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Part F 

D O C U M E N T A T I O N  W O R K  



CHAPTER Pi  

INSDOC LIST 

B Guha, P N Neogi, and Sobi Singh 

0 Work Flow 

1 R E C E I P T  O F  M A T T E R  1 

I C L A S S I F I C A T I O N  I 
T Y P I N G  1 

I 1 CHECKING 8r ARRANGEMENT 

I I FINAL ARRANGEMENT 1 
The Insdoc list is issued on the first and sixteenth of every 

month. The press copy for the former should be completed by the 
24th of the previous month. To make this possible, the work 
should be begun on the 15th itself. Similarly, for the issue to be 
brought out on the 16th, the work should be begun on the .lst 
and completed on the 9th. The work flow, fitted into the 
relevant time-schedule, is shown above for the issue to be released 
on the first of a month. 

1 Introduction 

At present, an  issue of the Insdoc list contains 56 pages. I t  lists 
about 2,000 articles in a classified sequence. The number of feature 
headings provided in an  issue is about 250. 
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The main purpose of the Insdoc list is to acquaint research workers 
in India and the neighbouring countries" (hereafter referred to 
as the region), speedily and accurately, with the titles of the nascent 
contributions in the field of natural science and technology, 
appearing in selected Indian and foreign periodicals. I t  does not 
aini to duplicate the work of any of the existing abstracting and 
indexing periodicals. On the other hand, its purpose is only to 
bridge the time-lag between the publication of an article in a 
periodical and its inclusion in an abstracting periodical. The inten- 
tion is to make an issue of the Insdoc list reach a research worker in 
the region simultaneously with, if not a few days or even a week 
before the periodicals covered reach him. Thus, the Insdoc list 
supplies advance information about the content of scientific 
periodicals, so that with the help of this list, a scientist in this 
region is able to know and plan his requirements even before the 
actual materials are in hand. Indeed, it acts as an appetiser. 

I t  indexes about 650 periodicals most widely used by the 
scientists and technologists in the region, These periodicals are 
selected in consultation with the experts in the subject fields, and 
also from a study of the frequency of citation of titles of periodicals 
as revealed from the bibliographical references found in the leading 
periodicals produced in the region. 

2 Sources of Matter 

21 FOREIGN SOURCES 

To obtain advance information of the contents of these periodi- 
cals, the Insdoc has entered inta agreement with the following six 
agencies : 

Librarv I Repion covered s .2 

-b 
1 John Crerar Library (Chicago) United States and Canada 
2 Centre de Documentation of the Europe including UK 

CNRS (Paris) 
3 Dept of Information of Acad of USSR 

Sciences (Moscow) 
4 CSIRO (Melbourne) Australia 
5 Information Bureau. DSIR New Zealand 

(Wellington) 
6 National Diet Library (Tokyo) Japan 



The first two send microfilm copies of contents pages. The 
other four send either printed, typed, or photo copies of the contents 
pages. In  all cases the copies are received by air. At present these 
copies are despatched by the agencies after the release of the res- 
pective periodicals by the publishers. Some time will certainly be 
gained if the agencies can procure from the publishers a copy 
of the contents page as soon as it is finalised without delaying it 
till the release of the periodical for distribution. 

Contents of Indian scientific periodicals are taken from the 
periodicals themselves after their receipt. 

The Journal of scientific and industrial research (JSIR) sends a typed 
copy of its contents as soon as it is finalised and quite in advance 
of the release of the periodical for distribution. I t  will be a help 
if the other Indian periodicals of the region also can do so. For 
time is the very essence of the appetising advance service. 

The Insdoc list gives titles of articles translated into English by 
our own Centre and also by the CSIRO (Melbourne). The purpose 
is to publicise the availability of these translations and to promote 
their wider use. 

Insdoc receives copies of doctoral theses accepted by some of the 
Indian universities. The Insdoc list gives also the titles of these theses 
under appropriate feature headings. 

Each microfilm strip received from the CNRS and the John 
Crerar Library, contains at least two frames for each periodical. 
The first frame contains a copy of its title page and the second and 
the subsequent frames contain copies of its contents pages. The 
contents pages alone are reproduced from the microfilm into 
readable photo copies by the Reproduction Section. 
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3 Compilation 

Each of the contents pages, whether printed, typed, or photo- 
copied, forms a process sheet in compilation work. 

The standard abbreviation of the name of the periodical is 
written on the top line of each process sheet followed by the year 
of publication, a comma (,), volume number and a comma (,). 
I n  the case of a periodical giving independent pagination for each 
issue, the issue number is also given after the volume number. 

In  the case of many periodicals the contents pages contain 
all the above bibliographical specifications. Otherwise they are 
taken from the title pages of the periodicals. 

If a photocopy of the contents page enlarged from a microfilm 
does not contain the bibliographical specifications, the microfilm 
of the title page of the periodical concerned is read out with a read- 
ing apparatus and the bibliographical specifications are noted on 
the process sheet. In  view of the present practice of giving advance 
information in national documentation lists, it is desirable that 
the international standard specifying the printing of the number 
of the issue, volume etc at the top of the contents pages should be 
implemented by all learned periodicals. 

All the contents pages in a language other than English are 
translated by the Translation Section. In  such a case, the translated 
sheet coupled with the original contents page forms the process 
sheet. 

The selection of the articles included in the list is done according 
to the following policy laid down by the Technical Sub-committee: 



Utility Descriptive articles with Articles not of likely inter- 
theoretical contribution est to Indian scientists 

Applied articles of inter- or to Indian industries. 
est to Indian scientists 
or to Indian industries. 

Criterion 

The process sheets in hand are first grouped on the basis of Basic 
Classes. The purpose is to classify the titles in them in succession, 
in the sequence in which the Basic Classes occur in the Colon 
Classification. This facilitates feeding the section in charge of 

: lay-out and column making with the entriesexactly in the sequence 
in which they have to be arranged in the Insdoc list. This also regula- 
tes the flow of work in such a way that a number of successive 
processes can be taken up simultaneously. 

Inclusion Rejection -- ---- I ---- 

Each article selected out of a process sheet is classified according 
to the Colon Classification and the appropriate class number is 
assigned against the title of each article on the process sheet. 

Standard Research articles Review articles 
Fundamental articles Popular articles 

Notes 
Letters to editor 

(due to lack of space) 

353 LIMITATION TO CLASSIFICATION 

The classification is not carried out so as to make the class number 
co-extensive with the contents of the titles. I t  is seldom taken to 
the second facet. I n  some cases it is not practicable to work out 
fully even the isolate number of the first facet. This restriction in 
the extent of classification is imposed by the fact that the classifier 
does not have the full text before him. He has to depend on the 
titles only. This is virtually in absentia classification. A detailed 
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classification in the circumstances may often go wrong. This risk 
has to be avoided. However, as the staff gains experience, it would 
be possible to take the classification progressively to greater depths. 

354 NOTING ON PROCESS SHEETS 

While classifying, the classifier also notes some instructions on 
the process sheets as indicated in the following section. The typist 
has standing instruction to type them out in the correct place 
and style in the entry slip. 

3541 Language of the Article 

All the titles in the Insdoc list are given in English whatever be 
the language of the original. Therefore there is need to indicate 
in the entry the language of the original. To reduce such indications 
to a minimum, the following conventions are used: 

1 When the language of the title of a host periodical is obvious 
and the language of an article in it is also in the same language, 
no indication of language is given; 

2 When the above two differ the language of the article is indi- 
cated; and 

3 When the language of the title of the host periodical is not 
obvious or is inexpressive or misleading in respect of language, 
the language of the article is indicated. 

3542 Articles Belonging to Series - 

Several articles are indicated in the host periodical as belonging 
to a series. Apart from its own title, an article belonging to a series 
of that kind has also an additional title consisting of the name of 
the series and the serial number of the article in the series. The 
present practice in the Insdoc list is to bring all such articles together 
under the series heading. Therefore indications are given in the 
process sheets as to what articles are to be so brought together. 
This involves noting the indications on the part of the classifier 
and typing their entries together on the part of the typist. Occa* 
sionally it leads to the error of duplication in the typing work, 
The temptation to bring them together is to some extent due to 
our classification being superficial. In  reality this does not see@ 
to serve any purpose. Bringing together articles belonging to a 
series is the function of the alphabetical index part. To force that 



bction on the classified part, is a deviation from the rules of the 
b s i f i e d  catalogue code. 

3543 Capitalisation 

In the case of botanical and zoological names letters to be capita- 
lied are underlined twice. Other proper nouns forming part of 
the titles are also underlined likewise in the process sheets. 

3544 Omission of Puffs from Title 

Occasionally the title of an article contains puffs, that is, words 
not essential to make the title intelligible. In  the Insdoc list such 
words are omitted. To help the typist, such words are scored out 
in the process sheet. 

3545 Giving the Locus 

Inclusive pagination is given in the locus of an  article wherever 
this information is available. When the contents of a periodical 
are taken from the periodical itself the end page numbers of each 
article are to be written on the contents page, if not already 
printed. 

4 Preparation of Press Copy 

Each process sheet is then passed on for typing. For each 
article to which the class number is provided in the process sheet, 
the typist types out the catalogue entry, giving the name of the 
author, the title, information about its locus with the abbreviated 
name of the host periodical, the year of publication, volume 
number, and page(s). The class number is typed out in a separate 
line at the bottom. For convenience, entries are typed on long 
sheets of paper so that 5 to 6 entries can be typed continuously. 
Typing is done on electric typewriter so as to get uniform and sharp 
impression which can be used for photo-offset printing. 

Each entry in a typed sheet is then compared with its original 
in the process sheet. Each entry must conform to the cataloguing 
rules on the choice, rendering, and style of typing for all its elements. 
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Above all, the impression must be clean without any scoring, 
marks of erasing, or any other fault. 

After checking, the typed sheets are cut into slips of individual 
entries. All the cut slips have the same size of about 7 5 ~  125 mm. 
This is achieved by uniform spacing while typing. 

Slips with corrections or faults are passed on for retyping. For 
this work, these slips form the process sheets. After typing they 
are again checked with the process sheets and then cut into individual 
entries. 

After all the entries have been correctly typed, the slips are 
arranged according to the Colon Numbers given at the bottom 
of each slip. Within each ultimate class, the slips are again arranged 
alphabetically by the heading, usually the name of the author. 

After arrangement, the appropriate preprinted subject feature' 
heading is inserted at the beginning of the group of entries in 
each of the ultimate classes. Each subject heading consists of 
three parts-the Colon Class Number, the name of the subject 
in natural language, and its equivalent UDC number. It  may be 
noted that individua1.articles are not classified ab initio by UDC; 
UDC numbers are merely the translations or the equivalents of 
the CC numbers. 

Most of the subject feature headings recur from issue to issue in 
the Insdoc list. Therefore it is not necessary to type them out for 
each issue. Printed copies of these feature headings in 125 x 75 mm 
slips are kept in a cabinet. There are several copies of each slip. 
For each issue, a copy of each relevant feature heading is picked 
out for use in the press copy. I t  is only the new subject feature 
headings required for an issue that will have to be freshly 
prepared. 



Finally arranged slips are once more checked in every detail 
hcluding the class numbers, arrangement, and corrections 
wried out, if any. Slips are then passed on to the Printing Section 
where they are layed out into columns and pages for photographic 
reproduction. 

5 Index 

No index is provided either for the fortnightly issues or for a 
completed volume of the Insdoc list. There are reasons for this: 

1 As stated in sec 12, the Insdoc list is not a substitute for the 
international abstracting or indexing periodicals in diverse 
subjects making a fuller coverage of the periodical 
literature output of the world. These will be the basic tools 
for permanent purpose ; 

2 The Insdoc list is intended to bridge the necessary time-lag in 
the production and arrival of the international abstracting and 
indexing periodicals. This time-lag varies between six months 
and one year. Hence its use is only transitory. This transitory 
use is of paramount value as of an appetiser tool, as a 
means to minimise unintended duplication of work by research 
workers, and as an aid to workers to keep abreast of the 
latest deve10,pments; and 

3 In the use of the Insdoc list, experience has shown that the most 
dominant-almost exclusive-approach of the users of the 
list is through subjects. The classified feature of the Insdoc 
list meets this approach in full measure. Author approach 
does not arise in the use of this interim documentation aid 
nor can there be any title approach. 

6 Routine on Microfilm 

Note down the date of receipt on each packet of microfilm on 
its arrival and also on the bill, and note the bill number on the 
accompanying list, if any. 



Open the packets of microfilm and with the help of a reading 
apparatus glance through each of the strips. Score out title page 
and any unwanted portions in the contents pages. This is an 
indication to the photographer that it should not be photographed. 
This scoring out should not make the title page unintelligible. 
Time : A packet of about 35 to 40 strips takes about one hour 

for the process. 

Send the film strips to the Photography Section, with an order 
form, for the supply of enlarged photocopies of the accepted contents 
pages. Note also the urgency of the work on the order form, if 
necessary. 

As the photocopies are received from the Photography Section, 
sort them out into groups according to their language for ease of 
locating and picking up. 

Arrange the microfilm strips, received along ' with photocopies, 
according to their numbers if they have been serially numbered; 
otherwise arrange them in any convenient sequence. 

Insert the first film strip into the reading apparatus, read out the 
first contents page in it, and pick out the corresponding photocopy 
from the appropriate language groups of the photocopies. Proceed 
in this way upto the last filmstrip. Each of the photocopies identified 
becomes a process sheet. 

Write on the top line of each process sheet the standard abbrevia- 
tion of the name of the host periodical, as found in the preferred 
list of standard abbreviations, followed by the year of publication, 



a comma(,), volume number and a comma (,). In the case of a 
periodical giving independent pagination for each issue, write also 
the issue number after the volume number. 

In a case in which the photocopy of the contents page does not 
contain the above bibliographical specifications, read out the title 
page of the periodical concerned, just preceding its contents page 
on the microfilm, with a reading apparatus and note down the 
above specifications. 

Time: Processes 641 to 644 take about lone hour for a bunch 
of 35 to 40 photocopies. 

Collect together all the contents pages which are in a language 
other than English and send them to the Translation Section. 

7 Routine on Process Sheet and Press Copy 

Check the issue number of each contents page, in any form, with 
the records on cards to avoid duplication and also to ensure that 
only the latest issue of a periodical is selected for inclusion. 

In the case of contents pages on microfilm, this work should be 
done in the 'preliminary processing of films' stage (see sec 62) to 
avoid wastage of photographic paper. 

Contents pages in all forms, other than on microfilm, become 
process sheets immediately after their checking. Write the biblio- 
graphical specifications on these plocess sheets in the same style as 
indicated in sec 644. 

In the case of a periodical title the abbreviation for which is not 
included in the preferred standard list of abbreviations, construct 
the abbreviation analogously. Note this new abbreviation on a 
card and file it in the tray of new abbreviations, for future use. 
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Sort out all the process sheets in hand into broad subject groups, 
placing mathematics, physics, and engineering into one group; 
chemistry and technology into a second group; all biological sciences 
into a third group; and medicine and others into a fourth group. 

Taking the process sheets in the above sequence, classify the 
original articles in each process sheet and write the appr~priate class 
number in pencil against each article. 
Time: A classifier is able to classify about 200 titles a day. 

Noting in process sheets is to be done as prescribed in sec 354 
and its subdivisions. 

Distribute the classified process sheets among the typists for 
typing out catalogue entries in such a way that the subject groups 
are taken up in the same sequence as indicated in sec 351 and 74. 

The incorrect or faulty slips which are to be retyped are also to 
be taken up in the same sequence. 

After final scrutiny, count the number of slips, excluding those 
for the feature headings, in a bunch and write the number on the 
top slip of the bunch so that the lay-out artist can estimate how 
many columns are to be made with the bunch. 

While sending the press copy to the Printing Section, send also 
the appropriate corner headings and column numbers. 

A sample entry is given below: 

( HOLLANDER F, MAZURE P, RYBAK B J: 
Some characteristics of para-mucus secretion. 

1 Proc Soc exp Biol N Y 1660, 195, 407 1 



8 Phasing the Processes 

It would be evident from the flow chart that many of the processes 
run concurrently, that is to say, as a particular process starts, the 
next process need not be held up till the end of the first process. 
It can be started as soon as the first process makes some headway. 
Similarly a third process may be started while the first two processes 
are still continuing. In  our diagram it has been shown that all 
the five processes run almost concurrently till the 24th of the month. 

The advantage gained as a result of phasing the work load 
into a large number of processes which can run concurrently cannot 
be overestimated as the timetable for production is very rigid. 
Moreover, as we are dependent on outside agencies for the supply 
of matter, there may be occasional delays in their receipt. But 
even then, we can adhere to our routine to a large extent by 
running concurrently a larger number of processes. 



CHAPTER F2 

REGIONAL SCIENCE BIBLIOGRAPHY 

B Guha and M L Kachroo 

0 Flow Chart 

1 R E C E I P T  O F  M A T T E R  1 
C L A S S I F I ~ A T I O N  / 

1 
I 

I T Y P I N G  1 

CHECKING & ARRANGEMENT 

I I FINAL ARRANGEMENT 

1 Introduction 

The Bibliography of scientific publications of South and South-East Asia 
is a monthly issued on the tenth or eleventh of every month. At 
present, it lists over 7,000 articles per year or about 550 articles 
per issue. All articles are listed in a classified sequence. The numb& 
of feature headings provided in an issue is about 200. 

At present, 300 periodicals published in this region are covered 
in the Bibliography. The following statement gives the name of the 
countries and the number of periodicals received from each of 
them :' 

Burma 1 Malaya 8 
Ceylon 15 Philippines 15 
India 240 Singapore 3 
Indonesia 16 Thailand 2 
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The main purpose of the Bibliography is to compile a comprehen- 
sive record of the scientific literature published in the periodicals of 
this region. It  is intended to be a permanent and basic record 
for literature retrieval for results of work done within this region. 
It also acquaints a research worker with the latest work in the 
field of science and technology done in any part of this region, 
within a reasonably short time. 

2 Procurement and Sources of Matter 

The UNESCO Science Cooperation Office in New Delhi helps 
us in the procurement of some of the periodicals for the Bibliography. 
They also procure for us English translated lists of the contents of a 
few other periodicals through their Djakarta Office. Most of the 
periodicals are directly received in the NPL-Insdoc library through 
subscription, exchange, or gifts. . 

Insdoc receives copies of the doctoral theses accepted by some of 
the Indian universities. The Bibliography gives the titles of these 
theses under appropriate feature headings. The purpose is to 
publicise the availability of these theses and to promote their 
wider use. 

3 Compilation of Press Copy 

The process of compilation of the press copy for the Bibliograph_y 
is exactly similar to that for the Insdoc list as described in sec F13. 
Only the amended or new sections are given below. 

The contents pages in the periodicals and the typed sheets of 
contents pages form the process sheets in compilation work. There 
are no microfilm copies of contents pages. 

The selection of the articles included in the Bibliography is done 
according to the following policy laid down by the Editorial Com- 
mittee : 



Presidential address of re- Abstracts of papers 
search and review value 

Criterion 

At present the classification is not carried out so as to make the 
class number co-extensive with the thought-contents of the articles. 
It  has already been said in sec F1353 that in the case of the Insdoc 
list such a restriction in the extent of classification is imposed by 
the fact that the classifier does not have the full text of an article 
before him. He has to depend on the titles only. In the case of the 
Bibliography the full text of an article is available to the classifier 
in most cases. But, this restriction is imposed by the fact that the 
whole work of the section is organised in such a way and the pro- 
cessing of the two documentation lists, .viz., the Insdoc list and the 
Bibliography are fitted into such a tight time schedule that it becomes 
a matter of considerable advantage if the same subject-feature 
headings are used in both the publications. However, we hope 
that it would be possible to take the classification progressively to 
greater depths. 

4 Preparation of the Press Copy 

Type of Scientific and technical perio- News bulletins 
Publications cal publicafions issued in Books and pamphlets 

South and South East Asia 

Standard Research articles Write-up by corres- 
Review articles pondents 
Communications of scientific Popular articles 
results published as "Letters Book reviews 
to the Editors" Editorials, news items 

Inclusion 

The press copy of the Bibliography is prepared exactly in the 
same way as described for the Insdoc list in sec F141 to F147. Only 
the additional or amended sections are given below. 

Exclusion 
- 

The slips are retained for some time for the preparation of the 
index before being sent to the Printing Section. 



REGIONAL SOIENOE BIBLIOGRAPHY F263 

After final scrutiny each entry in an issue of the Bibliography 
is serially numbered. The numbers are continuous through all 
the issues of a volume. 

An index card is written for each name occuring in the 
heading of an entry, giving the name and the number of the 
entry slip. 

5 Index 

An author index is provided for each issue of the Bibliography. 
The monthly indexes are cumulated and an annual index is issued 
for each volume. The annual index also contains a subject index. 
As stated already in sec 13, the Bibliography is intended to be a 
permanent record of scientific literature published in the periodicals 
of this region so that it could be used as an aid for retrospective 
literature retrieval. In  this use of the Bibliography, an index 
enhances its usefulness. 

6 Routine with Process Sheet and Press Copy 

Check the issue number of each contents page with the records 
on cards to avoid duplication. 

While checking for duplication, check also whether all the pre- 
vious issues of a particular periodical have been covered. If not, 
make a note of it so that the missing issue(s) can be procured for 
inclusion. 

Check up periodically, at  least quarterly, the record cards to 
ensure that all the periodicals which are intended to be covered 
in the Bibliography are regularly coming and that, in the coverage 
of any particular periodical no issue has been missed, 
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(To be done as prescribed in sec F1644) 

When an issue of a periodical comes for the first time and is 
selected for inclusion, the following jobs are to be completed: 

1 Make a new record card with its title and file it in the Record 
Cards Tray; 

2 Get the abbreviation of its title from the preferred standard 
list of abbreviations. If the abbreviation is not included in 
the preferred list, construct the abbreviation analogously. 
Note this new abbreviation on a card and file it in the Tray 
of New Abbreviations for future use; and 

3 Note the title, periodicity, the name and place of publisher, 
and the issue number of the Bibliography in which the 
first issue of the new periodical concerned is going to be 
included, in the file maintained for the purpose for reference. 

(To be done as prescribed in sec F174) 

(To be done as prescribed in sec F135) 

In addition to the above notings, write also: 

1 The word 'Lett' in parenthesis against each "letter to the editor" 
to which a class number has been assigned; 

2 In a case where the research notes or the letters to the editors 
contained in a periodical are not featured in its contents 
page, write out all the details of their entry elements on a 
separate sheet of paper and attach it to the contents page 
of the periodical. 



XEQIONAL SCIENCE BIBLIOGRAPHY 

(To be done as prescribed in sec F176) 

SIRCAR S M, CHAKRAVERTY R: Effect of 
gibberellic acid on jute (Corchorus capsularis Linn). 
(Lett). Sci & Cult 1960, 26, 141-43. 

I 

After all the slips have been finally scrutinised, number each 
entry slip serially. Unless it is the press copy for the first issue of 
the volume, take the last entry number of the previous issue and 
begin from the next number. The number should be written in 
pencil on the bottom line of each entry slip. 

As the entry slips are numbered, write the name of the author 
and serial number of the slip on cards. The name of each author 
in an entry is to be written on separate cards. 

After all the index cards have been written out, send the press 
copy to the Printing Section. Arrange the index cards alphabeti- 
cally. While arranging, consolidate the cards with the same 
name. Write all the numbers for the same name in one card only. 
Care should be taken to write the numbers in their serial sequence. 

6851 Typing 

The index cards are then passed on for typing. They are typed in 
narrow columns of 55 mm width. The first four columns are to be 
typed in 70 lines space and all subsequent columns in 75 lines space. 
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6852 Checking 

Compare the typed columns with the original index cards. 
Apart from any typing mistake, check also the alphabetical arrange- 
ment. Care should also be taken to see that no line in a column 
exceeds the prescribed limit of 55 mm width and the columns 
are exactly equal to their prescribed length. 

Get all the incorrect lines retyped on separate sheets to be cut 
and pasted over the incorrect lines. Now send this press copy of 
the index to the Printing Section. 

After the press copy for the index has been delivered, file the 
index cards in trays for the preparation of annual. index. 

After sending the press copy get the required number of corner 
headings typed and send them to the Printing Section. 

As the lay-out artist makes some columns he will be sending 
Marked Sheets for typing. Get these sheets typed and check 
them before sending them back to the Printing Section. 

6871 Preparation of Contents Page 

After all the columns have been layed out, prepare a contents 
page for the issue, featuring the most important broad subject 
headings giving their respective column numbers. Get this page 
typed in standard form. 

7 Routine for Annual Index 

As the press copy for the last issue of a volume (in December) is 
delivered, merge and consolidate the author index cards of the last 
issue with those of the previous issues. 

Write out on cards the subject feature headings appearing in all 
the twelve issues giving reference to column numbers. Consolidate 
them and arrange the slips alphabetically. 
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Consolidate the twelve contents pages of the twelve issues of a 
volume by writing the column numbers in serial sequence coming 
against each subject heading. 

Get the author index cards and the subject cards typed in 
columns as prescribed in Sec 685. The press copy for the annual 
index should be sent to the Printing Section in convenient parts. 
Get also the consolidated contents page typed in standard form. 
After the press copy is prepared, type out the required number of 
appropriate corner headings and page numbers for the annual 
index and send them along with the last part of the press copy. 

8 Time Schedule 

The Bibliography is released on the tenth or eleventh of every 
month. The press copy for an issue is completed on the third or 
fourth of every month. The preparation of the press copy, including 
the compilation of the index, takes about six to seven days. But 
it is not possible to devote six or seven days at a stretch for this work. 
So, we try to distribute this work-load equally, as far as possible, 
just after the release of the press copy for the two issues of the Insdoc 
list that is, after the tenth and the. twenty-fifth of every month. 



CHAPTER F3 

BIBLIOGRAPHY OF INDIAN THESES 

A S Raizada 

1 Introduction 

Most of the theses submitted to and accepted by Indian univer- 
sities for doctorate degree in science are unpublished materials. 
Majority of them are type written and very few copies are available. 
specialised topics are dealt with in them. In a way they Normally, 
can be regarded to constitute the near-wavefront in the progress 
of the Universe of Knowledge. They are micro-documents. Theses 
are not, as a rule, included as such in abstracting and indexing 
periodicals. Their thought content are liable to be lost. 

With the ever increasing facilities for higher education provided 
in India's five year plans, theses output has been,on the increase. 
This is shown in the table F311: 

The table F311 gives the subject scatter of theses since 1950. 
The most widely studied subject is chemistry in which 577 theses 
have been accepted during the period 1950-58. Physics comes next 
in which 204 theses have been accepted. In zoology, botany, 
medicine, and chemical technology respectively 155, 135, 1 15, and 
101 theses have been accepted by different universities. These 
subjects are followed by mathematics, agriculture, geology, engineer- 
ing, biology and animal husbandry in which 85, 58, 24, 20, 16, 
and 15 theses respectively have been accepted. Total number of 
theses accepted in subjects other than science is 923. Nearly 61.9% 
of the total theses accepted by Indian universities in the period 
belong to the natural sciences. This analysis is easily visualised 
by the graph in Fig F3. 

2 Information about Theses 

. No attempt has been made till recently either to build a national 
depository of the theses or to give adequate information about them 
on a national scale in this country. 
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The distribution of the copies of theses in India closely resembles 
the one prevalent in the United Kingdom. It  is not the requirement 
in the Indian universities that printed copies of theses be submitted, 
as in France and Germany. Typed copies are accepted by them. 
The distribution of typed copies varies from university to university. 

In fact, till recently there was no national depository. Therefore 
the only means of access to the theses is to go to the university con- 
cerned. This is an arduous task in a country of distances like India. 

Few university libraries include theses in their catalogues. 
However, the annual report of many a university gives the list of 
theses accepted during the year. This list is not cumulated. The 
Inter University Board of India has been publishing intermittently 
Bibliography of doctorate theses accepted by Indian universities. The last 
issue of this covers the period of 1954-58. The entries in this biblio- 
graphy are arranged by the universities and under each university 
by subjects. Some announcements about theses appear from time 
to time in the Current science and the Journal of scientific and industrial 
research. There is no consolidated catalogue or even annual biblio- 
graphy of the theses accepted by all the universities. Since 1955 
Insdoc has been including theses in its bibliographical publications- 
Insdoc list of current scientific literature-a semi-monthly and Biblio- 
graphy of scientific publications of South and South-East Asia-a monthly. 

There is no abstract of doctoral theses in science in the country. 
Even the periodicals published by the universities rarely include 
abstracts of their own theses. 

Some of the university libraries allow the copies of theses 
to be consulted within the premises. Lending is out of question as 
very often it is a unique copy in typed script. Even inter-library 
loan for consultation within the premises of the borrowing library 



has not come into vogue. The only solution is to supply photocopies 
of theses on demand. But most of the universities do not have the 
necessary equipment for this. 

3 Insdocys Programme 

Steps are being taken in Insdoc to collect, catalogue, and serve 
the science doctoral theses in the country. 

It  has been decided to establish and maintain in Insdoc a national 
depository of the doctorate theses in science accepted by Indian 
universities. After a strenous effort, twentyfour of the forty univer- 
sities agreed to the proposal. Some sent original typed copies. 
Others lent their copies for being microfilmed in Insdoc. Thus, 
copies of about 200 theses have accumulated in the Centre. 

There is a programme to publish annually an Abstract of science 
theses as a supplement to the Journal of scientific and industrial research. 
The work on this scheme is in  progress. 

The thought content of theses is, by its very nature, of great 
depth and narrow extension. It  will present many facets. I t  will be 
beyond the capacity of the enumerative classification. An analytico- 
synthetic classification is essential. In fact, both CC and UDC are 
used. But the arrangement of the entries will be by CC. Close 
classification even by such schemes becomes difficult if done along 
the conventional lines. Therefore, the new postulational approach 
of Dr Ranganathan is being used [R14]. 

The entries are made according to the Classified catalogue code, 
In  addition to the main entry, the author, class index, and series 
entries under the respective universities are also given. An attempt 
is also being made to give in the classified form as many cross- 
reference entries as possible. It  is proposed to have feature headings 
in the main part according to Chain Procedure [R7]. 
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The proposal' is to get the author abstract for each thesis and 
edit it so as to have a uniform standard. This causes delay. 

Subject to the restriction placed by the author of the thesis or 
be university concerned, Insdoc can supply near normal size or 
microfilm copies of theses on request. During the last year about 
half a dozen of such requests were met. Most of these were from 
'oreign countries. I t  is hoped that, as the service comes to be 
widely known, greater use will be made within India and outside. 

4 Difficulty 

The acquisition of theses has to face one big hurdle due to the 
tradition of the past. This tradition consists of a rigid set of rules 
that controls the distribution of copies of the theses accepted by 
Indian universities. Even though most of the universities have 
agreed to participate in the Insdoc's programme of establishing 
a national depository of theses, they do not yet have a proper 
organisation for implementing this. Copies are, therefore, not 
received very regularly as and when they are accepted by the 
universities. At first there was some delay and reluctance to 
respond to our request for making a copy available for deposit 
in the national depository. But this was overcome by an appeal sent 
by the Director-General of Scientific and Industrial Research to 
the Vice-Chancellors of the universities in 1957. 

A small number of universities declined to give copies for deposit 
lest the copyright or the privacy of a thesis should be infringed. 
But university theses have been freely allowed to be listed and 
abstracted for wide use in most of the countries for several years. 
It is hoped that this barrier in the way of building a complete 
national depository of theses will soon disappear. 

Two major difficulties present themselves while organising the 
work of the bibliography. One is the lack of abstracting facilities 
in the centre, The other arises from the device designed to overcome 
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the first. I t  was considered that a 200-300 word abstract from the 
author will remove this difficulty caused by the lack of abstract- 
ing facilities in the centre. But it has been found that after getting 
their degrees authors find no time for writing an abstract of their 
own thesis. With the exception of a few, the response has been very 
poor and not very encouraging. I t  is hoped that this difficulty will 
gradually disappear as and when the practice of giving authors' 
synopsis for a scientific paper comes into vogue. Then the synopsis 
will accompany the thesis. Otherwise, it becomes difficult to trace 
the whereabouts of the author at a later stage. 

Permission of author as well as university is necessary before any 
photoduplication can be actually done. It  is very often difficult 
to trace the author and get his consent. 

5 Suggestion 

It  is necessary to persuade university authorities to evolve a 
procedure by which forwarding of copies of theses accepted by 
them in the field of science may become mechanical and imper- 
sonal. Only after doing this that the proposal for establishing a 
national depository for theses can be made a reality. Andhra 
University has a procedure which is working very smoothly and 
satisfactorily. I t  consists of sending a copy of each .thesis to the 
Centre along with the award notification of the degree. On its 
own part the Centre should be on the look out for the awards of 
doctorate degrees by various universities. I t  should request the 
university concerned to send a copy of the accepted theses either for 
retention in the depository or on loan to make a microfilm copy of 
the theses. 

In view of the existing facilities, it is suggested that the proposed 
bibliography should be made a comprehensive medium for dis- 
seminating the thought contents of theses. Further, the university 
authorities should be approached to make the abstract an essential 
part of a thesis for its acceptance, 
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In order to facilitate the supply of copies of theses, it is suggested 
that a written declaration from the author at the time of the award 
of the degree should be taken. The sum and substance of this 
declaration should be that the author has no objection in the Centre 
copying his/her thesis. This will save the unnecessary wastage of 
time in locating the whereabouts of the authors at a later stage. 
It is hoped that after achieving this, India will have a comprehen- 
sive service in this field. 



CHAPTER F4 

DISTRIBUTION OF INSDOC PUBLICATIONS 

A Krishnan 

0 Flow of Work 

Receiving order for 
subscription 

Ascertaining of fresh 
order and renewal 

I 

Registration 
of order 

I I I I Billing 

Indian / Statn I 
I 

Other Commonwealth 
countries 

I 

countries 
I- 

! 

I I Despatching back 
numbers 

I 
I 

Obtaining address plate 
for future numbers 

1 

' I Checking mailing 
Embossing wrappers 1 account 

I 

Franking and 
Wrapping and mailing 

1 Function 

The function of the Distribution Section is to distribute the 
following publications of Insdoc : 

1 Insdoc list of current scientific literature, hereafter referred to as 



"Insdoc list" timed to be issued on the 1st and the 16th of 
each month; 

2 Bibliography of scientific publications of South and South East Asia, 
hereafter referred to as "Bibliography" timed to be issued on 
the 10th of every month; 

3 Annals of library science, hereafter referred to as cCAnnals" timed 
to be issued on the 31st March, 30th June, 30th September 
and 3 1st December; 

4 Insdoc report issued once in a year; and 
5 Any other occasional publication. 

This function fulfils one of Insdoc's primary objectives namely, 
"To inform scientists and engineers of articles which may be of 
value to them by issuing bulletins". 

2 Policy 

The first three of the above publications are priced as per the 
following schedule : 

No agency commission is allowed. Normally, orders for periodical 
publications are registered for complete volumes which coincide 
with calendar years. 

It can be seen that the prices are not in all cases directly propor- 
tional to the expenditure 04 the production of these publications. 
The policy of Insdoc is to keep the price low for the present, especially 
to Indian subscribers. This is so in order to reach as many users as 

Periodical 

possible and to induce the habit of using documentation service in 
their work. But it is the intention of the Centre ultimately to relate 
the cost of production with the sale prices. 

Subscription rate to addressees in 
- 

India I America 1 Others 

1 Insdoc list Rs 10.00 $12.00 I(: 4-0-0 
2 Bibliography Rs 10.00 $6.00 iC; 2-0-0 
3 Annals Rs 10.00 $3.00 I(: 1-0-0 
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The Insdoc report is supplied free to all those interested in the 
activities of Insdoc. The occasional publications may or may not 
be charged. 

Provision has been made to exchange the above-mentioned 
publications with publications of many of the countries of the world. 
This is a means of sharing our work with that of others. Incidentally, 
it enriches the collection in the NPL-Insdoc library without direct 
payment. This naturally gives relief to the budget allotment for 
subscription to current periodicals. This is of additional value 
today in view of the difficulties of foreign exchange. 

Figures of subscribers grouped under various states in India 
and different regions of the world are shown in accompanying sche- 
matic diagrams. 

The maps are self explanatory. I t  would be sufficient to mention 
here that there is considerable scope for enlarged distribution of 
Insdoc's publications both inside India and in other regions of the 
world. A vigorous public relation work is called for. 

3 Job Analysis 

The following are the professional (= P) , semi-professional (= SP), 
clerical (=C), and skilled work (=SK) involved in the working 
of the section. 

1 Estimating number of the copies required (P) ; and 
2 Intimating the Printing Section in advance about the required 

number of copies (C). 



Fig F424-1 
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DISTRIBUTION OF MSDOC PUBLICATIONS 

1 Ascertaining fresh orders and renewals (P); 
2 Registration of fresh orders, renewals, and exchange under the 

categories : 

1 India; 
2 Other Commonwealth countries ; and 
3 Non-Commonwealth countries (C) ; 

3 Making geographical and subject index cards for the client (P) ; 
and 

4 Filing index cards (SP) . 

1 Despatching back numbers due (SP) ; 
2 Ensuring despatch of future numbers: 

1 Getting a metal address plate for use in addressograph 
(SP) ; 

2 Embossing addresses two days before release of each issue 
on wrappers using an addressograph machine and metal 
address plates (SK) ; 

3 Checking addressed wrappers with majling account (C) ; 
4 Franking postage stamps on wrappers (C); and 
5 Wrapping and mailing on the day of release of each issue 

(SKI 

1 Billing subscribers and agencies (C); and 
2 Vigilance in receiving subscriptions (P). 

35 SUPPLY OF DUPLICATE COPIES AND STORAGE OF LEFT OVER 
COPIES 

1 Storing of copies left over (SK) ; and 
2 Sending copies to customers who complain loss in transit or 

otherwise (C). 



CHAPTER R5 

CO-ORDINATION OF DOCUMENTATION WORK 

S Parthasarathy 

0 Introduction 

The compilation and publication of a documentation list involve 
a number of operations. These operations are performed by a 
number of individuals or groups of individuals. The primary func- 
tion of a documentation list is to provide prompt information on 
current documents, particularly of articles in periodicals, in any 
specific field of knowledge. Therefore, speed is the very essence of 
documentation work. It forms a decisive factor in the planning 
and co-ordination of documentation work. 

Insdoc brings out two documentation lists : 

1 Insdoc list of current scientific literature covering articles published in 
a select list of leading Indian and foreign scientific periodicals; 
and 

2 Bibliography o f  scientific publications of South and South East Asia, 
providing a comprehensive coverage of scientific articles 
published in this region. 

Co-ordination of work relating to the Insdoc list is given in this 
chapter. Routine is described in chapter F1. 

1 Types of Operations 

The operations involved in the compilation and publication of 
Insdoc list are as follows: 

1 Receipt of microfilms of table of contents of foreign scientific 
periodicals by airmail; 

2 Preparation of prints from microfilms; 
3 Translation of titles of articles in foreign languages into English; 
4 Noting bibliographical references on the table of contents; 
5 Classification of the titles; 
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6 Typing of references; 
7'Proofreading of the typescript; 
8 Cutting the typed matter into individual slips; 
9 Arranging the slips according to class number; 

10 Inserting the subject headings; 
11 Reviewing and final editing of the slips; 
12 Laying out of the slips into columns; 
13 Retouching the columns; 
14 Laying out the columns into pages; 
15 Final checking of the pages; 
16 Preparation of the film negatives of the pages with a process 

camera; 
17 Retouching the negatives; 
18 Plate making from the negatives; 
19 Printing; 
20 Collating; 
21 Stapling; 
22 Trimming; 
23 Addressing; and 
24 Mailing. 

2 Need for Co-ordination 

Naturally, these operations are performed by different persons or 
groups of persons who should work as if they form a single integrated 
team. Insdoc list is brought out twice a month. The list should 
reach the tables of the scientific workers throughout the country 
by the 3rd and 18th of every month. Viewed from another 
angle, Insdoc list should be in the hands of the scientific workers 
at least a day or two earlier to their receiving the actual issues 
of the periodicals containing the articles listed. Then alone there 
will be true appetization and a better elimination of wastage due 
to a prompt flow of the results of the latest research work. Thus 
the Insdoc list should have a very rigid time schedule. Such a rigid 
time schedule could not be maintained from fortnight to fortnight 
without end, unless there is complete overall co-ordination of the 
24 groups of operations mentioned in sec 1. In  other words, 
the several junction moments at  which one operation should take 
over from another, or the results of several operations have to be 
reviewed and registered, have to be pre-determined with great 
care and respected without any infallibility (see Flow chart). 
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There should always be an alternative method for minimising the 
effects of failure at any point in such a way that the Insdoc list is 
released on the appointed day. This may even involve remobiliza- 
tion of manpower and putting in additional manpower at short 
notice in order to get over a crisis. 

Many of the operations have to be concurrent. They have also 
to be properly dovetailed in order to get overall economy in 
operation. 

The work load for one issue consists of the compilation and 
publication of approximately 2,000 entries. The operations are 
performed by four sections, namely the Documentation Work 
Section, Photographic Section, Translation Section and Printing 
Section. The actual time taken for compilation of 2,000 entries 
comes to approximately one week and printing takes another 
week. 

3 Dovetailing of Operations 

As soon as the microfilms are obtained they are sent for enlarge- 
ments to the Photographic Section. Enlargements are done on a 
top priority basis. As far as possible contents pages in English are 
enlarged first and sent to the Documentation Work Section so that 
the work of classification could be started immediately. Then the 
foreign language contents pages are enlarged and these are sent to 
the Translation Section for translating the titles into English. 
The number of foreign titles per issue comes to approximately 
400 entries which is only about 20% of the total. The translation 
of these 400 titles is usually completed in two or three days. The 
typing of the entries begin soon after the enlargements of the English 
contents pages are received. They are classified first and continu- 
ously fed to the typist for typing the entries in a standard form. 
Simultaneously proof-reading also goes on. The corrected slips are 
re-typed daily. The translated titles are also sent to the Documenta- 
tion Work Section as and when the contents for each periodical 
are completed. Further, the titles are also brGadly classified 
according to subject and then their contents are typed largely 
in a classified sequence. Generally, seven days before the 



mailing date, slips belonging to subjects A General Science to 
F Technology are arranged and sent for column laying. Later, 
slips are sent in batches of 500 for column laying. The column 
laying is also a continuous process. Simultaneously with the com- 
pletion of the columns, retouching work begins. As soon as more 
than half the number of columns for an issue have been laid out 
and are retouched, the pages are made up and after checking they 
are sent for photographing. After the preparation of negatives, 
they are retouched, and plates are made and printed. These opera- 
tions run more or less concurrently for two or three days. Collation, 
stapling, and cutting are done before the last day. They also run 
concurrently. Mailing is done on the last day. As these operations 
are done by a number of individuals or groups of individuals, a 
careful dovetailing of the flow of work becomes a necessity so that 
the entire operation is completed within the specified time of two 
weeks. Proper co-ordination and synchronising of the work of the 
various operating units thus play an important part in bringing 
out a documentation list on time. 



CHAPTER F6 

DOCUMENTATION IN SOCIAL SCIENCES 
A CASE STUDY OF LABOUR ECONOMICS 

P N Kaula 

0 Natural Sciences 

Documentation as a technique of listing microliterature appeared 
first in the field of natural sciences. The reasons are obvious. 
Profound research was conducted in subjects falling within the 
field of natural sciences. A good number of periodicals containing 
research and technical papers an various facets of the subjects have 
appered. Some of the periodicals took upon themselves the task of 
indexing the articles and some of them even of abstracting them. 
There are, therefore, a number of abstracting periodicals in the 
field of natural sciences. 

Much of research activity did not take place in the field of social 
sciences and humanities. There were, therefore, only a smaller 
number of learned periodicals in the subjects of this field. After 
World War 11, emphasis on research spread also towards this less- 
explored field of knowledge, and a greater number of periodicals 
appeared. Indexing and abstracting work was also undertaken 
in a few cases. Documentation has therefore crept into this field 
very late. 

1 Documentation 

Documentation as a modern technique of Library Science owes 
its origin in India to Dr Ranganathan. I t  was very emphatically 
made clear by him, a decade ago, that this specialised service was 
essential in a business library, Government departmental library, 
university library, or a library attached to a research institution. 
The problems of documentation were discussed for the first time 
in India in 1951. The documentation activity got impetus in 1952 
with the establishment of Insdoc. Since then a number of papers 
have appeared in our country on this subject. The several 
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categories of documentation lists and the processes of documentation 
have been made clear in several writings [K3, K4, R12, R321. 
It would, therefore, be helpful to analyse the documentation work 
in the several branches of social sciences. Of these branches, Labour 
Economics has received serious attention during the last decade. 

2 Labour 

The Documentation of Labour was first started in November 
1951 by the Ministry of Labour and Employment, Government of 
India, New Delhi. On the appointment of a librarian in June 1951 
with training in documentation, its library became the first in the 
Government of India to start systematic documentation work. On 
his own initiative, the librarian, started listing the articles pertaining 
to labour problems. The list was prepared on a fortnightly basis. 
It was a typed list; and it was circulated among the officers of the 
Ministry. They marked the items of their interest. The material 
concerned was then sent to them. This continued for a few months. 

In 1952, the list had a bigger coverage. It  was cyclostyled on a 
monthly basis. Copies were sent to officers direct without the 
wastage of time involved in the circulation of a single copy. The 
list was also sent to 13 attached and subordinate offices of the 
Ministry of Labour and to some of the trade union organisations 
in the country. Material relating to allied problems was also included 
in the list. 

In 1957, the lists of all the previous five years were cumulated 
with an index to make reference to the materials of all the .previous 
years easy. Since then, an annual volume made of the twelve 
monthly lists of each year is being brought out at the end of the 
calendar year, with a cumulated index. 

The procedure followed in documentation work has been recorded 
in Social science research and libraries [R34]. The evolution of this 
procedure was as follows: 

The entries were first made on standard slips of 125x 75 mm. 
These slips were kept within the periodical at their respective places. 
They were classified in the next round of routine after studying the 
material from the periodical. After the slips in a periodical were 
classified, the periodical was released, and the entries from all the 
periodicals were arranged in a classified sequence. The entries thus 



prepared during a month were included in the documentation list 
of the month. 

I n  1952, a small change was made. I t  was considered helpful to 
prepare the entries on cards rather than on slips. The purpose was 
to file on a permanent basis the entries of all the documentation 
lists in a single classified sequence for expeditious and exhaustive 
reference. 

The entries in a monthly list were arranged in a classified sequence; 
each entry carried its class number. I n  the alphabetical index, the 
class number was used as the index number. The class numbers 
of articles are invariably long. This was an  inconvenience to the 
user. The location of materials through class numbers involved a 
hurdle. The index numbers occurring in the Union catalogue of 
learned Periodicals i n  South Asia [R33] had been like this. But, it 
was soon realised that this use of class number as index number 
was not necessary in a frozen list-that is, a list in which no inter- 
polation would be made later. 

I n  1954, it was finally decided to give a serial entry number 
for the classified material. The entry numbers are made of con- 
secutive integers. Each entry begins with its serial entry number. 
The class number is given at the end of the entry and not at its 
beginning. The index number in the Alphabetical Index is the 
entry number and not the class number. Thus class numbers 
do not any longer serve the double purpose of arranging the entries 
in a filiatory sequence and of serving as index numbers. They now 
serve only the first of these purposes. This helpful step was arrived 
a t  in the light of the experience of three years with the lists. The 
research workers, officers, and the other users of the documentation 
lists, are not concerned with the co-extensive class numbers, which 
are needed only for arranging the entries in a filiatory sequence. 

The entries were established and written according to the Classified 
catalogue code. However, no precise rules for documentation entries 
were given in the earlier editions of that book. The location note 
had to be devised by the library itself in a systematic way. The 
practice followed was to give 'V' for Volume, 'No' for issue Number, 
'P' for pages. This practice was given up later and no symbols 
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were used for Volume, Number or Pages. The Classified catalogue 
code with additional rules for dictionary catalogue code, ed 4 [R6} gives 
precise rules for the entries in an indexing or abstracting periodical. 
.This code is now followed for cataloguing. 

Classification posed a problem at the beginning. The Colon 
classification, ed 3 [R9} followed in the library for macro-documents 
did not help in documentation work. Its Ed 4 [RlO] which later 
broke new ground in classification, was yet to .come. The Five 
Fundamental Categories used as the basis of the scheme in ed 4 
proved of immense value for classifying macro-documents. Even 
before that, the work of the Library Research Circle (Delhi) helped 
the writer of this chapter to apply the new ideas to documenta- 
tion technique. 

The schedule of Labour Economics was redesigned for documenta- 
tion work. The outline of the redesigned schedule is given in Depth 
crassifcation, reference service and reference materials [R3 11. The special 
schedule, designed in detail, has helped very much in classifying 
micro-literature. New problems and concepts created by the 
profuse literature on the subject with several facets and phases had 
to be tackled at the classification level. 

The schedule for the classification of Personnel Management 
was designed by Dr Ranganathan on his latest ideas in 1956 [R4]. 
This schedule with some modifications will be introduced from 
the current year. 

Feature headings are essential to lay bare the hierarchy of a 
subject. These feature headings help in guiding the eyes of the 
reader down a chain of classes. These are derived with the aid of 
Chain Procedure [R29]. They differ from the headings of the 
class index entries. In feature headings, the chain is followed down 
from the first link to the 'last and the repetition of the earlier sub- 
headings is avoided, as the Canon of Context [R5] invokes the 
help of the first or the earlier statement of the upper links in the 
chain. This advantage is not available in the heading of the class 
index entry and further in the latter, the chain is followed up from 
the last link towards the first. 
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26 INDEX 

The alphabetical index, formed of all the necessary alphabetical 
entries, forms Part I of the Documentation List. The reason is 
that a reader has to begin the use of the documentation list through 
an alphabetical approach. Part I1 contains the classified part 
of the list. Each entry in this part begins with its entry number 
and ends with its class number. The two paits have separate 
pagination. The entries in the index of the 12 lists of a year are 
cumulated separately. This is bound along with the twelve classified 
parts of the year as a separate volume. 

3 Bibliographies 

From 1957, the Library of the Ministry started a Bibliographical 
Series. A bibliography of the Labour Literature, 1951-57, was 
compiled in a short period of 3 months and released for the 
Regional Conference of the ILO held in New Delhi in November 
1957. This Bibliography has since been kept up-to-date by issuing 
half-yearly supplements. Bibliographies on several other topics were 
also compiled and released. Including the above mentioned one, 
these are: 

I Labour literature : A bibliography, 1951-57. 1957. 
2 Select bibliography on labour problems. 1958. 
3 Bibliography on current labour problems. 1958. 
4 Labouqliterature : A bibliography. V 2, 1958. 
5 Labour literature: A bibliography. V 3, 1959. 
6 Labour literature: A bibliography. V 4, 1960. 
7 Bibliography on wages. 1958. 
8 Bibliography on labour relation. 1959. 
9 Bibliography on workers' education. 1959. 

10 Nanda and Abid Ali on labour problems. 1959. 
1 1 Trade unionism : A bibliography. 1959. 

The entries in the bibliographies are minutely classified according 
to the Colon classification. Labour Literature: A bibliography was 
received as the first classified subject bibliography in India. The 
schedules of the subjects pertaining to each bibliography have been 
redesigned. The Bibliography on wages is a fine specimen of a 
classified bibliography. 



Each of the bibliographies has got a separate section at the end 
giving the list of the periodicals documented in it. This helps the 
users in knowing the extent of the comprehensiveness of the materials 
included in the bibliography. 

4 Index to the Labour Gazette 

The Library is now issuing a classified index to all the volumes 
of the Labour gazette begun in 1922 and now called Labour journal. 
This index is perhaps unique in the history of documentation in 
our country. 

5 Labour Awards 

Industrial awards form an important source of information in 
assessing the employer-employee relation as settled by adjudication 
from time to time. In India, there have been Labour Apellate 
Tribunals with a three tier machinery as provided by the Industrial 
Dispute (Amendment and Miscellaneous Provisions) Act 1956. 
These are Labour Courts, Industrial Tribunals, and National 
Tribunals. Besides these, the High Courts and the Supreme Court 
also admit labour dispute cases and announce their awards. There 
has been no index to all these awards scattered in gazettes, periodi- 
cals, and newspapers. It was, therefore, decided by the library to 
document Labour Award$ from January 1958 and issue a separate 
documentation list on a monthly basis. The 12 lists issued during 
the year, contained 897 entries. A consolidated index was issued 
for the annual volume containing the 12 lists. The index1 to the 
Awards had certain peculiarities. 

The index had to be different from the ordinary index attached 
to the documentation lists. The reader's approach to an Index of 
the Award is as follows: 

1 Specific subject approach such as wage, bonus, provident 
fund, retrenchment and dismissal; 

2 Industry approach, such as textile industry, sugar industry, 
steel industry, and plantations; 

3 Court approach such as Labour Courts, Industrial Tribunals, 
National Tribunals, High Courts, and Supreme Court; 

4 Case approach, such as Ahmedabad Mill Mazdoor Mandal 
and Lloyds Bank, 
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The index numbers to all such headings in the alphabetical index 
part are the entry numbers in the classified part. 

6 Problems in Classification 

In 195 1, when the author of this chapter started documentation 
work, he had to face several problems. Classification, however, was 
the chief one. The Ministry of Labour Library being on Colon 
Classification, it was very helpful to base the documentation work 
on this scheme. With the third edition of the scheme without the 
basis of Fundamental Categories, it was considered helpful to 
examine the UDC schedules. But it could not give helpful results 
because of its essential enumerative core and the absence of a 
complete faceted pattern. The Schedule of Labour Economics of 
the Colon Classification was, therefore, expanded [K2]. The 
schedule was redesigned in 1954. 

The schedule of classification has been re-designed on the follow- 
ing analysis : 

Labour 

I 
[PI Facet 

I 

I 
[El Facet 

I 

Labour Service Laliour Labour Labour ~ o c i i  
Market Condi- Relation Dispute and Security 

tion Machinery 

1 I 
Types of '2- organisa- 

Labour tion 
I I 

1 I I 
Employer Employee EmployerEmployee 

I I 1 I I 1 I 
BY BY BY BY BY BY BY 
Age Time Space Payment Work Abnor- Race 
and Sex mality 



The isolates forming the manifestation of [El as enumerated 
above were provided with further divisions as under : 

Labour Market 
I 

I I I I I 
Employment Unemploy- Under 

I 
Over Re-employ- Change of 

ment Employment Employment ment Employment 

Service Condition 
I 

i T~me 
I 1 I 1 

Remuneration Leisure Evaluation Standard 

Labour Relation 
I 

~dllective ~ollkctive participation CO-pa;tnenhip 
Bargaining Agreement 

Labour Dispute 
I 

J Strike Set t/ ement 

Labour and Machinery 
I 

J 
Rationalisation 

I 
Productivity 

Social Security 
I 

~dcial  ~oLial ~ o ~ p e n s a -  ~o'cial 
Assistance Benefit tion Insurance 

The isolates in each of these divisions were further expanded 
on the basis of the fundamental categories. "Isolate Strike in 
Labour Dispute" required another Round of [El to explain the 
methods for breaking or maintaining a strike. The isolates in [3E] 
were divided under Employer-Method and Employee-Method. 
Then again the nature and effect of the strike had to be analysed. 
The isolates like Sympathetic, General, Partial, Unsuccessful and 
Call Off had to be provided under [P} manifestation. 

This schedule was an improvement over the schedule prepared 
in 1953. According to that schedule the isolates in the first 
order array of [El9 were the manifestations of [PI. They formed 
[2 PI of the schedule. The isolates were as under: 

Labour System; Skilled and Unskilled; Trade Union. 
The isolates in the first order array of [2 PI representing various 

Systems of Labour were grouped as in [P} of Sociology. 
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The isolates in the first order array forming manisfestations of 
[E} was first enumerated as follows: 

Labour Market ; Housing and Labour Hygiene ; Service Condi- 
tion; Strike; Collective Agreement. 

These isolates were later changed into [2 El as under: 
Labour Market; Labour Relation; Strike; Service Condition; 

Productivity; Social Security. 
Isolate strike was further divided on 'the basis of [3 PI, [3 El 

and [4P]. 

62 SPECIAL SCHEDULES 

When bibliographies on specific topics in labour were compiled 
in 1957-58 with entries classified minutely, special schedules of 
classification had to be designed. This was possible by applying 
the concept of Rounds and Levels to the Fundamental Categories, 
The schedule of Wage, designed by me and given in sec 9 of this 
chapter, will bear testimony to it. 

7 Problems in Cataloguing 

Certain practices have been in vogue in formulating entries for 
a documentation list. In the absence of the necessary rules in the 
Clarsified catalogue code, ed 2 and ed 3, it was decided to follow a 
uniform pattern in the formulation of entries. The issues to be 
determined were as under : 

1 Should the heading consist of the name of an author if given 
in the article? 

2 Is the title approach the more popular approach after the 
subject approach? 

3 What should be the position of the various elements in the. 
bibliographical section? 

4 What should be the style of writing of the bibliographical section? 
5 How should the feature headings be written according to the 

hierarchy of the subjects? 

Through trial and error, it was finally decided to give author 
headings, and to adopt the sequence-Name of the periodical, 
Volume number, Issue number, Date, and Pages-in the biblio- 
graphical section. Punctuation marks like fu!I-stop and semi-colon 
were used to separate these elements. Semi-colon was used to 



separate the issue number from the volume number. After the 
publication of ed 4 the Classified catalogue code, modifications were 
brought about in the structure and the style of the entries. 

More than 300 periodicals including 11 newspapers were docu- 
mented regularly. The number of entries increased 50 times during 
the 7 years. While in 1951 there were 114 entries, in 1958 the 
total number of articles documented was 5,218. The following 
account gives the number of entries in each year: 

Year 1951 1952 1953 1954 1955 1956 1957 1958 
No.ofentries 114 714 742 840 1750 1792 3310 5218 

8 Other Areas in Social Sciences 

The Ministry of Law Library started documentation work soon 
after the library was reorganised on Colon Classification. Its 
documentation lists are being brought out regularly on a monthly 
basis on the same pattern as that of the Ministry of Labour. 

The School of International Studies is documenting materials 
in International Affairs. The lists are brought out regularly. 

There are several other institutions and libraries producing lists 
of materials in the field of social sciences. These have been listed 
in a paper presented to the Indian Standards Convention held 
at Hyderabad in 1959 [K5]. Most of the lists brought out by 
these institutions and libraries are mere alphabetical lists. Hardly 
any of these can be called a documentatian list. There are, how- 
ever, 23 species of documentation lists based on time factor, space 
factor, subject factor, and sequence factor. 

Many of the lists on documentation are alphabetical. Most of 
them do not follow any standard code in making the entries; and 
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32882 Gratuity 
3291 Earnings 
[3E] Isolates 
1 Determination 
2 Agreement 
2 1 Agreement Increase 
2 2 Operational Increase 
3 Eligibility [P2] For Isolate 3 

1 Length of Service 
2 Achievement 

4 Fluctuation 
4 1 Increase 

Decrease (Reduction) 
42 43 Deduction [P2] For Isolate 4 

1 Fund 
2 Dues 
3 Assessment 
4 Fine 
41 Damaged Work 
42 Damaged Equipment 
421 Uniform 
422 Badge 
423 Button 
424 Key 
425 Tool 
426 Other Materials 

46 Contribution 
45 Improvement 
48 Stabilization (Wage Freeze) 
5 Exemption 
6 Adjustment [3E] For Isolate 6 

1 Automatically 
3 Advance Notice 
5 Specified Date 
6 Interval 
7 Negotiation 

62 Reopening 
8 Disbursement (Payment) [3E] For Isolate 8 

1 Actual 
2 Partial 
3 Fixed 
5 Equal 
6 Proportionate 

8 1 Reallocation 

This schedule was published in 1958 [Kl]. It can be examined 
on the basis of the latest ideas on the subject, 
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separate the issue number from the volume number. After the 
publication of ed 4 the Classi fed catalogue code, modifications were 
brought about in the structure and the style of the entries. 

More than 300 periodicals including 11 newspapers were docu- 
mented regularly. The number of entries increased 50 times during 
the 7 years. While in 1951 there were 114 entries, in 1958 the 
total number of articles documented was 5,218. The following 
-account gives the number of entries in each year: 

Year 1951 1952 1953 1954 1955 1956 1957 1958 
No.ofentries 114 714 742 840 1750 1792 3310 5218 

8 Other Areas in Social Sciences 

The Ministry of Law Library started documentation work soon 
after the library was reorganised on Colon Classification. Its 
documentation lists are being brought out regularly on a monthly 
basis on the same pattern as that of the Ministry of Labour. 

The School of International Studies is documenting materials 
in International Affairs. The lists are brought out regularly. .. 

83 OTHER LIBRARIES 

There are several other institutions and libraries producing lists 
of materials in the field of social sciences. These have been listed 
in a paper presented to the Indian Standards Convention held 
at Hyderabad in 1959 [K5]. Most of the lists brought out by 
these institutions and libraries are mere alphabetical lists. Hardly 
any of these can be called a documentation list. . There are, how- 
ever, 23 species of documentation lists based on time factor, space 
factor, subject factor, and sequence factor. 

Many of the lists on documentation are alphabetical. Most of 
them do not follow any standard code in making the entries; and 
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32882 Gratuity 
329 1 Earnings 
[3E} Isolates 
1 Determination 
2 Agreement 
2 1 Agreement Increase 
22 Operational Increase 
3 Eligibility [P2} For Isolate 3 

1 Length of Service 
2 Achievement 

4 Fluctuation 
4 1 Increase 
42 Decrease (Reduction) 
43 Deduction [P2] For Isolate 4 

1 Fund 
2 Dues 
3 Assessment 
4 Fine 
41 Damaged Work 
42 Damaged Equipment 
421 Uniform 
422 Badge 
423 Button 
424 Key 
425 Tool 
426 Other Materials 

46 Contribution 
45 Improvement 
48 Stabilization (Wage Freeze) 
5 Exemption 
6 Adjustment [3E] For Isolate 6 

1 Automatically 
3 Advance Notice 
5 Specified Date 
6 Interval 
7 Negotiation 

62 Reopening 
8 Disbursement (Payment) [3E] For Isolate 8 

1 Actual 
2 Partial 
3 Fixed 
5 Equal 
6 Proportionate 

81 Reallocation 

This schedule was published in 1958 [Kl]. I t  can be examined 
on the basis of the latest ideas on the subject. 
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