
LIBRARY 

 
 

1. Selection of books and publications on rail transport and various 
other subjects from: - 

 

(i) Books received for approval from various local booksellers. 

 
(ii) Recommendations of books from officers and staff of Railway 

Board. 

 

(iii) Current literature and various trade lists, catalogues, 
bibliographies. 

 

2. Acquisition of books and publications: 

 

(i) Through purchases from various local and foreign book-sellers 
and publishers and  through our Embassies after approval of 

the Library Committee. 

 

(ii) Through gifts from Central and State Governments, Indian and 
Foreign Railways,  various commercial bodies and private 

institutions. 

 

3. Organisation of the collections: - 
 

(i) Preparation of materials (e.g. stamping, perforation, plating of 

books, labelling  etc.). 

 
(ii) Accession of books in the Accession Register. 

 

(iii) Classification of publications according to universally accepted 

Classification Scheme and putting Call Nos. 

 
(iv) Cataloguing entry of books in the computer.  

 

(v) Placing of books on the shelves in classified order. 

 
4. Periodicals : 

 

(i) Procurement of journals through subscriptions and gift from 

various countries. 
 



(ii) Renewal of subscriptions and follow-up of issues not received 

regularly. 

 
(iii) Recording and arrangements of journals. 

 

5. Current awareness services: 

 
(i) Scrutinising  and abstracting of important articles from technical 

journals in the Library. 

 

(ii) Preparing list of the latest books added to the library depending 
upon the acquisitions. 

 

(iii) Bibliographical services on demand. 

 
6. Reference service and loan of books: 

 

(i) Charging and discharging of publications to the officers and staff. 

 

(ii) Assisting the borrowers in finding out material for their 
reference. 

 

(iii) Issuing of reminders to the borrowers and the follow-up process 

for the books which are not returned in time. 
 

(iv) Issuing "No Demand Certificates". 

 

7. Library services to Indian Railways: 
 

(i) Correspondence with various Railway Organisations in connection 

with library matters. 

 

(ii) Advice to the Railways about the organisation of libraries. 
 

8. Facilities offered to the Research Scholars from various 

Universities and officials from other Government Departments. 

 
9. Verification of bills for payment, checking with the order file, 

entry in bill register, etc.; Audit Report; binding and repairing of 

publications; Inter-library loans; misc. work etc. 

 
10. Functioning as nodal agency for transmission of grey literature to 

Central Secretariat Library. 

***** 


