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UNIT - |
LIBRARY CATALOGUE, NATURE & FUNCTIONS

LESSON - 01

LIBRARY CATALOGUE: NEED, PURPOSE AND
FUNCTIONS

1.0 Aims and objectives:

Library is a place where number activities are taken place. Out of these activities
cataloguing is one of the important activities. In this lesson some ideas about various aspects
of cataloguing and the process of cataloguing are discussed.

Describes the meaning and definition of the cataloguing

Interprets the importance objectives and functions of cataloguing
Distinguishes the library catalogue with other records in the library
Reveals the relationship between cataloguing and classification
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1.1 Introduction

Thought content of the author is recorded in the document in various forms that are
available in the library. They are mainly in the form of letters and0 words, pictures, graphs,
diagrams, paintings etc. The physical medium for recording such knowledge is mainly books,
periodicals, manuscripts, maps, microfilms, phonograph records, tapes, floppies, discs and
other forms; all these are for the use of the readers. The number of these records is growing
continuously. The primary function of a library catalogue is to keep track of library material
adding to the library regularly and make them available to the users when ever they require. If a
well designed catalogue is not available in the library it is not possible to use the resources of
the library how ever rich the library is and what ever important information the document
contains and thus the library is not satisfying the first law of library science-books are for use.

Recording information on the catalogue is taken place in various formats. They are
hand written typed or printed. The physical medium of recording the document information and
maintained in book from, sheaf form card form and computerized display format, where the
catalogue format will be displayed on the computer monitor. Out of all the formats the card
catalogue is popular one and in coming days computerized display format will play a vital role in
displaying the information available in the library.

Various types of catalogue cards are prepared in order to provide access to the
collection of the library to the users. They are author catalogue, title, subject translator, editor,
and series illustrator etc., catalogues. Preparing these types of catalogues will facilitate to use
the collection of the library maximum extent possible. In order to have easy tracing of
document and faster access of information the cataloguer has to take into consideration certain
access points. They are extrinsic and intrinsic features of the documents. The extrinsic
features are physical appearance (i.e. whether it is hard bound or paper back edition) of the
document, its size etc., the intrinsic features are name of the author, title, subject, publisher,
date of publication, pages, illustrations.

Cataloguing work of a document can be completed with one person but if the collection
is increased in big libraries like university libraries and public libraries it is very difficult to
catalogue all the documents procured by a single person. So there is need to employ more
numbers people to complete the work in time and make the documents available to the
readers. So it is necessary there is a need to follow certain rules to follow to have the
consistency in cataloguing format. These rules thus formulated will help in attaining he
uniformity in the cataloguing documents and this will help the readers to access the documents
without any difficulty anywhere in the world.

The term catalogue is derived from the Greek phrase “KATALOGOS” ‘KATA’ means
‘according to’ or ‘by’ and ‘LOGOS’ means ‘word’ 'order’ ‘sequence’ or ‘reason . Thus the term
catalogue may be regarded as:

1. works in which contents are arranged in a reasonable way
2. work which is done in a set plan; and
3. works whose contents are arranged in a systematic way

The three components of library are books, users and staff. The listing of documents
according to author, title, subject, series etc., forms an important tool to disclose the readers,
the resources of the library. We name such tool as catalogue. The reader need not go to the
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stacks and spend time and energy to know what the books available in the library are. Instead
he can consult the catalogue and discover the entire range of collection of his interest in the
library. Then only he has to go the racks to consult or borrow the book. Catalogue is a
resource indicator of the library; it is retrieval a tool, key to unlock the hidden treasure of the
library collection. The term ‘catalogue’ originally meant merely a list or inventory, but in modern
times the meaning of catalogue has been changed from inventory to retrieval tool.

1.2 Library Catalogue

Library catalogue will serve the users to know the resources available in the library. It
will help the users to know what the books available are written by particular author, with a
particular title and on a particular subject. It will also help to locate the document in the library.
In this section you will know about the meaning, definitions, need and purpose, and the
functions of the library specific objectives and functions of the library catalogue

1.2.1 Meaning

Catalogue is a tool which helps to know about the salient features of the document. We
will come across various types of catalogues; they are trade catalogues, publisher’s catalogues,
jewelry catalogues, fabrication catalogues, telephone directory, voters list, paints shades
catalogue etc. These catalogues are helpful to the customers in knowing the details of the
products. As these catalogues are self explanatory they are more useful in the promotion of
the business. Library catalogue is service tool which helps the users to know about the
document resources available in the library and they are also helpful in locating the documents
in the library.

1.2.2 Definitions
The term library catalogue is defined by various persons in different ways. They are

1. According to James Duff Brown “a library catalogue is an explanatory, logically arranged
inventory and key to books and their contents, and differs from bibliography is being
confined to books in a particular library”.

2. Dr. S. R. Ranganathan defined as “ A library catalogue is a list of documents in a library or
in a collection forming a part of it”

3. A terminology group at International Conference of cataloguing Principles (ICCP) held at
Paris has defined the catalogue as “a comprehensive list of collection or collection of books,
documents or similar material”.

4. H. A .Sharp defined a “catalogue is the record of information regarding manuscripts, books,
pamphlets musical composition, illustrations paintings, maps, slides etc.,

5. Anglo American Cataloguing Rules 2(AACR?2) defined as a list of library materials contained
in a collection, a library, or group of libraries, arranged according to a definite sequence or
plan”.

Based on the above definitions we can conclude that library catalogue is a list of books
and other reading material in a library or group of libraries prepared according to a set of rules
furnishing the required information to the users and guide them in location of the materials.
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In the light of above definitions it is under stood that library catalogue is a

list and record of documents including books, manuscripts, maps, charts, etc. which is
arranged systematically in an

alphabetical order and which helps in;

locating aiding, identifying and indicating;

the holdings and resources of a library.
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The above definitions indicate that the library catalogue should give a detailed account
of all the materials available in the library. It has to furnish various elements of the documents,
such as author, title, publisher etc. Next it has to provide necessary entries pertaining to the
document so that to facilitate to have access to author entry, title entry, subject entry series
entry etc. In the last step the catalogue information is recorded on various media like book form,
sheaf form, card form, computer out put form.

1.2.3 Need and Purpose

Catalogue serves as a key to unlock the hidden treasure in the form documents
available in the library. It is a retrieval tool to information from the collection of the library. A
catalogue is a resource indicator a finding tool of the library collection. The main purpose of the
library catalogue is to provide information about the availability and non availability of a
publication in the library, if the author, title, or the subject is known to the reader. In absence of
catalogue it is not possible to know the availability and locating the documents.

1.2.4 Specific Objectives of Library Objective

The main purpose of library catalogue is to act as a 'key to the library's stock. It is the
only tool which serves as a "Corporate Memory”.

More than a century ago, C.A. CUTTER in 1876, in his 'Rules for Dictionary Catalogue'
states the objectives of a Library Catalogue as follows:

1. To enable a person to find a book of which either:

(a) the author is known

(b) the title is known

(c) the subject is known
2. To show what the library has:

(d) by a given author

(e) on a given subject

(f) in a given type of literature.
3. To assist in the choice of books:

(g9) as to its edition (bibliographically)

(h) as to its character (literary or topical)".

Today, it should be noted however, that Librarians/Libraries are concerned with a

variety of media in addition to book form. When Cutter's objectives are considered, they should
he viewed in this light. Therefore they could be restated thus:

1. To enable a person to find an item of whether:
(a) the person or body having primary intellectual responsibility is known,
(b) the title is known,
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(c) the subject is known.

2. To show what a library has:

(d) by a given person or body,

(e) on a given subject

(f) in a given kind of literature or form of material.
3. To assist in the choice of an item as to

(9) its physical form

(h) its content and character

(i) its edition.

It, therefore, clearly shows that Cutter's objectives still remain valid even in this age of
mechanical and sophisticated devices of information retrieval methods. Cutter's objectives (a),
(b) and (d) are met by entries under author, and title, which may form part of a or be a
completely independent catalogue or serve as an index to a classified sequence. Sometimes
author catalogue is replaced by a Name catalogue. His objectives (c) and (e) are met by the
subject catalogue, which may be arranged either alphabetically by subject headings or in a
classified sequence. The (g) and (h) objectives are catered to by the descriptive element of the
catalogue entry, including the notes and annotation.

LUBTEZSKY stated two objectives of the library catalogue

1. To enable the user of the catalogue to determine readily whether or not the library has the
book he wants. The catalogue is constantly searched by the readers and the library staff. If
the catalogue is good, the information may be found quickly.

2. To reveal what works the library has by a given author under one form of author's name
and the edition or translation of a given author.

According to Dr.S.R.RANGANAGTHAN, (as stated in his Library Manual), the main
purposes/functions of a catalogue is to provide answers to readers questions such as the
following:

1. s there a book in the library by such and such an author?

1.1. What are all the books in the library by him?

2. Is there a book in the library with such and such a title. that is name?

3. Is there a book in the library with such and such a collaborator that is editor, translator,
reviser, compiler, commentator etc.?

3.1. What are all the books in the library with him as a collaborator?

4. s there a book in the library in such and such a publisher series?

4.1. What are all the books in the library in that publisher's series?

5. Is there a book in the library in such and such a subject?

5.1. What are all the books in the library on that subject and on its subdivisions and on
subjects of which it is a subdivision?

From the above questions, we can identify the purpose of a catalogue.
Further, Dr. S. R. Ranganathan, in his "Classified Catalogue Code", has treated a library
catalogue as 'a tool', emphasized that the purpose of a Library Catalogue should be to:
1. Disclose to every reader his/her document.
2. Secure for every document its reader.
3. Save the time of the reader and for this purpose
4. Save the time of the staff.
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The international Conference on Cataloguing Principles, held in 1961 in Paris
recognized the following objectives of Library Catalogue:

(a) To provide information on availability of a particular book in the library in the following
manner:
(i) If both the author and title are known then by author and title
(ii) If author's name does not appear on the title page then only by the title, and
(iii) If both author's name and title do not appear on the title page, then by approximate
subject headings.
(b) What books and which editions of each book by an author are available in the library.

1.2.5 Functions of a Library Catalogue

On the basis of the above stated objectives we can bring out the following two main
functions of a Library Catalogue.

1. Functions in reader's service.
2. Functions in library operations.

The first function includes reference service, guidance to the reader about a particular
book; of a particular author; on a particular subject.

The second function includes the assistance in book selection, guidance to library staff
etc.

The functions of a catalogue are fulfiled with the help of the following entries or
recordings or by the following methods:

1. By recording each work in a catalogue under author, joint author, editor, compiler,
translator, illustrator or any other person or body or under uniform title as the case may
be.

By recording titles of works, when necessary.

By making entries under the appropriate subject .headings.

By making entries under series title, where necessary.

By recording even parts of a book under authors, title and subject, where necessary.
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By making cross references - a reader may be guided from one entry to another entry in
the catalogue.

7. By providing a description of each book -the name of the author, title, edition, imprint
collection and notes, where necessary.

By recording call number of each book-a book may be located or obtained

By arranging author entries in such a way all the works of a particular author will be found
together.

10. By arranging subject entries, in a particular order, so that similar topics will fall together
and related topics will be correlated.

MAARGRAT MANN has summarized the functions of library catalogue as follows:
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(i)

(ii)

(iii)
(iv)

(v)
(vi)

(vii)

to keep record of each of the books collected in the library under author, translator,
editor, illustrator, commentator, series or under any such individual, group, or persons,
or corporate author under which a reader may search for the book and the extent to
which preparation of such entries and records are desirable for a library;

to arrange entries in such a manner as all the books written by an author are placed
together. This arrangement has two fold utility, first the reader comes to know about a
specific book written by an author, and secondly he also comes to know about all books
written by the same author which are available in the library;

to maintain a subject-wise record of each book available, in the library;

to arrange subject entries in such a manner as to bring together similar subjects at one
place and also reveal relations among related subjects;

if need be, to prepare title entries and cross reference entries so that readers arc
directed from one entry to the other related entry;

to provide detailed information about a book by incorporating title, imprint, notes etc;
and

to indicate call number in each case so that the concerned book can be located and
traced.

Thus a catalogue should furnish the above pieces of information but it does not

necessarily mean that all catalogues are made in such fullness. The purpose of the library, the
category of the clientele, the needs of the users, number of books and library budget should be
considered while planning a library catalogue. On the whole, it should perform the following
functions:

(A) It should serve as a basic tool of communication of human knowledge dealt with in the
books and other library materials of a particular library for the users of the library;

(B) It must record, describe and display the entire resources of a library with a view to making
them easily accessible to readers; and

(C) It must provide dependable bibliographical information for systematic study and research

Ranganathan has explained the functions of library catalogue in the context of five laws of
library science

Law No. Law description Functions of catalogue

First Books are for use To promote the use of books

Second Every reader his/her book To disclose to every reader his/her book

Third Every book its reader To secure book its reader

Fourth Save the time of the reader To save the time of the reader and for this
Purpose, to save the time of the staff

Fifth Library is a growing organism To facilitate frequent addition and
with drawl of books

1.2.6 Cataloguing Process

Generally a book is received by three processes, they are
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1. Purchase from the vendor
2. Exchange
3. Gratis

For purchase of books there is need to prepare indent for the acquisition of the book,
then it is to be approved by the concerned authorities to procurement, then the order may be
placed to the vendor. After receiving the book by the library the book is to be classified first and
then cataloguing process starts. For cataloguing the book the first step is to identify the person
or body chiefly responsible of the thought and artistic expression of information embodied in the
book. After identifying the main entry heading then the main entry is to be prepared by
recording all the bibliographic details of the book, like classification no., book no, author/s, title,
statement of responsibility, edition statement, imprint, collation, notes, accession number,
tracings. This information is to recorded on the catalogue card by neat hand writing or typing.

1.3 Catalogue and Other Records in the Library

There are many similar tools and records which sometimes create confusion and such
tools and records are taken to be catalogues. In many commercial and scientific organizations,
readers tend to speak of the catalogue as the card index with this implication that cataloguing is
merely one of the forms of filing. It is, therefore, essential to offer some clarification so that no
misunderstanding may occur in this regard.

Index

Frequently, the terms catalogue and index are taken synonymously for one and the
same thing. But they are two different things and serve two different functions. The catalogue
reveals to a reader the whole collection of the library or a particular book whereas an index
leads a reader to the exact piece of information he requires. An index continues the work of the
catalogue and supplements it. "The list of books by different authors is a catalogue but the list
of references to individual subject in a book is an index." According to E.J. Coates, "Generally
accepted difference between a catalogue entry and index entry is that the former includes some
descriptive specification of a document containing a subject, whereas an index entry merely
locates the subject" Miss Pettee regards "an index differing from a subject catalogue only in that
its headings comprise catchwords derived from book titles."

Shelf-list

Catalogues were originally compiled to serve as an inventory of books in the library. But
the adoption of "shelf-list" by a modern librarian serves principally for inventory and control of
their arrangement on shelves and facilitates the annual stock verification. The shelf-list is
compiled with cards of each book giving the author, title, edition, number of volumes, number of
copies and call numbers. Entries of shelf-list are arranged in the sequential order. It is an
important record and can be used as a substitute for many records as detailed below

As Accession Register
When required shelf list can be used as a substitute for accession register. In some

countries, the practice to maintain accession register is not in vogue now. Shelf list has
replaced accession register. In such cases such additional information as date of accessioning,
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supplier, bill number, and price are added in the shelf list.
As an Aid to Classifier

Shelf list is an important tool for classifier. For instance, some of the acquired books are
such in nature and contents as may be classified under more than one class numbers owing to
inherent weakness in the scheme of classification or due to the fact that the book deals with
more than one subject. In such situations it is useful, rather essential to know as to under what
class number the earlier copies of the same book was kept. Then same or similar number can
be assigned to the newly acquired book to ensure uniformity in classifying books.

As Subject Catalogue

In some libraries the main catalogue is maintained in alphabetical order. In such cases
shelf list can be used as subject catalogue and it can be easily found out as to how many books
are there in the library on each subject

Bibliography

A bibliography is also a list of books, manuscripts, articles, illustrations compi1.ed on
lines similar to a catalogue and is limited in its scope to either an author, or a particular subject
but is not confined to a particular collection. The materials listed in a bibliography may be found
in any sort of collection in any part of the world. Bibliographies may be arranged in several
ways, such as alphabetically by author or title, chronologically, or alphabetically by sub-division
of the subject treated, or division of the subject treated.

A general or universal bibliography attempts to include books published on all subjects
in every age, found in any part of the world. A national bibliography lists publications of a
particular country. A bibliography may be complete or selective, depending on the amount of
literature available on the subject concerned, or the limitations met by the compiler. There may
be variations so far as the bibliographical details are concerned.

The printed catalogues of large library serve as bibliographical tools for small libraries.
The catalogue of any special collection may be used as a select bibliography of the subject.
There is a definite distinction between bibliographies and catalogues, but there is an equally
definite link between them. Bibliographers need library catalogues to help them in their
researches, and cataloguers use bibliographies for identification of publications and fact
findings. C. D. Needham points out that catalogues are themselves a form of bibliography. The
principles of cataloguing are applied equally to the entries of items in catalogues,
bibliographies, indexes and abstracts. The art of compiling a bibliography is similar to that of
compiling a Catalogue.

Accession Register

The accession register is very important record of the library in which books are listed in
the chronological order as they are received and added to the library. This serves the purpose
of the stock register and is maintained in a standard Accession Register which provides the
serial number of each book added to the library, along with full information about the title and
ultimately the ,disposition of the book due to its being in, or discarded from the collection. The
accession register provides full record of each item added to the library. It contains the column's
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of date and accession number, author, title, place and publisher, year, volume and page, size,
binding sources, cost, class number, book number and remark in certain libraries in which the
modern techniques of Library Science have not been adopted, the accession register serves
the purpose of the catalogue and sometimes the catalogue itself serves the purpose of the
accession register.

Publisher’s catalogue

A publisher’s catalogue is a list of books published by a publisher. Publisher catalogues
are prepared with a view to provide detailed information about a book with an evaluation of the
listed books some times.

1.4 Symbiosis between Cataloguing and Classification

Cataloguing and classification are dual processes which are inter linked and inter
dependent on each other .Cataloguing is helpful to the readers in knowing what are the books
available on a particular subject with a particular title by a specific author. Books are arranged
on the shelves according to the classification order in helpful sequence.

In the process of cataloguing the detailed description for the document, including author,
title, subject, series, size, price etc. are given. In the process of classification the thought
content of the document will be converted into artificial language and then converted into
figures by using mnemonics.

1.5 Summing Up

In this lesson you have understood about various types of catalogues and especially
library catalogue. The meaning definition of library catalogue has been explained to make it
clear the different aspects of the cataloguing. To acquaint intimately with the library catalogue
further details about the purpose and functions have been given. The functions of a catalogue
well described by C.A. Cutter and S.R. Ranganathan. A library catalogue is very important tool
in the library. Itis a must in the library when library is growing. A library with out a catalogue is
like a town which has been developed with proper plan. The differences between library
catalogue and other records are well compared. A comprehensive catalogue will increase the
image of the library. The symbiotic relation between cataloguing and classification explained.

1.6 Self Assessment Questions

1. What is the meaning, concept need and purpose of library catalogue?
2. Explain about the functions of a library catalogue?
3. Write short notes on:

a) Accession register

b) Shelf list

c) Bibliography

d) Symbiosis between cataloguing and classification
e) Describe the objectives of a catalogue?



\ Library Cataloguing Theory 1.11 Library Catalogue: Need, Purpose....

1.7 Further Reading

1.

ahwln

© N

Cutter, C. A. Rules for Dictionary Catalogue, 4™ ed. Washington: Government Printing
Office, 1965.

Girija Kumar and Krishan Kumar. Theory of Cataloguing. 4th ed. New Delhi Vikas, 1982.
Goswami, J. M. Manual of Library Cataloguing. New Delhi: Commonwealth, 1995.

Hunter, E.J. and Bakewell. KGB. Cataloguirig, London: Clive Bingley,1983.
Ranganathan, S. R. Classified Catalogue Code with additional rules for Dictionary
Catalogue Code. 5th ed. New Delhi: Asia Publishing House, ]1964.

Sharma, pandey. S.K. Cataloguing Theory, New Delhi: Ess Ess Publications, 1986.
Sharp, Henry A. Cataloguing. 5 th ed. Bombay: Allied,1964.

Tripathi, S.M. Modern Cataloguing theory and Practice, Agra:Shiva lal Agarwal &
Company, 1982

Vishwanadhan, C. G. Cataloguing theory and practice. 6th ed. New Delhi: Ess Ess
Publications, 1990.

1.8 Glossary

Accession Register : The chief record of the books added to the library

Bibliography :  Alist of books arranged according to some permanent principle
Cross Reference :Adirection from one heading or entry to another

Entry : Unit description about a document is an entry

Shelf list :Allist of books in a library, the entries being brief and arranged

on cards or sheets in the order of the books on the shelves

Trade catalogue . A list of the books in print/published in a country. These are

issued by publishers to notify their new publications.

Symbiosis : The interdependent relation between cataloguing and

classification

Mnemonics . Subject content of the document converted into numeric form.

* * %
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LESSON - 02

PHYSICAL FORMS OF CATALOGUE

2.0 Aims and objectives:

Preparation of library catalogue is a tedious and time consuming job. This can be done
in two phases. First phase is physical form which we select to record the document information.
The media on which the information is recorded this is also known as inner form of catalogue
and you will know about this catalogue in the next lesson. After studying this lesson you will be
able to

identify various conventional forms of catalogues
list various non conventional forms catalogues
Evaluate the criteria for a good catalogue
Comparison of different forms of catalogues
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Structure
2.1 Introduction
2.2 Physical forms of Catalogue
2.2.1 Conventional form of Catalogue
2.2.1.1 Bound Register form or Guard form
2.2.1.2 Printed book form
2.2.1.3 Sheaf form
2.2.1.4 Card form
2.2.2 Non-conventional form
2.2.2.1 Visible Index
2.2.2.2 Micro forms
2.2.2.3 COM(Computer output Micro form)
2.2.2.4 (Machine Readable Catalogue)
2.3 Criteria for a good Catalogue
2.4 Comparison of Catalogues
2.5 Summing up
2.6 Self Assessment Questions
2.7 Further Reading
2.8 Glossary
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2.1 Introduction

The history of library catalogue is very old dates back to (1668-626BC) on clay tablets at
Asurbanipal library. Chalamacus also prepared catalogue for Alexandrian library in the form of
pinakes in 250BC. The library catalogue is an indispensable and effective tool to make the
library material available to the readers. The modern librarians made much efforts in the
preparation of latest form of catalogues through which they can bring the resources of the
library well known to the readers.

Catalogue is mainly in two forms, they are:

01. Physical form or outer form on which catalogue information is recorded by way of
writing, typing or printing. This catalogues relates external appearance, shape and size
of the catalogue.

02. Inner form of catalogue reveals the internal arrangement entries like dictionary,
classified, alphabetico classed etc. In the next lesson you will know in detail about these
forms of catalogues. Physical forms of catalogues can be classified as per the structure
given in the next page:

2.2 Physical Forms of Catalogue

PHYSICAL FORMS OF
CATALOGUE
|
1 1
CONVENTIONAL NON-CONVEN-
FORMS TIONAL FORMS
[ BOUND REGISTER/ | [ VISIBLE INDEX
. GUARD FORM L |
PRINTED BOOK | [ MICROFORM
L FORM ) | CATALOGUE
(SHEAF FORM/LOOSE | [ COM(COMPUTER
. LEAFFORM L OUT PUT |
CARD FORM | (MARC(MACHINE
L ) \READABLE )
Figure-1

Figure one shows the different forms of catalogues
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2.2.1 Conventional forms Catalogue
2.2.1.1 Bound Register form

Bound register form is one of the oldest and popularly used form of catalogue for
maintaining the records of the library. The entries in the catalogue vary from library to library
and they do not follow any rules and norms. In this form of catalogue some pages are ear
marked for title entry and some pages are for subject entries. This type catalogue is not having
any flexibility. If the collection increases the entries become over crowded and there is no
possibility to insert the new entries. Since the register is in manuscript form it not possible to
duplicate it. This register is made with thin paper they do not with stand longer durability, wear
and tear. This is useable as an inventory tools to up to date the collection of the library.

Examples for these types’ libraries are

01. public libraries
02. School libraries and
03. Small college libraries

Advantages: Advantages of this form of catalogue is:

1. Simplicity
2. Easy to use.
3. Portability

Disadvantages: The disadvantages of this form of catalogue are:

1. Entries written by hand, so some readers find it difficult to read it if the hand writing is not
good.

2. Having more number of copies is a matter with financial commitment.

3. One person can use the catalogue at a time.

4. Additions of more number of entries is not possible.

5. Added entries, reference entries, analytical entries, see and see also entries are also not

possible.

2.2.1.2 Printed book form

This form is know as book catalogue, traditionally various large libraries are used this
type of catalogue. Periodicals supplements are published to up date the catalogue. Many
entries are recorded in one page. Before the adoption of open access system these book
catalogues are in use. First book catalogue was published by Howard University in 1723.
Some well known printed catalogues are those of Library of Congress of USA, British Museum
and National Library of India. These book catalogues have their advantages and disadvantages.

Advantages

1. Accessibility is the tremendous advantage of book catalogue

2. It can be printed and kept some copies in the busy sections of the library. They can also be
sold to readers, and they need not come to library to know what the books available in the
library are.

3. It is easier to browse as so many entries recorded in one page.

4. Portability is another important advantage. It can be carried to any where and consult
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leisurely.

5. It will occupy very less floor space.

6. This catalogue can be easily duplicated by way of photographs, printing, scanning etc.
methods.

7. This catalogue may issue subject wise to facilitate the user to consult books on specific
subject (subject experts)

8. From point of view of co-operative and centralized catalogue it is very convenient.

Disadvantages

1. Printing involves main cost and small libraries cannot afford to have Printed catalogues
regularly.

2. The catalogue will become out dated by the time it comes out of the press, as during the
process of printing the catalogue so many books are acquired. So the catalogue which
came out from the press will not reflect the exact collection of the library.

3. Similarly it fails in presenting the exact collection if some collections is weeded out.

4. Though some pages are reserved for entering new titles with in no time the pages will be
filled in and it has to be sent for publishing, which Involves additional work for library staff.

5. Durability is very less as the paper is very thin and it cannot withstand for wear and tear.

2.2.1.3 Sheaf form / loose leaf form catalogue

This catalogue is having the features of both book catalogue and card catalogue. In

this form the catalogue information is hand written or typed. Some thick board material is used
with a size of 6”X4” inches to record the information. The data sheets are notched on the left
hand side and filed in bound register. James Duff brown introduced the sheaf catalogue in

1892.

Advantages
This form catalogue is advantageous when compared to book from catalogue.
It can be easily up to dated as some space is reserved for new entries, even new entries
can be cut and pasted in the new sheet if the old sheet is completed.

3. The catalogue can be maintained for subject, author, and title separately.

4. Easy for consultation and also for updates.

5. It occupies less floor space.

6. It can be duplicated easily and can be portable to various places.

Disadvantages

1. The filing system involves, springs, and other items removing and putting them again is
a tedious job.

2. The information recorded normally with ink may prone to atmospheric changes and this
leads to discolor of ink or the hand writing is not easy to read for others if the hand
writing is not good.

3. ltis not possible to take advantage of co-operative catalogue.

4. ltis not useful for display purpose though the intension catalogue is for display purpose.

5. Data sheets in this catalogue are not much durable compared to card catalogue.
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2.2.1.4 Card catalogue

A TWENTY TRAY CATALOGUE CABINET

Figure-1 A TWENTY TRAY CATALOGUE CABINET Figure-2 Tray

Figure-1 shows a twenty tray catalogue cabinet made up of wood. Catalogue cabinets made
up of steal are also available.
Figure-2 will give a clear picture of the arrangement of cards in the tray.

It is a thick card with a uniform size of 3"X5” (7.5X12.5 cms.) inches. This size is
universally accepted and it is following through out the world. The material used for this card is
thick board with in ivory coating for with standing for longer durability and with stand for wear
and tear. The catalogue information is recorded on the card by hand writing or typing or
printing. Printing catalogue cards is advantageous as it reduces the labour on cataloguer to
prepare added entries. This system is also called unit card system. The supplier will supply
five to six main entry cards on which the cataloguer will type the required added entries like,
author, title, subject etc. A sample card is provided here for easy understanding of the students
to know its shape and size on the card. The card there are one horizontal line on the top of the
card and two vertical times on the left hand side of the card, information about the document is
recorded on the cards. There is a whole in the bottom of the card and a steal rod is passed on
through the holes of the cards, this helps library staff to prevent in removing the cards from the
trays. The cataloguer can up to date the catalogue by inserting new cards or deleting the cards
of with drawn books.

5 inches or 12.5cm Horizontal

3 inches or
7.5cm
Vertical
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The catalogue trays are standardized. So many library suppliers are making the
catalogue cabinets with standard size trays and supplying to the libraries.

Advantages
1. Itis more advantageous compared to book form, sheaf form and guard form catalogues.
2. ltis following universally all over the world.
3. Durability: Due to the thickness of the card, it will facilitate for longer  durability.
4. Update: Updating catalogue is very easy as each entry will be entered on single card
and this is filed in its respective sequence.
Flexibility: It is flexible so insertion or deletion of card is easy.
It is easy to consult and many users can use the catalogue at a time.
This catalogue is very useful for readers they can consult the catalogue and pick up
book of their without disturbing library staff for help.
8. The great advantages of the card catalogue are the related entries are filed at one place.
This saves the time of the readers.

No o

Disadvantages

1. The cards are costly compared to book, sheaf and guard form catalogue.

2. This catalogue occupies more space compared other catalogues.

3. ltis not portable, so it accessibility is limited to library only.

4. Sometimes the reader may remove the cards from catalogue tray, this will

5. Create a problem in tracing the book.

6. If catalogue tray is engaged by a reader in its consultation others who are in need of that
tray has to wait until the first reader completes his job.

7. ltis costly to prepare so many cards for a single document.

8. Itis not economical keeping in view of cost, time and labour involved in it.

9. Insertion of new entries and deletion of entries for the title which are withdrawn involves

in laborious and time consuming process.

In spite of the disadvantages it is having edge over these disadvantages keeping in view
of its advantages wide usage by the readers all over the world.

2.2.2 Non-Conventional form of catalogues

The non conventional forms are those which are not conventional and not used in many
libraries. These Non-Conventional forms of catalogue are used in the periodical sections of big
libraries and some special libraries. Diagrammatic presentations give you the clear picture of
various types of Non-Conventional form of catalogues.
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NON-
CONVENTIONAL
CATALOGUES

VISIBLE INDEX MICROFORM COM(COMPUTER MARC(MACHINE
CATALOGUE OUTPUT READABLE
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Figure-3 shows the diagrammatic representation of the micro form catalogues
Figrue-4 shows about the visible index

2.2.2.1 Visible Index (Cardex)

This type of catalogue used in the periodical section of big libraries and in special
libraries. In this a steel cabinet with metal trays are arranged. In that metal trays, metal frames
arranged and these are fitted with thick cards on these cards information about periodicals and
in special libraries product specification, code etc. are recorded. lIts size is 12.5x20 cms. The
salient features of cardex are:

1. The cards inserted in the frame can accommodate more information on both sides of the
card.

2. It records the information of periodical over the years. This can help the periodicals
librarian to take information about the payment is made, reminders sent or to be sent,
binding information etc.

3. The edges of the cards are marked with alphabets, so that it is easy to identify by the title
of the product.
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4. There is a facility to insert the new cards and delete the older from filing.

2.2.2.2 Microform catalogue

CATALOGUE
| |

[ MICROFORM ]

1 1 1
[ MICROFITCHE ] [ ULTRAFITCHE ] [ MICRPFILM ]

Figure-5

In this type of catalogue information about the document will be stored and the
information is stored in magnetic impulses and these are not visible for naked eyes. Microform
catalogue require equipment to read the information. The cost of the equipment is little high but
it will accommodate good volume of data. We will come across the following types in Microform
catalogues.

Micro fitchee
It is a microform catalogue, its identification recorded on the top of cover and this can be
read with our eyes. A micro fiche can accommodate 98 pages in it.

Ultra fiche

This form will accommodate more information i.e. thousands of pages can be recorded
on single ultra fiche, large libraries like L.C. and British museum library catalogue are
accommodated in a small box ultrafitche forms.

Microfilm
In this form catalogues the information is recorded on microfilms. A micro film reader is
required to read the index of the film also all the large libraries will have microfilm division.

2.2.2.3 COM (Computer output micro form)

In this form of catalogue the information about catalogue is available on floppies, CD’s,
and DVDs. The jackets are used to record the content of the floppies/ CD’s, and DVDs. Huge
amount of data can be stored on the Computer out put micro form. Hard disk is used to store
the catalogue data. The computer terminal can be used as form of displaying the content of
these COMs and the reader can interact with the data through the computer terminal only.
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2.2.2.4 MARC (Machine Readable Catalogue)

MARC was started in 1966 in USA and it was expanded in the year 1967. MARC is
producing the catalogues in tape form and these are supplying to the libraries on cost basis.
These tapes can be used by computers and the catalogue can follow the catalogued data
available on the MARC tape. This saves time of library professionals and it save money, labour
in preparing the catalogues and ensures the standardization of the catalogue.

CD’s and DVDs are latest form of information storage devices. These will store huge
amount of catalogue detail and also helpful in the speedy retrieval of information.

2.3 Criteria for a Good Library Catalogue

Inner forms of library catalogue are examined on the basis of functions and objectives of
catalogue discussed in the next lesson. Similarly, physical forms of library catalogue are
examined mainly on the basis of certain inherent qualities. Before, choosing a particular
physical form of catalogue for his library, it is essential for a librarian to be aware of qualities of
a good library catalogue. Following twelve qualities are generally referred to in respect of the
Library catalogue:

(i) Up to-datedness and flexibility

(ii Durability and economy

(iii) Accessibility

(iv) Portability

(v) Protection against theft of entries

(vi) Utility with reference to centralized and cooperative cataloguing
(vii)  Flexible

(viii) Easytouse

(ix) Easily guided

(x) Economic

(xi) Reproduction

(xii)  Compactness

(xiii)  Ability to serve as bibliographical tool

(i) Up -to datedness and Flexibility

From time to time new books are added in a library and catalogue entries are to be for
prepared them. A catalogue therefore should possess the quality of accommodating new entries
at their appropriate places, without disturbing the sequence of existing entries, For example, if
the library has two books written by S.R. Ranganathan: Classified Catalogue Code, and
Reference Service. The catalogue will then have title entries for these two books (in Dictionary
Catalogue). Supposing that the library acquires Library Manual written by S.R, Ranganathan,
title entry for this book will have to be accommodated between Classified Catalogue Code and
Reference Service. Without it the catalogue will not be up-to-date. Similarly, sometimes due to
some reasons some entries become obsolete, it is in useless and misleading. This may happen
if a book is lost or is weeded out. In such cases the entries pertaining to that particular book
should be taken out from the catalogue so that the catalogue may reveal the latest, current and
up-to-date picture of the library's collection. Thus the quality of up-to datedness demands that a
catalogue should have the ability of accommodating new entries at appropriate place without
disturbing the previous arrangement and at the same time it should also have the quality to
facilitate removal of obsolete entries from it without any inconvenience. This also ensures
flexibility in catalogue.
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(ii) Durability
Library catalogue should be durable i.e. it should have the strength to bear heavy use for a
longer period without losing its physical features.

(iii) Accessibility and Expansibility

A library catalogue should be accessible to more than one reader at a time, i.e. it can be
consulted by more than one reader simultaneously. In big libraries many readers need to
consult the catalogue. Similarly, the catalogue should be expansible i e. it can be expanded
easily with the growth of the book collection of the library so as to continue to accommodate any
number of entries for newly acquired books.

(iv) Portability
Portability is one of the important qualities of the catalogue. It is necessary because due
to many factors the catalogue may required to be taken out of the four walls of the library.

(v) Protection against theft of enemies

Any portable entry or catalogue can be stolen, but the entry, in catalogue that has fewer
chances of being stolen or removed is much safer. It is one of the qualities of a good catalogue
that its entries have less chances of being removed.

(vi) Utility with Reference to Centralized or Cooperative Cataloguing
A catalogue is considered to be good if it has the quality of being used in the schemes of
centralised and cooperative cataloguing.

(vii) Easy to use

A catalogue must be easy to use. It must be convenient to use. It must be easy to
handle and consult preferably by more than one reader at a time. Consequently they should be
equally accessible to staff and the users. Ease of scanning is another consideration. The
physical form should allow scanning of a number of entries at a glance.

(viii) Easily guided
It must be easy to guide. It should enable the user to find the relevant entries with the
minimum of trouble. It should be amenable to fast speed of search

(ix) Economic

It should be economical to produce and maintain. It should be inexpensive to maintain
the catalogue. However, factors such as staff time required for maintenance, cost of equipment
and furniture and other accessories, cost of updating the catalogue are some, of the factors to
be taken into consideration that will affect the economy aspect of the catalogue.

A card catalogue is accessible, no doubt within narrow limits to both the readers and
library staff.

(x) Reproduction

It should be possible to produce catalogue through some process of reproduction which
will enable one to duplicate the catalogue, so that duplicate catalogues can be easily made or
entries produced centrally for branch libraries. On the other hand, they should be capable of
taking entries produced by a central agency like British National Bibliography or Library of
congress or H.W. Wilson and Company.
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Physical forms of catalogue

(xi) Compactness

It should be compact in size so that it does not occupy much space. Usability in
conjunction with Bibliographies:-The internal arrangement for entry format of a library catalogue
is major factors affecting its usability in connection with other catalogues, published

bibliographies, indexes.

Certainly such facility would add to the value and utility of a catalogue.

(xii) Ability to serve as a Bibliographical Tool

However, any physical form may or may not facilitate such use.

A library catalogue is a bibliographical tool and can be put in much use other than
merely as a catalogue.

It must be made clear to user that no single physical form of catalogue would possess all
the above qualities mentioned. While examining the above criteria we can state that the card
catalogue fulfills almost all the above conditions because of the following reasons:

Cards are flexible units.
1. New entries can be added at a any time and hence, the catalogue can be kept up-to-
date.

2. Like entries can be filed together since each entry is on a movable unit.

2.4 Comparison of Physical Forms of Catalogues

Eric Hunter and K.G.B. Bakewell have given a comparison of various types of
catalogues which gives clear idea about the salient features and draw backs of various

catalogues. This is produced in a tabular form.

Easy to Easy to
Type of Easy Easy to Produce Easy to Other
Keep . Bulkey :
Catalogue | to Use Scan Multiple Guide Factors
Update Cobi
opies
Printed Yes No Yes Yes Yes Yes
User can
Card Debata Yes w_lth some No Yes Filing monopolize
ble difficulty easy complete
sections.
No insert Binding
multiple ;
; mechanism
Yes to entries to
. Not used but can be awak
Sheaf Form | Yes some page which | ... Yes No
it is hard sheaf
extent makes i
updating s!lps are
flimsy

difficulty
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Time
With Feasible but gagsgc::]n?ete
Guard form | Yes source Yes . Yes Yes P
improbable and
effort _
withdrawals
are problems.
Visible Yes Yes Yes No Depends Yes
Index on type
No Micro Required
Micro forms | Yes Yes Yes Yes forms are Yes spemgl
advantage machine to
ous read
Required PC
No, copy to use this
COM Yes Yes No Yes is space Yes f
! orm of
saving
catalogue
Yes, a A terminal
number of is as small Not
MARC Yes Yes Yes access applica
! as a type
terminals may . ble
. writer
be provided

2.5 Summing Up

In this lesson various physical forms of catalogues are explained. The conventional form
of catalogue, non conventional form of catalogue, COM, catalogue and MARC format, its
advantages and disadvantages are discussed in detail. Criteria or qualities of a good catalogue
are discussed in detail. just as the card catalogue over come the other forms of catalogues like,
guard form, printed book form and sheaf form catalogue. The COM catalogue is over come the
card catalogue of recent days. What ever form the catalogue may be it stored the information
read by the user and it should be retrieved with out any waste of time. Cataloguers are now
beginning to make use of the computer to provide access to catalogue information, and it is
likely that this technology will supersede the card catalogue, just as the card catalogue replaced
earlier forms. No matter what its form, the library’s catalogue will continue to answer basic
questions about collection, providing users with information about what is available and where
it can be found. A cataloguer’s art then, is to organize a collection of knowledge into an
intelligible system, so that specific information can be retrieved on demand.

2.6 Self Assessment Questions

1. What are the conventional forms of catalogues?
2. What are the non conventional forms of catalogues?
3. What is the criterion for a good catalogue?
4. Write Short Notes on:
1. Card forms catalogue

2. Sheaf form catalogue
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3. Microfilms
4. COMs
5. MARC

2.7 Further Reading

1.

2.
3.
4

® N

Cutter, C.A. Rules for dictionary catalogue. 4™ ed. Washington: Government printing
office,1965.

Dhawan,K.S. Library Cataloguing strategies. New Delhi: Common Wealth, 1997.

Girija Kumar and Krishnan kumar. Theory of cataloguing . 4" ed. NewDelhi: Vikas,1982.
Mann, Margret. Introduction to cataloguing and classification of books. 2" ed.
Chicago:ALA,1943.

Ranganathan,S.R. Classified catalogue code with additional rules for dictionary catalogue
code. 5" ed. New Delhi. Asia Publishing house, 1965.

Sharma, pandey S.K. Cataloguing Theory, New Delhi: Ess Ess Publications, 1986

Sharp, Henry A. Cataloguing. 5 th ed. Bombay: Allied,1964.

Tripathi, S.M. Modern Cataloguing theory and Practice, Agra:Shiva lal Agarwal &
Company, 1982

2.8 Glossary

Alphabetic order : Entries are arranged according to alphabets.

Asyndetic : An entry is called when there is no direction one entry
to another entry

Bi-partite : Consisting of two parts

COM : Computer output micro form

CD-ROM : Compact disk read only memory

Marc : Machine readable catalogue

Microform : Minute form which can not read with our naked eye

PC : Personal Computer

‘See also’ reference Direction from known source to unknown source

‘See’ reference : Guide to the synonym heading to the choice.

Uni-partite : Consisting of one part only
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LESSON - 03

INNER FORMS OF THE CATALOGUE

3.0 Aims and Objectives

The documents procured by the library should be catalogued and make them available
to users. While cataloguing the document the cataloguer has to keep in mind the various
approaches of the readers. The different types entries prepared by the cataloguer to satisfy the
various approaches of the readers are called inner form of catalogues. They are author
catalogue, title catalogue subjected catalogue, classified catalogue etc., After studying the
lesson you will be able to
Identify various inner forms of catalogues
Denotes its salient features
Evaluates its advantages and disadvantages
Compares the variations between dictionary catalogue and classified
catalogue.

e Guides to select suitable inner form of library catalogue

Structure

3.1 Introduction
3.2 Inner forms of Catalogue
3.2.1 Alphabetical Catalogue(Word entries)
3.2.1.1 Author Catalogue
3.2.1.2 Name Catalogue
3.2.1.3 Title Catalogue
3.3.1.4 Subject Catalogue
3.3.1.5 Dictionary Catalogue
3.3.1.6 Divided Catalogue
3.3 Number entries
3.3.1 Classified Catalogue
3.3.2 Alphabetic Classed Catalogue
3.4 Comparative study of Dictionary Catalogue and Classified Catalogue
3.5 Summing up
3.6 Self Assessment Questions
3.7 Further Reading
3.8 Glossary
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3.1 Introduction

In the previous lesson you have learned about outer forms of catalogues. In this lesson
you will know about the inner forms of catalogues. Inner forms of catalogues entries are
prepared to satisfy the various access points of readers. Arrangement of entries is made
according to dictionary catalogue, or classified catalogue or the mixture of the both. Choice of
preparing the catalogue entries depends on the type of the library, nature of collection and
requirement of readers and types of readers like, children, professionals, senior citizens, ladies
etc.

The diagrammatic representation (Figure-1) in the next page gives the details of the
various types of inner forms of catalogues.

3.2 Inner forms of catalogue

[ INNERFROMS ]

OF CATALOGUE
1 1 L
ALPHABETICAL CLASSIFIED ALPHABETICO-
CATALOGUE CATALOGUE CLASSED
AUTHOR
CATALOGUE

CATALOGUE

11

TITLE
CATALOGUE

1
NAME ]
]

SUBJECT
CATALOGUE

DICTIONARY
CATALOGUE

[Tr

DIVIDED
CATALOGUE

Figure-1

3.2.1 Alphabetical Catalogue: (Word Entries)

In this catalogue entries are arranged according to alphabets but not on the basis of any
classification order or notation. Here the arrangement of entries is filed in two sequences. They
are:
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In a dictionary fashion where all the entries author, title, subject entries are clubbed and
then filed in a single sequence. It is usable like a dictionary. This type of catalogue is called
dictionary catalogue.

In the second type all the entries are separated as author, title, and subject and filed
according to alphabetical order. This type of catalogue is called divided catalogue.

3.2.1.1 Author Catalogue:

Author catalogue is the oldest and most familiar form of catalogues. Readers will
approach the catalogue with authors name mainly followed by other entries like title and subject.
In this type of catalogue the entries are arranged alphabetically. The author catalogues is
arranged in two ways they are:

1. Author catalogue in depend by itself without any other type of catalogues
2. Author catalogue as an adjunct of classified catalogue:

Entries in this catalogue are filed according to name of the authors which are written
surname first followed by fore name in case of Western authors. In case of Eastern authors fore
name first followed by his personal or family name. In case of any doubt a cross reference
entry will be provided the two forms of names.

This catalogue facilitates to know all the works of the same author at one place, and to
know whether a book written by a particular is available in the library. It will also facilitate to
know if a title/subject written by so many authors, then this entry will help whether the book
written by so and so author on a particular title or subject.

3.2.1.2 Name Catalogue

Name catalogue is extended form of author and subject catalogue arranged in one
sequence arranged alphabetically. According to Sharp the name catalogue is one arranged in a
single alphabet of authors and people written about the author, whether biographies,
Autobiographies, criticism of their work. When these entries of personal names as subject are
mixed with author entries it is called name catalogue. The name catalogue can be used as
author catalogue also.

The difference between author and title catalogue is the former includes authors,
corporate bodies in authors place, but in later case names of authors and places as subject.
The distinction between person as author and person as subject will be made by typography.

Example of name catalogue:

1. Ranganathan S.R. Classified catalogue code

2. Ranganathan S.R Colon Classification

3. Ranganathan S.R “Critical appraisal of  S.R.Ranganathan’s contribution
by S.R. Sarma

4. Ranganathan S.R Five Laws of Library Science

5. Ranganathan S.R Library Manual

6. Ranganathan S. R Ranganathan Philosophy by C.K.Banerjee

Here the third and sixth entries are about the person and other entries are
S.R.Ranganathan as author. Here you can see the works by and on S.R.Ranganathan at one
palce.



Centre for Distance Education 3.4 Acharya Nagarjuna University

3.2.1.3 Title catalogue

Providing title catalogue entry is common in all libraries,. This entry is provided to all the
books and when a work is done by more than three authors and when there is no author and
document is brought by collaborator then title main entry is prepared. The title entry is mainly
prepared for fiction, and incase where title is not expressive of subject example “Freedom at
midnight”. When the title expressing the subject there is no need to give subject entry. But
when a reader looks for entry in subject catalogue, he could not find it. So keeping in view of
readers approach it is always better to prepare subject catalogue also.

3.2.1.4 Subject Catalogue

Almost all the libraries prepare subject catalogue. The subject headings are prepared
based on the standard subject heading lists like “Sears List of Subject Headings, Library of
Congress Subject Headings, chain indexing procedure of CCC,SHE(Subject Headings for
Engineering), MeSH (Medical Subject Headings) etc.The superiority of this catalogue over other
catalogues is it will facilitate to have the required books without depending on classification
scheme. The two major functions of subject catalogue are:

1. To facilitate the availability of the book if the subject is known
2. To know how many books and what books are available on a particular subject.

Most of the readers may forget the author name and title but they will not forget the
subject. So they approach mainly through subject entry only. The entries are prepared for
specific subject heading but not general subject headings.

Ex: If a book on personnel Management the Subject heading is on Personnel Management but
not General Management.

3.2.1.5 Dictionary Catalogue

In this catalogue all the entries are like author, name, title, subject, series entries are
filed in a single sequence. It is a Unipartite catalogue. According to A.A.C.R2 a Dictionary
Catalogue is a catalogue where all the entries arranged in a dictionary arrangement in a general
alphabetical order. Miss pettee stated that it is a catalogue where entries arranged in a
dictionary fashion arrangement, and this satisfies the two approaches.

1. Author, title approach if the user knows and

2. Subject approach where he does not the author and title of the book but he wants a book on
the subject required by him. According to S.R. Ranganathan, Dictionary Catalogue in a
“Catalogue in which all entries are word entries”.

It is popular due to its simplicity in its arrangement of Dictionary catalogue containing
reference entries is called Syndetic and without references is called asyndetic the following
example gives you better understanding of catalogue filing.

Almond (Subject)

Aristotle (Author)

Banana (Subject)

Bombay to Goa — (title)

Author, C.A. — (Author)

Mukherjee see mukheriji (cross reference)

Advantages
1. ltis easy to use; any reader with knowledge of letters can consult the catalogue.
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2. If satisfies more than one approach author, title, subject, series etc., it also relates
subjects with cross reference entries.

3. The subject headings are prepared on the basis standard subject heading lists like, Sears
list, library of Congress subject heading, S.R.Ranganathan chain indexing procedure

4. ltis very easy to construct

5. The Subject Headings are prepared under specific subject headings and not under general
subject headings.

Example:

General Subject Heading

Almond Soft fruits
Apple Mango Dry fruits Apple
Banana Orange Almond Banana
Cashew nut Cashew nut Mango

Orange
Thus it satisfied general reader approaches (Broad Subject Heading) and specialist
approach (Specific Subject Headings).

Disadvantages

1. All the related entries are scattered cross reference entries are provided for related
entries.

2. By filing all the entries the catalogue wills became bulky and searching will be time
consuming.

3. Provision cross reference entries creates a lot of confusion and makes the reader to move
from one place to another.

4. Superficially it appears to be to be easy to construct and consult the catalogue. But when
the library grows it became tedious time consuming process.

3.2.1.6 Divided Catalogue

In order to overcome the difficulties in Dictionary catalogue Divided catalogue came
into existence. In this the author, title entries separated and filed separately subject catalogue
entries filed separately this facilitates to over come the difficulties of Divided catalogue.

3.3 Number Entries
3.3.1 Classified Catalogue Code

This scheme of cataloguing was pioneered by S.R.Ranganathan according to him in
Classified cataloguing some entries are number entries and some entries are world entries. It
is a bi-partite catalogue. Where in first part describe about classified part and second one is
alphabetical part. Classified part deals with classified order of the entries. This order will also
serve to bring all the related entries at one place in an APUPA pattern in a helpful sequence
classified part serves as a subject bibliography. Alphabetical part provides author, title, subject ,
collaborator, cross reference entries is an alphabetical order and filed in the manner of
dictionary arrangement. According to Margret Mann “a classified catalogue arranged its entries
in a systematic order of subjects, the order is generally based on the classification scheme on
which, the books are arranged on the shelves”. HenrySharp defines classified catalogue code
as a “classified catalogue arranges its entries the systematic order of subjects the order
generally being that of classification scheme used for the arrangement of books on the shelves”



Centre for Distance Education 3.6 Acharya Nagarjuna University

Classified catalogue arranges all the related entries at one place in close proximity. This
will help the readers who are involved in the deeper study of a subject. According
S.R.Ranganathan it is an innovative scheme and people hesitate shift into new scheme. Just
like there is hesitation to words computers previously.

Advantages

1. It brings all the related entries at one place and related entries in close proximity.

2. Arrangement of entries to Classified Catalogue is in the same order as the books are on
the shelves.

3. The readers need not move from one place another to find subject entries of his interest.

4. Catalogues can be easily printed part by part.

5. Catalogue shows strength or weakness of the collection as the required books are
available at one place.

6. This facilitates for classification subject bibliographies.

Disadvantages

1. Users must have knowledge of classification scheme to know the subject entries and to
consult the catalogue.

2. Consulting of alphabetical index is a must to know classified part of catalogue

3. To prepare subject entries cataloguer has to depend classification scheme and he cannot
assign subject entries of his interest.

4. When ever new subjects are discovered the classification scheme takes time to
accommodate them.

3.3.2 Alphabetic Classed Catalogue

Alphabetic classed catalogue is a hybrid catalogue of dictionary catalogue and classified
catalogue. It combines some advantages of classified catalogue and some advantages of
dictionary catalogues. According to E.J. coates alphabetic classed catalogue is a “catalogue
consisting of Alphabetical sequence of mutually exclusive broad subject headings, under each
which appears for the alphabetical subject headings under each of which appears further
alphabetical sequence several of subheadings. The process of alphabetical division can be
carried down by the degree of minuteness by y material being catalogued”.

Hunter and Bakewell said alphabetic classed catalogue provides alphabetically
arranged broad subject headings with alphabetically arranged sub divisions.

Entries arranged under alphabetical order the subdivisions followed classification order
similarly the reverse order can also be followed. The following example give a clear idea of
application classed catalogue.

EDUCATION (Broad Alphabetical subject Heading -370)

3711 - Generalities of educations
372 - Elementary education
373 - Secondary Education

374 - Adult Education

378 - Higher Education
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Reverse order of alphabetical classed catalogue
370 ( Education)

Adult Education -
Elementary Education  —
Generalities of Education —
Higher Education -
Secondary Education -
Adult Education -

374
372
371
378
373
374

3.4 Comparative Study of Classified and Dictionary Catalogue

Comparative study of classified catalogue and dictionary catalogue has been presented
below in tabular form in order to indicate merits and demerits of the two inner forms of library

catalogue.

S.
No.

Dictionary Catalogue

Classified Catalogue

1

It follows alphabetical order in

arranging entries.

It follows classified order in arranging
entries (in main or classified part)

It has only one part in which entries for
author title, subject and cross
reference entries are arranged in one
alphabetical sequence according to
the words or letters forming the
headings.

It has two parts: Classified and
alphabetical. Alphabetical part is
known as index part. Classified part
contains number entries and
alphabetical part is word entries.

It is easy to consult by a common
reader. Any reader who can consult a
dictionary can consult it with equal
ease.

It is comparatively difficult to consult it
because readers may not be aware of
the ordinal value of symbols etc.
forming notation or class number of
subjects.

Since it follows alphabetical
arrangement, readers can get
information about their book of interest
by looking into the catalogue once
only. Hence, reader takes lesser time
for search.

Since it follows, classified
arrangement under class number,
readers are normally required to first
consult the alphabetical part or index
part and then the classified part.
Hence search takes more time. This
creates psychological and physical
inconvenience.

Since it follows alphabetical
arrangement entries for related
subjects are normally placed far from
each other due to arrangement of
alphabets. This inconvenience may
however, be removed by providing
sufficient number of cross references
entries linking related subjects.

Since it follows classified arrangement
under number, entries for related
subjects are placed together. This
curtails preparation of large number of
cross reference entries.
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As a consequence of alphabetical
arrangement, filiatory sequence among
subjects cannot be maintained in
arranging entries.

It ensures filiatory arrangement of
entries due to number (classified)
arrangement.

Liberal and excessive provision for
cross reference entries for linking
related subject etc. makes the catalogue
bulky.

In it number of cross reference entries
are restricted and thus the size and bulk
of the catalogue remains under control.

It does not depend for its success on
the scheme of classification used in the
library.

Its success depends on the scheme of
classification used in the library. Any
defect in the scheme of classification
can make the arrangement of entries
defective.

It does not reflect the real picture of the
library in respect of collection in subject
field, because arrangement of books on
shelves is always based on number
whereas arrangement of entries in
catalogue is always based on alphabets.

It reflects the real picture of the library in
respect of collection in various subject
fields because arrangement of books on
shelves and of entries in the catalogue
are both based on numbers.

10

It satisfies direct approach to specific
subjects because subject entries are
arranged under specific subjects.

It cannot satisfy direct approach to
specific subject because subject entries
are arranged under their broad subject.

11

It done not show the weakness or
strength of the collection of a library in
respect of a particular subject.

It shows the weakness or strength of
the collection of a library in respect of a
particular subject, thus bringing to the
notice of the librarian unintentional and
unchecked growth or weakness of the
collection on a particular subject.

12

It cannot serve as a bibliography on
various subjects or as a book selection
tool for smaller libraries.

It serves as a bibliography on various
subjects or as a book selection tool for
small libraries.

13

Entries of synonymous words starting
with different alphabets will be placed
for away from one another which is not
desirable.

This never classified

catalogue.

happens in

14

Entries of homonyms (words with same
spelling but meaning different things)
come together and create confusion.

This never classified

catalogue.

happens in




\ Library Cataloguing Theory 3.9 Inner forms of the catalogue

3.5 Summing Up

In this lesson you have studied about the inner forms of catalogue. In inner forms you
will find mainly three types they are, Alphabetical, classified and Alphabetic classed catalogues.
Alphabetical catalogue is further divided into Author, Title, Name, Subject catalogues, dictionary
catalogue, and divided catalogue a brief discussion of each type of catalogue its merits and
demerits taken place. Comparative study of Dictionary catalogue and classified catalogue is
given. Again Alphabetical catalogue is divided into Dictionary catalogue and divided catalogue.
Selection of suitable inner from of catalogue may be finalized by management keeping in view
of user needs, kinds of users, library collection, open and closed access service, finance and
manpower availability.

Conclusion

Dictionary catalogue is useful for small and medium sizes libraries, public libraries, and
general libraries. Classified catalogue is useful for research libraries and very big libraries and
specialized libraries.

3.6 Further Reading

1. What are the inner forms of a library catalogue? Discuss the merits and demerits.

2. What are word entries and what number entries? Distinguish the difference between
number entries and word entries with suitable examples?

3. Write short notes on :
a) Criteria of a good catalogue
b) Dictionary Catalogue
c) Classified catalogue code

3.7 Recommended Books
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3.8 Glossary

Alphabetic Order
Bi-partite

CD-ROM

Classified Order
Hierarchical Relationship
Inner forms of catalogue

MARC
Microform

PC
‘See also’ reference

‘See’ reference
Specific subject

Syndetic
Uni-partite

Arrangement according to the alphabets.

Having two parts

Compact Disc-Read Only Memory.

Arrangement according to the scheme of Classification
Genus-species relationship

The author catalogue, title catalogue, subject catalogue,
dictionary catalogue, classified catalogue and alphabetic-
classed catalogue are known as the inner forms of
catalogue.

Machine Readable Cataloguing

The miniature either on roll film which requires a special
equipment to read the material

Personal Computers

A guide that brings related heading to the attention of the
user.

A guide from the synonym to the heading of choice.

The term which expresses accurately the extension and
intention of the subject dealt in a book.

A device for connecting related subjects.

Having single part.

Acharya Nagarjuna University
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Origin and Development

LESSON - 04

CODES

4.0 Aims and Objectives

ORIGIN AND DEVLOPMENT OF CATALOGUING

Cataloguing is one of the important activity that will be carried out in the library. It will
reveal the collection of the library. In order to have the consistency and accuracy in the
preparation of catalogues, well defined cataloguing rules are to be followed. The history of
library cataloguing traces the developments that are taken place over the years. By studying
this lesson you will be

o Clarify the concept of catalogue and its historical development.

e Changes taken place in historical development of catalogue codes

e State the various features of important cataloguing codes

e Summarizes the laws, cannons, principles that govern the rules in the code
Structure

4.1 Introduction
4.2 Major cataloguing codes

4.2.1 Rules for French General Catalogue(1791)
4.2.2 British museum code 1841

4.2.3 Jewett’s Code 1852-1853

4.2.4 Rules for dictionary catalogue(RDC) 1876
4.2.5 Anglo-American code(A.A.Code)1908
4.2.6 Prussian Instructions(1899)

4.2.7 Vatican Code(1931)

4.2.8 American Library Association Rules 1949
4.2.9 Classified Catalogue Code(CCC)

4.3 Catalogue code Revision Movement

4.3.1 Seymour Lubetzky’s Report

4.3.2 International Conference on Cataloguing Principles(ICCP) 1961
4.3.3 Anglo American Cataloguing Rules(AACR)

4.3.4 Anglo American Cataloguing Rules(2" ed.)

4.3.5 Anglo American Cataloguing Rules(2" ed., 1988 Revision)
4.3.6 Anglo American Cataloguing Rules(2" ed., 1998 Revision)



Centre for Distance Education 4.2 Acharya Nagarjuna University

4.4 Ranganathan’s Normative Principles
4.4.1 General Laws
4.4.2 Laws of Library Science
4.4.3 Cannons of cataloguing

4.5 Summing up

4.6 Self Assessment Questions

4.7 Further Reading

4.8 Glossary

4. 1. Introduction

Cataloguing is one of the oldest important techniques for systematic organization of
library collection.  The role of catalogue is not only the inventory tool but also effective
information retrieval tool. The principal role played by the catalogue in the library is to reveal the
hidden content of the documents that are available in the library. It will provide necessary
information to various approaches of the readers through various access points. In olden days
libraries are attached to temples, Monasteries and other religious organizations. They are
mainly under the control of kings and trustees of the above mentioned bodies. The catalogue
will provide access points of the readers to get necessary information about the availability of
the books through author, title, subject and publisher and series etc. The archeological
excavations of the Assyria revealed that library catalogues were prepared on clay tablets.

After the invention of printing press by Gutten Berg in the fifteenth century the books
written by various authors are printed and made them available to the public and also to the
libraries. To organize the books produced by printing there is a need to prepare to a catalogue
and for preparing such catalogue certain rules are to be followed to attain accuracy and
consistency. Cataloguing experts like Anthony Panizzi, C.A. Cutter and C.C. Jewett played a
significant role in framing standardized set of rules for preparing the catalogues. The role of
catalogue is identify the and locate the document in the library. The libraries which are confined
to temples and monasteries are shifted to public libraries and these libraries were accessible to
the public.

To identify and locate the document there should be well designed catalogue. For
preparing a well structured catalogue there is need to follow certain guide lines rules and
regulations. You will study the developments taken place in preparation catalogue codes over
the years.

4.2 Major Cataloguing Codes

Preparation of catalogues will guide the readers to have access to the collection of the
library. For preparing such catalogues certain code rules are to be followed. You will know the
development of various codes.
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4.2.1 French General Catalogue (1791)

One of the first attempt to create a general catalogue for a group of libraries was initiated
by French Government in 1791. After the French revolution the newly formed Government
brought under its control and made all the collection as national property. All the libraries were
issued rules for preparing the catalogue for each of its collections. As a result of this the use of
standard cards of the size 5"x 3"for catalogues first time introduced in the libraries. Even today
the library world is benefited of this important contribution by the French Government.

4.2.2 British Museum Code (1841)

It is considered the first major cataloguing code and influenced the later codes. It was
originally drawn up Anthony Panizzi Who is the principal Librarian of British Museum. It was
present in 1841 as the famous 91 rules. These rules influenced the subsequent rules in Europe
and America. The rules revised in 1936 and no of rules were reduced to 41 with some
unnumbered rules of maps and music. The reprint of this publication was brought in 1951
under the title” Rules for compilation of catalogues of printed books, maps and music in British
Museum”. The remarkable feature of this code is as follows:

1. The code has provision for author entry only. This was primarily designed mainly for
author catalogue of vast copy right library, arranged alphabetically in which one main
entry contain fairly good bibliographical details with shorter added entries after being
prepaid in the of simple cross reference entry.

2. It states two main objectives of the catalogue, they are
a) to reveal what a library has by a particular author title translations and edited work; and
b) whether it has a particular work asked by reader.

These objectives were accepted by Cutter, Dr. S. R. Ranganathan points out one lacuna
in the code that it did not clearly mention how many details should be included in the Author
Heading.

3. The concept of “corporate author ship” was recognized first time in this code and the code
is also introduced a type of classed elements by using such form of headings for main
entry as “Dictionaries, Encyclopedias, Directories” etc., although there is modification and
gradual removal in the original pattern. The British museum code is important due its
historic value and primarily for being first systematic code of rules drawn to guide the
compiler of the author catalogue. For the catalogue rules drawn up before this, designed
to guide the users rather than the cataloguer. More over its application to catalogue of
great national library even today continues. It has also influenced the rules of Bodleian
and Cambridge University library as well as subsequent code committees.

It is interesting to note that the British Museum code under going drastic changes by
adopting common set of rules for entries in British National Library., to satisfy the present day
readers as well as to economize the expenditure. The printed rules now do not represent
British Museum practice, since a number of modifications have been made.

Three groups were organized for described corporate authorship in British Museum and
they have described in the first group assemblies, boards, other corporate bodies and in the
second group they described about the special type of material like periodicals etc., in the third
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group they have described about miscellaneous publications which are not covered by the
rules.

4.2.3 Jewett’s Code (1852-1853)

Professor Charles c. Jewett was an American and greatly influenced by Panizzi's code.
He may be considered to be the first man who took initiative in the art of cataloguing. Miss
Julia Pettee has regarded him rather than cutter as “father of our modern Library method”.
While librarian of brown University, he published in 1843 an author catalogue with an appendix
of alphabetical “topical index”. Later as the librarian of Smithsonian Institution has published a
code of 39 rules in 1852 on the lines of Panizzi’s code, under the title, ‘On the construction of
catalogues of libraries, and their publication by name of the separate stereotyped titles, with
rules and examples.

Jewett’s approach differs from that of most of Anglo American Cataloguing Rule makers
before and after him. His main aim was to “Construct a general catalogue” step by step from
separate uniform bibliographic units, a concept similar to the International standard
Bibliographical Description (ISBD) of the 1970s. The rules divided into four well laid parts.

They are
1. Title(bibliographic description)
2. Headings

3. Cross-references
4. Arrangement
Jewett supported the concept of corporate authorship advocated by Panizzi. He is
mooted the idea of cooperative cataloguing.

4.2.4 Rules for Dictionary Catalogue (RDC) 1876

C. A. Cutter Rules for “Dictionary catalogue was first appeared in the year 1876 with the
titte Rules for printed Dictionary catalogue. It is considered and described as epitome
cataloguing art of the period. The rules then was revised and expanded, and continued through
the fourth edition (the second edition published In 1889, the third in 1891 and the fourth
posthumously in 1904 after the death of Cutter). It contains 369 Rules covering descriptive
cataloguing, subject headings and filing. It is indeed a classic. The code suggests different
types of catalogues to suit to the size of the library. The code suggested small, medium and full
catalogues to suit to the size of the library. He made emphasis to give importance for providing
subject entry, where majority of the people will approach through this access point. Corporate
authorship further developed and entry for corporate author is under the name of the
organization. Rules are divided into three parts.

Part-A
1. Author catalogue
2. Title catalogue
3. Subject catalogue
4. form of the catalogue

Part-B
Style this part covers rules for entry of data elements and filing arrangement of entries
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Part-C
This part covers rules for description of data elements and filing arrangement of entries.

4.2.5 Anglo-American code, 1908 (A.A code)

L.S. Jast and Henry Guppy, British librarians presented papers at the Birmingham
conference in1902 stressing the desirability of revising and reprinting the cataloguing rules of
the British Association. The same question of revising the American rules had also been under
consideration since 1900. Dr. Melvil Deway made a practical suggestion that in order to
secure greater uniformity in the cataloguing practices among the English speaking peoples,
both the Associations should jointly produce an Anglo-American Code. This appealed to
American Association and British Association as well thus after final revision in 1907 the code
came into existence in 1908 under the title Cataloguing rules: author and title entries , which
even to day is the basic code.

A 1908 owed a great deal to Cutter's rules. However, it had excluded Cutter’s
statements of object and means. The rules for subject headings were also omitted. The major
aim of the code was to meet the requirements of large libraries of a scholarly character”. Too
large extent, this statement set the tone of the subsequent codes, which have been drawn up
primarily to respond to the needs of large research libraries. There were about 174 rules in the
code.

There is a criticism on this code. Though it is an International code and flexibility in its
approach, some of limitations are there, they are inadequate definition, Confusing and
inappropriate examples, inadequacy of code to deal with new forms of authorship, there is a lot
confusion and in case of corporate authorship, rules regarding anonymous and pseudonymous
works are not helpful in retrieving the document information.

4.2.6 The Prussian Instructions (PIN) (1889)

Professor karl Dziatzko who is philosopher and university librarian in Germany
published in 1886 is the basis for the Prussian instructions. It was translated into English and
published by an American librarian, K.A Linderfelt in 1890 under the title “Electric card
catalogue rules: author and title entries, based on dizatzko’s instruction’, compared with rules of
the British Museum, Deway, Perkin and other authorities.

These rules did not accept the principle of corporate author ship and entry should be
made under title. It also prescribes grammatical arrangement of title entries and this is opposed
to Anglo-American practice of arrangement of entries in natural word order.

4.2.7 Vatican Code (1931)

The rules were developed for the purpose of compiling of general catalogue of printed
books in the Vatican Library after its reorganization in 1920. The persons responsible were the
American-trained librarians. Therefore American influence and bias are evident. It has been
called an”International code with definite American bias.” Its significance for American librarians
lies in the fact that for many years, the Vatican code was, as Wright states in the foreword to the
English translation,” the most complete statement of American cataloguing practice.
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The codes contained abut 500 well organized rules which covered the author, title and
subject entries. It also gave rules for description and filing arrangement. It was revised and the
second edition appeared in 1939 and English translated version was published in 1948. The
significant aspect of the code was its most important treatment of subject headings.

4.2.8 American Library Association Rules (1949)

These are popularly known as ALA Rules. After the publication of joint codes in 1908
the cooperation between the tow associations, ALA and La did not remain the same. This was
mainly because of the out break of the Second World War in 1939 which put an end to British
participation in the joint code revision efforts. Around 1920’s there was a lot of criticism about
the joint code. Many professionals are dissatisfied with code. Some favored for simplification of
rules and some demanded for expansion of rues. The ALA catalogue code revision committee
began to work in September 1936. A Primary second edition of the expanded rules was
published in 1941. It was also widely criticized for its complexity. Again the revised version
part-1 was published in 1948. T he number of rules for the 1948 code has been reduced to 158
and many of them were amplified. The rules have been arranged and reorganized into four
groups. They are

1. Rules for entry and headings
2. Personal authors

3. Corporate authorship

4. Geographic headings

4.2.9 Classified Catalogue Code (CCC)

This code was developed by S.R. Ranganathan. In the previous codes which you have
studied the rules formulated for cataloguing are not supported by scientific theory. The first
edition of Classified Catalogue Code is also not based on the scientific principles, but later in
the year 1938 Ranganathan published a book “The Theory of library Catalogue” in this book he
formulated the canons of cataloguing. These canons gave a scientific touch to Classified
Catalogue Code. Second edition published in the year 1945 and third, fourth, and fifth editions
are published in the years 1951, 1958, 1964 respectively.

Salient features
1. The code contains necessary rules for dictionary catalogue. The second edition which is
published in the year 1945 is based on normative principles.

2. It provides rules for compiling of union catalogue of books periodicals, national
bibliographies, indexing and abstracting periodicals.

3. This code devised a new procedure to generate the subject headings. This is called chain
indexing or chain procedure, and subject headings are generated based on the class
number by applying mechanical procedure to derive subject headings. This is unique
method of deriving subject headings from call number.

4. Ranganathen used title and its subsequent pages are chief sources of information for
cataloguing of the document

5. Economy was well maintained in the code, for this he eliminated the imprint, collation,
certain areas of note section
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Draw backs
1. Though the code gained much reputation as it is based on the sound scientific principles,
but it lacks information on imprint and collation. This gives impression that the code is
confine to small, and public libraries. Where the information about place and name of
publisher and collation is required for large and research libraries.

2. ltis not provided rules of cataloguing the incunabula and non-book material. It is confined
to Indian Libraries and it is not attained the statues of international standard code.

4.3 Cataloguing Code Revision Movement

The previous cataloguing codes that are in existence in 19" and mid 20" centuries there
are a lot inconsistencies and irregularities, and this lead to a lot of dissatisfaction among many
cataloguing groups. Andrew Osborn raised his voice towards this in the 1941. He pointed out
that the rules are too many and complicated, so the rules must be simpler and more solution
oriented to the cataloguing problems that are facing while cataloguing. Osborne’s statements
attracted the attention of the Cataloguing revision group and the following developments are
taken place.

4.3.1 Saymour lubetzky’s Report

Lubetzky was a bibliographical consultant of Library of Congress, and he was invited to
work out the detailed analysis of American Library Association rules 1949. He published
“cataloguing rules and principles® is a land mark in the cataloguing theory in the 20" century.
Lubetzky’s code of cataloguing rules for author and title entry is an unfinished work and it is
published, though it is incomplete it new thought in reducing the number of rules in cataloguing.

4.3.2 International Conference on Cataloguing Principles (ICCP) 1961

International Conference on Cataloguing Principles was held in Paris during 9" th 18"
October 1961. This was an International attempt to bring out an International cataloguing code.
It was attended by delegates from 51 countries and 12 International Organizations. The
following 12 principles known as” Paris principles” are decided to follow for preparing the
catalogues.

They are
Scope of the statement
Functions of the catalogue
Structure of the catalogue
Kinds of entries
Use of multiple entries
Function of different entries
Choice of Uniform headings
Single Personal Author
. Entry of Corporate body
10. Multiple authorship
11. Works entered under title
12. Entry of works and personal name

CoNoahkhwb =
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The two important agreements in the conference are the concept of corporate
authorship and the uniformity in the cataloguing system. The principles agreed in the ICCP
influenced a great extent in the Anglo-American Cataloguing Rules in 1967.

4.3.3 Anglo-American cataloguing rules (AACR) 1967

Anglo-American Cataloguing rules (AACR) was published with joint effort of American
Library Association, Library Association, Library of Congress and Canadian Library Association.
The AACR was published in 1967 with two different texts one is North American Text and the
second one is British text. It is based four general principles. They are (a) a work should be
entered on author or principal author if it is determined (b) A work is to be entered under editor if
there is no author principal author is not determined.(c) A work is to be entered under compiler if
the work is a collective work of various authors.(d) Enter a work under title if the authorship is
diffused or unknown or uncertain.

AACR is based on conditions of authorship rather than types of work publications.
There are no special rules for Dictionaries, Encyclopedias, Directories and proceedings of
conferences etc., The code contains 15 chapters in three parts.

They are
Part-1 It contains five chapters (Headings of persons and corporate bodies; uniform titles and
references)

Part -2 It covers four chapters and description (monographs; serials; incunabula; photographic
other reprints)

Part-3 It covers six chapters (manuscripts; maps; motion pictures;

Microforms; music records; phono-records; pictures)

The code includes six appendices; a glossary; rules for capitalization abbreviations;
rules for numerals; punctuations; diacritics and rules for entry and heading that differ in the
opposite edition. There are some differences in North American text and British text. The
American text gives importance to dates of author’s birth and death to be added to all headings,
the British text is used to distinguish the dates of birth if two authors are having he same date of
birth. American text used abbreviated statement of responsibilities such as com., ed., illus., tr.,
but it is optional in British text.

4.3.4 Anglo-American Cataloguing rules (second edition) 1978

The cataloguing which was published in 1967 by AACR is not an international code as it
was brought as two different texts i.e. American text and British text. The second edition of
Anglo-American rules was published in the year 1978. It was prepared by the joint efforts of the
American Library Association, the British Library, the Canadian committee on cataloguing and
the Library of Congress. The representatives of these committees were met in Chicago and
formulated four objectives for the revision of rules of AACR.

They are
1. Consider the North American text and British text.
2. Inclusion all the amendments that are approved since 1967.
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3.

4.

Insertion of the amendments suggested by three participating countries and also other
countries which are using the AACR.
Provision of international interest in AACR.

The following four guidelines are announced for the revision of rules (1967)

1.

Maintenance of general conformity with Paris principles of 1961.

2. Special care is to be taken for machine readable bibliographic records
3. Continuation of standardization of bibliographic description for monographs(ISBD) and
all types materials.
4. Consideration of treatment for non-book materials.
Structure of AACR2

There are two parts in AACR2. They are

Part-1 describes the provision information for the item being catalogued

Part-1l describes headings or access points in the catalogue in which the descriptive information
is recorded to catalogue users. AACR2 describes access points as headings and uniform titles
as agreed by JSCAACR and also IFLAs ISBD (G).

The rules are described in AACR2 as follows

1
2
3
4.
5.
6
7
8
9.
1

0.

General

Books(including early books) pamphlets and printed sheets
cartographic materials

Manuscripts(including manuscript collections)

Music

Sound recordings

motion Pictures and video recordings

Graphic materials

Machine readable data files

Three dimension artifacts and media

Chapters 11 to 13 are partial generality covering microforms, serials and analysis.
The rules for each chapter | part-l consist of the following

CoNoORWN =

10
11.

12.

Preliminary rules

Titles and statement of responsibility

Edition

Material(or type of publication) specific details
Publication, distribution etc.,

Physical distribution

Series

Notes

Standard number and terms of availability
Supplementary items

Items made up of several types of material
Facsimiles, photo-copies and other reproductions

Part-1l is dealing with main and added entries with form of headings, uniform titles, and

references. Three are general and specific rules if specific rules are not applicable generally
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rules are applied. There are three levels of description according to AACR2 rules depending on
the size of the library. This is in conformity with Cutter's idea of short, medium and full
cataloguing in RDC. AACR2 continued the tradition of Panizzi, Cutter and Lubetzky. Its
restatement of basic principle proclaimed by Jewett and Paris principles is the most important
contribution to the international cataloguing. AACR2 created interest in the cataloguers not only
English speaking countries but also throughout the world.

4.3.5 Anglo-American cataloguing rules-2" edition 1988 Revision

Anglo-American Cataloguing rules-2™ revised edition published in 1988. This is
popularly known as AACR2R. The Australian Cataloguing Committee also joined in the Joint
steering committee for revision of AACR (JSCR/AACR).

The decisions taken by JSCR/AACR for the last ten years were incorporated in the
AACR-2R. The revised edition has not changed basic concepts and structure. The reflections
of technology changes in rule revisions can be found in the revised edition. The computer
chapter files are a new introduction and it is really useful to the cataloguers who are dealing with
the computer out forms.

4.3.6 Anglo-American Cataloguing Rules (2" edition 1998 Revision)

The new edition was published in hard copy and also electronic form. Contents of the
both forms are same. In this the revisions which are previously published as amendments in
1993 and additional revisions approved between 1992 and 1996 are incorporated. These
revisions are appeared in the electronic version as a sub file amendments and in the print
version it appeared as preliminaries. The index has been completely reviewed to reflect all
amendments and to rectify the errors of the previous version.

4.4. Rnaganathan’s Normative Principles

You have observed that the changes taken place in the development of cataloguing
codes. Ranganathnan noticed the inconsistencies in the catalogue code and propounded
certain laws, canons and principles to overcome the inconsistencies. Ranganathan stood first in
formulation of standard rules for standardization cataloguing rules. Normative principles are
rules, laws, canons, principles that govern the preparation of cataloguing codes various types of
entries, choice of headings, rendering and description of cataloguing of documents. Normative
principles are useful in

interpretation for finding rules solutions to the new problems in publications
modifying the rules to keep the code current

drafting a cataloguing code

comparative study of cataloguing codes

providing guidance to the cataloguers

The principles propounded by Ranganathan are more scientific, has stood the test of
time and earned name and fame.

Ranganathan divided normative principles into three categories. They are described in
Figure-1
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Figure-1
NORMATIVE
PRINCIPLES
|
[ | 1
GENERAL LAWS LAWS OF LIBRARY CANONS OF
SCIENCE CATLOGUING
(LAWS OF ) (BOOKS ARE FOR USE ) (CANON OF )
™ INTERPRETATION r— pummm ASCERTAINABILITY
G J G J G J
(LAW OF ) (EVERY READER f CANON OF )
= IMPARTIALITY = HIS/HER BOOK — PREPOTENCE
G J G J G J
(- N\ (- N\ ( N\
LAW OF SYMMETRY EVERY BOOK ITS CANON OF
— — READER = INDIVIDULISATION
G J G J G J
(< N\ (~ ™ ( ™
LAW OF PARSIMONY SAVE THE TIME OF CANON OF SOUGHT
— = THE READER — HEADING
G J G J G J
(< ™ ( ™ (-
LAW OF LOCAL LIB. IS A GROWING CANON OF CONTEXT
= VARIATION — ORGANISM —
(. J G J G J
f CANON OF )
jr— PERMANENCE
G J
( N\
CANON OF CURRENCY
G J
1 CANON OF )
—  CONSISTENCE
G J
( CANON OF RECALL )
S— VALUE
G J

4.4.1. General Laws

General laws are applicable to the discipline library science as a whole and must be
satisfied by all branches of library science. There are seven laws applicable to cataloguing and
all library science.
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4.4.1.1 Law of Interpretation

Law of interpretation confirms that any rule in the code of cataloguing is like a legal text
and should be interpreted as such (as legal rule) interpreted. If there is any conflict between the
two rules it would be resolved with the rule of law of interpretation. The law is useful in the
following situations.

a) If there is any conflict between the two rules i.e. if one amounts to violate the other rule then
concerned rule should interpreted and decision may be taken after interpretation.

b) If such document is to be catalogued, if the problem is not solved by the existing rules then
two steps are to be followed

i) the rule of the code may be intercepted the problem can solved by interpreting the rule in
the code

ii) if not necessary amendments may be carried out in the code

4.4.1.2 Law of Impartiality

Law of impartiality says that choice of heading between two or more claimants should be
on the sufficient ground and not arbitrarily. The sufficiency ground should be tested by the
application of sought heading and choice should be impartial. For example there are two
authors for a book; the cataloguer should choose one or both of the headings under the
provision of the code.

4.4.1.3 Law of symmetry

This law prescribes that if there are two authors for a work equal importance may given
for the two authors with connecting word and between authors. Book index entries may be
given for the two authors. First choice may be given for the pattern in which the authors names
appear on the title page. And opportunity may be given to he reverse combination of authors.

For example
MODI (P N) and SETH(S P).
SETH(S P) and MODI (P N).

4.4.1.4 Law of parsimony

This principle says that among two more alternatives are available for a particular
phenomenon the one leading for overall economy, manpower, material, money and time
considered with proper weight age is to be proffered. The law advocates for economy in the
construction of catalogue Ranganathan gives stress on this law at the same time he warned
that the law should not over rule the five laws of library science; the law also says that the
catalogue should be stuffed unnecessarily. This saves the time of the staff in preparation of
over burdened catalogue, at the same time it saves the time of the readers by not going through
the overloaded catalogue. Examples for this avoiding the unsought, missing or fused links and
also unit card system.

4.4.1.5 Law of local variation

This law says that an International code should not attempt to provide rules for all the
linguistic and cultural groups, but it should not record such information covered in the National
catalogue code. The National catalogue code should not record the information that is covered
under Linguistic catalogue code in case of multilingual country. A National code or Linguistic
code records the information that is covered in the Local catalogue codes. There should be
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consistency in each hierarchical line and each local link should supplement to higher link. For
example

a) Local variation may be to provide for the convenience of the readers those are Language
script style of writing or printing etc.

b) Entry element for Chinese, Burmese, and Vietnamese is the first word of the name may
be taken as entry element. But in South Indian names it very difficult to recognize the
entry element.

c) Analytical entries may vary from library to library, and there is no need give analytical
entries where subject bibliographies are available.

d) Selective cataloguing may be providing to the less used box. There is no need to give full
information about the documents. Those type of material may be given single instead
several entries.

4.4.1.6 Law of osmosis

Law of osmosis says that when ever there is need to shift to classification or catalogue
scheme, the following schedule is to be followed.

i. All the new accessions should be catalogue and classified according to the new schemes
ii. If there are any books that are much useful should be re-catalogued and re-classified

ii. If the new accessions are re-catalogued and re-classified those cards are to be filed in the
new catalogue and the books are arranged in new collection

iv. Similarly the old collection is to be kept separately and their catalogue cards are to be kept
separately

v. Readers attention may drawn for the existence of old and new collection

vi. If any book is borrowed by the reader and returned the book has to be re-catalogued and re-
classified and file the cards in the new catalogue and book in the new collection

4.4.2. Laws if Library Science

1. Books are for use

2. Every reader his/her book

3. Every book its reader

4. Save the time of the reader
5. Library is a growing organism

4.4.3. Canons of Cataloguing

Ranganathan has profound the following nine cannons of cataloguing. They are
4.5.3.1 canon of Ascertain ability

4.5.3.2 canon of prepotency

4.5.3.3 canon of individualization

4.5.3.4 canon of sought heading

4.5.3.5 canon of context

4.5.3.6 canon of permanence
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4.5.3.7 canon of currency
4.5.3.8 canon of consistence
4.5.3.9 canon of recall-value

4.4.3.1 Canon of ascertain ability

This canon prescribes that the information for cataloguing of documents are to be
obtained from the title page and its over follow pages and not from any other area of the of the
document, except in the following cases.

i) Book index entry: heading derived from the notes.
i)  Cross reference entry: lending section and directing section.
iii) Class index entry: heading and directing section.
AACR violates the canon in case of pseudonymous an d Institutional hidings.

4.4.3.2 Canon of prepotency

This canon emphasizes that potency (power or strength) to decide the position of an
entry among the various entries in the catalogue should, if possible, be concentrated totally in
the leading section, as far as possible, it should be concentrated in the entry element. If it is not
possible to contrite the potency in the leading section only minimum possible potency should be
allowed to over flow in the later section and that to from left to right. If any mistake is done by
the cataloguer in rendering the name of the author or the digit order then result will be fatal, the
entry cannot be traced in its respective place and the catalogue fails to provide the access of
the author or the digit through the entry is sorted.

4.4.3.3 Canon of individualization

This canon prescribes that the name of an entry be it a person, place, language or
corporate body or title or series etc. which has been used as heading, should be presented with
the help of an individualizing elements in such way that there should be only one entity. Thus
the name used in the heading should have only one entry, other wise readers will be confused.
Many authors may have same sir name and fore name that case their date of birth and date of
death is to be taken into consideration for preparing the heading. For example

Zilla granmdhalaya samstha (Guntur)

Zilla granmdhalaya samstha (Vijayanagaram)
Zilla granmdhalaya samstha (Visakhapatnam)
Institute of Engineers (Vizag chapter)

Institute of Engineers (Vijayawada chapter)
Institute of Engineers (Hyderabad chapter)

4.4.3.4 Canon of sought heading

This canon prescribes that decision of choice of rendering the heading of the main entry
and added entries should based on the point that the possibility of users approach the
catalogue with heading given by the cataloguer. The purpose of this canon is to make the
catalogue user oriented rather making the cataloguing bulky and headings which are not
approached by the readers. The chain procedure and class index entries will be helpful in
deriving the subject headings of users approach.

4.4.3.5. Canon of context
The canon prescribes that the rules and provisions in the code of catalogue should be
formulated in context of, cataloguing features of books in relation to the mode of book
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production and nature of the origination of libraries In relation to the quality of library service:
availability of printed bibliographies and the rules and provision in the code of catalogue should
change in the changing context. Ranganathan explained the concept ion the following manner.

Mode of book production: In olden days when there is no printing press the documents
are hand written by hand or engraved on the medium on which the information is recorded and
size of the document is also varied. In this case the description it is necessary to give the
medium of document is also to be recorded on the catalogue. After the invention of printing
press the mode of book production is changed and accordingly the catalogue is also to be
changed as per the context.

Nature of library organization: Similarly the library for closed access should have more
information rather than an open access library.

4.4.3.6 Canon of Permanence

The canon prescribes that no entry of element particularly heading, should be changed
but the rules of catalogue code , unless the concerned rules are them selves changed on the
demand of canon of context. The canon says that the name etc. chosen as heading should not
be changed unless the canon context makes it essential to change the rules under which the
heading was rendered and chosen. For example if an author changes his name in the later
works there is no need to change his name in the earlier woks , both the names will be liked
with cross reference entry.

4.4.3.7 Canon of Currency

This canon prescribes that the term used as heading ion the class index entries should
be in current usage among the non-specialist. The term current means which in use at present.
The purpose of this canon is to serve every reader with a subject under the heading best known
among the majority users. The implication this canon is the specialist knows the common name
as well as technical name of the subject/ the non-specialist know only the common name and
he does not know the technical name. Canon currency influences the class index entries and
Subiject entries.

4.4.3.8 Canon of consistency

This canon prescribes that rules of catalogue code must make provision to ensure that,
all added entries of a document are in consistency of the main entry of the document and all
entries of all documents maintain consistency in certain essential things such as choice,
rendering and style of writing and other sections. The purpose of this canon is to maintain
consistency and uniformity among various catalogue entries. This helps the users in saving
time as they are familiar with entries as they are prepared uniformly.

4.4.3.9 Canon of recall value

The canon of recall value says that the name of the person, corporate body or its organ,
title, document, series etc. only that word or group of words should be treated as entry elements
which have highest recall value i.e. profanity of recall in the memory easily. Purpose of this
canon is to put the heading under such key word or key word group which will be remembered
better in their minds for the use of catalogue. For example name of a person or surname or fore
name or family which is having highest recall value (e.g. Shakespeare, Milton, Gates etc.) there
fore these should be used as entry element. In corporate authors also the same canon is to be
applied and Ministry of education is to be rendered as Education, Ministry of-. The canon was
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criticized for the fact that it is subjective and also because it is difficult in certain cases to decide
which word is more recall value. This leads to choose different elements by different author.

4.5 Summing Up

Library is collection books and catalogue is the tool to let you know the collection of the
library. In order to attain standardization and consistency and uniformity it is necessary follow a
set rules in the preparation of catalogues. The cataloguing experts like Anthoni Panizzi, C.A.
Cutter, and C.C. Jwett made significant efforts to wards the development of the cataloguing
codes. In this lesson you have studied about the history and origin of major cataloguing codes,
and also cataloguing revision movement and Ranganathan’s normative principles. The main
functions of a catalogue is to identify the reading material and the second function is to make
accessible those identified books by various access points, like author, title, subject etc. The
history of cataloguing was traces back to 700 B.C. Before the invention of printing press the
catalogues were prepared on clay tablets, parchment and vellum. In those days the libraries
are under the administrative control of monasteries and cathedrals and temples and places of
worship. The historical development of catalogue has taken place in deferent medium and the
structure of the catalogue and location of various fields are decided by cataloguing experts. The
development of Anglo-American Cataloguing rules paved the way for the standardization and
consistency in the catalogue the books. S.R.Rangantahtan’s Normative Principles gave a
scientific touch to the cataloguing rules. Lubetzky’s report laid down the foundation for the
cataloguing revision movement in the International Standardization of cataloguing rules.
International conference on cataloguing held at Paris in 1961 gave a momentum in the frame
work of International Standard Bibliographic Description. Finally AaCR2, AACR2R (1988) and
AACR2 (1998) revised edition helped in incorporating latest trends in cataloguing the computer
out put catalogues. The AACR2 (1998) revised edition is available in electronic form also.

4.6 Self Assessment Questions

1. Describe about major cataloguing codes?
2. Give an account of catalogue revision movement?
3. Describe the developmental process of AACR2?
4. Explain About Normative principles propounded by Ranganathan ?
5. Write short notes on
a. International Conference on cataloguing principles?
b. Classified Catalogue Code?

c. Explain about the Rules for Dictionary Catalogue?

4.7 Further Reading

1. Anglo American Cataloguing Rules/ Edited by Michael Gorman and paul winkler 2" ed.
London: Library Association, 1988.

Bakewell, KB.G. A Manual of Cataloguing Practice. Oxford: Pergamon, 1972.

Chan, Lois Mai. Modern Cataloguing Theory and Practice. New York, McGraw-Hill book
Company, 1985
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4. Cutter, Charles Ammi, Rules for Dictionary Catalogue, 4™ ed. Washington: Government

Printing Office, 1965

Girija Kumar and Krishna Kumar. Theory of Cataloguing, New Delhi: Vikas.1982.

Hunter Eric J AACr2: An introduction to the Second edition of cataloguing rules . London,:

Clive Bindley, 1980.

7. Ranganathan, S.R. Classified Catalogue Code: with additional rules for dictionary
catalogue code. 5" ed. New Delhi: Asia publishing house, 1965.

8. Sharma, C.D. Classified Catalogue Code in Theory and Practice, Delhi: Metropolitan Book

Co. Private Limited, 1973

9. Sharma, Pandey S.K. Cataloguing Theory. Delhi. Ess Ess, 1986.
10. Tripathi, S.M. Modern Cataloguing Theory and Practice. Agra. Shivlal Agarwala.1969.

4.8 Glossary

Access Point

Added Entry
Analytical Entry
Anonymous Entry
Bibliographical Control

Collaborator

Corporate author
Entry element
Homonyms

Main entry

Normative Principles

Pseudonym

A unit of information under which a person may search in the
library catalogue

A secondary entry which given to main entry for joint author,
title, subject, series, collaborator etc.

An entry in the library catalogue given for a part of a work.
These entries given for author, title and subject

Unknown or uncertain authorship

Mastery over written and published records i.e. effective
access to sources of information through bibliographies,
catalogues, databases, etc.

Person or corporate body associated with a work /or its
author/authors in the secondary capacity like illustrator,
translator, editor, engraver etc.

A group of persons or organizations formed together into a
body and are responsible for the out come of document

A word or group of words which appear in first place of the
heading section.

An identical name for two or more persons or corporate
bodies.

A record which gives complete information about a document

A set of specific rules developed by S.R. Ranganathan which
are useful for drafting for catalogue code; interpretation and
guidance of rules in cataloguing rules.

False or fictitious name to conceal or obscure the identity of an
author
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LESSON -05

MAIN ENTRY AND ADDED ENTRIES

5.0 Aims and Objectives

In the previous lesson you have understood about the meaning, purpose, definitions and

functions of catalogue. In this lesson you will know about the procedure that are following in the
preparation of catalogue entries, i.e. main entry and added entries.
After studying this lesson you will know about

Importance of an entry

Description of Main entry and added entries

Enunciates different areas of Main entry according to AACR2
Describes the three levels of description according to AACR2
Explain the purpose and structure of various kinds of entries.

Structure

5.1 Introduction

5.2 Entry

5.3 Main Entry
5.3.1 Parts of Main Entry according to ACR2
5.3.2 Parts of Main Entry according to CCC
5.3.3 Levels of Description according to AACR2

5.4 Added Entries

5.4.1 Definition of Added Entry

5.4.2 Purpose of Added Entry

5.5 Unit Card System

5.6 Types of Added Entries

5.7 Summing up

5.8 Self Assessment Questions

5.9 Further Reading

5.10 Glossary
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5.1 Introduction

In this lesson you will learn about main and added entries. Main entry is key entry which
provides maximum information about a document. It contains number of elements like, author,
title, place of publication, publisher, year, pages, size, illustrations, series, ISBN No. etc., all
these elements cannot be displayed on the heading section of the main entry. But some users
approach with other access points. So in order to meet the various approaches of readers
added entries are provided. While preparing the main entry for a document the important
elements in the document will be recorded in a structured sequence. So to attain uniformity,
consistency and standardization the library catalogue code defines certain rules. Based on the
rules only the main entry has to be prepared. There are two types of catalogues that are
studied in this lesson. They are AACR2 (Anglo American Cataloguing rules 2" edition and
CCC (Classified Catalogue code). The concept of the unit card faded out the Concept of main
entry because all the added entries carry the information that is available in the main entry.

Preparation of main entry will be based on the important elements of the document. The
author which is prominently appearing on the title page will be taken into consideration of main
authorship. Majority of the readers will approach the catalogue with chief author of the
document. So if main entry is prepared with first mentioned author or the name of the author
mentioned in the specific typography printing or italics then majority of the user requirement will
be satisfied automatically.

The added entries are also important access points. Because some user will remember
the author whom they know, whose name is familiar to them? Some times the name of the
author is not readable by some readers being a foreign author for example to read the names
of German, Russian, Japanese authors, then the users may remember the second author only.

Added entries are provided with the skeleton information. If any information is received
other than the elements available in the added entry the users have to approach the main entry.
Added entries are prepared for the following elements.

They are

Second and third authors,

Collaborators (editors, translators, illustrators compilers etc.,)
Series,

Subject,

Title,

Reference entries,

Analytical entries.

These entries facilitate the users to have access to documents by the authors,
Contributors, series, title and subject of their choice.

Some times the authors may change their priority, for one edition the first author's name
is written prominently on the top and in the next edition the second author name is written
prominently on the top. This is generally an understanding or agreement between the authors.
So it is necessary to provide added entry to the first author who is in the second place in the
next edition. The added entries are additional keys to get access to various elements of the
catalogue.
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5.2 Entry

Meaning of an entry according Random house dictionary is “the fact of recording some
thing in a book register etc.” According to the meaning given in AACR2 “ A record of an item in
the catalogue like, name, word or phrase place at the beginning of a catalogue entry to provide
access point. In the library context the meaning of the entry is the recording of information of a
document on a book, register on card. Card catalogues are generally used for main entry
cards, and added entry cards. For a library documents are received based on the financial
resources of the Institutions, some times documents may be received on donation and gratis.

All the prominent elements in the documents are recorded in a well structured sequence
on the entry. The entry plays an important role in identifying the document as it contains a lot of
information about the document. The following example gives format of an entry.

Sample Card
Size 5 Inches/12.5 cms. Horizontal and 3 Inches/7.5 cms vertical

Standard catalogue format

I?;s{ vertical line

Se/cond vertical line

Third vertical line
—

Horizontal line
A

|
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Basic components of main entry

Call no.
Entry Heading

Title: subtitle/Author statement: other

coptributof’s details. - edition statement. - imprint

Collation. — (Series)
INotes
Acc. no

Trdcings

Sample main entry

25.3

C15
Chan, Lois Mai.

Cataloguing and Classification: An intro-

duction/Lois Mai Chan. — New York: McGraw-Hill

Book Company.1985

xvi,437p.:ill;20 cm(McGraw-Hill Series in
Library|Education)

ISBN 0-07-y66299-0

6343 1.Qataloging 2. Classification I. Title

The card form of catalogue now transforming to COM(computer out put microform) and
other microforms. This facilitates to save the space, time and energy of the library staff.

The users will approach the library with multiple access points. One reader wants to
know whether a book is available, written by so and so author or a particular book is included in
the collection or whether the library is having the book on a particular subject or services etc. So
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in order to satisfy all the approaches it is necessary to provide multiple access points to the
users and multiple entries are to be prepared for a document.

If required book information is traced in the catalogue the reader will feel happy. If he
could able to locate the book from racks then there is a glow in his face, which indicates that he
could able get the book required from the library.

5.3 Main Entry

Main entry contains maximum information about a document. Main entry is the basic
entry and every document procured by a library will have the main entry. It is an important
component of a cataloguing system.

AACR defines main entry as “The complete catalogue record of an item, presented in
the form by which the entity is to be identified uniformly. S.R. Ranganathan described main
entry in his classified catalogue code as “specific entry giving maximum information about the
whole of a document and all other entries specific or general relating to the document, are
normally derived from the main entry”.

The main entry of a document contains maximum information about document. Main
entry is a master record about a document. By looking into the main entry one can easily know
what are added entries for a particular document is to be prepared. If a document is with drawn
from the library the librarian will go to the main entry and find out what are added entries to be
removed in addition to the main entry. If all the entries of a book which is weeded out is not
withdrawn the catalogue will become bulky, some times leads to a lot of confusion, and the
catalogue does not reflect the exact collection of the library. Cataloguing of document is an art
or science of cataloguing. Standardization, uniformity and consistency can be acquired by
following rules. We will study the rules formulated by two sets of codes they are:

01. AACR2 (Anglo American Cataloguing rules)
02.CCC (Classified catalogue code)

Choice of heading of a main entry is generally given to author, whose name is given in
the first place a document. In fixing the principal responsibility of the author of a document the
cataloguer has to note that this distribution of responsibility from person to person, or corporate
body to corporate body. After fixing the chief responsibility for the thought content embodied in
the document, the next step is rendering the name of the author. The idea behind rendering the
cataloguer is to record that part of the author in the beginning of the heading section, for
example “William Shakespeare” it will be rendered as Shakespeare, William. Again the entry
element will depend on geographical, linguistic and cultural back ground of the author/s. Some
authors may have hyphenated names in that case the names should render without separating
them.

The bibliographical details of a document will be recorded according to the frame work
given in ISBD (International Standard Bibliographical Description) defined by IFLA (International
Federation Library Association and Institutions). JSCAACR (The joint Steering Committee on
Anglo American cataloguing rules) adopted it.
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5.3.1 Parts of main entry according to AACR2

1

!

25.3
C15 > 2
Chan, Lois Mai.
Cataloguing and Classification: An introduction/ —> 3
Lois Mai Chan. — New York: McGraw-Hill Book L » 4
Compgny.1985
Xvi,437p.:ill;20 cm(McGraw-Hill Series in —» 5
Library|Education
6
ISBN 0-07-y66299-0 g
6343 1.Cataloging 2. Classification I. Title EE— Y 4
8l
1-Call No

2-Entry heading

3-Title and statement of responsibility area
4-Imprint area

5-Collation area

6-Standards Book Number

7-Tracings

8-Accession Number

The important components of main entry are:

01. Title and statement of responsibility
02. Edition area

03. Material type

04. Publications, distributions area
05. Physical description area

06. Note area

07. Series area

08. Standard Book number

09. Call number

10. Tracings

11. Accession number
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The above mentioned divisions are discussed in detail here:

1. Title and statement of responsibility:

Title is an important component for every document. There may be a document with out
an author, but it is not possible to have document without title. This component consists of the
following points:

1. Title proper

2. General Material Designations(GMD)

3. Parallel title

4. Statement of responsibility

The punctuation marks in this component are a colon “” is placed between title and
Subtitle. An “=” equal sign is placed between original title and tile in other languages. After
completion of the title and slash “/” is to be placed to demarcate the title area and statement of
responsibility area. The general material designation is recording for broad subjects non book
materials and micro form materials.

In the description of statement of responsibility the author/s name will be taken exactly
how it is recorded on the title page of a document. The first author followed by a comma and
second author, if there are two authors and if there are three authors first author followed by a
comma “,” and connecting word “and” is added after second author. After description of the
author part collaborator description is recorded on the main entry of a catalogue. This

information is preceded a symbol “;” semicolon and if there are more than one collaborator the
semicolon symbol is placed before each collaborator.

2. Edition Statement

The edition statement in the main entry indicates, how recent the document is published.
Through the edition statement you can able to know how many editions are brought out
previously. For some documents, revised and enlarged, thoroughly revised and enlarged
editions etc. information will be provided in the catalogue. Generally the editions details are
recorded by numbers like, 2™, 3™, 4™ ed. etc. After recording the edition statement, the
statement of responsibility of the edition is recorded.

3. Material Type
This type description is made for non book materials like, cartographic material, micro
forms, music records, serial publications etc.

4. Publications distributions area
In this section place/s of publication, publisher/s, distributors, and date/s of publication
are recorded. All the information pertaining to publication details is known as imprint.

5. Physical description area

The physical characteristics description of the document will be taken place here. The
reader can know the characteristics like number of pages, illustrations and size of the book. If
the book is with few pages he can study it by sitting some time in the library. If the book is
having more number of pages then the reader can plan for borrowing the book and read it at
his home leisurely.  The size of the document will help the cataloguer in knowing in which
location it is to be shelved. If it is an odd size or under size book then it is to be located
separately.
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6. Series Area

Series will be published on a particular subject or on a particular author. The series
published will be numbered and the physical description of series is also done by the
cataloguer. Series statement of responsibility and all information about the serial is recorded
with in parenthesis. In the tracing part a mention may be made as “series” without giving any
number.

7. Note Area

In this some important information about document is recorded. The information
covered in main entry should not be repeated. The information recorded in this are should be
brief and convey the purpose for which it is recorded.

8. Standard Book number

An International Standard Book Number (ISBN) will be given for document and
International Serial Number will be given of serials (ISSN). These characters are arranged in an
alpha numeric order. These digits represent place of publications, publisher’s etc information.
These characters numbers are very useful for cataloguer in library operations.

9. Tracing

Tracing is provided for the document in the bottom of the card. In the tracings the
subject entries are recorded with Arabic numbers and other entries like, joint author, editor,
illustrator, translator, title etc will be recorded with roman numbers. Series is recorded at the
end of tracing. Generally series are recorded without any number. The title and series

recorded with the words ‘title”, “series”.

10. Call number

It is useful in identifying the location of the document. Call number consists of class
number and book number and collection number. Class is the representation of the subject in
the form of artificial language of ordinal numbers. Book number is given to the author according
to the cutter author table. The information about the call number is recorded on the top of the
left hand side of the catalogue card.

11. Accession Number

This is a serial number given to the documents that are procured by the library. This is a
unique number and this also an individualizing element of the document. This number is
recorded on the bottom of main entry card and on the left side

Sample main entry according to AACR2

5124090
T39:74 Trembley, Jean-paul.

Discrete Mathematical structures with application
to Computer Science/Jean-paul Trembley and R .Manohar- New
Delhi: |Tata McGraw-Hill Publishing Company Limited,2002.
Ix,658p.:ill; 24 cm. - McGraw-Hill Computer

Science series)

ISBN 0-07-065142-6
49616 1. Mathematics. 2. Electronic data processing
I.Mandhar, R. Il.Title. Ill.Series




Library Cataloguing Theory 5.9 Main entry and added entries

5.3.2 Parts of main entry in classified catalogue code (CCC)

CCC is having mainly two sections. They are
1. Classified part
2. Alphabetical part

Classified part
4 Alphabetical Part

A

0254 R19
Author
Title
Note area

Classified part is also known as number entry and alphabetical part is known as word
entry. These two entries are complimentary to each other. CCC is having the following parts /
sections. They are:

Leading section
Heading section
Title section

Note Section
Accession number
Tracing section

ok wWN =

The details recorded in the main entry of CCC are author, title, subject, collaborator,
edition, series, notes and tracings. Imprint (place, publisher, year of publication are) not treated
as an important component of the main entry. So S.R.Ranganathan omitted that information
from the main entry. Similarly collation (pages, illustrations, size etc) information is also
omitted. In an open access library the reader may not search for such information so the
collation part is omitted.

Classified Catalogue Code

Leading $ection

Heading Section
Title Section
Note Section

Acc.no
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Structure of tracings

Class no. for cross reference
Entries

Class Index Entries

Book Index Entries

Cross Reference Index Entries

The first section of the main entry in CCC is leading section. This section contain the
call number of the document call number consists of class number. This represents the subject
of the document and year of publication of the document and any other attributes if necessary.
The call no. is recorded on the recto side of the title page with pencil, and books in library are
arranged according to the call number.

Second section is heading section contains statement of responsibility. This includes:

i

ii.
iii.
iv.
V.
vi.
Vii.
viii.
iX.

Single personal author

Joint personal author

Corporate author

Joint corporate author

Pseudonyms

Collaborators

Joint collaborators

Title in some case

Joint personal and corporate author

Third section is title section. This section consists of three divisions they are:

Title proper
Sub title and alternative title
Edition statement and collaborators statement

Fourth section is note section, this section contains Information about:

iii.
iv.

V.

Vi.

Series note

Multiple series note
Change of title
Associated book note
Extract note and
Extractions note
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Series statement will be recorded with in parenthesis along with series number.

Next section is Accession number a continues serial number issued to the documents
that are received by the library. This is the unique number for each document. This number is
recorded from the first vertical line from the bottom of the main entry card.

The sixth section of the main entry is tracings. This is the last section of the main entry.
Tracings are provided on the back side of the card; this information is not required by the
readers so it is recorded on the backside of the card. Back side of the card is divided into two
vertical imaginary parts; this partition is an imaginary partition. On the left hand side class
numbers of the cross reference entries are recorded. The right half is again divided in to three
imaginary parts horizontally.

In the first horizontal partition headings of class index entries, which derived through
chain indexing, are recorded and these entries are subject added entries in CCC, middle
division is recorded with headings of book index entries. In the last division information is
recorded about the cross reference index entries.

5.3.3 Levels of description in the main according AACR2

AACR2 prescribes three levels of descriptions they are:

1. First level
2. Second level
3. Third level

In the first level description some elements which are not Required for small libraries are
omitted in AACR2.

Title proper/first statement of responsibility, if different from main entry heading in form
or number or if there is no main entry heading. Edition statement. _ Material (or type of
publication) specific details. - First publisher, etc., date of publication etc. _ Extent of item. _
Note(s). _ Standard number.

Example for these type libraries are 1. School libraries 2. Public libraries 3. Small
college library.

In the second level the information provided in the catalogue contains detailed
information required for majority of the libraries.

Title proper (GMD)=parallel title : other title information/first statement of responsibility ;
each subsequent statement of responsibility. _ Edition statement/first statement of responsibility
relating to edition. _ Material(or type of publication)specific details. _ first place of publication,
etc.: first publisher, etc., date of publication etc., _ Extent of item : other physical details:
dimensions. _ (Title proper of series/statement of responsibility relating to series, ISSN of series
: numbering with in the series. Title of sub series, ISSN of sub series: numbering with in sub
series). _ Note/s. _ standard number.

Third level description includes all the details that are prescribed in AACR2.
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5.4 Added Entries

Added entries are additional entries provided for main entry. They are supplement to
main entry. They do not contain the entire information given in the main entry. Added entries
contain call number, author, title edition, publication details etc. In case of preparing added
entries manually (hand written or typed) minimum information will be provided. But in case of
unit card and computer out put form, the added entries prepared by typing entry heading on the
top of the duplicate main entry card. This saves time of the cataloguer.

5.4.1 Definition of added entry

According to AACR2 an added entry is “an additional entry to the main entry by which an
item is represented in a catalogue; a secondary entry” according to CCC the definition given by
Ranganathan is “an entry other than main entry is added entry” And according to ICCP “an
entry which will give partial or full information about a particular bibliographic unit, other than the
main entry”.

5.4.2 Purpose of added entry

The purpose of the main entry is to satisfy the various approaches of the readers.
According to cutter the purpose of catalogue is to trace the book if the author, title or subject is
known, and according to Ranganathan’s five laws of library science, ever book its reader, ever
reader his/her book, save the time of reader and staff. The catalogue has to decide how much
number of added entries is provided to satisfy the maximum extent reader approach.

5.5 Unit card system

The meaning of unit card system is using the same main card for all the added entries
also. This is possible by producing main card and into duplicate cards as many as required.
This duplication may be done by mechanical or automatic process or devices by which main
card is prepared there is no need to prepare added entries, and added entries are prepared by
typing or writing heading of the specific added entry on the heading section of the main entry
from the second indent on words.

This saves a lot of time of the cataloguer, but printing of too many main entry cards
involves in the cost. So if a catalogue card is prepared manually then it not is economical to
prepare added entries. If the catalogue cards are supplied by the publisher then it is
economical to go for unit card system.

5.6 Types of added entries

Added entries are prepared keeping in view of readers approach and also availability of
bibliographical details in the document. Main entry contains full information about the document
and added entries contain only skeleton information and if necessary the reader will consult the
main entry. We will come across the following types of added entries.

1. Joint author added entry
2. Collaborator added entry
3. Series added entry

4, Subject added entry
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5. Title added entry
6. Reference added entry
7. Analytical added entry

1. Joint author added entry

When two or three authors shared the responsibility of the authorship, AACR2
prescribes the rules to provide added entries to second author and third authors. If there are
two authors the statement of responsibility will be written as first author and second author, If

there are three authors the first author followed by a comma”,” second author followed by ‘and’
third author.

According to CCC Joint author entry is prepared, if there are two author, and if there are
more than two authors, the heading section may be written as “entry element in capital letters
and secondary element with in parenthesis followed by “and others.”

Examples : “Radhakrishnan (Sarvepalli) ( ) and others

Samples are created according to AACR2

AACR2 Main Entry
B6:7
N78 Busemann, Herbert

Projective geometry/Herburt Busemann, Paul
Kelly and John Philip; edited by Michael Fraser. — 2™
ed. - London Macmillan,1978
507p:ill;21 cm(Macmillan Geography series)
Gepmetrical dimensions/David Edward p.115-208

6254 1. Geometry, Projective. I. Kelly, Paul. Il. Philip
John. lll. Fraser, Michael. V. Title. V. Series

Main entry in CCC

B6:7 | N78

BUSEMANN(Herburt) and others

Projective Geometry.Ed.2.Edited by Michael
Fraser.
(Macmilan Geography Series)

6254
Tracings (two authors) according to CCC
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Geography

BUSEMANN(Herbert) and
KELLY (Paul)
KELLY(Paul) and BUSEMANN

(Herbert)

Tracings (Three authors) according to CCC

Geography

BUSEMAN(Herbet) and others
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Joint author (second) according to AACR2

B6:7
N78

Ke
Busem

ly, Paul
ann, Herbert

6255

[
Kelly &
ed. - Lq
5071
Ge

John.

1. Geometry, Projective. I. Kelly, Paul. Il. Philip

Projective geometry/Herburt Busemann, Paul
nd John Philip; edited by Michael Fraser. — 2nd
ndon Macmillan,1978

(p:ill;21 cm(Macmillan Geography series)
bmetrical dimensions/David Edward p.115-208

Il. Fraser, Michael. IV. Title. V. Series

Joint added entry (two authors) according to CCC

B6:7
N78

BUSEI

MANN(Herbert) and KELLY (Paul)

i
Fraser

Projective geometry.Ed2.Eduited by Michael

B6:7 N78




Centre for Distance Education 5.16 Acharya Nagarjuna University

Joint author added entry according to AACR2

B6:7 Phllip, John
N78 Busemann, Herbert
Projective geometry/Herburt Busemann, Paul
Kelly and John Philip; edited by Michael Fraser. — 2™
ed. - London Macmillan,1978
507p:ill;21 cm(Macmillan Geography series)
Gepmetrical dimensions/David Edward p.115-

208

6256 1. Geometry, Projective. I. Kelly, Paul. Il. Philip
John. I|l. Fraser, Michael. IV. Title. V. Series

Joint author entry three authors according to CCC

B6:7
N78 BUSEMANN(Herbert) and others

Projective geometry.Ed2.Eduited by Michael
Fraser

B6:7 N78

2. Collaborator added entry

AACR2 provided collaborator added entry, when ever a collaborator is also involved for
the out come of document.
In CCC collaborator added entry provided as per the information in the document.
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Collaborator added entry AACR2

B6:7 Fraser, Michael
N78 Busemann, Herbert
Projective geometry/Herburt Busemann, Paul

Kelly and John Philip; edited by Michael Fraser. — 2™

ed. - London Macmillan, 1978
507p:ill;21 cm(Macmillan Geography series)
Gepmetrical dimensions/David Edward p.115-

208

1. Geometry, Projective. I. Kelly, Paul. Il. Philip

6257
John. |ll. Fraser, Michael. V. Title. V. Series

Collaborator added entry according to CCC

FRASER(Michael)
Projective Geometry

B6:7 N78
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3. Series added entry:

According to AACR2 the series added entry is shown below:
CCC series added entry will be provided as shown below:

B6:7 Macmillan Geography Series
N78 Busemann, Herbert
Projective geometry/Herburt Busemann, Paul
Kelly and John Philip; edited by Michael Fraser. — 2™
ed. - London Macmillan,1978
507p:ill;21 cm(Macmillan Geography series)
Gepmetrical dimensions/David Edward p.115-
208

6258 1. Geometry, Projective. I. Kelly, Paul. Il. Philip
John. I|l. Fraser, Michael. IV. Title. V. Series

Series added entry according to CCC

MACMILLAN GEOGRAPHY SERIES
Busemann: Projective Geometry

B6:7 N78




Library Cataloguing Theory 5.19 Main entry and added entries

4. Subject added entry:

According to AACR2 subject added entry prepared based on the subject heading
selected from sears list of subject headings or library of congress subject headings. According
to CCC subject added entries are provided as per the subject headings derived from chain
indexing procedure under class index entries.

Subject added entry according to AACR2

B6:7 GHOMETRY, PROJECTIVE
N78 Busemann, Herbert
Projective geometry/Herburt Busemann, Paul
Kelly and John Philip; edited by Michael Fraser. — 2™
ed. - London Macmillan,1978
507p:ill;21 cm(Macmillan Geography series)
Gepmetrical dimensions/David Edward p.115-

208

6259 1. Geometry, Projective. I. Kelly, Paul. Il. Philip
John. I|l. Fraser, Michael. IV. Title. V. Series

Subject added entry according to CCC

GEOMETRY
FFor documents in this Class and its Subdivisions
See the Classified Part of the Catalogue under Class

Numbgr

B6
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5. Title added entry

According to AACR?2 title added entries are provided to the title proper, if the main entry
is not prepared with title. According to CCC the added entry is provided with the title with

capital letter

Title added entry in AACR2

B6:7
N78

P

rojective Geometry

Busemanh, Herbert

6260

Kelly
ed. -

208

John.

507
Ge

Liondon Macmillan,1978

Projective geometry/Herburt Busemann, Paul
gnd John Philip; edited by Michael Fraser. — 2"

(p:ill;21 cm(Macmillan Geography series)

bmetrical dimensions/David Edward p.115-

1. Geometry, Projective. I. Kelly, Paul. Il. Philip
I|I. Fraser, Michael. IV. Title. V. Series

Title added entry according to CCC

GEOMETRY

By Busemann

B6:7 N78
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6. Reference entries:

In AACR2 reference entries are two types, they are:
“see” reference entries
“see also” reference entries

The see reference entries are provided for pseudonyms, synonyms and variations in
spelling etc. See also reference entries are provided to direct the user from one heading to
other related headings.

According to CCC these entries are known as cross reference index entries. They are the

following types:

1. Pseudonym real name entry

2. Variant -form -of-word entry

3. Alternative name entry

4. Editor-to-series entry; and

5. Basic Generic name entry
Examples:
See Reference entry
Pseudonymous author

Picas

See
Herbert, Busemann

See Reference entry
Variant form entry

Herburt, Busemann
See
Herbert, Busemann

Seag reference entty Synophyms
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Shapes

See
Geometry

See also reference entry

HEAT

Sege also

THERMODYNAMICS

According to CCC these entries are known as cross reference index entries. They are
the following types:

Pseudonym real name entry
Variant -form -of-word entry
Alternative name entry
Editor-to-series entry; and
Basic Generic name entry

ohrwN=

1. Pseudonym real name entry
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KARUNASRI
See
JANDHYALA PAPAYYA SASTRY

2. Variant -form -of-word entry
BENARJEE
See also
BENERJEE
BENEERJEE
BENERJI

3. Alternative name entry
APPAJI

See

THIMMA RUSU

4. Editor-to-series entry

SEKHER (F.G) Ed.

See

MECHANICAL ENGINEERING SERIES

5.Basic Generic-Name entry
UNIVERSITY

See also

ANDHRA UNIVERSITY
BANARUS HINDU UNIVERSITY

7. Analytical Entries:

According to AACR2 an analytical entry will be given to the part of an item in the main
entry that is prepared for a document. The entries are pre’pared for parts of a document, and
will help the reader to identify the specific part of the document which covers important
information, other wise the part may not come to the notice of the reader.

Main entry

N70

Cq

pntributi

pns to chemistry : a memorial volume to

72654

, |
P

i
Jordan

V4
f
287-34

1

R 1. Jof
nysical

Robert Smith/ edited by R. Gallimore and C.
— New York : Interscience, 1970.
125 P.;26 cm,
Partial contents: Modern Physical Chemistry, p.
0/ By J.W.Boggs.

. Chemistry-Addresses and essays. 2. Chemistry
ysical gnd theoretical. I. Smith, Robert. 1l. Gallimore

don, C. IV. Boggs, J.W. V. Title : Modern
themistry
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Author analytical entry

N70 Boggs| J.W

Madern Physical Chemistry, p. 287-340

In: Gallimore, R. ed. Contributions to chemistry
: a memorial volume to Robert Smith/ edited by R.
Gallimore and C. Jordan. — New York : Interscience,
1970.

Title analytical entry

N70 Maqdern Physical Chemistry, p. 287-340

Boggs, J.W.

In: Gallimore, R. ed. Contributions to chemistry
: a memorial volume to Robert Smith/ edited by R.
Gallimpore and C. Jordan. — New York : Interscience,
1970.

Analytical entries in CCC are given on the analysis of document, which comprises of
more than one contribution. These may be provided under Author, Title and Collaborator(s) of
the each of the constituent contributions of a document.

1. Author Analytical entry
2. Title Analytical entry
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1. Author Analytical entry

CLARK(Loyal).
Cost Estimates p.121-216
Forming part of
X8(F):8K
Chelton. Cost engineering in process Industry

2. Title Analytical entry

Cost Estimates p.121-216
By CLARK(Loyal).
Forming part of
X8(F):8K
Chelton. Cost engineering in process Industry

5.7 Summing Up

Main entry will describe the entire bibliographic information about the document. It is
one the component of the catalogue and it serves two purposes one is to disclose the collection
of the library and second is to meet the satisfy the various approaches of the readers. For each
document two types entries are prepared one is main entry and other type is added entries.
Main entry contains maximum information and added entry entries contain minimum required
information and provide other access points which are not available in the main entry.

While preparing the catalogue cards uniformity and consistency is to be followed to
attain standardization. AACR has given eight sections to furnish the document information
where as CCC has prescribed six sections for the same.

Added entries are additional entries provided to the main entry. These entries will meet
the requirement of the readers. In the case of unit card system the added entries are duplicate
entries to the main entry with an additional added entry heading on the top of the main entry.

5.8 Self Assessment Questions

1. What is an entry and describe the various components of an entry ?

2. What is a main entry and describe the various parts of the main entry in AACR2 and
ccec?

3. What is an added entry and describe various types added entries according to AAACR2 and
Cccec?

4. Write short notes on

a) 1.Unit card system
b) Reference entries
c) Analytical entries
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5.9 Further Reading

1. Anglo American Cataloguing rules, second edition. Chicago: American Library Association
1985.

2. Chan, Lois Mai. Cataloguing and classification: an introduction, New York: McGraw-Hill
Book Company, 1985.

3. Girija kumar and Krishan kumar. Theory of cataloguing, 4™ ed. New Delhi: Vikas
publishing house, 1982.

4. Ranganathan, S.R. Classified catalogue code with additional rules for dictionary
catalogue. 5" ed. New Delhi: Asia publishing house,1965.

Sharma pandey S.K. Cataloguing theory, New Delhi: Ess Ess Publications, 1986.

6. Tripathi, S.M. Modern Cataloguing Theory and Practice, Agra: Shiv lal Agarwala @
company,1982

5.10 Glossary

Analytical entry :An entry for part of an item for which a Comprehensive
entry has been made

Cartographic . Any material presenting in whole or in part, the Material
earth or any celestial body at any scale includes two
Dimensional maps or plans, aeronautical chart,
navigational and celestial charts; globes: block diagrams;
sections aerial and satellite, and space photographs:
atlases; birds eye views etc

Entry: . Arecord of an item in a catalogue
Indention : A vertical line on the catalogue card
Joint author . A person who joins with other person/s in the outcome of

the document

Parallel title . Title proper in any other language or script

Reference :Addirection from one entry heading to another heading
Secondary entry : Added entry

See also A cross reference in a library catalogue, index or
Reference reference work directing the user to heading under which

related information can be found on given subject

See Reference A cross reference in a library catalogue, index or
reference work directing the user for synonym to the
given heading or descriptor for a given name place or
subject.
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Tracing A record of the headings under which an item is
represented in the catalogue

Unit card Main entry card are duplicated by mechanical or
automatic device and headings of added entries are
typed on the top of the main entry
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UNIT - I

CHOICE & RENDERING OF HEADINGS

LESSON - 01
PERSONAL NAMES

1.0 Aims and Objectives

In this lesson you will study about personal author his role in the preparation of a the
book, rendering authors name. On completion of this lesson you will be able to:

describe the concept of personal author

explain the functions of author catalogue

distinguish the various parts in the author heading

assimilate the skills to choose and render the heading for personal author

to get an insight into the various forms of names in western and Indic names and
how to use as heading in author entries.

Structure

1.1 Introduction
1.2 Choice of heading
1.2.1 Choice of Name
1.2.2 Entry element
1.2.2.1 Order of elements
1.2.2.2 Entry under surname
1.2.2.3 Compound Surname
1.2.2.4 Surname with prefixes
1.2.2.5 Entry under title of nobility
1.2.2.6 Entry under initials letters or numbers
1.2.2.7 Entry under phrase
1.2.3 Additions to names
1.2.3.1 British titles of honour
1.2.3.2 Society
1.2.3.3 Royalty
1.2.3.4 Popes
1.2.3.5 Bishops
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1.3 Indic names
1.3.1 Easily Indic names
1.3.2 Modern Indic names
1.3.3 Kannada, Malayalam, Tamil and Telugu names
1.3.4 Sikh name
1.3.5 Religious names

1.4 Muslim names

1.5 Summing up

1.6 Self Assessment Questions

1.7 Further Reading

1.8 Glossary

1.1 Introduction

Attribution of personal author ship to a document will be decided by the cataloguer
based on the information, given on the title page and over flow pages. The person/s
responsible for the intellectual, artistic, thought content embodied in a document are considered
as personal authors. It is a brain child, or out put of the author after churning in his mind about
his ideas, plans, intellectual endeavor on a particular subject or topic. There is another category
of authorship that is corporate authorship. Here a group of persons formed together into a
group; they associate themselves a particular cause will be responsible for the out come of
document.

According to AACR2 personal author defined as “The person chiefly responsible for the
creation of intellectual or artistic content of a work” The CCC defined personal author as “person
as author the responsibility for the thought and expression constituting the work resting solely
on his private capacity of any office being held by him with in a corporate body, nor on the
capacity of that body”.

Some times more than one author will share the responsibility of authorship. Maximum
three authors are shared according to AACR2 and two authors according to CCC. If there are
two authors are responsible for thought content of a document the first author's name
mentioned in bold will be given as author heading. In some cases there will be an agreement
between the two authors, i.e. for one edition or print the one author name given on the top in
titte page after title of the document, in the second edition / print the second author’s name will
be written on the top, if the both the authors are equally responsible for the thought content of
the document.

In addition to author some more persons responsible for the preparation of document
they are editors, translators, illustrators, commentators etc. So the cataloguer has to prepare
added entries to the persons who contributed their service for the out come of the document.

If a document is written by more than three authors, AACR2 prescribed a rule to provide
main entry for title and author entry for the first mentioned author CCC prescribed to write first
“author and others.”
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1.2 Choice of Heading

After going through the title page and over flow pages, now it is the responsibility of the
cataloguer to identify the name of the author and rendering the name of the author. Some
authors are familiar by surnames, honorific and other names. Authors are familiar with
particular part of the name. So it is the responsibility of the cataloguer to identify that part is the
author’s name which is popularly known to the readers.

AACR2 prescribed rules for selecting heading for author in chapter-21 and CCC in part-
G. These rules are covered for single author, joint authors and also collaborators for selecting
in preparing added entries.

1.2.1 Choice of Name

Selection of author name of creates problems to cataloguers due to inconsistency in the
names. Some authors may be familiar with surnames, some authors familiar with fore names
and some authors are familiar other names than their real name. Some times the author may
change their name especially in the case of married women.

AACR2 prescribed rules, (22.1) for selecting the heading of an author. It devotes that
the part of the name or name which is familiar to the reader may be selected as heading. These
names may be person’s real names, pseudonyms, title of nobility, nick name, initials or other
appellation.

Examples:
Choice of Heading Form of Heading
John Henry Smith, Smith, John Henry

Sarvepalli Radhakrishnan ~ Radhakrishnan, Sarvepalli
1.2.2 Entry Element

The name of the author will be recorded on the title page of the document. After
selecting the name of author, among other authors who contributed for the intellectual artistic
thought content of the document, the next step to be followed is the part of the name which is to
be entered in the beginning. Generally authors name may consist of more than one element, so
out of the number elements present in the name of the author, the job of the cataloguer is to
identify the element which is familiar to the readers may be taken as first element to be entered.
The first element in the name of the author is know as “Entry Element” Again the entry element
of author is depend surnames, family names, AACR2 prescribed certain rules (22.1-22.4) for
selecting the entry element. It is mentioned in the code that “If a persons name consists of the
several parts, select that part of the name as entry element of the name under which the person
would normally listed in authoritative alphabetic lists in his or her language or country.

After selecting the entry element the remaining part is called “secondary element”. Entry
element occupies the first place in heading section of the entry author and secondary element
occupies the second place.

In CCC entry element will be entered in capital letters and secondary element with in
parenthesis.
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1.2.2.1 Order of Elements
If the entry element is first element of author name enter under name directly.

Examples:
Krishna Chandra
Prem Chand

There is no need to put a comma ‘, ‘ between Krishna and chandra

Example:
Original Name Rendered Name
Chiang Kai-Shek Chiang, Kai-sek

If the entry element is not first element of the name, enter that element in the name which is
familiar to the readers, as entry element and separate it with a comma *, ‘ from the secondary
element.

Example:
Original Name Rendered Name
Manohar Malgonkar Malgonkar, Manohar
William Butter Yeats Yeats, William Butter

If the entry is the proper name in a title of nobility, follow it by personal name directly, denote the
rank and separate it by a comma (Rule 22.4B4 and 22.6)

Omelford, Thomas Pitta, Baron
Caradon, Hug Foot, Baron

1.2.2.2 Entry element under surname

Surnames are common in all European languages. How ever there are surnames with
prefixes and compound surnames with or without hyphen. Surnames with place names, title of
nobility and terms of honour. There are also names of royalty pope and other ecclesiastical
officials. AACR2 prescribed rules (22.5A, 22.6, 22.17, 22.2B) for rendering entry element.

Original Name Rendered Name
W.Somerset Maugham Maugham, W.Somerset
Logan Peersall Smith Smith, Logan Peersall

1.2.2.3 Compound Surname
There are compound surnames with or without hyphen; they are entered under the first
element of compound surname.

Original Name Rendered Name
Mark Bonham Carter Bonham Carter, Mark
Henry Smith-Dorrien Smith-Dorrien, Henry

In CCC Ranganathan prescribed the HC-1 rules for compound surnames. The
compound surnames with conjunction or without conjunction word.
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Examples:
Original Name Rendered Name

Arthur Thomes Quiller-Couch QUILLER-COUCH (Arthur Thomas)
Giegio Levi Della Vida DELLA VIDA (Giegio Levi)

1.2.2.4 Surnames with prefixes

There are surnames with separately written prefixes such as De, Le, Du and De la. All
such names are entered under the prefix.

Original Name Rendered Name
Thomas De Quincy to De Quincy, Thomas
John Le Carre to Le Carre, John
Daphne Du Maurier to Du Maurier, Daphne
Walter De la Mare to De la Mare, Walter

Rule 22.5D1 of AARC2 prescribes that “If a surname includes an article or preposition or
combination of the two enter under the element most commonly used as entry element in listing
in the persons’ language or country of residence. If a person had used two or more languages,
enter the name according to the language of most of that person’s works familiar. In case of
doubt, follow the rules for English, if English is one of the language. otherwise, if the person is
known to have changed his or her country of residence follow the rules for language of the
adopted country. As a last resort, follow the rules for the language of the name”.

Surname including an article or preposition or combination of the two are entered
according to following practices.

Afrikans (Dutch of South Africa): Under the prefix

Van der Post, Christian Women Hendrik

Czench and Slovac: Under the part following the prefix
Zerotina, Karel Z

Dutch: Under the part following the prefix unless the prefix is ver
Aa Pieter van der

Drioessche, Albert, van

Ver Bovan, Daisy

French: Under the prefix consisting of an article or of a contraction (du, des)
Le Rouge, Gustac

La Bruyere, Rene

Du Bellay, Joachim

Des Granges, Charles-Marc

Otherwise under the part following the preposition (d’, de)
Aubigne Theodore Agrippa d’
Musset, Alfred de
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La Fontaine, Jean de.

German: Same as in French (under an article, but not under a preposition)
Am Rhyn, August

Zur Linde, Otto

Goethe, Johnn Wolfgang Von

Italian: under the prefix
A prato, Giovanni
D’ Arienzo, Nicola

Protuguese: under the part following the prefix
Fonseca, Martinho Augusto, da
Rego, Jose Lins do

Scandinavian Languages (Danish, Norwegian, Swedish): under part of the name
following the prefix.

Hallstrom, Gunnar Johannes af
Linne, Carl von (of German origin)

Under the prefix, if the prefix is the Dutch de or of another origin

De Geer, Gerard (Dutch de)

La Cour, Jens Lassen (of French origin)

Spanish: If the prefix consists of an article only, enter under that prefix
Las Heras, Manual Antonio

Otherwise enter under the part following the prefix

Figueroa, Francisco de

Casas, Bartolome — de las

English: Enter under the prefix
Example: D’ Anverse, Knightly
De la Mare, Walter; Le Gallienna, Richard

Romanian: Enter under the prefix unless it is ‘de’, In that case, enter under the part of
the name following the prefix.

Example: A Mariei, Vasile

Pus, Cariu, Emil de

Other Prefixes: If the prefix is not an article, or preposition, or combination of the two
enter under the prefix.

Example: Ap Rhys Price, Henry Edward
Mac Donald, William
Fitz Gerald, David
1.2.2.5 Entry under title of Nobility
Some authors using their title of nobility in their names, like, Viscount, Barron etc.
Another common form of nobility is conferring knighthood or bestowing title ‘Sir’ like Sir Arthur
Conon Doyle, Sir Walter Scot, and so on.
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AACR2 (22.6) prescribes that ‘Enter under the proper name in a title of nobility (including
courtesy titles) if the person is commonly known by that title. Apply this rule to those persons
who (1) use their titles rather than their surname in their works or (2) are listed under their titles
in reference sources. Follow the proper name in the title by the personal name (excluding
unused forenames) in direct order and the term of rank in the vernacular. Omit the surname
and term of rank if the person does not use a term of rank or a substitute for it.

Example:

Byron, George Gordon, Baron

Nairne, Carolina, Nairne Baroness
Bolingbroke, Henry St. John, Viscount
Norwhich, John Julius

Royalty: (all Western names): Add a phrase consisting of the title and the name of the state or
people governed by the name of a monarch.

John, King of England (state)
Clovis, King of the Franks (people)

If the name of a ruler has a roman numeral associated with it, add the numeral after the
appropriate name.

Alfonso XIll, King of Spain

Elizabeth 1l, Queen of the United Kingdom
Gustaf lll, King of Sweden

Victor Emmanuel Il, King of Italy

If the name includes the name of a dynasty or a surname, enter the whole name in
direct order.

John Il Comnenus, Emperor of the East

Louis Bonaparte, King of Holland

Popes: Add to a name identifying a pope, the designation Pope.
Pius XIlI, Pope
John, XXIIl Pope

Bishops: Add the official title to a given name:
Joannes, Bishop of Ephesus
John Abbot of Ford

1.2.2.6 Entry under initials, letters, or numbers

AACR?2 prescribes to enter a name consisting of initials, or separate letters or numerals,
or consisting primarily of initials, under those initials, letters, or numerals in direct order, Include
any typographic devices that follow the letters. Include any words or phrases associated with
the initials, letters, or numerals. In the case of initials or letters, make a name title reference
from an inverted form beginning with the last letter for each item catalogued. Make a reference
from any phrase associated with the initials required. In the case of numerals , make a name-
title, reference from the mummers as words for each item catalogued. Eg.,
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H.D.

x D,H.

A.de O

x O., A.de
Indiscretions of Dr. Carstairs

110908
x One Hundred and Ten Thousand, Nine Hundred and Eight

1.2.2.7 Entry under phrase

The rule states to ‘enter in direct order a name that consists of a phrase or other
appellation that does not contain a real name (whether) used by the person or assigned by
scholars, reference works. etc. As required refer from variant forms (including other language
forms)’ e.g.

Dr. X

x X, Dr.

Father Time

Mr. Fixit

Pan Painter

Maitre de Mouline
X Master of Mouline

Other, A.N.
x A.N. Other

River (Writer)
Taj Mahal (Musician)

Fannie, Cousin
X Cousin Fannie

Pseudo-Brutus
See also Brutus, Marcus Junius

Brutus, Marcus Junius
For the Greek letter erroneously attributed to this person
See Pseudo-Brutus

Physician
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Memoir of Bowman Henry.../by a physician
Author of Early impressions

The unveiled heart a simple story / by the author of Early impressions
X early impressions, Author of

1.2.3 Additions to names

AACR2(22.12) specifies that ‘add to the name of a nobleman or noblewoman, not
entered under title of nobility in the vernacular if the title or part of the title or a substitute for the
titte commonly appears with the name in works by the person or in reference sources. In case
of doubt, add the title’ e.g.

Bismark, Otto, Furst von

Nagy Pal felsobuki

Sevigne, Marie Rabutin-Chantal, marquise de

Cambell, Patrick (Title Baron Glenavy not used in his works)

1.2.3.1 British Titles of Honour

AACR2(22.12B) mentions to “add the British title of honour Sir, Dame, Lord and Lady if
the term commonly appear with the name in works by the person or in reference sources. In
case of doubt, add the term of honour.

Add the term at the end of the name if the person is entered under given name or if the
person is the wife if a ‘baronet’ or ‘knight’ (unless she is also the daughter of a duke, duchess,
marquess, marchioness, earl, or countess).

Add the term before the forenames if the person is a baronet or knight, a dame of the
order of the Briths Empire (D.B.E) or the Royal Victorian Order (D.R.V.O) a younger son of a
duke, duchess, marquess, or marchioness, or a daughter of a duke, duchess, marquess,
marchioness, earl, or countess.

Eg.

Landseer, Sir Edwin (Knight)

Greaves, Lady Rosamund (Daughter of a countess)

AACR2 (22.12B) rule British titles of honour, Sir, Dame and Lady, are added, if they
commonly appear with the name of authors in their works.

Sir John Suckling to Suckling, Sir John
Dame Rebecca West to West, Dame Rebecca

Note: these titles of honour precede the forename
The case of the honorific Lady is a title complicated. If the person happens to be the
wife of a knight, the honorific is added at the end of the name.
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Greogory, Augusta, Lady
In case she is the daughter of an earl, it is added before her forename.
Stanhope, Lady, Hester

If the territorial designation (place) is an integral part of the title, include it.
Russell of Liverpool, Edward Frederick Langley Russell, Baron, (territorial designation +
full name in direct order + term).

1.2.3.2 Saints
The rule 22.13 states that’ add the word Saint after the name of a Christian saint, unless
the person was a pope empress, king, or queen’ e.g.

Alban, Saint

John, Climacus, Saint

More, Sir Thomas, Saint

Arundel, Philip Howard, Earl of Saint
Augustine, Saint, Archbishop of Canterbury

1.2.3.3 Royalty

Under the rule 22.17A it is specified that “add a phrase consisting of the title (in English
if there is a satisfactory English equivalent) and the name of the state or people governed to the
name of a monarch (emperor, empress, king, queen, ruling prince or princess or other
hereditary ruler) e.g.

Hirohito, Emperor of Japan

John, King of England

Elizabeth Il, Queen of the United Kingdom
Nicholas Il, Emperor of Russia

Royalty (all Western names): Add a phrase consisting of the title and the name of the
state or people governed by the name of a monarch.

John, King of England (state)
Clovis, King of the Franks (people)

If the name of a ruler has a roman numeral associated with it, add the numeral after the
appropriate name.

Alfonso XIll, King of Spain

Elizabeth I, Queen of the United Kingdom
Gustaf I, King of Sweden

Victor Emmanuel Il, King of Italy

If the name includes the name of a dynasty or a surname, enter the whole name in direct
order.

John Il Comnenus, Emperor of the East

Louis Bonaparte, King of Holland
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1.2.3.4 Popes
Popes : Add to a name identifying a pope, the designation pope.

Pius XIlI, Pope
John, XXIIl, Pope

1.2.3.5 Bishops
Bishops: Add the Official title to a given name:
Joannes, Bishop of Ephesus
John, Abbot of Ford

1.3 Indic Names

Indian names differ in several ways from the name in Western countries having uniform
pattern. The Indic names have their own problems, which have been discussed in detail by Dr.
Ranganathan in his ‘Classified Catalogue Code’. Before the advent of the caste system the
names were usually single worded forenames or proper or personal names like “Bhanabath”
‘Hemachandra’, ‘Jayadeva’ etc.

Evolution of Hindu names is an interesting study. A number of factors have contributed
to the structure of names like religious beliefs, customs, superstition, community, castes,
occupation, hereditary profession, cultural background and language, etc. After Muslim invasion
of India, Arabic and Persian languages influenced the structure of Indian names. Western
impact further complicated the Indian names pattern. The languages and dialects of different
regions also have played a major role in the formation of names. North Indian names consist of
given names and family names. The entry element is usually family name.

The evolution of North Indian family names are from caste, gotras, occupation or places.
Bengali names usually have three parts (a) the personal name (2) padanta (the last component
of a compound name) used to complete the proper name and (3) family name. Many of the
Punjabi names are compound surnames like Bansi Lal, Tara Chand, Gian Chand, Kalyan Das.
Murli Dhar, Shiv Dayal. In the case of Sikhs, majority of names end in Singh but it is not treated
as surname. It goes with the personal name like Khushwant Singh, Tara Singh. In Western
India the names usually have three parts (1) personal names (2) father’'s name and (3) family
name.

E.g. Yashwant Rao Balvanth Rao Chavan
Mohandas Karamchand Gandhi

South Indian names are usually the personal names. In Tamil, Telugu and Malayalam,
in a few cases caste names, Aiyar, lyengar, Reddy, Raju, Nair, Menon, are few now used as
surname, e.g., Memon, K.P.S., Aiyar, S.P. or Acharya, K.S. Menon, Aiyar, lyengar are to be
rendered with the personal names because they are prominently known by those names, e.g.,
Krishna Memon, V.K.Rajagopala lyengr, T.S., Srinivas Sastri, Some names ending with ‘Rao’
have been converted into a surname like V.K.R.V.Rao, Usually ‘Rao’ goes along with the
personal name like Rama Rao. In South Indian names there is another tendency to shorten the
names and convert the personal names into surnames, for E.g.

V. Ramakrishnan becomes
V.R.Krishnan (where Rama is converted into R)
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Veera Raghava Chari becomes
V.C. Raghava (On conversion for V=Veera C=Chari) — this is a fanciful conversion.

Treatment of Indic names in AACR2 for entry heading is explained in the following
subsections.

1.3.1 Early Indic names

The AACRZ2, under the rule 22.25A for early Indic names, prescribes that “enter an Indic
name borne by a person who flourished before the middle of the nineteenth century under the
first word of the personal element name, ignoring honorifics and religious terms of address that

may precede it (Sri, Shri, Swami, Acharya, Muni, Bhikkhu, etc.) Do not include the enclitic “ji
(or — jee) sometimes added to the personal element of the name. Eg.

Panini
Isvara Kaula

“Enter the name of an ancient or medieval Sanskrit author or an author (usually, Jain) of
a prakrit text under the Sanskrit form of the name”
e.d.
Aryabhata
x Aarya Bhata
Bhattoji Diksita

“Include a title (Shri, Sri), Swami, Acharya, Bhatta, Saraswathi, Muni, Gani, etc.) as an integral
part of the name if it appears with the name in reference sources”

e.g.

Chandrakant Swamy

Shankaracharya

Sriharsha

The rule in this connection prescribes to enter an Indic name borne by a person under
the first word of the personal name, ignoring honorifics and religious terms of address that may
preceding it (Sri, Shri, Swami, Acharya, Muni, Bhikku, etc)

Kalidasa

Panini

Amara Simha

The next rule under Early Names direct the cataloguer to enter an ancient or medieval
Sanskrit author under the Sanskrit form of the name and refer from any significantly different
form

Aryabhata

x Arya Bhata

Asvaghosa

Bhattoji Diksita

A title is included as an integral part of the name, if it appears with the name in reference
sources.

Narain Swami

Sankaracharya



Library Cataloguing Theory 2113 Personal names

Sriharsa
Sridharaswami

Enter the name of a Buddist author of a Pali text under the Pali form of the name. Refer
from a significantly different form.

Dhammakittti

xDharmakirti

1.3.2 Modern Indic Names

It is more convenient to treat modern Indic names language wise. Assamese, Bengali,
Guijarati, Marathi, Oriya and Sindhu names consists of forename(s) and surname, Assamese,
Bengali and Oriya forenames have the appearance of compound names, Gujarati, Marathi and
Sindhi names consist of a given name, father's name and surname.

The names in all these six languages are entered under the surname of an author.

Assamese : Birinchi Kumar Barus to Barus, Birinchi Kumar

Bengali : Romesh Chunder Dutt to Dutt, Romesh Chunder

Oriya : Bhanja Kishore Patnaik to Patnaik, Bhanja, Kishore
And

Gujrati: Govindbhai Sukhabhai Patel to Patel, Govindbhai Sukhabhai
Marathi: Giopal Krishna Gokhale to Gokhale, Gopal Kirshna
Sindhi: Jethanand Bhagwandas Lalwani to Lalwani, Jerthanand bhagwandas

Kashmiri Hindu names consist of forename and surname and are entered under the
surname of an author Jayalal Kaul to Kaul, Jayalal.

1.3.3 Kannada, Malayalam, Tamil and Telugu names are entered under the given
name (forename like Ramachandran)

Given names in these languages are usually preceded by a place name and
occasionally by the father’s given name and may be followed by a caste name.

i) Place name and given name: transposed (for Telugu names it is better to refer it as
surname (house name) and given name: transposed)
Vavilala Gopala Krishnaiah to Gopala Krishnaiah, Vavilala
i) Place name, father's name and given name: transposed.
Shiyali Ramamrita Ranganathan to Ranganathan, Shiyali Ramarita
iii) Place name, given name and caste name under the given name followed by the caste
name.
Chettur Sankaran Nair to Sankaran Nair C
iv) Place name, father’'s name, given name and caste name; under the given name followed
by the caste name

Chetpet Pattabhirama Ramaswamy Ayyar to Ramaswamy Ayyar, C.P.

Usually place names and father’'s name are initiated Ranganathan, S.R.
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1.3.4 Punjabi/Sikh names

Enter a Punjabi or Sikh name under the first or given name.
Trilok Singh
Khushwant Singh

Occassionally these names contain a surname or name that appears, and is used, as a
surname. In all such cases, enter it under that name e.g.,

Bedi, Rajinder Singh

Bhullar, Surjit Singh

In North India, names occasionally consist of only given names, like
Bhuvan Prakash

Girija Kumar

Krishan Kumar

These are entered in direct order. Many Hindi personal names, however, contain a
surname or proper name that is used as such. All such nhames are entered under the

surname.

Agarwal, Chandra Prakash

Chaturvedi, Girija Kumar

Nahata, Agar Chand

1.3.5 Religious Names

Enter a modern person of religious vocation (Hindu, Buddhist or Jain) under the religious
name and add the religious title.

Chinmayananda, Swami
Ramana, Maharshi
Punyavijaya, Muni
Sangharakshita, Bhikshu

The basic distinction is between Indo-European and Dravidain systems. In the former,
the surname comes last and listed as the first element in listing. In the Dravidian system, the
order is given name and the rest reduced to initials. But, as in Punjabi system, there is a slight
free variation with regard to Telugu names;

Rao C. Rama or Rama Rao C
Reddy G. Ram or Ram Reddy, G.

It depends on how the person himself writes it. This has to be kept in view while
formulating the cataloguing rules.

Variant Spellings of Indic Names:

Another problem to the cataloguer is the variant spelling used by the authors for the
same name and in several cases the reader will be at a loss to find in the catalogue the correct
spelling for example observe the following names.
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1.4 Muslim Names

The main source of giving personal name to Muslim is the ninety nine names of God and
ninety nine names of prophet Mohammed and the names of other prophets as mentioned in the
Holy ‘Quaran’. With the spread of ‘Islam’, the Muslim names have undergone changes. The
old patterns were dropped and new ones are adopted. Words like Mohammed Ali Abdullah,
etc. were used as personal names so intensively that they ceased to have distinctive value
unless compounded with other names. The Arabic names have influenced the Muslim personal
names of every region and hence India is no exception.

The Indian Muslim names pose a number of problems to the cataloguers as they are
comparatively lengthy having multiple constituent elements like, Khitab, Lagab, Ism, Kunyah,
Tokallus and Nishah etc. The Muslim names are formed of:

Conventional or professional titles and also called as lagab/Khitab. It is difficult to
distinguish between Lagab and Khitab.
Personal name of ism. Also called ‘alam’

Paternal or metonymical name, called Kunyah

Literary name assumed by the author is called takhalus.

Part of the name denoting the relation of person to a place, family, sect, institutions, etc.,
called Nisah.

The common element in Muslim names is the ‘ism’. Muslim names consisting of ism’
begin either with Mohammad and/ or terminate with Ahmed. Ali, Hasan, Husain and all such
persons are better known by the other part(s) of the names. In such a Mohammad Saeed,
Ahmed Saeed, Saeed Ahmed, Saeed Ali, Ali Saeed and Saeed Mohammad, the most potent
parts to be taken as the entry element in the above names the word Saeed is the patent name
and entries must be made under Saeed. In the names like Ali Mohammad, Mohammad Din.
Ahmed Din and Din Ahmed, no one part is potent and hence and entry to be made as it is.

It is also at the time observed that the description of name differs from book to book
written by the same author (see the examples below)

Mohammad Igbal
Allama Igbal

Sheikh Mohammad Igbal
Dr. Mohammad Igbal

AACR2

AACR2 throws light on Muslim names in rule 22.22 covering the names under the Arabic
alphabet. In rule 22.22D specific cases are explained as under:

KHITAB (honorific compound of which the last part is typically al-Din)
Rashid al-Din Tabib

Sadar al-Din Tabib
Sadar al-Din at-Qunawi, Muhammad ibn Ishaq
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x Muhammad ibn Usgaq ak-Qunawi, Sadral — Din
x al-Qunawi, Sadr Al-Din Muhammad ibn Ishaq

Kunyah: (typically a compound with Abu as the first word)

Abu al-Bamkat Hibat Allah ibn ‘Ali’
x Hibat Ailah ibn ‘Ali, Abu al-Barakat

Abu Hurayarah
CccC

As in the earlier case (Choice of Entry), there are no articulated rules in Classified
Catalogue Code for rendering a heading. But tables have been provided in this Code (CCC) in
parts H and J, for different categories of names to give the directions to a cataloguer. One,
however finds a detailed analysis of name patterns both Western and Indic for a cataloguer’s
guidance in this part. CCC also discussed in AACR2. These compound surnames are either
hyphenated or left split into two. All such compound surnames are entered under the first part of
the compound.

Bengali : DAS GUPTA (Samaresh)
Kannada* : MOKASHI-PUNEKAR (Shankar R.)

1.5 Summing Up

Names of persons can be authors and also subject, and they will become heading for
document. This will help the readers, to get access, through the names of the author or author
as subject. The cataloguer has given importance to the names of persons. The cataloguer has
to consider the uniformity in choosing and rendering the personal names as headings. This can
be possible, only when the cataloguer has the knowledge of how the names are formed and
used. The names of authors vary from culture to culture.

Indian names differ in several ways and pose problems, in rendering unlike European
names, having uniform pattern of names. Religious beliefs, customs, traditions, superstitious,
community, cultural background and languages that are influence the names of Indian authors.
Muslim personal names are based on the ninty nine names of the god, prophet, Mohammad as
stated in holy “Quran”

A detailed explanation is given in selecting entry heading, entry element under
surnames, compound hyphenated surnames, prefixes etc. The rules prescribed by in AACR2
and CCC is discussed in detail.

1.6 Self Assessment Questions
1) Write a detailed sketch of personal authorship. Explain briefly the choice of  heading for
different types of personal authors
2) Explain the problems entered in deciding the heading of Indic names:
3) Write short notes on
a) Indic names

b) Muslim names
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1.7 Further Reading

1. Anglo American Cataloguing rules 2™ ed. Chicago, American Library Association, 1988

(Chapters 21 and 22)

Krishna Kumar cataloguing theory, 4™ ed. New Delhi, Vikas Publishing House.

Ranganathan, S.R. classified catalogue code; 5" ed. Bombay, Asia publishing House,

1964.

4. Tripathi, S.M. Cataloguing theory and practice: Agra : Shiv Lal Agarwal & Company, 1982.
5. Sharma pandey S.K. cataloguing theory, New Delhi: ESS ESS Publications 1988.

1.8 Glossary

Fore Name

Maiden Name

Personal Author

Surname

A name preceding person’s surname (family name) given at birth
to distinguish him or her from others of the same family or clan.
Synonymous with given name.

Change in the name of the women after her marriage

The person chiefly responsible for intellectual and artistic
contribution of a work.

A shared name that identifies members of the same
family, as distinct from a given name, that may be same
as that of close or distant relative but is also likely to be
shared with persons out side the family. In library
cataloguer entries personal name entries begin  with
surnames, and form of name subject to authority control.
Synonymous with last name.
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LESSON - 02

CORPORATE BODIES

2.0 Aims and Objectives

In this lesson you will know about corporate bodies as authors their choice and
rendering in catalogue entries. After reading the lesson you will be able to know.

Define meaning and scope of corporate authorship
Identify corporate authorship
Analyze kinds of corporate authors

Distinguish the choice of rendering of names of corporate authors according to AACR2
and CCC

Structure

2.1 Introduction

2.2 Corporate Bodies
2.2.1 Definitions
2.2.2 Corporate Authorship
2.2.3 Choice of Headings
2.2.4 Rendering Names

2.3 Types of corporate bodies
2.3.1 Institutions, Associations, Societies
2.3.2 Government and Government Agencies
2.3.3 Conference ,Congress, meetings, etc.
2.3.4 Exhibitions

2.4 Summing up

2.5 Self Assessment Questions

2.6 Further Reading

2.7 Glossary

2.1 Introduction

In the previous lesson you have studied about personal author/s who are responsible for
the intellectual artistic thought content of the document. In this lesson you will study about
corporate authors. The meaning of the corporate author is a group of persons coming together
to form into a group, committee, association, congress for a noble cause. These group of
people found together in three ways. They are:
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—_

According to the degree of relationship by which their member is connected.

2. According to the degree of relationship by which their member are connected to their
duration as collective group.

3. According to the degree of relationship by which their member are connected collective

identifying name.

2.2 Corporate Bodies
2.2.1 Definitions

The corporate body has been defined in various ways in cataloguing codes. There is no
one definition agreed upon by all the codes. The AACR2 defines that “a corporate body is an
organization or a group of persons that is identified by a particular name and that acts, or may
act, as an entity”. Corporate bodies cover associations, institutions, business firms, non-profit
enterprises, governments, government agencies, projects and programmes, religious bodies,
local churches, and conferences.

In CCC, Ranganathan defines the Corporate body as “a number of persons taken
collectively usually as united, or organized, or coming together informally, in a common cause
or for common action. Such as governmental business, or commercial or industrial or service or
political or any other business, or for deliberations, or for collective expression of opinion or
statement.

Eva Veron, in her study, “On Corporate Heading” had examined various definitions on
corporate body, critically, and she is of the opinion that the classified catalogue code is the only
one which offers a broad definition that can be applied also to unnamed groups of individuals.
The CCC explicitly mentions conferences without specific names, such as meetings of
citizens, etc.

2.2.2 Corporate Authorship

In corporate authorship the responsibility for the thought content of the document is
rested in a group of persons who formed together into a organizations/association. Generally
the document will brought out in the name of an organization. The document will come out in
the designation of chairman, president or convener of the committee and some times with the
name of the committee. These committees will work as subordinate bodies for some
organizations, and some times the committee will have subcommittees; adhoc committees and
hierarchical committees exists in the original committee. The thought and expression of the
information contained in the document is solely the authority and responsibility of the corporate
body and under private capacity and not by designations of any person/s.

2.2.3 Choice of Headings
Entry under corporate body

Definition: A corporate body is an organization or a group of persons that is identified by
a particular name and that acts, or may act, as an entity. Consider a corporate body to have a

name if the words referring to it area a specific appellation rather than a general description.
Consider a body to have a name if, in a script and language using capital letters for proper
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names, the initial letters of the words referring to it are consistently capitalized, and/or if, in a
language using articles, the words are always associated with a definite article. Typical
examples of corporate bodies are associations, institutions, business firms, non profit
enterprises, governments, government agencies, projects and programmes. Religious bodies,
local church groups identified by the name of the church, and conferences”.

Some corporate bodies are subordinate to other bodies (e.g. the Peabody Museum of
Natural History is subordinate to Yale University; the Annual General Meeting is subordinate to
the Canadian Library Association).

Considered adhoc events (such as athletic contests, exhibitions, expeditions, fairs, and
festivals) and vessels (e.g. ships and spacecraft) to be corporate bodies.

General rule. Enter work emanating ‘from one or more corporate bodies under the heading for
the appropriate corporate body (see AACR2, 21.1B2-1B4, 21.1C) if it falls into one or more of
the following categories:

a) those of an administrative nature dealing with the corporate body itself
or its internal policies, procedures, finances, and/or Its operations
or its offices, staff, and/or membership (e.g. directories)
or its resources (e.g. catalogues, inventories)

b) some legal, governmental, and religious works of the following types laws
decrees of the chief executive that have the force of law
administrative regulations (see 21.32)
constitutions (see 21.34)
court rules (see 21.34)
treaties, etc (see 21.35)
court decisions (see 21.36)
legislative hearings
religious laws (e.g. cannon law)
liturgical works (see 21.39)

c) those that record the collective thought of the body (e.g. reports of commissions,
committees, etc. official statements of position on external policies)

d) those that report the collective activity of a conference (e.g. proceedings, collected
papers), of an expedition (e.g. results of exploration, investigation). Or of an event (e.g.
an exhibition, fair, festival) falling within the definition of a corporate body (see 21.1B1)
provided that the conference, expedition, or event is prominently named (see 0.8) in the
item being catalogued.

e) those that result from the collective activity of a performing group as a whole where the
responsibility of the group goes beyond that of mere performance, execution , etc.
Publications, resulting from such activity include sound recordings, films, video recordings,
and written records of performances (For Corporate bodies that function solely as
performers on sound recordings. See 21.23.

f) Cartographic materials emanating from a corporate body other than a body that is merely
responsible for their publication or distribution.

In case of doubt about whether a work falls into one or more of these categories, treat it
as if it does not.
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In some cases of shared responsibility (see 21.6) and mixed responsibility (see 21.8-
27,27), enter such a work under the heading for the corporate body named first. Make added
entries as instructed in 21.29-21.30

21.1B3 If a work emanates from one or more corporate bodies and falls outside the
categories given in 21.1B2. treat it as if no corporate body were involved. Make added entries
under the headings for prominently named corporate bodies as instructed in 21.30E

21.1B4 If a work falls into one or more of the categories given in 21.1B2 and if a
subordinate unit of a corporate body is responsible for it, apply the following provisions:

a) if the responsibility of the named subordinate unit is stated prominently, enter the work
under the heading for the subordinate unit.

b) If the responsibility of the named subordinate unit is not stated prominently, or if the parent
body is named in the chief source of information and the subordinate unit is not, or if the
subordinate unit has no name, enter the work under the heading for the parent body.

2.2.4 Rendering Names

AACR2 (24.1) previous that Enter a work directly under the name of A corporate Body
with which it is commonly identified unless or other the role prescribe to enter it in the higher
body or related body or under the name of the Government. Determine or identify the name by
which the corporate body is familiar or the body published documents, and in its language.
When the conditions does not apply, from reference sources. If the name of the corporate body
contains initials, omit or include full stops and other punctuations marks according to the
predominant usage of the body.

E.g.:
Aslib
Unseco
Royal Aeronautical society

2.3 Types of Corporate Bodies

The AACR, under the definitions of the Corporate Body included, institutions,
associations, business firm’s, non profit organizations, governmental, non-governmental
agencies, religious bodies local governments, Conferences, Congresses,, exhibitions, festivals
and fairs other bodies. For the convenience of the study of corporate body, they grouped into
the following categories.

Institutions, associations, societies and other non-profit organizations
Governments and government agencies

Conferences, congresses and meetings

Other bodies like exhibitions, fairs and festivals etc.

Institutions, associations, societies.

®caoow
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2.3.1 Institutions, associations, societies and other non-profit organizations

AACR2

AACR2 does not demark any difference between, Institutions and Societies, the basic
rule applies for the Institutions, societies and associations. Enter the name of the Institutions
directly under its name.

Example:
Yale University
Andhra University
American Library Association
Royal Society of Bengal

If there is more than one Institution with the same name, separate if by the place when it
is located.

Example:
Indian Institute of Technology — Chennai
Indian Institute of Technology — Kanpur

Enter the name of the subordinate body under its name if it is familiar with that name.
Harward Law School

Refer from Harward University Law School

Bajaj Institute of Management

Refer from University of Bombay. Bajaj Institute of Management enter a subordinate body as a
sub-heading to the body to which it is sub-ordinate or related.

University of London — School of Pharmacy
University of Pune - Faculty of Ayurvedic Medicine

If a name contains administrative subordination of a higher body enter it under superior
body followed by subordinate body.

Name: Yale University Library

Entry Yale University Library

Name: Banarus Hindu University Syndicate
Entry Banarus Hindu University

Treatment in CCC: The term Institution covers all types of corporate bodies except
government and conferences. It is so even the Institutions owned and manned by government
also come render corporate body.

a) Initial Article: The initial article is to be omitted while entering the name of an Institution.
Example:
The Mount Wilson Observatory
Mount Wilson Observatory

b) Honorific word : Omit the honorific word/s before the name of the Institutions.
Example: Reale Academic Nazonale Del Lincei
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ACADEMIC NATIONALE DEL LINCEI

c) Title of honor of a person:
PADMASRI JANDHYALA PAPAYYA SASTRI
JANDHYALA PAPAYYA SASTRI

d) Numerals at the beginning
28™ JANUARY 1948 MEMORIAL SOCIETY
TWENTY EIGHTTH JANUARY 1948 MEMORIAL SOCIETY
If a heading started with number, then it is to be recorded in letters in the language

e) Individualizing Element:
If two (corporate bodies) institutions are functioning with same name individualize them
by recoding geographical, locations year of establishment etc. elements.

Example:
NATIONAL RESEARCH COUNCIL(CANADA)
NATIONAL RESEARCH COUNCIL(JAPAN)
INDIAN MEDICAL SOCIETY (1819)
INDIAN MEDICAL SOCIETY (1837)
Organ of an Institute:
If the corporate body is an organ of an Institution then multiple corporate heading is to
be provided.

Example: ALAGAPPA UNIVERSITY. SCHOOL OF DISTANCE EDUCAION
2.3.2 Government and Government Agencies:

Government is an authoritative information agency for the production and dissimulations
of information. Some times subordinate organs of the government or temporary organs will also
publisher documents. AACR2 prescribes rule under 24.3E conventional name of the
government is to be used unless official name is in common use. The conventional name of the
government name is geographic name of that area over which government exercise jurisdiction.

Example:
France
Not Republique Francgaise

Government and Government Agencies

A government is entered under its conventional name, unless the official name is in
common use. The conventional name of a government is the geographic name of the area
(country, state, county, municipality, etc) over which the government exercises jurisdiction
(political and administrative authority).

Conventional Official

United Kingdom United Kingdom of Great Britain and Northern Ireland
United States Unites States of America

Massachusetts Commonwealth of Massachusetts

Nottingham shire County of Nottingham shire
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However, if the official name of the government is in common use, it should be used as it is:
Greater London Council
Pune Municipal Corporation

A government consists of, or creates, several bodies and agencies. Some of these are
major executive agencies, like for example, ministries or departments or offices having no other
agency above them. As again these, there are bodies or agencies subordinate to higher
agencies. Besides, there are legislative bodies, constitutional conventions, courts, armed
forces, government officials and embassies and consulates. There are separate rules in AACR-
2R for entering all these various bodies and agencies. Only the principal ones are discussed
here.

The first of these relates to bodies created and controlled by a government. Such
bodies are entered directly under their own name when they are predominantly so identified.
They are, therefore, no entered under the government creating them.

Example:
Arts Council of Great Britain
Canadian National Railways
Bombay Port Trust
Indian Council of Agricultural Research
Indian Bureau of Mines
Indian Military Academy

Agencies subordinate to bodies such as the above are entered directly under the name
of the government and not under the departments to which they are attached. If, however there
exist agencies with identical names, indirect sub-headings are formed as shown below.

Direct Sub-headings

India Department of Expenditure, Staff Inspection Unit.
United Kingdom Department of Employment, Solicitors Office
In these cases, Staff Inspection Unit and Solicitors Office are entered indirectly in order
to avoid possible confusion with other subordinate agencies of the same name.
In indirect sub-headings, the name of the next superior body is added between the name
of the government and the name of the subordinate agency concerned, as above.
Type-2
As agency with a name containing a word that implies administrative subordination.
E.g. committee or commission is entered under the name of the government creating it.
The name of the government is necessary for identification of the agency.

India, Atomic Energy Commission

India, Union Public Service Commission

India, University Grants Commission

United Kingdom, Royal Commission on the Press
United States, Commission on Civil Rights

However, if identification of a body is possible without indicating administrative
subordination, it is entered directly under its name. Thus:

Maharashtra Public Service Commission



Centre for Distance Education 2.2.8 Acharya Nagarjuna University

Type-3

An agency with a name that is general in nature or that does no more than indicate a
geographic, chronological, or numbered or lettered sub-division of the government or of one of
its agencies entered subordinately.

United States, Public Health Service, Region XI (Name: Region XI)
Malaysia, Royal Customs and Excise Department, Sabah Region

Type-4
An agency with a name that does not convey the idea of a corporate body and does not
contain the name of the government.

Canada, Ocean and Aquatic Sciences

(Name: Ocean and Aquatic Sciences)

India: Geological Survey

(Name: Geological Survey of India)
Type-5

As agency that is a ministry or similar executive agency is entered under the
government of which it is a part: Thus:

India, Ministry of Human Resource Development

India, Ministry of Labour

United Kingdom, Home Ofice

United Kingdom, Ministry of Defence

United Kingdom, Board of Trade

Type-6
When a legislature has more than one chamber, enter each as a sub-heading of the
heading for the legislature.

India, Parliament, Rajya Sabha

India, Parliament, Lok Sabha

Maharashtra, Legislature Council

Maharashtra, Legislature, Assembly

United Kingdom, Parliament, House of Lords
United Kingdom, Parliament, House of Commons
United States, Congress, Senate

United States, Congress. House of Representatives

A legislature always creates committees and subcommittees, Enter Committee as sub-
headings of the legislature, or of a particular chamber, as appropriate.

India, Parliament, Public Accounts Committee

(members are drawn from both Lok Sabha and Rajya Sabha)

United States, Congress, Joint Committee on the Library

But India. Parliament, Lok Sabha, Estimates Committee (Members are drawn from Lok
Sabha only)
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Enter a legislative subcommittee as a sub-heading of the committee to which it is
subordinate.

United States, Congress, Senate, Committee on Foreign Relations, Sub committee on
Canadian Affairs.

If legislatures are numbered consecutively, add the ordinal number and the year to the
heading for the particular legislatures.

India, Parliament, Lok Sabha (7": 1980-1984)

United Sates, Congreess (87™: 1961-1962)

Constitutional conventions are entered directly under the heading for the government.
India Constituent Assembly (1947-1949)

Type-7
Courts are entered under their jurisdiction

India, Supreme Court

United States, Federal Court

Bombay, High Court,

Madhya Pradesh, High Court
Maharashtra, Sessions Court (Pune)
Maharashtra Sessions Court (Wardha)

In the last two case, the name of the district is added to distinguish one from the other

Type-8
Armed forces. A service of the armed forces of a government is entered as a direct sub-
heading of the name of the government.

India, Air Force
United Kingdom, Royal Navy
United States, Marine Corps.

A component unit of a ser