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UNIT – 1 

ONE MARK: 

1. What is library management? 

Library management is the process of organizing, planning, and 

controlling library resources and services to meet the needs of users 

effectively. 

2. What is the main aim of library management? 

The main aim of library management is to provide proper access to 

information resources and ensure efficient functioning of the library. 

3. What does the term “scope of library management” mean? 

The scope of library management refers to the various activities 

involved in running a library, such as selection, acquisition, 

organization, and service to users. 

4. What is book selection? 

Book selection is the process of choosing suitable books and materials 

for a library based on the needs of users. 

5. Why is book selection important in a library? 

Book selection is important because it helps build a useful and 

balanced collection that meets the educational and informational 

needs of users. 

6. What are periodicals in a library? 

Periodicals are publications issued regularly such as journals, 

magazines, newspapers, and bulletins. 

7. What are non-book materials? 

Non-book materials are library resources other than printed books, 

such as CDs, DVDs, maps, photographs, and audio-visual materials. 

8. What is acquisition in library science? 



 

 

Acquisition is the process of obtaining books and other materials for 

the library through purchase, gift, or exchange. 

9. Name one method of acquiring books in a library. 

Purchase is one common method of acquiring books in a library. 

10. What is the meaning of POSDCORB? 

POSDCORB is a management concept that represents the functions of 

administration such as planning, organizing, staffing, directing, 

coordinating, reporting, and budgeting. 

11. Who introduced the concept of POSDCORB? 

The concept of POSDCORB was introduced by Luther Gulick. 

12. What does “P” stand for in POSDCORB? 

“P” stands for Planning. 

13. What does “O” represent in POSDCORB? 

“O” represents Organizing. 

14. What does “S” represent in POSDCORB? 

“S” represents Staffing. 

15. What does “D” stand for in POSDCORB? 

“D” stands for Directing. 

16. What does “CO” represent in POSDCORB? 

“CO” represents Coordinating. 

17. What does “R” represent in POSDCORB? 

“R” represents Reporting. 

18. What does “B” represent in POSDCORB? 

“B” represents Budgeting. 

19. What is a library collection? 



 

 

A library collection refers to all the books, journals, and other 

materials available in a library. 

20. What is the purpose of acquiring library materials? 

The purpose of acquiring library materials is to support education, 

research, and information needs of users. 

 

TWO MARK: 

1. What is Library Management? 

Library management refers to the systematic planning, organizing, 

and controlling of library resources and services. It ensures that 

books, journals, and other materials are properly arranged and easily 

accessible. Effective management helps libraries provide better 

services and meet the information needs of students, teachers, and 

researchers. 

 

2. Explain the scope of Library Management. 

The scope of library management includes all activities involved in 

running a library effectively. These activities include book selection, 

acquisition, cataloguing, classification, circulation services, and user 

services. It also involves staff management, budgeting, and planning 

to ensure smooth functioning and better access to information 

resources. 

 

3. What is meant by Book Selection? 

Book selection is the process of choosing suitable books and other 

library materials according to the needs of users. Librarians evaluate 

books based on subject relevance, quality, and demand. Proper 

selection helps in building a balanced and useful collection that 

supports education, research, and learning. 



 

 

4. Why is Book Selection important in libraries? 

Book selection is important because it helps libraries provide relevant 

and useful materials to their users. Careful selection ensures that the 

collection remains balanced and up-to-date. It also prevents 

unnecessary expenditure on unsuitable materials and supports the 

academic and research needs of readers. 

 

5. What are the main needs of Book Selection? 

The main need of book selection is to develop a useful and balanced 

library collection. It ensures that the materials available in the library 

meet the educational, informational, and research needs of users. 

Proper selection also helps maintain quality and relevance in the 

library collection. 

 

6. What are the methods of Book Selection? 

Methods of book selection include recommendations from teachers 

and experts, reviewing publishers’ catalogues, consulting book 

reviews, and analyzing user demands. Librarians may also use 

selection committees and bibliographic tools to choose appropriate 

materials for the library collection. 

 

7. What are the principles of Book Selection? 

The principles of book selection include relevance to the curriculum, 

quality of content, authority of the author, and usefulness to readers. 

The materials should also be up-to-date and suitable for the library’s 

objectives. These principles help in building a strong and balanced 

collection. 

 

8. What are the tools used for Book Selection? 



 

 

Tools used for book selection include publishers’ catalogues, book 

reviews, bibliographies, and recommendations from experts. These 

tools help librarians identify suitable books and evaluate their 

importance. They guide librarians in selecting quality materials that 

meet the needs of library users. 

 

9. What is Acquisition in Library Science? 

Acquisition refers to the process of obtaining books and other 

materials for the library. Materials may be acquired through purchase, 

gift, exchange, or membership subscriptions. The acquisition process 

helps libraries develop their collections and ensure the availability of 

resources for users. 

 

10. Mention different methods of acquiring books in libraries. 

Libraries acquire books through several methods such as purchase 

from publishers or booksellers, receiving gifts or donations, exchange 

with other libraries, and legal deposit systems. These methods help 

libraries expand their collections and provide a variety of resources to 

readers. 

 

11. What are Periodicals in a library? 

Periodicals are publications issued at regular intervals such as daily, 

weekly, monthly, or yearly. Examples include journals, magazines, 

and newspapers. They provide updated information on various 

subjects and are very important for research, education, and current 

awareness. 

 

12. What are Non-book materials in libraries? 

Non-book materials are information resources other than printed 

books. These include audio-visual materials such as CDs, DVDs, 



 

 

maps, photographs, microfilms, and digital resources. They help users 

access information in different formats and make learning more 

effective and interesting. 

 

13. What is the importance of acquiring periodicals in libraries? 

Periodicals are important because they provide current and updated 

information. They help students and researchers stay informed about 

recent developments in different subjects. Libraries acquire 

periodicals to support academic learning, research activities, and 

general knowledge development. 

 

14. What is POSDCORB in management? 

POSDCORB is a concept in management that describes the basic 

functions of administration. It includes planning, organizing, staffing, 

directing, coordinating, reporting, and budgeting. These functions 

help administrators manage organizations efficiently and achieve their 

goals effectively. 

 

15. Who introduced the concept of POSDCORB? 

The concept of POSDCORB was introduced by the management 

scholar Luther Gulick. He explained that administration involves 

several important functions that help manage organizations efficiently. 

His idea became an important principle in management and public 

administration. 

 

16. Explain Planning in POSDCORB. 

Planning refers to deciding the objectives and activities required to 

achieve organizational goals. In library management, planning 

includes developing policies, planning services, and determining 



 

 

future requirements of resources. Proper planning helps libraries 

operate efficiently and meet users’ needs. 

 

17. Explain Organizing in POSDCORB. 

Organizing means arranging resources and activities in a systematic 

manner to achieve organizational goals. In libraries, organizing 

involves dividing tasks among staff, arranging collections, and 

establishing proper systems to ensure efficient functioning and 

smooth service delivery. 

 

18. What is Staffing in POSDCORB? 

Staffing refers to recruiting, training, and managing employees in an 

organization. In libraries, staffing ensures that qualified librarians and 

staff are appointed to perform different duties such as cataloguing, 

circulation, and user services effectively. 

 

19. What is Reporting in POSDCORB? 

Reporting refers to providing regular information about the activities 

and progress of an organization. In libraries, reporting includes 

preparing reports on library services, budget use, and collection 

development. It helps administrators evaluate performance and 

improve library management. 

 

20. What is Budgeting in POSDCORB? 

Budgeting refers to planning and controlling financial resources. In 

libraries, budgeting includes allocating funds for purchasing books, 

periodicals, and equipment. Proper budgeting ensures that the library 

can effectively manage its resources and continue providing quality 

services to users. 



 

 

BROAD ANSWER: 

1. What is Library Management? Discuss its meaning and scope. 

Library management is the process of planning, organizing, directing, 

and controlling the activities and resources of a library in order to 

provide effective information services to users. A library contains a 

large collection of books, journals, and other learning materials. Proper 

management is necessary to ensure that these resources are arranged 

systematically and are easily accessible to students, teachers, and 

researchers. 

The concept of library management is closely related to the general 

principles of management. Management involves making plans, 

organizing work, supervising staff, and ensuring that the objectives of 

the organization are achieved efficiently. In the context of a library, 

management ensures that all resources are used properly and that the 

needs of users are satisfied. 

The scope of library management is very broad because it includes 

many activities necessary for the smooth functioning of a library. One 

of the important areas within the scope of library management is 

collection development. This includes the selection and acquisition of 

books, journals, and other materials needed by users. Librarians must 

carefully select materials based on the academic and informational 

needs of readers. 

Another important part of library management is the organization of 

information. After materials are acquired, they must be properly 

classified and catalogued so that users can easily find them. 

Classification organizes books according to subjects, while cataloguing 

provides detailed information about each item in the library collection. 

Library management also involves circulation services. Circulation 

refers to the process of issuing books to users and receiving them back 

after use. Proper circulation management ensures that library materials 

are used efficiently and returned on time. 



 

 

Staff management is another important aspect of library management. 

A library requires trained staff to perform different tasks such as 

acquisition, cataloguing, circulation, and reference services. Effective 

management ensures that staff members perform their duties properly 

and work together to achieve the goals of the library. 

Financial management is also an essential part of library management. 

Libraries require funds to purchase books, subscribe to journals, 

maintain equipment, and support services. Proper budgeting and 

financial planning help libraries use their resources efficiently. 

Library management also focuses on providing quality services to 

users. These services may include reference services, reading facilities, 

digital resources, and information assistance. In modern libraries, 

technology has become an important part of management. Many 

libraries now use computerized systems for cataloguing, circulation, 

and digital resource management. 

In conclusion, library management is essential for the successful 

operation of a library. It ensures that resources are properly organized, 

staff are effectively managed, and users receive quality services. The 

broad scope of library management includes collection development, 

organization of materials, user services, staff administration, and 

financial planning. Through effective management, libraries can fulfill 

their main goal of supporting education, research, and knowledge 

development. 

 

2. Explain the concept, need, methods, and principles of Book 

Selection in libraries. 

Book selection is one of the most important functions in library 

management. It refers to the process of choosing suitable books and 

other information materials for the library collection. Since a library 

cannot collect every book published in the world, librarians must 

carefully select materials that are most useful for their users. 



 

 

The concept of book selection is closely related to the development of 

a balanced and useful library collection. Librarians must consider the 

needs of students, teachers, and researchers while selecting books. The 

selected materials should support the educational objectives of the 

institution and provide valuable information to readers. 

The need for book selection arises because libraries have limited space 

and financial resources. Therefore, it is necessary to select only those 

books that are relevant, useful, and of high quality. Proper book 

selection helps libraries avoid unnecessary purchases and maintain a 

balanced collection of materials covering different subjects. 

There are several methods of book selection used by librarians. One 

common method is consulting teachers and subject experts. Their 

recommendations help librarians identify important books related to 

specific subjects. Another method is reviewing publishers’ catalogues, 

which provide information about newly published books. 

Book reviews published in journals and magazines also help librarians 

evaluate the quality and usefulness of books. Librarians may also 

analyze the demand and reading interests of users while selecting 

materials. In many academic libraries, selection committees are formed 

to assist in the selection process. 

Certain principles are followed while selecting books for a library. One 

important principle is relevance to the curriculum or subject needs. The 

books selected should support the educational programs and research 

activities of the institution. Another principle is the quality of the 

content. Books written by experienced authors and published by 

reputed publishers are usually preferred. 

The authority of the author is another important factor in book 

selection. Books written by recognized experts in a field are considered 

more reliable. The currency of information is also important, especially 

in subjects like science and technology where information changes 

rapidly. 



 

 

Another principle is the demand for the material among users. Books 

that are frequently required by students and teachers should be given 

priority. Libraries should also maintain a balanced collection that 

includes textbooks, reference books, research materials, and general 

reading books. 

In conclusion, book selection plays a crucial role in developing a strong 

and useful library collection. Through careful selection based on proper 

methods and principles, libraries can ensure that their resources meet 

the academic and informational needs of users. Effective book selection 

helps improve the quality of library services and supports education 

and research activities. 

 

3. Discuss the acquisition of books, periodicals, and non-book 

materials in libraries. 

Acquisition is an important process in library management that 

involves obtaining books and other materials for the library collection. 

It is an essential activity because the usefulness of a library depends 

largely on the quality and variety of materials available for users. The 

acquisition process ensures that libraries continue to develop and 

update their collections. 

Libraries acquire different types of materials such as books, 

periodicals, and non-book materials. Books form the main part of most 

library collections and provide detailed information on various 

subjects. Periodicals such as journals, magazines, and newspapers are 

also important because they provide current and updated information. 

Non-book materials include audio-visual resources such as CDs, 

DVDs, maps, photographs, and digital resources. 

There are several methods used by libraries to acquire materials. The 

most common method is purchasing materials from publishers or 

booksellers. Libraries usually prepare a list of recommended books 

based on the selection process and then place orders with suppliers. 



 

 

Purchasing allows libraries to obtain the exact materials required for 

their collections. 

Another method of acquisition is through gifts or donations. Many 

individuals, organizations, and institutions donate books and other 

materials to libraries. These donations can help libraries expand their 

collections without spending additional funds. However, librarians 

must carefully evaluate donated materials to ensure that they are 

relevant and useful. 

Exchange is another method of acquiring materials. In this method, 

libraries exchange publications with other libraries or institutions. For 

example, universities may exchange their research publications with 

other academic institutions. This helps libraries obtain valuable 

materials without purchasing them. 

Subscription is commonly used for acquiring periodicals such as 

journals and magazines. Libraries subscribe to these publications so 

that they receive new issues regularly. Periodicals are particularly 

important in academic libraries because they provide updated 

information and research findings. 

The acquisition process involves several steps. First, librarians prepare 

a list of required materials based on recommendations and user needs. 

Then, orders are placed with publishers or suppliers. After receiving the 

materials, they are checked and recorded in the accession register. 

Finally, the materials are sent for cataloguing and classification before 

being made available to users. 

In conclusion, acquisition is a vital activity that helps libraries build 

and maintain their collections. Through methods such as purchase, gift, 

exchange, and subscription, libraries obtain books, periodicals, and 

non-book materials. Proper acquisition ensures that libraries provide 

relevant and updated information resources for education, research, and 

learning. 

 



 

 

4. Explain the concept and functions of POSDCORB in 

management. 

POSDCORB is a well-known concept in management that describes 

the main functions of administration. The term POSDCORB was 

introduced by the management scholar Luther Gulick. It represents 

seven important functions that administrators perform in managing an 

organization effectively. 

The word POSDCORB is an acronym formed from the first letters of 

the seven functions: Planning, Organizing, Staffing, Directing, 

Coordinating, Reporting, and Budgeting. These functions help 

administrators perform their responsibilities systematically and 

efficiently. 

Planning is the first and most important function of POSDCORB. It 

involves determining the objectives of the organization and deciding 

how to achieve them. In library management, planning includes setting 

goals, developing policies, and deciding future activities such as 

expanding collections or improving services. 

Organizing refers to arranging resources and activities in a structured 

way. It involves dividing tasks among staff members and establishing 

clear responsibilities. In a library, organizing ensures that different 

activities such as acquisition, cataloguing, and circulation are carried 

out smoothly. 

Staffing involves recruiting, training, and managing employees. Every 

organization requires skilled workers to perform its activities 

effectively. In libraries, staffing ensures that qualified librarians and 

assistants are appointed to handle various tasks such as information 

services and technical processing. 

Directing refers to guiding and supervising employees so that they 

perform their duties effectively. It involves leadership, communication, 

and motivation. A librarian or library administrator directs staff 

members and ensures that they work together to achieve the objectives 

of the library. 



 

 

Coordinating is the process of maintaining harmony among different 

activities and departments. In a library, several tasks are performed 

simultaneously, such as acquisition, cataloguing, and circulation. 

Coordination ensures that these activities are properly connected and 

function efficiently. 

Reporting refers to keeping records and providing information about 

the activities of the organization. In libraries, reports may include 

statistics about book circulation, new acquisitions, or budget 

expenditure. Reporting helps administrators evaluate performance and 

make improvements. 

Budgeting is the process of planning and controlling financial 

resources. Libraries need funds to purchase books, subscribe to 

journals, maintain equipment, and provide services. Proper budgeting 

ensures that financial resources are used efficiently and that the library 

operates within its financial limits. 

In conclusion, POSDCORB provides a systematic framework for 

managing organizations. The seven functions—planning, organizing, 

staffing, directing, coordinating, reporting, and budgeting—help 

administrators perform their duties effectively. In library management, 

the principles of POSDCORB play an important role in ensuring the 

efficient operation of library services. 

 

5. Discuss the importance of library management in modern 

libraries. 

Library management plays a very important role in the efficient 

functioning of modern libraries. A library is not only a place where 

books are stored but also an institution that provides information and 

knowledge to its users. Effective management ensures that library 

resources are properly organized and that services are delivered 

efficiently. 

One of the main reasons library managements is important is that 

libraries contain a large number of resources. These resources include 



 

 

books, journals, digital materials, and audio-visual resources. Without 

proper management, it would be difficult to organize and maintain 

these materials. Library management helps arrange resources 

systematically so that users can easily locate them. 

Another important role of library management is the development of 

the library collection. Librarians must select and acquire materials that 

are relevant to the needs of users. Proper management ensures that the 

collection remains balanced, updated, and useful for academic and 

research purposes. 

Library management also focuses on providing effective services to 

users. These services include circulation services, reference services, 

and access to digital resources. A well-managed library ensures that 

users receive assistance in finding information quickly and efficiently. 

Staff management is another important aspect of library management. 

Libraries require trained staff to perform various tasks such as 

cataloguing, classification, and information services. Effective 

management ensures that staff members are properly trained, 

motivated, and assigned appropriate responsibilities. 

In modern times, technology has become an essential part of library 

management. Many libraries now use computerized systems for 

cataloguing, circulation, and digital resource management. Digital 

libraries and online databases have expanded the role of libraries 

beyond physical collections. Library management ensures that these 

technological systems are properly maintained and used effectively. 

Financial management is also crucial for the development of libraries. 

Libraries require funds to purchase materials, maintain infrastructure, 

and support services. Proper budgeting and financial planning help 

libraries utilize their resources effectively and continue providing 

quality services. 

In conclusion, library management is essential for the successful 

functioning of modern libraries. It helps organize resources, manage 

staff, provide services, and utilize technology effectively. Through 



 

 

proper management, libraries can fulfill their mission of supporting 

education, research, and knowledge development in society. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

UNIT – 2 

ONE MARK: 

1. What is Human Resource Management (HRM)? 

Human Resource Management is the process of managing employees 

in an organization to achieve its goals effectively. 

2. What is the main objective of HRM? 

The main objective of HRM is to manage human resources efficiently 

and improve the performance of employees. 

3. What is HRM planning? 

HRM planning is the process of identifying the number and type of 

employees required in an organization. 

4. Why is HRM important in libraries? 

HRM is important in libraries because it helps manage library staff 

and ensures effective library services. 

5. What are HR policies? 

HR policies are rules and guidelines that govern the behavior and 

responsibilities of employees in an organization. 

6. What is supervision? 

Supervision is the process of guiding and monitoring the work of 

employees to ensure that tasks are performed correctly. 

7. What is leadership? 

Leadership is the ability to influence and guide people to achieve 

organizational goals. 

8. What is motivation? 

Motivation is the process of encouraging employees to work 

efficiently and achieve better performance. 

9. What are interpersonal relations? 



 

 

Interpersonal relations refer to the relationships and interactions 

between employees in an organization. 

10. Why are good interpersonal relations important in libraries? 

Good interpersonal relations help maintain cooperation and a positive 

working environment among library staff. 

11. What are the duties of library staff? 

Library staff are responsible for managing library resources and 

providing services to users. 

12. What is a job description? 

A job description is a written document that explains the duties, 

responsibilities, and qualifications required for a particular job. 

13. What is a library committee? 

A library committee is a group formed to assist in the management 

and development of a library. 

14. Why is a library committee important? 

A library committee helps in decision-making and improves the 

overall management of the library. 

15. Name one type of library committee. 

Advisory committee is one type of library committee. 

16. What is the function of a library committee? 

The main function of a library committee is to advise and support the 

library in policy and development matters. 

17. Who supervises library staff in a library? 

The librarian or library administrator supervises the library staff. 

18. What is the role of leadership in libraries? 

Leadership helps guide library staff and ensures that library objectives 

are achieved. 



 

 

19. What is the purpose of motivation in library management? 

The purpose of motivation is to encourage staff to work efficiently 

and provide better services to users. 

20. What is the main goal of HRM in libraries? 

The main goal of HRM in libraries is to manage staff effectively and 

improve library services. 

 

TWO MARK: 

1. What is Human Resource Management (HRM)? 

Human Resource Management refers to the process of managing the 

people working in an organization. It includes planning, recruiting, 

training, motivating, and supervising employees. In libraries, HRM 

ensures that the staff work efficiently and contribute to providing 

effective information services to users. 

 

2. Explain the need for Human Resource Management in 

libraries. 

Human Resource Management is necessary in libraries to manage 

staff properly and ensure efficient service delivery. It helps assign 

duties, maintain discipline, and improve staff performance. HRM also 

creates a cooperative work environment, which helps libraries provide 

better services to students, teachers, and researchers. 

 

3. What are the purposes of Human Resource Management? 

The main purpose of HRM is to utilize human resources effectively in 

an organization. It aims to improve employee efficiency, maintain 

discipline, and create a positive work environment. In libraries, HRM 

helps ensure that staff perform their duties properly and contribute to 

the development of library services. 



 

 

4. What is Human Resource Planning? 

Human Resource Planning is the process of determining the number 

and type of employees needed in an organization. In libraries, it 

involves planning for librarians, assistants, and other staff. Proper 

planning ensures that enough skilled staff are available to perform 

various library activities efficiently. 

 

5. What are HR policies? 

HR policies are rules and guidelines that regulate the behavior and 

responsibilities of employees in an organization. These policies cover 

recruitment, training, promotion, and discipline. In libraries, HR 

policies help maintain order, ensure fairness among staff, and improve 

the efficiency of library services. 

 

6. What are the common issues in Human Resource 

Management? 

Common HRM issues include staff shortages, lack of training, poor 

communication, and conflicts among employees. In libraries, such 

issues may affect service quality and staff performance. Proper 

management, training, and communication can help solve these 

problems and improve the working environment. 

 

7. What is supervision in library management? 

Supervision is the process of guiding and monitoring the work of 

library staff. The librarian or supervisor ensures that employees 

perform their duties properly. Effective supervision helps maintain 

discipline, improve efficiency, and ensure that library services are 

provided smoothly. 

 

8. Explain the concept of leadership in libraries. 



 

 

Leadership refers to the ability to guide and influence staff members 

to achieve organizational goals. In libraries, the librarian acts as a 

leader by motivating employees, solving problems, and encouraging 

teamwork. Good leadership improves staff morale and helps maintain 

efficient library services. 

 

9. What is motivation in Human Resource Management? 

Motivation is the process of encouraging employees to perform their 

work efficiently. It may include appreciation, rewards, or providing a 

positive work environment. In libraries, motivated staff are more 

dedicated to their duties and provide better services to users. 

 

10. What are interpersonal relations in an organization? 

Interpersonal relations refer to the relationships and interactions 

among employees in an organization. Good interpersonal relations 

promote cooperation, trust, and teamwork. In libraries, positive 

relationships among staff help create a friendly work environment and 

improve overall efficiency. 

 

11. Why are interpersonal relations important in libraries? 

Interpersonal relations are important because libraries require 

teamwork among staff members. Good relationships help maintain 

cooperation and reduce conflicts. When employees communicate and 

work together effectively, the library can provide better services to its 

users. 

 

12. What are the duties of library staff? 

Library staff are responsible for managing books and other materials, 

assisting users, and maintaining library records. They also perform 

tasks such as cataloguing, circulation, and reference services. Their 



 

 

duties help ensure that library resources are properly organized and 

accessible. 

 

13. What is a job description in library management? 

A job description is a written statement that explains the duties, 

responsibilities, and qualifications required for a particular job. In 

libraries, it helps staff understand their roles clearly and perform their 

tasks efficiently. It also helps in recruitment and staff evaluation. 

 

14. Why is job description important for library staff? 

A job description is important because it clearly defines the duties and 

responsibilities of employees. It helps avoid confusion and ensures 

that staff members understand their roles. In libraries, it improves 

efficiency and helps in proper management of human resources. 

 

15. What is a library committee? 

A library committee is a group of members formed to help in the 

management and development of a library. It usually includes 

teachers, administrators, and sometimes students. The committee 

advises the librarian on policies, services, and improvement of library 

facilities. 

 

16. Explain the importance of a library committee. 

A library committee plays an important role in improving library 

services. It helps in decision-making related to book selection, 

budgeting, and policy development. The committee also represents 

the interests of users and ensures that the library functions effectively. 

 

17. What are the types of library committees? 



 

 

Library committees may include advisory committees, executive 

committees, or selection committees. Each type has specific 

responsibilities. For example, a selection committee helps in choosing 

books, while an advisory committee provides suggestions for 

improving library management. 

 

18. What are the main functions of a library committee? 

The main functions of a library committee include advising the 

librarian, helping in book selection, planning library development, 

and reviewing library policies. The committee also supports the 

librarian in improving services and ensuring effective management of 

the library. 

 

19. How does leadership improve library services? 

Leadership improves library services by guiding staff and 

encouraging teamwork. A good leader motivates employees, resolves 

conflicts, and ensures efficient performance. In libraries, effective 

leadership helps staff work together to provide better information 

services to users. 

 

20. How does motivation affect the performance of library staff? 

Motivation increases the efficiency and dedication of library staff. 

When employees feel appreciated and supported, they perform their 

duties more effectively. Motivated staff are more committed to 

helping users and maintaining the quality of library services. 

 

BROAD ANSWER: 

1. Explain the concept, need, and purposes of Human Resource 

Management (HRM) in libraries. 



 

 

Human Resource Management (HRM) refers to the systematic 

management of people working in an organization. In a library, HRM 

deals with the recruitment, training, development, supervision, and 

motivation of library staff to achieve the objectives of the library. It 

focuses on the effective utilization of human resources so that the 

library can provide better services to its users. 

The concept of HRM in libraries emphasizes that library staff are the 

most valuable resource of a library. Even if a library has a large 

collection of books and modern technology, it cannot function properly 

without skilled and dedicated staff. HRM helps in organizing and 

managing staff in a way that improves efficiency and productivity. 

The need for Human Resource Management in libraries has increased 

with the development of modern library services. Libraries today are 

not only centers for books but also provide digital resources, online 

databases, and information services. Therefore, trained and competent 

staff are required to manage these resources effectively. 

One of the major needs of HRM in libraries is proper staff planning. A 

library must determine how many employees are needed and what 

qualifications they should have. Without proper planning, a library may 

suffer from shortage of staff or inefficient work distribution. 

Another important need of HRM is staff development. Library staff 

must be trained regularly to keep them updated with new technologies 

and library management techniques. Training programs, workshops, 

and seminars help library employees improve their knowledge and 

skills. 

HRM is also necessary for maintaining discipline and coordination 

among staff members. Libraries involve different types of work such 

as cataloguing, classification, circulation, reference services, and 

technical processing. Proper coordination among staff ensures smooth 

functioning of these activities. 

The purposes of Human Resource Management in libraries are 

numerous. One of the main purposes is to recruit the right person for 



 

 

the right job. Proper recruitment ensures that qualified individuals are 

appointed in the library. 

Another purpose is to improve the efficiency of staff members. HRM 

helps in assigning duties according to the skills and abilities of 

employees. This increases productivity and improves the quality of 

library services. 

HRM also aims to motivate employees. Motivation can be provided 

through recognition, promotion, training opportunities, and a healthy 

working environment. Motivated employees perform their duties more 

efficiently and contribute positively to the organization. 

Maintaining good interpersonal relations among staff members is 

another purpose of HRM. A friendly and cooperative work 

environment encourages teamwork and reduces conflicts within the 

organization. 

HRM also helps in developing leadership among library professionals. 

Effective leadership ensures proper guidance and supervision of staff 

members, which ultimately improves the performance of the library. 

In addition, HRM contributes to achieving the goals of the library. 

Libraries aim to provide information services to users in an efficient 

and organized manner. Proper management of human resources helps 

in achieving this objective. 

In conclusion, Human Resource Management is an essential 

component of library management. It ensures proper planning, 

recruitment, training, motivation, and supervision of library staff. 

Effective HRM improves staff performance, enhances library services, 

and helps the library fulfill its role as an important center of knowledge 

and information. 

 

2. Discuss supervision, leadership, motivation, and interpersonal 

relations in library management. 



 

 

Supervision, leadership, motivation, and interpersonal relations are 

important elements of Human Resource Management in libraries. 

These elements help in maintaining discipline, improving staff 

performance, and ensuring effective library services. 

Supervision refers to the process of guiding and monitoring the work 

of library staff. The library supervisor ensures that employees perform 

their duties properly and follow the rules and procedures of the library. 

Supervision also involves checking the quality of work and providing 

necessary instructions to staff members. 

Effective supervision helps in maintaining efficiency and accuracy in 

library operations. For example, the supervisor may check cataloguing 

work, circulation activities, and reference services to ensure that they 

are carried out correctly. Good supervision also helps new employees 

learn their responsibilities quickly. 

Leadership is another important aspect of library management. 

Leadership refers to the ability to influence and guide staff members 

towards achieving organizational goals. A good library leader inspires 

employees, encourages teamwork, and creates a positive working 

environment. 

Library leaders must possess qualities such as communication skills, 

decision-making ability, and responsibility. They should be able to 

guide staff members during difficult situations and help them solve 

problems effectively. Good leadership improves cooperation and 

coordination among employees. 

Motivation is the process of encouraging employees to perform their 

work with enthusiasm and dedication. In libraries, motivation can be 

provided through various methods such as appreciation, rewards, 

promotions, and opportunities for professional development. 

When library staff feel motivated, they perform their tasks more 

efficiently and provide better services to users. Motivation also 

increases job satisfaction and reduces staff turnover. A motivated 

workforce contributes to the overall success of the library. 



 

 

Interpersonal relations refer to the relationships among staff members 

within the library. Good interpersonal relations create a friendly and 

cooperative working environment. When employees respect and 

support each other, it becomes easier to achieve organizational goals. 

Effective communication is essential for maintaining good 

interpersonal relations. Library staff must communicate clearly and 

respectfully with colleagues and supervisors. Open communication 

helps in solving problems quickly and prevents misunderstandings. 

Teamwork is also an important part of interpersonal relations. Library 

work often requires cooperation among different departments such as 

acquisition, cataloguing, and circulation. When staff members work 

together as a team, library services become more efficient. 

Conflicts may sometimes arise among employees due to 

misunderstandings or differences of opinion. In such situations, the 

library leader or supervisor should handle the problem carefully and 

find a fair solution. Maintaining harmony among staff members is 

important for the smooth functioning of the library. 

Training programs and meetings can also improve interpersonal 

relations. These activities provide opportunities for staff members to 

interact, share ideas, and develop mutual understanding. 

In conclusion, supervision, leadership, motivation, and interpersonal 

relations are essential components of effective library management. 

Proper supervision ensures that work is performed correctly, while 

good leadership inspires staff members to achieve organizational goals. 

Motivation encourages employees to perform better, and positive 

interpersonal relations create a harmonious working environment. 

Together, these elements help libraries provide efficient and high-

quality services to users. 

 

3. Explain the duties of library staff and the importance of job 

description in library management. 



 

 

Library staff play a vital role in the functioning of a library. They are 

responsible for organizing information resources, assisting users, and 

ensuring smooth library operations. Each staff member has specific 

duties depending on their position and specialization. 

One of the main duties of library staff is the acquisition of library 

materials. This involves selecting and purchasing books, journals, 

magazines, and other resources needed for the library collection. Staff 

members ensure that the library collection meets the needs of users. 

Another important duty is cataloguing and classification. Library 

professionals organize books and other materials using standardized 

systems so that users can easily locate them. Proper cataloguing and 

classification help maintain an organized library collection. 

Circulation service is another major responsibility of library staff. 

Circulation staff manage the issuing, returning, and renewing of books. 

They also maintain records of borrowed materials and ensure that 

library rules are followed. 

Reference service is also an important duty. Reference librarians help 

users find information and answer their queries. They guide users in 

using library resources, catalogs, and databases effectively. 

Library staff are also responsible for maintaining library discipline and 

assisting users. They ensure that the library environment remains quiet, 

clean, and suitable for study. 

Another duty of library staff is the preservation and maintenance of 

library materials. Books and documents must be protected from 

damage, dust, insects, and other harmful conditions. Proper care helps 

extend the life of library resources. 

Library staff also participate in administrative work such as preparing 

reports, maintaining records, and organizing library programs or 

exhibitions. 

To ensure that all these duties are performed properly, libraries use a 

job description. A job description is a written statement that explains 



 

 

the duties, responsibilities, and qualifications required for a particular 

position. 

The importance of job description in library management is very 

significant. First, it clearly defines the responsibilities of each staff 

member. When employees know their duties, they can perform their 

work more efficiently. 

Job descriptions also help avoid confusion and overlapping of 

responsibilities. Each employee understands what is expected from 

them, which improves coordination and teamwork. 

Another advantage of job description is that it helps in recruitment and 

selection. Library authorities can choose suitable candidates based on 

the requirements mentioned in the job description. 

Job descriptions are also useful for performance evaluation. 

Supervisors can assess whether employees are performing their duties 

according to the assigned responsibilities. 

Training and staff development programs can also be planned based on 

job descriptions. If certain skills are required for a job, appropriate 

training can be provided to staff members. 

In addition, job descriptions promote accountability and discipline in 

the workplace. Employees become more responsible when their duties 

are clearly defined. 

In conclusion, library staff perform various duties such as acquisition, 

cataloguing, circulation, reference service, and maintenance of 

resources. A clear job description helps define responsibilities, improve 

efficiency, and ensure effective library management. Therefore, job 

description is an essential tool for organizing and managing library 

staff. 

 

4. Explain the concept, importance, types, and functions of a 

library committee. 



 

 

The library committee is an important administrative body that helps in 

the management and development of a library. It consists of members 

who provide guidance, advice, and support in library activities and 

policies. 

The concept of a library committee refers to a group of individuals 

responsible for supervising and guiding the functioning of the library. 

The committee usually includes the head of the institution, teachers, 

library professionals, and sometimes representatives of users. 

The main objective of forming a library committee is to ensure the 

proper development and management of the library. The committee 

acts as a link between the library staff and the institution’s 

administration. 

The importance of a library committee is very significant. One of its 

major roles is to help in policy formulation. The committee helps in 

deciding policies related to book selection, library rules, and budget 

allocation. 

Another important role is providing financial support. The library 

committee recommends the budget required for purchasing books, 

journals, and other resources. It ensures that funds are used properly for 

library development. 

The committee also supports the library staff in planning new services 

and improving existing ones. For example, it may suggest the 

introduction of digital resources, new study facilities, or extended 

library hours. 

There are different types of library committees depending on the type 

of institution. In academic institutions, the committee usually consists 

of the principal, faculty members, and the librarian. 

Public libraries may have committees consisting of government 

representatives, community leaders, and library professionals. Special 

libraries may have committees including experts from specific fields. 



 

 

The functions of a library committee are numerous. One important 

function is advising the librarian on important matters related to library 

development and services. 

Another function is approving the selection of books and other 

materials for the library. The committee ensures that the collection 

meets the needs of users. 

The committee also reviews the performance of the library and suggests 

improvements. Regular meetings are held to discuss problems and plan 

future activities. 

Promoting the use of library services is another function of the 

committee. Members may organize events, exhibitions, or awareness 

programs to encourage people to use the library. 

The library committee also helps maintain coordination between the 

library and the institution’s administration. This ensures that library 

policies align with institutional goals. 

In addition, the committee helps in maintaining transparency and 

accountability in library management. Decisions related to finance and 

policies are taken collectively, which ensures fairness. 

In conclusion, the library committee plays an important role in the 

effective management and development of libraries. It helps in policy 

making, financial planning, and improvement of library services. 

Through cooperation between committee members and library staff, 

the library can successfully fulfill its role in providing information and 

knowledge to users. 

 

5. Discuss HRM planning, policies, and issues in library 

management. 

Human Resource Management planning, policies, and issues are 

essential aspects of managing library staff effectively. These elements 

help libraries organize their workforce, improve staff performance, and 

maintain a productive work environment. 



 

 

HRM planning refers to the process of determining the number of staff 

members required in the library and the skills they should possess. 

Proper planning ensures that the library has the right number of 

employees to perform various tasks efficiently. 

In libraries, HRM planning begins with analyzing the workload and 

identifying different types of jobs. For example, libraries require staff 

for acquisition, cataloguing, circulation, reference services, and 

administration. 

After identifying these needs, the library management plans 

recruitment, training, and development of staff members. HRM 

planning also includes preparing future leaders who can take important 

responsibilities in the organization. 

HRM policies are guidelines that govern the behavior and 

responsibilities of employees in the library. These policies help 

maintain discipline and ensure fairness in the workplace. 

Common HRM policies in libraries include recruitment policies, 

training policies, promotion policies, and leave policies. Recruitment 

policies ensure that qualified and competent individuals are selected for 

library positions. 

Training policies focus on improving the knowledge and skills of staff 

members. Libraries regularly organize training programs to help 

employees learn new technologies and modern library practices. 

Promotion policies provide opportunities for career advancement. 

When employees see opportunities for growth, they feel motivated to 

perform better. 

HRM policies also include rules related to discipline, attendance, and 

performance evaluation. These policies help maintain order and 

professionalism within the library. 

However, libraries may face several HRM issues and challenges. One 

common issue is shortage of qualified staff. In many libraries, there are 

not enough trained professionals to manage modern library services. 



 

 

Another issue is lack of training opportunities. Without proper training, 

staff members may find it difficult to adapt to new technologies and 

digital resources. 

Low motivation and job dissatisfaction can also be a problem. If 

employees feel undervalued or overworked, their performance may 

decline. 

Communication problems among staff members can create conflicts 

and reduce efficiency. Effective communication and good leadership 

are necessary to solve such issues. 

Another challenge is adapting to technological changes. Modern 

libraries use digital catalogs, online databases, and automated systems. 

Staff members must continuously update their skills to manage these 

technologies. 

To overcome these issues, libraries must focus on proper HRM 

planning, fair policies, and regular training programs. Creating a 

supportive and motivating work environment is also very important. 

In conclusion, HRM planning, policies, and issues play a crucial role 

in library management. Proper planning ensures the availability of 

skilled staff, while clear policies maintain discipline and fairness. 

Addressing HRM issues through training, communication, and 

motivation helps libraries function efficiently and provide better 

services to users. 

 

 

 

 

 

 

 



 

 

UNIT – 3 

ONE MARK: 

1. What is a reference source? 

A reference source is a type of information source that provides 

specific facts or quick information on a particular topic. 

2. What are information sources? 

Information sources are materials or resources that provide 

knowledge and information to users. 

3. What is a primary source of information? 

Primary sources are original documents or materials that present first-

hand information about a subject. 

4. Give one example of a primary source. 

Research articles and original reports are examples of primary 

sources. 

5. What is a secondary source of information? 

Secondary sources organize, interpret, or analyze information 

obtained from primary sources. 

6. Give one example of a secondary source. 

Indexing and abstracting journals are examples of secondary sources. 

7. What is a tertiary source of information? 

Tertiary sources compile and summarize information from primary 

and secondary sources. 

8. What is a non-documentary source of information? 

Non-documentary sources provide information through people or 

organizations rather than written documents. 

9. What is an encyclopaedia? 



 

 

An encyclopaedia is a reference book that contains detailed 

information on various subjects arranged alphabetically. 

10. What is a directory? 

A directory is a reference source that provides lists of names, 

addresses, and other details about individuals or organizations. 

11. What are biographical sources? 

Biographical sources provide information about the life and 

achievements of important individuals. 

12. What are geographical sources? 

Geographical sources provide information about places, locations, and 

physical features of the earth. 

13. What is a handbook? 

A handbook is a reference book that provides concise information or 

instructions on a particular subject. 

14. What is a manual? 

A manual is a book that provides practical instructions or guidelines 

for performing specific tasks. 

15. What are e-reference sources? 

E-reference sources are digital reference materials available online or 

through electronic devices. 

16. What is a yearbook? 

A yearbook is an annual publication that provides information and 

statistics about important events of a particular year. 

17. What is an almanac? 

An almanac is a publication containing statistical information, 

calendars, and general facts. 

18. What are news summaries? 



 

 

News summaries provide brief reports or highlights of important news 

events. 

19. What are online reference sources? 

Online reference sources are information resources available on the 

internet for quick access. 

20. Why are reference sources important in libraries? 

Reference sources help users quickly find accurate and reliable 

information. 

 

TWO MARK: 

1. What are reference and information sources? 

Reference and information sources are materials that provide facts, 

data, and knowledge to users. These sources help people find quick 

and reliable information on different subjects. They are commonly 

used in libraries for answering queries and supporting research and 

study activities. 

2. What are the main characteristics of reference sources? 

Reference sources are designed to provide quick and accurate 

information. They are usually arranged systematically, such as 

alphabetically or subject-wise. They contain factual data, definitions, 

and summaries. These sources are mainly used for consultation rather 

than for continuous reading. 

3. What are documentary sources of information? 

Documentary sources are information sources that exist in written or 

recorded form. They include books, journals, reports, and other 

printed or digital documents. These sources are important for research 

and study because they provide organized and reliable information on 

various topics. 

4. Explain primary sources of information. 



 

 

Primary sources are original sources that present first-hand 

information. They contain new data, discoveries, or research findings 

created by the author. Examples include research papers, theses, 

patents, and original reports. These sources are very important for 

scholars and researchers. 

5. What are secondary sources of information? 

Secondary sources are materials that organize, analyze, or interpret 

information obtained from primary sources. They help users locate 

relevant information easily. Examples include indexes, abstracts, 

bibliographies, and review articles that guide readers to primary 

sources. 

6. What are tertiary sources of information? 

Tertiary sources are reference materials that compile and summarize 

information from primary and secondary sources. They provide 

general knowledge on various topics. Examples include 

encyclopaedias, dictionaries, and textbooks which help users 

understand a subject quickly. 

7. What are non-documentary sources of information? 

Non-documentary sources are sources that provide information 

through people or organizations instead of written documents. 

Examples include experts, teachers, lectures, interviews, and 

discussions. These sources are useful when direct or practical 

information is required. 

8. What is an encyclopaedia and its use? 

An encyclopaedia is a reference book that contains detailed 

information on many subjects arranged alphabetically. It provides 

basic knowledge, definitions, and explanations. Encyclopaedias are 

widely used by students and researchers to obtain general information 

on a topic. 

9. What is a directory and why is it important? 



 

 

A directory is a reference source that lists names, addresses, and other 

details about individuals, institutions, or organizations. Directories 

help users find contact information and basic details about people or 

organizations quickly and easily. 

10. What are biographical sources? 

Biographical sources provide information about the lives, 

achievements, and contributions of important individuals. They help 

readers learn about famous personalities in various fields such as 

politics, science, literature, and culture. 

11. What are geographical sources of information? 

Geographical sources provide information about places, locations, and 

physical features of the earth. These sources include atlases, maps, 

and gazetteers. They help users understand geographical locations, 

boundaries, and characteristics of different regions. 

12. What is a handbook? 

A handbook is a reference book that provides brief and practical 

information on a particular subject. It contains essential facts, 

guidelines, or instructions. Handbooks are commonly used by 

students and professionals for quick reference. 

13. What is a manual? 

A manual is a book that provides detailed instructions on how to 

perform specific tasks or operate equipment. Manuals are useful for 

learning practical skills and understanding procedures related to a 

particular activity or job. 

14. What are e-reference sources? 

E-reference sources are electronic reference materials available in 

digital form. They can be accessed through computers or the internet. 

Examples include online encyclopaedias, digital dictionaries, and 

databases which provide quick and updated information. 

15. What are current information sources? 



 

 

Current information sources provide the latest information about 

recent events and developments. These sources help users stay 

updated with new knowledge and changes happening in different 

fields. 

16. What is a yearbook? 

A yearbook is an annual publication that provides important facts, 

statistics, and information about events that occurred during a 

particular year. It is widely used for reference and general knowledge. 

17. What is an almanac? 

An almanac is a reference book that contains calendars, statistical 

data, weather information, and general facts about various topics. It is 

usually published every year and used for quick reference. 

18. What are news summaries? 

News summaries provide brief reports of important news events. They 

highlight the major developments in politics, economy, science, and 

society. These summaries help readers understand important news 

quickly. 

19. What are online reference sources? 

Online reference sources are information resources available on the 

internet. These include online encyclopaedias, digital libraries, and 

databases that provide instant access to information from anywhere. 

20. Why are information sources important in libraries? 

Information sources are important in libraries because they help users 

find reliable knowledge quickly. They support study, research, and 

decision-making by providing accurate and organized information on 

various subjects. 

 

BROAD ANSWER: 



 

 

1. Define Reference and Information Sources. Discuss their 

characteristics and importance in libraries. 

Reference and information sources are materials that provide facts, 

data, and knowledge to users. These sources are specially designed to 

help people find quick and accurate information on different subjects. 

In libraries, reference sources are widely used by students, researchers, 

and teachers for study, research, and general knowledge. 

Reference sources usually provide specific information rather than 

detailed reading material. They are mainly consulted when a user needs 

to verify facts, definitions, dates, statistics, or brief explanations. These 

sources help users obtain reliable information quickly and efficiently. 

Information sources in libraries can exist in various forms such as 

books, journals, reports, maps, databases, and digital resources. 

Libraries collect and organize these sources so that users can easily 

access the information they need. 

Reference sources have several important characteristics. One major 

characteristic is that they provide accurate and reliable information. 

These sources are usually prepared by experts or scholars who verify 

the information carefully before publication. This makes them 

trustworthy for academic and research purposes. 

Another important characteristic of reference sources is their 

systematic arrangement. Information in these sources is usually 

organized alphabetically, chronologically, or subject-wise. This 

arrangement helps users find the required information quickly. 

Reference sources are also designed for consultation rather than 

continuous reading. Users generally refer to specific sections or entries 

instead of reading the entire book from beginning to end. 

Another characteristic is that reference sources contain concise and 

summarized information. They provide brief explanations and essential 

facts about different topics, which saves time for users. 



 

 

Reference sources also cover a wide range of subjects. Many reference 

books contain information on various fields such as science, history, 

geography, literature, and culture. This makes them useful for different 

types of users. 

The importance of reference and information sources in libraries is very 

significant. These sources help users obtain quick answers to their 

questions. Students often use reference sources to clarify concepts, 

definitions, or factual details. 

Reference sources also support research activities. Researchers depend 

on these materials to gather background information and verify facts 

related to their studies. 

Another important role of reference sources is supporting the work of 

librarians. Librarians use reference books and databases to answer 

queries from library users. 

Reference sources also promote independent learning. Students can use 

these materials to explore new topics and gain knowledge without 

depending entirely on teachers. 

In modern libraries, many reference sources are available in digital 

form. Online databases, e-books, and electronic encyclopaedias 

provide easy access to information from anywhere in the world. 

In conclusion, reference and information sources are essential 

components of library collections. They provide reliable and organized 

information to users and support education, research, and learning. 

Their characteristics such as accuracy, systematic arrangement, and 

concise information make them valuable tools for knowledge seekers. 

 

2. Discuss the types of documentary sources of information: 

Primary, Secondary, and Tertiary. 

Documentary sources of information are materials that provide 

knowledge in written or recorded form. These sources are widely used 

in libraries, research institutions, and educational organizations. 



 

 

Documentary sources are generally classified into three main types: 

primary sources, secondary sources, and tertiary sources. 

Primary sources are original sources that present first-hand 

information. They contain new ideas, discoveries, research findings, or 

direct observations created by the author. Primary sources are very 

important for research because they provide original data and evidence. 

Examples of primary sources include research articles, theses, 

dissertations, patents, conference papers, and technical reports. 

Historical documents, letters, diaries, and original manuscripts are also 

considered primary sources. 

Researchers often depend on primary sources because they provide 

authentic and original information. These sources allow scholars to 

study a subject directly from the original material without interpretation 

by others. 

Secondary sources are materials that analyze, interpret, or organize 

information obtained from primary sources. These sources do not 

contain original research but help readers understand and locate 

primary sources. 

Examples of secondary sources include indexing journals, abstracting 

journals, bibliographies, and review articles. These tools help 

researchers identify relevant primary documents related to their topic 

of study. 

Secondary sources are very useful because they save time for 

researchers. Instead of searching through numerous primary 

documents, users can consult secondary sources to locate important 

information quickly. 

Tertiary sources are materials that compile and summarize information 

from primary and secondary sources. These sources provide general 

information on various subjects and are often used for quick reference. 

Examples of tertiary sources include encyclopaedias, dictionaries, 

textbooks, directories, and manuals. These sources present information 



 

 

in a simple and organized manner so that users can easily understand a 

topic. 

Tertiary sources are especially useful for students who need basic 

knowledge about a subject. They provide an overview of topics before 

users begin detailed research. 

Each type of documentary source plays an important role in 

information communication. Primary sources provide original 

knowledge, secondary sources help locate and organize information, 

and tertiary sources summarize knowledge for general understanding. 

Libraries collect and organize these sources so that users can access 

them easily. Together, these sources form an important system of 

information resources that supports education, research, and 

knowledge development. 

In conclusion, documentary sources are essential for academic study 

and research. The classification into primary, secondary, and tertiary 

sources helps users understand the nature and purpose of different 

information materials and use them effectively. 

 

3. Explain the concept and importance of non-documentary 

sources of information. 

Non-documentary sources of information refer to sources that provide 

knowledge through human communication rather than written or 

recorded documents. These sources involve direct interaction with 

people who possess knowledge or expertise in a particular subject. 

Unlike documentary sources such as books and journals, non-

documentary sources depend on personal communication and 

experience. These sources are often used when immediate or practical 

information is required. 

One common example of a non-documentary source is experts or 

specialists. Experts have deep knowledge and experience in their field 

and can provide valuable information to others. For example, a 



 

 

scientist, teacher, or doctor can provide information based on their 

professional experience. 

Lectures and seminars are also important non-documentary sources. In 

these events, speakers share their knowledge with audiences through 

presentations and discussions. Students and researchers often gain 

useful information by attending such programs. 

Interviews are another example of non-documentary sources. In an 

interview, a person provides information by answering questions. 

Journalists, researchers, and students often conduct interviews to 

collect information directly from knowledgeable individuals. 

Conferences and workshops are also important sources of non-

documentary information. These events bring together experts and 

professionals to discuss ideas, share research findings, and exchange 

knowledge. 

Personal communication is another form of non-documentary source. 

This includes discussions with teachers, colleagues, or friends who 

have knowledge about a particular subject. 

The importance of non-documentary sources of information is very 

significant. These sources often provide the most recent and practical 

information. Sometimes, certain knowledge may not yet be published 

in books or journals, but experts may already possess that information. 

Non-documentary sources also allow users to ask questions and clarify 

doubts directly. This interaction helps users understand complex topics 

more clearly. 

Another advantage of non-documentary sources is that they provide 

experiential knowledge. Experts often share their personal experiences 

and practical insights, which may not be available in written 

documents. 

However, non-documentary sources also have some limitations. The 

information obtained may sometimes be subjective or based on 



 

 

personal opinions. Therefore, it is important to verify such information 

with documentary sources whenever possible. 

In modern times, digital communication has expanded non-

documentary sources. Online webinars, virtual conferences, and video 

lectures allow people to access expert knowledge from different parts 

of the world. 

In conclusion, non-documentary sources play an important role in 

information communication. They provide practical knowledge, recent 

developments, and direct interaction with experts. Although they 

should be used carefully, these sources complement documentary 

sources and help users gain a deeper understanding of various subjects. 

 

4. Discuss the various reference sources such as encyclopaedia, 

directory, biographical sources, geographical sources, handbooks, 

manuals, and e-reference sources. 

Reference sources are important tools in libraries that provide quick 

and reliable information. These sources help users find facts, 

definitions, and general knowledge on different topics. Several types of 

reference sources are commonly used in libraries. 

An encyclopaedia is one of the most important reference sources. It 

contains detailed information on a wide range of subjects arranged 

alphabetically. Encyclopaedias provide explanations, definitions, and 

background knowledge about different topics. They are widely used by 

students and researchers. 

A directory is another important reference source. It provides lists of 

names, addresses, and contact information of individuals, 

organizations, or institutions. Directories help users find contact details 

quickly and easily. 

Biographical sources provide information about the lives and 

achievements of important individuals. These sources help readers 



 

 

learn about famous personalities in fields such as politics, science, 

literature, and art. 

Geographical sources provide information about places and locations. 

Examples include maps, atlases, and gazetteers. These sources help 

users understand geographical features, boundaries, and characteristics 

of different regions. 

Handbooks are reference books that contain brief and practical 

information on specific subjects. They often provide essential facts, 

formulas, or guidelines related to a field of study. 

Manuals are books that provide instructions on how to perform specific 

tasks or operate equipment. Manuals are commonly used in technical 

fields where step-by-step guidance is necessary. 

In modern libraries, many reference sources are available in electronic 

form. These are known as e-reference sources. Examples include online 

encyclopaedias, digital dictionaries, and electronic databases. 

E-reference sources have several advantages. They provide quick 

access to information and can be updated regularly. Users can search 

for information easily using keywords and digital tools. 

The availability of e-reference sources has greatly improved access to 

information. Students and researchers can access these resources from 

computers, tablets, or smartphones. 

All these reference sources play an important role in libraries. They 

help users obtain accurate information quickly and support learning, 

research, and decision-making. 

In conclusion, reference sources such as encyclopaedias, directories, 

biographical sources, geographical sources, handbooks, manuals, and 

e-reference sources are essential tools for information retrieval. They 

provide reliable knowledge and help libraries fulfill their role as centers 

of information and learning. 

5. Explain current information sources such as yearbooks, 

almanacs, news summaries, and online reference sources. 



 

 

Current information sources are materials that provide the latest 

information about recent events, developments, and trends. These 

sources help users stay updated with new knowledge in various fields 

such as politics, science, economy, and culture. 

One important current information source is the yearbook. A yearbook 

is an annual publication that contains important facts, statistics, and 

reports about events that occurred during a particular year. Yearbooks 

provide information about national and international developments. 

Yearbooks are widely used by students, researchers, and journalists 

because they provide reliable data and summaries of important events. 

They often include information on government policies, economic 

statistics, scientific achievements, and social changes. 

Another important source of current information is the almanac. An 

almanac is a reference publication that contains calendars, weather 

forecasts, statistical data, and general facts about various subjects. 

Almanacs are usually published every year. 

Almanacs are useful for quick reference and general knowledge. They 

provide information about historical events, population statistics, 

geographical facts, and other useful data. 

News summaries are also important current information sources. They 

provide brief reports of important news events from different parts of 

the world. News summaries highlight major developments in politics, 

economy, science, and society. 

These summaries are commonly published in newspapers, magazines, 

and online platforms. They help readers quickly understand important 

news without reading detailed reports. 

In modern times, online reference sources have become very important. 

These sources include digital libraries, online encyclopaedias, and 

information databases available on the internet. 

Online reference sources provide several advantages. They allow users 

to access information instantly from anywhere in the world. They are 



 

 

also updated frequently, ensuring that users receive the most recent 

information. 

Digital platforms also provide search tools that help users locate 

information quickly. Students and researchers can easily find relevant 

information by entering keywords. 

However, users must be careful while using online sources because not 

all websites provide reliable information. It is important to verify the 

credibility of online resources before using them for academic 

purposes. 

Current information sources play a vital role in modern education and 

research. They help individuals remain informed about new 

developments and trends in different fields. 

In conclusion, yearbooks, almanacs, news summaries, and online 

reference sources are essential tools for obtaining current information. 

These sources help users stay updated with recent events and provide 

valuable knowledge for study, research, and general awareness. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

UNIT – 4 

ONE MARK: 

1. What is reference service? 

Reference service is the assistance provided by librarians to help users 

find the information they need. 

2. What is information service in libraries? 

Information service refers to activities that provide users with relevant 

and accurate information from different library resources. 

3. Who provides reference service in a library? 

A reference librarian provides reference and information services to 

library users. 

4. Mention one characteristic of reference service. 

One important characteristic of reference service is providing quick 

and accurate information to users. 

5. What is ready reference service? 

Ready reference service provides quick answers to simple questions 

using reference books and other sources. 

6. What is long-range reference service? 

Long-range reference service deals with complex queries that require 

detailed research and more time to answer. 

7. What does CAS stand for? 

CAS stands for Current Awareness Service. 

8. What is Current Awareness Service (CAS)? 

CAS is a service that keeps users informed about the latest 

information and new publications in their field of interest. 

9. What does SDI stand for? 

SDI stands for Selective Dissemination of Information. 



 

 

10. What is SDI? 

SDI is a personalized service that provides users with information 

related to their specific subject interests. 

11. What is a citation? 

A citation is a reference to a source of information used in research or 

writing. 

12. Why are citations important? 

Citations give credit to original authors and help readers locate the 

original sources. 

13. What is a reference style? 

A reference style is a set of rules used for writing and organizing 

citations in research work. 

14. Name one citation style. 

APA (American Psychological Association) style is a commonly used 

citation style. 

15. What is bibliographic management? 

Bibliographic management refers to organizing and managing 

references used in research. 

16. Name one reference management tool. 

Zotero is a popular reference management tool. 

17. What is the role of reference services in libraries? 

Reference services help users find accurate information and use 

library resources effectively. 

18. What is digital reference service? 

Digital reference service provides reference help through electronic 

means such as email or online chat. 

19. What is the main aim of CAS and SDI? 



 

 

The main aim is to provide users with updated and relevant 

information. 

20. Why are reference services important in libraries? 

Reference services improve access to information and support study, 

research, and learning activities. 

 

TWO MARK: 

1. What is Reference Service? 

Reference service is the personal assistance provided by librarians to 

help users find the information they need. It involves guiding readers 

to relevant sources such as books, journals, and databases. The main 

objective is to satisfy users’ information needs quickly and accurately. 

 

2. Define Information Service in libraries. 

Information service refers to the systematic provision of information 

to library users through various sources and tools. It includes 

answering queries, providing bibliographic assistance, and guiding 

users to appropriate information resources. It helps users access 

relevant information efficiently for research, education, and personal 

knowledge. 

 

3. Mention two characteristics of reference service. 

Reference service is user-oriented and interactive in nature. It focuses 

on providing accurate, timely, and relevant information according to 

the user’s needs. Another important characteristic is personal 

assistance, where the librarian directly helps users locate and utilize 

the required information sources effectively. 

 

4. What is Ready Reference Service? 



 

 

Ready reference service is a type of reference service where librarians 

provide quick and short answers to simple questions using basic 

reference tools like dictionaries, encyclopaedias, and directories. 

These questions usually require immediate responses and do not 

involve extensive research. 

 

5. What is Long Range Reference Service? 

Long range reference service involves answering complex queries 

that require detailed research and consultation of multiple sources. 

These services take more time and may include preparing 

bibliographies or conducting in-depth information searches to satisfy 

the user’s needs. 

 

6. What is Current Awareness Service (CAS)? 

Current Awareness Service (CAS) is a library service that keeps users 

informed about the latest information and developments in their areas 

of interest. It includes sharing updates such as new books, journals, 

research articles, and reports to help users stay updated. 

 

7. Define Selective Dissemination of Information (SDI). 

Selective Dissemination of Information (SDI) is a personalized 

information service where relevant information is provided to specific 

users based on their interests or research needs. It filters and delivers 

updated information to users regularly, ensuring they receive only 

useful and relevant materials. 

 

8. What is the difference between CAS and SDI? 

CAS provides general information updates to a wide group of users 

about new publications or developments. SDI, on the other hand, 



 

 

provides customized information tailored to individual users based on 

their specific interests or research areas. 

 

9. What are reference sources? 

Reference sources are information tools that provide quick and factual 

information on various subjects. Examples include dictionaries, 

encyclopaedias, directories, yearbooks, and handbooks. These sources 

are mainly used for consultation rather than continuous reading. 

 

10. What is citation in academic writing? 

Citation is the practice of acknowledging the sources of information 

used in research or writing. It helps give credit to original authors and 

allows readers to locate the original sources. Proper citation also helps 

avoid plagiarism in academic work. 

 

11. Why are citations important in research? 

Citations are important because they provide credit to the original 

authors and support the reliability of research. They help readers 

verify information and locate the sources used in the study. Proper 

citations also maintain academic honesty and avoid plagiarism. 

 

12. What are citation styles? 

Citation styles are standardized formats used to cite sources in 

academic writing. They guide how references are written in research 

papers and bibliographies. Common citation styles include APA, 

MLA, and Chicago styles. 

 

13. What is a bibliography? 



 

 

A bibliography is a list of books, articles, and other sources that are 

consulted or cited in a research work. It provides complete publication 

details, helping readers locate the sources used by the author. 

 

14. What is the role of a reference librarian? 

A reference librarian helps users locate and use information sources 

effectively. They answer queries, guide users in research, recommend 

appropriate reference materials, and assist in accessing both printed 

and digital resources. 

 

15. What are e-reference sources? 

E-reference sources are digital reference materials available online or 

in electronic format. Examples include online encyclopaedias, 

databases, e-dictionaries, and digital libraries. These sources provide 

quick access to updated information through computers or the 

internet. 

 

16. What are recent trends in reference services? 

Recent trends in reference services include digital reference services, 

online databases, virtual reference assistance, and email or chat-based 

help. Libraries now use technology to provide faster and remote 

access to information for users. 

 

17. What is virtual reference service? 

Virtual reference service is an online reference service provided 

through email, chat, or video calls. It allows users to ask questions 

and receive assistance from librarians without physically visiting the 

library. 

 



 

 

18. What are reference management tools? 

Reference management tools are software applications used to 

organize and manage research references and citations. They help 

researchers store, format, and generate bibliographies automatically. 

 

19. Give two examples of reference management tools. 

Two popular reference management tools are Zotero and Mendeley. 

These tools help researchers collect references, organize research 

materials, and automatically generate citations in different academic 

styles. 

 

20. What is the objective of reference service? 

The main objective of reference service is to help users obtain 

accurate and relevant information quickly. It aims to guide users in 

identifying appropriate information sources and improve their ability 

to use library resources effectively. 

 

BROAD ANSWER: 

1. What is Reference and Information Service? Discuss its 

definition, characteristics, and recent trends. 

Reference and Information Service is one of the most important 

services provided by libraries. It refers to the assistance given by 

librarians to help users locate and use information effectively. The main 

aim of this service is to satisfy the information needs of library users 

by guiding them to the right sources of information. 

Reference service was first systematically developed by Samuel Swett 

Green in the nineteenth century. He emphasized that librarians should 

actively help readers find the information they need instead of simply 

managing books. 



 

 

Reference and Information Service can be defined as the personal 

assistance provided by library staff to help users find answers to their 

questions using various information sources such as books, journals, 

encyclopaedias, databases, and online resources. It is a user-oriented 

service that focuses on meeting the information needs of students, 

researchers, and general readers. 

There are several important characteristics of reference service. One 

major characteristic is that it is user-centered. This means the service is 

designed to meet the needs of users rather than the convenience of the 

library staff. Another important characteristic is personal assistance. 

The librarian interacts directly with users to understand their questions 

and provide appropriate information. 

Accuracy is also a key feature of reference service. The information 

provided must be reliable and correct. Timeliness is another 

characteristic because users usually need information quickly. The 

service should also be flexible so that it can respond to different types 

of information needs. 

In modern times, reference services have developed significantly due 

to the advancement of technology. Earlier, libraries relied mainly on 

printed reference materials such as dictionaries, encyclopaedias, and 

directories. Today, libraries also use digital resources and online 

databases. 

One important recent trend in reference services is digital reference 

service. Users can now ask questions through email, chat, or online 

platforms without physically visiting the library. This type of service is 

often called virtual reference service. 

Another trend is the use of electronic databases and online reference 

sources. Libraries provide access to digital journals, e-books, and 

research databases that allow users to obtain information quickly. 

Libraries also provide remote access services. Students and researchers 

can access library resources from their homes using the internet. This 

has increased the importance of online reference services. 



 

 

Another development is the use of reference management software 

such as Zotero and Mendeley. These tools help researchers manage 

citations and organize references easily. 

In conclusion, Reference and Information Service is an essential 

function of modern libraries. It helps users locate accurate information 

efficiently and supports education and research. With the growth of 

digital technologies, reference services are becoming faster, more 

accessible, and more effective in meeting the needs of users. 

 

2. Discuss the different types of Reference Services. 

Reference services are designed to help library users obtain information 

according to their needs. These services are generally classified into 

two main types: Ready Reference Service and Long Range Reference 

Service. 

Ready reference service refers to providing quick answers to simple 

questions. These questions usually require short factual information 

and can be answered immediately using standard reference sources. 

Examples of ready reference questions include finding the capital of a 

country, the meaning of a word, or the date of an important historical 

event. 

To answer ready reference questions, librarians commonly use 

reference materials such as dictionaries, encyclopaedias, almanacs, 

yearbooks, and directories. Since the answers are usually brief and 

straightforward, the librarian can provide them within a few minutes. 

Ready reference service is very common in libraries because many 

users require quick factual information. It helps users save time and 

obtain accurate information quickly. 

The second type of reference service is long range reference service. 

This type of service deals with complex questions that require detailed 

research and consultation of multiple sources. These questions cannot 

be answered immediately and may require considerable time and effort. 



 

 

For example, a researcher may ask for information on the development 

of Indian classical music or the impact of digital libraries on education. 

Such questions require searching through books, journals, reports, and 

other information sources. 

In long range reference service, librarians may prepare bibliographies, 

research guides, or detailed information reports to assist users. 

Sometimes the librarian may need to consult subject experts or access 

specialized databases to provide accurate information. 

Long range reference services are particularly important for 

researchers, scholars, and postgraduate students who need detailed 

information for their academic work. 

Both types of reference services play an important role in libraries. 

Ready reference services help users obtain quick factual information, 

while long range reference services support in-depth research and 

academic studies. 

In modern libraries, these services are supported by digital tools and 

online databases, making it easier to access information quickly and 

efficiently. 

In conclusion, reference services are essential for helping library users 

obtain information. By providing both ready reference and long range 

services, libraries can meet the diverse information needs of their users. 

 

3. Explain Current Awareness Service (CAS) and Selective 

Dissemination of Information (SDI). 

Current Awareness Service (CAS) and Selective Dissemination of 

Information (SDI) are important information services provided by 

libraries to keep users informed about new developments in their fields 

of interest. 

Current Awareness Service refers to the process of informing library 

users about the latest information, publications, and developments in 



 

 

different subject areas. The main purpose of CAS is to ensure that users 

remain updated with recent knowledge. 

Libraries provide CAS through various methods. These include 

displaying new arrivals of books, circulating lists of new publications, 

publishing newsletters, and providing updates about new journal 

articles or research reports. 

CAS is generally designed for a broad group of users. It provides 

general information updates without focusing on the specific needs of 

individual users. For example, a library may inform all students about 

newly received books in economics or history. 

Selective Dissemination of Information (SDI), on the other hand, is a 

more specialized and personalized information service. It provides 

specific information to individual users based on their research 

interests. 

In SDI, the librarian first identifies the information needs and subject 

interests of users. Then the librarian regularly sends them relevant 

information such as research articles, conference papers, or new 

publications related to their interests. 

For example, if a researcher is studying environmental science, the 

library may send updates only about new publications in that particular 

field. 

SDI is highly useful for researchers, scholars, and professionals who 

need specialized and updated information. It helps them save time by 

filtering out irrelevant information and providing only useful materials. 

Both CAS and SDI are important services in modern libraries. CAS 

helps users stay generally informed about new developments, while 

SDI provides personalized information tailored to individual research 

needs. 

With the advancement of technology, these services are now often 

provided through email alerts, online databases, and digital library 



 

 

platforms. This allows users to receive information quickly and 

conveniently. 

In conclusion, CAS and SDI play an important role in modern 

information services. They help users stay updated with the latest 

knowledge and support academic research and professional 

development. 

 

4. Discuss the importance of references and citations in academic 

writing. 

References and citations are essential elements of academic writing and 

research. They are used to acknowledge the sources of information, 

ideas, or data used in a research work. Proper referencing ensures that 

credit is given to the original authors and helps maintain academic 

integrity. 

A citation is a brief reference within the text that indicates the source 

of information. It usually includes the author’s name, publication year, 

and sometimes the page number. The full details of the source are 

provided in the reference list or bibliography at the end of the 

document. 

References and citations are important for several reasons. First, they 

give credit to the original authors whose ideas or research have been 

used. This helps avoid plagiarism, which is considered a serious 

academic offense. 

Second, citations help readers verify the information used in the 

research. By checking the references, readers can locate the original 

sources and learn more about the topic. 

Third, references increase the credibility and reliability of academic 

work. When a research paper includes proper citations from reliable 

sources, it shows that the author has conducted thorough research. 

There are several citation styles used in academic writing. Some of the 

most common styles include APA (American Psychological 



 

 

Association), MLA (Modern Language Association), and Chicago 

style. Each style has its own rules for formatting citations and 

references. 

In modern research, many scholars use reference management software 

to organize citations and generate bibliographies automatically. Popular 

tools include Zotero and Mendeley. 

These tools allow researchers to collect references from online 

databases, organize them systematically, and insert citations into their 

research papers easily. They also help generate reference lists in 

different citation styles. 

Proper referencing is therefore a key part of academic writing. It 

promotes honesty, supports research credibility, and allows readers to 

explore the sources used in a study. 

In conclusion, references and citations are fundamental components of 

scholarly communication. They ensure transparency in research and 

help maintain the integrity and reliability of academic work. 

 

5. Explain reference management tools and their role in modern 

research. 

Reference management tools are software applications that help 

researchers collect, organize, and manage bibliographic references. 

These tools are widely used in academic research to simplify the 

process of citation and bibliography creation. 

In traditional research, scholars had to manually record references and 

format citations according to specific citation styles. This process was 

time-consuming and often led to errors. Reference management tools 

have simplified this task by automating many of these processes. 

One of the main functions of reference management tools is storing 

bibliographic information. Researchers can save details such as the 

author’s name, title of the work, publication year, and publisher in a 

structured database. 



 

 

Another important feature is organizing references. Researchers can 

group references according to different topics or research projects. This 

makes it easier to retrieve relevant sources when writing research 

papers. 

Reference management tools also help generate citations and 

bibliographies automatically. When writing a research paper, the 

researcher can insert citations directly into the document, and the 

software will automatically format them according to the chosen 

citation style. 

Two widely used reference management tools are Zotero and 

Mendeley. These tools allow users to collect references from online 

databases, organize them efficiently, and generate citations in multiple 

styles. 

These tools also support collaboration among researchers. Multiple 

users can share reference libraries and work together on research 

projects. This feature is particularly useful for group research and 

academic collaborations. 

Reference management tools also allow researchers to attach PDFs, 

notes, and annotations to references. This helps them keep all research 

materials organized in one place. 

In modern research environments, where scholars use large numbers of 

digital sources, reference management tools have become extremely 

important. They save time, reduce errors, and improve the quality of 

academic writing. 

In conclusion, reference management tools play a vital role in modern 

research. They help researchers manage information efficiently, 

organize references systematically, and produce accurate citations. As 

digital research continues to grow, the importance of these tools will 

continue to increase. 

 

 



 

 

UNIT – 5 

ONE MARK: 

1. What are E-Resources? 

E-Resources are electronic information resources that are accessed 

through computers or the internet. 

2. Give one example of an E-resource. 

An example of an E-resource is an E-journal. 

3. What is the main format of E-resources? 

E-resources are usually available in digital formats such as PDF, 

HTML, or online databases. 

4. What is an E-journal? 

An E-journal is a journal that is published and accessed in electronic 

form through the internet. 

5. What is an E-book? 

An E-book is a book that is available in digital form and can be read 

on computers, tablets, or mobile devices. 

6. Mention one advantage of E-resources. 

One major advantage of E-resources is that they can be accessed 

anytime and from anywhere through the internet. 

7. Mention one disadvantage of E-resources. 

One disadvantage of E-resources is that they require electronic 

devices and internet connectivity for access. 

8. What is meant by Open Access (OA)? 

Open Access refers to free and unrestricted access to scholarly 

information through the internet. 

9. What are Open Access resources? 



 

 

Open Access resources are digital materials that are freely available 

online without subscription fees. 

10. What is an Open Archive? 

An Open Archive is a digital repository where research papers and 

academic materials are stored and freely accessible. 

11. What is the main difference between print and E-resources? 

Print resources are available in physical form, while E-resources are 

available in digital or electronic form. 

12. What is one advantage of E-journals over print journals? 

E-journals provide faster access and allow users to search articles 

easily. 

13. Name one Open Access initiative in India. 

Shodhganga is an important Open Access initiative in India. 

14. What is the purpose of Open Access resources? 

The purpose is to provide free access to scholarly knowledge for 

students and researchers. 

15. What is a digital library? 

A digital library is a collection of electronic resources that can be 

accessed through computers or the internet. 

16. What is the full form of OA in library science? 

OA stands for Open Access. 

17. What is one characteristic of E-resources? 

E-resources allow users to search information quickly using 

keywords. 

18. Name one device used to access E-books. 

E-books can be accessed using a computer, tablet, or smartphone. 

19. What is the role of libraries in managing E-resources? 



 

 

Libraries organize, provide access, and maintain electronic resources 

for users. 

20. Why are E-resources important in modern libraries? 

E-resources provide quick, easy, and remote access to a large amount 

of information. 

 

TWO MARK: 

1. What are E-Resources? 

E-resources are information sources available in electronic or digital 

format. They can be accessed through computers, mobile devices, or 

the internet. Examples include e-books, e-journals, online databases, 

and digital libraries. They help users access information quickly 

without the need for physical copies. 

 

2. Mention two characteristics of E-resources. 

E-resources are digital in nature and can be accessed through 

electronic devices. They allow quick searching of information using 

keywords and provide remote access through the internet. They are 

also easy to store and distribute compared to traditional print 

materials. 

 

3. What are the main formats of E-resources? 

E-resources are available in various digital formats such as PDF, 

HTML, EPUB, and multimedia formats. These formats allow users to 

read, download, or view information on computers and mobile 

devices. The digital format also makes storage, copying, and sharing 

easier. 

 

4. Mention two advantages of E-resources. 



 

 

E-resources provide quick access to information from anywhere at 

any time. They save physical space in libraries and allow multiple 

users to access the same material simultaneously. They also provide 

search features that help users find specific information quickly. 

 

5. Mention two disadvantages of E-resources. 

E-resources require electronic devices and internet connectivity for 

access. Technical problems such as system failure or network issues 

can limit access. Some users may also find digital reading difficult 

compared to traditional printed materials. 

 

6. What is an E-journal? 

An E-journal is a journal that is published and accessed electronically 

through the internet. It contains scholarly articles, research papers, 

and reviews. E-journals allow quick access to current research and 

often provide search features for locating specific articles. 

 

7. Mention two advantages of E-journals. 

E-journals provide fast access to current research and allow users to 

search articles easily. They can be accessed from anywhere with 

internet access. E-journals also allow multiple users to read the same 

article simultaneously. 

 

8. Mention two disadvantages of E-journals. 

E-journals require internet access and electronic devices for reading. 

Some journals require subscription fees, which may limit access. 

Technical problems or website issues may also interrupt access to 

articles. 

 



 

 

9. What is an E-book? 

An E-book is a book available in digital form that can be read on 

computers, tablets, or smartphones. It contains the same content as a 

printed book but is stored electronically. Users can download or read 

e-books online through digital platforms. 

 

10. Mention two advantages of E-books. 

E-books are portable and allow users to carry many books in a single 

device. They also provide search features and adjustable text sizes, 

making reading more convenient. E-books can be accessed anytime 

through digital devices. 

 

11. Mention two disadvantages of E-books. 

Reading e-books for long periods may cause eye strain for some 

users. They also require electronic devices and battery power. 

Additionally, access to some e-books may require payment or 

subscription. 

 

12. What is the difference between print and E-resources? 

Print resources are physical materials such as printed books and 

journals. E-resources are digital materials accessed through electronic 

devices and the internet. E-resources allow faster searching and 

remote access, while print resources require physical presence in the 

library. 

 

13. What is Open Access (OA)? 

Open Access refers to the free availability of scholarly information on 

the internet. It allows users to read, download, and share research 



 

 

materials without paying subscription fees. Open Access promotes the 

wide distribution of knowledge. 

 

14. What are Open Access resources? 

Open Access resources are digital materials such as research articles, 

theses, and books that are freely available online. These resources can 

be accessed without payment and are widely used by students and 

researchers. 

 

15. What are the types of Open Access? 

Open Access mainly includes two types: Gold Open Access and 

Green Open Access. Gold Open Access provides immediate free 

access through journals, while Green Open Access allows authors to 

deposit their research papers in open repositories. 

 

16. What is an Open Archive? 

An Open Archive is a digital repository that stores research 

publications and makes them freely accessible online. It allows 

scholars to share their research with a global audience and increases 

the visibility of academic work. 

 

17. Mention one Open Access initiative in India. 

One important Open Access initiative in India is Shodhganga, which 

provides open access to theses and dissertations submitted to Indian 

universities. 

 

18. What is the purpose of Open Access initiatives? 



 

 

The main purpose of Open Access initiatives is to make research 

information freely available to everyone. It helps students, teachers, 

and researchers access knowledge without financial barriers. 

 

19. What is the role of libraries in managing E-resources? 

Libraries select, organize, and provide access to electronic resources 

for users. They also manage subscriptions, maintain digital databases, 

and help users learn how to access and use e-resources effectively. 

 

20. Why are E-resources important in modern libraries? 

E-resources are important because they provide fast, remote, and 

convenient access to information. They support research, education, 

and learning by giving users access to large collections of digital 

materials. 

 

BROAD ANSWER: 

1. What are E-Resources? Discuss their concept, characteristics, 

formats, advantages, and disadvantages. 

E-resources, or electronic resources, are information materials that are 

available in digital form and can be accessed through computers, 

mobile devices, or the internet. In modern libraries, e-resources have 

become an essential part of information services because they allow 

users to access a large amount of information quickly and easily. 

The concept of e-resources developed with the advancement of digital 

technology and the internet. Earlier, libraries mainly depended on 

printed books and journals. Today, libraries provide access to digital 

materials such as e-books, e-journals, online databases, and digital 

repositories. These resources are stored electronically and can be 

accessed online or through local computer systems. 



 

 

E-resources have several important characteristics. One major 

characteristic is digital format. Unlike printed materials, e-resources 

are stored electronically. Another characteristic is remote access, which 

allows users to access information from anywhere with internet 

connectivity. E-resources also provide quick search features, allowing 

users to locate specific information easily using keywords. 

Another important feature of e-resources is that they can be accessed 

by multiple users at the same time. In traditional libraries, only one 

person could use a printed book at a time, but electronic resources allow 

simultaneous access. 

E-resources are available in different formats such as PDF, HTML, 

EPUB, multimedia files, and online databases. These formats make it 

possible for users to read, download, or view materials on different 

devices. 

There are several advantages of e-resources. One major advantage is 

easy and fast access to information. Users can access materials anytime 

and from anywhere without physically visiting the library. E-resources 

also save physical space in libraries because large collections can be 

stored digitally. 

Another advantage is the ability to search information quickly. Many 

electronic resources include search tools that allow users to find 

specific words or topics within seconds. This makes research much 

easier and faster. 

However, e-resources also have some disadvantages. One disadvantage 

is the dependence on technology. Users need electronic devices and 

internet connectivity to access digital materials. Technical problems 

such as power failure or network issues can also interrupt access. 

Another disadvantage is the cost of subscriptions. Many e-journals and 

databases require expensive subscriptions, which may be difficult for 

smaller libraries to afford. Additionally, long hours of reading on digital 

screens may cause eye strain for some users. 



 

 

In conclusion, e-resources are an important part of modern libraries. 

They provide quick access to information and support research and 

education. Despite some challenges, their advantages make them an 

essential resource in the digital age. 

 

2. Discuss the characteristics, advantages, and disadvantages of E-

Journals and E-Books. 

E-journals and e-books are two important types of electronic resources 

widely used in modern libraries. They provide digital access to 

scholarly information and educational materials, making learning and 

research more convenient. 

An e-journal is an electronic version of a traditional journal that is 

published and accessed online. It contains research articles, academic 

papers, and scholarly reviews. E-journals are widely used by students, 

researchers, and teachers because they provide access to the latest 

research developments. 

E-journals have several important characteristics. They are available in 

digital format and can be accessed through the internet. They often 

include search features that allow users to find specific articles quickly. 

Many e-journals also include hyperlinks that connect related articles 

and references. 

One major advantage of e-journals is quick access to current research. 

Researchers can read newly published articles immediately without 

waiting for printed copies. E-journals also allow multiple users to 

access the same article at the same time. 

Another advantage is easy storage and access. Libraries do not need 

large physical spaces to store electronic journals because they are 

stored digitally. 

However, e-journals also have some disadvantages. Many e-journals 

require subscription fees, which can be expensive for libraries. Access 



 

 

may also be interrupted if internet connectivity fails. In addition, some 

users prefer reading printed journals rather than digital screens. 

E-books are electronic versions of printed books that can be read using 

computers, tablets, or smartphones. They contain the same content as 

printed books but are stored digitally. 

E-books have several characteristics. They are portable and easy to 

store. A single device can store hundreds of books. E-books also allow 

features such as keyword search, highlighting text, and adjusting font 

size for comfortable reading. 

The advantages of e-books include easy accessibility and portability. 

Users can carry many books in one device and read them anytime. E-

books also allow quick searching of information within the text. 

However, there are some disadvantages of e-books. Reading for long 

periods on screens may cause eye strain. E-books also require 

electronic devices and battery power. Some e-books are protected by 

digital rights management, which may restrict copying or sharing. 

In conclusion, e-journals and e-books are important components of 

digital libraries. They provide convenient access to information and 

support academic research and learning in modern educational 

environments. 

 

3. Compare Print Resources and E-Resources. 

Libraries traditionally relied on printed materials such as books, 

journals, newspapers, and magazines to provide information to users. 

However, with technological advancement, electronic resources have 

become widely used in modern libraries. Both print and electronic 

resources have their own advantages and limitations. 

Print resources refer to information materials available in physical 

form. These include printed books, journals, reports, and newspapers. 

Print materials have been used for centuries and remain important in 

many libraries. 



 

 

One advantage of print resources is their ease of use. They do not 

require electronic devices or internet access. Users can read printed 

materials comfortably without worrying about battery power or 

technical issues. 

Print materials are also considered reliable and stable. Once printed, the 

content remains unchanged. Many readers also prefer printed books 

because they are easier on the eyes and provide a traditional reading 

experience. 

However, print resources also have limitations. They require physical 

storage space in libraries. Large collections of books and journals need 

shelves and storage facilities. Print materials are also more difficult to 

update and distribute quickly. 

E-resources, on the other hand, are digital materials that can be 

accessed through electronic devices. These include e-books, e-journals, 

online databases, and digital archives. 

One major advantage of e-resources is quick and remote access. Users 

can access information from anywhere with internet connectivity. E-

resources also allow multiple users to access the same material 

simultaneously. 

Another advantage is the ability to search information quickly. Digital 

resources often include search tools that help users find specific topics 

or keywords easily. 

However, e-resources also have disadvantages. They depend on 

technology and internet access. Technical issues such as power failures 

or network problems can interrupt access. Some electronic resources 

also require expensive subscriptions. 

In conclusion, both print and electronic resources are important in 

libraries. Print resources provide reliable and comfortable reading 

experiences, while e-resources provide fast and convenient access to 

large amounts of information. Modern libraries often combine both 

types of resources to meet the diverse needs of users. 



 

 

4. Explain the concept of Open Access resources and discuss their 

types and importance. 

Open Access (OA) refers to the free and unrestricted availability of 

scholarly information on the internet. It allows users to read, download, 

copy, and share research materials without paying subscription fees. 

The main aim of Open Access is to make knowledge widely available 

to everyone. 

Open Access resources include research articles, books, theses, 

conference papers, and other academic materials that are freely 

accessible online. These resources help students, teachers, and 

researchers obtain information easily without financial barriers. 

There are mainly two types of Open Access: Gold Open Access and 

Green Open Access. 

Gold Open Access refers to research articles that are published in open 

access journals and are freely available immediately after publication. 

These journals allow users to access the full content without 

subscription. 

Green Open Access refers to the practice of authors depositing copies 

of their research papers in institutional or subject repositories. These 

repositories store academic works and make them accessible to the 

public. 

Open Access has several important advantages. First, it increases the 

visibility and impact of research work because more people can access 

and read it. Second, it promotes the sharing of knowledge across the 

world. 

Another advantage is that it supports education and research in 

developing countries where libraries may not afford expensive journal 

subscriptions. Open Access allows students and researchers to access 

valuable academic information freely. 



 

 

Many institutions and governments support Open Access initiatives to 

promote the free flow of knowledge. Digital repositories and open 

journals play an important role in providing these services. 

In conclusion, Open Access resources are an important development in 

the modern information environment. They help spread knowledge 

widely and support academic research and education. 

 

5. Explain the concept of Open Archives and discuss Open Access 

initiatives in India. 

Open Archives are digital repositories that store and provide free access 

to academic and research materials. These archives allow scholars to 

share their research with a global audience and preserve academic 

knowledge in digital form. 

The concept of open archives is closely related to the Open Access 

movement. The main objective is to make scholarly information freely 

available online so that anyone can access it without financial barriers. 

Open archives usually store research articles, theses, dissertations, 

conference papers, and other academic documents. These materials are 

organized systematically so that users can easily search and retrieve 

information. 

One of the major advantages of open archives is that they increase the 

visibility of research work. When research papers are stored in open 

archives, they become accessible to scholars around the world. This 

helps improve the impact and recognition of academic research. 

Open archives also support knowledge sharing and collaboration 

among researchers. Students and scholars can access research materials 

easily and use them for their studies and research work. 

In India, several important Open Access initiatives have been 

developed to promote free access to academic information. One major 

initiative is Shodhganga, a digital repository that provides access to 

theses and dissertations submitted to Indian universities. 



 

 

Another important initiative is National Digital Library of India, which 

provides access to millions of educational resources for students, 

teachers, and researchers. 

These initiatives help improve access to academic knowledge and 

support higher education and research in India. They also encourage 

universities to preserve and share their research outputs digitally. 

In conclusion, open archives and Open Access initiatives play a crucial 

role in modern information systems. They help preserve academic 

knowledge, promote research, and provide free access to valuable 

information resources. 

 


