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310, The Haryana Sccretariat Library’ Caters to the 'néeds” of all

. Government Departments stationed at Headquarters (except High Court and

dhan ‘Sabha) in respect of Govt. reference books, and publications™ required-

'_:'t_'_qi'géﬁ”ix_:ial use. “The*" Chief- Secretary to Govt. of Haryana, may  permif Such
i _ - Such

*"Administrative

i-officials to' make use of-this-library asare specially- Tecommended by an

Sccretary, Head of Department orsome university.

* 1 =" The general coritrol- of Haryana  Secretariat Library’ vests with™Chief
b rsebreta‘-w- 2, ST e .- . R e e s, 1 S Dt ,:

'31.1_. Duties of the Libra}fa;;.—,The_Library is under the charge ofa trained

“Eibistian who isresponsible- {0 the Under  Secrefar, Secr-tarlat” Estabficbment
-for 1ts *-efficient - working: he following ™ instructions **shculd: - n “particular “be

-observed by the' Librarian ==

(1) The Librarian should sec that the Library is. maintained _in a neat

“and orderly - fashion and that the books and furniture ore regularly dusted and
“kept free from savages ofinsects -and pests. e TR R e

(2) Hethould supervise the day-to-day work of the Library siaff; techni-
cal and other “and exercise a general control ‘overthe working ofdiffer ent sec’ions

of the Library.

(3) Immediately on their receipt in the Library, all books, reports  and

“other literature should be given classnumbers and Author - numbers® ac:ording

to the tables maintained * for the purpose. These should be stamped, labelled,
entered in the Accession Registerand Catalogued before they are issucd to any-
body. For classification pufposes “Dewey Decimail System” should be'followed
with such modifications as may suit the lccal needs. s s TR

g “@ Dic;fanﬁry Cdta?ogue.—fHé' should mair_l_ta_in 'laDictioha__fy “Card _’fé,"fa-‘
logue ofall books in stock asalso the shelf -list Cards. Cards should be -

sufficiently ' comprehensive to enable any book to be traced ‘easily. -

(5) Publications that are out . of print, rare or othei - wise' required for

.’constant use by Heads of Departments should not be issurd without rhe per-
~ mission of Head .of the Department concerned. ' SR

(6) Monthly Listit—A list. of the books . that are 'added to the Secretariat

_-_Libi'ary -should be circulated every month amongst officers and branches of thq

Secretariat. L

(7) Stock Taking—Once in three years in the month of. August or 'v?v_heq-_'
-ever otherwise :canvenient, all books in'the Secretariat Library should be

“checked  with the shelf  List cards:and  -results reported: to ithe Under Sf.cfé__i?f}i-

Deputy Sscretary, Secretariat Establishment.
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(S)\, Remfr’_tdérs:--é»lf a book is issued {o.an oﬁioérjbﬁicial is not .rem}ued

' w_i_-f_t_;_ip a fortnight, a reminder ~should be issued ' forits’ return. Ifthe borrower

b fails to give a satisfactory causefor its: ~Ren-refurn inreply to three copsecutive
reminders, issued. after an interval of one .week each, the matter should be
brought to the notice , of, Under Secretary/Deputy,:Secretary, Secretariat Establish-

ment.who will take such sfeps as he may consider necessary forthe return of
‘book in_gugstion to the (library.. - .o s e

3t purchase.of Books-NewBooks msy be purchesd forthe Lib

% h __gpo_mnd&tiqﬂ#@f"@ovc;@@r;'M.ipi&ne;_s,--f!.ﬁﬁ@xs@ln& efficials.of.

dtar butthe sslection of books would befigalized. by the.members “of Bopk
Selection Commitise appointed by the Chicf Secrctaty forthis purpose.. (GaveLn

ment” to the A¢counts Branch, it should. “be carefully checked. by, rthe Lib-
“rarianand accession numbsr invariably given asa token ~of the book ﬂavmgoh@en
-actually entered in the Library  Accession Register. SR R
313, Journals and: Magazines—The  Library should, .arrange (0

; : ge to  subsenb
32 :%11'.l.a.t‘;ﬁég%éiﬂ%,as.;may-bq.;qﬂmﬁlid=..-hx-ghcrqﬁisc , of, the~Secrefamiet.
B ks

record.

314, Surplus Stock—Papersof.ephemeral maturcand  unimportant maga-

. " ‘zines or disarded books -should . be removed from the, Library.. steck . every. ,year
" in the month of May and passed on the Store keeper fordisposal. These papers

~and discarded, bocks shonld. be.shown, to the Under Sscretary/D eputy.Secretary

Scoretariat, Establishment before they are _passed on to the Storekeeper.

. 315. Fach Branch r;époﬁsibie for p;l_blication. of refernce  books should
.jaintain. registers: for number, -and dating correction slips rto.all. werks of re-
‘ferences printed,, by them. Immediately after printing  of correction. slips,.these

‘should be passed  on to the Librarian,. who would acknowledge receipt of the .

same to the PrintingPress. The Restorer and Daftaries attached to the:Library are

21 q§pqnsible fgr,ke,gpipggpp;to-da,tc'Mauuals,_:_.Code_s: and other reference books.

316. Old issuesof magazines and periodicals should be issued o_n‘thé. last
warking dayof the week - and received back onthe first -working day-of the next

‘week. Current periodicals/magazines. should not,be = checked ont. They

should  be displayed _in the Library.

317, Issueof 'Book-.'s*r—Thc Governor , Mmlstens,Oﬂioers mfm’-thé;Sb&fetar’iat

- and. Heads of D epartments may borrow books from the ‘Secretariat Iibrary.

Books canbe issued after obtaining  the signature of the officer concernedror
‘his Private Secretary/Personal Assistant /Steno or any other person authorised by
.the officer in thisbehalf. The'person: who signs the loan register onbehalf of

‘his officer, is responsible for returning the‘book to the Library. Care should,
however, be taken that.the books. which' are of general and constant :use are

__}Tcptl_gned to the Library when no longer required.

4 Non-gagetted _e-mploy'ces of "Harya_n_a ; Ciﬁril Secmtar_i-at would‘ be issued
books: on their Loan Pass Books which kept in the library. ~ - s

' _ment publications may be “purchased by the Librarian. Before a bill forwarded for

& of important magazines should be kept. in Library.fox reference. and
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