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INDIAN STANDARDS FOR DOCUMENTATTION

Sudip Ranjan Hatua


 what is standard? And why Standard? --- For international exchange / transfer of information, to use as a tool of measurement, control and quality of product / information and for saving the time and effort for better serve, like other countries India also started work for standardization in the field of library and information science by a selection committee of Indian Standard Institute now called Bureau of Indian Standards since January 1947.


In the field of non-industrial activities, Library and Information Science was first successful to established certain work in this field by EC-2 under this Chairmanship of Prof. S.R.Ranganathan during 12th April 1948. 


Within four major areas –1) Library Work and Equipment





     2) Documentation and layout of documents





     3) Documentary reproduction and Mechanized 






Information Processing





     4) Terminology

I am going to talk about Standardization in the field of Documentation by Bureau of Indian Standard, and their salient features.


Before going to main task I would like to show you the main structure of BIS organization and how a standard came out by BIS.


The present setup of the Documentation Sectional Committee with its various subcommittees and panels is schematically shown in the following diagram.
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Stages Involved in the preparation of a Standard

1. Proposal received by ISI Director.

2. Proposal goes to EC for Approval

3. Approved proposal goes to EC-2

4. EC-2 allots the subject to an appropriate Sub-Committee
5. Proposal Draft Standard prepared by Subject-Committee received by EC-2

6. EC-2 finalizes the draft for wide circulation.
7. The Comment received and studied by EC-2 and then the draft finalized.

8. The finalize draft goes to EC for Adoption

9. Adopted Standard is received and Edited

10.  The Standard is printed and Published

The standards concerning documentation are prepared by the Documentation Sectional Committee (EC-2) of ISI, started works 12th April 1948. Under the Chairmanship of Dr. Ranganathan three documentation sessions had been held so far.

The term “documentation” is a generic term used to denote two activities-

1. Documentation Work 

2. Documentation Service

And in this field the BIS is working to prepare Standards for Abstracting, documentation card, layout of books, periodicals, tables of contents, abbreviations of title of periodicals etc.


I would like to mentioned here the five important standards related the Documentation.

1. Standards for bibliographic reference.

2. Standards for Abbreviations for titles of periodicals

3. Standards for Abstracting periodicals

4. Standards for Abstracting

5. Standards for Transliteration Service.

Recently BIS is preparing the standards  for DATABASE, and revising the existing Standards.

Standards for Bibliographical References:


The main purpose is to enable a reader to go to the original publication cited. For this reason a bibliographical reference should consists of sufficient data for the location and identification of the original publication cited. 


The Structure is determined by the 

1. The nature of documents like book, articles, periodicals etc.

2. the nature of information to be conveyed for the purpose of location, bibliographical details etc. 

But question arises whether the same referred to document is to have the same amount of information whenever and whatever it cited? This questions has been tackled by IS in a nice way. It has actually two set of prescription for citation for each type of document. For example an author in his own work can cite Article on periodicals. The same articles and also come as a citation in an abstracting or indexing periodical or list. But the item of indexing periodical or list. But the item of information in the citation for the same document will be different in two cases, as their objectives, audience and users are different. In later case IS prescribed some additional item like (1) Name of the institutions where the work is done. (2) Translated title etc.

Standards on Abbreviation of the title of periodicals:


It is a common practice, when author abbreviates title the economy is in effort in his communication. The total economy in terms of effort, space and cost as a result of abbreviation can well be realized in case of bulky abstracting and indexing periodicals. To get over this situation the existing IS takes care of abbreviation of title of principle periodicals published in European language and which major scientific institutions and libraries in India receive.


The Standard says “ in general title of periodicals shall not be abbreviated beyond a point which allows of the identifications of both title and the language of the periodicals”. The two important rules are there.

(1) Monosyllabic words (like was, school, cut, etc.) are not to be abbreviated.

(2) In abbreviating polysyllabic word the 1st syllable is to be written in full and the rest of 


The syllable will be abbreviated in such a way that the construction is suggestive of the parent word. For example Physiology—Physol.

Standards for Abstracting Periodicals:



An abstracting periodical is a medium for the communication in brief of published contributions to enable a reader to scan through the entire published article. It is a joint work of three groups of people --- CLASSIFIER, CATALOGUER, and ABSTRACTOR. An abstracting periodical has to be printed in a book form and each volume is a “frozen catalogue” i.e. the question of interpolating new entries in the classified part, made up of main entries of the article can not arise.



An abstracting periodical has to be printed in book form. The structure of the abstracting periodical should be –

Part1—Book index entries along with cross-reference entries.

Part2 – Class index entries.

Part3 --- Classified index of the entries

Part4 – Classified part of the text made up successively of the text in the faciculas issued form time to time. And the format will be A4 (29.7x21.0 cm.) specified in the IS-1064 – 1957.

Standards for Abstracting:



The documentation committee of the Indian standard for abstracting published in 1953. The following conditions followed by the IS to preparation an abstract ---

1. If the range covered by the article is shorter than the ultimate class under which it is entered, indicate the exact boundary of the subject.

2. Sate the primary advance in knowledge contained in paper.

3. State any other secondary advances.

4. Give most outstanding factual data if they all not too many. Other wise indicates the nature of the data provided.

5. Don’t provide any words in the abstract to give information readily inferable from the feature from the feature headings and their sequence.

6. Don’t provide by words in the abstract, information conveyed by the title of the article.

7. Don’t attempt complete sentence. Use the so-called telegraphic language—without of course sacrifice of precession or clarity.

There are three classes of personal involve preparing an abstract – author, library expert, and subjecting expert. The author of an article should provide the abstract confirming as many as possible to the negative and positive canons of abstracting. A co-ordinate expert employed by the abstracting agency should revise the author’s abstract. The abstracting agency should also have an expert in classification. He and the co-ordinating subject expert should work in mutual consultation.

Standards in Transliteration:


The operation of representing the character letter or signs of one alphabet by those of author in principle letter-by-letter is called transliteration. In library bibliographical and documentation work, such conversion is needed when catalogue entries, title of periodicals etc. using different alphabet are sought to be arranged and represented in a single alphabetical sequence. The importance of using uniform system of transliteration we realized by large libraries, publishers of abstracting and indexing periodicals etc. In India besides the International Standards also need  IS more and more to Romanising the name of authors, titles, publishers name in Indian Language become quite real. A publication like INB listing publications in English and fourteen different Indian languages clearly reflects this real need.

A LIST OF INDIAN STANDARDS PUBLISHED IN THE FIELD OF LIBRARY AND INFORMATION SCIENCE.

1. IS – 328 : 1952 – PRACTICE FOR ALPHABETICAL ARRANGEMENT

2. IS – 790: 1956—GENERAL STRUCTURE OF PRELIMINARY PAGES OF BOOK

3. IS – 791 : 1956 – HALF TITLE LEAF OF A BOOK

4. IS – 794:1956 – PRACTICE FOR TABLE OF CONTENT

5. IS—1250: 1958—PROOF CORRECTION PRINTERS AND AUTHORS

6. IS –1064: 1961 – PAPER SIZE

7. IS—4 :1963 – GUIDE FOR LAYOUT OF LEARNED PERIODICALS(REV.)

8. IS – 2550 : 1963 – GLOSSARY OF CLASSIFIATION TERMS

9. IS—12 : 1964 – GUIDE FOR DRAFTING INDIAN STANDARD(2ND REV.)

10.  IS – 792 : 1964 – TITLE PAGE AND BACK OF THE TITLE PAGE OF A BOOK(REV.)

11.  IS – 2960 : 1964 – BOOK BINDING LEATHER

12. IS – 3050 : 1965 – REINFORCED BINDING OF LIBRARY BOOKS AND PERIODICALS  

13.  IS – 795 : 1966 – CANON FOR MAKING ABSTRACTS

14.  IS – 796 : 1966 – GLOSSARY OF CATALOGUING TERMS
15.  IS – 2672 : 1966 – CODE OF PRACTICE FOR LIBRARY LIGHTING

16.  IS – 3088 : 1966 – PROCESSING OF MICROFILM

17.  IS – 1358 : 1967 – PRACTICE FOR LAYOUT OF LIBRARY CATALOGUE CODE.

18.  IS – 4731 : 1968 – GUIDE FOR PREPARATION OF MANUSCRIPT OF AN ARITICLE IN A LEARNED PERIODICALS.

19.  IS – 18 : 1970 – GUIDE FOR ABBREVIATION OF WORDS IN TITLES OF PERIODICALS USING ROMAN ALPHABETS (REV.)

20. IS – 6298 : 1971 – GUIDE FOR SELECTION OF TYPE  AND PAGE LAYOUT OF A TEXTBOOK.

21.  IS – 6299: 1971—GUIDE FOR HANDLING , TESTING, AND STORAGE FO MONODROME PHOTOGRAPHIC PRINT.

22. IS – 7140 : 1971 – SYMBOLS AND NOTATIONS FOR CORRECTIONS OF ILLUSTRATION AND ILLUSTRATION PROOF.

23. IS—3130 : 1972 – CODE OF PRACTICE FOR HANDLING AND STROGE OF TRANSPARENCIES.

24. IS – 6660 : 1972 – GUIDE FOR ILLUSTRATION OF A BOOK.

25. IS – 6666 : 1972 – FREQUENCY NOTATION FOR PERIODICAL PUBLICATIONS.

26. IS – 7150 : 1974 – LIBRARY CATALOGUE AND ABSTRACT CARD.

27. IS – 7160 : 1974 – GUIDE FOR PRINT AREA , MARGIN AND TYPE SIZE OF TEXT BOOK

28. IS – 7400 : 1974 – GUIDE FOR PREPARATION AND PRODUCTION OF TEXT BOOK.

29.  IS – 1275 : 1976 – RULES FOR MAKING ALPHABETICAL INDEX.

30. IS – 1553 : 1976 – PRIMARY ELEMENTS IN THE DESING OF LIBRARY BUILDING

31. IS – 7900 : 1976 – METHOD FOR WRITING CALENDER DATES IN ALL NUMERIC FORM

32. IS – 8010 : 1977 – GUIDELINES FOR PREPARATION OF TECHNICAL REPORTS.

33. IS – 2663 : 1977 – PRIMARY ELEMENTS IN THE DESING OF BUILDING FOR ARCHIVES.

34. IS – 8310 : 1977 – GUIDELINES FOR STANDARD BOOK NUMBERING.

35. IS – 1829 : 1978 – LIBRARY FURNITURE AND FITTINGS –PART-I : TIMBER

36. IS – 1829 : 1978 -- LIBRARY FURNITURE AND FITTINGS –PART – II : STEEL

37. IS – 2381 : 1978 – RECOMMENDATION FOR BIBLIOGRAPHICAL REFERENCES.

38. IS – 2661 : 1978 – MOBILE LIBRARY VAN.

39. IS – 2662 : 1978 – PACKAGES FOR USE OF LIBRARY.

40. IS – 9400 : 1980 – GUIDELINE S FOR PREPARATION OF BIBLIOGRAPHIC DESCRIPTION SHEET FOR  TECHNICAL REPORT.

41. IS – 9450 : 1980 – GUIDELINES FOR PLACEMENT OF IMAGES IN ROLE MICRO FILM.

42. IS – 9637 : 1980 – GUIDELINES FOR PRESENTATION OF INFORMATION IN TECHNICAL MANUAL.

43. IS – 10200 : 1982 – SPECIFICATION OF A-6 SIZE MICROFICHE.

44. IS – 10101 : 1982 – GUIDE FOR INTERNATIONAL STANDARD SERIAL NUMBER.

45. IS – 10456 : 1983 – SPECIFICATION OF DENSITUY OF SILVER-GELATIN TYPE MICROFORMS.

46. IS – 10454 : 1983 – GUIDELINES FOR PRESENTATION FO TRANSLATION.

47. IS – 10455 : 1983 – GUIDELINES FOR PRESENTATION OF ABSTRACT SHEETS IN SERIAL PUBLICATION.

48. IS – 3130 : 1985 – CODE FOR PRACTICE OF HANDLING AND STORAGE OF MICRO TRANSPARENCIES.

49. IS – 3038 : 1985 – CODE OF PRACTICE  FOR THE PROCESSING OF MICRO TRANSPARENCIES.

50. IS – 11370 : 1985 – GUIDE FOR DATA ELEMENT AND RECORD FORMAT FOR COMPUTER BASED BIBLIOGRAPHICAL DATABASES FOR BIBLIOGRAPHIC DESCRIPTION OF DIFFERENT KIND OF DOCUMENT.

51. IS – 18 : 1988 – DOCUMENTATION RULES FOR THE ABBREVIATION OF TITLE WORDS AND TITLE PUBLICATION (2ND REV.).

52. IS – 12879 : 1900 – MICROFILMING OF TECHNICAL DRAWING AN DOTHER DRAWING OFFICE DOCUMENTS.

53. IS – 12940 : 1900 – DOCUMENTATION – LIBRARY STATISTICS GUIDE.

54. IS – 13536 : 1992 – DOCUMENTATION – DIRECTORIES OF LIBRARIES ARCHIVES INFORMATION AND DOCUMENTATION CENTRES AND OTHER DATABASES.

55. IS – 13550 : 1993 – DOCUMENTATION AND INFORMATION – PART-I : BASIC CONCEPT

56. IS – 13550 : 1993 – DOCUMENTATION AND INFORMATION – PART-II : TRADITIONAL DOCUMENT.

57. IS – 13550 : 1993 – DOCUMENTATION AND INFORMATION – PART-III : ICONIC DOCUMENT.

58. IS – 13550 : 1994 – DOCUMENTATION AND INFORMATION – PART-V : ACQUISITION, IDENTIFICATION, AND ANALYSIS OF DOCUMENT AND DATA.

59. IS – 13550 : 1994 – DOCUMENTATION AND INFORMATION – PART-VI : DOCUMENTARY LANGUAGE.

Now I would like to show your some interesting  information  and then will draw my conclusion.

1. IS 795 : 1976 --- It gives general guidelines for preparation of abstract. This standard is guided by the instruction and rules of ISO 214:1974.

2. IS 1275 : 1976 --- Rules for maki9ng alphebetical indexes of books and periodicals publications . Certain types of periodicals requires more than one index like history and this standard guides to prepare those also.



It is originally established 1952 (IS 382) but this revision has taken idea and rules from  ISO/R  999 : 1969

3. IS 2381 : 1978 --- Gives the recommendation for bobliographic references . It  is techinically identical with  ISO 690 as it follows most of the basic rules and ideas.

4. IS 10454 : 1983 --- This standard sets out rules to ensure that translation of both published and unpublished document are presented in prescribed form and it is technically equivalent to ISO  2384 : 1977.

5. IS 10455 : 1983 --- Guidelines for presentation of abstract sheets in serial publication. This technically equivalent to ISO 5122 :1979.

6. IS 10690 : 1983 --- Guidelines for information processing in unpunched paper cards and technically equivalent to ISO 1681 : 1973

7. IS 3130 :1985 --- It covers the manner of handling of micro film and microfiche during exposure, processing , packing, despatching and use in order to ensure preservation to  prevent damages. It is originally published 1965 and revised in 1972 and this revision followed widely ISO 5466 : 1980

8. IS 11370 : 1985 – Guide for data element and computer readable record format which will hold any type of bibliographic record different kind of documents. It  takes the guidelines form ISO 2708 : 1981

9.  IS 7000 : 1986 --- Guide for method of writing calender date in all numeric forms. Technically equivalent to ISO 2014.

10.  IS 12879 (Part 1—3) : 1990 --- Guideline for mocrofilming of technical drawing , operation procedure and quality criteria. These are fully identical with  ISO 3272 / 1—3 : 1983, 1978, 1975.

11.  IS 13550 (Part 1---11) : 1992  --- Cover eleven different fields of document and documentation. Each part consists of one item   part1—basic concept,  part 2--- traditional document, part 3--- iconic document, part 4 --- archival document, part 5 --- acquisition, part 6--- documentary language, part 7--- retrieval and dissemination of information , part 8--- storage and preservation etc.



**** This standard has been given attention---

1.whenever  the words “ international standards” appear referring to this standards they should be read as “INDIAN STANDARD”.

2.Comma(,) has been used as a decimal marker while the Indian Standard, the current practice is to use as a point (.) as a decimal marker.

12. IS 13536 : 1993 --- Guide for documentation, directories of libraries , archives, information and documentation centers and their data bases. This is fully identical with ISO 2146:1988.




So I will say that previously  BIS established  IS by their own effort of course they from beginning  always taking help form ISO. But now-a-days allmost all the standard of BIS are totally identical or adopted form ISO. So why thay published under the name of IS and spending so much money? As anyone can adopt and implement ISO for his organisation’s product or services.

HOW TO OBTAIN LICENCE?

· Establish a documented quality system and ensure its effectiveness 

· Submit application on prescribed proforma along with the questionnaire and necessary fees 

· Submit the quality manual and related documents, when asked for 

· Arrange audit by BIS Assessment Team 

· Take corrective actions on non-conformities observed by assessment team and get them verified 

· Obtain the Licence. 

· The licence will enable the company to compete effectively in national and international market. 
· BIS Quality Systems Certification Scheme is accredited by Raad voor Accreditatie (RvA) for eighteen major economic activities 

BIS is engaged in formulation of Indian Standards for the following sectors : 
· 
Basic & Production Engineering.

Chemicals .

Civil Engineering. 

Electronics & Telecommunications .

Electrotechnical .

Food and Agriculture .

Mechanical Engineering .

Management and Systems 

Medical Equipment and Hospital Planning 

Metallurgical Engineering 

Petroleum Coal and Related Products 

Transport Engineering 

Textile 

Water Resources 

Procedure and fees for grant of licence under BIS Quality Systems Certification Scheme 
PROCEDURE
Firms interested in obtaining licence for quality systems as per the IS/ISO 9000 family of standards should apply to BIS on the prescribed forms along with a requisite fee and two copies of Apex Quality Manual. After the registration of the application, Quality Manual/Quality Plan are examined by the BIS for verifying the conformance to the relevant standard. After that, BIS arranges a preliminary visit to know the size, nature of operation and firm's readiness for the initial audit as well as to ascertain the No. of mandays required for the initial audit.
An audit team from BIS visit the firm for Initial Audit for assessement of the firm's compliance to the procedures and activities enumerated in the documented quality system and relevant quality system standard. Based on the findings of the audit team and satisfactory report, firm is granted a licence by BIS for a period of three years. Grant of licence will be followed by surveillance audits once in six months by BIS auditors to verify the implementation and maintenance of the quality system established by the firm.

FEES
PRIVATE
Schedule 
Fee 

1. Application Fee (non-refundable) 
For small scale unit Rs. 10,000/- 
Rs. 15,000/- 

2. Assessment Fee - 
Rs. 3,000/- (per auditor per manday) 

3. Licence Fee (for a perioD of three years) 
For small scale unit For each subsequent unit to first unit of an organization or a corporate body 
Rs. 60,000/- 

Rs. 40,000/- 
Rs. 40,000/

4. Surveillance audit 
Rs. 3,000/- per manday 

For further details, contact nearest office of the Bureau of Indian Standards or write to:
PRIVATE
Dy. Director General
New Delhi - 110 002 
Director (Quality Systems)
New Delhi - 110 002

Dy. Director General
Calcutta - 700 054 
Dy. Director General
Chandigarh - 160 022

Dy. Director General
Madras - 600 113 

Dy. Director General
Mumbai - 400 093 

INDIAN STANDARDS ON CD-ROM 


Electronic version of Indian Standards is now availabnle on CD-ROM. One has the option to subscribe to the complete collection or separately to sets of standards covering different technical divisions as follows

· Complete set of Indian Standards/BIS publication.

· Civil Engineering set

· Chemical set

· Electrotechnical set

· Food and Agriculture set

· Mechanical Engineering set

· Electronics and Telecommunication set

· Medical and Hospital planning set

· Management and systems set

· Metallurgical engineering set

· Petroleum, coal and related products set

· Basic and production engineering set.

So there is no set about documentation standards on CD version, as per latest news published on BIS web site. http://wwwdel.vsnl.net.in/bis.org/
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