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• 

their proper places in a scheme of classification. 

classif iers. 
­  

serve as encumbrances  to prospect ive cata loguers and  

and classif ication in l ibrary science, and it exp la ins ,  in the 

•  

•  
•  

•  

distribution of these materials into various groups of subjects they treat. 
The essence of these is to enable the library users to discover, among 
other things, the different pes of material that are available in a given 
l ibrary co l lect ion and where they cou ld be located. 

Defining  catalog u ing ,  Hunter  and B a k e w e l l  1 9 9 1  say it is the a rt  of 
d e scribing  and l ist ing  materia ls in such a way as to make them as easy as 
pos s ib le to dis cover  the nature and extent of what is av a i l a b l e  a n d ,  if 
appropriate ,  where they may be located or ob ta ine d .  

According to Sayer 1 9 6 4  cata logu ing is the descript ion of books a n d  
a r r angem ent  of them on the shelves i n  the m a n n e r  that w i l l  make them 
r e a d i l y  i d e n ti fi a b l e ,  easily located and examined by those who want to make 
use of them .  

1 . 0  INTRODUCTION 

Abstract · 

•  

•  
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- - - -- �--- -- 

•  
•  

---- 

I 

• 

be under-estimated. A library that has thousands of materials in its collection 
-  

on the shelves and retrieve them as expeditiously as possible for its clientele 
without resorting to cataloc iing and classification. 

- 

•  

•  

-  

• 

•  •  

•  

1 0  

•  

• • •  

VII I .  

•  •  

VII .  

•  

VI. 

•  

IV. 

V. 

• • • 
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American Cataloguing Rules, 2nd edition CR2 and the International 
Standard Bibliographic Description for monographs 'I S B D) m  of 1978.  Some 
of the Symbols as enunciated by the two sources mentioned above are :  

i .  Comma , used after the surname of the first author. 
i i .  Equals sign = inserted be een the title proper and a para l lel 

title .  
Colon : used between the title proper and a sub-tit le. 
Diagonal slash / used after the title of the material. 
Comma , used between the names of two or three authors for 

· a monograph written by jo int authors two or three . 
Semi colon ; used for subsequent statement of responsibili 

author mentioned in a monograph written by more than three 
authors .  
Period and dash . used after the statement of responsibil i 

4  

•  

2.0 CATALOGUtNG SYMBOLS 

•  

•  

Before a cataloguer starts to cata log he has to fam i l iarize h imself with the 
•  

materia ls he wants to d_escribe . He must read the book technica l ly; he 
t  

must read both the recto and verso of the title page . He shou ld also go 
- 

«  

through the table of contents, the preface, the introduction and ,  perhaps, 
read one or more chapters of the materia l  to enab le h im know the top ic or 
topics rt treats. The recto page of a book is the page on the right hand s ide 
of an open book, wh i le the verso is the back side of the page .  

«  

•  

Monograph, in l ibrarianship, is a treatise or a book written on a particular 
•  

subject or subjects . The technica l  process ing of monographs enab les the 
library users to find the books that are w ri t te n  by the same authors; books 

- , 

that have the same t i j fe s  and books that treat the same subjects. 
At  

•  · "  g r '  any given author, on a giver sul ject a in a given kind of literature; it 
assists in the choice of a book by its form or edition and it specifically 
locates the items in the l i b rary .  

•  

,  

•  

•  

•  
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IBI HIM, Hanif Adewale 3°' 

• series. 
Bracket used for the name of series. 
Arabic numbers 1 , 2,  3  used for subject headings .  

«  

Roman figures 'i ,  i i ,  i i i  used for added entries . 

•  

Edition ed.  used for any edition of a monograph other than the 
•  

first edit ion. 
•  

Period and dash · _  used after the edition. 
Colon : used after the place of publication . 
Comma , used after the name of the publisher .  
Period . used after the date of publication .  
Comma , used after preliminary pages. 
Colon :  used after pag ination. 
Semi colon [;' used after i l lustration. 

cm is an abbreviation of centimeter which comes after the he ights 
of the book. 

•  

•  

XXII. 

•  

XXI. 

xx. 
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• • 

XVII .  

•  

XVI. 

•  •  •  

XI I I .  

•  

XIV. 

xv. 

• •  

XI I .  

•  

XI. 

x. . 

•  

IX.  

•  

x v i i i .  Period . used after cm centimetre . ·  
xix.  D a s h  -  used after period of centimetre for a monograph that has 

3.1 Access Point For A Monograph ritten By One Author Personal 
Authorship : 

'· t 

A personal author is the person chiefly responsible for the creation of the 
• 

intellectual or artistic contents of a book. Assum ing that a n  author,  
•  

surname, written in capital letters, shall be the Access point. This shall be 
followed with a co m m a ,  before his other names or initials are written in 
small letters. However, the first letter of each of the other names shall  be a 
capital letter. For example: ­ 

3.0 ACCESS POINT OR MAIN ENTRY: 
Access point is the head ing that the cataloguer chooses for entering the 

• 

material. It may be the name of the author, the name of the Corporate body 
or the title of the material itself. Access point is also called Main entry the 
name chosen for the basic entry or the fullest information about the principal 
entry in a catalogue . Access point and Main entry are used interchangeably . 

•  

• 

• 

I  
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I B R A H I M ,  H a n i f  Adewale 

•  

1BI  H IM ,  Hanif Adewale 

-  . 

•  

-  

•  

•  

•  

•  

•  

I  

3" 

3'' 

•  

•  

•  

The n a m e  o f  the s e c o n d  a u t h o r  w i l l ,  however, be written in the body of 
the b i b l i o g r a p h i c  d e s c r i p t i o n ,  a n d  a n  a d d e d  e n t ry  w i l l  be m a d e  for h i m  i n  

•  

the Subject A n a l y s i s  a n d  A d d e d  Entries c o l u m n .  
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• 
- 
, 

• 

I 

• 

The names of the second and th e  third authors shall be written in the body 
'  ,,. ,, ... .  

• 

• 

the Subject Analysis and Added Entries column. 
•  •  •  

•  

3.3 Access Point For A Monograph 'ritten By Three Authors: 
•  

If the s a m e  book was written by three authors e . g .  H a n i f  Adewale I b r a h i m ,  
G a r b a  M a l a m i  D a n f u l a n i  a n d  C h u k w u  Okoro K a l u ,  the s u r n a m e  of the first 
a u t h o r  m e n t i o n e d  i n  the book s h al l  be the Access p o i n t .  F o r  e x a m p l e :  

•  

•  

G a r b a  M a l a m i  D a n f u l a n i ,  the s u r n a m e  of the first a u t h o r  written in the book 

-  

•  

Author :  

•  

-  

3.4 Access Point For A Monograph /ritten By Four Or More 
' 

Authors: . • . ­  

•  

Ibrahim, Garba Malami Danfulani, Chukwu Okoro Kalu and Anthony Paul 
Mamman, the title of the book shall be the Access point. 

• •  

•  

I  

'  

•  

• 

•  

:.  ..  I  

•  
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5" 

• 

• • 

EFFECTIVE Engl ish for 
Junior Secondary Schools 

NATIONAL Universities Commission . 
Admission requirements into 

- .  
• • • 

Nigerian Universities/ 
3" 

3'' 

• 
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3.6 

publication. He does hot contribute to the s stance of the text of the 

3.5 Access Point For A Document Produced By A Corporate Body: 
A Corporate body is a group of people acting .. together for a common purpose 
and identified by a name. 
If a document is produced by a Corporate body or Government parastatal 
e .g .  the orld Health Organization H O ,  the Nigerian Television Authori 
N T A, ,  the Nat ional Universities Commission NUC ; or the National Library 

of Niger ia N L N ,,  the name of the organization sha l l be the Access Point. 
For example, if the Nat ional Univers ities Commission pub l ishes a book titled 
"Admission Requirements into Nigerian Universities", National Universities 
Commiss ion sha l l  be the Access point. The description w i l l be like this: 

hen more than three persons or bodies performing the same function 
are named in the source used to record the statement of respons ib i l ity, 
only the name of the first author shall be written, followed by " . . .  et al .] " .  
The expression "et al" is Lat in for "and others". It w i l l  be put in a square 
bracket e .g .  et al because "et al" is introduced by the cataloguer . Any 
information introduced by the cata loguer wh i le catalogu ing a material must 
necessar i ly be in  a square bracket . An added entry w i l l  be made for the 
name of the first author mentioned in the book, whi le the names of other 
authors wi l l  be replaced by . . .  et a l .  .  _  .  .  .  

•  •  •  

•  

•  



• 

- 

' 

- 

14 

- 5" 

OBJECTIVE notes on social 
studies/edited by Omosalewa 

Adewale . . .  et al. 

OBJECTIVE notes on social 
studies/edited by M. A. Jegede, 
J. A. Adekunle, M. O. dul .  

- 

PHIC DES! F  ION 

'  

3° 

•  

- 

is is otherwise referred to as Descriptive catalc juing. 

• 

4.0 BIBLI 

4.1 Title 

Provision wil l , however, be made, unlike the materials edited by one or two 

in the book, while the names of the remaining editors will be replaced by 
. . . e t  a l . .  

•  

However, the names of the editors shal l  feature in  the body of the 
bibliographic description. An added ent shal l  be made for the n a m e( s,  of 
the editor or editors, as the case may be, in the Subject Analysis and Added 

•  

Entries column. 

3 .7  Access Point For An Edited Material By More Than Three Editors: 
lf a book was edited by more than three editors, the title of the edited 
material shal l  be the Access point. For example: 

5" 

book. In other words, he is not responsible for the intellectual content of 

• 

J .  A. Adekunle, M.O.  Abdul, the description of the material will be like this: 



• 

• 
• 

• 

. 

1 5  

5" 

1 B  H I M ,  H a n i f  Adewale 
Patriotism: a necessary 
prerequisite for national 

security/ 

• 

• 

• 

J 

I B R A H I M ,  H a n i f  Adewale 
Patriotism/ 

•  

1 8  HIM ,  H a n i f  Adewale 
Patriotism = H u b b u l - w a t a n i /  

•  

3 "  

•  

3" 

A 

3" 
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5" 

•  
•  

• 

4.3 Sub-Title 

Sub-title means an a d d i t i o n a l  title or second title or half title or a subordinate 

", the 

b i b l i o g r a p h i c  description would be like t h i s :  

5" 

4.2 Parallel Title 

A  P a r a l l e l  title i s  the title proper of an item in a n o t h e r  l a n g u a g e .  A s s u m i n g  
t h a t  the a b o v e  t i t l e  has a p a r a l l e l  title e . g .  P a t r i o t i s m  = H u b b u l - w a t a n i  

H u b b u l - w a t a n i  is an A r a b i c  word m e a n i n g  " P a t ri o ti s m "  The P a r a l l e l  title 
«  

w o u l d  be separated from the title proper a n d  from one a n o t h e r  by s p a c e ,  
e q u a l s  s i g n ,  space e . g .  =  The b ib l i ogr a p h i c  de s c r ipt i o n  of the ma t e r i a l  
w ou l d  be l ike  t h is :  

authors was Patr iot ism, the  t i t l e  s h a l l  be written in  t h e  B i b l i og r aph i c 
•  •  



• 

- 

• 

• 

• 

• 

• 

• 

• 

5" 

5" 

• 

I B R A H I M ,  H a ni f  A d e w a l e  
Patriotism = H u b b u l - w a t a n i :  
a  n e c e s s a ry  p r e r e q u i s i t e  for 

n a t i o n a l  security/ 

I B R A H I M ,  H a n i f  Adewale 
Patriotism = H u b b u l - w a t a n i :  

a  necessary prerequisite for 
n a t i o n a l  security/ H a n i f  Adewale 

I b r a h i m ,  Garba M a l a m i  D a n f u l a n i ,  
Chukwu Okoro K a l u .  

1 8  H I M ,  H a n i f  Adewale 
P a t r i o t i s m =  H u b b u l - w a t a n i :  

3'' a necessary prerequisite for 
. national securi / Hanif Adewale 

I b r a h i m ,  Garba Malami D a n fu l a ni ,  
Chukwu Okoro Kalu._ 2° ed._ 

3'' 

3'' 

•  

-  

A s s u m i n g  that the tit le had a pa ra l l e l  title as well as a sub-title, the 
bib l iograph ic descr iption of the material would be l ike this:  

•  

•  

4.4 Statement of Responsibi l ity 
Statement of respo n s ib i l i  is the name of the author or authors, or Corporate 
body or bod ies tha t wrote the mater ia l  be ing catalogued. 

The diagon a l  s las h  /  s h a l l  be fo l lowed imme d iate ly with the Statement of 
respon s ib i l i ty. This w i l l  be followed with a period and dash . _ '  The 

•  

de s c r ipt i o n  of the  material  w i l l  be l ike  this: 

4.5 Edition Area 
If the monograph is the first ed i t i o n ,  it wi l l  not be ind icated. But if it is other 
than the first ed it ion , it has to be stated. The word "edition" has to be 
abbreviated with a per iod at the end e .g .  ed . .  This w i l l  be followed with a 
Period a nd da sh . - e .g .  

5'' 
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•  



• 

- 

• • 

• 

5" 

I B R A H I M ,  Hanif Adewale 
Patriotism = Hubbul-watani:  
a necessary prerequisite for 

national security/ Hanif Adewale 
Ibrahim, Garba Malami Danfulani,  

Abuja: Ayetoro Printing Press, 2003. 
xv i i i ,  750P.:  i l l . ;  25cm. 

3'' 

• 
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I B R A H I M ,  H a n i f  Adewale 
Patriotism H u b b u l  -  watani :  
a necessary prerequisite for 

3" national security/ H a n i f  Adewale 
I b r a h i m ,  Garba M a l a m i  O a n f u l a n i ,  

Abuja: Ayetoro Print ing P r e s s ,  2003 . 

•  

The Physical Description Area has to start on a separate l ine with indentation.  
The prel iminary pages, which will  be written i n  Roman figures, wi l l  be followed 
with a comma , the actual pages, written in Arabic numerals, wil l  be followed 
with colon : ;  i l lustration w i l l  be abbreviated e . g .  i l l .  ,  and it wi l l  be fol lowed 
with a semi co lon ; . The height of the material ,  which wil l  be measured in 
centimeters w i l l  be abbreviated cm , and it w i l l  be followed with a period . .  
A s s u m ing that the book had eighteen prel iminary pages xviii and seven 
h u n d r e d  a n d  fifty pages 7 5 0 ;  i t  is i l lustrated and is twenty-five 25 
centimetres h igh .  Its bibl iographic descript ion wil l  be l ike th is: 

5" 

4. 7 Physical Description Area 
The Physica l  Description Area describes the physical format of the book 

m a t e r i a l .  

4.6 Publ ication, Distribution, etc Area Imprint 

•  

followed with the date of publ i c a t i o n  with a period s ign  .  fo l low ing i t .  e .g .  

•  



• 

• 

• 

• 

• 

• 

1 8  

•  

IBI  H I M ,  Hanif Adewale 
Patriotism = Hubbul-watani : 

a necessary prerequisite for 
national security/ Hanif Adewale 

3'' Ibrahim, Garba Malami Danfulani ,  
Chukwu Okoro Kalu._ 2" ed._ 

Abuja: Ayetoro Printing Press, 2003. 
xvii i ,750P.: i l l . ;  25cm. -- Devotion 

to the nation series 
ISBN 978-139-855-8 

IBRAHIM ,  Hanif  Adewale 
Patriotism = Hubbul-watani :  

a necessary prerequisite for 
nat ional security/ Hanif  Adewale 

Ibrah im,  Garba Malami Danfulani ,  

Abuja: Ayetoro Pr int ing Press, 2003. 
xv i i i ,  750P. :  i l l . ;  25cm .  - Devot ion to the nat ion s e r i e s .  

•  

3" 

4.8 Series Area 

monograph was in ser ies, and the name of the series was ' 'Devotion to the 
nation" ,  th is has to be ind icated in  ou r  descript ion.  Dash - wi l l  follow 
per iod . in front of centimeter c m ,  and the name of the series wi l l  be 

4.8 International  Standard Book Number  ISBN 

Internat iona l  Standard Book Number ISBN is a un ique number l ike a 
number  g iven to a vehic le when it is reg istered al located to each book 
pub l i shed for easy identification and ,  perhaps, computerization in the book 
industry .  The International Standard Book Number ISBN w i l l  be wr itten in 
the co lumn provided for it. e .g .  ·  

•  
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5.0 SUBJECT ANALYSIS 

be listed in the catalog cab inet. 

•  

•  



• • 

• 

• • 

• 

I B R A H I M ,  H a n i f  Adewale 
•  

Patriotism = H u b b u l - w a t a n i :  
a  n e c e s s a ry  p r e r e q u i s i t e  f o r  

n a t i o n a l  security/ H a n i f  Adewale 
I b r a h i m ,  G a r b a  M a l a m i  D a n f u l a n i ,  

A b u j a :  Ayetoro P r i n t i n g  P r e s s ,  2 0 0 3 .  
x v i i i , 7 5 0 P. :  i ll . ;  2 5 c m .  --  Devotion 

to the n a t i o n  s e r i e s  .  
I S B N  9 7 8 - 1 3 9 - 8 5 5 - 8  

1 .  N a t i o n a l i s m  -  N i g e r i a .  2 .  C h a u v i n i s m  -  
N i g e ri a .  3 .  J i n g o i s m  -  N i g e r i a .  

3"  

•  
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l i k e  t h i s :  

6 . 0  A D D E D  EN I RY 

• 

• 

of C o n g r e s s  LC L i s t  o f  S u b j e c t  H e a d i n g s .  

W h e n  m a k i n g  t h e  c h o i c e  o f  subject h e a d i n g s ,  th e  s i m pl est term that lucidly 
or most apt ly describes the t op i c  s  treated by the mat e r i a l  be i n g  c a t a l ogu e d ,  
and which is very fam i l i a r  to t h e  l i b rary  use rs s h o u l d be u s e d .  Ar a b i c  
numera ls are used for su bject  h e a d i n g s .  If the statement "May Subd Geog'' 
is  written in front of a s ubj e ct he ad i n g  ch o s e n ,  it m e a n s  that  t h e  c a t a l ogue r  
is asked to indicate the topographical location of the subject the material 
treats. I n  that case ,  t h e r e  w i l l  be a da s h  -  i n fro nt of t h e  ch o s e n  sub ject  

•  

h e a d i n g before w r it i ng the n a m e  o f  th e  co u n try. Therefore , the s u bject 
h e ad i n gs for t h e  ma t e r ia l  on ' 'Pat r i ot ism = Hubbu l  watani :  a  pr e r equ is i t e  
for na t ion a l  se c ur ity' ' w i l l  be l ike  t h i s :  

5" 

standardization  and un iform i ty of Su bject  H e a d i n g s  amo ng l i b r a r i e s  a l l  over 

the  w or l d .  

•  

I  



• 

• 

• 

• 

• 

5'' 

20 

• 

• 

• 

I B R A H I M ,  H a n i f  A d e w a l e  

p r e r e q u i s i t e  for n a t i o n a l  security/ H a n i f  
A d e w a l e  I b r a h i m ,  G a r b a  M a l a m i  D a n f u l a n i ,  

C h u k w u  Okoro K a l u . _  2· e d . _ Ab u j a :  
•  

x v i i i , 7 5 0 P . :  i l l . ;  2 5 c m .  -  Devotion 
to the n a t i o n  series .  
I S B N  9 7 8 - 1 3 9 - 8 5 5 - 8  

1 .  N a t i o n a l i s m  -  N i g e ri a .  2 .  C h a u v i n i s m  ­ 

N i g e ri a .  3 .  J i n g oi s m  -  N i g e r i a .  i .  D a n f u l a ni ,  
G a r b a  M a l a m .  i i .  K al u ,  C h u k w u  Okoro. 

i i i .  Title .  iv. S e r i e s  .  

•  

At the en d  of the e x e r c ise,  t h i s  ma t e r ial  w i l l  h a v e  a s  m a n y  a s  e i g h t  c a t a l o g  
cards i n  t h e  catalog c a b i n e t .  

•  

•  

7.0 CALL NUMBER 

C a l l  n u m b e r  is o t h e rw i s e  referred to as c las s  mark or c l a s s i f i c a t i o n  n u m b e r ;  
that is the n u m b e r  of the cl a s s  th a t  the 'subject treated i n  the book b el o n g s  
to. T he too ls u s e d  for t h i s  are :  L i b r a ry  of Congress LC Classification 
S c h eme ;  Dewey D e c i m a l  Classification D O C  S c h e m e ;  U n ivers a l  Dec i m a l  
C l a s si fi ca t i o n  'U D C  S c h e m e ;  B li s s  C l a s s i fi c a t i o n  'BC' S ch e m e ;  C ol o n  
C l a s s i fi c a t i o n  C C  S c h e m e  a n d  Moy's C l a s s i fi c a ti o n  MC Scheme for 
law materia ls o n ly amon g  others . 

If a class n u mbe r  has a l r e a dy been g ive n  to the mater ia l  be in g  cata logued 
i n  the L ibr ary of Congress LC Subject He a d in g s ,  the n umb e r  ha s  t o  be 
cross-checked i n  the L ibrary of Congress LC C lass ification S c h eme .  It is 
the first subject heading that wi l l  be given the classification number. 
Therefore, the c lass ification n umb e r  of the mater ial be ing treated wi l l  be :  
JC 329 
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• 

• 
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• 
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- 

5'' 

5'' 

I B R A H I M ,  Hanif Adewale 
Patriotism = Hubbul-watani: a necessary 

JC prerequisite for national security/ Hanif 
329 Adewale Ibrahim, Garba Malami Danfulani ,  
142 Chukwu Okoro Kalu._ 2  ed._ Abuja: 

xvii i ,750P.: i ll . ;  25cm. - Devotion to the nation series . 
I S B N  978-139-855-8 

1 .  National ism - Nigeria. 2 .  Chauvinism - 
Nigeria. 3. Jingoism - Nigeria. i .  Danfulani, 

Garba Malam. i i .  Kalu, Chukwu Okoro. 
i i i .  Title. iv. Series. 

•  

•  

I BRAHIM ,  Hanif  Adewale 
Patriotism Hubbul-watani :  a necessary 

JC prerequis ite for nat ional security/ Han if 
329 Adewale Ib rah im, Garba Ma lam i  Danfu lan i ,  

Chukwu Okoro Kalu ._ 2  ed._ Abuja: 
Ayetoro Pr in t ing Press, 2003. 

3" xvii i ,75OP. :  i ll . ;  25cm._,Devotion 
to the nat ion series .  
I S B N  978-139-855-8 

1 .  Nat ional ism - N igeria .  2.  Chauv in ism - 
Niger ia .  3 .  J ingo ism - Niger ia .  i .  Danfu lani ,  

Garba Malam .  i i .  Kalu, Chukwu Okoro. 
i i i .  Tit le .  iv. Series. 

Nigerbiblios Vol. 16, Nos. 1 & 2, Jan.-Dec., 2005 ] 

7 . 1  C u tt e r  N u m b e r  

The first word of the Access po int sha l l  be cuttered for. If it is a book written 
by one, two or three authors or a Corporate body , the first name of the 
author wi l l  be cuttered for. If it is a book written by more than three authors ,  
or it  is an edited materia l ,  the first word of the title of the book wil l  be used 
for cutter ing. e do not cutter for a book off hand .  It is the C . A .  Cutter 's 
Sanborn Three F igure Author Table that guides us. hen cuttering, period 
. should precede the first a lphabet of the Access point we want to use for 

cuttering. For examp le :  



• 

• 

• • 

I • • • 

• 

d 

• 

8.0 SUGGESTIONS/RECOMMENDATIONS 
Earl ier on ,  we said that if a book is written or edited by more than three 
authors, only the name of the first author or editor, as the case may be, wi l l  
feature in the bibl iographic description of the material . There may be a 
situation where the cl ientele do not know the name of the first author or the 
first editor, nor the tit le of the material ,  but they know the names of the 
other joint authors or joint editors. It wil l  be very difficult, if not impossible, 
to retrieve such material from the catalogue cabinet. It is in the l ight of th is 

review this convention in such a way that a l l  the names of the contributors 

•  

•  

,  

Having f in ished the cata loguing and c lassif icat ion of the ma ter ia l ,  the 
cata loguer has to pass it to the Head of D iv is ion for checking.  The off icer 

•  •  

that revised the job wi l l  also wr i te his/her name or in it ia ls or both a long w i th 
the date the checking of the mater ia l  took p lace in the column provided for 
it i n  the worksheet. 

The typist that typed the cards for the material also has to type his/her 
name or in i t ia ls  or both and the date the cards were typed in the appropr iate 
column. 

7.3 No.  of Vol. /Copies 

has in  the column provided for it .  He then wr ites h is name or in i t ials or 

column. 

7.2 

the l ibrary. All  a  cataloguer needs to do is to l ift the number that is written 

'  



• 

• 

• 

• 
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I n  other w o r d s ,  c a t a l o g u i n g  a n d  c l a s s i f i c a t i o n  of l i b r a ry  m a t e r i a l s  are a i m e d  
a t  creating o r d e rl i n e s s  i n  l i b r a ry  s e rv i c e .  I n  a  s i t u a ti o n  wh e r e  li b r a ry  m a t e r i a l s  
a r e  n o t  c a t a l o g u e d  o r  c l a s s i f i e d ,  t h e  u s e  of g u i d e s  w o u l d  be m e a n i n g l e s s ,  
a n d  the l i b r a ry  c l i e n t e l e  w o u l d  be h e l p l e s s  i n  fi s h i n g  o u t  t h e  m a t e r i a l s  t h e y  
w a n t .  

A m o n g  the a d v a n t a g e s  of c a t a l o g u i n g  a n d  c l a s s i fi c a t i o n  of l i b r a ry  m a t e r i a l s  
a r e  t h a t  t h e  v a r i o u s  b o o k s  t h a t  treat t h e  s a m e  s u b j e c t  are c l a s s i f i e d  i n  t h e  

•  •  

s a m e  c l a s s  and a r r a n g e d  t o g e th e r  o n  t h e  s h e l v e s  for e a s y  r e t r ieval. It 
e n ab l e s  t he l ibr ary staff to return the materials used by t hem a n d  t h e  cl i ente le 
to t h e i r  pr ope r  p l a c e s  o n  t h e  s h e lv e s  by u s ing t h e  notat i on or classif ication 
number written on t h e  s p i n e  o r  at t h e  b a ck of  t h e  mater i a l .  I t  assists the 

•  

ca t a l ogu e r ,  the l i b r ary staff a n d  the l i b r a ry  pa t rons  to know the contents of 
a materia l b ecau se e a c h  m a t e r i a l  i s  treated ac c o rd i ng to its subject headings, 
u s i n g  a  l i s t  of S u b je c t  H e a d i n g s  m e a n t  f o r  c l a ss i f ica t ion  exerc ise .  

locate  the mater ials th ey w a n t  on t h e ir  own on the shelves with l ittle or no 
as s i s t a n c e  from the l i b r ary staff. 

•  

•  

•  

9.0 CONCLUSION 

The pr i m ary a i m  of l i b r a ry  s erv ice  i s  to let the l i b r a ry  u s e r s  have an  access 
•  •  

to the materials they want with l itt le or no tears. The best method used in 

effect, a s s i s t  in a r r a ng i n g  a n d  o r g a n izing t h e m  o n  t h e  s h e l v e s  a c c o r d i n g  to 
the s ubjects t hey treat o r  a c c o r d i ng to t h e i r  c la s s if i c a t i o n  n u m b e r s  for e a sy 

r e t r i e v a l .  

•  

---------- 
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