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Objectives: 

 To train the student in the techniques of librarianship and management of Library 

 Understand the application of management theories in library and information area 

 To study Organizational structure of library and information centers 

 To understand Technical processing and preparation of documents for use. 

 To familiarize students with maintenance, preservation and conservation of 

information resources 

 To study record management concepts and issues. 

 To study Library rules and regulations. 

Course Outcome (CO): 

 

CO1 Familiarizing students to basic principles, practices, procedures to manage 

different types of libraries. 

CO2 Be able to understand concepts of management, functions, and principles 

scientific management. 

CO3 Gain the knowledge of organizational structure  

CO4 Have knowledge of selection and acquisition of  books and other documents 

CO5 Have knowledge of transitions / circulation of documents 

CO6 Able to understand the art of maintenance and preservation of documents.  

CO7 Experience the application of management theories in library management, 

organization or administration 

CO8 Able to apply their knowledge to information acquisition, processing and 

retrieval at workplace. 

 

Unit 1 : Management Concept, definition and scope, Management styles and approaches, 

Principles and functions of management, Principles of Scientific Management. 

 

08hrs 

Unit 2 : Organizational structure: Principles of Organizational structure, Organizational 

structure of Library and Information Centres 

 

08hrs 

Unit 3 : Collection development: Types of documents and selection and acquisition: Tools, 

Procedures and Policies, Problems of Collection development 

 

08hrs 

Unit 4 : Technical Processing and Preparation of documents for use: shelving, Circulation work, 

Methods of book circulation- charging and discharging systems. 

 

06hrs 



Unit 5 : Maintenance, Preservation and Conservation of Information Resources- procedure 

policies and techniques, stock verification, Binding and weeding out 

 

08hrs 

Unit 6 : Library committee, Library statistics, Annual reports: Compilation, Contents and style, 

Library rules and regulations. 

 

08hrs 

Unit 7 : Records Management Concepts and Issues.  04hrs 
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