
MLIS-102 Library Administration and Management 
 Maximum Marks: 100 

Maximum Allotted Hours: 100 (Classroom Teaching: 68 + Assignment: 19 + Seminar: 3)   
Each Unit Allotted Hours: 20 (Classroom Teaching: 13 + Assignment: 4 + Seminar: 3)   
 
Unit-1 

• Management :Principles and Functions 
• Schools of Management Thoughts: Classical, Neo Classical and Modern. 
• Administration: Concepts, Definition, Functions 
• Administration Vs Management 
• Planning: Concept, Definition, Need and Types 

 
Unit-2 

Collection Development: Selection and Acquisition 
• Book 
• Serials 
• Non book materials 

 
Unit-3 

• Conservation 
• Preservation 
• Archiving 
• Collection Evaluation and Weeding 

 
Unit-4 

• Stock Verification-Policies and Procedures 
• Library Statistics 
• Library Authority  
• Library Committee 
• Annual Report 

 
Unit-5 

• Library Building 
• Furniture and Equipment 
• Resource Sharing  
• Ranganathan’s Staff Formula 
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