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Paper - VI : Library Management i

i Unit - 1 Management
% Concept; definition and scope;
% Functions and Principles of Management
% Otganizational structure

.
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nit - 2 Library House Keeping Operations
Different Sections of Library & Information Center & their functions
Book ordering (Acquisition),
Technical Processing
Serials Control, Circulation Control Maintenance etc., Stock Verication - Policies,
»  Procedures and methods
Archiving - Conservation - Preservation, Print & Non-print materials
Restoration including print, Non - Print and Electronic Materials
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| Unit - 3 Collection Development
% Principles of Document selection

% Selection Tools

% Collection Development and policy

% Collection Management Policies and Procedures
¢ Collection, Evaluation and Weeding
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i Unit - 4 Library Budget

% Budgeting Techniques and methods - PPBS, Zero Based Budgeting
* Budgetary Control

<

i Unit - 5 Planning Library Building
% Building and space Management in Libraries
% Library Statistics

| Unit - 6 Reporting
% Types of reports, Annual Report - Compilation, Contents and Style;

¢ Library Statistics
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