
nkokwdkfJe ;h. T[jBK B/ ezw (Job) ftu fjb^i[b (Motion) ftu 17 w{b sZsK dh gSkD ehsh ;h.
(fit/I fe geV, gqGkt, o[spk, y'i nkfd) j?Boh n?b rkBN B/ Nk;e n?Iv p'B; f;;Nw (task-and-

bonus system) fte;s ehsk ;h. fijVk fe N/bo d/ fJBkwh go/oBk d/ ;wkB ;h. fJj ftXh
T[sgkdB dh ªdo« ikjo eodh j?. rkBN ukoN i' T[; tb'I fsnko ehsk frnk ;h nZi th T[sgkdB
dh ;wK^;{uh ftu tofsnk iKdk j? ns/ fJ; B{z thjthI ;dh dk ;G s'I wjZstg{oB ;wkfie ftek;
wzfBnk ik fojk j?.

N/bo B/ nkgD/ pj[s ;ko/ ftuko w?e; t?po d[nkok fte;s B'eoµkjh wkvb (bureaucratic model)
ftu'I bJ/ ;B. fJj wkvb th ftfrnkBe gqpzX d/ ;w/I jh T[sgzB j'J/ ;B fJ;/ eoe/ fJ; ftu th ezw nkfd
dh ft;/µrsk pko/ ;'funk frnk ;h.
1H1H6 c/n"b d/ ftfrnkBe gqpzX d/ f;XKs (Fayol's Principles of Scientific Management)

c/n"b B/ gqpzX d/ u"dK f;XKs fds/ ;B fiBK d/ ;ze/s bkfJpq/oh gqpzX ftu th bkr{ j[zd/ jB fJjBK dk
toDB fJ; gqeko j?L
1 H ezw dh tzv (Division of Work)

c/n"b nB[;ko ezw dh tzv Bkb jo ftnesh B{z :'r ezw fwbdk j? fi; Bkb T[sgkdB ns/ ;[:'rsk
tXdh j?. ezw dh tzv ftfdne :'rsktK ns/ ftµ/µrsk nB[;ko eoBh ukjhdh j?. fJ; B{z ;z;Ek ftu jo
gZXo (levels) T[s/ ngDkfJnk ik ;edk j?.

bkfJpq/oh ftu th ezw dh tzv ftµ/µrsk T[s/ nXkfos j? fit/I fe g[;se u"D, g[;se gqkgsh seBheh
ezw, ;zdoG ;/tk, ;oe{b/µB ;/tk nkfd. fJj ;G ftµ/µrsk T[s/ nXkfos jB fi; Bkb ezwK ftu s/}h
nkT[Idh j? s/ ezw mhe^mke tXhnk r[Dtsk Bkb jz[d/ jB.
2 H ;Zsk ns/ i[zw/tkoh (Authority and Responsibility)

gqpzX d{finK s'I ezw eotkT[D dh ebk j?. w[Zyh, gk; ;Zsk ns/ i[zw/tkoh j[zdh j?. fJj w[Zyh d/ nkgD/
nj[d/ s'I gqkgs j[zdh j?, fJj d'B'I nkg; ftu ;pzfXs jB. fiE/ ;Zsk j[zdh j?, T[E/ i[zw/tkoh th j[zdh j?.
3 H nB[µk;B  (Discipline)

nB[µk;B jo ;z;Ek ftu }o{oh j?. bkfJpq/oh th fJ; dh wzr eodh j? sK i' fJ; dk gqpzX tXhnk
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Yzr Bkb ub ;e/. nB[µk;B wzr eodk j? fe eowukohnK ftu ;w/I dh gkpzdh, nkfrnkekoh, uzrk
fttjko nkfd r[D j'D/ ukjhd/ jB.

bkfJpq/ohnK ;/tktK d/D tkbhnK J/iz;hnK jB ns/ nB[;k;B g;zd eowukoh gkme ;/tktK bJh pj[s
wjZssk oZyd/ jB.
4 H fJefjok nkd/µ (Unity of Command)

;z;Ek ftu fJe nfXekoh dk j[ew ubDk ukjhdk j?. jo eowukoh B[z{ fJe nc;o gk;'I nkd/µ
fwbD/ ukjhd/ jB. c/n"b fJ; rZb dk jkwh ;h fe fJ; dh T[bzxDk eoB Bkb ;Zsk ftrVdh j?,
nkd/µ  ftu ftxB g?Idk j? ns/ nB[µk;B th Gzr j[zdk j?. fJ; bJh c/n"b bJh fJj f;XKs pj[s jh w{b
j?.

fJj f;XKs bkfJp/qoh ftu th bkr{ j[zdk j?. bkfJpq/ohnB nXhB ezw eo oj/ eowukohnK B[{z T[j
nkd/µ fdzdk ofjzdk j?.
5 H J/ek^fdµk (Unity of Direction)

fJj f;XKs wzr eodk j? fe fJe' fijhnK feqnktK fiBQK d/ T[d/µ th fJe' j'D fJZe' nÕ;o d/ nkd/µK
Bkb ubDhnK ukjhdhnK jB. fJ; oKjh tZy^tZy feqnktK ftueko mhe skbw/b ofjzdk j?.

bkfJpq/oh ftu th fJj f;XKs bkr{ j?. torheoD ns/ ;{uheoD feqnktK N?eBheb ns/ gq';?f;zr
(technical and processing) ;?eµB ftu ehshnK iKdhnK jB fJ; gqeko fJ; dk w[Zyh ezw dh skb w/b eodk
ofjzdk j?.
6 H ;w{fje fjZsK bJh fBZih fjZsK dk fsnkr (Subordination of Individual to General Interest)

nkw fjZsK ns/ fBZih fjZsK|o[uhnK d/ ftueko jw/µk MrVk jz[dk j?. ;z;Ek ftu nkw fjZsK B[z{ soihj
fdZsh iKdh j?. fJ; bJh jo fJe B{z fBZih fjZsK B{z SZv e/ ;z;Ek d/ fjZsK dk fXnkB oZyDk ukjhdk j?.

bkfJp/qoh eowukoh ;wki dh ;/tk eod/ jB fJ; bJh T[jBK B{z jw/µk nkgD/ ;[nkoE B{z SZv e/ gkmeK
dhnK ;/tktK ftu ;fj:'r d/Dk ukjhdk j?.
7 H ;/tk cb (Remuneration)

;/tk cb ns/ G[rskB dk sohek eowukoh dh :'rsktK ns/ w[jkoks nB[;ko j'Dk ukjhdk j?. fJ;
B[z{ d'B'I wkbe ns/ eowukoh dh tZX s'I tZX µs[z;Nh eoBh ukjhdh j?.

bkfJpq/ohnK ftu th eowukohnK dk t/sB s/ ;/tkcb T[jBK dhnK gq'c?;Bb ns/ ftfdne :'rsktK,
siopk ns/ i[zw/tkohnK nB[;ko fBoXkos ehsk iKdk j?.
8 H e/IdoheoD (Centralisation)

id' I ;Zsk ns/ i[ zw/tkoh f;Zyo gqpzXe (top management) e'b jz[dh j? sK T[; B{ z ;Zsk dk
e/IdoheoD fejk iKdk j?. c?;b/ eoB (decision making) dk nfXeko f;Zyo iK e/Ido gk; j[zdk j?.
c/n"b fJ; B{z fBih ;fEsh T[s/ SZvdk j?. fJj ftuko ;pzfXs j? Bk fe fBo'b ;[szso.

Gkos ftu pj[s ;kohnK bkfJpq/ohnK ftu e/Idfos gqpzX j?. T[E/ c?;b/ T[gob/ gZXo T[s/ ehs/ iKd/ jB
s/ j/mb/ eowukoh T[jBK nB[;ko ezw eod/ jB.
9 H gZdeqw gqDkbh (Scalar Chain)

;kohnK ;z;EktK ftZu ;Zsk f;Zyo s'I j/mK tb ubdh j? fJ; bJh soshp (Order) iK bVh, gd^eqw
(hierarchical) T[go s'I j/mb/ o[sp/  (rank) se j'Dh ukjhdh j?. bVh B{z s'VBk BjhI ukjhdk j?. pj[s
;kohnK tAvhnK bkfJpq/ohnK fJ; f;XKs B{z ngDkT[IdhnK jB fit/I fe j/mK do;kfJnk frnk j?.
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gdeqw
bkfJpq/ohnB

fvgNh bkfJpq/ohnB fvgNh bkfJpq/ohnB

   nf;;N?IN bkfJp/qohnB nf;;N?IN bkfJp/qohnB

    gq'c?;Bb

    ;?wh gq'c?;Bb
10H mhe ftt;Ek (Order)

jo fe;w dh ;z;Ek bJh fJj }o{oh j? fe ;kok ezw mhe ftt;Ek ftu ofynk ikt/. fJ; f;XKs dh
g[{osh b Jh, "Right place for everything and for every man should apply".  fJ; dk noE j? fe mhe ezw T[s/
mhe ftnesh bfrnk j't/ ns/ mhe EK T[s/ mhe ;wkB bfrnk j't/. bkfJpq/oh ftu th tZy^tZy ftGkrK
ftZu eowukoh, ns/ gVQB:'r ;wZroh B{z mhe EK d/Dh ukjhdh j? sK jh gkme ;/tktK uzrhnK ns/ n;odko
j' ;edhnK jB.
11H fBogZysk  (Equity)

;[gotkJhio tb'I eowukohnK Bkb fJe' fijk fttjko eoBk ukjhdk j?, e'Jh gZy gks BjhI eoBk
ukjhdk j?. bkfJpq/oh ftu bkfJpq/ohnB ns/ ;?eµB d/ w[ZyhnK B[z{ fJ; f;XKs B{z ngDkT[IDk ukjhdk j?.
fJ; Bkb eowukoh g[{oh sBd/jh ns/ ;fj:'r Bkb ezw eod/ jB.
12H ;/tkekb ftu ;fEosk (Stability of Tenure)

jo fJe eowukoh i/ ;z;Ek ftZu fpBK fe;/ G? s'I ezw eo fojk j? s/ T[; B{z S/sh feE/ j'o ezw s/ BjhI
pdfbnK iKdk sK ;z;Ek dh p/jsoh jz[dh j?. ;z;Ek T[jBK dh B"eoh ftu f;fynk ns/ siop/ s'I g{ok bkG
T[mkT[Idh j?. eowukoh dh ezw Bkb ikDekoh T[jBK B{z tXhnk ezw eoB ftu ;jkJh j[zdh j?.

i/ eowukoh B{z B"eoh s'I jNk fdsk ikt/, fJe EK s'I d{ih EK pdb fdsk ikt/ s/ iK T[j 'B"eoh SZv
ikt/. nfijhnK jkbsK ftu d'jK ;z;Ek ns/ eowukoh dk B[e;kB j[zdk j?. fJ; bJh p/s[eh pdbhnK d/
Bshi/ wkV/ j[zd/ jB.

pj[s ;kohnK bkfJp/qohnK ftu eowukohnK d// ;/tkekb ;fEo jB. Gkos ftu bkfJpq/ohnK fJ;
rb'I pj[s bkG gqkgs eo ojhnK jB s/ T[jBK d/ eowukohnK dk ftek; th j' fojk j?.
13H gfjb edwh  (Initiative)

fJj f;XKs fe;/ :'iBk B{z B/go/ ukVB bJh ;'u ftuko dh nk}kdh dh rZb eodk j?. eowukoh B{z
:'iBktK B{z bkr{ eoB bJh ;{Mk d/D bJh T[s;kfjs eoBk ukjhdk j?. ;z;Ek ftu ;w/I ;w/I f;o Bo'nk
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ezw^;fGnkuko T[BZs eoB bJh eowukohnK B{z fJBkw d/e/ j';bk d/Dk ukjhdk j? fJ; bJh BthBsk ns/
tXhnk wj"b dh f;oiDk j't/rh.

bkfJpq/ohnK eJh tkoh gfjb edwh bJh T[s;kfjs eodhnK jB. bkfJpq/ohnBK tb'I eJh i[rsK
ns/ ftXhnK fte;s ehsh rJhnK ;B fit/I fBT[nkoe ukofizr f;;Nw, y[bh gj[zu, o;kfbnK d/ gziheoD
bJh fszB ekov ftXh fJ; f;XKs dh jh g?dktko jB.
14H iwks eokwks iK J/e/ ftu poes (Esprit de Corps)

fJj f;XKs (team work) (fJZem/ j' e/) ezw eoB tk;s/ nkydk j? ns/ fJ; dh gqkgsh bJh n;odko
;zuko dh wjZssk th d;dk j?. J/e/ ftu poes j[zdh j?. c/n"b nkydk j? fe e'Jh ;z;Ek sK jh fiT[Idh ofj
;edh j? i/eo T[;d/ eowukohnK ftu ezw eoB bJh J/esk j?. ni/jk f;XKs bkfJpq/oh ;/tktK ftu th
nkgDk ;EkB oZydk j? sK jh b'eK B[z{ uzrhnK ;/tktK gqdkB ehshnK ik ;edhnK jB.

c/n"b d/ f;XKs ;w/I d/ jkDh oj/ jB fJj Bk e/tb tgkoe nkdkfonK d/ gqpzX ftu bkr{ j[zd/ jB ;r'I
j'o ;z;EktK fiBQK ftu bkfJpq/ohnK th nkT[IdhnK jB bkr{ jB.
 1H1H7 ezw (Functions)

c/n'b nB[;ko gqpzXeh ezw gzi fe;w d/ j[zd/ jB :'iBkpzdh, ;zrmB eoBk, fBod/µB, skbw/b ns/
fB:zsoD fJjBK dk ;pzX f;XKs, seBhe ns/ gqpXzeh sZsK Bkb j[zzdk j?.

fJ; s'I fJbktk b{Eo r[fbe ns/ fbzvIb T[ofte B/ th gqpzXeh ezwK dk fieo ehsk j?. fit/I
POSDCO RB : fJ; dk toDB fJ; gqeko j? L-
 P  - Planning - :'iBkpzdh
 O - Organising  - ;zrmB eoBk
 S  - Staffing  - eowukoh Gosh eoBk
 D - Directing - fBod/µB eoBk
 Co - Co-ordinating - skbw/b eoBk
 R - Reporting - ;{uBk d/Dk
 B - Budgeting - nkwdB you t/otk d/Dk

:'iBkpzdh (Planning)

e[Nzi ns/ n'v'fBb nB[;ko , *:'iBkpzdh gfjbK s'I jh fJj c?;bk eodh j? fe eh eoBk , fetI/
eoBk ns/ fe; B/ eoBk j?** bkfJp/ohnK ftu th :'iBkpzdh gqpzXeh ezw dk w[Ybk nXko j?. jo
bkfJpq/oh d/ T[d/;ak dh g{osh bJh fJ; dh }o{os j?.
;zrmB eoBk (Organising)

;zrmB, gqfefonk ftu ezw Bz{ eowukohnK d/ o[sp/ ns/ n;kwhnK nB[;ko fBoXkos ehsk iKdk j? .
;zrmBksfwe feqnktK jo ;w[[dkfJ dhnK ;wkfie b'IVk nB[;ko jo fJe bkfJpq/oh dhnK fGzB  fGzB jB.
eowukoh Gosh eoBk (Staffing)

;z;Ek tk;s/ wB[yh ;aesh dh g[osh bJh ehs/ rJ/ ezwK Bz{ eowukoh Gosh eoBk (staffing) nkfynk
iKdk j?. Bhsh nB[;ko wB[Zyh ;aesh bJh :'iBkpzdh ehsh iKdh j? . eowukoh dh u'D ehsh iKdh j? T[jBK
B{z Nq/fBzr d/ e/ fte;s ehsk iKdk j? sK i' ;z;Ek B{Pz ubkfJnk ik ;e/. bkfJpq/ohnK ftu eowukoh Gosh
gq'rokw (eowukoh dh u'D ehsh iKdh j? T[jBK B{z Nq/fBzr d/ e/ fte;s ehsk iKdk j?) (staffing) sK i' ;z;Ek
B{Pz ubkfJnk ik ;e/.  fJ; ftu bkfJpq/oh dh fe;w ns/ T[; dhnK b'VK T[s/ fBoGo eodk j?. bkfJp/qohnk
ftu th ni/jhnK feqnktK BPz tos'I ftu fbnkdK iKdk j? .
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fBod/;aB eoBk (Directing)

:'iBkpzdh ,;zzrmB eoBk ns/ eowukoh Gosh gq'rokw e/tb ezw dh fsnkoh ftZYD  Bkb ;zpzX
oyd/ jB. fBod/;aB fJe nfijk ezw j? fijVk ;zrmB B{P z ns/ fJ; d/ eowukohnK Bz{ :'iBktK Bz{
nwb ftu fbnkT[D bJh i';a Godk j? . ez[Nia ns/ n'v'Bb nB[;ko  **fBod/;aB, gqpzX dh fJe n?;h
seBhe j? fe fi; okjhI eowukoh tXhnk Yzr Bkb ;z;Ek d/ T[d/;aK B{[z ;wM e/ T[jBk dh g{osh bJh
n;odko :'rdkB gkT[Id/ jB.**

bkfJpq/ohnK ftu th eowukoh gkmeK dhnK b'IVK B{z ªT[d/;a« ;wMd/ j'J/ fBod/;ae j[zd/ jB.
skbw/b eoBk (Co-ordinating)

;z;Ek dhnK feqnktK ftueko skb w/b j'Dk ;z;Ek dh ;Õbsk dh e[zih j? . gqpzXe nc;o f;Zyo
(top) s'I j/mK (below) se skbw/b oZyD bJh ;kohnK feqnktK bJh iz[w/tko jz[d/ jB.

bkfJpq/oh dk ezw th jo gZXo s/ skbw/b wzrdk j? sK jh gkme ;/tktK gqkgs j' ;edhnK jB .
;{uBk d/Dk (Reporting)

fe;/ th ;z;Ek d/ nfXekohnK B{z T[; d/ tb'I ehs/ rJ/ ezwk dh ;{uBk brksko mhe Yzr Bkb
fwbdh ofjDh ukjhdh j?. fJ; Bkb T[jBK d/ ezw ftu j'o ;[Xko jz[dk j? .

fJj ezw bkfJp/qohnK ftu th jzz[dk j?. jo eowukoh ngDh ekor[ikoh ;hBhno eowukoh B{z
g/;a eodk j? .
pZZifNzr (Budgeting)

pZiN ezw eoB dh :'iBk j?. pZiN fe;/ th ;z;Ek d/ ukb{ ;kb dh nkwdB ns/ you dk nB[wkB
jz[zdk  j? fJj fJe nfijk d;skt/i j? fi; oKjh fe;/ th ;z;Ek dh GftZyh ftsh :'iBk ikDh iKdh j? . fJ;
oKjh ;z;Ek dhnK Gfty  dhnK BhshnK s/ T[d/;aK dk b/yk i'yk th fwbdk j? . ftsh ;kXBk B{z ikDB bJh
fJj fJe n;odko gqpzXeh n"iko j? . nkw s''o s/ ;kohnK bkfJpq/ohnK ;bkBk bkJhB pZiN dk gq:'r
eodhnK jB ns/ fJj  th nky ;ed/ jK fe fJe uzrh gqpzXeh gqDkbh fJj ;ko/ ezw eodh j? fJj pj[s jh
gqw[Zy ekoi ns/ rshftXhnK jB.  gqzs{ fJj fJe ;z;Ek s'I d{ih ;z;Ek ftu tZy tZy jB. bkfJp/qohnK ftu
th nfijk jz[dk j? .
1H1H8 gqpzXe gZXo (Levels of Management) :-

fJe tZvh ;z;Ek ftu gqpzXeh gdeqw iK bVh j[zdh j? fi; ftu nfXekoh d/ eJh gZXo jz[d/ jB.  jo
;z;Ek ftu fJjBK ftu tyo/tK j[zdk j?. fJe tZvh ;z;Ek d/ gqpzXeh gXZoK dk torheoD fJ; gqeko j'
;edk j? L-

1H8H1H f;Zyo gqpzXe -Top Management

1H8H2H ftuekobk gqpzXe - Middle Management

1H8H3  j/mbk gqpzXe- ;[gotkfJiao nkfd ^ Low Management

 1H1H8H1 f;Zyo gqpzXe (Top Management)

;z;Ek d/ f;Zyo gqpzXe p'ov nkca vkfJo?eNoia ns/ w[Zy ekoiekoh nc;o j[zd/ jB. w[Zy ekoiekoh
e'Jh fBZih ftnesh iK w[Zy ekoiekohnK dk fJe ;w{j th j' ;edk j?. f;yZo gqpzXe ftukoK, BhshnK ns/
gq''rokwK B{z T[bhedk j?. fJ; gqeko :'iBkpzdh B{z ;/X fwbdh j?. f;yo gqpzXe B{z ;koh ;z;Ek d/ ezwK ekoK
B{z ;zrfms eoBk jz[dk j? . fJj ;z;Ek d/ ;ko/ gqpzX bJh i[zw/tko jz[dk j?. w[Zy ekoiekoh gqpzXe ;z;Ek
dhnK ;kohnK ;?e;aBK (section) ftueko skbw/b ns/ ;[ykt/I wj'b B{z pDkT[Idk j? . f;Zyo gZXo d/ gqpzXe tb'I
j/m fby/ ezw ehs/ iKd/ jB L

       H
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1 a bzp/ ;w/I ns/ xZN ;w/I bJh BhshnK fsnko eoBk j? ( T[d/;a, ftT[Ispzdh ns/ Nhu/)
2  a i/ b'V j't/ sK w[Zy pZiN ns/ ftGkrh pZiN fsnko eodk j? .
3  a ftfGzB ekoiekohnK B{z wkor -do;aB ns/ ;/X d/Idk j? .
4  a tZy-tZy ftGkrK dhnK rshftXhnK B{z ;zrfms ns/ skbw/b eodk j? .
5  a nwbk|eowukoh T[gbZpX eotkTIdk j? .
6  a ;kok ftZsh ezNo'b eodk j? ns/ ;ko/ Bshi/ gqkgs eodk j? .
7  aa b'e ;zgoe pDkTIdk j? ns/ ;z;Ek B{z nkgDh B[wkfJzdrh okjhI bhvof;ag d/Idk j?.
1H1H8H2H ftuekobk gqpzXe (Middle Management)

fJj f;Zyo gqpzXe ns/ j/mb/ gqpzXe ftueko ftu'b/ dk ezw eodk j? . fJ; ftu gZXoK dh frDsh
jo ;z;Ek ftu nbZr nbZr j? . fJ; bJh fJ; d/ ezwK ftu fJe;kosk th BjhI j?. fJ; T[_Zs/ d'jK f;Zyo
ns/ j/mb/ gZXo d/ gqpzXeK dk dp^dpk pfDnk ofjzdk j? . fJ; d/ ezw fJ; gqeko jBL
1H f;Zyo gqpzXe tb'I fBoXkos ehshnK ftfGzB :'iBktK ns/ BhshnK B{z fte;s eoBk ns/ d;Dk.
2 H ftuekob/ gZXo, f;yZo gZXo ns/ j/mb/ gZXo ftu ezw eo oj/ eowukohnK ftueko ;fj:'r ns/ skbw/b

pDkJh oyDk sK i' fwsZosk Gfonk tksktoD pD ;e/ .
3H j/mb/ gZXo dhnK feqnktK dh fBrokBh eoBh ns/ T[jBK T[_Zs/ ezNo'b oZyDk .
4H eowukohnK B{z go/oBk d/Dh.
5H ;[gotkfJioh (j/mb/ gZXo d/ eowukohnK bJh) fB:wK ns/ pekfJdrhnK fsnko eoBhnK.
1H1H8H3H j/mbk gqpzXe (Supervisory/Operating/Low level Management)

;z;Ek ftu fJj w[Ybk iK gfjbh gZXo dk gqpzXe j[zdk j? fijVk fBrokBK (superintendents) tZb'I
fsnko ehsk iKdk j?.

fJ; gZXo B{z nZr/ c'ow?B ns/ fco fszB µq/DhnK ftu tzv ;ed/ jK.
;[gotkfJio.
fJNzowhvhJ/N ;[gotkfJio.
cozNbkJhB ;[gotkfJio.
;[gotkJhio, gqpzXe (management) ns/ eowukohnK ftueko ftu'bk j[zdk j?.

j/mbk gqpzXe fBwBfbys ezw eodk j? L
1H fenktK dh :'iBkpzdh, torheoD ns/ eowukohnK B{z ezw ;"IgDk.
2H eowukohnK B[z{ ;bkj|;jkfJsk d/Dk fe ezw fet/I eoBk j?.
3H eowukohnK d/ ezwK dh fBrokBh eoBh ns/ ezNo'b oZyDk.
4H nkd/;a ns/ jdkfJsK d/DhnK .
5H eowukohnK B{z Nq/fBzr d/Dh .
6H w;ahBoh dh ;zGkb eoBh .
7H eowukohnK dhnK ;wZf;nktK jb eoBhnK .
8H nB[;ak;aB pDkJh oyDk ns/ eowukohnK ftueko uzr/ nkg;h wZB[yh ;pzX pDkT[D/ .
9H nfXekohnK B{z eowukohnK dhnK ;wZf;nktK pko/ fog'oN d/Dh .
1H1H9 ftfrnkB (Science)

fe;/ ftµ/ dk f;b;b/tko nfXn?B eoB bJh ns/ fte;s eoB bJh ftfrnkB fJe ;zrfms frnkB
j?. fJ; eoe/ fJj }o{oh j' iKdk j? fe ftfrnkBe ftXh dk gq:'r ehsk ikt/. ftfrnkBe ftXh iK
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ftfrnkBe gj[zu bJh nzeV/ iK sZEK dh b'V j[zdh j? fiBK B{z ezNo'b ;fEshnK ftu BhohyD okjhI fJeZso
ehsk iKdk j?. ftfrnkB fJjBK sZEK dk torheoD ns/ ftµb/;D eodk j?. fJj fe;/ ;wZf;nk iK t;s{
dk nuBu/sh ;pzX ;wMD dh e'fµµ eodk j?. n;EkJh gfoebgBk (tentative hypotheses) fsnko ehsh
iKdh j?. T[jBK dk gohyD ehsk iKdk j?  ns/ goy d/ nkXko T[_Zs/ T[jBK B{z ;theko iK n;theko ehsk
iKdk j?. fco fJj f;XKs pD iKd/ jB. ns/ fJjBK B{z T[fus wzfBnk iKdk j?. fJj GftZy pkDh eoB ftu
;jkfJsk eod/ jB. fJj f;XKs fJ; ftuko dk ft;sko th eod/ jB. id'I ;zGt ftuko ns/ f;XKs
fsnko ehs/ iKd/ jB, sK T[jBK B{z ;w{jK ftu f;b;b/tko eoe/ torheoD oKjh f;b;b/tko soshp
ehsk iKdk j?. fJ; gqeko fJj frnkB ftuko^f;b;b/tko iK ftfrnkBe f;XKs pD iKdk j?. fJ; B{z
ftµ/ dk ftfrnkBe frnkB nkfynk iKdk j?.

fJ; frnkB dk nfXn?B eo ;ed/ jK. frnkB d/ tkX/ bJh fJ; dh d[pkok y'i ehsh ik ;edh j?. ns/
go;ko bJh fJ; B{z gVkfJnk ik ;edk j?. e'Jh th ftµk fi; e'b nkgDh y'i dh f;b;b/tko ns/ gq:'fre ftXh
j? iK nzeV/ fJeZso eoe/ soshp d/ e/ ns/ ft;b/µD eoe/ Bshi/ gqkgs ehs/ j'D s/ T[jBK B{z fJeZso eoe/ ;zukfos
ehsk j't// T[jBK B{z ªftfrnkBe« (scientific) nkfynk ik ;edk j?. fJ; eoe/ jh gqpzX B{z ftfrnkB nkyd/
jK.
1H1H10 gqpzX L ftfrnkB j? iK ebk :-  Management : Science or Art

ftfrnkB ªµpd« d' fe;w d/ f;b;b/tko frnkB dh rb eodk j? ^ e[dosh iK g{oB (natural or

exact fttjkfoe iK ng{oD (Inexact)
cfie;, e?fwµNoh nkfd e[dosh ftfrnkB (natural sciences) jB. id fe gqpzX fJe fttjkfoe iK

ng{oD (Inexact) ftfrnkB j?.
ftfrnkB eqwpzX frnkB T[s/ nXkfos j? i' fe;/ ;fEsh iK ftµ/ d/ vz[{x/ nkfXn?B s'I T[sgzB j[zdk j?.

fJ; d/ nkXko T[_Zs/ f;XKs ns/ fB:w pDkJ/ iKd/ jB fit/I r[osk fyZu fB:w (gravitation law) bkfJpq/oh
;kfJz; d/ gzi fB:w ( five laws of library science) nkfd.

gqpzX th fJ; noE ftu ftfrnkB j?. fJj th frnkB T[_Zs/ nXkfos j? i' eJh sZsK ns/ ;fEshnK
fit/I ftZs, eowukoh, T[sgkdB nkfd dk nfXn?B eodk j?. fJ; d/ th eJh f;XKs ns/ fB:w jB.
c/n"b nB[ko À;ko/ ;zrmBK ns/ ;z;EktK ftu :'iBkpzdh, skbw/b, ezNo'b ns/ fBod/µB nkfd dh j'Id
jz[dh j? sK jh T[j mhe ezw eod/ jB s/ ;ko/ fJ; gqeko d/ f;XKsK B{z ngDkT[Id/ jB.Á gqpzX d/ f;XKsK ftu
eJh gqeko d/ siop/ ehs/ iKd/ jB fit/I N/bo dk ;wK ns/ rsh nfXn?B, n?bNB wkU[ dk jkEoB fty/
siopk nkfd gqpzX B{z ftfrnkB dk BK fdzd/ jB. cb;o{g fJjBK d/ f;XKs ;gµN j[zd/ jB. fJj
GftZypkDh eoB d/ ;wZoE j[zd/ jB.

gqpzX B{z ªebk« ti'I t/yd/ j'J/, gqpzXeh ebk d[nkok w[jkoks ns/ e'fµµK okjhI ezw eoe/ :'r Bshi/
gqkgs ehs/ iKd/ jB. gqpzX fJe ebk j? feT[Ife w?B/io B{z :'iBkpzdh, ezNo'b, fBod/µB nkfd feqnktK
eoBhnK g?IdhnK jB. T[; B{z jh ezw B{z mhe Yzr Bkb ;zrfms eoe/ eowukohnK dh ;s[zµNh ns/ fBoXkos
g?dktko bJh eJh fe;w d/ tZy^tZy sZsK dk ;zs[bB eoBk g?Idk j? fijVk fe w?B/io dh jh fJe ebk j?.

fjB} ftufou ns/ jko'bv e[zNi d/ nB[;ko ÀnfGnk; d/ s'o s/ gqpzX eoBk fJe ebk j? gqpzX fJe
;zrfms frnkB j? fi; ftu ªnfGnk;« B[z{ ftfrnkB d/ s"o s/ wzfBnk frnk j?.Á

ÀgqpzX o;wh s"o s/ b'eK d/ ;zrfms ;w{j s'I ezw eotkT[D dh ebk j?.Á
i'jB n?cH whH (Mee) B/H nkgDh g[;se Management thought in a dynamic economy ftu gqpzX B{z fJ;

soQK gqhGkfµs ehsk j?, ÀgqpzX xZN s'I xZN e'fµµK okjhI tZX s'I tZX Bshi/ gqkgs eoB dh ebk j? sK i' d'jK
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wkbe ns/ eowukoh dh ;s[zµNh ns/ y[µjkbh gqkgs ehsh ik ;e/ ns/ eowukoh b'eK B{z tXhnk ;zGt ;/tk
d/ ;eD.Á

fJ; gqeko gqpzX d/ x/o/ ftu d'B'I sZs ftfrnkB|;kfJz; ns/ ebk ;wkJ/ j'J/ jB. e[M sZs fJ; B{z
;kfJz;|ftfrnkB pDkT[Id/ jB id fe e[M sZs fi; ftu ªw[jkoks« dh b'V j[zdh j?, fJ; Bz{ ebk dk doik
fdzd/ jB.

XzdkwJh (professional) ezwK ftu ebk ns/ ftfrnkB nkg; ftu B/V/ dk ;pzX oZyd/ jB ns/ fJe d{i/
d/ g{ote jB. fJe vkeNo, w?vheb ;kfJz; dk nfXn?B, ns/ nBkNwh s/ fcikT[b'ih nkfd dk frnkB
gqkgs eoB bJh eodk j?. frnkB  B[z{ bkr{ iK tos'I ftu fbnkT[Dk fJe ebk j?. fJj' okfJ bkfJpq/oh
ns/ ;{uBk ftfrnkB ns/ gqpzXeh g/µ/ ftu Y[Zedh j?.
1H1H11 gqpzX ns/ µk;B (Management and Administration) L^

gqpzX ns/ µk;B d/ ftµk t;s{ pko/ ftdtkBK dh fJeokfJ BjhI j?, fJjBK B{z fJ; gqeko toDB ehsk
iKdk j? L

1H µk;aB gqpzX s'I tZvk j?.
2H ;akµB gqpzX dk nzµ j?.
3H µk;aB ns/ gqpzX fJe' t;s{ jB.
e[M dk wZs j? fe ;kµB BhshnK xVQB Bkb ;zpzfXs j? ns/ gqpzX BhshnK B[z{ bkr{ eodk j? ns/ fJj

d'B' feqnktK ftfGzB jB. T[jBK nB[;ko µk;B, ;z;Ek|;zrmB dk w[Ybk YKuk T[bhedk j? fi; ftu
gqpzXeh ezwK B[{z ehsk iKdk j?.

ftbhnw ;gforb d/ nB[;ko Àtgkoe T[d:'r dk T[j Gkr  fijVk gqw[Zy s"o s/ ;z;Ek d/ T[d/µ ns/
T[d/µK dh gqkgsh bJh BhshnK B{z ngDkT[Idk j?, µk;B nytkT[Idk j?, id fe gqpzX ekoiekoh ezw j? fi; dk
;pzX w[y s"o s/ ;kµB tb'I fBoXkos BhshnK nB[;ko ezw ubkT[Dk j[zdk j?.Á

T[go'es okfJ d/ T[bZN e[M ftµ/µr ;'ud/ jB fe gqpzX fJe tZvk dkfJok j? ns/ ;kµB fJ; dk Gkr
j?. fJ; ftuko nB[;ko g{o/ ezwekih YKu/ ftu ;kµB j/mbk ezw j?. J/Hn?bHJ/H rbk;oh nkÕ
bkfJpq/oh n?Iv fJBckow/µB ;kfJz; nB[;ko Àskbw/b dh T[j gqfenk i' ;z;Ek d/ ;ko/ ;kXBK B{z T[; d/
T[d/µK dh gqkgsh bJh tosdh j?, gqpzX nytkT[Idh j?. fit/I :'iBkpzdh, ;zrmB, eowukoh Gosh, fBod/µB
ns/ fB:zsoD. nZieb fJj d'B'I ftuko ;wkBnoEh jB.Á
1H1H12 ;ko (Conclusion)

jo y/so ftu ;kXBK dk mhe T[g:'r eoB bJh gqpzXeh nfGnk; pj[s }o{oh j?. gqpzXeh ezw T[BQ/ jh
g[okD/ jB fiBQh wB[Zyh ;fGnsk g[okDh j?. ez[Ni ns/ ftufou B/ gqpzX B{z T[j gqfeqnk nkfynk j? fi; ftu
tXhnk tksktoD ftu eowukoh ;w{jK ftu ezw eoe/ ;z;Ek d/ Nhu/ gqkgs eo b?D.

N/bo B{z ftfrnkBe gqpzX dk fgskwk nkfynk iKdk j?. gqpzX ftu T[;dh g[;se Principles of

scientific management. fJe w'Yh ezw j?. ftfrnkBe gqpzX ftu d{ik ftdtkB j?Boh c/n'b j? fi; B/ gqpzX
d/ u"dK f;XKs fdZs/ jB. fJj f;XKs bkfJpq/oh gqpzX ftu ngDkJ/ ik ;ed/ jB.

nbr^nbr ftdtkBK B/ gqpzXe d/ tZy^tZy ezwK dk toDB ehsk j?. c'n"b B/ gqpzXe d/ gzi ezw dZ;/
jB. fJ;/ soQK b{Eo r[fbe ns/ fbzvb T[ofte B/ POSDCORB d/ o{g ftu gqpzX d/ ezwK dk toDB ehsk
j?.

gqpzXe d/ gZXo jo ;z;Ek ftu nbr nbr jB. tZvh ;z;Ek ftu fJjBK dh µq/Dhtzv L^ f;Zyo,
ftuekobk ns/ j/mbk gqpzXe j[zdk j?. gqpzX dk nfGnk; fJe ebk j?. gqpzX pko/ f;b;b/tko frnkB B{z
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ftfrnkB nkfynk iKdk j?.
e[M b'e ;kµB B{z gqpzX Bkb'I tZvk d;d/ jB. e[M fJjBK B{z ;wkBnoEh dZ;d/ jB. e[M ftµk t;s{ d/

y/so ftu gqpzX B{z µk;B Bkb'I ftµkb nkfynk frnk j?. fJ; bJh bkfJpq/ohnK s/ ;{uBk e/IdoK B{z ubkT[D
bJh gqpzX dh pj[s b'V j? sK i' xZN ;kXBK d/ pkti{d, gkme ;/tktK e[µbskg{ote fdZshnK ik ;eD.
fJ; eoe/ bkfJpq/oh eowukohnK B{z bkfJpq/oh gqpzX dk frnkB j'Dk }o{oh j?.
1H1H13 ;zy/g ;tkb itkp L^
1H gqpzX eh j?<
2H eh gqpzX fJe ebk j?<
3H eh gqpzX ftfrnkB j?<
4H ftfrnkBe gqpzX dk fgsk e'D j?<
5H POSDCORB dk toDB eo'<
6H c/n"b tb'I gqpzX d/ fezB/Q f;XKs fds/ rJ/ jB<
T[so L t/y' gzBk L

1 & 1
2 & 8
3 & 8
4 & 2
5 & 5
6 & u"dK

tZv/ ;tkb L^
1H ;zy/g ftu gqpzX d/ ekoi dZ;'<
2H N/bo dh gqpzX B{z eh d/D j?. ft;skog{ote fby'<
3H c/n"b d/ gqpzXeh f;XKsK B{z fpnkB eo', bkfJpq/oh ezwK ftu fJjBK dh eh ;fEsh j?<

1H1.14nZr/ gVQB bJh
1H nihs f;zx ns/ ;fjrb, ghH;hH L bkfJpq/oh ns/ ;{uBk e/IdoK dk gqpzX, gfNnkbk L wdkB

gpbhe/µB, 2004H
2H Mittal, R.L : Library Administration : Theory and Practice. Ed5, 1984

3 Nawalani ,  Kishni,  Libray management in the changing scenario :

Concepts, operations of practices. 2006.

4. Krishan Kumar :  Library Administration & Mgt. 1987.

5. Koontz, Harold and Weihrich, H. : Essentials of Management. Ed. 8, 2010.



p?u{bo nkca bkfJpq/oh n?Iv fJBckow/µB ;kfJz; gouk 

wB/iw?IN nkÕ bkfJpq/ohi n?Iv
fJBcow/µB ; ?INo}

gkm BzL 1H2 b/ye L gq'L e/H BtbkBh

bkfJpq/oh ;zrmB L (LIBRARY ORGANISATION)

o{g o/yk L
1H2H0 T[d/µ
1H2H1 G{fwek
1H2H2 noE ns/ gfoGkµk
1H2H3 nfXekoh

1H2H2H1 noE
1H2H2H2 gfoGkµk

 1H2H4 bkfJpq/oh nfXekoh
1H2H5 bkfJp/qoh nfXekoh dhnK fe;wK

1H2H5H1 B?µBb bkfJpq/oh nfXekoh
1H2H5H2 gpfbe bkfJpq/oh nfXekoh
1H2H5H3 nekdfwe bkfJpq/oh nfXekoh
1H2H5H4 ftµ/µ bkfJpq/oh nfXekoh
1H2H5H5 bkfJpq/oh nfXekoh d/ ezw

1H2H6 ew/Nh
1H2H6H1 bkfJp/qoh ew/Nh
1H2H6H2 okµNoh bkfJpq/oh ew/Nh
1H2H6H3 ;N/N bkfJpq/oh ew/Nh
1H2H6H4 ;EkfBe (local) bkfJp/qoh ew/Nh
1H2H6H5 :{Bhtof;Nh bkfJpq/oh ew/Nh
1H2H6H6 ekfbi bkfJp/qoh ew/Nh
1H2H6H7 ;e{b bkfJpq/oh e/wNh
1H2H6H8 ftµ/µ bkfJpq/oh ew/Nh

1H2H7 bkfJpq/oh nfXekoh, bkfJp/qoh ew/Nh ns/ bkfJpq/ohnB
1H2H8 bkfJpq/oh YKuk
1H2H9 ;ko
1H2H10 ;t?^u?e nfGnk;
1H2H11 nZr/ gVQB bJh

1H2H0 T[d/µ L- (Objectives)

12
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(i) ;zrmB ns/ nfXekoh d/ noE ns/ gfoGkµk ikDBkl
(ii) ftfGzB fe;wK d/ bkfJpq/oh nfXekohnK ftueko nzso ikDBkl
(iii) bkfJpq/oh nfXekohnK d/ ezw dk ftµb/µDl
(iv) nbr nbr gZXoK T[_Zs/ bkfJpq/oh ew/NhnK dh wjZssk B{z gSkDBkl
(v) bkfJpq/oh ew/Nh d/ ezwK dk w[bKeD eoBkl
(vi) bkfJp/qoh YKu/ dk ;zrmB fJ; dhnK pbdhnK ftXhnK d/ nkXko ikDBkl ns/
(vii) bkfJp/qoh nfXekoh, bkfJp/qoh  ew/Nh ns/ bkfJpq/ohnB dh tZy^tZy G{fwek pko/ frnkB j'Dk.
1H2H1 G{fwek L (̂Introduction)

nbr nbr fe;w d/ ezwK B{z eoB tk;s/ ;wki B{z ;zrmBK (organisations) dh b'V g?Idh j?.  ;kB{z
pZfunK B{z f;Zfynk d/D bJh fit/I ;e{b, ekfbia ns/ :{Bhtof;NhnK tor/ ;zrmBK dh b'V g?Idh j?. ;kv/ ftZuI' pj[s
;ko/ ;zrmBK ftu ezw eod/ jB fit/I o/bt/ p'ov, fpibh ftGkr, bkfJpq/ohnK. fJ; gqeko ;zrmBK B{z ;wki,
;w[dkfJ, µfjo, fgzv nkfd f}zdrh d/ jo y/so ftu t/y ;ed/ jK.

nZi dk :[Zr ;zrmBK dk :[Zr j?. fJj ;kv/ ;wki dk nkXko jB wB[Zyh b'VK d/ ekoB ;zrmBK
dh pj[s b'V j?. fJeZbk ftnesh ;ko/ ezw BjhI eo ;edk. fJ; bJh ftnesh B{z ;w{j ftu µkwb
j' e/ ezw eoBk g?Idk j?. gfotko, ;w[dkfJ iK ;wki tKr À;zrmB Bz{ Bk jh wB'ftfrnkBe wB[Zyh
;[Gk s/ Bk jh pkJhnkb'iheb Biological) b'VK dh soQK fsnko  eod/ jK. ;r'I fJ; d/ nkgD/ T[d/µ
j[zd/ jB.Á ghNo n?Õ voZeo.

fJ; gqeko ;zrmB B{z ftneshnK d/ ;w{j ti'I T[d/µ gqkgs eoB bJh pDkfJnk iKdk j?. ;zrmB
S'N/, wZXw s/ tZv/ neko d/ j' ;ed/ jB. T[j ;EkfBe, d/µ iK wbNhB?µBb fit/I  gpfbe bkfJpq/oh,
B?µBb bkfJpq/oh ns/ nekfdwe bkfJp/qohnK j[zdhnK jB fJ; fe;w d/ j[zd/ jB.
1H2H2 noE ns/ gfoGkµk L (̂Meaning & Definition)

;zrmB, T[jBK ftneshnK dk ;w{j jz[dk j? fijV/ fJeZm/ j' e/ e'Jh feZsk, ebZp nkfd pDkT[Id/
jB. fJe ftµ/µ T[d/µ B{z gqkgs eoB bJh L tgko|okiBhse|;t?^fJSZs ;z;EktK fsnko ehshnK iKdhnK
jB,Á n'e;c'ov nvtK;v boBoi fve;Boh ;z;eoD-6. nfwsk fJNikT[Bh nB[;ko ;zrmB ÀwB[Zyh
fJeZm dh T[j ;wkfie fJekJh j?, fijVh ftµ/µ T[d/µ gqkgs eoB bJh ikDp[M e/ fsnko ehsh iKdh j?.Á
1H2H3 nfXekoh L^ (Authority)

fe;/ th ;z;Ek iK ;zrmB B{z ubkT[D bJh nfXekoh dh b'V j[zdh j?.
1H2H3H1 noE L (̂Meaning)

n'e;c'ov nvtK; boBo} fve;Boh nB[;ko À;z;Ek|;zrmB d/ T[j b'e fijBK e'b c?;b/ b?D
dh µesh j't/ iK fijBK e'b d/µ iK fJbke/ d/ ftµ/µ y/so dh i[zw/tkoh fBGkT[D dh µesh j't/.Á  T[; B[z{
nfXekoh nkyd/ jK.
1H2H3H2 gfoGkµk L (̂Definition)

co?eIfbB ihH w{o d/ ftuko ftu ÀnfXekoh c?;b/ b?D bJh ns/ T[jBK B{z bkr{ eoB dh fJe
µesh nytkT[Idk j?.Á

No{vh j?bo nB[;ko ÀfBoXkos ehs/ rJ/ ezwK B{z B/go/ ukVB bJh nyfsnkoh µesh B{z nfXekoh
nfynk iKdk j?.

ftufou ns/ e[zNi d/ µpdK ftu Àc?;bk eoB ftu nyfsnkoh nfGnk; B{z nfXekoh nkyd/ jK.
fJj nkw s"o s/ o[sp/ iK ekB{zBh µesh s'I T[sgzB j[zdh j?.Á
1H2H4 bkfJpq/oh nfXekoh L (̂Library Authority)
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bkfJpq/oh nfXekoh nkw s"o s/ bkfJpq/oh YKu/ ftu f;Zyo dk ;EkB oZydk j?. fJj BhshnK fsnko
eoB dh ;Gk j?. fJj fJe ftnesh iK ftneshnK dk ;w{j j' ;edk j?. fJj fe;/ fJbke/ iK fe;/ d/µ
ftu bkfJpq/oh ;/tktK gqdkB eoB bJh i[zw/tko j[zdk j?. fJj fJe ekB{zBh ;Gk j' ;edh j? iK fJj iz[w/tkoh
fJ; B{z T[_Zu ;Gk tb'I gqdkB ehsh ik ;edh j?.

nfXekoh dhnK µeshnK ns/ fvT{NhnK th j[zdhnK jB fit/I L ;N/N gpfbe bkfJpq/oh nfXekoh
oki ftu bkfJp/qoh ;/tktK gqdkB eoB bJh i[zw/tko j[zdk j?.
1H2H5 bkfJpq/oh nfXekoh dhnK fe;wK L (̂Types of Library Authority)

bkfJpq/oh nfXekoh fBwBfbys jB. fJj bkfJp/qoh dhnK fe;wK T[s/ nXkfos jB.
B?µBb bkfJp/qoh nfXekoh.
gpfbe bkfJp/qoh nfXekoh.
nekdfwe bkfJp/qoh nfXekoh.
ftµ/µ bkfJp/qoh nfXekoh.

1H2H5H1 B?µBb bkfJp/qoh nfXekoh L^ (National Library Authority)

B?µBb bkfJp/qoh nfXekoh nkws"o s/ d/µ dh ;oeko tZb'I Bh:s ehsk iKdk j?. Gkos dh okµNoh
bkfJpq/oh, okµNoh wjZssk dh ;z;Ek j?. ÀfJj Gkos ;oeko d/ fvgkoNw?IN nkÕ ebuo, wfB;Noh nkÕ
N{fo}w n?Iv ebuoÁ nXhB ezw eodh j?.  vkfJo?eNo fJ; dk w[Zyh j?. bkfJpq/ohnB B{z fJ; dk fgqz;hgb
bkfJp/qoh n?Iv fJBckow/;B nÕ;o nkyd/ jK.

vkH n?;HnkoH ozrkBkEB d/ wkvb bkfJpq/oh fpZb B/ fJ; d/ ezwK dh ftt;Ek ehsh j?. Àe/Idoh
f;Zfynk wzsoh fJ; dk wzsoh nytkT[Idk j? T[j B?µBb bkfJp/qoh nfXekoh j't/rk.Á
1 H wzsoh d/ ekoi L^
1H B?µBb ;?INob bkfJp/qoh gqDkbh B{z ;Ekgs eoBk ;zGkb ns/ T[;dk gqpzX eoBk.
2H jo fJe oki ftu bkfJpq/ohnK ;Ekgs, fte;s ns/ T[BQK dk gqpzX eoBkl gpfbe bkfJpq/oh gqDkbh

B{z jo fJe gZXo d/ gj[zukDkl j;gskb bkfJp/qoh ;/tktK ns/  e?dh bkfJpq/oh ;/tktK dk gqpzX
eoBk.

2 H B?µBb ;?INob bkfJpq/oh gqDkbh L^
B?µBb ;?Nob bkfJpq/oh gqDkbh ftu L^

1H B?µBb ekghokJhN bkfJp/qohl
2H B?µBb vkow/Noh (dormitory) bkfJpq/oh l
3H B?µBb ;oft; bkfJp/qoh}l
4H B?µBb ;h c/noo (sea farers) bkfJp/qoh}l
5H B?µBb ezN?eN (contact) bkfJp/qoh}.
3 H B?µBb ;?INob bkfJpq/oh} gqDkbh L^

B?µBb ;?INob bkfJp/qoh} gqDkbh ftu, B?;aBb ekgh okJhN bkfJpq/oh ns/ B?;aBb vkowNoh
Dormitory) bkfJp/qohnK th ;akwb ehshnK ikDrhnK.
4 H B?µBb ;oft; bkfJp/qoh L^
1H B?u{ob ;kfJz; (Natural) ns/ 2-3 Bzpo B{z Sv e/.
2H n?rohebuob ;kfJz;.
3H wkBfteh (Humanities) n?Iv iBo/fbnk.
4H µ'µb ;kfJz; ns/
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5H 1 s'I 5 µ/qDh ftu j'o ;zpfXs ftfµnK ftu nk ;edhnK bkfJp/qohnK B{z ;pzfXs wzsoh ;w/I ;w/I f;o
fBoXkos eo ;edk j?.

5H B?µBb ;hc/noo} bkfJp/qoh} (National Seafarers Libraries) gqDkbh L^
fJ; gqDkbh nXhB fBwB fbys bkfJp/qohnK nkT[IdhnK jB.

(1) pzdorkjK d/ B/V/ fit/IL ebeZsk, ft;kykgNBw, wdok;, e'uhB, pzpJh, ns/ Gkos d/ j'o
GkrK ftu i' ;w/I ;w/I f;o wzsoh tZb'I B?µBb ;hc/noo} bkfJpq/ohnK ;Ekgs ehshnK ikDrhnK.

(2) jo Gkosh ;w[zdoh ijki ftu B?µBb ;hc/noo} bkfJp/qoh.
(3) ftd/µK ftu pzdorkjK T[s/ bzp/ ;w/I bJh w[ozws nkfd bJh mfjo/ j'J/ ;w/I ;w/I f;o wzsoh tZb'I jo

fJe Gkosh ;w[zdoh ijki tk;s/ B?µBb ;hc/noo} bkfJpq/oh ;Ekgs ehsh ik ;edh j?.
6H B?µBb ezN?eN bkfJp/qoh} gqDkbh L^

À B?µBb ezN?eN bkfJp/qoh} gqDkbh ftu ;w/I ;w/I f;o wzsoh d[nkok jo d/µ ftu e[M izB ;zfynk
d/ ;w{j bJh bkfJpq/oh ;Ekgs ehsh ik ;edh j?. Á
7 H B?µBb bkfJpq/ohi fvgkoNw?IN L^

wzsohnK B{z B?µBb ;?INob bkfJp/qoh} d/ gqpzXeh ezwK ftu ;jkfJsk d/D bJh bkfJpq/ohnK dk
B?µBb fvgkoNw?IN j't/rk fi; e'b b'VhIdk nwbk th j't/rk. (Seminar on Public Library System (Banga-

lore (28-30 April 1972) edited by S.R. Ranganathan and A Neelameghan). Banglore : Sarda Ranganathan Endow-

ment for Library Science 1972.)
1H2H5H2H gpfbe bkfJpq/oh nfXekoh L (̂Public Library Authority)

Gkos d/ jo fJe oki ftu wzsoh, ;N/N gb?fBzr p'ov ew/NhnK nkfd w"i{d jB.
bkfJpq/oh okiK dk ft;ak j?. fJ; bJh Gkos d/ okiK ftu bkfJpq/oh dh ftt;Ek tZy tZy j?. Gkos

d/ e[M okiK tb'I nkgD/ nkgD/ okiK ftu bkfJpo/oh ;/tktK gqdkB eoB bJh bkfJpq/oh ftXkB  iK ekB{zB
bkr{ ehs/ j'J/ jB. pj[frDsh okiK B/ ni/ fJ; fd;ak tZb e'f;a;a BjhI ehsh j?. oki ftu bkfJpq/oh ;/tktK
gqdkB eoB bJh pDkJ/ rJ/ ftXkB|ekB{zB ftu ni/ se fJ; rZb pko/ tyo/t/I jB fe oki ftu bkfJpq/oh
;/tktK gqdkB eoB bJh iz[w/tko e'D j't/rk <

vkH ozrkBkEB d/ wkvb bkfJpq/oh fpb ftu ;N/N ns/ b'eb bkfJpq/oh nfXekohnK, T[jBK dk
;zftXkB, fvT{NhnK nkfd dh ftt;Ek fBwB fdZsh rJh j?. ÀrozE irs oki ftu bkfJpq/oh gqDkbh
fte;s eoB d/ T[d/;a bJh f;Zfynk wzsoh ;N/N bkfJpq/oh nfXekoh j't/rk.Á
1H2H5H2H1 ;N/N bkfJpq/oh nfXekoh dh fvT{Nh L^

;N/N bkfJpq/oh nfXekoh oki tk;s/ bkfJpq/oh ;/tktK gqdkB eoB bJh okiK d/ rozE irs bJh
i[zw/tko j't/rk. fJ; s'I fJbktk T[j fJ; T[d/;a bJh fBoXkos ;z;EktK d/ ftek; ns/ b'eb bkfJpq/oh
nfXekoh tb'I ehs/ n;odko ezwK B{z fBGkT[D bJh ns/ b'eK B{̀ jo EK b'VhIdhnK bkfJpq/oh ;/tktK gqdkB
eoB bJh, ok;aNo Bhsh nyfsnko eo/.Á
1H2H5H2H2 b'eb bkfJpq/oh nfXekoh L^(Local Library Authority)

b'eb bkfJpq/oh nfXekoh dk ;zftXkB.
31 (a) oki ftu gpfbe bkfJpq/oh ;/tktK ;zrfms eoB d/ T[d/;a bJh jo ;afjo ns/ jo fiabQ/ tk;s/
bkfJpq/oh ;/tktK gqdkB eoB bJh b'eb bkfJpq/oh nfXekoh fB:[es ehsk ikt/rk.
(b) fJbke/ dk b'eb bkfJpq/oh nfXekoh T[; fJbke/ d/ BK Bkb ikfDnk ikt/rk fi; tk;s/ T[j
fB:[es ehsk frnk j?. Gkt/I T[j e'Jh ekog'o/N ;Gk feT[I Bk j't/. T[; e'b ekB{zB tb'I fdZshnK ;aeshnK th
j'D fi; okjhI T[j e'Jh ikfJdkd yohd ik t/u ;e/.
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1H2H5H2H3 f;Nh bkfJpq/oh nfXekoh dh pDso L (̂Composition of a City Library Authority)

jo fJe f;Nh (City) bkfJpq/oh nfXekoh dh pDso fJ; soQK j't/rh.
32 (a) fwT[I;hgb ekog'o/;aB iK fwT[I;hgb ekT[I;b dk w/no iK fwT[I;hgb ekT[I;b iK ;afjo dh d{ih

fwT[I;hgb ;Gk dk gqXkB fit/I th jkbks j'D, gdth d/ Bks/ (ex-officio) f;Nh bkfJp/qoh nfXekoh
(authority) dk u/now?B j't/rk.

(b) ;afjo d/ c;aN rq/v ekfbi dk fgqz;hgb,  fijVk ;oeko tb'I ekwiad ehsk j't/, T[j gdth d/ Bks/
nfXekoh (authority) dk T[g u/now?B.

(c) ;afjo dk uhc bkfJpq/ohnB gdth d/ Bks/ f;Nh bkfJpq/oh nfXekoh (City Library Authority) ns/
fJ; dh jo fJe ew/Nh dk ;eZso.

(d) fwT[I;hgb ekog'o/;aB, fwT[I;hgb ekT[I;b iK ;afjo dh j'o ;Gk, fit/I jkbks j'D tb'I d' ftnesh fJ;
d/ w?IpoK ftu'I u[D/ ikDr/.

(e) fJe ftnesh ;oeko tb'I ;afjo ftu ;jkfJsk gqkgs eo ojhnK bkfJpq/ohnK dhnK ezwekih
;GktK (governing bodies) ftu'I Bkwiad ehsk ikt/rk.

(f) ;oeko d[nkok Bkwid, ;afjo d/ jkJh ;e{b dk j?vwk;No.
(g) f;Nh poKu dh ekT[I;b d[nkok Bkwiad ehsk j'fJnk, e'Jh fJe ftnesh, i/eo e'Jh ;N/N

bkfJpq/oh n?;';ahJ/;aB j't/. 
(h) ;afjo d/ nfXeko y/so ftu ;oeko tb'I Bkwiad, fvgkoNw?IN gpfbe fJB;Noe;B (DPI) dk

fJe nÕ;o.
(i) ;afjo d/ nkw ;afjohnK ftu'I ;oeko d[nkok Bkwiad d' ftnesh.
1H2H5H2H4H fv;NfoeN bkfJpq/oh nfXekoh dh pDso L (̂Composition of a District Library Author-

ity)

Àjo fJe fv;NfoeN bkfJpq/oh nfXekoh dh pDso fJ; gqeko j't/rh.
(a) fiabQ/ dk fvgNh efw;aBo iK e[b?eNo fit/I dh ;fEsh j't/ gdth ti'I fv;NfoeN bkfJpq/oh

nfXekoh (authority) dk u/now?B j't/rk.
(b) fiabQ/ d/ c;N rq/v ekfbi dk fgqz;hgb i' ;oeko tb'I Bkwid ehsk j't/, i' gdth ti'I,

fv;NfoeN bkfJpq/oh nfXekoh (authority) dk T[g-u/now?B j't/rk.
(c) fiabQ/ dk uhc bkfJpq/ohnB gdth ti'I fv;NfoeN bkfJpq/oh nfXekoh (authority) ns/

ew/Nh dk ;eZso j't/rkl
(d) fv;NfoeN f;Zfynk nc;o iK fv;NfoeN f;Zfynk fJzB;g?eNo, fij'' fijh ;fEsh j't/l
(e) fv;NfoeN vt?bgw?IN ekT[I;b iK e'Jh d{ih fJ; d/ pokpo dh ;Gk i/ e'Jh j't/, tb'I

fJ;d/ w?IpoK ftu'I d' ftnesh u[D/ ikD.
(f) 50,000 iB ;zfynk tkb/ fJbke/, fi; ftu f;Nh bkfJpq/oh nfXekoh ;Ekgs j't/ B{z SZv e/

fJ; d/ w?IpoK ftu'I jo fwT[I;hgb ekT[I;b iK fiabQ/ ftu j'o d{ih fwT[I;hgb ;Gk d[nkok
fJe ftnesh dh u'D.

(g) 50,000 iB ;zfynk tkb/ fJbke/ s'I fJbktk fi; bJh f;Nh bkfJpq/oh nfXekoh (authority)
;Ekgs j't/. fwT[I;hgb ekT[I;b iK fiabQ/ dhnK j'o e'Jh fwT[I;hgb ;GktK fi; dk
nfXekoh fwT[I;hgb y/so ftu nkT[Idk j't/ fJ; d/ w?IpoK ftu'I ;oeko d[nkok d' ftnesh
Bkwiad.
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(h) fv;NfoeN poKu dh ekT[I;b i/ e'Jh j't/, ;N/N bkfJpq/oh n?;';hJ/;aB tb'I fJe ftnesh
Bkwiad.

(i) fiabQ/ d/ skb[e vt?bgw?IN p'ov i/ e'Jh j't/ w?IpoK ftu'I ;oeko d[nkok Bkwid fJe
ftneshl

(j) fiabQ/ nzdo g/Iv{ gzukfJsK ns/ NkT{B gzukfJsK d/ w?IpoK ftu'I ;oeko d[nkok d' ftnesh
Bkwidl

(k) fiabQ/ ftu ;jkfJsk gqkgs bkfJp/qohnK dhnK d/y o/y ;GktK d/ w?IpoK ftu'I ;oeko tb'I d'
ftnesh Bkwidl

(l) fiabQ/ d/ jkJh ;e{b dk j?vwk;No ;oeko tb'I Bkwidl b'eb bkfJpq/oh nfXekoh fJ;
;ko/ ezw B{̀ fBoXkos fd;ak nB[;ko ubkt/rk.Á

1H2H5H2H5 b'eb bkfJpq/oh nfXekoh dhnK ;aeshnK ns/ ezw L^(Powers and Functions of

Local Library Authority)

ÀfJj jo fJe f;Nh bkfJpq/oh nfXekoh ns/ jo fJe fv;NfoeN bkfJpq/oh nfXekoh dh fvT{Nh
j't/rh fe fJ; d/ nfXeko y/so ftu ofj oj/ ftneshnK B{z bkfJpq/oh ;/tk gqdkB eo/.

jo fJe f;Nh bkfJpq/oh nfXekoh fJe f;Nh ;?INob bkfJpq/oh ;Ekgs eo/.
jo 25000 iB;zfynk d/ ;w{j bJh fJe f;Nh poKu bkfJpq/oh ns/ d{o d[okv/ iB;zfynk ns/ j'o

fJbke/ i' f;Nh poKu bkfJpq/oh dh iB;zfynk s'I xZN jB, T[jBK dh ;/tk tk;s/ fJe f;Nh ;coh bkfJpq/oh
ns/ b'VhId/ f;Nh ;oft; ;N/;aB ;Ekgs eo/.

jo fJe fv;NfoeN bkfJpq/oh nfXekoh, fv;NfoeN ;?INob bkfJpq/oh ;Ekgs eoe/ ;zGkb/rk.
40,000 s'I 10,0000 iB;zfynk tkb/ jo NkT{B bJh d' fv;NfoeN poKu bkfJpq/ohnK.

5000 s'I 40,000 iB;zfynk tkb/ jo fJe NkT{B bJh fJe fv;NfoeN poKu bkfJpq/oh.
40,000 g/Iv{ iB;zfynk bJh fJe fv;NfoeN ;coh bkfJpq/oh i' jo fJe fgzv ns/ fszB S'N/ fgzvK

ftu 15 fdB ftu fJe tko g[;se ;/tk d/ ;edh j?.
;oft; ;N/;aBK dh frDsh ;coh bkfJpq/oh d/ x/o/ ftu nkJ/ fJbke/ nB[;ko fBoXkfos ehsh ik

;edh j?.
jo b'eb bkfJpq/oh nfXekoh T[d/;a gqkgsh tk;s/ bkfJpq/oh ;/tktK d/D bJh bkfJpq/ohnK bJh :'r

iawhB ns/ fJwkos, coBhuo, ;ki' ;kwkB ns/ j'o iao{osK g{ohnK eo ;edh j?.
fJ; dhnK bkfJpq/ohnK bJh g[;seK ns/ j'o c[Neb ;wZrohl i' fJ; n?eN d/ T[d/;a B{z g{ok eoB

bJh j'o :'r feqnktK i/ b'V j'D, gqdkB eoBhnK.
;oeko dh nrkT[I wzBi{oh ns/ gqpzXeh ;Gk dh ;bkj Bkb fe;/ bkfJpq/oh B{z ;oeko tb'I gqtkfBs

;aosK T[s/ gqkgs eoBkl
;oeko dh nrkT[I wzBi{oh Bkb fe;/ bkfJpq/oh B{z spdhb eoBk ns/ pzd eoBkl
fJ; dhnK feqnktK ;zpzXh e'Jh dkB ns/ s'jc/ ;theko eoB/, pµos/ fe e'Jh nuZb dkB ns/ s'jc/

;oeko dh nrkT[I wBi{oh fpBK BjhI ;theko eoB/l
;oekoh wBi{oh Bkb fJ; n?eN d/ T[d/;a d/ tkX/ bJh j'o ezw eoB/l
fJ; n?eN tb'I j'o d{ihnK ;aeshnK ns/ fvT{NhnK fBGkT[DhnK.Á

;aeshnK ns/ ezw L^
w?;{o gpfbe bkfJpq/oh n?eN 1965, b'eb bkfJpq/oh nfXekoh dh ftt;Ek eodk j?. b'eb
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bkfJpq/oh nfXekoh dhnK ;aeshnK ns/ ezw ;?e;B 26 ftu fdZshnK rJhnK jB. fJjBK dk toDB fJ;
gqeko j? L
(a) gpfbe bkfJpq/ohnK bJh :'r iawhB ns/ fJwkos gqdkB eoBh. T[d/;aK B{z gqkgs eoB bJh ns/

coBhuo, ;ki' ;kwkB ns/ j'o b'VhIdhnK ;j{bsK d/DhnKl
(b) nfijhnK bkfJpq/ohnK B{z g[;seK, o;kb/ nkfd d/D/l
(c) ;oeko dh nrkT[I wBi{oh Bkb fe;/ bkfJpq/oh B{z spdhb eoBk iK pzd eoBkl
(d) e'Jh dkB, s'jc/ i' fJ; dhnK feqnktK d/ T[d/;aK nB[;ko j'D, ;theko eoB/, p;os/ fe e'Jh nuZb

dkB ns/ s'jc/ dh gqkgsh oki ;oeko dh nrkT[I wBi{oh s'I fpBK ;theko BjhI eoB/l
(e) b?euo ns/ d{ihnK j'o feqnktK eoBhnKl
(f) ;oeko dh nrkT[I wBi{oh ns/ gqpzXeh ;Gk dh ;bkj Bkb fe;/ bkfJpq/oh nkfd B{̀ gqkgs eoBkl
(g) oki ;oeko dh wBi{oh Bkb nfij/ ezw eoB/ fijV/ fJ; n?eN d/ T[d/;aK ftu tkXk eoB :'r j'D.
:{He/H L^

fJzrb?Iv ftu gfjbh ngq?b 1965 s'I gfjbK fiBQK B/ bkfJpq/oh n?eN ngDkfJnk j'fJnk ;h. e'Jh
th b'eb ekT[I;b bkfJpq/oh nfXekoh nytkT[Idk ;h. fJj b'eb ;oeko gqsh fizw/tko j[zdk ;h. ;ko/
;afjohnK ns/ r?o ;afjohnK, eowukohnK ns/ ftfdnkoEhnK B{z bkfJp/qoh ;/tk d/D dh fJ; dh fvT{Nh ;h.
fJ; T[d/;a tk;s/ fJwkos, ;ki' ;kwkB, g[;seK ns/ j'o b'VhIdh ;wZroh gqdkB ehsh iKdh ;h.

1972 d/ b'eb ;oeko n?eN B/ ;fEsh B{z pdb fdZsk ;h. fJzrb?Iv ns/ t/bia ftu d' gZXoK tkb/
nfXekoh ;B HHH ekT[INhi ns/ fv;NfoeNia. ;afjoh fJbkfenK ftu T[jBK B{̀ w?No'g'bhNhnB ekT[INhia
ns/ w?No'g'bhNhnB fv;NfoeNia nkyd/ ;B. g/Iv{ fJbkfenK ftu BkB w?No'g'bhNhnB ekT[INhia ns/ BkB
w?No'g'bhN/nB fv;NfoeNia j[zdhnK ;B.
:{Hn?;HJ/H L^

nwoheB bkfJpq/oh gqDkbh B{̀ ezNo'b eoB bJh :{Hn?;HJ/H ftu p'ov nkca bkfJpq/oh NoZ;Nhia
fizw/tko j[zdk j?. fJ; B{ ̀bkfJpq/oh p'ov, p'ov nkc vkfJo?eNoia, bkfJpq/oh NoZ;Nhia ns/ ed/ ed/ bkfJpq/oh
ew/Nh th nkyd/ jK.
1H2H5H3 nekdfwe bkfJpq/oh nfXekoh L (̂Academic Library Authority)

;kohnK nekdfwe bkfJpq/ohnK ftu bkfJpq/oh nfXekoh j[zd/ jB. gozs{ T[jBK d/ ezw ns/ BK tZy
tZy jB. Gkos ftu nkw s"o s/ ;?B/N, f;zvhe/N, ekoiekoh ekT[I;b :{Bhtof;Nh bkfJpq/oh nfXekoh j'
;ed/ jB. nwohek ftu fJ; B{̀ ;?B/N|p'ov nkc NoZ;Nhia nkfynk iKdk j?.

ekbiK ns/ ;e{bK ftu p'ov nkc wB/iw?IN, fgqz;hgb s/ nvtkfJioh e";b bkfJpq/oh nfXekoh j'
;ed/ jB. ;oekoh ekbi ns/ ;e{b, ;N/N wfB;aNoh nkca n?i{e/;aB nXhB nkT[Id/ jB. fJj fJjBK dhnK
BhshnK fsnko eoB tkbhnK J/iz;hnK pD iKdhnK jB.
1H2H5H4 ft;a/;a bkfJpq/oh nfXekoh L^ (Special Library Authority)

;z;Ek dh f;Zyo gqpzXeh ;Gk (top management body) bkfJpq/oh nfXekoh d/ s"o s/ ikDh iKdh j?.
ok;aNoh ;z;Ek dh bkfJpq/oh d/ wkwb/ ftu fJ; d/ p'ov nkca wB/iw?IN iK ekoiekoh ;Gk fJ; d/ nfXekoh
j[zd/ jB. e[M jkbsK ftu fe;/ iao{oh wkwfbnK ftu wzsoh th BhshnK fsnko eod/ jB.
 1H2H5H5 bkfJpq/oh nfXekoh d/ ezw (Functions of Library Authority)

bkfJpq/oh nfXekoh bkfJpq/oh dh f;Zyo dhnK BhshnK fsnko eoB tkbh ;Gk nytkT[Idk j?. fJj
nkw s"o s/ fBwBfbys ezw eodk j?.
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1 H BhshnK fsnko eoBhnK L (Policy Making Body) jo ;z;Ek B{̀ fJ; d/ ezw bJh :'iBkpzdh,
BhshnK ns/ gq'rokw pDkT[D/ g?Id/ jB. bkfJpq/oh nfXekoh bkfJpq/oh tk;s/ d{o fdq;aNh, fw;aB, G{fwek ns/
T[d/;a fBoXkos eodk j?. fJjBK dhnK f;cko;aK bkfJpq/oh ew/Nh iK d{ih ;GktK iK bkfJpq/ohnB eodk
j?. gozs{ bkfJpq/oh nfXekoh jh fJjBK B{̀ gqtkfDs eodk j?.
2 H :'iBkpzdh eoBh L (Planning) :'iBkpzdh dk Gkt, GftZy tZb MkeDk. ;z;Ek B{̀ GftZy ftu fet/I
fte;s eoBk j?, fJ; tk;s/ :'iBkpzdh ehsh iKdh j?. bkfJpq/oh d/ ftek; bJh, fJj bkfJpq/oh nfXekoh
jh j[zdk j? fijVk :'iBk fsnko eotkT[Idk j?. fJjh fJe ;Gk j? i' bkfJpq/oh bJh ;kXB T[gbpX
eotkT[Idh j?.
3 H pZiN L (Budget) :'iBktK B{̀ gqkgs eoB bJh ªpZiN« ftZsh feqnktK dk toDB j?. ;z;Ek ftu
pZiN :'iBkpzdh n"iko j?. fJj nkwdB ns/ you/ B{̀ dZ;dk j?.

pZiN :'iBk B{̀, gq'rokw ns/ ;/tktK dh ftt;Ek fsnko eoB ftu ns/ fJjBK B{̀ bkr{ eoB ftu :'r
G{fwek fBGkT[Idk j?. bkfJpq/oh nfXekoh, bkfJpq/oh ;/tktK ns/ :'iBktK B{̀ g{ok eoB bJh g?;/ dh wBi{oh d/Idk
j?.
4 H fB:w, fB:wpzXB ns/ fiwBh ekB{zB fsnko eoB/ L (Frame Rules and Regulations and

Bye Law) ;z;Ek B{z ubkT[D bJh fB:w ns/ fB:wpzXB iao{oh jB. fJj ;Nkc, gkmeK nkfd dh
okjB[wkJh eod/ jB. fJjBK fB:wK dhnK f;cko;aK bkfJpq/oh ew/Nh eodh j?. gozs{ nkyoh wBi{oh
bkfJpq/oh nfXekoh gk;'I jh fwbdh j?.
5 H bkfJpq/oh fJwkos ns/ ;ki' ;kwkB dh ftt;Ek eoBk L (Provision of Library Buiding and

Infrastructure) bkfJpq/oh, ybkn (vacuum) ftu ezw BjhI eo ;edh fJ; B{̀ fJwkos ns/ ;ki' ;kwkB dh
b'V j[zdh j?. fJjBK dk fJzsikw nfXekoh eodk j?.
6 H ;zrqfj fte;s eoBk L (Collection development) gkmeK B{̀ bkfJpq/oh ;/tktK gqdkB eoB dk
nkXko gVQB:'r ;wZroh dk ;zrqfj j?. fJ; B{̀ fte;s eoB bJh bkfJpq/oh nfXekoh BhshnK pDkT[Idk j?
s/ ;kXB T[gbpX eotkT[Idk j?.
7 H wB[Zyh µesh L (Manpower) bkfJp/qoh feosh ;/tktK torh ;z;Ek j? fJ; dh mhe rshftXhnK
bJh fJ; B{̀ bkfJpq/ohnB ns/ bkfJpq/oh ;Nkc dh b'V j[zdh j?. bkfJpq/oh dh tXhnk ekor[ikoh bJh
bkfJpq/oh nfXekoh Y[et/I ns/ f;fyns bkfJpq/ohnB ns/ ;Nkc dh Gosh eodk j?. fJj T[jBK d/ ftek;
dk fXnkB th oZydk j?.
8 H d/yGkb, fBohyD ns/ ezNo'b L (Care, Inspection and Control)

 bkfJpq/oh nfXekoh dk fJj fJe wjZstg{oD ezw j? fe ;w/I ;w/I f;o bkfJpq/oh d/ ezweki dh d/yGkb eodk oj/.
fJj bkfJpq/ohnB ns/ bkfJpq/oh ew/Nh B{ ̀tZy tZy bkfJpq/oh ;/tktK pko/ ;bkj w;tok fdzdk j?. fJj bkfJpq/oh dhnK
feqnktK dk fBohyD ns/ ezNo'b th eodk j?.
9 H b/yk ns/ b/yk-gVskb L (Accounting and Auditing) bkfJpq/oh nkw s"o s/ b'eK d/ g?;/ Bkb
ubdh j?. b/yk ns/ b/yk-gVskb b'e ftZs bJh d' nfijhnK ezNo'b gqfefonktK jB fiBQK d[nkok
bkfJpq/oh nfXekoh nkgDk ftZsh ezNo'b oZydk j?. bkfJpq/oh nfXekoh b/yk ns/ b/yk-gVskb fog'oN gqkgs
eodk j? ns/ fJ; B{̀ wBi{o eodk j?.
10H ;bkBk fog'oN L (Annual Report) bkfJpq/ohnB tb'I bkfJpq/oh d/ ezweki dh ;bkBk fog'oN
g/;a ehsh iKdh j?. bkfJpq/oh ew/Nh dh f;cko;a T[gozs, bkfJpq/oh nfXekoh fJ; dh gqtkBrh fdzdk j?.
11H bkfJpq/oh ;fj:'r L (Library Co-operation) nkX[fBe :[Zr ftu ;{uBk ns/ ;zrqfj se xZN
ehws T[s/ gj[zu gqdkB eoB bJh bkfJpq/oh ;fj:'r ns/ B?Ntofezr dh b'V j?. fJj bkfJpq/oh nfXekoh
j? fijVk fJ; T[d/;a bJh b'VhIdhnK B;hjsK ns/ gqtkBrhnK d/Idk j?.
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12H w[bKeD L(Evaluation)  bkfJpq/oh nfXekoh fJ; rZb dk w[bKeD th eodk j? fe bkfJpq/oh
fezBQh e[ ;[:'r ns/ n;odko j?. eh fJj gkmeK B{̀ tZy tZy fe;w dhnK ;/tk gqdkB eo ojh j?<

1H2H6 ew/Nh (Committee)

pj[s ;kohnK nkX[fBe ;z;EktK ftu ew/Nh wjZstg{oB ;EkB oZydh j?. fJj ;wZf;nk tk;s/ ftfGzB
ftuko fdzdh j?. fJj tZy^tZy ftneshnK dk frnkB, w[jkoks, siop/ dk bkG b?Idh j?. fJj m'; ns/ ra?o
socdkoh c?;b/ eoB ftu ;jkfJsk eodh j?.
noE L^

Àew/Nh b'eK dk ;w{j j? fi; Bz{ c?;b/ b?D bJh iK fe;/ ft;a/a;a ft;a/ pko/ ftukoK eoB bJh tZv/
;w{j tb'I u[fDnk iKdk j?.Á

(Oxford advanced learner's dictionary 6th ed. Oxford : Oxford University Press 2000, p. 242).

ÀftneshnK dk ;w{j nkw s"o s/ S'N/ o{g ftu ft;a/;a ;wZf;nktK iK wZdK bJh eZu/ iK ;EkJh nkXko s/
f;cko;aK eoB bJh nfXekos j't/ ns/ u[fDnk frnk j't/. T[; Bz{ ew/Nh nkyd/ jK.Á

(Dictionary of administration and management : authoriative comprehensive. Los Angles : System

Research Institute, 1981, pp. 211).

Àew/Nh ftneshnK dk T[j ;w{j j? fijVk ;w{j d/ Bks/ ;{uBK, ;bkj, ftukoK dk spkdbk iK c?;b/
d/ T[d/;a bJh tuBpZX j't/.Á

(Weihrich Heinz. Management a global perspective 10th ed. New York : McGraw Hill, 1994, p.

712).

b'V L^(Need)

ew/Nh ;z;Ek d/ eowukohnK ns/ nbZr nbZr fJekJhnK|ftGkrK ftu'I ftfGzB y/soK d/ ftneshnK ns/
ft;/;arK Bz{ fJeZso eoB dk ;kXB j?. fJj T[jBK d/ frnkB, siopk, w[jkoks, fBg[zBsk, fdq;aNhe'D s'I bkjk
b?Idh j?. fJj ;wZf;nktK ns/ ft;a/ Bz{ ;wMD ftu ;jkfJsk eodhnK jB. ftuko tNKdok eoB t/b/ pdbt/I jZb
gSkDB ftu th ;jkfJsk fwbdh j?. fJj BhshnK ns/ c?;fbnK tk;s/ tuBpZXsk gqkgs eoB ftu ;jkfJe jB.
;zuko Bz{ nk;kB eodh j?. fJ; dk b'eK T[s/ uzrk gqGkt ns/ n;o o;{y j[zdk j?. b'eszsoh gj[zu j'D ekoB c?;b/
b?D t/b/ ftukoK bJh y[bQw y[Zbk ;[szso tkd fttkd gqkgs j[zdk j?. ew/Nh d/ c?;fbnK dk pj[s gqGkt ns/ dp-
dpk j[zdk j?. ew/Nh w?Ipo bkfJpq/oh feqnktK ns/ bkfJpq/oh ;w[dkfJ ftueko d{s dk ezw eo ;ed/ jB.
jkBhnK L^ (Disadvantage)

fJ; dhnK e[M jkBhnK th jB. fJj c?;b/ b?D ftu pj[s ;[;s j[zdhnK jB. c?;b/ wfjzr/ g?Id/ jB.
;wK th fiankdk brdk j?. w?IpoK ftueko eJh okiBhse dpkn mhe c?;b/ b?D ftu nVuDk gk fdzd/ jB. eJh
tkoh bzph gqfeqnk ekoB ew/Nh d/ c?;b/ gZSV iKd/ jB.
1H2H6H1 bkfJpq/oh ew/Nh L (̂Library Committee)

bkfJpq/oh ew/Nh dh b'V ;kohnK fe;wK dhnK bkfJpq/ohnK ftu wfj;{; ehsh rJh j?. Gkos ftu
pj[s ;kohnK gpfbe bkfJpq/ohnK d/ n?eN ftu bkfJpq/oh ew/NhnK dh ftt;Ek j?.

ÀbkfJpq/oh ew/Nh bkfJpq/oh ;/tktK dh ftt;Ek pDkT[D bJh i[zw/tko j?.Á
(Librarian's glossary by Leonard Montague Harrod. 4th ed. New Delhi : India

Book Co., 1977).
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bkfJpq /oh ew/Nh dhnK fe;wK L (̂Types)

1H ;N?fvzr ew/Nh L fJj gZe/ s"o s/ ;wZf;nktK Bz{ jZb eoB bJh nk:'fis ehsh j'Jh ew/Nh j[zdh j?
fit/I fe g[;se ew/Nh, ftZs ew/Nh.
2H eZuh|sdnoE ew/Nh L fJj fe;/ ft;/a;a ezw Bz{ eoB bJh pDkJh iKdh j?. fit/I ;kcNt/no dh u'D
eoBh j't/. T[; tk;s/ pDkJh rJh ew/Nh fJ; fe;w dh j[zdh j?.
3H nvtkfJiaoh ew/Nh L nfijh ew/Nh e/tb nkgDhnK f;cako;aK eodh j?. nfXekoh tb'I fJ; dhnK f;cako;aK
wzBhnK iK BjhI wzBhnK iKdhnK. fit/I f;Bjk ew/Nh.
4H ekoiekoh ew/Nh L fJ; e'b c?;fbnK Bz{ bkr{ eoB tk;s/ ;aeshnK ns/ nfXeko j[zd/ jB. fJ; d/ ezw
gqpzXeh jz[d/ jB. fit/I :{Bhtof;Nh dh f;zvhe/N.

vkH n?;HnkoH ozrkBkEB dk wkvb gpfbe bkfJpq/oh n?eN nbZr nbZr gZXo T[s/ fBwBfbys ew/NhnK
dh ftt;Ek eodk j? ns/ T[jBK dk ;zftXkB th d;dk j?. ew/NhnK dh µq/Dh tzv fJ; soQK j?L-
1H2H6H2 B?;aBb bkfJpq/oh ew/Nh (National Library Committee)

n?eN nB[;ko B?;aBb bkfJpq/oh nfXekoh Bz{ ;kfonK wkwfbnK bJh ;bkj w;atok d/D d/
T[d/;a bJh fJe B?;aBb bkfJpq/oh ew/Nh j't/rh.
w?Ipof;ag L^
B?;aBb bkfJpq/oh ew/Nh ftu j/m fby/ w?Ipo j'Dr/.

(1) wfB;aNo (gdth ti'I u/now?B)l
(2) B?;aBb bkfJpq/ohnB (gdth ti'I ;?eNoh)l
(3) :{BhnB wfB;Noh nkca n?i{e/;aB dk ;?eNoh iK T[; dk fvgNhl
(4) :{BhnB wfB;Noh nkca ckfJB?I; dk ;?eNoh iK T[; dk fvgNhl
(5) wfB;Noh nkca fJe;NoBb nc/noi dk ;?eNoh iK T[; dk fvgNhl
(6) gkobhw?IN d/ jo fJe jkT{; d/ w?IpoK ftu'I fJe fJe u[fDnk frnk ftneshl
(7) fJe ftnesh eqwtko :{Bhtof;Nh nkca fdZbh ns/ itkjo bkb Bfjo{ :{Bhtof;Nh

fdZbh, d/ ekiekoh tb'I Bkwikdl
(8) fJe ftnesh B?;aBb o[sp/ dh bkfJpq/oh n?;';hJ/;aB d/ ekoiekoh d[nkok fB:[es ns/

fJ; T[d/; bJh wBi{oh wzsoh tb'I j't/rhl ns/
(9) wzsoh tb'I fJe ftnesh d/; ftu' I bkfJpq /oh Xzd/ Bkb ;zp zfXs, Bkwiad ehsk

ikt/rk.Á
1H2H6H3 ;N/N bkfJpq/oh ew/Nh L (̂State Library Committee)

fJ; n?eN nB[;ko ;N/N bkfJpq/oh nfXekoh Bz{ ;kfonK wkwfbnK bJh ;bkj w;atok d/D d/ T[d/;a
bJh ;N/N bkfJpq/oh ew/Nh j't/rh.
1H2H6H3H1 w?Ipof;ag L ;N/N bkfJpq/oh ew/Nh ftu fBwBfbys w?Ipo j'Dr/ L

(T) wfB;No (gdth ti'I u/now?B)l
(n) b'eb ;?bc rtoBw?IN dk wfB;No fJBuko} iK T[; dk fvgNh,
(J) ;N/N bkfJp/qohnB, gdth ti'I ;?eNohl
(;) f;fynk ;eZso
(j) f;fynk vkfJo?eNol
(e) ;N/N ftXkB ;Gk d[nkok fB:[es d' ftneshl
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(y) ;N/N ftXkB eKT[;b i/ j't/ tb'I fB:[es fJe ftnesh l
(r) ;N/N dh jo fJe :{Bhtof;Nh d/ ekoiekoh tb'I fB:[es fJe ftneshl

      (x) eqwtko, tkoh nB[;ko jo d'B'I f;Nh bkfJpq/oh nfXekohnK d/ w?IpoK ftu'I fJe ftnesh
u[DBkl

     (C) eqwtko, tkoh nB[;ko fszBK fv;NfoeN bkfJpq/oh nfXekohnK ftu'I fJe ftnesh u[DBkl
B'NL  e'Jh ;N/N fi; d/ 20 s'I tZX fiab/Q j'D fJjBK d/ fv;NfoeN bkfJpq/oh nfXekohnK ftu'I tkoh nB[;ko
uko B[wkfJd/ u[D/ ik ;ed/ jB.
      (u) fJ; T[d/µ bJh wzsoh tZb'I gotkfBs, bkfJpq/oh n?;';hn;B d/ ekoiekoh d[nkok fszB

ftnesh dh u'Dl
      (S) wzsoh tZb'I fszB bkfJpq/oh ftµ/µrK dh u'D, fiBQK B{z bfJpq/oh ;kfJz; ns/ bkfJpq/oh

;/tktK dk ftµ/µ frnkB j't/.
1H2H6H4 ;EkfBe iK b'eb bkfJpq/oh ew/Nh L (̂Local Library Committees)

Àb'eb bkfJpq/oh nfXekoh tZb'I fJ; d/ w?IpoK ftu'I u'D d[nkok fBwBfbys ew/NhnK nk:'fis
ehshnK ikDrhnKÁ
(i) ekoiekoh ew/Nhl
(ii) ftZs ew/Nhl
(iii) g[;se u'D ew/Nh.

fJ; s'I fJbktk b'eb bkfJpq/oh nfXekoh b'V nB[;ko j'o T[d/µK bJh th i/ b'V ;wM/ ew/NhnK
fB:[es eo ;edk j?.

b'eb bkfJpq/oh nfXekoh dk u/now?B, gdth ti'I ekoiekoh ew/Nh, ftZs ew/Nh ns/ g[;se u'D
ew/Nh dk w?Ipo ns/ u/now?B j't/rk.

ekoiekoh ew/Nh, b'eb bkfJpq/oh nfXekoh d/ ekoiekoh ezwK bJh i[zw/tko j't/rh. ftZs ew/Nh
tZb'I b'eb bkfJpq/oh nfXekoh d/ fBwB ezw ehs/ iKd/ jBL

ftZs d/ tkX/ bJh ;[Mkn dk fBohyD, you/ d/ t/ot/ t/yD/, j'o nkwdB d/ ;kXB ns/ yofunK dh
fBrokBh eoBh.
1H2H6H4H1H nvtkfJ}oh bkfJp/qoh ew/Nh L^(Advisory Library Committees)

bkfJpq/oh ;/tktK Bkb ;pzfXs b'VK ns/ T[d/µK bJh ;bkj w;tok d/D bJh fgzvK ftu jo fJe
pqKu bkfJpq/oh ns/ jo fJe ;oft; ;N/µB i' ;coh bkfJpq/oh d[nkok ;/tk nXhB jB, tk;s/ nvtkfJioh
ew/Nh nk:'fis ehsh ikt/rh.
1H2H6H4H2 poKu bkfJpq/oh ew/Nh L^(Branch Library Committee)

jo fJe poKu bkfJpq/oh ew/Nh dh pDso fJ; soQK j't/rhL poKu bkfJpq/ohnB fijVk gdth ti'I
ew/Nh dk u/now?IB ns/ eBthBo j't/rk.

fJe ftnesh T[; fJbke/ ftu'I fiE/ poKu bkfJpq/oh ;/tk eo ojh j't/ T[; nfXeko y/so dh
fwT[I;hgb eKT[;b iK j'o fwT[I;hgb ;Gk iK gzukfJs ftu'I u[fDnk ikt/rk.

jo pqKu bkfJpq/oh d/ fJbke/ ftu'I f;Nh uhc bkfJpq/ohnB ns/ fv;NfoeN uhc bkfJpq/ohnB i'
;fEsh j't/, tZb'I fszB nfXnkge Bkwiad ehs/ ikDr/.

f;Nh uhc bkfJpq/ohnB iK fv;NfoeN uhc bkfJpq/ohnB tZb'I poKu bkfJpq/oh d/ ofi;Nov
gkmeK ftu'I fszB ftnesh Bkwiad ehs/ ikDr/.
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1H2H6H4H3H g/Iv{ bkfJpq/oh ew/Nh L^(Village Library Committee)

Àjo fJe g / Iv {  bk fJp q /o h ew /Nh dh pDso fJ; so Q K j 't /rhL^ fijVk No ?tfb zr
bkfJpq/ohnB fgzv ftu ;oft; ;N/µB s/ ikt/rk T[j gdth d/ Bks/ ew/Nh dk u/now?B ns/
eBthBo j't/rkl fiab/ d/ uhc bkfJpq /ohnB tZb' I T[; fJbke/ dhnK f;fyne ;z;EktK ftu' I d'
nfXnkgeK B{ z Bkwiad ns/ uhc bkfJpq /ohnB tZb' I T[; fJbke/ d/ ;oft; ;N/µB d/ ofi;Nov
gkmeK ftu' I d' ftnesh Á
1H2H6H5 :{Bhtof;Nh bkfJpq/oh ew/Nh L (̂University Library Committee)

:{Bhtof;Nh rqKN efwµB B/ ekfbiK ns/ :{Bhtof;NhnK tk;s/ bkfJpq/oh ew/Nh d/ ;zftXkB dhnK
f;ckoµK ehshnK jB.

À;kohnK :{Bhtof;Nh bkfJpq/ohnK e'b bkfJp/qoh ew/NhnK jB. fJBQK dh pDso jo bkfJpq/oh
ftu tZy tZy j? Àe[M ftu ;ko/ ftGkrK d/ w[Zyh fJ; d/ w?Ipo jB id fe e[M d{finK ftu e/tb
tkfJ;uK;bo d/ Bkwid ehs/ ftnesh jz[d/ jB. d{i/ w?IpoK ftu vhB, ekfbi fgqz;hgb, ekbi Nhuo ns/
ofi;Noko nkfdÁ.
1H2H6H6 ekfbi bkfJp/qoh ew/Nh L (̂College Library Committee)

ekfbi bkfJpq/oh ew/Nh dh pDso fJ; gqeko j'Dh ukjhdh j? L
1 fgqz;hgb & u/now?B
2 bkfJp/qohnB &  ;eZso
3H po;o
4H ekfbi d/ ;ko/ ftGkrK d/ w[Zyh
5H ftfdnkoEh :{BhnB dk gqXkB

1H2H6H7 ;e{b bkfJpq/oh ew/Nh L (̂School Library Committee)

;e{b ftu j?vwk;No iK fgqz;hgb bkfJpq/oh ew/Nh dk u/now?B j?. ekbi tKr fJ; dk
bkfJpq/ohnB gdth ti'I fJ; dk ;eZso, ;e{b d/ e[M nfXnkge fJ; d/ w?Ipo jz[d/ jB.
1H2H6H8 ftµ/µ bkfJpq/oh ew/Nh L (̂Special Library Committee)

ftµ/µ bkfJpq/oh dh ew/Nh fgsoh ;z;Ek T[_Zs/ fBoGo j?. fJ; dk ;zftXkB, w?Ipofµg ns/ ezw jo
;z;Ek ftu fGzB jB. ;z;Ek dk w[Zyh nkw s"o s/ fJ; dk u/now?B j?.

fJ; gqeko T[go'es toDB s'I t/fynk frnk j? fe Gkos ftu bkfJpq/oh ew/NhnK dk ;zftXkB tZy^tZy
bkfJpq/ohnK ftu fGzB j?. gpfbe bkfJpq/oh d/ n?eNK ftu fJ; dk ;zftXkB fBµus j?. e[M jkbsK ftu
:{Bhtof;Nh bkfJp/qoh ew/Nh dk ;zftXkB ns/ ezw toDB ehs/ j[zd/ jB. nkw s"o s/ ekfbi ns/ pj[s ;ko/ ;e{bK
ftZu bkfJpq/oh ew/NhnK bkfJp/qoh d/ T[d/µ ns/ ezwK bJh ;bkj d/D bJh nk:'fis ehshnK j[zdhnK jB. Gkt/I
ftµ/µ bkfJpq/ohnK dh ;fEsh fJe EK s'I d{ih EK s/ tZy^tZy j?. go w[Zy s"o s/ T[jBK dh G{fwek f;ckoµK eoB fjZs
jh j[zdh j?.
bkfJpq/oh ew/Nh dk ezw L^(Functions of Library Committee)

bkfJp/qoh ew/Nh d/ ezw jo EK tZy^tZy jB. w[Zy s"o s/ bkfJpq/oh ew/Nh tZb'I fBwBfbys ezw ehs/ iKd/
jB.
1H BhshnK fsnko eoBk L (Policy Formation)

bkfJpq/oh d/ :'rdkB ns/ ezwK pko/ BhshnK pDkT[D dh b'V j?. bkfJpq/oh ew/Nh bkfJpq/oh BhshnK dk nfXn?B eodh j?
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ns/ T[jBK dh bkfJpq/oh nfXekoh gk; f;ckoµK eodh j?.
2 H : 'i Bkpzd h L̂  (Planning)

bkfJpq/oh ew/Nh bkfJpq/oh d/ T[d/µ ns/ wzst fsnko eodh j?. :'iBkpzdh w[ZYbk ezw j? ns/ fJj
T[d/µ ns/ :'iBktK B[z{ fte;s eoB, BhohyD ns/ ezw d/ YzrK dh u'D eoB ftu ;jkfJsk eodh j?.
bkfJpq/oh ew/Nh :'iBktK fsnko eodh j? s/ fco fJjBK B{z bkfJpq/oh nfXekoh gk;'I wzBi{o eotkT[Idh  j?.
3 H ftZs L^(Finance)

;z;Ek ftu fe;/ ezw B[z{ eoB bJh ftZs iao{oh j?. bkfJpq/oh ns/ gkme ;/tktK bJh fJj youk eoB tkbh
;z;Ek j? fJ; B{z brksko g?;/ dh b'V ofjzdh j?. GftZy bJh bkfJp/qoh ew/Nh GftZyh b'VK bJh ftZsh nzdki/ fsnko
eodh j? s/ bkfJpq/oh nfXekoh s'I nzfsw wBi{oh eotkT[Idh j?. fJj tZy^tZy ftfµnK bJh ftZs tzv eodh j?.
4H bkfJpq/oh fB:w L^ (Library Rules)

bkfJpq/oh ubkT[D bJh bkfJpq/oh fB:w pDkJ/ iKd/ jB. bkfJpq/oh ew/Nh Gkt/I fJj fB:w BjhI pDkT[Idh
go fJj fB:wK B{z ftukodh j? ns/ bkfJpq/oh nfXekohnK B{z fJ; dhnK f;ckoµK eodh j? sK i' bkfJpq/oh tXhnk
n;odko Yzr Bkb ub ;e/.
5H g[;se ;zrqfj dk ftek; L^ (Collection Development)

jo fJe bkfJpq/oh B{z nkgD/ gkmeK bJh ;zrqfj d/ ftek; pko/ c?;bk eoBk j[zdk j?. gozs{ bkfJpq/oh
ew/Nh, bkfJpq/oh B{z c?;fbnK ftu ns/ ftZs tzv nkfd ekoB ftu ;jkfJsk eodh j?.
6H ;/tktK L^(Services)

bkfJp/qoh tZb'I fejVhnK ;/tktK gqdkB eoBhnK jB, fejVhnK ft;sko ;/tktK L^ ;coh
bkfJpq/oh, efwT{fBNh ;?INo nkfd ;G s'I gfjbK bkfJp/qoh ew/Nh ftukodh j?. fJj fJ; pko/ tZy^tZy gZyK ns/
gkmeK dhnK b'VK B{z x'ydh j? ns/ T[jBK bJh ftZsh T[gbpXhnK dk th fXnkB oydh j?. fJ; pko/ fJj nkgDhnK
f;ckoµK bkfJpq/oh nfXekoh B[z{ eodh j?.
7H ;bkBk fog'oN L^ (Annual Report)

bkfJpq/ohnB tZb'I fsnko ehsh rJh ;bkBk fog'oN B[z{ ftuko eoe/ bkfJpq/oh ew/Nh fJ; B{z bkfJpq/oh
nfXekoh gk;'I gqtkB eoB bJh f;ckoµK eodh j?.
8H w[bKeD ns/ gqfs g[µNh  L (̂Evaluation and Feed back)

;w/I ;w/I bkfJpq/oh ew/Nh bkfJpq/oh d/ ezw eki ns/ ;/tktK dk w[bKeD eodh j?. fJj gkmeK dk j[zrkok
gqkgs  eodh j ? n s / b kfJpq/oh ;/tktK B{z j'o ;[:'r ns/ n;odko pDkT[D bJh :'r g?wkfBnK pko/ nkgDh okfJ
d/Idh j?.
9H bkfJp/qoh ftZs ftu tkXk eoBk L (̂Raising Library Funds)

bkfJp/qoh e'b jw/µk ftZs dh xkN ofjzdh j?. ftek; bJh fJ; B[z{ b'VhId/ ftZsh ;kXB T[gbpX  BjhI j[zd/
pj[s ;ko/ d/µK ftu fit/I nwqhek ftu bkfJpq/oh ew/NhnK bkfJpq/ohnK B{z j'o ;kXBK d[nkok ftZsh ;kXB i[NkB ftu
;jkfJsk eo ojhnK jB. fJj bkfJpq/oh d';s ns/ dkBh ;iBK d/ ;w{j fsnko eoB ftu ;jkfJsk eodhnK jB.
10H g[;se gVskb L (̂Stock Verification)

e[M bkfJpq/ohnK ftu, ew/NhnK g[;se gVskb eotKT[IdhnK jB.
11H bkfJpq/ohnK dk nkX[fBeheoD L (̂Modernisation of Libraries)

pj[s ;kohnK ew/NhnK bkfJp/qohnK B{z nkX[fBe pDkT[D ftu ;jkfJsk eo ojhnK jB. T[j nfXekohnK
B{z bkfJpq/ohnk d/ ezfgT{NoheoB tk;s/ f;ckoµK eo ojhnK jB.
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12H ;fj:'r ns/ B?Ntofezr L (̂Co-operation and Networking)

;fj:'r ns/ B?Notfezr pj[s ;kohnK ;z;EktK ftu nkw j' fojk j? bkfJpq/oh ftu th ni/jk j'
fojk j?. gVB:'r ;wZroh bJh gkmeK dh gj[zu eotkT[D bJh bkfJpq/ohnK ;fj:'rh ;w{j pDk e/
B?Ntofezr tZb tZX ojhnK jB. bkfJpq/oh ew/NhnK fJ; ezw tk;s/ tZy tZy ;fjekoh :'iBktK d/ ftuko
bJh ;jkfJsk eo ojhnK jB. fJj nkgDhnK f;ckoµK nfXekoh gk; gqtkB j'D bJh G/idhnK jB.
1H2H7 bkfJpq/oh nfXekoh, bkfJp/qoh ew/Nh ns/ bkfJpq/ohnB L (̂Library Authority, Library

Committee and Librarian)

nfXekoh µpd dk noE T[; ftnesh iK ;z;Ek s'I j? fi; B[z{ fe;/ ezw B[z{ eoB bJh gqpzXe iK ;z;Ek
d/ p'ov iK ekB[{zB d[nkok µesh gqkgs j'Jh j't/. ew/Nh fe;/ ftµ/µ ekoi bJh fJe iK e[M ftneshnK dh
;Gk j?. nfijh ew/Nh d/y o/y ns/ bkfJpq/ohnB B{z ;bkj d/D dk ezw th eo ;edh j?. T[dkjoD, g[;se
u'D d/ ;zpzX ftu ftfGzB gkmeK dhnK o[uhnK B{z fXnkB ftu oZy e/ jh g[;se u'D ftu fJj ew/NhnK f;ÕkfoµK
eodhnK jB. fJ;/ soQK b'e bkfJpq/oh ftZu XzB dhnK b'VQK B{z g{ok eoB bJh ew/NhnK, fB:w pDk e/ tkX{
XzB fJeZso eoB dh ;bkj fdzdhnK jB. bkfJpq/oh b'e fjs?µh j?. fJ; bJh bkfJpq/oh nfXekoh ns/ ew/Nh
ftu b'eK d/ B[wkfJzd/ j'D/ ukjhd/ jB. bkfJpq/ohnB, bkfJpq/oh nfXekoh ns/ bkfJpq/oh ew/Nh ftueko eVh
dk ezw eodk j?. T[j fJjBK tZb'I pDkJhnK BhshnK B{z bkr{ eotkT[Idk j?.

bkfJpq/oh nfXekoh, bkfJp/qoh ew/Nh ns/ bkfJpq/ohnB fszB' fwb e/ bkfJpq/oh ubkT[Id/ jB. bkfJpq/oh
nfXekoh d/ e'b gqG[;Zsk j?. bkfJpq/oh ew/Nh tZb'I, Bhsh, :'iBk, piN s/ w[bKeD ns/ j'o ezw eoB ftu ;jkfJsk
ehsh iKdh j?. bkfJpq/ohnB T[jBK B{z ekoiµhb ns/ rshµhb eodk j?.
1H2H8 bkfJpq/oh YKuk L^ (Library Structure)

bkfJpq/ohnK fBwBfbys ftXh nB[;ko ;zrfms ehshnK iKdhnK jB.
1H ezw
2H ;/tk
3H gqfeqnk
4H pDso
5H ftµk
6H Gkµk
7H fJbkek
8H gqk;?; (Process),

1 H ezw L^
bkfJpq/oh YKuk ezw T[_Zs/ nkXkos fJ; soQK j[zdk j?L-
1H n?e[}hµB (Acquisition)
2H go';'f;zr (Processing )
3H ;oe[b/µB (Circulation)
4H o?co?I; (Reference)
5H w/BN/B?µ (Maintenance)
bkfJpq/oh dk neko, eowukohnK dh frDsh, µ?e;BK ftu ezw dh tzv, nB[;ko bkfJpq/oh d/ ezw ehs/ iKd/

jB.
2H ;/tk L^
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bkfJpq/oh nkw s"o s/ d' gqw[Zy ezw eodh j? L god/ fgZS/ ns/ gkme ;/tktK. ezw dh tzv fJ; gqeko
ehsh iKdh j?.

1H N?eBheb ;/tktK.
2H gkme ;/tktK.

pj[s ;kohnK S'NhnK ns/ wZXw neko dhnK bkfJp/qohnK fJ; nkXko T[s/ fsnko ehshnK iKdhnK jB.
3H gqfeqnk L^

gqfeqnk B{z ezw BjhI nkfynk iKdk gozs{ fJj feqnktK dh bVh jz[zdh j?. fi; okjh_ eowukohnK d/ T[sgkdeh
Bshi/ fwbd/ jB. fit/I bkfJp/qoh ftu fJe g[;se B[z{ gkmeK tk;s/ fsnko eoB ftu nkJhnK ;kohnK feqnktK B[z{
gqfeqnk nkfynk iKdk j?. gozs{ nkw s"o s/ ni/jh tzv fJziBhnfozr T[d:'r ftu jz[dh j? fiE/ uzr/ T[sgkdB ns/
w[ekpb/ bJh gqfeqnk pj[s wjZst oydh j?.
4 H pDso L^

bkfJpq/oh e'b gVB:'r ;wZroh d/ tZy^tZy o{g jB ftµ/µ o{g fit/ L nkfvTfJT{ib, fJbke'No'fBe,
fgohnkvheb} nkfd fJjBK B{z wzrtkT[Dk ;zrfms eoBk, fsnko eoBk ns/ bZGDk pj[s ftµ/µ ;wZf;nk dk ezw
j?. go o{g nXkfos ;z;EktK fJjBK B{z tXhnk Yzr Bkb BfiZm ;edhnK jB.
5 H ftµk L^

e[M bkfJpq/ohnK dk YKuk gqw[Zy ftfµnK T[_Zs/ nkXkfos j[zdk j? fit/I L-
1H fjT[w?BhNh}
2H ;';ab ;kfJz;
3H ;kfJz;

6 H GkµkL^
e[M bkfJp/qohnK d/ YKu/ dk nkXko GkµktK j[zdhnK jB fit/I L-
1H nzro/ih
2H fjzdh
3H gzikph nkfd.
nfijhnK bkfJpq/ohnK dhnK feqnktK GkµktK T[s/ nXkfos jz[dhnK jB. Gkµk T[s/ nXkfos

bkfJpq/ohnK nkw s"o s/ y/soh Gkµk B[z{ soihj fdzdhnK jB.
7 H fJbkek L^

e[M bkfJpq /ohnK dh ftµ/µrsk d/µ, y/so ns/ fJbke/ nB[;ko j[zdh j?. fit/I L B?µBb
bkfJpq/oh L ncoheB ;NZvh}, ;kT{E J/µhnB ;NZvhi. fJj YKuk fJbkek, fvth}B ns/ ftµ/rsk Bz{
iakfjo eodk j?.
1H2H9 ;ko L^ (Conclusion)

pj[s ;kohnK tZvhnK bkfJp/qohnK dk YKuk fJZefjoh ftXh nB[;ko BjhI j[zdk. fJ; d/ e[M ftGkrh
ezw d{ihnK gqfeqnktK T[s/ nXkfos j[zd/ jB. e[M o[{g (format) dh fe;w nB[;ko j[zdhnK jB jo ftXh d/
nkgD/ bkG ns/ jkBhnK jz[dhnK jB.
1H2H10 ;t?^T[so ;tkb L^

1H bkfJp/qoh nfXekoh dhnK fezBQhnK fe;wK jB.
2H ew/Nh dk eh noE j? ns/ fJ; d/ ezw d;'.

T[_Zso gzBk
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wB/iw?IN nkÕ bkfJpq /oh} n?Iv
fJBcow/µB ;? INo}

gkm Bzpo  L 1H3 b/ye L vkHL e/HBtbkBh
vkH ghH;hH ;fjrb

bkfJpq/oh ftZs (LIBRARY FINANCE)

o{g o/yk
1H3H0 T[d/µ
1H3H1 G{fwek
1H3H2 gfoGkµk
1H3H3 wkg^dzv ns/ ;N?Ivov
1H3H4 ftZsh ;kXB
1H3H5 pZiN

1H3H5H1 you/
1H3H5H2 pZiN dhnK fe;wK

1H3H6 ezNo'b gqDkbh L b/yk ns/ b/yk^gVskb
1H3H7 bkrs
1H3H8 bkrs^bkG
1H3H9 foekov
1H3H10 ;ko
1H3H11 ;P?^gVskb nfGnk;
1H3H12 nZr/ gVQB bJh

1H3H0 T[d/µ L^(Objectives)

fJ; gkm dk nfXn?B s[jkÌ
(i) bkfJpq/oh ftZs pko/ ikD{ eokJ/rkl
(ii) ftZs d/ ;'fwnK pko/ tkechns eokJ/rkl
(iii) ezNo'b gqDkbh pko/ d;/rkl ns/
(iv) bkrs bkG dk nfXn?B eokJ/rk.

1H3H1 G{fwek L^ (Introduction)

tgko ftu ftZs dk ;pzX ftZsh ;kXBK d/ gqpzX Bkb j[zdk j?. fJ; nXhB p?feIr, phwk, eoiak, N?e;,
G[rskB nkfd feqnktK nkT[IdhnK jB.

;wkfie ;z;EktK tKr bkfJpq/oh ftu ftZsh gqpzX dh nfsnzs b'V j?. bkfJpq/oh ftZsh gqpzX, ftZs dh
:'iBkpzdh eoBk j[zdk j?. fJ; ftu ;wki B{z bkfJpq/oh ;/tktK ns/ gqb/yK dh T[gbZpsk bJh XzB dh mhe

28
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tos'I eoBh jz[dh j?. d{i/ µpdK ftu bkfJp/qoh B{z tgkoe ndkfonK tKr ubkT[Dk g?Idk j?.

1H3H2 gfoGkµk L  ̂  (Definition)

ftZsh gqpzX ÀgqpzX dk T[j y/so j? fi; okjhI ;kXBK dh :'iBkpzdh, ;zrmB ns/ ezNo'b eoe/ ;z;Ek
d/ T[d/µ gqkgs ehs/ iKd/ jB.Á (Dictionary of administration and management : authoritive comprehensive.

Los Angles. System Research Institute, 1981 p 316)H
1H3H3 bkfJpq/oh ftZs dhnK ft;a/;askJhnK L(Characteristics of Library Finance)

1H bkfJpq/oh ;wkie ;/th ;z;Ek j? fit/I fe f;js ns/ f;fynk. fJ; bJh ;oeko B{z fJ; d/ ftek; ns/
b'VK bJh XzB T[gbZpX eotkT[D dh tZvh fiazw/tkoh j?.

2H bkfJp/qohnK bkG ewkT[D tkbhnK ;z;EktK BjhI jB. Bk jh fJj e'Jh ewkJh eodhnK jB. fJ;
bJh fJjBK B{z ;wki tb'I ;jkok fwbDk ukjhdk j?.

3H bkfJp/qohnK you eoB tkbhnK J/iz;hnK jB. fJjBK B{z jw/;ak XzB dh xkN ofjzdh j?.
4H bkfJp/qohnK B{z ubkT[Dk pj[s wfjzrk ezw j?. gVQB:'r ;wZroh dhnK fBZs tXdhnK ehwsK bJh

ftZs }o{oh j?.
5H jo ftnesh ;{uBk gqb/y ns/ frnkB ukj[zdk j? gozs{ id'I T[jBK e'b'I g?;/ wzrD dh rZb nkT[Idh j?

sK T[j fJ; B{z w[cs ;/tk d/ s'o s/ ukj[zd/ jB.
6H ftZs d/D d/ wkwb/ ftu bkfJp/qohnK B{z ;G s'I xZN soihj fdZsh iKdh j?.
7H mhe ftZsh nzeV/ ns/ bkrsK dh xkN j[zdh j?.
8H ftZs iK piN gqsh fJekJh bkrs nXkfos BjhI j[zdk.
9H ftZsh gqwkDheoB ekoie[;absk, bkrs T[s/ nXkfos BjhI j[zd/ ;r'I fBt/;a T[Zs/ nXkfos j[zd/ jB.
10H bkfJp/qohnK tXdhnK ;z;EktK jB. fJ; bJh T[jBK d/ you/ th tXd/ ofjzd/ jB.
11H bkfJp/qoh youk nktosh (recurring)  j?. gVQB:'r ;wZroh ns/ sBykjK T[Zs/ brksko nktosh

youk j[zdk ofjzdk j?.
1H3H4 wkg^dzv ns/ ;N?Ivov (Norms and Standards) L^

wkg^dzv ns/ ;N?Ivov nfij/ g?wkB/ j[zd/ jB. fiBQK d[nkok n;b ns/ gqkgs j'D tkb/ BshfinK Bz{
Bkfgnk ik ;edk j?.
1H3H4H1 :{Bhtof;Nh ns/ ekfbi bkfJpq /ohnK bJh wkgdzv L^

ftµ/µrK ns/ gq'c?µBbK tb'I wkg^dzv ns/ ;N?Ivov B{z fXnkBg{ote ftuko tNKdo/ s'I pknd jh
fsnko ehsk iKdk j?. f;Zfynk ns/ bkfJp/qoh ;/tktK bJh Gkos dhnK oki ns/ e/Idoh ;oekoK tZb'I fB:Z[es
tZy^tZy ew/NhnK ns/ efwµB iK ekB{zBh efwµB fit/I :'iBk efwµB tZb'I bkfJp/qohnK bJh ftZs d/D bJh
wkg^dzv ns/ ;N?Ivov (norms and standards) fds/ rJ/ jB. e[M ;?whBko|gq'c?µBb ;GktK B/ th fJ;
;wZf;nk pko/ nkgDk :'rdkB gkfJnk j?. T[jBK tZb'I ehshnK rJhnK f;ckoµK fJ; gqeko jB L^
1H :{Bhtof;NhnK B{z bkfJp/qohnK T[s/ gqsh ftfdnkoEh gqsh ;kb 40 o[gJ/ youD/ ukjhd/ jB.
2H :{Bhtof;Nh d/ e[b you/ dk 6¼ % bkfJp/qoh T[_Zs/ yofunk ikt/.
1H3H4H2 :{HihH;hH tZb'I fB:Z[es ^vkH n?;H nkoH ozrkBkEB ew/Nh nB[;ko L^
1H :{Bhtof;Nh iK ekfbi bkfJpq/oh tk;s/ g{ok ftZs :{Bhtof;Nh rqKN efwµB ns/ oki ;oekoK tZb'I

fdZsk ikDk ukjhdk j?.
2H efwµB ns/ oki ;oeko B{z ;w/I^;w/I f;o eqwtko nkgDhnK rqKNK dk nB[gks :{Bhtof;Nh bkfJp/qoh
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bJh fBoXkos eoBk ukjhdk j?.
3H fcbjkb, efwµB tZb'I 4|5 tK fjZ;k j' ;edk j? idfe pkeh dk 1|5 tK fjZ;k oki ;oeko

d/trh.
4H :{Bhtof;Nh iK ekfbi bkfJp/qoh dh rqKN ;fjws j'J/ gqsh ftnesh (per-capita) ckow{b/ nB[;ko

fBoXkos j'Dh ukjhdh j?.
5H fcbjkb, 15 o[gJ/ gqsh ftfdnkoEh ns/ 200 o[gJ/ gqsh nfXnkge s/ fo;ou c?b' nB[;ko tkbk

ckow{bk ngDkfJnk ik ;edk j?.
Gkos ;oeko tZb'I fJe j'o d{ik efwµB ;zB 1964 ftZu fB:[Zes ehsk frnk fi; d/ u/now?B ;qhH

vhHn?;He'mkoh ;B. fJ; efwµB dhnK f;ÕkoµK nB[;ko L^
wkg^dzv (norms) d/ nB[;ko :{Bhtof;Nh piN dk 6H5 s'I 10% jo ;kb bkfJp/qoh T[s/ yofunk ikt/

iK seohpB 25 o[gJ/ gqsh ofi;Nov ftfdnkoEh ns/ 300 o[gJ/ gqsh nfXnkge bkfJp/qoh tk;s/ you/ ikD/
ukjhd/ jB.

e[M oki ;oekoK B/ eqwtko nkgD/ okiK dh f;Zfyne ew/NhnK fB:[Zes ehshnK jB. T[jBK ftu'I e[M
:{Bhtof;Nh bkfJp/qohnK d/ ftZs Bkb ;pzX oZydhnK jB.

T[dkjoD d/ s"o s/ L eoBkNek :{Bhtof;Nh tZb'I ;zB 1980 ftu e/Hn?B oki ew/Nh fB:[Zes ehsh
rJh ;h T[; dhnK f;ÕkoµK nB[;ko :{Bhtof;Nh d/ e[Zb pZiN dk 20% :{Bhtof;Nh bkfJp/qoh B{z d/Dk
ukjhdk j?.

B?µBb gkb;h n"B bkfJpq/oh n?Iv fJBckow/µB ;oft; ns/ B?µBb gkb;h n"B :{Bhtof;Nh
bkfJp/qoh} B/ th fJ; ftµ/ B{z ftukfonk j?.

vhHghH uN'gfXnkfJ ew/Nh n"B B?µBb gkb;h n"B bkfJp/qoh n?Iv fJBckow/µB ;oft;} B/ th
bkfJpq/ohnK ns/ fJBckow/µB ;?INoK d/ ftek; bJh b'VhIdh ftZsh fjwkfJs ehsh j?. ew/Nh dh okfJ
nB[;ko oki ns/ e/Ido ;oeko B{z nkgD/ f;fZynk d/ pZiN dk 6-10% T[jBK dhnK bkfJpq/ohnK bJh youDk
ukjhdk j?. ew/Nh B/ fJj th ;[Mk fdsk j? fe ;ko/ fe;w dhnK bkfJpqohnK ;w/s nekdfwe bkfJp/qohnK
dk ftek; ehsk ikt/ sK i' ;wki fJjBK s'I g{ok bkG b? ;e/.

:'iBk efwµB d/ tofezr ro[Zg nkÕ bkfJp/qoh} n?Iv fJBckow?fNe; (1984 L ;/µkroh) nB[;ko
:{Bhtof;Nh pZiN dk 10% s'I 15% iK gqsh ftfdnkoEh 75 o[gJ/ ns/ gqsh nfXnkge 500 o[gJ/ :{Bhtof;Nh
bkfJp/qoh T[s/ youD/ ukjhd/ jB.

:'iBk efwµB d/ tofezr ro[Zg nkÕ bkfJp/qoh} n?Iv fJBckow/fNe (1997^2000) B'Ith gzi ;kbk
:'iBk bJh ns/ nkb fJzvhnk :{Bhtof;Nh n?;'µhJ/µB dh B?µBb gkb;h n"B :{Bhtof;Nh
bkfJp/qoh} dh fog'oN nB[;ko :{Bhtof;NhnK B{z nkgD/ pZiN dk 10% bkfJpq/ohnK T[s/ youD dhnK
f;ÕkoµK j'JhnK jB.

:{Bhtof;Nh bkfJp/ qohnBK d/ gfjb/ ;? IwhBko ;zB 1964 B/ :{Bhtof;Nh pZiN dk 10%

bkfJpq/ohnK T[_Zs/ youD dh f;ckoµ ehsh ;h.
B?µBb ;?IwhBko n"B B?µBb gkb;h n"B :{Bhtof;Nh bkfJp/qoh fJB fJzvhnk tZb'I :{Bhtof;Nh d/

e[b pZiN dk 20 s'I 25% g?;k :{Bhtof;Nh bkfJp/qoh T[s/ youD dk ;[Mk fdZsk ;h. 10% :{Bhtof;Nh
bkfJp/qohnK nkgD/ piN 6%  s' 10% ftZs gqkgs eo ojhnK jB.

gozs{ :{Bhtof;Nh bkfJpq/ohnK n;b ftu i' ftZs gqkgs eo ojhnK jB T[j f;ÕkoµK s'I pj[s xZN
j?.



p?u{bo nkÕ bkfJpo/oh ns/ ;{uBk ftfrnkB gouk 

  31

1H3H4H3 gqsh ftnesh L (̂Per Capita)

okXk feqµB  ew/Nh B/ 40 o[gJ/ gqsh ftfdnkoEh gqsh ;kb youD dk ;[Mk fdsk ;h. id fe
ozrkBkEB ew/Nh B/ 15 o[gJ/ gqsh ftfdnkoEh ns/ 200 o[gJ/ gqsh nfXnkge ns/ fo;ou c?b' bJh df;nk ;h.
e'mkoh efwµB B/ 25 o[gJ/ gqsh ftfdnkoEh ns/ 300 o[gJ/ gqsh nfXnkge T[s/ youD dk ;[Mk fdsk ;h.

;fjrb dh y'i ;NZvh nB[;ko Gkos dhnK e[M :{Bhtof;Nh bkfJp/qohnK ftu 100 o[gJ/ s'I b? e/ 345 o[gJ/
se gqsh ftnesh youk ehsk iKdk j?.

(Sehgal P.C. Financial Management of University Libraries in India p.130)
1H3H4H4 ekfbi bkfJpq/ohnK L^(College Libraries)

wkou 5 s'I 7, 1979 B{z yzvkbk fty/ :{Bhtof;Nh rqKN efwµB tb'I toeµkg dk nk:'iB ehsk frnk
fJ; B/ bkfJp/qoh ;N?Ivov fsnko ehs/ ;B. fJ; ftu bkfJpq/oh ftZs bJh fBwBfbys f;ckoµK ehshnK
;BL^
1H ekbi d/ e[Zb pZiN dk 4% bkfJp/qoh B{z fdsk ikt/.
2H pZiN B{z g[;seK, o;kfbnK ns/ gVB:'r ;wZroh dh fibdpzdh bJh th fBoXkos eoBk ukjhdk

j?.
3H bkfJp/qoh d/ pZiN dk 20% g?;k o;kfbnK T[_Zs/ youDk ukjhdk j?. pkeh dk 80% g[;seK, fibdpzdh

ns/ j'o ;wZroh T[s/ youDk ukjhdk j?.
4H bkfJp/qoh ;Ekgs eoB t/b/ µ[o{ ftu fJ; tk;s/ f}nkdk pZiN fwbDk ukjhdk j?.

n/?;'µhnµB nkÕ ekfbi n?Iv fo;ou bkfJp/qoh}, vthiB nkÕ nwqheB bkfJpq/oh n?;'µhnµB dh
okfJ nB[;ko p?u{bo ns/ wk;No fvroh gqdkB eo oj/ ekfbiK tZb'I f;Zfynk ns/ iBob pZiN dk 5%

ekfbi bkfJp/qoh tk;s/ youDk ukjhdk j?.
(ALA standards for college libraries. Chicago : The Association of College and

Research libraries 1959, p.2)
1H3H4H5 ;e{b bkfJp/qohnK L^(School Libraries)

bkfJp/qoh, ;z;Ek dk fdb j[zdh j?. ;e{b fJe ni/jh EK j? fiE/ ftfdnkoEh gVQB dhnK o[uhnK
rqfjD eodk j?. fJj pj[s jh wjZst tkbh rZb j? fe ;oekoh ns/ r?o ;oekoh ;e{bK ftu bkfJp/qoh ;/tktK
gqdkB ehshnK ikD. beµwB ;tkwh w[v/bo efwµB dh fog'oN 1952^53 th tXhnk ;e{b bkfJpq/oh ns/
fJ; bJh tXhnk gq'c?;Bb f;Zfyne ;Nkc dh f;ckoµ eodh j?.

vkH n?;HnkoH ozrkBkEB  tZb'I ;e{b bkfJp/qoh tk;s/ fBwBfbys f;ckoµK ehshnK rJhnK jB.
gqsh ftfdnkoEh ;bkBk bkfJp/qoh ch; ^ 2H50  o[gJ/
wB/iw?IN tZb'I gqsh ftfdnkoEh :'rdkB ^ 2H50  o[gJ/
;oeko tZb'I gqsh ftfdnkoEh ;bkBk rqKN^ 10H00 o[gJ/

e[b gqsh ftfdnkoEh 15H00 o[gJ/

Ranganathan, S.R. Library requirements. In all India seminar on school Libraries

(Bangalore, March 6-15-1962) working papers-edited by S.R. Ranganathan. Bangalore : Documentation Re-

search and Training Centre, 1962.)

Gkos dh BthI f;Zfynk Bhsh 1986 B/ th ;[Mk fdsk j? fe ;e{b bkfJp/qohnK tk;s/ fJe oki gZXo dh
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J/iz;h fsnko ehsh ikt/ fijVh ;e{b bkfJp/qohnK bJh ;N?Ivov fsnko eo/. fJ; tZb'I jo fe;w dh
f;Zfyne ;z;Ek ftu bkfJpq/oh ;j{bsK ns/ bkfJp/qohnB dh n;kwh pDkT[D bJh th f;ÕkoµK ehshnK
rJhnK jB.

6t/I nkb fJzvhnk ;ot/ 1993^97 nB[;ko Gkos ftu e[b 89,226 ;e{b jB fiBK ftu'I e/tb 23411
;e {bK, 26H33% gk; bkfJp / qohnK jB. fJjBK ftu 12,372 ;e{bK gk; f;fyne
bkfJpq/ohnB jB. ;e{b bkfJp/qohnK pj[s xZN jB. fJjBK gk; ftZs ns/ j'o ;j{bsK dh th xkN j?.
1H3H4H6 gpfbe bkfJp/qohnK L (̂Public Libraries)

vkH n?;HnkoH ozrkBkEB tb'I pZiN dk 1% iK f;Zfynk d/ pZiN dk 6% gpfbe bkfJpq/ohnK bJh
fBoXkos eoB dhnK f;ckoµK ehshnK jB. fJe j'o ;ot/ i' vhHnkoH ekbhnk tZb'I ehsk frnk j?. T[;
ftu Gkos ftu gpfbe bkfJpq/ohnK T[s/ 10 g?;/ gqsh ftnesh youk ehsk iKdk j? id fe xZN' xZN 10 o[gJ/
gqsh ftnesh youD/ ukjhd/ jB. d/µ ftu gpfbe bkfJp/qohnK T[_Zs/ ehs/ rJ/ yofunK ftu pj[s tyo/t/I
jB. fit/I fpjko ftu 3 g?;/ gqsh ftnesh ns/ gKvhfuoh ftu 2H48 o[gJ/. gzikp, fi; dh gqsh ftnesh
nkwdB d/µ ftu gfjb/ Bzpo T[s/ j?, T[j e/tb 12 g?;/ gqshftnesh gpfbe bkfJp/qohnK T[s/ youk eodk
j?. fJ; gqeko okiK tZb'I gpfbe bkfJp/qohnK T[s/ you/ rJ/ g?f;nK dh ;wZoEk ftu tyo/tK j?.

(Kalia's Felicitation Volume Forward p.VII)
bkfJp/qohnK bJh yofunK d/ wkg^dzvK dhnK T[go'es d' ftXhnK L^ gqshµs ns/ gqsh ftnesh  s'I

fJbktk fttoD ftXh (Method of Details) th j?.
1H3H4H7 fttoD ftXh (Method of details) L^

fJ; ftXh nB[;ko bkfJp/qoh ftZs dh ftt;Ek fsnko eoB t/b/ bkfJp/qoh dh jo fJe wZd (item) j?v
(head) B{z ftuko nXhB oZyDk ukjhdk j?.  bkfJp/qoh you/ d' fe;w d/ j[zd/ jB.
1H nktosh (Recurring) L^ eowukohnK dh sBykj, gVB:'r ;wZroh, vke, ;N/µBoh, fibdpzdh,
J/no ezBvhµfBzr, feokfJnk nkfd.
2H nD^nktosh (Non-recurring) L^ fJ; ftu fJwkos, coBhuo, ;ki'-;wkB, nkXkoe ;zouBk (Infra-

structure) ns/ wµhBoh fJjBK wZdK T[s/ bkfJpq/oh nD^nktosh rqKNK d/ g?;/ ftu'I you eodh j?. fJj
rqKNK ;EkJh BjhI j[zdhnK.

n;b ftu ftZsh nzdki/ fgSb/ ;kb d/ pZiN ftZu fds/ rJ/ you/ fit/I bkJhB (line) pZiN ftu j[zdk
j?, T[_Zs/ nkXkfos j[zd/ jB.

pd^fe;wsh Bkb nfGnk; ftu nkw s"o s/ nfijk BjhI j[zdk.
1H3H5 ftZsh ;kXB (Sources of Finance) L^

nbZr^nbZr fe;w dhnK bkfJpq/ohnK nbZr^nbZr EktK s'I ftZs gqkgs eodhnK jB. bkfJp/qoh
bkG ewkT[D tkbh ;z;Ek BjhI j? ns/ Bk jh fJ; B{z bkG d/ T[d/µ Bkb ubkfJnk iKdk j?. fJjBK ftu
pj[s ;kohnK bkfJp/qohnK ;oeko iK T[jBK dhnK fgZsoh ;z;EktK gk;'I ftZs gqkgs eodhnK jB. go
eJhnK B{z d'jK ;kXBK s'I ftZs gqkgs j[zdk j?.
1H3H5H1 :{Bhtof;Nh bkfJp/qohnK L^ (University Libraries)

:{Bhtof;Nh bkfJp/qohnK nkgDhnK rqKNK ftGzB ;kXBK s'I gqkgs eo ojhnK jB. fit/I fe oki
;oeko, e/Idoh ;oeko rqKNK, dkB, ch;K ns/ d{i/ ;kXB L^
1 H :{HihH;hH rqKN L  ̂ gkobhw?IN d/ n?eN ;zB 1956 nB[;ko Gkos ;oeko tZb'I :{Bhtof;Nh rqKN
efwµB ;Ekgs ehsk frnk. fJj fJe ekB{zBh ndkok j?. fJj fJe okµNoh ;Gk j? fijVh :{Bhtof;Nh
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f;Zfynk d/ ;N?Ivov fBoXkos eodh j? ns/ skbw/b, ;KG ;zGkb th eodh j?. :{HihH;hH, oki ;oeko,
e/Ido ;oeko ns/ f;fyne ;z;EktK ftueko wjZstg{oB eVh dk ezw eodh j?. ;kohnK :{Bhtof;Nh
bkfJp/qohnK :{HihH;hH s'I rqKNK gqkgs eodhnK jB. [University Grants Commission. Annual Report 1995-96

p.1]

Gkos ftu pZiN B[z{ d' GkrK ftu tzfvnk iKdk j? L^ gbkB ns/ BkB^gbkB. gbkB pZiN dk ezw ftek;,
ftfG zBsk ns/ BthBsk d /Dh j [ zdh  j ? l  idfe BkB^gbkB pi ZN, g qDkbh dh rsh dh
d/yGkb ns/ gkbD^g'µD eodk j?.Á

(University Grants Commission (India). Committee on UGC (1992-93) chairman :

Justice K.Punnaya) : Report. New Delhi : UGC, 1993, p.21)
:{Bhtof;NhnK B{z :{HihH;hH B/ ftZs tzv d/ T[d/µ B{z d/yd/ j'J/ fJ; gqeko torhfeqs ehsk j?.

TH ;?INob :{Bhtof;NhnK.
nH T[j ;z;EktK i' :{Bhtof;Nh dk doik oZydhnK jB.
JH ;N/N :{Bhtof;NhnK.
;H okµNoh wjZssK tkbhnK ;z;EktK.

:{HihH;hH d/ nkgD/ e'Jh czv BjhI j[zd/. fJ; B{z ekB{zB nB[;ko i' i[zw/tkohnK ;'ghnK rJhnK jz[dhnK
jB T[jBK bJh fJj gbkB ns/ BkB gbkB ftZs, e/Idoh ;oeko tZb'I wfB;Noh nkÕ fjw{B fo;'o;
vftbgw?IN oKjh gqkgs eodh j?. :{HihH;hH n?eN, efwµB B{z ;?INob :{Bhtof;NhnK, fdZbh :{Bhtof;NhnK,
pBko; fjzd{ :{Bhtof;Nh ns/ :{Bhtof;Nh dk doik gqkgs e[M ;z;EktK, ;N/N :{Bhtof;NhnK, ekfbiK
ns/ T[_Zu f;Zfynk dhnK d{ihnK ;z;EktK B{z gbkB rqKNK ftu'I ftek; tkbhnK ;ehwK, tk;s/ rqKNK gqkgs
eoB d/ nfXeko fdzdk j?.Á

(University Grants Commission, Annual Report 1995-96 p. 2)
Àftek; rqKNK fi; ftu ftµ/µ ;ehwK ns/ nkXkoe ;zouBk (Infrastructure) rqKNK nkT[IdhnK jB,

:'rsk oZyD tkbhnK :{Bhtof;NhnK bJh fdshnK iKdhnK jB. fJj rqKNK oki ;oekoK tZb'I gqkgs BjhI
j[zdhnK. c?ebNh n;kwhnK, nekdfwe fJwkosK, ftfdnkoEhnK d/ j';Nb, ;ki'-;wkB, g[;seK ns/
o;kb/, ;Nkc ojkfJµ ns/ d{ihnK ;j{bsK fijVhnK nfXnkgB ns/ y'i dh r[Dtsk ns/ tXhnk f}zdrh
dh soZeh ftu tkXk eodhnK j'D, bJh ;jkfJsk fdZsh iKdh j?. id fe jo fJe :{Bhtof;Nh d/ nkw
ftek; bJh gbkB ;w/I d/ µ[o{ ftu jh c?;bk eo fbnk iKdk j? ns/ ftµ/µ :{Bhtof;Nh d/ ftek; dhnK
gZXoK nB[;ko ;w/I ;w/I f;o b'VK nB[;ko rqKN fdZsh iKdh j?.Á

(University Grants Commission, Annual Report, 1995-96 p.67)
fJ; gqeko :{HihH;hH tZb'I :{Bhtof;NhnK B{z fBwBfbys rqKNK fdZshnK iKdhnK jB.

TH nktosh (Recurring) rqKN
nH nD^nktosh (Non-Recurring or development Grant) rqKN, yk; wsbp bJh (Ad-hoc) rqKN.

nktosh rqKNK ;?INob :{Bhtof;NhnK ns/ e[M :{Bhtof;Nh dk doik oZyD tkbhnK ;z;EktK B{z
fdZshnK iKdhnK jB. fte;s T[d/µ bJh nD^nktosh (Non-Recurring) rqKNK ;ko/ fe;w dhnK
:{Bhtof;NhnK Bz{ fdZshnK iKdhnK jB. fJj nkw s"o s/ :{HihH;hH dh w[nkfJBk eoB tkbh (visiting) Nhw
dhnK f;ckoµK nB[;ko fdZshnK iKdhnK jB.
2 H :{Bhtof;Nh pZiN L^

;kohnK :{Bhtof;NhnK nkgDhnK bkfJpq/ohnK B{z nktosh ns/ nD^nktosh rqKNK fBoXkos eodhnK
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jB. fJj rqKNK, sBykjK, g[;seK ns/ o;kfbnK dh yohd ns/ j'o you/ G[rskT[D bJh fdZshnK iKdhnK
jB.
3 H oki ;oeko dhnK rqKNK L^ jo ;oeko :{Bhtof;NhnK B{z ;KG ;zGkb, fJwkos, coBhuo,
gVQB:'r ;wZroh nkfd bJh rqKNK fdzdh j?.
4H dkB ns/ s'jc/ L  ̂nkwdB dk fJe j'o ;kXB dkB j?. Gkos ftu e[M bkfJpq/ohnK c'ov cKT[v/µB,
okec?bo ckT[Iv/µB,  ghHn?bH 480 nkfd gk;'I rqKNK gqkgs eodhnK nk ojhnK jB. Gkos ftu r?o ;oekoh
ndko/, ftnesh, NoZ;N, :{B';e' th :{Bhtof;Nh bkfJpq/ohnK B{z rqKNK d/ ojhnK jB. gozs{ T[j pj[s ;hws
jB. nwqhek ftu :{Bhtof;Nh bkfJpq/ohnK gqkJht/N ;kXBK ns/ bkfJp/qoh d';sK gk;'I ftZs b?D bJh :sB eo
ojhnK jB.
5H bkfJpq/oh ch;K L^

nZi s'I gfjbK bkfJp/qoh ;/tktK w[Zcs fdZshnK iKdhnK ;B, gozs{ nZi fJj ftukoXkok pdb ojh j?. gfjbK
gfjbK Bk wkso ch; jz[dh ;h go j[D fJ; ftu fdB' fdB tkXk j' fojk j?. ;r'I e[M bkfJp/qohnK ftfdnkoEhnK
gk;'I fvt?bgw?INb ch; b? ojhnK jB. e[M :{Bhtof;NhnK BkB w?IpoK (non members) gk;'I bkfJp/qoh ;j{bsK d/D
d/ pdb/ ftu ch;K b?IdhnK jB.
6H fwnkd g[Zrh g?;/ (overdue charges) L^

gkmeK tZb'I fBoXkos ;w/I ftu tkg; Bk ehshnK iKdhnK g[;seK ns/ j'o gVQB:'r ;wZroh T[s/ i[owkB/
d/ o{g ftu fwnkd g[Zrh g?;/ t;{b ehs/ iKd/ jB. Gkt/I fJj XzB pj[s xZN j[zdk j? ns/ eJh :{Bhtof;NhnK ftu
fJj :{Bhtof;Nh dh nkwdB j[zdh j? Bk fe bkfJpqoh dh.
7H j'o ;kXB L

e[M bkfJpq/oh j'o ;/tktK fit/I c'N'ekgh, gqb/yB, nB[tkd ;/tktK nkfd gqdkB eodhnK jB. T[j fJjBK
tk;s/ g?;/ b?IdhnK jB. fJj T[jBK dh nkwdB dk ;kXB pDdk j?. fJ; s'I fJbktK T[j g[okDhnK n¥pkoK nkfd
dh fteoh th eodhnK jB. gozs{ e[M ;fEshnK ftu fJj bkfJp/qoh dk nkwdB ;kXB BjhI j[zdh j?, ;r'I
:{Bhtof;Nh gk; iwQK j' iKdh j?. y'i f;fNnK s'I gsk ufbnk j? fe j'o ;kXB e/tb 5H5% jh j[zd/ jB. (Sehgal

P.C. p.105)
1H3H5H2 ekbi bkfJp/ qohnK L^
1H :{Bhtof;Nh bkfJpq/ohnK tKr, ekfbi bkfJpq/ohnK th :{HihH;hH tb'I ftek; d/ T[d/µ tk;s/ rqKNK

gqkgs eodhnK jB. fdZbh ns/ pBko; fjzd{ :{Bhtof;NhnK Bkb ;pzfXs ekfbi ;KG ;zGkb
(maintenance) rqKN th gqkgs eod/ jB.

2H jo fJe bkfJpq/oh Gkt/I T[j ;oekoh iK r?o;oekoh j? T[j ekfbi d/ pZiN|ftZs ftu'I ngDk pDdk nB[gks
gqkgs eodh j?.

3H oki ;oekoK th nkgD/ nkgD/ okiK ftu ekfbi bkfJpq/ohnK bJh nkgDk :'rdkB gkT[IdhnK jB fit/I ;Nkc
dhnK sBykjK, g[;seK dh yohd nkfd.

4H gVQB:'r ;wZroh yohdD bJh ekfbi bkfJpq/ohnK fwf;qs (amalgmated) czv ftu'I rqKNK gqkgs eodhnK
jB.

5H  ftfdnkoEhnK s'I w?Ipofµg uzdk ns/ e[M jkbsK ftu vt?bgw?IN ch; fi; B[z{ nbZr nbZr BktK Bkb
ikfDnk iKdk j?, gqkgs ehsh iKdh j?. fJj th T[jBK dhnK bkfJp/qohnK dh nkwdB d/ ;kXB j[zd/ jB.

6H dkB ns/ s'jc/ L Gkt/I ekbi bkfJp/qoh dh nkwdB d/ fJj finkdk ;kXB BjhI j[zd/.
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7H d{i/ nkwdB ;kXBK ftu fwnkdg[Zrh g?;/, c'N'ekgh ;/tktK, g[okD/ nypkoK ns/ o;kfbnK dh
t/u nkfd j' ;ed/ jB.

1H3H5H3 ;e{b bkfJpq/ohnK L^
;e{b bkfJp/qohnK nkgD/ ;e{bK gk;'I rqKNK gqkgs eodhnK jB. oki ;oeko ns/ ed/^ed/

e/ Ido ;oeko th ;e{b bkfJp/qohnK tk;s/ rqKNK d/ IdhnK jB. ftfdnkoEhnK gk;' I bJh rJh
bkfJpq/oh ch; nkwdB dk d{ik ;kXB j?.

;e{b bkfJp/qohnK pj[s finkdk nDr'bhnK eo fdZshnK rJhnK jB. T[jBK bJh okik okw w'jB
okfJ ckT{Iv/µB iK :{HihH;hH torh e'Jh th ni/jh ftZs d/D tkbh J/iz;h BjhI j?.
1H3H5H4 ftµ /µ bfJp/ qohnKL^

ftµ/µ bkfJp/qohnK ngDhnK fgZsoh ;z;EktK e'b'I nkgDh XzB okµh gqkgs eodhnK jB. fJj ftZs
T[jBK bJh ekch BjhI j[zdk. fJ; bJh uzrk j't/rk fe fJjBK bkfJp/qohnK tk;s/ ftZsh d/y Gkb bJh e'Jh
;EkBe ;Gk iK e/Idoh ;Gk ;Ekgs ehsh ikt/.
1H3H5H5 gpfbe bkfJp/qohnK L^

gpfbe bkfJp/qohnK d/ fBwB fbys ftZsh ;kXB j[zd/ jB L^
1 H ;oekoh rqKNK̂  ;oeko f;Zfynk, ;/js ns/ j'o d{ihnK ;/tktK bJh rqKNK fdzdh j?. fJjBK bhjK s/
;oeko B{z d/µ ftu gpfbe bkfJpq/oh ;/tktK B{z th rqKNK d/DhnK ukjhdhnK jB. :{Hn?;HJ/H ftu c?vob ns/
;N/N ;oekoK bkfJp/qoh ;/tktK bJh rqKNK d/IdhnK jB. Gkos ftu bkfJp/qoh ;/tktK okiK dh ;{uh ftu
nkT[IdhnK jB. fJ; bJh oki ;oekoK gpfbe bkfJp/qohnK B{z rqKNK fdzdhnK jB. e/obk bkfJp/qoh n?eN
ftu f;Zfynk d/ pZiN dk 1% g?;k bkfJp/qoh ;/tktK bJh fdsk iKdk j?. fJj' jkb r'nk oki dk j?. go fiE/
gpfbe bkfJp/qoh n?eN dh ftt;Ek BjhI j? T[E/ th oki ;oekoK gpfbe bkfJp/qohnK tk;s/ rqKNK T[gbpX
eotkT[IdhnK jB. fit/I fe gzikp ftu j?. okik okw w'jB okfJ bkfJp/qoh cKT[v/µB th gpfbe bkfJpq/ohnK
B{z rqKNK fdzdh j?.
2 bkfJp/qoh eo (Library Cess) L^

Gkos ;w/s pj[s ;ko/ d/µK ftu pj[s ;kohnK gpfbe bkfJp/qohnK fiE/ gpfbe bkfJp/qoh n?eN
gk; ehs/ j'J/ jB, bkfJp/qoh eo (cess) dh ftt;Ek j?. Gkos ftu skfwbBkv{ nkXoK gqd/;, e/obk,
jfonkDk okiK ftu ikfJdkdK T[s/ T[g-eo (surcharge) fbnk iKdk j?. skfwbBkv{ ns/ nKXok gqd/;
gpfbe bkfJp/qoh n?eNK ftu bkfJp/qoh ;?; d/ pokpo ;oekoh w?fuzr rqKN d/D dh ftt;Ek pDh j'Jh j?.
eoBkNek oki ftZu pj[s ;ko/ N?e;K T[s/ T[g eo (surcharge) d/ o{g ftu bkfJp/qoh ;?; fbnk iKdk j?.
bkfJpq/oh ;?; g[;se czv d/ o{g ftu tofsnk iKdk j? ns/ bkfJp/qoh ;Nkc bJh G[rskB oki ;oeko eodh
j?. r'nk oki ftu ftd/µh µokp (wine) d/ gqsh bhNo T[_Zs/ 50 g?;/ T[g-eo (surcharge) fbnk iKdk j? fJ;
s'I fJbktk f;fynk pZiN dk 1% bkfJp/qoh ;/tktK T[s/ yofunk iKdk j?.
3 H uzdk L^

:{B?;e' ns/ j'o nfXekoh ns/ ew/NhnK w[cs bkfJp/qoh ;/tktK d/D dh tekbs eodhnK jB. T[jBK
dh okfJ j? fe gkmeK e'b'I bkfJp/qoh uzdk Bk fbnk ikt/. feT[Ife fJjBK bkfJp/qohnK ftu fJj pj[s s[ZS
nkwdB ;kXB j?.
4 H dkB ns/ s'jc/ L^

pj[s ;kohnK gpfbe bkfJp/qohnK dkB, gqkJht/N ;z;EktK iK ftneshnK gk;'I rqKNK gqkgs eodhnK
jB. :{Hn?;HJ/H ftu fJj nkwdB dk tXhnk t;hbk j?. pd fe;wsh Bkb Gkos ftu b'e nfijhnK
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ekotkJhnK bJh nZr/ BjhI nkT[Id/ go T[j wzdoK, w;idK, uouK, r[od[nkfonK nkfd bJh fdb y'b e/
dkB fdzd/ jB. go fJe ftfdnk d/ wzdo bJh e[M th BjhI ;'funk iKdk j?.

fJj ;kXB ªnktosh« yofunK bJh yoQk BjhI T[sodk j?. gpfbe bkfJp/qohnK bJh ftZs dh b'V
brksko ofjzdh j?. feT[Ife bkfJp/qoh youk eoB tkbh ;z;Ek j?.
5H j'o ftZsh ;kXB L^

ftZs d/ j'o ;kXB L^ch;K, fwnkd g[Zrh g?;/ (over due charges), feokfJnk ns/ j'o ;/tktK T[s/ gqkgs
ehs/ rJ/ g?;/ j[zd/ jB. gozs{ nkwdB d/ fJj pj[s xZN ;kXB jB.

fJ; gqeko nkwdB d/ ;kXB ;oekoh rqKNK, b'eb N?e;, dkB iK s'jc/, bkfJp/qoh d';sK s'I
;jkfJsk, ch;K, fwnkdg[Zrh g?;/, ;/tktK pdb/ gqkgs g?;/, g[;seK, o;kfbnK ns/ nypkoK dh
t/u^tZNs nkfd j[zd/ jB. gozs{ d{i/ ;kXBK dk ;fj:'r iK fgZsoh ;z;Ek tZb'I tuBpXsk tZy^tZy jB. fco
th fJjBK ;kXBK B{z ;zrfms ehsk ik fojk j?.

;koDh^1
nkwdB d/ ;kXB

fBwBfbys ;koDh nbZr nbZr fe;wK dhnK bkfJp/qohnK ftu nkwdB ;kXBK dk t/otk fdzdh j?.
;kXB nekdfwe bkfJp/qohnK gpfbe bkfJp/qohnK ftµ/µ bkfJp/qohnK

;jh ;jh
;oekoh rqKNK L^
e/Ido .   µkfJd
oki.   µkfJd
:{Bhtof;Nh rqKN 
efwµB iK fJ; d/   
pokpo dh ;Gk.
dkB|s'jc/.   
w?Ipofµg Õh;|uzdk.   µkfJd
fwnkd g[Zrh g?;/.   
j'o ;/tktK.   
g[okDh n¥pkoK,
o;kfbnK nkfd dh   
ftZeoh.
bkfJp/qoh T[g-eo.   
fogo'rqkfce ;/tktK.   

;koDh^1
1H3H6 pZiN L^(BUDGET)

piN nkT[D tkb/ ;kb dh nkwdB s/ you dk nB[wkB j[zdk j?. fJj fJe nfijk d;skt/} j? fi; okjhI fe;/ ;z;Ek
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dh GftZyh ftZsh :'iBk ikDh iKdh j?. ;zGt nB[wkfBs nkwdB ns/ you/ d/ t/ot/ fsnko ehs/ iKd/ jB. e'f;a;a ehsh iKdh
j? fe nkwdB ns/ you/ dk ;zs[bB oZfynk ikt/.

piN B{z ;bkBk fog'oN Bkb BjhI obkT[Dk ukjhdk. ;bkBk fog'oN fBo'b fJj dZ;dh j? fe fgSb/ ;kb ;z;Ek tb'I
eh e[M gokgs ehsk frnk s/ eh e[M gokgs BjhI ehsk ik ;fenk. fJj n;b ftu fgSb/ ;kb d/ nzeVk g{oD t/ot/ dZ;dh
j?. id fe piN nkT[D tkb/ ;kb d/ nB[wkBs t/ot/ dZ;dk j?. ;zy/g ftu piN nkT[D tkb/ ;kb bJh fsnko ehsk iKdk
j?. idfe fog'oN fgS'eV dk ft;ab/;D ns/ w[bKeD eodh j?. jo fJe ftnesh iK ;z;Ek dk pZiN j[zdk j?. fJj fBoXkos
;w/I wjhBk, ;kb, gzi ;kb bJh nkwdB ns/ you/ dk b/yk i'yk j[zdk j?.
1 H gfoGkµk L^

ÀfJj fJe ftZsh :'iBk j[zdh j? fi; oKjh fJj gsk ubdk j? fe fJe ftnesh iK ;z;Ek eh ewkt/rh s/ eh
you/rhÁ

(Cambridge Advanced learner's dictionary. Combridge : Cambridge University Press)H
fJ;B;huhT[N nkÕ e";N n?Iv wB/iw?IN neKT[N; nkÕ fJzrb?Iv n?Iv t/bi nB[;ko À ¥k; ;w/I d"okB BhshnK

nB[;ko tXhnk T[d/µ ns/ Nhu/ gqkgs eoB bJh i' ftZsh iK frDksfwe t/ot/ fsnko ehs/ rJ/ j'D T[; B{z pZiN nkyd/
jK.Á

e[zNi, n"fvBb ns/ ftufou d/ ftuko w[skfpe ÀpZiN fsnko eoBk fJe :'iBk fsnko eoB d/ s[Zb j[zdk j?
fJj :'iBk ;zfynkswe o{g ftu fdZs/ GftZyh ;w/I bJh j[zdh j?.Á

j?ohHn?b tkfJb ÀpZiN fsnko g?dktko j[zd/ jB T[j GftZyh gqfeqnk fjZs gq'rokw j[zd/ jB ns/ Bshi/ gqkgsh
tZb M[ek oyd/ jB. fJj nrKjtX{ ;'u ns/ :'iBk dk Bshik j[zd/ jB.Á

ikoi nko N?oh ÀpZiN GftZyh b'VK dk nzdkik j[zdk j? fi; ftu fe;/ T[d:'r dhnK e[M iK ;kohnK rshftXhnK
B{z fBoXkos ;w/I bJh mhe Yzr Bkb soshp ehsk frnk j[zdk j?. gq'H b?Iv; ÀpZiN dk Gkt ÀfBoXkos GftZyh ;w/I tk;s/
gqfeqnktK dh ft;skog{ote :'iBk j[zdh j?. fijVk foekovK dh gqDkbh nB[;ko ubdk j? ns/ :'iBk nB[;ko fB:zsoD
oZydk j?.Á
2 H T[d/µ L^(Objectives)

1H fJj ;z;Ek dk ftZsh nkXko j?.
2H fJj feqnktK dh ftZsh :'iBk j?.
3H fJj ftZs B{z gqkgs eoB ns/ youD d/ okj dZ;dk j?.
4H fJj GftZyh :'iBkpzdh bJh ;jkfJe j?.
5H fJj ftZs tzv eoB ftu soihjK fBoXkos eodk j?.
6H fJj fJe ezNo'b ftXh j?. fJj you/ dhnK wZdK (items) dk toDB eodk j? ns/ fJjBK wZdK T[_Zs/ you/ dhnK

;hwktK Bh:s eodk j?.
7H fJj pZiN dhnK jZdK bJh c?;b/ eodk j?.
8H fJj GftZypkDh dh :'iBk j?.
9H fJj ;[:'rsk B{z Bkgdk j?.
3 H gqfeqnk iK edw L
1H piN fsnko eoB t/b/ GftZyh b'VK B{z nkXko pDk e/ toDB eoBk.
2H w"i{dk bkfJp/qoh pZiN dk ftµb/µD eoBk ^ you/ d/ w[Zy nzµ, feqnktK nkfd.
3H pZiN T[s/ pfj; eoBh ^ b'VK, spdhbhnK B{z nzfsw S'jK d/DhnK.
4H T[d/µfjZs pZiN B{z g/µ eoBk.
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5H nfXekohnK Bkb rZbpks eoe/ nzfsw S'jK d/DhnK.
6H nfXekohnK tZb'I pZiN gk; eoBk.
7H pZiN dk nzdobk YKuk fBoXkos eoBk.
8H ;ko/ ;kb d"okB pZiN dk BhohyD eod/ ofjDk.
9H b'V nB[;ko  spdhbh eoBh.
1H3H6H1 pZiN dhnK fe;wK iK seBheK L-

pZiN dh fBwBfbys fe;wK iK seBheK j[zdhnK jBL^
1H bkJhB pZiN ^ (Line Budget)
2H gockow?I; pZiN ^ (Performance Budget)
3H gq'rokw pZiN ^ (Programme Budget)
4H gb?fBzr gq'rokfwzr pZifNzr f;;Nw (Planning Programming Budgeting System) (PPBS)
5H iho' p/;v pZiN (Z.B.B.)

fJ; s'I fJbktk pZiN dhnK j'o fe;wK th jB. fijBK B{z tgkoe ezwK ftu tofsnk iKdk j? fit/I t/ohnpb
(Variable) pZiN wNhohnb Material pZiN.
1H bkJhB pZiN L^

otkfJsh pZiN tZy^tZy b/yk ;hoµeK (heads) nXhB fsnko ehsk iKdk j?. fJj nkw gqufbs ftXh j? fJ;
ftu nkwdB ns/ you/ dhnK wZdK B{z yVh (Vertical) bkJhB ftu toDB ehsk iKdk j?. fJ; B[z{ bkJhB pZiN nkyd/
jK. fJj ftZsh nzdkik j[zdk j? L ;zGkth nkwdB ns/ youk eh j't/rk. fJj nkw s"o s/ fszB ;kbK d/ ni/j/ nzeV/ fdzdk
j?. fit/I fgSbk ;kb, toswkB ;kb ns/ nrbk ;kb.

;kb ;kb ;kb
youk (Expenditure) L 2001-02 2002-03 2003-04
gzikph :{Bhtof;Nh bkfJp/qoh L 17,59238 19,52375 23,35300

T[dkjoD L^
fJj G{sekb (past) T[_Zs/ fBoGo j[zdk j?. g[okDk youk GftZyh nzdi/ dk nkXko pDdk j? ehwsK nkfd d/ tkX/

B{z t/yd/ j'J/ fJ; ftu e[M tkXk th ehsk iKdk j?. nZieb fJj T[_ZbN j'D bZr fgnk j? feT[Ife j[D ftZs xNkT[D br
gJ/ jB. fJ; bJh eJh ;hoµeK|wZdK T[_Zs/ g[okD/ yofunK T[_Zs/ 5% s'I 10% eN'sh bZr iKdh j?. fJj G{sekb s'I tZXD
c[ZbD dk fJe okj j?. fJj fBt/µ B{z Bkgdk j? Bk fe T[sgkdB B{z, fJj pZiN nB[;ko ubD bJh gq/odk j? feT[Ife fJj
fJe fB:zsoD gqfeqnk j?. fJ; dk GftZyh :'iBkpzdh tZb e'Jh M[ek BjhI j[zdk. fJj ftek; dhnK ;ehwK ns/ gq'i?eNK
B{z bkr{ eoB ftu n;odko BjhI j?.
2 H gockow?I; pZiN L^

fJj ft;sko g{ote gqb/y j? fi; B[z{ go'rokw, gq'i?eN ns/ feqnktK d/ o{g ftu T[jBK dk ftZsh ns/ G'seh
B}ohnk t/y e/ g/µ eoe/ bkr{ ehsk iKdk j?/ (World Bank. Technical paper no 367. Washing ton DC: 1996)
3 H go'rokw pZiN L^

:'iBkpzdh ns/ ezNo'b bJh ;oekoK dk fJj fJe pj[s ikfDnk gSkfDnk pZiN nkfynk iKdk j?. feTI[fe fJ;
seBhe d[nkok jo fJe feqnk d/ bkG B{z Bkfgnk iKdk j?.

Àw{b s"o s/ fJj fe;/ T[d:'r d/ ;kXBK B{z f;b;b/tko fBoXkos eodk j? sK i' T[; d/ T[d/µK B[z{ n;odko Yzr
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Bkb gqkgs ehsk ik ;e/. T[d/µ ns/ Nhu/ gqkgsh tZb M[ek j'D eoe/ fJj ;ko/ fe;w d/ pZiNK dhnK ewi'ohnK s'I d{o j?.Á
(Weihrich, Heinz and Koontz, Harold. Management : Global perspective. 10th ed.

New York : Mcgraw Hill, 1994 p 615)
4 H gb?IfBzr go'rokfwzr pZifNzr f;;Nw (PPBS) L-

nZi dk :[Zr :'iBkpzdh dk :[Zr j?. fJ; tk;s/ gb?fBzr go'rokfwzr pZifNzr f;;Nw (PPBS) dk ftek; j'fJnk
j?. fJ; B[z{ whb gZEo pZifNzr th nkyd/ jK.

fJj gq'i?eN B{z eJh xNBktK (events) ftu tzvdk j?. gq'i?eNK B{z nZr/ fco S'N/ gq'i?eNK ftu tzfvnk iKdk j?.
T[dkjoD d/ s"o s/ i/ bkfJp/qoh dk T[d/µ fJ; dk nkN'w/µB eoBk j't/, bkfJp/qoh nkN'w/µB fJe gq'i?eN pD iKdk j? fJj nZr/
fco j'o nkN'w/µB fit/I L gVQB:'r ;wZroh B{z wzrtkT[Dk, seBheh feqnktK, ;KG ;zGkb, ;?bcK T[_Zs/ T[jBK dh gqkgsh
nkfd ftu tzfvnk iKdk j?. fJe fBoXkos ;w/I nzdo fJjBK B{z g{ok eoB bJh Nhu/ fwZE/ iKd/ jB. fJ; s'I nZr/ fJ;
B[z{ ezfgT[No d[nkok xNBktK dh soshp w[skpe fsnko ehsk iKdk j?. fJ; ftXh d[nkok B/V/ s'I BhohyD eoB ftu
;jkfJsk fwbdh j?.
5H iho' p/;v pZifNzr (Z.B.B.) L^

pZiN dh fJ; gqDkbh ftu pZiN d/ jo fJe you/ dh g{osh tk;s/ ;gZµNheoB d/Dk g?Idk j? fJ; ftu fgSb/ ;kb d/
you/ d/ nzeV/ iK gqkgsh dk e'Jh ;pzX BjhI j[zdk. fJ; gqeko ;ko/ T[d/µK (purposal) dk w[bKeD eoBk j[zdk j? fe eh T[jBK
B[{z nZr/ xZN ehws iK T[;/ ehws s/ iK tXh j'Jh ehws T[_Zs/ ftZs fdZsk ikt/.
1H3H6H2 you/ L (Expenditure)

yofunK B{z fBwB nB[;ko ;q/Dhtzv eo ;ed/ jK L
1H gz{ih (Capital)|nD^nktosh you/  L
T ;wZroh dk ;dhth ;zrqfj.
n ;EkB iK iwhB gqkgs eoBk.
J fJwkosK.
; ;ki'-;wkB.
j coBhuo.
e tkjB nkfd.
2H ubzs (Current) nktosh you/ L
T gVQB:'r ;wZroh dh yohd.
n eowukohnK dhnK sBykjK.

gq'c?µBb.
;?wh^gq'c?µBb.
;fj:'rh nwbk.
gqpzXeh nwbk.

J fibdpzdh.
; fpibh, r?;, tkjB nkfd.
j ;zuko, vke, NoK;g'oN nkfd.
e ;KG ;zGkb dh bkrs.
 1H3H6H2H1 :{Bhtof;Nh bkfJpq/oh bJh^
^vkH ozrkBkEB tZb'I ;[MkJ/ rJ/ yofunK dk nB[gks L^
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;Nkc iK nwbk 50%

g[;seK ns/ j'o gVQB:'r ;wZroh 40%

c[Neb 10%

phH n?w j?vheko tZb'I nkgDh g[;se Account of library organisation ftu tZy^tZy yofunK bJh f;ckoµ ;fjs
nB[gks L^

g[;seK 17%

fibdpzdh 6H7%

n¥pkoK ns/ fgqnkvheb} 4%

sBykjK ns/ wid{oh 44%

feokfJnk ns/ eoik 8H2%

j'o you/ 20H1%

e[[Zb 100%

;fjrb dh y'i B/ :{Bhtof;Nh yofunK pko/ fJ; gqeko toDB ehsk j? L^
Variable Mean expenditure Percentage

sBykjK  10,30327 46H26
g[;seK ns/ ioBb}|fgohnkvheb} 10,65,766 47H85
fibdpzdh 19,872  0H89
j'o 1,11321  5H00
:{Bhtof;Nh bkfJp/qoh pZiN dk 94% Gkr sBykjK ns/ gVQB:'r ;wZroh T[_Zs/ jh you j' iKdk j?. fJ; bJh

bkfJp/qohnK d/ mhe ftZsh gqpzX bJh sBykjK ns/ gVQB:'r ;wZroh T[_Zs/ j'J/ you/ pko/ nzeV/ fJeZso eoe/ ns/ ftµb/µD
eoe/ T[jBK dk M[ek ikDBk ukjhdk j?. ftfGzB fe;w dh ;wZroh dhnK ehwsK d/ nzeV/ th ;zGkbD/ ukjhd/ jB. nkN'w/µB
fJ; ezw ftu ;jkfJsk eo ;edh j?.
1H3H7 ezNo'b f;;Nw L^

;[:'r ezw eoB bJh fJj fJe b'Vhd/ :'r n"iko jB. fJjBK ftu e[M fJ; fe;w d/ j[zd/ jB L^
1H ekoi^gqDkbhnK L Procedures

2H b/yk L Accounting

3H gVskb L Auditing.

1H ekoi^gqDkbhnK L (Procedures) L^
fJj gqpzX d/ n"iko jz[d/ jB. jo ;oeko, ;z;Ek ns/ fBZih ndkok e[M ekoi^gqDkbhnK fBoXkos eod/ jB. fJj

wkordoµB jz[d/ jB fJj yk; eoe/ ftZs T[_Zs/ tXhnk n;odko ezNo'b oZyd/ jB. fJjBK ftu ;wZroh B[z{ wzrtkT[IDk, fpZb
BhohyD, G[rskB dh ftXh nkfd nkT[Id/ jB.

fJjBK s'I g{ok bkG b?D bJh L^
1H ;pzfXs ftnesh B[z{ ekoi^gqDkbh dk frnkB w?B{nb, rkJhvK iK d{i/ o{g ftu T[gbZpX eotkfJnk ikt/.
2H ftneshnK B[z{ T[jBK ekoi^gqDkbhnK pko/ ;{uBk ns/ ;/X fdsh ikt/ fe fJj feT[I }o{oh jB, fJjBK dk

T[d/µ, nkfd B{z rqfjD ehsk ikt/.
3H wµhBoh dh ikDekoh d/Dk, eh eowukoh fJ; B{z ;wMD ftu o[Zuh oZyd/ jB iK BjhI.

fJj rZbK }o{oh jB Gkt/I fJjBK T[s/ tkX{ youk feT[I Bk j[zdk j't/. g[okD/ s"o sohe/ jNk d/D/ ukjhd/ jB. T[jBK B{z
g{oD oZyDk ukjhdk j?. T[jBK dh ;whfynk eoBh ukjhdh j?. gozs{ bkfJp/qohnK B[z{ nkw s"o s/ ;oeko iK nkgDh fgZsoh
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;z;EK dhnK jdkfJsK ngDkT[DhnK g?IdhnK jB.
2 H b/yk oyDk (Accounting) L-

ÀT[j feqnktK fijVhnK b/ykeko tZb'I tgkoe rshftXhnK tk;s/ fBGkJhnK iKdhnK jB T[jBK B{z b/yk nkfynk
iKdk j?. b/yk ezwK dk ;pzX, ;ko/ tgkoe ekoi gqpzX fi; ftu nkwdB s/ you/, t/u, yohd, sBykjK, G[rskB eoBk,
bkG s/ jkBh nkfd dh s[bBksfwe fog'oN nkfd Bkb j[zdk j?.

fJ; s'I fJbktk fj;kp feskp d/ ezw ns/ j'o ezw, :'iBkpzdh ns/ ezNo'b feqnktK fiBK dk ;pzX pZiN ezNo'b,
ftZs tjk dk ftµb/µD ns/ Bh:s ;w/I T[_Zs/ ezw dhnK fog'oNKÁ

(Daya Narain : Management : terms and concepts. New Delhi : Vikas. 1997 p.2)
b/yk oZyDk ftZsh gqpzX dh ezNo'b gqDkbh j? fJj jw/µk fBrokBh, u[;s ns/ ci{b yofunK B{z ekp{ oZydk j?.

fJj fJ; rZb B{z th :ehBh pDkT[Idk j? fe eh ezw ftu ;jh wkg-dzv ns/ ftXhnK ngDkJhnK rJhnK jB.
bkfJp/qohnK B{z b'e ftZs gqkgs j[zdk j?. fJ; bJh T[jBK B{z jo fJe fpZb|tkT[uo|ftZsh ekotkJhnK gVQskb

eoB ns/ foekov oZyD bJh b/yk ;akyk B{z G/iDhnK j[zdhnK jB. T[jBK B{z fgZsoh ;z;Ek iK ;oeko dh ftZXh ftXkB
nB[;ko ezw eoBk g?Idk j?. T[j fj;kp feskp th oZydhnK jB fit/I fe L^
1H tZy^tZy  ftfµnK B[z{ fBoXkos ftZs tzv dk foekov.
2H fpZb ofi;No .
3H b/yk gVskb L (Audit) L^

b/yk gVskb ftZsh ekotkJhnK dh x'y eodk j? fJj pj[s n;odko ftZsh ezNo'b gqfeqnk j?. fj;kp feskp
tk;s/ fJj pj[s Bh:ws ns/ ;[szso w[bKeD eodh j?. b/yk gVskb dk Gkt, fJj gqkJht/N ns/ gpfbe ;?eNo dhnK
;z;EktK ftu ftZs dh ;[:'rsk, ekB{zBh gZy, ftXhnK, you/ ns/ j'o dcsoh ns/ ftZsh foekovK dk f;b;b/tko
ft;b/µD, BhohyD, ns/ w[bKeD eoBk j?.

(Dictionary of administration and management authoritative comprehensive. Los

Angeles : System Research  Institute, 1981 p.151)
b/yk^gVskb dhnK fe;wK ;z;Ek ns/ ;oeko T[_Zs/ fBoGo eodhnK jB. ;kv/ d/µ dhnK bkfJpq/ohnK ftu d'

fe;w dk b/yk gVskb t/yD ftu nkT[Idk j?.
1H g{ot b/yk gVskb (Pre Audit)
2H pknd dh b/yk gVskb (Post Audit)
1 H g{ot b/yk gVskb L  ̂ fpZb d/ G[rskB eoB s'I gfjbK ;z;Ek ftu nkfvNo tZb'I jo fJe fpZb|tkT[uo dh
gVskb ehsh iKdh j?. ftZsh ezwK ftu ;jh fB:w ns/ ekotkJhnK ngDkT[D dh nkfvNo dh th i[zw/tkoh j[zdh j?.
2 H  pknd dh b/yk gVskb L  ̂fJ; ftZXh ftu ;kb d/ nzs ftu pkjob/ nkfvNo fj;kp feskp gVskb eoB
bJh nkT[Id/ jB. fJj Bw{Bk gVskb (sample checking) jz[dh j?. nkw s"o s/ fJj ezw gq'c?;Bb|ukoNov
neKT[N?IN; tZb'I ehsk iKdk j?. ftZsh ;kb d/ nzs ftu T[jBK tZb'I fj;kp feskp u?e ehsk iKdk j? ns/ T[DskJhnK
T[xkVhnK iKdhnK jB, fJsoki T[mkJ/ iKd/ jB. fJsoki dh g{osh s'I pknd fj;kp feskp mhe j'D dk ;oNhfce/N fdZsk
iKdk j?.

bkfJpq/ohnK tZb'I oki ns/ e/Ido ;oeko d/ fB:w ngDkJ/ iKd/ jB. e[M bkfJp/qohnK ftu g{ot gVskb ftZXh
fit/I gzikph :{Bhtof;Nh bkfJp/qoh ftu ngDkJh iKdh j?. id fe e[M bkfJp/qohnK ftZu pknd dh b/yk gVskb ftXh
j?. fit/I oki;EkB :{Bhtof;Nh bkfJp/qoh ftu j[zdk j?.
1H3H8 bkrs (Cost) L^
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fpqN/fBek fJB;kfJeb'ghvhnK (1974) nB[;ko Àbkrs b/yk oyDk (Cost-accounting) T[j gqfeqnk j? fi; okjhI
;z;Ek fe;/ t;s{ dh g?dktko, ;/tktK, ezwK, ftGkr B{z ubkT[D ftu nkJ/ you/ d/ nzdk}/ gqkgs eodh j?.Á
1H3H8H1 :{fBN bkrs (Unit Cost) L^

bkrs fJe ftµ/µ T[sgkdB, ;/tk iK gqfeqnk j[zdh j?. fit/I fe gqb/y wzrtkT[D ftu nkJh bkrs fJ; B[z{ u[DB ftu,
wzrtkT[D ftu fit/I fuZmh gZso, vke youk, j'o you/ th fXnkB ftu oZy/ iKd/ jB. fJjBK ;ko/ yofunK dk e[b i'V eoe/
fJjBK dh n';s bkrs eZYh ik ;edh j? fJj n';s bkrs B{z :{fBN bkrs nkyd/ jK. fJ; B[z{ bkrs b/yk nkfynk iKdk
j?.

T[dkjoD d/ s'o s/ ;{uheoD bJh ekovK ns/ j'o ;wZroh dh tos'I, eowukoh i' fJjBK B{z fsnko eod/ jBL^
T[jBK dh sBykjK (wid{oh bkrs). NkfJg| ezfgT{No dk youk, bkfJp/qoh coBhuo, fJwkos nkfd, B[z{ T[sb/ (over

head) you/ nkyd/ jK.
:{fBN bkrs d[nkok ftZsh b'VK B{z ikDB ftu ;jkfJsk fwbdh j?. yk; eoe/ fJj gq'rokw pZiN ns/ gockow?I;

pZiN nkfd bJh nkXko jB.
1H fJj ;N?Ivov bkrs ikDB bJh ;jkfJe j?.
2H fJj ;z;Ek d/ ftZsh nzdkia/ bJh bkGdkfJe j?.
3H T[sgkdB bkrs ezNo'b eoB ftu ;jkJh j?.
4H bkrs gqGkftesk (Cost-effectiveness) ftu ;jkfJe j?.
5H mhe c?;b/ b?D ftu ;jkfJsk fwbdh j?.
6H tZy^tZy bkfJp/qohnK dhnK T[sgkdB bkrsK dh s[bBk eoB ftu n;kBh ofjzdh j?. f;ZN/ ti'I tXhnk Yzr bkr{ ehs/

ik ;ed/ jB.
bkrs gqGkftesk dk ;zpzX bkrs ns/ you// rJ/ g?;/ tZb'I fBGkJh ekor[iakoh Bkb j[zdk j?.
ÀfJj ftµ/µ you/ (bkrs) dh bkG dk ftµb/µD j? fi; ftu fJj t/fynk iKdk j? fe eh T[;/ you/ bkrs B{z fiankdk

n;odkosk Bkb tos'I ehsk ik ;edk j? iK T[jh bkG xZN you/ (bkrs) Bkb gqkgs eo ;ed/ jK.Á
bkrs gqkGftesk (Cost-effectiveness) d/ ftµb/µD tk;s/  fBwBfbys edw (steps) jB L^

1H T[d/µK B{z toDB eoBk.
2H T[d/µK B[z{ gqkgs eoB bJh pdbt/I Yzr.
3H ftfGzB pdbt/I YzrK dh bkrs d/ nzdki/a brkT[D/.
4H bkrs d/ nkXko T[_Zs/ pdbt/I YzrK dh y'i eoBh.
T[dkjoD s/ s"o s/ L^
1H T[d/µ L^ fJe gqb/y gkme B{z d/Dk.
2H pdbt/ Yzr L yohd okjhI|nzso bkfJp/qoh T[Xko okjhI|c'N'ekgh okjIhI T[gbZpX eokt/.
3H jo pdbt/I Yzr dh bkrs.
4H g?;/ d/ o{g ftZu fejV/ pdbt/I Yzr dh bkrs xZN j? ns/ bzp/ ;w/I ftu tos'I bkrs^gqGkftesk c?;be[B ;kps j[zdh

j?.
1H3H9 bkrs bkG (Cost benefit) L^

bkrs^bkG dk ;pzX Bk e/tb gq'i?eN iK ;/tk ftu nkJ/ nkwdB^you/  Bkb jz[dk j? ;r'I ;wkfie edoK ehwsK d/
o{g ftu j'J/ ckfJd/ s'I ikfDnk iKdk j?. bkrs^bkG ftµb/µD d[nkok gq'i?eN T[_Zs/ nkJ/ you/ d/ f;fNnK dk BhohyD ns/
gVskb eo ;ed/ jK.

ÀfJj fJe n?;h seBhe j? fi; ftu gq'i?eN dh eZ[b bkrs ftu bZr/ ftZs d/ nzdki/ brkJ/ iKd/ jB ns/ ;wkfie
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bkrs ns/ bkGK tZb th fXnkB fdsk iKdk j?, fijVk fe otkfJsh bkrs feqnktK ftu BjhI j[zdk ;h. fJ; ftu ;zGt ;kohnK
bkrsK ns/ bkGK B{z gSkD e/ ftukfonk iKdk j?. bkrs bkG ftµb/µD nkw s"o s/ ;N/N J/iz;hnK tZb'I gq:'r ftu fbnKdk
iKdk j?. fit/I fe tZv/ g?wkB/ d/ gq'i?eN dk w[bKeD eoBk j't/ BthI ;VeK, BdhnK d/ g[Zb, o/b bkJhBK nkfd gk;'I i' ;wki B{z
bkG gqkgs j[zd/ jB fJ; pko/ ;N/N|oki ;wZ[uk nzdkik b?Idh j?, fJ; ftZu ftZsh bkG dk finkdk fXnkB BjhI oZfynk iKdk.Á

bkfJp/qoh ;/tktK dh rZb eod/ j'J/ n;hI ;fji/ nzdkik brk ;ed/ jK fe bkfJp/qoh dk bkG gkme B{z T[; B{z B'eoh
b?D, ofjD ;fjD, fizdrh fpskT[D ftu j' ;edk j? gozs{ ;wki B{z xZN ;w/I ns/ bzp/ ;w/I ftu th nfij/ bkG gqkgs j[zd/
ofjDr/. bkfJp/qohnK frnkB ns/ ;{uBK, gqdkB eoe/ ftneshnK B[z{ ofjzdh d[BhnK se fBjkodhnK jB. fJj ;w[Zu/ ;wki
B{z bkG fdzdhnK jB.

bkrs bkG B{z ;{uBk ns/ nzefVnK dh th b'V j[zdh j?  fit/I L^
1H wZdK|;/tktK dh bkrs B{z gSkDBk.
2H fJ; d/ bkG ns/ w[bKeD B{z gSkDBk.

bkfJp/qoh ns/ ;{uBk ;/tktK dk bkG B{z BkgD bJh e[M wkg-dzv fJ; gqeko d/ j' ;ed/ jB L
1H y'i dk p/fXnkB/ d'jo/gB (duplication) dh bkrs ftu pZus eoBk.
2H ;{uBk|frnkB T[s/ nkXkos tXhnk c?;b/ b?D ekoB, bkrs ftu j'Jh pZus.
3H bkfJpq/oh dh tos'I ekoB, b'eK dh g[;seK yohdD tZb'I j'Jh pZus dh bkrs.
4H µfjohnK B{z tXhnk frnkBtkB pDB ftu tXhnk T[sgkdB j'D eoe/ j'Jh pZus.
1H3H10 foekov L^

g[;seK ns o;kfbnK d/ pZiN dk fB:wpZX Yzr Bkb ezNo'b eoB bJh G[rskB dk b/yk i'yk oyDk }o{oh j?.
fBwB fbys foekov pj[s ;kohnK bkfJp/qohnK ftu oyD/ }o{oh jB L^
1H ftZs tzv ofi;No.
2H fpZb w{tw?IN (movement) ofi;No.
3H nr/sk^G[rskB (advance payment) ofi;No.
4H bkfJpq/oh f;feT[oNh ofi;No.
5H wBhnkovo|u?_Ze d[nkok ehs/ rJ/ G[rskB dk ofi;No.
6H ftd/µh|fpZb ofi;No.
7H bkfJp/qoh ftu iwQK oew|o;hd ofi;No.
8H e?µ ofi;No.

fgZsoh ;z;Ek dh Bhsh nB[;ko ftZsh b/yk oZyD bJh bkfJp/qoh j'o fe;w d/ ofi;No th fsnko eo ;edh j?.
1H3H11 ;ko L^(Conclusion)

ftZsh gqpzX dk ;pzX ftZsh ;kXBK dh :'iBkpzdh ns/ ezNo'b Bkb j[zdk j?. ;w/I ;w/I f;o tZy^tZy ew/NhnK ns/
efwµBK tZb'I nbr^nbr fe;w dhnK bkfJp/qohnK bJh ftZsh wkg-dzv ns/ ;N?Ivov fBoXkos eoB bJh f;ckoµK ehshnK
iKdhnK ojhnK jB. y'iK d;dhnK jB fe fJjBK wkg-dzvK dk ;fseko BjhI ehsk frnk j?.

nbZr^nbZr fe;w dhnK bkfJp/qohnK tk;s/ nbZr^nbZr ftZsh ;kXB j[zd/ jB. ftZs d/ gqw[Zy ;kXB ;oekoh
rqKNK iK fgZsoh ;z;Ek tZb'I fdZsk frnk ftZs. bkfJpq/oh eo (cess) e[M gpfbe bkfJp/qohnK dh nkwdB dk ;kXB j[zdk j?.
bkfJpq/oh ch;K, fwnkdg[Zrh|g?;/, dkB ns/ s'jc/, ;/tktK, nypkoK dh t/u j'o ftZsh ;kXB jB.

pZiN, fJe ftZsh :'iBk j[zdh j?. pZiN dhnK eJh fe;wK j[zdhnK jB. ftZsh ezNo'b gqDkbh ftu, feqnktK,
b/yk, ns/ b/yk^gVskb nkT[Id/ jB. bkrs^bkG dk ;pzX ;/tktK, g?dktko ns/ fJ; d/ bkG  i' ;wki gqkgs eodk j? T[;
Bkb j[zdk  j?. bkfJp/qoh bkrs^bkG nfXn?B, bkfJp/qoh d/ yofunK ns/ xZN ;w/I ns/ bzp/ ;w/I d/ ;wkfie bkG pko/ ehsk
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iKdk j?.
1H3H12 ;t?^ u?e ;tkb L
1H ftZsh gqpzX dk toDB eo'.
2H okXk feqµB efwµB tb'I :{Bhtof;Nh bfJp/qoh bJh fds/ rJ/ wkg-dzvK dk ftuko eo'.
3H pZiN eh j?< fJ;d/ T[d/;a d;'.
4H Gkos ftu gpfbe bkfJp/qohnK d/ ftZsh ;kXB fejV/ jB<
T[_Zso L

d/y' w[y j?fvzr L gfoGkµk
d/y' w[y j?fvzr L wkg-dzv ns/ ;N?Ivov
d/y' w[y j?fvzr L  pZiN|T[d/;a
d/y' w[y j?fvzr L ;koDh 1H nkwdB d/ ;kXB

1H3H13 nZr/ gVQB bJh L^
1. Evans. G. Edward.Management techniques for librarians. 2nd ed. New York.

Academic Press.1983.

2. Krishan Kumar, Library administration and management. New Delhi : Vikas,

Latest Edition.

3. Sehgal, P.C. Financial Management of University Libraries in India. Patiala 21st

Century Publication, 2004

4. Mittal, R.L. Library administration : Theory and practice Ed5. New Delhi :

Metropolitian, 1984.

5. Koontz, Harold and Weihrich, H. : Essentials of Management. Ed. 8, 2010.
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wB/iw?IN nkc bkfJpq/oh} n?Iv
fJBckow/µB ;?No}

gkm BzL  1H4           b/ye L vkH e/H BtbkBh

wB[Zyh ;kXB gqpzX (HUMAN RESOURCE MANAGEMENT)

o{g o/yk L^
1H4H0 T[d/µ
1H4H1 G{fwek
1H4H2 gfoGkµk
1H4H3 eowukoh Gosh gq'rokw (Staffing)
1H4H4 Gosh
1H4H5 B'eoh T[s/ brkT[Dk
1H4H6 gq;sktBk
1H4H7 f;ybkJh
1H4H8 ftek;
1H4H9 ekor[ikoh w[bKeD
1H4H10 bkfJpq/oh ewoukohnK dh µ/qDhtzv
1H4H11 eowukohnK dh frDsh
1H4H12 ;Nkc w?B{nb
1H4H13 pkjoh ;kXB (outsourcing)
1H4H14 ;ko
1H4H15 ;P? gVu'b gqµB
1H4H16 nZr/ gVQB bJh

1H4H0 T[d/µ L^(Objectives)

gkm T[gozs s[;h_ j/m fby/ T[d/µK pko/ ikD ;e'r/ L
(i)  XkoBk ns/ ezwK B{z ;wMDk.
(ii) eowukoh, Gosh, u'D, B"eoh T[s/ bkT[Dk ns/ gq;sktBk^gqfeqnk B[z{ ikDBk.
(iii) eowukohnK dh f;ybkJh ns/ ftek; dk frnkB j'Dk.
(iv) ekor[ikoh w[bKeD dk wjZst ns/ ftXhnK pko/ ftukoBk.
(v) bkfJpq/oh eowukohnK dh ;q/Dhtzv B[z{ toDB eoBk.
(vi) bkfJp/qoh ftu eowukohnK dh b'V|frDsh fBoXkos eoBh.
(vii) ;Nkc w?B{nb dh tos'I pko/ gq/oBk d/Dh.
(viii) pkjoh ;kXB (outsourcing) pko/ ikDBk.

wB[Zyh ;kXB gqpzX
1H4H1 G{fwek L^ (Introduction)

gqpzX dk ;pzX b'eK tb'I ;hws ;kXBK dh tos'I eoe/ T[d/µK dh gqkgsh eoBk j[zdk j?. wB[Zy iK wB[Zyh µesh
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iK eowukoh^tor iK wB[Zyh ;kXB ;oeko iK fe;/ ;z;Ek ftu pj[s jh }o{oh w{b sZs j[zd/ jB.
ÀGkt/I bkG tkbh iK fpBK bkG ewkT[D tkbh gpfbe iK gqkJht/N ;z;Ek feT[I Bk j't/, jo fJe dh ;cbsk

bJh tXhnk b'eK B{z gqkgs eoBk, T[jBK Bz{ e'b oZyDk fJe g/uhIdk ezw j?. Á
bkfJp/qoh gk; tXhnk s'I tXhnk g[;se ;zrqfj feT[I Bk j't/, tXhnk ebkwJh fJwkos th feT[II Bk j't/, go i/ fJ;

gk; ;[:'r f;Zfyne gq'c?;aBb nwbk Bk j't/ sk bkfJp/qoh n;odko ;/tktK godkB BjhI eo ;edh. fe;/ B/ mhe fejk j? fe
bkfJp/qoh bkfJp/qohnB jh pDkT[IIdk j? (A library is what a librarian makes it) i/ fJ; ejkts B{z bkfJp/qoh ftfrnkB dk
S/tK fB:w ;wM fbnk ikt/ sK th e'Jh nfseEBh BjhI j't/rh.
1H4H2 gfoGkµk L (̂Definition)

ÀwB[Zyh µeshÁ iK ÀwB[Zyh ;kXBÁ B[z{ fJ; soQK ftukfonk j?. ;z;Ek dh wB[Zyh µesh dk ;kok frnkB, w[jkoks,
ouBkswe :'rsktK, p[ZXh, otZJhnk, edoK ehwsK ns/ ftneshnK dh ;w{bhns fJ; d/ x/o/ ftu nkT[IdhnK jB. fJ; s'I
fJbktk eowukoh dhnK :'rsktK, gqkgs frnkB, w[jkoks, p[ZXh ns/ M[ekU fJjBK ;kohnK rZbK dk i'V^cb, wB[Zyh ;kXB
dk gqpzX nytKT[Idk j?.Á

(Megginson, Leon C, Personnel and Human resource Administration, 1977 p.4)
ÀwB[ Zyh ;kXB gqp zX fJe nfijh soehp j? fi; ftu wB[ Zyh ;kXBK dh T[gbZpXh, ftek;,

go/oBk ns/ T[jBK dh d/y^Gkb eoBh jz[dh j?.Á
(De Cenzo, David A and Robbins, Stephen P. Personnel/Human resource Management New Delhi.

Prentice Hall of India, 1996 p. 16)
gfjbK gfjbK fJ; B[z{ eowukoh^tor iK wB[Zyh µesh dk gqpzX nkfynk iKdk ;h. Àeowukoh^tor gqpzX dk

;pzX ;s'µiBe ns/ ;s[zµN ekoi µesh gqkgs eoe/ ;zGkbDh jz[dh j?.Á (George. R. Terry)
Àeowukoh^tor gqpzX, gqpzX dk T[j gZy j? fijVk jo fJe eowukoh Bz{ gq/fos ns/ T[sµkfjs eoe/ tgkfoe T[d/µK

dh gqkgsh bJh T[; e'b' g{oB :'rdkB gqkgs eo/.Á (C H Northcott)
Àeowukoh-tor gqpzX, gqpzX dk T[j nzµ j? fi; dk T[d/µ ;z;EK d/ eowukoh ;kXBK dh n;odko tos'I eoBk j?Á

(Paul G. Hastings)
Àe'Jh th bkfJp/qoh b'V nB[;ko ;wZoE eowukohnK s'I fpBQK n;odko ;/tk BjhI d/ ;edh. bkfJp/qoh fJe fBt/ebh

;/tk gqdkB eoB tkbh ;z;Ek ns/ ;{uBK dk e/Ido j'D d/ Bks/ wzr eodh j? fe fJ; d/ eowukoh f;Zyo d/ JhwkBdko ns/ :'r
j'D/ ukjhd/ jB.Á (Mittal, R.L. Library administration : Theory and practice. Delhi : Metropolitan Book co, Ltd.

1973, p. 106-7)
1H4H3 b'V L-(Need)

fjT{wB fo;'o; fe;/ th ;z;Ek dk pj[s nfjw nzr j? fJ;/ soQK bkfJp/qoh ns/ ;/tk Gkt dhnK ;z;EktK ftu th fJ;
dk fBt/ebk ;EkB j?. nfijhnK ;z;EktK dh ;cbsk fJBQK d/ ;[:'r eowukohnK T[s/ nXkfos j[zdh j?. fJe bkfJp/qoh ftu
fJ; dh b'V fBwBfbys ekoBK eoe/ j[zdh j? L
1H gkme ;/tktK gqdkB eoB bJh.
2H bkfJp/qoh, gkmeK bJh j[zdh j?. nfijk wB ftu Xkoe/ ezw eoB bJh fJ; dh b'V j?.
3H bkfJp/qoh d/ tkX/ ns/ ftek; bJh.
4H bkfJp/qoh dh ;jh :'iBkpzdh ns/ fJ; d/ T[d/;aK dh gqkgsh bJh.
5H gVQB:'r ;wZroh dh ;zGkb nkfd bJh.
6H tZX s'I tZX ;wZoEk Bkb ezw eoB bJh.
7H eowukohnK dh j';bk tXkT[D bJh ns/ T[jBK d/ ezw B{z r[DtkB pDkT[D bJh.
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8H wB[Zyh ;kXBK dh nzdo{Bh ns/ pkjoh ;s[z;aNh bJh.
9H wB[Zyh ;kXBK dhnK ;zGkth fJSktK fit/Ife T[jBK bJh tXhnk ezw, soZeh nkfd d/ w"e/ ftukoB bJh.
10H B"eoh ftu eowukoh dk ngD/ nkg B{z YkbD ftu ns/ brksko ;{uBK N?eBkb'ih ftu pdb oj/ jkbks nB[;ko

ezwK ftu ndbk pdbh eoB bJh.
1H4H4 eowukoh Gosh eoBk (Staffing) L^

gqpzX dk fJj fJe wjZstg{oD ezw j?. fJj ftnesh ns/ B'eoh dk fwbkB eoB dh gqfeqnk j?L^ fi; dk Gkt noE
mhe ftnesh, mhe B"eoh T[s/ brkT[Dk. ;z;Ek dhnK ;kohnK feqnktK B[z{ ubkT[D bJh fJj }o{oh j' iKdk j? fe bkfJp/qoh
ftu jo fJe gZXo T[_Zs/ b'VhIdh wB[Zyh µesh B[z{ ikfDnk ikt/. eowukoh :'iBkpzdh, Gosh, u'D, f;ybkJh, ftek; ns/
w[bKeD fJ; d/ }o{oh edw jB.

;z;Ek ftu eowukoh Gosh gq'rokw brksko gqfeqnk j? fJ; ftu eowukohnK dh mhe ns/ n;odko u'D,
f;ybkJh, T[jBK dk w[bKeD, G{fwek, ykbh n;kwhnK Bz{ GoBk nkfd feqnktK nkT[IdhnK jB. fJ; bJh fJ; d/ w[Zy ezw fJ;
soQK jz[d/ jBL^
1H4H5H Gosh (Recruitment) L^

ÀGosh, ;zGkth eowukohnK B{z bZGe/, T[s/ie ns/ T[s;kfjs eoe/ T[jBK B[z{ ;z;Ek ftu B'eoh bJh fpB? gZso d/D
dh gqfeqnk j?.Á

(Edwin B. Flippo. Principles of personnel management. New York : Mcgraw Hill, 1982, p. 122)
ÀGosh, b'VhId/ wB[Zyh µesh ;kXBK dk ftek; ns/ ;KG^;zGkb jz[dh j?. fJ; ftu T[gbZpX eowukohnK dk Gzvko

fsnko eoBk jz[zdk j? sK i' ;z;Ek fJ; Gzvko ftu'I tkX{ eowukoh Gosh eo ;e/.Á (Dale S Beach)
Gosh, eowukoh Gosh gq'rokw ftu gfjbk gVQk jz[dh j? fijVh u'D s'I uZb e/ T[whdtko d/ B'eoh s/ bZrD sZe

ysw j[zdh j?.Á (Kempher T, Ed. Hand book of management London : Weiden field and Nicolson, 1971, p. 310)
bkfJp/qoh ns/ ;{uBk ;/tktK bJh  ;[:'r, p[XhwkB, s/ ;wZoE eowukohnK B{z oZyD tk;s/ Y[et/I rq/v, sBykjK, GZs/

ns/ ezw d/ uzr/ jkbks T[gbpZX eotkT[D/ ukjhd/ jB.
nkw s"o s/ Gosh gqfeqnk ftu fszB gVQk nkT[Id/ jB L^

1H wB[Zyh ;kXBK dh :'iBkpzdh.
2H T[whdtkoK dh u'D.
3H gq;sktBk (Induction)
1H4H5H1 wB[Zyh ;kXBK dh :'iBkpzdh L (̂Human Resource Planning)

fJj ezw eoB bJh fBwBfbys gZy ftukoB/ ukjhd/ jBL^
(T) ;G s'I gfjbK eowukohnK dh xkN t/yh iKdh j?. nfXekohnK gk;'I T[; dh wzBi{oh bJh iKdh j?. n;kwhnK
pDkJhnK iKdhnK jB. T[jBK d/ rq/v, :'rsktK, siopk nkfd ns/ frDsh dk c?;bk ehsk iKdk j?. nfXekoh B{z fJ; rZb
dk gsk j'Dk ukjhdk j? fe ;z;EK ftu fezBQ/ eowukoh ezw eo oj/ jB, j'o fezBQ/ eowukohnK dh b'V j? ns/ jo Bt/I ftZsh ;kb
d/ µ[o{ ftu fezBhnK n;kwhnK ykbQh gJhnK jB. n;kwhnK, fiBQK dh Gosh eoBh j? T[jBK dh wBi{oh b? b?Dh ukjhdh j?.
sK i' fJjBK BthnK n;kwhnK bJh pZiN dh T[gbZpXh j' ;e/.

e[M ;z;EktK ftu 50% n;kwhnK ykbh gJhnK ofjzdhnK jB. go fJjBK B[z{ jo ;kb pZiN ftu ftykfJnk frnk
j[zdk j?. fJjBK tk;s/ BthI Gosh BjhI ehsh iKdh j?. f;ZN/ ti'I xZN ;Nkc j'D eoe/ bkfJp/qoh ;/tktK dk B[e;kB jz[dk j? s/
bkfJp/qoh dk fpzp p[oh soQK gqGkfts j[zdk j?.
(n) Gosh bJh ;oeko ns/ fgsZoh ;z;Ek dh Bhsh nB[;ko BthI n;kwh bJh T[whdtkoK e'b'I noihnK wzrtkT[DhnK
ukjhdhnK jB. fJj ezw o'}rko dcsoK, nypkoK ftu fJfµsjko, gq'c?;aBb fBT{}b?No ns/ N?bhth}B okjhI ehsk ik
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;edk j?. eowukohnK dh :{Bhtof;NhnK|ekbiK|ftGkrK|;e{bKI s'I f;Xh Gosh th ehsh ik ;edh j?. nZi eb fJj j' fojk
j?.
1H4H5H2 u'D L^  (Selection)

o'}rko bJh ;theko ehs/ rJ/ ftneshnK ftu'I :'r ftneshnK dh u'D ehsh iKdh j?. fJ; ftu fJj c?;bk ehsk
iKdk j? fe fJjBK ftu'I ezw bJh fezBQhnK n;kwhnK Bz{ w"ek d/Dk j?.(Dale yoder)

u'D gqfeqnk ftu T[whdtko pko/ b'VhIdh ;{uBk fJZeso ehsh iKdh j? ns/ eJh gZZXoK T[_Zs/ fJ; dh tos'I ehsh iKdh
j?. fJ; gqfeqnk dk T[d/µ b'V nB[;ko f;fyne ns/ siop/eko ftnesh dh u'D eoBk j?.

T[whdtkoK dhnK noihnK goyhnK iKdhnK jB sK i' u'D gqfeqnk ftu e/tb :'r T[whdtko jh nk ;eD ns/
d{finK B[{z SZv fdsk ikt/.
1H4H5H3 u'D Bhsh L (̂Selection Policy)

u'D Bhsh fsnko eoB t/b/ fJj }o{oh j? fe ;z;Ek dhnK b'VK s'I fJbktk seBheh ns/ gq'c?;Bb wkg dzv th fXnkB
ftu oZyD/ ukjhd/ jB.

i/eo T[whdtko dh u'D bJh gqhfynk }o{oh j? sK fBwBfbys B[es/ fXnkB ftu oZyD/ ukjhd/ jB L^
1H fbysh gqhfynk bJh w{b wkgdzv eh jB<
2H gqhfynk dh fe;w eh j?. (apitiute) gqhfynk th b?Dh ukjhdh j?.
3H gqhfynk fejVh-J/iz;h B/ b?Dh j?<
4H w[bKeD d/ wkg-dzv eh jB<
5H gqµB gZso fsnko eoB/ ns/ T[_Zso ekghnK dk w[bKeD eoBk.
6H u'D ew/Nh tb'I fJzNoftT{ fwsh fBoXkos eoBk.
7H u'D ew/Nh tb'I fJzNoftT{ b?Dh ns/ u[D/ j'J/ T[whdtkoK dh nzfsw ;{uh fsnko eoBk.

bkfJp/qoh eowukohnK B{z u[DB bJh ;z;Ek Bhsh nB[;ko fsnko eoBh ukjhdh j? ew/NhnK nk:'fis ehshnK
iKdhnK jB. ;oeko, :{Bhtof;NhnK, ekfbiK ns/ pj[s ;ko/ nekdfwe, y'i ns/ tgkoe ndkfonK ftZu T[whdtkoK B[{z
u[DB d/ e[M fB:w j[zd/ jB. bkfJp/qohnK fJjBK dk nzr j[zdhnK jB. fJ; bJh T[jBK B{z th nkgDhnK fgZsoh ;z;EktK d/
fJj fB:w ngDkT[D/ g?Id/ jB.

;oekoh ekfbiK ns/ gpfbe bkfJp/qohnK ftu ;oekoK nkgD/ bkfJp/qohnBK dh u'D nkgD/ efwµB d[nkok
eodhnK jB fit/I fe gzikp ftu ªgpfbe ;oft; efwµB«. fJj J/iz;hnK jh fibk bkfJpq/ohnK d/ bkfJp/qohnBK dh u'D
eodhnK jB.

fJzNoftT{ dh fwsh w[eZoo ehsh iKdh j?. fiBQK T[whdtkoK dh fJzNoftT{ b?Dh j[zdh j? T[jBK Bkb ;goze eoe/
fJzNoftT{ b?D dh fwsh sfj eo bJh iKdh j?. T[whdtkoK B{z fJzNoftT{ fwsh pko/ ;{fus ehsk iKdk j? ns/ ew/Nh|p'ov|ftnesh
nZr/ g/µ j'D bJh Bh:s fwsh ns/ ;wK dZf;nk iKdk j?.

Gkos dhnK :{Bhtof;NhnK ns/ ekfbi bkfJp/qohnK bJh ªbkfJp/qoh gq'c?µBbK dh u'D tk;s/«¿ B?µBb n?i{e/µB
N?;N (NET) iK ;N/N b?tb n?i{e/µB N?;N (SLET) gk; eoBk }o{oh j?. fJj ;osK :{Bhtof;Nh rqKN efwµB|(U.G.C)
tZb'I brkJhnK rJhnK jB.

T[whdtko fi; B/ B?N (NET) gk; ehsk j'fJnk j? T[j d/µ ftu feXo/ th B'eoh bJh fpB? gZso d/D d/ :'r j?l
idfe T[j T[whdtko fi; B/ ;b?N (SLET) gk; ehsk j? T[j ;N/N|oki ftu fpB? gZso d/D d/ :'r j?.

fpB? gZso dh gqkgsh s'I pknd fJjBK dk ft;b/µD eoe/ :'r ftneshnK dh ;{uh fsnko ehsh iKdh j?. nkw s"o
s/ fJ; ezw bJh ew/Nh pDkJh iKdh j? sK i' ezw fpBK fe;/ gZygks s'I ehsk ikt/. i/eo fBoXkos frDsh s'I :'r T[whdtko
fI}nkdk j'D sK d[pkok fco wkg^dzv fsnko eoe/ ;{uh pDkJh ikdh j?. fJ; B{z ;{uh xNkT[Dk (short listing) nkfynk
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iKdk j?. fJ; T[gozs fJzNoftT{ bJh p[bkD tkb/ T[whdtkoK dh nzfsw ;{uh fsnko ehsh iKdh j?
fJ; gqeko d'B' oki ns/ e/Ido ;oekoK iK ;z;EktK tZb'I fB:wK nB[;ko u'D ew/NhnK nk:'fis ehshnK iKdhnK

jB.
1H4H6 B"eoh T[_Zs/ b r kT[Dk (Placement)L^

u[D/ j'J/ T[whdtko nkgD/ wkbe (employer) iK dcso gk;'I fB:[Zesh gZso gqkgs eod/ jB. b'VhIdhnK o;wh
ekotkJhnK fit/I w?vheb BhohyD, g[fb; gVskb nkfd eoB s'I pknd T[j ;z;Ek ftu nkgDh B'eoh T[s/ jkio j[zd/
jB.
1H4H7 gq;sktBk (Induction)L^

Bt/I Gosh j'J/ ftneshnK B{z T[jBK d/ ezw Bkb, ;fjeowukohnK Bkb ns/ ;z;Ek|bkfJp/qoh d/ T[d/µ ns/ BhshnK
Bkb ikD gSkD eokT[D B{z gq;sktBk nkfynk iKdk j?. fJ; dk T[d/µ Bt/I eowukoh B{z bkfJp/qoh d/ tksktoD, ezw, ;fj
eowukohnK Bkb ikD{ eotk e/ mhe soQK Bkb ezw eoBk j[zdk j?. fJ; dk Nhuk ;z;Ek pko/ ;{uBk ns/ frnkB d/Dk j? ns/
1H d{o fdq;aNh, fw;aB, T[d/;a, G{fwek nkfd l
2H ;/tktK ns/ ezw l
3H gfjbhnK gqkgshnK l
4H GftZyh :'iBktK i/ e'Jh j't/ fJ; d/ ezw ftu nkX[fBesk fbnkT[Dh l
5H d{ihnK ;EkfBe, y/soh, ok;aNoh ;z;EktK ns/ bkfJp/qohnK Bkb ;pzX l
6H bkfJp/qoh ;zpzXh Sg/ fB:w, ekotkJhnK nkfd pko/ ikDekoh fdsh iKdh j? l
1H4H8 f;ybkJh (Training) L^

jo bkfJp/qoh nkgD/ ezwK ekoK ftu fGzB j?. fJ; bJh eowukohnK dh f;ybkJh pj[s }ooh j?. f;ybkJh s'I Gkt
ÀT[j gqfenk j? fi; d[nkok eowukohnK tZb'I ft;/;a ezw eoB ftu T[jBK dh w[jkoks, M[ek, :'rsktK ftu tkXk j[zdk j't/.Á
(Jucius)

Àf;ybkJh fJe ;zrfms ekotkJh j? fi; d[nkok b'e ft;a/; T[d/;a bJh frnkB ns/ w[jkoks rqfjD eod/ jB.
(Dale S Beach) Àf;ybkJh, f;fynk rqfjD eoB dh gqfenk j?. fJ; ftu frnkB dk fJ;s/wkb j[zdk j?. fJj b'eK B{z
fB:w ns/ fB:w pZX pko/ ikro{e eoe/ T[jBK d/ fttjko dh nrtkJh eodh j?. f;ybkJh T[jBK dh ekor[ikoh ftu ;[Xko
eoe/ w'i{dk ns/ nkT[D tkbhnK feqnktK B{z tXhnk pDkT[D dh e'f';a;a eodh j?Á Mamoria, C B, Personnel Management.

Bombay : Himalaya Publishing House, 1997 p. 307)

1H4H8H1 f;ybkJh dh b'V L (̂Need for Training)

;z;EK d/ eowukohnK B{ z f;ybkJh d/D d/ pj[s ekoB jB. bkfJp/ qoh tb'I fdZshnK iKdhnK
;/tktK Bz{ r[DtkB pDkT[D bJh f;ybkJh pj[s }o{oh j?. nZi d/ GftZyh yke/ ftu BthI N?eBkb'ih dk w[ekpbk eoB
bJh @f;ybkJh« dk ft;a/;a ;EkB j? fijVh jo fe;w d/ ezw ftu ;jkfJe j?. e/tb f;fyne ftnesh jh vkH n?;HnkoH
ozrkBkEB d/ gzi fB:wK fijV/ bkfJp/qoh ;/tktK dk w{b nkXko jB, dh g{osh eo ;ed/ jB.

f;ybkJh, eowukohnK dh ekor[ikoh B{z tXhnk pDkT[D ftu ;jkfJsk eodh j?. fJj bkfJp/qqoh tb'I fdZshnK iKdhnK
;/tktK dh r[Dtsk B{z ;[XkoB ftu ;fj:'rh j?. fJj bkfJp/qoh dk nzdobk tksktoD ;ztkoB ftu th ;jkfJsk eodh
j?.
1H4H8H2 f;ybkJh dh wjZssk L (̂Importance of Training)

gqpzXeh ftek; g'qrokw d/ iohJ/ eowukohnK dh ikro[esk, w[jkoks ftu tkXk, fBZih ftek;, goT[gekoh r[DK ftu
;zGt tkXk j[zdk j?. ( Weiner, E.L. and Attwood, D.A. Training for vigilance, combined cueing and knowledge of

results. Journal of applied psychology. 52 (8), 1968 pp.474-79)
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bkfJpq/oh B{z n;odko ns/ ;[uko{ Yzr Bkb ubkT[D bJh gqe?Nheb f;ybkJh pj[s }o{oh j?. f;fyne ftnesh
gkmeK Bz{ nkT[IdhnK n"eVK B[z{z uzrh soQK gSkD e/ jZb eo ;edk j?. Àuzr/ gqpzX bJh  f;fynk dh nfjw b'V j? feT[Ife fJj
eowukoh B{z pj[s f}nkdk gqGkth ns/ ouBksfwe pDk ;edh j?. fJj ;ko/ eowukohnK dhnK gqpzXeh feqnktK Bkb
feqnkµhb Yzr Bkb B/V/ s'I ;zpzfXs j?. fJj eowukoh gqpzXeh gq'rokw dk nfByVtK nzr j?.Á

(Scott, Clothier and Spriegel. Personnel Management, 1961, p.285)
1H4H8H3 f;ybkJh dh fizw/tkoh L (̂Responsibility of Training)

f;ybkJh dh b'V, uko ;w{jK B{z j[zdh j? fijV/ f;ybkJh gq'rokw bJh i[zw/tko j[zd/ jB.
1H f;Zyo d/ gqpzXe (top management) fiBK tZb'I f;ybkJh Bhsh fsnko ehsh iKdh j?.
2H eowukoh gqpzXeh ftGkr fijVk f;ybkJh g'qrokw dh :'iBkpzdh, ;EkgBk ns/ w[bKeD bJh ezw eodk j?.
3H ;[gotkfJio fijVk f;ybkJh ekotkJhnK B{z bkr{ eodk j?.
4H T[j eowukoh fijVk ;z;Ek d/ Gb/ bJh gqfsg[;aNh (feedback), ;bkj w;tok d/Idk j?.

tZy tZy siop/, ;ot/yD ns/ nfXn?B fJj ;kps eod/ jB fe jo fJe ;z;Ek ftu f;ybkJh gq'rokw B{z fBoXkos
eoB tkb/ ftfGzB ;w{j j[zd/ jB.

À150 tgkoe nkdkfonK d/ ;ot/yD s'I fJj rZb ;kjwD/ nkJh j? fe ;z;Ek dhnK f;ybkJh b'VK nkw s"o s/ f;Zyo
d/ gqpzXe dh p/Bsh d[nkok fBoXkos ehshnK iKdhnK jB.Á

(Mahler, Walter. R and willys, H. Monroe, How Industry determines need for and effectiveness of

training. 1952 pp 24-28)
1H4H8H4 tZy^tZy eowukohnK bJh f;ybkJh L^

eowukohnK Bz{ jo gZXo T[_Zs/ f;ybkJh dh b'V j?. fit/I n;hI ikDd/ jK, nkw s"o s/ bkfJp/qoh ftZu fszB fe;w dk
;Nkc jz[dk j?.
1H gq'c?;aBb.
2H ;?wh^g'qc?;aBb.
3H ;fj:'rh ;Nkc.

bkfJpq/oh ftu ;?wh^gq'c?;ab eowukohnK tZb'I ezw B{[z n;odko, ns/ ;[:'rsk Bkb eoB tk;s/ T[j nkgD/ B/V/ d/
T[_Zu nfXekoh ns/ pkjob/ ft;/a;arK gk;'I f;ybkJh b? ;ed/ jB. ;fj:'rh ;Nkc B[z{ th nkgD/ ft;a/;a y/so ftu f;ybkJh dh
b'V j[zdh j?.
1H4H8H4H1 f;ybkJh b'VK dh y'i eoBh L^

ftbhnw pobhBo ns/ ftbhnw w?ebkoB/ nB[;ko f;ybkJh b'VK ftu gzi rZbK nkT[IdhnK jBL^
TH Àezw dk fttokDksfwe ft;ab/;aD
1H ftuko nXhB fvT{NhnK ns/ fizw/tkohnK iK ;'Ig/ rJ/ ezw dh ;{uh fsnko eoBh.fJ; ftu ezw^toDB (Job

Description) B{z fJe rkfJv ti'I tosDk.
2H ezw dh ekor[ikoh d/ ;N?Ivov dh ;{uh fsnko eoBh.

nH f;ybkJh b'VK fBoXkos eoBhnK.
3H n;bh ekor[ikoh B{z ;N?Ivov Bkb s[bBk eoBk.
4H fJj fBoXkos eoBk fe ezw dk fejVk Gkr eowukoh B{z sebhc d/ fojk j?, T[j nkgDh ekoi;ahbsk ftu/ feE/
j/mK nk fojk j?.
5H ft;a/;a ;wZf;nk iK w[;aebK B{z BfiZmD bJh fe; fe;w dh f;ybkJh dh b'V j?.
(Berliner, W. and Mclarney, W. Management practice and training. Illinois : Richard D. Irwin,
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Homewood, 1974, pp. 438-439).
1H4H9 ftek; (Development) L^

Àftek;, nXhB Bk e/tb T[j feqnktK nkT[IdhnK jB fijVhnK ezw dh ekor[ikoh ftu tkXk eodhnK j'D,
gozs{ T[j rZbK fizBK Bkb ;yµhns dk ftek; ns/ ftneshnK dh ;zg{oD soZeh ftu tkXk j[zdk j?. T[jBK dh ;woZEk
ftu ;jkfJsk fwbdh j? sK i' T[j Bk e/tb fJe tXhnk eowukoh pD ;eDl ;r'I fJe tXhnk wod ns/ n"os pD
;eD. ;zrmBksfwe ;pdK ftu fJj ftnesh B[z{ soZeh b?D ns/ tZvh i[zw/tkoh ;zGkbD bJh :'r pDkT[Idk j?.Á

(Mamoria C.B. Personnel Management. Bombay : Himalaya Publishing House, 1997 pp. 306-07)
Àftek;, fJe bzp/ ;w/I dh f;fyne gqfeqnk j?l fi; ftu f;b;b/tko ns/ ;zrfms ekotkJh d[nkok gqpzXeh

eowukoh nkw T[d/µ bJh nB[Gth ns/ f;XKse frnkB gqkgs eodk j?.Á
(Steinmetz, Lawrence L., Age : Unrecognized, engima of executive development. Management of

Personnal. Quarterly, VIII (e). 1969)
fizdrh jw/µk pdb ojh j?. ezfgT[NoheoD ns/ B?Ntofezr B/ bkfJp/ qohnK ftu ezw ns/

;/tktK dh gqDkbh B{z g{oDo{g ftu pdb fdsk j?. ;wki th pdb u[Zek j?.
bkfJpq/oh fJe ;z;Ek j? fijVh nkgD/ gkmeK B[z{ ;/tk fdzdh j?. fJj nkgD/ eowukohnK|;Nkc T[_Zs/ fBoGo j?.

fJj pj[s jh io{oh j? fe bkfJp/qoh ;Nkc B{z nkgD/ nkg B{z g{oD oZyD ns/ fte;s eoB bJh ;w/I ;w/I f;o f;fynk b?Dh j[zdh
j?. d{i/ µpdK ftu ;z;EK dh soZeh wB[Zyh ;kXB d/ ftek; T[s/ nkXkfos j[zdh j?. gq'c?µBb ;Nkc fit/I vkfJo?eNo, uhc
bkfJp/qohnB, bkfJp/qohnB, fvgNh bkfJp/qohnBK ;G B[z{ ;w/I ;w/I f;o f;ybkJh fdsh iKdh j?. f;ybkJh bJh pj[s ;kohnK
;z;EktK toe;kgK, ;?whBko, UohIN/µB e'o; nkfd dk gqpzX eo ojhnK jB. fit/I fJzvhnB bkfJp/qoh n?;';hJ/µB (ILA)
vke{w?BN/µB fo;ou n?Iv No/fBzr ;?INo (DRTC), (NASCAIR). pj[s ;kohnK ;z;EktK ftu ;hBhno gq'c?µBbK bJh
T[ohIN/µB e'o; ns/ o?co?µo e'o;K ftu Gkr b?Dk }o{oh j?. fJjBK e'o;K B{z :{Bhtof;Nh rqKN; efwµB, gq'c?µBb
n?;';hJ/µBK, :{Bhtof;NhnK ns/ j'o ;z;EktK ubkT[IdhnK jB. fJjBK e'o;K dh ;jkfJsk Bkb gq'c?µBb ;Nkc nkgD/
frnkB B[z{ g{oD oyd/ jB. T[j nkgDhnK ;wZf;nktK B{z nkgD/ ;fj eowukohnK ns/ ft;/µrK Bkb rZbpks eoe/ T[jBK d/
jZb bGd/ jB. T[j nkgD/ siop/ th ;KM/ eod/ jB. fJjBK e'o;K s'I frnkB gqkgs eoe/ T[j nkgDhnK bkfJp/qohnK ftu
;[Xko eo ;ed/ jB.

wBZ[yh ;kXB gqpzX yk; eoe/ ezfgT{No ns/ ;{uBk N?eBkb'ih ns/ ;{uBk gqDkbh gqpzX ftu pj[s io{oh j?. fJ; bJh
bkfJp/qoh d/ gq'c?µBb ;Nkc B{z fJjBK ekBcoz;K, ;?whBkoK ns/ toeµkgK ftu Gkr b?D bJh ;NZvh bht (study leave) iK
fvT{Nh bht (duty leave) fwbDh ukjhdh j?. pj[s ;kohnK ;z;EktK nfijhnK ;j{bsK d/IdhnK jB.
1H4H10 ekor[ikoh w[bKeD (Performance Evalution) L^

Àekor[ikoh w[bKeD B'eoh dhnK b'VK nB[;ko eowukoh tb'I ehs/ rJ/ ezw dk w[bKeD j?.Á (Scott, W D,

Colothier R C and Spriegel, W. R. Personnel Management p. 160)
jhrb d/ nB[;ko ÀfJj eowukoh dh B'eoh (Job) dh b'VK, fi; bJh T[j fB:[Zes ehsk frnk j?, T[; dh

ekor[ikoh ns/ :'rsktK dk w[bKeD eoB dh gqfeqnk j? ns/ fi; ftu T[; dh soZeh bJh u'D, ftZsh fJBkw ns/ j'o
nfijhnK feqnktK dk gsk ubdk j? fJj ;w{j d/ d{i/ w?IpoK s'I fGzBsk th dZ;dk j?.Á

(Heigal, C. The encyclopedia of management. New York : Reinhold Publishing Corporation Ltd. 1973,

p. 654)
eowukohnK bJh ekor[ikoh w[bKeD seBhe ;G s'I gfjbK ;z;ko d/ gfjb/ :[ZX d'okB tkbNo fvb ;ekN tb'I i'

:{H n?;HJ/H dh c'i ftu c'ihnK dk Àman to manÁ w[bKeD eoB bJh ngDkJh rJh ;h. fJ; B{z 1920-30 d/ d"okB
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T[d:'fre fJekJhnK ftu fJe xzN/ bJh ;pzfXs wid{oh dk G[[rskB eoB bJh ns/ YKuk fBoXkos eoB bJh ngDkfJnk
frnk ;h. pknd ftu fJ; B[z{ w?foN o/fNzr (merit rating) ftu rq/v ns/ wid{oh tkX/ bJh ngDkfJnk frnk. 50 ftnK d/
wZX ftu pj[s ;kohnK fJj :'iBktK o/fNzr^;e/b NkJhg (rating-scale type) torhnK ;B. Gkt/I 50 ftnK d/ µ[o{ ftu
seBheh, gq'c?µBb ns/ gqpzXeh eowukohnK dh ekor[ikoh d/ w[bKeD tZb f}nkdk M[ek j[zdk ;h.

ekor[ikoh w[bKeD eowukoh d/ ezw ftu :'rsk ns/ ezwi'oh dk brksko w[bKeD eoB bJh g?wkBk j? jo
fJe eowukoh dh :'rsk ns/ ;woZEk tZy^tZy j? fJ; bJh fJj }o{oh j? fe T[; dhnK :'rsktK dk w[bKeD ehsk ikt/.
bkfJp/qoh ftu th jo fJe eowukoh dk brksko w[bKeD eoBk ukjhdk j?. i' eowukoh tXhnk ezw eo oj/ jB T[jBK
B{z ;w/I^;w/I f;o fJBkw d/Dk ukjhdk j? go fijV/ eowukoh b'VhIdk ezw eoB d/ :'r BjhI jB T[jBK tZb fXnkB d/ e/
T[jBK d/ ezw ftu ;[Xko ehsk ikt/. o'Bkbv p?BikfwB nB[;ko L Àekor[ikoh w[bKeD d[nkok :'rsk ftu tkXk,
eowukohnK B[z{ T{[jBK d/ ;[Xko bJh ;bkj w;tok, f;ybkJh b'VK, soZeh :'rsk fBoXkos j[zdh j? ns/ fJj th gsk
ubdk j? fe fejV/ eowukoh dh pdbh eoBh ukjhdh j?. fJ; s'I th tZX e/ pj[s ;ko/ j'o ;[Xko t/yD ftu nkT[Id/ jB
fit/I eowukoh dh ezw ftu uzrh ekor[ikoh, eowukoh B{z nkgDh okfJ d/D ftu T[sµkj ns/ nkgDhnK fvT{NhnK pko/
µg;NheoD ikDB ftu nkgDk B}ohnk, ;woZEk ns/ ;zGktBK tXkT[D ftu wB[Zyh µesh dh ;jh n;odko tos'I, u'D
ftu ;jkfJsk, ;G s'I tXhnk :'r eowukoh dh soZeh, µekfJsK ns/ ;[gotkfJioK dhnK ft;b/µD g{oB :'rsktK ftu
tkXk j[zdk j?.Á

bkfJp/qoh ftu th d{ihnK ;z;EktK tKr fbysh ekor[ikoh w[bKeD gqDkbh j'Dh ukjhdh j? gozs{ T[jBK B{z nkw
s"o s/ fgZsoh ;z;EK iK ;oeko fi; dk T[j Gkr jB, tZb'I fBoXkos ftXh jh ngBkT[Dh g?Idh j?. Gkosh bkfJp/qohnK
ftu B/V/ (immediate) dk ;[gotkJhio|w[Zyh, eowukoh dk ;kbBk w[bKeD eodk j?. fJ; Bz{ ;kbkBk r[Zgs fog'oN
nkyd/ jK. pj[s ;kohnK ;z;EktK ftu fJ; ezw bJh fJe go'ckowk (proforma) fsnko ehsk frnk jz[dk ns/ fJ;
ftu w[bKeD gqDkbh toDB ehsh jz[dh j?. e[M ;z;EktK ftu eowukohnK B{z fBZih gZoy (self assesment) eoB bJh
nkfynk iKdk j?. T[; s'I pknd ;[gotkJhio dh fog'oN j[zdh j?.
1H4H10H1 w[bKeD ftXhnK L (̂Methods of Appraisal)

eowukoh dk w[bKeD eoB bJh fBwBfbys ftXhnK ngDkJhnK ik ;edhnK jB .
1H w[bKeD g?wkB/ (Rating scale)

TH fBZih r[D ns/ fttjkfoe w[bKeD.
nH ezw neko w[bKeD ;e/b (job dimension scale)
JH ftµb/µD g[{oB ekor[ikoh w[bKeD (Analytical performance rating)

2H T[d/µfjZs gqpzX w[bKeD (Management by objectives (M.B.O.)
3H ftneshnK dh nkg;h s[bBk.

TH ;q/Dh tzv (Ranking)
nH ipoh tzv (Forced distribution).

4H u?e fb;N.
5H Bkwikdrh.
6H ezw Bw{Bk N?;N. (work sample test)
7H fBZih w[bKeD.
8H pokpo d/ eowukohnK ftueko w[bKeD|;w{j w[bKeD.
9H Bshik gqkgsh ekor[ikoh w[bKeD gqDkbh (Result oriented performance appraisal).
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10H ;bkBk r[Zgs fog'oNK..
1H4H10H2 ekor[ikoh w[bKeD d/ bkG L (̂Advantages of Performance Evaluation)

1H fJ; d[nkok tXhnk ns/ ;[:'rsk Bkb ezw eo oj/ eowukohnK B[z{ fJBkw d/D bJh nkXko fsnko j[zd/ jB.
2H nXekohnK B{z fJ; d/ eowukohnK dh ;woZEk ns/ e'fµµK dk gsk ubdk j?.
3H eowukohnK B{ z nkgD/ ehs/ ezw dh gqfsg[µNh (feed back) dk gsk ubdk j? fJ; okjhI T[j

gq/fos j[zd/ jB.
4H fJ; d[nkok nfXekoh gqpzX dhnK b'VK ns/ eowukoh f;ybkJh gq'rokw pko/ ikDekoh gqkgs eo ;ed/ jB.
1H4H10H3 S'NK iK jkBhnK L (̂Limitations)

1H w[bKeD dh e'Jh th ftXh mhe BjhI j?.
2H w[bKeD nkw s"o s/ wBxVs jz[dk j? fJ; ftu tk;sftesk dh xkN j[zdh j?.
3H w[bKeD eoB tkb/ d/ fBZih ;pzX j'D ekoB, ezw d/ w[bKeD T[_Zs/ n;o g? ;edk j?.
4H n"os eowukohnK dh fog'oN ftu wod nc;oK tZb'I gZygksh otZJhnk ngDkfJnk ik ;edk j?. fJj T[jBK dk

B[e;kB eo ;edk j?. fJj w[bKeD mhe iK rZbs iK gZygksh j' ;edk j?.
1H4H11 bkfJp/qoh eowukoh torheoD L^ (Classification of Library Personnel)

bkfJp/qoh eowukohnK B{z fszB ;q/DhnK ftu tzv ;ed/ jK L^
1H gq'c?µBb.
2H ;?wh gq'c?µBb.
3H ;jkfJe ;Nkc.
1H gq'c?µBb ;Nkc L^

gq'c?µBb ;Nkc dk noE j?  fe f;fyne ns/ gq'c?µBb s"o s/ :'r eowukoh. gq'c?µBb ;Nkc d/ wBK ftu gkmeK
ns/ d/µ dh ;/tk eoB dh GktBk j'Dh ukjhdh j?. ftfdne ns/ T[_Zu gZXo dhnK g'qc?µBb :'rsktK s'I fJbktk T[jBK e'b
siopk th j'Dk ukjhdk j?. T[jBK e'b bkfJp/qoh dhnK b'VK B{z GKgD dk r[D th j'Dk ukjhdk j?. ;wZf;nktK dk ftµb/µD
eoBk ns/ T[d/µ gqkgsh bJh :'iBkpzdh tk;s/ i{MDk nkT[Dk ukjhdk j?.

fJ; tor d/ eowukoh nrtkJh d/Id/ jB fJ; bJh T[jBK nzdo b'eK s'I ezw eotkT[D dh ebk dk j[ZBo th j'Dk
ukjhdk j?. f;Zyo gZXo ns/ ftuekobh gZXo d/ nc;o fJ; ;q/Dh ftu nkT[Id/ jB L fBwBfbys n;kwhnK gq'c?µBb ;Nkc
ftu nkT[IdhnK jB L^

1H vkfJo?eNo nkc bkfJp/qoh}|vkfJo?eNo.
2H uhc bkfJp/qohnB.
3H bkfJp/qohnB.
4H fvgNh bkfJp/qohnB.
5H nf;;N?IN bkfJp/qohnB.
6H g'qc?µBb nf;;N?IN.
gq'c?µBb ;Nkc d/ nkj[d/ nbr nbr ;z;EktK ftu ftfGzB j' ;ed/ jB.

2H ;?wh^gq'c?µBb L^
bkfJp/qoh d/ ezw dk T[j Gkr fi; ftu bkfJp/qoh f;fynk d/ frnkB dh xZN b'V jz[dh j? T[; B{z ;?wh gq'c?µBbK tZb'I

ehsk iKdk j?.
bkfJp/qoh d/ ;?wh gq'c?µBb ;Nkc dh s[bBk g?ok^w?vheb ;Nkc iK Bo;K nkfd Bkb ehsh ik ;edh j? fijV/ fJ;

;q/Dh ftu nkT[Id/ jB. ;?wh^gq'c?µBb ;Nkc bkfJp/qoh gq'c?µBbK B{z seBheh ezw ftu ;jkfJsk eod/ jB. fBZs gqsh dk ezw
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fJ; ;Nkc tZb'I ehs/ iKd/ jB. fJjBK ftu e[M fJ; soQK jBL^
g[;seK d/ nkvo eoB/, g[;seK d/ fppb'rqkcheb t/oftnK dh gVskb eoBh, gqb/yK B{z ofi;No ftu doi

eoBk (accessioning) ;?bftzr (shelving) bJh g[;seK B{z fsnko eoBk, e?Nkbkr ekovK B[z{ NkJhg eoBk ns/ T[jBK
B{z ckfJb eoBk, gqb/yK dk b?D d/D (charging and discharging) eoBk nkfd.
3H ;jkfJe ;Nkc L^

tZvhnK bkfJp/qohnK ftu eboeh, gqpzXeh ns/ N?eBheb ;Nkc dh b'V j[zdh j?. fJ; ;q/Dh d/ eowukoh bkfJp/qoh
foekov fi; ftu fBZih foekov ckfJbK, ;/tk gZsoh, r[Zgs fogo'NK nkfd dh ;zGkb eod/ jB. T[j b/yk ns/ ;Nke,
;Nke ofi;No ns/ fpZbK dk G[rskB nkfd ezw th eod/ jB.

fogo'rqkch, c'N'ekgh, wkfJeo'ckow, nkfvTftT{ib ;wZroh ns/ ezfgT{No dh tos'I bJh No/Iv ;Nkc dh
b'V j[zdh j?. fJj ;Nkc th ;jkfJe ;Nkc d/ ;q/Dh ftu nkT[Idk j?.

bkfJp/qoh ftu gqb/yK B{z ;?bcK T[s/ brkT[Dk ns/ ;ckJh bJh th ;Nkc dh b'V j[zdh j?. fJ; B{z nf;Zfyns
(unskilled) ;Nkc nkfynk iKdk j?.

fJj }o{oh j? fe ezw dk torheoD uzrh soQK ehsk ikt/. gq'c?µBb ns/ ;fj:'rh ;Nkc d/ ezw pko/ e[M GzpbG{;k
j? fJ; bJh fJj }o{oh j' iKdk j? fe bkfJpq/oh d/ ezw dk mhe Yzr Bkb ftµb/µD ehsk ikt/. Gkos ftu bkfJp/qoh ;Nkc
d/ YKu/ ftu tyo/tI/ jB. :{HihH;hH ew/Nh tZb'I bkfJp/qoh eowukohnK dk torheoD fJ; gqeko ehsk j?.

gq'c?µBb ;hBhno (gq'c?;o dk doik)
gq'c?µBb ;hBhno (ohvo dk doik)
gq'c?µBb i{Bhno (b?euoko dk doik)
;hBhno gq'c?µBb nf;;N?IN (nf;;N?IN b?euoko dk doik) Gkt/I :{HihH ;hH B/ T[go'es YKuk :{Bhtof;Nh ns/

ekfbi bkfJp/qohnK tk;s/ fdsk j?. n;b ftu ;N/N bkfJp/qohnK tZb'I nfijk YKuk BjhI ngDkfJnk iKdk j?.
gfjbh nkb fJ zvhnk : {Bhtof;Nh bkfJp / qohnBi ekBcoz; (1964) t Zb ' I  : {Bhtof;Nh

bkfJp/qoh d/ ;hBhno ;Nkc tk;s/ j/m fbfynk YKuk sithi ehsk j?.
- bkfJp/qohnB
- fvgNh bkfJp/qohnB
- nf;;N?IN bkfJp/qohnB
gpfbe bkfJpq/ohnK bJh, nvtkfJ}oh ew/Nh cko bkfJp/qoh}, fijVh Gkos ;oeko tZb'I nk:'fis ehsh rJh ;h

T[; B/ th nkgDh fog'oN ftu ;Nkc dk YKuk f;ckoµ ehsk j?.
(India. Ministry of Education. Advisory committee for libraries (1957). Report. Delhi : Manager of Pub-

lications, 1961. report, p. 79-85)
1H4H12 ;Nkc w?IpoK dh frDsh (Number of Staff Members)

bkfJp/qoh ftu ;Nkc w?Ipo iK eowukohnK dh frDsh fJ; d/ ezw T[_Zs/ fBoGo eodh j? ns/ e[M wkgdzv j/mK fds/
iKd/ jBL^
1H bkfJp/qoh y[bQD d/ o'ikBk xzN/|f;cN.
2H bkfJp/qoh d/ e[Zb ezw eoB d/ xzN/.
3H g[;seK dh e[Zb frDsh.
4H ;bkBk g[;se gqkgsh dh frDsh.
5H o;kfbnK dh frDsh.
6H tZy^tZy gkmeK dh frDsh.
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7H o'ikBk, gkmeK dh bkfJp/qoh ftu nkwd.
8H g[;seK dk fJµ{ ns/ tkg;h (charged out/dscharged).
9H bkfJp/qoh ftZu o'ikBk tos'I ehshnK rJhnK g[;seK dh frDsh.
10H wzr iK wzr s'I gfjbK, ;bkBk fsnko ehshnK rJhnK fppfbT[rqkchnK dh frDsh.
11H pZiN.
12H B?Ntofezr.
13H ezfgT{No dh tos'I.
14H nzso bkfJpq/oh T[Xko.
15H gqsh fdB o?co?I; ;tkbK dh frDsh.
16H nypkoK dh efbfgzr dh frDsh.
17H n?;HvhH nkJhH. (S.D.I.)
18H gqekµBK L jcsktko, d' jcs/tko, wjhBk, fswkjh, noX ;bkBk ns/ ;bkBk.
19H fJzvef;zr ns/ n?p;No?IefNzr T[d/µ bJh fsnko ehshnK rJhnK ;[b/yK (entries) dh frDsh.
20H c'N'ekgh ehs/ rJ/ gzfBnK dh frDsh.
21H j'o ;/tktK fit/I L ft;sko ;/tktK, p[Ze p?Ie, nB[tkd, ;coh bkfJp/qoh, B[wkfJµK, UohN/I;B e'o;.
22H ftµ/µ ;w{j bJh ;/tktK fit/I L pZu/, n"osK, ngzr, y'ih ns/ ftfdnkoEh.

e[M gq'c?µBb ;GktK B/ bkfJp/qohnK bJh b'VhId/ ;Nkc w?IpoK dh frDsh pko/ ;N?Ivov fBoXkos ehs/ jB. fit/I
:{He/ ftu ªbkfJp/qoh n?;';hJ/µB« :{H n?;H J/H ftu n?;';hJ/µB nkc ekfbi n?Iv fo;ou bkfJp/qohi (ACRL). vkH
n?;HnkoH ozrkBkEB B/ nkgDk ;Nkc ckow{bk fdsk j? fJj wdok; :{Bhtof;Nh bkfJp/qoh fty/ T[; d/ siop/ T[_Zs/ nkXkfos
j?. fJ; B{z e[ZM sZsK B{z fXnkB ftu oZy e/ pDkfJnk frnk j?.

:{HihH;hH bkfJp/qoh ew/Nh 1975 fi; d/ vkH n?;H nkoH ozrkBkEB u/now?B ;B B/ th ;Nkc ckow{b/ dh f;ckoµ
ehsh j?.
:'rsktK, rq/vi ns/ o[spk L (̂Qualifications, Grades and Status)

vkH okXk^feqµB efwµB B/ mhe jh fejk j? fe :{Bhtof;Nh bkfJpq/oh e'b ;[:'r eowukoh j'D/ ukjhd/ jB. Gkos
ftu :{Bhtof;Nh ns/ ekfbi bkfJpq/ohnK bJh gq'c?µBb ;Nkc dh Gosh, :'rsktK, siopk, rq/v, sBykj ;e/b fBoXkos
eoB bJh ;w/I ;w/I f;o :{Bhtof;Nh rqKN; efwµB tb'I ;/X fdsh iKdh j?. fJ; wkwb/ ftu gpfbe bkfJp/qohnK d/
bkfJpq/ohnB} bJh e/Ido ns/ oki ;oekoK nkgD/ fBod/µ fdzdhnK jB.
1H4H13 ;Nkc w?B{nb L (̂Staff Manual)

;Nkc w?B{[nb fJe ;XkoD ezNo'b seBhe j?. fJj n?;h fe;w dh g[;se j[zdh j? fi; ftu ;kohnK feqnktK,
fB:w, BhshnK fbysh o{g ftu nzfes ehshnK j[zdhnK jB. fJ; ftu eowukohnK, ezgBh ns/ ;z;Ek bJh ckfJd/ fds/ rJ/
j[zd/ jB ns/ fJj ;z;Ek dh j'Id pko/ d;dh j?. fJ; B{z ezNo'b g[;fsek (leaflet) th nkyd/ jK.

w?B{nb ftu ;z;Ek pko/, bkfJp/qoh dhnK BhshnK, YKuK, gqpzX, fJfsjk;, ezw dhnK jdkfJsK ns/ ftGkrh ikDekoh
fwbdh j?.

n'e;c'ov fJzrfbµ fveµBoh nB[;ko Àw?B{nb fJe ;[ftXkiBe g[;se j[zdh j? fi; B{z rkfJv, o?co?I; nkfd
bJh tofsnk iKdk j?.

fJ; gqeko w?B{nb fJe j? Ivp[ Ze iK ;{uBk g [;se j[ zdh j? fijVh bkfJp/ qoh eowukohnK B{ z
fBZs dhnK ekotkJhnK ftu ;jkfJsk eodh j?.
1H4H13H1 ;Nkc w?B{nb fsnko eoB d/ T[d/µ L^

;Nkc w?B{nb fsnko eoB d/ fBwBfbys T[d/µ j[zd/ jB.
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1H fJj b'V t/b/ ªs[ozs ;zdoG«  ;/tk d/D tkbk ;kXB j? fijVk w[Zy s"o s/ sZEK ns/ T[jBK dh tos'I T[_Zs/ nkXkfos
j[zdk j?.

2H ezw d/ pko/ frnkB b?D bJh w[Ybh f;fynk d/Idk j?.
3H fJj eowukohnK dhnK n;kwhnK ns/ T[jBK dhnK fvT{NhnK ftueko ;zuko dk ezw eodh j?.
4H Bt/I Gosh j'J/ eowukohnK Bz{ ;w/I ;w/I f;o ;z;Ek d/ fBZs d/ ezwK ns/ fB:wK dh ikDekoh d;dk ofjzdk j?.
5H fJj d;dk j? fe ezw B{z fet/I eoBk j?.

tZvhnK bkfJpq/ohnK ftu pj[s ;kohnK feqnktK bJh w?B{nb fsnko ehs/ iKd/ jB. fit/I g[;seK wzrtkT[Dk,
o;kb/ wzrtkT[Dk s/ T[jBK dk ezNo'b, torheoD, ;{uheoD ;zdoG, ;/tk, fJv?ef;zr, bkfJp/qoh T[Xko nkfd.
1H4H13H2 ;Nkc w?B{nb fsnko eoBk L^

;Nkc w?B{nb fsnko eoB s'I gfjbk fJj }o{oh j? fe ;z;Ek d/ T[d/µ BhshnK ns/ YKu/ dk gsk j't/ fJ; s'I fJbktk
id'I fJj w?B{nb fsnko eoBk j't/ sK fBwB rZbK dk th fXnkB oZfynk ikt/.
1H ftµk wiw{B i' w?B{nb ftu d/Dk j? fit/I ;z;Ek dk fJfsjk;, ;/tktK ns/ BhshnK T[; dk ykek fsnko ehsk iKdk

j?.
2H ;Nkc w?B{nb fsnko eoB bJh ew/Nh pDkJh ikt/. tZy^tZy ftGkrK d/ w[Zyh ew/Nh d/ w?Ipo j'D/ ukjhd/ jB.
3H w?B{nb ;[gotkfJio B{z w?B{nbK dh b'VhIdh frDsh dh d/yGkb eoBh ukjhdh j?.
4H jo ftGkr|µ?e;B dhnK feqnktK ns/ fJ; d/ ezw eoB d/ Yzr th toDB eoB// ukjhd/ jB.
5H jo ftGkr d/ ezw dk tjk d;Dk ukjhdk j? fJ; tk;s/ jo fJe ftGkr gk;'I ;{uBk  B{z ;{uBk-gq;aBktbh d[nkok

gqkgs ehsk ikDk ukjhdk j?.
1H4H14 pkjoh ;kXB (out sourcing) L^

pkjoh ;kXB ;/tktK nZi eb nkw t/yD ftu nkT[D br gJhnK jB. B?Ntofezr tksktoD pkjoh ;kXB ;/tktK
bJh tXhnk w"e/ gqdkB eo fojk j?. B?Ntoe tkbh ;z;Ek fJe e/Idoh J/iz;h iK  X[ok j[zdk j? fijVk fJ; ;z;Ek dk skbw/b
eodk j?. ;z;Ek d/ ezw xNk e/ iK pkjoh ;kXBK d/ d{i/ ;w{jK B[{z fds/ iKd/ jB. fJj ;w{j fJjBK e/doK Bkb fJbkeNofBebh
i'V fds/ iKd/ jB. ;z;Ek dk Gr'be s"o s/ ft;sko eo fdsk iKdk j?. fJ; dhnK fJekJhnK ;z;ko ftu feXo/ th ;Ekgs
j' ;edhnK jB. fJ; B{z pkjoh ;kXBk dk ;zouBk (Infrastucture) gqpzX th ikfDnk iKdk j?. pj[s ;ko/ tgkoe ndko/ fJj
ezw eJh ;kbK s'I eo oj/ jB. fJj T[d:'r 1970 s'I 1980 d/ djke/ ftueko fsnko j'J/ jB. Gkos dk pkjoh ;kXB :sB
;kcNt/no d/ ftek; Bkb ;[o{ j'fJnk ;h. fJ; s'I pknd fJ; dk ft;sko eJh fd;aktK tZb B{z j' frnk fit/I N?e; b/yk
gVskb (tax accounting) ;?IeV/ ;?INo y[Zb rJ/ jB.

fJ; B/ ehwsK xNk fdshnK jB T[gG'rsktK dh yohd µesh ftu tkXk eo fdsk j?. fJ; B/ pokwd ftu pj[s
tkXk ehsk j?. T[gG'rsktK B{z ;;shnK ns/ s/i ;/tktK T[gbZpX j'D br gJhnK jB. :{Hn?;HJ/H ns/ j'o d/µK ftu T[_Zu
g?dktko ns/ ewkJh ftu tkXk j'fJnk j?. tgko okjhI pkjoh ;kXB d[nko B'eohnK ftu tkXk  j[zdk j? gozs{ pj[s ;ko/
eowukoh pj[s d[Zy th T[mkT[Id/ jB.

fJ; okjhI bkrs ftu pZus j[zdh j? fJj T[_Zu gZXo dhnK ;/tktK gqdkB eodk j?. ;w/I dh pZus j[zdh j? d{o s'I
;wZf;nktK dk ;wkXkB jz[dk j?. fJj fe;/ th e'D/ ftu ik ;edk j?. fJj B'eohnK dh pokwd j? nzsokµNoh tD} ftu ns/
;[:'rsk ftu tkXk j[zdk j?.

pkjoh ;kXB dk ftuko bkfJp/qoh ezwK ftu th tofsnk ik ;edk j? fit/I g[;se gqkgsh g[;seK dh seBheh fsnkoh,
fJb?eNqkfBe g[;seK ns/ o;kfbnK dh ;zGkb pkjoh ;kXB d[nkok ehsh ik ;edh j?. fJj gkme ;/tktK ns/ gkme jdkfJs
;/tktK gqdkB eo ;edk j?. gkmeK tZb'I wzrh rJh ;{uBk fdsh ik ;edh j?. T[dkjoD ti'I bkfJp/qoh nkc eKro;,
e[b?p'o/fNt vhiNb o?co?I; ;oft; gq'i?eN dhnK w?Ipo bkfJp/qohnK B{z fJzNoB?µBb vhihNb B?Ntoe nkc bkfJp/qoh}
d[nkok gkmeK B{z gq'c?µBb o?co?I; ;/tk fdsh iKdh j?.
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1H4H15 ;ko L (̂Conclusion)

;z;EktK fi; ftu bkfJp/qoh th nkT[Idh j?, fJjBK ftu ezw eo oj/ b'eK T[_Zs/ nXkfos j[zdhnK jB. wB[Zyh ;kXB
ftek; T[j gqfeqnk j? fi; ftu b'eK d[nkok ezw eotk e/ ;z;Ek d/ T[d/µK B[z{ gqkgs ehsk iKdk j?. fJj brksko j'D
tkbh gqfeqnk j?. fJ; d/ ezw L :'iBkpzdh, n;kwh pDso, B"eoh s/ brkT[Dk, gq/oBk, f;ybkJh, ftek;, ekor[ikoh
w[bKeD ns/ wBZ[yh µesh dh ;KG ;zGkb j[zd/ jB. fJjBK ;ko/ ezwK bJh Y[etK tksktoD ns/ tXhnk fe;w dk ezw
eoB bJh uzr/ wB[Zyh ;pzX pDkJ/ iKd/ jB.
1H4H16 ;t? gVu'b gqµB L^
1H w[bKeB ftXhnK dh uouk eo'.
2H bkfJp/qoh ftu ;bkBk r[gs fog'oN e'D fbydk j?.
3H f;ybkJh pko/ ftuko eo'.
4H gq'c?µBb n;kwh bJh Gkos ftu ekfbi ns/ :{Bhtof;Nh bkfJp/qoh ftu fejV/ N?;N B[z{ gk; eoB dh b'V j[zdh j?.
T[so L^

;tkb BzL
gzBk

1 = 61-62
2 = 60
3 = 58
4 = 57

;tkb L^
- wB[Zyh ;kXB gqpzX d/ ezw dZ;'
- ;Nkc w?B{nb eh j[zdk j?<
- pkjoh ;kXB (outsourcing) T[s/ ;zy/g B'N fby'.

1H4H17 nZr/ gVQB bJh L^
1. Evans, G. Edward. Management techniques for librarians. 2nd ed. New York :

Academic Pr., 1983.

2. Krishan Kumar . Library administration and management. 7th ed. Mcgraw-

Hill, 1982.

3. Mittal R.L. Library administration : therory and practice. 5th rev. ed. Delhi :

Metropolitan, 1984

4. Stueart, Robert D. and Moran Barbara. B. Library management. Littletion :

Libraries Unlimited, 2004.

5. Mamoria, CB & Gankar (SV) : Personnel Management Ed 28. 2008; Himalaya

Pub. House.

6. D.K. Bhattacharyya : Human Resource Planning. Ed2. 2006, Excel.
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g km B zpo L  1H5 b /ye L v k H e / H BtbkB h ns / feoB eE {o hn k

;zrqfj ftek; (Collection Development)

o {g o / y k

1H5H0 T[d/;a

1H5H1 G{fwek

1H5H2 gohGk;ak

1H5H3 T[d/;a

1H5H4 f;XKs ns/ fB:w (Theory and Principles)

1H5H5 sZs.

1H5H6 ;zrqfj ftek; Bhsh

1H5H7 ;zrqfj ftek; d/ ;kXB (Sources)

1H5H8 g[;se u'D d/ N{b (Tools)

1H5H9 g[;se gqkgsh ftXhnK

1H5H10 g[;seK dhnK ftXhnK L

1H5H11 ezw

1H5H12 SKNh eoBk (Weeding out)

1H5H13 ;ko
1H5H1 G{fwek L-(Introduction)

;zrqfj eoB dk noE T[j gVQB:'r ;wZroh i' e'Jh th bkfJp/qoh nkgD/ ;wki bJh u[D

e/ gqkgs eodh j?. bkfJp/qohnK fJj ezw nkfd ;w/I s'I eodhnK nk ojhnK jB. gkmeK bJh

bkfJpq/oh ;/tktK dk nkXko g[;seK dk ;zrqfj jz[dk j?. bkfJpq/ohnK ns/ ftdtkBK ~ g[;se ;zrqfj

T[s/ wkD jz[dk j?.

j[D sZe fJZe ;dh gfjbK bkfJpq/ohnK dk ;zrqfj dkBh ;ZiDk T[s/ fBoGo ;h. ;oekoK

tZb'I rqkNK d/Dk, gVB:'r ;wZroh d/ T[sgkdB ftu tkXk ns/ gkmeK dh frDsh ns/ fe;wK ftu

tkXk, bkfJpq/ohnK ftu gq'c?;aBb ;Nkc dh Gosh j'D ekoB g[;se ;zrqfj dk ftek; f;b;b/tko

j' fojk j?.
1H5H2 gohGk; ak L-(Definition)

;zrqfj ftek; ftu d' rZbK j[zdhnK jB, fi; ftu gVQB:'r ;wZroh dh u'D ns/ gqkgsh

pko/ ezw ehs/ iKd/ jB. **;zrqfj** fJe ftF/ T[Zs/ g[;seK iK j'o wZdK iK fe;w iK fJe ftnesh

iK ;z;Ek tZb'I fJeZso ehshnK rJhnK g[;seK dh frDsh jz[dh j?.** **;zrqfj ftek; fJe gqfeqnk

j? fi; ftu b'eK dh b'IVhdh iao{oh ;{uBk, mhe ;w/I ;;s/ o{g ftu g{oh ehsh iKdh j?. fJj b'V

bkfJpq/oh d/ nzdo{Bh ns/ pkjob/ ;{uBk ;q'sK d[nkok g{oh ehsh iKdh j?.
1H5H3 T[d /F L-(Objectives)

;zrqfj ftek; dk w{b T[d/;a gkmeK dhnK b'VK ~ g{ok eoBk j[zdk j?. fJ; T[d/;a bJh

pj[s ;kohnK wZX neko dhnK ;kohnK fe;wK dhnK bkfJpq/ohnK e/Idoh ;zrqfj fsnko eo ojhnK

jB.

58



59p?u{bo nkc bkfJpo/oh ns/ ;{uBk ftfrnkB gouk 

d{i/ gk;/ pj[s ;kohnK tZvhnK bkfJpq/ohnK dk T[d/;a Bk e/tb e/Idoh ;zrqfj dh b'V iK

wzr T[s/ fBoGo eodk j? ;r'I T[j ft;sko g{ote ;zrqfj fsnko eodhnK jB. T[j ftdtkBK ns/

y'ihnK B{z nkeqf;as eodhnK jB T[dkjoDL- fpqfN;a bkfJp/qoh, bkfJp/qoh nkc eKro;, jkotov

:{Bhto;Nh bkfJp/qoh ns/ f;aekr' :{Bhto;Nh bkfJp/qoh ft;skog{ote ;zrqfj d/ ;kXB jB.

B?Ntofezr d[nkok ;G e[M pdb fojk j?. ;zrqfj ftek; Bk e/tb nkgD/ gkmeK bJh

ukjhdk j? ;r'I ;fj:'rh bkfJpq/ohnK d/ gkmeK dhnK wzrK ns/ b'VK dh g{osh th eoBh ukjhdh

j?.

;zrqfj ftek;, g[;seK ns/ o;kfbnK se jh ;hws BjhI j?. gkmeK dhnK wzrK BkB-gfozN

whvhnk, fJbkeNo'fBe gqb/yK fJzv/ef;zr ns/ n?p;No/efNzr ioBbia tk;s/ th jz[dhnK jB Gkt/

I fJj bkfJpq/oh s'I pkjo th T[gbZpX j'D. b'eK dhnK b'VK nB[;ko bkfJpq/oh dk tZvk ;zrqfj fsnko

eoBk ukjhdk j?. fJ; bJh Bt/I jkbks ftu bkfJp/qoh ;zrqfj ftek; d/ T[d/;a pdb oj/ jB.

B?Ntofezr jkbsK ekoB ftdtkB g[;seK d/ Bt/I o{g dhnK BthnK wzrK eoB br gJ/ jB. pj[s

;ko/ fJbkeNo'fBe ;kXBK dk ;zrqfj eoD dk ;wK nk frnk j?. ;EkfBe gkmeK ns/ d{o d[okv/

p?m/ gkmeK dhnK b'VK g{ok eoBk th ;zrqfj ftek; dk T[d/;a j'Dk ukjhdk j?.

gVB:'r ;wZroh ~ u[DB dk eh T[d/;a j'Dk ukjhdk j? ns/ fejVk nfGnk; ngDkT[Dk

ukjhdk j? ns/ fJ; ~ fet/I eoBk j? j[D ;zrqfj ftek; dkB s/ s'jc/ dh pikJ/ g[;seK dh yohd

ns/ spkdb/ okjh fsnko ehsk iKdk j?.
1H5H4 f;XKs ns/ fB:w L-(Theory & Principles)

;zrqfj ftek; ftu gVB:'r ;wZroh dh u'D pj[s wjZst oydh j?. fJ; bJh bkfJpq/ohnB

B/ fJ; gZy tZb pj[s fXnkB fdZsk j?. T[jBK ftu'I e[M B/ g[;se u'D d/ f;XKsK dhnK sithiK

fdZshnK jB. fJj f;XKs ns/ gqfeqnk i' e[M bkfJpq/ohnBK$ft;/a;rK tb'I fds/ rJ/ jB, dk cb;ck,

T[d/;a, wkg-dzv B{z ftukod/ jB. fJjBK okjhI u'D d/ sZs bkfJpq/ohnK dhnK fe;wK B{z fet/I gqGkfts

eod/ jB ns/ ;w/I nB[;ko fe; soQK pdbd/ nk oj/ jB fJjBK rZbK dk toDB th fwbdk j?.
; zr q fj fte k; d / fB:w ns / w kg-d zv

ih n?vtkov JhtkBi B/ fBwBfbys fB:w dZ;/ jBL-

1H **fit/ fit/ ;w[dkfJ dk neko tXdk j? fst/I fst/I ftneshnK dhnK ;{uBk b'VK ftu fGzBsk

tXdh j?.

2H fiT[I fiT[I ;{uBK dh fGzBsk tXdh j? fst/I fst/I ;{uBk d/ ;fj:'rh gq'rokwk dhnK b'Vk

th tXdhnK jB ns/ ;{uBK ;wZroh th tXdh j?.

3H ;wki ftu fe;/ ftnesh ik torK dh ;{uBK b'VK dh g{oD o{g ftu ;zs[;aNh eoBh ;zGt

BjhI j?.**

GZNkukfonk d/ nB[;ko ;zrqfj ftek; d/ bJh fBwBfbys wkg-dzv j'D/ ukjhd/ jB.

3H1 fiE/I sZe ;zGt j' ;e/ g{oD s'o s/ o[uhnK d/ ;ko/ y/so ftu u'Dt/I gqb/yK B{z wzrtkfJnk

ikt/.

3H2 fwbdh i[bdh o[uhnK tkbhnK ;z;EktK B{z g[;seK wzrtkT[D bJh skbw/b eoe/ fJeokoBkwk

eoBk ukjhdk j?.

3H3 n zso bkfJp / qo h ;fj:'r T[s / g {oh soQ K fBoGo eoBk ukjhdk j? sk i ' T[g SK

(Penzumbral) y/so dh o[uh tkbh ;{uBk dh b'V g{oh ehsh ik ;e/.

4H nzso bkfJp/qoh ;fj:'r T[s/ g{oD o{g ftu fBoGo eoBk ukjhdk j? iK pkjoh (alien)
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y/so dh o[uh tkbh ;{uBk dh b'V g{oh ehsh ik ;e/.

5H g[;seK wzrtkT[D d/ T[d/;a ftu i/ ;zGt j't/ sK nrb/ gzB/ s/ fds/ nB[;ko soihj

d/Dh ukjhdh j?.

(T) w[Zcs .

(n) spkdb/ okjhI .

(J) yohd okjhI .

JH1 id'I gqb/y dk fJe Gkr T[d/;a g{ok eo d/t/ sK g{ok gqb/y yohdD dh pikJ/ fJe

Gkr B[{z soihj fdsh ikt/.

JH2 i/eo wkfJeo'ckow (microform) jh T[d/;a g{ok eo d/t/ sK wkfJeo'ckow (microform)

jh bJh  ikt/.

JH3 i/ j' ;e/ **tXhnK g[;se finkdk gkmeK bJh xZN ehws T[s/** tkb/ f;Xks B{z ngDkfJnk

ikt/. T[dkjoD T[j ;zrqfj fi; ftu pj[-frDsh gqb/y mhe ;fEsh ftu j'D fJ; d/ ftek;

ns/ ;zGkb dk ;jh ;p{s d;dk j?.
1H5H5 ;zr qfj ftek; d/ s Zs (Factors in Collection Development) :-

gVB:'r ;wZroh dh u'D B{z gqGkfts eoB tkb/ pj[s ;ko/ sZs jz[d/ jB, fit/I fe L
bk fJp q /o h dh fe;w L-

;zrqfj ftek; ;w[dkfJ B{z ;kfjs gqdkB eoB bJh ehsk iKdk j?. bkfJp/qoh dh fe;w fJ;

ftu gqw[Zy sZs j[zdk j?.

gpfbe bkfJp/qoh ;zrqfj B{z ftfGzB ;w[dkfJ dhnK b'VK dh g{osh eoBh ukjhdh j?- pZu/,itkB,

tZv/, p[ZY/, ftfdnkoEh nfXnkge, ekw/, tgkoh, wkfjo, gq'c?;aBb, gVQ/, noX-gVQ/, nBgVQ, wod ns/

n"os ngzr. ;ko ftu gVB:'r ;wZroh ;G bJh fdZsh ikt/. fJ; dk T[d/;a T[jBK dhnK ;{uBkfjs

ns/ f;fyne b'VK dh g{osh (;dhth ns/ ;t? f;fyne), wB'oziB, T[s;kfjs ns/ y'i b'VK g{ohnK

eoBh j[zdhnK jB. fJ; bJh u'D gqfeqnk B{z fw;aB, T[d/a;, Nhu/, tksktoD ns/ ;w[dkfJ d/ tZy

tZy ;w{jK dhnK, wzrK ns/ ;zGkth wzrK B{z ftuko nXhB oyDk ukjhdk j?.

nekdfwe bkfJpq/oh, nekdfwe ;w[dkfJ dhnK b'VK dh g{osh eodh j?. ;e{b bkfJpq/oh

;zrqfj ;e{b gkm-eqw ~ g{ok eoB ftu ;fj:'r fdzdk j?. ekfbi bkfJp/qoh d/ ;zrqfj dk ftek;

gkm-eqw ;pzfXs ns/ ftfdnkoEhnK dhnK b'VK ns/ nfXnkgeK tZb'I f;cko;aK w[skfpe j[zdk j?.

fi; ftu gkm-g[;seK ns/ ;zpfXs ;wZroh, nkw g[;seK, w[Yb/ ;zdoG ;q's j[zd/ jB. ekfbi

bkfJp/qoh d/ ;zrqfj tZb'I ;w[dkfJ dhnK f;fyne ;{uBkfjZs ns/ e[M jZd sZe y'i ns/ wB'oziB

b'VK dh g{osh eoBh pDdh j?.

:{Bhtof;Nh bkfJpq/oh tZb' I :{Bhtof;Nh d/ ftfdnkoEhnK, c?ebNh ns/ y'ih ftdtkBk,

nekdfwe ns/ y'i dhnK b'VK dk ;wZoEB eoBk ukjhdk j?.

;zrqfj ftek; tZb'I fte;s ft;/a dhnK b'VK dh g{osh th eoBh ukjhdh j?L- ;zrqfj ftu

gkm g[;seK, ;b/p; ftu dZ;h rJh gVB:'r ;wZroh, nkw gVQB dhnK g[;seK, o;kb/,

fppfbT[rqkcheb, fJzv/ef;zr ns/ n?p;kNo?efNzr ;kXB, fJb?eNokfBe gqb/y, fog'oNK, y'i-gqpzX

(thesis) nkfd. y'i ;zrqfj ftfGzB j[zdk j?. fJj :{Bhtof;Nh d/ gqw[Zy T[d/;aK pko/ dZ;dk j?.

T[dkjoD d/ s'o s/ gzikph :{Bhtof;Nh dk fw;aB gzikph Gk;ak, ;fjs, ;fGnkuko d/ ftek; Bkb

i[fVnk j'fJnk j?. fJ; bJh gzikph :{Bhtof;Nh bkfJpq/oh gk; fJjBK ftf;anK ;pzXh ft;akb ;zrqfj

j?.
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ft;a/;a ns/ y'i bkfJpqohnK nkgD/ g[;se ;zrqfj ~ ft;/a;a ftf;ank d/ fJod frod jh

fsnko eodhnK jB. T[j w{b ;N?ov ;wZroh wzrtkT[dhnK jB go T[jBK dh soihj fgohnkvheb

gpbhe/;aBk, w'B'rqkc, nzsook;aNoh, ok;aNoh, fJbkeJh, ;zEkfBe, gqb/y, fog'oNK, jZE fbysK

;N?vovi, g/N? IN;, ft;/a;a fttoD (specification) nkfd tZb j[zdh j?.
t ks ktoD L -

;wkfie okiBhfse ns/ ;fGnkukoe sZs g[;se u'D ftZu pj[s wjZstg{oD G{fwek fBGkT[Id/

jB. g[oksB ns/ wZX ekb ;w/I d"okB ;zrqfj ftek;-fbysK dh Beb, oJh; b'eK, ftdtkBK ns/

Xkofwe ns/ f;fyne ;z;EktK T[Zs/ fBoGo eodk ;h.
b 'V d k w [b KeD L -

;ko/ fe;w dhnK bkfJpq/ohnK ftu gkmeK dhnK wzrK ns/ b'VK ~ ikDBk fJe fBod/;ae

sZs fojk j?. n?;HnkoH ozrkBkEB tZb'I ofuZs g[;se u'D f;XKs (u?gNo EB) ftu gkmeK dhnK

wzrK ikDB dhnK ftXhnK dZ;hnK jB fit/I g?vbo ftXh tos'I dk ft;b/;aD, gkme ;ot/yD, gkmeqw

ftu wzrK ns/ nekdfwe bkfJpq/oh ftu ;Nkc nfXnkge ns/ ftfdnkoEhnK nkfd Bkb w/b i'b

;w[dkfJ dhnK b'VK B{z w[bKeD dh ftXhnK jB.
;zr qfj ftek; ns/ gj[ zu ~ gqGkfts eoB tkb / sZs L-(Factors Affecting Collection,

development and Access)

bkfJpq/ohnK gohtosB ;w/I ftZu r[io ojhnK jB. fgSb/ ;fwnK ftu fJj ;'funk iKdk

;h fe bkfJp/qoh dk ;zrqfj tZvk j? sK ;w[dkfJ B{z uzrhnK ;/tktK fwbDrhnK. gozs{ j[D fJj rZbK

BjhI ojhnK bkfJp/qoh dk nkgDk fBZih ;zrqfj b'VK g{ohnK eoB ftu ;woZE BjhI j?. fJ; spdhbh

tk;s/ eJh sZsK B/ nkgDk :'rdkB gkfJnk j?. fJjBK ftu'I e[M dk toDB fJ; gqeko j? L-
T H g qe k; aB K dh frDsh ftu t kX k L -

gqek;aBK dh frDsh ftu tkXk j' fojk j?. ;fJz;dkBK ns/ ftdtkBK dh frDsh th tX ojh

j?.
n H Bt K o {g L -

bkfJp/qoh ;zrqfj j[D ekri nkXkfos BjhI fojk j?. g[;seK, fgohnkvhebK, fog'oNK ns/

j'o ;zdoG ;wZroh fJb?eNokfBe o{g ftu nk ojh j?. fi; B{z n"B-bkJhB okjh th gqkgs eo

;ed/ jK . fJj ;hHvhH o'w (C D-Rom) o{g ftu nk oj/ jB. fJjBK se gjz[u pj[s nk;kB j?.

fJ; B/ bkfJpq/ohnK ftu B?Ntofezr feqnktk B{z iao{oh pDk fdZsk j?.
ft Zs L -

gVQB:'r ;wZroh dk ;zrqfj fsnko eoB ftu fJj gqw[Zy sZs j? nfXekohnK tZb'I gqek;aBK

dh yohd bJh b'Vhdk pZiN d/D ftu bkfJp/qohnK B{z T[dk;hB j'Dk g?Idk j?. pZiN iK sK ;fEo

ofjzd/ jB. iK xNd/ iKd/ jB. f;ZN/ ti' bkfJp/qohnK ftu gqb/yK dh yohd dh frDsh xNdh ik

ojh j?.
tXd hn K e hws K L -

;G s'I wjZstg{oB sZs fi; B/ bkfJp/qohnK d/ ;zrqfj ftek; T[Zs/ n;o gkfJnk j? T[j

gVQB:'r ;wZroh dhnK tXdhnK ehwsK jB. bkfJppq/ohnB xZN s'I xZN g[;seK wzrtk oj/ jB

o;kfbnK dh frDsh th xNdh ik ojh j?. ;{uBk T[sgkdB ns/ w[dok-ft;sko d/ Bkb Bkb ubDk

pj[s n"yk j?.
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; zG kb dh e hws l -

Bk e/tb ;zrqfj fsnko eoBk pj[s wfjzrk j? gozs{ fJ; dh ;zGkb th wfjzrh j[zdh iKdh

j?. ;zrqfj ;zGkb bJh EK, iwhB, ;N?eK ( stacss ) ns/ tZvh fJwkos dh b'V jz[dh j?. fJ; s'I

th tZX e/ foekov oZyDk, ;ckJh ns/ ;KG ;zGkb dk youk pj[s nkT[Idk j?.
; zr q fj d h tos ' I L -

fBZs xZN fojk pZiN f;nkDg Bkb youD bJh nkydk j? sK i' g{oD ;zrqfj fsnko j'

;e/.
w [dok ft;sko (Inflation) :-

;z;ko ftu s/b dhnK ehwsK d/ tkX/ B/ T{oik y/so ftu ;wki d/ jo tor T[s/ T[bNk

n;o gkfJnk j?. fJ; s'I bkfJp/qohnK ftu ;zrqfj ftek; th gqGkfts j'fJnk j?. g[;seK yk; eoe/

o;kbk ;kfjs dhnK ehwsK tX ojhnK jB. nkw w[dok-ft;sko Bkb'I fJjBK ftu finkdk tkXk

j'fJnk j?.
G k; a k L -

gVQB:'r ;wZroh nzro/ih Gk;ak ftu T[gbpX j?. y/soh Gk;ak ftu ;kfJz; ns/ N?eBkb'ih

d/ ftf;anK T[Zs/ tXhnk g[;sekbk fwbDk n"yk j?. f;N/ tZi'I bkfJp/qohnK B{z ni/jhnK g[;seK gqkgs

eoB ftu n"eVK nkT[IdhnK jB. fJ;d/ T[bN gqek;aBK nzro/ih Gk;ak B{z SZv e/ ftd/;ah Gk;aktK

ftu fwbdhnK jB. go gkmeK B{z Gk;ak dk frnkB Bk j'Dk ekoB bkfJpq/ohnK fJjBK g[;seK B{z

wzrtkT[D ftu n;wZoE jB.
w zvh ns/ ;oekoh Bhsh L-(Market and Government Policy)

gqek;aBK dh wzvh s'I ;wZroh gqkgs jz[dh j?. pj[s ;kohnK g[;seK ns/ o;kb/ nzro/iah ns/

ftd/;ah Gk;ak ftu ftd/;aK ftu Sgd/ jB. fpbfbT[rqkcheb N{bi (Tools) dh j' Id s' I fpBK

bkfJp/qoh B{z ftd/;aK ftu Sg ojhnK g[;seK ns/ o;kfbnK dh j'Id dk gsk BjhI ubdk. T[dkjoD

d/ s'o s/ gkfe;skB ftu Sg oj/ o;kb/ ns/ g[;seK nzro/iah, gzikph iK f;zXh Gk;ak ftu Sgd/

jB i' GkoshnK d/ o[Zuh d/ j' ;ed/ jB. gozs{ Gkosh bkfJpq/oh fJjBK B{z wzrtk BjhI ;edhnK

feT[Ife fJjBK dh j'Id dk e'Jh gsk BjhI brdk. fJ;/ soQK Gkosh gqek;aBK gkfe;skB ftu BjhI

fwbdhnK. fJE/ g[;se wzvh ns/ ;oeko dhnK BhshnK tZv/ doi/ dh G{fwek fBGkT[IdhnK jB.
;{uBk N?eBkb'ih L-(Information Technology)

ezfgT{No ns/ B?Ntofezr ekoB bkfJp/qoh d/ g{o/ jkbks pdb rJ/ jB. n"B bkJhB

e?Nkbkr bkr{ j' frnk j?. fJjBK B{z d[BhnK d/ fe;/ th e'B/ ftu p?m e/ tos ;ed/ jK. e'Jh

th ;z;Ek nkgD/ nkg B{z fJ; Bkb i'V ;edh j? ns/ jiakoK bkfJpq/ohnK d/ ;zrqfj se gj[zu eo

;ed/ jK. fJjBK d/ gkmeK tk;s/ ;zrqfjK d/ dotki/ y[ZbQ rJ/ jB. bkfJp/qoh gkmeK ~ fJzi brdk

j? fe T[jBK dh ;EkfBe bkfJp/qoh dk ft;Eko d[BhnK se j' frnk j?. T[j fJBK s'I e'Jh gqek;aB

iK T[; dh c'N'ekgh gqkgs eo ;ed/ jB.
e 'nkg q / fNt g [;se g qkgsh : 'iBkp zdh L-(Planning Co-operative Acquisition)

ftZs xNdk ik fojk j? yohd ;aesh th xZN ojh j?, ;{uBk tXdh iKdh j? ;r'I ;{uBk

dk Xwkek j' frnk j? ns/ ;{uBk T[sgkdB ftu tkXk j' frnk j?. gkme dhnK wzrK tX ojhnK

jB. xN fojk ftZs, tXdhnK b'VK ns/ gqek;aBK d/ T[sgkdB ftu tkXk, mhe :'iBkpzdh dh wzr

eodk j?. :{Hn?;HJ/ ftu bkfJp/qohnK B/ *e'nkgq /fNt ;zrqfj* (Coperative Collecting) fsnko

eoB dh ftT[Ispzdh pDkJh j?. T[dkjoD d/ s'o s/ T[E/ fo;ou bkfJp/qoh ro[ZgK B/ e'ngq/fNt g[;se
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gqkgsh :'iBkpzdh pDkJh j'Jh j?. fJjBK B{z fJ; T[d/;a bJh n?;';ahJ/;aB nkc fo;ou bkfJp/qohia

(A R L) ns/ ekT[I;b n"B bkfJp/qoh fo;ou n?Iv wB/iw?IN ;NZvhia dk ;fj:'r fwb fojk j?. tZvh

gpfbe bkfJp/qoh gqDkbh ;zrqfj dk gZXo ns/ ft;ak i[w/tkohnK pko/ dZ; ojhnK jB fJ; gqeko

;fEsh B{z ;zGkbD bJh e'nkgq/fNt g[;se gqkgsh gq'rokwK dh :'iBkpzdh ehsh ik ojh j?.
1H5H6 ;zr qfj ftek; Bhsh L(Collection Development Policy)

fJj ;zrqfj ftek; Bhsh jh j[zdh j? fijVh wkor-do;aB eodh j?. fJj ftZs tzv pko/

;{uBK ns/ feqnk dh :'iBk jz[dh j? fJj c?;b/ bJh ft;skog{ote ;/XK ns/ ;{Mkn fdzdh j?.
b'V L-(Need)

bkfJp/qohnB ;zrqfj fte;s eod/ nk oj/ jB. fJ; T[d/;a bJh j[D bkfJp/qohnK dkBhnK

T[Zs/ fBoGo BjhI eodhnK jB. frnkB ns/ ;{uBk dk jw/;ak tkXk j' fojk j?. gozs{ fJjBK B{z

gqkgs eoB d/ ;kXB ;hws jB. fJ; bJh gkmeK dhnK b'VK B{z g{ok eoB bJh ;kXBK dh mhe

tos'I eoB dh b'V j/. fJ; bJh ;zrqfj BhshnK dh pj[s b'V j?.

Bhsh s'I ;w[dkfJ dk gsk bZrdk j?. fJj gkmeK dhnK b'VK ns/ wzrK ~ iakjo eodh j?.

fJj ;kXBK tk;s/ w{b nkXko fsnko eodh j?. fJj e'nkgq/fNt ;zrqfj ftek; ns/ ;kXBK dh nkg;h

tzv nfs ntZ;ae j?. fJj gVQB:'r ;wZroh dh u'D eoB ns/ u'D B{z oZd eoB ftu th ;jkfJsk

eodh j?.

fJj ;{uBk ;kXBK dh ft;/a, gkme gZXo, Gk;ak, o{g, nkeko, gkme, ;w[dkfJ nB[;ko

;q/Dhtzv eoe/ ;zrqfj ;kXBK B{z eqwtko pDkT[Idh j?.
ezw L-(Functions)

ih, n?vtkov, JhtkBi w[skfpe fJj fBwBfbys ezw eodh j?.

1H fJj jo fJe B{z ;zrqfj d/ ft;ak t;s{ ns/ dkfJo/ pko/ dZ;dh j?.

2H fJj jo fJe B{z ;zrqfj dhnK soihjK dZ;dh j?.

3H fJj ;z;Ek d/ T[d/;a pko/ ;'uD ftu ;jkfJsk eodh j?.

4H fJj ;z;Ek d/ NhfunK B{z gqkgs eoB ftu tuBpXsk pDkT[Idh j?.

5H fJj ;N?Ivov B{z ngDkT[D ns/ oZd eoB ftu :'rdkB gkT[Idh j?.

6H fJj J/ek u'D (single selector) dk gqGkt ns/ fBZih M[ Zek xZN eodh j?.

7H fJj Bt/I ;Nkc bJh f;ybkJh$T[ohIN/;aB T[gbpZX eotkT[Idh j?.

8H fJj ;Nkc d/ B'eoh s'I ub/ ikD t/b/ se brkskosk pDkJh oZydh j?.

9H fJj ;Nkc B{z ;aekfJs fBtkoD ftu fBod/;a fdzdh j?.

10H fJj ;zrqfj dh SKNh (Weeding out) ns/ w[bKeD eoB ftu ;fj:'rh j?.

11H fJj fts-tzv B{z ;[XkoB ftu ;jkfJsk fdzdh j?.

12H fJj b'e ;zgoe g[;se Public relation decument gqdkB eodh j?.

13H fJj ;zrqfj ftek; gq'rokw d/ ;w[Zu/ w[bKeD ns/ goy bJh ;kXB T[gbZp'X eotkT[Idh j?.
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14H fJj pkjob/ b'eK B{z ;zrqfj ftek; dk T[d/;a d;dh j?.
gkmeK ns/ g [;seK d / o {g (Users and Formats)

g kme K ns / g [;seK d / o {g fBwB fds / i Kd / jB L-

;w/I Bkb fJj ;{uh pdbdh ofjzdh j?. fJj fJ; t/b/ th g{oD Bjh j?. ;zrqfj ftu T[go'es

o{g ftu gVQB:'r ;wZroh u[DBh ukjhdh j?.

u'D gqfeqnk ftu ns/ u'D Bhsh d/ f;XKs ftu j'o wjZstg{oB rZb fJj j? fe ;sz[fbs

;zrqfj fsnko ehsk ikt/. gkmeK dhnK ftfGzB f;fyne gZXoK dk th fXnkB oZfynk ikt/. fJ;

bJh rohp nwho, n';s, tXhnk gkmeK dk fXnkB oZy e/ g[;seK u[Dhnk ikD. ;zdoG ;zrqfj th

fsnko ehsk ikt/.

g'qc?;aBb ;Nkc B{z ;ko/ ;zrqfj dk frnkB j'Dk ukjhdk j?. sK i' ;zrqfj ftu e'Jh yZgk

(gaps) j't/ T[; B{z gSkD e/ g{ok ehsk ik ;e/. r[zwhnK j'JhnK g[;seK dh EK BthnK ekghnK

bJhnK ikD finkdk wzr tkbhnK g[;seK dhnK tkX{ ekghnK gqkgs ehshnK ikD.
1H5H7 ;zr qfj ftek; d/ ;kXB (Sources of collection Development)

fppfbT[rqkchnK - ok;aNoh ns/ ft;ak fppfbT[rqkchnK ;zrqfj fte;s eoB bJh w[Yb/ ;{uBk ;q's

j[zdhnK jB. fppfbT[rqkch fJe ft;a/ ik fJbke/ T[s/ g[;seK dh ;{uh j[zdh j? fJj d/;a ftu iK

d/;a pko/ SghnK g[;seK bJh tXhnK ;kXB j?.
T [d kjoD L-
Indian National Biliography (INB) Kolkata : Central Reference Libarary.  1957.

British National Bibliography (BNB). Boston, Spa. England : British National

Bibliographic Service. 1950.

o{g

g[;seK (;fibd iK ekri fibd).

w'B'rqkc, gkm-g[;seK nkfd.

nypkok.

o;kb/.

wkfJeo'ckow.

;bkJhvK.

fcbw ns/ fcbw;efogN.

s;thoK.

nvhUthi[b ;wZroh.

thvhT[ foekofvzr.

;zrhs.

g?IcfbN, jZEfbysK, g[okb/y, Be;a/,

;eokoh gqb/y, b/io o{g, vkNkp/;;,

vkNk p?e nkfd.

gkme

pkbr.

B'itkB.

;e{bh pZu/.

ngzr.

wohi, e?dh, nkfd.

nfXnkgB tor.

y'ih.

nwbk.

nzvo ro?i{J/N ftfdnkoEh.

g';N ro?i{J/N ftfdnkoEh.

tZy tZy ;w{j L ftfGzB o[uhnK,

Xzd/, Gk;ak, Xow nkfd Bkb ;pzfXs.
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ekB{zB nXhB gpbh;oK tZb'I T[jBK d/ d/;aK ftZu fijVhnK BthnK SghnK g[;seK i' w[cs

s'o s/ ok;aNoh bkfJpq/ohnK ~ G/ihnK iKdhnK jB. fJj d'B' fppfbT[rqkchnK fJjBK g[;seK s'I

fsnko ehshnK iKdhnK jB. BthnK g[;seK d/ j'o u'D ;kXB fJ; gqeko jB L-
gpbh; ao e ?Nkb kr L-

gpbh;ao nkgDhnK gqek;aBK d/ e?Nkbkr Skgd/ jB.

T[dkjoD L-

Book price list : Amesterdam, The Netherlands : A comprehensive listing of

publications of Elsevier, Pergamon and North Holland.

New and forthcoming publications. Elsevier

Catalogue : Cambridge Unviersity press New Delhi etc.

Non-book materials : Prentice Hall of India :

Software : Microsoft Press.

Catalogue 2004 : Pearson Education India, Delhi

No /v e ?N kb kr L-

T [d kjoD L-

Bookseller : the organ of book trade. London : Whitaker., 1858-weekly.

Whitaker's book list. London : Whitaker. 1924-annual.

g [;se fteo /s k d / e ?N kb kr ns / ; {u hnK -

g[;se fteo/sk nkgD/ g[;se Gzvko ftu T[gbZpX g[;seK dh ;{uh ns/ e?Nkbkr fsnko

eod/ jB.

T[dkjoDL-

Catalouge 2003-04 : Serial Publications, Delhi.

Chowkhamaba Sahitya 2002-2003 : Chowkhamba, Delhi.

Catalogue : Central Book Agency, Patiala

Catalogue : Madaan Sons, Patiala.

Catalogue : Milind Prakashan Pustak, Hyderabad

g [;se ;whfynktK (Book reviews) :-

o;kfbnk, nypkok ftu ohftT[r fgohnkvhebk B{z th tXhnk g[;se u'D ;kXB wzfBnk iKdk

j?.
T [d kjoD L-

Libarary Journal.

Wilson Library Bulletin

j'o ;kXB L-

1H bkfJp/qoh e?Nkbkr.

2H ft;ak e?Nkbkr.

3H b/ye fppfbT[rqkchnk

4H B[wkfJ;aK ns/ g[;se w/b/ th g[;se u'D d/ ;kXB j[zd/ jB. Gkos ftu g[;se w/bk jo

;kb brdk j?. gpbh;ao ns/ g[;se fteo/sk nkgDhnK g[;seK B{z w/fbnK ftu fbnk e/ gqdof;as

eod/ jB. fJjBK w/fbnk s/ ik e/ g[;seK u[DhnK ik ;edhnK jB.
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g [o kD hn K g [;seK

g[okDhnK g[;seK dh u'D tk;s/ *rkfJv N{ ohfvzr w?Nhohnb*, ft;ak ns/ ok;aNoh

fppfbT[rqkchnK, bkfJp/qoh ;{uhnK$e?Nkbkr pj[s ;jkfJe jB.
T [d kjoDL -

Books for secondary schools. New York: R.R. Bowker

Public library catalogue. New York : H. W. Wilson

Books for college libraries. Chicago : American Library Association.

1H5.8 g[;se u'D N{bia ( Tools of Book selection)

Indian

Indian national bibliography. Kolkata : Central Reference Library, 1957

Indian books in print 1955 : A bibliography of English books published in

India : Complied by Sher Singh and S.N. Sadhu. Delhi : Indian Bibliographies.

Bureau 3v.

UBSPD Indian Books in print 2000 :  Bi l iography of  Indian books

published in English language. Delhi : Indian Bibliographies Bureau.3v.

(Lists about 45000 volumes)

British :-

British naitonal bibliography. Boston Spa, England : British National

Bibliographic Service. 1950-weekly.

British book news : The British Council's monthly survey for book buyers

throughout the world. Oxford : Basil Balckwell Ltd. 1940-monthly.

(Selected and annnotated list of recommended books.)

Bookseller : the organ of book trade. London : Whitaker. 1858-weekly.

Whitaker's book list. London : Whitaker, 1924-annual.

Whitaker's British books in print. London : Whitaker. 1874-annual.

Books in English : a bibliography complied form UK and US MARC sources.

London : British Library Bibliographic Services. 1907-BM

USA :

American book publishing record. New York : R. R. Bowker, 1960-Montly (Montly

comulation).

Publisher's weekly. New York : R.R. Bowker. 1872-

Books in print. New York : R.R. Bowker. 1947-

Paperbound books in print. New York : R.R Bowker. 1955-Two/Y

Cumulative book index. New York : H.W. Wilson. 1898-1999. (Monthly except

August)

Government documents :-

Indian national bibliography. Kolkata : Central Reference Library, 1957-

Monthly catalogue. Delhi : Controller of Publications, Monthly.

Brit ish national bibliography. Boston Spa, England :  Brit ish National

Biliographic Service 1950-weekly.
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U.S Libarary of congress. Monthly check list of state publications. Washington,

DC: Library of Congress. 1910-Monthly.

Government reports announcements : an index journal. Springfield : US National

Technical Information. Service. It is also available online.

United Nations documents index. New York, 1950-Monthly.

Book Review :

Library journal. New York : R. R. Bowker. 1876. 20 issues per year.

Choice. Chicago : American Library Association. 1964-Monthly. (Current reviews

for college libraries.)

Indian book industry. New Delhi :  Federation of Indian Publishers, 1969-

Monthly.

Indian book chronicles. New Delhi : Vivek Trust. 1976-Monthly. (New & reviews

English).

Indian Publisher and bookseller. Bombay : Popular Book Depot.-Monthly.

Publishing in India : a monthly journal of book trade and industry. New Delhi.

D.K Publishers.

Other Print Material:

Besides books, other print materials are:

Reference Books;

Periodicals;

Government Publications;

Patents;

Standards and Specifications;

Translations;

Dissertations and Thesis.

Reference books-

Guides :

Guides to reference materials on India/Complied and edited by N.N. Gidwani

and K. Navalani. Jaipur; Saraswati, 1974.2v

Guide to reference books/ complied by E.D Sheehy. 9th ed. American Library

Association

Periodicals :

Ulrich's International periodicals directory. New York : R.R. Bowker, 1945.

Current Indian periodicals in English : An annotated guide/Compiled and

edited by N.N. Gidwani and K. Navalani, Jaipur : Saraswati Pub, 1978.

Directory of periodicals published in India/Compiled by Sushil Kaur and

P.Sapra, New Delhi : Sapra and Sapra, 2000.

New Serial titles. Washington, D.C. Library fo Congress, 1953-Monthly.

Patents :

Official gazette of U.S Patent Office.
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Chemical abstracts-

Cites important patents. granted in all countries pertaining to chemical industry.

Houghton, Bernard. Technical information sources : a guide to patents, standards

and techincal report literature.

Standards and specifications :

Catalogue of American standards Association.

British standard year book. British Standards Institute.

Catalogue/lists Indian Standards Institute.

Translations :

Techincal translations. U.S Dept. of Commerce.

Scientific translations : a guide to sources and service US. Dept of Health,

Education and Welfare.

Index translationum : International bibliography of translation. Unesco.

Dissertations and Theses :

Dissertation abstracs, Unversity of Microfilms.

Bibliography of doctoral dissertatinos. New Delhi : Association of Indian

Universities.

Non-Book Material :

Trade review and catalogues;

Reviews in scholarly periodicals:

National bibliographies:

Audio Video market place : a multimedia guide, New York : R.R. Bowker.

1969-Annual. Pensinger, C. Consumers' handbook of video software, New York :

Van Nostrand Reinhold. 1981. British catalogue of music. London : British

Library Bibliographic Services. 1957-3 issues per year. British catalogue of audio

visual materials. London : British Library Bibliographic Service. 1979-Irregular.

Computer-readable database : a directory and data sourcebook. Chicago:

American Library Association. 1978-Irregular.

Data acquisition : 1982 Storrs, Conn.: Roper Center, 1982.

New serial titles. Washington, D.C.: Library of Congress, 1953-Monthly.

Video source book. Syosset. N.Y. : National Video Clearing House. 1979

Annual.

Interactive video yearbook London : National Interactive Centre. 1976

Annual.

Journals (review sources) include :

APDU Newsletter. Princeton. New Jersey : Association of Public Data

Users. 1976-Monthly.

Booklist. Chicago : Amerian Library Association. 1905-22 issues per year.

Channels of communication choice. Myles Fuchs. 1981.

Film Library quarterly. Film Library Information Council. 1967-

Library Jounal. New York : R.R. Bowker. 1876-20 issues per year.
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Wilson Library Bulletin. H.W. Wilson. 1914-

Microforms:

Guide to microforms in print. Meckler Publishing.

National registrar of microforms masters. Washington, DC : Library of

Congress.

Computer-based Materials :

Computer-readable databases a directory and data source-book. Chicago

American Library Association, 1978-Irregular.

Database directory. White plains, knowledge Industry Publications, 1984.

Equipment for Non-Print Materials :

Audio visual market place : A multimedia guide, New York : R.R Bowker

1969-, Annual.

Library technology reports. Chicago : American Library Associaton.

1H5H9 g [;se gqkgsh ftXhnK (Acquisition Methods)

gqb/yk ik g[;seK B{z wzrtkT[D s'I gfjbK fJj iao{oh j? fe g[;se gqkgsh ftXhnK B{z

ikfDnk ikt/. fJjBK B{z wzrtkT[D dhnK ftXhnK fJ; gqeko jBL-

1H yohd d[nok.

2H dkB okjhI.

3H ;[;kfJNhnK, ;z;EktK nkfd dh w?Ipof;ag okjhI.

4H spkdb/ okjhI.

5H g[;se GzvkoK ftu'I.
( 1 ) yohd d[nkokL -(Purchase)

nkw s'o s / bkfJpq /ohnK d/ ;zr q fj yohd okjh pDkJ/ iKd / jB. nieZb ;kohnK

bkfJp/qohnK ftu ;zrqfj pDkT[D dh fJj fBnK g{ote ftXh j?. gqb/yK B{z yohdD s'I gfjbK fJj

ikD b?Dk ukjhdk j? feH eh ftZs T[gbZpX j?. Gkos ftu g[;seK bJh nekdfwe bkfJp/qohnK tk;s/

;oeko ns/ :{Bhtof;Nh rqKN; efw;aB tb'I rqKNK fdZshnK iKdhnK jB. fJj g?;k yohd ftXh

d[nkok yofunk ikdk j?.
(2 ) dkB okjh I L -(Gifts)

pj[s ;kohnk tZvhnK bfJpq/ohnK d/ ;zrqfj fJ; ftXh okjhI fsnko ehs/ rJ/ jB. T[dkjoD

d/ s'o s/ gzikph :{Bhtof;Nh, bkfJp/qoh ftu GkJh w'jB f;zx t?d ;zrqfj ns/ pj[s ;ko/ j'o dkBh

;ZiDk B/ nkgD/ g[;se ;zrqfj fds/ jB. Gkos dh ok;aNoh bkfJp/qoh ftu n;{s';a ;zrqfj dkB d/

o{g ftu gqkgs j'fJnk j?.

g[okD/ ;fwnK ftu g[;se ;zrqfj pDkT[D bJh fJj pj[s gqw[Zy ;kXB jz[d/ jB. go nZi

nfijk BjhI j?. e/tb Bkwkso g[;seK jh dkB ftu fwbdhnK jB.
(3 ) w ? Ipo f; ag okjh L-(Membership)

e[M ;z;EktK nkgDhnK gqek;aBK nkgD/ w?IpoK B{z jh fdzdhnK jB. fit/I fJHcHbkH (I.F.L.A)

ns/ fcHvH (FID) fJ; bJh fJj iao{oh j? fe fJjBK d/ w?Ipo pfDnk ikt/. fJjBK ;z;EktK dhnK

gqek;aBK B{z ;;s/ s/ nk;kB Yzr Bkb gqkgs eoB dk fJj tXhnk sohek j?.
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(4 ) spkdb/ okjh L-(Exchange)

tZvhnK :{Bhtof;NhnK ns/ y'i bkfJpq/ohnK fijBK dhnK fgZsoh ;z;EktK g[;seK SkgdhnK

jB. pj[s ;koh gVQB:'r ;wZroh spkdb/ ftu gqkgs eodhnK jB. fJj nkgDhnK g[;seK d{ihnK

;z;EktK B{z G/i e/ T[jBK ;z;EktK dhnK g[;seK spkdb/ nXhB gqkgs eodhnK jB.
(5 ) g [;se G zvko K ftu ' I (Deposit) L -

e[M bkfJpq/ohnK, e[M ;z;EktK iK ;oeko dhnK gqek;aBk d/ Gzvko fsnko eoe/ ;zGkbdhnK

jB. T[j ni/jhnK g[;seK d/ Gzvko pD iKdhnK jB. fit/ I itkjo bkb Bfjo{ :{Bhtof;Nh

bkfJpq/oh e[M :{H n?BH UH dhnK gqek;aBK d/ Gzvko eodh j?. :{H e/H ftu fpqfN;a bkfJp/qoh ns/ e[M

:{Bhtof;Nh bkfJpq/ohnK :{He/H ftu SghnK g[;seK bJh fvgkiaNoh bkfJpq/ohnK nytkT[IdhnK jB.
1H5 H10 g [;seK nkovo eoB dhnK ftXhnKL-(Methods of ordering)

Gkos ftu bkfJp/qohnK tZb'I g[;seK nkovo eoB d/ tZy-tZy Yzr jB. fJj rZb fgZsoh

;z;Ek$;oeko dh Bhsh ns/ g[;se wzvh T[Zs/ fBoXkos eodh j?. e[M ftXhnK fBwBfbys toBD

ehshnK rJhnK jB.
g[ ZS frS ftXh (Inquiry method) :-

Gkos ftu ;kb 1963 s'I gfjbK ;oeko tZb'I g[;seK ~ t;s{nK wzfBnK iKdk ;h. fJ; bJh

ftfGzB g[;se fteo/sktK e'b'I jo fJe g[;se d/ t/ot/ d/ e/ T[; dh ehws ns/ j'Id pko/ g[fSnk

iKdk ;h. ;{uBk gqkgs eoB T[gozs jo fJe g[;se dh ehws s/ eN"sh (discount) bJh s[bBksfwe

t/ot/ (Comparative Statement) fsnko ehs/ iKd/ ;B. fi; fteo/sk dhnK ehwsK ns/ FosK xZN

j[zdhnK jB T[; ~ g[;seK dk nkovo d/ fdsk iKdk j? fJ; ftXh ftu ;wK fiankdk brdk j? youk

th fiankdk nkT[Idk j?. fijVk fteo/sk xZN o/N do;kT[Idk j? iao{oh BjhI fe T[j g[;se d/t/rk f;N/

ti'I bkfJpq/oh B{z g[;se gqkgs BjhI jz[dh. fJ; bJh g[;se Bk fwbD ekoB gkmeK dh gVkJh dk

B[e;kB j[zdk j? T[jBK dh ekoie{;absk ns/ fpzp T[s/ T[bNk n;o g?Idk j?. go fco th fJj ftXh

d[obZG g[;seK ns/ jZE fbysK B{z wzrtkT[D ftu ngDkJh iKdh j?.
e [N /;aB ftXh (Quotation system) :-

fJ; ftXh ftu jo ftZsh ;kb d/ ;a[o{ ftu gqb/yk$g[;seK gj[zukT[D tkb/ fteo/sktK e'b'I

e[N/;aBK doK (rate) ehwsK dh doK wrtkJhnK iKdhnK jB. fteo/sk ftfGzB gqb/yK$g[;seK tk;s/,

fv;ekT[IN, spdkbk doK (rate) ftd/;ah g[;seK d/ wkwb/ ftu) s/ j'o ;aosK dk fiaeo eod/ jB.

fJjBK ;ko/ fteo/sktK tZb'I fds/ rJ/ o/NK s/ s[bBksfwe (Comparative statement)

t/ot/ ehs/ iKd/ jB ns/ xZN s'I xZN doK dh gSkD eoe/ nfXekohnK gk;'I wzBi{o eotk e/ ;pzfXs

g[;se fteo/sk B{z nkovo fdsk iKdk j?.

feT[ Ife bkfJp/ qoh fiankdk g[;seK dk nkovo fdzdh j?. fJ;/ eoe/ fteo/sk g[;seK

gjz[ukT[D ftu sZsgosk tosd/ jB ns/ tXhnK ;/tktK gqdkB eoB bJh e'f;a;K eod/ jB. i/eo

e'Jh g[;se T[gbpZX BjhI th jz[dh T[; B{z bZG e/ gj[zukD ftu o[Zuh b?Id/ jB. T[j gqb/yK$g[;seK

dh T[gbZpXsk dh Y[ZethI ;fEsh d;d/ ofjzd/ jB. fJ; gqeko fteo/sk tZb'I ;fj:'r fwbdk j?.
r[ Zv nkfc;a; a ew/Nh (Good offices Committee):-

r[ZV nkfc;; ew/Nh (BthI fdZbh) fJe J/iz;h j?. fijVh fe :{HihH;hH g[;se tgko ns/

bkfJpq/ohnK d/ B[wkfJzfdnK dh fJe ;zrfms ;Gk jz[dk j?. fJ; B{z r[Zv nfc;;; ew/Nh d/ BK Bkb

th ikfDnk iKdk j?. fJj gVQB:'r ;wZroh fi; ftu g[;seK ns/ o;kb/ nkfd j[zd/ jB yohdD

ftu fJe;kosk bJh fBod/;a fdzdh j?. fJ; ew/Nh d[nkok ftd/;ah gqek;aeK dhnK g[;seK tk;s/
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spkdbK doK (exchange rates) fBoXkos ehs/ iKd/ jB. fJj ew/Nh *e[N/;aBK* wzrtkT[D dhnK

ci{b ekotkJhnK B{z xNk fdzdh j? bkfJp/qohnK B{z fv;eKT[N dk c?;bk th eodh j?. bkfJp/qoh,

nfXekoh, ;oekoK ns/ g[;se tgkoh tor fJ; ew/Nh d/ fB:wK nB[;ko ezw eod/ jB. fJ;

ew/Nh B/ g[;seK dh yohd B{z nk;kB pDk fdZsk j?.
;EkJh g [;se fteo /sk (Standing Vendor):-

fJ; ftXh ftu bkfJp/qohnK e[M ;aosK d/ nXhB ;EkJh fteo/sk fB:[es eodhnK jB ns/

g[;seK d/ nkovo T[jBK okjh fds/ iKd/ jB. ;EkJh nkovo j'D eoe/ bkfJpq/oh B{ z nfXe

fv;ekT[IN fwbdk j?, tXhnk ;/tktK gqkgs j[zzdhnK jB. fteo/sk tZb'I g[;seK gj[zukT[D dh g{oh

e'f;a;a ehsh iKdh j?.
fv;eKT [N s ' I fpBK g [;seK (No Discount Publication):-

e[M g[;seK B{z ;z;EktK SkgdhnK jB. T[j nkgDhnK g[;seK T[Zs/ fv;eKT[N BjhI fdzdhnK.

nfijhnK g[;seK fJ; ;aq/Dh ftu nkT[IdhnK jB. fJj ;z;EktK eJh tkoh g[;se dh ehws s'I fJbktk

vke youk nkfd th t;{b eodhnK jB.
ezw (Functions) :-

;kohnK fe;wK dhnK bkfJpq/ohnK d/ ;zrqfj fte;s eoB bJh gVQB:'r ;wZroh dh u'D

eoBh w{b ns/ ;op-ftnkge ekoi j?. bkfJp/qoh bJh ;pzfXs ns/ tXhnK r[DtkB ;wZroh dh y'i

eoBh fJe n"yk ezw j?. s/ih Bkb j' ojhnK spdhbhnK B/ fJ; ezw B{z j'o th u[D"sh Gfonk

pDk fdsk j?.
1 H 5 H 1 1  g [ ; s e  u ' D  f t u  f B w B e z w  n k T [ I d /  j B  L -(Functions of Collection

Development)

1H ;zrqfj ftek; Bhsh dk toDB.

2H :'iBkpzdh.

3H bkfJp/qoh ftZs tzv

4H ;kXB$N{b dh u'D eoBh.

5H u'D ns/ ;zrqfj ftek; dh ftXh.

6H gkmeK dh okfJ gqkgs eoBk ns/ T[jBK dk foekov oyDk.

7H nekdfwe bkfJp/qohnK ftu ;zrqfj fte;s ew/NhnK$ft;a/;arK dh ;bkj b?Dh.

8H ;kok ;kb ftZs T[Zs/ ezNo'b oZyDk.

9H foekov oyD/.

10H ;zrqfj ft;b/;aD ns/ w[bKeD eoBk.

11H ;kXBK dh nkg;h (Resource sharing) tzv ns/ e'nkgo/fNt ;zrqfj dh tos'I.

g[;seK B{z bkfJp/qoh ftu wzrtkT[D bJh fBwB fbys e[M ezw ehs/ iKd/ jB. go fJj

jo bkfJp/qoh ftu fGzB-fGzB jz[d/ jB L-

1H g[;se gqkgs eoB dh Bhsh fsnko eoBh.

2H ezw dh :'iBk ns/ ftXh fsnko eoBh.

3H pZiN ns/ fts-tzv dk BhohyD eoBk.

4H g[;se gqkgsh bJh g[;sek B{z yohd okjh, dkB okjh, spkdb/ okjh ns/ j'o ftXhnK d[nkok

:sB eoB/.

5H e[nkgq/fNt g[;se gqkgsh gq'rokw dk fXnkB oyDk.
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6H fteo/sktK$gpbh;oK Bkb g[;seK ns/ gVQB:'r ;wZroh gqkgs eoB ;pzXh ;aosK sfjeoBhnK.

7H fte/osk ns/ ;EkJh fteo/sk fB:[Zes eoB/.

8H g[;seK dh nDukjh v[gbhe/;aB (Duplication) B{z o'eD bJh bkfJpq/oh ;kXBK dh y'i eoBh.

9H u'D N{b dh ;jkfJsk Bkb g[;seK d/ fppfbT[rqkcheb t/ot/ gVskb eoe/ g{oD eoB/.

10H g[;seK$gqb/yK d/ nkovo eoB/.

11H Bhsh nB[;ko pj{ GkrK (Multivolumed), bVhnK (Series) ns/ gohgpbhe/;aB tkb:[w

(prepublication volumes) bJh ;EkJh nkovo d/D/I.

12H g[;seK gqkgs eoBhnK.

13H fpZb ns/ nkovo Bkb fwbkB eoBk.

14H fv;eKT[IN, spkdbk do (i/ ftd/;ah gqek;aB j'D) gqVskb eoe/ fpZb gk; eoB/, eh T[j

;fjws j'JhnK ;aosK nB[;ko jB.

15H fpZb ftu i/ e'Jh rbsh j't/ fteo/sk B{z dZ;Dk s/ do;[s eotkT[Dk.

16H gZso ftnjko eoBk.

17H tkX{ p/b'V/ fpZb ns/ g[;seK B{z tkg; eoBk.

18H n?e;?;B (accessioning) bJh g[;seK B{z G/iDk.

19H n?e;?;B ofi;No ftu gqb/yK$g[;seK B{z doi eoBk.

20H gqkgs Bk j'J/ gqb/yk$g[;seK d/ :kd gZso G/iD/.

21H gkmeK B{z g[;se gqkgsh dh ;{uBk d/Dk.

22H foekov ns/ nzeV/ oZyDk.

23H g[;se u'D ns/ j'o d{ihnK ;?e;BK Bkb skbw/b oyDk.

24H i/ e'Jh e'nkgq/fNt g[;se gqkgsh g'qrokw j't/ T[; ftu Gkr b?Dk.
1H5H12 g [;se SKNh (Weeding out) :-

bkfJp/qoh fJe ftek; ;hb ;z;Ek j? bkfJp/qoh ftu Bk e/tb Bt/I gqb/y jh ;akwb ehs/ iKd/

jB ;r'I g[okDh ;wZroh B{z pkjo eZfYnk iKdk j?. fBZs dh tos'I Bkb g[;seK pj[s cZN iKdhnK

jB ns/ T[j w[ozws d/ :'r th BjhI ofjzdhnK. eJh g[;seK dk gkm-eqw g[okDk j' iKdk j? Bt/I

;z;eoD nk iKd/ jB iK e[M gqb/yK dh, ihtsk (live) ns/ w;aj{oh ;wkgs j' iKdh ns/ i' g[;seK

bzp/ ;w/I s'I tos'I ftu BjhI nkJhnK j[zdhnk ni/jhnK g[;seK dh eKN-SKN dh b'V j[zdh j?.

bkfJp/qoh B{z g[;seK dh SkNh eoB bJh Bhsh pDkT[Dh ukjhdh j?.
;ko L-(Conclusion)

;zrqfj ftek; dk ;pzX d'B' fe;w Sg/ o{g ns/ nD Sg o{g (Print and non-print) dh

gVB:'r ;wZroh dh gqkgsh Bkb jz[dh j?. fJ;dk w{b T[d/;a bkfJpq/oh tZb'I gkmeK dhnK b'VK ~

BfiZmDk j?. fbysh u'D Bhsh dh b'V tk;s/ ;kfonK tZb'I ia'o fdsk frnk j?.

gVQB:'r ;wZroh dh u'D jh ;zrqfj ftek; dk nkXko jz[dh j?. fJ; bJh fJ; y/so ftu

bkfJpq/ohnBK ns/ ft;a/;arK tZb'I f;XKs, ftT[Isk ns/ gq?eNheb ;ze/s fds/ rJ/ jB. pj[s ;ko/ sZs

fit/I bkfJpq/oh dh fe;w, neko, ftZs, tksktoD, Gk;ak, Bt/I o{g (formats) nkfd ;zrqfj ftek;

T[Zs/ gqGkt gkT[Id/ jB.

g[;se u'D d/ pj[s ;ko/ ;kXB ns/ N{bi (tools) jB. g[;se gqkgsh dhnK ftXhnK ftu

yohd, dkB, spkdb/ ftu, w?pof;ag ns/ g[;se Gzvko (deposits) jz[d/ jB. yohd ftXhnk th

tZy tZy jB. g[;se gqkgsh ftu-gqb/yK d/ nkovo eoB/, T[jBK B{z gqkgs eoBk, fpZb ns/ gqb/yk
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dh gVskb eoBh, G[rskB bJh fpZb gk; eoB/, gqb/y n?e;?;aB (accession) eoB/ ns/ T[jBK

;pzXh fuZmh gZso eoBk.

bfJp/qoh B{z g[;seK dh SKNh eoB bJh Bhsh fsnko eoBh ukjhdh j?. fJ; ezw B{z fB:ws

;w/I s/ eod/ ofjDk ukjhdk j?.
g [;se u 'D ekov dk Bw { zB k L -
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5. e/ BtbkBh ns/ eow f;zx L bkfJpq/oh gqpzX L f;XKs ns/ ftjko, gfNnkbk L

wdkB gpbhe/;aB 2004.

6. nihs f;zx ns/ ;fjrb, gh ;h LbkfJpq/oh ns/ ;{uBk e/AdoK dk gqpzX,

gfNnkbk L wdkB gpbhe/;aB 2004.

;t ? gVu 'b ;tkbL-

;tkb BzL 1H e'Jh uko Gkosh g[;se u'D N{b dZ;'.

;tkb BzL 2H ;zrqfj ftek; d/ f;XKs dZ;'.

;tkb BzL 3 gqb/yK B{z wzrtkT[D dhnK ftXhnK jB.

T[so L g[;seK u'D N{b L j?fvzr d/y'

e zw L j?fvzr d/y'

gqb/y nkovo L j?fvzr d/y'
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wB?iw?N nkc bkfJpq/ohia n?v fJBcow/;aB ;?Noi

g km B zpo L 1 H 6 b /ye L v k H e / H BtbkB h ns / feoB eE {o hn k

N ?eBheb ; ?eFB dk g qp zX ns/ ; /tktK

Management of Technical Section & Service

o {g o /y k L

1H6H1 bkfJp/qoh d/ ;a?e;aB.

1H6H2 G{wfek.

1H6H3 ezw.

1H6H4 gqwkDheoB (Standardization)

1H6H5 e"wB efwT{Bhe/;aB ckow?IN (Common Communication Format)

1H6H6 N{bia (Tools)

1H6H7 ;wZroh.

1H6H8 fBZs dhnK feqnktK.

1H6H9 fibdpzdh.

1H6H10 BthnK nkJhnK g[;seK dh ;{uh fsnko eoBh.

1H6H11 e'nkgq/fNt$e/Idoh ;{uheoD ns/ nkN'w/;aB.

1H6H12 e?Nkbkr ekov ckJhb eoB d/ fB:w.
1H6H1 bkfJp / qo h d/ ; ?e;aB (Sections of a Library)

fe;/ th bkfJp/qoh dk ;zrmB ns/ gq;ak;aB fJ; dh fe;w, neko, wzst ns/ T[d/;aK T[Zs/

fBoGo eodk j?. S'NhnK bkfJp/ohnK dk gq;k;aB e/tb fJe ftnesh d[nkok ubkfJnk iKdk j?.

fJjBK ftu ;?e;aBK pko/ n;h ;'u th BjhI ;ed/. wZX neko dh bkfJp/qoh ftu e[M ;?e;aBK jz[dhnK

jB. tZvh bkfJp/qoh ftu ezw dh mhe tzv ehsh rJh j[zdh j?. fJ; d/ ezwK ftu r[zMbsk ns/

tyo/tK j[zdk j?. go fco th T[jBK dh fe;w ns/ neko dh pikJ/ ;kohnK bkfJp/qohnK ftu, e[M

ezwK ftu fJe;kosk jz[dh j?. tZvh bkfJp/qoh dhnK ftfGzB ;?e;aBK S'NhnK bkfJp/qohnK bJh wkor

do;ae sZs pD ;edhnK jB. fJ; dh b'n ftu tZvh bkfJp/qoh dhnK ;kohnK ;?e;aBK dk toDB

ehsk ik fojk j? sK i' ftfdnkoEhnK B{z bkfJp/qoh d/ ;wZ[u/ ftfGzB ezwK dh s;tho dk gsk ub

;e/.

d{i/ Bzpo T[Zs/ bkfJp/Ioh ftu e[M j'o fBZs dhnK gqpzXeh feqnktK th j[zdhnK jB fit/

I ftZs, b/yk, ;N'o nkfd. nkws"o s/ bkfJp/qoh d{finK T[Zs/ fBoGo eodh j?. fJ; bJh fJ; d/

ezw eki, fgZsoh ;z;Ek dhnK BhshnK T[Zs/ nkXkfos j[zd/ jB.

e[M tZyoh fe;wK d/ ezw th fJ; B{z eoB/ g?Id/ jB. fJjBK ezwK dk ;zpzX g[;seK ns/

o;kfbnK Bkb j[zdk j? fi; ftu fJjBK dh u'D, yohd, n?e;?;aB, G[rskB, fsnkoh ns/ seBheh

feqnktK, soshp fibdpzdh, g[;se b?D d/D ns/ ;zdoG ;/tk nkfd ezw ehs/ iKd/ jB.

fJjBK ftfGzB ezwK dk toDB ehsk frnk. e[M ;?e;aB fit/I pZfunK dk ;?e;aB, ;coh
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bkfJp/qoh (mobile library), poKu bkfJp/ qoh, fogo'rqkfce ;?e;aB nkfd fe;/ yk; fe;w dh

bkfJp/qoh ftu j[zdhnK jBl T[jBK dk fJE/ toDB, BjhI ehsk frnk.

n;hI bkfJp/qoh d/ ezw B{z d' GkrK ftZu tzv ;ed/ jK L- god/ fgS/ d/ ezw ns/ gkme ;/tktK.

gfjb/ ezw ftu gkme ;?e;aBK d/ ;goze ftu BjhI nkT[Idk j?. d{i/ ftu gkme f;X/ s"o s/ ;?e;aBK

d/ ;B;[Zy j[zdk j?.

I. god/ fgS/ d/ ezw fJjBK ;?e;aBK ftu ehs/ iKd/ jB.

1H g[;se u'D ;?e;aB.

2H g[;se nkovo ns/ g[;se gqkgsh ;?e;aB.

3H n?e;?;B ;?e;aB.

4H go';?f;zr iK seBheh ;?e;aB.

5H fgohnkvheb iK o;kbk ;?e;aB.

6H ;KG ;zGkb ;?e;aB.

7H fibdpzdh ;?e;aB.

II. gkme ;/tktK gqdkB eoB tkb/ ;?e;aB L

8H gqb/yB (documentation) ;?e;aB.

9H ;oe{b/;aB ;?e;aB.

10H ;zdoG ;?e;aB.

fJjBK ;?e;aBK dk ;zy/g toDB fdsk ik fojk j?

1H6H1H1 g[;se u'D ;?e;aB (Book Selection Section)

g[;se u'D bkfJp/qoh dk wjZstg{oB ezw j?. fJ; ftZu fszB sZs j[zd/ jB L-

TH frnkB d/ ftfGzB y/soK ftu ;EkfBe o[uhnK dhnK wzrK.

nH piako ftu g[;seK dh T[gbZpXh. jw/;aK tXhnK ;z;eoD u[D/ ikD ns/ ekri, SgkJh ns/ fuZso

nkfd gy'I fXnkB oZfynk ikt/.

JH e[Zb ftZs dh T[gbZpXsk ns/ ;ko/ ftf;anK B{z nB[gks nB[;ko ftZs fdsk ikt/. w"i{dk ftf;anK

d/ g[;se GzvkoK dh wiap{sh ns ezwi'oh dk fXnkB th oZfynk ikt/.

fJj ;?e;aB g[;se u'D ;kXBK dh f;b;b/tko iKu eodh j? fit/I e?Nkbkr, feskpuk, gpbh;o

tb'I G/ihnK BthnK g[;seK dhnK ;{uhnK ns/ g[;se ;whfynktK.

1H jo u[Dh rJh g[;se bJh g[;se u'D ekov fsnko ehsk iKdk j?. fJjBK ekovK B{z S'Nk tor

Bzpo brk e/ torhfeqs ehsk iKdk j?. ;N?Ivov fuzB th brkJ/ iKd/ jB. s/ fJjBK B{z ekovK T[Zs/

th fbfynk iKdk j?. fJjBK B{z torhfeqs soshp nB[;ko oZfynk iKdk j?. fJjBK fJZeso j'J/ ekovK

B{z ft;ak ft;/;arK Bkb ftukfonk iKdk j? iK ;[ftXkiBe ;w/I s/ T[jBK e'b u'D bJh G/i fdsk iKdk

j?. fJ; T[gozs ;woZE nfXekoh gk;'I fJjBK dh gqtkBrh b? bJh iKdh j?. (fit/I fe ekfbi

bkfJp/qoh ftu ekfbi dk fgzq;hgb). fco fJjBK dk fJzv?N (Indent) fsnko ehsk iKdk j?.

1H6H1H2 g[;se nkovo iK gqkgsh ;?e;aB (Book order or Acquisition Section)

bkfJp/qoh ftu g[;seK wzrtkT[D d/ uko ;kXB jB, yohd, w?Ipof;ag, dkB ns/ spkdbk. dkB

okjhI g[;seK b?Dk e'Jh m'; ;kXB BjhI j?. spkdb/ dh ;zGktBK sK jh j' ;edh j? i/eo bkfJpq/oh

iK fJ; dh fgZsoh ;z;EK dk e'Jh gpbhe/;aB g'qrokw j't/.
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jo bkfJpqoh dk g[;se yohdD dk gqsZy j'Dk ukjhdk j?. fJ; tk;s/ ;s[zfbs fB:wpZX gq'rokw

fsnko ehs/ ikD. yohd dk ezw ekjbh ftu BjhI eoBk ukjhdk j?. fJ; B{z fgZsoh ;z;EK d/ gq'rokwK

ns/ pZiN dh ;fEsh B{z fXnkB ftZu oZyd/ j'J/ gVQk-g{oB BfiZmDk ukjhdk j?.

gq'c?;aBb ;[;kfJNhnK dh w?pof;ag okjh g[;seK nkw s"o s/ w[cs iK xZN ehws T[Zs/ T[gbZpX

j' iKdhnK jB.

bkfJpq/ohnB B{z g[;seK xZN ehws T[Zs/ gqkgs eoBhnK j[zdhnK jB. fJ; bJh T[; B{z Go;/

:'r fteo/sk u[DBk ukjhdk j?. g[;seK B{z r[Zv nkfc;; ew/Nh dhnK fBoXkos doK T[Zs/ yohdDk ukjhdk

j?. g[;se gqkgsh ftu fJe;kosk oZyD bJh fv;ekT[IN ns/ spkdbk doK (Exchange rates) fJ;

ew/Nh tb'I Bh:s j'DhnK jB.

nzsw g[;se u'D ekovK B{z nyotko soshp eoe/ T[jBK B{z bkfJp/qoh foekovK Bkb u?e ehsk

iKdk j?. fit/I bkfJpq/oh e?Nkbkr, nkovo j'JhnK g[;aseK, ;EkJh nkovo j'JhnK g[;seK, G[rskB bJh

gJ/ fpbK Bkb. fijVhnK g[;seK d/ u'D ekov u?e eoB T[gozs v[gbhe/N j'D T[jBK B{z oZd eo fdsk

iKdk j?. pkeh ofjzd/ ekovK dk nkovo fsnko ehsk iKdk j? ns/ g[;se fteo/sk gk; G/i fdZsk ikdk

j?. g[;se u'D ekov j[D nkovo ekov pD iKd/ jB. T[jBK B{z nkovo Nq/ (tray) ftu b/ye BK

j/m nyotko soshp ftu ckJhb eo fdZsk ikdk j?.

g[;seK ns/ fpZbK dh gqkgsh (Receipt of Books and Bills)

id'I g[;se fteo/sk gk;'I g[;seK bkfJp/qoh ftu gqkgs j' iKdhnK jB sK T[jBK B{z fpZb nB[;ko

soshp ehsk iKdk j?. jo fJe g[;se dk nkovo N/qn (tray) ftu'I nkovo ekov eZfYnK iKdk j?.

g[;seK dhnK ehwsK, spkdbk do, fv;eKT[IN nkfd u?e ehs/ iKd/ jB. g[;seK dh G'fse pDso ftu

e'Jh B[e; j't/ u?e ehsk ikdK j?. fpZb Bzl ns/ fwsh dk t/otk g[;se ekov T[Zs/ ns/ nkovo ;{uh

ftu doi ehsk iKdk j/. fpZb ;w/s g[;seK B{z n?e;?;aB bJh G/i fdZsk iKdk j?. e[M bkfJpq/ohnK

ftu g[;se u'D ns/ g[;se gqkgsh ;?e;aBK fJZemhnK fJe ;?e;aB ftu j[zdhnK jB.

1H6H1H3 n?e;?;aB ;?e;aB (Accessioning Section)

bkfJpq/oh ftu gqkgs j'Jhnk g[;seK dk Go';/:'r foekov j[zdk j?. ;kohnK g[;seK i'

bkfJp/qoh ftu wzrtkJhnk iKdhnK jB T[jBK B{z fi; ofi;No ftu doi eod/ jk T[; B{z n?e;?;aB ofi;No nkfynk

iKdk j?. i' bVh Bzpo jo fJe g[;se B{z fdsk iKdk j/ T[; B{z n?e;?;aB Bzpo nkyd/ jK. fJ; ofi;No dk

T[d/;a o;wh s'o s/ g[;se dh j'Id B{z bkfJp/qoh ftu ftykT[Dk j?. fJj jo g[;se pko/ g{oD ikDekoh d/Idk j?.

b'V t/b/ fJ; dh tos'I eoe/ eJh ;wZf;nktK dk ;wkXkB ehsk ik ;edk j?. fwsh nB;ko bkfJp/qohnK ftu g[;seK

d/ tkX/ B{z do;kfJnk iKdk j?. fJj bkfJp/qoh nzeV/ nkfd fsnko eoB ftu pj[s ;fj:'rh j/.

n?e;a?;B ofi;No dh Bw{Bk fBwBfbys nB[;ko j[zdk j?.
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n?e;a?;B ofi;No ftu g[;seK B{z doi eoB s'I pknd ;pzfXs n?e;?;aB Bzpo B{z fpZb, f;ob/y gzB/

d/ fgZS/ ns/ bkfJp/qoh tb'I fBoXkos r[gs gzB/ T[Zs/ fbfynk iKdk j?. g[;se T[s/ bkfJp/qoh dh w'jo

brkJh iKdh j? ns/ fJ; B{z bkfJp/qoh ;zrqfj dk nzr pDkfJnk ikdk j?.

bkG (Advantages) :

1H fJj bkfJp/qoh dh g[;se Gzvko dk ;G s'I w[ZYbk ns/ ;zrfms foekov j?.

2H fJ; dh ;jkfJsk Bkb fe;/ th ;w/I g[;se Gzvko dh e[Zb frDsh dk gsk ub iKdk j?.

3H fJ; d[nkok g[;se Gzvko ftu'I r[zw j'JhnK iK eZYhnK g[;seK d/ t/ot/ th gokgs j'

;ed/ jB.

4H g[;se Gzvko dh e[Zb ehws dk gsk brkfJnk ik ;edk j?.

5H eJh bkfJp/qohnK ;bkBk g[;se gVskb eoB bJh n?e;?FB ofi;No dh tos'I eodhnK jB.

6H gkmeK d[nkok r[zw ehshnK g[;seK dh ehws d/ t/ot/ th fJ; ofi;No ftu'I gqkgs ehs/

iKd/ jB.

7H eJh jkbsK ftu g[;se d/ fppfbUrqkfce t/ot/ fit/I fe ;kb, gzB/ nkfd fJ; ofi;No ftu'I

gokgs ehsk iKd/ jB feT[Ife e[M bkfJp/qohnK fJj t/ot/ bkfJp/qoh ;{uhnK ftu nzfes BjhI

eodhnK.

8H fpbK d/ d'jok G[rskB o'eD bJh th fJj ofi;No pj[s ;jkfJe j?. fJ; s'I th tX e/ eJh

tkoh G[rskB ;zpzXh j'o ;{uBk gqkgs eoB ftu ;jkfJsk fwbdh j?.

9H ftF/F g[;se dk fteo/sk Y[zvD ftu eJh tkoh fJ; dh tos'I ehsh ik ;edh j?.

10H bkfJpo/oh dh ;bkBk fog'oN fsnko eoB ftu fJ; ofi;No ftu'I j/m fbyh fe;w dh ;{uBk

gqkgs ehsh iKdh j? L

(T) e[Zb g[;se Gzvko dh frDsh.

(n) jo ;kb gokgs j'JhnK g[;seK dh frDsh.

(1) yohd ftZu (2) spkdb/ ftZu (3) dkB ftZu

(J) eJh goeko d/ j'o nzeV/.

11H dkB ftu ns/ spkdb/ ftu gokgs j'JhnK g[;seK d/ t/ot/ gokgs eo ;ed/ jK.

12H ftfFnK nB[;ko g[;seK dh frDsh i/ b'V j't/ sK T[j th fsnko eo ;ed/ jK.

13H g[;seK dh ;kb do ;kb frDsh gsk ubdh ofjzdh j?.

1H6H1H4H seBheh ;?e;aB (Technical Section)

fJj ;?e;aB fBwBfbys ezw eodh j? L-

1H g[;seK dh fsnkoh eoBk.

2H torheoD eoBk.

3H ;{uheoD eoBk.

4H ekovK B{z ckJhb eoBk.

5H ;Nkc w?B{nb ns/ nEkoNh (authority) ckJhb dh ;zGkb eoBh.

6H ;?bc fb;N (Shelf list) dh ;zGkb eoBh.

7H bkfJp/qoh ftu nkJhnK BthnK g[;seK dh ;{uh fsnko eoBh.

1H6H1H5 fgohnkvheb ;?e;aB (Periodical Section)

fJj ;?e;aB bkfJp/qohnK ftu o;kfbnK ns/ nypkoK d/ ezNo'b bJh pDkJh iKdh j?. o;kb/
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y'i d/ ezw bJh pj[s wjZst g{oD jz[d/ jB. o;kb/ wzrtkT[D bJh uzd/ dk nr/sk G[rskB (advance

payment) eoBk g?dk j?. o;kfbnK dh nkwd dk ezNo'b nkw s'o s/ ekov?e; ftXh d[nkok ehsk

iKdk j?. nZieb fJj ezw ezfgT{No d[nkok ehsk iKdk j?.

1H7H1H6H ;KG ;zGkb ;?e;aB (Maintenance Section)

fJ; ;?e;aB B{z bkfJp/qoh dh gVQB:'r ;wZroh ns/ fJwkos dh d/y-Gkb dk ezw ;"fgnk iKdk

j?. bkfJp/qoh dh ;kc ;ckJh, ;[oZfynk, g[;seK B{z mhe soshp ftu oZyDk, g[;se gVskb nkfd feqnktk

fJ; ;?e;aB tb'I ehshnK iKdhnK jB.

1H7H1H7H fibdpzdh ;?e;aB (Binding Section)

Gkt/I S'NhnK bkfJp/qohnK ftu fJ; ;?e;aB dh j'Id BjhI fwbdh. go tZvhnK bkfJp/qohnK ftu g[;seK

dh brksko tos'I d/ ekoB g[;seK cZN iKdhnK jB ns/ yokp j' iKdhnK jB. fJ; bJh T[jBK dh w[ozws

ns/ fibdpzdh eoB dh b'V j[zdh j?. fJ; tk;s/ nbZr fibdpzdh ;?e;aB pDkfJnk iKdk j?. e[M BthnK g[;seK

dk ihtB tXkT[D bJh T[jBK dh fibdpzdh ehsh iKdh j?. fibpzdh ;?e;aB fJj ;ko/ ezw eodh j?.

d {i / Gkr ftu gkme ;/tktK Bkb ;zp z fXs ; ?e; aBK L-

1H7H1H8 gqb/yD ;?e;aB (Documentation Section)

fJj ;?e;aB nkw s'o s/ :{Bhtof;Nh, y'i ns/ ft;a/;a bkfJp/qohnK ftu pDkJh iKdh j?. y'ihnK iK ftdtkBk

B{z ft;/;a ;/tktK fijVhnK T[jBK dhnK y'i ;pzXh fdZshnK iKdhnK jB. T[j ezw gqb/yB ;?e;aB eodh j?.

1H7H1H9 ;oe{b/;aB ;?e;aB (Circulation Section)

fJj ;?e;aB gkmeK dh w?Ipof;ag g[;seK dk b?D d/D (issue and return), e'Jh pekfJnk

BjhI dk ;oNhfce/N, g[;seK dk okytKeoB, b/N tkg; j'Jhnk g[;sek T[Zs/ fwnkdg[Zrh g?;/ (i[owkBk)

t;{bDk nkfd feqnktK fJj ;?e;aB eodh j?.

1H7H1H10H ;dzoG ;?e;aB (Reference Section)

fJj ;?e;aB th tZvhnK bkfJpq/ohnK yk; eoe/ :{Bhtof;Nh bkfJp/qoh ftu t/yh iKdh j?. Gkt/

;zdoG g[;seK dk ;zrqfj jo dofwnkBh bkfJp/qoh ftu jz[dk j?. go n;b s"o s/ fJj :{Bhtof;Nh

bkfJp/qoh, gpfbe bkfJp/qoh ns/ ok;aNoh bkfJpq/oh ftu gkmeK dh ;jkfJsk bJh pDkfJnk iKdk j?.

;ko L-(Conclusion)

;ko ftu nky ;ed/ jK fe bkfJp/qoh B{z nkX[fBe gqpzX dh bhjK T[Zs/ ubkT[D bJh fJ; d/

ezw B{z ;?e;aBK ftu ;q/Dhtzv eoBk iao{oh j?. gqpzXeh rshftXhnK B{z ;[uko{ Yzr Bkb ubkT[D bJh

ns/ vkH ozrBkEB d/ gzi fB:wK dh g{osh bJh bkfJp/qoh gqpzX ftu nfijk eoBk iao{oh j?.

1H7H1H2 N?eBheb go';?f;zr nkc vke{w?N; (Technical Processing of Documents)

**bkfJp/qoh ;/tk dk fBu'V S/sh s'I S/sh b'VhIdh g[;se fsnko eoBh iK T[; tork fwbdk i[bdk

f;ob/y ;[MkT [Dk j ?.* *  (James Duff Browen's Manual of library economy 7th ed.

Completely re-writeen by R. Northwood Lock. London. Andre Deutsch, 1961. p.200)

jo fJe bkfJp/qoh B{z fJ; rZb dk frnkB j? fe nkgD/ gkmeK B{z ;[:'rsk ns/ n;odko Yzr

Bkb ;/tk d/D bJh ;zrqfj B{z ezNo'b eoB bJh fJe tXhnK gqDkbh j'Dh ukjhdh j?. ;zrqfj B{z fsnko

eoB bJh torheoD iK ;{uheoD fJe n'iako dk ezw eod/ jB. fi; okjh gkme nkgDh b'VhIdh-

g[;se se gj[zu eod/ jB ns/ fJ; Bkb gkme ns/ bkfJp/qoh ;Nkc dk ;wK pZudk j?.
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gohGk; a k L-

i/ **mhe soQK Bkb t/fynk it/. fJ; ftuko nXhB tZy tZy fBZs dhnK feqnktK fit/I g[;seK

B{z w'joK brkT[Dk, b/pb bkT[D/, Bzpo fbyD/ nkfd j[zd/ jB. g[;se B{z ;?abc T[Zs/ gj[zuD s'I gfjbK

fJjBK ;kohnK gqfeqnktK ftu'I bzxDk g?Idk j?, fJ; Bz{ g[;se dh fsnkoh eoBk, p[Ze go';?f;zr (Book

processing) nkfynk iKdk j?. (Harrod Librarian Glossary, 1977). "

1H6H3 ezw (Fuctions)

fJ; ;?e;aB B{z fBwBfbys ezw eoB/ g?Id/ jB L-

1H fBwBfbys pko/ Bhsh fsnko eoBh jz[dh j? L

T- torheoD gqDkbh.

n- ;{uheoD gqDkbh.

J- ft;ak ;ho;ae . (Subject Headings).

;- ekb Bzpo-p[Ze Bzpo gqDkbh.

j- ;{uh d/ nzdob/ o{g.

e- u'DtK$g{ok-;{uheoD iK ;[b/yK dk toDB.

y- nEkoNh ckJhb (Authority file).

r- ;?bc fb;N (Shelf list).

2H ezw dh :'iBkpzdh.

3H g[;se$gqb/y dh G"fseh fsnkoh.

4H g[;se$gqb/y dh torheoD.

5H g[;se$gqb/y dh ;{uheoD.

6H g[;seK$gqb/yK$g[;se dk ft;ak f;ob/y.

7H ekb Bzpo fbyD/

8H ezw B{z u?e eoBk.

9H nfXekfos (authority) ckJhb dh ;KG ;zGkb.

10H ;?bc fb;N dh (self lsit) dh ;KG ;zGkb.

11H e?Nkbkr dh ;KG ;zGkb.

12H N{bia dh ;KG ;zGKb.

13H ezw B{z do[Z;s eoBk.

14H g[;seK$gqb/yK B{z ftykt/ bJh oyDk.

15H BthnK nkJhnK g[;seK dh ;{uh fsnko eoBh.

16H foekov oyD/.

17H nzeV/ fsnko eoB/.

18H e'nkgq/fNt$e/Idoh$B?Ntofezr gqfeqnk.

torheoD (Classification)

1H gohGk;ak L-

fJe bVh iK tork dh gqDkbh i' e[M f;XKsK iK ftuko, T[d/;a iK o[uh iK fJjBK d/ e[M

i[ZN nB[;ko fe;/ ftt;Ek ftu soshp ehs/ rJ/ j'D. fJj ftuko torK, n;fsstK d/ n;bh iK ;ezbgh
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BK fijBK B{z torhfeqs ehsk j't/ T[jBK dh soshp j[zdh j?. fJj soshp torhfeqs jz[dh j?.

*torheoD* th n;fsstK iK t;s{nK d/ BktK d/ ftek; ns/ tos'I B{z torheoD iK soshp

d/D dh gqfeqnk iK ftXh j?.

2H g[okb/y GtB ftu foekov bVh iK foekov iK j'o gqb/yK BPz gSkDB dh gqfeqnk j?

fijVh gfjbK s'I jh fsnko ehsh rJh j't/.

(A.L.A. Glossary of library and information Science. Chicago : A.L.A. 1983)

torheoD gqDkbh L-(Classification Scheme)

torheoD bkfJp/qohnBf;ag dk nkXko j? fJj gqb/yK B{z ;a?bcK T[Zs/ eqfwe nzeK d[nkok ;jkfJe

eqw ftu soshp  eoB ftu ;jkfJsk eodh j?.

fJj ;?abcK s'I g[;seK gqkgs eoB ftu th ;jkfJsk eodh j?. bkfJp/qoh ftu nkws"o g[;seK

B{zft;/a nB[;ko soshp ehsk iKdk j? jo fJe gqb/y ~ fJe tor Bzpo fdsk iKdk j?. tor Bzpo

gqb/y d/ ft;a/ dk nB[tkd j[zdk j?.

fJ; ezw bJh bkfJp/qohnBK tb'I pj[s ;kohnK torheoD gqDkbhnK fte;s ehshnK rJhnK jB.

fJjBK ftu e[M fJ; gqeko jB.

1H fvT{th v?;hwb ebk;hche/a;B (vhHvhH;h).

2H :{Bhto;b v?;ahwb ebk;hche/;aB (:{HvhH;hH).

3H bkfJp/qoh nkc eKro; ebk;hche/;aB (n?BH;h).

4H ;pi?eN ebk;hche/;aB (n?;H;hH).

5H fppfbT[rqkfce ebk;hche/;aB (phH;hH).

6H e'bB ebk;hche/;aB (;hH;hH)

bkfJp/qoh B{z fJe torheoB gqDkbh dh u'D eoBh j[zdh j?. gqb/yK dk torheoD eoB ftu

pj[s ;wK brdk j?. fJj fiazdrh Go dk ezw j?. troheoD bJh Bhsh fsnko eoB t/b/ ;ko/ uzr/

wkV/ gZy ftukoB/ ukjhd/ jB. feT[Ife torheoD gqDkbh B/ ghVQh do ghVQh ;/tk eoBh j?. fJ; bJh

fJj ft;sko g{ote j'Dh ukjhdh j?.

fJ; B{z ;w/I f;o d[jokT[ID (revise) ns/ g{oD oZyD bJh e'Jh J/iz;h j'Dh ukjhdh j?.

;{uh (Catalogue) :-

g foGk; a k L

1H **fppfbT[rqkfce foekovK dh fJe ckJhb j[zdh j? fijVh fe;/ yk; ns/ fJe;ko f;XKsK nB[;ko

fsnko ehsh IiKdh j? fi; dk ezNo'b nEkoNh (Authority) ckJhb e'b j[zdk j?. fijVh ;zrqfj,

bkfJp/qoh iK bkfJp/qohnK d/ ;w{j ftu nzfes j'D tkbh ;wZroh dk toDB eodh j?.**

2H *;{uh* ;wZroh dh fJe ni/jh ;{uh jz[dh j? fijVh ft;/;a T[d/;a bJh fsnko ehsh iKdh j?.

fit/ I B [wkfJ;a e?Nkbkr, ;/b e?Nkbkr** (AACR-2) (The A.L.A. Glossary of library and

information science).

;{uheoD e'v (Catalogue code) :-

torheoD gkmeK dh ft;ak gjz[u B{z g{ok eodh j?. go gkme g[;seK$gqb/yK B{z gqkgs eoB bJh

eJh j'o gj[zuK th tosd/ jK fit/I b/ye, f;ob/y, ft;ak. fJ; bJh bkfJpq/oh B{z fJe g[;se dhnK ;[b/

yK fsnko eoBhnK g?IdhnK jB sK i' gkmeK dh jo ;zGt gj[zu B{z g{ok ehsk ik ;e/. fJj ;[b/yK ;{uheoD
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e'v nB[;ko pDkJhnK iKdhnK jB. ;{uheoD e'v pj[s jB, T[jBK ftu'I e[M BK fJ; gqeko jB L

 ebk;hckJhv e?Nkbkr e'v (1934 ;hH;hH;hH).

 n?Irb' nwqheB e?Nkbkfrzr fpqfNF N?e;N o{bi (1967) (J/HJ/H;hHnkoH) BkoE nwqheB N?e;N.

 n?Irb' nwqheB e?Nkbkfrzr o{bi (J/HJ/H;hHnko) 1978.

 n?Irb' nwqheB e?Nkbkfrzr o{bi (J/HJ/H;hHnko) 1988.

fJj e'v, ;{uh ftu ;[b/yK fsnko eoB d/ fB:wK dh ikDekoh d/I/d/ jB. bkfJp/qoh B{z fJ;

rZb dk c?;bk eoBk j[zdk j/ fe bkfJp/qoh tb'I fejVk *e'v* ngDkfJnk ikt/.

ozrkBkEB dk e'v, torhfeqs e'v j? ns/ d{i/ e'v nyotko jB. J/HJ/H;hH nko -II BkB-p[Ze

;wZroh (non-book material) tk;s/ th ;{uheoD fB:w gqdkB eodk j?. w;ahB ohvJ/pb e?Nkbkr

(MARC) J/HJ/H;hH nko-II T[s/ nkXkfos j? :{Bhwkoe ( UNIMARC ) th J/HJ/H;hHnko-II T[Zs/ nXkfos

j? fJ; bJh fJj nzsook;aNoh gZXo dk ;{uheoD e'v pD fojk j?.

ft;ak f;ob/y (Subject Heading)

gohGk;akL-

**fJj fppfbT[rqkfce foekovK se gj[zu eoB dh gqfeqnk j? fi; dh pDso ;apdK iK tkeK;

d[nkok pDh j'Jh j' ;edh j? ns/ fijV/ g[;se d/ ft;/a B{z fBoXkos eod/ j'D. fi; dh s[bBk c'ow

j?fvzr (form heading) Bkb ehsh rJh j't/** (The A.L.A. Glossary of library and information

Science).

ft;ak f;ob/y gqDkbhnK (Subect heading Schemes) :-

ft;ak f;ob/y gkmeK dh ft;ak gjz[u B{z g{ok eod/ jB. T[j ;KMh GK;ak ftu fby/ iKd/ jB.

HHHHHHHHHnzro/iah, fjzdh, gzikph. go T[jBK dk Ykuk ngDkJh rJh gqDkbh nB[;ko tZy tZy jz[dk j?. fJjBK

ftu'I ft;ak f;ob/y gqDkbhnK fJ; gqeko jB L-

bkfJp/qoh nkc ekro;a ;pi?eN j?fvzr fb;N (LCSH)

bVh ftXh (Chain Procedure)

go?;h (PRECI)

g'g;h (POPSI)

fEiko; (Thesaurus)

jo fJe bkfJp/qoh B{z ft;ak f;ob/y gqDkbh pko/ c?;bk eoBk g?Idk j?.

p[ Ze Bzpo (Boook Number) iK g[;se Bzpo L-

id fe torheoD gqDkbh gqb/y d/ ft;/a nB[;ko T[; dk tor Bzpo (Class Number)

fBoXkos eodh j?. gozs{ fJjBK gqb/yK iK g[;seK B{z p[Ze Bzpo (Book Number) brkfJnk iKdk

j?. T[; tk;s/ e[M gqDkbhnK fJ; gqeko jB L-

1H eZNoi b/ye N/pb.

2H w?fobia b/ye N/pb.

3H ozrkBkEB dh p[Ze Bzpo gqDkbh.

4H fp;e' NkJhw Bzpo.

bkfJp/qoh B{z fJjBK ftu'I fJe gqDkbh dh u'D eoBh g?Idh j?.

;{uh d/ nzdob/ o{g (Inner forms of Catalouge) :-

fJj o{g
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T- torhfeqs ;{uh- fijVk d' GKrK ftu jz[dk j?.

n- fve;Boh ;{uh- fijVh ;kohnK ;[b/yK B{z fJe soshp ftu soshppZX eodk j?.

nZieZb bkfJp/qoh dk nkN'w/;aB j' fojk j?. ekov o{g B{z SZv e/ bkfJp/qohnK *;{uh* dk

fJbkeNo"fBe o{g nyfsnko eoB br gJhnK jB. fJ; ;{uh B{z fJNoB?IN Bkb i'V e/ n"BbkJhB gjz[u

pDkJh ik ojh j? T[jBK B{z n"B bkJh gpfbe n?e;?; e?Nkbkr nkfynk iKdk j?. (OPAC)

u'DthI$g{oD ;{uheoD (Select/Full cataloguing) :-

e[M bkfJp/qohnK yk; eoe/ S'NhnK bkfJp/qohnK ;{uheoD ftu xZN ;{uBk fit/I b/ye ns/

f;ob/y dk BK jh fdzdhnK jB. tZvhnK ns/ y'i bkfJp/qohnK g{oh fppfbT[rqkfceb ;{uBk L ekb Bzpo,

b/ye, f;ob/y, T[g f;ob/y, ;EkB, gpbh;o, ;kb, bVh, fttoD nkfd fdzd/ jB. ;{uh ftu fppfbT[rqkfce

t/ot/ d/D bJh jo fJe bkfJp/qoh B{z Bhsh fsnko eoBh g?Idh j?.

;? abc ;{uh (Shelf list):-

** fJj bkfJp/qoh ;zrqfj dhnK fppfbT[rqkfce wZdK dh ;{uh jz[dh j? fijVh ekb Bzpo nB[;ko

soshp ehsh jz[dh j?. jo fJe ;[b/y B{z ekov T[Zs/ fsnko ehsk iKdk j? fJ; T[s/ gqsh ekgh ns/

tkb:{w dh T[gbpXh pko/ ;{uBk nzfes ehsh j[zdh j?** (The A.L.A. Glossary of library and

Information science).

fJj bkfJp/qoh ;zrqfj d/ jo gqb/y dk foekov j?. fJ; B{z skb/ ukph ftu ;zGkb e/ ofynk iKdk

j?. nkw iBsk dh fJ; se gj[zu BjhI j[zdh. fJ; pko/ jo fJe bkfJp/qoh B{z Bhsh fsnko eoBh j[zdh j?.

nfXekfos ckJhb (Authority file :-

bkfJp/qoh B{z torheoD ns/ ;{uheoD nkfd pko/ pj[s ;ko/ c?;b/ eoB/ g?Id/ jB ns/ GftZy

ftu T[jBK B{z ngDkT[IDk g?Idk j?. nfXekfos ckJhb fJ; T[d/;a bJh rkJhv dk ezw eodh j?.

**fJj nfXekfos foekovK dk YKuk jz[dh j? fijVh f;ob/y dk nfXekofse o{g fBoXkos eodh

j? fi; B{z fpfpbT[rqkfce foekovK ns/ ;zdoGK fijV/ f;ob/y s'I T[sgzB j[zd/ jB. B{z tos'I ftu

fbnkT[Idh j?. nfXekfos ckJhb dhnK ;q/DhnK- BK nfXekfos ckJhb, bVh nfXekfos ckJhb ns/ ft;ak

nfXekfos ckJhb. fJj nfXekfos ;{uh (authority list ) Bkb fwbdhnK i[bdhnK jB. "(The ALA

Glossary of Library and information sicence).

1H6H4 gowkDheoB (Standardization) :-

1969 s'I fppfbT[rqkce t/ot/ d/ gowkDheoB ftu ftek; j' fojk j?. nkN'w/;aB B{z gowkDheoB

dh b'V j?.

fJzNoB?;aBb ;N?Ivov fpfpbT[rqkfce fv;aefog;aB (ISBD) fJj gowkDheoB dk ;w{j j? fijVk

fppfbT[rqkfce foekovK bJh t/ot/ fsnko eodk j?. fJ;B{z fJzNoB?;aBb c?vo/;aB nkc bkfJp/qoh

n;';hJ/;aB (IFLA) tb'I 1971 ftu ngDkfJnk frnk ;h.

gqb/yB bJh 1982 ftu fwnko (Standards) fsnko ehs/ rJ/ ns/ fBwB fbys ;wZroh bJh Skg/ rJ/ L

nkJhHn?;HphHvhH (n?w) (w'B'rqkc) 1974 fotkJhiv n?vh;aB.

nkJhHn?;HphHvhH (n?;) (;hohnb) 1977

nkJhHn?;HphHvh (ih) (iBob) 1977

nkJhHn?;HphHvhH (;hHn?wH) (ekoN"rqkfce ;wZroh) 1977

nkJhHn?;HphHvhH (n?BHphHn?wH) (BkB p[Ze w?Nhohnb) 1977

nkJhHn?;HphHvhH (J/) (nB?NhfeohnB) 1980
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nkJhHn?;HphHvh (ghHn?wH) (gfoNzv w?Nhnob) 1980

nkJhHn?;HphHvhH (ezg'B?N: gkoN;)

ioBb ;N?Ivov nkJhHn?;HphHvhH (ih) ;ko/ fe;w dh ;wZroh d/ toDB bJh YKuk fdzdk j?.

1 H6H5 ekwB e [wUBhe /; aB ckowN (;hH;hHn?cH) (C.C.F.) :-

ngq?b 1978 ftu :{B?;e'$ghHihHnkJhH tZb'I ekwB e[wUBhe/;aB ckow?N (CCF) ;Ekgs eoB bJh

fJe sd noE (ad hoc) ;w{j fsnko ehsk frnk fJ; ftu e[M ft;/a;ar th jB fijV/ ;{uBk

;w[dkfJ d/ ftukoK B{z g/;a eoB d/ :'r jB. fJ; ;w{j d/ w?Ipo ekwB fppfbT[rqkfce fJe;u/Ii ckow?N

fsnko eoB bJh (;hH;hHn?c) whNrK ns/ fuZmh gZsoK d[nkok ezw eod/ jB. fJj bkfJp/qohnK ns/

;{uBk ;/tktK bJh bkGdkfJe j't/rh.

1H6H6 N{bia (Tools) :-

fJ; ;?e;aB B{z torheoD ns/ ;{uheoD bJh e[M N{bia (Tools) b'V j[zdh j?. fit/I torheoD

gqDkbhnK ;{uheoD e'v, ft;ak j?fvzr ;{uhnK, fve;BohnK, pkT[rqkcheb fve;BohnK, ft;K fve;BohnK,

Gr'fbe ;q's, ok;aNoh fppfbT[rqkchnK, d{ihnK bkfJp/qohnK d/ ;zrqfj dhnK ;{uhnK. bkfJp/qoh dk w[Zy

e?Nkbkr ns/ ;a?bc fb;N th seBheh ;?e;B  d/ B/V/ j'Dh ukjhdh j?.

1H6H7 ;wZroh L-(Materials)

fJj ;?e;aB b'eK dh tos'I bJh G"fse s"o s/ g[;seK B{z fsnko eodh j?. fJ; tk;s/

fBwBfbys ;wZroh dh b'V j[zdh j? L

e ? INkbkr ekov

g[;se ekov

fwsh ;fbg

g[;se N?r (Tag)

gqkgsh ;fbZg

bkfJp/qoh w'joK

uzr/ r[DK tkbh r'Id

g?Bf;b

v?No

NkJhg w;ahB$ezfgT[No

e [M ;w Zroh d / Bw {B / L-

p[Ze N?r iK

wbehns ;fbZg

wbehns w'jo

gzikph :{Bhtof;Nh, gfNnkbk.
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fwsh ;fbZg

g[;se i/p g[;seK fJF{ eoB dh ftXh nB[;ko fJ; d/ neko nbZr nbZr j[zd/ jB.

bkfJpq/oh dk BKHHHHHHHHHHHHHHHHHHHHHHHH

ekb Bz LHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

gokgsh ;zfynkHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

g[;se ekov L g[;seK fJF{ eoB dh ftXh nB[;ko fJ; dk nkeko tZy tZy j[zdk j?.

bkfJpq/oh dk BK HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

gokgs ;zfynk HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
 ekb BzH HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

 b/ye HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

 f;ob/yHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
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1H6H8 fBZs d/ ezw (Routine) :-

G " fse fsnkoh L

fiT[I jh n?e;?I;B ;?eFB s'I g[;seK$gbq/y gqkgs jz[d/ jB sK T[jBK dh G'se fsnkoh ehsh

iKdh j?.

nkg; ftu fuge/ j'J/ gzfBnK B{z eZfNnK iKdk j?. g[;se n;kBh Bkb y'bD d/ :'r pDkJh

iKdh j?. fi; B{z fJzihr (easing) nkyd/ jK. bkfJp/qoh dh w'jo brkJh iKdh j? fJj w'jo g[;se

f;ob/y (title) gzB/ d/ fgS/ nzfsw gzB/ d/ T[Zs/ ns/ r[Zgs gzB/ T[s/ brkJh iKdh j?. bkfJp/qoh d/ c?;b/

nB[;ko bkfJp/qoh gqkgsh ;fbZg, p[Ze N?r, fwsh ;fbZg g[;se i/p th Y[ZethnK EktK T[Zs/ brkJhnK iKdhnK

jB.

torheoD (Classification)

g[;seK$gqb/y torheoD bJh nkT[Id/ jB. ezw B{z fet/I eoBk j?< fJj ;G bkfJp/qoh dh fe;w,

neko, ezw, eowukoh, ;zrmB ns/ Bhsh T[s/ fBoGo eodk j?.

fJe ftnesh tkbh bkfJp/qoh iK S'N/ neko dh bkfJpq/oh ftu T[jh ftnesh g[;seK$gqb/yK dk

torheoD eodk j?. tZvhnK bkfJp/qohnK ftu g[;seK$gqb/yk B{z ft;a/, Gk;ak, o{g ;dozG ns/ nkw

(General) g[;seK nkfd nB[;ko tZy tZy ehsk iKdk j?. gpfbe bkfJp/qoh ftu fiE/ fiankdk Bktb

nkfd dh yohd ehsh iKdh j? T[E/ gqb/yK B{z Bktb, eftsk, BkNe, b/y nkfd ;q/DhnK ftu tzfvnk iKdk

j?. tZvhnK bkfJp/qohnK ftu gq'c?;Bb ;Nkc B{z T[BQK d/ ft;ak ns/ Gk;ak d/ fgS'eV frnkB B{z t/ye/

u'D ehsh iKdh j?. fJ; rZb B{z fXnkB ftu oZy e/ jh T[jBK B{z gqb/y torheoD bJh tzv ehsh iKdh

j?.

fJ; s'I nZr/ gqb/yK B{z ;kXkoB, w[;aeb ns/ r[zMbdko gqb/yK nB[;ko tzfvnk iKdk j?. ;XkoD

g[;seK dk torheoD ;'yk j?. gozs{ r[Mzbdko g[;seK iK Bt/I ftf;anK dk torheoD eoB bJh ;dzoG

;q's ns/ ft;ak ft;/;rK Bkb ;bkj w;atok ns/ ;jkfJsk b?Dh g?Idh j?. fJj feqnktK ekch ;wK b?IdhnK

jB go nfij/ ezw pj[s xZN j[zd/ jB. fJ; bJh fJjBK dk torheoD pknd ftu th ehsk ik ;edk

j?.

Bt/I ftf;ank d/ torheoD BzpoK B{z nfXekfos (authority) ckJhb ftu nzfes ehsk iKdk j?.

torheko d[pkok gqb/yK B{z bkfJp/qoh d/ e?Nkbkr Bkb u?e eodk j? bkfJpq/oh ftu gqb/yK dhnK ekghnK,

;z;eoD, tkb:{w nkfd i/ gfjbk jh T[gbpX j'D sK T[jBK d/ tor Bzpo (Class number) B'N eo

bJ/ iKd/ jB Bt/I gqb/yK B{z T[jh tor Bzpo brk fdsk iKdk j?. p[Ze Bzpo B{z spdhb eoBk g?Idk

j?. ;{uheko (Cataloguer) B{z th fJ; pko/ ;{uBk fdsh iKdh j? sK fe fJ; dk BtK ;{uheoD Bk

ehsk ikt/.

i/eo gqb/y ;zrqfj ftu BjhI j? sK torheko bkfJpq/oh ftu ngDkJh rJh gqDkbh nB[;ko T[jBK

dk torheoD eodk j?. ekb Bzpo ns/ ;zrqfj Bpzo g[;se d/ f;ob/y gzB/ d/ fgSb/ gk;/ fbfynk

iKdk j?.

;{uheoD (Cataloguing) :-

gqb/yK B{z ;{uheoD bJh T[jBK dhnK ft;a/;askJhnK ;XkoD, nkw ns/ efmB$r[zMbdko, Gk;ak

nkfd nB[;ko ;q/Dh tzv ehsk iKdk j?.

fiBQK gqb/yK dhnK ekghnK$;z;eoD$tkb:{w gfjbK s'I jh bkfJp/qoh ftu T[gbpZX j'D T[jBK dk
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Bt/I f;o/ s'I ;{uheoD BjhI ehsk iKdk. T[jBK d/ ;a?bc ekov (Shelf Card) jh pDkJ/ iKd/ jB. go

e?Nkbkr ekov T[Zs/ BthI ekghnK$Bt/I ;z;eoD$ tkb:{w dh ;{uBk fdsh iKdh j?.

Bt/I gqb/y dh ;{uheoD e'v nB[;ko w[Zy ;[b/y (main entry) pko/ fJe go';?f;zr ;fbZg (processing

slip) fsnko ehsh iKdh j?. ft;ak f;ob/y th fbfynk iKdk j?. o/yk Gkr (tracing section) th fJj

d;Zdh j? fe fJe gqb/y dhnK fezBQhnK ;[b/yK pDBrhnK.

iKu (Checking) :-

torheoD Bzpo ns/ ;{uheoD go';?f;zr ;fbZg dh iKu ehsh iKdh j?. i/eo e'Jh nzso j't/

sK fJ; B{z do[;Zs ehsk iKdk j?.

fiE/ fiankdk gq'c/;aBb eowukoh j'D T[E/ fJj ezw ;a?e;B d/ w[yh (head) d[nkok ehsk iKdk

j? e[ZM gqb/yK pko/ ftuko tNkdoK eoBk iao{oh j[zdk j? fJ; bJh b'VhdhnK spdhbhnK eo b?DhnK

ukjhdhnK jB s/ nfXekfos (authority) ;{uh ftu nzfes eo b?Dk ukjhdk j?.

;{uh dhnK ;[b/yK (Catalogue entries) :-

;{uh, g[;se ns/ ;?bc ekov ;[b/yK B{z bkfJp/qoh j?Iv (library hand) ftu fbyDk ukjhdk j?.

fJjBK B{z nkw s"o s/ pj[s ;kohnK bkfJpq/ohnK seBheh eowukohnK dhnK jdkfJsK nB[;ko w[Zy

;[b/y ftu NkJhg jh ehsk iKdk j?. fJj ezw ;?wh g'qc?;BbK tb'I ehsk iKdk j?. e[M f;Zfynk gqkgs

eoB s'I pknd T[j fJjBK ;[b/yK B{z fsnko eod/ jB.

:{fBN ekov ftXh ftu w[Zy ;[b/y pDkJh iKdh j? ns/ fJ;/ ekov B{z :{fBN wzB e/ j'o

;[b/yK w;ahB d[nkok pDkJhnK iKdhnK jB. fJjBK ftu e/tb j?fvzr ;?e;B ftu jh spdhbh ehsh iKdh

j?. fJj tkX{ ;[b/yK nytkT[IdhnK jB.

e[M d/;aK ftu fit/I wjkB poskBhnK ns/ :{BkJhNv ;N/N; ftu gqb/yK d/ e?Nkbkr ekov ;?INob

J/iz;h tb'I fsnko ehs/ iKd/ jB ns/ bkfJp/qohnK fJjBK B{z yohd e/ fJjBK dk gq:'r eodhnK jB.

:{Hn?;HJ/H ftu bkfJpq/oh nkc eKro; *e?Nkbkfrzr fJB gpbhe/;aB* (Cataloguing in

Publication) gq'rokw nXhB nzeV/, f;ob/y (title) gzB/ d/ fgS/ fds/ iKd/ jB. fJ; gqeko ;{uheko

B{z d{finK ;kXBK s'I ;{uBK bGD s'I S[Nekok fwbdk j? T[j fJ; s'I pkeh b'VK nB[;ko tkX{ ;[b/yK

bJh ;{uBk gqkgs eo b?Idk j?.

Bzpo fbyD/ (Numbering) :-

;{uheko tb'I *ekb Bzpo* B{z g?Bf;b d[nkok ;ko/ ekovK T[Zs/ fbfynk iKdk j?. g?Bf;b Bkb

fJ; bJh fbfynk iKdk j? feT[Ife i/ b'V j't/ sK e'Jh do[Z;sh eo ;ed/ jK. go fwsh ;fbZg, g[;se

N?r (tag) ns/ i?eN N?r (Jacket) T[Zs/ f;nkjh Bkb fbfynk iKdk j?.

iKu ns/ ;[XkJh ezw (Checking and correction) :-

NkJhg ehs/ j'J? ekovK B{z d[pkok iKu ehsk iKdk j? i/eo ekov NkJhg eoB$fbyD ftu e'Jh

rbsh j't/ sK T[; B{z ;'fXnk iKdk j?.

ekovK B { z nbr eoBk L-

p[Ze ekov B{z SZv e/ (fijVk g[;se i/p ftu gkfJnk iKdk j?) BthnK nkJhnK g[;seK dh

;{uh fsnko eoB tk;s/ jdkfJsK *d/ e/* ekovK B{z ;pzfXs ftnesh e'b G/i fdZsk iKdk j?.

ckJhb eoBk (Filing) :-

ekovK B{z soshp ehsk iKdk j? ;{uh$;a?bc Nq/ ftu ckJhb ehsk iKdk j?. fJjBK dh ckJhb
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soshp goyh iKdh j? i/ b'V j't/ ;[XkJh ehsh iKdh j?. fco ;{uh$;?abc ekov$ofi;No ftu'I SVh (rod)

eZY e/ ekovK B{z ckJhb ehsk iKdk j?.

efmB gqb/y (Difficult documents) :-

efmB gqb/yK B{z torheoD$;{uheoD bJh ftukfonk iKdk j?. b'V nB[;ko j'o ;{uBK fJZeso

ehsh iKdh j?. fJjBK B{z T[go'es dZ;/ rJ/ YzrK nB[;ko jh toreoD ns/ ;{uheoD ehsk iKdk j?.

gqb/yK dh gqdo;aBh (Display of Documents) :-

gqb/yK B{z gqdo;aBh bJh ns/ pknd ftu ;?bftzr (Shelving) bJh G/i fdZsk iKdk j?.

d[pkok torheoD (Reclassification) :-

spdhbhnK ekoB, e[M gqb/yK dh d[pkok torheoD dh b'V j[zdh j?. fJ; bJh T[jBK d/ ekov

eZY bJ/ iKd/ jB s/ b'VhIdh spdhbh eod/ ekovK B{z mhe EK s/ ckJhb eo fdsk ikdk j?.

1 H6H9 fibdpzdh (Binding) :-

T[j gqb/y i' fibdpzdh j'D T[gozs gqkgs j[zd/ jB T[jBK dh d[pkok G'seh fsnkoh ehsh iKdh

j?. p[Ze N?r ns/ fwsh ;fbZg T[Zs/ Bzpo fby/ iKd/ jB. i/eo p[Ze ekov BjhI j? T[; B{z fby e/ g[;se

i/p ftu gkfJnk iKdk j?.

1H6H10 BthnK g[;seK$gqb/yK dh ;{uh (New Addition list) :-

go';?f;zr ;fbZg dh ;jkfJsk Bkb *BthnK g[;seK dh ;{uh fsnko ehsh iKdh j?. bkfJp/qoh

dh Bhsh ns/ gqb/yK dh nkwd d/ nB[;ko fJj ;{uh d' jcs/, wjhB/ ns/ d' wjhB/ d/ tec/ Bkb fsnko

ehsh ikdh j?. ns/ gkmeK e'b G/ih iKdh j?.

1H6H11 e'ngq/fNt$e/Idoh eoD ;{uheoD ns/ nkN'w/;aB L-(Co-operative/Centeralized

       Cataloguing & Automation)

nkN'w/fNv ;{uheoD, siopk ezfgT[No s'I gfjbK ekov ;koNo (Card Sorters) ns/ g/go

N/g okJhNo (paper tapewriter) vkNk, 1940 ftnK s'I F[o{ jz[dk j?. 1960 ftnK ftu ;G s'I gfjbK

ezfgT{No B{z e?Nkbkr ekov fsnko eoB ftu ns/ p[Ze e?Nkbkr ftu tofsnk frnk ;h. 1963 ftu

:/b :{Bhtof;Nh w?vheb bkfJp/qoh B/ gfozN e?Nkbkr ekov bJh gzu ekov s'I fppfbT[rqkfce vkNk

spdhb ehsk ;h.

torheoD ns/ ;{uheoD dhnK ;wZf;nktK B{z bkfJp/qohnK B/ pj[s ;wK gfjbK wfj;{; eo fbnk

;h. fJ; ftu fdwkrh feqnktK j[zdhnK jB ns/ fJj ezw gq'c?;aBb eod/ jB.

fJ; tk;s/ uzrk frnkB, f;Zfynk ns/ siop/ dh b'V j?. fJj ezw ;ys w/jBs wzrdk j?.

fJ;/ eoe/ pj[s ;kohnK bkfJp/qohnK ftu fJj ezw gZSfVnk j'fJnk j?.

1960 ftu fJj wfj;{; ehsk frnk fe e?Nkbkr ekgh w;ahB d[nko gVh s/ ezfgT{No ftu tos'I

ikD tkb/ o{g ftu gqkgs ehsh ik ;edh j?. :{Hn?;H bkfJp/qoh nkc eKro; B/ fJ; T[d/;a bJh eJh

nfXn?B eotkJ/ ns/ 1966 ftu w;ahB ohvJ/pb e?Nkbkfrzr gq'i?eN (MARC) ;Ekgs ehsk frnk T[;

B{z wkoe (MARC) o{g (Format) nkyd/ jK.

1H7H12 ckfJbzr fB:w (Filing rules) :-

e?Nkbkr ;[b/yK B{z ckfJb eoB bJh nDfrDs e'v Sg/ j'J/ jB. fJjBK ftu'I nwqheB

bkfJp/qoh n?;';ahJ/;aB fpqfN;a ;N?Ivov fJB;NhfuT[I;B ns/ bkfJp/qoh nkc eKro; jB.

ckfJzbr Bkb ;pzfXs e[M ;wZf;nktK L- (1) Initials (2) abbreviations (3) numberals (4)
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Hypehenated words (5) words with modified letters ns/  (6) words with different

spellings.

fBwBfbys J/Hn?bHJ/H (nwqheB bkfJp/qoh n?;';hJ/;aB) fB:w fds/ iKd/ jB fijV/ fJjBK ;wZf;nktK

B{z BfiZmd/ jB.

1H Initials : fiE/ word by word ckfJbzr dh tos'I ehsh iKdh j? sK ;wZf;nk fJj nkT[Idh

j? fe initials ns/ fJjBK d/ ;w{j B{z feE/ ofynk ikt/. J/Hn?bHJ/ e'v (fB:w 5) dk c[owkB j? fe

Initials i' ;apdK s'I gfjbK nkT[Id/ jB fit/ AA, ALA, ASM, AbstractsH fJ; ftu fJj S'N j? fe

i' gfotkoth ;apd (acronyms) dh soQK p[bkJ/ ikD T[jBK B{z fJe ;apd jh wzBDk ukjhdk j? fit/
UNESCO

2. Abbreviations :-

fJ; ;wZf;nktK ftu, fe eh ;zy/g ;apdK B{z T[;/ o{g ftu ckJhb ehsk ikt/, fi; soQK T[j

fby/ j'J/ j[zd/ jB. fit/I (Mr.) iK fco fit/I T[jBK ~ p'fbnk iKdk j? fit/I (Mister) J/Hn?bHJ?H e'v

(fB:w 6) c[owkB eodk j? fe Mrs B{z SZv e/ pkeh ;zy/g ;apdk B{z T[;/ sQoK ckfJb ehsk ikt/ fit/

I T[jBK B{z g{o/ ;apdK ftu p'fbnk iKdk j?. gozs{ St. B{z fit/I p'fbnk iKdk T[;/ soQK ckJhb eoBk

ukjhdk j? fJ; B{z Saint p'fbnk iKdk j? ns/ M,Mc B{z ckfJb eoB t/b/ Mac. gfVnk ikt/.

3. Numerls (fjzd;/) L-

ckfJbzr ;wZf;nk fJj j? fe eh fjzdf;znK B{z T[jBK dh p'bDh nktkia fjzd;h soshp ftu ckfJb

ehsk ikt/ ik BjhI, J/Hn?bHJ/He'v (fB;wH9) nkydk j? fe fjzdf;nk B{z fit/I p'fbnk iKdk j? T[; sQoK

ckfJb ehsk ikt/. gfoGk;ak dh ;[b/y ftu fit/I 7 = Seven iK Sept (co?u GK;ak ftu) nkfd

ngDkfJnk ikt/.

4 H Hyphenated words :- (jkJhcB Bkb i'VB tkb/ ;apd) ;tkb fJj T[Zmdk j? fe eh

"Hephenated Word" B{z nbZr nbr ;apd ;wfMnk ikt/ iK fco fJe ;apd wzfBnk ikt/. (J/Hn?bHJ/

e'v fB:w (11) jkfJgB/Nv ;apdK B{z d' tZy ;apd wzBdk j? go fJjBK d'jK jkbsK B{z SZv e/ L-

(a) id'I jkJhcB/Nv ;apd dk gfjbk Gkr fJeZbk Bk j't/ (fit/ anti-freeze, Inter-Unversity)

jkJhcB/Nv ;apd B{z fJ; soQK ckfJb ehsk ikt/ fe fit/I fJj g{oD-;apd j?.

(b) id'I jkJhcB/Nv ;apd ed/-ed/ fJe g{oD ;apd fbfynk frnk j't/. e?Nkbkr ftu T[; dh

;[b/y ;apd d/ g{oD o{g ftu jo EK fJe' o{g ftu ckJhb eoBh ukjhdh j?. fit/ "Pressmark" B{z

"pressmark" ;wM e/ ckJhb ehsk ikt/.

5 H words in coporating 'modified' letters - (;apdk ftu ;[Xko ehs/ nZyo.)

fJ; ftu ;wZf;nk fJj j?H fe i/eo e[M ;apd fiBK ftu accents iK j'o ;[Xko (fit/ acute,

grave, iK circumflex iK iowB Gk;ak ftu Umlaut)

T[dkjoD d/ s'o s/ 'O' 'Oe iK O wzB e/ ckJhb ehsk ikt/. J/Hn?bHJ/H o{b c[owkB eodk j?

fe ;kohnK ;'XK (modifications) SZv fdzshnK ikD fit/I (O) B{z (O) jh ;wM e/ ckJhb ehsk ikt/.

6. words with different spellings : (tZy-tZy ;apd i'VK tkb/ ;apd)

e[M ;apdK d/ ;apd-i'V d' soQK d/ jz[d/ jB. yk; eoe/ T[j ;apd fijV/ nwqhek s/ :{He/H ftu

nbZr nbZr ;apd-i'VK Bkb pDd/ jB fit/ 'Colour' ns/ Color J/Hn?bHH e'v c[owkB eodk j?  fJe

ckJhb eoB d/ T[d/;a bJh fJe;ko ;apd-i'V ngDkfJnk ikt/ ns/ d{i/ ;apd-i'V bJh ;wkB nzso

"See reference" ;[b/y fsnko ehsk ikt/.
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nfGnk; ftu T[; Fpd-i'V dk gq:'r ehsk ikt/ fi; ~ gkme tZb'I finkdk bZGD dh nk; j't/.

;apd s'I ;apd (word by word) nyotko soshp d/D t/b/ e[M ;wZf;nktK nkT[IdhnK jB ns/

T[j nZyo s'I nZyo (letter by letter) T[s/ fJj soshp bkr{ BjhI jz[dh. e[M ckJhfbzr ;wZf;nktK e/tb fve;aBoh

e?Nkbkr ftu nkT[IdhnK jB go ebk;hckJhv e?Nkbkr ftu BjhI nkT[IdhnK jB. T[dkjoD d/ s'o s/ fve;aBoh e?Nkbrk

ftu eJh ;[b/yK nfijhnK jB fe T[jBK d/ T[jh ;apd *f;ob/y* (Heading )d/ s'o s/ tos/ rJ/ j[zd/ jB, go T[jh

;apd b/ye, NkfJNb ns/ ft;ak bJh tofsnk frnk jz[dk j?.

J/Hn?bHJ/H e'v d;dk j? fe b/ye dh ;[b/y gfjbK nkt/rh. T[; s'I pknd nyotko soshp

nB[;ko d{ihnK ;[b/yK ckfJb ehshnK ikDrhnK Gkt/I T[jBK ftu j?fvzr d/ s"o s/ NkJhNb, ;EkB iK

e'Jh t;s{ j't/.

T[dkjoD L-

fJj rZb wjZstg{oB j? fe nyotko dhnK d' ftXhnK j[zdhnK jB. fJe B{z *nyo s'I nyo*

(letter by letter) ns/ d{ih ~ ( Fpd s' I Fpd ) ( word by word ) iK Nothing before

something nkfynk iKdk j?.

T[dkjoDL- ;apd s'I ;apd (Word By Word)

Mark, Stephen (author)

Mark, Trevor (author)

authors first

Mark and Sylivia (title)

Mark (German coin) (things as subject)

The Mark of Cain (title)

Mark, Saint (person as subject)

Mark (Somerset, England) (place as subject)

nyo s'I nZyo ftXh ftu jo nyo B{z tku e/ soshp fdsh iKdh j?. ;apdK s'I ftueko dk

yZgk (gap) SZv fdsk iKdk j?.

;apd s'I ;apd ftXh ftu ;apdK d/ nkg;h yZg/ gap B{z fXnkB ftu ofynk iKdk j?. fJ; bJh

;kohnK wZdK i' ;kXkoD ;apd (Book) Bkb F[o{ jz[dhnK jB T[jBK B{z ;G s'I gfjbK ofynk iKdk j?

T[; s'I pknd bzp/ ;apdK dh tkoh nkT[Idh j? fit/I L (book binding).

;apd s'I ;apd tkbh ftXh ;akfJd findk gqufbs j? ns/ gqw[Zy ckfJzbr fB:wK tb'I fJ; dh

f;cko;a ehsh rJh j?. go fJ; ftu jkJhcB/fNv ;apd t/b/ ;wZf;nk nkT[Idh j? eh fJ; B{z fJe ;apd

wzfBnk ikt/ iK d' tyo/ ;apd wzB/ ikD/ ukjhd/ jB.

nZyo s'I nZyo ftXh ftu jkJhcB ns/ yZg/ (gap) B[z SZv fdsk ikdk j?. T[j p/ s[Ze/ jz[d/

jB. fJj ftXh pj[s ;kohnK ;zdoG g[;seK ns/ fJB;fJeb'ghvhnk ftu t/yh iKdh j?,

T[dkjoDL nZyo s ' I n Zyo ns/ ; apd s' I ;apd L-
Letter by letter Word by word

Bookbinding Book jacket

Bookcase Book list

Booking hall Book of hours

Book jacket Book of plate

Booklet Book pocket



92p?u{bo nkc bkfJpo/oh ns/ ;{uBk ftfrnkB gouk 

Book list Book sale

Book of hours Bookbinding

Book plate Bookcase

;ko L(Conclusion)

bkfJp/qoh ftu gqb/yK B{z seBheh s'o s/ fsnko eoBk (processing) ns/ gkmeK B{z T[gbpX

eotkT[Dk w{b ;/tk j?. fJ; ftu torheoD, ;{uheoD ns/ gqb/y$g[;se dh G'fse fsnkoh torhnK

feqnktK ;akwb jz[dhnK jB. fJ; ;?e;aB d/ ezw L BhshnK fsnko eoBk, :'iBkpzdh, gqb/yK dh G"se

fsnkoh, torheoD, ft;ak f;ob/y fsnko eoB/, ekb Bpzo fbyD/, nfXekfos ;?bc ;{uh ns/ e?Nkbkr

dh ;zGkb, N{bi, iKu, gqb/yK dh B[wkfJ;a, BthnK g[;seK dh ;{uh fsnko eoBh nkfd jz[d/ jB.

;t? gVskb ;tkb L

1H torheoD gqDkbhnK d/ BK dZ;'.

2H nkJhHn?;HphHvhH (ISBD) eh j?<

3H wkoe (MARC) eh j?<

4H nyotko soshp d/ d' Yzr dZ;'.

T [so L

1H t/y' - j?fvzr ezw - T[g j?fvzr torheoD gqDkbhnK.

2H t/y/ - j?fvzr - efwT[Bhe/;aB ckow?N.

3H t/y' j?fvzr - w;ahB ohvJ/pb e?Nkbkfrzr.

4H nZyo s'I nZyo iK ;apd s'I Fpd iK Nothing before Something

j 'o gV QB bJh L-
1.Navalani, Kishni :Library management in the changing Scenario :

   concepts, operations & practices assisted by Karam
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2H Mittal (RL) : Library Administration : Theory and Practice. Delhi,

  Metropolitan, Ed.5. 1984.

3. Krishan Kumar   :Library administration and Management. ND:Vikas.Latest

edition.

4. nihs f;zx ns/ ;fjrb, gh ;h L bkfJpq/oh ns/ ;{uBk e/AdoK dk gqpzX, gfNnkbk L

    wdkB gpbhe/;aB 2004
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bk fJp q /o h ns / ; {uB k e / Ido K dk g qp zX

g km B zpo L 1H7 b /ye L vk H e / H BtbkB h

;KG ; zG kb F ?e; aB

(Storage and Maintenance Section)

o { g o / y k L

G{fwek.

ezw.

g[;se Gzvko eoB d/ f;XKs.

g[s;e Gzvko ftXhnK.

pzd$y[ZbQh gjz[u.

g[;se Gzvko soshp.

g[;se Gzvko ;zGkb.

fibdpzdh.

;zrqfj ;[XkJh ns/ gVskb.

G{fwek L-(Introduction)

fJj ;?e;aB ;wki ftu bkfJp/qoh dk wjZst ;tkoB ftu n;odko G{fwek fBGkT[Idh j?. fJj T[j

;?ae;aB j? fijVh bkfJp/qoh tZb'I gqkgs ehsh rJh ;wZroh B{z soshptko eoe/ oZydh j?. fJj

b'VhId/ gqb/yK dh T[gbZpXsk tk;s/ i[w/tko j?. tos'I s'I pknd g[;seK B{z d[pkok ;a?bcK T[s/ mhe

EK s/ gjz[uD dk ezw fJ; ;a?e;aB tb'I ehsk iKdk j?.

g[;se ;zrqfj (stacks) dh ;kc ;ckJh ns/ gkmeK dh ;jkfJsk eoBk th fJ; d/ x/o/ ftu nkT[Idk

j?. g[;se T[gbZpX eotkT[D ftu yofunK ;wK ns/ gkmeK dh ;zs[;aNh gZXo fJ; d/ ezw eki

T[s/ fBoGo eodk j?.
1H ezw (Functions) :-

fBwBfbys pko/ Bhsh fsnko eoBh L-

;zrqfj sZe gzj[u = y[ZbQh$pzd.

g[;se Gzvko ftXhnK.

;a?bftzr (Shelving) ftXhnK.

;zrqfj.

fibdpzdh.

;zGkb ns/ gqfsgkbD (Preservation and Coservations)

gZy-do;ae (guides).

u"e;h.

g[;se gVskb ns/ ;'X

SKNh eoBk.
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2 H : 'iB kp zd h

3H ;? abftzr (Shelving) ns/ d[pkok ;?abftzr (reshelving)

4H N?r (tag) ns/ T[BQK T[Zgo ekb BzpoK dh iKu eoBh.

5H ;zGkb ns/ gqfsgkbD.

6H ;ckJh.

7H gZE-do;ae (Guides).

8H g[;seK dh ;?abcK T[Zs/ soshp ns/ d[pkok soshp eoBk.

9H g[;se ;'X eoBk.

10H gkmeK dh g[;se bZGD ftu ;jkfJsk eoBk.

11H ;[oZfynk.

12H bkfJp/qoh ;zrqfj ftu u"e;h, fJwkos, fyVehnK, fyVehnK d/ ;ah;a/ nkfd pko/ fBrokBh eoBh.

13H g[;se gVskb eoBk.

14H gqb/yK dh SKNh eoBk (Weeding out)

g [;se G zvko eoB d/ f;XKs (Principles of Stacking) :-

gqb/yK dh G'fse pDso jh fJ; d/ Gzvko eoB d/ f;XKsK dk c?;bk eodh j?. id'I g[;seK fwZNh

d/ N[efVnK d/ o{g ftu j[zdhnK ;B sK T[jBK B{z ft;/;a pZef;nK ftu oZfynk ikdk ;h. uzw gZso

(parchment) gqb/ykK B{z nbwkohnK d/ ykB/ fit/II ep{soykB/ tor/ jz[d/ jB, T[jBK ftu ofynk

iKdk ;h. ekria o{gh gqb/yK B{z nbwkohnK ns/ o?eK (racks) ftu oZfynk iKdk j?. wkfJe'ckow

ns/ fJbkeNo'fBe o{g gqb/yK B{z nbZr fe;w d/ Gzvko ykB/ dh b'V j[zdh j?.

y[ZbQh gjz[u ftu fiE/ gkmeK ~ g[;seK ftu nkiakdh Bkb x[zwD dh ftt;Ek jz[dh j? T[E/ y[bQ/ o?eK

(racks) dh b'V j?. gbq/yK dh ;zGkb ns/ gqfsgkbD B{z pDdh wjZssk fdZsh iKdh j?.

bkfJp/qoh ;kfJz; d/ gzi w{b fB:w g[;se Gzvko tk;s/ gZE do;ae f;XKs dk ezw eod/ jB. e[M

f;XKs fBwBfbys fds/ iKd/ jB.

- bkfJp/qoh fJwkos dh pDso fJ; soQK j't/ fe g[;seK se gjz[u ns/ Bkb jh g[;seK dh

;zGkb ns/ gqfsgkbD j' ;ed/ j?.

- g[;seK T[zs/ ;{oi dh f;ZXh X[Zg Bk gt/I feT[Ife fJj g[;seK d/ ekria ns/ j'o ;wZroh

T[Zs/ p[oQK gqGkt gkT[Idh j?.

- fiE' se ;zGt j' ;e/ g[[;seK dhnK nbwkohnK iK o?eK dh fd;ak g{op ns/ gZSw tZb

Bk j't/ . i/ b'V j't/ sK ;{oi dh X[Zg o'eD bJh fJzsikw ehsk ikt/.

- fJwkos fwZNh s'I ofjs j't/ ns/ f;bZB s/ skg dk ezNo'b ofynk ikt/. uzrk j't/rk i/

g[;se Gzvko B{z tksknB[e{b pDkfJnk ikt/.

- e[dosh ns/ pBktNh o';aBh dk th gqpzX j't/ feT[Ife fJ; Bkb gqb/yK B{z gkmeK tZb'I tosD

ftu ;j{bs j't/rh.

- nbwkohnK iK o?e (racks) buedko j'D/ ukjhd/ jB fijV/ jo neko dhnK g[;seK B{z

oZyD ftu ;jkJh j' ;eD. fJ; bJh ;a?bck B{z b'V g?D s/ g[;seK d/ oZyD bJh nB[e{b

(adjustable) pDkfJnk ik ;e/

- bkfJp/qoh ftek;ahb ;z;Ek j? fJ; bJh fJ; d/ ft;sko tk;s/ th ftt;Ek j'Dh ukjhdh j?.

coBhuo ns/ ;ki';wkB ;N?Ivov neko d/ j'D/ ukjhd/ jB. fJ; Bkb GftZyh ft;sko ftu
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ns/ nB[e{bsk ftu ;jkfJsk fwbdh j?.

- fJ; B{z ;wZroh se gj[zu nk;kB pDkT[Dh ukjhdh j?. fJ; bJh nbwkohnK iK o?eK dh

T[ukJh gkmeK dh n";s T[ukJh tkbh j'Dh ukjhdh j?.

- ;wZroh sZe gj[zu eckfJsh, ns/ ;[:'r j't/ fJ; bJh nbwkohnK dk rkJhv Be;ak, T[jBk

dh soshp dZ;h j'Jh j'Dh ukjhdh j?.

- e?Nkbkr ~ ;N?e J/ohJ/$g[;se Gzvko d/ B/V/ j'Dk ukjhdk j?.

- bkfJpq/oh fenqk;ahb (functional) j't/.

- g[;seK$gqb/yK dh soshp fJ; sQoK j't/ fe T[jBK dh fgZm (spine) gkmeK ~ Biao

nkT[Idh j't/.

- g[;seK B{z d'joh esko ftu BjhI oZyDk ukjhdk j? fJ; soQK eoB Bkb nzdobh esko

fdykJh BjhI fdzdh.

- o?e (rack) d' gk;/ fdyDtkb/ (double faced) j'D/ ukjhd/ jB sK i' gVB:'r ;wZroh

d'jK gkf;nK s'I t/yh ik ;e/.

- soshp fJ; soQK dh j't/ fe gqb/y$ftF/ fijV/ fiankdk tos'I ftu nkT[Id/ j'D T[j

B/V/ j'D/ ukjhd/ jB. bkfJpq/oh d/ nzdo gkmeK dh y[ZbQh nktkikJh j't/.
g [;se Gzvko eoB dhnK ftXhnK Stacking methods) :-

neko, bkfJp/qoh dh fe;w, T[gbZpX EK ns/ ;zrqfj nB[;ko ftfGzB g[;se Gzvko ftXhnK ngDkJhnK

iKdhnK jB. fJjBK ftu'I e[M dk toDB j/mK fdsk iKdk j?.
whBko ;N?e (Tower Stacks) :-

fJ; ftXh ftu gqb/yK B{z ezXK d/ Bkb Bkb SZs sZe oZfynk iKdk j?. nzdobh EK B{z gVQB bJh

tofsnk iKdk j?. xZN tos'I ftu nkT[D tkb/ gqb/yK B{z T[gob/ ykfBnK ftu ofynk iKdk j?. fiBQk

B{z g"Vh dh ;jkfJsk Bkb T[skfonk iKdk j?. fJj ftXh EK dh pZus eodh j?. ykbh  EK ftu

gkmeK dh fBrokBh eoBh nk;kB j?.

gozs{ fJ; ftu gqb/yK sZe gjz[u nk;kB Bjh j?. g"Vh T[Zs/ fvrD dk ysok pfDnk ofjzdk j?.

T[Zgo oZy/ rJ/ gqb/y ;akfJd jh tos'I ftu nk ;eD. fJ; gqeko fJj g[;se Gzvko eoB ftu mhe

j? go gqb/y se gjz[u e/ fbjki Bkb mhe BjhI j?.
;fEo ; a ?bcK T[ Zs / d 'joh esko (Double Row on Fixed Shelves) :_

g[;se Gzvko dh fJ; ftXh ftu gqb/yK B{z nbwkohnK d/ ;fEo ;a?bcK T[s/ d'joh esko ftu fJe

d{ih esko d/ fgS/ ofynk iKdk j?. fJ; Bkb EK dh pZus j[zdh j?. fJ; ftu g[;seK n;kBh

Bkb Biao BjhI nkT[IdhnK s/ gj[zu th nk;kB Bjh j?. pzd gjz[u tkbhnK bkfJp/qohnK ftu ni/

th fJ; ftXh dh tos'I jz[dh j?, T[E/ eowukoh jh gkmeK B{z g[;seK eZY e/ fdzd/ jB.
epfinK tkb / ;N ?e (Hinged stacks) :-

fJ; ftXh ftu co; a T [s / Xks dh g ZNh pDh j z [d h j ? fi; T [s / fJj ;N ?e ubdk j ?

ni/jh ftXh nikfJp xoK ftu j[zdh j?. ;a?bcK B{z epZfinK Bkb i'fVnk iKdk j? ns/ ;fEo ;a?bc

oZy/ iKd/ jB. ;a?bc y'bD bJh epi/ B{z dpkfJnk iKdk j? s/ gqb/y se gjz[uD bJh EK pD iKdh

j?. fJe t/b/ fJe' o?e$nbwkoh sZe gjz[u ehsh ik ;edh j?.

fJj EK dh pZus eodh j?. go fJ; B{z tosDk n"yk j?. fJe t/b/ tZX gkme gqb/yK se gjz[u
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BjhI eo ;ed/ fJ; bJh fJj jowB fgnkoh BjhI j?.
po?eN ;N?e (Bracket Stacks):-

fJ; ftXh ftu ;koDhpZX (Tabular) ykfBnK tkb/ Gkoh ;a?bc tos/ iKd/ jB. ;a?bc po?eNK B{z

S/dK ftu brkfJnk iKdk j? fi; Bkb ;a?bcK B{z b'V nB[;ko ;fEo eoB ftu ;jkfJsk fwbdh

j?. fJj EK ns/ g?;/ dh pZus eodh j?.
pj[-w z fib tkb/ ;N ?e (Multi-tier Stacks) :-

fJ; ftXh B{z pj[s ;kohnK bkfJp/qohnK ngDk ojhnK jB fJ; ftu jo fJe wzfib bZeV, Xks{

iK m'; ;hfwzN dh pDh j[zdh j? nkgDh nkgDh g[;seK dk Gko jo fJe wzfib d[nkok T[mkfJnk

iKdk j?. jo fJe wzfib dh T[ukJh 7 c[ZN s'I fiankdk BjhI j[ zdh j?. fJj pj[s ;;sh j?. go

fJ; dk ft;sko eoB ftu w[;aebk nkT[IdhnK jB.
xz [wD tkb / ;N ?e (Rolling Stacks) :-

fiE/ EK dh xkN j't/ T[E/ fJjBK dh tos'I ehsh iKdh j?. fJj XksK d/ pD/ j'J/ jz[d/ jB fiBQK

B{z p?fozr Bkb i'Vh j'Jh fJe gNVh T[s/ ubkfJnk iKdk j?. o?e; gjhnK T[Zs/ ubd/ jB. fJ;

Bkb o?eK dh fjZb i[Zb nk;kB jz[dh j?. fJjBK B{z fpibh Bkb th x[wkfJnk ik ;edk j?. b'VhId/

o?e se ikD bJh d{i/ o?e B{z dpk e/ gqb/y se gjz[uD bJh EK pDkJh iKdh j?.

fJj ftXh xZN tos'I ftu nkT[D tkbh ;wZroh bJh tosh iKdh j? nkw s'o s/ fJ; ftXh ~

ubkT[D bJh ;Nkc dh ;jkfJsK bJh iKdh j?.
; zrfms G zvko ftXh L- (Compact Storage) :-

EK dh ;wZf;nk B/ fJ; fe;w dh Gzvko ftXh B{z iBw fdZsk j? L

1H ;wZoEK ~ tXkT[D bJh, xZN tos' I ftu nkT[D tkbh ;wZroh bJh ;zrfms ;a ?bftzr

(Compact shelving) dh tos'I ehsh iKdh j?.

2H ;a?bftzr y/so, nkw s'o s/ xZN tos'I ftu nkT[D tkbh ;wZroh bJh jz[dk j? fi; ftu

ykB/dko pe;k pfDnk j[zdk j? fi; Bkb ;wZoEk pj[s tZX iKdh j?. T[dkjoD d/ s'o s/ szr o;s/

ngDk e/ nkw Bkb'I fiankdk ;a?bftzr j' ;edh j?.

(Th A.L.A. Glossary of library and information science/edited by heartsill

young. Chicago : American Library Association, 1983 p. 52)

fJ; ftu y[ZbQh gjz[u th j' ;edh j? gozs{ nkw s"o s/ pzd gjz[u jh jz[dh j?. fJj gkme B{z y[bw

y[Zbk x[zwD dh ftt;Ek BjhI pDkT[Idk fi; eoe/ g[;seK dh tos'I T[s/ p{ok gqGkt g?Idk j?.
;N?e (stacks) :

nkw s'o s/ bkfJp/qohnK ftu ;N?e J/ohnK ft;a/;a s"o s/ BhthI SZs tkbk jz[dk j?. fJ; B{z g[;seK

dk tiB$Gko nkfd B{z fXnkB ftu oZy e/ T[;kfonk iKdk j?. fJj ;N?e J/ohnk ;hfwzN iK ;Nhb

dk pDkfJnk iKdk j?. bkfJp/qoh dh b'V nB[;ko fJj pj[wzfiabk th j' ;edk j?. i/ b'V j't/ fJ;

ftu ft;sko eoB dh ftt;Ek th jz[dh j?.

fJ; ftu d'jK gk;/ s'I Biao nkT[D tkb/ o?e (racks) oZy/ iKd/ jB. ftueko gkmeK d/ x[zwD

dh EK SZvh iKdh j?. g[;seK Bio nkT[IdhnK jB. o?e; ;N?vov neko d/ jz[d/ jB ns/ b'V

nB[;ko ;a?bcK B[z j/mK T[Zgo eo ;ed/ jK. fJjBK dh T[ukJh th fwnkoh j[zdh j? ns/ gkmeK dh

gjz[u ftu j[zdh j?. fJj tZv/ iK S'N/ neko dhnK g[;seK ~ ;a?bcK ftu ;w' ;edh j? fJj ftXh

nkw ;kohnK bkfJpq/ohnK tosdhnK jB.
;?bftzr soshp (Shelving Arrangement) :-

fJj T[fus j? fe bkfJp/qoh ftu gkme dh nktkikJh j'Dh ukjhdh j?. bkfJp/qoh dh fe;w, neko,
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;a?bftzr soshp ~ gqGkfts eod/ jB. T[dkjoD d/ s"o s/ gpfbe bkfJp/qoh ftu ;kfjs ns/ Bktb

gkmeK ftu jowB fgnko/ jz[d/ jB. nekdfwe bkfJp/qoh ftu gkm g[;seK tZX wzrhnK iKdhnk jB.

fJ; bJh fJjBK B{z ekT{INo d/ B/V/ oZfynk ikt/. fJzM eoB Bkb tZvh bkfJp/qoh ftu gkmeK ~

fJjBK g[;seK se bzpk ;co sfj BjhI eoBk gt/rk.

;a?bc soshp jo bkfJp/qoh ftu fGzB jz[dh j? ns/ eJh ftXhnK ngDkJhnK iKdhnK jB. fJj bkfJp/

qoh d/ ;kXBK ns/ b'Vk T[Zs/ fBoGo eodk j?. fBwB fbys e[M ;a?bftzr ftXhnK toDB ehshnK

iKdhnK jB.
n?eF /; aB Bzpo (Accession Number) :-

pj[s ;kohnK bkfJp/qohnK ni/ th fJj ftXh ngDk ojhnK jB. g[;seK B{z T[jBK d/ n?e;?;B BzpoK

nB[;ko soshp ehsk iKdk j?. g[;se se gjz[u eoB bJh e?Nkbkr B{z t/fynk iKdk j?. fJj

;kXkoD ;a?bftzr ftXh j?.

;a?bcK T[zs/ g[;seK dh soshp n;kB j?. i' ftnesh noph fjzd;/ ikDdk j? T[j fJ; dh soshp

eo ;edk j?. gozs{ i/ e'Jh gkme fJe ft;/a T[Zs/ gqb/yK dh ikDekoh ukjz[dk j? sK fJj ftXh

;jkfJsk BjhI eodh. gbq/y ;jkfJe eqw ftu BjhI oZy/ iKd/.
b/ye$f;ob/y (Author/Title) :-

e[M bkfJp/qohnK gqb/yK ~ T[jBK d/ b/ye iK f;ob/y nXhB soshp eodhnK jB. T[dkjoD ti'I

fpqfN;a vke{w?IN ;gbkJh ;?INo, p';NB, ;gk :{He/H gqb/yK B{z f;ob/y nB[;ko soshp eodk j? fJj

pzd gzj[u bkfJp/qoh j?. fJj g[;seK ~ nzso bkfJp/qoh T[Xko iK T[jBk dh c'N'ekgh gqdkB eodk

j?. tXhnk ;a?bftzr ns/ mhe g[;se gqkgsh bJh T[;dk f;ob/y (title) mhe j'Dk ukjhdk j?.

d[BhnK dh fJj ;G s'I tZvh bkfJp/qoh j? ns/ d[BhnK B{z pj[s tXhnK ;/tk d/ ojh j?.
;w Zroh dh fe;w (Type fo Material) :-

e[M bkfJp/qohnK ftu gqb/yK dh fe;w T[jBK B{z ;a?bcK T[s/ soshp eoB ftu c?;bke[B sZs pDdh

j? fit/I fe

- g[;seK.

- fgohnkvhebi.

- ;zdoG g[;seK.

- wkfJeo' gqb/y.

- nkfvT[thi[b ;wZroh.

- fJbkeNo'fBe o{g

- pj[ gZyh$N[ZNthI$fw;aos soshp.

fJ; ;?abftzr ftu e'Jh fJe soshp, torheoD, pbke, n?e;a?;aB nkfd ngDkJh ikdh j?. tos'I

ns/ T[g:'rsk w[Zy wkg-dzv j[zd/ jB. vkH ozrkBkEB th fJ; dh f;cko;a eod/ jB. ;a?bftzr dh

;j{bs ns/ d[pkok ;a?bftzr tk;s/ ns/ gqb/y se gjz[u bJh ;zrqfj Bzpo (Collection number)

tofsnk iKdk j?. ozrkBkEB tb'I e[M ;[MkJ/ rJ/ ;zrqfj fJ; gqeko jB.

1H ioBb ;zrqfj$fiankdk tofsnk iKdk ;zrqfj$y[ZbQh gjz[u ;zrqfj.

2H pzd ;zrqfj.

3H eZuk ;zrqfj.
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4H tZv/ neko dk ;zrqfj.

5H ;'X eoB tkbk ;zrqfj.

6H fibdpzdh ;zrqfj.

7H ft;awkJh (topical) ;zrqfj.

8H gkm g[;se ;zrqfj.

9H ebk g[;se ;zrqfj.

10H ft;/;a g[;se ;zrqfj.

11H d[obZG g[;se ;zrqfj.

12H jZEfbysK.

13H cNhnK g[;se ;zrqfj

14H ;zdoG g[;se ;zrqfj

15H gkm g[;se ;zrqfj
pbke$;w{j soshp (Block/Group/Arrangement) :-

;ko/ fe;w d/ gqb/y fiBK ftu wkfJeo' gqb/y, g[;seK (fgohnkvhebi, nkvhT[thi[b i' ;ko/ ftf;anK

d / ;w {j j 'D iK ft; a kb ft; a / fit / I ;k fJ z;, ; ';b ;k fJ z; , wkBth I ft frnkB nk fd B { z

bkfJp/qoh ftu fJe ;w{j iK pbke pDk e/ soshp fdsh jz[dh j?. fJjBK ~ torhfeqs soshp

nB[;ko oZfynk iKdk j?. ;w{j$pbke d/ B/V/ e?Nkbkr th ofynk iKdk j?. T[; ft;a/ dk ft;/aFr

ftnesh gkmeK B{z ;jkfJsk eoB bJh fpmkfJnk iKdk j?.

gpZfbe bkfJp/qoh ftu fJ; soQK d/ pbke jz[d/ jB fit/I Bktb, ioBb ;zrqfj nkfd.
gZNh soshp (Ribbon Arrangement)_ :

gZpfbe bkfJp/qohnK ftu Bktb s'I fpBK d{ih gVB:'r ;wZroh dh tos'I d/ tkX/ bJh nfijh soshp

pDkJh iKdh j?. j'o ftf;anK dhnK g[;seK ~ rbg iK Bktb gZNh d/ Biadhe iK nkb/ d[nkb/

ofynk iKdk j? fJ; soQK d{i/ ftf;anK dhnK g[;seK T[Zs/ gkmeK dh ;[Gkfte Biao ubh iKdh j?

ns/ fJjBK g[;seK ~ gVB dk w"ek fwbdk j?. ;akfJd nfijk eoB Bkb fJjBK g[;se B{z gkme

gqkgs j' ;eDr/.
gkmeK dh fe;w nB [;ko soshp (Type of Users) :-

e[M bkfJp/qohnK gVB:'r ;wZroh B{z gkmeK dh fe;wK w[skfpe soshp eodhnK jB. fit/L tZv/

, pZu/, n"osK, ngzr, xZN gVQ/, nBgVQ nkfd.
torh fe qs soshp L -

nkw s"o s/ bkfJp/qohnK g[;seK B{z torheoD gqDkbh i' T[jBK B/ ngDkJh jz[dh j? T[; nB[;ko

g[;seK B{z soshp eodhnK jB.
pzd$y [ Zb Qh g zj [u (Close/open Access)

go hG k; a k L -

J/Hn?bHJ/ rbk;oh nkc bkfJpq/oh n?Iv fJBckow/;aB ;kfJz; nB[;ko **fe;/ th bkfJp/qoh dk ;N?e

J/ohnk fijVk nkw gpfbe bJh y[ZbQk Bk j't/ iK e/tb u'Dt/I nXko s/ y[bQK j't/. pzd gjz[u iK

pzd ;?abc d/ ;wkB-noEh j't/. y[Zb/ ;N?e Bkb s[bBk.**

jko'vi bkfJpq/ohnBia rbk;oh nB[;ko **gkmeK B{z ;a?bcK s'I d{o oZyD dk g[okDk sohek j?. fJ;

B/ jh Sgh ;{uh dh j'Id B{z b'VhIdh dZf;nk j? fi; s'I fJj gsk ubdk ;h fe fejVh g[;se nzdo
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iK pkjo j?. **

fJ; B{z pzd ;a?bc ns/ pzd bkfJp/qoh nkfynk iKdk ;h. g[okb/y ;ak;B ftu T[j

g[okb/y i' nkw gpfbe ~ T[gbpX BjhI jz[d/ jB feT[Ife T[jBK dh j'Id T[Zs/ r[gs ;{uBk eoe/

pzd;a bZrh jz[dh j?. id'I pzd;a dk ;wK bzx ikt/ sK T[; B{z yZ[bQk oZfynk iKdk j?.

g[;seK ftdtkBK ns/ b/yeK dk ehwsK yikBK jz[dhnK jB. fJ; bJh T[jBK B{z ofjzdh d[BhnK se

;zGkb e/ oZfynk iKdk j?.

Skg/ykB/ B/ fJjBK dh T[gbZpXh B{z nk;kB pDk fdsk j?. g[;seK dhnK tkX{ ekghnK T[gbpX  j'D

ekoB j'o th ;'yk j' frnk j? fJ; B/ bkfJp/qohnK ns/ bkfJp/qohnB dk ;'uD dk dkfJok th pdb

fdsk j?. bkfJp/qohnK bJh y[ZbQh gj[zu 19 th ;dh dh tZvh gqkgsh j?. fJ; dk Gkt noE fJj

j? fe gkme ;?abc se y[ZbQh gjz[u eo ;e/rk pzd gj[zu ftu gkme B{z ;a?bcK sZe y[ZbQh gjz[u Bjh

j[zdh gozs{ bkfJp/qoh eowukohnK d/ iohJ/ g[;se gqkgs jz[dh j?.
p zd gj [ zu ftu L(Close Access)

1H ;N?e pzd j[zd/ jB.

2H gkmeK dh T[jBK se gjz[u BjhI jz[dh j?.

3H ;N?e ftu ;{uh$e?Nkbkr jh gkme ns/ g[;se dk w/b eotkT[Idk j?.

4H gkmeK dh pj[frDsh fJe ft;a/;a gqb/y ftu o[Zuh oZydh j? Bk fe fJe ft;/a T[Zs/.
bkG L-(Advantages)

1H fJ; okjh bkfJp/qoh dh gpfbe gokgNh B{z yokp j'D, r[zwD, ns/ GzB s'V s'I pZus jz[dh

j?.

2H ;N?e ftu g[;seK dh soshp mhe ofjzdh j?.

3H fJj gqb/yK dh tos'I B{z ezNo'b ftu oydh j?.

4H fJ; okjh gkmeK tb'I bkfJp/qoh dh tos'I d/ ;ze/s fwbd/ jB feT[Ife jo gkme ~ jo

g[;se b?D bJh fJe ;fbZg fby e/ d/Dh j[zdh j?.

5H ft;sko g{ote torheoD eoB dh e'Jh b'V BjhI j? fit/I y[ZbQh gjz[u ftu j[zdh j?.

6H ;N?eK ftu gkmeK d/ x[zwD bJh tkX{ EK SZvD dh b'V BjhI j[zdh j?.

7H fiE/ EK dh ;wZf;nk j't/ T[E/ ;zrfms ;N?e ns/ xz[wD tkb/ ;N?e (Roler stack) nkfd

B{z gq:'r ftu fbnk ;ed/ jK.

8H fJ; ftu g[;se u'oh dk vo xZN j[zdk j?.

9H fJ; ftu ;Nkc dk ;wK pudk j? pko-pko d[pkok g[;se ;?abftzr iK ;'X BjhI eoBh g?Idh.

10H Bk jh gZE do;ae (guides) dh b'V jz[dh j? feT[Ife bkfJp/qoh ;Nkc ~ g[;se Gzvko

ns/ soshp Bkb g{oh ikDekoh jz[dh j? T[j jh g[;seK bZG e/ fdzd/ jB.

11H tXhnk ;zrfms g[;se Gzvko ekoB bkfJp/qoh ;/tk tXhnk, ;[:'r ns/ n;odko pDdh j?.
jkBhnK L-(Disadvantages)

1H ;{uh$e?Nkbkr ftu fJe gqb/y pko/ fiBQh woiah tZX ikDekoh fdsh rJh j't/ go fJe wB[Zyh

j'Id dk pdb BjhI ;edh.

2H bkfJp/qoh e?Nkbkr r[zMbdko ns/ pBktNh j[zdk j? s/ gkmeK d/ ;wM ftu BjhI nkT[Idk

j?.

3H nkw s'o s/ ;ko/ gqb/y bkfJp/qoh ftu pzd gJ/ ofjzd/ jB. feT[Ife ;N?eK se gkmeK dh
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gzj[u BjhI jz[dh.

4H fJj gkmeK B{z ;N?eK ftu y[ZbQk x[zwD dh ftt;Ek BjhI pDkT[Idk fJ; bJh T[j pdbt/

gqb/y bZGD ftu n;woZE ofjzd/ jB.

5H fit/I gkmeK ns/ T[jBK dhnK wzrK ftu tyo/tK j? ns/ pzd gjz[u T[jBK dhnK ftfGzB wzrK

B{z g{ok BjhI eo ;edh.

6H gkmeK B{z fJe ft;a/;a gqb/y gqkgs eoB bJh e?Nkbkr T[Zs/ fBoGo eoBk g?Idk j?. gkme

B{z gqb/y dk b/ye, f;ob/y nkfd gsk j'Dk ukjhdk j? sK jh T[j b'VhIdh ;fbZg fby ;edk

j? ns/ ekb Bzpo fby ;edk j? i/ e'Jh rbsh j' ikt/ ;wM' g[;se fwbD d/ w'e/ xZN

iKd/ jB.

7H e?Nkbkr ;[b/yK ft;skog{ote j'DhnK ukjhdhnK jB ns/ gkme dh ;wM ftu nkT[DhnK

ukjhdhnK jB feT[Ife g[;se ns/ gkme ftukeo fJj' fJe eVh jz[dh j?. fJ; d/ c/b j'D

dh ;zGktBk j[zdh j? fco th ;[b/yK ~ fXnkB Bkb fsnko ehsk ikt/.

8H fJj gkmeK ns/ ;Nkc d/ ;w/I ~ B;aN eodk j?. gkmeK B{z g[;se gqkgs j'D se pj[s

T[vhe eoBh g?Idh j?. ;Nkc B{z th jo fJe gkme B{z g[;se bZG e/ d/Dh g?Idh j?. e'Jh

;t?;/tk (self service) tkbh rZb Bjh j[zdh. i/eo e'Jh g[;se T[gbpX BjhI j? sK gkme

B{z d[pkok fco T[;/ gqfeqnk ftu'I bzxDk g?Idk j?. fJj' jkb ;Nkc dk jz[dk j?.

9H fJ; ftu tuBpXsk tkbk fiankdk ;Nkc ukjhdk j?. fJ; bJh fiankdk youk nkT[Idk j?

feT[Ife e'Jh ;t? ;/tk BjhI j[zdh j?. T[vhe dk ;wK pj[s szr eodk j? eJh tkoh gkme

pj[s p/u?B j' iKdk j?. T[; ftu g[;se dh tos'I dk T[s;kj jh wo iKdk j?.
y [ Zb Q h gj z [u (open Access) :-

bkfJp/qoh ftu g[;se Gzvko dh y[ZbQh gj[zu s'I Gkt gkmeK B{z nkgDh fBZih bkfJp/qoh tKr nkiakdh

Bkb g[;seK dh u'D eoBk j?. fJj u'D ;N?eK (stacks) ftu fpBK fe;/ o'e-N'e s'I g{oh soQK

x[zw fco e/ jh j' ;edh j?. fJ;/ y[ZbQ ekoB jh gkme B{z :'r g[;se dh u'D eoB ftu ;jkfJsk

fwbdh j?.

fJj *i/wi vZc pokT[B* ;h fi; B/ gfjbh tko 1892 ftu y[ZbQh gj[zu B{z bkr{ eoB bJh ;[MkT[

fds/ ;B eJh torK tZb'I T[; dh fto'Xsk th ehsh rJh. go fco th y[ZbQh gj[zu ngDkJh rJh.
gohGk; ak L-(Definition)

*nX[fBe bkfJp/qohnK dh b'eszso o[uh B/ gkme B{z T[jh niakdh fdsh j? fit/I bkfJp/qohnB g[;se

o ?eK ftueko x[ zw fco ;edk j ? , fJ ZSk nB [;ko g [;se b? ;edk j ? T [jBK ftu N[ Zp h

bk ;edk j? T[jBK B{z nkgD/ ;tkd, nB[;ko u[D ;edk j?. fJ; B{z *y[Zbh gjz[u gqDkbh nkyd/

jK.**
(Electronic system of checking unauthorized taking of  books

(Ranganathan, S.R. The organization of libraries Ed. 3. London : oxford Unversity

press, 1963. p. 134-35)

y[ZbQh gjz[u ftu gkme g[;se B{z nkjwD/ ;kjwD/ ik e/ u[D ;edk j? Bk fe T[; B{z e?Nkbkr ns/

bkfJp/qoh eowukohnK T[s/ fBoGo eoBk g?Idk j?. fJ; okjh gkme dh ;zrqfj Bkb, ft;a/ ns/ nzso

w[yh ft;a/ Bkb ikD-gSKD j[zdh j?. torhfeqs soshp okjh Bt/I f;ob/y gkme d/ fXnkB ftu nkT[Id/

jB. bkfJp/qoh d/ nzdo ;t? ;/tk (self service) dk tksktoD pDdk j?.

pdfe;wsh Bkb pj[s ;kohnK bkfJp/qohnK ftu pzd gj[zu jh oki eo ojh j?. ;akfJd fJ; eoe/
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, fe y[ZbQh gzj[u ftu g[;seK r[zw iKdhnK jB.
;w Zf;nktK (Problems) :-

fJj th ;wZf;nktK s'I ykbh BjhI j? L

1H gkmeK tZb'I ikD p[ZM e/ g[;seK ~ J/Xo T[Xo S[gkfJnk iKdk j? ns/ yokp ehsk iKdk

j? fi; eoe/ gkmeK B{z pj[s n;[ftXk j[zdh j? ns/ bkfJp/qoh dh ekoi;ahbsk T[zs/ p[ok

n;o g?Idk j?.

2H ;N?e dh u'e;h ns/ ;'X bJh tkX{ ;Nkc ukjhdk j?.

3H fit/I gkmeK dh nkwd y[ZbQh j[zdh j? e[M ngokXh ;[Gk tkb/ gkme g[;seK u[okD ftu ;cb

j' iKd/ jB. fi; ekoB fe;/ t/b/ bkfJpq/oh dk pj[s B[e;kB j[zdk j?.

4H pzd gjz[u d/ w[ekpb/ ftu fJ; ftXh bJh gkmeK d/ xz[wD bJh EK fiankdk ukjhdh j?.

gkmeK dh n";s T[ukJh ftu g[;seK B{z oZyDk g?Idk j?. fJ; ftu ;zrfms Gzvko (Compact

Storage) ;zGt BjhI j?.

5H Y[et/I gZE-do;ae (guides) dh b'V jz[dh j?.

6H torheoD gqDkbh dh b'V jz[dh j? fijVh gkmeK B{z ;jkfJe jz[dh j?. g[;seK ~ ;fEo

iK d'joh esko ftu BjhI oZy ;ed/ jK.

7H ;zrqfj ns/ torheoD dh tos'I bJh gkmeK B{z fJjBK dh ikDekoh d/Dh g?Idh j?.

8H gbq/yK dh ;jh soshp ns/ ;kc ;ckJh pj[s iao{oh j?.
f;ZNk L-(Conclusion)

fJj ;Zu j? fe y[ZbQh gjz[u ftu g[;seK r[zw j[zdhnK jB. gozs{ y[ZbQh gj[zu ftu g[;seK dh tos'I

fiandk j[zdh j? fJ; bJh g[;seK T[Zs/ you/ rJ/ g?;/ dk ;ZdT[g:'r j[zdk j?.

d{i/ Bzpo s/ pj[s ;kohnK g[;seK dh fizdrh c[ZbK tKr j[zdh j? e[M ;wK gk e/ T[jBK dh e[dosh

w"s j' iKdh j?. T[jBK ftu nzfes ftuko g[okD/ j' iKd/ jB. frnkB rsh;ahb j?, jw/;ak tZX

fojk j? s/ pdb fojk j? fJ; bJh g[okDhnK g[;seK ~ oZyDk ysoBke j?. fJ; bJh y[ZbQh gjz[u

ftu g[;seK xZN r[zwdhnK jB go pzd gjz[u ftu ;kohnK g[;seK r[zwD d/ pokpo j[zdhnK jB.

i/ gkme Bk j't/ sK j?okB e[ZB B[e;kB jz[dk j?.

fJ; bJh nZi b'V j? fe Y[Zet/I ;[oZfynk fJszikw eoe/ bkfJp/qohnK ftu ;zrqfj B{z y[ZbQk oZfynk

ikt/.

bkfJp/qohnB B{z ;wki tZb'I ehs/ rJ/ gkg pdb/ g[ZS frZS BjhI j'Dh ukjhdh j?. oki;EkB ftu

g'LthHthH i'jB vkfJo?eNo f;Zfynk tb'I 1960 ftu fJ; dk jZb fJ; soQK bfGnk frnk j?.  T[jBK

dk ;[Mk j? fe fJe o[gJ/ gqsh ftfdnkoEh y[ZbQh gjz[u ch; brkJh ikt/. r[zwhnK g[;seK B{z fJ;

g?;/ Bkb g{ok ehsk ikt/.

1960 s'I pknd ehws ;{ue nze pj[s tZX frnk j? fJ; bJh 5 o[gJ/ gqsh ftfdnkoEh y[ZbQh gj[zu

ch; t;{b ehsh ikt/. sK i' y[ZbQh gjz[u ekoB j'J/ B[e;kB B{z BfiZfmnk ik ;e/.

Gkos ;oeko tZb'I th nkgD/ ftZsh fB:w ftu ;'X ehsh rJh j? g[;se B{z t;s{nK dh ;{uh ftu'I

pkjo oZfynk frnk j? fJj ;N'o dh t;s{nK BjhI jB r[zwhnk$cNhnK$yokp j'JhnK g[[;seK B{z S'N

d/D (write off) dh ftt;Ek pDkJh rJh j? fJe jiko g[;seK d/ fJF{$tkuD ftu fszB g[;seK

r[zw j' ikDhnK tkip jB. T[jBK B{z S'N fdZsh iKdh j?.
; [ Zo fynk g qp zX (Safeguards) :-
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bkfJp/qoh d/ nzdo p/jZd nkiakdh dk Gkt pkjoh dotkia/ T[Zs/ pj[s u'e;h dh b'V j?. bkJpq/oh

d/ ;ko/ dotki/ pzd j'D/ ukjhd/ jB e/tb fJe ekT[INo tkbk dotkiak y[Zbk ofjDk ukjhdk j? vkH

ozrkBkEB B/ wXkDhdko (Wicket) dotkiak brkT[D dh f;cko;a ehsh j?. fJj sZd sZe BjhI y[b/

rk id sZe ekT[INo ;jkfJe nkfrnk BjhI d/Idk. fJ; dk ezNo'b T[; d/ g?oK j/mK j[zdk j?.

;kohnK fyVehnK B{z ikbh bZrh j't/ sK, i' g[;seK pkjo Bk ik ;eD.

gkm g[;seK, d[obZG g[;seK ns/ jZE fbysK, s;thoK tkbhnK g[;seK, wkfJeo' gqb/y, nkfvT{-thi[b

;wZroh nkfd B{z pzd gjz[u ftu oZfynk ikt/. ni/j/ gqb/yK dh ;zGkb nfijh wzr eodh j?.
fibdp zdh (Binding)

g[;seK dh fibdpzdh dh b'V g?Idh j? feT[Ife brksko tos'I ekoB g[;seK cN iKdhnk jB g[;seK

dh ;[uZih ;zGkb bJh g[;seK dh fibdpzdh b'VhIdh j'. ;[uZih fibpzdh Bkb g[;seK dh   fdZy

tXhnk brdh j?. uzrh fibdpzdh Bkb g[;seK dh tos'I ;w/I i/eo mhe Yzr Bkb Bk tosh ikt/

sK T[; t/b/ th cND s'I pukT[Idh j?. fibdpzdh g[;se d/ GZdkgD Bz{ ysw eodh j? ns/ tosD

tkfbnK B{z g{oh s;Zbh fdzdh j?.

fibdpzdh eJh fe;w dh jz[dh j?L fit/I fe gqek;ae d[nkok eokJh fibdpzdh, bkfJp/qoh fibdpzdh,

g{oh uwV/ dh fibdpzdh l nZXh uwVk fibdpzdh l g{oh egVk fibdpzdh ns/ nXh egVk fibdpzdh

l

bkfJp/qoh B{z xZN s'I xZN ehws s/ ns/ xZN s'I xZN ;w/ ftu tXhnk fibdpzdh :ehBh pDkT[Dh

ukjhdh j?.
g[;se gVskb (Stock verification/Stock Taking) :-

;Nke gVskb s'I Gkt foekov ftu nzfes t;s{nK dh G"fseh iKu eoBk j?. bkfJp/qohnK ftu

;Nke gVskb dk noE fJj ikDBk j? fe fijVhnK g[;seK bkfJp/qohnK ftu Gzvko ehshnK jB

T[j G"fse s'o s/ w'i{d jB iK Bjh.
b'V L (Need) :-

1H ;Nke iK g[;se gVskb dh w[Zy b'V ns/ T[d/;a fJj ikDBk j[zdk j? fe bkfJp/qoh d/ g[;se

Gzvko dh ;fEsh eh j?. G'fse s'o s/ ;ko/ gqb/y bkfJp/qoh ftu w"i{d jB iK BjhI.

2H yk; ;w/ d"okB r[zwhnK g[;seK$gqb/yK B{z ikDBk.

3H ;a?bc ns/ ;N?e (stacks) ~ g{oh soQK ikDBk.

4H ;Nkc ns/ nfXekohnK B{z B[e;kB pko/ ikD{ eotkT[Dk ns/ fJ; B{z o'eD d/ T[gk eoB/.

5H bkfJp/ qoh d/ foekov-e?Nkbkr, ;a ?bc okfi;No, n?e;?;B ofi;No nkfd B{z ;[Xkfonk

iKdk j?.

6H g[;seK dh SKNhH (Wedding out) eoB ftu ;jkfJsk fwbdh j?.

7H gbq/yK ~ fibdpzdh w[owzs, ft;a/;a fXnkB dh b'V jz[dh j?. g[;se gVskb t/b/ nfijhnK

g[;seK ~ ;zrqfj ftu'I pkjo eZYD ftu ;jkfJsk fwbdh j?.

8H eowukohnK ~ T[jBK gqb/yK dh ikDekoh j' iKdh j? fiBQK B{z d[pkok ;a?bftzr, N?r nkfd

dh b'V j[zdh j?.

9H r[zw j'JhnK ns/ cNhnK j'JhnK g[;seK dh i/ fiankdk wzr j't/ T[jBK dh EK T[jBK dhnK

j'o ekghnK yohdhnK iK ;edhnK jB.

10H bkfJp/qoh r[zw j'JhnK g[;seK dh ehws dk nzdkiak brk ;edh j?.
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g[;se gVskb dk ezw eoB s'I gfjbK fJ; dk T[d/;a fBoXkos eoBk ukjhdk j? L

1H bkfJp/qoh fejV/ T[d/;a gqkgs eoBk ukjz[dh j?.

2H eh g{oh g[;se gVskb (Full/Partial/Random)$nKf;e$p/j[dh$eoBh j?.

3H fJj ezw e'D eo/rk <

(T) bkfJp/qoh eowukoh l

(n) ;/tk w[Zes j'J/ bkfJp/qoh gq'c?;aBb l

(J) pkjobh J/iz;h.

4H g[;se gVskb dk teck (Intervals) iK brksko gqfeqnk.

5H eh bkfJp/qoh pzd eo fdsh ikt/ iK y[ZbQh oZyh ikt/.

6H g[;se gVskb dh ftXh ns/ fJ; dh Go';/:'rsk.

7H g[;se gVskb dk youk$ns/ r[zwhnK g[;seK.
ftXhnK L-(Methods)

g[;se gVskb d/ T[d/;ak B{z wZd/ Biao oZyd/ j'J/ bkfJp/qohnK B/ eJh ftXhnK ngDkJhnK

jB. fit/I L

- ;kXkoD frDsh.

- p/s[eh ;?Igb ftXh.

- gqsh c[ZN g[;seK dh frDsh.

- n?e;?;B Bzpo d[nkok.

- ;a?bc ofi;No ekov.

- ;a?bc fb;N ekov.
;a ?bc ofi;No ekov L (Shelf Register Card) L-

T[j bkfJp/qohnK fijVhnK fJ; ftXh B{z ngDkT[IdhnK jB gqb/yK dk fJe j'o gZek foekov ekovK

T[Zs/ fsnko eodhnK jB fi; B{z *;a?bc ofi;No ekov* nkyd/ jK. fJjBK ekovK dh soshp

;wkB nzso fjZb i[Zb d/ f;XKs  (Principles of parallel movement) T[Zs/ nXkfos jz[dh j?.

d{i/ ;apdk ftu ekovK dh soshp g[;seK dh ;a?bcK T[Zs/ soshp Bkb w/b yKdh j?. ;a?bcK T[Zs/

g[;seK dh soshp ftu i/ e'Jh spdhbh nkT[Idh j? sK ;a?bc ekovK B{z th T[; soQK pdb fdsk

iKdk j?. fJj ekov skb/ ukph ftu oZy/ iKd/ jB. nkw gkmeK dh fJjBK sZe gjz[u BjhI jz[dh.
; a ?bc fb;N ekov ftXh (Shelf List Card method) L-

fJ; ftXh ftu ;a?bcK T[Zgo gJhnK g[;seK B{z ;a?bc ekovK Bkb fwbkfJnk iKdk j? fijV/ fe T[;/

soshp ftu jz[d/ jB fit/I g[;seK ;a?bcK T[Zgo oyhnK jz[dhnK jB. fijVhnK g[;sek ;?abcK T[Zs/

BjhI jz [dhnK T[jBK d/ ekovK B{ z N/vk eoe/ yVk eo fdsk iKdk j?. fJjBK ekovK B{z fJFa{

foekov, fibdpzdh bJh G/ihnK rJhnK g[;seK ns/ bkfJp/qoh ftu'I eZYhnK (withdrawal) rJhnK

g[;seK d/ foekov Bkb iKu ehsh iKdh j?. i' ekov pkeh ofj ikD T[j g[;seK bkfJp/qoh ftu'I

r[zw j'JhnK ;wMhnK iKdhnK jB.

fJ; ftXh Bkb ezw S/sh j z [dk j? fJe t/b / pj [s ;ko / ftneshnK B { z e zw ;'g e / ezw

S/sh fBgNkfJnk ik ;edk j?.
Yzr (Procedure) :-
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1H ;ko/ ;N?e B{z ;jh GkrK ftu tzv fdsk iKdk j? ns/ gqfsfdB dh wksok fBoXkos eo

fdsh iKdh j?.

2H fJe ftnesh fJFa{ Nq/n ftu'I p[Ze ekovK s'I ekb BzpoK B{z gVQdk j? fJ;/ soQK jo EktK

s'I g[;seK B{z ekovK Bkb fwbkfJnk ikdk j?.

3H fJ; sQoK ;ko/ ;pzfXs y/so dhnK g[;seK Bkb ekovK dk fwbkB ehsk iKdk j?.

4H fco N/qn B{z ;N?e J/ohJ/ d/ y/so ftu fbnkT[Id/ jK s/ iKu ehsh iKdh j?.

5H T[j g[;seK fijVhnK ;N?e ftu'I Bjh gqkgs jz[dhnK T[jBK d/ ekov yVQ/ eo fdzd/ jK.

6H fdB d/ nzs ftu yVQ/ ehs/ ;ko/ ;a?bc ekovK B{z fJeZso eoe/ fJjBK g[;seK ~ Y[zfvnk

iKdk j?.
bkG L-(Advantages)

1H fJ; okjh B[e;kB dk gsk ubdk j? ns/ ;[oZfynk gqpzX eoV/ eo fds/ iKd/ jB.

2H g[;se gVskb Bkb e?Nkbkr ns/ j'o foekovK dh ;'X j' iKdh j?.

3H ;ko/ ;zrqfj dh ;kc ;ckJh j' iKdh j? ns/ g[;seK dh G'fse fdZy mhe j' iKdh j?.

4H fJj g[;seK B{z mhe EK T[Zs/ gjz[ukT[D ftu ;jkfJe j?.

5H fJj nfXekohnK B{z fJj ikDB bJh :'r pDkT[Idk j? fe eh bkfJp/qoh eowukoh JhwkBdko

jB iK BjhI.

6H g[;se gVskb bkfJp/qoh d/ neko T[Zs/ fBoGo eodh j?. tZvhnK bkfJp/qohnK ftu fJj ezw

w[;aeb jz[dk j?.

7H g[;se gVskb tZvhnK bkfJp/qohnK ftu fJe' MNe/ ftu ehsh iKdh j?. fJ; dh wk;No

ekgh pDkT[D dh b'V BjhI j?.

8H fJe' t/b/ ;koh bkfJpq/oh dh gVskb eoBh iao{oh BjhI. fJe yk; fdB fJe ft;/a dh gVskb

ehsh ikDh ukjhdh j? T[j ft;a/ bJh gkmeK dh nkwd pzd eo fdsh ikt/. fJ; gqeko

bkfJp/qoh  ;/tktK ubdhnK ofjzdhnK jB. gkmeK dk e'Jh B[e;kB BjhI j[ zdk Bk jh

bkfJp/qoh B{z pzd eoBk g?dk j?.

9H G"fse s"o s/ T[gbZpX, fJFa{ j'JhnK g[;seK, ns/ r[zw j"JhnK g[;seK dk gsk ub iKdk

j?.

10H r[zw j'JhnK g[;seK B{z d[pkok yohfdnk ik ;edk j?.

11H ;a?bcK dh ;'X j' iKdh j?.

12H fiBK g[;seK dh fibdpzdh, w[owzs nkfd dh b'V j't/ T[jBK dk gsk ub iKdk j?.

13H eowukohnK dh ;zrqfj Bkb ikD gSkD j' iKdh j? T[j gkmeK B{z tXhnK ;/tk d/ ;ed/

jB.
jkBhnK L-(Disadvantages)

1H fJj eowukohnK d/ ;w/I dh popkdh eodh j? fJjh ;wK feXo/ j'o ;/tktK d/D bJh tos

;ed/ jK.

2H f;ZN/ nkw s"o s/ BKj gZyh fBebd/ jB.

3H bkfJp/qoh B{z pzd eoBk g?Idk j?. fJ; eoe/ fBZs d/ ezwK dh rsh ftu o[ektN nkT[Idh

j?.

4H tZvhnK bkfJp/qohnK d/ g[;se Gzvko dh gVskb eoBh n'yh j?.

5H fJ; okjh g?;/, ;wZroh ns/ ;Nkc tb'I you/ rJ/ ezw d/ xzN/ ftnoE ;kps j[zd/ jB.



105p?u{bo nkc bkfJpo/oh ns/ ;{uBk ftfrnkB gouk 

6H g[;se gVskb ftu nkfJnk youk r[zwhnK g[;seK dh ehws s'I tZX j[zdk j?. fJe tko

i' g[;seK r[zw j' rJh j't/ T[j jw/;ak bJh r[zw ;wMh iKdh j? fJ; s'I fJbktk g[;se

gVskb bJh tkX{ dk youk podk;s eoBk g?I Idk j?.

7H fJ; ezw B{z eoB bJh ;?abc T[zs/ g[;se soshp B{z ikuDk g?dk j? fJ; okjh ;Nkc dk

;wK ftnoE B;aN j[zdk j?.

8H i/ ;koh bkfJpq/oh dh g[;se gVskb fJe' t/b/ Bk ehsh ikt/ sK fJZXo n?Xo oyhnK rJhnk

g[;seK B{z r[zw j'fJnK jh ;wM fbnk iKdk j? ie fe n;b ftu g[;se d{ihnK g[;seK

ftu oZb iKdhnK jB.

9H fJ; ftu pj[s ;wK brdk j?.
Bw { zB k g [;se gVskb (Sample Stock Taking) :-

tZvhnK bkfJp/qohnK ftu ;zrqfj dh gPoh gVskb BjhI ehsh iKdh gozs{ fJe fj;/$ft;/a ftu'I ;?gb$

Bw{zBk b? e/ gVskb ehsh iKdh j?.
; a ?bft zr ns/ d [pkok F ?b zft zr (Shelving and reshelving) :-

fJj ;?e;aB, seBheh ;a?e;aB e'b'I nkJhnK BthnK g[;seK dh F?bftzr bJh i[w/tko j?.

T[j g[;seK i' ;oe{b/;aB ;a?e;aB, ohfvzr o{w, (reading room) ns/ j'o EktK s/ gkmeK

tb'I tkuhnK iKdhnK jB, T[jBK B{z d[pkok nkgDh EK T[Zs/ gjz[ukT[D dk ezw th ;zGkb ;a?e;aB

eodh j?.
soshp ns/ w[V soshp (Arrangement and Rearrangement) :-

fJ; ;a?e;aB B{z ;a?bcK ns/ ;N?eK dh soshp dk fXnkB oZyDk jz[dk j?. bkfJpq/oh tZXD c[bZD tkbh

;z;Ek j?. ;zrqfj brksko tXdk j?. eJh tkoh ;zrqfj B{z d[pkok soshp dh b'V g?Idh j?. fIit/

I e[M eZu/ (temporary) ft;/a T[Zs/ ;zrqfj iK ;bkBk fJeZso j'JhnK g[;seK ~ d[pkok w[Zy ;zrqfj

ftu ;akwb eoBk jz[dk j?. fJj ezw th fJ; ;a?e;aB d[nkok ehsk iKdk j?.
SKNh eoBk (Weeding out) :-

;zrqfj B{z ;jh soshp ns/ ihts oZyD bJh, tos'I ftu Bk nkT[D tkbhnK g[;seK, g[okD/ ;z;eoD

dh SKNh iao{oh j?. fJ; ;?e;aB B[z g[;seK dh nfijh ;fEsh B{z bkfJp/qohnB$ew/Nh d/ fXnkB ftu

fbnkT[Dk ukjhdk j?.
gkme ;/tK L (User Service) :-

;N?e ftu gkmeK dh ;jkfJsk bJh ;Nkc B{z jw/;ak jkio ofjDk ukjhdk j?. jo fJe ;N?e ewo/

ftu fJe ofi;No oZfynk ikt/. i/eo gkme B{z e'Jh g[;se gqkgs BjhI j[zdh sK T[; dk foekov

fJ; foi;No ftu fbfynk ikt/. ;Nkc tZb'I fJ; ofi;No dh o'iakBk iKu ehsh ikt/ ns/ gkmeK

B{z g[;seK bZGD ftu ;jkfJsk ehsh ikt/. fJj ;koh ;fEsh gkmeK ns/ nfXekohnK bJh ofi;No

ftu B'N ehsh ikt/. fJ; okjh ;zrqfj ftek; ns/ gkmeK dhnK ;wZf;nktK pko/ c?;b/ b?D ftu

;jkfJsk fwbdh j?.
;ckJh (Cleanliness) L-

fJ; ;a?e;aB B{z ;N?eK ns/ ;a?bcK dh ;ckJh dk fXnkB th oZyDk jz[dk j?. fJ; ezw bJh t?e{:w

(Vacuum) ebhBo dh tos'I ehsh ikt/.
g [;seK dk r[ zwDk (Loss of documents) L-

e [M bk fJp / qohnK ftu ew/NhnK g [;se gVskb eotkT [ IdhnK jB. pj[s ;kohnK ew/NhnK
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bkfJp/qhnK B{z nkX[fBe pDkT[D ftu ;jkfJsk eo ojhnK jB. T[j nfXekohnK B{z bkfJp/qoh dk

ezfgT{NoheoD eoB ftu f;cko;aK eodhnK jB.

eJh ;z;Ektk ns/ bkfJpq/ohnK ftu ;fjekosk ns/ B?Ntofezr nkw j' rJh j?. bkfJp/qoh ;fjekosk

;w{j pDk ojhnK jB ns/ B?Ntofezr Bkb i[V ojhnK jB s/ gVB:'r ;wZroh se gj[zu eo ojhnK

jB.
g[;se ;'X (Stock rectification) :-

y[ZbQh gjz[u ftu gkmeK dh g[;se sZe f;ZXh gjz[u j[zdh j?. gkme fJjBK ~ rZbs EktK T[Zs/ oZy

fdzd/ jB. fJ; bJh iao{oh j? fe gqb/yK dh soshp B{z fB:w pZX sohe/ Bkb ;'fXnk ikt/. ;Nkc

B{z o'i ;a?bcK dh soshp B{z rj[ Bkb iKu eoBk ukjhdk j?. i/eo soshp ftu e'Jh yokph j't/

, g[s;eK rbs EK T[Zs/ gJhnK j'D T[; B{z mhe eoBk ukjhdk j?.

nfijk eoB Bkb ;NKca dh ;zrqfj Bkb ikD-gSkD j' iKdh j?. fJ; okjh T[j tXhnK

;/tk d/D d/ :'r j' iKd/ jB. ;N?e ftu ;Nkc dh jkiaoh ns/ j[f;ankoh Bkb u"e;h pDh ofjzdh

j?. fJ; soQK pj[s ;kohnK bkfJp/qohnK ftu gkmeK tb'I g[;seK B{z u"oh eoB' o'fenk ik ;edk

j?.
g [s;e gVskb fe; ~ eoBh ukj hd h j ?.

fJj ezw pjob/ ftneshnK tb'I BjhI eoBk ukjhdk j? go gq'c?;aBbK tb'I ehsk ikDk ukjhdk j?.

fJj seBheh ekoi j?. eJh bkfJp/qohnK d/ siop/ dZ;d/ jB fe pjob/ b'e ezw ftu tXhnk o[uh

BjhI b?d/. T[j fiandk rbshnK eoBr/. rz[whnK g[;seK B{z bZGD bJh bkfJp/qoh ;Nkc B{z finkdk

;wK brkT[Dk gt/rk feT[Ife ezw mhe Yzr Bkb BjhI ehsk frnk j[zdk.

i/eo bkfJp / qoh e'b ;Nkc xZN j't / sK ;/tk w[es j't / ftnesh$p /o [i arko gq 'c ?; aBbK B{ z

m/e/ T[Zs/ oZy e/ ezw eotkT[Dk ukjhdk j?.

go soihj bkfJp/qoh ;Nkc B{z jh fdsh ikt/. fJ; ezw B{z eoB Bkb T[jBK dh ;zrqfj Bkb tkech

j' ikt/rh. i/ g[;seK r[zw j[zdhnK jB sK T[j y[Zd fJ; pkps u"e; j' ikDr/. T[j g[;seK dh

SKNh, cNhnK, w[ozws, ns/ fibdpzdh tk;s/ g[s;eK pko/ c?;bk eoB ftu :'r j' ikDr/. ;?abftzr,

N?r nkfd pko/ th ikDekoh fwb ikt/rh. T[j ;a?bcK dh soshp, T[jBK ftu b'V nB[;ko spdhbh,

rbs j'Jh torheoD dh do;[sh eoB ftu ;woZE j' ikDr/.
n ?e; ?; aB ns/ ; a ?bc ofi;No (Accession and Shelf Register) :-

d'B'I bkfJp/qoh d/ gZe/ foekov jB. id fe n?e;?;b ofi;No frDKsfwe soshp ftu j[zdk  j?,

;a?bc ofi;No ;a?bc soshp nB[;ko j[zdk j?.

n?e;?;B Bzpo fJj d;dk j? fe fJe gqb/y bkfJp/qoh ftu ;w/I ;w/I f;o ;akwb j[zdk nk fojk j?.

;a?bc ofi;No gqb/y dh ;a?bc T[s/ EK d;dk j?.

;a?bc ofi;No ;fEo j?, idfe ;a?bc ekov ubdk ofjzdk j? gqb/y dh EK pdbD Bkb fJj th

pdb iKdk j?. i/ fJe g[;se dk n?e;?FB BzL 1522 j?. fJj fJ; dk gZek Bzpo j?. go

gqb/y ni/ iBob ;zrqfj dk Gkr j' ;edk j? sK fJ; dk ekov th iBob ;zrqfj ;a?bc ofi;No

e?phBN d/ ftu j't/rk. eZb B{z fJj gkm g[;se ;zrqfj ftu ik ;edk j?. fJ; soQK ;?bcekov

eqwnB[;ko ;a?bc ekov e?phBN ftu s[odk fcodk ofjzdk j?.

n?e;?;B ofi;No dh soshp n?e;?;B Bpzo nB[;ko jz[dh j? id fe ;a?bc ofi;No e?phBN ;zrqfj

ns/ ekb Bzpo nB[;ko soshp ehs/ j[zd/ jB.
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fJj d 'B ' I ofi;Nok B{ z g [;se gVskb bJh tos ;ed/ jK feT[ I fe fJj bkfJp / qo h ftu

gqb/yK d/ Gzvko dh j'Id dZ;d/ jB. gozs{ n?e;?;B ofi;No dh soshp fJ; B{z g[;se gVskb d/

:'r BjhI pDkT[Idh idfe ;a?bc ofi;No ekov dh soshp g[;se gVskb d/ :'r j[zdh j?. **n;b

ftu fJj ;Nke ofi;No j[zdk j? (Ranganathan S.R. Library Administration - p. 372).**
;wkBn zso fj Zb-i [ Zb dk f;XKs (Priniciple of Parallel Movement) :-

;zGkb ;?e;aB B{z ;a?bc ofi;No foekov fsnko eoBk g?Idk j?. fJj skb/ ukph ftu ofynk  iKdk

j?. w?B[nb gqDkbh ftZu fJ; B{z ekovK T[Zs/ fsnko ehsk iKdk j?. fJ; dh soshp ;a?bcK T[Zs/

oZyhnK j'JhnK g[;seK Bkb w/b ykdh j? iK fJjBK d/ ;wkBnzso j[zdh j?. ;a?bc ofi;No ekov

;zrqfj d/ ;wkB-nzso ubd/ jB. i/eo gqb/y, ioBb ;zrqfj s'I ftGkrh ;zrqfj ftu pdb/ iKd/ jB

sK T[; gqb/y dk ;a?bc ekov T[;/ EK s/ pdb fdsk ikt/rk. i/ g[;se fJFa{ j'Jh j? iK gkme

bkfJp/ qoh ftu p?m e/ gVdk j? T[; jkbs ftu ;a ?bc ekov ;fEo ofjzdk j?. ;a?bc ekov

gqb/y d/ ;wkB nzso fjZb i[Zb B{z ngDkT[Idk j?.

;a?bc ofi;No e?pfBN bkfJp/qoh ftu ;Nke dk X[ok j[zdh j? fJ; soQK eqwnB[;ko ;zGkb bkfJp/

qoh ;Nkc dk X{ok jz[dh j?. (Ranganathan, S.R. Library administration p. 371)

;t ? gV QB: 'r ;tkb L-

1H gZNh soshp.

2H ;zrfms g[;se Gzvko.
j 'o gV QB bJh L
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