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1. wruqK 
 

1.1 m%;s.%yK f,aLkhg we;=<;a lrk ,o mqia;ld, m%ldYk mdGl mßyrKh i|yd 

ksjerÈj rdlal u; úkHdi.; lsÍug yelsjk mßÈ" msg; § Ndú;hg .; yels jk 

mßÈ iy Ndú;fhka miq kej; ia:dk.; l< yels jk mßÈ fN!;slj ieliSug 

wod<j wkq.ukh l< hq;= ld¾h mámdáh wkqms<sfj<ska úia;r lsÍu' 

2. úIh m:h 

2.1 mqia;ld, ;dCIKsl fiajd wxYhg wod< my; oelafjk ish¨u ld¾hhka fuuÕska 

wdjrKh fõ'  

j¾. wxlh iy weu;=ï wl=re ;=k ks¾udKh" úIh m%uqL mo fh§u" m%ldYk ta ta wxY 

i|yd fjka lsÍu" iqÑ m;%sld uqøKh" fmd;a ;=Kavq ieliSu iy uqøKh lsÍu" fmd;a 

idlal=j ieliSu" .%ka: kdu msgqfjys j¾. wxlh iy wxYh igyka lsÍu" ix.Kk 

uqødj fh§u" RARE, SLC,PR, SR hk uqød fh§u" nd¾fldaâ iy kdrá f,an, ieliSu 

iy uqøKh" Èk uqødj iy mqia;ld, uqødj fh§u" fmd;a idlal= we,ùu" Èk f,an,h 

we,ùu" ;Sre fla; fyj;a nd¾fldaâ we,ùu iy kdrá f,an, we,ùu hkd§ ish¨u 

ld¾hhka fï hgf;a úia;r flfrhs' 

 
3. wod< wfkl=;a f,aLk 

3.1 m%;s.%yKh ms<sn| l%shd mámdáh  

4. w¾: ksrEmK 

4.1 wex.af,da wefußldkq iqÑlrK kS;s- iqÑ ixf,aL iïmdokfha§ wkq.ukh l< hq;= 
iqÑlrK kS;s olajd we;s m%ldYkh' 

 
4.2 idêldÍ f.dkq - .%ka: úoHd;aul f;dr;=re ^Wod# l¾;D" úIh m%uqL mo" m%ldYl wd§& 

iqÑ.; lsÍfï § talSh Ndjh /lSu i|yd mßYS,kh lsÍug iïmdokh 
lr we;ss idêldÍ jd¾;d' ^weuqKqu 01 iy 02& 

 
4.3 äú oYu j¾.SlrKh- j¾. wxl iïmdokh lsÍu i|yd Ndú; lrk l%uh' 
 
4.4 j¾. wxlh- j¾.SlrK l%uh Ndú; lrñka fmd;a rdlal u; úkHdi.; lsÍug fmd;l 

úIh iy úIh iajrEmh i|yd ,nd fok wxlh' 
 
4.5 weu;=ï wl=re ;=k- j¾. wxlh yd inef|k hï fmd;l l;=jrhdf.a fyda .%ka:kdufha 

i|ykajk uq,a wl=re ;=k' ^weuqKqu 03& 
 

4.6 ÿ¾,N wxYh ^RARE)- ÿ¾,N lD;s ia:dk.; lr we;s wxYh' 
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4.7 Y%S ,xld tl;=j ^SLC)- Y%S ,xldj ms<sn|j ,shjqKq m%ldYk ;ekam;a lr we;s wxYh' 
 
4.8 ks;H úu¾Yk wxYh (PR)- m¾fhaIK wjYH;d uQ,sl lr.;a ks;H úu¾Yk .%ka: 

ia:dk.; lr we;s wxYh' 
 
4.9 idudkH úu¾Yk wxYh ^SR)- idudkH úu¾Yk .%ka: ia:dk.; lr we;s wxYh' 
 
4.10 neyer fok wxYh ^L)- neyer f.k hk hdug wjir,;a m%ldYk ia:dk.; lr we;s 

wxYh' 
 
5. j.lSu iy wêldÍ;ajh 
 

5.1 iyldr$fcHIaG iyldr mqia;ld,hdêldÍ$;dCIKsl fiajd wxYh iy fcHIaG iyldr 

mqia;ld,hdêldÍ ;k;=r ork úIh úfYaI{ mqia;l,hdêm;sjre 

mqia;ld,fhys fiajfha kshq;= iyldr$fcHIaG udKav,sl iy udKav,sl 

iyldr iy mqia;ld, fiajl ;k;=re orK wh i|yd ish¨u ld¾hhka 

mejÍfï iy wëCIKh lsÍfï n,h ysñ wOHhk ld¾h uKav, idudðlhka' 

5.2 mqia;ld, iyldr$fcHIaG udKav,sl iy udKav,sl iyldr 

 ;dCIKsl fiajd wxYfhys msßieliqïlrK lghq;= isÿ lrk iy ta ish¨ lghq;= 

iïnkaOj wxYfhys wxY m%Odkg iy úIh úfYaI{ mqia;ld,hdêm;sjrekag 

j.lshk ;k;=r'  

5.3 mqia;ld, fiajl 

;dCIKsl fiajd wxYfhys wxY m%Odk$ mqia;ld, iyldr$fcHIaG udKav,sl iy 

udKav,sl iyldr hk wh úiska msßieliqïlrKhg wod<j mjrk lghq;= isÿ 

lrk iy wjik § tu mejrE lghq;= ms<sn|j wxYfhys wxY m%Odkg iy úIh 

úfYaI{ mqia;ld,hdêm;sjrekag j. lshk ;k;=r' 

6. l%shd mámdáh 

6.1 m%;s.%yK wxYfhka ,efnk m%ldYk ;dCIKsl fiajd wxYfhys wxY m%Odk 

iyldr$fcHIaG iyldr mqia;ld,hdêldÍ úiska wod< ,ehsia;= mÍCId lr n,d w;aika 

lr Ndr .ekSu' ^weuqKqu 04& 

 

6.2 tfia Ndr .;a fmd;a ;dCIKsl fiajd wxYfhys wxY m%Odk iyldr$fcHIaG iyldr 

mqia;ld,hdêldÍ úiska mqia;ld,fha ta ta mSG ksfhdackh lrkq ,nk úIh úfYaI{ 

fcHIaG iyldr mqia;ld,hdêldÍjreka fj; ,nd oSu iy úIh úfYaI{ 

mqia;ld,hdêm;sjreka o wod< ,ehsia;= mÍCId lr n,d w;aika lr tu fmd;a Ndr 

.ekSu isÿ l< hq;=h' 

 

6.3 w;aika lr Ndr .;a tu m%ldYkj, .%ka: úoHd;aul úia;r m%;s.%yK wxYfhys 

mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr hk ljfrl= úiska jqjo 

ksjerÈj mß.Klhg we;=<;a lr we;aoehs mÍCId lsÍu' tfia .%ka: úoHd;aul úia;r 
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mß.Kl.; o;a; mokug we;=<;a lr we;s wdldrfhys ksjerÈ Ndjh ms<sn| kej; 

msßlaiSula iyldr$fcHIaG iyldr mqia;ld,hdêldÍ iy mqia;ld,fha ta ta mSG 

ksfhdackh lrkq ,nk úIh úfYaI{ fcHIaG iyldr mqia;ld,hdêldÍjreka úiska 

isÿ l< hq;=h' iqÑlrK o;a; ksjerosj mß.Kl.; lr fkdue;skï tu ld¾hh isÿ 

lrk m%;s.%yK wxYfhys mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr 

hk wh le|jd tu o;a; ksjerosj we;=<;a lrk f,i Wmfoia oS wod< ksjeros lsÍï 

i|yd tu lD;s kej; Tjqka fj;u Ndr oSu'   

ie' hq'   

 iqÑlrK o;a; ksjerosj we;=<;a lr we;aoehs mÍCId lsÍfïoS wxYm%Odk$m%;s.%yK wxYh 
uÕska ilik ,o fuys wxl ;=fkys wod< wfkl=;a f,aLk hgf;a oelafjk —m%;s.%yKh ms<sn| 
l%shd mámdáh˜ ;=< iqÑlrK o;a; mß.Kl.; lsÍu i|yd ,nd oS we;s Wmfoia wkqj lghq;= l< 
hq;=h'   

6.4 Wla; 6'2 g wod<j .%ka: úoHd;aul úia;r mß.Khg we;=<;a lr we;s m%ldYk i|yd 

j¾. wxlh iy weu;=ï wl=re ;=k ,nd §u' 

6.4.1 m%fõY f,aLkhg we;=<;a lr ;dCIKsl fiajd wxYh fj; ,nd fok 

m%ldYk i|yd j¾. wxlh iïmdokh lsÍu wod< wxYNdr iyldr fyda 

fcHIaG iyldr mqia;ld,hdêm;s iy úIh úfYaI{ mqia;l,hdêm;sjre 

uÕska isÿ lrkq ,nhs' 

6.4.2 fuys§ j¾. wxl iïmdokh i|yd äú oYu j¾.SlrKfhys kj;u 

ixialrKh Ndú; l< hq;=h' 

6.4.3 weu;=ï wl=re ;=k ieliSfï § wex.af,da wefußldkq iqÑlrK kS;s 

ix.%yfhys ^Anglo American Cataloguing Rules) tk kS;s Ndú; l< hq;= 

w;r tajd my; mßÈ fõ' 

6.4.3.1 wod< m%ldYkhg whs;sh oelafjk l;=jrfhl= fõ kï tu 

l;=jrhdf.a jdi.fuys fyda wjika kdufhys uq,a wl=re ;=k oelaúh 

hq;=h' 

6.4.3.2 tlu lD;shlg l;=jre fofofkl= fyda ;sfofkl= isák wjia:dj,§ 

m<uq l;=jrhd fyda tu kduhka w;=ßka úfYaI fldg olajd we;s 

l;=jrhdf.a kfuys jdi.u fyda wjika kfuys uq,a w;=re ;=k Ndú; 

l< hq;=h' 

6.4.3.3 l;=jre ;sfofkl=g jeä wjia:dj, § weu;=ï wl=re ;=k .%ka: 

kduhg ,nd fok w;r ta wkqj .%ka: kdufhys uq, wl=re ;=k 

weu;=ï wl=re ;=k i|yd Ndú; l< hq;=h' 

6.4.3.4 Ök cd;slhka úiska ,shd m< lr we;s lD;sj, tu l;=jrekaf.a 

kduhka lD;sfhys oelafjk mßÈu ,shd olajk neúka weu;=ï wl=re 

i|yd o tu l%ufõohu wkq.ukh l< hq;=h' 
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6.4.3.5 tfiau we;eï isxy, kduhka o ^WodyrK f,i # w,.shjkak 

uqlfjá" uy.u fialr&  jdi.u iy uq,a ku f,i fmr<d ,shd 

oelaùu isÿ fkdl< hq;= w;r th ta wdldrfhkau oelaúh hq;=h' 

tjeks kduhkaj, weu;=ï wl=re ;=k ielfikafka iajdNdúlju 

ku ,shd oelafjk wldrhguh' fï l;=jrekaf.a kdufhka ,sheù 

we;s lD;s i|yd weu;=ï wl=re ;=k ,nd §fï § ,sÅ; iy mß.Kl.; 

idêldÍ f.dkq ^Authority Files) myiqlu Ndú; l< yelsh' idêldÍ 

f.dkq hkq" foaYSh iy úfoaYSh l;=jrekaf.a kï" m%ldYlhskaf.a kï 

wdosh fhosh hq;= wdldrh ms<sn| Wmfoia oS we;s ,smsf.dkqhs' tlS 

kduhka iqÑ.; lsÍfïoS tu kï i|yd wCIr Ndú; l< hq;= wdldrh 

ms<sn| fuu idêldÍ f.dkq ;=<ska wjfndaO lr .; yelsh' fuu 

idêldÍ f.dkq ieliSu iy mj;ajdf.k hdu wxY m%Odk$;dCIKsl 

fiajd wxYh uÕska isÿ l< hq;=h'  

6.4.3.6 hï lD;shla ;j;a lD;shl mßj¾;khla kï tu mßj¾;khg mdol 

ù we;s uq,a lD;sfhys l;=jrhdf.a kug wod<j weu;=ï wl=re ;=k 

ilia l< hq;=h'  

6.4.3.7 hï lD;shlg ixialdrljrfhl= (Editor)" iïmdoljrfhl= 

(Compiler)" wkqj¾;lfhl= (Adaptor) isák úg weu;=ï wl=re ;=k 

,nd fokafka tu lD;sfhys .%ka: kduh hgf;ah' 

 

6.4.3.8 hï lD;shlg Phdkqjdolfhl= isák úg weu;=ï wl=re ;=k 

Pdhdkqjdolf.a kug ,nd Èh hq;=h' tkï lD;sfhys whs;sh 

oelafjkafka Pdhdkqjdolg úkd uq,a lD;sfhys l;=jrhdg fkdjk 

neúks' 

6.5 m%fõY.; lrk ,o m%ldYk i|yd úIh m%uqL mo (Subject Key Words) ,nd §u' 

6.5.1  j¾. wxl iïmdokfhka miq wod< m%ldYk i|yd úIh m%uqL mo (Subject Key  

Words) ,nd §u o ;dCIKsl fiajd wxYh Ndr iyldr fyda fcHIaG iyldr 

mqia;ld,hdêm;s iy úIh úfYaI{ mqia;l,hdêm;sjre uÕska isÿ lrkq ,nhs' 

6.4.2  m%uqL mo ,nd §fï § ,sÅ;j iy mß.Kl.; idêldÍ f.dkq ^Authority Files) 

myiqlu Ndú; l< yelsh' fldx.%ia úIh YS¾I ,ehsia;=j fukau mß.Kl.; 

iqÑldâmf;ys osiajk úIh YS¾I idêldÍ f.dkq fï hgf;a woyia flf¾' 

6.4.3 fmdf;a wka;¾.;h i,ld n,d tys oelafjk f;dr;=rej,g ^WodyrK f,i# 

fmdf;ys mgqfkys wka;¾.; ud;Dld iy mßÉfþoj, oelafjk lreKq& wod<j o 

m%uqL mo ielish yelsh' 
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6.4.4 f,dj ms<s.;a fjk;a .%ka: úoHd;aul f;dr;=re we;=<;a lsÍfï l%u (OCLC, 

British Library Bibliography) uÕska o bx.%Sis NdIdfjka ,sheù we;s fmd;a i|yd 

m%uqL mo msgm;a lr .; yelsh' 

6.4.5 msgm;a iqÑlrKh yryd (Copy cataloguing) wod< uQ,dY%h hgf;a olajd we;s m%uqL   

mo ud¾..; (Online) l%uhg msgm;alrKh l< yelsh' 

6.5 m%fõY.; lrk ,o fmd;a ia:dk.; lsÍu i|yd wxY fjka lsÍu' 

6.5.1 mqia;ld, fmd;a ia:dk.; l< hq;= wxYh ;SrKh lrkq ,nkafka iyldr$fcHIaG 

iyldr mqia;ld,hdêm;s-;dCIKsl fiajd wxYh iy úIh úfYaI{ 

mqia;l,hdêm;sjre uÕskah' tys§ my; i|yka ks¾Kdhl wkq.ukh lrkq ,nhs' 

6.5.2 le,Ksh úYajúoHd, mqia;ld,fhys ta ta wxY ks¾jpkh jk wdldrh  

6.5.2.1 ÿ¾,N wxYh -  oekg uqøK oajdrfha fkdmj;sk tfukau ft;sydisl" 

foaYmd,ksl" wd¾Ól" idudÔh" N+f.da,Sh iy wOHdmksl wd§ jYfhka 

jeo.;a iy ÿ¾,N lreKq we;=<;a lD;s ia:dk.; lr we;s wxYh' fuu 

wxYhg fmd;a fjka lsÍfï § tu ldrKd úYaf,aIKh l< hq;=h'  

6.5.2.2  Y%S ,xld tl;=j - Y%S ,xldj ms<sn| ft;sydisl" foaYmd,ksl" wd¾Ól"  

idudÔh" N+f.da,Sh iy wOHdmksl wd§ wxYj,ska msgrg fjfik 

,dxlslhka$úfoaYSh cd;slhka$,xldfõ fjfik foaYSh iy úfoaYSh 

cd;slhka úiska rÑ; m%ldYk fuu tl;=jg fhduq l< hq;=h'  

6.5.2.3 ks;H úu¾Yk wxYh - ñf,ka wêl iy m¾fhaIK  wjYH;d i|yd Ndú; 

jk úu¾Yk uQ,dY% ̂ úYajfldaI" Yío fldaI" jd¾Isl .%ka:" is;shï" idrix.%y 

wd§&  fuu wxYfha ia:dms; l< hq;=h'  

6.5.2.4 idudkH úu¾Yk wxYh -  idudkH úu¾Yk lghq;= i|yd wjYH jk uq,dY%   

iy ks;H úu¾Yk wxYhg fjka lr b;sßjk wfkla msgm;aj,ska 1-5 w;r 

m%udKhla ia:dms; lr we;s wxYh' 

6.5.2.5 neyer §fï wxYh - Wla; wxYj,g fjkal< miqj b;sßjk wfkla ish¨u 

msgm;a neyer f.k hdu i|yd ia:dms; lr we;s wxYh' 

6.6 Wla; wxY i|yd fmd;a fjka lsÍug n,mdk ks¾Kdhl 

6.6.1 hï lD;shl msgm;a mqia;ld,hg m%;sy%yKh lr .;a miq Wla; 6.5.2.1 

ks¾jpk .ekaùug wkqj th ÿ¾,N .Kfha fmd;la kï m<uq msgm; fyj;a 

tys tla msgm;la uq,skau ÿ¾,N wxYhg fjka l< hq;=h'  

 

6.6.2 tla msgm;la tfia fjka l< miq ;j;a msgm;a b;sß fõ kï th Wla; 6.5.2.2 

ys jk ks¾jpk .ekaùug wkqj ,xldj .ek ,sheù we;s fmd;la kï ;j        

tla msgm;la Y%S ,xld tl;=jg tla l< hq;=h'  



Page 6 of 20 
 

 
ie# hq# tu fmd; Y%S ,xldj .ek ,sheù fkdue;s kï fuu wxYhg fhduq 

fkdl< hq;= w;r ÿ¾,N wxYfhka miq fojk mshjr f,i ks;H 
úu¾Yk wxYhg fhduq l< hq;=h' kuq;a Y%S ,xldj .ek ,sheù ;snqK;a 
Wla; 6.5.2.1 ks¾jpk .ekaùug wkqj ÿ¾,N .Kfhys ,d ie,lsh 
fkdyels kï th fl,skau YS% ,xld tl;=jg fhduq l< hq;= w;r 
ÿ¾,N wYhg fhduq lsÍu wjYH fkdfõ' 

 
6.6.3 Wla; fjka lsÍfuka miqj o ;j;a msgm;a b;sß fõ kï thska tla msgm;la 

ks;H úu¾Yk wxYhg fjka l< hq;=h' ;j o Y%S ,xldj ms<sn| ,sheù fkdue;s 

fyda ÿ¾,N .Khg fkdjefgk fmd;la kuq;a th jákdlñka jeä 

m%ldYkhla fõ kï tys tla msgm;la uq,skau ks;H úu¾Yk wxYhg tla l< 

hq;=h' b;sß jk wfkla msgm;a m%udKhla fõ kï tu msgm;a ms<sfj<ska my; 

oelafjk wdldrhg idudkH úu¾Yk iy neyer fok wxY i|yd fhduq l< 

hq;=h' 

6.6.4 bka miqjo hï msgm;a m%udKhla b;sß fõ kï ta b;sß jk msgm;a m%udKh 

i,ld n,d thska msgm;a 1-5 w;r m%udKhla idudkH úu¾Yk wxYhg fhduq 

l< hq;=h' 

6.6.5 bka miqjo ;j;a msgm;a m%udKhla b;sß fõ kï wfkla msgm;a ish,a, neyer 

fok wxYhg fhduq l< hq;=h'  

6.6.6 mqia;ld,hg m%;s.%yKh lr f.k we;s msgm;a m%udKh iy tys wka;¾.;h 

by; wxYhka ys wruqKq iuÕ .<md n,d tys oelafjk ms<sfj<g m%ldYk ta 

ta wxY i|yd fjka l< hq;=h' 

6.7 j¾. wxlh (Call Number), úIh m%uL mo (Subject Key words) iy wod< wxYh (Location) ,nd ÿka 

miqj wod< m%ldYk m%fõY wxlh wkqms<sfj<g wfkl=;a msßieliqïlrK ld¾hhka i|yd ,nd Èh 

hq;=h' tfia wxY m%Odk$;dCIKsl fiajd wxYh fyda úIh úfYaI{ mqia;ld,hdêm;sjreka úiska ish 

ld¾hhka ksu jQ miq msßieliqïlrKh i|yd fmd;a ndr fok úg tajd ,nd .kakd wjia:dfõ 

mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr hk ljfrl= úiska fyda wod< fmd;a 

,ehsia;= iuÕ .<md n,d w;aika lr ndr .; hq;=h' fuu ,ehsia;=j Wla; 6.1 iy 6.2 wxl hgf;a 

olajk ,o tlu ,ehsia;=j nj ie,lsh hq;=h' 

6.7.1 tys§ mqia;ld, f;dr;=re iyldr$fcHIaG udKav,sl iyldr fyda udKav,sl iyldr hk ;k;=re 

orK wfhl= úiska .%ka: úoHd;aul o;a; iqÑ.; lrk ,o fmd;aj,g wod< my; oelafjk 

ld¾hhka ^6.7.1.1 isg 6.7.1.12 olajd ld¾hhka& tu wkqms<sfj<skau isÿ l< hq;=h' 

6.7.1.1. iqÑ m;%sld uqøKh lsÍu' 

m%Odk ixf,aLh muKla uqøKh lsÍu fuys§ isÿ l< hq;=h' iqÑ m;%sldfõ È. m<, my; 

mßÈ fõ' ^weuqKqu 05& 

È. - 5cm 

m<, - 2cm 
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6.7.1.2 fmd;a ;=Kavq ieliSu iy uqøKh lsÍu'  

uq,a mshjr f,i ly mdg ì%ia,a fndaâ tlla ,nd § my; m%udKfha fldgia ne÷ïlrK 

wxYh uÕska lmd .; hq;=h' tu tla fldgilska fmd;a 8l fmd;a ;=Kavq lmd .; yels 

úh hq;=h' tu tla ldâfndaâ lene,a,l m%udKh iy mdg my; mßÈ úh hq;=h' ^weuqKqu 

06& 

È. - 31cm 

m<, - 11cm 
mdg - ly 

6.7.1.3 Wla; m%udKfhka hq;a ldâfndaâ lene,a,l fmd;a 08 la i|yd my; oelafjk úia;r 

we;=<;a lr tu úia;r uqøKh lr .; hq;=h' 

m%fõY wxlh 
j¾. wxlh 
fmdf;a ku 
l¾;D 

 
6.7.1.4 fufia fmd;a 08 l úia;r we;=<;a lr  ilid .;a 31x11cm ldâfndaâ lene,af,ka 

lmd .kakd tla fmd;a ;=Kavqjl m%udKh iy mdg my; mßÈ úh hq;=h' ^weuqKqu 07& 

È. - 7cm 

m<, - 4'5cm 
mdg - ly 
 
 

6.7.1.5 Wla; mshjfrka miqj fmd;a idlal=j ieliSu isÿ l< hq;=h'  fmd;a idlal=jl m%udKh 

my; mßÈ fõ' ^weuqKqu 08& 

È. 5'5 cm 

m<, 6'5 cm 

  

6.7.1.6 Wla; m%udKfhka ilid .;a fmd;a idlal=fjys jï mi fl<jfrys my; úia;r w;ska ,shd 

oelaúh hq;=h' 

uq,skau m%fõY wxlh 

m%fõY wxlhg my<ska j¾. wxlh iy weu;=ï wl=re 

j¾. wxlh iy weu;=ï wl=re ;=kg my<ska fl<jfrys fmdf;a ku 

 

6.7.1.7 fmd;a 8 l úia;r we;=<;a jk f,i 31x11cm ldâfndaâ lene,af,ka ilid .;a fmd;a 

;=Kavq 08 fjk fjku lmd f.k wod< fmdf;ys fmd;a ;=Kavqj thgu wod< fmd;a 

idlal=j we;=<g nyd,Sfuka miq th wod< fmdf;ys .%ka: kdu msgqj u; /|úh hq;=h' 

^weuqKqu 09& 
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6.7.1.8 ta iuÕu .%ka: kdu msgqfjys m%fõY wxlh i|yka lr we;s fldgq uqødj u; j¾. wxlh 

iy weu;=ï wl=re ;=k;a wxYfha i,l=K;a i|yka l< hq;=h' j¾. wxlh i|yka lsÍfï 

§ uq,a b,lalï ;=kg miqj ;s; ;nd wfkla b,lalï ,shd oelaùu isÿ l< hq;=h' ̂ weuqKqu 

10& 

 

6.7.1.9 iEu .%ka:hlu .%ka: kdu msgqjg miq msgqfjys ol=Kq mi by< fl<jfrys ix.Kk uqødj 

;eîu isÿ l< hq;=h' ^weuqKqu 11& 

 

6.7.1.10 idudkH úu¾Yk wxYh i|yd hjkq ,nk lD;shl SR uqødj ;eîu my; ia:dkj, isÿ 

l< hq;=h' 

 .%ka: kdu msgqfjys ol=Kq mi by< fl<jr ^weuqKqu 12& 

 fmdf;ys wka;¾.;h wdrïNjk m<uq fþoh iys; msgqfjys ol=Kq  mi by< fl<jr 

^weuqKqu 13& 

 msgljrfhys miqmi ljrfhys we;=,a me;af;ys ol=Kq fl<jr ^weuqKu 14& 

 fmd;a idlal=fjys ol=Kq mi fl<jrg nrj ueo fldgfiys ^weuqKqu 15& 

 fmd;a ;=Kavqfjys msgqmi me;af;ys by< fldgfiys ueog jkakg ^weuqKqu 16& 

6.7.1.11 wfkl=;a wxY i|yd hjkq ,nk lD;sj, ta ta wxYj,g wod< uqød ;eîu my; oelafjk 

wdldrhg isÿ l< hq;=h' PR, SLC, RARE hk uqød# 

 .%ka: kdu msgqfjys by<ska yß ueo o" ^weuqKqu 17& 

 fmdf;ys wka;¾.;h wdrïNjk m<uq fþoh iys; msgqfjys ol=Kq mi by<ska yß ueo 

o" ^weuqKqu 18& 

 msgljrfhys miqmi ljrfhys we;=,a me;af;ys my<ska jï fl<jfrys o fõ' ^weuqKqu 

19& 

6.7.1.12 ;Sre fla; fyj;a nd¾fldaâ f,an, iy kdrá f,an, ieliSu iy uqøKh lsÍu' 

 tla m;%ldjl ielish yels nd¾fldaâ f,an, iy kdrá f,an,j, ixhq;sh my; mßÈh' 

fmd;a 20 la i|yd" 

  nd¾fldaâ f,an, 40 la 

  j¾. wxlh iy weu;=ï wl=re ;=k iys; f,an, 20 la 

  túg tla m;%sldjl ielish yels f,an,j, tl;=j 60la fõ ^weuqKqu 20& 

tla nd¾fldaâ f,an,hl m%udKh my; mßÈ fõ' 

  È. - 4cm 

  m<, - 3cm 

 

 tla fmd;lg fol neÕska fmd;a 20 la i|yd Wla; m%udKj,ska hq;a nd¾flaâ f,an, 

40la uqøKh l< hq;=h' 
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 bka miqj tu fmd;a 20 i|ydu kdrá f,an, 20la tu m;%sldfõu uqøKh lr .; hq;=h' 

kdrá f,an, i|yd j¾. wxlh iy weu;=ï wl=re ;=k we;=<;a lr .; hq;=h'  

 

 bka miq fufia fmd;a 20la i|yd ieliQ nd¾fldaâ f,an, 40 iy kdrá f,an, 20 

iys; m;%sldj uqøKh lr .; hq;=h' 

 
6.7.1.13 Èk uqødj fh§u' Èk uqødfjys my; oelafjk f;dr;=re ta wdldrfhkau wka;¾.; fõ'  

 
le,Ksh úYajúoHd,h 
mqia;ld,h 
Èkh ^fuys Èkh hkqfjka woyia jkafka msßieliqïlrKh isÿ lrk wjia:dfõ 

wod< m%ldYkh ;=< Èk uqødj i,l=Kq lrk oskhhs'&  
  

6.8 Èk uqødj fhÈh hq;= wdldrh my; mßÈh ^weuqKqu 21&' th isÿl<  hq;af;a ;dCIKsl fiajd 

wxYfha mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr ;k;=re ork wh úiskah'  

 uq,a msg ljrfhys we;=,a me;af;ys yß ueo" 

 miqmi ljrfhys we;=,a me;af;ys yß ueo" 

 fmdf;a msgq ish,a, tlg tl;= l< úg tu msgq tlajk iqÿ meye;s orfhys yß 

ueo" 

 Bg wu;rj bv we;s mßÈ fmdf;ys ;ekska ;ek ;j;a Èk uqød 10-15 la w;r 

m%udKhla fhÈh hq;=h' 

 

6.8.1.11 mqia;ld, uqødj fh§u' fuu uqødfjys oelafjk f;r;=re my; mßÈ fõ' ^weuqKqu 22& 

mqia;ld,h 
     le,Ksh úYajúoHd,h ^Y%S ,xldj& 

le,Ksh 
 

tu f;dr;=re i|yka uqødj fmdf;ys we;=<; msgqj, 10-15 la muK jdrhla fhÈh hq;=h' 
th isÿl<  hq;af;a ;dCIKsl fiajd wxYfha mqia;ld, iyldr$fcHIaG udKav,sl fyda 

udKav,sl iyldr ;k;=re ork wh úiskah'  

 
6.7.1.15 fmd;a idlal=j we,ùu' fmd;a idlal=j we,ùfï § my; ks¾Kdhlj,g wkqj isÿ l< 

hq;=h' ^weuqKqu 23&' th isÿl<  hq;af;a ;dCIKsl fiajd wxYfha mqia;ld, 

iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr ;k;=re ork wh úiskah'  

 
 fmdf;ys msgqmi ljrfhys we;=,a me;af;ys hg isg wÕ,a nd.hla Wäka jï mig 

jkakg fmd;a idlal=j we,úh hq;=h' tu fmd;a idlal=j ;=< by; 6.7.1.2 oelafjk 

wdldrhg ilid .;a fmd;a ;=Kavqjo nyd,sh hq;=h' 
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 ks;H úu¾Yk iy Y%S ,xld tl;=jg yer wfkla wxY i|yd fmd;a idlal=j we,úh 

hq;=h' 

 

6.7.1.16 Èk f,an,h we,ùu my; wdldrhg isÿ l< hq;=h' ^weuqKqu 24&' th isÿl<  hq;af;a 

;dCIKsl fiajd wxYfha mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr 

;k;=re ork wh úiskah'  

 

fmdf;ys miqmi ljrfhys we;=,a me;af;ys Wv isg wÕ,a nd.hla my<ska jï mig 

nrj Èk f,an,h we,úh hq;=h' 

 

6.7.1.17 ;Sre fla; fyj;a nd¾fldaâ we,ùu' th isÿl<  hq;af;a ;dCIKsl fiajd wxYfha mqia;ld, 

iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr ;k;=re ork wh úiskah'  

 
 tla fmd;lg nd¾fldaâ f,an, folla we,úh hq;=h' 

 m%fõY wxlh iy j¾. wxlh iys; .%ka: kdu msgqfjys oelafjk fldgq uqødjg 

my<ska jï mi isg wÕ,a Nd.hla ol=Kq mig nrj nd¾fldaâ f,an,h we,úh hq;=h' 

.%ka: kdu msgqfjys úúO úia;r wvx.= jk neúka fldgq uqødjg my<ska bv fkdue;s 

wjia:dj, Bg by< miska Wla; mßudKhkag wkqju hñka nd¾fldaâ f,an,h 

we,úh hq;=h' ^weuqKqu 25& 

 fojeks nd¾fldaâ f,an,h msg ljrfhys miq msgqfjys fmd;a idlal=j wi,ska jï 

mi isg wÕ,a tl yudrla ol=Kg nrj we,úh hq;=h' 

 
6.7.1.18 j¾. wxlh iy weu;=ï wl=re ;=k we,ùu' fuu ld¾hh isÿ l< hq;af;a 

msßieliqïlrK wxYfha mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl 

iyldr ;k;=re ork wh úiskah'  

 
 fmdf;a kdráfha my< isg wÕ,a tl yudrla Wäka j¾. wxlh iy weu;=ï wl=re 

;=k iys; f,an,h we,úh hq;=h' 

 tu f,an,hg Wäka ^ñ' ó' 1 muK by<ska& SR, PR f,an, we,úh hq;=h' 

 ta ta wxYj,g wod< f,an,j, wl=rej, meyeh my; mßÈh' ^weuqKqu 26& 

   SR (Sheduled Reference/idudkH úu¾Yk wxYh&- ks,a meyeh 

   PR (Permenent Reference/ ks;H úu¾Yk wxyh&- r;= meyeh 

   RARE ^ÿ¾,N wxYh&- oï meyeh 

   SLC (Sri Lankan Collection/Y%S ,xld tl;=j&- fld< meyeh 

                                    TXT (SCLP-Student Centered Learning Project/YsIH flakaøSh wOHhk  

jHdmD;sh&- ;eô,s meyeh 
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6.9 msßieliqïlrKh lr ksu lrk ,o kj m%;s.%yKj, f;dr;=re iqÑ ixf,aL fyj;a iqÑ 

ldâm;a msßieliqïlrK wxYfha mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr 

;k;=re ork wh úiska wka;¾ l%shdldÍ udOH tallfha  mqia;ld, iyldr$fcHIaG udKav,sl 

fyda udKav,sl iyldr ;k;=re ork wfhl= fj; ,nd oSu' 

 

6.10 tfia iqÑlrK wxYfhka ,nd fok iqÑ ixf,aLj, oelafjk m%fõY wxlj, ,ehsia;=jla wka;¾ 

l%shdldÍ udOH tallfha mqia;ld, f;dr;=re iyldr ;k;=r ork wfhl= úiska ilid .ekSu' 

 

6.11 fï wdldrhg tla tla m%Odk ixf,aLhg wod< kj m%fõYj, my; olajd we;s f;dr;=re     

mß.Kl.; f,aLkhlg (Word Document tlla uÕska) we;=<;a lr .; hq;=h'  

 Title 

 Author 

 Publication Details 

 ISBN 

 Subject Area 

 Accession Number 

 Number of Items 

 

6.12 fufia ilik ,o f,aLkh ^Word Document) wxY m%Odk$wka;¾ udOH l%shdldÍ tallh 

fj; úoHq;a ;emE, (E-mail) uÕska fhduq l< hq;=h' wod< úoHq;a ,smskh jkafka 

thero@kln.ac.lk  fõ' 

 

6.13 wod< ,ehsia;=jg wkqj kj m%fõYj, msgljrh ialEka lr .ekSu i|yd mqia;ld,fha wka;¾ 

udOH l%shdldÍ tallh fj; ,nd §u isÿ l< hq;=h' ;dCIKsl fiajd wxYfha mqia;ld, iyldr 

;k;=r orkafkl=f.a wëCIKh hgf;a tu wxYfhau mqia;ld, iydhl ;k;=r ork 

wfhl=f.a iydh we;sj wxYm%Odk$wka;¾ l%shdldÍ udOH tallh fj; fhduq l< hq;=h' wod< 

fmd;aj, msgljr ialEka lr.ekSfuka wk;=rej Ndr ÿka mßosu kej; tajd ;dCIKsl fiajd 

wxYh fj; f.kajd .ekSu isÿ l< hq;=h' 

 

6.14 wod< wxYj,g heùu i|yd m%fõY wxlh" j¾. wxlh iy ,nd fok wxYh hk úia;r i|yka 

f,aLk kv;a;= lsÍu iy tu fmd;a wod< wxY fj; heùu' Bg m%:u m%fõY f,aLkfhys j¾. 

wxlh igyka l< hq;= ;Srefjys j¾. wxlh iys; weu;=ï wl=re ;=k;a wod< wxYh oelafjk 

mailto:thero@kln.ac.lk
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wCIrh;a igyka l< hq;=h' th isÿl< hq;af;a ;dCIKsl fiajd wxYfha mqia;ld, 

iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr ;k;=re ork wh úiskah'  

 

6.15 Wla; wdldrfhka ieliQ f,aLkj, fmd;a Ndr fok wjia:dfõ § mqia;ld,fha ta ta wxYj, 

wxY m%Odk úiska kj m%fõY ,nd .;a njg iy;sl lrk w;aik ,nd .; hq;=h' 

 
6.16  ta ta wxYj,g hjk ,o fmd;aj, ixLHd;aul o;a; udislj mj;ajdf.k hdu' th isÿl<  

hq;af;a ;dCIKsl fiajd wxYfha mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr 

;k;=re ork wh úiskah'  

 
6.17 ne÷ïlrKhg ,lalrk ,o lD;s msßieliqïlrKh lsÍug wod< lghq;= 

 

6.17.1 ne÷ïlrKhg ,la lr we;s m%ldYk msßieliqïlrK wxYh fj; ,efnk 

wjia:dfõ § m%fõY wxl i|yka lr ilid we;s ,ehsia;=j iuÕ fmd;a .Kk 

ixikaokh lr n,d tu fmd;a m%udKh msßieliqïlrKh lsÍug ndr .;a 

njg ne÷ïlrK wxYfha mqia;ld, iyldr$fcHIaG udKav,sl fyda udKav,sl 

iyldr hk ljfrl= úiska fyda iy;sl flfrk w;aikska hq;=j ,nd .; 

hq;=h' 

 

6.17.2 thska miqj tu lD;s i|yd nd¾fldaâ f,an," kdrá f,an, iy fmd;a ;=Kavq  

fkdue;s kï tajd kej; uqøKh lr we,ùu isÿ l< hq;=h' tu f,an, ksjerosj 

w,jd we;aoehs fmd;ane÷ï wxYfha mqia;ld, iyldr mqia;ld, 

iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr hk ljfrl= úiska fyda 

mÍCId lr n,d th tfia isÿ lr fkdue;s wjia:dj, mqia;ld, fmd;a ne÷ï 

wxYfha fiajh lrk mqia;ld, fiajl ;k;=r ork wh fj; tu fmd;a kej; 

,nd oS tu ld¾hh ksjerosj isÿ lr .; hq;=h' 

 

6.17.3 uqød iy ixfla; ^j¾. wxlh iy m%fõY wxlh iys; uqød& fkdue;s kï fyda 

uelS hdulg n÷kaj we;skï tu uqød ;eîu iy tu uqød ;=< j¾. wxlh" 

m%fõY wxlh iy wod< wxYfhys ixfla;h (Location) kej; i|yka lsÍu isÿ 

l< hq;=h' th isÿ l< hq;af;a ne÷ï wxYfha isák mqia;ld, iydhl ;k;=re 

ork wh úiskah' 

 

6.17.4 fmd;a ;=Kavqj ke;s ù ;sîu fyda tu fmd;a ;=Kavqfjys m%fõY wxlh" j¾. 

wxlh  iy .%ka: kduh uelS f.dia we;akï tajd kej; i|yka lsÍu isÿ l< 

hq;=h' th o isÿ l< hq;af;a ne÷ï wxYfha isák mqia;ld, iydhl ;k;=re 

ork wh úiskah' 
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6.17.5 .%ka: kduh fkdfmkS hk fia ne÷ïlrKhg ,la lr we;s fmd;a i|yd 

.%ka:kduh  mß.Klfhka msgm;a (Type) lr we,ùu isÿ l< hq;=h' 

.%ka:kduh msg;a lr uqøKh lsÍu mqia;ld, iyldr mqia;ld, 

iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr hk ljfrl= úiska fyda 

isÿ l< hq;= w;r th msgljrh u; we,ùu mqia;ld, iydhl ;k;=r ork 

wfhl= úiska isÿ l< hq;=h' 

 

6.17.6 ne÷ïlrKh lrk ,o fmd;aj, ix.Kk uqødj i|yka fkdfõ kï by; 

ld¾hh wxl 6.7.1.9 hgf;a i|yka jk mßÈ iEu .%ka:hlu .%ka: kdu msgqjg 

miq msgqfjys ol=Kq mi by< fl<jfrys ix.Kk uqødj ;eîu isÿ l< hq;=h' 

th ne÷ïlrK wxYfhys isák mqia;ld, iyldr mqia;ld, iyldr$fcHIaG 

udKav,sl fyda udKav,sl iyldr hk ljfrl= úiska fyda isÿ l< hq;=h' 

  

6.17.7 ne÷ïlrKh lrk ,o lD;s i|yd wfkl=;a uqød (SR, PR, SLC, RARE) ;eîu 

o Wla; ld¾hh wxl 6.7.1.11 hgf;a olajd we;s ms<sfj<g u isÿ l< hq;=h' 

tu ld¾hho ne÷ïlrK wxYfhys isák mqia;ld, iyldr mqia;ld, 

iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr hk ljfrl= úiska fyda 

isÿ l< hq;=h' 

 

6.17.8 fufia ne÷ïlrK wxYh fj; ,o .%ka:j, msßieliqïlrK ld¾hhka wjika 

jQ miqj  wod< wxY fj; heùug ne÷ïlrK wxYfhys isák mqia;ld, 

iyldr$fcHIaG udKav,sl fyda udKav,sl iyldr hk ljfrl= úiska fyda 

lghq;= l< hq;=h' tfia msßieliqïlrK ld¾hh wjika lrk ,o fmd;a ta ta 

wxYj,g heùfï § Tyq$weh úiska fjku ixLHd f,aLk kv;a;= lrf.k hdu 

o isÿ l< hq;=h'  

 

6.17.9 ;jo ne÷ïlrK wxYfhka ,o msßieliqïlrKh lr ksu lrk ,o .%ka: wod< 

wxYj,g heùu i|yd kj m%fõY ,nd §fï § Ndú; lrk wdldrfhkau m%fõY 

wxlh" j¾. wxlh iy ,nd fok wxYh hk úia;r i|yka lrñka ilik 

,o f,aLkfhys ta ta wxY m%Odk úiska tu m%ldYk ,nd .;a njg iy;sl 

lrk w;aik ,nd .ksñka fmd;a Ndr §u isÿ l< hq;=h' 

 

6.18 wjika jYfhka m%;s.%yK wxYfhka msßieliqïlrK wxYh fj; ,efnk ish¨u 

fmd;aj, msßieliqïlrK ld¾hhka wjika jQ miq wod< wxY i|yd fmd;a heùug 
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m%:u m%fõY f,aLkfhys j¾. wxlh igyka l< hq;= ;Srefjys j¾. wxlh" weu;=ï 

wl=re ;=k iy wxYh oelafjk wlaIr$h igyka l< hq;=h' 

 

weuqKqï 
weuqKqu 01 

 

 

 

 

 

 
weuqKqu 02 

 

 

 

 

 

 
  weuqKqu 03 

 

 

 

 

 

 

 

 

 

 

 

weu;=ï wl=re ;=k 
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weuqKqu 04 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

weuqKqu 05 

weuqKqu 06 
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weuqKqu 07 

weuqKqu 08 

weuqKqu 09 

weuqKqu 10 
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weuqKqu 11 weuqKqu 12 weuqKqu 13 weuqKqu 14 

weuqKqu 15 weuqKqu 16 

weuqKqu 17 



Page 18 of 20 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

weuqKqu 18 

weuqKqu 19 

weuqKqu 20 
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weuqKqu 21 

 

weuqKqu 22    weuqKqu 23    weuqKqu 24 
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      weuqKqu 25 

 

 

 

 

 

 

 

 

 

 

 

 

 weuqKqu 26 

 

 


