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2.1.0 T[d/;aL- (Objectives)

(1) o;kbk ns/ o;kbk ftGkr d/ noE s'I ikD{ eotkT[Dkl
(2) o;kbk u'D d/ tZy tZy ;kXBk pko/ ikDekoh gqdkB eoBkl
(3) o;kbk gqkgsh d/ YzrK pko/ ikDekoh d/Dkl
(4) o;kbk ftGkr ftZu b'VhIdh ;wZroh | T[geoDk pko/ o';aBh gkT[Dkl ns/
(5) o;kbk ftGkr d/ d?fBe ekoiK pko/ ;{uBk d/Dk.

2.1.1 G{fwek L- (Introduction)

o;kb/ tZb'I d' gqw[Zy G{fwektK fBGkJhnK iKdhnK jB. fJj Bt/I ftuko ns/ ekYK B{z ;zukfos eoB dk iohnk j?. fJ;
eoe/ ftfrnkBh o;kfbnK d/ Bt/I nze gVd/ jB. fJj frnkB dk Gzvko th nytkT[Id/ jB. fJj bJh y'ih, o;kfbnK dk gq:'r
ft;a/;a ;{uBk y'iD bJh eod/ jB. fJ; dk wzst sk}k ns/ ;w/I nB[e{b ;wroh gqdkB eoBk j?.
2.1.2 gfoGk;ak L- (Definition)

nkw fve;aBohnK ftZu fJ; dh gfoGk;ak ekch obrZv j?. ioBb iK fgohnkvheb  À fJe fgohnkvheb gqek;aB
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fijVk yk; s"o s/ nkX[fBe o[uhnK fiBQK B{z nkw s"o s/, ft;a/;a ;w{jK dh b'V dh g{osh bJh tofsnk iKdk j't/.Á ns/ w?rihB
ÀfJe fgohnkvheb gqek;aB fi; ftZu b/yK, ejkDhnK, eftsktK ns/ s;thoK dk ;zrqfj fijVk nkw b'eK d/ gVB bJh j[zdk j?.Á

ghohnkvheb s'I Gkt e'Jh th nfijk gqek;aB fijVk fB:s ;w/I iK fB;afus ftZE s/ gqekf;as jz[dk j't/. fJj jcsktkoh,
wjhBktkoh, fszB, S/ wjhB/ d/ nzso Bkb th j' ;edk j?.
vkH n?;H nkoH ozrkBkEB nB[;koL-

Àfgohnkvheb gpbhe/;aBL- otkfJsh gqb/y fi; ftZu fBwB ft;a/a;skJhnK j[zdhnK jBL
(1) fJe tkb:{w iK tkb:{wK dk S'Nk ;w{j i' ;kb d"okB Sgdk j't/ iK fJe ;kb ftZu g{ok j[zdk j't/ (iK j'o fB:ws

tec/) Gkt/I tec/ ftZu fB:wpZX Bk th oj/.
(2) jo fJe nrbk tkb:{w iK tkb:{wK dk fgohnkvheb ;w{j nkw s"o s/ SZgD d/ ;kb Bkb pdbdk j? ns/ iK fe;/

gqDkbh d/ ;XkoD iK r[zMbdko eqfwe nze Bkb ;pzfXs j[zdk j't/. nfijk Bzpo nkw s"o s/ tkb:{w Bzpo nytKT[Idk j?.
(3) jo tkb:{w d/ gqek;aB dk fJokdk jw/;ak bJh SZgD bJh j[zdk j?. Gkt/I nfijk BjhI th j' ;edk.
(4) jo fgohnkvheb dk NkfJNb (Title)| BK jw/;ak ;ko/ tkb:{w ftZu fJe oZyD dk fJokdk j[zdk j?. go nfijk BjhI th

j[zdk.
Àfgohnkvheb gqek;aB, gohGkf;e ;apd nXhB fe;/ fgohnkvheb gpbhe/;aB d/ fJe tkb:{w B{z nkfynk iKdk j?.

fit/I fe T[go toDB ehsk frnk j?.Á (C C C p. 135)

À;hohnb-fgohnkvheb gpbhe/;aB fi; d/ jo fJe tkb:{w iK fJe o;kfbnK dk ;w{j fiBQK ftZu fJe' fe;w dh ;{uBk
nzfes j[zdh j?. nkw s"o s/ fJe' o{g j[zdk j? w[Zy s"o s/ fJe ;kb iK j'o ;w/I Bkb ;pzfXs j[zdk j?. fJj nkw s"o s/ fJe tkb:{w
d/ o{g ftu efYnk iKdk j?. fJ; ftu ftfGzB ftf;anK ;pzXh ikDekoh BjhI j[zdh, frnkB dh brksko T[BZsh dk fiaeo j[zdk j?. fitI/
T[go df;nk j? ;hohnb dk gfoGkf;ae ;apd ;hohnb dk e'Jh fJeZbk tkb:{w j[zdk j?.Á (C C C p. 135)

2.1.3 u'D N{bi (Selection Tools)L-

g[;seK Bkb'I o;kfbnK dk fppfbT[rkqfce B?Ntoe nbr j[zdk j?. o;kfbnK d/ u'D N{bi pj[s xZN jB. fJjBK dh
;whfynk N{bi th E'V/ jB, i/ jB sK pj[s d{o d[okvhnK EktK s/ T[gbZpX jB. g[okD/ ;fwnK ftu ;wZf;nk nfijh BjhI j[zdh ;h
T[; t/b/ gpbh;aoi o;kb/ d/ nze dh fJe ekgh w[cZs bkfJpq/oh B{z iKu eoB bJh d/ fdzd/ ;B. gozs{ nZi pj[s ;ko/ gpbh;aoi
fJ; dh ehws b?Id/ jB. fJ; dk pZiN T[Zs/ n;o g?Idk j?. fJ; bJh uzrk j't/rk fe BtK ;hohnb b?D s'I gfjbK T[; dk fJe nze
Bw{B/ ti'I fbnk ikt/.

fszB bkGdkfJe N{biL-

(1) Ulrich's Internation Periodical Directory. R.R. Bowker, Irregular Serials & Annuals (R. R.

Bowker and Standard Periodical Directory (Oxford Communication). fJj ft;a/ nB[;ko soshp ehshnK
j[zdhnK jB s/ ;[b/yK ftZu o;kb/ pko/ g{oD ikDekoh fdsh j[zdh j?.
(2) Ulrich's Annual B{z Ulrich's Quartely tb'I g{oD ehsk iKdk j?.
(3) Standard Periodical Directory. tb'I nwhqeB ns/ e?B/vhnB o;akb/ nzfes ehs/ iKd/ jB. fJj pj[s jh tXhnk

o;akbk u'D N{bi jB.
d{i/ N{bi L-

(1) Guide to Current British Journals (London Library Association),

(2) Willing's Press Guide, Press in India,

(3) Directory of Periodicals Published in India Compiled by Sushil Kaur and P. Sapra.

(4) Indian National Bibliography (Gkos), ns/
(5) British National Bibliography (:{He/H) d/ Bt/I o;akfbnK B{z nzfes eodhnK jB.
(6) Library Journal (R. R. Bowker) ftu Bt/I o;akfbnK dk fJe Gkr ;{uhpZX ehsk j[zdk j?.
2.1.4 u'D ftXhnK (Selection Methods) L-

o;kfbnK B{z u[DB bJh nkw s"o s/ ft;a/;ar dh ;bkj bJh iKdh j?. fJzv?ef;zr ns/ n?p;No?efNzr fgohnkvhebK B{z
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th t/fynk iKdk j? fJj nkw s"o s/ ft;a/ d/ wjZstg{oB o;kfbnK B{z jh nzfes eod/ jB. d{ik fJjBK bJh fJzv?ef;zr ns/
n?p;No?efNzr ;/tk fsnko eoB dh b'V BjhI ofjzdh. shik o;kfbnK dh ft;a/ ;{uh (Contents) n;kBh Bkb T[gbpX j' iKdh
j?. e[M o;kfbnK d/ fttoD (Citation) th gqkgs j' iKd/ jB. fijV/ o;kb/ f}nkdk (Cited) j[zd/ jB T[jBK B{z u[DBk
bkGdkfJe j[zdk j?.

o;kfbnK dh tos'I th fJjBK dh u'D ftu :'r G{fwek fBGkT[Idh j?. tZvhnK ns/ ft;a/;a bkfJpq/ohnK tb'I wzrtkJ/ ik oj/
o;kfbnK dhnK ;{uhnK th fJ; ezw bJh ;jkfJe j[zdhnK jB.

o;kfbnK ns/ g[;seK dh u'D ftzu nzso j[zdk j?. o;kb/ dk uzdk G/iDk pj[s ;'u ;wM e/ eoB tkbk ezw j?. fJ; dk
noE j? fe ftZs ns/ o;kbk wzrtkT[D bJh bzp/ ;w/I dh tuBpZXsk eoBh g?Idh j?. g[;se u'D dk ezw fJe t/b/ dk ezw j[zdk j?
g[;seK u[D e/ nkovo eo fdshnK iKdhnK jB ns/ gqkgs j' iKdhnK jB ns/ T[jBK dk foekov oyDk n;kB j[zdk j?. id fe
o;kb/ S'N/ S'N/ nzeK ftu nkT[Id/ jB ns/ fJjBK dk foekov oyDk N/Yk ezw j?.
2.1.5 o;kbk u'D s/ sZs (Factors in Periodical Selection)

o;kfbnK dh u'D B{z fBwBfbys sZs gqGkfts eod/ jB L
2.1.5.1 bkfJpq/oh dh fe;w L (Type of Library)

bkfJpq/oh dh fe;w o;kfbnK dh u'D ftZu gqw[Zy sZs j[zdh j?. gpfbe bkfJpq/oh ftu o;kfbnK dh u'D ;w[dkfJ dhnK
wzrK B{z fXnkB ftu oZy e/ ehsh iKdh j?. finkdk s'I finkdk b'e-fgq: o;kb/ u[D/ ikD/ ukjhd/ jB. :{Bhtof;Nh bkfJpq/oh f;fyne
o;kfbnK B{z wzrtkT[IdhnK jB T[jBK dh frDsh th tZX j[zdh j?. T[j ftZs dk tZvk Gkr o;kfbnK T[Zs/ youdhnK jB. ft;a/;a
bkfJpq/ohnK nkgDh fgZsoh ;z;EK T[s/ nkXkfos jB ns/ T[; dh b'V nB[;ko o;kb/ wzrtkT[dhnK jB. tgkoe | ft;a/;a
bkfJp/qohnK T[jBK o;kfbnK B{z wzrtkT[dhnK jB fijV/ T[jBK d/ gkmeK bJh b'VhId/ jB.
2.1.5.2 gkmeK dhnK wzrK (Needs of Users)L-

o;kfbnK B{z gkmeK bJh wzrtkfJnk iKdk j?. fJ; bJh fJj io{oh j' iKdk j? fe bkfJpq/ohnK tb'I gkmeK dhnK b'VK ns/
wzrK, gZXoK, Gk;aktK, ft;ak o[uhnK, Xzd/, tgko nkfd B{z fXnkB ftZu oZy e/ o;kfbnK dh u'D ehsh ikt/.
2.1.5.3 g/uhdhnK (Perplexities) L-

vkH ozrkBkEB B/ mhe cowkfJnk j? fe Àfgohnkvheb gpbhe/;aB y[Zd jh g/uhdk ezw j?. fJ; dhnK sozrK ;ko/
nzdkfianK ns/ T[whdK s'I nZr/ bzx iKdhnK jB. fJj brdk j? fe fgohnkvheb gpbhe/;aB Bkb ;zpzfXs e[M th BjhI SZv ;ed/
fit/I ;';kfJNh, BK, pkoposk, pDso gzB/ ns/ j'o ;wZroh, fJzv?e;, tkb:{w nzs ftZu fJ; dh ihtsk ns/ g[Bo ihtB pko/ ;'uDk
g?dK j?.Á

bkfJpq/oh fgohnkvheb | o;kb/ d/ uzd/ dk G[rskB eodh j?. j' ;edk j? fJ; B{z uzdk ndk eoB d/ pknd o;kbk gqkgs
jh Bk j't/ ns/ ;akfJd e[M nze gqkgs j' ;eD ns/ fJj bkfJpq/oh B{z d[fpXk ftu gk ;edk j?.
2.1.5.4 w[cs ns/ spkdbk (Gifts and Exchange) :-

:{Bhtof;Nh ns/ y'i bkfJpq/ohnK eJh fe;w dhnK ;z;EktK, ;oeko, ezgBhnK ns/ ekog'o/N ;GktK dhnK fog'oNK
nkfd gqkgs eodhnK jB. pj[s ;kohnK nfijhnK gqek;aBK w[cs iK spkdb/ ftZu gqkgs j[zdhnK jB. fJBQK pko/ ;{uBk fJeZso
eoBh ns/ ;wZroh gqkgs eoBk, fuZmh gZso eoBk pj[s n"yk ezw j?. bkfJpq/oh B{z ;EkfBe, oki, y/soh, ok;aNo, nzsok;aNo ns/
ftd/;ah J/iz;hnK ns/ ;oekoK B{z fbyDk g?Idk j?.
2.1.5.5 ftZs (Finance) L-

o;kfbnK uzdk G/iD ftu ftZs fBoXkoB eoBk ns/ ehws dk tkXk gqw[Zy G{fwek fBGkT[Idk j?.
2.1.6 gqkgsh ftXhnK (Acquisition Methods) L-

o;kfbnK | fgohnkvhebK B{z fBwB ftXhnK oKjh gqkgs eo ;ed/ jK. uzdk (Subscription)L finkdkso bkfJpq/oh
ftZu o;kfbnK B{z uzdk ftXh oKjh wzrtkfJnk iKdk j?.
2.1.6.1 w?Ipof;ag (Membership)L-

pj[s ;ko/ o;kb/ ;z;EktK d/ w?Ipo pD e/ gqkgs ehs/ ik ;ed/ jB. T[dkjoD, I. L. A. Bulletin B{z n;hI fJzvhnB
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bkfJpq/oh n?;';ahJ/;aB d/ w?Ipo pD e/ gqkgs eo ;ed/ jK. fJ; soQK nzso ok;aNoh ;az;EktK ÀfJzNoB?;aBb c?vo/;aB cko
vke{w?BN/;aBÁ (FID) ns/ fJzNoB?;aBb c?vo/;aB nkc bkfJp/qoh n?;';hJ/;aB n?Iv fJB;NhfuT[;aB (IFLSA) nfijhnK ;z;EktK
jB. fJjBK d/ w?Ipo pD e/ fJjBK tZb'I ikoh ehs/ iKd/ o;kb/ ns/ d{ihnK gqek;aBK gqkgs eo ;ed/ jK. ;z;Ek d/ w?Ipo pDe/ o;kb/
;;s/ g?Id/ jB.
2.1.6.2 w[cs|spkdbk (Gifts/Exchange) L-

bkfJpo/ohnK e[M o;kb/ w[cs ftu gqkgs eodhnK ofjzdhnK jB. e[M ;oekoh ftGkrK, ;z;EktK ns/ tgkoe ndko/
nkgD/ o;kb/ fBT[ib?No, fog'oNK nkfd bkfJpq/ohnK B{z G/id/ jB. fJj ;kfjs fJjBK ;z;EktK s'I w[Zcs gqkgs j[zdk j? iK bkfJpq/
oh|fgZsoh ;z;Ek nkgDh gqek;aB d/ spkdb/ ftu th b? ;edh j?.
fJ; ;zpzXh ;{uBkL-

(1) “Handbook of International exchange of Publication. Paris: UNESCO” s'I�I gqkgs eo
;ed/ jK.

(2) Ulrich’s International periodical directory th o;kfbnK B{z gqkgs eoB dk iohnk d;dh j?.
2.1.7 uzdk J/iz;hnK (Subscription Agencies) :-

Gkos ftZu o;kfbnK d/ nkovo eoB dhnK fBwBfbys uko ftXhnK jBL
(1) uzdk J/izN (Subscription Agents)

(2) gpfb;ao} (Publishers)

(3) ;'b fv;NohfpT[No} (Sole Distributors)

(4) gZek fteo/sk (Standing Vendors)

2.1.7.1 uzdk J/izNL- (Subscription Agents)

e[M fteo/sk o;kfbnK d/ uzd/ d/ ezw ftZu w[jkos oZyd/ jB. T[j fJ; ftu pj[s o[uh b?Id/ jB. fit/I jo o;kb/ dk
nr/sk G[rskB, ;w/I f;o fBtT[Dk, nzeK dh nkwd dk fXnkB, nB gqkgs nzeK pko/ u'e;h, r[zw/ j'J/ nzeK pko/ gpbh;ao} Bkb fuZmh
gZso nkfd dk fXnkB oZydk j?. fteo/sk u[DB t/b/ T[; dhnK ;/tktK tZvk sZs j[zdhnK jB. finkdkso yk; eoe/ f;yhne ns/
y'i o;kb/ ftd/;aK ftZu SZgd/ jB. fJ; bJh J/izNK B{z fJjBK Bkb tosBk g?Idk j?. fJjBk dh eoz;h d/ spkdbk o/N G[rskB dh
ftXh pko/ fBoDk b?Dk g?Idk j?.
   2.1.7.2gpfb;ao} (Publishers):-

e[M bkfJp/qohnK o;kfbnK d/ uzdk nkovo f;ZXk gpbh;aoi B{z jh d/IdhnK jB. bkfJp/qoh f;ZX/ s'o s/ gpfb;aoi gk;'I
fpZb gqkgs eodh j? ns/ G[rskB th T[; B{z jh ehsk iKdk j?. fJ; soQK g?;/ d/ wkwb/ ftZu bkfJpq/oh ;[oZfyns ofjzdh j?. g?;/ dk
d[oT[g:'r BjhI j[zdk feTI[fe gpbh;aoi Bkb f;ZXk okpsk ns/ ;zgoe j[zdk j?. fJ; bJh nB-gqkgs nzeK B{z gqkgs eoBk nk;kB
j?.

e[M e[ gpbh;aoi yk; eoe/ e[M ftdtsk tkbhnK ;z;EktK, fteo/sk oKjh nkgD/ o;kb/ BjhI fdzdhnK fJ; bJh T[jBK
d/ o;kb/ T[jBK e'b'I f;ZXk b?D/ g?Id/ jB.

siop/ dZ;d/ jB fe gpbh;aoi e'b'I f;ZXk o;kb/ b?D ftZu pj[s youk nkT[Idk j? yk; eoe/ id'I o;kfbnK dh frDsh
finkdk j't/. bkfJpq/oh B{z ekch fuZmh gZso eoBk g?Idk j? fJ; bJh vke youk pj[s nkT[Idk j?.

fit/I bkfJp/qoh e/tb fJe o;kbk fJe ft;a/;a gpbh;ao B{z nkovo eodh j?. gpbh;ao fJ; jkbks ftu ;akfJd fJe
o;kb/ dk nkovo gqtkB Bk eo/. fJj T[;dh nkgDh fJZSk T[Zs/ fBoGo eodk j?.

fJ; ftXh ftZu i/ gpbh;ao dk gsk, o;akb/ dk NkfJNb (Title), pkopkosk (Periodicity), iK gqek;aB pdb ikt/ iK
w[bsth j' ikt/ sK pj[s w[a;aebK nkT[IdhnK jB.

d/;a dk th B[e;kB j[zdk j?. ftd/;ah gpbh;aoi fteo/sk B{z e[M fv;ekT{N th fdzd/ jB go bkfJpq/ohnK B{z BjhI fwbdk j?
fJ; bJh fJj d/;a ftu sK nkT[Idk j? fJj g[;se tgko B{z tZXD c[ZbD ftu ;jkfJsk eodk j? ns/ tXhnK ;/tktK th fwbdhnK
jB.
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2.1.7.3 ;'b fv;NohfpT{Noi (Sole Distributors):-

ftd/;aK d/ e[M gpbh;aoi nkgD/ o;kfbnK tk;s/ nkgD/ ;'b fv;NohfpT[Noi fB:[es eo b?Id/ jB. fJjBK o;kfbnK
dk nkovo fJjBK fv;NohfpT[Noi e'b eoBk g?Idk j?.
2.1.7.4 gZek fteo/sk (Standing Vendors):-

nkws"o s/ pj[s ;ko/ o;kfbnK tk;s/ gZek fteo/sk fB:[Zes eoB dh gqEK j[zdh j? ns/ nkovo T[;/ B{z fdsk iKdk j?.
fJ; dk w{b bkG fJj j? fe dcsoh ezw xZN iKdk j?, feT[Ife fJe nkovo, fJe fpZb ekoB youk xZN iKdk j?.

o; kfbnK dh nkN'w?fNe ohfBT{nb (Automatic Renewals) j[zdh j? ns/ ;Nkc dk ;wK ns/ vke youk pudk j?. fJj
fteo/sk fJe o;kb/ dhnK ;?eV/ ekghnK yohdd/ jB fJ; bJh g{ok fXnkB th oZyd/ jB. o;kb/ ftu nkJhnK spdhbhnK dk gsk
ubdk ofjzdk j?. :kd gZso fJ; fteo/sk B{z jh G/iDk g?Idk j? ns/ youk th xNdk j?.

tZvk nkovo j'D eoe/ bkfJpq/oh B{z fv;eKT[N th fwbdk j?. gZek fteo/sk rz[w j'J/ nzeK, yokp j'Jh ekgh, gqkgsh ftu
e'Jh nVuD nkfd w[;aebK ftu ;jkfJsk eodk j?. fe;/ ekoB i/ G[rskB ftu d/oh j' ikt/ sK bkfJpq/oh B{z o;kb/ gqkgs j[zd/ ofjzd/
jB. fJ; gqeko bkfJpq/oh B{z ekch n;odko s/ tXhnk ;/tktK fwbdhnK jB.
2.1.8 foekov ftXhnK (Recording Methods):-

o;kfbnK B{z foekov eoB bJh bkfJp/qoh ftu tZy-tZy ftXhnK ngDkJhnK iKdhnK jB. fJj bkfJpq/oh dh fe;w,
neko, o;kfbnK dh frDsh, gkmeK tb'I g[S/ rJ/ ;tkb nkfd rZbK T[s/ fBoGo eodk j? fe fejVh ftXh ngDkJh ikt/ fJjBk ftu'I
e[M fJ; gqeko jBL-

(1) ofi;No ftXh (Register System)

(2) yksk ftXh (Ledger System)

(3) fJe ekov ftXh (One Card System)

(4) ekov?e; (Kardex)

(5) fszB ekov ftXh (Three Card System)

(6) thihpb ekov (Visible System)

(7) fJbkeNo'fBe|ezfgT{NokJhiv ftXh (Electronic/computerzed System)

fJE/ n;hI e/tb ekov?e; ns/ fsB ekov ftXh dk toDB eo oj/ jKL-
2.1.8.1 ekov?e; (Kardex)

fJj d' ekov ftXh j?. fJjBK ekovK d/ Bw{B/ j/mK fds/ iKd/ jBL-
T[[gobk ekovL-

Title:- Publishers:- Call No.

Agent Period Vol. Amount of Bill No. Date of Reminders sent

Covered No. Subscription & Date Payment for non-receipt

of issue
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j/mbk ekovL

Year   Vol     Jan    Feb  Mar   Apr   May  Jun    Jul     Aug   Sep   Oct   Nov  Dec   T.P.  Index

Frequency Current Vol Expires with   Nature of Binding in Bindery   Vols. per year  Departmet

Library Library Lacks

has

Title Jan    Feb  Mar   Apr   May  Jun    Jul     Aug   Sep   Oct   Nov  Dec

fJe ekov B{z T[gobk ekov ns/ d{i/ B{z j/mbk ekov nkfynk iKdk j?. fJjBK dk T[d/;a nbr nbr j[zdk j?. T[gobk ekov uzdk
ns/ fpb d/ G[rskB dk g{oD t/otk fdzdk j?. j/mbk ekov o;kfbnK d/ nzeK dh nkwd dk foekov oydk j?. fJe Mbe ftZu n;hI
fJ; ekov s'I o;kfbnK d/ tkb:{w dh ;fEsh ikD ;ed/ jK fe bkfJp/qoh ftu fejV/ fejV/ tkb:{w T[gbpX jB s/ fejV/ xZN
jB. fibdpzdh dh ;{uBk th fwb iKdh j?. j/mb/ ekov d/ j/mb/ feBko/ s/ ubD;ahb gbk;fNe gZNh bZrh j[zdh j?. fJ; B{z
o;kafbnK d/ nzek dh nkwd tk;s/ tofsnk iKdk j?. fiT[I jh o;kb/ dk nze gqkgs eod/ jK sK gZNh B{z nrbh fwsh ftZu nkT[D tkb/
nze ftu fy;ek fdsk iKdk j?. i/eo nze ;w/I f;o BjhI nkT[Idk fJj gZNh d; d/Idh j? sK fteo/sk B{z fJ; nze dh :kd gZso G/i
fdsk iKdk j?.

ekovK B{z fJe ;Nhb d/ pe;/ tor/ T[geoB ftu ofynk iKdk j? fJ; dk neko 25%61%15 ;?H whNo j[zdk j? fJ; ftu
y'ybhnK go ubD;ahb Nq/nK brhnK j[zdhnK jB. Nq/n ftu ekovK B{z geVB bJh cb?g bZr/ j[zd/ jB. ekovK dh soshp obrZv
(Overlapping) f;XKs nB[;ko fJ; soQK ehsk rJh j[zdh j? fe T[jBK d/ NkfJNb (Title) Bio nkT[Id/ jB. ekovK d/ feBko/
gbk;fNe Bkb YZe/ j[zd/ jB fijV/ ekovK B{z yokp j'D s'I pukT[d/ jB. ekovK B{z o;kb/ d/ NkfJNb (Title) j/mK nyotko soshp
ehsk iKdk j? fJ; pe;/ B{z skbk th brkfJnk ik ;edk j?. fJ; bJh ekov ;[oZfyns jB. fiT[I jh bkfJpq/oh o;kb/ dk nkovo
fdzdh j? fJ; d/ d' ekov fsnko ehs/ iKd/ jB. fJjBK B{z fJjBK dh EK T[Zs/ N/qn ftu brkfJnk iKdk j?.

id'I fpZb nkT[Idk j? fJ; d/ t/ot/ ekov ftZu nzfes ehs/ iKd/ jB. id'I fteo/sk B{z G[rskB ehsk iKdk j? sK ;pzfXs
ykfBnK ftu t/ot/ Go/ iKd/ jB. fijV/ o;akfbnK d/ nze gqkgs Bjh j[zd/ T[jBK d/ :kd gZso G/iD bJh th EK pDh j'Jh j[zdh j?.

id'I o;kab/ dk nze nkT[Idk j? sK T[; dk ekov N/qn ftu'I bZfGnk iKdk j? fJj o;kb/ d/ NkfJNb nB[;ko nyotko soshp
ftu j[zdk j?. fJ; nze dh gqkgsh nzfes eo fdsh iKdh j? ns/ ozrdko bZrh gZNh B{z nze dh nrbh Bh:s fwsh tZb fy;ek fdsk
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iKdk j?.
jo jcs/ d/ fBoXkos fdB B{z nBgqkgs nzeK d/ :kd gZso G/i/ iKd/ jB ns/ ;pzfXs ykfBnK ftZu B'N ehs/ iKd/ jB.
id'I tkb:{w g{ok j' iKdk j? sK fco d[pkok fJ; dh ;{uBk nzfes ehsh iKdh j?.

bkGL- (Advantages)

1. fJj o;kfbnK dh nkwd ns/ G[rskB dk g{ok foekov oydk j?.
2. ;Nkc B{z o;kb/ dh g{oh ;fEsh dk fJe EK s/ gsk brdk ofjdk j? ns/ gkmeK d/ ;tkbK dk T[so fdsk ik

;edk j?. fJj :kd gZso G/iD ftu th ;jkfJe j?.
3. ekov dk neko ekch tZvk j? fJ; bJh o;kb/ dk foekov eJh ;kbK sZe oZy ;ed/ jK.
4. ekovK B{z skbk br iKdk j? fJ; bJh fJjBK d/ r[zwD dh ;zGktBK BjhI ofjzdh. foekov dh ;[oZfynk ns/

;bkwsh ofjzdh j?.
5. feBkfonK T[s/ gbk;fNe dh gZNh ekovK B{z yokp j'D s'I pukT[dh j?.

emBkJhnKL- (Difficulties)

1. Bt/I o;kb/ dk ekov ckJhb eoBk n"yk j?. skbk ftXh B{z y"bDK g?Idk j? ekovK B{z th T[ZEb g[ZEb eoBk g?Idk j? sK jh
Bt/I ekov bJh EK pDdh j?.

2. i/eo e'Jh p/JhwkB ftnesh d'jK ekovK B{z eZY bt/ sK fgohnkvheb dk pdbtK foekov T[gbZpX BjhI j' ;edk.
3. nBgqkgs nzeK d/ :kd gZso d/D dh ftXh th e'Jh ;zs'yiBe BjhI j?. id'I ekovK T[Zs/ ;{uBk nzfes ehsh iKdh j?

T[; t/b/ rbsh Bkb ozrdko gZNh nkgD/ nkg fy;e iKdh j? ns/ nkN'w?fNe u?fezr f;;Nw c/b j' iKdk j? ns/
bkfJp/qoh ;w/I f;o nBgqkgs nzeK dk ;kafJd fXnkB Bk oy ;e/.

2.1.8.2 fszB ekov ftXh (Three Card System):-

wdok; :{Bhtof;Nh bkfJp/qoh ftu o;kfbnK d/ foekov ftu nk ojhnK ;wZf;nktK B{z t/yd/ j'J/ vkH n?;H nkoH
ozrkBkEB B/ fszB ekov ftXh Jhikd ehsh ;h. fJjBK fszB ekovK d/ fszB nZv nZv ezw jB. fJjBK ekovK dk Bw{Bk fJ; gqeko
j?L

ofi;No ekov

Title

Vendor

CN

Period in weeks

Grace Weeks

Order N & Date

Payment

Vol or
Year

Voucher
N & Date

Ann Subs

Vol & N Date of Pub

Grace

Date of 
rec

Vol & N Date of Pub Date of  rec

Registered Card, Printed, 6 point type, Bristol Board, White, Tray, 14 Lines in the front page and 14 lines in

the back. Gift cases, black border. The text is a follows. back side, column heading only.

ofi;No ekov o;kfbnK d/ nzeK dh gqkgsh B{z foekov eodk j?. fJj o;kb/ d/ BK|NkfJNb j/mK N/qn ftu nyotko
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soshp ehsk iKdk j?. o'ikBk o;kfbnK d/ g?eN gqkgs ehs/ iKd/ jB. fJjBK B{z u?e ehsk iKdk j? fe eh fJj bkfJp/qoh Bkb ;pzfXs
jB. i/ BjhI sK fJjBK B{z tkg; G/i fdsk iKdk j?. bkfJpo/oh Bkb ;pzfXs g?eNK B{z y'b e/ u?e ehsk iKdk j? fe fJj mhe jB e'Jh
B{e; sK BjhI j?. fJjBK g?eN d/ bckc/ o;kb/ d/ nze ftu gk fds/ iKd/ jB. nzeK B{z fJjBK d/ NkfJNb nB[;ko nyotko soshp
d/ e/ fJZemk eo fbnk iKdk j?. N/qn ftu'I ofi;No ekov B{z pkjo eZfYnk iKdk j? ns/ ;pzfXs ykfBnK (Columns) ftu tkb:{w
Bzpo ns/ nze Bzpo, SZgD fwsh ns/ gqkgsh fwsh nzfes ehsh iKdh j? s/ ekov B{z tkg; T[;/ EK s/ ckJhb eo fdsk iKdk j?.
u?e ekovL Heading Period

Grace Weeks

Check Card. Print 6 Point type, Bristol board White, Tray, 14 lines on each side. Gift

cases, black border. The column headings are as shown above:

u?e ekov fit/I fJ; dk BK jh d;dk j?. fJj o;kfbnK dh nkwd T[Zs/ fBrokBh oydk j?. fJjBk dh soshp wjhBk,
jcsk nB[;ko NkfJNb j/mK nyotko ehsh iKdh j? s/ fJ; B{z nbr N/qn ftu ofynk iKdk j?. ;kb d/ 52 jcs/ j[zd/ jB. fJjBK

ekovK B{z u?e eoB bJh jcs/ dk fJe fdB ;wM' ;[eotko|;fBuotko fB;aus eo fbnk iKdk j?. wjhB/ ftu uko iK gzi

;fBuotko j[zd/ jB fJ; bJh jo wjhB/ bJh gzi jcsktko rkJhv fsnko eo bJ/ iKd/ jB ns/ 12 wjhfBnK d/ 12%5=60 rkJhv
ekov j'Dr/.

o;kb/ d/ nze B{z ofi;No ekov s/ nzfes eoB s'I pknd fJ; dk u?e ekov eZfYnk iKdk j?. u?e ekov dh EK, o;kb/
dh pkoposk (Frequency) fgSb/ nze dh gqkgsh fwsh T[Zs/ fBoGo eodh j?. T[djkoD d/ s"o s/ i/ fJe o;kbk jcsktkoh
nkT[Idk j? ns/ fJ; dk fgSbk nze i[bkJh d/ gfjb/ jcs/ nkfJnk ;h. fJ; bJh u?e ekov B{z i[bkJh d/ d{i/ jcs/ ftZu oZy
d/tKr/. d{i/ jcs/ dk nze gqkgs eoB s'I pknd fJ; B{z u?e ekov N/qn nr/ eo d/tKr/ ns/ o;kb/ dh pkopkosk i'V e/ i[bkJh d/
shi/ jcs/ ftu oZy d/tKr/. fiT[I fiT[I o;kb/ d/ nze nkT[Id/ jB fJj rkov d/ s"o s/ nZr/ ubk iKdk j?. i/eo nze gqkgs Bjh j[zdk
fJj nZr/ BjhI ikt/rk ns/ nkN'w?Nhebh gsk bZr  ikt/rk fe o;kb/ dk nze Bjh nkfJnk j? s/ ;kB{z u"eZBk eo d/t/rk ns/ T[; nze
dk :kd gZso G/fink iKdk j?. f;N/ ti'I jcs/ d/ nzs ftZu T[j ;ko/ ekov fijV/ nZr/ BjhI rJ/ T[jBK d/ :kd gZso G/i fds/ iKd/
jB s/ fJj ;{uBk ekovK d/ ;pzfXs ykfBnK ftu nzfes eo fdsh iKdh j?.

ebk;hckJhv fJzv?e; ekovL-
(Classified Index Card)

12.5 c.m.

CLN Ann Subs Per in Weeks

Title

Vendor

Publisher

Vols. Available

Indexes, etc.

Suppliments, etc.

Classified Index Card, Printed 6 point type, Bristol Board. White, Tray, Gift Cases, black border. The

text of the form is as above:
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shik ekov, ebk;hckJhv fJzv?e; ekov jz[zdk j?. fJj tor Bzpo (Class Number) nB[;ko soshp ehsk j[zdk
j?. fJj ekov o;kb/ d/ g{oD tkb:{w dk foekov, tor Bzpo iK ft;a/ nB[;ko oydk j?. id'I fJe o;kb/ d/ ;ko/ nze, NkfJNb,
ft;ak ;{uh (Contents), fJzv?e; nkfd gkqgs j' iKd/ jB sK T[jBK B{z fwbkfJnk iKdk j?.

fco o;kb/ B{z fibdpzdh bJh G/fink iKdk j?. fJ; dh ;{uBk ebk;hckfJv ekov ftu g?Bf;b Bkb fbyh iKdh j?.
bkGL- (Advantages)

(1) fJj ftXh w?B{nb j? s/ fe;/ w;ahB dh b'V BjhI g?Idh ns/ fJj finkdk wfjzrh th BjhI j?.
(2) fJj g{oD u?e ns/ u"e;h oydh j?. nBgqkgs nzeK d/ :kd gZso d/D bJh mhe j?.
(3) o;kb/ pko/ g[S/ rJ/ ;tkbK d/ T[Zso gkmeK B{z S/sh Bkb fdzdh j? fit/I fe fJe ft;a/ T[Zs/ o;kfbnK dh ;{uh, tkb:[w dh

T[gbpXh nkfd.
(4) fJj we?Bheb ftXh j? s/ feqnk ftu bkrs-n;odko (Cost effective) j?. vkH ozrkBkEB nkyd/ jB fe fJj

bkfJpq/oh ftu 1500 o;kfbnK dk ezNo'b eo ;edh j?.
efmBkJhnKL- (Difficulties)

(1) o;kfbnK dk foekov fszB EktK T[Zs/ j[zdk j? fJ; bJh ;Nkc B{z fszB EktK dh ;zGkb eoBh g?Idh j?.
(2) o;kb/ d/ Bt/I nze B{z foekov eoB bJh xZN' xZN foekov fit/I ofi;No ekov ns/ u?e ekov ftu nzfes eoBk g?Idk

j?.
(3) fJj foekov y[ZbQhnK N/qnK ftu j[zdk j? fi; d/ r[zw j'D dh ;zGktBk pDh ofjzdh j? ns/ ekovK dh ckJhbzr ftu eJh

G[b/y/ g? ;ed/ jB. ekov r[zw j' ikD Bkb o;kb/ dk ;kok foekov jh r[zw j' iKdk j?.
(4) EK dh xkN ekoB ekov T[Zs/ g{oh ;{uBk nzfes BjhI j' ;edh. fJ; ftu e'Jh skb/ ukph dh ftt;Ek BjhI j[zdh.

fibdpzdh bJh ns/ j'o ezwK bJh nbZr ofi;No ftu foekov oyDk g?Idk j?. fco th fJj pj[s jowB fgnkok fojk
j?.

fszB ekov ftXh ns/ ekov?e; ftu s[bBkL
s[bBk/;wkBsk

fszB ekov ftXh ekov?e;
(1) fJj ekov nXkfos j?. o;kfbnK dh fJj th ekov nXkfos j?. bkfJp/qoh ftu gqkgs

;{uBk ekov ftu nzfes ehsh iKdh j?. j'J/ o;kfbnK dh ;{uBk fdzdh j/.
(2) fszB ekov, fszB ftfGzB T[d/;a g{o/ eod/ jB d' ekov, ftfGzB T[d/;a g{o/ eod/ jB.
(3) gqkgs ehs/ iKd/ o;kb/ d/ G'fse t/ot/ fJ; ftu th nfijh ;fEsh j?.

ekov s'I gkqgs j' ;ed/ jB.
(4) fJj o;kb/ d/ nzeK dh nkwd pko/, fJ; ftu th nfijh ftt;Ek j?.

gq;aBK d/ T[Zso d/ ;edh j?.
(5) fJj feqnk ftu ;;sh fJ; ftu th nfijk j[zdk j?.

(Cost effective) j?.
s[bBk/n;wkBsk

fszB ekov ftXh ekov?e;
(1) fJj o;kb/ pko/ ;{uBk fszB EktK fJ; ftu fszB ekov d/ w[ekpb/ o;kb/ dk g{ok

T[Zs/ fdzdh j? foekov fJe EK T[Zs/ fwbdk j?.
(2) G[rskB ns/ fteo/sk pko/ ;{uBk ekov uzd/ dk G[rskB ns/ foekov fJe EK T[s/ fwbdk j?.

T[Zs/ BjhI fdsh iKdh. G[rskB dk nbZr foekov oZyD dh e'Jh b'V BjhI feT[Ife
T[gob/ ekov T[Zs/ ekch EK T[gbZpX j[zdh j?.

(3) :kd gZso G/iD t/b/ i/ G[rskB d/ t/ot/ d/D/ fJ; ftu e'Jh nfijh e'f;a;K BjhI eoBh g?IdhnK jB.
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g? ikD sK ftfGzB EktK s/ gVskb eoBh g?dh j?.
fJ; bJh fJ; ftXh ftu ;wK finkdk brdk j?.

(4) nBgqkgs nzeK tk;s/ :kd gZso d/D dh fJ; ftu nBgqkgs nzeK d/ :kd gZso G/iD dh ;zs'yiBe
nkN'w?fNe ftXh j?. ftXh BjhI j?.

(5) ekov Nq/nK ftu y[b/ gJ/ j[zd/ jB s/ fJjBK fJj ;f[onys ftXh j? fJ; ftu skb/ dh ftt;Ek j?.
d/ r[zwD dh ;zGktBk j? ns/ fJj bkfJp/qoh B{z
T[bMD ftu gk fdzd/ jB.

(6) fJj buedko j?. BthI ;[b/yK B{z  Y[ethI EK fJj T[BQh buedko BjhI j?. ekovK B{z brkT[Dk
s/ ckJhb eoBk ;'yk j? e[M n"yk j?.

(7) ft;a/ nB[;ko o;kfbnK dh frDsh ;zGt j?. fJ; ftu nfijh e'Jh ftt;Ek BjhI j?.
(8) fJ; ftu fibdpzdh dk e'Jh foekov BjhI fJ; ftu fibdpzdh dh g{oh ;{uBk fwbdh j?.

j?.
(9) ekovK dk neko S'Nk j? fJ; bJh ekovK dh ekovk dk neko tZvk j? fJ; bJh o;kfbnK dk

foekov finkdk ;kbK sZe BjhI oy ;ed/. foekov bzp/ ;w/I sZe oZy ;ed/ jK.

2.1.9 fBZs dhnK feqnktK (Routines)L-
o;kfbnK B{z wzrtkT[D bJh nkJhnK f;cko;aK gkqgs eoB T[gozs fJj ;?e;aB ftZsh ftt;Ek t/ydh j? i/ ftZs T[gbZpX

j't/ sK nkovo eoB dh wBi{oh bJh iKdh j?. fteo/sk B{z Bhsh nB[;ko o;kfbnK dk nkovo fdsk iKdk j?. bkfJp/qoh tb'I
ngDkJh j'Jh Bhsh nB[;ko ekov ns/ j'o d{i/ foekov fsnko ehs/ iKd/ jB. id'I fteo/sk gk;' fpZb gqkgs j' iKdk j? ns/ foekov
bJh ngDkJh rJh gqDkbh nB[;ko fpZb ns/ o;kb/ d/ t/ot/ nzfes ehs/ iKd/ jB ns/ fpZb B{z G[rskB bJh G/i fdsk iKdk j?.
fteo/sk tb'I G[rskB gqkgs eoB T[gozs o;kb/ dh pkopkosk nB[;ko nze nkT[D/  ;a[o{ j' iKd/ jB.

 tZvhnK bkfJp/qohnK ftu jo o'i o;kfbnK d/ nzeK d/ g?eN nkT[Id/ ofjzd/ jB. i/eo e'Jh rZbs f;oBkt/I tkbk g?eN nk
iKdk j? sK T[; B{z tkg; eo fdsk iKdk j?. fbckc/ nzeK d/ ftu jh oZy fds/ iKd/ jB. fJj th u?e ehsk iKdk j? fe nze
mhe jkbs ftu jB. i/eo e'Jh nze B[e;dko j? sk T[; B{z gpfb;ao iK fteo/sk B{z tkg; G/i fdsk iKdk j?. T[jBK B{z
fJ; pko/ ;{uBk d/ fdsh iKdh j? ns/ fJ; dhnK mhe ekghnK wzrhnK ikdhnK jB.

 o;kfbnK d/ gqkgs j'J/ nzeK B{z nyotko soshp eo fbnk iKdk j?. T[jBK B{z ngDkJh rJh gqDkbh nB[;ko foekov
ehsk iKdk j?. dcsoh w'jo brkJh iKdh j?. nze T[s/ tor Bzpo ns/ gqkgsh fwsh fbyh iKdh j?. T[jBK B{z Bhsh
nB[;ko e[M ;w/I bJh o?e (Rack) T[Zs/ ftykt/ bJh ofynk iKdk j?.

 jo jcs/, fBoXkos fdB T[Zs/ nBgkqgs nzeK d/ :kd gZso G/iD bJh foekov u?e ehs/ iKd/ jB. pokposk d/ nB[;ko
e[M tkX{ (grace) fdB th d/ fds/ iKd/ jB fit/I fe jcsk j'o T[vhe eo bJh iKdh j?. ftd/;ah o;kfbnK dh jkbs ftu
e[M fdB finkdk T[vhe eo bJh iKdh j? s/ fco :kd gZso G/fink iKdk j?. fJ; B{z E'Vk ;wK T[vhe tkbh rZb nkfynk
iKdk j? (It is a time to wait and watch). j' ;edk j? fe gqek;aB dh fwsh b/N j't/, vke ftu d/oh nkfd rZbK
o;kb/ d/ b/N nkT[D ftu G{fwek fBGkT[Id/ jB. fJ; s'I pkd fJjBk nBgqkgs nzeK d/ :kd gZso G/i/ iKd/ jB. gozs{
fJj ezw pj[s u'e;h s/ s/iah wzrdk j?, BjhI sK fJj th j' ;edk j? fe nze fwb jh Bk ;eD feT[Ife gpfb;ao ;hws
wksok ftu jh o;kb/ d/ nzeK B{z Skgdk j? T[; jkbs ftu tkb:{w jw/;ak bJh nX{ok ofj iKdk j?.

2.1.10 tkb:{w dk g{ok j'Dk ns/ fibdpzdh (Completion of Volume and Binding)

 fiT[I jh o;kb/ dk tkb:{w g{ok j[zdk j?, fJ; dk NkfJNb gzBk (Title page) ft;ak ;{uh (Contents) ns/ fJzv?e;

nkfd gqkgs ehsk iKd/ jB i/eo fJj gqkgs BjhI j[zd/ sK fJ; tk;s/ th gpfb;ao|fteo/sk B{z :kd gZso G/fink iKdk j?.

 ;ko/ nze u?e eo e/ fwbkB ehsk iKdk j?. w;aj{oh (advertisement) gzB/ pkjo eZY fds/ iKd/ jB. i/eo fe;/ o;kb/

88
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dk e'Jh g{ote (supplement) nkfd j't/ T[jBK B{z th nbr eZY fbnk iKdk j? s/ fco fJ; B{z nbr s"o fibdpzdh
bJh G/i  fdZsk iKdk j?. fJ; g{oD tkb:{w B{z th fibdpzdh bJh G/i fdsk iKdk j?. fibdpzdh ns/ N{fbzr
(tooling) dh fe;w d/ t/ot/ th fibd ;ki B{z fby/ iKd/ jB ns/ fJ;dk foekov th ofynk iKdk j?.

 id'I fJj fibdpzdh s'I tkg; nk iKd/ jB d[pkok fco fJjBK B{z u?e eo e/ fwbkB ehsk iKdk j?, eh ezw jdkfJsK nB[;ko
ehsk frnk j? T[; T[gozs fibdpzdh dk fpZb G[rskB bJh gk; eo fdsk iKdk j?. o;kfbnK B{z n?e;?;B eoB bJh

G/i fdsk iKdk j?. nkw s'o s/ fJj ezw w?B{nbh|jZE Bkb jh ehsk iKdk j?.

2.1.11 fBtkT[Dk (Renewals):-

fJ; ;?e;aB tZb'I o;kfbnK d/ uzd/ B{z jo ;kb fBtkfJnk (renew) iKdk j?. nkw s"o s/ pj[s ;kohnK bkfJp/qohnK ftu
fJj nkN"w?fNe gqfenk j? gozs{ nZieb, e'ngq/fNt gqkgsh BhshnK, fJbe?No'fBe fgohnkvhebK nkfd ekoB ftZsh eN'sh br ojh
j?. fJ; bJh jo ;kb o;kfbnK d/ uzd/ dh ;{uh d[pkok BthI pDdh j?.

 ;pzfXs ftnesh|nfXekohnK gk;'I o;kfbnK d/ fBtkT[D bJh f;cko;K gqkgs ehshInK iKdhnK jB. nfXekohnK s'I

wBi{oh bJh iKdh j? s/ ;pzfXs fteo/sk |gpfb;aoK B{z fBtkT[D bJh uzdk nkovo fds/ iKd/ jB.

 i/ e'Jh o;kbk pzd eoBk j? iK e'Jh j'o BtK ;aa[o{ eoBk j? sK fteo/sk B{z T[; dh ikDekoh th fdsh iKdh j?.
 fJj ezw pj[s u'e;h wzrdk j? s/ ezw d/ fgS/ br/ ofjDk g?Idk j?. fJ; ftu pj[s ;wK brdk j?. fJ; bJh ;[Mk fdsk

iKdk j? fe fJj ezw fszB uko wjhB/ nr/sk ;a[ao{ eoBk ukjhdk j?.
2.1.12 g[okD/ nze (Back Volumes):-

bkfJp/qoh dh Bhsh nB[;ko o;kfbnK d/ g[okD/ nze yohd/ iKd/ jB. fJjBK B{z yohdD dh ftXh g[;seK B{z yohdD tKr
jh j?.

bkfJp/qoh B{z o;kb/ d/ gqek;aB d/ o{g (format) pko/ c?;bk eoBk g?Idk j?. fit/I fe ekri  o{g, wkfJeo'�fcbw, wkfJeo'
ekov iK ;hH vhH iK e'Jh j'o d{ik fJb?eNo'fBe o{{g j' ;edk j?. fJj Bt/I o{g Bk e/tb ;;s/ jB ;r'I, ;KG ;Gkb ftu th mhe
ofjzd/ jB ns/ oZyD bJh th EK xZN ukjhdh j?.
2.1.13 ;ko (Summary):-

o;kb/ BthI ;{uBk, frnkB ns/ y'i d/ ;zuko bJh wjZstg{oD G{fwek fBGkT[Id/ jB. fJ; gfoGk;ak pko/ wjZstg{oD
e?Nkbkr e'v ns/ fve;BohnK th jkwh GodhnK jB. fJjBK d/ u[DB bJh ftGzB fppfbT[rqkfce N{b} jB. g[;seK ns/
o;kfbnK dh u'D ns/ gqkgs eoB ftu pj[s nzso j?. pj[s ;ko/ sZs u'D T[Zs/ n;o gkT[Id/ jB. o;kfbnK B{z uzd/ okjh, dkB okjhI,
spkdb/ ftu iK w?Ipof;ag okjh wzrtkfJnk iKdk j?. fJjBK B{z wzrtkT[D bJh gpfb;aoK, ns/ fJjBK d/ ;'b fv;NohfpT{No} ns/
fteo/sk (Venors) dh ;jkfJsk bJh iKdh j?. o;kfbnK dk fB:zsoD oZyD bJh eJh ftXhnK jB. fJ; ;?e;aB B{z o;kfbnK
;pzXh eJh ezw eoB/ g?Id/ jB. fJ; tb'I fJjBK dh fibdpzdh, g[okD/ nzeK dh yohd ns/ gkme ;/tktK nkfd ezw th ehs/ iKd/ jB.
;t? gVu'b ;tkbL- T[sZo L-

1H o;kb/ u[DB bJh e'Jh d' N{bia d;'. 1H d/y' 9H3 u'D N{bi
2H fszB ekov ftXh fe; B/ Jhikd ehsh ;h. 2H vkHn?;HnkoH ozrkBkEB
3H o;kb/ wzrtkT[D dhnK fejVhnK ftXhnK jB. 3H d/y' 9H6 gqkgsh ftXhnK
4H fJzvhnB B?;aBb fppfbT[rqkch eh ;{uBk fdzdh j? - mhe T[so T[Zs/ ;jh brkU. 4H Bzpo 3 mhe j?

1H ;ko/ Gkosh o;kb/.
2H Gkos ftu Sgd/ o;kb/
3H Gkos ftu Sg/ Bt/I o;kb/ dk gfjbK nze.

j'o gVQB bJhL-
1. Evans. G. Edward. Management techniques for librarians. 2nd ed. New York: Aca-
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p?u{bo nkca bkfJpq/oh n?Iv fJBckow/;aB ;kfJz; gouk 

bkfJpq/oh ns/ ;{uBk e/IdoK dk gqpzX

gkm Bzpo L 2H2 b/yeL gq'H e/H BtbkBh

;oe{b/;aB ;?ae;aB (Circulation Section)

pDsoL-

2.2.0 T[d/;a
2.2.1 G{fwek
2.2.2 ekoi
2.2.3 Bhsh fBowkD
2.2.4 :'iBkpzdh
2.2.5 ;zrmB
2.2.6 w?Ipof;ag
2.2.7 ikoh ns/ tkg;h gqfeqnktK
2.2.8 fBZs dhnK feqnktK
2.2.9 bkfJp/qoh fB:w

2.2.0 T[d/;a (Objectives)

gkm fbyD d/ j/m fby T[d/;a jBL-
1H ;oe{b/;aB ;?e;aB d/ noE pko/ ikDekoh d/Dkl
2H ;?e;aB d/ tZy tZy ekoiK pko/ t/otk d/Dkl
3H gqb/y ikoh ns/ tkg;h gqfeqnk pko/ ikDekoh gqdkB eoBkl ns/
4H ftGkr d/ d?fBe ekoiK pko/ uouk eoBh.

2.2.1 G{fwek (Introduction):-

;oe{b/;aB ;a?e;aB dk eost bkfJpo/oh d/ w?IpoK B{z bkfJpo/oh s'I pkjo g[;seK tos'I bJh d/D dk gqpzX eoBk j?. T[j
;ko/ ekoi i' gkmeK B{z g[;seK fJ;a{ eoB ns/ tkg; b?D Bkb ;zpzXs j'D ;oe[b/;aB ;?e;aB fBGkT[Idk j?. bkfJpq/oh dk fJj d';sh
Gkt tkbk ftGkr j[zdk j?. fJ; B{z d';skBk ns/ fwbD;ko pDBk g?Idk j?. gozs{ fJj gfjo/dko dh G{fwek fBGkT[Idk j?. fJj
bkfJpq/oh dk fpzp pDkT[Idk j?. fJ; ;a?e;aB dk gkmeK Bkb f;ZXk ;zpzX j?.

2.2.2 ekoi (Functions):-

1H BhshnK ns/ fB:w pDkT[D/.
2H :'iBkpzdh.
3H ezw dk ;zrmB eoBk.
4H w?Ipof;ag.
5H g[;seK B{z fJµ{ (issue) ns/ tkg; (return) eoBk.
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6H b/N j'JhnK g[;seK d/ :kd gZso G/iD/.
7) b/N tkg; j'JhnK g[;seK d/ fwnkd g[Zrh (overdue chargees) g?;/ t;{b eoB/.
8) g[;seK okythnK (reserve) eoBhnK.
9) g[;seK ;pzXh ;tkbK d/ itkp d/D/, eh g[;se fJ;a{ (issue) j?< ed'I tkg; nkt/rh nkfd<
10) w?Ipok s'I r[zw j'JhnK g[;seK pko/ ekotkJh eoBh.
11) fNeN gk;p[Ze w?Ipof;ag d/ r[zwD pko/ ekotkJh eoBh.
12) nzso bkfJpq/oh T[Xko ;zpzXh ekotkJh eoBh.
13) ;coh bkfJp/qohnK, poKu bkfJp/qohnK ns/ ;NZvh ;?NoK dh d/y o/y eoBk.
14) nekdfwe bkfJpq/ohnK ftu gkm-g[;se p?Ie B{z ubkT[Dk.
15) cZN rJhnK g[;seK dh w[ozws ns/ fibd pzdh eotkT[Dh.
16) tkg; nkJhnK g[;seK B{z ;a?bftzr bJh G/iDk.
17) ;zgZsh eKT[No dk fXnkB oZyDk.
18) gkmeK dk dkybk eoBk.
19) foekov oyD/.
20) nzeV/ oyD/.

2.2.3 Bhsh fBowkDL- (Policy Making)

jo fJe bkfJp/qoh B{z fJ;d/ y'bD pko/, f;cNK pko/ ns/ fe; fdB pzd j't/rh pko/ Bhsh pDkT[Dh g?Idh j?. fJ;/ Bhsh
nB[;ko eKT[No ns/ r/N y[Zbk ofynk iKdk j?. g[;seK T[Xko d/D dk ;wK ns/ xzN/ th fBoXkos ehs/ iKd/ jB.

bkfJp/qoh B{z fJjBK rZbK pko/ th c?;bk eoBk j[zdk j?L-
 e"D w?Ipo pD ;edk j? ns/ T[jBK B{z fejVhnK ;j{bsK fdshnK ikDrhnK<
 g[;seK/ gqb/yK B{z fezB/ ;w/I bJh T[Xko d/ ;ed/ jK<
 bkfJp/qoh d/ nzdo fejV/ gqb/y gVQ ;ed/ jK<
 fwnkd g[Zrh g?;/ (overdue charges) fezB/Q t;{bD/ ukjhd/ jB<
 g[;seK fJµ{ eoB dh fejVh ftXh ngDkJh ikt/<

T[go'es ;kohnK rZbK dh ikDekoh ns/ ;{uBk B{z bkfJp/qoh fB:wK ftu th fdsk ikDk ukjhdk j?.

2.2.4 :'iBkpzdhL- (Planning)

fJ; ;?e;aB dh :'iBkpzdh eoB ftu pj[s fXnkB dh b'V j?. fJ; ezw ftu s/iah, ;aa[ZXsk, ;[:'rsk ns/ bZuesk j'Dh
ukjhdh j? sK i' GhV t/b/ g[;seK dk b?D d/D (issue and return) n;kBh Bkb ehsk ik ;e/. gkmeK d/ ;tkbK d/ T[Zso fBwosk
Bkb fds/ ikD. bkfJpq/oh d/ ehwsh yiakB/ ns/ tksktoD B{z ;[oZfyns oZfynk ikt/.

2.2.5 ;zrmBL- (Organisation)

fJj ezw bkfJp/qoh dk neko, fe;w ns/ gkmeK nkfd T[s/ fBoGo eodk j?. nekdfwe bkfJpq/ohnK ftu g[;seK d/ b?D
d/D dhnK feqnktK dh frDsh pj[s finkdk j[zdh j? ns/ ezw eoB d/ xzN/ th finkdk j[zd/ jB. tZvhnK gpfbe bkfJp/qohnK ftu
poKu bkfJp/qohnK, ;coh bkfJpq/ohnK ns/ ;/tk e/Ido ezw eo oj/ j[zd/ jB.

fJ; ;?e;aB dhnK feqnktK finkdkso ebZoeh o{g dhnK j[zdhnK jB. fBZs dhnK feqnktK ftu gkmeK dh fiankdk frDsh
ekoB ns/ j'o tkX{ p'M ekoB foekov oyD ftu e[M rbshnK dhnK ;zGktBK j' ;edhnK jB. fJ; bJh b'Vhdh d/y o/y pj[s
iao{oh j?.
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gqt/;a d[nko dh u'e;h Bkb fBrokBh eoBk pj[s iao{oh j?. nzdo nkT[D tkb/ jo gkme dk nkdo ehsk iKdk j? gozs{
T[;d/ pkjo ikD t/b/ T[; dh g{oD iKu ehsh iKdh j?. fJ; bJh bkfJp/qoh ;Nkc B{z gkmeK pko/ u"eZBk ofjDk g?Idk j?. fJj th
fXnkB ofynk iKdk j? fe e'Jh g[;se/ gqb/y fJµ{ j'D s'I fpBK bkfJpq/oh d/ pkjo Bk ikt/ Gkt g[;seK dh u'oh nkfd Bk j't/.
2.2.6 w?Ipof;agL- (Membership)

bkfJp/qoh nkgD/ w?IpoK  gkmeK d/ foekov ;zGkb e/ oydhnK jB. fJj bkfJpo/oh dh fe;w T[s/ fBoGo eodk j? fe
bkfJpo/oh d/ w?Ipo pDB bJh fejVhnK-fejVhnK ft;a/;asktK dh b'V j?. nekdfwe bkfJp/qohnK ftu, ftfdnkoEh, c?ekbNh ns/
gqpzXeh ;Nkc w?Ipo bkfJp/qoh d/ w?Ipo j[zd/ jB. e[M bkfJpq/ohnK fJ; ;j{bs bJh ft;a/;a w?IpoK gk;'I ch; b?IdhnK jB. fJ; gqeko
fwZE/ ;w/I bJh ft;a/;a w?po pDkJ/ iKd/ jB iK ftnesh B{z xZN ;w/I bJh bkfJp/qoh dh tos'I eoB dh nkfrnk fdsh iKdh j?.

gpfbe bkfJp/qohnK nkgD/ fJbke/ d/ ;afjohnK B{z w?Ipo pDB dh nkfrnk fdzdhnK jB id fe ft;a/;a bkfJpq/ohnK dh
w?Ipof;ag nkgDh fgZsoh ;z;Ek d/ ftneshnK se ;hws j[zdh j?. bkfJpq/ohnK w?Ipof;ag ch; b? ;edhnK jB. fJj fJ; dh Bhsh
T[s/ fBoGo eodk j?.

w?B{nb ftXh ftu e'Jh th ftnesh b'VhIdk fpB? gZso d/ e/ w?Ipo pD ;edk j?. nkw s"o s/ fJ; ftu ftnesh dk BK,
gsk N?bhc'B Bz, gSkD, ;a/qDh ofi;N/q;aB ns/ w?Ipof;ag dh fwnkd, d;sys, f;cko;a eoB tkbk nfXekoh, ekov d/D tkbk
nfXekoh ns/ o[spk, fJj ;ko/ t/ot/ ftnesh tZb'I w?Ipo pDB t/b/ g{o/ Go/ iKd/ jB.

2.2.7 gqb/yK g[;seK B{z fJ;aa{ (Charge) ns/ tkg; (discharge) eoBkL-

fJj bkfJp/qoh dk jowB fgnkok ezw j?. bkfJpq/ohnBK B/ g[;seK fJµ{ eoB dhnK pj[s ftXhnK Jhikd ehshnK jB.
fJj bkfJpq/oh d/ neko ns/ fe;w T[s/ fBoGo eodk j? ns/ fJµ{ ftXhnK tZb'I eh g?wkB/ g{o/ eoB/ jB fJ; rZb dk fXnkB oZyDk
g?Idk j?.

e[M fJµ{ ftXhnK fBwBfbys nzfes ehshnK rJhnK jBL-
 ofi;No B'N p[Ze ftXh.
 yksk ftXh.
 gk; pZ[Ze ftXh.
 vZwh ftXh.

gozs{ i' d' gqw[Zy ftXhnK nZieb f}nkdk tos'I ftu nkT[IdhnK jB T[jBK dk toDB fJ; gqeko j? L-

2.2.7.1 fBT[nkoe ftXh (Newark System):-

fJ; ftXh dk BK Àgpfbe bkfJp/qoh fBT[nkoeÁ, fBT[ io;h :{H n?;H J/H d/ BK Bkb i'fVnk iKdk j?. fJ; ftXh B{z ;zB
1900 ftu bkr{ ehsk frnk ;h T[; t/b/ fJ; bkfJp/qoh d/ bkfJp/qohnB dk BK i'jB ekNB vkBk (John Cotton Danna) ;h.

fJ; ftXh ftu fJµ{ ehsh rJh g[;se dk ns/ gkme dk d'jok foekov ofynk iKdk j?. fJj d' ekov ftXh j?. gkme
ekov gkme B{z w?Ipof;ag d/D t/b/ fsnko ehsk iKdk j? g[;se ekov g[;se dh fsnkoh t/b/ seBheh ;?e;aB tb'I fsnko ehsk
iKdk j?. gkme ekov gkme e'b ofjzdk j? ns/ g[;se ekov g[;se d/ gfjb/ iK nyhoh gzfBnK T[s/ fBoXkos ehsh EK s/ brkJh
rJh g[;se i/p (Book Pocket) ftu ofynk iKdk j?. jo g[;se ftu µ[o{ iK nzs ftu fwsh ;fbg brkJh j[zdh j? fi; T[s/
g[;se B{z fJµ{ eoB t/b/ g[;se dh tkg;h fwsh iK fJµ{ fwsh fbyh iKdh j?. fJjBK d/ Bw{B/ fJ; gqeko jBL-
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gkme ekov (Borrower's Card):-

3 Á
bkfJp/qoh dk BK

gkme dk w?Ipof;ag Bzpo HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
fwnkd ysw j'D dh fwsh HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

fBwBfbys g[;seK w?B{z T[Xko fdshnK rJhnK jB.
d;sys

T[Xko fwsh tkg;h fwsh T[Xko fwsh tkg;h fwsh

fJj' ;ko/ ykB/ fJ; ekov d/ fgS/ th pD/ j'J/ j[zd/ jB.
g[;se ekov (Book Card):-

3Á
bkfJp/qoh dk BK

ekb BzHHHHHH HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
n?e;?;aB Bz HHHHHHHHHHHHHHH HHHHHHHHHHHHHHHHHHHHHHHH
b/ye HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
f;ob/y HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
gkme dk w?Ipof;ag Bzpo HHHHHHHHHHHHHHHHHHHHHHHHHH
g[;se tkg;h dh fwsh HHHHHHHHHHHHHHHHHHHHHHHHHHH.

          g[;se tkg;h   gkme dk w?Ipof;ag   g[;se tkg;h    gkme dk w?Ipof;ag
          dh fwsh      Bzpo      dh fwsh     Bzpo
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fwsh ;fbZg (Date Slip):-

3 Á
bkfJp/qoh dk BK

ekb BzHHHHHH HHHHHHHHHn?e;?;aB Bz HHHHHHHHHHHHHHH
fJj g[;se T[Xko fdsh rJh j? fJ; dh tkg;h
fwsh dh fBwBfbys w'jo brkJh rJh j?.

5Á

g[;se i/p (Book Pocket):-

3Á

bkfJp/qoh dk BK HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
;zy/g bkfJp/qoh fB:w
1.

2.

5Á 3.

4.

5.

6.

7.

8.
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g[;se fJµ{ eoB dk Yzr (Charging out Method):_

id'I fe;/ gkme B/ e'Jh g[;se fJµ{ eotkT[Dh j[zdh j? sK T[j nkgDk ekov ns/ g[;se d'jK B{z eKT[No ;jkfJe B{z
g/;a eodk j?. gkme d/ t/ot/ p[e ekov T[s/ fby/ iKd/ jB. bkfJp/qoh dh Bhsh nB[;ko fJj t/ot/ iK gkme y[Zd fbydk j? iK fco
bkfJpq/oh ;Nkc fbydk j?. i/ bkfJpq/oh B{z b'V j't/ sK gkme p[e ekov T[s/ d;sys th eodk j?. eKT[No ;jkfJe g[;se dh
fwsh ;fbg, p[e ekov ns/ gkme ekov T[s/ g[;se dh fJµ{ iK tkg;h fwsh dh w'jo brkT[Idk j? s/ g[;se ns/ gkme ekov
gkme B{z d/ fdsk iKdk j?. fJ; s'I pknd g[;se ekov B{z N/qn ftu ;pzfXs fwsh rkJhv d/ fgS/ soshptko oZy fdsk iKdk j?.
g[;se tkg; eoBk (Discharging of Books):-

id'I gkme g[;se tkg; eoB nkT[Idk j? g[;se ekov B{z N/qn ftu'I pkjo eZfYnk iKdk j?. fwsh ;fbg, g[;se ekov
ns/ gkme ekov T[s'I fwsh B{z eZN fdsk ikdk j?. g[;se ekov B{z g[;se i/p ftu gk fdsk iKdk j? ns/ gkme ekov, w?Ipo B{z tkg;
d/ fdsk iKdk j?. e[M bkfJp/qohnK ftu eKT[No ;jkfJe ekovK ns/ fwsh ;fbg T[s/ nkgD/ d;sys th eodk j?. i/eo g[;se
fBoXkos fwsh s'I pknd tkg; nkT[Idh j? sK gkme e'b'I fwnkd g[Zrh g?;/ (Overdue Chrges) t;{b ehs/ iKd/ jB.
bkGL- (Advantages)

(1) fJj ftXh d'jok foekov oydh j? fJ; bJh i/ fJe foekov r[zw ikt/ sK d{ik foekov T[gbZpX j' iKdk j?.
(2) gkme B{z gkme ekov T[s/ fJµ{ j'JhnK g[;seK dh ikDekoh ofjdh j? fe fejVh g[;se ed'I tkg; eoBh j? nkfd.
(3) g[;se dh ;fEsh pko/ g[ZS/ rJ/ ;tkbK dk T[Zso d/Dk n;kB j?.
(4) fwnkd bzx ikD tkbhnK g[;seK dk gsk brk ;ed/ jK.
(5) fwnkd g[Zrh g?;/ (overdue chargeds) nk;kBh Bkb frD ;ed/ jK.
(6) tkg;h fwsh dh fwnkd bzx ikD tkbhnK g[;seK d/ :kd gZso G/iD/ nµkB jB.
(7) g[;seK dk okytKeoB (reservation) nk;kB j?.
(8) fJµ{ j'JhnK g[;seK d/ nzeV/ fsnko eoB/ nk;kB jB.
(9) gkme B{z fJµ{ j'JhnK g[;seK dh ;{uBk n;kBh Bkb fwb ;edh j?.
(10) fJe ft;a/;a g[;se fe; w?Ipo B{z fJµ{ j? fJ; dk gsk bZr ;edk j?.
(11) fJj GhV ;w/I ezw eoB ftu fJj ftXh ;[:'r j?.
jkBhnKL- (Disadvantages)

(1) eKT[No ;Nkc B{z g[;se ns/ gkme d'jK d/ t/ot/ jo ;w/I fsnko eoB/ g?Id/ jB. i/eo fJj foekov gkme fbydk j? sK
fJ; ftu T[j e'Jh rbsh eo ;edk j? ns/ ;wZf;nk yVhQ eo ;edk j?.

(2) fJ; ftu ;wK finkdk brdk j?. bkfJpq/oh ;Nkc B{z d'B'I foekov fsnko eoB/ g?Id/ jB.
(3) fJ; bJh fJ; ftu tkX{ ezw eoBk g?Idk j? ns/ youk th finkdk nkT[Idk j?.
(4) GhV ;w/I eKT[No T[Zs/ tkX{ ;Nkc brkT[Dk g?Idk j?.
(5) :kd gZso d/D t/b/ gkme dk n?vo?; bGD bJh foekov d/yD/ g?Id/ jB feT[Ife fJj g[;se ekov T[Zs/ T[gbZpX BjhI

j[zdk j?. fJ; bJh tkX{ ;wK ns/ youk nkT[Idk j?.
gozs{ fJj ftXh Gkos ns/ ftd/;aK ftu eJh gpfbe ns/ nekdfwe bkfJpq/ohnK ftu tosh ik ojh j?.

2.2.7.2 pokT[Bh ftXh (Browne System):-

fJj ftXh BhBkH JhH pokT[Bh (Nina E Browne) tb'I 1895 ftu Jhiakd ehsh rJh ;h. T[j :{Hn?;H J/H p';NB ftu
bkfJpq/oh phfoT[ dh bkfJpq/ohnB ;h.

fJ; ftXh ftu jo fJe w?Ipo B{z w?Ipof;ag ekov ns/ gkme fNeNK fdshnK iKdhnK jB. fNeNK dh frDsh gkme dh
gksosk nB[;ko j[zdh j?. fJ; ftXh ftu g[;seK dk b?D d/D pj[s jh nkN'w?fNe gqfeqnk nB[;ko ubdk j?. gkme fNeN gkme pko/
ikDekoh fdzdh j?. jo fJe g[;se ftu @g[;se ekov# j[zdk j? fijVk g[;se i/p (Book Pocket) ftu oZfynk j'fJnk j[zdk
j? fJ; ftu g[;se d/ t/ot/ fds/ j[zd/ jB.  g[;se s/ fJe fwsh ;fbg th bZrh j[zdh j? fi; T[s/ g[;se dk ekb Bzpo, n?e;?;aB
Bzpo ns/ fJµ{ iK tkg;h fwsh fbyh iKdh j?. gkme ns/ g[;se d/ ;ko/ foekov gfjbK jh fsnko ehs/ iKd/ jB. fJjBK B{z g[;se
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fJµ{ eoB t/b/ fbyD dh e'Jh b'V Bjh g?Idh.
w?Ipof;ag, gkme fNeN, g[;se fNeN, fwsh ;fbg ns/ j'o b"VhIdh ;wZroh d/ Bw{B/ fJ; gqeko j[zd/ jB.

Bw{BkL-
gkme fNeN

4 ;?H whH

w?Ipof;ag BzLHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
BKL HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
gsk HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

6 ;?H whH

Readers Ticket

w[zsfeb
(Non-transferable)

g[;se ekov

bkfJp/qoh dk BKL HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

ekb Bz L HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

n?e;?;aB Bz LHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

b/ye dk BK HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH

f;ob/y HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
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g[;se i/p

fwsh ;fbZg

bkfJp/qoh dk BK
ekb Bz HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
n?e;?;aB Bz HHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHHH
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g[;se fJµ{ eoBk (Charging out Book):-

id'I fe;/ gkme B/ b'VhIdh g[;se b?Dh j[zdh j? sK T[j nkgDh fNeN ns/ g[;se eKT[No ;jkfJe B{z fdzdk j?. T[j
w?Ipof;ag ekov ns/ gkme fNeN B{z u?e eodk j?. fJ; ftXh ftu fJe fNeN T[Zs/ fJe' g[;se fJµ{ ehsh iKdh j?. eKT[No
;jkfJe g[;se fNeN B{z g[;se i/p ftu'I eZY b?dk j? ns/ T[; B{z gkme fNeN ftu gk fdzdk j? ns/ fwZsh ;fbg T[s/ g[;se fJµ{
eoB iK tkg; eoB dh fwsh (bkfJpq/oh dh Bhsh nB[;ko) dh w'jo brk fdzdk j?. nkgD/ d;sys eoe/ g[;se gkme B{z d/ fdzdk
j?. fJ; soQK g[;se fJµ{ j' iKdh j?. fJ; ekotkJh ftu gqsh g[;se e/tb e[M ;?fezv jh brd/ jB. eKT[No pzd eoB s'I gfjbK
;ko/ fdB ftu fJµ{ j'JhnK g[;seK dhnK fNeNK B{z N/qn ftu T['; fdB d/ fwsh rkJhv d/ nZr/ g[;se ekov T[s/ fdZs/ tor Bzpo
iK b/ye, n?e;?;aB Bzpo, ekb Bzpo iK ft;a/ nB[;ko soshp d/ e/ oZy fbnk iKdk j?. fJj soshp g[;se dh tkg;h t/b/ ezw
nkT[Idh j?. fJ; Bkb g[;se pko/ g[ZS-frZS dk itkp n;kBh Bkb fdZsk ik ;edk j?.
g[;se tkg; eoBk (Discharging of Books):-

id'I gkme fBoXkos fwsh iK T[; s'I gfjbK bkfJpq/oh dh g[;se B{z tkg; eoB nkT[Idk j? sK T[j fJ; B{z eKT[No
;jkfJe gk; fdzdk j?. eKT[No ;jkfJe fwsh ;fbg s'I t/y e/ T[; ;pzXs fwsh rkJhv ftu'I T[; g[;se dk tor Bzpo, gokgsh
;zfynk Bzpo B{z fwbk e/ b?D d/D dk foekov eZY b?dk j?. T[; ftu'I g[;se ekov eZY e/ g[;se i/p ftu gk fdzdk j?. gkme fNeN
gkme B{z tkg; d/ fdZsh iKdh j?. fwsh ;fbZg T[Zs'I fwsh eZN fdsh iKdh j? ns/ g[;se ;a?bc T[s/ G/i fdsh iKdh j?.
bkG (Advantages):-

1H g[;seK fJµ{ eoB dk Yzr pj[s ;ob j'D eoe/ fJ; ftu ;wK s/ fwjBs dh pZus j?. ozrkBkEB d/ u"E/ fB:w  'Save

the Time of the Reader' dh g{osh j[zdh j?.g[;se d/ t/ot/ ns/ gkme d/ t/ot/ fJe tko fsnko ehs/ iKd/ jB s/
tko tko ezw nkT[Id/ jB. b?D-d/D dk foekov T[;/ ;w/I ;?fezvK ftu fsnko j' iKdk j?.

2H GhV ;w/ fJj ftXh pj[s ekw:kp j?, feT[Ife b'V t/b/ tZX eowukoh brk e/ ibdh ezw fBgNkfJnk ik ;edk j?.
3H fNeNK dh frDsh w?Ipof;ag gksosk nB[;ko fB;afus j?. fJ; bJh T[sBhnK jh fNeNK gkme B{z fdZshnK iKdhnK jB

fizBhnK g[;seK T[;B{z fJ;a{ eoBhnK jB. fJj ;t?:zsos ftXh j?.
4H Bk tkg; j'JhnK g[;seK d/ :kd-gZso fpBQK ;w/I rtkJ/ S/sh Bkb fby e/ w?IpoK B{z G/i/ ik ;ed/ jB feT[Ife gkme ns/

g[;se d/ t/ot/ fJem/ fJe EK T[s/ T[gbZpX j' iKd/ jB.
5H g[;seK T[s/ bZr/ fwnkd g[Zrh g?;/ (overdue charges) th S/sh Bkb frD e/ t;{b eo ;ed/ jK.
6H fJµ{ j'JhnK g[;seK d/ nzeV/ n;kBh Bkb fwb iKd/ jB.
7H g[;seK B{z okytK eoB bJh th finkdk ;wK BjhI brdk.
8H gkme B{z fJµ{ iK tkg;h fwsh dk gsk g[;se dh fwsh ;fbg s'I t/y e/ j' iKdk j?. T[j ;w/I f;o g[;se B{z tkg; eoB

d/ :'r j' iKdk j?.
9H fJµ{ j'Jh g[;se pko/ g[ZS frS d/ T[Zso n;kBh Bkb fds/ ik ;ed/ jB.
n'eVK (Diffculties):-

fJj ftXh B[e; ofjs BjhI j?.
1H fJµ{ (issue) j'JhnK g[;seK dk foekov ;EkJh BjhI j[zdk. eJh tko g[;se fJµ{ ns/ tkg;h t/b/ foekov ftu

rVpV iK ndbk pdbh j' iKdh j?. i/eo rbsh Bkb fJe gkme d/ d{i/ gkme Bkb ekov pdb ikD sK bkfJpq/oh
;/tktK T[s/ wkVk n;o g?Idk j? s/ n"eVK th nkT[IdhnK jB.

2H fJ; ftXh ftu g[;seK ikoh j'JhnK fNeNK B{z N/qn ftu oZyD tk;s/ ekch EK ukjhdh j?. tZvhnK bkfJp/qohnK ftu eJh
tko N/qnK fNeNK Bkb fJsBhnK Go iKdhnK jB fe T[jBK dh ;zGkb w[;aeb j' iKdh j? ns/ g[ZS-frZS d/ T[Zso nk;kBh
Bkb BjhI fds/ ik ;ed/ feT[Ife jo fwsh nXhB foekov oZfynk j'D eoe/ T[;B{z eJh EktK s/ t/yDk g?Idk j?.

3H fJj gsk brkT[Dk efmB j? fe fJe gkme tZb'I fejVhnK fejVhnK g[;seK fJµ{ eotkJhnK rJhnK jB.
4H i/eo gkme nkgDh fNeN feXo/ r[zwk d/t/ sK T[; dh d[otos'I j' ;edh j?.
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5H o[M/t/I tkbhnK bkfJpq/ohnK ftu eJh tko GhV ;w/I N/qn ftu'I gkme fNeN rbs fBebD dh ;zGktBk j' iKdh j?. gkme
T[; t/b/ fXnkB BjhI fdzdk go xo ik e/ T[; B{z gsk brdk j? fe T[; B{z fe;/ d{i/ gkme dh fNeN d/ fdsh rJh j?. fJ;
rbsh B{z do[;s eoB ftu ekch n"y nkT[Idh j?.

6H gkme b'V g?D s/ fB;afus frDsh s'I tX/o/ g[;seK BjhI b? ;edk.
7H fJ; ftu fJj t/otk BjhI fwbdk fe fJe g[;se fejV/ fejV/ gkmeK tZb'I gVh rJh j?.
8H fejV/ gkme B/ fejVhnK g[;seK gVQhnK jB. fJ; dk e'Jh t/otk Bjh j?.

fco th Gkos ftu fJj ftXh pj[s jowBfgnkoh j?. vkH ozrkBkEB B/ fJ; ftu e[M ;'XK eoe/, fJ;B{z ngDkT[D dhnK
f;cko;aK ehshnK jB. nZieb pj[s ;kohnK bkfJpq/ohnK ftu fwsh ;fbg T[s/ bkfJpq/oh ;Nkc g[;se fJµ{ eoB t/b/ nkgD/
d;sys eodk j? sK i' e'Jh nBnfXekfos fJµ{ Bk j' ;e/.
2.2.8 fBZs dhnK feqnktK (Routine):-

fJ; ;?e;aB tZb'I fBZs o'ia ehs/ iKd/ ezwK dk t/otk fJ; gqeko j?L-
* fJ; ;?e;aB tZb'I bkfJpq/oh ftu nkT[D tkb/ w?IpoK ns/ BkB-w?IpoK ns/ T[jBK dhnK t;sK dk fXnkB ofynk iKdk j?.

fJ; bJh fJ; B{z ;zgZsh eKT[No ns/ r/N eKT[No dh ;KG ;zGkb dk fXnkB oyDk j[zdk j?. tvhnK bkfJpq/ohnK ftu fJj
eKT[No nZv nZv j[zd/ jB. go S'NhnK bkfJpq/ohnK ftu fJj ezw fJe ftnesh tb'I jh ehsk iKdk j?.

* fiT[I jh e'Jh ftnesh bkfJp/qoh ftu nkT[Idk j? sK T[j nkgDhnK fBih t;s{nK ;zgZsh eKT[No T[Zs/ oydk j? fJj
bkfJp/qoh dk fB:w j? fit/I fe SZsohnK, tZv/ p?r, ckfJbK nkfd B{z eKT[No T[Zs/ iwQk eotkT[Dk g?Idk j?.

* Gkos ftu nkw s"o s/ bkfJp/qohnK r/N ofi;No oydhnK jB. jo ftnesh B{z fJ; ftu d;sys eoB/ g?Id/ jB s/
nkgDk w?Ipof;ag Bzpo ns/ nkgDk w?Ipof;ag ekov iK ;aBkysh ekov ftykT[Dk g?Idk j?. i/eo ftnesh w?Ipo BjhI j? sK
T[; B{z bkfJp/qoh dh tos'I eoB bJh nkfrnk b?Dh g?Idh j?. e[M bkfJp/qoh gkmeK e'b'I bkfJpq/oh tos'I eoB bJh ch; th
b?IdhnK jB.

* w?Ipo pDB bJh ftnesh B{z b'VhIdk fpB? gZso GoBk g?Idk j? ns/ bkfJp/qoh fB:wK nB[;ko ;pzfXs nfXekoh e'b'I
f;cko;a eotkT[Dh g?Idh j?. ;ko/ t/ot/ iKu eoB T[gozs Bhsh nB[;ko ekov ns/ gkme fNeNK, gk; pZ[e, ekov nkfd
w?Ipo B{z fdshnK iKdhnK jB ns/ ftXh ftXkB nB[;ko bkfJp/qoh ftu T[; dk yksk y'bQ fdsk j?. w?Ipo fJjBK t;s{nK B{z
;zGkb e/ oZyD bJh fizaw/tko j[zdk j? w?Ipo B{z bkfJpq/oh fB:wK dh ekgh th fdsh iKdh j?. nZi eZb bkfJp/qohnK f;feT[oNh
ns/ ch; th t;{b eodhnK jB.

* g[;seK fJµ{ eotkT[D d/ nfXeko jo bkfJpq/oh ftZu w?Ipo dh fe;w nB[;ko fGzB jB. e[M bkfJpq/ohnK ftu ;hws
;w/I bJh g?;/ d/ e/ ft;a/;a w?Ipo pDkT[D dh ftt;Ek th j[zdh j?.

* w?IpoK tb'I fds/ rJh ch;, f;feT[oNh nkfd dk g{oD b/yk, foekov ofynk iKdk j?. w?Ipo d/ bkfJp/qoh SZvD T[gozs
T[;dh ;feTf[oNh tkg; eo fdsh iKdh j?.

* g[;seK b?D bJh w?Ipo g[;seK B{z ;oe{b/;aB eKT[No T[s/ g/;a eodk j?. w?Ipof;ag ns/ g[;seK B{z u?e ehsk iKdk j?
g[;sek dh G'fse jkbs t/yh iKdh j?. i/ mhe j't/ sK g[;seK B{z fJµ{ eo fdsk iKdk j?. bkfJp/qoh dh Bhsh nB[;ko
gkme fwZE/ fdBK bJh jh g[;seK oZy ;edk j?. bkfJp/qoh ftu tosh rJh fJµ{ eoB dh ftXh nB[;ko ekovK, foekovK
nkfd B{z ckJhb eo fdsk iKdk j?. pj[s ;kohnK bkfJp/qohnK ftu w?IpoK B{z nkgDhnK g[;seK B{z u"e;h (Vigilance)

eKT[No T[s/ u?e eotkT[Dk g?Idk j?. i/eo e'Jh g[;se fJµ{ eoB d/ :'r BjhI j? sK T[; B{z iK sK tkg; ;a?bc ftu oZy
fdsk iKdk j? go i/ b'V j'J/ fibdpzdh eotkT[D bJh G/i fdsk iKdk j?.

* id'I w?Ipo g[;se B{z tkg; eoB nkT[Idk j? foekov pkjo eZfYnk iKdk j? ns/ b'VhdhnK ekotkJhnK ehshnK ikdhnK jB
ns/ ftXh nB[;ko gkme fNeN, ekov w?Ipo B{z tkg; d/ fds/ iKd/ jB. i/ g[;se fBoXkos fwsh s'I b/N tkg; nkJh j?
sK fB:wK nB[;ko pDd/ fwnkdg[Zrh g?;/ (overdue charges) t;{b ehs/ iKd/ jB. b'VhIdh o;hd th fdZsh ikdh j?.
fdB d/ nzs ftu g?f;nK dk fj;kp feskp eoe/ g?;/ fgZsoh ;z;Ek d/ yks/ ftu iwQk eotk fds/ iKd/ jB.
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* T[; fdB dhnK tkg; j'JhnK g[;seK B{z nbr ;a?bc T[Zs/ oZfynk iKdk j? e'Jh th w?Ipo T[; ftu"I b"VhIdh g[;se b? ;edk
j?. fco fJjBK g[;seK B{z ;a?bftzr bJh G/i fdsk iKdk j?. :kd gZso G/iD/ fJe f;ododh j?. go fco th nBgqkgs
g[;seK d/ :kd gZso G/i/ iKd/ jB. eJh tkoh e[M jkbsK ftu w?IpoK gk;'I g[;seK fBih s"o s/ ik e/ tkg; fbnKdhnK
iKdhnK jB. nfij/ w"fenK tk;s/ nfXekohnK B{z th fJ; dh ;{uBk fdsh iKdh j?. go fco th g[;seK tkg; BjhI
nkT[IdhnK.

* e[M g[;seK frDsh ftZu xZN j[zdhnK jB go T[jBk dh wzr f}nkdk j[zdh j?. fJj nt;Ek E'V/ ;w/I bJh j[zdh j?. fJ;
bJh e[M bkfJp/qohnK ftu g[;se okythI oZyD (Reservation) dh ftt;Ek th j[zdh j?. fJ; bJh w?Ipo B{z okyt/eoB
dh ;fbg GoBh g?Idh j? T[; T[s/ vke fNeN th brkJh iKdh j? eKT[No ;jkfJe g[;se ekov Bkb fJe ;fbg brk
e/ g[;se B{z okytK eo fdzdk j?. id'I T[j g[;se tkg; nkT[Idh j?. fJ; B{z ;zGkb e/ eKT[No T[s/ oZy fbnk iKdk j? ns/
w?Ipo B{z ;{uBK d/ fdsh iKdh j?. i/ fJj fBoXkos ;w/I nzdo nk e/ fJ; g[;se B{z fJ;a{ eotk b?dk j?.

* jo fdB d/ nzs ftu fJµ{ j'Jhnk g[;seK d/ ekovK B{z mhe soshp nB[;ko fwsh rkfJv d/ fgS/ ckJhb eo fdsk iKdk
j? o'ikBk fJµ{ ehshnK rJhnK g[;seK d/ nzeV/ fsnko ehs/ iKd/ jb.

* e[M bkfJpq/ohnK g[;seK B{z fBtkT[D (renew) dh nkfrnk th fdzdhnk jB. i/eo T[j ft;a/a; g[;se oKyth BjhI j? sK
fJ; d/ tkg;h ;w/I ftu tkXk eo fdsk iKdk j?. foekov, g[;se ekov uZ[e e/ BthI tkg;h fwsh ftu oZy fdsk iKdk j?.

* fJj ;?e;aB ekov, fNeN gk; p[Ze, w?Ipof;ag ekov nkfd d/ r[zw j' ikD d/ wkwfbnK B{z BfiZmdh j?. w?Ipo fBoXkos fpB?
gZso T[s/ fJ; dh ;{uBk bkfJpq/oh B{z fdzdk j?. g{oh SkD phB ehsh iKdh j? sK i' fJ; dk d[oT[g:'r Bk ehsk ikt/. T[;
s'I pknd fB:wK nB[;ko v[gbhe/N ekov, fNeN, gk;p[Ze d/ fdZsh iKdh j?.

* v[gbhe/N ekov d/D s'I pknd w?Ipo B{z fJj rZb dZ; fdsh iKdh j? fe i/eo r[zw j'J/ ekov dk fe;/ tZb'I d[oT[g:'r ehsk
iKdk j? sK T[; dk iz[w/tko T[j y[d j't/rk.

* fJj ;?e;aB w?IpoK tZb'I r[zw ehshnK rJhnK g[;seK ;pzXh ekotkJh eodh j?, fB:wK nB[;ko w?Ipo T[; g[;se dh
ehws ndk eodk j?. ehws gqkgs eoe/ T[;dk ekov T[;B{z tkg; eo fdsk iKdk j?.

* id'I w?Ipo bkfJpq/oh dh tos'I Bk eoBk ukj[zD sK fJj ;?e;aB w?IpoK B{z fj;kp p/pke (No Dues Certificate) th fdzdk
j?. bkfJpq/oh d/ ekov, gk;pZ[e, fNeN nkfd ns/ fJµ{ j'JhnK g[;seK w?IpoK B{z, tkg; eoBhnK g?IdhnK jB. g{oh
gVskb eoB T[gozs w?IpoK B{z fj;kp p/pke (No Dues Certificate) d/ fdsk iKdk j?. w?Ipof;ag foekov ftu th
fJ; dh ikDekoh fdsh iKdh j?. fJ; s'I pknd T[j nkgDh ;feTf[oNh tkg; b?D d/ :'r j' iKdk j?.

* fJj ;?e;aB nzso bkfJp/qoh T[Xko dk ezw eodh j? id'I g[;se bJh p/Bsh nkT[Idh j? sK T[; dh y'i ehsh iKdh j?. i/
bkfJpq/oh ftu T[gbZpX j't/ sK Bh:s ;w/I bJh g[;se d{ih bkfJp/qoh B{z d/ fdZsh iKdh j?. fJ; dk mhe foekov ofynk
iKdk j?.

* fJ; ;?e;aB B{z ;coh, ftGkrh ns/ ;ZNvh ;?INo bkfJp/qohnK dk foekov ns/ fJµ{ ns/ tkg; j'JhnK g[;seK dk foekov
th oyDk g?Idk j?.

* nekdfwe bkfJpq/ohnK ftu ftfdnkoEhnK B{z gkm-g[;seK g{o/ nekdfwe ;a?;B bJh th fJµ{ eo fdshnK iKdhnK jB.
fJ; B{z p[Ze p?Ie dk BK fdsk frnk j?.

* fJ; s'I fJbktk fJ; B{z fJµ{ j'JhnK g[;seK dh ;fEsh th dZ;Dh g? ;edh j?.
* fJ; B{z w?Ipof;ag, fJµ{ j'JhnK g[;seK, fwnkd bzx u[ehnK g[;seK, fwnkd g[Zrh g?;/ nkfd dk foekov th oZyDk g?Idk

j?.
2.2.9 fB:w (Rules):-

fe;/ th ;z;Ek fit/I bkfJpq/oh dh mhe ekor[ikoh bJh fB:w pj[s iao{oh jB.
jo fJe bkfJpq/oh nkgD/ fB:w pDkT[Idh j?. fJj fB:w bkfJpq/oh ubkT[D ns/ w?IpoK s/ eowukohnK dk wkor do;aB

eod/ jB. fB:w bkfJp/qohnK dhnK BhshnK nB[;ko pDkJ/ iKd/ jB. fJj bkfJpq/oh nfXekoh iK bkfJpq/oh ew/Nh pDkT[Idh j?.
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gzikph :{Bhtof;Nh bkfJp/qoh d/ fB:wK dh ekgh Bw{B/ ti'I j/mk fdZsh iKdh j?.
gzikph :{Bhtof;Nh bkfJp/qoh d/ fB:w

2.2.9.1 bkfJpq/oh tkJh;-uK;bo d[nkok n?bkB/ rJ/ nftek; fdBK s'I S[ZN, jcs/ d/ ;ko/ fdBK B{z y[Zbh oj/rh. bkfJpq/oh dk ;wK,
bkfJp/qohnB dhnK f;cko;aK s/, tkJh;-uK;bo d[nkok fB:s ehsk ikt/rk. bkfJp/qoh j/m-fby/ fdBK  B{z pzd oj/rhL-
1) rDszso fdt;
2) j'bh
3) dhtkbh
4) ;[szsosk fdt;
5) r[o{ BkBe d/t ih dk iBw fdB

d[;fjo/ dh S[ZNh tkb/ fdB bkfJpq/oh 2H30 ti/ pknd d[gfjo s'I d{ih f;acN bJh pzd oj/rh.
b'jVh tkb/ fdB bkfJp/qoh 5-00 ti/ ;akw s'I pknd pzd oj/rh.

2.2.9.2 w?Ipof;ag (Membership)

2.1 :{Bhtof;Nh d/ nfXnkge, ftfdnkoEh ns/ fo;ou ;ekbo ;zpzXs ftGkr d/ w[Zyh dh f;cko;a s/ bkfJp/qoh d/ w?Ipo
pDkJ/ ikDr/.
:{Bhtof;Nh nfXnkgB ftGkrK d/ ;G pkekfJdk ftfdnkoEh 1000/- o[gJ/ bkfJp/qoh f;feT[oNh iwQK eokT[Dr/ i'
w?Ipof;ag d/ yksw/ s/ tkg;h:'r j't/rh.

2.2 :{Bhtof;Nh d/ ft;a/;a-nfXeko gqkgs ekbiK d/ nfXnkge d/ g';N-rq/i{J/N ns/ nkBoia d/ ftfdnkoEh ;pzXs ekbi d/
fgqz;hgb dh f;cko;a s/ wI?po pDB d/ gkso j'Dr/.

2.3 :{Bhtof;Nh p"vhnK d/ w?Iapo bkfJpq/oh w?Ipo, pD ;eDr/.
2.4 :{Bhtof;Nh d/ gq;ak;Bh nwb/ d/ w?Ipo, ofi;Noko ;pzXs ftGkr d/ w[Zyh dh f;ckfo;a s/ bkfJpq/oh d/ w?Ipo pDkJ/

ikDr/.
2.5 ;hws frDsh d/ e[M nfij/ ftneshnK B{z, i' :{Bhtof;Nh d/ Bk j'D, 2000/- o[gJ/ bkfJpq/oh f;feT[oNh iwQK eokT[D

s/, i' w?Ipof;ag d/ ysw j'D s/ tkg;h:'r j't/rh ns/ 300/- o[gJ/ ;bkBk bkfJp/qoh w?Ipof;ag ch; ndk eoB s'I gfjbh
nqg?b s'I 31 wkou se ft;a/;a w?Ipo pDkJ/ ik ;eDr/.

2.6 w?Ipo pDB bJh doyk;s w[eZoo ehs/ ckow ftu fdsh ikt/rh i' bkfJpq/oh s'I fwb ;e/rk.
2.7 p?Ie ns/ nkfvN nc;o, e?gZ; fty/ ezw eoB tkb/, ofi;Noko dh f;ckfo;a s/ w?Ipo pDB d/ gkso j'Dr/. p?Ie ns/

nkfvN d/ e?Zg; fty/ ezw eoB tkb/ j'o eowukoh nkg' nkgD/ w[ZyhnK dhnK f;ckfo;aK s/ wI?po pDkJ/ ikDr/.
2.8 e?g; fty/ ezw eoB tkb/ o'iarko dcso d/ ns/ T[Zsoh Gk;aktK d/ gqd/;ae e/Ido nkfd d/ nc;o vhB, ftfdnkoEh

GbkJh vhB, nekdfwe eko-ftjko dh f;ckoa;a s/ bkfJp/qoh d/ w?Ipo pDkJ/ ikDr/. o'iarko dcso ns/ gqd/f;ae
Gk;aktK d/ T[Zsoh e/Ido d/ j'o eowukoh nkg' nkgD/ w[ZyhnK dhnK f;ckfo;aK s/ w?Ipo pDkJ/ ikDr/.

2.9 ftfiafNzr gq'c?;o bkfJpq/oh d/ w?Ipo pDkJ/ ikDr/ ns/ T[BQK B{z T[jh bkfJpq/oh ;j{bsK fdshnK ikDrhnK i' :{Bhtof;Nh
c?ebNh d/ w?IpoK B{z gqkgs jB.

2.10 ekB{zBh ;bkjeko, gzikph :{Bhtof;Nh B{z bkfJpq/oh dk w?Ipo pDkfJnk ikt/rk ns/ T[; B{z T[j bkfJpq/oh ;j{bsK fdZshnK
ikDrhnK i' :{Bhtof;Nh d/ j'o nc;oK B{z gqkgs jB.

2.11 gh-n?uH vhH, n?wH fcb e'o;K bJh gqkJht/N s"o s/ ofi;No j'J/ ftfdnkoEhnK B{z ft;a/;a w?IpoK ti'I bkfJpq/oh w?Ipof;ag
fdsh ikt/rh. ns/ T[BQK B{z T[jh fB:w bkr{ j'Dr/ i' fB:w Bzpo 2.5 nXhB w[eZoo ehs/ rJ/ jB, f;tkJ/ feskpK d/ e/
:{Bhtof;Nh eowukohnK B{z 2000/- o[gJ/ f;feT[oNh ti'I iwQK eokT[D dh b'V BjhI j't/rh.

2.2.9.3 g[;seK d/ ft;a/; a-nfXekoL-

3.1 w?IpoK dhnK tZy tZy ;q/DhnK bJh bkfJp/qohnK s'I eYkJhnK ik ;eD tkbhnK g[;seK dh frDsh g[;seK B{z T[Xko ti'I
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nkgD/ gk; oZyD dh w[Zds fBwB nB[;ko j't/rhL
;q / aDh g [;seK dh frDsh g[;seK oZyD dk ;wK

:{Bhtof;Nh nfXnkge ftfiafNzr 16 i/eo ;w?;No f;;Nw bkr{ sK ;ko/
gq'c?;o ;w?;No bJh BjhI sK nekdfwe ;?;aB

bJh
:{Bhtof;Nh d/ gq'c?;aBb bkfJp/qohnB 16 30 fdB
:{Bhtof;Nh d/ pB;gsh 10 30 fdB
pkr dk ;[gov?IN, t/sBe fo;ou
;jkfJe ns/ oh;ou ;ekbo,
feT[o/No, bkfJp/qoh ftu
gq'c?;aBb ;Nkc ns/ :{Bhtof;Nh
dk ;g'oN; ftzr
ekbi d/ nfXnkge ns/ g'qc?;aBb 8 30 fdB
bkfJp/qohnB
:{Bhtof;Nh p"vhnK d/ w?Ipo, 6 30 fdB
ekB{zBh ;bkjeko ns/ :{Bhtof;Nh
d/ nc;o
g';N-rq?i{J/N ftfdnkoEh
(1) wk;No fvroh 4 14 fdB
(2) fvgb'wk ;oNhfce/N 2 14 fdB
(3) n?bHn?bH n?wH 6 14 fdB
nkBoia d/ ftfdnkoEh 3 14 fdB
d{i/ 2 14 fdB
oh;ou ;ekbo, ghH n?uH vhH 10 30 fdB
bJh ofi;No j'J/ ns/ :{Bhtof;Nh
nfXnkgeK dh nrtkJh nXhB ezw
eo oj/ oh;ou ;ekbo
n?wH fcb ftfdnkoEh 3 30 fdB
n?wH fcbH eo oj/ nfXnkge c?b'
wk;No fvroh (nkBoia ;e{b) 5 14 fdB
o'iarko dcso, gqd/;ae Gk;aktK 2 30 fdB
T[Zsoh e/Ido, p?Ie, nkfvN (e?Ag;
fty/ ezw eo oj/) d/ nc;o s/ j'o
j'o eowukoh

3.2 w?Ipo pDkT[D ;w/I w?Ipo B{z T[sBhnK fNeNK fdZshnK ikDrhnK fizBhnK g[;seK T[j eYkT[D d/ gkso j'Dr/. id'I e'Jh
g[;se eYkJh ikt/, g[;seK ikoh eoB t/b/ eKT{No s/ fJe gkme fNeN fdsh ikt/rh ns/ w?Ipof;ag ekov ftykfJnk
ikt/rk. w?Ipo B{z fJj fNeN g[;se tkg; eoB T[gozs tkg; ehsh ikt/rh.

3.2(T) w?Ipo pDkT[D ;w/I w?Ipof;ag d/ BteoD ;w/I w?Ipo B{z bkfJpq/oh gk; p[Ze fdsh ikt/rh i' T[; B{z T[sBhnK g[;seK ikoh
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eokT[D dk jZe d/t/rh fisBhnK T[j fB:w 3.1 nXhB eYkT[D dk jZedko j?. feskpK e/tb sd jh ikoh ehshnK
ikDrhnK id gk; p[Ze eKT{No ;jkfJe B{z g/;a ehsh ikt/rh. g[;se b?D ;w/I w?Ipo fJj rZb fB;afus eo/rk fe gk; p[Ze
ftZu T[jh g[;se nzfes ehsh rJh j?. fJ;/ soQK g[;se tkg; eoB bfrnk w?Ipo fJj t/y/rk fe gk; p[Ze ftu g[;se dh
tkg;h nzfes eo fdZsh rJh j?. i/ e'Jh coe j't/ sK T[; pko/ eKT{No ;jkfJe B{z s[ozs fog'oN ehsh ikt/.

3.3 bkfJpq/oh gk; pZ[e|w?Ipof;ag ekov ns/ gkme fNeNK w[zsfeb BjhI ehshnK ik ;edhnK.
2.2.9.4 g[;seK T[Xko b?D dhnK ; aosKL-

4.1. o;kfbnK dhnK fibdpzdh fibdK xo tos'I bJh ikoh BjhI ehshnK ikDrhnK.
4.2. T[Zu e'Nh d/ ioBbK|o;kfbnK d/ eozN fibd-ofjs nze bkfJp/qoh s'I pkjo tos'I bJh ikoh BjhI ehs/ ikDr/.
4.3. e[ZM gqeko dk w?Nhfonb, yk; eoe/ jtkbk g[;seK, jZE fbysK ns/ cNhnK feskpK, ;kXkoD s"o s/, xo tos'I bJh

ikoh BjhI ehshnK ikDrhnK. fJ; rZb dk c?;bk bkfJp/qohnB eo/rk fe nfijk w?Nhfonb ed'I wzrtk fdsk ikt/.
4.4. w?Ipo nkgD/ BK s/ eYtkJhnK g[;seK nr/ fe;/ j'o B{z wzrthnK BjhI d/Dr/.
4.5(T) (1) bkfJpq/oh d/ ;ko/ w?Ipo, fiBQK ftu fo;ou ;ekbo ;akwb jB, eYtkJhnK g[;seK tkg;h dh sohe se tkg; eo

d/Dr/, fJ; soKQ Bk eoB s/ T[BQK s'I fJe o[gJ/ gqsh fdB gqsh ;XkoB g[;se, S[ZNhnK B{z SZv e/, d/ fj;kp Bkb fwnkd-
g[Zrh ukoi t;{b ehsk ikt/rkL
g[;seK i' nzso bkfJpq/oh gZXo s/ G/ihnK rJhnK j'D iK ftGkrK B{z dcsoh tos'I bJh fdZshnK rJhnK j'D, fwnkd-
g[Zrh ukoi BjhI bkJ/ ikDr/.
gozs{ fJj fe nfij/ ftGkrK ftZu ezw eo oj/ nfXnkge, fiE/ ;w?;No gqDkbh bkr{ j?, ;w?;No d/ ysw j'D d/ s[ozs
pknd g[;seK tkg; eoBr/, go fJBQK g[;seK dh tkg;h ftu jo ;kb dh 15 iBtoh ns/ 15 wJh s'I tZX d/oh Bjh
j't/rh, id fe nfij/ ftGkrK ftZu ezw eo oj/ nfXnkge, fiZE/ ;kbkBk gqDkbh bkr{ j?, jo ;kb dh 15 wJh se
g[;seK tkg; eo d/Dr/.

(2) nfij/ nfXnkgeK dh w?Ipoh, i' fe T[go'es w[eZoo fwshnK se g[;seK tkg; Bjh eoBr/, nkgD/ nkg w[nZsb j'
ikt/rh, fJ; dh ;{uBk bkfJp/qohnB d[nkok ;zpzXs w?Ipo B{z G/ih ikt/rh fi; dh fJe fJe ekgh tkJh; uK;bo d/
;Zeso B{z ns/ vhB, nekdfwe wkwb/ B{z iao{oh ekotkJh bJh G/ih ikt/rh.

(3) nfijhnK g[;seK, i' fe bkfJp/qoh d[nkok tkg; wzrtkJhnK rJhnK j'D, tkg; wzrtkT[D dk gZso ikoh j'D dh fwZsh
s'I 10 fdBK d/ ;w/I d/ nzdo tkg; eo fdZshnK ikDrhnK. nfijk B eoB dh ;{os  ftu gfjb/ gzi fdBK bJh gqsh fdB
gqsh g[;se 1|- o[fgnk ns/ fJ; s'I pknd dh w[Zds bJh gqsh fdB gqsh g[;se bJh 2|- o[gJ/ fwnkd-g[Zrh ukoi fbnk
ikt/rk.

(4) jtkbk g[;seK ns/ j'o nfijh ;wZroh, fijVh fe nkw s"o s/ fJµ{ BjhI ehsh iKdh, ft;a/a; jkbks nXhB ;hws w[Zds
bJh fdZsh iKdh j?. e[M nfijhnK g[;seK fiBQK dh wzr finkdk j't/, ;hws w[Zds bJh fdZshnK iKdhnK jB. nfijh
jkbs ftu id'I fe fJj g[;seK tkg; eoB dh sohe se tkg; Bjh ehshnK iKdhnK, gfjb/ gzi fdBK bJh gqsh fdB
gqsh g[;se bJh 1|- o[gJ/ ns/ fJ; s'I pknd dh w[Zds bJh gqsh fdB gqsh g[;se bJh 2|- o[gJ/ fwnkd-g[Zrh ukoi,
w?IpoK dhnK ;G ;qa/DhnK s'I, fiBQK ftZu nfXnkge ;akwb j'Dr/, fbnk ikJ/rk.

ftnkfynktKL-
(1) nfXnkgeK ftZu :{Bhtof;Nh b?euoko, ohvo, gq'c?;o ns/ nfXnkgB dk ezw eo oj/ j'D g{oBekbh eowukoh ;akwb

j'Dr/.
(2) gkm g[;seK ftZu nfijhnK g[;seK ;akwb j'DrhnK fiBQK dh tZy tZy e'o;K d/ f;b/p;K ftu f;ckfo;a ehsh j't/ iK

w[eZoo j'D.
4.5 (n) :{Bhtof;Nh nfXnkge B{z ukjhdk j? fe T[j fB;afus ;w/I bJh T[; B{z ikoh ehshnK rJhnK ;G g[;seK pDdh sohe

se tkg; eo d/t/. :{Bhtof;Nh nfXnkge bJh io{oh j? fe T[j jo fJe nekdfwe ;a?;aB d/ ;a[o{ ftu T[; s'I
tkg;h:'r g[;seK w'V e/ fj;kp ;kc eo/.
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4.5(J) pj[s jh ft;a/;a jkbs ftZu, fit/I fe bkfJpq/oh d/ w?Ipo dh phwkoh, d[oxNBk, w"s nkfd d/ e/;K ftu tkJh; uK;bo sohe'I
T[gob/ ukoi xZN eo ;e/rk iK wkc eo ;e/rk.

4.5(;) wzr ehs/ ikD s/ bkfJpq/ohnB fe;/ w?Ipo B{z fB:w 3.1 nXhB frDsh s'I tZX ns/ finkdk w[Zds bJh g[;seK ikoh eoB
dh fJikis d/ ;edk j?.

4.6 g[;seK bkfJp/qohnB d[nkok d[pkok ikoh ehshnK ik ;eDrhnKl i/eo T[BQK dh j'o fe;/ s'I wzr B nkJh j't/.
4.7 w?Ipo g[;seK ns/ bkfJpq/oh dh j'o ;zgZsh B{z yokp Bjh eoBr/ ns/ B jh fJBQK s/ fB;akB bkT[Dr/. i/ e'Jh w?Ipo fJ;

fB:w dh T[bzxDk eo/rk sK j'fJnk B[e;kB T[; B{z g{ok eoBk gt/rk. g[;seK ikoh eokT[D s'I gfjbK dh eNtZY iK
br/ fB;akBK tZb eKT{No ;jkfJe dk fXnkB s[ozs fdtkfJnk ikt/rk ns/ T[; s'I ;jh gtkJh ikt/rh, BjhI sK T[; s'I fgS'
gsk brh eNtZY bJh T[j w?Ipo fiazw/tko j't/rk.

4.8 g[;se yokp j' ikD iK rtku ikD dh ;{os ftu w?Ipo B{z g[;se GoBh gt/rh iK g[;se dh ehws ndk eoBh gt/rh.
pdb/ ftu fdsh rJh g[;se dh ekgh gZeh fibd tkbh j't/rh, f;tkJ/ T[d'I id'I bkfJpq/oh dh rtkuh g[;se g/go p?e
n?vh;aB j't/. n?go i/ g[;se dk gZeh fibd tkbk n?vh;aB T[gbZpX Bk j't/ sK g/go p?e ns/ gZeh fibd tkb/ n?vh;aBK
dh ehws ftueko coe dh ndkfJrh d/ Bkb g/go p?e n?vh;aB ;theko eo bJh ikt/rh.
pdbthI oZyh ikD tkbh g[;se dh ehws d/ noE bkfJp/qoh ftZu T[gbZpX g[;sewkbk d/ ;'fwnK nB[;ko g[;se dh
skiak ehws iK pkiko ehws iK gqkgsh ofi;No nB[;ko ehws j't/rh. fJBQK ftu'I fijVh th ehws tZX j't/ ns/ fJ;
(ehws) ftu g[;se B{z b?D ftu j'D tkb/ vke ns/ nB;zre you/ ;akwb j'Dr/. i/eo nfijh g[;se fe;/ ;?N dh j?
ns/ fJj g[;se fJZebh T[gbZpX Bjh j? sK w?Ipo B{z ;kok ;?N pdb/ ftu d/Dk j't/rk iK ;ko/ ;?N dh ehws d/Dh j't/rh.
n?go i/ g[;se Skg/ s'I pkjo j? iK fiZE/ ehws wkb{w Bjh j? T[E/ bkfJpq/oh T[; d[nkok ndk ehsh ehws s'I ;kbkBk nkXko
s/ 5 gqsh;as tZX ukoi eo/rhl xZN s'I xZN ukoi 220|- o[gJ/ j't/rk. i/ g[;se dkB ftu nkJh j't/ sK bJh ikD tkbh
ehws bkfJp/qohnB dh f;ckfo; s/ tkJh; uK;bo d[nkok fB;afus ehsh ikt/rh.

4.9 eYtkJhnK g[;seK bkfJp/qohnB fe;/ th ;w/I tkg; wzr ;e/rk. i/ fe;/ g[;se dh wzr pj[s j't/ sK bkfJp/qohnB
g[;seK dh tos'I nfij/ sohe/ Bkb ftfB:ws eo ;e/rk i' T[j mhe ;wM/.

4.10 gkm ;wZroh dh tos'I, j'o ;/tktK dk T[gpzX ns/ bkfJp/qoh ftZu nB[;aka;B ns/ ikpsk ekfJw oZyD pko/ pkeh ;aeshnK
bkfJp/qohnB ftZu fBfjs j'DrhnK.

2.2.5 nkw fB:w

5.1 w?Ipo bkfJp/qoh ftZu u[Zg dk dkB py;aDr/.
5.2 bkfJp/qoh ftZu dkyb  j'D s'I gfjbK w?Ipo r/N ofi;No s/ d;sys eoBr/.
5.3 w?Ipo nkgDhnK ;'NhnK, SsohnK ns/ E?b/ eKT[INo s/ iwQK eoT[Dr/ ns/ fvT{Nh tkb/ d[nkogkb|bkfJp/qoh ;/te s'I fJe

N'eB bt/rk. N'eB d/ r[nku ikD dh fog'oN fbysh o{g ftu s[ozs ;oe{b/;aB eKT[INo s/ ehsh ikt/rh, toBk i/ e'Jh
ftnesh r[nkfunk N'eB ftyk e/ oyhnK t;sK b? ikt/ sK bkfJp/qoh B[e;kB bJh fizw/tko BjhI j't/rh.
;zgsh eKT[INo s/ iwQK eotkJhnK rJhnK t;sK pdb/ ikoh ehs/ rJ/ N'eB d/ r[nku ikD s/ 10|- o[gJ/ i[owkBk fbnk
ikt/rk. ;zgZsh eKT[INo s/ oyhnK rJhnK uhiK T[d'I jh fdZshnK ikDrhnK id iwQKeosk d[nkok wbehns dk ;zs';aiBe
;p{s g/;a ehsk ikt/rk.
;zgZsh eKT[INo s/ iwQK eotkJhnK rJhnK t;sK id iwQKeosk bkfJpq/oh s'I ikD br/ sK tZX s'I tZX bkfJp/qoh d/ pzd j'D
s'I gfjbK jo jkbs ftu tkg; b? bJhnK ikD. fijVk gkme nkgDhnK t;sK dh wzr nrb/ fdB eo/rk T[; s'I 25 g?;/
gqsh fdB bJh T[tofvT{ ukoi fbnk ikt/rkl go fJj oew tZX s' tZX e/tb 2|- o[gJ/ se j' ;e/rh.
iwQK eotkJhnK uhiK dh okyh bJh Gkt/I tZX ;ktXkBh tosh ikt/rh, fco th bkfJpq/oh fe;/ uhi d/ yokp j'D iK r[nku
ikD bJh fizaw/tko BjhI j't/rh. bkfJp/qoh nkT[D tkfbnK B{z ;bkj fdZsh iKdh j? fe T[j ;zgZsh eKT[No s/ e'Jh ehwsh
uhiK iK Bedh B oZyD.
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5.4 bkfJp/qoh s'I ikD bZfrnk w?Ipo, p/Bsh ehs/ ikD s/, nkgDhnK ckJhbK ns/ ekri eKT[No s/ fvT{Nh tkb/ nwb/ B{z
ftykT[Dr/.

5.5 fJµ{ ekT[INo pzd j'D d/ ;w/I s'I nZXk xzNk gfjbK g[;seK dk ikoh eoBk pzd eo fdZsk ikt/rk.
2.2.9.6 g[;seK okythnK eokT[Dk

e'Jh wzrh g[;se i' ikoh j'Jh j't/, j'o w?Ipo okytKeoD ekov ekT[INo s/ Goe/ ns/ vke fNeN brk e/ T[j okythI
eotk ;eDr/.
2.2.9.7 fj;kp p /pke ;oNhfce/N

bkfJp/qoh gk; p[Ze, w?Ipof;ag ekov ns/ gkme fNeN bkfJp/qoh dh wbehns jB ns/ e'Jh gohfynk d/D s'I iK ekbi iK
:{Bhtof;Nh Bkb'I nkgDk ;zpzX s'VB s'I gfjbK fJBQK dk tkg; ehsk ikDk, d/D :'r oew, i' e'Jh j't/, ndk eoBk ns/ fJBQK ;pzXh
bkfJp/qoh s'I fj;kp p/pke Gkt pekfJnk BjhI j'D dk ;oNhfce/N gqkgs eoBk bkiawh j?.
2.2.9.8 f;oBkt/ I dh spdhbhL-

w?IpoK B{z ukjhdk j? fe w?Ipo ofjD d/ d"okB gs/ ftu fe;/ spdhbh ns/ ekbi, iwks iK nfXn?B d/ ft;a/ ftu pdbh pko/
bkfJp/qohnB B{z ;{uBk fdzd/ ofjD.
2.2.9.9 ekovK ns/ fNeNK dk r[zw ikDk

9.1 bkfJp/qoh gk; p[Ze|w?Ipof;ag ekov ns/ iK gkme fNeN r[nku ikD dh ;{uBk s[ozs bkfJpq/ohnB B{z fbysh o{g ftu
fdZsh ikt/. ;pzfXs w?Ipo T[; B[e;kB bJh fizaw/tko j't/rk i' T[; w?Ipo dh gk; p[Ze | w?Ipof;ag ekov ns/ gkme fNeNK
d/ r[nku ikD iK e[tos'I ekoB bkfJp/qoh B{z T[mkT[Dk gt/.

9.2 id w?Ipof;ag ekov ns/ gkme fNeN d't/I r[nku ikD sK 25|- o[gJ/ ft;a/;a oew d/ s"o s/ iwQK eokT[Dh gt/rh i' r[nku/
ekov d/ ekB{zB wzBtK ofjD dh fwnkd r[iaoB T[gozs tkg;h:'r j't/rh.

9.3 fe;/ w?Ipo B{z v[gbhe/N gkme fNeN(k) bkfJp/qohnB d/ ftt/e s/ ns/ 10|- o[fgnk gqsh fNeN ndk eoB s/ ikoh ehsh
ikt/rh|ehshnK ikDrhnK. n?go bkfJpq/ohnB tko tko nfijk eoB tkb/ w?IpoK d/ e/; T[; nEkfoNh d/ fXnkB ftu
fbnkt/rk fi; B/ T[BQK dh w?Ipof;ag dh f;ckfoa; ehsh ;h.

9.4 fe;/ w?Ipo dh w?Ipof;ag ikoh oZyD bJh v[gbhe/N w?Ipof;ag ekov 10|- o[fgnk ndk eoB s/ ikoh ehsk ikt/rk.
2.2.9.10 gkm ns/ okythnK g[;seK dk ;?e;aB

9.1 bkfJp/qoh ftZu fJe f;b/p; w[skpe gkm g[;seK ns/ okythnK g[;seK dk ;?e;aB ekfJw ehsk frnk j?. fJj g[;seK
bkfJpq/oh ftu p?m e/ jh gVQhnK ikDrhnK.
2.2.9.11 nzso-bkfJpq/oh b?D-d/D

bkfJp/qoh go;go s'o s/ sfj ehshnK ;aosK s/ j'o bkfJpq/ohnK ns/ ;z;EktK B{z gkme ;wZroh T[Xkoh d/ ;e//rh ns/
T[BQK s'I b? ;e/rh.
2.2.9.12 gqsh ;kb 1000|- o[gJ/ dh nfXesw ;hwk d/ ftu ofjzd/ j'J/, j/m fby/ e/;K ftu yzv(;) ftu nzfes ;aosK B{z g{ok eoB
tkb/ :'r ftneshnK B{z 50 gqsh;as fJwdkdh oew fdZsh ikt/rhL
(T) nkgD/ ft;a/ iK ;pzX y/sok Bkb ;pzXs nfijhnK ;';kfJNhnK|;z;EktK ftu'I fJe iK fJe s'I tZX dk, xZN s'I xZN fJe

;kb iK g{o/ ihtB bJh w?Ipo pDB bJh, i' fe nkgD/ w?IpoK B{z nkgD/ ioBb w[cs iK xZN doK s/ ;gbkJh eodhnK jB.
(n) ;bkBk|fJZe ;kb s'I tZX|ihtB w?Ipof;ag d/ nkXko s/ Gkosh ns/|iK ftd/;ah ioBbK dk uzdk d/ e/ rqkje pDB bJh.

nfij/ ioBb T[;d/ ft;a/ iK ;pzX y/soK Bkb ;pzfXs j'D/ ukjhd/ jB.
(J) T[; d/ ft;a/ iK ;pzX y/soK Bkb ;pzXs g[;seK d/ yohdD bJh.
(;) :{Bhtof;Nh d[nkok fJwdkdh oew g{oD-ekbh b?euokoK, ohvoK ns/ g'qc?;aoK B{z fdZsh ikt/rh. fJj bkfJpq/oh d/ j'o

g{oD-ekbh nekdfwe ;Nkc B{z th fdZsh ikt/rh. (;jkfJe bkfJpq/ohnB ns/ T[BQK s'I T[gobk ;Nkc)L gozs{ fJj io{oh
j? fe T[j nfXnkgB ns/|iK y'i d/ ezw fu bZr/ j'D. ;';kfJNhnK, gqek;aeK iK g[;seK t/uD tkfbnK B{z ehsh rJh



gouk-

ndkfJrh dhnK o;hdK, fijh fe ;{os j't/, fJwdkdh oew b?D tkfbnK d[nkok g/;a eoBhnK j'DrhnK. ftd/;a ftu
ndkfJrhnK eoB dh ;{os ftu p?Ie s'I fwbD tkbhnk o;hdK wzBhnK ik ;eDrhnK.

(j) ;pzXs ftGkr d/ w[Zyh d[nkok fpb :{Bhtof;Nh bkfJp/qoh d/ w[yh B{z G/i/ ikDr/. nkfvN d[nkok fJsoki, i/ e'Jh j't/
, dk fBgNkok ftGkr d/ w[Zyh d[nkok ehsk ikt/rk.
fJE/ fJj dZ;Dk :'r j't/rk fe ;wK gk e/ b'V nB[;ko fB:wK ftZu spdhbhnK th ehshnk iKdhnK jB.

2.2.10 ;ko (Summary):-

;oe{b/a;B ;?e;aB bkfJp/qoh feqnktK B{z fizd ikB fdzdh j? fJ; s'I fpBKQ bkfJp/qoh nX[oh ikgdh j?. god/ d/ nZr/ d/ ezwK
ftu fJ; dh :'r G{fwek j?. fJ; tb'I eJh gqeko d/ ekoi fBGkJ/ iKd/ jB. fJj bkfJpq/oh dh g{oh wkbe j?. eh pkjo ik fojk
j? fJ; dk jh nfXeko j[zdk j?. g[;se fJµ{ eoB tkbk ftnesh fJ; dhnK rsh ftXhnK B{z ubkT[D bJh i[zw/tko j[zdk j?.
bkfJpq/oh fB:w nzso bkfJp/qoh T[Xko ns/ j'o ezw fJ; d/ x/o/ ftu nkT[Id/ jB. bkfJp/qoh dk fpzp fJ; ;?e;aB d/ eowukohnK d/
jZE ftu j[zdk j?.
;t? gVu'b ;tkbL-
1) fB:{nkoe ftXh fe; B/ Jhiakd ehsh ;h.
2) prT[Bh ftXh ftu gkme B{z fezBhnK fNeNk fdZshnK iKdhnK jB.
T[ZsoL-
1) i'jB e'NB vkBk
2) fB:wK w[skfpe fizBhnK dk T[j nfXeko oydk j?.
j'o gVQB bJh L
1H Mittal, R.L : Library Administration : Theroy and Practice. Ed. 5. 1984.

2H nihs f;zx ns/ ;fjrb, gh ;h L bkfJp/qoh ns/ ;{uBk e/doK dk gqpzX, gfNnkbk L wdkB gpbhe/µB, 2004H



p?u{bo nkc bkfJpq/oh n?Iv fJBckow/;aB ;kfJz; gouk 

bkfJpq/oh ns/ ;{uBk e/IdoK dk gqpzX

gkm Bzpo L 2H3 b/yeL vkH e/H BtbkBh

;zdoG ns/ ;{uBk ftGkr (Reference and Information Section)

gkm ; zouBkL-

2.3.0 T[d/;a
2.3.1 G[fwek
2.3.2 noE ns/ gfoGk;ak
2.3.3 b'V
2.3.4 wB'oE
2.3.5 ekoi
2.3.6 ;/tktK
2.3.7 gfou? ns/ T[gG'rsk f;fynk
2.3.8 ;zdoG ;aq's
2.3.9 ;ko

2.3.0 T[[d/;a (Objectives)

gkm d/ j/m fby/ T[/d/;a fwZE/ rJ/ jBL-
(1) ;zdoG ekoi ns/ ;zdoG ;/tk dh gfoGk;akl
(2) ;zdoG ftGkr d/ wB'oE ns/ ekoil ns/
(3) w[Zy ;zdoG ;aq'sK dk t/otk.

2.3.1 G{fwek (Introduction)

bkfJp/qoh dh ;wki ftu finkdkso wjZssk fJ; rZb T[Zs/ fBoGo eodh j? fe T[j nkgD/ ;zdoG ;tkbK d/ T[Zso d/D
ftu fezBQh e[ ;cb j?. fJj bkfJpq/oh d/ ezwK dk X[ok j?. id fe ;oe{b/;aB ns/ seBheh ns/ ;?e;aB bkfJpq/ohnBf;ag d/ oZy oyk
ns/ fppfbT[rkqfce nz;a Bkb ;zpzfXs fdsh iKdh j?. ;zdoG ;/tk ft;a/;a gZy B{z do;KT[dh j?. fJj T[j ezw j? fi; tk;s/
bkfJp/qohnBK B{z ft;a/;a f;ybkJh fdsh iKdh j?. T[jBK B{z ;tkbK d/ T[Zso bJh ftXh ftXkB f;ykfJnk iKdk j?. fit/I fe ;{uBk dh
;g;aNsk tk;s/ fJzNoftT{ fet/I bJhdh j?. S'N/ ns/ bzp/ ;w/I dh ;zdoG ;/tk fet/I BfiZmDh j?. ;kfjs dh y'i fet/I eoBh j?.
bkfJp/qoh d/ ;kXBK dk fet/I gq:'r eoBk j? fJ; tk;s/ bkfJp/qoh ;zrqfj dk g{oD frnkB j'Dk ukjhdk j? sK i' gkme dh ;asz[;Nh
ehsh ik ;e/.
;zdoG ezw|;/tk (Reference work/Service):-

2.3.2 gfoGk; a k L -
(1) bkfJpq/oh ;/tktK dk T[j Gkr fi; ftu gkmeK B{z ftfGzB ftf;anK ;pzXh wzrh rJh ;{uBk y'iD ftu ;jkfJsk ehsh
iKdh j?.

30
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(2) bkfJpq/ohnB tb'I gkme B{z ;{uBk bZGD ftu fdsh rJh fBZih ;jkfJsk.
À nkw s"o s/ bkfJp/qohnK ftu ;zdoG ;/tk dh ftnkfynk gkme B{z ;{uBk bZGD ftu fdsh rJh f;ZXh, fBZih ;jkfJsk
j?.Á
(Encylopaedia of library and information science, New York: Marcel Dekker,

1978 V. 25p. 216)

w'N/ s"o s/ ftnkfynk eod/ j'J/ ;zdoG ;/tktK dk ezw gkmeK dh b'VhIdh ;{uBK se gj[zu eotkT[D ftu ;jkfJsk eoBk
j?.
(Saffady william Introduction to automation for libraries 3rd ed. Chicago: Americian Li-

brary Association, 1994, p. 283)

;zdoG ;?e;aB (Reference Section):-

bkfJp/qoh dh fJj T[j ;?e;aB j? fi; dk gqw[Zy ezw bkfJp/qoh dh tos'I eoB ftu gkmeK dh ;jkfJsk eoBk j? yk; eoe/
bkfJp/qoh d/ nzdo ;{uBK ;'qsK dh tos'I dh ikDekoh d/Dk j?.
2.3.3 b'V (Needs):-

(1) gkmeK dh bkfJpq/oh dh tos'I ftu ;jkfJsk eoBh.
(2) gkmeK dh mhe gVB:'r ;wZroh u[ZDB ftu ;jkfJsk eoBh.
(3) gkmeK B{z bkfJp/qoh dh soshp ns/ g[;se bZGD ftu ;jkfJsk eoBh.
(4) bkfJpq/oh e?Nkbkr, torheoD nkfd dh tos'I ftu ;jkfJsk eoBh feT[Ife fJj ft;a/;a seBhe nB[;ko

j'D eoe/ tosB/ n"y/ jB.
(5) ;zdoG g[;seK ns/ vkNkp/;; ftu'I ;{uBK bZGD ftu gkmeK dh ;jkfJsk eoBh.
(6) eJh gqeko dhnK ckJhbK fsnko eoBhnK fit/I fJzv?e;, efbfgzr ;zrqfj, fppfbT[rkqchnK, vkNkp?Ie nkfd.
(7) d{ihnK bkfJp/qohnK d/ ;zrqfj se g[jzu eoB ftu gkmeK dh ;jkfJsk eoBh.
(8) gkme ns/ gkmeK d/ ;w{j B{z bkfJpq/oh gfou? d/Dk.
(9) gkmeK B{z fppfbT[rqkchnK fsnko eoB ftu ns/ ;kfjse y'i ftu f;fynk d/Dh.
(10) gkmeK d/ ;tkbK d/ s[ozs T[Zso d/D/.
(11) wjZst g{oD xNBktK d/ w"fenK T[s/ g[;se gqdo;aBhnK brkT[DhnK.
fit/I T[go df;nk j? fe bkfJp/qoh dh w;ahBoh-torheoD gqDkbh, e?Nkbkr, ;KG ;zGkb, ;a?bcK T[Z/s/ g[;seK dh

soshp nkfd ;ko/ ft;a/;a seBhe nB[;ko j[zd/ jB. fJjBK B{z ;wMD bJh ;Nkc dh ;jkfJsh dh b'V j?. bkfJp/qoh seBheh
feqnktK, bkfJp/qoh foekov ns/ ;zdoG ;kXB ;G B{z ikDB dh b'V j?. bkfJpq/ohnB g[;se ns/ gkme ftueko ftu'bk j[zdk j?.
2.3.4 wB'oE (Purpose):-

;zdoG ;/tk dk wB'oE gkme B{z nkgDhnK ;{uBK b'VK tk;s/ bkfJp/qoh ;zrqfj dh n;odko tos'I eoB ftu ;jkfJsk
eoBk j?.

(A.L.A. Encyclopedia of Library and information serivces. 2nd ed. Chicago, Illinois: Ameri-

can Library Association, 1986 p. 692)
nZi fJ; d/ T[d/;a ft;akb j' rJ/ jB fi; ftu g[;se bZGD ns/ bkfJp/qoh ;kXBK dh tos'I ftu jdkfJsK th ;akwb j'

rJhnK jB.
À;zdoG ;/tk dh fBt/ebh ft;a/a;sk fJj j? fe ;/tk d/D bJh ;Nkc fBoXkos ehsk frnk j?. b'eK tk;s/ ;zdoG ;zrqfj

B{z nbr EK  ftu ofynk iKdk j?. b'Vhd/ gZE do;ae (Guides) brkJ/ j[zd/ jB fit/I torheoD gqDkbh, e?Nbkr ns/ fJzv?e;
ns/ ;Nkc ns/ gkme ftueko T[Zu doi/ dh pksuhs dh ftt;Ek ehsh j[zdh j?.

(A.L.A. Ency P. 692)
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2.3.5 ekoi (Functions):-

fJ; ;?e;aB d/ fBwBfbys ezw jBL
(1) b'VhId/ Bt/I T[g:'r j'D tkb/ ;zdoG ;'qs ;zrqfj ftu ;akwb eoB/.
(2) fBZs dhnK feqnktK eoBhnK.
(3) ;zdoG ;zrqfj dh ftt;Ek eoBh.
(4) gkmeK d/ gVB bJh EK T[gbZpX eotkT[Dh.
(5) g[;se gqdo;aBhnK brkT[DhnK.
(6) bkfJp/qoh dh fBrokBh eoBh.
(7) bkfJpq/oh ftu e?Nkbkr, torheoD nkfd dh tos'I ftu ;jkfJsk eoBh.

T[go'es s'I fJbktk fJ; ;?e;aB d/ e[M j'o ezw th jB fijV/ fJ; d/ eowukohnK tZb'I fBGkJ/ iKd/ jB.
(1) w"i{dk ns/ ;zGkth ;{uBk gqkgsh tk;s/ ;kfjse y'i eoBh ns/ fppfbT[rkqchnK fsnko eoBhnK.
(2) bkfJp/qoh ;zrqfj dh tos'I ftu tkXk eoB tk;s/ rkJhv fsnko eoB/.
(3) ft;a/;a fJzv?e; fsnko eoB/ ns/ ft;a/;a ckfJbK dh ;zGkb eoBh (g?IcfbN, efbfgzr nkfd)
(4) nzso bkfJpq/oh T[Xko (Inter Library Loan) eoBk.
(5) ;koK;heoB (Abstracting) eoBh.
(6) nB[tkd (Translation) eoBk.
(7) u'Dth gq;ko ;/tk d/Dh (Selective Dissemination of Information Services)

(8) ;zgkdeh ns/ gqek;aB ;/tktK gqdkB eoBk
(Encyclopedia of library and Information Sciences, New York, Marcel Dekker, 1978,

V.25 p. 220-21)

2.3.6 ;/tktK (Services)

fJj ;?e;aB fBwBfbys ;/tktK gqdkB eodh j?L
1 ;tkbK d/ T[Zso d/D/L- (Answering Queries)

gkme bkfJp/qoh ftu eJh gqeko d/ ;tkbK B{z g[Sd/ jB ns/ T[jBK d/ T[Zso wzrd/ jB. T[j T[jBK ;tkbK ;pzXh ;{uBK
ns/ g[;seK th wzrd/ jB. fJj ;?e;aB T[jBk B{z b"VhIdh ;wZroh gqdkB eoe/ fBtkidh j?.
2 gkmeK B{z ;jkfJsk eoBh (Helping Users):-

fJj fJ; ;?e;aB dk w[ZYbk ezw j? gkmeK dh ;jkfJsk bJh May I Help You ! tkbh s[Ze ;zdoG N/pb T[Zs/
brkT[Dh ukjhdh j?. gkmeK dh ;jkfJsk tk;s/ o?Ico?I; bkfJp/qohnB w"i{d j[zdk j? T[j gkmeK B{z bkfJp/qoh dhnK ftfGzB seBheK
torheoD, ;{uheoD, fJzve?;, vkNkp/;;, ;zdoG ;kXB nkfd dh tos'I ftZu g{oD ;fj:'r fdzdk j?.
3 gkme ;bkjekoh ;/tktK (Reader Advisory Services):-

fJj ;/tk g'qV f;fynk e/Ido d/ ekoB j'Id ftu nkJh j?. bkfJp/qohnB gkmeK dhnK b'VK o[uhnK, f;fynk dk gZXo ns/
;zGktBktK ikDB bJh T[jBK dh fJzNoftT[ b?Idk j? ns/ fco T[jBK B{z ;pzfXs g[;seK gVB bJh ;bkj fdzdk j?. nZi eb eJh
tkoh gkme fJ; fe;w dh ;bkj b?Idk j? fit/I fe gfVnk ikt/, ;zdoG g[;se fet/I tosDh j?, eh feE/ T[gbZpX j? ns/ fejVk
;kcNt/no iK jkovt/no yohfdnk ikt/ nkfd fJ; ;?e;aB ftu ezw eo oj/ eowukohnK dh fJjBK ezwK ftu w[jkos j[zdh j? fJ;
bJh T[j nfijh ;/tk fdzd/ jB.
4 gkme f;Zfynk iK dhfynk (User Education):-

nbr nbr fe;w d/ gkmeK B{z fJj ;?e;aB bkfJp/qoh Bkb ikD gSkD gfou? fdzdh j?. fJj ezw ;kb d/ ;a[o{ ftu iK id'I
gkme bkfJp/qoh ftu nkT[Idk j? ehsk iKdk j?. nZieb pj[s ;kohnK bkfJp/qohnK ftu gkme f;fynk bJh ezfgT{No ;jkfJe
gq'rokw T[gbZpX jB.
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5 fppfbT[rqkchnK fsnko eoBhnK (Compilation of Bibliography):-

6 (Indexing and Abstracting Services):-

7  ( Inter Library Loan):-

8

9 (Referral Services)

(Referral

Services)

10 (Exhibition):-

2.3.7 ( Orientation and User Education)

2.3.7.1 (School Libraries)
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2.3.7.2  (College Libraries):-

10.7.3 (University Libraries):-

2.3.7.4 (Sepcial Libraries)

2.3.7.5 (Public Libraries)
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2.3.8 (Reference Sources):-

(Union Catalogues)

Bibliography of Bibliographies

1. Besterman, Theodore. A World Bibliography of bibliographies and bibliographical cata-

logues, calenders, abstracts, digests, indexes and the like. 4the rev. and enlarged ed.

Lausenne: Societies Bibliographica, 1965-66, 5V.

2. Bibliographic index: a cumulative bibliography of bibliographies. 1937 New York: H. W.

Wilson, 1983- Triannual.

3. Kalia, D. R. Bibliography of biblographies on India/ D.R. Kalia and M. K. Jain. New

Delhi: Concept, 1975.

Guides

1. Balay, Robert Guide to reference books. 11th ed. Chicago: American Library Associa-

tion, 1996.
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2. A Guide to reference materials in India/compiled and edited by N. N. Gidwani and K.

Navalani. Jaipur: Saraswati Publications, 1974. 2v

3. Walford, A. J. Guide to reference material. 8th ed. London: Library Association, 1999-

2001. 3v.

National Bibliographies

1. British National Bibliography, London. Council of the British National Bibliography, 1950-

1974; London: British Library Bibliographics Services Division, 1974.

2. Indian National Bibliography. Kolkata: Central Reference Library, National Library, Oct.

1957- Dec. 1963. Quarterly Jan. 1964- Monthly.

Trade Bibliographies

1. Books in print. New York: R. R. Bowker, 1948. Annual. 2003-2004 edition 8v.

2. The Cumulative book index: a world list of books in English Language. New York: H. W.

Wilson, 1998-1999. Monthly.

3. Indian Books in Print: a bibliography of Indian books published in English language/ edited

by Sher Singh. Delhi: Indian Bibliographies Bureau, 1967-21st ed. 3v.

4. Whitaker's book list. London: Whitaker's Bibliographic Service, 1987-Annual.

(Union Catalogues):-

1. US. Library of Congress. The National Union Catalog: Pre- 1956. Imprints. London:

Mansell, 1968-1981. 754v.

2. British union catalogue of periodicals: new periodical titles, 1964-80. London: Butterworth,

1964-81. 71 v.

3. National union Catalogue of Scientific serials. New Delhi: Indian National Scientific Docu-

mentation Centre. 1965-81/18v.

4. National union catalogue of scientific serials in India/edited by S. N. Dutta et al. New

Delhi: Indian National Scientific Documentation Centre, 1988. 4v.

5. Union Catalogue of social Science serials. New Delhi: National Social Science Documen-

tation centre, ICSSR, 1975-76. 14v.

(Dictionary)

1. Oxford advanced learner's dictionary of current English: 6th ed. Oxford.: Oxford Univer-

sity Press, 2000

2. De Sola Ralph, Abbrevations dictionary. New York: American: Elsevier, 1974.

3. Funk and Wagnalls New standard dictionary of the English Language. New York. Funk

and Wagnalls, 1961.

4. Encyclopeadic dictionary of management/edited and compiled by Rohit Sharma. New
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Delhi: Lakswgey, 2003.

5. Cambridge English pronouncing English Dictionary. Low price ed. Cambridge: Cambridge

University Press, 2003.

6. McGraw-Hill Dictionary of art, 1963, 5v.

7. Oxford English Dictionary. Oxford: Clarendon Press, Oxford, 1973

(Encyclopedia)

1. Encyclopedia of library and information science. New York: Marcel Dekker, 1968-35v.

With supplements.

2. Collier's Encyclopedia. New York: Collier, 24v. annual.

3. International Encyclopedia of the social sciences. New York: Macmillan. 1930-1935,

15v.

4. The New College encyclopedia of music. New York: Norton, 1960

5. Penguin Encyclopedia. Baltimore Md: Penguin Books, 1966

6. The New Encyclopedia Britannica. 15th ed. Chicago: Encyclopedia Britannica Inc., 1994,

32 v.

7. McGraw Hill Encyclopedia of science & Technology. 7th ed. McGraw Hill, Inc. 1992, 16

v.

8. World Book encyclopedia. Chicago: Field enterprise Educational Corp., 22v. annual.

(Year books):-

1. India 2005: a reference annual. New Delhi: Publications Division. Ministry of Information

and Broadcasting, Annual.

2. Statistical abstracts of India 2002. New Delhi: Central Statistical Organisation. Annual.

3. The Statesman's year book. London: Macmillan, 1964.

4. The Europa World year book. London: Europa Publications Ltd, 1869.

5. Whitaker's Almanac. London: Whitaker annual, 1869.

6. Britannica Book of the year. Chicago: Encyclopedia Britannica Inc, annual. 1938.

7. Collier's Yearbook. New York: Collier, 1939-annual.

8. Reader's digest almanac. New York: Reader's Digest Association, annual 1939.

(Manuals)
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1. American Red Cross, first aid textbook for Juniors. New York: Blakiston, 1949.

2. Kengery, Robert. How To do it books. New York. Bowker, 1950.

3. Vohra, Amritlal. Manual of service conditions of teachers in universities and colleges in

India. New Delhi: Crest Publishing House, 2001.

4. Vanderbilt, Army, New Complete book of etiquette: the guide to gracious living. New

York: Doubleday, 1972.

(Biographical Sources):-

1. American men and women of science. New York: Bowker, 1976. 7v.

2. McGraw- Hill Moder men of Science. New York: McGraw-Hill, 1966-1968. 2v.

3. National Encyclopedia of American Biography. New York: White. 1892-1971, 53v.

4. Who's Who in America. Chicago: Marquis, 1899.

5. Cyclopedia of world authors/edited by Frank N. Magill. 4th rev. ed. Paradena, Cal.:

Salem Press, 2004. 5v.

nB[eqwfDek ns/ ;koK;a (Indexes and Abstract)

fJzv?e; fJe f;b;b/tko soshp ehsh j'Jh ;{uh j[zdh j? fijVh fe;/ b/y iK g[;se d/ t/ot/ gSkDB ns/ T[;B{z
bZGD ftu ;jkfJsk eodh j?. fJ;/ soQK n?p;No?eN th fe;/ gqek;aB iK b/y dk ;koK;a j[zdk j? fi; ftu gqek;aB iK b/y B{z
bZGD bJh g{o/ fppbhTrqkcheb t/ot/ T[gbZpX j[zd/ jB.
T[dkjoDKL-
(1) Business periodicals index. New York: Wilson, 1958-Monthly.

(2) Index medicus.Washington, D.C.: National Library of Medicine. 1879. Monthly.

(3) Library Literature,New York: Wilson, 1934-bimonthly.

(4) P.A.I.S: Bulletin. New York: Public Affairs Information Service, 1915- weekly.

(5) Index India. Jaipur: Rajasthan University Library. 1967.

(6) Chemical abstracts. Ohio : Chemical Abstracts Service of American Chemical Society

1907- weekly.

bVhtko gqek;aB (Serials)

skiah ;{uBk dh ikDekoh iK jw/;ak nZZr/ tXDk fe;/ th ;{MtkB ftnesh, gq'c?;o iK nkw ftnesh dk b'VhIdk ekoi
j?. ;hohnb, e'Jh th gqek;aB i' pj[ GkrK ftu Sgdk j't/ nkw s"o s/  fB:ws tefcnK T[Zs/ fB:wK nB[;ko jw/;ak bJh ikoh
ofjD dh e'f;a;a eodk j't/.
T[dkjoDkL-
(1) Newsweek. New York: Newseek, Inc., 1933.

(2) Reader's digest. Pleasantville, New York: Reader's Digest Association Inc., 1922.

(3) Reader's guide to periodical literature, New York: Wilson, 1905. Semimonthly.

(4) The Times literary supplement. London: Times Newspapers Ltd., 1902, weekly.

feskpVh (Hand Books)

b{Jh; ;a'o d/ nB[;ko,j?Avp[e *fJe ;zdoG g[;se j[zdh j? fi; ftu fJe iK finkdk ftf;anK T[Zgo c[ZNeb, nzeV/ ns/
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;zfynktK B{z s[ozs tos' bJh fJeZso ehsk j[zdk j?. fJ; ftu ;zy/g ikDekoh fdZsh j[zdh j?.
T[dkjoDKL-
(1) Guinnesss world of records. London: Guinness World Records Ltd., 1955-Annual.

(2) Universities Handbook. New Delhi: Association of Indian Universities. 1955-

Annual.

fBod/;aek(Directories)

fJj S/ fe;w dhnK J/iz;hnK pko/ ;{uBk fdzdhnK jB
(T)  f;Zfyne ;';kfJNhnK, (n)  gq'c?;aBb ns/ No/Av n?;';hJ/;aB, (J)  T[d:'fre ns/ tgkoe ndko/, (;)  ;z;EktK,

(j)  ;wkfie ;z;EktK, (e) ebZp, ;[;kfJNhnk fJjBK B{z f;b;b/tko soshp ehsk frnk j[zdk j?. nkws"o nyotko iK tor
nB[;ko soshp ehshnK j[zdhnK jB, fJjBK d/ f;oBkt/ fJjBK d/ ezw nkfd d/ t/ot/ fwbd/ jB.
T[dkjoDKL
(1) Encyclopaedia of associations. Detroit: Gale Research Co., 1964-, biennial.

(2) The World of learning. London: Europe, 1947- Annual.

(3) Yearbook of international organizations. Brussels: Union of International Associations,

1948-Annual.

G{r'fbe ;q's (Geographical Sources)
;zdoG bkfJpqohnK B{z brksko *EktK* pko/ ;tkb g[ZS/ iKd/ jB. fJjBK ftu EktK dh G{r'fbe ;fEsh, BdhnK, gjkV

nkfd pko/ ;z;ko gZXo dh ikDekoh wzrh iKdh j?. fJ; dk T[Zso fBwB ;zdoG ;q'sK dh ;jkfJsk Bkb fdZsk iKdk j?.
T[dkjoDK
(1) Gazzetteer of india: Indian Union. Delhi: Publication Divison, 1965-1978. 4v.

(2) Complete A-Z geography handbook/Malcolm Skinner et al. 3rd ed. London: Hodder &

Stoughton. 2003.

(3) Hammond Medallion World atlas. Maplewood N.J.: Hammond. 1975.

(4) The International atlas. Chicago : Rand McNally, 1974.

(5) India: a travel guide/Aruna Deshpande. New Delhi: Crest, 2000.

2.3.9 (Summary):-

;zdoG ;/tk fBZih ;jkfJsk j[zdh j? fijVh gkmeK B{z bkfJpq/oh dh tos'A eoB ftu fdZsh iKdh j?.fJ; okjh T[j ;zdoG
;kXBK ftu' ;{uBk bZGD d/ :'r j[zd/ jB. ;zdoG ;?e;aB fJ; fd;aK ftu eJh fe;w d/ ezw eodh j?. fJj ;zdoG  ;q's B{z brksko
x'ydh ofjzdh j?. Bt/I Sg/ ;zdoG ;q'sK B{z wzrtkT[D d/ T[gokb/ eodh j?. Bt/ gkmeK dh bkfJpq/oh Bkb ikD gSkD eotkT[Dk th
fJ; d/ ezwK dk nfjw gfjb{ pD frnk j? fi; Bkb bkfJpq/oh dh tos' ftu tkXk j[zdk j?. ;zdoG ;kXB dk o{g ns/ fe;wK pdb
ojhnK jB. fJzNoB?N ns/ bkfJpq/oh nkN'w/;aB ekoB ;zdoG ;?e;aB d/ ezwK ftu th spdhbh nkJh j?.

;t? gVu'b ;tkb
1. ;zdoG ;/tk dh gfoGk;ak dZ;'.
2. o?cob (referal) ;/tk eh j[zdh j?.
T[Zso

j?fvzr ns/ T[gj?fvzr t/y'.
1H 11H2 d/
2H 11H6 d/

nZr/ gVB bJh
1. Katz, Williams A. Introduction to reference work: New York: McGraw Hill, 2c.

2. Krishan Kumar.Reference service.5th ed. New Delhi : Vikas, 1996.Reprint 2006.

3. ;shik, n?w gh ns/ ;/tk f;zx L ;zdoG ns/ ;{uBk ;'qs L fJe ikD-gSkD  1996



p?u{bo nkc bkfJpq/oh n?Iv fJBckow/;aB ;kfJz; gouk 

bkfJpq/oh ns/ ;{uBk e/IdoK dk gqpzX

gkm Bzpo L 2H4 b/yeL vkH e/H BtbkBh  ns/ feoB
eE {o hnk

bkfJp/qoh fJwkos (Library Building)

;zouBk (Structure)

2.4.0 T[d/;a
2.4.1 G{fwek
2.4.2 gfoGk;ak
2.4.3 :'iBkpzdh d/ f;ZXKs
2.4.4 gfotosB;ahb ns/ y[;ae T[;koh
2.4.5 :'iBkpzdh
2.4.6 ;EkB
2.4.7 nkeko
2.4.8 ykbh EK SZvD d/ fB:w
2.4.9 Gkosh wkgdzv
2.4.10 vk a ozrkBkEB dh fJwkos :'iBk
2.4.11 o';aBh ns/ jtkdkoh
2.4.11 ;a'o o[ektN
2.4.13 coBhuo
2.4.14 ;ko

2.4.0 T[d/;a (Objectives)

(1)  bkfJpq/oh fJwkos pko/ ft;sko Bkb t/otk d/Dk;
(2)  bkfJpq/oh fJwkos d/ fB:wK pko/ uouk eoBh;
(3)  bkfJpq/oh fJwkos bJh Gkosh wkg dzvK pko/ ikDekoh gqdkB eoBk ; ns/
(4)  fJwkos ftu b'VhdhnK ;[ftXktK pko/ t/otk .

2.4.1 G{fwek (Introduction)

jo fJe bkfJpq/oh bJh fJwkos dh }o{os j[zdh j?. i/eo fJwkos feqnk;ahb j? sK bkfJpq/oh T[d/;aK B{z pj[s tXhnK
;[:'rsk, n;odko ns/ ;;s/ o{g ftu gqkgs eo ;ed/ jK. bkfJpq/oh B{z nbr fJwkos ftu i' fJ; wzst bJh pDkJh rJh j't/
T[; ftu oZyDk ukjhdk j?. nkw s"o s/ S'NhnK bkfJpq/ohnK fgZsoh ;z;Ek dh fJwkos d/ fJe Gkr ftu oZyhnK iKdhnK jB. gozs{
fJj :'r j't/rk fe bkfJpq/oh d/ ft;a/;a T[d/;a ns/ ezw g{o/ eoB bJh fJ; tk;s/ tZyoh fJwkos pDkJh ikt/.
2.4.2 gfoGk;ak (Definition)

bkfJpq/oh, gVB:'r ;wZroh ns/ gkmeK dk e/Ido j? fJ; dh ;/tktK d/ nzsorZs jo fe;w dh ;wZroh dk j'Dk io{oh
j? fit/ fe g[;seK, o;kb/, g?AcfbN, nkfvUftT{ib ;wZroh, nkfvUftT{ib ;ki' ;kwkB, fJb?AeNo'fBe gqb/y ns/ ezfgT{No ns/

40
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vkNkp/;, vkNkp?Ae ns/ ;h  a vh  a o'w dh tos'I tk;s/ ;ki' ;kwkB, bx{ iK fuZso iK Bw{B/ d/ ;zfrqj nkfd.
2.4.3 :'iBkpzdh d/ f;XKs (Principles of  Planning)
(1) fJwkos B{z feqnk;ahb nkXko T[Zs/ pDkT[Dk ukjhdk j?. fJwkos dk G"fse fvikJhB feqnktK T[Zs/ nkXkfos j'Dk

ukjhdk j?.
(2) fJ; dh :'iBkpzdh nzdo' ns/ pkjo' d'jK gZyK s' eoBh ukjhdh j?.
(3) fJ; B{z T[;koB t/b/ fJbke/ ns/ d/;a d/ G"seh tksktoD dk fXnkB oZyDk ukjhdk j?.
(4) fJ; B{z pDkT[D t/b/ fJbke/ ns/ d/;a d/ ;fGnkukoe ns/ nkofEe gZy ftukoB/ ukjhd/ jB.
(5) fiZE'I sZe ;zGt j' ;e/ fJwkos feqnktK gqpzX ns/ ezNo'b eoB ftu nk;kB j'D .
(6) fJwkos dh pDso ;kXkoD j't/.
(7) gVQB tkbh EK , ;N?e ns/ g[;seK ;?bcak d/ B/V/ j't/.
(8) G"fse ;j{bsK gkmeK dh frDsh d/ nB[gks nB[;ko j'DhnK ukjhdhnK jB.
(9) eowukohnK dhnK G"fse ;j{bsK dk th fXnkB oZfynk ikt/.
(10) bkfJpq/oh tXD;ahb j? fJ; bJh fJwkos w"i{dk ns/ ;wGkth tkX/ B{z fXnkB ftu oZy e/ pDkJh ikt/.
(11) fJj ;N?Ivov ns/ w'v{bo (Modular) nkXkfos j'Dh ukjhdh j?.
(12) fJwkos ftu mhe ;[oZfynsk wkg bZr/ j'J/ j'D/ ukjhd/ jB. nzdo nkT[D ns/ pkjo ikD dk fJZe' o;sk j't, nZr,

G{ukb nkfd s' pukT[D d/ T[gkn ehs/ rJ/ j'D .
(13) bkfJpq/oh dk ftuko pdb fojk j?, fJ;d/ ezw ns/ rshftXhnK th pdb ojhnK jB. fJ; bJh fJwkos dh

:'iBkpzdh GftZyh ftek; d/ nB[e{b j'Dh ukjhdh j?.
(14) fJ; ftu nkN'w/;aB, B?ANtofezr, ;{uBk N?eBkb'ih ns/ BkB^fgqzN ;zuko ;kXB tk;s/ th ftt;Ek eoBh ukjhdh j?.
2.4.4 gfotosB;ahb ns/ y[;ae T[;koh ( Modular and Dry Construction)----

fJwkos pDkT[D bJh wkv{bo fJekJh ns/ y[;ae T[;koh (Modular and Dry Construction ) ngDkJh ikt/ sK
i' GftZy b'VK B{z xZN ehws ftu g{ok eo ;ehJ/. w"v{bo T[;koh dk Gkt noE fJwkos dh T[;koh fJekJhnK (Units) ftu j[zdh
j?. fJj fJekJhnK nkw s"o s/ fJe;ko nkeko dhnK j[zdhnK jB. go eJh tkoh fJwkos d/ nbZr GkrK ftu ftfGzB nkeko dhnK
fJekJhnK dk gq:'r ehsk iKdk j?. fJwkos fJ; soQK T[;koh iKdh j? fe nzdo dhnK ;EkJh ezXK xZN s' xZN j[zdhnK jB.

y[;ae T[;koh w'v{bo T[;koh dk jh Bshik j[zdh j?. fpBK ezXK s' T[gbZpX EK B{z nbr nbr T[d/;aK tos'I ftu fbnkT[Idk
iKdk j?. eZuhnK ezXK i' nk;kBh Bkb jNkJhnK ik ;eD fit/ bZeV, ;ah;a/, g[;se o?e, nbwkohnK d[nkok coih ezXK fsnko
ehshnK iKdhnK jB. nfijh T[;koh bJh frZbk gb;so Bjh ukjhdk j?. fJ;/ bJh fJ; B{z y[;ae T[;koh nkfynk iKdk j?. fJj
T[;koh nkw s"o s/ ;;sh th j[zdh j?.

gfotosB;ahb (Modular) ns/ y[;ae T[;koh d/ ftuko fgZS/ fJj rZb th j[zdh j? fe fJwkos B{z nzdo' y[Zbk oZyDk j[zdk
j?. nzdo dh tzvhnK xZN s'I xZN j[zdhnK jB. nzdobh EK B{z b'V nB[;ko Ykb e/ S'Nk tZvk eoe/ tos'I ehsh iKdh j?. nzdobh
soshp B{z xZN you/ s/ BthnK b'VK nB[;ko ndbk pdbh eoe/ fsnko ehsk iKdk j?.
2.4.5 :'iBkpzdh (Planning)
(1) bkfJpq/oh fJwkos nukBe BjhI pDdh fJ; tk;s/ fXnkB g{ote :'iBkpzdh dh b'V j[zdh j?. :'iBkpzdh ftu fszB gqw[Zy

sZs j[zd/ jB.
(T) gq'rokw  a
(n)  w[ZYbhnK :'iBktK  a
(J)  ekoi;ahb Be;akekoh

(T) gq'rokw
fJ;d/ nzsors bkfJpq/oh dk wzst, T[d/;a, Nhu/, dkfJok ns/ ezwK dk fiaeo nkT[Idk j?. fJ; ftZu

-bkfJpq/oh dh fe;w  aa
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-gkmeK dhnK fe;wK
- gkmeK dh frDsh aa
- nkeko
- gkmeK B{z b'VhId/ oep/ d/ t/ot/
- bkfJpq/oh d/ nzdo ehs/ iKd/ ezw
- ezw eoB dk oepk, gkmeK, eowukohnK bJh
- fJwkos dh ;[jitkdh
- coBhuo ns/ ;ki';kwkB dh fe;w
- nkN'w/;aB ns/ B?ZNtofezr

(n)  w[ZYbhnK :'iBktKL (Preliminary Plans)

       w[ZYbhnK :'iBktK ftu nkoehN?euo tZb' fJwkos bJh fbysh gq'rokw T[bhfenk j[zdk j?. fi; ftu fJwkos dk pkjobk
fviakJhB pDkfJnk j[zdk j?. (Galvis, Hoyt R and Martin ran Buren Public library building. Paris :

Unesco,1959 p.29)

w[ZYbhnk :'iBktK µ[o{ d/ nzdkia/ dZ;dhnK jB. nkoehN?eN ekoi;ahb Be;akekoh fsnko eodk j? fJ; ftu ft;sko
g{ote Be;akekoh dk toDB ehsk iKdk j?. pkjo d/ YKu/ nkfd dk Bw{Bk dZf;nk iKdk j?. fJwkos dh T[;koh ;zpzXh tosh rJh
;wZroh nkfd pko/ fbysh wkg dzv th toDB eod/ jB.

fJj fbysK m/ek gqb/y (Contract Document) dk ezw th fdzdhnK jB ns/ fJwkos pDkT[D ftu ;jkfJe j[zdhnK
jB.
(J)  :'iBkpzdh NhwL- (Planning Team)

bkfJpq/oh fJwkos dk ezw Nhw dk ezw j[zdk j? fJ; ezw bJh fszB pzfdnK dh G{fwek j[zdh j?  ;oeko iK nfXekoh
bkfJpq/ohnB ns/ nkoehN?eN fJjBK ;kfonK dh G{fwek ca?;bk eoB ftu iao{oh j?.

nfXekoh , ftZsh ns/ ekB{zBh ca?;fbnK bJh fizw/tko j?. fJj bkfJpq/oh dh BhshnK fsnko eoB tkbh ;Gk j[zdh j?.
ftfGzB fe;wK dhnK bkfJpq/ohnK e'b ftfGzB fe;w d/ nfXekoh j[zd/ jB. fJj nkoehN?eN dh u'D eoe/ T[; dh fB:[esh eod/
jB. fJj fJwkos bJh iawhB dh u'D eod/ jB. fJj ftZs dh wBia{oh fdzd/ jB ns/ fpZbK dk gotkfBs ;aosK nB[;ko G[rskB
eod/ jB. nfXekoh nkgBh ;aeshnK B{z d{i/ w?ApoK iK fe;/ fJwkos bJh S'Nh ew/Nh B{z ;"g ;ed/ jB.

bkfJpq/ohnB ezw ftu ns/ ;/tktK ns/ rshftXhnK pko/ i' fJwkos ftu ehshnK iKdhnK jB T[BQK pko/ ukBDk gkT[Idk j?.
T[; dk siopk EK fBoXkos eoB ftu ezw nkT[Adk j?. bkfJpq/ohnB B[z nkoehN?eN Bkb g{oh soQK ikD gSkD eo b?Dh ukjhdh j?.
T[;dh seBheh Gk;ak ns/ fJ; ;zpzXh ;kfjs dk nfXnB i/ j' ;e/ T[;B{z jo bkfJpq/ohnK ftu ik e/ eowukohnK e'b' T[jBK dh
fJwkos dhnK uzrhnK ns/ wkVhnK rZbK dh iKu eo b?Dh ukjhdh j?. T[; B{z fJ; ;ko/ gq'i?eN dh T[;koh tk;s/ skbw/b eoBh
ukjhdh j? feT[Afe pknd ftu bkfJpq/oh dh fJwkos dk gq:'r T[; tZb'I jh eoBk j[zdk j?.

nkoehN?eN nkgBh w[jkos ns/ ekpbhns iaohJ/ fJwkos d/ Be;a/ nB[;ko feqnk;ahb ns/ nkeo;ae fJwkos fsnko
eodk j?.

Nhw d/ fJBQK fszBK w?poK s' fJbktk j'o ft;/;ar ns/ fJwkos d/ nzdo{Bh YKu/ Bkb ;zpzfXs nkoehN?eN th fB:[es ehsk
iKdk  j?.
bkfJpq/oh fJwkos Nhw d/ fszB w?poK dhnK ;KMhnK e'f;a;aK dh wzr eodh j?.
2.4.6 ;EkB (Site)

bkfJpq/oh B/ nkgB/ gkmeK B{z ;/tk d/Dh j[zdh j?. bkfJpq/oh gkmeK dh gj[zu ftu j'Dh ukjhdh j?. fJj feqnktK dk X[ok j[zdh
j?. fJ; bJh bkfJpq/oh fJwkos e/Idfos EK s/ pDkJh ikt/. fJj EK wjZstg{oB j't/ ns/ ;G B{z fJ; EK dh ikDekoh j'Dh ukjhdh
j? sK i' jo ftnesh fJ; e'b gj[zu ;e/ . tXhnK EK gqkgs eoBk nkgB/ nkg ftu pj[s wjZstg{oB j[zdk j?. i/ nfijk BjhI j[zdk
sK bkfJpq/oh dh tos'I pj[s gqGkfts j[zdh j?. bkrs you/ th tZX iKd/ jB. i/ fJj gpfbe bkfJpq/oh j? sK fJ; sZe gj[zuD bJh
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NoK;g'oN dk gqpzX th j'Dk ukjhdk j?. i/ ;zGt j' ;e/ sK bkfJpq/oh fJwkos ;a'o ;aokp/ tkb/ tksktoD s' d{o j'Dh ukjhdh j?. fit/
o/bt/ bkJhBK jtkJh No?fce nkfd. ;[oZfynk gfjb{ th ftuoBk ukjhdk j?. GftZyh ftek; ns/ tkX/ B{z fdwkr ftu oZyDk
ukjhdk j? l

;EkB d/ nrb/ gk;/ T[Zs/ ;{oi dh o';aBh xZN ;w/I bJh nkT[Dh ukjhdh j?. T[Zsoh Gkos ftu bkfJpq/oh dk gqt/;a d[nko
T[Zso tZb B{z j'Dk ukjhdk j? fJj ;{oi dh s/ia o';aBh s'I pukT[dk j?. g{op tZb B[z w{zj dh soiahj d' Bzpo s/ nkT[Idh j?. fJ; s'I
fJbktk d{i/ G{r'fbe sZs th ftukoB/ ukjhd/ jB.

g[;seK dk Gko pj[s j[zdk j? fJ; bJh fJwkos dh BhIj pj[s wiap{s fsnko eoBh ukjhdh j? fwZNh ns/ Xosh dh fe;w
dk th fXnkB oZfynk ikt/.

EK dh ehws th ftukoBh ukjhdh j?. i/eo bkfJpq/oh dh fBZih fJwkos fsnko eoBh j't/ sK T[go'es toDB ehs/ rJ/
;ko/ sZs ftukoB/ ukjhd/ jB gozs{ pj[s ;kohnK bkfJpq/ohnK fit/I ;e{b ekbi ns/ ft;a/;a bkfJpq/ohnK B{z fJe iK fJ; s'I tZX
ewfonK ftu oZfynk iKdk j? gpfbe bkfJpq/ohnK B{z th fJe iK fJ; s'I tZX ewfonK ftu oZfynk iKdk j?. gpfbe bkfJpq/ohnK th
ed/ ed/ feokJ/ dhnK X[zdbhnK fJwkosK ftu oZyhnK iKdhnK jB fJ; bJh T[jBK B{z T[; tksktoD nB[;ko YkbDk g?Idk j?.
2.4.7 nkeko (Size)

;wki B{z ;/tk d/D bJh bkfJpq/oh fezBh  tZvh j'Dh ukjhdh j? ns/ nfXekohnK iK ;wki fezBk g?;k youDk ukjhdk j? fJj
rZbK bkfJpq/oh dk nkeko fBoXkfos eodk j?.

fJ; tk;s/ ftuko nXhB sZs fJ; gqeko jB
- ;/tktK d/D tkbh iB;zfynK dh frDsh
- bkfJpq/oh dh fe;w
- ;zrqfj
- b'VhId/ eowukoh
- ;/tktK dh fe;w
- ftek; do

2.4.8 ykbh EK SZvD bJh fB:w (Guidance for space):-

bkfJpq/oh nzdo ykbh EK SZvD bJh ft;a/;arK tb'I ckow{b/ ns/ B[es/ fds/ rJ/ jB fJjBK ftu'I e[M dk toDB fJ; gqeko
ehsk frnk j?.
g[;se ;N?e (Book Stacks):-

;G s'I gfjbK g[;se ;zrqfj dk wZ"i{dk neko t/y b?Dk ukjhdk j? ns/ GftZy ftu 20 ;kbK d"okB nkT[D tkb/ g[;seK
tkb:{w iK nzdkik oyDk ukjhdk j?. fit/I fe gqkJht/N ftneshnK tZb'I fdsk dkB ;zrqfj, g[;seK yohdD bJh ;bkBk pZiN,
g[;seK dh SKNh dk nB[gks ns/ cNhnK g[;seK nkfd dh frDsh fJj ;kohnK rZb w[Ybh :'iBkpzdh d"okB ftukoBhnK ukjhdhnK
jB ns/ fJwkos dk neko T[;/ nB[;ko pDkT[Dk ukjhdk j?.

g[;seK tk;s/ feBQK co;a dk oepk b'Vhdk j? fJj ikDB bJh 15 g[;seK gqfs tor c[ZN iK 160 g[;seK gqsh tor
whNo EK ;N?e J/ohJ/ ftu ukjhdh j?. gozs{ e[M pj[s jh szrh tkb/ jkbks ftu 20 g[;seK gqsh tor c[ZN EK tos ;ed/ jK fJj
sZE tZX s'I tZX j?.

i/eo g[;seK B{z esko ftu ofynk ikt/ sK 7 g[;seK gqsh c[ZN ns/ 23 g[;seK gqsh whNo fJe fBZih ;?bc T[s/ oyhnK
ik ;edhnK jB. tZv/ neko dhnK g[;seK tk;s/ fJj nzeV/ j'o S'N/ j' ;ed/ jB go gsbhnK g[;seK fit/I fe pZfunK dhnK
g[;seK bJh fJj frDsh d[rDh j' ikt/rh. g{oD T[ukJh tkb/ o?eK ftu fJe gk;/ ;Zs ;?bc bZr/ j[zd/ jB fJ; bJh fJe fszB c[ZN
d/ o?e ftu fJe gk;/ ftu 147 g[;seK iK 150 g[;seK ;wk ;edhnK jB. T[dkjoD ti'I fJe gk;/ g{oh T[ukJh d/ ;?bc ftu 50
g[;seK gqsh c[ZN (160 gqsh whNo) (co}h wkg) d'jK gk;/ tkb/ g{oh T[ukJh ;?bc ftu L 100 g[;seK gqsh c[ZN (iK 320 g[;seK gqsh
whNo) (co}h wkg)

S'Nh T[ukJh d/ ;?bcK 5 c[ZN ftu gzi ;?bcK j[zdhnK jB ns/ 3 c[ZN 6 fJzu (eKT[No T[ukJh) ftu fszB ;?bcK j[zdhnK jB.
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T[go'es nzeV/ g{oD Go/ j'J/ ;?bcK d/ j[zd/ jB. go bkfJp/qoh :'iBkpzdh ftu 50 gqsh;as Go/ j'J/ ;?bcK dh ;woZEk oZy e/ EK
fBoXkos eoBh ukjhdh j? feTI[fe id'I ;?bcK B{z 75 gqsh;as s'I finkdk Go fdsk iKdk j? sK fJjBK ftu g[;seK soshp eoBhnK
n"yhnK j' iKdhnK jB. ftfGzB fe;w dhnK g[;seK bJh ;koDh 1 ftu g[;se dh ;woZEk do;kJh iKdh j?L-

;koDh -1
tZy tZy fe;w dhnK g[;seK bJh ;?bcK dh ;wZoEk

Types of books Book per

foot  meter      linear        linear    linear      linear         Recommended

of  of      foot of      meter of    foot of      meter of     width of

Shelving  Shelving    single-      single-    double-    double-      shelves

     faced wall faced wall    faced      faced        (inches)

     shelving   shelving    shelving     shelving

Fiction      8    26      56         184    112       368           8

General non-fiction   7    23      49         160      98       320           8

Technical & Scienti. 6    20      42         138      84       276         10

Medical     5    16      35               115                       70             230            10

Law    4              13              28                 92                       56               84              8

Bound periodicals   5              16              35               115                       70             230           10-12

General Average      7              23              50               160                      100            320

11/

2
2

2.4.9 (Indian Standard)

(Module)

 IS:1233:1958

1.80n + 3.15 n

 -1 1.35 0.45  +1.35 

-2 n 1.575 (1.35

 + 0.225
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3 ( 2  + 

5

2.20 0.15

2 700 750

150

(Tiers)

9.1 ( Provision of Bay Guides)

9.2 (Stack Room)

1.5 n

5 2 2  + 1 7.5

2  + 1.5 10 4, 2

  + 2

9.3

2.4.10 (Building Plan)

"Building provision and its design by Dr. S.R. Ranganathan in organisation of
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libraries. 3rd ed. London: oxford University, Press, 1963."

;N?e (Stacks)

fJj uzrk j't/rk fe :{fBN p[Ze o?e dk fposKs d/ e/ ;N?e o{w dk toDB ehsk ikt/. fJ; d/ uko/ p/i (Bays) j[zd/
jB. jo gk;/ 2 j[zd/ jB. fJ;d/ d' gk;/ Xks dh iK ikbh t?bv eoe/ i'Vh j[zdh j?. p/ni (bays) B{z fszB yVt/I o{g ftu jo
fJe B{z 2,200 x 450 x 50 mm . jo fJe p/i (bay) ftu gzi ubD;ahb ;?bc ykB/ bZr/ j[zd/ jB jo fJe 925 x

220 x 22 mm ns/ 2 ;fEo fJe j/mK s'I 150 mm ns/ d{ik 150 mm T[Zgo'I j[zdk j?. fJ; gqeko uko p/ni ftu'I jo fe
d/ 7 ;?bc ykB/ j[zd/ jB ns/ :{fBN o?e ftu 28 ;a?bc/ykB/ j[zd/ jB. fJj 25.9 wh  EK T[gbpX eotkT[Id/ jB ns/ 750

g[;seK oZyhnK ik ;edhnK jB. :{fBN o?e dk ;w{uk ft;sko 2,200 x 450 x 2.200 mm j[zdk j?. fJj th fXnkB
oZfynk ikt/ fe :{fBN o?e d/ ;kjwD/ r?Irt/i 1.35 wh u'Vk j't/, jo 750 g[;seK B{z 3.6 tor whNo EK ukjhdh j? iK 200

g[;seK bJh fJe tor whNo EK fB;aus ehsh ikt/. fJ; gqeko 12000 g[;seK bJh 16 :{fBN o?eK dh b'V j? fJ; ftu
bzph ezX d/ ;kwkB nzso r?Irt/i th j't/rk. fJj 16 :{fBN o?e 10 x 9 wh iK 17.2 x 6 whNo eqw nB[;ko 90 iK 103

tor whNo EK ftu oZy/ ikDr/.
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Unit Book Rack

ohfvzr o{wL- (The Reading Room)

jo fJe ftfdnkoEh bJh 1 a8 tor whNo co;a dk oepk j'Dk ukjhdh j?. 48 ftfdnkoEhnK bJh 108 tor whNo
EK ukjhdh j?. ;zdoG g[;seK bJh 18 tor whNo EK ukj[zdh j? eKT[No d/ ;kjwD/ 14 torwhNo EK b'VhIdh j?.
ezNo'b y/soL-

eKT[No iK ;Nkc bJh 9 torwhNo pzd EK ukjhdh j? (3%3 tor whNo) eKT[No d/ jo gk;/ fJe whNo dk o;sk
oZfynk ikt/.
ftT[IsL-

bkfJpq/oh dh ftT[Is fszB YzrK Bkb eo ;ed/ jK

The diagrams of these arrangements show internal dimensions
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fJe ewo/ dh soshp  Single-room arrangement

nzsw-soc soshp End-on arrangement

fJe soc soshph Side-on arrangement

fJ; fuZso ftu fJjBK soshpK dk nzdo{Bh ft;sko toDB ehsk frnk j?.

e?Nkbkr e?p/BN
e?Nkbkr e?p/BN eKT[No d/ ;kjwD/ fJe gk;/ brkfJnk ikt/.

fyVehnK
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;N?e o{w d/ jo fJe eok; r?Irt/i d/ nzs ftu fyVeh j'Dh ukjhdh j?. jo fJe fyVeh 1 x 1.5 whNo fyVeh dh
djbh} Xosh s'I 750 mm T[Zgo j'Dh ukjhdh j?. i/ fyVeh dh djbh} bZeV dh pDkJh ikt/ sK T[; s'I eZu/ s"o s/ N/pb dk ezw
fbnk ik ;edk j? ;ah;a/ ns/ ikbh dhnK fyVehnK j'DhnK ukjhdhnK jB. ohfvzr o{w dhnK fyVehnK th fJe soQK d/ vhikJhB dhnK
j'DhnK ukjhdhnK jB.
gpfbe bkfJpq/oh

i/eo gfjbh wzfib ftu b?euo o{w pDkfJnk ikt/ sK T[go'es fJwkos dk vhikfJB fJe S'Nh fwT[I;hgb NkT{B dh
gpfbe bkfJpq/oh bJh :'r j't/rk. ;N?e o{w bJh fJe tkX{ gkb (tiers) Bkb ;?bftzr ;wZoEk d[ZrDh j' ikt/rh . fJ; ftu
24,000 g[;seK oZyD dh ftt;Ek j' ikt/rh.
2.4.11 o';aBh  ns/ jtkdkoh (Light and Ventilation)

b'e bkfJpq/oh ftu gVB bJh ns/ gVB:'r ;wZroh gqkgs eoB bJh nkT[Id/ jB. fJ; bJh e[dosh ns/ pBktNh
o';aBh dk gqpzX j'Dk ukjhdk j?.

;N?e o{w ohfvzr o{w ns/ j'o EktK ftu th fyVehnK j'DhnK ukjhdhnK jB f;ZXh ;{oi dh o';aBh g[;seK T[Zs/ BjhI
g?Dh ukjhdh. fJ; tk;s/ o[ektNK (Sun brakers) pDkT[D/ ukjhd/ jB.
2.4.12 ;a'o o[ektNK (Acoustic)

bkfJpq/oh ftu ;a'o ;aokp/ B{z o'eDk pj[s io{oh j?. fJ; bJh id'I fJwkos T[;koh ikt/ T[; t/b/ fJ; ftu tosh rJh
;wZroh ns/ pkjob/ ;a'o ;aokp/ s'I w[es oZyD dh ftt;Ek ehsh ikt/. co;a T[Zs/ e'Jh n?;h uhia brkJh ikt/. fi; T[Zs/ s[oB
fcoB Bkb ;a'o Bk j't/. w/ia e[o;hnK dhnK bZsK ftu opV d/ p{N gkJ/ ikD.
2.4.13 coBhuo (Furniture)

bkfJpq/oh coBhuo dk fvikJhB  pj[s bzpk siopk gqkgs eoe/ u[DBk ukjhdk j?.
fJj ;N?Ivov T[Zs/ nkXkfos j'Dk ukjhdk j?.
fJj gkmeK B{z nkokwdkfJe j't/.
fJj jzYD;ko j't/.
fJj ;kXkoD j't/ ns/ ;kc eoBK th ;'yk j't/.
vk a ozrkBkEB B/ fJzvhnB ;N?Ivov fJz;NhfuT{;aB dh ;jkfJsk Bkb ;N?Ivov ns/ fttoD fte;s ehs/ jB.
I S : 1829 (Part-I) -1978

IS : 1829 (Part-II) - 1977 Timber

(First revison) Part-II

o?e L (Racks) d/ ;N?Ivov 1: S 4116-1976 nB[;ko j'D/ ukjhd/ jB.
w/iL (Tables) w/i nkeko ftu tZv/ ns/ tXhnk bZeV d/ pD/ j'J/ j'D/ ukjhd/ jB.

w/i dk nkeko 36 fJzu u'Vk j't/ sK i' fJ; d/ d'jK gk;/ gkme p?m e/ gVQ ;eD. b'V nB[;ko fJjBK d/ nkeko ftu
spdhbh th ehsh ik ;edh j?.

nkw s"o s/ ;N?Ivov ohfvzr w/i bZeV d/ pD/ j'J/ j[zd/ jB go nZieZb XKsK iK gbk;fNe d/ N/pb dh j'Id ftu nkJ/
jB.
j'o coBhuo

eKT[No- ;zgZsh eKT[No iK fJµ{ eKT[No
fgohnkvheb gqeo;aBh o?e
e?Nkbkr e?pfBN
e[o;hnK
;Nkc d/ ezw eoB bJh v?;e
g[;se gqdo;aBh eoB bJh w/}
nypko gqdo;aBh eoB bJh o?e
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ekov?e; e?pfBN
n?Nb?; ns/ Be;a/ o?e
fve;aBoh ;N?Iv

;ki' ;wkBL fJj bkfJpq/oh dh fe;w nkeko ns/ ftZs T[Zs/ nkXkfos j? fe j'o eh e[M ;wkB bkfJpq/oh ftu fbnKdk ikt/.
fBwBfbys nfijhnK e[M t;s{nK jBL

wkfJeo'fcbw ohvo, ekgh eoB dh w;ahB, wkfJeo' fcbw fsnko eoB dh w;ahB, NkfJg w;ahB ezfgT{No, N/g
foekov, wbNhwhvhnk ;ki' ;wkB, Nh ath a$ thvhT[, p[Ze ;g'oNo, p[Ze Nokbh, NoZe, w'joK, g[;se w[ozws ;ki';wkB, wkfJeo'ckow
bJh e?pfBN, fv;e nkfd.
2.4.14 ;ko (Summary)

bkfJpq/oh ;/tk d/D tkbh ;z;Ek j?. bkfJpq/oh fJwkos dh :'iBkpzdh eoB t/b/ fJ; dhnK feqnktK fJ;d/ gkmeK dh b'VK
f;XKs ns/ T[gbZpX ftZs nkfd B{z fXnkB ftu oZyDk ukjhdk j?. fJ; dk w{b nkeko ;N?Ivov T[Zs/ nkXkfos j'Dk ukjhdk j?
bkfJpq/oh tXD;ahb ;z;Ek j?. fJ; bJh coBhuo feqnk;ahb, buedko, ;N?Ivov nkeko, w"v{b T[Zs/ nkXkfos j'Dk ukjhdk j?.
fJwkos d/ tkX/ dh r[zikfJ;a j'Dh ukjhdh j?. o';aBh, jtk ;a'o, ;[oZfynk, gkmeK bJh nkokw pko/ th ftuko eoBk ukjhdk j?.
;t? u?e ;tkb
gq;aB BzL 1 N/pb dk nkeko
gq;aB BzL2 a g[;se o?e dk nkeko
gq;aB Bzz 3 a ;N?e o{w dk nkeko ISI 233-1958 nB[;ko eh j't/rk.
T[soL  j?fvzr d/y' L fJzvhnB ;N?Ivovia
j'o gVB bJh :-
1. Krishan Kumar : Library Administration and Management N.D. Vikas. Reprint 2009.

2. Kaula, (P N) Library buildings. Planning & Design. Delhi: Vikas, 1971 .

3 . Ranganathan, S.R . The organization of libraries. 3rd ed. London : Oxford University

press, 1963 .

4. Sinha (SC) : Library Building & Furniture: Design & Planning, Ess Ess Pub.2004.

5. nihs f;zx ns/ ;fjrb, gh ;h L bkfJpq/oh ns/ ;{uBK e/doK dk gqpzX, gfN L wdkB gpbhe/;aB, 2004.
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bkfJpq/oh ns/ ;{uBk e/IdoK dk gqpzX

gkm Bzpo L 2H5 b/yeL vkH e/H BtbkBh  ns/ feoB
eE {o hnk

b'e ;zgoe ns/ bkfJpq/oh ft;sko ;/tktK L gqhGk;ak, b'V, wzst ns/ sohe/
 (Public Relations and Extension Services : Definition, Need, Objectives and Methods)

gkm ; zouBk
2.5.0 T[d/;a
2.5.1 G{fwek
2.5.2 gfoGk;ak
2.5.3 fJfsjk;
2.5.4 b'V
2.5.5 wB'oE
2.5.6 b'e ;zgoe d/ gfjb{
2.5.7 b'e ;zgoe d/ Yzr
2.5.8 b'e ;zgoe ftu ;Nkc ns/ bkfJpq/ohnB dh G{fwek
2.5.9 bkfJpq/oh ft;sko ;/tktK
2.5.10 T[d/;a
2.5.11 G{fwek
2.5.12 gqhGk;ak
2.5.13 fJfsjk;
2.5.14 b'V
2.5.15 wB'oE
2.5.0 T[d/;a (Objectives)

a gkm d/ j/m fby/ T[d/;a T[bhe/ rJ/ jBL
1 a b'e ;zgoe dh XkoDk, fJfsjk; pko/ ikDekoh d/Dkl
2  a b'e ;zgoe dhnK b'VK , w[Zb pko/ ikDekoh d/Dkl
3 a wzvheoD pko/ ft;sko Bkb ikDekoh gqdkB eoBkl ns/
4 a b'e ;zgoe ns/ wzvheoD d/ YzrK pko/ ftuko eoBk.

2.5.1 G{fwek (Introduction)

b'e  ;zgoe, gqpzX dk fJe wjZstg{oB nzr j?. nkw s"o s/ fJj ftuko nDS'fjnk fojk j'fJnk ;h. idfe gq;ak;B
dk fJj io{oh gqw[Zy sZs j?. n;odko wzvheoD tXhnk y[oke dk ezw eodh j?. fJ; B{z ;ko/ w{b sZs ukj[zd/ jB ns/ b'e
;zgoe ;cb wzvheoD dk w{b fjZ;k j?.

51
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b'e ;zgoe thjthI ;dh d/ nzfsw djkfenK ftu  finkdk fte;s j'fJnk j?. fJj b'e ;zuko ns/ wzvheoD d/ i[ZN d/
;[w/b d[nkok ehs/ rJ/ ezwK dk f;ZNk j?.

b'e ;zgoe pko/ *n?vtov n?b pokB/i* tZb'I 1926 ftu fJ; ft;a/ T[Zs/ gfjbh g[;se 'crystallizing public

opinion' j'Id ftu fbnKdh rJh ;h.
bkfJpq/oh ftu b'e ;zgoe dk ftuko :{ an?; a J/ ftu ;zB 1939 ftu b'e ;zgoe ekT[I;b (Public Relations

Council) d/ ;Ekgs j'D Bkb j'Id ftu nkfJnk ;h. fJ; ekT[I;b B/ bkfJpq/oh b'e ;zgoe d/ jo fJZe gZy B{z v{zxkJh ftu
ftukfonk j?.
2.5.2 gfoGk;ak (Definition)

b'e ;zgoe B{z *cfbg b?;b/* B/ fJ; soQK fpnkB ehsk j? À;z;Ek ns/ fJ; dh gpfbe B{z nkg; ftu fJe d{i/ dh
;jkfJsk eoBh ns/ fJe d{i/ nB[;ko nkgD/ nkg B{z YkbDk j?.Á

fpqfN;a fJz;NhfuT{N nkc gpfbe fob/;aB nB[;ko *fJj ;z;Ek ns/ fJ; dh iBsk ftueko nkg;h ;fjwsh d/ ;ko/ gZyK
dh :'iBkpZX sohe/ Bkb ;zGkb eoBh j[zdh j?.*

;kXkoD ;apdK ftu *b'e ;zgoe* fJe :'iBkpZX sohe/ Bkb ;z;Ek ns/ iBsk ftueko ;fj:'r dh e'f;a;a j?. d{i/ ;apdK
ftu fJj b'eK B{z :ehB fdtkT[D dh ebk j? sK i' T[j fJe yk; fe;w dh ftukoXkok, T[d/;a ns/ o;s/ B{z ngDk ;eD.

n?vtkov n?b pokB/ia B{z *b'e ;zgoe dk fgsk* ;wfMnk iKdk j?. T[; d/ nB[;ko, b'e ;zgoe, fe;/ ekoi [ftXh, ekoB,
bfjo iK ;z;EK bJh b'eK dk ;woEB gqkgs eoBk j?. T[j efjzdk j?, fJj ekoi ftXh jh j?, i' wB[Zy, ;oeko, ;z;Ek ns/ fJ;
dh iBsk Bkb nkg;h ;dGktBk ns/ ;fj:'r tXkT[Idh j?.

J/ an?b aJ/ a rbk;oh nkca bkfJpq/oh n?Iv fJBcaow/;aB ;kfJz; nB{;ko *b'e ;zgoe*, bkfJpq/oh iK fe;/ d{ih ;{uBk J/iz;h
dhnK T[d/;ag{oD fefonktK jB. fJ; okjhI gkme ns/ ;zGkth gkmeK B{z bkfJpq/ohnK d/ gq'rokwK ns/  ;/tktK pko/ ;{uBk fdZsh iKdh
j?. Bkb jh fJjBK gq'rokwK ns/ ;/tktK B{z b'eK tZb'I fdZsh rJh wkDsk dk gsk bZr iKdk j? ns/ b'V g?D s/ j'o ;'XK th ehshnK
ik ;edhnK jB.

b'e ;zgoe, b'e bkfJpq/oh d/ ;ko/ gquko gq'rokw B{z nkgD/ ekoi x/o/ j/mK b?D tkbh ftXh j?. b'e ;zgoe fJe b'e
fttjko dh fefonk j?. b'e bkfJpq/oh d/ *b'e ;zgoe* B{z *gquko* Bkb BjhI fwbkT[Dk ukjhdk. fJj fJ; s'I tZvh fefonk j?. b'e
;zgoe bkfJpq/oh ftu fJe ;zrfms gq'rokw j[zdk j?, idfe *gquko* fJ; dk fJe nzr j[zdk j?.

npokfjw fbzeB (Abraham Linclon) B/ nkgDh fNZgDh fdzd/ j[zd/ fejk j? fe 'public sentiment  means

everything. with it nothing  can fail and without it nothing can succeed' b'e GktBktK dk noE j? *;G e[M*,
fJ; d[nkok e[M th n;cb BjhI j' ;edk ns/ fJ; s'I fpBQK e[M ;cab BjhI j' ;edk.* ;' fJ; bJh b'e bkfJpq/oh d/ gq'rokwK B{z
b'eK d/ fdbK sZe gj[zukT[D bJh b'e ;zgoe ngDkT[Dk io{oh j?.

nwohek dh gpfbe fob/;aB ;[;kfJNh d/ nB[;ko, b'e ;zgoe T[j gqpzXeh ekoi j? fijVk b'eK dk M[ek, BhshnK dh
gSkD eoke/ ftnesh ns/ ;z;EK dhnK ekotkJhnK B{z b'eK d[nkok w[bKeD eokT[Idk j?. fJ; s'I nZr/ b'e o[uhnK ns/ gq'rokwK
okjh b'eK dh ;fjwsh ns/ gqtkBrh gqkgs eodk j?.

(Public Relations News)

ekob;B d/ ;apdK ftZu * fJj ;zrfms e'f;a;aK d[nkok gkmeK d/ otZJhJ/ B{z ;[Xko e/ ;zukfos eodk j?.*
i/ a eko'b p/Nw?B, nwohek dh gpfbe fob/;aB ;';kfJNh d/ gqXkB B/ *b'e ;zgoe tgkoe ndko/ iK d{ih ;z;EK dhnK

:'iBkpZX ns/ f;b;b/tko e'f;a;aK B{z ;w[Zu/ s'o s/ ;wki ftu ;fwbs eoBk j?, fi; bJh fJj pDh j?.
n;aot[v nkyd/ jB *fe b'e ;zgoe dh gfoGk;ak d/Dk n"yk ezw j? go fJ; d/ nfGnk; dk toDB eoBk ;"yk j?.
;td/;ah gpfbe fob/;aB n?;';hJ/;aB B/ Àpj[s ;ko/ gpfbe ;?eNoK d/ ns/ ;z;EK d/ nzdo ns/ pkjo d/ fBZih ftnesh

ns/ ;w{jK pko/ i'o fdZsk j?.Á
2.5.3 fJfsjk; (History):-

wB[Zyh ezwK ekoK B{z ezNo'b eoB bJh b'e okfJ dh ;aesh ;dhnK s'I gSkDh ik ojh j?. fJfsjk; B{z xVB ftu b'e okfJ
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B/ pj[s wjZstg{oB G{fwek fBGkJh j?. coK; ns/ nwohek dhnK eqKshnK B/ b'e ;zgoe ftu pj[s ;jkfJsk ehsh j?. b'e ;zgoe
ftnesh fJ; d/ fJfsjk; B{z ekch g[okDk dZ;d/ jB. okiBhse B/sktK d/ Gk;aD, g[okD/ :kso{nK d/ :ksoh foekov, iBobK dk
ihtB fposKs b'e ;zgoe b'eK tb'I nkgd/ feZs/ dk fJfsjk; fbyD tk;s/ fJe m'; ;kXB wzfBnk j?. e[M fJfsjk;e sZE fit/I
f;iao(Caesar) dhnK fbysK ftu bVkJh d/ fpqsKs, p[ZX, Jh;k w;hj g{op ns/ gZSw d/ j'o Xkofwe B/sktK ns/ ;zsK B/ b'e
;zgoe ns/ ;zuko B{z wjZstg{oB ;wfMnk j?. uzdor[gs w'ohnk, n;a'e , nepo, okDh n?bip?E tor/ ftneshnK B/ b'eK B{z pj[s
gq/fos ehsk j? ns/ T[j b'eK Bkb tXhnK ;zpzXK ekoB w;aj{o ;B. *okw oki * B/ th b'e okfJ ns/ b'eK B{z wjZssk fdZsh ;h.

ftfGzB ftt;kfJ d/ s"o s/ b'e ;zgoe 20 ;dh d/ ;wki ftu T[sgzB j'fJnk j?. ;kb 1900 s'I ekog'o/;aBK ns/ ;z;EktK
pj[s jh s/i rsh Bkb fte;s j' ojhnK jB. i' ftnesh fJjBK dk gqpzX ubk oj/ jB T[j T[jBK b'eK s'I d{o jB fiBK B{z fJj
;z;EktK ;/tktK fdzdhnK jB T[jBK B/ b'e ;zgoe B{z ;cbsk g{ote gq:'r ftu fbnk e/ iBsk ns/ ;z;EktK ftueko fgnk gkVk
d{o eo fdZsk j?.

o?Bp'or ro?Nk, bkfJpq/oh b'e ;zgoe dk fJfsjk; 1876 s'I wzBdk j? id'I t'ou?;No coh gpfbe bkfJpq/oh d/ bkfJpq/
ohnB ;kw[b n?; a rohB B/ bkfJpq/ohnB ns/ gkmeK ftueko fBZih ;zpzXK B{z ni'ek wzfBnk j?.

bkfJpq/oh b'e ;zgoe bkfJpq/oh d/ b'eK Bkb ;zpzX toDB eodk j? fJ; ftu bkfJpq/ohnB bkfJpq/oh d/ gkmeK Bkb fBZih
;zpzX ;akfwb j[zd/ jB. bkfJpq/oh gkmeK B{z bkfJpq/oh ftu T[gbpX ;{uBk pko/ dZ;Dk bkfJpq/oh ;zgoe dh w;aj{oh eoBh j?. ;kb
1910 ftu i'jB ekNB vkBk B/ bkfJpq/oh d/ ftfrnkB bJh fpb p'ov dk gq:'r ehsk ;h.

b'e ;zgoe ft;ak j?fvzria (Subject headings) d/ s"o s/ *b'e ;zgoe* bkfJpzq/oh fbNo/uo (Library Litera-

ture) Bkwe o;kb/ ftu ;zB 1943-45 d/ yzv ftu d/fynk frnk ;h. fJ; ;zpzXh tXhnK M[ekT[ bkfJpq/oh ioBb (library

journal) Bkwe o;kb/ d/ iBtoh 1974 d/ nze-;?fbzr nkc gpfbe bkfJpq/oh* (Selling of public library) ftu'I fwbdk j?.
fJ; d/ b/ye nB[;ko wB[Zy b'e bkfJpq/ohnK B{z iao{oh ;/tktK tKr tosD, fit/I fe j;gskb ns/ ;e{b nkfd B{z tosd/ jB.

;kb 1980-85 d/ ;w/I d"okB pj[s ;kohnK bkfJpq/ohnK, yk; s'o s/ nekdfwe bkfJpq/ohnK, b'e ;zgoe ngDkT[D
bZr gJhnK ;B. eJh bkfJpq/ohnK ftu b'e ;zgoe ft;a/;ar dhnK n;kwhnK th pDkJhnK rJhnK ;B. T[j ;wki B{z dZ;Dk
ukj[zdk j? fe bkfJpq/oh fe; bJh pDkJh iKdh j?.

bkfJpq/ohnK ftu b'e ;zgoe dh j'Id 1939 ftu bkfJpq/oh b'e ;zgoe ekT[;b dh ;EkgBK s'I pknd j'Jh j?. fJ; B/
nkgD/ nkg B{z bkfJpq/oh b'e ;zgoe d/ jo fJe gfjb{ dh y'i, nfXn?B ns/ tkX/ bJh ;wogs ehsk j?.
2.5.4 b'V (Needs)

frnkB dh ;jh ns/ tZX s'I tZX tos'I wzr eodh j? fe bkfJpq/ohnK tb'I T[j ;ko/ n"iako ns/ seBheK ngDkJhnK ikD
fiBQK dh ;jkfJsk Bkb ;z;EktK nkgD/ T[d/;aK ns/ NhfunK dhnK g{oshnK s/Ze gj[zudhnK jB. fJjBK seBheK ftZu'I b'e ;zgoe th
fJe seBhe j?. j/mK e[M ekoB ti'I bkfJpq/oh ftu fJ; dh b'V j?.
* ;EkfBe, oki ns/ ok;aNoh ;oekoK B{z bkfJpq/oh dhnK edoK ehwsK pko/ dZ;Dk .
* ;wki ns/ gkmeK ftu bkfJpq/oh dk gqGkt fte;s eoB d/ w"e/ d/Dk .
* bkfJpq/oh dhnK ft;a/;a ;/tktK ns/ feqnktK dk w[bKeD eoBk.
* bkfJpq/oh B{z pdbd/ tksktoD ftu gkmeK dhnK b'VK g{ohnK eoB bJh fsnko eoBk.
* ;wki ns/ ;oeko B[z ftZs T[gbpX eotkT[D bJh nghb eoB bJh ;fj:'r d/Dk.
* bkfJpq/oh ns/ ;wki ftueko ;wki ns/ bkfJpq/oh ftueko tXhnk ;zuko B{z nZr/ tXkT[Dk.
* tkX{ ftZs gqkgs eoB bJh .
* fJ; jZd se ;[Xko eoBk sK i' bkfJpq/oh ;/tktK ;wki dh b'VK ns/ nk;aktK B{z g{ok eo ;eD .
* ;/tktK dh  soihj fBoXkos eoBk.
* tXhnK bkfJpq/oh ;/tktK dh :'iBkpzdh ns/ ftZs tzv bJh gofs ;{uBk (feedback) gqdkB eoBk.
* ft;a/;a nk; ;zpzXh bfJpq/oh ;/tktK ftu ;[Xko eoBk.

bkfJpq/oh d[nkok ;a[o{ ehs/ Bt/I ;{uBk T[sgkd iK ;/tktK  B{z iBsk ftu T[ikro eoBk. b'e ;zgoe bkfJpq/oh dh ;wki
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ftu o[uh B{z ikjo eodk j/. fJ; eoe/ fJ; dh ;EkgBk T[jBK B{z n;odko ns/ ;[:'r Yzr Bkb ;/tk eoB bJh ehsh iKdh j?.
fJj bkfJpq/oh ns/ ;wki ftu skbw/b g?dk eodk j?.

bkfJpq/oh ;/tktK dk wzvheoD io{oh j?, BjhI sK b'eK B{z bkfJpq/oh tZb'I fdZshnK ;/tktK dh ikDekoh BjhI fwbdh. b'e
;zgoe Bk e/tb b'eK B{z bkfJpq/oh ikDB bJh fJe n"iako dk ezw eodk j?, gozs{ fJj nfXekohnK ns/ ;oeko B[z bkfJpq/ohnK
dhnK ewhnK ikDB dk t;hbk th j?.

b'e ;zgoe dh b'V fJ; bJh th iao{oh j' iKdh j? fe fJj bkfJpq/oh d/ ftek; dhnK b'VK b'eK s/ ;oeko ns/ j'o J/
iz;hnK sZe gj[zukT[D ftu ;jkfJsk eodk j?.
2.5.5 wB'oE (Objective)

* b'e ;zgoe d/ e[M w[ZYb/ T[d/; fJ; gqeko jB.
* bkfJpq/oh ns/ b'eK ftueko ;zuko B[z ;[XkoBk.
* bkfJpq/oh dk fpzp pDkT[Dk.
* bkfJpq/oh ;zpzXh rbs XkoBktK B{z d{o eoBk .
* bkfJpq/oh dh tos'I B{z tXkT[Dk.
* bkfJpqoh ;zpzXh ikfrqsh g?dk eoBh.

gozs{ b'e ;zgoe, gZe/ B?fse nkXko T[Zs/ fBoGo eodk j?. fJ; dh fefonk B{z nwb ftu fbnkT[Dk T[; s'I tZX
wjZssk oZydk j?. e[M b'eK tb'I fJ; ftuko dh ftnkfynk fBwBfbys fszB T[d/;aK dh gokgsh bJh ehsh rJh j?
* b'eK dk fXnkB fyZuDk (To attract attention)

* :ehB fiZsDk (To win belief)

* nkg;h  ;wM"sk (To impart understanding)

* fJj fszB rZbK bkfJpq/oh Bkb th ;zpzXs jB L
* bkfJpq/oh dk ;[B/jk eh j?< (Message of library)

* fJj ;[B/jk fe; sZe gj[zukT[Dk j?< (To whom)

* fJj ;[B/jk fe; soQK gj[zukT[Dk j?< (How)

edoK ehwsK (Values):-

*jo fJe ;z;Ek dh ;abkxk sK j[zdh j? i/ T[j d{finK bJh e[M eodh j? Bk fe e/tb nkgD/ bkG se jh ;hws ofjzdh
j't/. b'e ;zgoe s'I iBsK i' bkG gqkgs eodh j? T[;d/ fgZS/ fJ; d/ w[ZYd/ sZE fJ; gqeko jBL*
* ;wki ftu b'eK dhnK b'VK ns/ nk;aktK i' ;z;Ek wfj;{; eodh j? T[jBK B{z gqkgs eoB bJh b'e ;zgoe fJe iaohnk

j?.
* ;z;EktK ns/ ;w{jK ftueko ;dGktBk tor/ ;zpzX g?dk eoB ftu b'e ;zgoe fJe tXhnk ;kXB j?.
* b'e ;zgoe nkiakdh tk;s/ fJe ;[oZfyns tkbt dk ezw eodkj?. fJj nB[e{bsk tk;s/ wkj"b fsnko eoe/ wBwkBhnk

ns/ i'oktoh feqnktK B{z xZN eodk j?.
* b'e ;zgoe ;zuko gqDkbh ftu fJe io{oh sZs j[zdk j? i' ftneshnK B{z ftf;anK d/ pj[s ;ko/ gfjb{nK B{z ikro{e oZydk

j? fJj T[jBK dh fizdrh d/ ftek; T[Zs/ pj[s n;o gkT[Id/ jB.
* b'e ;zgoe eowukoh ;z;EK dh ;wkfie iwho B{z shpo eoB ftu ;jkfJsk eod/ jB.
* b'e ;zgoe fJe ;opftnkge feqnk j?. fJj fizdrh d/ jo y/so ftu ezw eodh j?. iBsk dk jo fJe w?Ipo d{finK

d/ ;fj:'r iK fgnko gqkgs eoB bJh b'e ;zgoe d/ f;XKsK dk nfGnk; eodk j?. b'e ;zgoe ft;a/;ar jh nfijk
ezw tXhnK Yzr Bkb eo ;edk j?.

2.5.6 b'e ;zgoe d/ gfjb{ (Phases):-

nkw s"o s/ b'e ;zgoe d/ nZm gfjb{ jB.
1 ;z;EK dk nkgD/ irs tZb otZJhnk ns/ T[;d/ nkw tksktoD dk ft;ab/;aD eoBk.
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jo ;z;EK nkgD/ irs iK gqDkbh d/ dkfJo/ nzdo ezw eodh j? ns/ g{oD s"o s/ i' ;z;ko ftu tkgodh j? T[; T[Zs/
nkXkos ofjzdh j?. fJ; bJh fJj wjZstg{oD rZb  j? ns/ ;zGt th j? fJ; gqDkbh d/ nzdo dk M[ek ikfDnk ikt/ ns/ ;z;Ek fJ;
s'I fet/I gqGkfts j[zdh j?. fJ; ftu b'eK dh Bpi gSkDh ikt/. iBsk dk ;z;Ek gqsh eh fttjko j? fJ;dk T[jBK Bkb eh ;zpzX j?.
2 a fe;/ ;w{j dk ;z;Ek gqsh otZJhnk fBoXkos eoBk .

;w{j dhnK eJh fe;wK j[zdhnK jB fit/IL fJ; d/ eowukoh, ftfdnkoEh, nfXnkgek, y'ikoEh, gqpzXeh nwbk ft;a/;a
;w{j. fJjBK ;w{jK d/ nzsorZs j'o S'N/ ;w{j th j' ;ed/ jB fijV/ ftf;anK T[Zs/ nkXkfos j' ;ed/ jB. fJjBK ;w{jK d/ fttjko
B{z ;wMD dh b'V j? sK jh bkfJpq/oh dh ewi'oh pko/ gsk ub/rk fe bkfJpq/oh feZE/ nk:'r j?. feZE/ fJ; dhnK BhshnK ns/ feqnktK
T[bN b'e okfJ g?dk eo ojhnK j?.
3 a b'e okfJ dk ft;ab/;aD

;akfJd SkDphB eoB Bkb y'ikoEh d/ ;w{jK ftu p/u?Bh c?b ;edh j? fi; dk wkVk gqGkt g? ;edk j? ns/ gkme, T[sgkd
ns/ ;/tktK B{z T[; jZd se Bk gSkDB fiE'I se nk;tK j[zdhnK jB. ft;ab/;aD d[nkok ftfGzB ;w{jK dh okfJ B{z ;[XkoB ftu ns/
:'iBktK T[bheD ftu fi; Bkb bkfJpq/oh ;zpzfXs j?, ;jkfJsk fwbdh j?.
4 a ;zGkth ;wZf;nktK, b'VK iK nt;ok dk g{ot frnkB oZyDk

ft;ab/;aD ns/ ;ot/yD d[nkok ed/ ed/ gfjbK s'I jh ftfGzB ;w{jK d/ tsho/ d/ ftek; B{z o'fenk ik ;edk j?. T[; s'I
pknd jh fJjBK jkbsK pko/ Y[Zet/I ;w/I T[Zs/ ekotkJh eoB dhnK f;cko;aK ehshnK ik ;edhnK jB.
5 a BhshnK fsnko eoBhnK

ft;ab/;aD okjhI fJ; rZb dk gsk bZrdk j? fe bkfJpq/oh dhnK e[M io{oh BhshnK ftu ;'X eoe/ e[M ;w{jK tZb'I
ngDkfJnk frnk rbs otZJhnk mhe ehsk ik ;e/. nkw s"o s/ spdhbh jw/;ak rbs XkoBktK ns/ rbs ftnkfynk d/ ekoDK
B{z ysw eo fdzdh j?.
6 a :'iBkpzdh

fJ; dk Gkt noE ;w{jK d/ otZJhJ/ ftZu ;[Xko eoBk j? b'e bkfJpq/oh pko/ eh ;'ud/ jB ns/ fJ; dhnK BhshnK pko/
;gZ;aNheoD fi; okjhI b'e okfJ gqGkfts j[zdh j? fJjBK ;G pko/ nkXko fsnko ehsk iKdk j?. fJ; s'I pknd feqnktK dk gq'rokw
sfj ehsk iKdk j? fiBK okjhI bkfJpq/oh ns/ fJ; dhnK ;/tktK ns/ T[sgkd dk toDB ehsk iKdk j?. fJ; s'I pknd rbs cfjwhnK
d{o j[zdhnK jB ns/ ;dGktBk dk ftek; j[zdk j?.
7 a :'iBkpZX feqnktK B{z nZr/ s'oBkL

b'e ;zgoe dhnK seBhek fit/I feL gquko, ;z;Ek tb'I ftfrnkB , SZgh ;wZroh, eowukohnK dhnK rshftXhnK, ;bkBk
fog'oNK, gqek;aBK, fcbwK, thvhT[ ns/ j'o t;sK dh tos'I ehsh iKdh j?. mhe w[ZYbh :'iBkpzdh ns/ nrtkJh d[nkok bkfJpq/oh
b'e ;zgoe feqnk dk fJj pj[s ;gZ;aN gfjb{ pD ikt/rk.
8 a gqfs;{uBkL w[bKeD ns/ ;wkXkB (Feed back evaluation and adjustment):-

fizdrh ns/ jkbks jw/;ak pdb oj/ jB. fJ; bJh fJj io{oh j? fe gkmeK dk jz[zrkok ikfDnk ikt/. fJ; d[nkok gkmeK
dhnK b'VK ns/ fJZSktK dk w[bKeD eoe/ ;wkXkB ehsk iKdk j?.
2.5.7 b'e ;zgoe d/ Yzr (Methods):-

b'e ;zgoe d/ ;ko/ f;b;b/ dk ;G s'I ;gZ;aN Gkr fijVk fJ; B{z ;zg{oD o{g ftu gqrN eodk j? T[j fJ; dhnK ftXhnK
jB. b'e ;zgoe bkfJpq/oh ftu fBih bkfJpq/oh d/ T[gbpX ftZsh ;kXBK T[Zs/ fBoGo eodk j?. fJ; B{z fte;s eoB bJh e[M
io{oh ftXhnK fBwBfbys toDB ehshnK rJhnK jBL
1 a fBZih ;jkfJskL bkfJpq/oh B{z nkgD/ ftZsh yofunK ns/ pZiN dk ;g;aNheoD b'eK B{z d/Dk g?Idk j?. bkfJpq/oh tZb'I

fdZshnK iKdhnK ;/tktK Bkb s;Zbh th fdtkT[Dh g?Idh j?. b'eK gk;'I fBZih s"o s/ XB fJeZso eoB bJh fBZih b'e ;zgoe
B{z ekw:kp pDkT[Dk io{oh j?. fJ; ezw bJh bkfJpq/oh d';sK dhnK ;[;kfJNhnK (library friends societies)

pDkJhnK ikDhnK ukjhdhnK jB. bkfJpq/oh d/ d';s bkfJpq/oh dk ;[B/jk s/ ezw b'eK se gj[zukT[D ftu ;jkfJsk eo
;ed/ jB.
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2 a ok;aNoh bkfJpq/oh jcaskL ok;aNoh bkfJpq/oh jcask ;ko/ ;kb ftu bkfJpq/oh ;/tktK dh gqrsh dh Mks d/Idk j?. fJ;
s'I th tX e/ fJ; okjhI gkmeK ns/ bkfJpq/oh ftueko ;dGktBk dk tksktoD g?dk j[zdk j?. fJ; fefonk okjhI gVB
tkfbnK sZe bkfJpq/oh dh gj[zu j' iKdh j?. fJ; okjhI b'eK ftu bkfJpq/oh pko/ frnkB eotkfJnk iKdk j?.

3 a bkfJpq/oh pq';ao L Sgh j'Jh d[BhnK ;zuko dk fJZe tXhnk ;kXB j?. bkfJpq/oh ;/tktK B{z b'eK sZe gj[zukT[D bJh, fJ;
;kXB dh tos'I eo ;ed/ jK. feT[Ife b'eK dhnK nZyK B{z fJ;afsjkopkiah d[nkok tZy tZy ;/tktK dh ftnkfynk eoe/ jh
fsqgs ehsk ik ;edk j?. fJ; ezw bJh fBZih p/Bsh okjhI nkw ;{uBk dh g[;se th G/ih ik ;edh j?.

4 a B[wkfJ;aKL fiankdk s'I fiankdk b'eK B{z bkfJpq/oh tZb nkeo;ae eoB bJh B[wkfJ;aK fJe n;odko Yzr jB. fJj ezw
nZieb b'e ;zgoe nca;oK tb'I ehsk ikD bZr fgnk j?. T[j w?Ipo bkfJpq/ohnK dk nkg;h skbw/b oZyd/ jB. Gkosh
bkfJpq/ohnK ftu th nZi eZb B[wkfJ;aK dk ft;ak y/so tZXdk ik fojk j?.

5 a toe;akgKL b'e ;zgoe bJh eowukohnK B{z Nq/fBzr d/Dk ns/ fJ; ft;a/ s/ ;w/I ;w/I f;o toe;akgK brkT[D Bkb b'e
;zgoe ekoi B{z pj[s ;jkok fwbdk j?. fJ; ezw bJh ftd/;aK ftu g{o/ iK nZX/ ;w/I bJh b'e ;zgoe ft;a/;aZZr (Publlic

relation specialists) fB:[es ehs/ iKd/ jB.
6 a ;fjekoh b'e ;zgoeL ;fjekoh s"o s/ b'e ;zgoe ubkT[Dk Gkt/I e[M n"yk j?. go fco th BthnK ns/ noX fte;s

bkfJpq/ohnK bJh ftZsh ns/ seBheh gZy'I ;fjekoh bkfJpq/oh b'e ;zgoe uzrk ekoro f;ZX j'fJnk j?. nZi dhnK ftZsh
w[;aebK ns/ ;hwktK B{z t/yd/ j'J/ ;fjekoh bkfJpq/oh b'e ;zgoe dh wjZssk j'o th fiankdk tZX iKdh j?. e'Jh th
bkfJpq/oh nkgD/ ;kXBK ftu g{oD BjhII j' ;edh Bk jh tZy tZy fe;w dhnK ;/tktK gqdkB eo ;edh j? fJ; bJh fJe'
fe;w dhnK bkfJpq/ohnK nkg;h ;fj:'r d[nkok b'e ;zgoe d/ y/so ftu ;;s/ ns/ nk;kB Yzr Bkb ekw:kp j'
;edhnK jB feT[Ife gVQB:'r ;wZroh B{z fcbwK, nzso bkfJpq/oh T[Xko, B[wkfJ;aK, p'bD tkbhnK g[;seK okjhI b'eK
sZe gj[zuk ;ed/ jK.

7 a nfXekohnK d/ toe;akgL b'e ;zgoe gq'rokw ubkT[D bJh fJe bkfJpq/oh d/ nfXekoh d{ihnK bkfJpq/ohnK d/
nfXekohnK Bkb w/b fwbkg eod/ ofjzd/ jB. ;w/I ;w/I f;o T[j y/soh whfNzrK iK toe;akg eoe/ b'e ;zgoe B{z :ehBh
pDkT[D dhnK e'f;a;K eod/ jB.

8 a ;bkBk fog'oNL bkfJpq/oh rsh [ftXhnK ns/ ;ko/ ;kb d/ g{o/ ezw dh ;{uBk b'eK sZe gj[zukT[D bJh ;kbkBk fog'oN th
fJe tXhnk ;kXB j?. fJ; okjhI bkfJpq/oh tb'I ;wki d/ w?IpoK B{z fdZshnK rJhnK ;/tktK dk ;jh ;jh gsk ubdk j? s/
b'eK dk bkfJpq/oh tZb M[ekn tZXdk j?.

9 a gquko s/ pj[gZyh ;zuko fefonktkL gquko fefonktK b'eK B{z bkfJpq/oh d/ r[DK pko/ ;fji/ dZ; ;edhnK jB.
nkvhT[thiT[b (audio visual) ;wZroh wB[Zyh feqnktK B{z ;wMD ftu pj[s ;jkfJsk eodh j?. fJ; okjhI Bk e/tb
gV/Q^fby/ bkG T[mkT[Id/ jB gozs{ noX gV/ iK nBgV b'e th ikrfos j[zd/ jB. fcabwK, goi?eN, o/vhT, Nh  th a, th
a ;h a nko a (Radio. T.V. VCR) nkfd g/Iv{ ihtB T[Zs/ pj[s n;o gkT[Id/ jB. T[j b'eK B{z bkfJpq/ohnK tZb nkeo;ae
eoB ftu tZvk :'rdkB gk ;ed/ jB.

10 a ft;sko ;/tktKL ft;sko ;/tktK bkfJpq/oh dh tos'I tXkT[IdhnK jB. gkmeK ftu tkX{ j'I;bk GodhnK jB. fJjBK ftu'I
wjZstg{oB ft;sko ;/tktK fJ; gqeko jBL pkbr f;Zfynk, w/b/, shi fsT[jko, B[wkfJ;aK, ns/ ;fGnkuko gq'rokw,
;coh bkfJpq/oh ;/tktK.

11 a f;Zfyne fefonktKL fefonktK fit/I *bkfJpq/oh whfNzria* b'e ;zgoe gq'rokw ftu wjZstg{oB ;EkB  oZydhnK jB.fJj
S'N/ bkfJpq/oh ebZp, bkfJpq/oh ;?whBko , ekBcoz; nkfd j' ;ed/ jB. fJjBK okjhI jikoK gkmeK dk fXnkB bkfJpq/oh
fefonktK tZb fyZfunk ik ;edk j?.

12 a fJbkeNo'fBe ;zukoL whvhnk B/ b'e ;zgoe ezw ftu pj[s eqKsh fbnKdh j?. jkfJgo whvhnk B/ ezfgT{No ns/
thvhT fv;e B{z fJeZmk eo e/ fJe BthI ;zuko seBhe fsnko eo fdZsh j?. bkfJpq/oh dk ;[B/jk d{o p?m/ gkmeK e'b
T[jBK d/ xoK ftu gj[zuk ;ed/ jK. B?Ntoe iohJ/ fJj ezw j'o th ;'yk j' frnk j? ns/ ;;sk th j' frnk j?. fJj
nzdo{Bh ns/ pkjoh/ ;zgoe tk;s/ tXhnk n"iko ;kps j'fJnk j?.
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13 a d{ihnK j'o b'e ;zgoe fefonktKL T[go'es s'I fJbktk e[M j'o b'e ;zgoe fefonktK th jBL
1 ;oeko ns/ b'eK dk fXnkB fyZuDk fe bkfJpq/oh ftu eh eh ewhnK jB.
2 fJbke/ d/ bkfJpq/ohnBK dh ;jkfJsk b?Dk.
3 nbZr nbZr ;z;EktK Bkb ;zgoe eoBk, ;bkj ns/ o'iarko ;{uBk ;/tk fsnko eoBk.
4 ;oeko s/ b'eK B{z ok;aNoh ftek; ftu bkfJpq/oh fefonktK dh G{fwek pko/ dZ;Dk.
2.5.8 b'e ;zgoe ftu bkfJpq/ohnB ns/ ;Nkca dh G{fwek (Role of Leader and Staff)

fJ; ftu e'Jh ;aZe BjhI j? ;z;Ek dk bkfJpq/ohnB wjZstgoB G{fwek fBGkT[Idk j? ns/ fJ; d/ eowukoh th fJj i[zw/tkoh
fBGkT[Id/ jB. fit/I g[;se gqkgsh, seBheh feqnktK, ;oe{b/;aB, ;zdoG, ;/tk nkfd ;?e;aBK ftu ezw eo oj/ eowukoh b'e
;zgoe tk;s/ pokpo d/ i[zw/tko jB. jo ;EkB s/ eowukohnK dk toskT[ gkmeK ftu tXhnK Skg SZv ;edk j? fJj sK jh ;zGt
j? i/ eowukoh bkfJpq/oh dhnK BhshnK Bkb uzrh soQK ikD{ j'D.

2.5.9 bkfJp/qoh ft;sko ;/tktK  (Library Extenstion Services )

2.5.10 T[d/;a (Objectives)

gkm d/ j/m fby/ T[d/;a fwZE/ rJ/ jBL
1 ft;sko ;/tktK dh gfoGk;ak eoe/ , fJ;d/ fJfsjk;, b'V ns/ wB'oEK pko/ ikDekoh gqdkB eoBl
2 a ft;sko ;/tktK d/ T[d/;aK B{z T[bhed/ j'J/, fJ; d/ f;XKsK pko/ uouk eoBhl ns/
3 a ft;sko ;/tktK dhnK gqDkbhnK pko/ ftuko gqrN eoB/.

2.5.11 G{fwekL (Introduction)

nkw s"o s/ fJj wzfBnk frnk j? fe ftnesh nkgDh b'V ns/ tos'I tk;s/ bkfJpq/oh ftu nkT[Idk j?. bkfJpq/oh
ft;sko ;/tk fJ; XkoDk T[Zs/ nkXkfos j? fe bkfJpq/oh ;/tktK B{z b'eK sZe gj[zukfJnk ikt/. T[jBK b'eK B{z fJ; pko/ ;akfJd
frnkB Bk
j't/. fJ; bJh pikJ/ gkme bkfJpq/oh e'b uZb e/ nkT[D ns/ ;/tktK dh wzr eoB ;r'I bkfJpq/oh B{z nkgDhnK ;/tktK b'eK sZe y[Zd
nZgVdhnK eoBhnK ukjhdhnK jB. fJj gkmeK B{z nkdsB gkme pDkT[Idh j? T[jBK ftZu g[;seK gVB dh o[uh B[z T[Gkodh j?.

2.5.12 gfoGk;ak L (Definition)

n?b nko wekbftB d/ nB[;ko *e'Jh th ;kXB fi; d[nkok gkmeK dh frDsh tXkJh ikt/ ns/ ezw B{z ;wkgs ehsk
ikt/. fit/I ;kvhnK ;kohnK e'f;a;aK nkgDk ezw tXkT[D ftu j'DhnK ukjhdhnK jB. Jh a Jh a p/eo nkydk j? fe ft;sko ;/tk fi;
ftu bkfJpq/oh ezw dh :'iBk pDkJh iKdh j? ns/ t/fynk iKdk j? fe fJ;dk tXhnk ;dT[g:'r fet/I j't/rk.

jko'via bkfJpq/ohnBia rbk;oh *nB[;ko fJ; ftu T[j feqnktK nkT[IdhnK jB fiBQK dk T[d/;a b'eK sZe gj[zuDk j[zdk j?
BjhI sK ;akfJd T[j bkfJpq/oh s'I p/fXnkB/ ofj ikDr/. fJ; bJh b?euo ;[;kfJNhnK, ohfvzr ;oeb, uouk ;w{j, e?dhnK bJh
g[;seK dh ftt;Ek, ebZp, j;gskb, ;jkfJe ;[;kfJNhnK nkfd.*
2.5.13 fJfsjk; L (History)

ft;sko ;/tk dk ;zebg gpfbe bkfJpq/ohnK ftu fJe iK d{i/ o{g ftu T[BhIthII ;dh d/ wZX s'I t/yD ftu nkT[Idk j?.
1852 d/ ;a[o{ ftu ftfGzB ftfGzB ftf;anK T[Zgo ;kfjs b?euoK dh bVh wBu?;No, :{ a e/ a fty/ fsnko ehsh rJh fJ; s'I pknd
1865 ftu fbtog{b fty/ th b?euo nk:'fis ehs/ rJ/.

1879 ftu fpibh dh o';aBh d/ nkT[D Bkb b'eK d/ ezw eoB d/ xzfNnK ftu tkXk ehsk frnk. ;{oi fSgD s'I pknd
pBktNh o';aBh dk gqpzX j' ;fenk ns/ gVQB ftu tkXk j' frnk.

:{ a n?; a J/ ftu fJj w?bftB fvT{Ith fi; B/ 1879 ftu ;afjo s'I pkjo b'eK bJh gVQB :'r ;wZroh dh ftt;Ek ehsh.
1891 ftu T[;B/ fBT[:koe ;N/N ftXkB ;Gk s'I ;coh bkfJpq/ohnK tk;s/ ftZs T[gbpX eotkT[D bJh T[gokbk ehsk ;h.
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Gkos ftu nkikdh s'I gfjbK/ft;sko ;/tk fe;w dk ezw j'Id ftu j[zdk ;h. w'sh GkJh nwhB fJe n?bhw?INoh nfXnkge
;h T[;B/ ;EkfBe b'eK B{z r[ioks ns/ pV"dk ftu bkfJpq/oh ;Ekgs eoB bJh gq/oBk fdZsh ;h. gzikp ftu th bkfJpq/oh ;/tktK
gqdkB eoB bJh ;oeb pDkJ/ rJ/. pV"dk d/ wjkokik f;nKih okT[ (1862-1939) B/ ftZfdnk bJh fJe :'iBk T[bheh fijVh
bkfJpq/oh ;/tktK Bkb ;zrfms ehsh j'Jh ;h. nkiakdh dh bfjo B/ th fbyD gVQB ns/ bkfJpq/oh ;/tktK dh ftt;Ek pDkJh ;h.

:{ a n?; a J/ ftu ;N/N bkfJpq/oh ns/ fJ; dhnK ;akyktK B/ e'nkgo/fNt ns/ skbw/b bkfJpq/oh gqDkbh B{z T[s;akfjs ehsk.
fJBQK B/ ;ko/ ;afjohnK bJh tXhnk ;j{bsK ns/ ;/tktK gqdkB ehshnK. ekB{zB B/ ftZs ns/ fvgkiaN ;N/;aB dh ftt;Ek pDkJh ;h.
e[M GkrK ftu g/Iv{ bkfJpq/oh ;/tktK th j'Id ftu nkJhnK ;B. y/soh bkfJpq/ohnK dh ;EkgBk ft;sko ;/tktK dh T[ZBsh ftu nrbk
edw ;h. fJjBK dk T[d/;a b'eK B{z tXhnk fe;w dhnK bkfJpq/oh ;/tktK gqdkB eoBk ;h. fJ; gqeko gpfbe bkfJpq/oh ;/tktK dh
T[gbpXh T[jBK d{o d[okv/ ftneshnK B{z eotkT[Dh ;h fijV/ fJ; rZb'I tKM/ ofj rJ/ ;B. fJj T[d/;a nwoheB bkfJpq/oh
n?;';hJ/;aB n?eN/B;B p'ov B/ 1936 ftu toDB ehsk ;h.

d{ih ;z;ko izr d/ d"okB ft;sko ;/tktK B/ BtK i';a cAV fbnk ;h. b?euoK , rZbK o{gh ns/ j'o nfijhnK feqnktK
b'eK dhnK o[uhnK dk nzr pD rJhnK. ;oeko ns/ ;EkBe bkfJpq/oh nfXekohnK B/ fJ; B{z T[s;akfjs ehsk. :{ ae/ a 1948 d/
b'eb rtoBw?IN n?eN B/ ;EkBe nfXekohnK B{z fJjBK fefonktK ftu g?;/ youD dhnK ;aeshnK d/ fdZshnK ;B. fJ; Bkb
gpfbe bkfJpq/oh ft;sko ;/tktK B{z fte;s eoB d/ :'r pD rJhnk. nkiakdh s'I pknd Gkos d/ gpfbe bkfJpq/oh n?eNK ftu
bkfJpq/oh ft;sko ;/tktK dh ftt;Ek pDkJh rJh ;h. fdZbh gpfbe bkfJpq/oh ns/ e[M j'o gpfbe bkfJpq/ohnK ft;sko ;/tktK
gqdkB eoB br gJhnK ;B.
2.5.14 b'V (Need):-

e[M t;s{nK fit/I gkDh, ;e{b, ns/ bkfJpq/oh ;/tktK i/eo B/V/ BjhI jB sK fJjBK dk e'Jh bkG BjhI j[zdk . fJ; bJh
fJj ;/tktK jo fJe ftnesh d/ B/V/ d/ u[frod/ ftu j'DhnK ukjhdhnK jB. ;wkfie fBnk wzr eodk j? fe bkfJpq/oh ns/ ;{uBk
;/tktK ;zpzXh w[ZYbhnK b'VK jo fJe ftnesh B{z T[gbpX eotkT[DhnK ukjhdhnK jB.

bkfJpq/oh ;kfJz; dk d{ik fB:w 'Every reader his her book' shik fB:w 'Every book its reader' wzr
eodk j? fe bkfJpq/oh ;/tktK jo fJe ftnesh gk; gj[zuDhnK ukjhdhnK jB. g[;seK gkmeK sZe y[d ub e/ BjhI ik ;edhnK
fJjBK B{z gkmeK e'b fbikDk g?Idk j?.

;{uBk dk nfXeko (Right to information) th fJ; rZb dh tekbs eodk j? fe bkfJpq/oh ns/ ;{uBk ;/tktK ;G
B{z pokpo fdZshnK ikD. Bk e/tb ;afjohnK B{z ;r'I d{o d[okv/ fgzvK ftu th b'eK d/ xoK sZe fJjBK B{z gj[zukfJnk ikt/. sK i'
gkme frnkB ns/ ;{uBk ftu ;aesh;akbh j' ikD.

bkfJpq/oh ;zuko bJh fJe ;wkfie ;z;Ek j? fJ; bJh fJ; B{z gVQB :'r ;wZroh T[gbZpX eotk e/ frnkB dh tos'I
ns/ gVQB dhnK nkdsK ftu tkXk eoB ftu b'eK dh ;jkfJsk eoBh ukjhdh j?.

nBgVQsk B{z yasw eoB dh b'V j? ns/ b'eK B{z gVQB bJh gq/oBk d/D dh pj[s b'V j? sK i' T[j fizdrh Go ya[d gVQB
d/ :'r j' ikD.

ftneshnK, ;w{jK, ;[;kfJNhnK, ns/ e'o;K d/ tkX/ ns/ ftek; tk;s/ frnkB pj[s iao{oh j?. g[;seK ns/ bkfJpq/oh
;/tktK T[; dh gqkgsh bJh ;jkfJe jB.

ft;sko ;/tktK fJjBK ;kohnK b'VK dh g{osh eodhnK jB.
2.5.15 wB'oE (Purpose):-

bkfJpq/ohnK dh G{fwek nfs wjZstg{oB j?. :[B?;e' dk wB'oE gZso 1949 ns/ fJ;dk ;'fXnk o{g 1972 gpfbe
bkfJpq/ohnK dh T[d/;a dk toDB fBwBfbys nB[;ko eodk j?.

*gpfbe bkfJpq/oh y/sh Bkb gj[zu ftu j'Dh ukjhdh j? ns/ fJ;d/ dotki/ ;wki d/ ;ko/ b'eK tk;s/ fpBQK fe;/ Xow,
fbzr, B;b, ozr, T[wo, e"w, Gk;ak , o[spk, f;Zfyne, gqkgshnK nkfd B{z fJe gk;/ SZv e/ y[ZbQ/ ofjD/ ukjhd/ jB.*

*gpfbe bkfaJpq/ohnK g{oB o{g ftu gpfbe d/ ftZs Bkb ubkT[DhnK ukjhdhnK jB sK i' T[j ;wki d/ jo tor B{z
w[cas ;/tk d/ ;eD.*
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fJ;dk noE fJj j'fJnk fe e"w tk;s/ ft;sko g{ote bkfJpq/oh ;/tktK dk g{oB skBkpkBk T[gbpX ehsk ikt/ ns/
ft;sko ;/tktK dh jZd th poeoko oZyh ikt/.

fJ; gqeko bkfJpq/oh ft;sko ;/tktK d/ T[d/;aL
1 i' ftnesh bkfJpq/ohnK dh tos'I BjhI eod/ T[jBK B[z bkfJpq/ohnK tZb nkeof;as eoBk j?.
2 bkfJpq/oh B{z tos oj/ ftneshnK B{z bkfJpq/oh ;j{bsK ns/ ;/tktK pkps frnkB eotkT[Dk.
3 bkfJpPq/oh B{z b'eK dh fBrkj ftu uzrk ;kps eoB bJh ;jkfJsk d/Dk.
4 b'eK B{z bkfJpq/oh ;/tktK pko/ f;Zfynk d/Dh ns/ j'o BthnK ;/tktK pko/ ikDekoh d/Dk.
5 nBgVQsk yasw eoB ftu ;jkfJsk eoBk.
6 gVQB dhnK nkdsK ftu tkXk eoBk.
7 bkfJpq/oh ftZsh ;j{bsK T[gbpX eotkT[D dk T[gokbk eoBk.
2.5.16 Nhu/ (Objective):-

1 bkfJpq/oh B[z ;wkfie ;?eNo ftu spdhb eoBk, fi; dk w{b ezw gVQB dh o[uhnK B{z T[s;akfjs eoBk.
2 ;G bJh g[;seK (Every reader his her books)

3 fijVk gkme BjhI T[; B{z gkme pDkT[Dk.
4 gVQB dh fJZSk dk tksktoD pDkT[Dk.
5 jo g[;se B{z gkme fwbkD ftu ;jkfJsk eoBh.
6 gkmeK dk ;wK pukT[Dk.
2.5.17 f;XKs (Principles)

ft;sko ;/tktK dh ekoie[;absk bJh jko'bv i'bch (Harold Jolliffe) tZb'I e[M nkw f;XKs fJ; gqeko fdZs/
rJ/ jB.L
(T) À;a[o{ d/ gZXo s/ Bhsh dh gfoGk;ak ;kca j'Dh ukjhdh j?. fJj e'Jh nk;kB ezw BjhI j? feT[Ife fefonktK fJscke Bkb

fte;s j[zdhnK jB ns/ w"e/ dhnK b'VK nB[;ko uZbdhnK jB. fJ; bJh nfXekoh tZb'I ;kca ;[Eoh Bhsh fsnko eoBh
ukjhdh j? ns/ fiZE/ ;zGt j' ;e/ fJ; s'I pknd dhnK fefonktK th Bhsh Bkb ;zpzfXs j'DhnK ukjhdhnK jB. fJ;
fe;w dh Bhsh fJ; bJh tXhnk j[zdh j? id'I T[;B{z ft;akb y/so Bkb i'Vd/ jK sK i' th Bhsh pko/ ca?;bk ehsk frnk j't/
T[;d/ wB ftu gkmeK/r?o gkmeK dk M[ekn iao{o ftukoBk ukjhdk j?.Á

(n) fefonktK dh :'iBkpzdh, g?;k ns/ ;w/I B{z fXnkB ftu oZy e/ ehsh ikt/. bkfJpq/oh d/ nzdo ns/ pkjo dhnK fwbdhnK
i[bdhnK fefonktK ftu p/s[ek MrVk BjhI j'Dk ukjhdk j?. pkjo dhnK fefonktK bJh ;EkBe xNBktK dh vkfJoh
fsnko ehsh ikt/. :'iBkpzdh ftu ;EkBe b'VK B{z ikDBk ukjhdk j?. ;EkBe ;w{jK ns/ ;[;kfJNhnK dh ft;skog{ote
;{uh pj[s ;jkfJe j' ;edh j?. bzp/ ;w/I d/ brksko gq'rokwK bJh gq?Z;, o/vhT ns/ N?bhftiB dk ;fj:'r fbnk
ikt/.

(J) Bhsh ns/ :'iBkpzdh B{z ftukoB t/b/ g?;/ ns/ ;w/I dk fXnkBg{ote gq:'r io{oh j?. ;Nkca ns/ g?;/ dk d[oT[g:'r d'jK
;/tktK ns/ ftZs fBoXkoD ftu w[;afebK yVQhnK eo ;edk j?.

(;) fefonktK dh ;[:'rsk B{z fXnkB Bkb ftukoBk ukjhdk j?. d{i/ xNhnk feqnktK B{z pzd eo d/Dk ukjhdk j?. feT[Ife
b'e T[Zu doi/ dh ;/tktK d/ nkfd j[zd/ ik oj/ jB. xNhnk doi/ dhnK feqnktK bkfJpq/oh dh j'Id B{z ysok g?dk eo
;edhnK jB. jw/;ak fBogZysk tosh ikt/. feT[Ife bkfJpq/oh B/ ;koh ;w[dkfJ B{z ;/tk d/Dh j[zdh j?.

(j) pkjob/ b'eK dhnK o[uhnK Bkb ;fj:'r d/Dk ukjhdk j?. bkfJpq/oh B{z pkjobhnK ;kohnK fe;w dhnK fefonktK B{z
gSkDBk ukjhdk j?. fiBQK dh tZy tZy EktK T[zs/ ;abkxk ehsh iKdh j't/. fJj ;G e[M ;kohnK ft;sko ;/tktK bJh w{b
f;XKs j[zd/ jB.

(e) e'Jh th ok;aNoh e'f;a;a i' ;zrfms ehsh iKdh j? T[;B{z ;EkfBe gZXo T[Zs/ g{o/ fdb Bkb fjwkfJs eoBh ukjhdh j?.
fJ; dk fJj Gkt th BjhI j'Dk ukjhdk eh bkfJpq/oh dhnK ;EkBe b'VK B{z µa[o{ eoB bJh ok;aNo tZb t/yDk gt/. ns/
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fJj th BjhI j'Dk ukjhdk eh ok;aNoh e'f;a;k B{z ;EkBe b'VK fpBK ;'u/ ;wM/ nzBQ/tkj ngBk fbnk ikt/.
(;)  :{ a n?; a J/ ftu fJ; ftuko ;zpzXh fJe ;ZukJh ;kjwD/ nkJh j? fe bkfJpq/ohnBK B{z nkgB/ ezw ftZu ;/b;w?B tkbh

gj[zu ngBkT[Dh ukjhdh j/. n;b ftu fJ; ftuko B/ ;koh bkfJpq/ohnBf;ag ns/ ft;sko ;/tktK B{z n;o gjz[ukfJnk
j?. fpqfN;a bkfJpq/ohnB  fJ; B{z fw;aBoh GktBk Bkb ubkT[D B{z soihj fdzd/ jB. gozs{ bkfJpo/oh ;/tktK d/ ;zpzX
ftu (t/u) (Selling) tkbk f;XKs th bkGdkfJe  j' ;edk j?.

2.5.18 bkfJpq/ohnK dhnK fe;wK (Types of Libraries)

ft;sko ;/tktK ftfGzB fe;w dhnK bkfJpq/ohnK tZb'I fdZshnK iKdhnK jB fit/I fe L
1 poKu bkfJpq/ohnK.
2 ;caoh bkfJpq/ohnK.
3 fvg'fiaN ;zfrqj.
4 vke iK N?bhc'B ;/tk.
5 ft;a/;a iB;zfynk.
6 :{Bhtof;NhnK ns/ T[BQK dhnK bkfJpq/ohnK.
fJjBK dk toDB fJ; gqeko j?L

poKu bkfJpq/ohnK pj[s ;ko/ ;w[dkfJnK ftu soihj ft;sko ftXh j?. poKuK fJe ewo/ s'I b? e/ szp{nK, y'fynK s'I
nZX y/soh ft;akb poKuK d/ o{g ftu j' ;edhnK jB. fijVhnK jiako ftneshnK B{z bkfJpq/oh ;/tktK d/ ;edhnK jB.
1 poKuK dh b'VL (Branch Libraries)

poKu bkfJpq/oh pDkT[D tk;s/ tZy tZy ckow{b/ T[gbpX jB. gfjbK iB;zfynk nkXkfos, 25000 ftneshnK B{z ;/
tktK d/D bJh fJe poKu bkfJpq/oh j'Dh ukjhdh j? fijVh 50,000 nkpkdh ftu j' ;edk j?. fJ;/ soQK g[;seK d/ fJµ{ eoB
nB[;ko poKuK ;Ekfgs ehshnK ik ;edhnK jB. fJ; ftu i/ ;kbkBk 60,000 s'I finkdk g[;seK fJ;a{ j'D sK nfijh bkfJpo/
oh dh th poKu ukb{ ehsh ikDh ukjhdh j?. fJ; s'I fJbktk okiBhse  nkofEe sZs th fJBQK rZbK B{z gqGkfts eod/ jB.
poKu bkfJpq/ohnK dk M[eknL

nZiebQ poKu bkfJpq/ohnK d/ ftek; ftu d' fttkdg{oD sZs T[Go e/ ;kjwD/ nkJ/ jB. gfjbK S'N/ ;/tk :{fBNK B{z
tZvhnK ;j{bsK gqdkB eoe/ tkXk ehsk ikt/. fco th e/Idfos EK T[Zs/ poKu ;Ekfgs eoe/ ft;sko ;/tktK B{z n;odko pDkfJnk
ik ;edk j?. tZvh e/Idfos bkfJpq/oh d/ d[nkb/ poKu bkfJpq/ohnK-dk B?Ntoe ;Ekgs ehsk ik ;edk j?. fJ; dk fJj bkG j? fe
xZN' xZN gqDkbh ftu fJe bkfJpa/oh e'b g[;seK dk T[Zsw ;zrqfj T[gbZpX j't/rk ns/ gkme T[; sZe gj[zu eo ;eDr/.

poKu bkfJpq/oh dh ;/tk nkw s"o s/ G[r'fbe gZy'I do;kJh iKdh j? go eJh tkoh fJ; B{z ft;a/;a ft;a/ e/Ido ti'I th
gSkfDnk iKdk j?. fit/I ;kfJz; bkfJpq/oh, fJeBkfwe; bkfJpq/oh nkfd.
ft;sko ;/tktK poKu bkfJpq/ohnK d/ J/eheoD eoe/ jh n;odko j' ;edhnK jB.
2 a ;coh bkfJpq/oh (Mobile Library)

;coh bkfJpq/oh À;akfJd ;G s'I tXhnK S'Nh, nkw s"o fJe ftnesh,fszB NZB Gko tkbk tkjB, fpyoh j'Jh iB;zfynk
dh ;/tk eodh j't/.Á (Easterwood Mobile Library)

tkjB ns/ ;zrqfj L-
;coh bkfJpq/oh ftfGzB nkeko ftu j[zdh j? fJ; d/ nkeko tk;s/ e'Jh ikd{roh ckow{bk BjhI j? fe gqpzXe T[; B{z

tXhnk ;kps eo ;e/. T[d:'fre nzeV/ dZ;d/ jB fe tZv/ nkeko dhnK jikoK g[;seK dh ;wZoEk tkbh fijVh ftfGzB fe;w dh
;wZroh gkmeK bJh bZd e/ b? ik ;edh j't/. pj[s xZN ;coh bkfJpq/oh ;zdoG g[;seK oZydhnK jB e/tb nkw g[;seK, pZfunK
dhnK g[;seK ns/ nkX[fBe o;kb/ oZydhnK jB. fJjBK B{z th ;a?bcK ftu oZfynk iKdk j?. fJjBK dh ftt;Ek fJ; soQK j[zdh j?
fe gkmeK dk nkeo;aD ;[Gkfte j[zdk j? fit/I ;N'oK T[Zs/ rkjeK tk;s/ ehsk iKdk j?. eJh tkoh e[M ;kfjs pi[orK tk;s/ jh
tzfvnk iKdk j?. ;coh bkfJpq/oh dk finkdk n;o BjhI j' ;fenk.
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b'VK fBoXkos eoBhnKL-
b'VK B{z ikDB dk ;G s'I tXhnK sohek ;wki dk Bw{Bk fbnk ikt/ ns/ T[gbpX ;koh iB;zfynk d/ nzeV/ fJeZso ehs/

ikD. g[;seK dh tzv ;afjohnK dh ;j{bs nB[;ko ehsh ikt/. tXhnK gq'c?;aBb ;Nkc dh fB:[esh ehsh ikt/.
bkfJpq/oh gqDkbh dh ftZsh :'rsk ft;sko :{fBNK B{z ubkT[D bJh pj[s nfjw ;EkB oZydh j?. fe;/ th gqpzXe B{z tkX{

ft;sko ;/tktK s'I r[o/i eoBk ukjhdk j?. uzrk j't/rk fe w"i{dk ;/tktK B{z jh p/jso pDkfJnk ikt/. xNhnk ;/tk g?;/ dk B[e;kB
eodh j? ns/ ;z;EK dh pdBkwh j[zdh j?. nkw ;kXkoD poKu 10,000 tor c[ZN ftu T[;koBh ukjhdh j? ns/ 50,000 ftneshnK
B{z ;/tk d/ ;edh j?.
3 a Gzvko ;zrqfj (Deposit Collection):-

g[;seK ns/ nkvhthT[ib ;wZroh dk Gzvko ;zrqfj eoBk ft;sko ;/tktK dh fJe j'o ftXh j? pj[s ;kohnK bkfJpq/
ohnK Bof;zr j'wK, j;gskbK, i/bK, ndkbsK, T[vhe xoK ns/ nfij/ j'o ;EkBK tk;s/ g[;seK T[gbpX eotkT[IdhnK jB.
e[M dk ftuko j? fe fJj ;/tk bkfJpq/oh ;/tktK ns/ ;kXBK gqfs j'o ikrfosh g?dk eo/rh. gozs{ nfijk e'Jh gqwkD BjhI fwbd/
jB.

fJ; dk pdbtK o{g, g/Iv{ bkfJpq/oh ;fj:'r d[nkok ;akfJd g[;se e/Idfos ;zrqfj fsnko ehsk ik ;e/ fi; ftu
doiBK s'I b? ;?IeV/ g[;seK Gzvko j' ;edhnK jB. gkme fJ; s'I g[;seK gqkgs eo ;ed/ jB fJe :{fBN s'I d{i/ :{fBN ftueko
g[;seK dh ndbk pdbh th ehsh ik ;edh j?.
4 vke ;/tk (Postal Extension Service)

vke ;/tk o{gh ft;sko ;/tk e[M fJbkfenK ftu ;cb j?. fJ; fe;w dh ;/tk ftu vke d[nkok fJbke/ d/ tf;zfdnK B{z
iK g/Iv{ ftneshnK B[z g[;se ;{uh G/ih iKdh j? T[j nkgDh b'V nB[;ko g[;se ;{uh ftu'I g[;se u[D e/ bkfJpq/oh B{z p/Bsh eoe/
vke okjhI g[;seK wzrtk b?Id/ jB.

bkfJpq/oh B{z nfijh jh ;/tk e[M gpbh;ao th d/Id/ jB. fJj gpbh;ao g[;seK dhnK ;{uhnK G/id/ jB. gkme fJjBK
ftu'I nkgDhnK g[;seK u[D e/ wzrtk ;ed/ jB.
5 a ft;a/;a iB;azfynkL (Special Population)

:{ a n?; a J/ a ftu B?;aBb ft;sko ;/tk ns/ po/b p[e fv;Nohp[;aB gq'rokw tZb'I bkfJpq/oh cko dh pbfJzv n?Iv
fcihebh j?Ivhe?gv ubkfJnk ik fojk j? fi; B{z Nkfezr p[Ze ;oft; ( Talking Book Service ) dk BK fdZsk frnk j?.  :{
a n?; a J/ a B?;aBb bkfJpq/oh ;oft; fijVh ;N/N ns/ b'eb bkfJpq/ohnK d/ Bkb ezw eo ojh j? T[;B/ ngzr gkmeK tk;s/ n;odko
ft;sko ;/tk fdZsh j?.

fJjBK ;/tktK ftu w'N/ ns/ tZv/ Skg/ tkbhnK g[;seK T[gbpX eotkJhnK iKdhnK jB. g[;seK bJh p/BshnK
N?bhc'B ns/ vke okjhI nkT[IdhnK jB. fJjBK B{z gVQB bJh bkfJpq/ohnB tZb'I ;ki' ;wkB th T[gbpX eotkfJnk iKdk j?.
6 nekdfwe/:{Bhtof;Nh bKfJpq/ohnK (Academic/University Libraries)

Gkos ftu Ànekdfwe bkfJpq/ohnK yk; eoe/ :{Bhtof;Nh bkfJpq/ohnK tXhnK ;fEsh ftu jB. e[M :{Bhtof;NhnK
B/ vkfJo?eN'o/N nkc n?e;N?B;aB ;oft; ;Ekgs ehs/ j'J/ jB.Á  iB ;kXkoD d/ xoK se frnkB gj[zukT[D dh e'f;a;a tZb fgzvK
ftu b?euoK dh ftt;Ek ehsh rJh j?. bkfJpq/ohnK nkgD/ ft;sko ;/tk gq'rokw nXhB g/Iv{ b'eK dhnK b'VK nB[;ko g[;seK
gqdkB eodhnK jB. gzikph :{Bhtof;Nh B/ fJ; fd;ak tZb eJh edw u[Ze/ jB fit/I L ft;sko bkfJpPq/oh w'jkbh y'bh j'Jh j?.
2.5.19 Gkos ftu ft;sko ;/tktK (Extension Services in India)

Gkos ftu gpfbe bkfJpq/oh n?eNK B/ ft;sko bkfJpq/oh ;/tktK dh ftt;Ek ehsh j?. Gkos d/ okiK ftu e[M
bkfJpq/ohnK b'eK B{z fBwBfbys fe;w dhnK ;/tktK gqdkB eodhnK jBL
1 poKu bfJpq/ohnK.
2 g/Iv{ bkfJpq/ohnK gzukfJsh oki bkfJpq/ohnK.
3 ;oeb bkfJpq/ohnK.
4 w'pkfJb ;coh bkfJpq/oh ;/tk.
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5 j'w fvbtoh ;/tk.
6 Bfjo{ :[te ;zx bkfJpq/ohnK.
7 fubvoB bkfJpq/oh .
8 g[fb; ftneshnK bJh bkfJpq/oh ;/tk.
9 j;gskb bkfJpq/oh ;/tk.
10 n;N/N toeoi ns/ gjkVK T[Zs/ d{o d[okv/ fpyo/ j'J/ b'eK bJh.
11 nkT[Nohu iK gkoN NkJhw bkfJpq/oh ;/tk
12 ftfdnkoEh, y'ih, ftdtkBK ns/ j'o ftfGzB ;/tktK tk;s/ ;/tk.

;kb 1972 s'I okik okw w'jB okJ/ bkfJpq/oh cKT[v/;aB B/ d/;a ftu bkfJpPq/oh ;/tk B{z gqc[Zbs eoB ftu ft;a/;a :'rdkB
gkfJnk j?. nZieZb fJj d' fe;w dhnK ;jkfJe :'iBktK ubk ojh j? fit/I fe w?fuzr ns/ BkB w?fuzr. w?fuzr ;ehw ;oekoh czv
ns/ ckT[Iv/;aB d/ czv B{z fwbk e/ ubkJh iKdh j?. id fe BkB w?fuzr ;ehwK e/tb cKT[v/;aB d/ nkgD/ fBih czvK d[nkok
ubkJhnK iKdhnK jB.

:{B?;e' dh ;jkfJsk Bkb fdZbh gpfbe bkfJpq/oh 1951 ftu ;Ekgs ehsh rJh ;h T[d'I s'I j[D sZe eJh ft;sko ;/tktK
fit/I ;?INob bkfJpq/oh n?; a gh a w[eoih wkor, i'BibkfJpq/oh ;o'iBh Bro, fszB poKuK gN/b Bro, eo'bpkr ns/ ;jkdok, 23
S'NhnK poKuK, 23 bkfJpq/ohnK fo;?Nbw?IN eb'BhnK ftu, 6 efwT[fBNh bkfJpq/ohnK, ;Zs ohfvzr  o{w fijVhnK ;wki d/ ewi'o
tor d/ b'eK ftu gVB dhnK o[uhnK g?dk eo ojhnK jB.po/b bkfJpq/oh d/ 13 ;coh bkfJpq/oh e/Ido ezw eo oj/ jB. fszB
;g'oN; bkfJpq/ohnK i' fdZbh d/ tZy tZy ;N/vhnwK ftu ;Ekgs jB. fJe bkfJpq/oh fsjkV ;?INob i/b d/ e?dhnK bJh. 18
Gzvko e/Ido (Deposit Stations ) fiBQK B{z ftfGzB ;[;kfJNhnK iK n?;';hJ/;aBK tZb'I ubkfJnk iKdk j? 67 ;acoh bfJpq/oh
;oft; ;N/;aB fijV/ fdZbh dh ;afjoh ns/ g/Iv{ fJbkfenK ftu ;/tk d/ oj/ jB.

fdZbh gpfbe bkfJpq/oh dk e[b g[;se Gzvko 14 bZy d/ brGr j?.
2.5.20 gqDkbhnK (Methods)

ozrkBkEB B/ fBwBfbys ftXhnK dZ;hnK jBL
1 nBgVQK B{z gVQkT[Dk.
2  frnkB ns/ ;{uBk dh b'V tk;s/ y/soh Gk;ak ftu jZE fbysK dk nB[tkd.
3  ohfvzr ;oeb.
4  p[ZXhihth ;?INo.
5  bkfJpPq/oh Nke (Talk) .
6  bkfJpq/oh gqdo;aBh.
7  ejkDh xzN/ (Story Hours).
8  fsT[jko ns/ w/b/
9  ;zrhs ns/ frnkB.

e[M gpfbe bkfJpq/ohnK ftuko r';aNhnK, fcbwK , B[wkfJ;aK, ;kyosk gq'rokw, b?euo nkfd dk nk:'iB eodhnK
jB. fJ; dk T[d/;a gkmeK B{z gq/oBk d/ e/ nkeko;aD eoBk j?.
ft;sko ;/tk ;?e;aBL

tZvhnK bkfJpq/ohnK ftu fJ; ezw bJh tZyok ftGkr ;?e;aB j'Dk ukjhdk j?. fJ; tk;s/ b'VhId/ czv ns/ ;Nkc
fB:[es eoBk ukjhdk j?. bkfJpq/ohnK i' ;/tktK gqdkB eo ;edh j? T[jBK ;/tktK dk ftfrnkgB d/Dk ukjhdk j?.
2.5.21 ;ko (Summary)

bkfJpq/oh ft;sko ;/tktK gkmeK B{z fdZsh iKdh otkfJsh T[Xko ;/tk dk o{g j? fJj ;/tk tZX oj/ ;afjoK d/ BkrfoeK ns/
fgzvK dh tZ;'I B{z bkfJpq/oh ;/tk d/Dk j?. ft;sko seBheK dk ft;sko ehsk frnk j?L- fit/I ngzr ftnesh bJh, rohp b'eK bJh
xo/b{ n"osK bJh, 1980 s'I fJ; d/ ezw ftu pj[s eqaKsh nkJh j? ezfgT{No ns/ N?bhewfBT[e/;aB d[nkok gkmeK dh ft;a/;a wzrK B{z
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BfiZmD ftu ;jkfJsk fwbh j?. Gkos ftu ;kohnK bkfJpq/oh ew/NhnK B/ bkfJpq/oh ft;sko ;/tktK dhnK f;cako;aK ehshnK jB.
bkfJpq/oh w{b s"o s/ ;/tk e/Idfos ;z;Ek j?. fJ; e'b gkmeK B{z tXhnK r[DtkB ;/tk gqdkB eoB dh :'rsk j'Dh ukjhdh j?. gozs{
fJ; B{z T[jBK Bkb :'r Yzr Bkb ;zukfos j'Dk ukjhdk j?. T[jBK dhnK tX ojhnK ns/ pdbdhnK b'VK dk fXnkB oZyDk
ukjhdk j?. fJ; bJh fJ; B{z brksko b'e ;zgoe pDkJh oZyD/ ukjhd/ jB. fJ; dk gkmeK Bkb B/V/ dk ;pzX j'Dk ukjhdk j?.
fJ; B{z b'e ;zgoe okjhI gkmeK B{z bkfJpq/oh gq'rokwK ftu Gkr b?D tk;s/ T[s;akfjs eoBk ukjhdk j? sK i' T[j fJ; s'I g{ok bkG
T[mk ;eD.

;t? gVu'b ;tkb L
1 T[jBK bkfJpq/ohnK d/ BK dZ;' i' ft;sko ;/tktK d/ ojhnk jB<
2 poKu bkfJpq/oh dh j'Id
(T) 5000 iB;zfynk (n) 10000 iB;zfynk (J) 50,000 iB;zfynk.
T[ZsoL  (1)    j?fvzr t/y'.
        (2)     (J) .

nZr/ gVQB bJhL
(1) a Handbook of public relations. edited by Howard Stephenson. 2nd ed. New York:

McGraw Hill, 1970 .

(2) Evans, G. Edward. Management techniques for librarians, 2nd Ed. New York: Aca-

demic Pr., 1983

(3) Krishan Kumar Library administration and management Delhi: Vikas, Reprint 2009.

(4) Mittal, R. L. Library administration: theory and practice. 5th rev. ed. Delhi: Metro-

politan Bk., 1984

(5) nihs f;zx ns/ ;fjrb, gh ;h L bkfJpq/oh ns/ ;{uBK e/doK dk gqpzX, gfNnkbk L wdkB gpbhe/;aB, 2004.
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bkfJpq/oh ns/ ;{uBk e/IdoK dk gqpzX

gkm Bzpo L 2H6 b/yeL vkH e/H BtbkBh

bkfJp/qoh nzeV/, b'V, T[d/;a ns/ fe;wK
 (Library Statistics : Need, Purpose and Types)

gkm ; zouBk
2.6.0 T[d/;a
2.6.1 G{fwek
2.6.2 noE ns/ gfoGk;ak
2.6.3 b'V
2.6.4 ekoi
2.6.5 fe;wK
2.6.6 ;ko

2.6.0 T[d/;a (Objectives)

gkm d/ T[d/;aK ftu w[Zy jBL
1 bkfJpq/oh nzefVnK dh gfoGk;ak eoBk ns/ fJ; dh b'V ns/ ekoiK pko/ ikDekoh gqdkB eoBh ns/
2 nzefVnK dh fe;wK pko// uouk eoBh

2.6.1 G{fwek (Introduction)

nzeV/ fJeZso eoBk ;z;EktK ftu ;KMh gqfeqnk j[zdh j?. fJj bkG ewkT[D ns/  Bk bkG ewkT[D tkbhnK ;z;EktK  dk
nzr jB fJjBK nzefVnK dk brksko ft;ab/;aD eoe/ goy ehsh iKdh j?. jo fJe wB[Zy nkgBh o'iakBk fiazdrh ftu fe;/ Bk fe;/
o{g ftu nzefVnK Bkb ;zpzfXs j[zdk j?.bkfJpq/oh th fJ; s'I BjhI pu ;edh.

bkfJpq/oh dh j'Id fJ;d/ gkmeK eoe/ j? fJ;B{z nkgB/ gkmeK ns/ feqnktK fit/I g[;se gqkgsh seBheh ezw ns/
;oe{b/;aB nkfd dk foekov oZyDk g?Idk j?. bkfJpq/oh nzeV/ fJeZso eodh j? ns/ T[jBK B{z BhshnK fsnko eoB, :'iBkpzdh ns/
fog'oN fsnko eoB bJh tos'I ftu fbnkT[Idh j?.
2.6.2 noE ns/ gfoGk;ak (Meaning and Definition)

nzeVk fJe tuB BkT[I j?. fJ;dk noE T[j seBhe fijVh ;{uBk dk ft;ab/;aD eoB tk;s/ gq:'r ftu fbnkT[Idh iKdh j?.
pj[tuB BkT[I d/ s"o s/ fJj frDkswe sZE j[zd/ jB fiBQK B{z f;b;b/tko fJeZso ehsk iKdk j?.
n?c a Jh a eo'e;NB ns/ vh a ekT[vB ÀT[j ftfrnkB i' ;zfynktkuh nzefVnK dh fJeZsosk, ft;ab/;aD ns/ ftnkfynk

Bkb ;zpzX oZydk j't/ T[;B{z nzeVk ftfrnkB nkfynk iKdk j?.Á
bkfJpq/oh nzeV/ T[j j[zd/ jB fiBQK dk ;zpzX bkfJpq/oh ;kXBK Bkb j[zdk j? fit/I fe gVQB :'r ;wZroh, gkme ;/tktK,

eowukoh, bkfJpq/oh nkwdB ns/ you/ nkfd. fJ;B{z frDkswe nzeV/ th nkfynk iKdk j?. fJj bkfJpq/oh d/ ;kXBK ns/ tZy tZy
fefonktK pko/ ft;skog{ote ikDekoh fdzd/ jB.

bkfJpq/oh fJe ;wkie ;z;Ek j[zdh j? fJj nkgDhnK rshftXhnK bJh ;wkfie tor B{z itkpd/j j[zdh j?. ;wki dh
s;Zbh tk;s/ bkfJpq/oh nkgB/ ezwKekoK dh s;tho nzefVnK d/ o{g ftu g/;a eodh j?. id'I sZe bkfJpq/ohnK dhnK feqnktK

64
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fJwkBdkoh ns/ fBogZysk Bkb BjhI wkghnK iKdhnK jB T[d'I sZe bkfJpq/oh dh ekoie[;absk ;[:'rsk ns/ T{DskJhnK dk gsk BjhI
ub ;edk.
2.6.3 b'V (Needs)

nzeV/ jo feqnk ns/ ;z;Ek dh ekoie[;absk B{z ikDB bJh pj[s io{oh j[zd/ jB. pj[s ;kohnK ;z;EktK fe;/ Bk fe;/
fe;w d/ foekov ns/ nzeV/ i/ T[jBK Bkb ;zpzfXs j'D ;zGkb e/ oZydhnK jB nkw s"o s/ ;oeko ns/ fgZsoh ;z;Ek ns/ iBsk B{z
fJjBK dh b'V ftek; do, piN tzv, bkrsK nkfd bJh ofjzdh j?. bkfJpq/oh th fJjBK s'I tKMh BjhI j?.

bkfJpq/oh ftu nzefVnK dh b'V j/m ekoBK eoe/ j[zdh j?L
1 fJe ft;a/;a ;w/I d"okB bkfJpq/oh dh T[ZBsh ntBhsh wkgD bJh
2 g?dktko ekor[ikoh dh fwedko ikDB bJh
3 ftZsh s;tho fJeZso eoB bJh
4 BhshnK fsnko eoB bJh
5 :'iBktK fsnko eoB bJh
6 gkmeK dh wzr ikDB bJh
7 bkfJpq/oh dh tos'I ns/ ;zrqfj ns/ ft;a/;askJhnK gSkDB bJh
8 jo ;?e;aB d/ ezw dk Gko ikDB bJh
9 ftfGzB ;/tktK dh tos'I dk M[ekn ikDB bJh
10 foekov oZyD bJh
11 ;kbkBk fog'oN ns/ j'o d{ihnK fog'oN fbyD bJh
12 bkfJpq/oh ;/tktK B{z T[fus mfjokT[D bJh
13 fJj bkfJpq/oh dhnK BhshnK, :'iBkpzdh, eowukoh Gosh, ezw dk Gko, ekotkJhnK nkfd tk;s/ y'i rshftXhnK bJh

;jkfJsk eod/ jB.
14 ;/tktK dh ;[:'rsk ns/ n;odkosk ftZu s[bBk eoBh
15 pkjoh nzefVnK ;zpzXh ;{uBk ns/ gquko ;{uBk gqdkB eoBh.
2.6.4 ekoi (Functions)

nzeVk ftfrnkB nKefVnK d/ izrb ftu'I geV gqkgs eodk j? fJ; tZb'I fBGkJ/ iKd/ ekoi fJ; gqeko jB L
1 fJj sZEK ns/ nzefVnK B{z ;zgkdB eoe/ ;zy/g ns/ noEg{oB pDkT[Idk j?.
2 fJj nzefVnK B[z torheoB ns/ ;aq/Dhtzv eoB ftu ;jkfJsk eodk j? fJj Bk e/tb nzefVnk B{z fJeZso eodk j? ;r'I

fJjBk dk toDB th eodk j?.
3 id'I nzefVnK B{z bkG ns/ bkj/ bJh g/;a ehsk iKdk j? fit/I gqsh;as ns/ o/yk fuZso o{g ftu sK fJj xNBk d/ M[ekn B{z

T[xkVdk j?.
4 fJj s[bBkswe nfXn?B eoB ftu ns/ ;N?Ivov nkfd fsnko eoB ftu bkGdkfJe j[zdk j?.
5 fJj gqpzXeK B{z ca?;bk b?D ftu nkXko pDd/ jB.
6 fJj b'eK ftu b'e ;/tktK d/ bkG B{z ikjo eoe/ gqDkbh bJh fjwkfJs eod/ jB.
2.6.5 fe;wK (Types)

nzefVnK ;zpzXh seBheK B{z d' GkrK ftZu tzv ;ed/ jK
1 toDkswe (Descriptive)

2 fBofDs (Inferential)

toDkswe nzeV/ ;{uBk B{z fJeZso eoBk, ;zy/g eoBk, ;zrfms eoBk ns/ gqsZy (Present) eoBk j[zd/ jB. fJj
;zuko ftu ;jkfJsk eod/ jB. feT[Ife gkme fJ;d/ noE nk;kBh Bkb dZ; ;edk j? T[dkjoD d/ s"o s/ Gkos ftu iB;zfynk
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d/ nzeV/ xo xo ik fJeZso ehs/ iKd/ jB. fJj nzeV/ ;wZf;nk dk ft;ab/;aD ns ca?;b/ eoB ftu ;fj:'rh jB.
fBofDs nzeV/, T[; ftXh dh tos'I eod/ jB fijVh nzefVnK d/ ;koK;a s'I th nZr/ j[zdh j?. ;{uBk dh ;jkfJsk Bkb

fJj BthnK ;zGktBktK dh GftZytkDh eoB dh e'f;a;a eodk j? fit/I w";w dh GftZytkDh ftZu brksko ;fEsh B{z ikfDnk iKdk j?
fco T[jBK dk fBu'V eZY e/ T[jBK dk c?;bk fbnk iKdk j?.

bkfJpq/oh ftu nzefVnK dhnK fe;wK Bw{B/ d/ s"o s/ fBwB fbys nB[;ko oZy ;ed/ jK.
2.6.5.1 bkfJpq/oh ftZs (Finance)

bkfJpq/oh ftZs ftu fgSb/ d' fszB ;kbK d/ bkfJpq/oh piN dk t/otk fdZsk iKdk j? tZy tZy wdK dh you/ dh fBoXkos oew
dh ;{uBk fBwBfbys nB[;ko fsnko ehsh ik ;edh j?.

bkfJpq/oh piN (Library Budget)

(Budget Allocation and Expenditure)

piN ftZs tzv nkw s"o s/ ;kbkBk ehsh iKdh j?. you/ B{z wjhB/tko th do;kfJnk ik ;edk j?. fJjBK dk e[Zb i'V
;kbkBk you/ dk t/otk fdzdk j?. fJj ;koBh ftu ;kbkBk gqsh;as piN ns/ youk th do;kfJnk ik ;edk j? Bkb jh gVQB :'r
;wZroh , nwbk ns/ j'o wdK pko/ th gqsh;as ukBDk gk ;ed/ jK.

2.6.5.2 bkfJpq/oh nwbk (Library Personnel)

bkfJpq/oh nwb/ pko/ ;{uBk ftu eowukohnK dhnK w"i{dk nk;kwhnK dh frDsh, T[jBK d/ sDykj ;e/b, ykbh gJhnK
nk;kwhnK, sDykjK T[zs/ youk, pZusK nkfd ;aq/oDhnK nB[;ko t/ot/ fdZs/ iKd/ jB.fit/II
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2.6.5.3 seBheh ;/tktK (Technicl Services):-

seBheh ;/tktK ftu fBwBfbys feqnktK nkT[IdhnK jB.
1 g[;se u'D
2 g[;se nkovo
3 g[;seK gqb/yK B{z gqkgs eoBk
4 T[jBK dk torheoB eoBk
5 ;{uheoB eoBk

g[;se u'D (Book Selection)

fwZsh ft;ak e[Zb gqkgs f;cko;aK mhe t/ot/ rbs t/ot/ t/ot/ g{oB ehs/
Bz Bz Bz Bz

000
100
200
300
400
500
600
700
800
900

g[;se nkovo (Book Order)

fwZsh ft;ak e[b gqkgs bkfJp/qoh gfjbk pkeh e[b nkovo g[;se
u'D ekov ftu T[gbpX nkovo ofjzdhnK j'JhnK fteo/sk
frDsh g[;seK j'JhnK g[;seK g[;seK nB[;ko

frDsh g[;seK frDsh frDsh frDsh
frDsh

1 2 3 4
000
100
200
300
400
500
600
700
800
900
e[Zb
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g[;se gqkgsh(Book acquisition)

bkfJp/qoh ftu g[;se gqkgsh d/ o'ikBk d/ nzeV/ oZy/ iKd/ jB. fJj nzeV/ yohdhnK rJhnK, spkdb/ okjh w[cs iK
dkB okjh gqkgs j'JhnK g[;seK d/ j[zd/ jB. g[;se gqkgsh nXhB g[;seK, g?IcfbN ns/ d{ih ;wZroh nkT[Idh j?.
g[;seK, g?IcfbN ns/ j'o wZdkL

fwsh yohd okjh spkdb/ okjh dkB okjh e[Zb i'V
g[;seK j'o ;wZroh  youk g[;seK j'o ;wZroh g[;seK j'o ;wZroh
frDsh frDsh    frDsh frDsh frDsh

nB[gks

o;kbk gkqgsh (Periodicals Receipt)

fwsh uzd/ okjh spkdb/ okjh dkB okjh
frDsh frDsh frDsh

:kd-gZso (Reminders)

fwsh gqkgs j'J/ o;kfbnK G/i/ rJ/ :kd gZsoK nDgqkgs gqsh;as
dh frDsh dh frDsh j'J/ o;kb/
Gkosh ftd/;ah Gkosh ftd/;ah Gkosh ftd/;ah Gkosh ftd/;ah
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torheoD (Classification)

fezBhnK g[;seK dk torheoD j' u[Zek j? ns/ fJjBK g[;seK d/ ft;a/ ;a/Dh tZv eh j?, pkeh fezBhnK g[;seK dk
torheoD j'Dk j? fJj ;{uBk fBZs o'ikBk oZyh iKdh j?.

fwsh g[;seK torhoeD pkeh ofjzd/ torheoD ftu
gqb/y gqkgsh j'J/ gqb/y gqb/y bZfrnk ;wK.
frDsh frDsh frDsh

;{uheoD (Cataloguing)

;{uheoD ehshnK rJhnK g[;seK d/ nzeV/

fwsh torhfeqs ;{uheoD pkeh ofjzd/ ;{uheoD ftu
gqb/y gqkgsh gqb/y gqb/y bZfrnk ;wK.
frDsh frDsh frDsh

2.6.5.4 gkme ;/tktK (Reader Services)

gkme ;/tktK d/ x/o/ ftu bkfJp/qoh d/ ezw fJ; gqeko d/ jBL
1H ;oe[b/;aB
2H ;zdoG ;/tktK.
3H vke{w?BN/;aB ;/tktK.
4H nB[tkd ;/tktK.
5H fogo'rqkfce ;/tktK
6H d/y o/y

;oe[b/;aB (Criculation) bkfJpq/oh dhnK T[j feqnktK fiBQK ftu xo bJh T[Xko fdZshnK g[;seK tkg; nkJhnK
g[;seK ns/ b/N nkJhnK g[;seK T[Zs/ fwnkd g[Zrh g?f;nK dh t;{bh nkfd ;oe[b/;aB ezw dh ftnkfynk eodhnK jB.
2.6.5.6 w?pof;ag (Membership)

bkfJpq/oh d/ e[Zb w?IpoK dh frDsh, Bt/I w?Ipo pDkT[D/ ns/ T[j w?Ipo i' bkfJpq/oh SZv rJ/ jB nkfd d/ nzeV/ fJ;
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gqeko oZy/ iKd/ jBL

fwZsh w"i{dk w?Ipo Bt/I w?Ipo w?Ipof;ag e[bZ frDsh
frDsh frDsh frDsh
wod n"os wod n"os wod n"os wod n"os

;aq/Dh tzv (Types of Membership)

 nfXnkge y'ih ftfdnkoEh ft;a/;a eEB j'o e[Zb X

 wod n"os wod n"os wod n"os wod n"os
 frDsh frDsh frDsh frDsh frDsh frDsh frDsh frDsh

tZy tZy fe;w d/ gkme fijV/ o'ikBk, jcsktko, wjhB/tko iK ;kbkBk bkfJpq/oh ftu nkT[Id/ jB T[jBK pko/ ;{uBk oZyDh
ns/ T[jBK tZb'I bkfJpq/oh ftu gVQh iKdh ns/ xo T[Xko b? e/ rJh ;wZroh d/ nzeV/ fJ; fJZe ft;a/;a wjZssk oZyd/ jB. nfijh
;{uBk ;zpzXh nKefVnK d/ o{g fJ; gqeko j[zd/ jBL

gkmeK dh d?fBe nkwd (Daily Visitors)

fwZsh nfXnkge y'ih ftfdnkoEh ft;a/;a     j'o w?Ipo eZb
wod n"os wod n"os wod n"os wod  n"os   wod   n"os   wod  n"os
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2.6.5.7 bkfJp/qoh ftu toshnK rJhnK g[;seK (Books used in the Library)

nfXnkge y'ih ftfdnkoEh j'o e[Zb gqsh;as

T[Xko fdZshnK g[;seK gqb/yK (Loaned books)

ft;a/ nB[;ko (vhH vhH ;hH gqDkbh tor Bzpo)

    000 100 200 300 400 500 600 700 800 900 gqsh;as

 nfXnkge

 ftfdnkoEh

 y'ih

 j'o

 e[Zb
fJjBK d/ nzeV/ Gk;ak nB[;ko th oy ;ed/ jK

Gk;ak nB[;ko T[Xko fdZshnK rJhnK g[;seK (Language Wise)

fwsh Gk;aktK frDsh e[Zb frDsh gqsh;as
nzro/iah
gzikph
fjzdh
;z;feqs
T[od{
j'o
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foiot ehshnK g[;seK (Revserved Books)

ft;a/ nB[;ko (vhH vhH ;hH gqDkbh tor Bzpo)

 fwsh 000 100 200 300 400 500 600 700 800 900
 nfXnkge
 ftfdnkoEh
 y'ih
 ft;a/;a w?Ipo
 j'o
 e[Zb

2.6.5.8 ;zdoG ;/tk (Reference Service)

bkfJp/qoh ftu ;zdoG ;/tk fi; ftu g[S/ rJ/ ;tkbK, T[jBK d/ T[Zso ns/ T[jBk ftu'I T[so Bk fdZs/ ;tkbK d/ g{o/ t/ot/
oZyD/ g?Id/ jB. fJ; s'I fJbktk g[ZS/ rJ/ ;tkbK dh fe;wK nkfd ;pzXh nzeV/ oZyD/ io{oh jB sK i' GftZy ftZu bkfJp/qoh gqpzX ftu
T[jBk dh tos'I ehsh ik ;e/. ;zdoG ;/tk ftGkr fBwB fe;w d/ nzeV/ oZydk j?.

gkmeK dh fe;wK (Kinds of Readers)

fwZsh y'ih ftfdnkoEh nfXnkge ft;a/;a w?Ipo j'o
wod n"os wod n"os wod n"os
frDsh frDsh frDsh frDsh frDsh frDsh

g[S/ rJ/ ;tkb (Inquires)

fwZsh g[S/ rJ/ ;tkbK dh frDsh T[Zso fdZs/ rJ/ ;tkbK dh frDsh T[Zso Bjh fdZs/ rJ/ ;tkb
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2.6.5.9 vke{w?BN/;aB ezw ns/ ;/tktK (Documentation Work nand Services)

fezfBnK o;kfbnK d/ fJzv?e; fsnko ehs/ rJ/ jB<
fJjBK dhnK fezBhnK ;[b/yK fsnko ehshnK rJhnK jB<
fezfBnK o;kfbnK d/ n?p;No?eN fsnko ehs/ rJ/ jB<
fezB/ gzfBnK dk nB[tkd ehsk frnk j?<
fezfBnK gzfBnK dhnK c'N' ekghnK ehshnK rJhnK jB<

o;kfbnK d/ fJzv?e; ns/ n?p;No?eN (Indexing and Abstracting)

fwsh fJzv?ef;zr ;[b/yK fsnko o;kb/ n?p;No?eN ezw T[s/ nkfJnk tos'I
o;kb/ ehshnK ehs/ youk

2.6.5.10 nB[tkd ezw (Translation Work)

fwsh nB[tkd ehs/ nB[tkd ehs/ youk tos'I fNgDhnK

2.6.5.11 fogo'rokfce ezw (Reprographic Work)

fwsh ;wZroh gkmeK dh fe;w    gzB/ c'N' g?;/
dk t/otk nfXnkge     y'ih ftfdnkoEh j'o     ft;a/;a w?po e[Zb t;{bh

e[Zb



gouk-

2.6.5.12 d/y o/y nzeV/ (Maintenance)

ft;ak fBZs tkg; o?eNhfce/;aB fibdpzdh bJh fibdpzdh j' e/ tkg;
j'JhnK g[;seK frDsh frDsh frDsh
frDsh

000
100
200
300
400
500
600
700
800
900

2.6.6 ;ko (Summary)

;z;Ek ftu jo fJe rsh ftXh bJh nzeV/ b'VhId/I jB bkfJp/qoh dh jo fJe ;?e;aB ns/ feqnk bJh nzeV/ oydh j?.
nzeV/ fJZeso eoe/, fsnko eoe/ ft;ab/;aD ehs/ iKd/ jB.

;t? gVu"b ;tkbL
1) nzeVk ftfrnkB dk toDB eo'.
2) gkmeK dh fe;wK nB[;ko nzeV/ dZ;'.
T[ZsoL
1) d/y' j?fvzrL noE ns/ gfoGkµk.
2) izB ;zfynk pko/ d/y'.

nZr/ gVQB bJhL
1. Mittal, R. L. Library administration: theory and practice. 5th rev. ed. Delhi: Metropolitan

Bk., 1984

2. Navalani, Kishni and Karam Singh. Library prabandh: Sidhand ate vihar. Patiala:

Madan, 2004 ( In Punjabi)



p?u{bo nkc bkfJpq/oh n?v fJBckow/;aB ;kfJz; gouk 

bkfJpq/oh ns/ ;{uBk e/IdoK dk gqpzX

gkm Bzpo L 2H7 b/yeL vkH e/H BtbkBh

;bkBk fog'oN L b'V, T[d/;a s/ sseok
 (Annual Report : Need, Purpose and Contents)

2.7.0

2.7.1

2.7.2

2.7.3

2.7.4

2.7.5

2.7.6

2.7.0 (Objectives)

2.7.1 (Introduction)

2.7.2 (Annual Report)

75
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2.7.3 (History)

2.7.4 (Needs)

(Public Utility Service)

(Management Requirement)

(Future Planning)

(Mirror of Society/Community)

(Research Document)
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(Marketing)

2.7.5 (Objectives)

2.7.6 (Contents of Annual Report):-

2.7.6.1 (Membership)

(Weeding out)

(Current)

(Non-Book Material)

2.7.6.2 (Technical Services)

2.7.6.3 (Public Services)
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2.7.6.4 (Other Services or  Activities)

(Finance)

2.7.6.5 (Staff)

2.7.6.6 (Miscellaneous)

2.7.7 (Compilation of report)

(Selling tool)

2.7.7.1 (Pattern)

(INSDOC)
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(Weeding Out)

(Current)
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" "

" "

" "

" "
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1. Evans, G. Edward. Management techniques for librarians. 2nd ed New York: Academic

Pr., 1983.

2. Krishan Kumar Library administration and management. New Delhi: Vikas, 1003.
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