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Ly CERTIFICATE IN LIBRARY AND

E:)ﬁ INFORMATION SCIENCE (CLIS)

— Term-End Examination
< June, 2018
BLII-012 : DOCUMENT PROCESSING AND
ORGANISATION
Time : 2 hours Maximum Marks : 50

Note : Answer all questions. All questions carry equal marks.
Illustrate your answers with suitable examples and
diagrams, wherever necessary. Write relevant question
number before writing the answer.

1.1 Define library classification. Describe the steps
of assigning class numbers.

OR

1.2 Describe the structure and basic plan of DDC
19th edition.

2.1 Discuss the objectives and functions of a library

catalogue.
OR
2.2 Describe the outer and inner forms of a library
catalogue.

3.1 Explain the different data elements in a dictionary
catalogue with an example.
OR

3.2 Describe the three levels of description in
AACR-2R with an example.
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4.1 What is filing ? Describe in brief filing rules as
per CCC.

OR

4.2 What is shelving ? Discuss the different types of
shelf arrangements.

5.0 Write short notes on any two of the following
(in about 250 words each) :

(a) Relative index in DDC
(b) Table 3 in DDC

(c) Stacking principles

(d) Unit card system
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