EXERCISE FOR CARE OF LIBRARY MATERIALS
1.  Books in our library are in __________________________________ order.

2. "Reading the shelves" means checking the call numbers to make sure that the books are: 
__________________________________________________.                                                   
3.  If a book is shelved in such a way that the lettering on the spine faces the ceiling, the book has been shelved on its: __________________________.
4.  Why should a book not be shelved on its fore-edge? _____________________________           
________________________________________.

5.  Generally, if a book is difficult to withdraw from the shelf it is shelved too: _____________.
6.  Pencil marks should be removed with: _____________________.  

7.  Place an "X" beside the duties which may be done by a librarian on duty:


_____ reading the book shelves


_____ replacing a page which has fallen out of a book


_____ repairing a page which has been torn 

8.  Serious book repair problems should be put in: ___________________________
9.  Microfilm are filed in order by: __________________
10. Before a microfilm is reshelved, it should be checked to ensure that it is in the correct box              and to detect any need for: _______________.
11. If a microfilm has been torn or needs a label on the leader, the film should be put in the bin labeled_________________________.

12. If the film needs a new box, it should be put in the bin labeled: _____________________.
Name: _____________________________________Date: ___________________________
Oct - 05

Introduction pg. 10

