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0 
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 the relevant question 
number before writing the answer. 

1.1 Describe the process of assigning classification 
number to a document. 

OR 

1.2 What do you understand by classification ? 
Discuss the general principles to be kept in mind 
while assigning classification numbers. 

2.1 Discuss the use of 'Tables' in DDC with suitable 
examples. 

OR 

2.2 What is a catalogue entry ? Describe the data 
elements in a dictionary catalogue with suitable 
illustrations. 
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3.1 What is a classified catalogue ? Describe the 
following sections of a main entry in classified 
catalogue : 

(a) Leading section ; 

(b) Heading section ; 

(c) Title section. 

O R 

3.2 Explain the meaning of corporate authorship. 
Discuss with examples the rules for cataloguing 
government documents in AACR - 2R. 

4.1 What do you understand by filing ? Discuss with 
suitable examples 'Library of Congress Filing 
Rules'. 

OR 

4.2 What is stacking ? Describe the different systems 
of stacking. 

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

(a) Limitations of classification 

(b) Salient features of DDC 

(c) Unit Card System 

(d) Problems in filing 
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