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1 .  I n t ro d uct io n:  

 

I n  t o d a y’ s  w o r ld  o f  i n fo r ma t io n  so c i e t y  w e  t a l k  o f  v i r t u a l  

l i b r a r y ,  l i b r a ry  i n  an  au t o m at e d  env i ro n m en t  e t c .  Bu t  s t i l l  ma jo r i t y  

o f  t h e  l i b ra r i es  i n  In d i a  h av e  i t  c o l l ec t i on  i n  bo o k  fo r m.  Un le ss  w e  

t r y t o  ma na ge  t h e  t r ad i t i on a l  co l l e c t i o n  o f  t h e  l i b r a r y ,  t h e  qu es t i o n  

o f  g i v in g  j u d ge me n t  ab ou t  d i g i t a l  co l l ec t i on  do es  n o t  a r i s e .   T h e  

l i b r a r y  c o l l e c t i on ,  a f t e r  du e  p r o c es s in g  sh o u l d  b e  h o u s ed  t o  p ro v id e  

e a s y an d  co n v en i en t  acce ss  t o  t h e  l i b ra r y  c l i en t e l e .  T h e  m a i n t e n an c e  

o f  a  l i b r a r y i s  en t ru s t ed  w i th  t h e  t as k  o f  p h ys i c a l  s t o rage  o f  

d o cu m e nt s  w i th  t h e i r  a r r an ge me n t  an d  o th e r  r e l a t ed  a c t i v i t i e s .  

  

P r e s e rv a t i o n  o n  t h e  o th e r  h an d  a nd  b in d in g  a r e  t h os e  a sp e c t s  

o f  l i b r a r i a nsh ip  t ha t  h av e  f r eq u en t l y b een  n eg l ec t ed .  I t  i s  ge n e ra l l y  

a ckn o wl ed ged  t h a t  i n  t h e  p r e sen t  d ay  p r e -o cc up a t io n  w i th  ‘u s e  o f  

l i b r a r y  ma t e r i a l s ’  p r e s e rv a t i o n  a sp ec t  o f  d o cu m ent s  h a s  r ec e iv ed  t o o  

l i t t l e  a t t en t i o n s .  P re se r va t i o n  i s  a  b r an ch  o f  Li b r a r y a n d  In fo rm a t i o n  

Sc i en ce  i s  co n ce rn e d  wi th  m a in t a in in g  o r  r e s t o r in g  ac ce s s  t o  

a r t i f ac t s ,  do cu me nt s  an d  r ec or ds  t h ro u gh  t h e  s t u d y,  d i a gn o s i s ,  

t r ea t me nt  an d  p r e ve n t io n  o f  d eca y an d  d a ma ge .  

 

2 .  Bo o ks :  

 

A  bo o k i s  a  s e t  o r  co l l ec t i o n  o f  w r i t t en ,  p r in t ed ,  i l l u s t r a t e d ,  o r  

b l an k  sh ee t s ,  m ad e  o f  p ap e r ,  p a r ch men t ,  o r  o t h er  ma t e r i a l ,  u s ua l l y  

f a s t en ed  to ge th e r  t o  h in ge  a t  o n e  s id e .  

 

3 .  N o n -bo o k ma t er i a l s :  

 

N o n  b o o k  ma t e r i a l s  a r e  b as i ca l l y n o n-p a p e r  b as ed  wh i ch  wo ul d  

i n c lu d e  d a t ab a se ,  m ic r o fo r m s  e t c .   

 

�  C ar t o gr ap h i c  m at e r i a l s :  A t l as ,  m aps  e t c  

�  So u nd  R e co rd i n gs :  D is c ,  t a p e  (o pe n  r ee l  t o  r e e l ) ,  t ap e  ca s se t t e ,  

t ap e  c a r t r i d ge ,  ro l l ,  so un d  r e co r d i n g o n  f i l m.  

�  Mo t io n  p i c tu r e s  and  v id eo  r e co rd in gs  

�  G r aph i cs   ma t e r i a l s  



�  C o m pu te r  f i l e s  

�  Mi c ro fo r ms  

 

T h e  gen e r i c  t e rm ‘ no n -b oo k ’  m a t e r i a l s  i n c l ud e  t wo  b ro a d  

c a t ego r i es ,  p r i n t  an d  no n -p r in t .  Th e  n o n  p r i n t  me d i a  a re  t ho se  o n  

w h ich  p r in t ed  wo rd s  o r  v i su a l s  a r e  no t  d i r e c t l y  r e p r e s en t ed ,  su c h  as  

m a gn e t i c  t a p es ,  d i g i t a l  r e co r d in gs  e t c .   

 

3 . 1  No n- pri n t  med i a :  

 

 T h e  no n -p r i n t  m ed ia  ca n  b e  b r o ad l y c a t e go r i z ed  i n t o  fo l l ow i n g  

f o u r  t yp es :  

 

i )  Fi l m s  

i i )      Ma gn e t i c  m a t e r ia l s  

i i i )  Pl a s t i c  ma t e r i a l s  

 

 

F i l ms  

 

M a g net i c  ma t e r i a l s  

 

P la s t i c  ma t er i a l s  

 
a )  F i l m s  s t r i p s  

b )  S l i d e s  

c )  C i n e  f i l m s  

d )  M i c r o f o r m s  

- M i c r o f i l m  

- M i c r o f i c h e  

- M i c r o - o p a q u e  

- A p e r t u r e  c a r d s  

 

a )  T a p e s  

 ( i )  S o u n d  T a p e s  

     -  O p e n  r e e l  

     -  C a s s e t t e  

( i i )  V i d e o  T a p e s  

     -  O p e n  r e e l  

     -  C a s s e t t e   

( b )  D i s c ( H a r d  D i s k )  

a )  T r a n s p a r e n t  p l a s t i c s  

b )  V i n y l  D i s c ( R e c o r d  P l a ye r  

D i s c )  

c )  O p t i c a l  S t o r a g e  

( i )  C D ( A u d i o / V i d e o )  

( i i )  D V D ( Digital Versatile Disc) 

 

 

 

 

4 .  M a i nt ena nce  w or k a nd  ma na g eme n t :  

 

T h e  u l t i m a t e  su cces s  o f  v a r i ou s  f u n c t io ns  l i k e  a cq u i s i t i o n ,  

c l a s s i f i ca t i o n  an d  ca t a l o gu i n g r e s t s  on  t h e  e f f i c i en c y o f  m a i n t e n an ce  

w o r k .  N o  m a t t e r  h o w  w e l l  a  c o l l ec t i o n  i s  c l a ss i f i ed  o r  ca t a lo gu e d ,  

d o cu m e nt  c an n o t  b e  s e rv i ceab l e  t o  t h e  us e r  u n l e s s  p r op e r  ca r e  i s  

t ak en  t o  o r ga n i ze  an d  ma in t a in  t h e  do cu me nt  co l l ec t i o n .  I t  i s  on e  o f  

t ho se  l e s s  g l a mo ro us ,  no n e th e l es s ,  v e r y i mp or t an t  t a sk s  i n  t h e  

l i b r a r y .  Ma i n t en anc e  wo rk  i n v o lv es  co n t i nu o u s  mo ni t o r i n g  o f  t h e  

p r op e r  s t o ck i n g,  a r r an gem en t  a nd  d i s p l a y o f  d o cu m en t  o n  t h e  

s h e l v es  i n  t h e  s t ack  r o o ms  and  t ak in g  ca r e  o f  t h e m.  T h i s  e s s en t i a l l y 

i m pl i es  two  a sp e c t s :  

 

i )  O r gan i za t i o n  o f  t h e  s t ac k  ro o m an d  a r r an ge me n t  o f  

d o cu m e nt  o n  t h e  she l v es .  



i i )  C on se rv a t i on  o f  bo o ks  i . e . ,  ov e r s e e in g a n d  su p e rv i s i o n  

t h e  ph ys i ca l  co n d i t i o n s  o f  b o o k s ,  ove r a l l  c l ean i l es s  o f  

t h e  s t a ck  a r ea ,  e t c .  

 

O rg a n i za t i o n:  I n  a n  o p en  a cc es s  l i b r a r y w h i ch  a l l o ws  us e r s  t o  

b r o ws e ,  c ho o se  an d  s e l ec t  bo o ks  o f  t h e i r  i n t e re s t ,  s h e l f  o rgan i za t i o n  

a n d  a r r an ge me n t  o f  d o cu me nt  a r e  o f  p r i m ar y i mp o r t an ce .  Th e  

o r ga n i z a t i o n  o f  t h e  d o cu me nt  s ho u ld  b e  d o n e  i n  ac co rd an ce  wi t h  t h e  

u s age .  S o met i mes  t h e  c l as s i f i c a t i o n  s ch e du le  m a y n o t  b e  a s  p e r  

ex p e c t a t i o n  o f  th e  l a ym en ’s  p er sp ec t i v e .  A  c l as s i f i c a t i on  s ch e m e 

d o es  n o t  p r ov id e  t h e  s eq u e n ce  o f  su b j ec t s  o f  b oo ks  o n  th e i r  

p o pu l a r i t y .  

 R e f e re n c e  d o cu men t s  l i k e  en c yc l o p ed ia s ,  d i c t i o n a r i e s ,  ye a r  

b o o ks ,  d i r ec to r i e s ,  e t c  sh ou ld  b e  kep t  i n  a  s ep a r a t e  p l ac e  fo r  e as y 

r ea ch  and  u n i n t e r r up t ed  u s e  b y r ea d e r .  

 R ec en t  a r r i v a l s  and  d o c u m en t s  o n  cu r r e n t  i n t e re s t  mu s t  b e  

d i s p l a ye d  a t  a  p ro mi n en t  p l ace  t o  a t t r ac t  t h e  a t t en t i o n  o f  r e ad e r s .  

 O t he r  do c u m en t s  mu s t  b e  s t a ck ed  ac co r d in g t o  t h e i r  p o pu l a r  

u s e  wi th  r e fe r en c e  t o  t h e  su b j ec t s .  

 

C o ns e rv a t io n:  Th e  s e co nd  a sp ec t  o f  m a in t en an c e  w or k  i s  b oo k  

c o ns e r va t i o n .  Onl y  do cu m en t  i n  go o d  ph ys i ca l  c on d i t i o n  sh o u l d  b e  

a l l o wed  to  s t a y o n  sh e l ve s .  C o n s t an t  s e l f  ch ec ki n g  wo ul d  a l l ow  u s  t o  

r em o v e  t h e  da ma ged  d o cu m en t s .  Th i s  i s  a  h ea l t h y p r a c t i ce  an d  

s ho u l d  no t  b e  u nd e r es t i ma t ed .  

 T h e  s t a ck s  m us t  b e  c l e an ed  r e gu l a r l y  t o  p ro t e c t  t h e  d o cum en t s  

f r o m du s t ,  d i r t  and  i n se c t s .  A i r  co n d i t i o n in g o f  s t a ck  roo m s  wo u ld  

b e  i d ea l  t o  p ro t ec t  d o cu m ent  f r o m  d us t ,  h e a t  a nd  m oi s tu re .  

 

4 . 1  F unc t io ns  o f  ma i n t e na nc e :  

 

 T h e  ma gn i t u d e  o f  ma in t en an c e  w or k ,  l i k e  a l l  o th er  wo r k  i n  t h e  

l i b r a r y ,  d ep e nd s  on  t h e  s i ze  an d  c om p l ex i t y  o f  t h e  l i b ra r y an d  th e  

q u an tu m of  o p e ra t i o n s .  D ec i s io n  r e ga r d in g wh e th e r  t o  h av e  a  

s ep a ra t e  m a in t en anc e  s ec t i on  o r  n o t  de p en d s  ma in l y o n  t h e  i n t e ns i t y  

o f  o p er a t i o ns .  I t  a l so  d ep en d s  on  th e  t yp e  o f  a cc es s  t h e  l i b ra r y 

f o l l o w s  i . e . ,  op en  ac ce s s  o r  c l o sed  a cces s .  

 

T h e  sp ec i f i c  fu n c t io n  o f  t h e  m ain t en an c e  wo r k  i n c lu d es :  

 

�  Sh e lv in g  

�  Lo c a t i o n  o f  d o cu me n t  

�  Sh i f t i n g  o f  co l l ec t i o n  

�  D u s t i n g  a n d  c l ea n in g  

�  Pr ep a r a t i o n  an d  m a i n t en a n c e  o f  gu i d e  

�  Ma i n t en an ce  o f  do cu m en t s  



�  Sh e l f  r e c t i f i ca t i o n  

�  Ma i n t en an ce  o f  sh e l f  l i s t  o r  r e gi s t e r  

�  St o c k  v e r i f i c a t i o n  

�  Bi n d in g/ R es to r a t i o n  

�  V i gi l an ce  

�  C on se rv a t i on  

 

4 . 1 . 1  Wi t hdraw a l  a nd  w e ed in g :  

 

 I n  o rd e r  t o  ma i n t a i n  a  s t ro n g a n d  e f f i c i en t  d o cu me nt  s t oc k  

w i t hd r a wa l  an d  weed in g b o th  a re  e s s e n t i a l  ac t i v i t i e s  o f  a  l i b ra r y.  

A cc o rd in g  t o  A LA m i n i m u m  s t an d a rd  fo r  p ub l i c  l ib r a r y s ys t em  “O u t  

d a t ed ,  s e l do m  u sed  an d  sh ab b y i t em s  re ma i n i n g  i n  t h e  co l l e c t i o n  can  

w ea ke n  a  l i b ra r y a s  su r e l y  a s  i nsu f f i c i en t  a cq u i s i t i o n . ”   

 A  do c u m en t  m a y b e  w i th d raw n  f ro m  co l l e c t i on  f ro m  t h e  s t o c k 

r eg i s t e r  a nd  sh e l f  l i s t  i f :  

 

�  I t  i s  o u t da t ed  

�  Wo r n  o u t  be yo n d  re p a i r  

�  Fo u n d  lo s t  i n  s t o c k  v e r i f i c a t i o n  

�  D am aged  t o  t h e  ex te n t  t h a t  i t  i s  u n u s ab l e .  

 

5 .  P r es er va t i o n  a nd  Bi n d i ng  w o r k:  

  

 P r e s e rv a t i o n  a nd  b i n d in g  w o r k  i s  a  ve r y i mp o r t an t  wo rk  i n  a  

l i b r a r y  wh i ch  h as  a l w ays  b ee n  t ak en  ve r y  l i gh t l y.   

 B i n d in g o f  b oo k  f o r m d o cu me nt  i s  i mp o r t an t  i n  t h e  s ense  t h a t  

t h e r e  i s  a  wid e  r an ge  o f  r e as on  t o  d o  s o .  We l l  a  b i nd in g p o l i c y  n ee d  

t o  be  t h e r e  f o r  s upp o r t i n g  t h e  b i nd in g  p ro c es s .  So m e  o f  t h e  r e aso ns  

f o r  b i n d in g a  d o cum en t  a r e  a s  fo l l ow s :  

 

�  T h e  bo o k  m i gh t  b e  d a ma ge d  

�  So m e  p ages  a r e  mi s s in g  

�  T h e  do c u m en t  i s  a  p e r i o d i ca l  

�  T h e  do c u m en t  i s  a  n ew sp ap e r  

 

P r e s e rv a t i o n  an d  co n se rv a t i on  a r e  t he  t e r m w hi ch  a re  o f t en  

u s ed  s yn o n ym o u s ly .  P r e se r v a t i o n  i s  as  mu ch  a  m an a ge me n t  

r e s po ns ib i l i t y  a s  b in d i n g.  P r es e r v a t i on  i n c lu d es  m ai n t en an c e  o f  

o b j ec t s  i n  t h e i r  o r ig i n a l  co n d i t i o n  t h ro u gh  r e t en t i o n ,  p rop e r  ca re  an d  

i f  i t  i s  d am a ged  r e s to r a t i o n .  A  p r e - r eq u i s i t e  fo r  s u c ce ss f u l  

p r e se rv a t i o n  p r o gra mm e i s  t h e  n eed  fo r  c l ea r  u nd e r s t an d in g o f  

m a t e r i a l s  f ro m  whi ch  i t em s  to  b e  s to red  a r e  m ad e:  Pap e r  b ase d  

m a t e r i a l  ( bo o ks ,  pe r io d i ca l s ,  e t c ) ,  p ho to gr ap h s ,  s l i des ,  mi c r o fo r ms ,  

f i l ms ,  v i d eo  t ap es ,  so un d  r e co rd in g,  v i ew d i s c  an d  co mp ut e r  t a p es  

a n d  d i s ks .  



So me  o f  t h e  s u gges t ed  s t eps  fo r  s u cc es s fu l  p re se r v a t i o n  

p l an n in g a s  m en t io n e d  b y Ro b e r t  Pa t t e r s on  a r e :  

 

�  Ex a min e  t h e  en v i r on m en t  i n  t h e  l i b r a ry  a n d  t h e  co nd i t i o n  

o f  t he  co l l ec t i o n .  

�  Pr ep a r e  a  d i s as t e r  p l an .  

�  Ex a min e  c u r re n t  p ra c t i c e s  (b in d in g,  ha n d l i n g ,  p ro c es s i o n ,  

r ep a i r  t ech n iq u es ) ,  r e co mm en d  ch an ges  an d  a s ce r t a in  

a d d i t i o n a l  r eq u i r emen ts  t o  m ee t  cu r r en t  s t and a r ds .  

�  A sc e r t a in  wh a t  p r o f es s io n a l  co ns e rv a t i o n  a dv i ce  an d  

ex p e r t i s e  a r e  av a i l ab l e  i n  t h e  l i b ra r y.  

�  T i m e  w h en  an d  i t e m nee ds  t r ea t me nt  b e yo n d  th e  

f ac i l i t i e s  av a i l ab l e  i n  t he  l i b r a r y  o r  n e ed s  t o  b e  

w i t hd r a wn  f r o m  c i r c u l a t i o n .  

 

6 .  C o n cl us io n:  

 
 Ma i n t en an ce  o f  t h e  co l l e c t i o n  o f  t h e  l i b r a ry  i s  a n  i mpo r t a n t  

a sp e c t .   T h e  ma gn i t ud e  o f  m ai n t en a n ce  wo rk ,  l i k e  a l l  o th e r  wo r k  i n  

t h e  l i b ra r y,  d ep end s  on  t h e  s i z e  an d  c o m pl ex i t y o f  t h e  l i b r a r y an d  

t h e  qu an t u m o f  op e r a t i o n s .  S h e l v ing,  d u s t i n g ,  s t o c k  v e r i f i ca t i o n ,  

v i g i l an c e  l ea ds  t o  t h e  e f f e c t i v e  p e r fo r m an c e  an d  u s e  o f  t h e  l i b ra r y.  

A t  t h e  s am e  t i me  p r e s e rv a t i o n  a nd  con s e rv a t i o n  o f  t h e  co l l e c t i on  i s  

a l so  n eces sa r y  i n  o r d e r  t o  p ro v id e  t h e  r i gh t  i n fo r ma t io n  a t  t h e  r i gh t  

t i me .  

 

“ P RE VE NTI O N I S  BETT ER T H A N CU R E” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Quick Reference Guide for Care and Handling 

Do: 
1. Handle discs by the outer edge or the center hole. 

2. Use a non-solvent-based felt-tip permanent marker to mark the label side of the disc. 

3. Keep dirt or other foreign matter from the disc. 

4. Store discs upright (book style) in plastic cases specified for CDs and DVDs. 

5. Return discs to storage cases immediately after use. 

6. Leave discs in their packaging (or cases) to minimize the effects of environmental 

changes. 

7. Open a recordable disc package only when you are ready to record data on that disc. 

8. Store discs in a cool, dry, dark environment in which the air is clean. 

9. Remove dirt, foreign material, fingerprints, smudges, and liquids by wiping with a 

clean cotton fabric in a straight line from the   center of the disc toward the outer edge. 

10. Use CD/DVD-cleaning detergent, isopropyl alcohol, or methanol to remove stubborn 

dirt or material. 

11. Check the disc surface before recording. 

 

Do not: 
 

1. Touch the surface of the disc. 

2. Bend the disc. 

3. Use adhesive labels. 

4. Store discs horizontally for a long time (years). 

5. Open a recordable optical disc package if you are not ready to record. 

6. Expose discs to extreme heat or high humidity. 

7. Expose discs to extremely rapid temperature or humidity changes. 

8. Expose recordable discs to prolonged sunlight or other sources of ultraviolet light. 

9. Write or mark in the data area of the disc (the area the laser “reads”). 

10. Clean by wiping in a direction going around the disc. 

 

For CDs especially do not: 
 

1. Scratch the label side of the disc. 

2. Use a pen, pencil, or fine-tip marker to write on the disc. 

3. Write on the disc with markers that contain solvents. 

4. Try to peel off or reposition a label. 

 

General recommendations for long-term storage conditions: 
 

For archiving recordable (R) discs, it is recommended to use discs that have a gold metal 

reflective layer. 

Archival Storage Facility—Recommendation for storing CDs and DVDs together 

 

Media Temperature Relative Humidity (RH) 
 

CD, DVD Less than 20°C (68°F) 20% to 50% RH 



Greater than 4°C (39°F) 

A temperature of 18°C and 40% RH would be considered suitable for long-term storage. 

A lower temperature and RH is recommended for extended-term storage. 
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N ew  De lh i ,  P re n t i ce  H al l  o f  In d i a .  

2 .  Kr i s h an  Ku ma r  ( 19 9 3 )  Li b ra ry  A d min i s t ra t i o n  a n d  

Ma na g em en t .  N ew  D e lh i ;  V i ka s  Pu b l i sh in g H o use .  

3 .  Kr i s h an  Ku ma r  (1 9 93 )  Lib ra ry  Org a n i s a t i on .  N ew De lh i ;  

V i kas  Pu b l i sh i n g Ho u se .  

4 .  R an ga n a th an ,  S  R  ( 1 98 9 )  Li b ra ry  A d mi n i s t ra t i on .  B an ga lo r e ;  

Sa ra d a  R an gan a t h an  En do w m ent  f o r  L i b ra y Sc i en c e .  

 

 
A bo ut  t he  Au tho r :  

 

S h r i  M a n o j  Ra n aS h r i  M a n o j  Ra n aS h r i  M a n o j  Ra n aS h r i  M a n o j  Ra n a  d i d  h i s  g r a d u a t i on  f r om  S t .  A n t h o n y  C o l l eg e ,  

S h i l l o n g  w i t h  h o no u r s  i n  B o t a n y  i n  1 9 9 4 a n d  M L I S C  f r om  N or t h  

E a s t e r n  H i l l  U n i v e r s i t y ,  S h i l l o n g  i n  1 9 9 6 .  B e s i d e  t he s e  h e  h a s  

a c q u i r e  PG D C A ,  C e r t i f i c a t e  i n  A p p l i e d  S t a t i s t i c s ,  C e r t i f i c a t e  i n  E c o -

D ev e l o pm e n t  f r om  N E H U  a n d  C e r t i f i c a t e  i n  T o u r i s m S t u d i e s  f r o m  

I G N O U .  P r e s e n t l y  h e  i s  w o r k i ng  a s  A s s i s t a n t  L i b ra r i a n  i n  N o r t h  

E a s t e r n  H i l l  U n i ve r s i t y  C e n t r a l  L i b r a r y .  P r i o r  t o  h i s  p r e s e n t  

a s s i g nm e n t  h e  ha s  w o r k e d  a s  C o l l e g e  L i b r a r i a n  o f  B B S  C o l l e g e ,  

S h i l l o n g  f r om  1 9 9 6 t o  2 0 0 5.  H e  i s  a l so  a t t a c h e d  t o  I G N O U ,  S h i l l o n g  

a s  A c a de m i c  C o u n s e l l o r  f o r  B L I S c  a n d  M L I S c  c o u r s e  s i n c e  2 0 0 1 .  H e  

h a s  a l s o  w o r k e d  a s  G u e s t  L e c t u re r  i n  t h e  D e pa r t m e n t  o f  L i b r a r y  a n d  

I n f o r m a t i o n  S c i e n c e ,  N EH U  d u r i n g  t h e  p er i o d  f r om  19 9 7 - 2 0 0 1 ,  

2 0 0 6 - 2 0 0 7 .  

 

    
 

 

 

 

 

 

 


