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l=h; dk;ksZa laca/kh vko';d funsZa’k % 

1½ ch-,y-vkbZ-,l- dk;ZØe ds ,d Hkkx ds :i esa izR;sd fo|kFkhZa dks izR;sd ikB~;Øe esa 
,d l=h; dk;Z iwjk djuk gksxkA ch-,y-vkbZ-&224 rFkk ch-,y-vkbZ-bZ-& 229 esa ,d 
vfuok;Z vH;kl Ák;ksfxd dk;Z gksxkA vè;kid tk¡fpr l=h; dk; Z ¼TMA½ dk 
ewY;kadu ijke’kZd }kjk fd;k tk,xkA izk;ksfxd dk;Z dk ewY;kadu Hkh ijke’kZnkrk 
}kjk gh fd;k tk,xkA 

2½ fdlh ikB~;Øe ds lrr~ ewY;kadu esa l=h; dk;Z ds fy, 30 izfr’kr dk ÞosVstÞ 
gksxkA l=kUr ijh{kkvksa dk 70 izfr’kr osVst gksxkA bl izdkj l=h; dk;Z rFkk 
Ák;ksfxd dk;Z esa vkids }kjk izkIr vadksa@xzsM dks vkids vafre ijh{kk&Qy esa tksM+k 
tk,xkA blfy, fo|kfFkZ;ksa dks lykg nh tkrh gS fd os l=h; dk;ksZa rFkk Ák;ksfxd 
dk;ksZ dks xEHkhjrk ls ysa] iwjk djsa rFkk le; ij tek djsaA 

3½ vkidks ;g Lej.k j[kuk pkfg, fd l=h; dk;Z rFkk Ák;ksfxd dk;Z vfuok;Z gSaA ;fn 
vki fdlh ikB~;Øe ds fy, fu/kkZfjr la[;k esa l=h; dk;ksZa dks ;Fkkle; tek ugha 
djkrs rFkk fu/kkZfjr vH;kl dk;ksZa dks iwjk ugha djrs rks vkidks ml ikB~;Øe dh 
l=kar ijh{kk esa cSBus dh vuqefr ugha nh tk,xhA 

vè;kid tk¡p l=h; dk;Z djus ds fy, funsZ’k % 

1½ ,d l=h; dk;Z dh oS/krk ,d o”kZ dh gksrh gSA ftu fo|kfFkZ;ksa us tqykbZ ds l= esa 
izos’k fy;k gS mUgsa mlh o"kZ ds tqykbZ l= ds l=h; dk;ksZa dks gh iwjk djuk gksxkA 
;fn l= fo’ks”k ds fy, fu;r frfFk rd dksbZ fo|kFkhZ viuk l=h; dk;Z tek ugha 
djk ikrs rks mUgsa vkxkeh tqykbZ l= ds fy, fu/kkZfjr l=h; dk;ksZa ds u;s lsV dks 
iwjk djuk gksxkA mnkgj.k ds fy,] ;fn tqykbZ 2023 l= dk dksbZ fo|kFkhZ viuk 
l=h; dk;ksZa dks 31 ekpZ 2024 rd tek ugha dj ikrk rks mls tqykbZ 2024 ds u, 
l=h; dk;ksZa dks iwjk djuk gksxkA  

blh izdkj ftu fo|kfFkZ;ksa us tuojh l= esa izos’k fy;k gS mUgsa tuojh l= ds 
l=h; dk;ksZa dks gh iwjk djuk gksxkA ;fn tuojh 2024 l= dk dksbZ fo|kFkhZ 30 
flrEcj 2024 rd vius l=h; dk;Z tek ugha dj ikrk rks mls tuojh 2025 ds u, 
l=h; dk;ksZa dks iwjk djuk gksxkA  

2½ viuh mÙkj&iqfLrdk ds izFke i`"B ds Åijh Hkkx ds nkg¡ fdukjs ij viuh ukekadu 
la[;k] uke] iwjk irk] rFkk l=h; dk;Z tek djkus dh frfFk fyf[k,A 

3½ viuh mÙkj&iqfLrdk ds izFke i`"B ds ck,¡ fdukjs ij dk;ZØe rFkk ikB~;Øe dk 
uke] dksM] l=h; dk;Z la[;k rFkk v/;;u dsUnz dk uke vkSj dksM fyf[k,A  

l=h; dk;Z ds fy, vkidh mÙkj&iqfLrdk ds izFke i"̀B ds Åijh Hkkx dk Lo:i bl izdkj gksuk 
pkfg,%  
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dk;ZØe dk uke@dksM …………… ukekadu la[;k ………………… 

ikB~;Øe dk uke@dksM ……………. uke …………………………… 

l=h; dk;Z la[;k  ………………… irk ……………………………. 

vË;;u dsUnz ¼dksM½ ………………… ……………………………….. 

vè;;u dsUnz ¼uke½ ………………… fnukad  …………………………. 
 

¼uksV % fo|kfFkZ;ksa }kjk bl izk:i dk iwjh rjg ls vuqlj.k djuk vko';d gS] vU;Fkk 
mudk l=h; dk;Z ewY;kadu fd, tkus ls oafpr jg ldrk gSaA½ 

4½ vkidh mÙkj&iqfLrdk Hkyh&Hkkafr iw.kZ gksuh pkfg,A l=h; dk;Z tek djus ls igys 
;g lqfuf’pr dj yhft, fd vkius l=h; dk;Z ds lkjs Á’uksa ds mÙkj ns fn, gSaA 
viw.kZ mÙkj&iqfLrdk,a tek djus ij vkidks de vad@xzsM feysaxsA  

5½ vius mÙkj esa bdkb;ksa dh lkexzh dks gw&c&gw mrkjuk mfpr ughaA ;fn vki ,slk 
djrs gSa rks vkidks ’kwU; vad izkIr gksaxsA 

6½ vU; fo|kfFkZ;ksa dh mÙkj&iqfLrdkvksa ls udy ugha dhft,A ;fn udy idM+h xbZ rks 
,sls fo|kfFkZ;ksa ds l=h; dk;Z tkaps ugha tka,xsA 

7½ Vafdr rFkk daI;wVj&eqfnzr l=h; dk;Z dh Lohd`fr ugha gSA  

8½ vius mÙkj ds fy, Qqy Ldsi vkdkj ds dkxt] dk iz;ksx dhft,A ys[ku dk;Z vke 
dkxt ¼tks u vf/kd eksVk u vf/kd iryk gks½ dk iz;ksx mi;qDr gksxkA 

9½ cka;k gkf’k;k ds fy, 3Þ dh txg NksfM+;s rFkk l=h; dk;Z dk mÙkj nsrs le; 
izR;sd mÙkj ds igys pkj iafDr;ksa dk LFkku NksfM+,] tks ijke’kZnkrk dks mi;qDr 
LFkkuksa ij mi;ksxh fVIif.k;k¡ fy[kus esa leFkZ djsxkA izR;ssd mÙkj ds le{k Á’u 
la[;k fy[ksaA 

10½ ewY;kadu ds mijkUr l=h; dk;Z vkids v/;;u dsUnz ds leUo;d ds }kjk vkidks 
okil ykSVk fn, tk,axsA blds lkFk ,d ewY;kadu 'khV Hkh gksxhA ftlesa l=h; dk;Z 
esa vkids izn’kZu ij ewY;kadu dh fogaxe fVIi.kh gksxhA blls vki vkxkeh l=h; 
dk;ksZa rFkk l=kar ijh{kkvksa esa csgrj izn’kZu djus esa leFkZ gks ik,axsA  

11½ v/;kid tkafpr l=h; dk;Z dks fu;r v/;;u dsUnz ds leUo;d dks Ásf"kr dhft,A  
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Ckh-,y-vkbZ-221% iqLrdky;] lwpuk vkSj lekt 
v/;kid tk¡p l=h; dk;Z 

 
fo"k; foLrkj% % dk;ZØe dksM% ch-,y-vkbZ-221 
ikB~;Øe% iqLrdky;] lwpuk vkSj lekt  l=h; dk;Z dksM% ,-,l-Vh/Vh-,e-,/ 
[kaM% 1-4 tqykbZ 23 & tuojh 24 

bdkb;k¡% 1-14 iw.kkZd % 70 
  
uksV% lHkh iz'uksa ds mŸkj nsaA 
 
I½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 500 'kCnksa ls vf/kd esa u nsaA ¼4x10=40½ 

1- lwpuk lekt dks ifjHkkf"kr dhft,A lwpuk lekt dh fofHkUu vocks/ku ij ppkZ dhft,A ¼10½ 

2- 'kSf{kd iqLrdky; dk o.kZu vius 'kCnksa esa dhft,A iqLrdky; ds fofHkUu izdkjksa vkSj dk;ksZa dh 

ppkZ dhft,A ¼10½ 

3- ^^lalk/ku lgHkkfxrk** 'kCn ls vkidk D;k rkRi;Z gS\ bldh vko';drk ,oa mís';ksa dh ppkZ 

dhft,A  ¼10½ 

4- O;kolkf;d uSfrdrk dh vo/kkj.kk ij ppkZ dhft,A ,yvkbZ,l O;kolkf;dksa ds vkpkj lafgrk 

dh O;k[;k dhft,A ¼10½ 

II½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 250 'kCnksa ls vf/kd esa u nsaA ¼6x5=30½ 
1- iqLrdky; foKku ds ikaposa fu;e ds fufgrkFkZ dh ppkZ dhft,A  ¼5½ 

2- lwpuk ds vf/kdkj vf/kfu;e dh vo/kkj.kk vkSj iqLrdky;ksa esa bldh mi;ksfxrk dh O;k[;k 

dhft,A ¼5½ 

3- Ñf"k esa bZ&lalk/kuksa ¼lhbZvkj,½ dalksfV;e ds mís';ksa vkSj xfrfof/k;ksa ij laf{kIr esa ppkZ 

dhft,A ¼5½ 

4- iqLrdky; fo/kk;u dks ifjHkkf"kr dhft,A iqLrdky; fo/kk;u ds fofHkUu ?kVdksa dh ppkZ 

dhft,A  ¼5½ 

5- vkjvkjvkj,y,Q ds mís';ksa vkSj dk;ksZa dh ppkZ dhft,A  ¼5½  

6- vkbZ,y, ds mís';ksa dh O;k[;k dhft,A  ¼5½ 
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ch-,y-vkbZ-222% lwpuk lzksr rFkk lsok,¡ 
v/;kid tk¡p l=h; dk;Z 

  
fo"k; foLrkj%   dk;ZØe dksM % ch-,y-vkbZ-222 
ikB~;Øe% lwpuk lzksr rFkk lsok,¡  l=h; dk;Z dksM % ,-,l-Vh@Vh-,e-,@ 
[k.M % 1-4 tqykbZ 23 & tuojh 24 
bdkb;k¡ % 1-14   vad% 70 

 
uksV %  lHkh Á’uksa ds mÙkj nhft,A 

I½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 500 'kCnksa ls vf/kd esa u nsaA ¼4x10=40½ 

1- fdlh 'kSf{kd iqLrdky; esa lanHkZ iqLrdksa ds ewY;kadu dh vko';drk D;ksa gS\ ,d 

iqLrdky; esa fo'odks'k ds ewY;kadu esa lekosf'kr fd;s tkus okys eq[; fcUnqvksa dh foospuk 

dhft,A  ¼10½ 

2- dEI;wVj&vk/kkfjr lkfgR; [kkst esa lfUufgr pj.kksa dk o.kZu dhft,A ¼10½ 

3- lwpuk lzksr ds :i esa laLFkkuksa ds egÙo dh O;k[;k dhft,A laLFkkuksa ds fofHkUu izdkjksa dk 

o.kZu dhft,A ¼10½ 

4- foi.ku voljksa dk fo'ys"k.k djrs le;] laxBu ds ckg~; ifjos'k dks izHkkfor djus okys 

fofHkUu dkjdksa dh foospuk dhft,A ¼10½ 

II½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 250 'kCnksa ls vf/kd esa u nsaA ¼6x5=30½ 

1- MkW- ,l vkj jaxukFku us fdl izdkj ,d iqLrdky; esa izys[kksa dks Js.khc) fd;k gS\ O;k[;k 

dhft,A ¼5½ 

2- ^lwpuk ds f}Ùkh;d lzksr* in ls vki D;k le>rs gS\ buds fofHkUu izdkjksa dks lwphc) djrs 

gq, izR;sd dk ,d mnkgj.k nhft,A  ¼5½ 

3- lwpuk laxzgd fdl izdkj lwpuk lzksr ds :i esa dk;Z djrs gS] foospuk dhft,A ¼5½ 

4- lwpuk lt̀d rFkk lwpuk ladyudÙkkZ fdl izdkj lwpuk lzksrksa ds :i esa dk;Z djrs gS\ 

O;k[;k dhft,A ¼5½ 

5- tulapkj ek/;eksa }kjk lf̀tr lwpuk ds udkjkRed izHkko D;k gSa\ ¼5½ 

6- Lukrd rFkk ijkLukrd Nk=ksa ds fy, lwpuk lk{kjrk ds ewy dkS'kyksa dks lwphc) dhft,A ¼5½ 
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Ckh-,y-vkbZ-223% lwpuk dh O;oLFkkiu vkSj izca/ku 
v/;kid tk¡p l=h; dk;Z 

fo"k; foLrkj% dk;ZØe dksM% ch-,y-vkbZ-223 
ikB~;Øe% iqLrdky;] lwpuk vkSj lekt  l=h; dk;Z dksM% ,-,l-Vh/Vh-,e-,/ 
[kaM% 1-4 tqykbZ 23 & tuojh 24 
bdkb;k¡% 1-14 iw.kkZd % 70 
  
uksV% lHkh iz'uksa ds mŸkj nsaA 
 
I½  fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 500 'kCnksa ls vf/kd esa u nsaA ¼4x10=40½ 

1- lef"V ys[kd dks ifjHkkf"kr dhft,A 'kkldh; izdk'kuksa dks lwphÑr djus ds ,,lhvkj2vkj 

ds fu;eksa dk o.kZu dhft,A   ¼10½ 

2- dsanzhÑr vkSj lgdkjh lwphdj.k dks ifjHkkf"kr dhft,A dsanzhÑr izlwphdj.k ds fofHkUu Lo:iksa 

dk o.kZu dhft,A   ¼10½ 

3- MhMhlh 19osa laLdj.k esa lkekU; ,dyksa dk o.kZu dhft,A   ¼10½ 

4- MkW- ,l vkj jaxukFku }kjk iznÙk fofHkUu izdkj ds vuqØe ds fl)karksa dh foospuk dhft,A   ¼10½ 

II½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 250 'kCnksa ls vf/kd esa u nsaA ¼6x5=30½ 
1- J̀a[kyk vuqØe.ku ds pj.kksa dks mnkgj.k lfgr le>kb,A   ¼5½ 

2- iqLrdky; oxhZdj.k esa vadu dh vko';drk dks le>kb,A   ¼5½ 

3- ekdZ D;k gS\ blds Lo:i vkSj lajpuk dh O;k[;k dhft,A  ¼5½ 

4- lk/kkj.k Kku laxBu iz.kkyh ¼,l-ds-vks-,l-½ ls lacaf/kr vo/kkj.kkvksa dk o.kZu dhft,A  ¼5½ 

5- ,d 'ksYQ lwph D;k gS\ iqLrdky; izlwph ls bldk vUrj Li"V dhft,A  ¼5½ 

6- xSj&iqLrd lkexzh ¼,uch,e½ dh lwphdj.k esa izeq[k leL;kvksa dh O;k[;k dhft,A  ¼5½ 
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ch.,y.vkbZ.-224% lwpuk lapkj çkS|ksfxdh ds ewy rRo 
v/;kid tk¡p l=h; dk;Z 

 
fo"k; foLrkj%   dk;ZØe dksM% ch,yvkbZ-224 
ikBîØe% lwpuk lapkj çkS|ksfxdh ds ewy rRo  l=h; dk;Z dksM % ,.,l.Vh/Vh,e, /  
[kaM%% 1-4 tqykbZ 23 & tuojh 24 
bdkb;k¡% 1-14  iw.kkZad% 35  
 
I½  fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 250 'kCnksa ls vf/kd esa u nsaA ¼3x5=15½ 
1- Mh ch ,e ,l D;k gS\ MkVkcsl izkstsDV ifjos'k dh foLrkj ls O;k[;k dhft,A ¼5½ 

2- usVodhZÑr bysDVªkWfud lwpuk lekt ls D;k rkRi;Z gS\ izeq[k usVodhZÑr bysDVªkWfud lwpuk 

lekt lsokvksa vkSj vuqiz;ksxksa dh O;k[;k dhft,A ¼5½ 

3- fofHkUu izdkj ds [kkst midj.kksa dh O;k[;k djsaA [kkst midj.kksa dh fofHkUu fo'ks"krkvksa dk Hkh 

o.kZu dhft,A  ¼5½ 

II½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 100 'kCnksa ls vf/kd esa u nsaA ¼10x2=20½ 
1- csrkj izkS|ksfxdh ¼2½ 

2- daI;wVj gkMZos;j ¼2½ 

3- fizaV cuke eYVhehfM;k ¼2½ 

4- la[;k lqogk;rk ¼2½ 

5- Vªh VksiksykWth ¼2½ 

6- ljy usVodZ izca/ku izksVksdkWy ¼,l,u,eih½ ¼2½ 

7- vkWuykbu izys[k fjikWftVjh ¼2½ 

8- ekdZvi Hkk"kk,¡ ¼2½ 

9- bZesy [kkrs ds izdkj ¼2½ 

10- esVkMkVk laxzg.k ¼2½ 
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ch.,y.vkbZ.-224% lwpuk lapkj çkS|ksfxdh ds ewy rRo 
v/;kid tk¡p l=h; dk;Z 

çk;ksfxd dk;Z 
 
fo"k; foLrkj%  dk;ZØe dksM% ch-,y-vkbZ-224 
ikBîØe% lwpuk lapkj çkS|ksfxdh ds ewy rRo  l=h; dk;Z dksM % ,.,l.Vh/Vh,e, / 
[kaM% 1-4 tqykbZ 23 - tuojh 24 
bdkb;k¡% 1-14 iw.kkZd% 35  
 
lkekU; funsZ'k% 

i) vkidks v/;;u dsaæ esa çk;ksfxd l=h; dk;Z djuk gSA vlkbuesaV dk ewY;kadu 

dkmalyj@çSfDVdy i;Zos{kd }kjk fd;k tk,xkA 

ii) blfy, lHkh mÙkjksa ds fy, LØhu dSIpj djsa vkSj mUgsa ,d Qkby esa lgstsaA dkmalyj / 
çSfDVdy i;Zos{kd }kjk bu LØhu dSIpj dk ewY;kadu fd;k tk;sxk vkSj rnuqlkj vad fn, 

tk,xsaA 

iii) lHkh ç'u vfuok;Z gSaA 

1 fyczs v‚fQl jkbVj dk mi;ksx djds laxzg vkSj LVkQ lnL;ksa ds fy, muds inuke vkSj 

;ksX;rk ds lkFk ,d rkfydk ds lkFk vius iqLrdky; ds ckjs esa ,d i"̀B rS;kj djsaA 

rkfydk dks nLrkost esa ,EcsM fd;k tkuk pkfg,A rkfydk dks VsDLV esa chp esa lajsf[kr gksuk 

pkfg, vkSj lkexzh dks mfpr NksM+ fn;k tkuk pkfg,A 'kh"kZ iafä dk VsDLV cksYM #i esa gksuk 

pkfg, vkSj bls vU; iafä;ksa ls vyx djus ds fy, iafä esa jaxksa vkSj Nk;kadu dk mi;ksx 

djuk pkfg,A ,d QksVks Hkh MkysaA  ¼15½  

2 vius mi;ksxdrkZvksa ds fy, ykbczsjh vksfj,aVs'ku çksxzke ij fyczs v‚fQl baçsl çstsaVs'ku rS;kj 

djsaA çLrqfr esa 'kh"kZd LykbM ds lkFk de ls de 4 LykbM gksuh pkfg,A nwljh LykbM esa 

,d cqysVsM lwph çnku dh tkuh gSA rhljh LykbM esa VsDLV fooj.k ds lkFk ,d best MkysaA 

vafre LykbM esa ,d Vscy MkysaA çR;sd LykbM esa gsMj vkSj VsDLV vkSj Vªkaft'ku bQsDV~l 

ds fy, ,fues'ku Ldhe dk mi;ksx djsaA ¼10½ 

3 fyczs v‚fQl dSYd esa ,d Qkby cuk,a ftlesa iqLrdky; nLrkostksa ds nSfud lapyu ¼de 

ls de ,d lIrkg ds fy,½ dks vyx-vyx d‚ye ds lkFk tqekZuk vkSj vkjf{kr iqLrdksa ds 

lkFk fn[kk;k x;k gksA MkVk dk çfrfuf/kRo djus okyk ,d ckj pkVZ tksM+saA  ¼10½ 
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BLI-225: COMMUNICATION SKILLS 
TUTOR MARKED ASSIGNMENT 

Coverage:                                                                                                   Course Code: BLI 225  
Course: Communication Skills                       Assignment Code: AST-1/TMA/ Jul 23- Jan 24  
Blocks: 1 to 5  
Units: 1 to 18                                                                                                      Total Marks: 70  
 
Note: Answer all questions.  
 
Answer the following questions in not more than 500 words each.  (4X10= 40 Marks)  
 
1.  What is communication skill? Explain the role of communication skills in library services. (10)  
2.  What are the barriers to listening? Explain how to overcome the different barriers to 

listening.   (10)                                                    
3.  Explain interpersonal skills. Justify why are interpersonal skills important in life?   (10) 

4.  “Social skills learning improves students' communication with peers and adults, improves 
cooperative teamwork, and helps them become effective, caring, concerned members of 
their communities.” Justify the statement. (10) 

 
II) Answer the following questions in not more than 250 words each. (6X5=30 Marks)  
 
1.  Explain the importance of verbal communication skills.  (5)  
2.  Explain what are the important points to be kept in mind while preparing a resume.  (5)  
3. Explain the importance of presentation skills. (5) 
4.  What are the ‘DON’T’s’ in body language communication?  (5)  
5. Explain the different styles of communication.  (5)  
6. Explain methods of writing.  (5) 
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  ch-,y-vkbZ-bZ-226% iqLrdky; ,oa lwpuk dsanz dk izca/ku 
v/;kid tk¡p l=h; dk;Z 

  
fo"k; foLrkj% dk;ZØe dksM % ch-,y-vkbZ-bZ-226 
ikB~;Øe% iqLdky; ,oa lwpuk dsanz dk izca/ku  l=h; dk;Z dksM % ,-,l-Vh@Vh-,e-,@ 
bdkb;k¡ % 1-15 tqykbZ 23 & tuojh 24 
  iw.kkZd% 70 

 
uksV % lHkh Á’uksa ds mÙkj nhft,A 

I½  fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 500 'kCnksa ls vf/kd esa u nsaA ¼4x10=40½ 

1- oSKkfud izca/ku dks ifjHkkf"kr djsaA izca/ku ds fofHkUu dk;ksZa dks Li"V dhft,A  ¼10½ 

2- vf/kxzg.k dh izfØ;k dks ifjHkkf"kr djsaA lzksrksa ds vf/kxzg.k esa fofHkUu leL;kvksa dks Li"V 

dhft,A ¼10½ 

3- HkaMkj lR;kiu ls vkidk D;k rkRi;Z gS\ iqLrdky;ksa ds fy, HkaMkj lR;kiu ds fofHkUu fof/k;ksa 

dh O;k[;k dhft,A ¼10½ 

4- ctV ls vkidk D;k rkRi;Z gS\ fofHkUu izdkj dh ctV fof/k;ksa dh O;k[;k dhft,A ¼10½ 

II½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 250 'kCnksa ls vf/kd esa u nsaA ¼6x5=30½ 

1- xq.koÙkk pØ ¼5½ 

2- ifjorZu ds izdkj  ¼5½ 

3- orZeku ;qx esa iqLrdky; izca/kd dh Hkwfedk ¼5½ 

4- usokdZ ifjpkyu iz.kkyh ¼5½ 

5- iqLrdky; lkexzh dh NVuh ¼5½ 

6- iqLrdky;ksa ds fy, tu'kfDr fu;kstu ¼5½ 
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BLIE-227: DOCUMENT PROCESSING PRACTICE 
TUTOR MARKED ASSIGNMENT 

 

Coverage: Course Code: BLIE-227 
Course: Document Processing Practice                   Assignment Code: AST/TMA/ Jul.23 - Jan.24     

Blocks: 1 to 3                                                                                                        

Units: 1 to 14 Total Marks: 70 

 

 Part 1: Classification Practice: DDC 19th Edition 

Note:                                                                                                  (7X5 = 35 Marks) 
 

I. Furnish your answers in the space provided against each title in 
the tabular format suggested below. 

 
II. Classify all the titles given below. Each question carries 7 marks (3 

marks for the class number and 4 marks for the analysis). 
 

III. The Class Numbers assigned should be as specific as possible and also 
provide the detail analysis of the construction of the class number. 

 
IV. Copies of 19th edition of Dewey Decimal Classification are available for 

your use in the Study Centre. They are to be returned after use. 
 

 

  
 

Sl. 
No. 

Title to be Classified Class Number 
Assigned 

Digit by Digit 
Class Number

1. Directory of Medical Libraries 
in India 

  

2. Research in Dry farming   
3. A Textbook of Aeronautical 

Engineering 
  

4. Copyright Law in Indonesia   
5. Photographing the Nature: 

Techniques 
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Part 2: Cataloguing Practice 
Note:                                                                                       (7X5 = 35 Marks) 

 
I. Catalogue the titles as per AACR-2R and MARC 21. In the case of AACR- 

2R all added entries are to be provided. 
II. The answers are to be worked out on paper only, marking out 5" X 3" 

cards in the case of AACR- 2R and in the tabular format for MARC 21 as 
suggested below. 

III. Each question carries 7 marks (4 marks for the AACR- 2R and 3 marks 
for the MARC entry). 

IV.  Copies of Sears List of Subject Headings are available to for your 
use in the Study Centre. They are to be returned after use. 

 
 

2) . Format for AACR-2R Cards: 

Format for MARC 21: 

 

Tag Indicator Description Subfield Data
     

 

 

(5) 
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3) Title 1: 
 

LAWRENCE AND HIS LABORATORY : 
NUCLEAR SCIENCE AT BERKELEY 

 
J.L. HEILBRON 

ROBERT W. SEIDEL 
BRUCE R. WHEATON 

BERKELEY 
 

LAWRENCE BERKELEY LABORATORY AND OFFICE FOR HISTORY 
OF SCIENCE AND TECHNOLOGY, UNIVERSITY OF CALIFORNIA 

1981 
 

 
    OTHER INFORMATION 

CALL NO. 539.7072079467 HEI  

ACC. NO. 73425 

PAGES 111 p. 
SIZE 22 cm. 

     ISBN                    091810209X 

 

(5) 

 
 

Title 2: 
ESSAYS ON SOCIAL SECURITY AND TAXATION : GUSTAV VON SCHMOLLER AND 

ADOLPH WAGNER RECONSIDERED 
 

Edited by Jurgen G. Backhaus  
 

Marburg Metropolis-Verlag 
1997 

 
    OTHER INFORMATION 

CALL NO.     368.4 ESS 
ACC. NO. 435443 
PAGES xiv, 333 p. 
SIZE 21cm. 
ISBN              0043360777 
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 Title 3: 
 

SUMMARIES OF PAPERS PRESENTED AT THE CONFERENCE ON 
LASERS AND ELECTRO-OPTICS, MAY 8-13, 1994, ANAHEIM 

CONVENTION CENTER, 
ANAHEIM, CALIFORNIA 

 
Sponsored by Optical Society of America, IEEE 

Lasers and Electro-optics Society in cooperation with Quantum Electronics Division 
of the European Physical Society, Japanese Quantum Electronics Joint Group. 

 
Washington, DC  

Optical Society of America  
1994 

    OTHER INFORMATION 
CALL NO.       21.366  CON 
ACC. NO.        365231 
PAGES  xvi, 523 p.. 
SIZE  28 cm. 
ISBN                   155752341X 

 

 
Title 4: 

INDUSTRIAL APPLICATION OF BIOTECHNOLOGY  
 

I.A. Krylov and G.E. Zaikov, editors 
Vol. 1 : Biosensoric express analyzers for systems of automatic control and 

monitoring of technological processes in alcohol production / A.E. 
Kitova, A.V. Kuzmichev and A.N. Reshetilov.  

Vol. 2 : Effects of light and nitrogen availability on growth and accumulation of 
arachidonic acid in the microalga parietochloris incisa/M.N. Merzlyak.  

Vol. 3 : The use of capillary electrophoresis for determination of dehydroshikimic 
acid in enzyme reaction mixtures for measuring of activity of shikimate 
dehydrogenase/A.E. Novikova 

 
L. Rienner Publishers 

New York Nova Science Publishers  
2006 

    OTHER INFORMATION 
CALL NO. 660.6  
ACC. NO. 345672-4 
SIZE 26 cm. 

    ISBN                  1600210392 
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 Title 5: 
 

Journal of the New York Academy of Medicine 
Vol. 12 No. 1 January 1920 

 
New York 

S. S. & W Wood 

    OTHER INFORMATION 
CLASS NO.                       610.1105 
FIRST PUBLISHED IN 1971 
FREQUENCY                   4 per year 
ISSN 0009-2258 
HOLDINGS Library has all the volumes 
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Ckh-,y-vkbZ-bZ-228% lwpuk mRikn ,oa lsok,a 
v/;kid tk¡p l=h; dk;Z 

 
fo"k; foLrkj%  dk;ZØe dksM % ch-,y-vkbZ-bZ-228 
ikB~;Øe% lwpuk mRikn ,oa lsok,a  l=h; dk;Z dksM % ,-,l-Vh@Vh-,e-,@ 
[kaM% 1-4 tqykbZ 23 & tuojh 24 
bdkb;k¡ % 1-14  iw.kkZd % 70 

Hkkx – 1  
uksV % lHkh Á’uksa ds mÙkj nhft,A 

I½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 250 'kCnksa ls vf/kd esa u nsaA ¼3x5=15½ 
1- ^lwpuklesdu* vfHkO;fDr ls vkidk D;k rkRi;Z gS\ bldh izfØ;kvksa ij ppkZ dhft,A ¼5½ 
2- MkbtsLV lfoZl ls vki D;k le>rs gSa\ blds izdkj vkSj rS;kjh ds pj.kksa ij ppkZ dhft,A ¼5½ 
3- osc 2-0 dks ifjHkkf"kr djsa\ xq#fyc vkSj jsfo'k dh fo'ks"krkvksa dk o.kZu dhft,A ¼5½ 

II½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 200 'kCnksa ls vf/kd esa u nsaA ¼5x4=20½ 
1½ osc ekdsZfVax feDl ls vki D;k le>rs gSa\ blds lk/kuksa dh ppkZ dhft,A  ¼4½ 
2½ lkexzh izca/ku iz.kyh dk D;k vFkZ gS\ blds izdkjksa ij ppkZ dhft,A ¼4½   
3½ ^bysDVªkWfud nLrkost forj.k iz.kkyh* dks ifjHkkf"kr dhft, rFkk blds ykHkksa rFkk fof/k;ksa dk 

mYys[k dhft,A  ¼4½ 
4½ lwpuk fo'ys"k.k vkSj la'ys"k.k dh vko';drk dks le>kb,A ¼4½ 
5½ iqLrdky;] lwpuk dsanz vkSj lwpuk fo'ys"k.k dsanz esa varj crkb,A ¼4½ 

Hkkx – 2 
 

1½ ,e,y, (MLA) ekud ds 7osa laLdj.k dk mi;ksx djrs gq, fuEufyf[kr xzaFk lwph lacaèkh 
tkudkjh dks O;ofLFkr djsaA  ¼3x5=15½ 

 
a) iqLrd (Book) 
 
ys[kd@ Authors  eqFkkZokdk] isVªhfl;k gkfizax] eSØs,fylk 

Murtha Baca, Patricia, Mcrae Elisa 
'kh"kZd@Title  lkaLÑfrd oLrqvksa dks lwphc) djuk 

Cataloging Cultural Objects 
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mi'kh"kZd@ Sub Title  lkaLÑfrd dk;ksZa vkSj mudh Nfo;ksa dk o.kZu djus ds fy, ,d xkbM 

A Guide to describing Cultural Works and their images 

çdk'kd dk uke@ 
Name of Publisher 

vesfjdu ykbczsjh ,lksfl,'ku 
American Library Association 

çdk'ku dk LFkku@ 
Place of Publication  

lkark ckjcjk] dSfyQ+ksfuZ;k] ;w,l,  
Santa Barbara, California, USA 

çdk'ku dk o"kZ@ Year 
of Publication  

2022 
 

ISBN  Paperback: 978083899496: $45 
 

b) ,d fdrkc esa vè;k; ¼Chapter in a Book½ 
laiknd Editor  ekbdyuSUlh Michael Nancy 
fdrkc dk 'kh"kZd@ 
Title of the Book 

laf{kIr ,,lhvkj 2% ,,lhvkj 2 2002 la'kks/ku 2004 v|ru pkSFks laLdj.k ij 
vk/kkfjr 
The concise AACR 2: Based on AACR2 2022 revision 2004 update 
forth edition  

çdk'kd dk uke@ 
Name of Publisher  

vesfjdu ykbczsjh ,lksfl,'ku 

American Library Association 
çdk'ku dk LFkku@ 
Place of 
Publication 

;w,l, 
USA 

çdk'ku dk o"kZ@ 
Year of 
Publication  

2006 
 

vè;k; dk 'kh"kZd@  
Title of the 
Chapter  

yslbt+eksj% ,izSfDVdy xkbM Vw dSVykWfxax Ldwy ykbczsjh dysD'ku 
Less is more: a practical guide to cataloguing school library 
collection  

vè;k; ds ys[kd@  
Author of the 
Chapter  

Mksuk ckWecSd 
Donna Baumbach 

i"̀B Pages  202-230 
 

c)  Video ohfM;ks 
fuekZrk dk uke@  
Creator Name  

t;nhi 'kekZ 
Jaideep Sharma  

ohfM;ks dk 'kh"kZd@  

Title of Video 
O;kolkf;d f'k{kk vkSj baVuZf'ki 

Professional Education and Internship 
viyksMsM ck;@ bafnjk xkaèkh jk"Vªh; eqä foÜofo|ky;  
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UPLOADED BY IGNOU  
fnu eghuk lky@  

Day Month Year 
27 tqykbZ 2022  

17 July 2022 
URL https://www.youtube.com/watch?v=cnVCFfV4Bz0 
 

d) Journal Article  
ys[kd@ Author  furs'k dqekj oekZ ek;k nsojh vkSj eukst dqekj oekZ 

Nitesh Kumar Verma Maya Deori and Manoj Kumar Verma 
tuZy dk uke@  
Name of Journal  

iqLrdky; vkSj lwpuk çkS|ksfxdh ds MslhM‚d tuZy 
DESIDOC Journal of Library & Information Technology 

ys[k dk 'kh"kZd@  
Title of the article  

dksfoM&19 ds nkSjku iqLrdky; lsok,a% Hkkjr esa dsanzh; fo'ofo|ky; iqLrdky;ksa dh 
osclkbVksa dh mi;ksfxrk fo'ys"k.k 
 
Library Services During COVID-19: A Usability Analysis of 
Websites of the Central University Libraries in India 
 

okWY;we la[;k@ 
Volume number  

42 

fuxZr la[;k@ Issue  06 
çdk'ku dk o"kZ@ 
Year of 
Publication  

2022 

i"̀B la-@ Pages  331-353 
Mh vks vkbZ@ DOI   djlit/artical/view/18130/7880 
 
 
2½ uhps fn, x, ikB dk lkadsfrd lkj vfèkdre 50 'kCnksa esa rS;kj djsaA   (5 ) 

 
baMks&iSflfQd dk ifjHkkf"kr laca/k 

 
vkWLVªsfy;kbZ iz/kkuea=h ,aFkuh vYcuhl dh igyh Hkkjr ;k=k us f}i{kh; laca/kksa esa ,d vlk/kkj.k uhfr 
ds foLrkj dh 'kq:vkr dhA vYcuht us bl ;k=k ds nkSjku iz/kkuea=h eksnh ds lkFk ?kfu"B O;fDrxr 
lehdj.k fodflr fd,A ;g Hkfo";ok.kh djuk mfpr gksxk fd lky dh vafre frekgh esa vYckfu;k 
ds fQj ls Hkkjr vkus vkSj bl lky esa ih,e eksnh ds vkWLVªsfy;k nkSjs ds lkFk] 2023 esa f}i{kh; laca/kksa 
esa vlk/kkj.k etcwrh ns[kus dks feysxhA ,d Lrj ij ij] ;k=k us lkaLÑfrd laca/kksa dks c<+kok nsus] 
yksxksa ls yksxksa ds laidZ] 'kSf{kd vkSj dkS'ky lg;ksx] foKku vkSj izkS|ksfxdh esa lg;ksx] vkSj ekStwnk 
vkfFkZd lg;ksx vkSj O;kikj ds mUu;u ij vke le> ds ek/;e ls O;kikj vkSj fuos'kd dks c<+kok nsus 
esa ekStwnk lk>snkjh dks etcwr fd;kA ,d O;kid vkfFkZd lg;ksx le>kSrs ¼lhbZlh,½ ds fy, le>kSrk 
¼bZlhVh,½A nwljs Lrj ij] blus Hkkjr iz'kkar dks iwjh rjg ls /;ku esa j[krs gq, foLrkfjr lqj{kk vkSj 
j{kk lg;ksx ds ek/;e ls Hkkjr&iz'kkar ij /;ku dsafnzr fd;kA vkbZ,u,l foØkar ij] Hkkjr dk igyk 
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Lons'k fufeZr foeku okgdiksr] vYckuht us Hkkjr dks vkLVªsfy;k ds ^'kh"kZ Lrjh; lqj{kk Hkkxhnkj* vkSj 
nksuksa ns'kksa ds fy, fgan egklkxj dh dsanzh;rk ds :i esa lanfHkZr fd;kA igyh ckj] vkWLVªsfy;k 
ekykckj vH;kl dh estckuh djsxk] ftlesa Hkkjr] vesfjdk vkSj tkiku ds lSfud tgkt 'kkfey gksaxsA 
vkWLVªfy;kbZ vkSj Hkkjrh; l'kL= cyksa }kjk lSU; vH;klksa dks rst djus dh Hkh ?kks"k.kk dh xbZ] D;ksafd 
nksuksa ns'k feydj bl {ks= dh pqukSfr;ksa dk lkeuk dj jgs gSaA  
(Source: https://www.financialexpress.com/opinion/the-indo-pacifics-defining-relationship/ 
3011123/(17-03-2023)A 

3½ lekpkj i= drju lsok rS;kj djsaA fdlh ,d lekpkj i= dk p;u djsaA vkSj fiNys lkr 
fnuksa ;k yxkrkj 7 fnuksa ds fy, lekpkj i= czkmt+ djsaA   (3X5=15 )  

 
fo"k;ksa dks doj djus okys lekpkj vkbVe pqusa tSls% 
 
1- th 20 ubZ fnYyh f'k[kj lEesyu 2023 
2- pquko 2023 
3- Hkkjr dk 2023 dk dsanzh; ctV 
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Ckh-,y-vkbZ-bZ-229% iqLrky;ksa esa lwpuk ,oa lapkj izkS|ksfxdh 

v/;kid tk¡p l=h; dk;Z 

fo"k; foLrkj%  dk;ZØe dksM% ch-,y-vkbZ-bZ-229 

ikBîØe% iqLrdky;ksa esa lwpuk ,oa lapkj çkS|ksfxdh  l=h; dk;Z dksM % ,-,l-Vh@Vh-,e-,@ 

[kaM% 1-2 tqykbZ 23 & tuojh 24 
bdkb;k¡% 1-8   iw.kkZd% 35 
 

I½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 250 'kCnksa ls vf/kd esa u nsaA ¼3x5=15½ 
1-  iqLrdky; Lopkyu dks ifjHkkf"kr djsaA iqLrdky; Lopkyu ds fodkl ij ppkZ dhft,A ¼5½ 

2-  vkbZ,y,l esa dfeZd if=dk fu;a=.k ds fy, dk;Z laca/kh vko';drkvksa dh O;k[;k dhft,A ¼5½ 

3-  vkbZ,y,l dk p;u djrs le; fofHkUu ewY;kadu ekunaMksa ij foLrkj ls ppkZ dhft,A  ¼5½ 

II½ fuEefyf[kr ÁR;sd iz'uksa ds mŸkj 200 'kCnksa ls vf/kd esa u nsaA ¼10x2=20½ 
1-  izLrko ds fy, vuqjks/k D;k gS\ ;g iqLrdky; Lopkyu dks dSls ykHk igqapkrk gS\ ¼2½ 

2- fyaDM vksiu MsVk ¼,yvksMh½ ¼2½ 

3- vkWuykbu ifCyd ,Dlsl dSVykWx ¼vksih,lh½ ¼2½ 

4- vksiu lkslZ l‚¶Vos;j iSdst dk mi;ksx djus ds ykHk ¼2½ 

5- Lopkfyr ifjlapj.k dk dk;Zizokg  ¼2½ 

6- dksgk dh fof'k"V fo'ks"krkvksa dk o.kZu dhft, ¼2½ 

7- n'̀;&JO; laihMu  ¼2½ 

8- izlwphdj.k midj.k  ¼2½ 

9- bZ&xzaFkky; dh fo'ks"krkvksa ij ppkZ dhft,A ¼2½ 

10- vksiu lkslZ vkWijsfVax flLVe  ¼2½



 
 

Ckh-,y-vkbZ-bZ-229% iqLrky;ksa esa lwpuk ,oa lapkj izkS|ksfxdh 

v/;kid tk¡p l=h; dk;Z 

Ák;ksfxd dk;Z 

fo"k; foLrkj%  dk;ZØe dksM% ch-,y-vkbZ-bZ-229 

ikBîØe% iqLrdky;ksa esa lwpuk ,oa lapkj çkS|ksfxdh  l=h; dk;Z dksM % ,-,l-Vh@Vh-,e-,@ 

[kaM% 1-2 tqykbZ 23 & tuojh 24 
bdkb;k¡% 1-8 iw.kkZd% 35 
 
lkekU; funsZ'k% 

i½  vkidks v/;;u dsaæ esa çk;ksfxd l=h; dk;Z djuk gSA vlkbuesaV dk ewY;kadu dkmalyj 
/çSfDVdy i;Zos{kd }kjk fd;k tk,xkA 

ii½  blfy, lHkh mÙkjksa ds fy, LØhu dSIpj djsa vkSj mUgsa ,d Qkby esa lgstsaA dkmalyj /çSfDVdy 
i;Zos{kd }kjk bu LØhu dSIpj dk ewY;kadu fd;k tk;sxk vkSj rnuqlkj vad fn, tk,xsaA 

iii½  lHkh ç'u vfuok;Z gSaA 

I)  dksgk esa fuEufyf[kr xfrfof/k;k¡ djsa %  

d½  dksgk esa 4 mi;ksDrkvksa dk iathdj.k ntZ dhft,A 

[k½ dksgk esa 5 iqLrdksa dk xzUFkijd vfHkys[k ntZ dhft,A 

x½  dksgk esa fdlh ,d mi;ksDrk ds [kkrs esa 5 iqLrdksa dks tkjh dhft,A 

?k½  fdlh ,d mi;ksDrk ds [kkrs ls 3 iqLrdksa dks fuxZr djk,A 

M½  dksgk esa fdlh ,d mi;ksDrk dks Lej.k i= HkstsaA  ¼20½ 

II½ th,lMh,y l‚¶Vos;j baLVkWy dhft,] ihMh,Q] M‚d] ihihVh okys Ng Qkbyksa dks viyksM 
dhft,A çR;sd nLrkost ds fy, foLrr̀ esVkMkVk ntZ dhft, vkSj fdlh lhMh ds fy, laxzg 
çdkf'kr dhft,A  ¼15½ 


