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Unit
No.

Topic Name Content Hrs. Marks Credit

1. Basic concept and
collection
development

 Special Library and its concept,
Development of special libraries
in western countries and India.

 Types of collection-periodical,
conference literature, grey
literature, patents, standards,
specifications, Govt. publications,
non book materials, electronic
documents, CD-ROM, and online
data base.

 Need and types of networks,
Consortia, introduction to various
consortia,

2. Library
organization and
administration.

 Administrative organization, staff
manual, library survey, statistics,
work measurement and standards
and their use and effectiveness.

 Basic elements in planning the
design of special library building,
furniture and fittings, Modern
special library building.

3. Planning and
organization of
various
information
services.

 CAS, SDI, Abstracting and
Indexing library bulletin, News
paper clippings, computerized
services, literature search,
information analysis, repackaging
and consolidation, marketing of
information services.

4. Personnel
management.

 Nature, size, selection,
recruitment, qualification, training,
professional development,
responsibilities and duties,
determination of finance, sources
of finance, types of budget.
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