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Syllabus for Internship

ame of the Program: Bachelor of Arts/ Science / Social Works/ Bachelor of Visual Arts/B.Sc FAD

Name of the Course: Library and Information Management Skills

No. of Hours per Week Total No. of Teaching Hours

Pedagogy: Classroom lectures, Activities based learning,

and Practice Questions

Course Outcomes:
CO1: Demonstrate the ability to plan, select, and acquire various types of resources for building balanced and

need-based library collections.

Unit 1: Library Collection Development Skills
Preparation of library budget; Consolidating Book Purchase request forms, preparing
purchase orders, receiving the consignment, checking and certifying the physical condition of
books, accessioning, certifying the invoice for payment

Unit 3: Circulation Service A
Membership: Registering new members, maintaining membership records

Circulation transactions: 1SSue, return, renewal, Fine collection, Maintaining circulatio
Statistics

Unit 4: User education and Orientation
User education: orientation, introduction of library rules and regulations,
Reader guidance: assisting user in searching OPAC, locating books.

Unit 5: Stock verification and rectification
Stock verification methods, shelf rectification. Weedin g
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Suggested readings

Cassell, K. A., & Hiremath, U. (2019). Reference and information services: An introduction
(4th ed.). ALA Neal-Schuman.

Chowdhury, G. G., & Chowdhury, S. (2001). Information sources and searching on the
World Wide Web. Facet Publishing.

Evans, G. E., & Saponaro, M. Z. (2012). Collection management basics (6th ed.). Libraries
Unlimited.

Johnson, P. (2018). F undamentals of collection development and management (4th ed.). ALA
Editions.

Katz, W. A., & Frantes, R. E. (2002). Introduction to reference work (8th ed., Vols. 1 & 2).
McGraw-Hill. ‘

Mittal, R. (2007). Library administration: Theory and practice. Ess Ess Publications.
Ranganathan, S. R. (2006). Reference service (2nd ed.). Ess Ess Publications.

Singh, S. P. (2004). Collection management in the digital environment. Bookwell.
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