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Name of Degree: Post Graduate Diploma in Library & Information Science (PGDLIS)

Objective of the Program:

The Post-Graduate Diploma in Library & Information Science program aims at creating professional manpower for librarianship. The LIS diploma program is aimed at creating junior level officers and paraprofessionals to enable them to run small or medium-sized libraries or to work as support staff for large-scale libraries. The program provides information professionals with necessary skills concerning the acquisition, processing, storage, preservation, access, and use of information that will be helped to build a knowledge-based society.   
Program Structure & Duration:
 The Post Graduate Diploma in Library & Information Science (PGDLIS) Diploma program normally takes one academic year to complete. One year is divided into 2 Semesters (Spring Semester: January-June and Fall Semester: July-December). Duration of each semester is not less than 15 teaching weeks. There shall be final examinations at the end of each semester conducted by the Examination Committee of the PGDLIS program.
 The total credit hours of the program is 40 and will be completed within two semesters. A 3-credit course normally has three contact hours per week. Likewise, a 4-credit course normally has four contact hours per week. For a 4-credit course the total contact hours will be 60 hours and for a 3-credit course the total contact hours will be 45 hours.
Eligibility for admission: Bachelor or equivalent degree in any area/discipline from a recognized university with a minimum of 7-points [SSC to Bachelor's Degree) in grading system or a minimum of 6-points (SSC to Bachelor's Degree) in case of traditional system. Applicants must have at least CGPA 2.00 in degree level to qualify for admission.

Admission Test

An admission test will be conducted by a committee composed of concerned faculty members in the premises of the university. No student without having taken an admission test will qualify.

Grading System:
For evaluating the academic performance of the students, the grading system is as given below:


	Numerical Grade
	Letter Grade
	Grade Point

	80% and above
	A+
	(A plus)
	4.00

	75% to less than 80%
	A
	(A regular)
	3.75

	70% to less than 75%
	A-
	(A minus)
	 3.50

	65% to less than 70%
	B+
	(B plus)
	3.25

	60% to less than 65%
	B
	(B regular)
	3.00

	55% to less than 60%
	B-
	(B minus)
	2.75

	50% to less than 55%
	C+
	(C plus)
	2.50

	45% to less than 50%
	C
	(C regular)
	2.25

	40% to less than 45%
	D
	
	2.00

	Less than 40%
	F
	
	0.00
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Marks Distribution:
Each 4-credit (100 marks) course will be evaluated in the following ways:

	SL.
	Methods
	Marks

	1
	Class Attendance
	10

	2
	Class Test/Assignment/Presentation
	10

	3
	Midterm
	20

	4
	Final Exam
	60

	
	Total Marks
	100


 
Marks Distribution:
Each 3-credit (75 marks) course will be evaluated in the following ways:

	SL.
	Methods
	Marks

	1
	Class Attendance
	5

	2
	Class Test/Assignment/Presentation
	10

	3
	Midterm
	15

	4
	Final Exam
	45

	
	Total Marks
	75



Marks distribution for Internship and Viva-Voce is as follows:

	SL 
	Methods 
	Marks

	1.
	Internship evaluation by Supervisor
	30

	2.
	                  Internship evaluation by Examiner
	25

	3.
	                  Internship presentation and defense
	20

	
	Total Marks for Internship
	75

	4.
	                 Viva-Voce
	25

	
	Total Marks for Internship and Viva-Voce 
	100








Course Outline
of
Post Graduate Diploma in Library & Information Science

	Course Duration
	:
	1 year

	Semester
	:
	2

	Total Credit Hours
	:
	40



Semester- I (Six Months)


	Course Code
	Course Name
	Full Marks
	Credit

	DLIS-101 
	Introduction to Library and Information Science
	100
	4

	DLIS-102 
	Information Sources and Services
	100
	4

	DLIS -103 
	Information Resources Development
	100
	4

	DLIS -104 
	Organization of Knowledge (Classification Theory)
	75
	3

	DLIS -105 
	Organization of Knowledge (Cataloguing Theory)
	75
	3




Semester- II (Six Months)

	DLIS -106 
	Library Automation
	100
	4

	DLIS -107 
	Documentation and information retrieval
	100
	4

	DLIS -108 
	Management of Library and Information Institutions
	100
	4

	DLIS -109 
	Organization of Knowledge (Classification Practical)
	75
	3

	DLIS -110 
	Organization of Knowledge (Cataloguing Practical)
	75
	3

	DLIS -111
	Internship and Viva-Voce
	75+25
	3+1











	DLIS -101:
	Introduction to Library and Information Science
	100 Marks 
	4 Credits




Unit-1:  Fundamentals of Library Science: Concepts of Library, Librarianship and Library Science; Philosophies, Ethics, and Principles of Librarianship; Nature, scope and functions of library science; Role of the Library in Formal and Informal Education. 

Unit-2: History of Reading and Writing Materials: History of books and libraries, Ancient and Modern Libraries, Origin of writing, Early printing; Five Laws of Library Science – Implications – Examples; Librarianship as Profession. 

Unit-3: Communication and Libraries: Library as a Social Institution; Community Information Services, Role of the Library towards digital Bangladesh; Library education in Bangladesh. 

Unit-4: Types of Libraries: Different types of Libraries: National, Public, Academic, and special; their Objectives, Functions, Services. 

Unit-5: Concepts of Information Science: Concepts of Information and Information Science; Meaning, objectives and scope of information science; Source of information, types of information. 


Unit-6: Distinction between information and reference service: Distinction between information and reference service, referral service and document delivery service. 

Unit-7: Services of Libraries and Information Centers: Categories of services provided by Libraries and Information Centers; effective use of Library and/or Information institutions. 

Unit-8: Tools of information resources: Tools for exploring information resources and their uses: catalogue, bibliography, index, abstract, reference materials, computer databases, etc.

Reading List:
1.Ahmad. Md. Nasiruddin. Society, libraries and communication. Dhaka. 
2. Apostle, Richard & Raymond, Boris. Librarianship and the information paradigm. London:        Scarecrow, 1997. 
3. Dilli, K.T. Basics of Information Science and Library Management. 
4. Esperanza, M.A.C. Information Science and Library Management: emerging trends. 
5. Harris, Michael H., Hanna, Stan A. & Harris, Pamela C. Into the future: The foundation of library and information services in the post-industrial era. 2nd ed. Greenwich, CT: Ablex Publishing. 
6. Harrison, Colin. The basis of librarianship. 2nd ed. London: Clive Bingley, 1985. 
7. Kausal, Mandira. Dynamics of information and library science. 
8. Johnson, Elmer D. Communication: an introduction to the history of writing, printing, books and libraries, Metuchen, N. J.: Scarecrow Press. 
9. Khanna, J. K. Library & Society. Kurukshetra : Research Publications, 1987. 
10. Mithal, R. L. Library Administration: Theory & Practice. 5th Ed. Delhi: Metropolitan, 1984. 
11. Ranganathan S. R. Five Laws of Library Science. Delhi: UBS, 1957. 
12. Samshul Haque. Bengali Books on History of Library











	DLIS -102:
	                Information Sources and Services
	100 Marks 
	4 Credits 




Unit-1: Basics of Reference and Information Service: 
Introduction to Reference and Information service, Origin and development of reference services; Reference service: needs, purposes and functions; Distinction between reference and other services. 


Unit-2: Types of reference service: 
Major types of reference service: ready reference and long-range reference service; Reference service in public, academic and special libraries. 

Unit-3: Introduction to sources of information:
Sources of information, Introduction to major reference sources, Evaluation of reference sources; Changing nature of information and reference sources. 


Unit-4: Description of reference sources: 
Description of major reference sources: Bibliographic resources, Encyclopedias, Directories, Almanacs, Yearbooks and Handbooks, Biographical sources, Dictionaries, Geographical sources, Indexes and Abstracts, Government documents and statistical sources. 

Unit-5: Evaluation of reference services: 
Evaluation of reference services: evaluation techniques, evaluation of reference sources; Assessing and improving reference services; Library instruction. 


Unit-6: Bibliographic control:
Bibliographic control, nature, importance and scope, tools of bibliographic control and their utilities, bibliographic control efforts in Bangladesh: existing situation, problems and prospects. 

Unit-7: Management of references services: 
Managing reference departments; Organizing reference departments and reference staff; Management of service delivery. 

Unit-8: Electronic reference services:
Electronic resources for reference; Online reference services; Internet and reference service: search engine and web directories. 

Reading list: 
1. Cassell, K. A. and Hiremath, U. (eds) (2001). Reference and Information Services in the 21st Century: an introduction (2nd ed.). New York, London: Neal-Schuman publishers. 
2. Connor, E. (2006). An Introduction to Reference Services in Academic Libraries. New York: Haworth Information Press. 
3. Katz, W. A. (1969). Introduction to Reference Work. New York: McGraw Hill. 
4. Kumar. K. (1980). Reference service (2nd Ed.). New Delhi: Vikas Publishing House. 
5. Mukherjee, A. K. (1975). Reference Works and Its Tools (3rd ed.). Kolkata: World Press. 
6. Sarah K. S. and Madden, M. L. (eds) (2008). The Desk and Beyond: Next Generation Reference Services. Washington: American Library Association. 
7. Sharma, J. S. and Grover, D. J. (1987). Reference Service and Sources of Information. New Delhi: Ess Ess Publications. 
8. Shores, L. (1954). Basic Reference Sources. Chicago: American Library Association





	DLIS -103:
	           Information Resources Development
	Marks 100
	4 Credits 




Unit-1: Introduction to Information Resources: 
Concept of library and information resources; Different types of information resources available in modern libraries and information centers, and in other formal and non-formal sources such as printed, non-printed and electronic resources. 

Unit-2: Building Information Resources in Libraries and Information Centers:
 Functional divisions of a modern library system; Mission statement and need assessment; Philosophy, purposes, methods and policies of information resources development (IRD); Cooperative collection development; Five Laws of Library Science and their relation to IRD. 

Unit-3: Acquisition of Library and Information resources: Procedures and methods of acquisition of books and other reading materials; Acquisition policy; Communication with publishers, book sellers and concerned agencies; Ordering and subsequent activities; Problems of acquisition of books and periodicals in Bangladesh. 

Unit-4: Book Evaluation and Selection: 
Selection of books, fiction and non-fiction books, and reference books and their evaluation criteria; Role of book selector; Qualities of a good book selector; Book reviews. 

Unit-5: Selection Principles and Practices:
 Book selection principles and theories; Selection principles and practices in public, academic, national and special libraries. 


Unit-6: Book Selection Aids and Guides: 
National and international book selection aids and guides including Bangladesh National Bibliography, Bangladesh books in print, publishers’ lists, catalogues, BNB, BRD, CBI, Publishers’ Weekly, LC catalogue, Books in print, etc. 

Unit-7: Non-books and E-resources Collection Development:
 Collection policy statement; Criteria and strategies for selection and evaluation of non-book materials, and electronic resources; licensing considerations; review and renewal process. 

Unit-8: Information Ethics, Copyright and Censorship:
Ethical and legal issues related to IRD including privacy, copyright, censorship, and intellectual freedom from national and international perspectives. 

Reading list: 
1. Bangladesh Copyright Law 2000, Govt. Publication. 
2. Chakrabarty, A.K. (1983). A treatise on book selection. Delhi: D.K. Publications. 
3. Evans, G. E., & Saponaro, M. Z. (2005). Developing library and information center collections (5th ed.). Englewood, CO: Libraries Unlimited. 
4. Gabriel, Michael R. (1995). Collection development and collection evaluation: A sourcebook. Metuchen, NJ: The Scarecrow Press, Inc. 
5. Gorman, G.E. & Ruth H. Miller. (1997). Collection management for the 21st century: A handbook for librarians. Westport, CT: Greenwood Press. 
6. Gregory, Vicki L. (2011). Collection development and management for 21st century library collections: An introduction. New York: Neal-Schuman Publishers, Inc.
7. Johnson, P. (2009). Fundamentals of collection development and management (2nd ed.). ALA Editions. 
8. Magrill, R.M. & John C. (1989). Acquisitions management and collection development in libraries (2nd ed.). Chicago: American Library Association. 
9. Ranganathan, S.R. Library book selection. Bombay: Asia Pub. 2nd ed. 10. Spiller, D. (1986).
10. Spiller, D. (1986). Book selection: An introduction to principles and practice (4th ed.). London: Bingle


	DLIS-104:
	Organization of Knowledge (Classification Theory)
	Marks 75
	3 Credits




Unit-1: Introduction to Classification:
 Fundamentals of Classification and Organization of Knowledge; Nature and purpose of classification; Natural and Artificial Classification; Knowledge Classification versus and Book Classification. 

Unit-2: Theoretical basis of classification:
 The theory of classification: formal rules of divisions and canons of Classification; Normative principles of classification; Subject determination; Criteria of good classification; Construction of schedules.


Unit-3: Fundamentals of book classification: 
Special features of book classification: Generalia class, Standard Subdivisions, Form class, Notation, Auxiliaries of notation, Index: analysis and use. 

Unit-4: Notation:
 Notation: needs, purposes, characteristics, types and qualities; Construction of class numbers: basic principles. 


Unit-5: Introduction to major classification schemes:
 Major schemes of classifications: Dewey Decimal classification, Universal Decimal Classification, Library of Congress Classification, Colon Classification. 

Unit-6: Fundamentals of Dewey Decimal Classification:
 Dewey Decimal Classification: history and evolution; Special features, Notational systems; Rules of classification using the DDC. 

Reading list: 
1. gyÝx, †gv: bvwmiDwÏb (2014), †gŠwjK †kÖYxKiY, XvKv| 
2. Broughton, V. (2004). Essential Classification. New York: Neal-Schuman, 2004. 
3. Chan, L. M. and Joan S. M. (2003). Dewey decimal classification: principles and application. 3rd ed., rev. for DDC 22. Dublin, Ohio: OCLC. 
4. Hunter, E. J. (2009). Classification made simple: an introduction to knowledge organization and information retrieval. London: Ashgate Publishing. 
5. Kumar, K. (2000). Theory of classification. New Delhi: Vikas. 
6. Langridge, D. (1973). Approach to classification. London, Clive Bingley. 
7. Marcella, R. and Newton, R. (1994). A New manual of classification. Hampshire: Gower. 
8. Mills, J. A. (1960). Modern Outline of Library Classification. London: Chapman and Hall. 9. Phillips, W. H. (1951). A primer of book classification. London: Library Association. 
10. Sayers, W. C. B. (1955). A manual of classification for librarians and bibliographers. London: Grafton Books. 
11. Sayers, W. C. B. and Maltby, A. (1975). Sayers’ Manual of Classification for Librarians. London: Deutsch.














	DLIS-105:
	Organization of Knowledge (Cataloguing Theory) 
	Marks 75
	3 Credits 




Unit-1: Catalogue and Cataloguing:
 Concept of catalogue and cataloguing; Bibliographic reading of print media; Purposes and functions of library catalogue; Characteristics of an ideal catalogue; Modern concepts of cataloguing; Bibliographic items included in a catalogue entry; Catalogue vs. bibliography. 

Unit-2: Cataloguing Codes:
History and evolution of cataloguing codes; Major cataloguing codes: ALA-1949, AACR1:1967, AACR-2R:1988. 


Unit-3: Forms and Types of Catalogue:
 Physical and inner forms of catalogue, their advantages and disadvantages; Dictionary catalogue vs. classified catalogue; Centralized vs. shared cataloguing. 

Unit-4: Shelf List:
Meaning, functions and importance of shelf list; Comparison among shelf list, public catalogue and accession register; Definitions of Catalogue Entries, types, functions and importance of catalogue entries. 

Unit-5: Subject Headings:
Determination and construction of subject headings; Types of subject headings; Use of Sears List, direction of use, principles of construction; Construction of subject headings with subdivisions. 

Unit-6: Online Cataloguing:
 Concept, growth and development; Characteristics, functions and utility of online or computerized cataloguing; MARC program, development of OPAC, etc. 

Reading list: 
1. Hunter, E.J. (1986). Computerized cataloguing. London: Clive Bingley. 
2. Hunter, E.J. and Backwell, K.G.B. (1991). Cataloguing. 3rd rev. ed. London: Clive Bingley. 3. Hykin, D.J. (1978). Subject headings: A practical guide. New York: Gordon Press. 
4. Kumar, Girja and Kumar, Krishan (1981). Theory of cataloguing. New Delhi: Vikash. 
5. Margaret, M. (1971). Introduction to cataloguing and classification of books. 2nd ed. Chicago: ALA. 
6. Mitchell, A. M. and Surratt, B.E. (2005). Cataloguing and organizing digital resources: A how-to do-it manual for librarians. London: Library Association Publishing. 
7. Needham, C.D. (1964). Organizing knowledge in libraries: An introduction to classification and cataloguing. London: Andre Deutsch. 
8. Saiful Islam, K. M. (2008). Essentials of cataloguing and classification. Dhaka: New Progati Prokashani. 
9. Sengupta, B. (1974). Cataloguing: Its theory and practice. 4th ed. Calcutta: World Press.
















	DLIS -106:
	                        Library Automation
	Marks 100
	4 Credits 




Unit-1: Basics of Information and Communication Technologies: 
Introduction to Information and Communication Technologies (ICTs); Basic components of a computer system, hardware and software; History and evolution of computers, Types of computers, Main hardware components, input unit, output unit, processor, storage devices and communication devices; Introduction to mobile devices; Hardware maintenance and troubleshooting. Computer software, System and Application software, Operating systems, types and functions, Major application software used in various fields. Basics of communication technologies, Types of computer networks, Internet and its services, World Wide Web, email, search engine, blogging, social networking, video conferencing, etc. 

Unit-2: Application of ICT in libraries:
 Application of ICT in libraries and information centers; Historical perspectives; Basics of library automation and digitization; Digital library, concepts, necessity, functions, characteristics, major activities. 

Unit-3: Automated library and information services:
Use of ICT in reference, bibliographic, indexing and abstracting services; Online library services; Database and record format; Library automation standards: MARC21, Unicode, Z39.50. 

Unit-4: Major library automation software:
 Types of library automation systems; Proprietary versus free and open source software; Major library automation software used in Bangladesh and around the world: CDS/ISIS, Koha, LibSys, Greenstone, etc. 

Unit-5: Management of library automation:
 Managing library automation; Steps involved in library automation; Choosing hardware and software; Cost factors; Implementing library automation projects. 

Unit-6: Digital Library: Concepts, present scenario, necessity, functions, digital librarianship skills, digital resources, digital library software, digital institutional repository, necessary devices, features, functions, and steps for implementation of DSpace software. 

Unit-7: E-resource Management: Concepts, types of e-resources, subscribed e-resource, open access e-resources, free e-resources, subscription model, and consortiums for e-resource subscription in Bangladesh, accessibility of e-resource, remote access, discovery service, and Bangladeshi e-resources database.

Reading list: 
1. MvDmyj nK, KvRx †gv¯ÍvK (2007), Z_¨cÖwZôv‡bi ¯^qswµqKiY, XvKv: b‡jR †iBb| 
2. cÖ‡KŠkjx gywReyi ingvb, Kw¤úDUvi weÁvb| 
3. jyrdi ingvb, †gvnv¤§` I †nv‡mb, †gvnv¤§` AvjgMxi, Kw¤úDUvi weÁvb| 
4. Aswal, R. S. (2008). Library Automation for 21st Century. New Delhi: Ess Ess Publications. 5. Haravu, L. J. Library automation: design, principles and practice. New Delhi, Allied Publishers, 2004. 
6. Islam, M. S. (2008). Basics of information science. Dhaka: New Progoti Publication. 
7. Nanda, M. (2006). Library automation. New Delhi: Anmol Publications. 
8. Norton, P. Introduction to computers, 7th ed. New York, McGraw Hill, 2011. 
9. Rowley, J. and Farrow, J. Organizing knowledge: an introduction to managing access to information. Hampshire, Gower Publishing, 2000. 
10. Shelly, G. B., Freund, S. M. and Vermaat, M. E. (2010). Introduction to computers. Boston: Course Technology.








	DLIS -107:
	          Documentation and information retrieval
	Marks 100
	4 Credits 




Unit-1: Conceptual Issues:
 Concepts of document, documentation and information retrieval; Growth and development; Aims, scope and functions of documentation; Types of documentation; Documentation center; Linkage among documentation, Librarianship and information science. 

Unit-2: Documentation Techniques:
 Techniques and procedures of documentation; Preparation of documentation lists; Document collection and scanning; Content analysis; File organization. 

Unit-3: Documentation and Information Services:
 Documentation and information services, reprography, bibliographical services, CAS, SDI, national, regional and international documentation/information services and systems. Documentation services provided by national and international modern documentation centers such as: BANSDOC, BIDS, ICCDDR,B, AIC, CIRDAP, FID, IFLA, INSDOC, etc.

Unit-4: Index and Indexing:
 Meaning of index and indexing; Functions and types of indexes; Book index vs. periodical index. 

Unit-5: Methods and Techniques of Indexing Automatic vs. human indexing; Pre coordinating indexing, post coordinating indexing, chain indexing, POPSI, PRECIS, KWIC, KWOC, etc.; Rules for arranging index entries. 

Unit-6: Introduction to Information Retrieval (IR):
 Meaning and significance of information storage and retrieval; Objectives, functions and components of an IR system; Processes and methods of IR. 

Unit-7: Online Information Retrieval and Searching:
Concepts, evolution and advantages of online IR system; Tools and techniques of online IR; Searching and browsing; Steps to online searching; Search logic; Search strategies and techniques. 

Unit-8: Stage of Information Retrieval:
Preparation for a search, analysis of information needs, database and host systems, controlled vocabulary (thesauri, subject heading list, classification schemes, ctc.) vs. natural language, strategies for improving search results.

Unit-9: Web Searching:
Web search overview, web structure, web search engines, web indexes, index compression, comparison of web search engines. Hands on exercise

Unit-10: Abstracting:
 Definition, purpose and types of abstract; Index vs. abstract; Parts of an abstract; Qualities of a good abstract; Standards and guidelines for abstracting; Writing abstracts for different types of documents; Indexing and abstracting services. 

Reading list: 
1. Borko, Harold and Bernier, Charles L. (2003). Abstracting concepts and methods. Academic Press. 
2. Collision, R.L. (1973). Indexes and indexing. 3rd.ed. 
3. Gerald J. K. and Mark T. M. (2000). Information Storage and Retrieval. Boston: Kluwer. 
4. Guha, B. (1983). Documentation and information. 2nd ed. Calcutta: World Press. 
5. Harter, S.P. Online information retrieval: Concepts, principles and techniques. 
6. Knight,G.N.(1979).Indexing, the art of: A guide to the indexing of books and periodicals. London: George Allen & Unwin. 
7. Korfhage, R. (1998). Information storage and retrieval. New York: Wiley. 
8. Ranganathan, S.R. (1963). Documentation and its facets. Bombay: Asia Publishing. 
9. Riaj, Mohammad. Advanced indexing and abstracting practice. 
10. Rowley. J. and Turner, C.M.D. The dissemination of information. 
11. Sengupta. B. and Chatterjee. M. Documentation and information retrieval.

	DLIS -108:
	Management of Library and Information Institutions
	Marks 100
	4 Credits 



Unit-1: Library Management: 
Concept of organization, management, administration, and their interrelationship; scientific management, Fayol’s Principles, POSDCORB, Management by objectives (MBO), TQM and library. Library types, objectives and functions; Library management: meaning, nature and scope; Five Laws of Library Science and their implications in library management; Trends of library management in Bangladesh.  Operation management including procurement (purchasing) practices, Inventory, Quality management, strategy for managing reference services and relevant operations.  Library/information manager and their responsibilities.

Unit-2: Internal Organization of Library Operations: 
Internal organization of library operations and services; Patterns of organizational structure; Centralization and decentralization; Library rules and regulations. 

Unit-3: Human Resource Management (HRM) in Library: 
HRM in Libraries, Factors for ideal HRM; Staff management; Job analysis, job description, job evaluation, training and development; Interpersonal relations; Work relationships; Sources of income and heads of expenditure, budgeting procedure.

Unit-4: Planning for Library and Information Centers:
Meaning, scope and importance of planning; Strategic planning for library and information centers; Planning process and factors; Library building planning; Library Committee. 

Unit-5:  Collection Management:
Collection development and policy, Trends and the future of collection development and management. Hands-on practice. 

Unit-6: Library Committee & Public relations:
Definition, types, functions and responsibilities of library and information institutional committee; Public relations: meaning and importance; Organization of public relation activities in library: preparation of scripts, bulletins and annual report 

Unit-7: Financial Management:
Basic of financial management, financial management for library and information center, Sources of income and heads of expenditure of libraries, Budget and budgeting, preparation of budget, annual report and their relationship. 


Reading List: 
1. Bryson, J. O. (1990). Effective library and information center management. Aldershot: Gower. 
2. Noragh J. and Peter, J. (1982). Staff management in library and information work. Aldershot: Gower. 
3. Ranganathan, S. R. (1963). The five laws of library science. 2nd ed. Bombay: Asia Publishing. 
4. Schelenberg. T. R. (1959). Modern archives principles and techniques. New York: Wilson. 5. Chopra, H. S.(1995). Library conservation. 1st ed. New Delhi: Commonwealth Publishers. 6. Cunha, G. D. M(1967). Conservation of library materials. 1st ed. N.J.: The scarecrow Press. 7. Cook. M. (1984). The management of information from archives. England: Gower. 
8. Cowley, J. (1982). Personnel management in libraries. London: Bingley. 
9. Gupta, M. (2008). Archives and records management. Global India Publications. 
10. Kumar, K. (1987). Library administration and management. New Delhi: Vikash Publishing. 
11. Millar, L. A. (2010). Archives: Principles and practices. Facet Publishing. 
12. Mital, R. L. (1993). Library administration: Theory and practice. New Delhi: B.V. Gupta. 13. Mookherjee, S. K. and Sengupta, B. (1977). Library organization and library administration. Calcutta: World Press. 
14. Mukherjee. B. (1985). Preservation of library materials. New Delhi: Vikash Publishing.


	DLIS -109:
	Organization of Knowledge (Classification Practical)
	Marks 75
	3 Credits





Unit-1: Practical introduction to DDC:
Practical introduction to Dewey Decimal Classification Scheme; Number Building Process using Auxiliary Tables of DDC 23rd Edition 

Unit-2: Table-1: Standard Subdivisions 

Unit-3: Table-2: Geographic Areas, Historical Periods, Persons 

Unit-4: Table-3: Subdivisions for the Arts, for Individual Literatures, for Specific Literary Forms 

Unit-5: Table-4: Subdivisions of Individual Languages and Language Families

Unit-6: Table-5: Ethnic and National Groups 

Unit-7: Table-6: Languages 



Unit-8: Number building in DDC:
Number Building Process using DDC. 

Unit-9: Number building in UDC:
 Number Building Process using Universal Decimal Classification (UDC); Common and Special Auxiliaries. 

Unit-10: Number analysis in DDC:
Number Analysis in DDC Scheme. 

Unit-11: Number analysis in UDC:
 Number Analysis in UDC Scheme. 

Reading list: 
1. Dewey Decimal Classification and Relative Index. 23rd edition. Dublin: OCLC, 2012 
2. Mortimer, M. (2007). Learn Dewey Decimal Classification: edition 22. Friendswood, Texas: Total Recall Publications. 
3. Scott, M. L. (2005). Dewey Decimal Classification: A Study Manual & Number Building Guide, 22nd edition. Westport, Conn: Libraries Unlimited. 
4. Universal Decimal Classification. 3rd revised edition.
5. Islam, K.M.Saiful (2008). Classification: A Study of Number Building and Analysis.















	DLIS -110:
	Organization of Knowledge (Cataloging Practical)
	Marks 75
	3 Credits 




Unit-1: Analysis and Practical Application of Cataloguing Rules:
AACR-2, The Sears List of Subject Headings (13th edition); Library of Congress Subject Headings; Call numbers; etc. 

Unit-2: Main Entries:
Works with single, double, triple

Unit-3: Main Entries with tracing: 
Edited, Compiled and Translated works; Corporate bodies; Shelf list entry. 

Unit-4: Added Entries: 
Subject, Title, Joint authors, Series, Compiler, Translator, etc. 

Unit-5: Indexing:
 Filing Index entries; Filing in classified and dictionary catalogues. 

Unit-6: Oriental Names: 
Treatment of Non-Book Materials and Oriental Names 

Unit-7: Practical OPAC:
 Practical bibliographic data insert into KOHA software

Reading list: 
1. Cutter Sunborn three figures for book marks. 
2. Maxwell, R. (2004). Handbook for AACR-2: Explaining and illustrating the Anglo-American cataloguing rules through the 2003 update. Rev ed. Chicago: ALA. 
3. Sears, M. E. List of subject headings/ed. By Joseph Miller, 19th ed. New York: H.W. Wilson.
4. Islam,  KM Saiful (2008). Essentials of Cataloging and Classifications, 1st ed., Dhaka: new Progati Prokashoni.

























	          
DLIS-111 : Internship and Viva-Voce
	Internship Marks :75
Viva-Voce Marks: 25
Total Marks : 100
	Internship:  3 Credits 
Viva-Voce: 1  Credit




1. Introduction
 
2. Administration:
· Sections 
· Library staffing 
· Corresponding knowledge 
· Stock taking
· Reporting 

3. Library Collection

4. Library Services
 
5. Acquisition:
· Book selection policy
· Procurement of library materials
· Purchase policy 

6. Processing of library materials: 

· Processing of library materials
· Shelving
· Accessioning
 
7. Circulation Service 

8. Library automation
 
9. Digitization 

10. Library Archive 

11. Reference Service
 
12. Conclusion

13. References
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