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LỜI NÓI ĐÂU

Giáo trình Đọc hiểu tiếng Anh ngành Thu' viện - Thông tin
được biên soạn cho sinh viên các trường đại học và cao đăng thuộc 
lĩnh vực có liên quan. Ngoài ra. giáo trình cũng rất bô ích đôi VÓI 

các cán bộ đang công tác trong co quan Thông tin-Thư viện.
Giáo trình giúp cho sinh viên rèn luyện các kỹ năng đọc hiêu. 

trong đó chú trọng kỹ năng đọc đê tìm thông tin. nhăm phát triên 
khả năng đọc hiểu tài liệu liến« Anh n«ành Thư viện-Thông tin. 
Mặt khác, giáo trinh còn cun« cấp. bồ sung và nân« cao kiên thức 
về ngữ pháp và từ vụn« của tien« Anh nói chung và tiên« Anh 
naành Thư viện-Thông tin nói rien« cho sinh viên. Giáo trinh được 
biên soạn để dùng tron« lớp học có giáo vieil hưón« dẫn. N«oài ra. 
«iáo trình còn có the được dùng làm tài liệu tự học.

Giáo trình được biên soạn theo các nội dun« khác nhau cùa 
ngành Thư viộn-Thôn« tin «Ồm 15 bài học. Mỗi bài học ứn« vói 
một nội dun« cụ thể của n«ành. gôm các mục lớn duói đây:

* Prc-rcading: Nhũn« câu hoi cua phần này nhâm tập trun« sự 
chú V cùa người họe vào chù de cua bài. khuyên khích người học 
chia se vói nhau nhữn« kiên thức có liên quan trục tièp den chu dè 
đê bày to ý kiến theo suy nuhĩ cua mình.

* Reading: Moi bài đọc biêu dê cặp den một nội dun« cua 
ngành Thư viện-Thôn« tin nhăm giúp sinh viên làm quen vói chu 
đề của bài học. cung cấp thôn« tin. ngữ liệu và phát triên các kỹ 
năng đọc hiểu cho sinh viên.
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* Working with vocabulary: Mục đích cua các dạng oai tạp 
luyện từ vựng được thiết ké trono giáo trình này nhăm giúp sinh 
viên ghi nhớ số lượng từ đã học và phát triẽn chứng trong ngữ 
cành mới.

* Understanding the reading: Phần này được thiẻt kê dưới 
các dạng bài tập như: Bài tập “dúng/sai" và câu hòi kiêm tra đọc 
hiểu. Các dạng bài tập này giúp sinh viên khăc sâu kiên thức cùa 
bài đọc hiểu vừa học và ôn lại nhũng ý chinh cùa bài đọc.

* Further practice: Phần này được thiết kế dưới hai dạng bài 
tập: câu hỏi thảo luận và viết bài luận. Hai dạng bài tập này giúp sinh 
viên có cơ hội sừ dụng ngữ liệu đã học cùng với ngữ liệu trong bài 
học để mờ rộng kiến thức bài đọc hiếu trên cơ sờ nam chăc bài học 
và liên hệ với thực tế (cụ thể là thực tế về thư viện ờ Việt Nam).

* Further reading: Mỗi bài học đều có một bài đọc thèm 
nhằm cung cấp những thông tin có liên quan đến các nội dung mà 
bài học đề cập đến.

* Language focus: giúp sinh viên củng cô và nâng cao hiẽu 
biết về kiến thức ngữ pháp và phát trien vốn từ vựng của họ. Một 
số bài tập gồm: tạo từ bãne cách sử dụng tiền tố, hậu tố. điền giới 
từ. mạo từ, dạng đúng của động từ vv...

* Building vocabulary skills: gồm có hai loại bài tập: "ôn lại 
từ vụng" và “đoán từ dựa theo ngữ cành". Hai dạng bcài tập nàv 
nhăm giúp sinh viên ôn lại từ của các bài học trước, phát triên kha 
năng đoán nghĩa của từ theo ngũ cảnh.

Cuôi sách là danh mục lừ vựng được liệt kê theo từng bài học.
Tác giả hi vọng ràng giáo trình Đọc hiếu tiếng Anh ngành 

Thu-viện-Thông tin sẽ mang lại nhiều bồ ích cho sinh viên. Chúc 
các bạn thành công.

Tác giả xin chân thành cám ơn PGS. TS. -Trần Đức Ngôn,
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ThS. Nguyễn Tiến Hiển, ThS. Vũ Dương Thúy Ngà, TS. Lê Văn 
Viết, ThS. Nguyễn Huy Chương, TS. Nguyễn Hoà và TS. Tô Thị 
Thu Hương về những ý kiến đóng góp rất quí báu cho việc biên 
soạn giáo trình này.

Tác giả cũng xin bày tỏ lời cám ơn chân thành tới ông John 
F Drennan, Trường Đại học Tổng hợp Melbourne, Australia, người 
đã đọc và sừa giáo trình.

Trong quá trình biên soạn chắc chắn còn nhiều thiếu sót, tác 
giả rất mong nhận được sự chỉ giáo từ những người quan tâm.

ThS. Dưong Thị Thu Hà





SECTION ONE

INTRODUCTION TO LIBRARY AND 
INFORMATION SCIENCE

UNIT 1
THE ROLE OF THE LIBRARY IN SOCIETY

♦ Pre-reading
1. What do you understand by the words 'aim' and ‘objective'?
2. What do you know about libraries?
3. Can you name some different kinds of libraries?

♦ Reading

AIMS AND OBJECTIVES OF LIBRARIES

A library (institution) is a collection of books and other 
informational materials made available to people for reading, 
study, or reference. The word library comes from liber, the Latin 
word for "book". However, library collections have almost always 
contained a variety of materials. Modern libraries maintain 
collections that include not only written materials such as 
manuscripts, books, newspapers, and magazines, but also art 
reproductions, films, sound and video recordings, maps, 
photographs, microfiches. CD-ROMs, computer software, online
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databases, and other media. In addition to maintaining collections 
within library buildings, modern libraries often feature 
telecommunication links that provide users with access to 
information at remote sites.

The central mission of a library is to collect, organize, 
preserve, and provide access to knowledge and information. In 
fulfilling this mission, libraries preserve a valuable record of 
culture that can be passed down to succeeding generations. 
Libraries are an essential link in this communication between the 
past, present, and future. Whether the cultural record is contained 
in books or in electronic formats, libraries ensure that the record is 
preserved and made available for later use. Libraries provide 
people with access to the information they need to work, play, 
learn, and govern.

People in many professions use library resources to assist them 
in their work. People also use library resources to gain information 
about personal interests or to obtain recreational materials such as 
films and novels. Students use libraries to supplement and enhance 
their classroom experiences, to learn skills in locating sources of 
information. an„ to develop good reading and study habits. Public 
officials use libraries to research legislation and public policy 
issues. One of the most valued of all cultural institutions, the 
library provides information and services that are essential to 
learning and progress.

Anv organization which is well managed will have defined 
aims or goals towards which all its activities and the energies of 
its personnel are directed. A library manager has therefore an 
obligation to spell out the aims of his library in relation to the 
aspirations or the role of the parent body in society. For a public 
hbrary system, its aims must be derived from the long-term stlite
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goals particularly in education, intormation and culture. For 
example, its aims might be formulated as follows:

- To support formal education, i.e. providing for the needs of 
those pursuing primary and secondary education.

- To contribute to non-formal education, i.e. providing for 
literacy programs, vocational training and professional 
education.

- To encourage reading for knowledge and information.
- To cultivate reading habits and to sustain literacy in society 

etc.
The aims of a university library, a college library, a school 

library or a special library should be defined on the basis of what 
the library must do to further the work of the organization of which 
it is a part. The prime goals of a university library, for instance, are 
to contribute to the teaching role of a university, to support learning 
and research activities, and to stimulate creativity and intellectual 
development among staff and students.

It is not enough, however, only to define the aims of a library. 
All the sta'-*' should know the aims so that ;hey may relate their 
work and devote their time to the fulfilment of those aims. 
Furthermore, the manager must involve senior staff in setting the 
objectives or targets of their own departments in the light of stated 
aims of the entire library. The objectives of a department such as 
the lending department arise directly from the aims. Objectives are 
the basis of the day-to-day operations of a department and a 
measure of its performance.

At this juncture it is important to distinguish between “aims” 
and “objectives”. We would-define “aims” or “goals” as statements 
about the purpose or the mission of an organization or statements
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which spell out the business an Oigam/.auon is engaged in. 
"Objectives” spring from “aims” and they are the targets and tasks 
of an organization or part of it; they are. to an extent, a measure of 
an organization's effectiveness in the fulfilment of its aims.

The task of the cataloging department would be to catalog a 
certain number of books within a short time and to produce 
catalogs useful to readers. The objectives of the lending department 
would be to provide reading materials to the library's user groups: 
to maintain efficient catalogs and stocks; to prepare statistics of 
usage regularly; to educate readers on the use of the library, etc1 1

♦ W orking with vocabulary

A. Focus on the reading
Choose the best word or phrase for each sentence. Use each word 
or phrase only once. If you need help, look at the reading again. 
The words are in blacker letters in the reading passage.

collection devote produce own
provide staff distinguish materials
manage basis relate spring fro
senior

1. A library (institution) is a _________ of books and other
informational materials made available to people for 
reading, study, or reference.

2. In addition to maintaining collections within librarx 
buildings, modern libraries often feature telecommuni-

( ) Aclapied from Riichic.  S. I 19X2) M odern library prac tice . pp. 1-9
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cation links that________ users with access to informa
tion at remote sites.

3. The aims of a university library, a college library, a school 
library or a special library should be defined on the
_________of what the library must do to further the work of
the organization of which it is a part.

4. All the ____________should know the aims so that they
may__________their work and_________ their time to the
fulfilment of those aims.

5. The manager must involve________ staff in setting the
objectives or targets of their________ departments in
the light of stated aims of the entire library.

6. It is important to ___________between “aims” and
“objectives”.

7. "Objectives” ___________“aims”.
8. The task of the cataloging department would be to catalog a 

certain number of books within a short time and to 
 catalogs useful to readers.

B. Focus on New Contexts
In this exercise the words are in a different context. They are in 
different sentences but they mean the same as in the reading 
passage.

collections
basis
own
devoted

provided
produced
related
senior

distinguish 
staff 
change 
spring from
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1. I here are tw o__________a day from this mailbox.
2. The firm has__________him with a car.
3. Rates of work are calculated on a weekly_________ .

4. How much is _________depends on how hard we work.

5. T he__________ in this shop are very helpful.

6. Wealth is seldom___________ to happiness.

7. H e__________ his life to educating children.

8. He's ________  to me. because he joined the firm before
me.

9. He saw it with her___________ eyes.

10. People who cannot___________ between colours are said
to be colour-blind.

I I . Her actions_________goodwill.

C. Context clues
You can often understand the meaning of a new word from other 
words in the sentence or from nearby sentences. The other words 
that help you understand new words are called context clues. 
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b, c and d. These 
words are from the reading passage. (Do not use your dictionary'.)

I. A library (institution) is a collection of books and other 
informational materials made available to people for 
reading, study or reference.

a. provided b. paid for
c. improved d. eaten
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The word library comes from 'liber', the Latin word for 
"book".

->

4

a. a modern language
b. a country in South America
c. an ancient language
d. a kind of book

In addition to maintaining collections within library buildings, 
modern libraries often feature lelecommuni-cation links that 
provide users with access to information at remote sites,

a. spectacles b. pictures

c. countries d. places

Any organization which is well managed will have defined 
aims or goals towards which all its activities and the 
energies of its personnel are directed.

a. good
b. useful
c. put into precise woids
d. refined

5. A library manager has therefore an obligation to spell out 
the aims of his library in relation to the aspirations or the 
role of the parent body in society,

a. write each letter correctly
b. take a rest
c. explain carefully
d. talk loudly

15
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|jbran or a special library should be defined on the basis of 
what the library must do to further the yyork of the 
organization of yvhich it is part.

a. to promote/cncourage

b. to move to a distant place

c. to explain

d. to define
The prime goals of a university library. ... are .... and to 
stimulate creativity and intellectual development 
among staff and students.

a. improvement to thinking
b. gathering information

c. memory training
d. creativity

Furthermore, the manager must involve senior staff in 
setting the objectives or targets of their own departments in 
the light of the stated aims of the entire library, 
objectives/targets

a. things

b. belongings

c. goals that depend on aims
d. results 

in the light of

a. throwing light on

b. tolloyying the evidence provided by

16



c. in the daytime
d. clearly .

9. The objectives of the lending department would be to 
provide reading materials to the library's reading groups; to 
maintain efficient catalogs and stocks ... 
efficient

a. working well b. cheap
c. full d. marine

stocks
a. kind of soup
b. an instrument of punishment
c. holdings
d. flowers

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false.
1. A modern library does much more than simply collects 

books and manuscripts.
2. The word 'library' comes from an ancient Latin word 

meaning 'collection1.
3. A public library should aim to support both formal and 

informal education.
4. Based on the aims of a library, objectives are concerned 

with day-to-day operations of each aspect or department of a 
library.

17



| nc a im s (.m a n o u n  u ic  uabcu un  liic o u je e m e s  OT the 

library.
6 The onl' role of a uni'ersit} Iibrarv is to further the teaching 

role of the uni'ersit'.
" The word librar>' comes from an ancient Latin "ord 

meaning book'.
S. CD-ROMs, photographs and maps can often be found in 

modern libraries.
9. A libran s aims should be formulated and made known b\ 

the library's manager.
10. One of the aims of a uni'ersit} libran should be that of 

stimulating creati' it> among students and staff.

B. Comprehension questions
Answer the questions about the reading.

1. In broad terms, what two kinds of education should public 
libraries aim to support or contribute to°

2. Name one kind of libran that has. as one of its prime aims, 
that of supporting research activities.

3. Wh\ is it important that all members of staff in a libran 
should know the aims of their libran?

4. On the basis ot what criteria can the success of the da>-to- 
da> operations of a libran be measured?

-■ \Miich ot the following are best described as aims’ and 
which are best described as objecti'es’?

a. Cataloging at least 500 books each week:
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b. To provide useful materia^ iOI LUUI 1313,
c. To encourage reading among the community;
d. To keep statistical records;
e. To teach readers how to care for books;
f. To provide adequate lighting;
g. To provide reading materials for education of all 

main kinds and at different levels.
6. Who has the responsibility of spelling out the aims of a 

library?

♦ Further practice
A. Discussion
1. Name some function rooms in a library.
2. Name some divisions (or departments) within a large 

library.
3. Work out the tasks and functions of each room or division.

B. Guided writing
Composition topic: Describe the kinds of books you like to read
1. Make a list of at least ten different kinds of books, e.g. 

history books, novels.
2. Write one sentence describing six of these. E.g. History 

books tell the story of people in the past, as individuals and 
in society, and they try to find explanations for the events of 
the past.

19



3 Give two reasons why you like one particular kind of book. 
E e  I like history books because (i) 1 can imagine myself 
living at a different time in history and taking part in the 
events of that time; (ii) history tries to explain why the 
world has come to be the w'ay it is today.

4. Give two reasons why you dislike one particular kind of 
book. E.g. In history there are so many dates that I find it 
confusing; (ii) I prefer to read about the present rather than 
the past.

5. Now, write a short composition on the above topic, making 
use of the w'ords and sentences you have just written.

♦ Further reading

UNESCO PUBLIC LIBRARY MANIFESTO (1994)

A gateway to knowledge
Freedom, Prosperity and the Development of society and 

individuals are fundamental human values. They will only be 
attained through the ability of well-informed citizens to exercise 
their democratic rights and to play an active role in society. 
Constructive participation and the development of democracy 
depend on satisfactory education as well as on free and unlimited 
access to knowledge, thought, culture and information.

The public library, the local gateway to knowledge, provides a 
basic condition for lifelong learning, independent decision-making 
and cultural development of the individual and social groups.

20



This Manifesto proclaims UNESCO’s belief in the public 
library as a living force for education, culture and information, and 
as an essential agent for the fostering of peace and spiritual welfare 
through the minds of men and women. UNESCO therefore 
encourages national and local governments to support and actively 
engage in the development of public libraries.
The Public Library

The Public Library is the local centre of information, making 
all kinds of knowledge and information readily available to its 
users. The services of the public library are provided on the basis of 
equality of access for all, regardless of age. race, sex, religion, 
nationality, language or social status. Specific services and 
materials must be provided for those who cannot, for whatever 
reason, use the regular services and materials, for example 
linguistic minorities, people with disabilities or people in hospital 
or prison.

All age groups must find material relevant to their needs. 
Collections and services have to include all types of appropriate 
media and modern technologies as well as traditional materials. 
High quality and relevance to local needs and conditions are 
fundamental. Material must reflect current trends and the evolution 
of society, as well as the memory of human endeavor and 
imagination. Collections and services should not be subject to any 
form of ideological, political or religious censorship, nor 
commercial pressure.

Missions of the Public Library
The following key missions which relate to information, 

literacy, education and culture should be at the core of public 
library services:

21



] creating and strengthening reading habits in children at an 
early age;

2. supporting both individual and self conducted education as 
well as formal education at all level;

3. providing opportunities for personal creative development;

4. stimulating the imagination and creativity of children and 
young people;

5. promoting awareness of cultural heritage, appreciation of the 
arts, scientific achievements and innovations;

6. providing access to cultural expressions of all performing arts;

7. fostering inter-cultural dialogue and favoring cultural 
diversity;

8. supporting the oral tradition;

9. ensuring access for citizens to all sorts of community 
information;

10. providing adequate information services to local enterprises, 
associations and interest groups;

11. facilitating the development of information and computer 
literacy skills;

12. supporting and participating in literacy activities and 
programmes for all age groups, and initiating such activities 
if necessary.

Funding, legislation and networks

The public Library shall in principle be free of charge. The 
public library is the responsibility of local and national authorities. 
It must be supported by specific legislation and financed by
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national and local governments. It has to be an essential component 
of any long-term strategy for culture, information provision, 
literacy and education.

To ensure nationwide library coordination and cooperation, 
legislation and strategic plans must also define and promote a 
national library network based on agreed standards of service.

The public network must be designed in relation to national, 
regional, research and specific libraries as well as libraries in 
schools, colleges and universities.

Operation and management
A clear policy must be formulated, defining objectives, 

priorities and services in relation to the local community needs. 
The public library has to be organized effectively and professional 
standards of operation must be maintained.

Cooperation with relevant partners -  for example, user groups 
and other professionals at local, regional, national as well as 
international level -  has to be ensured.

Services have to be physically accessible to all members of the 
community. This requires well situated library buildings, good 
reading and study facilities, as well as relevant technologies and 
sufficient opening hours convenient to the users. It equally implies 
outreach services for those unable to visit the library.

The library services must be adapted to the different needs of 
communities in rural and urban areas. The librarian is an active 
intermediary between users and resources. Professional and 
continuing education of the librarian is indispensable to ensure 
adequate services. Outreach and user education programmes have 
to be provided to help users benefit from all the resources.1 1 (*)

(*) http://www.unesco.oro

23

http://www.unesco.ora


LANGUAGE FOCUS

A. Word forms: Nouns 
Suffixes
The suffixes -ship, -age, -ation, -ion, -sion or -tion can be added 
to the end of some words. When you add these suffixes to a word, 
the new word becomes a noun.
Practise making nouns by adding the suffixes -ship. -age. -ation, - 
ion, -sion or -tion to the following words, then fill the gaps in the 
sentences below.

Verb Noun

describe _______
discuss _______
elect _______
inform _______
explode _______
invent _______
educate _______
invite _______
marry
pronounce _______ I.

I. Who do you think will win the next ________  - the
Conservatives or the Labor party?

Noun Noun

mile _______
post _______
owner _______
champion _______
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2. He knew a lot of grammar and vocabulary, but his____ was
so bad that no one could understand a word he was saying.

3. The __________ of the computer has had an enormous
impact on people's lives.

4. You get very good_________ from this car -  at least 40
miles to the gallon.

5. Large public libraries employ professional reference
librarians who assist users in finding________ .

6. The__________of the land is disputed.
7. This is his second___________  His first wife died in a car

crash three years ago.
8. There was a very lively ___________ on TV last night

about the proposed introduction of identity cards in Britain.
9. It is now confirmed that three people died in yesterday’s

__________ in a restaurant in Soho. This is the third IRA
bombing in London this month.

10. Have you had an __________to Jill’s wedding yet?
11. The police asked the witness for a ___________ of the

armed robber.
12. The book costs $ 15 plus $2___________ .
13. The school library is a working tool o f___________.
14. My sister won the world swimming_________ last year.

B. Articles: The articles a and the 
•  a is used to indicate one:

I’ve got two bikes and a car 
He’s a lawyer
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•  the is used:
a) when a word is used the second time:

He save me a bowl and a spoon. The spoon 
is dirty

b) when only one object exists:
the earth: the sun; the River Thames

•  a or the is not used before countries and towns:
1 live in Paris 
He went to Italy

* But note: some geographical locations include the in the 
name:
a. Certain countries: the USA; the United Kingdom; the 

Philippines: the USSR; the Netherlands.
b. Major points on the earth: the North Pole; the South Pole; 

the Equator.
c. Plurals of islands, lakes, and mountains: the Canary 

Islands; the Great lakes; the Himalaya Mountains.
d. Oceans, seas, rivers, canals, deserts: the Pacific Ocean; 

the Bering Sea. the Mississippi River; the Suez Canal; the 
Sahara Desert.

Write a, the. or no article to complete these sentences.

1. We went to _____Venice and then to _____ Rome.
2. _____sun is shining.

3. Have you got_____double room?

4. We went to _____Paris and saw-_____ Palace of Versailles.
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5. He gave me a lighter and some cigarettes. ____ lighter
didn't work.

6. She took ____  sandwich and _____ piece of cake, but
didn’t ea t____ cake.

7. They had six cats and____ dog. I really liked ___ dog.
8. Have you been to ____ USA?
9. H e 's_____teacher. He’s from _____Netherlands.
10. Have you met Sally?. She's____ friend of mine.

C. Adjective + Preposition
Read out the beginning of the sentence and try to find how it ends. 
The second half always begins with a preposition. Make a note, 
when you have finished, of all the adjective + preposition phrases.

1. 1 musn’t be late- a. with the service in the
otherwise Mum and hotel.
Dad will be really b. of this region, so NO
annoyed hamburgers!

2. It's one o’clock in the c. at how expensive Britain
morning. I was getting is.
worried d. by the news of the tragic

3. Margaret was very accident.
disappointed e. to their customers, but

4. Let's not go to an the food’s excellent.
Indian restaurant. I’m f. with her exam results.
not keen

g. with me when 1 get
5. My boss was very home.
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impressed
6. The waiters here are 

never polite
7. None of the guests w ere 

satisfied
8. All of us were deeply 

shocked
9. It wasn't a cheap 

holiday. We were 
surprised

10.1 want to eat food that's 
typical

h. about >ou. W here have 
you been?

i. on hot spicy food.
j with the work 1 had done 

for her.

♦ Building Vocabulary Skills

Context clues
You can often understand the meaning of a new word from other 
words in the sentence or from nearby sentences. The other words 
that help you understand new words are called context clues. 
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a. b. c and d. These 
words are from unit 2. (Do not use your dictionary.)

1. These men work part-time at the factory.

a. only for a short time
b. less than full-time
c. in the evening
d. not eery well

2X
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2. England and Wales together with Scotland and Northern 
Ireland constitute Great Britain.

a. make up b. are oppose to
c. are near d. rule

3. Tom is a professional actor.
a. very good
b. very experienced
c. specially trained as an actor, and he normally gets 

paid for acting
d. he teaches acting to other people

4. A house in Melbourne costs at least $150,000.
a. approximately b. not less than
c. sometimes d. very often

5. Leonardo da Vinci was a man of many talents.
a. wishes or desires b. abilities
c. friends d. places

6. It is important for the government to maintain good 
communication with the people.

a. funding/providing money
b. equity
c. trust
d. connection (in passing on and receiving ideas, etc.)

7. The head person in an English university is referred to as 
the Chancellor.

a. subject to b. known
c. sent to d. asked
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8. Parents are responsible for bringing up their children.
a. (have) the duty of
b. asked about
c. paid
d. taught

9. The Vice-Chancellor actually has more responsibility than 
the Chancellor for the running of a university.

a. need
b. pay
c. that which is required of him
d. time

10. Rules and regulations vary from one institution to another.
a. increase
b. are very demanding/strict
c. are required
d. change/are different
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UNIT 2
CAREERS IN LIBRARY WORK

♦ Pre-reading
1. What do we call a person who works in a library?
2. What do we call those who work in a library?
3. Name as many positions as possible in a library?
4. What do you think these people do in their job?

♦ Reading

LIBRARIANS AND LIBRARY STAFF

The typical library staff consists of three levels of employees: 
professional librarians, support staff, and part-time assistants. The 
proportion of each of these in any given institution depends on the 
type of library, its budget, and the types of users it serves.

Professional librarians usually constitute the smallest number 
of a library’s employees. Most professional librarians have earned 
at least a master's degree in library science or information science, 
the study of information and the manner in which it is generated, 
recorded, stored, retrieved, transmitted, and used. Some 
professional librarians have earned additional graduate degrees as 
well. Professional librarians require a wide range of skills and
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talents. Thev must have solid bibliographic and technological 
skills as well as strong communication and interpersonal abilities. 
Advances in library technologies haYe also led to a high demand 
for professional skills such as database searching and competence 
in using the Internet and other computer networks and s> stems.

The librarian in charge of administering the entire institution is 
usually referred to as the director. Other professional librarians 
typically administer the library's various departments. In small 
libraries, however, the director may be solely responsible for 
managing all of the library's departments. In addition to their 
managerial work, professional librarians assume primary 
responsibility for providing reference assistance, developing and 
managing the collections, and overseeing cataloging.

Non-professional support staff commonly assume most of the 
responsibility for directly serving library users. Their activities 
include essential functions such as inputting, coding, and verifying 
bibliographic and other data: ordering library materials: assisting 
with catalog development; performing circulation duties such as 
checking out books to users: and performing other services vital to 
the library's daily operation.

Most libraries employ part-time staff members in addition to 
full-time professional and support staff. Part-time staff members 
typically shelve books, perform low-level clerical duties, and cam 
out other relatively simple but essential tasks. In academic libraries, 
large numbers of part-time student-assistants play an important role 
in the day-to-day functioning of the library. Public libraries also 
hire so-called library pages to help perform tasks that require no 
professional training, such as shelving books and periodicals. In 
addition, many public libraries make use of communitv volunteers 
to assist library staff in simple tasks. Many professional librarians
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u l m  a iu a c te u  lu h ic  p iu ie ü iu u  w im e  u ie y  v vc ic  h u i m i i u  as 

library assistants, pages, or volunteers.
In small libraries, librarians might perform a range of tasks, 

w ith one or two librarians and possibly a clerk handling all of the 
acti\ities of the library. Because of the small size of the staff, a 
single librarian might combine clerical and professional tasks. In 
large libraries, the support staff have taken on many of the tasks 
pre\ iouslv performed by professionals. Much of this transfer of 
responsibility has been made possible by the introduction of 
relatively simple and efficient computer technology, which has 
permitted support staff to accomplish large portions of cataloging 
that were once done by professionals. Additionally, while 
professional librarians usually manage library functions such as 
circulation and acquisition, support staff or part-time w orkers often 
perforin the bulk of the actual tasks in these departments.

The patterns of library staffing vary from country to country . 
In general, libraries in more developed countries distinguish clearly 
between the tasks done by professional and non-professional staff. 
In less developed countries, the smaller size of staffs and a lack of 
new. efficient computer technology have made this separation more 
difficult. l*'

♦ Working with vocabulary
A. Focus on the reading

Choose the best word or phrase for each sentence. Use each word 
or phrase only once. They are in sentences from the reading 
passage.

{*) Extracted from Library tinstitution). Microsoft® Encarta® Online 
Encyclopedia. 2004



part-time communication responsibility
employee responsible constitute
at least Professional vary
talents referred to

1 . The typical library staff consists of three levels of
employees: professional librarians, support staff. and

assistants.

2 . librarians usually the
smallest number of a library’s employees.

3. Most professional librarians have earned a
master's degree in library science or information science

4. Professional librarians require a wide range of skills and
. Thev must have solid bibliographic and

technological skills, as well as strong and
interpersonal abilities.

5. The librarian in charge of administering the entire institution
is usually____________ as the director.

6 . In small libraries, the director may be solely 

tor managing all of the library's departments.

7. Non-professional support staff commonly assume most of
tlie _____________ for directly serving library users.

8 . 1 he patterns of library staffing from country
to country.

34



IÎ. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each word 
or phrase only once. These words are in different sentences.

refer to communication professional
responsible at least constitute
responsibility part-time talent
varies

1. Don't the matter again.
2. After he won the amateur championship, he turned

3. Twelve months a year.
4. All pilots are for their passengers' safety.
5. It's your to drive carefully.
6 . She's looking for a job.
7. To join the army, you have to be __________  eighteen

years old.
8 . M v father is a man of great___________ .
9. Being deaf and dumb makes__________ very difficult.
10. This edition____________a little from the first one.

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false.
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] L'sualk a library has fewer professional librarians than other 
employees.

2. The task of checking out books to users is often performed 
by non-professional support staff.

3. A library usually has employees belonging to four different 
levels.

4. The use of computers has made it possible for support staff 
to perform some tasks which were previously only 
performed by professional librarians.

5. Most employees in a typical library are professional 
librarians.

6 . The chief librarian is usually called the dictator.

7. In universities, students are often employed as part-time 
library assistants.

8 . Very few libraries employ part-time staff members.

9. In large libraries, a single librarian might combine both 
professional and clerical tasks.

10. It is mainly in developed countries that the distinction 
between professional and non-professional library staff is 
less clear than elsewhere.

11. The director of a library needs a variety of skills, including 
the ability to communicate with others and competence with 
the Internet.

12. Low level task in libraries, e.g. putting books back on their 
shelves, are often performed by part-time support staff.
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B. Comprehension questions
Answer the questions about the reading.
1. In what area of study do most professional librarians have a 

specialist degree?
2. Name two specific tasks performed by non-qualified part

time staff.
3. In a typical library, how many levels of employees are 

there?
4. Why is it that, in large libraries, support staff can now do 

many of the tasks that only professional staff could do in the 
past?

5. Name four kinds of staff members whom you might find in 
a large library.

6 . Which of these groups is usually the smallest in number?
7. What do we call the chief librarian in a library, i.e. the top 

administrator?
♦ Further practice

A. Discussion
1. What do you know about staff organization in libraries in 

Vietnam?
2. Give examples of some types of libraries whose staff have 

been classified?

B. Guided writing
Composition topic: Describe the kind of career you would like
to follow.
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1. Make a list often different careers, e.g. school teacher, civil 
servant, librarian.

2. For five of these careers, write one sentence describing what 
work it involves. E.g. a civil servant works in a government 
department and implements the government's policies for 
the benefit of the citizens.

3. For the same five careers, mention one aspect you like about 
it and one aspect you dislike.

4. Now write a short composition explaining your choice of 
career and why you prefer it to some other possible careers.

♦ Further reading

THE INTERNATIONAL FEDERATION OF LIBRARY 
ASSOCIATIONS AND INSTITUTIONS (IFLA)

The International Federation of Library Associations and 
Institutions (IFLA) is the leading international body representing 
the interests of library and information services and their users. It 
is the global voice of the library and information profession. IFLA 
was founded in Edinburgh. Scotland, in 1927 at an international 
conference. It now has over 1700 Members in 155 countries around 
the world. IFLA was registered in the Netherlands in 1971. The 
Royal Library, the national library of the Netherlands, in The 
Hague, generously provides the facilities for our headquarters.

IFLA is an independent, international, non-governmental, not- 
for-profit organization. Its aims are to:
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- promote high standards of provision and delivery of library 
and information services

- encourage widespread understanding of the value of good 
library & information services

- represent the interests of our members throughout the world. 
In pursuing these aims IFLA embraces the following core values:

- the endorsement of the principles of freedom of access to 
information, ideas and works of imagination and freedom of 
expression as embodied in Article 19 of the Universal 
Declaration of Human Rights

- the belief that people, communities and organizations need 
universal and equitable access to information, ideas and 
works of imagination for their social, educational, cultural, 
democratic and economic well-being

- the conviction that delivery of high quality library and 
information services helps guarantee that access

- the commitment to enable all Members of the Federation to 
engage in. and benefit from, its activities without regard to 
citizenship, disability, ethnic origin, gender, geographical 
location, language, political philosophy, race or religion.

More than 25 corporations in the information industry have 
formed a working relationship with IFLA under its scheme. In 
return for financial and 'in kind' support, they receive a range of 
benefits including opportunities to present their products and 
services to its worldwide membership.

IFLA has established good working relations with a variety of 
other bodies with similar interests, providing an opportunity for a 
regular exchange of information and views on issues of mutual 
concern. It has Formal Associate Relations with UNESCO.
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observer status with the United Nations, associate status with the 
International Council of Scientific Unions (ICSU) and observer 
status with the World Intellectual Property Organization (W'lPO) 
and the International Organization for Standardization (ISO). In 
1999. it established observer status with the World Trade 
Organization (W TO). In turn, it has offered consultative status to a 
number of non-governmental organizations operating in related 
fields, including, the International Publishers Association (IPA).

IFLA's conference is held in August or early September in a 
different city each sear. More then three thousand delegates meet 
to exchange experience, debate professional issues, see the latest 
products of the information industry, conduct the business of I FLA 
and experience something of the culture of the host country. A 
ranee of professional meetings, seminars and workshops are held 
around the world by IFLA's professional groups and Core 
Activities.

The General Council of Members is the supreme governing 
bodv. consisting of delegates of voting Members. It normally meets 
everv year during the annual conference. It elects the President and 
members of the Governing Board. It also considers general and 
professional resolutions which, if approved, are usually passed to 
the Executive Committee and the Professional Committee for 
action as appropriate.

fhe governing board is responsible for the managerial and 
professional direction of 1FLA within guidelines approved b\ 
Council. The Board consists of the President, the President-elect. 
10 directly elected members (by postal and/or electronic ballot, 
everv 2 years) and 9 indirectly elected members of the Professional 
Committee (by the professional groups through the sections and 
div isions): up to 3 members may be co-opted.
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Hie Governing Board meets at least twice per year, once at the 
time and place of the annual World Library and Information 
Congress.

The executive committee has executive responsibility 
delegated by the Governing Board to oversee the direction of IFLA 
between meetings of this Board within the policies established by 
the Board. The Committee consists of the President, President
elect, the Treasurer, the Chair of the Professional Committee. 2 
members of the Governing Board, elected every 2 years by 
members of the Board from among its elected members, and 
IFLA's Secretary General, ex-officio.

It is the duty of the professional committee to ensure 
coordination of the work of all the IFLA units responsible for 
professional activities, policies and programs. The Committee 
consists of a chair, elected by the outgoing Committee, an officer 
of each of IFLA's 8 Divisions plus 3 members of the Governing 
Board, elected bv that Board from among its members.

The Professional Committee meets at least twice per year, once 
at the time and place of the annual IFLA General Conference.

Issues common to library and information services around the 
world are the concern of the IFLA core activities. Directed by the 
Professional Committee, the objectives and projects of the Core 
Activities relate to the Federation's Program and the priorities of 
the Divisions and Sections. One. ALP (Action for Development 
through Libraries Program) has very wide scope, concentrating on 
the broad range of concerns specific to the developing world. The 
others cover current, internationally important issues: Preservation 
and Conservation (PAC). IFLA -  CDNL Alliance for Bibliographic 
Standards (1CABS) and IFLA UNIMARC.
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Sections are the primarv focus for the Federation's work in a 
particular tvpe of library and information sen. ice. in an aspect of 
library and information science or in a region. All IFLA Members 
are entitled to register for Sections of their choice. Once registered. 
\oting Members have the right to nominate specialists for the 
Standing Committee of the Sections for which they are registered. 
The Standing Committee is the key group of professionals who 
develop and monitor the program of the Section. Sections are 
grouped into eight div isions.

Three Regional Sections (Africa. Asia and Oceania, and Latin 
America and the Caribbean) make up the Division of Regional 
Activities (Division 8 ). They are concerned with all aspects of 
library and information services in their regions. They promote 
IFLA activities and work closely with the IFLA Regional Offices, 
located in Dakar. Senegal. Bangkok. Thailand, and Sao Paulo. 
Brazil. ■'

LANGUAGE FOCUS

A. Word forms: Nouns 
Suffixes

Add the suffixes -er. or. -ian. -ant or -ist to the following words to 
make nouns, then fill the gaps in the sentences below. Make the 
nouns plural if necessarv .

r ' i  hup: uuu .ifU ,o ru
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V e r b Noun Noun Noun

direct
collect
manage
own
survive
write
read
use
assist
apply

art
electric
guitar
library
politics
terror

1 . If you need to find a particular book, the____________will
help you.

2. She was the only ___________  of the plane crash.
Everyone else was killed.

3. 'Would the ___________ of the blue Volvo, registration
number F679 DEP. please move it. as it is blocking the 
entrance.’

4. There are very few people who have never heard of the
Dutch ___________Vincent van Gough.

5. Alfred Hitchcock is the film__________1 admire most.
6 . He had always wanted to be a __________. so we weren't a

bit surprised to hear that he had published a novel.
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/. Many people consider Margaret Thatcher to be the best 
British ___________ of this century.

8 . She could play several musical instruments, but it was as a 
  that she became famous.

9. To prevent a _____________  attack, there is always very
tight security at international airports.

10. She has been a stamp__________ since she was a child.

1 1. My son is training to be a n ____________ . That should be
handy for us when we rewire our new house.

12. One of the most difficult jobs in the world must be that of
____________  of a top football club-especiallv when the
team is playing badly.

13. His job is a shop____________ .

14. As the wages were low, there were few ___________ for the
job.

15. A major aim of library service to young people is to attract
and keep them as___________ of books and_

____________ of libraries in adult life.
♦

B. Prepositionsi'on, in, of
•  Use the preposition on:

- to tell the location of something that is touching 
something else:

The book is on the desk.
- with days and dates:

The class party is on May 15.
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- to talk about the radio and TV:
There is a good film on television tonight.

•  Use the preposition in:
- to tell that something is inside something else:

My keys are in my pocket
- to show a certain time period (such as times of day. 

months, years, or seasons):
Julie was born in 1980.

- to tell when something will happen:
Miguel will be here in one hour.

•  Use the preposition of:
- to show that something belongs to something else:

Jack put his coat on the back of the chair.
- with numbers:

Two of the students in my class are from Japan.
- with definite and indefinite amounts of things:

Americans eat a lot of hamburgers.
- to show a relationship between two nouns:

Jazz is a kind of music.

Complete each sentence with in, on or at.
1. Peter will return to his country_____July.

2 . I saw a program about new shopping centers____
television yesterday.

3. Shopping centers are usually_____residential areas.
4. There are many kinds of stores_____shopping malls.
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5. We will have a test in class_____three weeks.
(3 The dishes are_____the table, and the clothes a re_____ the

closet.
7 . I'll meet you____ the library_____ noon.
8 . We spent the day_____the beach.
9. We landed____ Istanbul airport at 5 o'clock in the

mornin”.
10. Don't park_____the grass.

C. Sequencing
Arrange the following sentences in a way that sounds logical.

THE LIBRARY MANAGER'S WORK

a. The work of a manager is to set aims and objectives, 
organize, communicate, motivate and to develop people.

b. Managerial effectiveness should be defined in terms of 
output rather than input, that is. by1 what a manager 
achieves rather than by what he does.

c. These are not the only functions but it is true that a 
manager's main responsibilities have something to do with 
the organization and human aspects of management.

d. Ettectiv eness is the extent to which a manager achieves the 
output requirements of his position.

e. An effective organization is the one which fulfils its 
purposes in society adequatelv and continues to meet the 
changing needs of that society as best as possible.
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f  It is quite possible for a manager to work efficiently and 
still remain ineffective.

♦ Building Vocabulary Skills
A. Vocabulary review

Match the words in column A with their meanings in column B

A
I . manuscript a.
2 collect b.
3. microfiche
4. media c-
5. telecommunication
6 . newspaper
7. magazine
8 . remote
9. operation
1 0 . statistics e.
I I . goal
1 2 . mission *■
13. task

0,

h. 1

1.

B
sheet of microfilm 
collection of information 
shown in numbers 
communications by satellite, 
cable, telegraph, telephone, 
radio or TV
printed publication, issued 
usuallydaily or weekly with 
news, advertisements, articles 
on various subjects, etc. 
thing written by hand; not 
typed or printed 
far away from other 
communities, houses, etc 
object of one's effort 
means of mass communica
tion. e.g. TV. radio, 
newspapers
paper-covered periodical, etc.
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usuallv weekly or monthly, 
with articles, stories, etc by 
various writers

j. bring or uather something 
together

k. activity, often involving 
several people and or 
spread over a period of time.

l . piece of (especially hard or 
unpleasant) work that has to 
be done

m. particular task or duty 
undertaken by an individual 
or a group

B. Context clues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a. b. c and d. These 
words are from unit 3. (Do not use your dictionary.)

1. This institution is open to the members of the public.
a. people who pay
b. all the people
c. poor people
d. subscribers

2. Australia has a very good mail service.
a. system that helps or benefits people
b. fleet of vehicles
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c. employees
d. system of paying its employees

3. Andrew travelled both in India and in China.
a. never
b. everywhere in
c. with a friend or relative
d. in the two of

4 The British Council tries to promote the study of English,
a. enforce b. encourage
c. prohibit d. teach

5. Each individual is a bit different from every other one.
a. student
b. unusual person
c. animal
d. one (or single) person

6. Cold weather means a need for more heating.
a. costs
b. leads to
c. is the same as
d. prevents

7. Customs officials at the airport have to follow certain 
procedures.

a. ways of doing things
b. enforcements
c. searches
d. penalties



8 . Students often make mistakes when doing their 
examinations.

a. good marks
b. low marks
c. errors
d. lines

9. Clear instructions in a users' manual serve to enable a 
motor-cycle owner to use his motor-cycle efficiently.

a. add
b. prevent
c. reward
d. have the effect

10. Learning hoŵ  to think logically is an integral part of 
education.

a. one of many
b. essential and inseparable
c. ethically desirable
d. optional
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UNIT 3
EDUCATION AND TRAINING OF LIBRARIANS

♦ Pre-reading
1. What do you understand by the words ‘library education’?
2. What do you understand by the words ‘library training’?
3. How important do you think the training function in 

libraries is?
4. What are the advantages of a well-trained staff?

♦ Reading

THE TRAINING FUNCTION IN LIBRARIES

All libraries aim to have efficient staff in order to provide a 
good library service to the public they hope to serve, whether that 
readership is using a public, university, school or private library. 
Training, therefore, is of the utmost importance in the library field 
although each library organization must decide for itself what it 
means by a desired state of efficiency, as requirements will alter 
from library to library and country to country. However, the 
training should be designed to ensure efficient performance to the 
dual benefit of the library system and of the users. Training of staff 
is crucial, both in developed and developing countries. It is 
appropriate in an extremely sophisticated library system using the 
most up-to-date computer methods and equally appropriate in a
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library system that has only recently been established. Both kinds 
of library need to get value for the money expended on staff 
salaries, and it is clearly more advantageous to employ well- 
instructed and trained staff regardless of the location of the library. 
An effective and informed staff will mean an efficient service to 
the public and will also promote a good library image. When 
considering training in libraries there are two factors to take into 
consideration. The first is the need of the organization to provide a 
eood service and the second the needs of the individual member of 
staff.

A trained staff able to exploit the book stock means a more 
satisfied readership at all levels. The readers must be able to feel 
confidence in the member of staff who may be dealing with them. 
This confidence means that readers will return again to borrow 
books and to ask for information from the library staff. Here the 
knowledge of the individual staff member plays an important part, 
for the staff, even if they have only a basic education, must be 
knowledgeable about the tasks they perform on a daily basis and 
must have a sound understanding of the organization in w hich they 
are working. Training will enable them to participate more 
intelligently in the work of the library. They must know why they 
are asked to operate certain procedures and what will happen if 
they make mistakes.

Good, well-trained staff, at whatever level, will only serve to 
enhance the reputation of the library service. Training, therefore, 
must be an integral part of the library management's plans. It is 
not enough to have a marvellously stocked library that remains 
under-exploited because of poorly trained staff.(*’

(*) Extracted from L ib r a r y  ( in s t i tu t io n ) ,  M icrosoft® Encarta® Online 
Encyclopedia. 2004



♦ Working with vocabulary
A. Focus on the reading

Choose the best word or phrase for each sentence. Use each word 
or phrase only once. They are in sentences from the reading 
passage.

service promote public
integral mistakes procedures
ensure both serve
individual private means

1. All libraries aim to have efficient staff in order to provide a
good library____________ to th e_________ they hope to
serve, whether that readership is using a public, university, 
school or private library.

2. Training of staff is crucial,___________in developed and
developing countries.

3. An effective and informed staff will mean an efficient
service to the public and will also ____________ a good
library image.

4. When considering training in libraries, there are two factors
to take into consideration. The first is the need of the 
organization to provide a good service and the second the 
needs of the____________ member of staff.

5. A trained staff able to exploit the book stock_________a
more satisfied readership at all levels.



6 . Training will enable librarians to participate more 
intelligently in the work of the library. They must know why
they are asked to operate certain___________ and what will
happen if they make___________ .

7. Good, well-trained staff, at whatever level, will onlv
____________  to enhance the reputation of the library
service.

8 . Training must be an _____________  part of the library
management’s plans.

B. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each word 
or phrase only once. These words are in different sentences.

service both promote procedure
mean individual integral served
mistake public private

1. The food is good at this hotel, but th e_________ is poor.

2. The________ is/are not allowed to enter the court room.

3. She lost_________ her money and her passport.
4. These words___________ nothing.

5. The organization works to _________  friendship between
nations.

6 . Obtaining a refund from the company is a complicated



7. The arms and legs are___________  parts of the human
body.

8 . My father has__________ in the army for nearly 20 years.
9. Each __________ person is responsible for his own

arrangements.
1 0 . It was a big__________to leave my umbrella at home.

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false.
1. Training of staff is very important both for large libraries 

and for smaller ones.
2. The precise kind of training needed for librarians is the same 

for all libraries.
3. Training should be for the beneft both of the library system 

and of the library's users.
4. Training of librarians is not concerned with a library's image 

in the eyes of readers.
5. Readers need to be confident of the librarians' knowledge 

and skill.
6 . The reputation of a library will be enhanced by well-trained 

staff.
7. Even those staff members who have little general education 

need to be trained in regard to the library’s organization and 
to their specific duties.
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B. Comprehension questions
Answer the questions about the reading.
1. What two main factors should determine what kind of 

training is to be provided in a particular library?

2. Are the training needs the same for all kinds of libraries?

3. Is training for librarians needed only for those who will 
work in academic libraries and large public libraries?

4. Is it desirable that library staff be adequately trained, 
irrespective of the kind of library and the kind of country in 
which it is situated?

5. What sort of attitude should readers have towards librarians?

♦ Further practice
A. Discussion

1. What forms do you think library education and training can
take?

2. Describe in detail some forms of library education and 
training that you have known.

B. Guided writing

1. Make a list of four or more different forms of training for 
librarians, e.g. short courses, workshops, talks.

2. Choose two of the forms that you have listed and write two 
short compositions to describe them in detail. They should 
include the following components: field of trainine. aim. 
length, duration, and a short description of the curriculum.
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♦ F urther reading

MODERN LIBRARY EDUCATION PROGRAMS 
IN THE UNITED STATES

The skills and specialized knowledge demanded of librarians 
have continued to increase, and schools of library science have 
adjusted their curriculums accordingly. Most schools of librarianship 
have responded to the heightened use of technology by increasing 
the number of courses in information science. Information science 
combines aspects of librarianship with technical elements such as 
computer programming, telecommunications, database management, 
and computer graphics. It also includes the study of ways in which 
humans process information and ways in which people interact with 
machines. Information science programs integrate study from the 
fields of communication, computer science, cognitive psychology, 
artificial intelligence, mathematics, philosophy, engineering, 
business, and others. This interdisciplinary background gives 
graduates a broad knowledge of library automation, systems, 
budgets, online searching, research, and cataloging. Since the 1980s. 
nost schools of library science have become schools of library and 
nformation science or simply schools of information science.

Many schools permit or require students to gain some practical 
raining in a library before applying for their first job as a librarian. 
\  growing number of schools also require courses in research 
nethods. To have sufficient time to teach the new skills needed by 
ibrarians without sacrificing any of the traditional bibliographic 
kills, a number of schools have increased the amount of class 
lours required for a degree.
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All programs to educate librarians share certain characteristics. 
They provide courses in cataloging and classification, reference, 
management, and collections development. Programs typically 
offer courses in the history of books and librarianship to give 
students a background in the profession's past. Students in most 
schools of library and information science have the opportunity to 
develop at least some degree of specialization. Some may take 
advanced courses in a particular library function, such as reference 
work, while others may take courses related to a particular type of 
library, such as a course in medical librarianship or public 
librarianship.

Few four-year colleges and universities offer programs 
specifically for the training of library support staff. Because the 
range of work done by support staff varies so greatly, there is no 
uniform educational system for these nonprofessional positions. 
Many support staff have a four-year college degree, and some have 
graduate degrees. Others have only a high school education or a 
two-year associate degree from a community college. Library 
support staff often have no training specifically designed to prepare 
them for work in a library except for the training they receive on 
the job. In the United States and Canada, some library support staff 
are graduates of formal library training programs offered by two- 
year community colleges.

Library employees at every level benefit from ongoing study in 
continuing education programs. At one time it was possible for new 
employees to come to the job knowing almost everything they 
would need for a lifetime of employment, but that is not the case 
today. All library systems are continually changing, and employees 
need to update their education and training to keep abreast of these 
developments. Most schools of library and information science
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offer a range of continuing education courses designed for library 
employees who wish to modernize or expand their skills. In 
addition, various professional associations offer continuing 
education courses for library employees.1’'

LANGUAGE FOCUS

A. Reading
How should you read? This question has different answers. 
Sometimes you have to read slowly and carefully. At other times, 
you read fast, and at still other times, you read at regular speed.
How would you read these things? Use these answer: 
a. slowly and carefully b. at a regular speed c. fast 
(Students may have different answers.)

1. The reading passage of these units
2. A train timetable
3. A ne.vspaper advertisment for jobs
4. A telephone directory
5. A newspaper
6. A legal document
7. An examination question
8. A popular novel
9. A letter from a friend (*)

(*) Extracted from L ib r a r y  ( in s ti tu tio n ) , Microsoft® Encarta® Online 
Encyclopedia, 2004
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10. A simple recipe
Some students like to read the whole text quickly for the 

general idea. Others like to start at the beginning and read sentence 
by sentence carefully. You can choose the best way for you to start 
reading a lesson. You probably need to read the lesson more than 
one time. When you come to a word that you don’t know, read the 
sentence again and again to help you remember the word. It is not 
necessary to memorize sentences or paragraphs. That is not the way 
to study reading.

If the text is very difficult for you, read the first paragraph two 
or three times, then the second, and so on. Then read the whole text 
from beginning to end. Then you might read it all again if you want.

B. Word forms: Adjectives 
Suffixes
The suffixes -ive, -ous, or -al can be added to the end of some 
words. When you add these suffixes to a word, the new word 
becomes an adjective.
Practise making adjectives b_. adding the suffixes -ive, -ous, or-al 
to the following words, then fill the gaps in the sentences below.

Verb Adjective Noun Adjective

co-operate ________  accident _______
prevent ________  centre -----------
create ________  courage
attract ------------  fame

music _______
politics ________



c o a s t

mystery
nation
danger

1. As libraries grow continually in size and complexity,
human relations, staff consultation and 
participation will be a sure means of securing a more 
contented and___________staff.

2. Some special libraries in Africa serve government
officials in ___________capacities.

3. Los Angeles is a ___________city.
4. Baseball is the ____________ sport in the United

States.
5. CARE and Oxfam think that._________ medicine is

better than helping people after they are sick.
6. Late at night we heard a _________ noise outside the

window.
7. Our parents wouldn’t let us go rock-climbing. They

thought it was too__________and that we might kill
ourselves.

8. We caught our train at the__________ station.
9. ‘What sort of a job are you looking for?’.

‘Oh, something____________- you know, working in
films, television, design, advertising- that sort of thing.’

10. It w as___________ ! I didn’t drop the vase on purpose.
It just slipped out of my hand.
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11 . The Beatles are one of the m o s t___________ P°P
groups of all time. Very few people have never heard of 
them.

12. Mozart developed his ____________  talents at a very
young age.

13. The troops were extremely ____________ during the
battle.

14. ‘What’s the new boss like?’
‘She’s tall, dark and very____________ . She looks

more like a film star than a bank manager.’

C. Articles: The articles a and the
•  a is used:

a) to indicate cost, speed, or frequency:
thirty pence a kilo 
three times a day

b) for certain numbers:
a hundred; a thousand; a couple; a dozen

•  the is used:
a) when talking about a known object:

I’ve just washed the motorbike (= our 
motorbike, or this motorbike)
Where’s the cat? (= our cat. or the cat that is 
usually here)

b) in a general sense, with musical instruments:
Can you play the guitar?
I like listening to the piano.
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* But note: I’ve just bought a guitar and a piano.
•  Usually, no article is used:

a) with abstract nouns (life, beauty, love. etc), 
languages, and academic subjects (history, latin. 
etc):

Life isn’t always easy.
Latin is a difficult language to learn.

b) with materials (wine, coal, sugar, etc) when they 
are considered in a general sense:

Glass is a difficult material to cut.
Gold is very expensive at the moment.

* Note the difference between:
They were looking for gold. (= any gold) 
They found the gold. (= the gold they were 
looking for)

c) before school, home, work, church, bed, and 
hospital in certain expressions:

We went to church 
She’s at home

Write a. the. or no article to complete these sentences
1. 1 don't see him often, only once or twice_____month.
2. Mary’s not a t______office. 1 think she’s gone______

home.
3. W here's______dog? I want to go out for______ walk.
4. The machine is made o f_____ copper and______ steel.



5. Would you mind waiting for______e u u | j i c  u i  i i h h u i c s .

6 . 1 think______ piano is one of the easiest instruments to
play.

7. Do you like_______wine? No, I don’t drink_______
alcohol.

8 . Coal is sixty dollars________ton at the moment.
9 . | like_______tea with________ milk in it.
10. When he was nineteen, he joined_______army.

♦ Building Vocabulary Skills 
A. Vocabulary review

Match the words in column A with their meanings in column B.
A B

full-time a. ability
retrieve b. person who works for somebody or for
skill a company in return for wages

employee c. find again or extract (stored

employer information)

competence d. ability to do something well

bulk e. person who helps

circulation f. for or during the whole of the working

assistant
day or week

volunteer g- person or company that employs others
h. person who offers to do something 

without being compelled or paid
i. great quantity
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j. passing of something from one
person or place to another

B. Context clues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b, c and d. These 
words are from unit 4. (Do not use your dictionary.)

1. The existence of life on the planet Venus is debated.
a. nature
b. value
c. presence/actuality
d. product

2. Some experiments have demonstrated that in a vacuum 
light objects fall just as fast as heavy ones.

a. proved/showed
b. disproved
c. marched in the street waving banners
d. voted in favour of

3. Congruence is a concept used in Geometry.

4. We anticipate a heavy demand for higher education in the 
near future. ,

a. hope for
b. prepare for
c. predict/foresee

a. proof 
c. procedure

b. idea
d. conclusion
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d. already know about
5. These books will satisfy the knowledge-requirements of 

this subject.
a. fulfil b. be pleasant
c. help d. promote

6 . The education of children is not complete if it does not 
take into account their physical needs.

a. good b. excellent
c. quite full d. athletic

7. Discussion with other students is regarded as an integral 
part of higher education.

a. believed to be
b. hoped for
c. promoted
d. grown

8 . The overall appearance of Andrew's garden is very 
pleasant.

a. a garment worn by the gardener
b. the upper part
c. entire/general
d. day-time/under the sun

9. There are several universities in Melbourne.
a. a few/more than one
b. many/a large number
c. not many/very few
d. seven

66



0. Six plus two plus twelve make a total of twenty.
a. number b. conclusion
c. aggregate d. answer

1. Andrew's loan from the bank is overdue.
a. expensive
b. for a very large amount
c. past the date it should be repaid
d. able to be renewed
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UNIT 4

LIBRARY AND INFORMATION MARKETING

♦ Pre-reading
1. What do you understand by the word ‘marketing'?
2. Give examples that illustrate this concept.
3. What do you understand by the word 'marketing' in 

terms of 1 ibrarianship and information?
4 Gi\e examples that illustrate this concept.

♦ Reading
In the current economic climate, libraries and information 

services, as well as the general business community, are facing a 
major problem-survival. Justifying their existence and 
demonstrating that the work they do is useful and essential for the 
success of an organization in a competitive environment, feature 
high on the list of priorities of library and information unit 
managers. Managers must devise strategic plans which take into 
account all the factors influencing their survival.

At the center of the strategic plan is the issue of the service 
offered to the users or customers. This is where the concept of 
marketing features in the library management strategv. Since no 
service is effective if the potential customer does not use it. it is 
essential to make use of the marketing concept to encouraee users.

This has not always been obvious, however. Traditionallv.
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librarians have not needed marketing strategies because they 
seemed inappropriate in what was essentially a service industry. 
People used libraries as a matter of course, because the need was 
there. It never occurred to librarians that potential users were 
everywhere, to be tempted and enticed into the library.

Marketing as a concept is increasingly popular with 
information professionals. But is this just a fad? Or will it be taken 
abroad and combined with the management practice of libraries 
and information units? Hopefully it will become an essentia] 
feature of every information-centered course.
What is marketing?

Before we actually examine the concepts of marketing in the 
management of a library and information service, w'e must define 
marketing. The Chartered Institute of Marketing defines it as 
follows:

Marketing is the management process responsible for 
identifying, anticipating and satisfying customer requirements 
profitably.

Arthur Sterngold defines it for a library and information 
service environment:

Marketing is a planned approach to identifying, serving and 
gaining the support of specific user groups in a manner that furthers 
the goal of specific user groups in a manner that furthers the goal of 
the information service and the organization. Perceptions of 
marketing differ. It is often thought of as selling or advertising or 
promotion of services and products, although not often as a 
complete concept. Sometimes it is even considered sinister, 
exploitative and manipulative, conning people into buying things 
that they do not actually need.



Marketing is actually made up of four basic functions. This 
marketing mix is often known by marketers as "the four Ps”. 
These are:

Product
Price
Promotion
Place (or distribution)

Relating this to an information and library service is not too 
difficult. We can all see that the product is the service that is 
offered, whilst the price may be an actual cost to users if it is a 
service which charges or perhaps the cost to a company to maintain 
its information service. Newsletters, leaflets and persuading the 
director may all be regarded as promotion, and the place is the 
actual location and the distribution of the service offered.

The marketing mix forms the basis of the marketing strategy of 
an organization with relevant attention being paid to an area of the 
mix to ensure the balance is correct for a particular marketing 
scenario.

Marketing planning
The marketing plan is an essential part of a corporate plan, and 

thus when formulating this plan we have to address the direction or 
overall strategy of the organization. Effective planning for 
marketing requires very specific objectives or goals. These 
objectives and goals must be developed in order to meet targets. 
All objectives must be specific and measurable and have a time 
limit. A marketing plan is a program to achieve objectives. For 
example, a library could set the goal of increasing usage from 400 
inquiries per month to 600 per month by the end of the year.



The market analysis
A market is a group, whether internal or external, to whom the 

library or information service would like to offer a service for some 
kind of “exchange”. Since marketing is basically an activity which 
is concerned with the satisfaction of needs and wants, it is 
necessary to understand the needs, and offer the services or 
products which satisfy those needs. But marketing does not end 
there; it is also necessary to inform the target market of the needs 
and sometimes create a desire for the need.

Libraries operate in several markets, but since it would be 
impossible to serve everyone, libraries have to target particular 
sections of the total market. In other words libraries have to 
“segment” the market and aim at a particular segment, offering 
“differentiated” services to this group. By carrying out market 
research and analyzing the size and type of market, user 
characteristics and factors influencing information about the 
market can be learned.

Analyzing the markets will reveal many opportunities open to 
the library or information unit. A SWOT (strengths, weaknesses, 
opportunities and threats) analysis, will iuentify all external factors, 
as well as internal factors, which can affect the success of the 
organization.

When the strategic marketing decisions have been made and 
objectives have been set. the next stage is to apply the tools and 
techniques of the marketing mix to the marketing of the service.

Product
What is a product? A product is anything which can meet a 

need, demand or want. A service is also a product. In a library or an
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information unit, one could argue that the product is ultimately 
information, although it could be presented in many different 
formats. Products provide a means to satisfy needs. And so the 
importance of market analysis is now clearly evident. Since needs 
change over a period of time, products need to be developed to 
satisfy the changing needs.

All products pass through successive stages, and this is known 
as the product life cycle. The stages are divided into four sections, 
known as introduction, growth, maturity and decline. By 
identifying the particular stage the product is in, decisions can be 
made on whether to introduce new products.

Price
Until recently, the issue of price did not affect many libraries, 

apart from making peripheral charges for overdue books, or for 
photocopying. More recently it has become much more common 
for libraries of all descriptions to make charges, including back 
charging to departments in their company. Thus the issue of price is 
far more relevant than it appears to be at first.

Promotion

Promotion is probably the most visible part of marketing, and 
indeed many people think that promotion IS marketing. Essentially, 
the purpose of promotion is to communicate. A library or 
information unit may have many publics, which will include 
external and internal influences on the library. They can be users, 
governments, associations, suppliers, supporters or emplovees.

The primary target for the promotion campaign of a library will 
always be its users and potential users. The aim is to encourage
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usage, and for those who already use the service to keep on using 
it. Other objectives may include influencing professional standards 
and regulations and increasing funding.

There are various techniques and tools which can be used in a 
promotional plan, known as the promotion mix: advertising, sales 
promotion, personal (direct) selling, direct marketing, exhibitions, 
publicity and public relations.

The promotion plan
Some fundamental questions need to be asked before 

formulating the promotion plan:
1. Who are the present users or influencers?
2. Who are the potential users?
3. What are their needs or what do they think their needs are?
4. Where are they located?
5. How do we reach them? What is the best medium to use?
6 . What are we going to say?
7. Why should they use our service and not that of the 

competition?

Place/distribution
This is the process of getting the products or services to the 

users or potential users. This includes the actual library or 
information unit location and other services such as mailing the 
information, faxing, telephone query handling and providing an 
online database. A lot of decisions in this function are influenced 
by the funding available and charges levied for the services.* 1

(*) Adapied from Jobber. D. (1998) P r in c ip le s  a n d  P r a c tic e  o j M a r k e tin g  (2nd 
ed ). London: McGraw-Hill Publishing
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♦ Working with vocabulary 
A. Focus on the reading

Choose the best word or phrase for each sentence. Use each word
or phrase only 
passage.

once. They are in sentences from the reading

existence concept demonstrating anticipating
satisfying complete overall regarded

several total overdue advertising
potential

1. Justifying their and that the
work they do, is useful and essential for the success of an 
organization in a competitive environment, feature high on
the list of priorities of library and information unit
managers.

2. Since no service is effective if the potential customer does 
not use it, it is essential to make use of the marketing 
 to encourage users.

3. Marketing is the management process responsible for
identifying, ____________ and ___________  customer
requirements profitably.

4. Perceptions of marketing differ. It is often thought of as
selling or advertising or promotion of services and products, 
although not often as a ___________ concept.

5. Newsletters, leaflets and persuading the director may all be
__________  as promotion, and the place is the actual
location and the distribution of the service offered.
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6 . The marketing plan is an essential part of a corporate plan,
and thus when formulating this plan we have to address the 
direction o r___________ strategy of the organization.

7. Libraries operate in ___________  markets, but since it
would be impossible to serve everyone, libraries have to 
target particular sections of the__________ market.

8 . Until recently, the issue of price did not affect many
libraries except to make peripheral charges fo r_________
books, or for photocopying.

B. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each word 
or phrase only once. These words are in different sentences.

complete overall total anticipates
several overdue existence demonstrated
concepts late satisfies regard

1. Do you believe in the of ghosts?

2. The assistant the washing-machine to
customers.

3. He can't grasp the basic of mathematics.

4. Nothing him : He's always complaining.
5 . We your action as a crime/as criminal.

6 . When will the work be ?

7. There's been an improvement recently.

8 . Twilight merges into darkness.
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9  she all her mother's needs.

10. There have been________retirements in my office recently.

11. These bills are_____________ ■

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false.
1. The four Ps of the marketing mix are: Product. Policy, 

Promotion. Place.
2. The word 'marketing' means much more than advertising 

alone. Experts in marketing often speak of 'the marketing 
mix' or 'the four Ps: Product, Price, Promotion and Place (or 
Distribution)'.

3. One reason why marketing is important for libraries is that 
without it they may not even survive.

4. Survival is a minor problem for libraries.

5. It is not the aim of marketing to sell something to people 
who do not need it and do not want it. Instead, one of the 
aims is to find out what people need and want, then to 
provide those needs and wants and inform the people how to 
access them.

6 . Marketing is not a management process.

7. To be effective, the objectives or goals of planning for 
marketing should be very general.

8 . The Chartered Institute of Marketing has defined marketing 
as "the management process responsible for identifying.
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anticipating and satisfying customer requirements 
profitably'.

9. In order to work out the way forward for a library (or any 
other organization), sometimes a 'SWOT' test is done - 
strengths, weaknesses, opportunities and threats.

10. 'Product life cycle' has four stages: introduction, growth, 
maturity and decline.

11. The acronym SWOT stands for "system, weakness, 
opportunities and threats".

12. The "product life cycle" consists of three stages.
13. The matter of Place (Distribution) refers to such matters as: 

where the library is situated, where its users live, work or 
study; and what problems they might have in accessing the 
library.

B. Comprehension questions
Answer the questions about the reading.

1. What major problem does the writer of this passage mention 
in connection with libraries and with business generally?

2. What are "the four Ps" of marketing?
3. Who or what bears the main cost of public libraries?
4. Why is it important to encourage people to use libraries?
5. According to the Chartered Institute of Accountants, and 

also Arthur Sterngold, does marketing serve the institution 
or does it serve the client/customer?
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6. Which of the following items might have a central place in a 
list of objectives in a library marketing plan?

(a) To encourage reading among the general population.
(b) To increase actual usage by 25% within the following six 

months.
(c) To compose, print and distribute a promotional leaflet to all 

households within the city before 30 September.

(d) To improve the appearance of the library.

(e) To install 20 operating computer terminals before 15 
October.

(f) To measure client expectations.

(g) By the use of a questionnaire distributed to all local 
residents before 31 August, to gauge the level of interest in 
the library and their specific expectations and desires in 
terms of types of books etc. and of library facilities.

(h) To liaise regularly with local councillors regarding funding.

7. What kind of "product" is provided by a library?

8. Name any four of the "publics" of libraries.

♦ Further practice
A. Discussion

1. What do you think about marketing for librarianship and 
information in Vietnam?

2. Give examples that illustrate your opinion.
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B. Guided writing
Composition topic: Marketing and public libraries
1. Make a list of the kinds of people who do not regularly use 

public libraries but who might benefit from using them.
2. Suggest a few ways of convincing them to do so.
3. What other people need to be convinced of the importance 

of libraries? E.g. those who provide funding.
4. Now write a composition on the above topic. (Include the 

terms ‘the four Ps’ and ‘SWOT analysis’ in your 
composition.

♦ Further reading

THE IMPORTANCE OF MARKETING IN LIBRARIES

Concept of Marketing Library Services
The history of marketing library services began long before the 

concept was born. Samuel Swett Green in his often quoted speech 
at the ALA Conference in 1876 advocated improved personal 
relations between librarians and readers. It could be said that 
today's marketing of library services has its roots in parts of the 
USA and Northern Europe, in countries with few illiterates and 
more money, libraries, and library schools than the rest of the 
world. This certainly does not mean that the idea of libraries 
reaching out to "the common man" has not occupied librarians in 
other parts of the world.
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Basic Steps for Marketing Library and Information Services
Libraries and information centers of all types and sizes are 

faced with the need to market. Librarians and information 
professionals must learn to effectively market and advertise their 
services.
Competition for customers - Libraries are part of a highly 
competitive service industry. Competition comes from mega
bookstores, online book dealers, consultants, the Internet, and 
individuals who feel they can go it alone. Libraries are no longer 
the only information show in town. Free web access to information 
is here to stay and non-library and fee access information providers 
will not hesitate to market to library customers.
Competition for resources - Libraries of all types have to compete 
with other organizations or departments for funds. Public libraries 
have to vie for public monies that provide for their existence. 
Special libraries find their funding is frequently targeted during 
parent organization budget cuts. Marketing library services benefits 
the bottom line.
Maintain your relevance - Libraries need to market themselves to 
remain connected with their communities and have some bearing 
on real-world issues and present-day events.
Stop being taken for granted - Libraries need to convey what is 
unique about the access and services they provide. Neither 
customers nor librarians can assume that libraries will always be 
available.

Promote an updated image - Librarians are not perceived as well- 
trained. technologically savvy information experts. Most customers 
do not see the demanding information management responsibilities 
of a librarian.
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Visibility - Librarians are not on the radar screens of many people 
who think of themselves as information literate. People who are in 
positions to employ librarians are not reading much in their 
professional literature about a librarian's value.
Valuable community resource - Libraries are and should be 
viewed as essential and valuable community resources. People 
need to be made aware of the services and products that are 
provided and their comparative value. Librarians should be the 
resource that the local power structure goes to for information. 
Rising expectations - Library users expect recognition, attention, 
and appreciation for their individual information needs. Customers 
also have ever-changing needs and wants, which makes the library 
market as dynamic as retail markets. Marketing helps to create an 
environment in libraries that fosters customer consciousness among 
employees.
Survival - Libraries depend on the support of others for their 
existence. A library must communicate and work with its 
customers and governing/funding entities to provide information 
about what the library is doing and to enable the library to learn 
about the community it serves.
Beneficial to library image - Effective marketing can among other 
things: increase library funds, increase usage of services, educate 
customers and non-customers, change perceptions, and enhance the 
clout and reputation of the library and its staff (Steadley, 2003).

Difficulties to Marketing Library and Information Services
Most librarians do not market their libraries, do not know how to 
market, or do not know how to do it well.
Old models - Many librarians work on the old model of existence



by mandate.
Students should use library databases to locate quality information 
for their papers.
Facult\ should send their students to librarians for assistance. 
Children should be brought to the library to learn about books. 
Middle managers should tap into the corporate library for 
information.
Humility - Too often librarians wait for others to notice that they 
are doina a good job. Librarians may be reluctant to capitalize on 
their strengths and knowledge, while the general public often does 
not see the value that information professionals could bring to 
sophisticated information challenges.
Myth - There is a belief that libraries do not need to be promoted in 
am special way because their importance to society should be 
apparent to all.
Old expectations - Librarians and libraries are limited by their 
traditional image; that libraries offer books for lending and provide 
programming for children, but do not contribute to more
sophisticated information needs.
Lack of training and education - Often librarians do not promote 
library services well as a result of lack of training and knowledge 
of marketing tools and techniques. Although marketing is today 
more widely discussed and accepted professionally than in the past 
this acceptance has not necessarily resulted in more marketing 
classes in library schools' curricula. Despite the growing literature 
on library marketing, there remains a lack of familiarity with the 
total marketing concept among librarians.
Confusion - There is confusion about what the term marketing 
means. Much of this has to do with the interchangeability of terms
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such as 'promotion', 'public relations', 'publicity', and 'marketing'. 
There is also confusion about marketing libraries. The perception is 
that marketing is a business tool and not applicable to library 
settings.
Fear - Librarians are often reluctant to borrow from the private 
sector. They have a fear of commercial publicity and see marketing 
as manipulative, a waste of time and resources, and unprofessional. 
Passive vs. active stance - Rather than selling the library on its 
value and letting people know what the Library and Information 
Center offers, librarians often wait for customers to come to them. 
Rather than pushing out responses to anticipated information needs 
to customers, librarians wait for customers to stop by the facility or 
stumble across the library web site.
Complex and complicated task - Marketing is a complicated 
problem for libraries because of their wide range of products and 
services from books to Internet access, and an extremely diverse 
audience that ranges from children to seniors, public officials to 
business people, and students to faculty, etc.
Money and attitude - Lack of funds is often used as a reason or 
excuse not to market. However, marketing library services is not 
simply a matter of spending dollars on promotion and advertising. 
Marketing is also a matter of improving the customer's experience 
of library services. The attitude of the library director and the staff 
as they interact with customers is what shapes customers' 
experiences and 'markets' the library to those customers.1 1 (*)

(*) Adapted from Kumbar, R. D. (2004) E le c tro n ic  J o u r n a l  o f  A c a d e m ic  a n d  

S p e c ia l  L ib r a r ia n sh ip . The Importance o f Marketing and Total Quality 

Management in Libraries, v.5 no.2-3.



L A N G U A G E  F O C U S

A. Word forms: Adjectives 
Suffixes
The suffixes -ly. -ish, ic, or -able can be added to the end of some 
words. When you add these suffixes to a word, the new word 
becomes an adjective.
Practise making adjectives by adding the suffixes -ly, -ish, ic, or- 
able to the following words, then fill the gaps in the sentences 
below.

Verb Adjective Noun

accept artist
rely value
count day
enjoy child

week
optimist
month
reason
friend
pessimist

Adjective
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1. He was a very ____________  person and was always
expecting the best to happen.

2. Don't ask James to do it, he's not very___________  The
last time we asked him to help up, he didn’t even turn up.

3. Is this proposal__________ to you?
4. Your daughter’s going to be a painter. Mrs Green. She's

very __________.
5. Books are ________ things, and we must treat them with

care as good friends.
6. Tennis is an __________ sport.
7. T h e  T i m e s  is perhaps the most famous __________

newspaper in Britain.
8. Don't be so ___________.
9. Peter is not____________about the outcome.
10. You should pay the house rent____________.
11. We decided to take the flat because it was quite big. in a

good position and the rent was very____________.
12. We have a ____________newspaper in this town.

13. He is very___________.
14. Metre, litre and kilo are___________nouns.

B. Word formation: Compound Nouns 
Form
Compound nouns are very common in English. We make a 
compound noun by putting two or more separate nouns together to 
make a new noun. Some compound nouns are written as one word.
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Others are written as two words, or are hyphenated. Unfortunately 
there are no rules.

Ex: a bedroom
a computer software shop 
face-lift

A compound noun is often a combination of noun and noun, gerund 
and noun, and noun and gerund.

Ex: telephone box
weight-lifting 
waiting-list

In a compound noun there is a headword and one or more words 
that define the headword. The headword always goes at the end.

Ex: tennis-ball
It is a ball. What kind of ball? A ball for 
playing tennis.

Pronunciation
In compound nouns the stress is usually on the first noun 

• • •

Football boots a coffee cup winter clothes

Match the words in column A with the words in column B to make 
compound nouns.

A B
1. driving a. worm
2. swimming b. book



3. dining
4. weight
5. fish
6. oil
7. skating
8. reading
9. chess
10. library
11. card
12. reference
13. book

c. index
d. manager
e. table
f. lamp
g. farm
h. mine
i. ring
j. board
k. lifting
l. costume
m. licence

C. Adjective + Preposition
Follow-up
Complete the sentences below using the following adjective + 
preposition phrases:

polite to 
good at 
surprised at 
afraid of

keen on 
tired of 
worried about 
disappointed 
with

kind of 
annoyed with 
typical of 
different from

satisfied with 
interested in 
wrong with

1. My home town looks very 
years ago.

what it did 25



2. I'd rather not walk home alone.You see, I 'm _________the
dark.

3. Joe is very___________ his new computer. It's the second
time it's broken down.

4. Don't ask me to play squash. I'm no_________ ball games.
5. I’m a bit __________  Susan. She’s been looking quite

depressed recently.
6. When I told him that I’d scratched his car, 1 thought he was

going to get really_________ me.
7. I wouldn’t say that Robert is just _________  football. I’d

say he was football mad.

8. Haven’t you got any other records? I’m _________
listening to this music.

9. My driving instructor said she isn’t ___________  my
progress and that I'll have to have a lot more practice before 
I take my test.

10. Ruth is __________ a carreer in tourism when she leaves
school.

11. Thank you. It was very___________ you to drive me all the
way home.

12. A shop assistant always has to b e__________ the customers
-  even when they are rude to her.

13. So John has forgotten your anniversary again? That’s
absolutely__________ him!

14. What's __________  the car this morning? Why won’t it
start?
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15. It was only a cheap restaurant nut we were_____ how
good the food was.

♦ Building Vocabulary Skills
A. Vocabulary review

Match the words in column A with their meanings in column B.

A B
1. readership a. complicated and refined
2. private b. use. work or develop
3. image fully

4. exploit c. a country with a highly

5. sound organized economy

6. enhance d. number of readers of a 
newspaper, periodical,

7. reputation book, etc.
8. integral e. what is generally said or
9. participate believed about the
10. dual abilities, qualities, etc of

II. developed country somebody/something.

12. developing country f. having or containing all

13. sophisticated parts that are necessary 
for completeness

g- take part or become 
involved (in something)

h. double
i. full and complete
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j. increase (the good 
quantities of 
somebody/something)

k. general impression that a 
person, firm, product, 
etc gives to the public

l. a country which is trying 
to become economically 
advanced

m. belonging to or for the 
use of one particular 
person or group only.

B. Context clues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b. c and d. These 
words are from unit 5. (Do not use your dictionary.)

1. In Australia it is common for the working day to begin at 9
a.m. and finish at 5 p.m.

a. unusual
b. unfortunate
c. not very nice
d. usual

2. The total cost will be S500. including delivery to your 
house.

a. not counting b. counting
c. closed in d. also
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3. E-mail allows us to communicate quickly with people all 
over the world.

a. enables b. prevents
c. causes d. helps

4. Ancient history is of great interest to me.
a. providing money/income
b. giving pleasure
c. value
d. trouble

5. David asked me for a loan of my book on Library Science.
a. price b. copy
c. borrowing d. page

6. At the museum there was an exhibition of ancient 
Vietnamese art-works.

a. sale b. show
c. collection d. throwing away

7. We requested the pianist to play one of Chopin's 
impromptus.

a. asked b. demanded
c. prevented d. required

8. At the end of his article, the writer summarized his main 
points.

a. repeated in detail
b. re-stated in very short form
c. re-stated in a longer form
d. assessed
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UNITS

SERVICE IN THE LIBRARY

♦ Pre-reading
1. Name some types of library service that you have known.

2. What are these types of library service like? If possible give 
examples to illustrate them.

♦ Reading

People are what a library is all about. A library serves all who 
use it and reaches out to all who don't or can’t. That is what the 
materials in a library, and the people who work there, are for.

It is common for a public library to have story hours for 
children, including pre-schoolers. There are also picture books for 
them to page through, filmstrips and films to watch and records to 
listen to. Children can see an exhibit of dolls or mobiles, watch a 
puppet show, or take part in an art contest. Some public libraries 
even have educational toys to play with and to take home. Tables, 
chairs, and shelves in the children’s department are built to a 
smaller and more convenient scale. Children’s librarians introduce 
children’s books to parents and help children choose books that are 
right for them. Sometimes story tellers are sent out into a 
community, and children in some places can use the telephone to 
have a story read to them.
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For those attending school, there is the school as well as the 
public library. Books and. where these are available, records, even 
cassettes and cassette players, can be taken home.

Study booths and tables allow youngsters to work alone or in 
groups. Screening rooms in some libraries are for viewing films, 
filmstrips, and videotapes. For sound tapes and records there are 
usually special listening areas.

From secondary school, young people are served by many 
kinds of libraries. Many public libraries have young adult sections 
with books and other materials of interest to young people. Young 
adult librarians plan film programs, pottery or karate or origami 
workshops and discussions on topics that concern the young in the 
particular community. In a few school and academic libraries, a 
student can dial in to get a foreign language lesson or hear a lecture 
that has been stored in an information retrieval bank. Research 
libraries, when not part of a university, usually do not loan their 
materials. But all types of materials can be checked out from many 
other libraries. What can not be checked out can often be borrowed 
through interlibrary loan or photocopied. Many libraries have 
photocopying machines (copiers) for people to use. There may also 
be machines called microfilm, microcard and microfiche readers. 
With these, a person can read books, magazines, and newspapers 
that have been photographed and much reduced in size.

Adults too are served by many kinds of libraries. Film 
programs and discussion groups, concerts and plays held in library 
auditoriums and art exhibitions are often planned. In many places 
women's groups, business management groups, labor groups and 
others can request materials and conference rooms for meetings. 
Librarians provide materials and guidance on recreation, income 
tax. travel, health, and retirement. Adults who do not speak the
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language of the country well or who have little schooling can 
attend special programs at public libraries. Public librarians also 
reach out with books and services to such places as schools, 
nursing homes for the elderly, jails, factories, union halls and 
housing projects. In special libraries, librarians not only find 
information for company workers but also often summarize this 
for them.

For people of all ages, there are librarians specially trained to 
answer questions or help people get materials. There are also 
reference books such as encyclopedias to use in finding 
information without help. Finding out is easier for people interested 
in special subjects, because library collections are arranged by 
subject. Library interiors are designed to be inviting and 
comfortable for reading, listening, viewing, and studying. Special 
devices such as wheelchair ramps are installed for the physically 
handicapped. Many public libraries are community centers with 
local artists showing their work or community leaders giving talks. 
A public library in the city has branch libraries and bookmobiles.

For people in the country there are books by mail, 
bookmobiles, book sleds, book boats, book trains and even book 
planes; “talking books” and the record players to use them are sent 
to the blind. So are magazines and books in Braille, as well as 
books with large type for people with poor eyesight. Libraries 
reach out to help deaf, sick, poor, and forgotten people. A library in 
ancient Egypt was called “the healing place of the soul”. That goes 
a long way towards explaining the why of a library.(,) (*)

(*) Extracted from L ib r a r y  ( in s t i t u t i o n ), M icroso ft®  Encarta® Online 
Encyclopedia, 2004



♦ Working with vocabulary 
A. Focus on the reading

Choose the best word or phrase for each sentence. Use each word 
or phrase only once. They are in sentences from the reading
passage.

loan exhibitions reaches common
places including allow request
use kinds interest summarize

1. A library serves all who use it and out to all who
don't or can’t.

2 . It i s _________for a public library to have story hours for
children,________pre-schoolers.

3. Study booths and tables___________ youngsters to work
alone or in groups.

4. From secondary school, young people are served by many 
 of libraries.

5. Many public libraries have young adult sections with books
and other materials o f__________ to young people.

6 . What can not be checked out can often be borrowed through
interlibrary___________or photocopied.

7. Adults, too are served by many kinds of libraries. Film
programs and discussion groups, concerts and plays held in 
library auditoriums and art__________are often planned.



8 . In many places women’s groups, business management
groups, labor groups and others can ___________ materials
and conference rooms for meetings.

9. In special libraries, librarians not only find information for
companv workers but also often___________ this for them.

B. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each word 
or phrase only once. These words are in different sentences.

reach kind interest common
loan including allow exhibition
many requested summarized

1. We must____________ out to those in need.

2. Is this word in ____________ use?
3. I'm asking for a ___________ - I'll pay you back.

4. There's a n ___________ of pottery-making at the fair.

5. Visitors are___________ not to touch the exhibits.

6 . His talk___________ recent trends in philosophy.

7. There are eight.___________ the children.

8 . My boss doesn't___________ me to use the telephone.

9. They differ in size but not in ___________

10. The exhibition stimulated in the artist's work.
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♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false.
1 • Public libraries often cater for the needs of children, 

including pre-schoolers.
2. It is not part of a librarian's duties to teach students how best 

to use a library.

3. Research libraries that are not connected to universities 
usually lend their materials.

4. For people in the country, libraries sometimes distribute 
books by mail, train, boat etc.

5. Concerts, plays and art exhibitions are often organized in 
some kinds of libraries.

6 . Public libraries and community centers are quite separate 
organizations, kept quite apart.

7. If a particular book cannot be found in a library, it is often 
possible to get it through inter-library loan.

B. Comprehension questions
Answer the questions about the reading.
1. What, according to this passage, are libraries "all about"?
2. List at least four ways in which a children's section might 

be different from other parts of a library.
3. Name two activities for which separate booths or small 

rooms might be provided in school libraries.
4. How would you read a microfilm?
5. Name at least three places (outside the library itself) to
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6 . What are "talking books"?
7. What is a "bookmobile"?

♦ Further practice
A. Discussion
1. Name some types of library service in Vietnam that you 

have known.
2. Explain these ty pes of service if possible.

B. Guided writing
Composition topic: A day in the life of a librarian
1. Make a list of six different things a librarian might do in 

one day.
2. Now write a short composition on the above topic. Use 

mainly the past tense. E.g. She helped a client to find a 
book on C.14 Chinese pottery.

♦ Further reading

SERVICES FOR PEOPLE WITH DISABILITIES 
IN THE UNITED STATES

Until the 1960s very few libraries offered services specifi
cally designed for people with disabilities. Since then, however, 
many libraries have made significant modifications to their 
buildings and to their collections in an effort to provide the
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disabled community with access to library resources and services. 
For instance, libraries now serve the needs of the visually impaired 
with reading materials printed in the Braille system (a system of 
raised dots that can be read by touch), books on tape (audio 
recordings of books, commonly known as talking books), and 
large-print magazines and books for users with limited sight.

In the United States, the passage in 1990 of the Americans with 
Disabilities Act (ADA) led to significantly greater access to library 
resources for people with disabilities. The ADA provided disabled 
persons with protection against discrimination and guaranteed them 
access to public services and accommodation. Libraries complied 
with the law by, among other things, adding entrance ramps and 
elevators to provide wheelchair users greater access to library 
buildings. They also widened aisles in the book stacks to allow 
these same patrons easier access to library materials.

The Library of Congress’s National Library Service for the 
Blind and Physically Handicapped issues a catalog of recordings on 
compact disc and cassette. It also lists books available in large-print 
and Braille editions. A cooperative network of libraries throughout 
the country circulates these materials to make them available to as 
many users as possible. Libraries in the United States have also 
assisted with the development of Radio Information Service, a 
closed-circuit radio reading service for people who are visually 
impaired. Volunteers for this service read newspapers, books, 
novels, and short stories for users via closed-circuit radio.

Modern technology has expanded library services for people 
with impaired vision and hearing. For example, some libraries have 
introduced computers with the Versa Braille system, which 
:ranslates what is appearing on a computer screen into Braille 
:haracters. Some libraries also feature a device called an Optacon.
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which converts print or computer output into a tactile form. To 
read, the user moves the Optacon camera across a line of print 
while interpreting the movements of the tactile forms with the 
index finger of the other hand. The Kurzweil Reading Machine is 
another computer device that libraries provide for visually impaired 
users. It scans a book, magazine, or other printed material and then 
reads it aloud using a synthesized voice. The Reading Edge 
Scanner can also convert printed text into speech. Some libraries 
are equipped with Braille printers, which allow blind and visually 
impaired patrons to make Braille copies of computer-generated 
material. For people with limited vision, some libraries provide 
computers with large keyboards, oversized keys, and monitors that 
automatically enlarge the letters that appear on the screen.

Some libraries provide specialized telecommunication devices 
for the deaf and the hearing impaired, known variously as TTs (text 
telephones), TDDs (telecommunication devices for the deaf), and 
TTYs (teletypewriters). TTY is the most widely used of these 
abbreviations. TTYs consist of display monitors and keyboards that 
allow hearing impaired users to type messages and send them via 
telephone lines to people with TTY displays in other locations. A 
deaf or hearing impaired person can also place a call to someone 
who does not have a TTY by sending a message through an 
operator at a relay service. The operator calls the intended party on 
the telephone and relays messages word for word during the 
conversation. Many libraries also have other special aids and 
materials for the deaf and the hearing impaired, including closed- 
captioned videos, which print written dialog on the television 
screen as it is being spoken.(*’

(*) Extracted from L ib r a r y  ( m s t i iu i io n ) ,  M icrosoft®  Encarta® Online
Encyclopedia. 2004
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L A N G U A G E  FO C US

A. Word forms: Nouns 
Suffixes
The suffixes -ment, -ness or -ity can be added to the end of some 
words. When you add these suffixes to a word, the new word 
becomes a noun.
Practise making nouns by adding the suffixes -ment. -ness and -ity 
to the following words:

Verb Noun Adjective Noun

advertise active
arrange special
disappoint equal
govern ill
manage popular
treat weak

Complete each sentence with a 
1. Libraries need

sad
noun from the list.

because they are
organizations.

2. She found it hard to hide her at not winning an 
Oscar, as she was the hot favourite to win it.

3. There is far too much in the world today. 1
wish there was something you could do to make people
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happier.
4. There was a full-page____________ in today's paper for

the new Jaguar car.
5. He has a __________for cream cakes. He just can't resist

eating them.
6 . Although it is desirable, I don’t think there will ever be true

between men and women.
7. She made an __________ to see her bank manager at 11.30

on Friday morning.
8 . There was a lot o f__________ outside my bedroom

window this morning. The noise woke me up.
9. Do you get free dental__________ in your country, or do

you have to pay for it?
10. The more unemployment rises, the less popular the 

 gets-especially the Prime Minister.
11. H is__________ with television viewers went down

enormously after a newspaper published photographs of 
him beating his dog.

1 2 . ‘Your___________ is a direct result of smoking’, the
doctor told his patient. ‘The sooner you stop, the better.’

13. H is___________ is business administration.

B. Word forms: Infinitives
Depending on the construction, infinitives are used with or without 
to:

It’s time to go.
Did you see the accident happen?
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The infinitive is used:
a) after certain verbs, nouns or adjectives:

I decided to stay at home.
b) to express purpose:

He drove to the airport to meet his sister.
c) after it + to be + adjective / noun. This sometimes 

uses of you, of him, etc:
It was kind of them to lend me some money.

Complete the sentences with an infinitive using the following 
verbs. Be sure to use the correct tense:

leave do rest hand
see ask pay learn
get hear

1. I phoned Megan________ about her holiday.
2. The boss let her_________early.
3. I was made________back the money.
4. The gunman made the cashier________over the money.
5. It's difficult_________ English.
6 . I've got some homework________ .
7. I expected _________higher pay.
8 . He stopped for a minute_________ .
9. I was surprised ___________you say that.
10. Is there anyone else_________?



C. Sequencing
Arrange the following sentences in a way that sounds logical.

a. Some public libraries also maintain information hotlines 
staffed by reference librarians who provide brief answers to 
specific questions.

b. In addition, many libraries offer public information and 
referral services, which direct users to nonprofit community 
groups that address particular needs.

c. Large public libraries employ professional reference 
librarians who assist users in finding information.

d. Users can generally access these information hotlines via 
the telephone, e-mail, conventional mail, or fax.

e. Reference librarians are specially trained in research 
techniques that allow them to use the library's resources 
most effectively.

♦ Building Vocabulary Skills
A. Vocabulary review

Match the words in column A wiili their meaninss in column B.

REFERENCE SERVICE

A B
1. survival
2. nrin ii tvl .  priority

3. perception
4. newsletter

a. ability to see. hear or understand
b. coming from outside (a place.

somebody's mind, etc)
c. on the inside



5. leaflet d. imagined sequence of future events
6 . scenario e. detailed, precise and exact
7. specific f. that can be noticed or ascertained
8 . visible g. printed sheet or paper, usually free
9. internal of charge, containing information

1 0 . external h. informal printed report giving

1 1 . supplier information and regularly sent to 
members of a club, society, etc.

i. state of continuing to live or exist
j. thing that is (regarded as) more 

important than others
k. person or firm supplying goods, etc.

B. Context clues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b, c and d. These 
words are from unit 6 . (Do not use your dictionary.)

1. I offered him $500 for :he old motor bike.
a. demanded
b. sold
c. bought
d. promised to pay (if he would agree)

2. Much knowledge of botany has been built up over the 
centuries

a. that which is known
b. matters of opinion
c. teachings
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d. books and articles
3. Marion is determined to have a holiday in Italy, regardless 

of the cost.
a. no matter what
b. not caring at all about
c. not knowing
d. thinking a great deal about

4. Poor people do not have much opportunity to travel abroad.
a. money
b. time
c. chance/possibility
d. interest/pleasure

5. Discovering a cure for cancer is an enormous challenge.
a. benefit/advantage
b. difficult request/ dare
c. thankfulness
d. step forward/advance

6 . The various different faculties of the university reflect the 
varied needs of the community for educated personnel.

a. represent (as in a mirror)
b. serve/assist
c. paint a picture of
d. are caused by

7. The Sydney Harbour Bridge spans the harbour between the 
City of Sydney and North Sydney.

a. goes under
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b. provides a road for transport
c. travels
d. crosses

8. The British Isles include two separate nations, the United 
Kingdom and the Republic of Ireland.

a. friendly b. opposed
c. individual d. unrelated

9. Different amounts of money are given to different faculties 
in the university.

a. sums b. accounts
c. invoices d. bags

10. If you wish to attend the Library Science Conference in 
October, you must register your name before 15 August.

a. spell correctly
b. write it in the place required
c. obtain government approval
d. change
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SECTION TWO

TYPES OF LIBRARIES

UNIT 6

PUBLIC LIBRARIES

♦ Pre-reading
1. What kinds of people do you think public libraries serve?
2. Name some of the world famous public libraries that you 

have known.

♦ Reading
Public libraries offer their collections and sendees to all 

members of the community. The libraries may range in size from 
one-room facilities in sparsely populated rural areas to large 
multibranch systems that serve millions of people in urban areas. 
Urban public library systems generally maintain a large central 
library in the downtown area as well as several smaller branches— 
known as neighbourhood or community libraries— in the various 
neighbourhoods of the city. Some public libraries provide services 
to rural areas of their communities with bookmobiles, which are 
trucks, trailers, vans, or buses equipped to serve as travelling 
lending libraries.

One important function of some libraries, especial!} the large 
public libraries, is to presene as much as possible of uritten and



other records of knowledge and opinion, for the use of present and 
future generations. Such records will form the basis of much 
research work in history and other fields.

Public libraries strive to keep their collections and services 
open to all members of the community regardless of age, 
citizenship, occupation, economic status, educational level, 
ethnicity, or background. Not all users share the same reasons for 
using a library. For example, teenagers may go to the public library 
after school to study, to use computer workstations, or to socialize 
with friends. Families may use public libraries to gain access to 
recreational materials. Small-business owners may use public 
library collections to conduct research during the initial phases of 
forming a new business. Unemployed people use the collections to 
find information about job opportunities. Recent immigrants use 
the public library to gain language or literacy skills. With such 
diverse needs for information, public libraries face the increasingly 
difficult challenge of developing collections and services that 
reflect the full range of needs in their communities.

Because they serve such a diverse range of people, public 
libraries maintain collections that can span the spectrum of human 
knowledge and opinion. Collections include printed materials such 
as reference sets, paperback novels, biographies, children's and 
young adult literature, histories, newspapers, and magazines. They 
usually also contain photographs, maps, art reproductions, sound 
recordings, and video recordings.

Large public library buildings are organized into different 
sections that focus on specific collections or services. For example, 
most large public libraries divide their collections into different 
departments arranged by subject. Each department is staffed by its 
own librarian or group of librarians. A library may maintain
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separate departments for business >
children’s materials, and government publications. Other typical 
features of large library buildings include reading rooms, special 
galleries for exhibitions, auditoriums for lectures or concerts, 
computer rooms, children's rooms, photocopy rooms, and 
classrooms.

As part of their mission to provide information resources to the 
community, most public libraries allow users to borrow items from 
their collections for limited amounts of time. To be eligible to 
borrow public library materials, a user must register her or his 
name, address, and other basic information with the local library’s 
circulation department, which keeps track of the library’s 
collections. Upon registering, users receive library cards, which 
they must present at the circulation desk when they wish to check 
out books or other materials. Some public libraries have self
checkout machines that automatically record the user’s name, the 
item borrowed, and the length of time the user may keep the item. 
Public libraries typically allow users to borrow most materials for 
two to four weeks, although the borrowing periods may be shorter 
for popular items such as video tapes and best-selling novels.(,)

♦ W orking with vocabulary
A. Focus on the reading

Choose the best word or phrase for each sentence. Use each word or 
phrase only once. They are in sentences from the reading passage.

opportunities * 1

(*) Extracted from L ib r a r y  ( in s t i tu t i o n ) ,  M icroso ft®  Encarta® Online 
Encyclopedia, 2004
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U l  IC1

span
popular
present
register

challenge
knowledge
separate

reflect
regardless of 
amounts

1. Public libraries_________their collections and services to
all members of the community.

2. One important function of some libraries, especially the 
large public libraries, is to preserve as much as possible of
written and other records o f _________ and opinion, for
the use of present and future generations.

3. Public libraries strive to keep their collections and services
open to all members of the community __________age,
citizenship, occupation, economic status, educational level, 
ethnicity, or background.

4. Unemployed people use the collections to find information
about jo b __________ .

5. With such diverse needs for information, public libraries
face the increasingly difficult __________ of developing
collections and services that___________the full range of
needs in their communities.

6 . Because they serve such a diverse range of people, public
libraries maintain collections that can _________ the
spectrum of human knowledge and opinion.

7. A library may maintain________ departments for business
and technology, humanities, children’s materials, and 
government publications.

8 . As part of their mission to provide information resources to 
the community, most public libraries allow users to borrow



items from their collections for limited________of time.
9. To be eligible to borrow public library materials, a user must

_________ her or his name, address, and other basic
information with the local library's circulation department, 
which keeps track of the library’s collections.

B. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each word 
or phrase only once. These words are in different sentences.

offers
register
opinion

regardless of challenges
opportunity knowledge
amounts separate

reflect
spans

1. He continued speaking, ___________ my feelings on the
matter.

2. This jo b _________ prospects of promotion.
3. Reducing the gap between rich and poor is one of the main 

 facing the government.
4. Their actions__________ their thoughts.

5. H is___________ spans many different areas.
6 . His life_________ nearly the whole century.
7. Food was provided in varying___________ .
8 . The children sleep in ___________ beds.

9. You should____________ the house in your name.
1 0 . 1 had n o __________to discuss it with her.
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♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false.
1. Public libraries always have more than one main room.
2. Bookmobiles are sometimes used to bring books to people in 

outlying and rural areas.

3. In most large public libraries, books are organized in subject 
areas.

4. Public libraries try to serve the needs of all sections of the 
community.

5. Newspapers are usually not kept in public libraries.
6 . All public libraries allow some books to be borrowed.
7. People setting up a business may use a public library to find 

information useful for that purpose.
8 . Large public libraries often have neighbourhood branches in 

addition to their large central library.

B. Comprehension questions
Answer the questions about the reading.
1. Name two main differences that you might find between a 

large public library in a major city and a small public library 
in a rural town.

2. Match each of A, B, C etc. with each of (i), (ii), (iii) etc. 
terms of reasons for using a public library.

A. Small businessmen (i) to find out job opportunities
B. Recent immigrants (ii) to find recreational materials
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C. Unemployed persons (iii) to do assignments or homework
D. Teenagers (iv) to learn the local language

E. Families (v) to research business trends
3. What kinds of printed materials are there other than books?

4 . Into what kinds of divisions are most large library 
collections organized?

5. For what purpose are library users often issued with a card?

♦ Further practice
A. Discussion

1. Name some of the public libraries in Vietnam. Describe in 
detail if possible.

2. What do you think of public libraries in Vietnam? (Think of 
their organization, services etc.)

3. Do you think that in the future public libraries in Vietnam 
should be changed to meet the demand of the Vietnamese 
library users? Give your reasons and your suggestions.

B. Guided writing

Composition topic:

Choose one of the public libraries in Vietnam which you know 
well and write a composition to describe it in detail. It should 
include the following components: (i) a brief description of the 
building and its contents, (ii) any changes that have occurred 
over recent years, (iii) suggestions on how it might be improved.
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♦ Further reading

THE NATIONAL LIBRARY OF CHINA

The Library was established in 1909. After the 1911 
Revolution the Library was taken over by the Ministry of 
Education of the Northern Government and formally opened to the 
public on August 27, 1912, which was set as a memorial day for 
the National Library of Beijing. In 1931 the new building of the 
Library was constructed on the west bank of Taiyie Lake in Weijin 
Street.

After the founding of the People's Republic of China in 
October 1949 the National Library of Beijing was renamed as the 
Beijing Library. Premier Zhou Enlai, the first Premier after the 
founding of the People's Republic of China, proposed and approved 
the construction of the new building for the Library, while the 
Library located in Wenjin Street became a Branch Library. The 
new library building located in the western suburb was completed 
in July 1987 and formally opened to the public on October 6 , 1987.

The National Library of China covers an area of 7.42 hectares 
with a floor space of 140,000 square meters. Including the Branch 
Library, the Library has a total floor space of 170,000 square 
meters. 6,000 or 7,000 reader visits are made to the Library's 30- 
odd reading rooms daily.

As a national library, the National Library of China defines its 
responsibilities as follows:

- To accept home publications under the legal deposit 
mechanism, to collect on a comprehensive basis home 
publications in various carriers and foreign publications
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related to the study of China, to collect foreign valuable 
multidisciplinary publications in a selective way.
To offer selective or special literature research and consulting 
service to leading bodies of the Party, government, the 
military and mass organization, key research projects, 
production units and general users; to provide various forms 
of literature service to the general 
public on a moderate scale.
To perform functions as the national bibliographic center by 
editing and publishing national bibliographies, union catalogs 
and library catalogs, undertaking the assignments of ISSN by 
the China Center.
To serve as the national academic center for library science 
research, to sponsor and organize researchers in theory and 
practice of library science, to promote professional exchanges 
among and provide guidance to domestic libraries of varying 
types, to enhance cooperation and coordination for the 
Chinese library community.
To study and adopt modern library technology to foster 
standardization, networking and automation for the libraries 
in the country as a whole so as to play the role of information 
center and networking center in the Chinese library 
community.

To implement relevant cultural agreements on behalf of the 
government, to strengthen its exchanges and cooperation with 
foreign libraries, to conduct international interchange of 
publications and interlibrary loan service, to take an active 
part in academic activities conducted by international 
organizations.



The National Library of China adheres to the principle of 
giving top priority to "library collection, professional work, service 
and users". Reading in the library is one of the main services 
provided by the Library. The lending service is another important 
form of service. Reference personnel with Consulting: The Library 
provides government with consulting in the fields of philosophy, 
science, law, science and technology, as well as selective or special 
literature research, and offers information services such as 
document retrieval.

A complete modernized service system has taken shape, 
including microcopying, xeroduplicating, audio-visual service. CD- 
ROM retrieval, academic lectures, cultural and academic 
exhibitions.

The National Library of China will become one of the main 
Internet -Information Sources. It will make its contributions to the 
progress of human civilization and cultural exchanges.* 1
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LANGUAGE FOCUS

A. Scanning
Scan the further reading passage to find the answers to the 
following questions.

1. The main building of the National Library of China was 
opened in

(a) 1911 (b) 1987 (c) 1912 (d) 1975
2. How does the Chinese government ensure that a copy of each 

book published in China is deposited in the National Library'?
a. by means of a law which requires that such books 

be deposited in the library
b. by checking sales catalogs and buying the books
c. through taxation incentives
d. in some other way

3. The library caters for
(a) the needs of government officials (b) the general public 
(c) research projects (d) all of the above

4. Because the library does things such as publishing catalogs 
of books and journals and other materials, what sort of a 
national centre can the library' be called?
(a) educational (b) bibliographic
(c) country-wide (d) Chinese

5. How many reading rooms does the library have?
(a) about 50 (b) only one (a very large room).



(c) about 30 (d) 16
6 . Name some ways in which the library tries to fit in well with 

the international library arrangements.

B. Word forms: Adjectives 
Suffixes
The suffixes -ful, -ing, -less, or -y can be added to the end of some 
words. When you add these suffixes to a word, the new word 
becomes an adjective.
Practise making adjectives by adding the suffixes -ful, -ing, -less, 
or -y to the following words, then fill the gaps in the sentences 
below. 1

Verb Adjective Noun Adjective

demand use

bore doubt
frighten beauty
excite care

home
wind
pain
health

1. Being in a department store when a bomb went off was one
of the most_____________experiences of his life. He was
terrified.
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2 It's no good trying to put your umbrella up -  it’s far too 
 . It will only get blown inside-out.

3 B e___________ not to drop her sun-glasses.
4. There are still thousands o f____________ people in our big

cities who are forced to sleep rough every night.
5. They offered him a ___________ |ob.
6 . I feel really ___________  since I gave up smoking and

started jogging.
7. Videos a re___________ things to have in the classroom.
8 . 1 am __________ what I ought to do.
9. It was such a ___________  TV programme that she fell

asleep half-way through it.
10. Nowadays, going to the dentist and having a tooth out is a

pretty__________ operation. Most people don’t feel a
thing.

11. The final of the World Cup in football was a very
__________ match. It was only in the very last minute that
England scored the winning goal.

12. What a ___________  dress you’re wearing! It’s really
gorgeous!

C. Word forms: Gerunds
A gerund is a verb + -ing. It is used as a noun. A gerund can be the 
subject or the direct object of a sentence. It can also come after 
some prepositions and some certain idioms such as can’t stand, 
can’t bear, etc. Look at these example:

Teaching is an interesting job.
Christina likes swimming.



Michael is very good at playing the piano.
I can’t stand laughing at her.

S p e l l i n g  n o t e s :

1. W h e n  a  w o r d  e n d s  i n  s i l e n t  e ,  d r o p  t h e  e  b e f o r e  a d d i n g  —  

ing.
2. W h e n  a  o n e - s y l l a b l e  w o r d  e n d s  w i t h  o n e  v o w e l  a n d  o n e  

c o n s o n a n t ,  d o u b l e  t h e  c o n s o n a n t  b e f o r e  a d d i n g  -ing.

Change these words to gerunds. Then choose the best word for 
each sentence. Remember to follow the spelling rules.

smoke
ski
go out 
become 
close 
get up 
make

live
swim
<
write
see
leave
help
watch

1. ____________ is unhealthy, but a lot of people find it
difficult to stop.

2. I’m fed up with___________ in the city -  it’s too dirty and
crowded.

3 . I have decided to stop_________in the evenings so that 1

can save some money for my holidays.
4. He’s an artistic person -  very good a t__________poetry.
5. That machine? Oh, it’s used for ___________ toasted
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sandwiches.
6 . Before__________ a teacher he worked in advertising.
7. We're looking forward to ___________ you.
8 . They hate___________ early in the morning.
9. Thank you for_________ me organize the party.
10 . __________ television seems to be our national sport.
11. After _________  the door, he looked up and down the

street.
12. Check your passport before___________ .

♦ Building Vocabulary Skills 
A. Vocabulary review

Match the words in column A with their meanings in column B.

A B
1 . filmstrip a. power of seeing; ability to see
2 . cassette b. magnetic tape used for
3. booth recording moving pictures and

4. videotape sound

5. loan c. collection of works of art shown

6 . microfilm
publicly

7. art exhibition
d. (piece of) film on which 

extremely small photographs
8 . nursing home are store, especially of
9. eyesight documents, printed materials, 

etc.
e. small enclosure or compartment



for a specific purpose
f. small, usually privately owned, 

hospital
g. lend something
h. small sealed case containing a 

real of film of magnetic tape
i. series of transparent still 

photographs that can be 
projected separately

B. Context clues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a. b. c and d. These 
words are from unit 7. (Do not use your dictionary.)

1. Schools provide instruction in reading, writing, arithmetic 
and other subjects.

a. teaching b. books
c. teachers d. pupils

2. Universities usually have several computer labs.
a. places for counting money
b. places where computers are made
C. places where students can use computers
d. rest rooms

3. The newspaper reporter was given an assignment in India.
a. holiday
b. permanent job
c. book
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d. task (to be completed in a limited time)
4. Principal teachers in small schools have to attend both to 

teaching and to administration.
a. sports b. organizing
c. inspiration d. raising money

5. Arithmetic is an important part of the curriculum in all 
schools.

a. end-result
b. overall teaching/leaming plan
c. examination/testing
d. building/schoolroom

6 . My earliest encounter with a snake was in 1940.
a. meeting face-to-face
b. catching
c. counting
d. running away from/escaping from

7. In your essay, you should concentrate on one main point.
a. only write about
b. focus
c. summarize
d. be happy

8. Elizabeth's garden had a varied array of trees, shrubs and 
plants.

a. many
b. range of different
c. number of
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d. spectacular
9. History differs from geography in its main concerns and 

methods.
a. is inconsistent with
b. is better than
c. assists
d. is different

10. The Faculty Hall can accommodate 500 people.
a. feed
b. teach
c. provide seats for
d. make common



UNIT 7

SCHOOL LIBRARIES

♦ Pre-reading
1. What kinds of people do you think school libraries serve?
2. Name some of the school libraries that you have known. 

Describe in detail if possible.

♦ Reading

School libraries serve elementary schools, middle schools, 
junior high schools, and high schools. The main function of a 
school library is to support various educational programs and to 
develop students' skills in locating and using information. Teachers 
use school libraries to access information needed to develop and 
support their classroom instruction. Students use the materials in 
school libraries to perform their class work.

School libraries usually maintain collections in a variety of 
media. In addition to books, magazines, and newspapers, school 
libraries may contain photographs, films, sound and video 
recordings, computers, CD-ROMs, games, and maps. Some school 
libraries contain realia. or real artifacts such as various types of 
stones tor the study of geology. An increasing number of school 
libraries have computer labs with computer workstations, 
software, and Internet connections. Because school libraries often
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emphasize the variety of media in their collections, they are 
sometimes referred to as library media centers. Most school 
libraries further enhance their collections by becoming members of 
school library networks; this allows them to share resources with 
libraries in other schools.

School librarians—sometimes called media specialists—select 
library materials and offer instruction to promote access, delivery, 
and interpretation of information. For example, school librarians 
might ensure that their libraries’ collections contain information to 
assist students in completing particular classroom assignments. 
They might also offer classes in searching online catalogs for 
research materials. Once students locate materials, school librarians 
might help them interpret the information contained in these 
resources and apply it to their classroom assignments. School 
librarians typically have credentials in teaching as well as in library 
science. This allows them to participate in school administration 
and curriculum development in addition to managing their library 
duties.

Students at each educational level have unique needs and 
interests. Accordingly, libraries that serve different school levels 
maintain different types of collections and offer a different range of 
services.

Elementary School Libraries
Elementary school libraries play a central role in early 

childhood education by offering young children some of their 
earliest encounters with books and other resources. These libraries 
generally feature illustrated children’s storybooks, coloring books, 
and audio and visual materials. Most elementary school libraries 
also contain reference materials such as encyclopedias, as well as
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fiction and nonfiction books aimed at older elementary school 
students. Some elementary school libraries feature computers with 
children’s educational software. In the primary grades (typically 
kindergarten through grade three) children attend special classes to 
help them develop basic skills in retrieving information from the 
library. Students learn how to search through their school library’s 
catalog, find a book on the shelves, and check out the book from 
the circulation desk. Elementary school students may also use the 
school library to browse through the materials, learn basic 
computer skills, or listen to stories.

A growing number of schools encourage students in the later 
grades of elementary school (typically grades four to six) to come 
to the library throughout the day to conduct research for school 
assignments, to read for pleasure, and to meet and work with their 
peers. This flexible scheduling allows schools to integrate research 
skills and library resources into daily classroom instruction.

Middle School and Junior High School Libraries
Libraries at the middle school or junior high school level 

(typically grades six or seven to eight or nine) concentrate on 
maintaining students’ interest in gaining information and 
developing ideas. Classes at this school level usually introduce 
students to individual and small-group research projects. To 
adequately support classroom assignments, middle school and 
junior high school libraries usually offer larger and more varied 
collections than those at the elementary level. They often also 
supplement these collections with computer databases and more 
sophisticated bibliographic tools.
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High School Libraries
Libraries at the high school level (typically grades 9 or 10 to 

12) differ in several ways from those serving the lower grades. 
Because classes at the high school level require students to conduct 
more research, high school libraries usually have larger and more 
advanced collections than do libraries in the lower grades. The 
collections of high school libraries are generally capable of 
supporting instruction in mathematics, science, technology, social 
sciences, the humanities, the arts, literature, and foreign languages. 
In addition, because students must spend more of their time 
conducting research, high school libraries are usually large enough 
to accommodate at least 20 percent of the entire student body at 
any given time. The best-equipped high school libraries feature 
computer labs, professional reference resources for teachers, 
conference and group study areas, and classrooms within the 
library. Most high school libraries also include separate areas 
devoted to college or vocational preparation. These areas typically 
contain information on individual colleges, examples of college 
applications, vocational aptitude tests, and other materials designed 
to provide guidance for graduating high school students.( ’

♦ Working with vocabulary
A. Focus on the reading

Choose the best word or phrase for each sentence. Use each word 
or phrase only once. They are in sentences from the reading 
passage.
concentrate encounters accommodate (*)

(*) Extracted from Library (inslUitlion). M icrosoft® Encarta® Online 
Encyclopedia. 2004
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instruction
information
differ

computer
administration
assignments

curriculum
feature
varied

1. Teachers use school libraries to access information needed
to develop and support their classroom_______.

2. An increasing number of school libraries have_______labs
with computer workstations, software, and Internet 
connections.

3. School librarians might ensure that their libraries'
collections contain information to assist students in 
completing particular classroom__________ .

4. School librarians typically have credentials in teaching as 
well as in library science. This allows them to participate in
school ________ and _______development in addition to
managing their library duties.

5. Elementary school libraries play a central role in early 
childhood education by offering young children some of 
their earliest_________ with books and other resources.

6. Libraries at the middle school or junior high school level 
(typically grades six or seven to eight or nine)
___________ on maintaining students' interest in gaining
information and developing ideas.

7. To adequately support classroom assignments, middle 
school and junior high school libraries usually offer larger
and more __________ collections than those at the
elementary level.

8. Libraries at the high school level (typicalh srades 9 or 10 to
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12) _________ in several ways from those serving the
lower grades.

9. In addition, because students must spend more of their time 
conducting research, high school libraries are usually large
enough to _________at least 20 percent of the entire student
body at any given time.

B. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each word 
or phrase only once. These words are in different sentences.

instructions
administration
lab
computer

concentrate
varied
encountered
curriculum

differs
assignment
accommodate

1. Incontestably, there are many valuable _________ in this
user's guide.

2. She was sent abroad on a difficult___________.
3. Is French on your school's___________?
4. Our platoon___________an enemy battalion.
5. I can't____________on my studies with all that noise going

on.
6. In this respect. English__________ from French.
7. T h e __________is now an indispensable tool in many

bossinesses.
8. He works in hospital___________.
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9. She led a full and___________ life.
10. I his hotel can___________ up to 500 guests.

♦ Understanding the reading
A. Comprehension: True/False
\\ rite T if the sentence is true and F if the sentence is false.
1. In 1993-4. schools in the USA had about 98.000 libraries.
2. In 1993-4. a higher proportion of priv ate schools than public 

schools had libraries.
3. The word 'realia' refers to objects such as stones and tools 

rather than books and periodicals.
4. It is desirable that school librarians be trained both in 

teaching and in librarianship.
5. The needs of libraries in elementary schools, middle schools, 

and high schools are rather different.
6. Computers are nev er used in elementary school libraries.
7. In middle and high school, students often use library 

resources to help them with individual and group projects 
and assignments.

8. There is no need for a high school library to have space for 
more than 10% of the number of students at the school.

9. [ here should be a close connection between school libraries 
and the education provided in the classrooms.

10. High school libraries ty pically have sections providing 
materials on what the students will do after leaving school, 
especially work and further study.



B. Comprehension questions
Answer the questions about the reading.
1. Why are school libraries sometimes called "library media 

centers"?
2. Give an example of "realia".
3. What kinds of materials do school libraries usually have in 

addition to printed materials (books,etc.) and realia?
4. How can different school libraries share resources?
5. What are the two main areas in which a school librarian 

needs to have training?
6. Why do High School libraries need more seats (in 

proportion to student numbers) than do Elementary Schools?

♦ Further practice
A. Discussion
1. What do you think of school libraries in Vietnam? (Think of 

their organization, services, etc.)
2. Do you think that in the future school libraries in Vietnam 

should be changed to meet the demand of the Vietnamese 
library users? Give your reasons and your suggestions.

B. Guided writing
Composition topic:
Choose one of the school libraries in Vietnam which you know 
well and write a composition to describe it in detail. It should 
include the following components: (i) a description of the building 
and its contents, (ii) any changes that have occurred over recent 
years, (iii) suggestions on how it might be improved.



♦ Further reading

SCHOOL LIBRARIES IN MYANMA

School libraries in Myanmar are organized under the 
Department of Basic Education (DBE). Ministry of Education. 
Libraries under the DBE can be categorized into the DBE library, 
the Libraries of the Teacher Training Colleges, and the School 
Libraries.

The DBE library was established in 1937 and is now a room of 
15x30 ft. for storing 20,000 books and periodicals. The DBE 
library supports the researchers and curriculum developers, and its 
office staff. The library is intended to become an Education 
Resource Center. It also has a plan to build a larger building for the 
library and an educational museum as well.

There are four Teacher Training Colleges (TTC) with librarians 
and 13 Teacher Training Schools (TTS) with a plan to appoint 
professional librarians. The collections of these libraries range from 
1.116 to 12.932 volumes. Under the project for upgrading and 
strengthening the TTCs with the aid of UNESCO. UNICEF and 
UNDP, there were two Education Centers: at Yangon and 
Mandalay. With the aim of improving these libraries, librarians 
were given short term training courses in 1991. and libraries in 
Yangon TTC and Taungyi TTS were equipped with systematic 
card catalogs.

There are 922 State High Schools, 2087 State Middle Schools, 
and 35 799 State Primary Schools. Every school library is managed 
by a School Library Committee, the secretary of which is the 
teacher librarian. Since 1992. after receiving short term training



courses for school librarians, they are appointed at school libraries. 
The school library occasionally receives some books distributed by 
the DBE headquarters. At present with the help of UNESCO. 
UNICEF, and UNDP the committee of the librarians under the 
Ministry of Education has drawn up a project for upgrading and 
strengthening the educational libraries. So. all round development 
of school libraries is envisaged.

With regard to the development of libraries in Myanmar, it can 
be seen that the development has gradually occurred in every type 
of library and also in collections and library buildings. The best 
achievements of the library profession were attained by producing 
qualified library personnel and also the founding of the Myanmar 
Library Association. Myanmar librarians have had a chance to go 
abroad for further study in librarianship in 1930. later in 1938. 
1947. and 1961. and again in mid 1988. Altogether about 20 of 
them successfully completed their Masters degrees from the U.K.. 
U.S., and Australia and devoted their lives to the development of 
the library profession. Although most of them are now in their late 
70s. some still work in libraries as consultants, and their eyes are 
still lustrous with enthusiasm whenever they talk about 
developments in the library profession. These librarians trained 
abroad conducted eight library-training courses at various times 
from 1943 to 1992. Moreover, with their great efforts and the 
government's recognition of the importance of the library 
profession, the Department of Library Science was set up on a part 
time basis at Yangon University on September I5lh. 1971. U Thaw 
Jaung. the Chief Librarian of the UCL. was Head of the 
Department until October 15'1' 1997. It has been producing about 
30 qualified graduates every two years. Most of the graduates of 
the department are working as qualified library professionals in
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libraries throughout Mvanmar.
After 1988. the State and Order Restoration Council 

government made a vast movement, which other governments in 
Myanmar had not made before, to promote educational standards 
by allocating a biü budget for education, upgrading colleges and 
universities, and opening new ones. Moreover, installation of 
microcomputers in everv college and universitv including the 
libraries were great achievements. The government also allowed 
the Department of Library Science to become a full-time 
Department of Library and Information Studies. The department 
will start its full-time courses next year. Although these movements 
w ere not primarily directed to the provision of quality serv ice. they 
will surely lead to the dev elopment of quality serv ice in libraries in 
Myanmar.' ’

<*l Adapted from Qualitv service for all — ASEAS-COCI S E M IW R .  I W
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L A N G U A G E  FO C US

A. Word forms: Nouns 
Negative prefixes: non-, dis- = not
You can change the meaning of a noun in English by placing a 
prefix (non-, dis-) in front of it.
Add a prefix (non-, dis-) to the following rootwords. then fill the 
gaps in the sentences below.

fiction pavment
regard ability
advantage violence
smoker appearance
approval order
resident sense

1. Nobody noticed the girl's___________.
2. The bar is open to ___________.
3. The lack of decent public transport is a great________ .
4. People who smoke sit in the back of a plane._________ sit

in the front.
5. The Indian leader. Gandhi, was a great believer in

_______ . He believed protests and demonstrations should
be peaceful.
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6. She swims well despite her___________
7. She won't stand lor any___________ from the staff.
8. She shook her head in ____________
9. I prefer____________ to fiction.
10. She shows a total ___________ for other people and their

feelings.
11. F.veryone began shouting at once and the meeting broke up

in ____________ •
12. His father was taken to court fo r___________ of rent.

B. Word forms: Participial adjectives
Both the -ing form of the verb (the present participle) and the -ed 
form (the past participle) are used as adjectives. The -ed form often 
shows that the noun received the action, or it describes how a 
person feels. The -ing form often shows some action that the noun 
took, or it describes an object or possibly a person. However, there 
are many exceptions.

Julia was bored because the movie was boring.
David is very interested in politics. He thinks politics is very 
interesting.

Put the right form of an appropriate verb in each sentence.
1. (tire) It was a very__________ journev.
2. (bore) W hy do you look s o ___________ at school?
?. (excite) It was a terribly___________ day .
4. (amuse) It was an extremely ___________ program.
5 (worry) The last half hour was a time.



6. (friizhtcn) I've never been so in mv life.
7. (disappoint) Your exam results are . 1

thought you would do much better.
8. (guess) Children like to play iiames.
9. (demand) Mr. John is a very teacher. He

makes the students work hard and do their best.
10. (damage) A __________car needs to be fixed.

C. Verb + Preposition
Read out the beginning of the sentence and try to find how it ends. 
The second half always begins with a preposition. Make a note, 
when you have finished, of all the verb + preposition phrases.

1. I can't introduce Joe a.
to my mother. She b.
never appoves c.

*> It's too noisy. 1 can't 
concentrate

d.
e.

3. Doctor. I'd like to
f.apologise

4. David is a bit mean.
g.He doesn't believe

5. Sarah might be back
at work tomorrow. It n.

depends i.

6. Put your money 
away. 1 insist

j-

7. The security guard k.

from a serious illness like this, 
in passing his driving test, 
from an awful migraine, 
from entering the building, 
of someone I knew- at college, 
on paying for everyone's 
drinks.
in spending more than five
pounds on dinner.
on my exam revision.
on what the doctor says.
for missing my last
appointment.
of any of my boyfriends.
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prevented us
8. That woman by the 

bar reminds me
9. After six attempts.

Tim succeeded
10. Mary can't come to 

work. She's suffering
1 1. The doctor says it 

could take some time 
for him to recover

♦ Building Vocabulary Skills
A. Vocabulary review

Write the missing words in the sentences below. Choose from the 
following:

online journals front
overnight reading sorting
'chapters' two back

1. Reserve items can be borrowed fo r________ hours for use in
the Library or in some cases________ .

2. Tables of contents are usually found at the ________of a
book or journal, though some journals may have the table of 
contents on the back cover.

3. In _________ . the table of contents lists the articles
contained within the journal and the associated page 
numbers.
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4. A book is usually broken down into sections, referred to
as___________, which deal with particular topics.

5. CD-ROMs contain _________ _indexes. databases and
software which can be viewed and searched on a computer.

6. You will find citations in________ lists, periodical indexes
and bibliographies.

7. If a library item has a status of 'Recently returned' in the
catalog, look for it in the main and then on the ______
shelves.

8. An index is usually found at the________ of a book, after
the main text.

B. Context clues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b. c and d. These 
words are from unit 8. (Do not use your dictionary.)

1. The University of Melbourne is considered to be one of the 
best in Australia.

a. believed b. charged
c. trying d. always

2. What size shoes does Marjory take?
a. How long
b. How big
c. What price
d. What colour

3. Algernon earns a modest salary.
a. very high

in



b. very low
c. rather low
d. well-earned

4. This university maintains a sw imming pool.
a. repairs
b. has, and looks after
c. wants
d. would like to have

5. In the desert, water is very scarce.
a. bitter
b. in poor supply
c. hot
d. mixed with sand

6. The McMahon children all sleep in separate bedrooms.
a. different
b. far removed
c. small
d. not attached to the house

7. Within the university there are ten residential colleges.
a. All in the same building
b. As part of
c. Dependant on
d. Far removed from

8. The footpath is exclusively for pedestrians.
a. especiallv b. not
c. only d. expensively
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9. Before the invention of the typewriter, all letters had to be 
handwritten.

a. typed by hand
b. hand delivered
c. written on one's hand
d. penned or pencilled by hand

10. All courses in that school are subject to evaluation at the 
end of each year.

a. judgement about its quality
b. estimate of its cost
c. payment of teachers
d. cancellation
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UNIT 8
ACADEMIC LIBRARIES

♦ Pre-reading
1. What kinds of people do you think academic libraries

serve?
2. Name some of the academic libraries that you have known. 

Describe in detail if possible.

♦ Reading

COLLEGE AND UNIVERSITY LIBRARIES

Research plays a central role in the academic work of students 
and facultv at colleges and universities. As a result, college and 
university libraries—also called academic libraries—are often 
considered the most important resource of an institution of higher 
education. Because students and faculty at colleges and universities 
ma\ wish to conduct research within any conceivable academic 
discipline, the collections of academic libraries usually reflect a 
vast range of interests and formats. Academic libraries range in size 
from the modest collections found in small liberal arts colleges to 
the immense collections found at research universities. Research 
universities maintain some of the largest libraries in the world. 
Vlost academic libraries are linked to other libraries in cooperative
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networks, enabling them to share scarce and little-used materials 
required for advanced research. Many academic libraries open their 
collections to the public, although borrowing privileges are often 
limited in the case of users not affiliated with the college or 
university.

Large research universities often have separate libraries 
within individual academic departments, schools, or colleges. For 
example, academic branch libraries may devote their collections 
exclusively to agriculture, art, chemistry, mathematics, psychology, 
or other academic disciplines. Universities may also divide their 
libraries into undergraduate and graduate divisions. Undergraduate 
libraries typically offer relatively general materials needed to 
support study toward a four-year, undergraduate degree. Graduate 
libraries contain materials for more specialized study toward an 
advanced, graduate degree. Some academic libraries also have 
separate buildings for rare books, handwritten manuscripts, maps, 
and other specialized collections.

Academic libraries generally attempt to expand their holdings 
on an ongoing basis. However, during the 1990s, acquisition of 
expensive printed materials began slowing at most academic 
libraries as more funds were devoted to the acquisition of new 
computers, telecommunication equipment for access to the Internet, 
and online databases.

Because of the complexity, range, and diversity of formats and 
information in academic libraries, colleges and universities offer 
programs to introduce incoming students and faculty to the 
institution’s library services. These programs are designed to teach 
new users effective ways to make use of a variety of reference tools 
and library search mechanisms. In some parts of the United States, 
for example, college accreditation agencies require institutions to
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offer library-sponsored courses on information retrieval and 
evaluation.( '

♦ W orking with vocabulary
A. Focus on the reading

Choose the best word or phrase for each sentence. Use each word 
or phrase only once. They are in sentences from the reading
passage.

devote
size
within
exclusively

considered
modest
evaluation
scarce

separate
maintain
handwritten
general

1. Research plays a central role in the academic work of 
students and faculty at colleges and universities. As a result, 
college and university libraries—also called academic
libraries—are often ____________ the most important
resource of an institution of higher education.

2. Academic libraries range in_______ _ from
the___________  collections found in small liberal arts
colleges to the immense collections found at research 
universities.

3. Research universities____________  some of the largest
libraries in the world. (*)

(*) Extracted from L ib r a r y  ( in s t i tu t io n ). M icrosoft® Encana® Online
Encvclopedia. 2004

146



4. Most academic libraries are linked to other libraries in
cooperative networks, enabling them to share________
and little-used materials required for advanced research.

5. Large research universities often have_______  libraries
_________individual academic departments, schools, or
colleges.

6. Academic branch libraries may devote their collections
__________to agriculture, art, chemistry, mathematics,
psychology, or other academic disciplines.

7. Some academic libraries also have separate buildings for
rare books,_____________manuscripts, maps, and other
specialized collections.

8. In some parts of the United States, for example, college 
accreditation agencies require institutions to offer library- 
sponsored courses on information retrieval and

B. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each word 
or phrase only once. These words are in different sentences.

considered 
separate 
handwritten 

1. He will be

within
maintain
evaluate

modest 
scarce 
exclusive 

a weak leader.
beds.

size
some

2. The children sleep in_______
3. The police interviewed everyone living ___________

area shown on the map.
4. The hero was very___________ about his great deals.

the
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5. The of the crop depends on the productivity of
the soil.

6. He's generally to have the finest tenor voice
in the country.

7 Children should eat enough nutritious food to
their strength.

8 It was wartime and food was
9. Please give me a receipt.

10.1 can't your ability without reading your
articles.

11. This is an interview ___________  to the Ho Chi Minh
City Police weekly.

♦ Understanding the reading

A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false
1. Some of the largest libraries in the world are found at 

research universities.
2. Academic libraries are usually not open to people other than 

staff or students at the institution to which they are attached.
3. In the mid-1990s, Canada and the USA had more than 3,800 

academic libraries.
4. Between them, these libraries had more than 1,000 million 

volumes.
5. The largest academic library in the world is in 

Cambridge, in England.
6. Since university students have usually learned about
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computer use when they were at secondary school, it is not 
necessary for university libraries to conduct courses in 
information retrieval and evaluation.

7. Universities usually have quite separate undergraduate and 
graduate divisions.

8. Academic libraries often have separate branches for the 
various faculties or departments of learning, such as physics, 
psychology, and history.

9. Rare books and manuscripts are often kept in separate rooms 
or even separate buildings.

10. During the last decade or so, academic libraries have been 
using more of their budget to pay for new computers and 
other equipment, and as a result they have not been able to 
expand their holdings of books and journals as much as in 
earlier years.

B. Comprehension questions
Answer the questions about the reading.
1. Why is the library often considered to be the most important 

resource of a university?
2. Is it possible for academics to do research in any discipline, 

or is research confined to selected disciplines?
3. What kind of universities have the largest libraries?
4. Sometimes university book collections are divided into 

separate libraries. In what ways or for what reasons is such a 
division made?

5. Are all university libraries divided into undergraduate and 
graduate divisions?
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6. Why did the acquisition of expensive printed material slow 
down somewhat during the 1990s in many universities?

7. Why do universities need to run short courses for new 
students?

♦ Further practice
A. Discussion
1. What do you think of academic libraries in Vietnam? (Think 

of their organization, services etc.)
2. Do you think that in the future academic libraries in Vietnam 

should be changed to meet the demand of the Vietnamese 
library users? Give your reasons and your suggestions.

B. Guided writing
Composition topic:
Choose one of the academic libraries in Vietnam which you know 
well and write a composition to describe it in detail. It should 
include the following components: (i) a description of the building 
and its contents, (ii) any changes that have occurred over recent 
years, (iii) suggestions on how it might be improved.

♦ Further reading

THE UNIVERSITY BRUNEI DARUSSALAM LIBRARY 
The main academic library in Brunei is the University of 

Brunei Darussalam Library (UBDL). When the UBDL was 
established, many began to realize the essential role of a library in 
the support of teaching, learning and research activities.
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There are only a handful of institutions of higher learning in 
Brunei. The UBDL is the largest and came into being in 1986. 
Initially, the UBDL was situated at the old campus in Gadong. It 
occupied a building once allocated for the Institute of Education 
Library, which was later incorporated into the UBDL.

Now at the new campus on a large area along the coastal way 
fronting the South China Sea, UBDL accommodates the Academic 
Services Center shared with the Computer Center and Educational 
Technology Center. At this elegant and beautiful building, the 
UBDL occupies a major portion.

The total collection of the library is about 320,118 volumes, 
250,000 books and 2,500 journals and serials. There is a very wide 
ranging collection in support of the learning, teaching and research 
programs in the university.

At present, the total number of library staff is 54, including 17 
professionals, while the rest, though they are not qualified, have 
long working experience. Most of the University Library staff 
receive library training from the United Kingdom and some of 
them obtained their qualifications from Malaysia, with Diplomas in 
Library Science.

UBDL has conducted many types of internal training for the 
library staff. Besides occasional internal training, the library also 
sends its staff overseas to attend various conference, seminars, 
workshops and meetings in the field of library development. The 
UBDL organizes a one-week course on Library Management. 
Planning and Services for selected librarians from government 
departments.

The library has 8 divisions, and each is managed by a head of 
division. The library has 251 seats, 5 discussion rooms and 10 
individual study rooms.
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The most significant recent event has been the 
computerization of UBDL. Data input is nearl> completed. A total 
of 73,000 bibliographic records from 120.000 items are already in 
the database. While editing is still going on. the UBDL has started 
doing barcodes and spine labels and affixing magnetic synthesizers. 
Student personal information is collected and soon the students will 
receive their membership cards.

The library is using the VTLS Virtual software. Meanwhile, 
the UBDL has installed a PC-based system for accessing 
bibliographic references such as DIALOG, stand-alone CD-ROM 
like ERIC, AB/lnform, and Bookshelf. The library has installed e
mail and Internet facilities.

UBDL is a mission-driven library. It promises to be an 
excellent library for the support of teaching, learning, research and 
the community service-activities of the university, by providing 
client-oriented, innovative, and competent professional services: by 
building strong and relevant resource collections; by managing an 
efficient and effective system; and by implementing and utilizing 
available and relevant technology.(,) (*)

(*) Adapted from Quality service for all —  ASEAN-COCI SEMI WAR. 1997
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L A N G U A G E  FO C US

A. Word forms: Adjectives
Negative prefixes: in-, dis-, non-, or ir- = not
You can change the meaning of a word in English by placing a
prefix (in-, dis-, non-, or ir-) in front of it.
Add a prefix (in-, dis-, non-, or ir-) to the following rootwords, 
then fill the gaps in the sentences below.

experienced _________ consistent ____________
complete -------------  fat ____________
honest -------------  f o r m a l ___________
dependent expensive ___________
regular correct ____________
s a t i s f i e d _________r e s p o n s ib l e _______________

1. __________yogurt is better for you than ice cream.
2. Jaime’s homework is ________  because he felt sick last

night.
3. It was very________of her to cheat in the examination.
4. You don’t need to wear a suit or a jacket; it’s going to be a 

very________party.
5. This year our country will have been __________ for 40

years.
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6. Ann wants an _________ apartment because she doesn't
have much money.

7. "To go "is an __________ verb.
8. He often gives___________ answers.
9. All the students of that faculty are __________  with (at)

their professor's inequitable behaviour.
10. Sometimes words a re___________ with deeds.
11. She is____________ to do that work.
12. Don’t be such a n ___________ person if you don't want to

be dismissed.

B. Word forms: Verbs
Choose the correct forms of the verbs in parentheses

Central America (1)_____________  (maintain) very few
school libraries, although the United Nations Educational,
Scientific and Cultural Organization (UNESCO) (2)___________
(sponsor) a pilot project in the 1960s to establish school libraries in
Honduras. The project (3)__________ (lay) some foundations for a
school library service by the late 1970s when it
(4)___________ (suspend) due to political instability in the region.
UNESCO (5)___________ (revive) the program in the late 1980s
after most political unrest (6)___________ (subside).

C. Clause reduction
Relative clause can be reduced by using participle phrases. There 
are 2 types of participle phrases:

• Present participle phrases:
The man who is sitting next to you is my brother.
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—► The man sitting next to you is my brother.
Do you know the boy who broke the windows last night?
—► Do you know the boy breaking the windows last night?

• Past participle phrases:
The books which were written by Mark Twain are 
interesting.
—* The books written by Mark Twain are interesting.
The pupils who were punished by the teacher are lazy.
—* The pupils punished by the teacher are lazy.
The house which is being built now belongs to my uncle.
—► The house built now belongs to my uncle.

Reduce relative clauses to phrases:
1. The envelop which lies on the table has no stamp on it.
2. The woman who is sitting there is my teacher.
3. Benzene, which was discovered by Faraday, became the 

starting point in the manufacture of many dyes, perfumes 
and explosives.

4. My grandfather, who is old and sick, never goes out of the 
house.

5. The man who lives next door to me is a well-known actor.
6. I saw many houses that were destroyed by the storm.
7. The teaching method which is used here is very successful.
8. We are living in the house which was built in the 1960s.
9. The city which was destroyed during the war has now been 

rebuilt.



10. The vegetables which are sold in this shop are grown 
without chemicals.

♦ Building Vocabulary Skill
A. Vocabulary review

Match the words in column A with their meanings in column B.

A B
1. range from...to... a. being a citizen, especially
2. rural of a particular country, with

3. urban the rights and duties that

4. downtown
involves

5. citizenship
b. using both sight and sound

6. teenager
c. child; youth; young person

7. youngster
d. full or wide range
e. vary or extend betw een

8. phase specified limits
9. immigrant f. stage in a process of change
10. spectrum or development
11. biography g- situated in or living in a city
12. audiovisual or town

h. in the center of a city, 
especially the main 
business and commercial 
district

i. stop.1 of a person's life 
written bv somebodv else



j. person aged from 13 to 19
k. person who has come to 

live permanently in a 
foreign country

l. of, in or suggesting the 
countryside

B. Context clues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b, c and d. These 
words are from unit 9. (Do not use your dictionary.)

1. Thuy works for a large Korean corporation.
a. shop
b. company
c. government department
d. employer

2. Van runs his own business.
a. commercial enterprise
b. bookshop
c. school
d. busy schedule of events

3. Whitehall is the name of a part of London which is a centre 
for government offices.

a. town b. river
c. suburb d. main place

4. James is able to operate a bulldozer.
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a. buy b. own 
d. work.c. see

5. The university presented Kim Anh with a prize for the best 
thesis in Education for that year.

a. caused to write
b. gave
c. took away
d. paid for

6 Dorothy achieved a high mark in all her subjects.
a. reached/obtained
b. tried to obtain
c. wanted/desired
d. worked towards

7. Very few people are able to translate the ancient Egyptian 
language.

a. want to b. try to
c. can d. study

8. The few shops in the village do not sufficiently meet the 
needs of those who live there.

a. pay for
b. have a meeting with
c. eat
d. fulfil

9. Taiwan has a population of about twenty million people.
a. approximately 
c. exactlv

b. living 
d. possibly



10. Apart from his brother and a nephew. Thomas has no other 
living relatives.

11. The internet facilitates access to information from all over 
the world.

a. enables/makes easier
b. prevents/makes difficult
c. makes pleasant
d. encourage

a. dead 
c. clever

b. additional
d. new
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UNIT 9

SPECIAL LIBRARIES

♦ Pre-reading
1. What kinds of people do you think special libraries serve?
2. Name some of the special libraries that you have known.

Describe in detail if possible.

♦ Reading

Many corporations, private businesses, government agencies, 
museums, religious institutions, hospitals, associations, and other 
organizations maintain their own libraries to serve the specialized 
needs of their employees or members. These libraries are 
commonly called special libraries, but they may also be called 
information centers, research centers, or technical libraries. The 
collections of special libraries depend on the specific needs of the 
organizations they serve. For example, a law firm may maintain its 
own library of legal documents for use by its lawyers and staff, 
while a hospital may operate a library of materials in the health 
sciences to serve its doctors and nurses. In addition to performing 
the same functions as other libraries, special libraries evaluate, 
package, and present information to users in ways designed to 
increase productivity and add to the efficiency of their parent 
organization. They achieve these goals by reducing the time that
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employees spend searching for data and by providing information 
that facilitates improved decision making.

Special librarians must be able to design and manage library 
collections and services to meet the specific needs of the 
individuals or organization being served. To do this, thev require 
in-depth knowledge of the sources of information in specialized 
subject areas such as biology, business, and law. They often hold 
degrees in these subject areas in addition to master's degrees in 
library or information science.

The Special Libraries Association represents about 15.000 
special librarians from the United States, Canada, and other 
countries. The organization is divided into units of various fields of 
specialization, such as aerospace engineering, chemistry, law. and 
petroleum and energy resources. The Special Libraries Association 
facilitates interaction among special librarians in a given field, 
promotes continuing education among special librarians, and helps 
special librarians build problem-solving networks.1 1

♦ Working with vocabulary
A. Focus on the reading

Choose the best word or phrase for each sentence. Use each word 
or phrase only once. They are in sentences from the reading 
passage.

present corporations businesses such
centers area operate facilitates (*)

(*) Extracted from Library (institution). Microsoft® Encana® Online 
Encyclopedia. 2004
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achieve able meet about

other technical

1. Many , private , government
agencies, museums, religious institutions, hospitals, 
associations, and other organizations maintain their own 
libraries to serve the specialized needs of their employees or 
members.

2. These libraries are commonly called special libraries, but
they may also be called information_________ , research
centers, or_______ libraries.

3. The collections of special libraries depend on the specific 
needs of the organizations they serve. For example, a law 
firm may maintain its own library of legal documents for use
by its lawyers and staff, while a hospital m ay_________ a
library of materials in the health sciences to serve its doctors 
and nurses.

4. In addition to performing the same functions as other 
libraries, special libraries evaluate, package, and
___________  information to users in ways designed to
increase productivity and add to the efficiency of their parent 
organization.

5. They___________  these goals by reducing the time that
employees spend searching for data and by providing 
information that facilitates improved decision-making.

6. Special librarians must be ___________  to design and
manage library collections and services to__________ the
specific needs of the individuals or organization being 
served.



7. The Special Libraries Association represents _________
15,000 special librarians from the United States. Canada, 
and__________countries.

8. The Special Libraries Association________  interaction
among special librarians in a given field, promotes 
continuing education among special librarians, and helps 
special librarians build problem-solving networks.

B. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each
word or phrase only once. These words are in different
sentences.

able meet corporations presents
businesses centre achieved other
technical operate about facilitate

evaluate

1. Broadcasting authorities are often public___________.
2. Many small___________have gone bankrupt recently.
3. Children like to be the___________ of attention.
4. The article is rather____________in places.
5. They___________ three factories and a huge warehouse.
6. He's___________the same height as you.
7. Mr Smith and three____________teachers came there five

years ago.
8. This____________some difficulty.
9. The child is not yet_____________to write.
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10. Our latest model should ___________  your requirements
exactly.

11. I've ____________ only half of what I'd hoped to do.
12. Be sensible, and we w ill____________ your business.

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false
1. Special libraries are often found in hospitals, museums and 

large businesses.
2. Special libraries are intended to serve the population as a 

whole.
3. Law firms usually have libraries with large collections of 

medical books.
4. There is a certain amount of overlap between the functions 

of a special library and those of a general library.
5. Special libraries are intended to help an organization's 

members and employees to do their work more efficiently.
6. The Special Libraries Association has more than 15,000 

members from countries other than Canada.
7. Librarians in charge of large special libraries need to be 

qualified both in the relevant subject area and in library 
science.

B. Comprehension questions
Answer the questions about the reading.
1. Which of the following might have a special library for the
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use of its members or employees: law firms; museums: 
hospitals; government departments; businesses?

2. Who would be the main readers of books and journals in a 
hospital medical library?

3. What two main areas does the librarian of a special library 
need to have?

4. What does the Special Libraries Association do?
5. Give two other names for special libraries.
6. In what kind of special library would you expect to find the 

following?
(a) Books on the composition of blood and on the treatment of 

pneumonia;
(b) Books on international law;
(c) Books on weather forecasting.

♦ Further practice
A. Discussion
1. What do you think of special libraries in Vietnam? (Think of 

their organization, services, etc.)
2. Do you think that in the future special libraries in Vietnam 

should be changed to meet the demand of the Vietnamese 
library users? Give your reasons and your suggestions.

B. Guided writing
Composition topic: Describe a special library in Vietnam which
you know well and compare it with other libraries.
This is a descriptive (and comparative topic). Make sure to
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include the main features of the library you have chosen, any 
changes that have occurred over recent years and suggestions on 
how it might be improved. Explain how other important libraries 
(e.g. public libraries, school libraries, academic libraries) are 
similar and how they are different.

♦ Further reading

SPECIAL LIBRARIES ASSOCIATION (SLA)

The Special Libraries Association (SLA) was founded in 1909 
by John Cotton Dana, a librarian credited with developing the first 
special collection. The goal of the Association is to advance the 
leadership role of special librarians throughout the world. The 
Association’s 12,500 members form an international network of 
information professionals whose common purpose is to meet the 
information needs of their clients by putting knowledge to work.

SLA members work in special libraries serving such areas as 
business, research, government, universities, newspapers, museums 
and institutions that use or produce specialized information. SLA 
has a tradition of providing support, services and opportunities for 
today’s information professionals.

The Association is governed by a board of Directors elected by 
the membership. The Association has two major subdivisions. 
Chapters are geographically located, i.e. city, state, province or 
region. Divisions are organized to represent specific subject 
interests, special formats of materials collected, special techniques 
or ty pes of employers. SLA has 55 chapters in the L'S. Canada and 
Europe and 27 divisions. SLA also has three caucuses and a 
number of committees appointed by the president that provide
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direction for programmes and services offered by the Association.
SLA chapters and divisions are extremely active. One of the 

most valued of chapter activities is the series of meetings each 
chapter holds throughout the year, offering members the 
opportunity to get involved locally and net-work with colleagues in 
the field. Divisions provide members with a means of direct 
communication with others who share a common subject interest or 
information format in their special libraries. One purpose of the 
division is to arrange events, seminars and workshops at SLA’s 
Annual Conference. Both chapters and divisions publish bulletins 
that keep their members abreast of issues and activities.

The Association fosters the establishment of student groups at 
schools of library and information science. These units are 
independent of SLA chapters -  however, cooperative programmes 
are undertaken and student members are encouraged to participate 
in both chapter and student group activities. There are currently 36 
active SLA student groups. With a staff of 34 individuals, the 
Association headquarters in Washington, D.C. is committed to 
meeting the many and diverse needs of its members.

SLA is concerned, like its members, with the dissemination of 
useable information to its clients. SLA's clients are its members as 
well as those audiences, including the general public, who can 
benefit from knowing about special libraries and the people who 
run them. To facilitate the process of information dissemination. 
SLA has hired for the first time in its history, a chief information 
officer. The new employee will manage the publications, computer 
and information resource functions of the Association. She will 
ensure that information gathering and dissemination continue to be 
high priorities for the Association.

SLA headquarters staff is committed to bringing members the
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widest possible selection of educational opportunities. SLA Board 
of Directors and staff are extremely active in the information 
world, sharing their talents and expertise with a number of different 
information-related organizations. Because of its pivotal role in the 
information community, SLA has been a leader in examining 
information policies. Staff has also been active preparing for the 
1991 White House Conference on Librarv and Information 
Services.

On many different occasions, SLA has voiced its opinion that 
all citizens should have open access to information. Most recently. 
SLA has protested about the cessation of two vital L'S government 
publications. In situations like this, SLA encourages members to 
express their views by writing to their elected officials and the 
heads of the agencies involved.

As SLA moves quickly into the twenty-first century, it follows 
two new roadmaps. One is a plan to increase membership in SLA 
by 2 per cent each year for the next 15 years. The second roadmap 
is the SLA strategic Plan adopted last year by the Board. Also 
intended to span a 15 year period, the plan takes a careful look at 
SLA’s mission and the environment in which special librarians 
operate.

SLA programmes and services are future-oriented, taking into 
account the many changes in technology, economy, and rising 
expectations of information professionals. SLA's plans for the 
future include new strategies for gathering and disseminating 
information; more opportunities for professional networking; new 
continuing education programmes to keep pace with member needs 
and changes in the profession; a greater role in educating future 
special librarians; an increased visibility and awareness for the 
work of special librarians; more co-operation between SLA and
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other organizations that serve the information community; and 
increased worldwide activities.1’1

LAGUAGE FOCUS

A. Word forms: Verbs
Negative prefixes; dis-, mis-, or de- = not
You can change the meaning of a verb in English by placing a 
prefix (dis-. mis-, or de-) in front of it.
Add a prefix (dis-, mis-, or de-) to the following rootwords, then 
fill the gaps in the sentences below’.

possess
connect
obey
continue
like
interpret

understand
please
frost
print
agree
match

1. The airline w ill___________sen icc to that city. It is not a
popular place to go.

2. There was an amusing___________in todav's newspaper.
Instead of saying "The dead man' it said. 'The head man'.

3. T think shops should be closed on Sundays.’ (*)

(*) http://informationoutlook.sla.org
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•Ị __________ ! I think they should be open seven days a
week.'

4. 1__________ all animals -  especially cats. My sister, on the
other hand, loves them.

5. Nowadays many children____________ their parents.
6. Remember to ___________ this cake before eating.
7. If you don’t pav your bills, they'll ___________  your

electricity.
8. He’d do anything rather than____________ his parents.
9. The nobles W'ere ____________ (of their estates) after the

war.
10. D on 't__________ what I am going to say.
11. H e___________ her silence as indicating agreement.
12. The two players were badly___________ .

B. Articles
Fill in the blanks with correct articles when necessarv.
(1 t_____central mission of (2)_____ librarc is to collect, organize.
preserve, and provide access to knowledge and information. In
fulfilling this mission, libraries preserve (3 )_____valuable record
of culture that can be passed down to succeeding generations.
Libraries are (4)_____  essential link in this communication
between (5)_____ past, present, and future. Whether (6)_____
cultural record is contained in books or in electronic formats.
libraries ensure that (7)______  record is preserved and made
available Cor later use. Libraries provide (8)______people with
access to (9)______information they need to work. plav. learn, and
govern.
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C. Conditionals
Match the first and second parts of the sentences below:

1. If we’d caught the 
earlier train

2. You wouldn’t be 
feeling sick

3. If I’d known you were 
in town,

4. I’d offer to help
5. If you had your keys 

when you left,
6. It might be quicker
7. If you won't make an 

effort,
8. Don’t ring
9. If you’re staying in 

Milan an extra week.
10. Everything should be 

fine
11. If you ask me.
12. I’d better take an 

umbrella
13. If you knew- she was a 

vegetarian.
14. Why did you order the 

caviar

a. she’d be living in 
the South of France 
nowi.

b. if you get a taxi to 
the airport.

c. we’d be in 
Edinburgh by now.

d. if you hadn't eaten 
so much chocolate.

c. how' do you expect 
to succeed?

f. if you’ve only got a 
fiver to spend?

g. you'd better pack 
some more clothes.

h. if it’s going to rain 
again.

i. you'd be mad to 
spend S30.000 on a 
car!

j. unless it's urgent.
k. we could have gone 

out for a meal.
l. providing w'e don't 

panic.
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1 5. If Angela had married 
Pierre.

m. then where could 
you have lost them?

n. if I thought it would 
do any good.

o. why did you give 
her roast chicken?

♦ Building Vocabulary Skills
A. Vocabulary review

Write the missing words in the sentences below. Choose from the 
following:

date reserve specified
internet subject later
fines loan desk book

1. T h e ________ contains items on reading lists or in hish
demand.

2. Borrowing involves the loan of a library item for a 
 length of time.

3. A citation provides essential information about a 
 or a journal article.

4. Citations usually include the author, title of the book,
publication__________ and page numbers.

5. The________ allows communication, research, discussion
and 'surfing the W eb' to take place by. and between, people 
from all over the world.
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6. Penalties and _______ apply to all library materials which
are returned late.

7. The__________also provides information about renewals,
fines, borrowing rights, etc.

8. An index can also help you to find journal articles on a
particular_______.

9. It is important to return borrowed items to the Library no
________than the return date as there are penalties and fines
for returning items late.

B. Context clues
Practise using context clues. Choose the nearest equivalent 

word/phrase to each word in bold print from a, b, c and d. These 
words are from unit 10. (Do not use your dictionary.)

1. A knowledge of the Greek language enables one to read 
Plato and Aristotle in the original.

a. encourages
b. prevents
c. makes it possible for
d. approves

2. Beimi able to cope with elementary arithmetic is one of the 
needs of everyday life.

a. requirements h. options
c. tasks d. means

3. Animals can be classified into different species.
a. grouped b. tamed
c. taught d. found
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4. A large majority of the people in Canada speak English.

a. group

b. less than half

c. more than half

d. conglomeration

5. Robert was appointed as chief librarian in 1980 and he has 
remained in that position ever since.

a. worked

b. stayed

c. grew tired

d. tried to do a good job

6. Turkey adopted a Roman-style alphabet early in the 
Twentieth Century.

a. invented b. objected to

c. changed d. took on

7. What used to be a separate Teachers' College has now been 
integrated with the University.

a. abolished

b. joined (to become part of)

c. replaced by

d. built up in opposition to

8. The use of carefully constructed complex sentences is 
characteristic of the w riting style of Sir Walter Scott.

a. frequent b. typical
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c. admirable d. formidable
9. Most students have difficulty learning a new language.

a. an easy time
b. pleasure
c. a hard time
d. profit

10. We are trying to raise enough money to build a recreation 
hall for overseas students.

a. gather
b. spend
c. ask the government for
d. count
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SECTION THREE

TECHNICAL PROCESSING

UNIT 10

CATALOGS

♦ Pre-reading
1. What do you understand by the word 'catalog'?
2. Work out as many types of catalog as possible?
3. Which types of catalog do you often use in finding materials 

in the library?

♦ Reading
A library catalog is an index to the library’s collection that 

enables a user to find materials. Library users can determine 
whether the library owns the materials they need by searching 
through catalog records. In many cases the information provided on 
the record will enable the patron to make a decision about whether 
the item listed suits his or her needs. Catalog records typically list 
the item’s author, its title, its subjects, the date it was published, the 
name of its publisher, and other information. In addition, the 
catalog record contains the item's call number, a combination of 
letters and numbers used to classify the work. The call number also 
indicates the item’s location in the library. For example, a book on 
architecture is classified—and arranged in the library—with the 
library's other books on architecture.
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Library catalogs may limit their listings to the items the library 
owns, or they may include listings for the holdings of other 
libraries as well. Library catalogs that list the holdings of multiple 
libraries are called union catalogs. Libraries list their holdings in 
several different kinds of catalogs, including book catalogs, card 
catalogs, microform catalogs, and computerized catalogs in either 
CD-ROM or online format. The majority of library patrons now 
use computerized catalogs.

Book Catalogs
Book catalogs list the holdings of the library in a catalog in 

book form. Libraries first introduced book catalogs in the late 16th 
century, and they remained popular for some 300 years. The book 
catalog features complete information about each item, usually 
under the name of the author. Alternate listings organized by title 
or subject usually contain brief descriptions of each item. 
Librarians consider the portability of the book catalog to be a major 
advantage. Book catalogs are also relatively inexpensive to produce 
in multiple copies. The book catalog’s great disadvantage is that it 
is not easily updated; libraries must issue supplements to list new 
items that the library has acquired. Few modern libraries continue 
to publish book catalogs.

Card Catalogs
Card catalog entries are printed on cards that libraries arrange 

alphabetically in drawers. A card catalog usually contains three 
types of cards for each item in the library's collection. The first 
type has the author's name or other persons or institutions that 
contributed to the work on the top line, the second has the title of
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the book or other item on the top line, and the third has the subject 
of the item on the top line. Usually the subject heading is printed in 
all capital letters or in red for further emphasis. Each drawer in the 
library's card catalog has a label telling what initial letters are 
included in it.

The card catalog largely replaced the book catalog in the late 
19th century because it could easily be expanded by filing new 
cards as the library added new materials. In addition, more than one 
person could use the card catalog at any given time. The card 
catalog’s acceptance was enhanced in 1901. when the Library of 
Congress began to sell copies of its catalog cards to other libraries. 
The card catalog system is still widely used, although its popularity 
began to decline when libraries adopted computerized catalogs.

Microfiche Catalogs
A microfiche catalog is similar in organization to a book or 

card catalog, but its format is different. Microfiche is a small sheet 
of film printed with rows of very small images that can be viewed 
using a library’s microfiche viewer, which magnifies the images. A 
microfiche catalog allows libraries to store vast amounts of catalog 
information in much smaller spaces than printed catalogs require. 
Whilst book catalogs and a few card catalogs list complete entries 
only under the author’s name, usually all entries in a microfiche 
catalog are complete. This means that each entry will contain the 
item’s author, its title, its subject, its call number, the date it was 
published, the name of its publisher, and other information. Despite 
this advantage, only a few library users can access the typical 
library's limited number of microfiche viewers at any given time. 
Although many libraries maintain microfiche catalogs, most rely 
primarily on their computerized catalogs.
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Computerized Catalogs
Often referred to as online public access catalogs (OPACs) or 

online catalogs, computerized catalogs were first introduced in 
libraries in the early 1980s. Online catalogs provide broader access 
to a library's collection by allowing more sophisticated searching 
of the catalog. They are also updated easily. Using a computer, a 
modem, and telephone lines, they can be searched from locations 
outside the library building through the Internet. In addition, many 
libraries have integrated their online catalogs with their circulation 
systems, providing information on the status of a book’s 
availability in the library in addition to the usual cataloging 
information. This useful feature has never been a characteristic of 
other catalog formats. Despite these advantages, libraries with 
small operating budgets have difficulty raising the funds to 
convert book catalogs, microfiche catalogs, or card catalogs into 
machine-readable formats that computers can use.1 1

♦ Working with vocabulary
A. Focus on the reading
Choose the best word or phrase for each sentence. Use each 
word or phrase only once. They are in sentences from the 
reading passage.

enables majority adopted integrated
needs classify remained characteristic
search difficulty raisin systems (*)

(*) Extracted from L ib r a r y  ( in s ti tu tio n ) , Microsoft® Encarta® Online 
Encyclopedia, 2004
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1. A library catalog is an index to the library s collection that 
 a user to find materials.

2. In many cases the information provided on the record will
enable the patron to make a decision about whether the item 
listed suits his or her________ ■

3. In addition, the catalog record contains the item s call 
n u m b e r ,  a combination of letters and numbers used to 
_____________ the work.

4. T h e____________ of library patrons now use computerized
catalogs.

5. Book catalogs list the holdings of the library in a catalog in 
book form. Libraries first introduced book catalogs in the
late 16th century, and th ey ___________ popular for some
300 years.

6. The card catalog system is still widely used, although its
popularity began to decline when libraries___________
computerized catalogs.

7. In addition, many libraries have____________their online
catalogs with their circulation systems, providing 
information on the status of a book’s availability in the 
library in addition to the usual cataloging information. This
useful feature has never been a ____________ of other
catalog formats.

8. Despite these advantages, libraries with small operating
budgets have____________  ____________  the funds to
convert book catalogs, microfiche catalogs, or card catalogs 
into machine-readable formats that computers can use.



B. Focus on New Contexts
Choose the best word or phrase for each sentence. Use each 
word or phrase only once. These words are in different
sentences.

raise need remains characteristics
enable classified divided duty
majority difficulty adopted integrated

1. Vietnamese Law on labour was by the
Vietnamese National Assembly in June 1994.

2. The buildings are well____________with the landscape.
3. We tried our best to ___________  the reputation of our

firm.
4. Taxis___________us to see all our relatives in this city.
5. 1 feel a ____________to talk to you about it.
6. The books in the library are ___________according to

subject.
7. The___________of people seem to prefer TV to radio.
8. His popularity among working people___________as trong

as ever.
9. I’d the greatest____________in persuading her.
10. What______distinguish the Vietnamese from the Chinese?

Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false
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1. The oldest kind of catalogs was called book catalogs'.
2. Book catalogs had the advantage that it was easy to update 

them from time to time.
3. Card catalogs always indicate the name of a book's author on 

the top line of each card.
4. In a card catalog it is normal for each book to have three 

separate cards: one would be arranged alphabetically 
according to author, another according to title, and the third 
according to subject-matter.

5. Normally each of the three cards for any one book would list 
author, title and subject matter, though not necessarily in that 
order.

6. It is much easier to update a card catalog than a book 
catalog.

7. Microfiche catalogs can store a great deal of information in a 
small space.

8. Computerized catalogs can be either on CD-ROM or online.
9. Online catalogs can be easily updated, and they can be 

consulted by large numbers of enquirers at the same time, 
and either at or away from the relevant library'.

10. Computerized catalogs are today the best option for all 
libraries. large and small.

B. Comprehension questions

Answer the questions about the reading.
1. Name six important items of information that would 

normally be shown on a catalog card (or catalog record on 
computer).
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2. What is a call number?
3. What is it for?
4. What is a union catalog?
5. What is the main disadvantage of a book catalog?
6. Before the age of computers, what was the alternative to 

book catalogs?
7. What are their advantages?
8. Often a card catalog will have three separate cards for each 

book (or other item). What is the difference between the cards?
9. What is the advantage of having three cards?
10. What two kinds of catalogs make use of modem 

technology?
11. What advantages do on-line (or computerized) catalogs 

have over microfiche catalogs?
12. Where would you still expect to find a card-index catalog?

♦ Further practice
A. Discussion
1. How many types of catalog are used in Vietnamese 

libraries?
2. Which types of catalog are often used? Why? Where0
3. Which types of catalog are not often used? Why not?
4. Do you think that in modern libraries all types of catalog 

should be used? Give your reasons.
B. Guided writing
Composition topic: Textbooks dealing with a specific academic
subject.
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1. Select an academic subject with which sou are familiar, e.g. 
Chemistry. History. Librarianship and Information. List 
three textbooks dealing with that subject.

2. Now write a short composition describing and comparing 
the three books. You should include matters such as the 
following: (i) the topics or areas dealt with in the books, (ii) 
some information on the physical appearance of each book,
e.g. its size, and whether it is illustrated, (iii) whether the 
books are intended for different levels, e.g. elementary, 
intermediate, advanced, (iv) some estimation of how well 
you think each book has achieved its purpose, e.g. in terms 
of subject matter and how clearly this is explained.

♦ Further reading

HISTORY OF RARE BOOK CATALOGING

This is a brief timeline outlining some of the historical 
developments in rare book cataloging.

• 1889: Establishment of the Association of College and 
Research Libraries (ACRL) as part of the American Library 
Association (originally known as the College and Reference 
Section)

• 1948: The University Libraries Section of the ACRL devotes a 
meeting to the topic of rare books in the university library 
setting.

• 1955: The Committee on Rare Books. Manuscripts and
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Special Collections was formed by the ACRL to "promote 
wider understanding of the value of rare books to scholarly 
research and to cultural growth, and bring improvement to the 
care, use and recognition of rare books in all libraries."

• 1958: ACRL reorganization transforms the Committee on 
Rare Books, Manuscripts and Special Collections into the 
Rare Books and Manuscripts Section (RBMS), whose 
mandate includes "defining, developing, and promulgating 
standards and guidelines".

• 1961 : First RBMS pre-conference. One has been held annually 
since 1961.

• 1967: Anglo-American Cataloging Rules (AACR) is
published with a chapter (10) devoted to cataloging 
manuscript collections. 1977 First draft of the ISBD(A) or 
International Standard Bibliographic Description for Older 
Monographic Publications (Antiquarian) was issued by the 
International Federation of Library Associations and 
Institutions (IFLA). In 1973 it was recognized that the 
ISBD(M) was not sufficient for older materials, which 
presented special problems. The 1973 edition of the ISBD(M) 
had a paragraph added which read, "The ISBD(M) is primarily 
concerned with current publications. It therefore makes no 
provisions for the special problems of older books." There was 
no real demand for a more descriptive publication until 1975— 
1976, when several European libraries began to compile union 
catalogs of rare books. The IFLA Committee on Rare and 
Precious Books and Documents (now designated a Section) 
set up a working party in 1975 to produce a draft ISBD(A).

185



The (A) stood for Ancient, Antique, Antiquarian, etc. Two 
more drafts were issued in 1978 and 1979 and then the 
ISBD(A) was published in 1980.

• 1978: AACR2 is published with a chapter (4) devoted to 
cataloging manuscripts and manuscript collections.

• 1981: Bibliographic Description of Rare Books (BDRB) was 
published by the Library of Congress to supplement and 
interpret the rules provided in AACR2. The introduction to 
this edition states: "These rules should be considered the 
Library of Congress' interpretation of AACR2 Chapter 2 for 
its own cataloging of older printed materials." 1983: 
Archives, Personal Papers, and Manuscripts: A Cataloging 
Manual for Archival Repositories, Historical Societies, and 
Manuscript Libraries is published in response to inadequate 
provisions in both editions of AACR for the cataloging of 
large collections of archival materials.

• 1991: Descriptive Cataloging of Rare Books (DCRB). 2nd ed. 
is published and available on the Web ( '. An updated version 
of Bibliographic Description of Rare Books.

• 1995: Guidelines for Bibliographic Description of
Reproductions developed by the Committee on Cataloging: 
Description and Access to be used in harmony with AACR2R. 
Published to help with the difficulty of cataloging multiple 
versions, meaning items which have identical content but 
appear in different physical formats. Defines reproduction as 
an "item that is a copy of another item and is intended to (*)

(*) hup: www.tlcdelivers.com/tlc crs rareOI70.htm
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function as a substitute for that item”.
• 2000: Draft of Descriptive Cataloging of Ancient. Medieval.

Renaissance, and Early-Modern Manuscripts placed on the 
Web ( 1 is prepared bv Gregory A. Pass in collaboration with 
Electronic Access to Medieval Manuscripts and the 
Bibliographic Standards Committee of the RBMS. The Task 
Force of the Review of the Draft is to report by December 1, 
2000 to the Chair of the Committee on Cataloging: 
Description and Access, on the manual's consistency or lack 
thereof with AACR2. Published as a supplement to Chapter 4 
(Manuscripts) of AACR2. ri * (*)

(**) ftp://165.134.156.3/vatican
(*) Extracted from Chesko. M.. Dunkin. S., Hogg, C. (2000)
Advanced Bibliographic Control (Description and Name Access). Archival 
a n d  In fo r m a tio n  S tu d ie s .
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LANGUAGE FOCUS

A. Scanning
Scan the further reading passage to find these answers.

1. What is a manuscript?
2. When was a committee dealing with rare books etc set up 

by the Association of College and Research Libraries (in 
America)?

3. That committee was changed into the Rare Books and 
Manuscripts Section of the ACRL three years later. What, 
according to the above article, were some of the main things 
it was expected to do?

4. Relevant to rare book cataloging, what was published by 
America’s largest library in 1981?

5. Why was the 2nd edition of DCRB (1991) available to a very 
wide audience?

B. W ord forms: Adjectives 
Negative prefixes: il-, im-, or un- = not
You can change the meaning of a word in English by placing a 
prefix (il-, im-, or un-) in front of it.
Add a prefix (il-, im-, or un-) to the following rootwords. then fill 
the gaps in the sentences below.

possible _________ _  h e a l t h y ____________
certain comfortable _____
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friendly __________ legal ___________
patient __________ polite ___________
possible __________ true ___________
happy ---------------  a b l e ___________

I. He would never make a good teacher. He's far too

2. Most modem cities are lonely, dangerous and rather 
 places.

3. In Britain it is ___________ to drive a car without
insurance and road tax.

4. Because of the bad weather it i s _________ whether the
open-air concert will take place or not.

5. No person can live to the age of 200; it 's__________ .
6. Don't believe a word he tells you. It’s all__________ !
7. Pass me a cushion please. Jane. This chair's very

8. Her children are very_________and never say ‘please" or
‘thank you'.

9. You cannot remember things when sou are tired and

10. I would like to come to your party but 1 am __________to.
1 can't come.

11. The service at this restaurant is very slow-. It's 
__________ to have a quick lunch here!

12. Smoking is not good tor you. It s ___________■
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C. Prepositions
Fill in the blanks with correct prepositions.

In addition (1)______maintaining diverse collections, public
libraries offer an increasing variety (2)_____services and activities
(3)______ response (4)______ community needs. Common
services range (5)______ story hours, crafts, and puppet shows for
children (6)______computer technology workshops, concerts, and
lecture series for users (7)______ all ages. Many public libraries
sponsor exhibits about historical events and popular culture.
(8)______ addition, they host book-discussion groups, lectures,
film screenings, and live performances (9)______auditoriums or
public meeting rooms. Many public library staff members are
specially trained to recommend books (10) ______users of
particular age groups or (11)______ specific interests. The
librarians who offer these services first discern the educational and
recreational interests (12)______a library user and then draw up a
customized list (13)______suggested titles (14)______the user to
read. For example, a librarian might prepare a list of items about 
the local court system for someone planning to testify in a small- 
claims court. Or a children’s librarian might compile a list of 
picture books (15)______use by child-care providers.

♦ Building Vocabulary Skills 
A. Vocabulary review

Match the words in column A with their meanings in column B.
A B 1

1. fiction book a. examine books in a casual.
leisurely way
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2. non-fiction book b.
3. browse
4. integrate
5. social science
6. encyclopedia c.
7. humanities
8. arts d.
9. lab
10. author
11. publisher

e.

f.

g

h.

group of subjects concerned 
with people within society and 
including economics, 
sociology, politics and 
geography
books about imaginary people 
and events
writing that gives information 
or is about the real things and 
events rather than imaginary 
ones
person or firm that publishes 
books, newspapers, etc 
subjects of study (e.g. 
languages, literature, history) 
in which imaginative and 
creative skills are more 
important than the exact 
measurement and calculation 
needed in science 
room or building used for 
(especially scientific) research, 
experiments, testing, etc. 
book or set of books giving 
information about every 
branch of knowledge or about 
one particular subject with 
articles in alphabetical order 
subjects of study concerned
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with human culture, especially 
literature, language, history 
and philosophy.

j. combine something in such a 
way that it becomes fully a 
part of something else

k. the person(s) or organization 
that wrote a book, journal 
article, working paper, etc.

B. Context clues
Practise using context clues. Choose the nearest equivalent 

word/phrase to each word in bold print from a, b. c and d. These 
words are from unit 11. (Do not use your dictionary .)

1. I searched the house for the coin that I lost.
a. swept
b. looked all over
c. bought
d. entered

2. The way things are done in a university is governed largely 
by rules made or approved by the University Council.

a. ruled b. changed
c. paid for d. denied

3. There ought to be consistency in the rules of any 
organization.

a. usefulness
b. integrity
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c. compatibility
d. having the agreement of all the people concerned

4. I agree with the main content of the letter, although I do not 
like its style of writing.

a. substance b. appearance
c. truth d. size

5. Professor Smith attempted to find a cure for that disease.
a. wanted b. succeeded
c. tried d. failed

6. Listening to the radio is a common activity in most 
countries.

a. widespread b. unusual
c. uneducated d. enjoyable

7. Every organization must have rules.
a. regulations b. money
c. members d. a constitution

8. The rules in Australian and English universities are rather 
different from those in American universities.

a. the same as
b. not the same as
c. better than
d. worse than

9. My Anh wandered around the city for two hours.
a. in one place
b. in a circle
c. everywhere



a. in various places in
10. We should try to keep up with recent research in our field of 

work or of special interest.
a. up-to-date
b. the best
c. futuristic
d. relevant

11. Medical procedures have changed considerably during the 
past one hundred years.

a. for the better
b. very much
c. slowly
d. rapidly
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U N IT  11

3IBLI0GRAPHIC DESCRIPTIONS OF LIBRARY 
MATERIALS

Pre-reading
1. Can you suggest at least three items of information that 

ought to appear on a catalog listing for a book?
2. Can you suggest two ways in which different systems of 

recording books in a catalog might differ from one another?
3. Can you suggest at least two ways in which the information 

on a catalog entry for a research institution or university 
might be different from a catalog entry for a primary school?

• Reading

CATALOG DESCRIPTIONS OF LIBRARY MATERIALS

Librarians give careful consideration to the ways in which they 
escribe their materials so that users can easily search library 
atalogs to determine whether the library has specific items. Rules 
ar describing all forms of library materials are governed by 
ataloging codes developed at the national or international level, 
ataloging codes set standards for the types of information that a 
atalog should include and for the format in which that information
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should be presented. By establishing consistency in the contttf 
and format of catalog descriptions, these standards simplify the 
user’s search for library materials. In addition, standardized catalog 
descriptions enable libraries to easily share information about their 
collections with one another.

In the United States, libraries first attempted to establish a 
standard for catalog descriptions in the late 19th century. Since 
then, libraries in the United States, the United Kingdom, Canada, 
and a number of other countries have adopted a standard set of 
rules for describing documents in their collections. These rules, 
called the Anglo-American Cataloging Rules (AACR). were first 
published in 1967 and were issued in a second edition in 1978 
(AACR2). The AACR2 outlines common principles of catalog 
description that apply across all document formats. It also gives 
specific rules needed to describe particular types of documents. For 
example, information needed to describe videotapes will vary 
somewhat from that needed to describe books, sound recordings, or 
computer files. In the early 1970s the International Federation of 
Library Associations and Institutions (IFLA) developed different 
international standards for describing all types of library 
documents. These standards, called the International Standard 
Bibliographic Description (ISBD). form the basis for many of the 
national cataloging codes that were subsequently developed 
around the world.

Although cataloging codes were once primarily designed to 
serve users of large research libraries, more recent standards allow 
for different levels of detail to meet the needs of users in other 
types of libraries. These variations recognize that a user in a large 
research library may need or want to know far more about a 
document than a patron in a public library or a student in a school

196



rary. For example, a card-catalog record developed for a 
search library might look like this: 
teenan. Joe.
you re talking to me. your career must be in trouble: movies, 
ayhem, and malice / by Joe Queenan.— 1st ed.—New York: 
yperion, ©1994.
x, 267 pp; 24 cm.
¡says first published in Movieline. Rolling Stone, and the 
'ashington Post. Includes index.
BN 1-56282-788-X
Motion pictures—United States—Reviews. 2. Motion pictures— 

nited States—Humor. I. Title.
Public or school libraries might choose to eliminate some of 

lis information from their catalog descriptions. For example, they 
ay omit the subtitle “movies, mayhem, and malice”, the place of 
ublication (New York), the size (24 cm), the note about where the 
¡says were first published, and the note that there is an index. For 
tecial situations, elements might be added to the description if the 
brarians believe this would be useful. For example, if the library's 
spy of the book is autographed by the author, the cataloger might 
/ish to note that fact.

The form of information on the typical catalog card remained 
elatively stable from the late 19th century until the advent of 
nline catalogs in the 1980s. Online catalogs have changed the 
resentation of catalog information considerably. Although some 
nline catalogs have elected to present entries in a screen display 
tat resembles the catalog card, most have chosen to use a master 
atalog record that contains complete catalog information about a 
;iven item. From this master catalog record, users can generate
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computer displays of varying amounts of information, depending 
on their needs. For example, the user may establish parameters ini 
search that would generate the following level of display, which 
provides only basic information to identify the document:

AUTHOR: Queenan, Joe.
TITLE: If you’re talking to me, your career must be in trouble: 
movies, mayhem, and malice.
PUBLISHER: Hyperion, ©1994.
SUBJECTS: Motion pictures—United States—Reviews. Motion 
pictures— United States—Humor.
LIBRARY HOLDINGS:
LOCATION: Main Library CALL NUMBER: PN1995.Q44 1994 
STATUS: Checked out
The user can also use the computer catalog to generate a more 
complete or full display that provides additional information. A 
full display for the previous record could be as follows:

AUTHOR: Queenan, Joe.
TITLE: If you’re talking to me, your career must be in trouble: 
movies, mayhem, and malice / Joe Queenan.
PUBLICATION: New York, N.Y.: Hyperion. ©1994. 
DESCRIPTION: xix, 267 pp; 24 cm.
NOTES: Essays first published in Movieline. Rolling Stone, and 
the Washington Post.
NOTES: Includes index.
SUBJECT: Motion pictures—United States—Reviews. 
SUBJECT: Motion pictures—United States—Humor.
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L I B R A R Y  H O L D I N G S :

L O C A T I O N :  M a i n  L i b r a r y  - C A L L  N U M B E R :  P N I 9 9 5 . Q 4 4
1 9 9 4

STATUS: Checked out
Some names associated with library materials present 

peculiarities that complicate searches in library catalogs. For 
example, some authors publish works under more than one name. 
American author Mark Twain wrote under this celebrated 
pseudonym, but he also wrote under his original name, Samuel 
Langhorne Clemens. Cataloging standards call for the use of the 
name that appears in the work being cataloged. Logically, users 
may search under Twain for books written under the name Twain, 
but they must search under Clemens to find those books written 
under the author’s original name. To assist catalog users who 
search only under the secondary name, or under a name used for 
only some of a person’s works, catalogers typically provide cross 
references in the catalog. In card and book catalogs, these cross 
references direct users to “see” or “see also” an alternate name. A  

library that cataloged a work under Mark Twain but did not own 
any books that had Samuel Langhorne Clemens as author would 
likely provide the following reference:
Clemens, Samuel Langhorne see Twain, Mark.

If the library had books for which Clemens was listed as the 
author and others for which Twain was the author, the references 
would likely read as follows:
Clemens, Samuel Langhorne see also Twain, Mark, 
and Twain, Mark see also Clemens, Samuel Langhorne.

In these situations, users could search under either name and 
they would find either the catalog record or a reference instructing 
them on how to find the alternate name in the catalog. In some
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M ~ i c c i i .  i i i i i c a u ,  u t V / i i u i m ,  m i r o  m a j '  u t  m a u v ,  i v / i  u i t  u j w i  j u  m a i  e

search on either "Twain" or “Clemens" would display catalog 
records for all books written under either name.'

♦ W orking with vocabulary
A. Focus on the reading

1. Librarians give careful consideration to the ways in which 
they describe their materials so that users can easily
__________ library' catalogs to determine whether the library
has specific items.

2. Rules for describing all forms of library materials are
________by cataloging codes developed at the national or
international level.

3. By establishing ___________in th e__________ and format
of catalog descriptions, these standards simplify the user's 
search for library' materials.

4. In the United States, libraries first_________ to establish a
standard for catalog descriptions in the late 19th century . (*)

(*) Extracted from Library ! institution!. M icrosoft® Encarta® Online
Encyclopedia. 2004

consistency search
attempted considerably
around different

content
rules
governed

recent
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5. The AACR2 outlines common principles of catalog 
description that apply across all document formats. It also
gives specific__________needed to describe particular
types of documents.

6. In the early 1970s the International Federation of Library
Associations and Institutions (IFLA) developed _______
international standards for describing all types of library 
documents. These standards, called the International 
Standard Bibliographic Description (ISBD). form the basis 
for many of the national cataloging codes that were 
subsequently developed_________the world.

7. Although cataloging codes were once primarily designed to
serve users of large research libraries, more____________
standards allow for different levels of detail to meet the 
needs of users in other types of libraries.

8. Online catalogs have changed the presentation of catalog
information __________ .

B Focus on New Contexts

content consistency
govern attempt
different searched
rules

1. She will to b

2. In years.

recent
considerably

around

to beat the world record.
ears, there have been many great

changes.
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1I 5

4.

5.
6 .

7.
8 . 

9. 
10

t U I U C I  LI 1 I S  I l l W l l l I l l g , .

In Britain the Queen reigns, but elected representatives of
the people ____________ the country.
His knowledge spans many____________ areas.
The _____________  of his essay is excellent, but it's not
very well expressed.
The police__________
There is no

_________  the house for weapons.
_____________ in this man.

Everybody has to study th e____________ of the road.
. Chairs were left untidily the room.

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false
1. Some of Mark Twain's books are listed under the name 

Samuel Langhorne Clemens.
2. Consistency is one of the most important requirements for 

any cataloging code.
3. In the USA, a standard for catalog descriptions of books was 

tried early in the 19th century.
4. On catalog entries, it is considered that descriptions of 

video-tapes would be rather different from descriptions of 
books.

5. The acronym 1SBD stands for "International Standard 
Bibliographic Description".

6. Online catalogs started to replace card indexes in the 
1960s.
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7. Most modern online catalogs have a master catalog record 
with quite full information about each book etc.

8. Users can often choose to look up books on a simpler listing 
by modifying all the entries that would appear on screen.

9. Catalog entries do not usually indicate the subject area of a 
book. e.g. geography, psychology, botany.

10. With on-line catalogs, the reader can look up a book either 
under its author or under its title.

B. Comprehension questions
Answer the questions about the reading.
1. Why is it important for libraries all over the world to use the 

same cataloging codes?
2. Which important rules (in this area) were first published in 

1967?
3. What is ISBD?
4. What is it?
5. Who developed it. and when?
6. Let us imagine that in the year 1998 John Haw'kins wTote a 

book which he called "A quiet achievement: a history of 
education in Victoria in the nineteenth century". Eventually 
it was published in Melbourne four years later by the 
Alexander Publishing Company. At the beginning of the 
book there are 10 pages numbered in Roman numerals (i to 
\)  and then the main text of the book has 153 pages. In size, 
the book is 23 centimeters long. Now. construct a card- 
catalos entry for that book. On separate lines show: author:
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uue; pnysical description; place (city) ot publication: 
publisher; date of publication; subject areas (at least three).

7. What is the sub-title of the above-mentioned book0

♦ Further practice
A. Discussion
Discuss these questions in groups.
1. Consider the following (imaginary) catalog entry, then add 

the appropriate headings to it to make it a complete one.
Thompson, John.
History and discourse: The application of techniques of
discourse analysis to historical narrative and explanation.
New Delhi: North India Publishing Co. 2004.
Text linguistics - Historiography - Genre analysis -
Discourse analysis
25 cm X 16 cm. ix + 576 pages
Main Library. 401.42 THOM
Available
2. Discuss and give reasons why each of the above categories 

is important.

B. Guided writing
Composition topic: A catalog entry
1. Choose one of the textbooks that you wrote about in Unit 

10 above, and make a suitable catalog entry for it.
2. If your catalog entry has not included all the items in your 

other description, explain the reasons for omitting them.
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3. Write a short composition explaining the reasons for 
including each item in your catalog entry.

♦ Further reading

THE ANGLO-AMERICAN CATALOGING RULES (AACR)n

The Anglo-American Cataloging Rules (AACR) are “designed 
for use in the construction of catalogs and other lists in general 
libraries of all sizes. The current text is the Second Edition, 2002 
Revision (with 2003 and 2004 updates) which incorporates all 
changes approved by the Joint Steering Committee for Revision of 
AACR (JSC) through February 2004. The rules are published by:

• The American Library Association
• The Canadian Library Association
• C1L1P: Chartered Institute of Library and Information
Professionals

In suppott of effective cataloging practice, the Joint Steering 
Committee develops and maintains the Anglo-American 
Cataloging Rules according to established principles for 
bibliographic description and access. To this end. the Committee 
works in a timely and proactive manner to formulate a cataloging 
code that is responsive to user needs and to changes in the 
information environment, and that results in cost-effective 
cataloging. (*)

( * )  http: 'w w w .collectionscanada cajsc index.html
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A Brief History of AACR
The rules are maintained by the Joint Steering Committee for 
Revision of AACR.

In support of effective cataloging practice, the Joint 
Steering Committee develops and maintains the Anglo- 
American Cataloging Rules according to established 
principles for bibliographic description and access. To 
this end, the Committee works in a timely and proactive 
manner to formulate a cataloging code that is 
responsive to user needs and to changes in the 
information environment, and that results in cost- 
effective cataloging.

J S C  M i s s i o n  S t a t e m e n t

The constituent organizations represented on the Joint Steering 
Committee are:

• The American Library Association
• The Australian Committee on Cataloging
• The British Library
• The Canadian Committee on Cataloging
• CILIP: Chartered Institute of Library and Information 
Professionals
• The Library of Congress 

Translation of AACR
This list of translations has been supplied by the co-publishers. 

The Joint Steering Committee does not review or endorse 
translations of AACR.

AACR is strictly the copyright of the American Library
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\ssodation, ihe Canadian Library Association and the Chartered 
Institute of Library and Information Professionals (ClLIP). 
Translations must be licensed by the copyright holders. CILIP 
landles translation licenses on behalf of the copyright holders, and 
iny enquiries should be sent to Vivien Scorer.*

Guide to Status:

Current = translation rights are current

Expired = translation rights have expired - out of print

Language Version Country Organization Status

Arabic 1988 Jordan Jordan Library Association Expired

Catalan 1988 Spain Biblioteca de Catalunya Expired

Chinese 1988 & 

Concise

China Shanghai Scientific and 

Technological Literature 

Publishing House

Current

Czech 1988 Czech

Republic

Czech National Libran Expired

1: slon i an 2002 Fsionia National Library olT.stonia Current

Filipino 1988 Philippines University of Philippines 

Institute of Libran Science

Expired
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Finnish 1988 Finland Finnish Ministry of Education Expired

French 1988 Canada ASTED Expired

French 1998 Canada ASTED Current

German 1998 Germany K.G. Saur Verlag Current

Greek 1988 Greece Technological Educational 

Institution o f Thessaloniki

Expired

Italian
1988 & 

1993 update
Italy Editrice ßibliografica Current

Japanese 1978 Japan Japan Library Association Expired

I.atx ¡an 2002 Falx ia National Library of Latvia Current

Malaysian 1978 Malaysia
Language and Literacy 

Agency
Expired

N o r w e g i a n 1978 N o r  wax N B I  Taste K a la  log  ko rr. he Expired

W t m e ' . ’i.tn 19 9 8 Norxx a\
Norwegian 1 

Association
l urreni

V n w c u i a n
3002 

(ch.9.10)
Norw ax National Library of Norxx ay Current



Portuguese 1978 Brazil Federacao BrasÜeira de Asociacoes 

de Bibiotecarios (FEBAB)

Expired

Portuguese Concise Mozambiq

ue

Universidade Eduardo 

Mondlane

Current

Portuguese 2002 Brazil Federacao Brasi leira de 

Asociacoes de Bibiotecarios 

(FEBAB)

Current

Russian
1988 & 

1993 update
Russia Russian Library Association Current

Slovakian 2002 Slovakia Slovak National Libran' Current

Slovenian Concise Slovenia
IZUM Institute of 

Information Science
Current

Slovenian 2002 Slovenia
IZUM Institute of 

Information Science
Current

Spanish 1978 Costa Rica The University of Costa Rica Expired

Spanish
19S8 & 

1993 update
Colombia Rojas Eberhard Edi to res Current

Swedish 1978 Sweden Swedish Libran Association Expired
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Ukrainian 1998 Ukraine Book Chamber of the Ukraine Current

Urdu 1978 India
Ministry of Education & 

Culture
Expired

Vietnamese
Concise

1998
Vietnam LEAF-VIETNAM

1
Current

* [vivien.scorer @cilip.org.uk]
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LANGUAGE FOCUS

i .  Word forms: Verbs 
'refixes
i'ou can change some words into verbs by adding the prefixes re-. 
iut-, or en- .
The prefix re- means "to do something again.”
The prefix out- means “ better, quicker and longer”
The prefix en- means “ cause something to, put something in and 
nake somebody/something ...”
\dd the prefixes re-, out-, or en- to the following words. Then 
:hoose the best word for each sentence. Be sure to use the correct
:ense.

Verb Verb Noun Verb Adjective Verb

close danger rich
act case large

force
tell
order
number
arrange
marry
take
live
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1 Dave and Susan got divorced 15 years ago. Last summer
Susan s o t__________and moved to Canada with her new
husband.

2. Smoking_________your health.
3. The strikers were__________ by the military police.
4. The new owner of the house wants to ________ the lawn.
5. i think 1 should _________  the furniture in my

apartment.
6. My children love to hear stories. They often ask me to 

 their favourite stories many times.
7. Her broken arm was_________ in plaster.
8. She__________her husband.
9. The new waiter at the restaurant forgot our order for dinner,

so we had to ___________ everything.
10. I 'l l__________ your letter with mine.
11. You should read books to __________ your mind.
12. If you don’t get a good score on the IELTS exam this

weekend, you can___________ it next month.
13. The authorities are there to ________ the law.

B. Word forms: Gerunds or Infinitives 
Write the correct form of the verbs in parentheses

In libraries where staff turnover is high it may well be worth
xx h i 1 e (I)________(look) at the staff training programs
(-)________(see) if they can be used (3) ________(help) reduce
the number of resignations. Of course there are always factors 
l-*1_______ (affect) the number of resignations which are quite



eyond the scope of any training course (5)_______ (resolve):
actors (6)________(range) from difficulties in (7)_______ (find)
ccommodation to the high cost of fares to and from work.
Conversely, one should never aim at (8)_______ (have) a
ompletely static staff as this could result in stagnation of ideas 
nd enthusiasm, but the reader will certainly feel more confidence 
n the library if there is at least a steady core of familiar faces 
lehind the counter.

T. Sequencing: Linking Phrases
n groups, try to put the story back into the correct order. Read the 
¡entences aloud until all agree on the correct order. Pay particular 
ittention to the words at the beginning of the sentences

a. This story all began one weekend when Joe visited York. 
He had passed his driving test only a few weeks before and 
had just bought a second-hand Ford.

b. But, after a while, he managed to find a space in a side 
street just outside the centre.

c. In spite of his nervousness about driving, he was 
determined to go on a long trip.

d. After searching the next two streets he hound the car and. of 
course, felt very relieved but rather foolish.

e. In fact, everything went much better than he had expected, 
and a few hours later he was approaching the outskirts of 
York.

f. Next, he set off to look round the cathedral and all the other 
historic buildings.
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g. To begin with, he thought it had been stolen and 
immediately set off to call the police but then he noticed 
that the adjoining streets looked very similar.

h. Even though it was late September, York was packed with 
tourists and, as a results, all the central car parks were full.

i. Finally, when Joe had got tired of sightseeing, he returned 
to where he had left his car. To his surprise, it was nowhere 
to be seen.

j. Fortunately, the traffic was not too heavy and. even better, 
the weather was perfect. Soon he was nearing the city 
centre.

♦ Building Vocabulary Skills 
A. Vocabulary review

Match the words in column A with their meanings in column B.

A B

1. organization a. person who is trained and qualified

2. agency in legal matters, especially a

3. legal solicitor

4. lawyer b. each item kept in a library is given 
a unique number so that it can be

5. special found on the shelf
6. patron c. business or place of business
7. call number providing a (usually specified)
8. abstract service.

d. organized group o f people
9. barcode e. based on the law
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f. regular customer of a shop, 
restaurant, etc

g. of a particular or certain type; not 
common

h. the unique identification number 
located on books and other library' 
materials, For example, 3 1290 
01617 3163.

i. A summary of what a book or 
journal article is about.

B. Context clues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b, c and d. These 
words are from unit 12. (Do not use your dictionary.)

1. Michael Halliday invented a new system for analyzing 
language.

a. book
b. machine
c. organizational method
d. institution

2. The word 'insect' denotes a small invertebrate animal having 
six legs

a. represents/means
b. does not mean or represent
c. tells us about
d. counts
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3. The economy of some countries is largel> based on 
agriculture.

a. improved by
b. harmed by
c. thought about
d. built on

4. The word 'surgeon' comes from two ancient Greek words 
which mean 'one who works with his hands'.

a. means
b. does not mean
c. is the same as
d. is derived from

5. The title of a book and its author, date and publisher 
normally appear on the title page of a book.

a. can be seen
b. look out
c. are illustrated
d. write

6. The meal we are cooking is a combination of rice and 
beans.

a. delicious
b. frying
c. joining together
d. roast

7. An initial letter in the middle of an English proper name 
represents an additional given name, e.g. in John F. 
McMahon', the letter F. might represent 'Francis'.



a. stands for
b. is a secret
c. loses
d. speaks on behalf of

8. X is the initial letter of the word 'xylophone' -which is a 
musical instrument.

a. first b. last
c. unnecessary d. middle

9. Deirdre has eaten half a water melon.
a. two
b. some
c. two quarters of
d. none

10. About forty years ago, Australia's money was changed
from pounds to dollars,
a. altered b. improved
c. devalued d. lost

11. Despite his great age. Mr Anderson continued to run his 
business.

a. In order to remain young
b. Although he was very old
c. Until he grew very old
d. Forever
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UNIT 12
CLASSIFICATION SYSTEMS

♦ Pre-reading
1. Name some types of classification systems that are used in 

libraries.
2. In what countries are these systems used?
3. What do you understand by the words ‘Dewey system’?

♦ Reading

DEWEY DECIMAL CLASSIFICATION

In the mid-19th century, most libraries used locally developed 
classification systems to arrange their collections. These systems 
usually provided a broad indication of the subject and gave a 
permanent location for a book on a shelf. This situation changed 
dramatically with the introduction of the Dewey Decimal 
Classification. American librarian and library educator Melvil 
Dewey devised the system in 1873 while he was a student at 
Amherst College in Massachusetts. The Dewey Decimal system 
was first published in 1876 as A Classification and Subject Index 

fo r  Cataloging and Arranging the Books and Pamphlets of a 
Library.
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In structuring his system. Dewey used numbers and decimal 
Tactions to indicate the subject content of a given work. For 
;xample. the numbers 200-290 denote all works on the subject of 
-eligion, and the numbers 900-990 denote all works on the subject 
af geography and history. This approach to notation allowed for a 
representation of a variety of subject categories, or classes, and 
subclasses. It also expressed the hierarchical relationship of these 
classes and subclasses while allowing unlimited expansion for 
additional subclasses. These new subclasses are introduced in new 
editions of the Dewey Decimal system, published every six to ten 
years. Although the names of the principal classes have changed 
over time, their content has remained stable. Today, the ten primary 
classes are as follows:
000-090 Generalities 
100-190 Philosophy and psychology 
200-290 Religion 
300-390 Social sciences 
400-490 Language
500-590 Natural sciences and mathematics 
600-690 Technology (applied sciences)
700-790 The arts; fine and decorative arts 
800-890 Literature and rhetoric 
900-990 Geography and history

The Dewey Decimal Classification is based on multiples often 
(the word decimal in the name of the classification system comes 
from decern, the Latin word for "ten”). Thus, each of the ten main 
classes has the potential to be broken down into smaller multiples 
often For example, class 500 (natural sciences and mathematics) 
has the following subclasses:
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500-509 Natural sciences 
510-519 Mathematics 
520-529 Astronomy and allied sciences 
530-539 Physics
540-549 Chemistry and allied sciences 
550-559 Earth sciences 
560-569 Paleontology; paleozoology 
570-579 Life sciences; biology 
580-589 Plants 
590-599 Animals
Each of these classes may then be further divided. For example, the 
subclasses of 540 are as follows:
540 Chemistry and applied sciences
541 Physical and theoretical chemistry
542 Techniques, equipment, and materials
543 Analytical chemistry
544 Qualitative analysis
545 Quantitative analysis
546 Inorganic chemistry
547 Organic chemistry
548 Crystallography
549 Mineralogy

Each of these classes may be divided ten additional times and 
those ten more times, and so forth. At each step of the hierarchy, 
one additional number from 1 to 9 is added to the length of the 
notation. Thus, class 500 (natural sciences and mathematics) has

2 2 0



ibclass 540 (chemistry and applied sciences); a subclass of 540 is 
11 (physical and theoretical chemistry), a subclass of 541 is 541.3 
hysical chemistry), and so on.

Because this notation generally reflects the position of the class 
ithin the hierarchical structure of concepts, the Dewey Decimal 
lassification system provides libraries with a great deal of 
exibility in tailoring their classification to their collections and the 
;eds of their users. For example, a library with a considerable 
Election of works dealing with cats might classify them very 
recifically. A book on Siamese cats could be placed in the class 
36.82 (short-haired cats) or in an even more detailed class, 
36.825 (Asian short-haired cats), while a book on Maine coon cats 
rcrnld be placed in 636.83 (long-haired domestic cats). This 
etailed indication of subject is called close classification. A library 
/ith more limited holdings on cats might elect to place all of those 
/orks in the general class number for cats, 636.8, regardless of the 
pecific nature of individual books or documents. This 
lassification strategy is known as broad classification.

This ability to customize the detail of classification is one of 
he strengths of the Dewey Decimal system, because it provides for 
inique library and user needs. However, this ability is also one of 
he major shortcomings of the system, because each library’s 
ailoring of the class number results in a certain amount of 
nconsistency when libraries share information about their 
ollections with each other. Ideally, when one library has classified 
i work, other libraries should be able to use that same classification 
lumber. However, one library may have classified the document 
iroadly while another may have preferred close classification.

The Dewey Decimal Classification number that appears on the 
¡pine label for a book is part of the call number. In a library using



the Dewey Decimal Classification, the call number is a 
combination of the Dewey Decimal number and an alphanum eric  

(consisting of both letters and numbers) notation that usually 
represents the surname of the author and the initial letter of the 
first word of the title. This secondary notation is called the book 

n u m b e r  or the C u t te r  n u m b e r . It was developed and popularized in 
the late 19th century by Charles A. Cutter, a librarian in Boston. 
For example, the call number for the book T h e  W o r ld  o f  Antiques, 

by Richard Landon, might be 745.1L259w
The Dewey Decimal number is 745.1 and the Cutter number is 

L259w. The alphanumeric combination ¿259 in the Cutter number 
is derived from a special table to represent the name L a n d o n , while 
the w  represents the first significant word of the title, world. If 
Landon wrote other books on antiques, the use of a letter to 
represent the title would allow librarians to easily arrange his books 
alphabetically on the shelf. In a smaller collection, the Cutter 
number is often simplified by indicating the first few letters of the 
author’s name. For the same book, a simplified call number might 
be 745.1 Lan

In the first half of the 20th century, the Dewey Decimal 
Classification was the most widely used classification system in 
American libraries. Beginning in the 1960s a major movement 
began, principally among academic libraries, to change their 
collections from the Dewey Decimal system to the Library of 
Congress Classification system. There were two primary' factors 
behind this movement: (1) the shortcomings of Dewey Decimal 
Classification for sharing materials between libraries, and (2) the 
limitations of Dewey Decimal Classification in handling new 
subjects without introducing major changes in the system. The 
cause of this latter problem is that the Dewey system had identified
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>st major classes and subclasses when it was first created, leaving 
v vacant places for new subjects as they developed over the 
ars. New subjects must be placed within the existing structure, 
.ulting in increasingly longer classification numbers, or worse, in 
: need to completely revise major parts of the classification of a 
rary’s collection. Beginning in the 1960s, new developments in 
lolarship and technology necessitated major revisions of the 
wey Decimal Classification’s system for the subjects of 
/chology (150), sociology (301), law (340), public 
ninistration (350), education (370), mathematics (510), and the 
: sciences (560-590). In addition, each new edition of the Dewey 
cimal Classification has introduced hundreds of other minor 
ssification and notation changes.
Despite its shortcomings,the Dewey Decimal Classification 

tern remains a cornerstone for the organization of library 
terials. In addition to its widespread use in the United States and 
nada, it has been translated into a number of languages, 
luding French, Spanish, German, Arabic, and Russian, making it 
most widely used library classification system in the world. The 
tern is continuously revised to keep pace with knowledge in all 
as. The Dewey Decimal Classification system is published by 
■est Press, which in 1988 became a division of OCLC: Online 
mputer Library Center, an international computer-based library 
ity with headquarters in the United States. This acquisition 
rked increased OCLC research into the use of the Dewey system 
the retrieval of information from the Internet.' 1

extracted from L ib r a r y  (in s ti tu t io n ), Microsoft® Encarta® Online 
yclopedia, 2004
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♦ Working with vocabulary
A. Focus on the reading

systems based denote initial
comes from half appears change
combination remain represents Despite

1. In the mid-19th century, most libraries used locally
developed classification __________  to arrange their
collections.

2. For example, the numbers 200-290 _________ all works on
the subject of religion, and the numbers 900-990 denote all 
works on the subject of geography and history .

3. The Dewey Decimal Classification is ____________ on
multiples of ten (the word decimal in the name of the
classification system_____________ decern, the Latin word
for "ten").

4. The Dewey Decimal Classification number tha t______ on
the spine label for a book is part of the call number.

5. In a library using Dewey Decimal Classification, the call
number is a___________ of the Dewey Decimal number and
an alphanumeric (consisting of both letters and numbers)
notation that usually___________ the surname of the author
and the___________ letter of the first word of the title.

6. In the first____________ of the 20th century, the Dewey
Decimal Classification was the most widely used 
classification system in American libraries.



7 .

8 .

B.

1 .

2 .

3.
4.

5.

6 .

7.

8 .

Beginning in the 1960s a major movement began,
principally among academic libraries, to________  their
collections from the Dewey Decimal system to the Library 
of Congress Classification system.
______ _________its shortcomings, the Dewey Decimal
Classification system remains a cornerstone for the 
organization of library materials.

Focus on New Contexts

appear initial
comes from Despite
half Denotes

represents
change
based

system
edition
combination

With rare exceptions, he doesn't ____________ in public
now.
This picture_______the Nghe Tinh Soviets insurrection.
This situation is contrary to the_____________forecast.
He will install a heating and lighting ___________in his
house.
Much of the butter eaten in England ____________ New
Zealand.
The second _____________ of the book is more exciting
than the first.
The word "white"______________all white things such as
snow, paper...
This is where w e______________from car to bus.
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9. This novel is_____________ on historical fact.
]0 ._____________  what others say. I think he’s a very nice

chap.
11. The architecture in the town centre is a successful 

 of old and new.

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false
1. The Dewey Decimal Classification was first published 132 

years ago.
2. According to this system, a book with the call number 940 

would be a book about mathematics.
3. By using numbers and decimal fractions, books can be 

classified according to various classes and subclasses.
4. New subclasses are introduced in new editions of the 

system, published annually.
5. A book with a Dewey call number 546 would be in the 

area of "Inorganic chemistry", within the are 
"Chemistry and allied sciences", which in turn is within the 
broader area "Natural sciences and mathematics".

6. You would find books about horses somewhere in the 500s.
7. These days it is usual to add an alphanumeric (of Cutler) 

notation to the Dewey number.
8. This enables books on the same subject by the same author 

to be shelved next to each other.
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9. The Dewey system has been able to cope with the 
development of new areas of knowledge without any 
difficulties. .

10. Despite difficulties, the Dewey system has proved very 
useful and is the most widely used system in the world.

B. Comprehension questions
Answer the questions about the reading.
1. Which would be the first digit (single number) of the call 

number for each of the following titles - using the Dewey 
Decimal System?

(a) How to speak German
(b) The concept of mind
(c) An elementary text-book of chemistry
(d) A history of Buddhism in Sri Lanka
(e) The early paintings of Michelangelo
(f) The Mekong Delta and the Nile Delta: 

a comparative study
(g) A text-book of phonetics and phonology
(h) Pride and prejudice (a novel)
(i) An advanced course in algebra
(j) The collected works of Shakespeare

2. What would probably be the first three digits for the 
following titles?

(a) A comparative study of the simpler minerals
(b) Laboratory methods for first year university 

chemistry students
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(c) A general introduction to chemistry and its 
applications

(d) The chemistry of crystals
3. Why is the word 'decimal' used in the term 'Dewey Decimal 

System'?
4. What do we call the kind of classification where, for 

example, all chemistry books in a library are given (only) the 
number 540 (i.e. without further numbers like 540.32)?

5. What kind of library might use it?
6. Why?
7. How many digits would you find in a (DDS) call number 

when close classification is used?
8. In the 'Cutter number' that usually follows the Dewey 

classification number, what does the first letter usually stand 
for?

9. Here are the author and title of a book: H. R. Lovn: The 
governance of Anglo-Saxon England from 500 to 1087. 
Which of the following do you think might be its call 
number?

(a) 570.56 LOYN
(b) 690.08 AS678L
(c) 942.01 LOYN
(d) 986.67 L67F
(e) 081.7841 G56L

10. Why is (a) not the right answer?
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Further practice
A. Discussion
l. What kinds of classification system are used in libraries in 

Vietnam? Describe in detail if possible.
1. Is the Dewey classification system frequently used in 

libraries in Vietnam? If the answer is ‘Yes’, give the names 
of some libraries that often use this type of system. If the 
answer is "No", why not?

B. Guided writing
Zomposition topic: The Dewey decimal system of classifying
nooks
This composition should take the form of a simple explanation
nf the system to someone who has no knowledge of it. Give
examples to help make your explanation clear.

Further reading

LIBRARY OF CONGRESS CLASSIFICATION

In contrast to the Dewey Decimal Classification, which was 
veloped by a single person, the Library of Congress (LC) 
assification evolved as a collaborative effort. In 1898 a group 
ider the auidance of J. C. M. Hanson, the head of the catalog 
vision at the Library of Congress, and Charles Martel, the 
>rary"s chief classifier, developed the first part of the 
issification system. Their work established the subject areas for



bibliography work and for library science. In the years that 
followed, numerous specialists contributed to the further 
development of the Library of Congress system and expanded it to 
cover other subject areas.

The Library of Congress Classification system is divided into 
21 major classes, using letters for each. The system does not use 
the letters I, O, W, X, and Y. The major classes of the Library of 
Congress Classification system are as follows:

A. General works
B. Philosophy; psychology; religion
C. Auxiliary sciences of history
D. History: General and Old World
E. History: America
F. Geography; anthropology; recreation
G. Social sciences
H. Political science
I. Law
J. Education
K. Music and books on music
L. Fine arts
M. Languages and literature
N. Science
O. Medicine
P. Agriculture
Q. Technology
R. Military science
S. Naval science
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T ■ Library science
Originally, the Library of Congress Classification system 

lesignated the main class of a subject by using a single letter in the 
all number. However, as the classification introduced new 
ubjects, it used a second letter to further subdivide the main 
lasses into subclasses. For example, H indicates the broad subject 
if social sciences, and HF denotes the more specific subject of 
ommerce. Class K (law) is the only part of the classification to use 
third letter to further subdivide the second-level classes. For 

xample, class K.L represents the history of law in various regions 
f Eurasia, and K.LA represents materials specific to Russia and the 
ormer Union of Soviet Socialist Republics (USSR). In all classes, 
ie letter or letters are followed by a number of up to four digits, 
urther dividing subjects and making the Library of Congress 
dassification an alphanumeric notation. These numbers 
temselves may be further expanded with decimal figures to 
2present even more specific subjects.

In addition to the use of letters and numbers to denote subjects, 
te Library of Congress call numbers make frequent use of Cutter 
umbers that indicate something further about the subject of the 
ocument. For example, the Dewey Decimal Classification might 
idicate a hierarchical relationship of places on Earth, classifying 
ocuments dealing with these places by hemisphere, then by 
ountry. then by region of that country, and so forth. The Library of 
ongress Classification uses its own variation of this scheme to 
ivide places alphabetically. For example, U.S. states are 
presented in the Library of

Congress system with these additional alphanumeric 
esignations:
^2 Alabama
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,A4 Alaska 
,A6 Arizona 
,A8 Arkansas 
,C2 California

Similarly, when treating individual subjects, the Library of 
Congress system may classify them alphabetically. For types of 
cats, for example. LC indicates the name of the breed:
.A6 Angora 
.B8 Burmese 
C6 Colorpoint 
P4 Persian

When not used to indicate the subject or form of a document, 
the additional notation in the call number is used to subdivide 
works alphabetically, generally by the author's last name. For 
example, the book Burmese Cats: Everything About Acquisition, 
Care. Nutrition. Behavior. Health Care, and Breeding (1995), by 
Carolyn M. Vella, would have this call number:
SF
449
,B8
V45
1995

In this example, the alphabetical notation SF indicates that the 
work deals with animal culture, while 449 specifies the book's 
subclass: cats. The notation ,B8 further specifies Burmese cats. The 
fourth line is the Cutter number, an alphanumeric combination. 
\  4o. that identifies the author's last name. Vella. Finally, the 
notation 1995 designates the year in which the book was published.



Although Library of Congress Classification, like Dewey, has a 
hierarchical structure to it, this is not reflected in its notation. In 
classifying cats treated as pets, the following breakdown results:
SF 446 Pictorial works
446.5 Behavior
446.6 Training
SF 447 Culture and care
447.5 Breeding
447.6 Feeding
SF 449 By breed, A-Z

The notation uses decimal numbers to fit in new subjects where 
needed. If LC’s notation worked in the same way that Dewey’s 
works, then as one went from the notation SF 447.5 (breeding) to 
SF 447 one would expect to be taken to the broader class of which 
breeding of cats was only a part. For example, in the Dewey 
Decimal Classification system, a detailed subclass of 636.825 
designates Asian short-haired cats, but the more general number 
636.82 represents, simply, short-haired cats. In the nonhierarchical 
notation used by the Library of Congress Classification, however, 
one goes from the subclass for breeding of cats (SF 447.5) to the 
equal subclass for culture and care of cats (SF 447). In other words, 
the LC does not permit libraries to adjust or abridge numbers to go 
to a broader class, as is done by libraries using Dewey Decimal 
Classification.

Libraries using LC Classification must accept the class 
numbers completely as assigned by the Library of Congress rather 
than abridge them as libraries using the Dewey Decimal 
Classification system might do. This requirement restricts a 
library's flexibility in customizing a classification number to fit the
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size and nature of its collection, but the requirement also provides 
a major strength of LC Classification: the ability of libraries to 
share classification work without having to concern themselves 
with how other libraries might have tailored the number to fit local 
needs. The ability to share classification work among all libraries 
using LC Classification was a major factor in the decision of many 
academic and research libraries to abandon the Dewey Decimal 
Classification system in favor of the LC system.' 1 (*)

(*) Extracted from Library (institution), M icrosoft® Encarta® Online 
Encyclopedia. 2004
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LANGUAGE FOCUS

A. Word forms
Study the list of verbs, nouns, adverbs and adjectives. Notice how 
they are related to each other, then choose the correct word for each 
sentence. Use a word from line 1 in sentence 1, and so on. Make 
the nouns plural if necessary and be sure to use the correct tense.

Verb Noun Adjective Adverb

1. include inclusion Inclusive inclusively

2. separate separation separate separately

3. inform information (un)informativeo (un)informativety

4. organize organization rganizational organizationally

5. accept acceptance ( unacceptable (un)acceptably

6. educate education (un)educated

7. treat treatment

8. publish publication

publisher

9. protect protection (un)protected protectively

protective

10. (il)literacy (il)literate

1 1. affect effect ( ineffective (in)effectively

12. complicate complication (un)complicated

13.vary variety various
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14. specialize specialty special especial!)

specialist

1. Did you_______ __ a description of your dormitory when
you wrote to your family?

2. Jack’s ___________ from his family is difficult for him, but
he wants to study at a foreign university.

3. Kumiko asked the teacher for ___________ about the city
buses. The teacher gave her a schedule that was very * 11

4. The first meeting of the new club will be an _________
meeting.

5. Your homework is not ___________  because the teacher
can’t read it.

6. ___________ is very important for everyone.
7. The boss____________ Ann very badly during the meeting.
8. Newsweek is a popular___________ .
9. The police provide___________ for the people in a country.
10. Few people are ___________  in Japan. The educational

system is very strong.
11. Exercise has a good ___________  on the muscles. If you

exercise___________ , you will have strong muscles.
12. This is a ___________  problem, and 1 can't find the

solution.
13. A supermarket sells a large___________ of products.
14. Some words are difficult to remember.
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B. Word formation: Compound Nouns
Match the words in column A with the words in column B to make
compound nouns. Match the compound nouns with the definitions
below.

A B
1 . information chute
2. sorting right
3. micro guide
4. copy form
5. return shelf
6. book collection
7. microfilm desk
8. loan catalog
9. reference number
10. call reader

a. The place where books and journals that have been recently 
returned to the Library are placed before they are returned 
to the shelves in the main collection.

b. A range of printed brochures, which include details of 
library services, collections and databases.

c. The place where you return borrowed items.
d. Legal right of authors and other owners of intellectual 

property to control the use of a written or artistic work, 
including computer files and programs.
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e. Images of documents, newspapers or other library materials 
that have been reduced in size and transferred to transparent 
plastic.

f. Collections which include specialized encyclopedias, 
dictionaries, directories, yearbooks, indexes, bibliographies 
and statistical compilations.

g. One type of machine that is used to read a microfilm.
h. One type of catalog that lists the holdings of a library in a 

catalog in book form.
i. The service point where you borrow books and other library 

items.
j. A unique number which is given to each item kept in a 

library so that it can be found on the shelf.

C. Verb + Preposition 
Follow-up
Complete the sentences below using the following verb + 
preposition phrases:

depend on 
suffer from 
wait for 
smile at 
believe in

consist of
prevent somebody from 
approve of 
laugh at 
apologise for

remind somebody of 
recover from 
succeed in 
belong to 
concentrate on

I Our grandmother loves this song. It 
_________her childhood.

her
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2. Romeo and Juliet is the story of two young lovers whose
families______ them _________ marrying.

3. A day at the seaside is a real possibility, but it all 
 the weather.

4. I'm confident about the listening and speaking exams but
what I need to __________is my grammar.

5. Margaret___________life after death. She thinks dying is a
beginning, not an end.

6. The reason why I don’t ___________smoking is the harm it
does to people’s health.

7. If I’m not there by the time the concert begins, don’t 
 me. I’ll see you at the interval.

8. A park isn’t private property. I t__________everybody.
9. I always need lots of hand cream. I _______ very dry skin.
10. It will take the company years t o ___________ this latest

financial disaster.
11. The new driving te s t____________a written exam and a

practical test.
12. Much to everyone’s surprise, the local footbal team 

 winning promotion.
13. Why does everyone __________ me? Why can't anyone

take me seriously?
14. I knew she liked me when she_______me across the room.
15. Jane, I'd like t o ___________ my behaviour last night. It

was all my fault.
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♦ Building Vocabulary Skills
A. Vocabulary review

Match the words in column A with their meanings in column B.
A B

1. faculty a. not often found
2. format b. state of being complex
3. scarce c. special right or advantage available
4. advanced only to a particular person, class or

5. privilege
d.

rank

6. immense extremely large

7. undergraduate e. university or college student who has 
not yet taken his first or bachelor's

8. graduate degree
9. equipment f. person who holds a degree (especially
10. complexity the first or bachelor’s) from a
11. diversity university or polytechnic

g- things needed for a particular purpose
h. high level
i. department or group of related 

departments in a university, etc

j- general arrangement, plan, design, etc 
of something

k. state of being varied
B. Context clues

Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b. c and d. These 
words are from unit 13. (Do not use your dictionary .)
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1- Engineers, technicians and cleaners attend to the physical 
aspects of the swimming pool.

2. Many people suffer from tooth decay.
a. becoming rotten
b. pain
c. loss
d. expenditure

3. It would be improper of me not to invite Miss Caruthers to 
the party.

a. easy b. not right
c. informal d. indelicate

4. Education is a universal phenomenon.
a. related to a university
b. the same everywhere
c. a very good thing
d. something that occurs everywhere in the world

5. Peter Smith engaged in constant efforts to improve the 
welfare of his fellow human beings.

a. involved himself
b. succeeded in
c. died
d. planned to marry

6. The prevalence of skin cancer in Australia stems from the 
popularity of exposing the skin too much to the sun.

a. material 
c. advertising

b. financial 
d. training
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a. is a branch of
b. causes
c. is basically caused by
d. prevents

7. In its original state the house had walls of unpainted brick, 
but in recent years they have been plastered and painted.

a. a new form of architecture
b. best
c. old
d. when first built

8. People with light skin are more susceptible to skin cancer 
than are people with coloured skin.

a. in danger of
b. suffering from
c. sick
d. to be blamed for

9. The rule that students when sitting for examinations must 
not talk to each other is strictly enforced.

a. rarely
b. always
c. tightly /exactly
d. unpleasantly

10. It is difficult for the traffic police adequately to control the 
speed of cars and cycles on the road.

a. prevent b. encourage
c. manage d. stop
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UNIT 13

PRESERVATION OF LIBRARY MATERIALS

♦ Pre-reading
1. Make a list of all the kinds of materials held in a library.
2. Make a list of some ways of preserving library materials. 

Describe in detail if possible.

♦ Reading

Libraries have always struggled against the physical 
destruction of their collections. Fires, floods, earthquakes, and wars 
have damaged the holdings of countless libraries, destroying 
forever much of the recorded history of human civilization. But 
library materials also fall victim to slow decay caused by acid 
content in paper, insect infestation, improper storage or handling, 
and excessive heat, mildew, humidity, and air pollution. The slow 
decomposition of library materials is a universal problem, 
occurring on a massive scale in developing and industrialized 
countries alike. In 1990 the Association of Research Libraries 
estimated that in the United States as much as 25 percent of the 
materials in research libraries were at risk of serious 
decomposition. The situation is even worse in developing 
countries, which typically have much smaller budgets to direct 
toward the maintenance and preservation of library materials. To 
ensure that library materials remain available to present and future
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generations of library users, libraries engage in a variety of 
preservation efforts. These efforts include the conservation of 
original materials and the transfer of information from original 
materials to more durable formats.

Paper-based Materials
One of the greatest threats to library materials stems from the 

acid content of paper in books, manuscripts, and other materials. 
Until the mid-19th century, nearly all the paper used for written or 
printed materials was made from cotton or linen rags. This type of 
paper could last several hundred years without decomposition. 
Since then, however, the vast majority of paper has been made 
from wood pulp treated with acidic chemicals. The residual acid 
slowly decomposes the paper, causing it to become extremely 
brittle. The rate of decomposition depends on the original quality 
of the paper and on the environmental conditions under which the 
materials have been stored. Acid-based paper is especially 
susceptible to light, heat, humidity, and pollution, all of which 
accelerate the decomposition of library materials. After a period of 
50 to 100 years, books made with acid-based paper decompose to 
the point where they can crumble with any handling at all.

Libraries and archives can stop the harmful effects of acid in 
paper by using a deacidification process, which retards the 
embrittlement of paper, greatly prolonging the life span of paper- 
based library materials. In early deacidification efforts, library 
conservationists dipped highly valuable pages, one sheet at a time, 
into a water-based alkaline solution that neutralized the acid in the 
paper. Because this was an extremely time-consuming and 
expensive process, only the most valuable pages of library 
materials could be preserved. However, in 1996 the Library of
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Congress began implementing a mass deacidification process that 
can neutralize the acid of several thousand books at a time by using 
a gaseous mixture. The Library of Congress estimates that 
deacidification can prolong the life span of paper-based library 
materials by 250 to 300 years.

Some research libraries and archives, especially at colleges and 
universities, preserve their highly valuable collections by storing 
them in specially designed facilities that strictly control the levels 
of light, heat, and humidity. The facilities also feature air- 
circulation systems that filter out damaging airborne pollutants. 
Access to the storage areas is often limited to trained staff 
members. The staff members retrieve the materials and deliver 
them to patrons for use in reading rooms, where proper handling 
procedures can be ensured.

Publishers can contribute to future preservation efforts by 
following the guidelines of the American Library Association and 
other library organizations, which advise publishers to use acid-free 
paper when printing new books considered to have enduring value. 
Despite wide acceptance of the value of these guidelines, fewer 
than 2D percent of hardcover books in the United States are printed 
on acid-free paper. Even fewer paperback books are printed on 
acid-free paper.

Apart from conserving original materials through processes 
such as deacidi-fication. libraries transfer the information from 
some fragile materials to newer, more durable formats. For 
example, to preserve the information contained in newspapers, 
books, and other paper-based materials, libraries photographically 
reproduce the pages on to microfilm or microfiche, miniature 
transparencies that users can magnify for viewing or printing with 
special equipment. Microfilm and microfiche significantly increase



the longevity of library content. They also enable libraries to store 
bulky,paper-based documents in much smaller spaces.

Audio and Visual Materials
It is not only paper-based materials that risk deterioration on 

library shelves. Similar dangers confront audio and visual library 
materials, such as sound recordings, photographs, films, and 
videotapes. For example, nitrate-based film stock was the only 
available format for motion-picture production until 1951, but the 
nitrate in this type of film causes it to decay verv quickly, even in 
controlled settings. Today, half of the 21,000 feature-length films 
made in the United States before 1951 no longer exist. Many have 
been lost or destroyed, but a vast number have simply decomposed 
beyond repair. Libraries and archives preserve nitrate-based films 
by transferring the images to a more resilient, acetate-based film 
stock. They preserve other audio and visual materials in similar 
ways. For example, original sound recordings are preserved by 
transferring them from delicate and unstable wax cylinders or 
magnetic tapes to newer digital formats such as CD-ROMs.

In addition to preserving their materials from deterioration, 
libraries must guard against the obsolescence of machine-readable 
materials—materials that are read and interpreted by machines. 
Many valuable documents in machine-readable materials were first 
recorded in formats that have now become obsolete. Machines able 
to play back the recordings either no longer exist or are so rare that 
they are not practical for use in libraries or even for storage in 
archives. For example, U.S. president Richard Nixon used Sony 
Model 800 machines to record the famous White House tapes that
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eventually incriminated him in the Watergate scandal of the early 
1970s. Today these tape machines are obsolete, and only a few still 
exist to play back the original White House tapes. To allow 
historians, scholars, and interested citizens to hear these recordings, 
the National Archives and Records Administration transferred them 
to newer formats, such as CD-ROMs.

Computer Data
Computer software and hardware introduce additional 

problems to the preservation efforts of libraries and archives. 
Because common standards for computer software and hardware 
change so quickly, vast amounts of information stored in obsolete 
computers can no longer be accessed using modern equipment. As 
a result, libraries and archives risk forever losing access to valuable 
computer documents such as government statistical data and 
geological surveys. To ensure that original computer data remain 
accessible using contemporary equipment, libraries and archives 
must continually transfer these data to new formats. For example, 
every ten years the National Archives and Records Administration 
transfers all computer data and other electronic records to new 
formats. Because transferring electronic records can be an 
extremely costly and time-consuming process, most library 
conservators and archivists can transfer and preserve only those 
materials that they determine are of enduring value. As the quantity 
of computer-based records increases each year, the task of 
identifying which electronic materials warrant preservation 
becomes increasingly difficult.(,) (*)

(*) Extracted from Library (institution), Microsoft® Encarta® Online 
Encyclopedia, 2004



♦ W orking with vocabulary 
A. Focus on the reading

physical improper decay
universal original strictly
quickly stems from susceptible

engage
efforts
obsolete

control

1. Libraries have always struggled against the __________
destruction of their collections.

2. Library materials also fall victim to slow __________
caused by acid content in paper, insect infestation,
___________  storage or handling, and excessive heat,
mildew, humidity, and air pollution.

3. The slow decomposition of library materials is a
___________  problem, occurring on a massive scale in
developing and industrialized countries alike.

4. To ensure that library materials remain available to present ■
and future generations of library users, libraries
___________ in a variety of preservation efforts.

5. One of the greatest threats to library materials________the
acid content of paper in books, manuscripts, and other 
materials.

6. The rate of decomposition depends on t h e ___________
quality of the paper and on the environmental conditions 
under which the materials have been stored.
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7. Acid-based paper is especially___________ to light, heat,
humidity, and pollution, all of which accelerate the 
decomposition of library materials.

8. Some research libraries and archives, especially at colleges 
and universities, preserve their highly valuable collections 
by storing them in specially designed facilities that
____________ ____________the levels of light, heat, and
humidity.

9. Many valuable documents in machine-readable materials 
were first recorded in formats that have now become

B. Focus on New Contexts

physical decay
Improper engage
original susceptible

stems from control
universal world
strictly obsolete

1. It's a _________impossibility to be in two places at once.
2. The old building was in a general state o f_________ .
3. ________treatment of disease may cause death.
4. War causes__________misery.
5. I have no time to ___________in gossip.
6. Where is the__________picture?
7. Plants that are not____________to disease.
8. Smoking is___________ prohibited.
9. It is hard to __________  an aircraft at high speeds.
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10. They are____________ text-books.
11. Discontent often_________ lowpav and poor working

conditions.

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false
1. Factors such as acidity in paper, and unsuitable temperature, 

place many books and manuscripts at risk of decay.
2. The kind of paper that was generally used until about 150 

years ago was more durable than modem paper made from 
wood pulp.

3. Modem acid-based paper generally remains in good 
condition for much longer than 100 years.

4. Steps have been taken in some libraries to deacidify their 
books and manuscripts.

5. It is important to control light, heat, humidity and the 
presence of pollutants to help preserve the most valuable 
books and other materials.

6. In America, most books are now printed on acid-free paper.
7. The film material used for motion pictures before 1951 was 

nitrate-based and the nitrate has caused steady deterioration 
of such film.

8. Data recorded on computer may need to be transferred to 
newer formats from time to time so that it will be 
compatible with current computer hardware.

9. Acetate-based film stock is unreliable and films made on 
them need to be transferred to other types of film.
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10. In many libraries, rare and valuable items are kept in special 
rooms to which readers are not admitted: specially trained 
librarians can fetch them for the use of readers in special 
reading rooms.

B. Comprehension questions
Answer the questions about the reading.
1. Name at least three causes of destruction of books and other 

library contents other than deterioration caused by 
weaknesses of the materials themselves.

2. Name at least three causes of destruction of library contents 
other than those mentioned above.

3. Is this a problem only for developing countries?
4. In the reading passage, what is mentioned as one of the 

greatest threats to printed material?
5. Why was this not such a problem before the middle of the 

Nineteenth Century?
6. What problem arose for paper after the middle of the 

Nineteenth Century?
7. What detrimental factors tended to affect acid-based paper?
8. What two methods of deacidification have been used?
9. How can publishers contribute to long life for books?
10. What proportion of hard-cover books published in the USA 

are printed on acid-free paper?
11. What other methods can be used by libraries to conserve 

written materials?
12. What chemical substance was detrimental to films made 

before 1951 ?
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13. What kind of film stock is more enduring?
14. What problem is there regarding the change from old to 

new computer equipment?

♦ Further practice
A. Discussion
1. Name some ways used in preserving library materials in 

libraries in Vietnam that you have known.
2. Which ways are most often used? Why?
3. Which ways are not often used? Why?

B. Guided writing
Composition topic: Preserving rare items in libraries in Vietnam.

1. Make a list of any rare items, e.g. ancient manuscripts, that 
you know about in Vietnam.

2. Why is it important to preserve them?
3. Now write a composition about the topic in a broader way. 

You should mention the main problems involved with 
preservation, and how these problems are dealt with.

♦ Further reading

BOOK CONSERVATION
Keeping a collection in attractive, usable condition requires 

constant vigilance and is (or should be) the concern of every 
librarian. It means watching books as they are returned from 
circulation, as they are shelved or otherwise handled, and while
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methodically “reading” the shelves. Quick repairs (tom pages, 
loosening backs, etc., which can be repaired in a few seconds) 
should be attended to at once before the page is lost or the book 
becomes a major repair job. When a book becomes too shabby to 
be repaired quickly (time and cost studies are required to see at 
what point this occurs), the book must be either (1) fully hand 
repaired, (2) rebound by machine, (3) replaced by a new copy, (4) 
taken out of circulation and preserved for special use, (5) put in 
special cases or boxes, (6) replaced in another form (e.g. 
microform, etc.), or (7) discarded. The decision depends on 
anticipated use; value, and timeliness of the content; physical 
condition (e.g., age and brittleness of paper, width of margins, 
missing parts); availability of other copies; availability of substitute 
works; and relative costs.

Since World War II publishers have found inventories of unsold 
or slow-selling books so expensive and the life of a title so transitory 
that they allow books to go out of print much more often and are 
much more reluctant to bring titles back into print unless they can be 
reassured they can dispose of them quickly enough to pay for the 
reprinting. The American Library Association’s Reprint Expediting 
Service has for years tried to act as an exchange of information 
between libraries and publishers as to titles needed and the 
anticipated sale. By the early sixties there was a technological 
breakthrough. By utilization of microfilm and the Xerox Copyflo 
machine, it is possible to produce a single copy of a book at a fairly 
reasonable cost. Commercially it can be done for a few cents per 
page plus a slight addition for filming. At first this process produced 
copy on one side of the paper only, necessitating a fan-fold or double 
sheet for each page. The process has now been improved to permit 
printing on both sides and varying the weight of the paper used.
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Whatever the individual library decides it can do in regard to 
repairing, this must be done methodically, intelligently, and 
competently. It takes some skill, a little instruction, and the proper 
materials. Here, also, new materials are available to do a quick and 
attractive job. such as mending tissues which neither show nor 
stiffen the page, self-sticking tapes, and flexible and quick drying 
plastic adhesives.

Most library supply companies publish booklets of instructions 
for hand repairing. It is best to have the work done by selected, 
trained people and regularly scheduled. Some libraries have high 
school students working part time; some larger ones have repairers 
travelling from branch to branch: some have all repairs sent to one 
central office. Some libraries have decided that hand repairing does 
not pay and leave books in circulation until ready for rebinding or 
discarding.

Rebinding procedures must also be studied and systematically 
established. In some large systems, each branch sends its own 
books to the binder, but most have the work channelled through a 
central office. The same is true of binding magazines and other 
serials. Responsibility must be fixed, records must be maintained, 
necessary forms designed, and routines established.

It is to be desired, also, that libraries and schools would 
educate people in the proper care and handling of books and other 
library materials. Much deterioration of books is caused by readers 
mishandling them. e.g. by folding back their pages. Iea\ing them in 
the sun or in dirty places, letting them get wet. or breaking their 
spines by bending them back unnecessarily.1*’

(*) Adapted from Archival Products News. Volume 12. No.3 (PDF'. 
http://google.com
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LANGUAGE FOCUS

A. Word forms
Study the list of verbs, nouns, adjectives and adverbs. Notice how 
they are related to each other, then choose the correct word for each 
sentence. Use a word from line I in sentence I, and so on. Make 
the nouns plural if necessary and be sure to use the correct tense.

Verb Noun

] instruct instruction

instructor

2. systematize system

3. imagine imagination

4. invent invention

5 characterize character

6. compare comparison

7 please pleasure

8 add addition

9. (disconnect connection

10 mix mixture

11.communicate communication (s)

12 exisl existence

13 divide division

Adjective Adverb

Instructive

(unsystematic (unsystematically

(un)imaginative (un)imaginatively

inventive

(uncharacteristic (unCharactensticalK

comparative comparatively

(un)plcasant (un)pleasanlly

additional additionally

(disconnected (disconnected!)

(unCommunica-tive (uncommunicative!)

(non)cxisient

(in)divisiblc (in)divisib l\
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1. The pupils a re ____________ to arrive on time the first day
of classes.

2. Jenny organizes her w ork___________ . She can do more
work in less time when she_____________ it.

3. The program I watched weekend was very__________. 1
didn’t know how it was going to end until the last minute.

4. A computer programmer has to b e ___________ in order to
write a good computer program.

5. John started a fight with his brother last night. This was very 
 of him because he is usually nice to him.

6. B y____________ , speaking English is more difficult.
7. It was a ____________ to meet you.
8. People who are afraid to fly don’t like being closed in.

___________ , they sometimes fear heights and don’t
understand the technology of flying.

9. We had the phone ____________  because we are moving
tomorrow.

10. Students from several countries a re___________ together in
one class.

11.1 tried to get the information from the president's secretary, 
but she was very____________ .

12. Julia told everyone she worked for a large company, but the
company i s __________ .

13. Ten is not evenly___________ by three.

B. Word forms: Gerunds or Infinitives 
Write the correct form of the verbs in parentheses
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Marketing is always an ongoing process; it might even be
described as a philosophy. It does not stop at (1)________(offer) a
product and (2)________(promote) it; it also encompasses things
such as customer service and quality control. It is a process of 
examination and reexamination of the needs of the user, and
(3)________(provide) the means (4)________(satisfy) those needs.
The customer is King and if you cannot provide what she/he wants,
you cannot hope (5)________(survive). It is about (6)________(be)
proactive, (7)________(gain) support and (8)________(influence)
the influences and decision-makers. The key may lie in the 
answers to the following questions: where are we now? where do
we want (9)________(go)? why do we want to go there? and how
will we get there?

C. Sequencing: Linking Phrases
Match up these linking words and phrases with similar meanings:

1. on the whole a. sadly 1.
2. for example b. obviously 2.
3. unfortunately c. a further advantage 3.
4. except for d. generally speaking 4.
5. of course e. even though 5.
6. another point in its f. apart from 6.

favour g. in fact 7.
7. although h. for instance 8.
8. actually i. another drawback 9.
9. however j. all things 10.
10. also considered 11.

257



11. a further disadvantage k. in spite of 12.

12. despite 1. in conclusion 13.

13. taking everything into m.l believe 14.
consideration n. on the other hand 15.

14. as I see it o. speaking personally 16.
15.1 think p. in addition
16. to conclude

Now complete the following essay using the linking words and 
phrases above:

Which is preferable -  living in a city or the countryside?

(1)________ , people in Britain tend to live in large cities like
Sheffield, Manchester, Leeds or Liverpool, (2)_______
(3)________ , the cultural and leisure facilities of a city are a major
attraction and (4)________ is the cheap, regular public transport.
Employment opportunities can (5)________  be better in a city
(6)________ there are often economic problems. (7)________ , city
dwellers spend most of their lives in a polluted en\ironment,
(8) ______  the occasional holiday in the countryside.
(9) ______ the cost of living in the countryside can work out to
be much more expensive.
(10) ______ . house prices may be higher. (I I)________  is the
fact that public transport is infrequent and price). But
(12)________ these disadvantages, the environment is cleaner and
there is less crime. What could be better for young children than
growing up in a peaceful village? (13)________ . the city and the
countryside both have their advantages and disadvantages but
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(14)________it is the individual’s responsibility to make the most
of any situation. (15)_______ it is possible to lead a fulfilling life
in either the city or the countryside. (16)______, to gain the
maximum benefit from the rural or urban way of life, always look 
for the positive aspects.

♦ Building Vocabulary Skills
A. Vocabulary review

Choose the word which best completes the following sentences.
1. You should find the number of the book from the library

a. stock b. list c. shelf d. catalog
2. There are several books by C K Croner on this______.

a. shelf b. platform
c. cupboard d. piece

3. Have you got any books on business methods or any
similar______.

a. subject b. content
c. author d. matter

4. ‘Can you tell me where the dictionaries are?’ ‘Yes, they’re
over there with all the other_____ books.’

a. encyclopedia b. reference
c. quotation d. directory

5. When was that book_____ ?
a. made b. produced
c. published d. created
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6 .

7.

8 .

9.

How are the books in this library______?
a. divided b. named
c. gathered d. classified

You can find out the titles of the units in this book by 
looking at the_____.

a. appendix
b. glossary
c. supplement
d. table of contents

If you need to find some information in a non-fiction book, 
look it up in the______.

b. catalog
d. index

Press is the of the book

a. atlas 
c. diary

Cambridge University
you’re reading 

a. author
c. printer

b. editor 
d. publisher

B. Context dues
Practise using context clues. Choose the nearest equivalent 
word/phrase to each word in bold print from a, b. c and d. These 
words are from unit 14. (Do not use your dictionary.)

1. In some cities, the buses and trams no longer have 
conductors to sell and check tickets: the process is instead 
automated.

a. performed by machine
b. double-checked

2 6 0



c. performed prior to travellers getting on to the 
vehicles

d. done by robots that move around the vehicles
2. It seems that there are electronic cameras all over the place.

a. turned on by electricity
b. modem
c. having electrical circuitry in place of film
d. connected with each other by electrical cables

3. Minerals and vitamins are essential for the development of 
children.

a. welfare b. growth
c. education d. good health

4. Hoa’s main goal was to complete her degree in librarianship 
with a good result.

a. aim
b. kicking a ball
c. expense
d. jail

5. There are regional branches of this organization in places 
such as Binh Thuan and Da Nang.

a. important
b. unimportant
c. small to medium
d. pertaining to areas away from the centre

6. We eat breakfast in the early morning.
a. late
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b. middle
c. first part of the
d. ancient

7. The Australian government introduced decimal currency 
into Australia forty years ago.

a. recommended
b. brought in
c. tried to persuade people of the advantages of
d. made

8. Not many people ride horses today.
a. on this day, e.g. Tuesday
b. tomorrow
c. all day long
d. in this age (or these times)

9. It is ten years since Phoebe first arrived in Africa.
a. before
b. from the time when
c. because
d. because of which

10. In an examination in Botany, a student may be required tc 
describe the characteristics of a given plant.

a. presented b. free
c. specified d. old
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SECTION FOUR

LIBRARY AND INFORMATION 
TECHNOLOGY

UNIT 14
AUTOMATION IN THE LIBRARY

♦ Pre-reading
1. What do you understand by the word ‘automation’?
2. How have libraries been automated? Give examples

♦ Reading

Libraries first sought to automate their internal operations in 
the 1960s. The Machine-Readable Catalog (MARC) project, begun 
in 1966 by 16 American libraries, established a standard format for 
electronic versions of the card catalog. Because a number of 
libraries collaborated to form the MARC standard, they shared the 
enormous burden of creating records for the electronic catalog. By 
1972 libraries around the world were using and contributing to the 
development of the revised MARC standard, known as MARC II.

The potential of saving tremendous amounts of time and 
money through shared cataloging led to many other cooperative
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projects among libraries. In the United States and Canada, several 
regional organizations grew out of these efforts, including the Ohio 
College Library Center (OCLC), a computer network for Ohio’s 
college and university libraries; the Research Library Information 
Network (RLIN) of the Research Libraries Group, a consortium of 
libraries founded by Columbia, Harvard, and Yale universities and 
the New York Public Library; and the University of Toronto 
Library Automation System (UTLAS). In addition to the initial 
goal of providing shared cataloging, regional organizations offer 
an array of services to libraries, including online acquisitions 
services and interlibrary loan systems.

Many of these regional organizations evolved to become 
national and international networks. Large organizations that share 
catalogs with one another are known as bibliographic utilities. 
Their massive catalogs compile materials from many member 
libraries, creating a vast resource for catalogers and researchers 
alike. For example, OCLC eventually grew to become the Online 
Computer Library Center, which serves as an international library 
computer service, bibliographic utility, and research center that by 
the 1990s contained more than 41 million records in its union 
catalog, known as WorldCat. Similarly, the UTLAS consortium of 
Canadian libraries was purchased by the U.S. firm Auto-Graphics, 
which set up a subsidiary in Canada to run this shared catalog of 
Canadian library databases. The new name of this service is AG 
Canada.

In the early 1980s some libraries began to feature online public 
access catalogs (OPACs), which allow users to access the libraries’ 
catalogs via computer. Previously, the high cost of acquiring the 
new computer technology and the difficulty in using the first 
software programs meant that libraries had to restrict use of online
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catalogs to a few specially trained librarians. By the 1980s, 
however, advances in technology and reductions in cost allowed 
libraries to begin offering public access to online catalogs. For 
example, the University of California system introduced its 
massive online public access catalog, MELVYL, in 1981.

Today, online public access catalogs are a common feature of 
all types of libraries. They have replaced and integrated four 
separate card catalogs: one each for author, title, and subject, as 
well as a card for the call-number shelf list. Online catalogs allow 
for rapid searching in each of these designated fields, as well as in 
some fields—such as the type of publication or the language in 
which a work was written—that were not searchable in the past. 
Since they were first introduced, online catalogs have been 
enhanced by the addition of keyword searching, which allows a 
user to search for works using any word in a given field. Online 
catalogs also typically allow users to determine whether a given 
item has been checked out by another user, and if so, when the item 
is due back in the library. ***

♦ Working with vocabulary
A. Focus on the reading

development Today automate electronic
projects goal early regional
introduced
via

Since given form

(*) Extracted from Library (institution), Microsoft® Encarta® Online 
Encyclopedia, 2004
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1. Libraries first sought to ______________ their internal
operations in the 1960s.

2. The Machine-Readable Catalog (MARC) project, begun in
1966 by 16 American libraries, established a standard format 
for _ _ ___________versions of the card catalog.

3. By 1972 libraries around the world were using and
contributing to the _____________  of the revised MARC
standard, known as MARC II.

4. In addition to the initial ______________  of providing
shared cataloging,_______________organizations offer an
array of services to libraries, including online acquisitions 
services and interlibrary loan systems.

5. In th e_____________  1980s some libraries began to feature
online public access catalogs (OPACs), which allow users to 
access the libraries’ catalogs__________ computer.

6. The University of California system ____________  its
massive online public access catalog, MELVYL, in 1981.

7. _____________ , online public access catalogs are a
common feature of all types of libraries.

8. _____________ they were first introduced, online catalogs
have been enhanced by the addition of keyword searching, 
which allows a user to search for works using any word in a

field.

B. Focus on New Contexts
since automated via

regional development electronic

such early today

goal
introduce
given
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1. This part of the assembly process is now fully

2. The town has been designated (as) a _________ area.
3. This dictionary is available in ___________ form.
4. May I ____________Mr. Smith to you.
5. Close analysis of sales figures shows clear ___________

variations.
6. Our ___________was to improve the students' expert

knowledge.
7. I'll go there_____________next month.
8. You’d better go to England___________ Gibraltar.
9. Women____________no longer accept such treatment.
10. We have not seen him___________ he married.
11. You are going to meet her at a _____________ time and

place.

♦ Understanding the reading
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false
1. The Machine-Readable Catalog (MARC) project began 

almost 40 years ago.
2. It started in the Public Library system and then spread to the 

universities.
3. Within a few years, libraries around the world were 

contributing to the development of this system.
4. Automation enabled shared cataloging between libraries, and 

other services such as interlibrary loans.
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5. OCLC started as the Ohio College Library Centre and later 
became the Online Computer Library Center.

6. AG Canada is a shared catalog of Canadian library 
databases.

7. By the early 1970s, technology was sufficiently advanced to 
enable the ordinary library user to access online catalogs.

8. Online public access catalogs are now quite usual in all 
kinds of libraries.

9. Online catalogs also indicate whether borrowable books are 
out on loan, and, if so, when they are expected to be 
returned.

10. Keywords can also be used to search for relevant material 
via online catalogs.

B. Comprehension questions
Answer the questions about the reading.
1. How long is it since libraries first started to introduce 

automation of their catalogs?
2. Which project first established a standard format for 

electronic catalogs?
3. How did it begin and develop?
4. What was UTLAS?
5. How did OCLC change?
6. What is the main difference - in terms of usage - between 

online catalogs before the 1980s and those after that time?
7. How long ago was MELVYL introduced?
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8. What were the four kinds of cards in the old card catalogs 
that online catalogs have largely replaced?

9. What did the American firm Auto-Graphics do in relation to 
the Canadian UTLAS consortium?

10. What are 'bibliographic utilities'?

♦ Further practice
A. Discussion
1. What do you think of automation in library functions in 

Vietnam?
2. Give examples of some types of Vietnamese libraries that 

have been automated.

B. Guided writing
Composition topics:

1. Libraries of the future
In this composition you have the opportunity to imagine 
what libraries might be like in, say, 20 years’ time or 100 
years’ time. Some key items that you may find useful are: 
trends in technology; changing ideas; changing needs.

2. What effects have computers had on libraries and the way 
they are used?
In your composition you should make reference, inter alia, 
to the following: (i) the compiling and up-dating of catalogs 
and data bases, (ii) the way readers refer to catalogs, (iii) 
co-operation between libraries.



♦ Further reading

THE CALIFORNIA DIGITAL LIBRARY 

Introduction
In January 1999 the California Digital Library (CDL) opened 

its "digital doors" to the public. These doors are represented by the 
CDL’s web site, which is a gateway to new collections, services 
and tools, and to the legacy of digital resources hosted or produced 
by the University of California, such as the Melvyl® online union 
catalog and the California Periodicals database.

Some key characteristics of the CDL's current and proposed 
digital content and technologies are that:

- They are focused on resource sharing;
- They complement print holdings and, in many cases, 

enhance the ability to share print resources;
- They are connected to the core mission of the university 

and of the organizations, including libraries, that 
manage its information resources, rather than being 
relatively isolated experiments;

- They will link to digital library research;
- They represent a "consumption of best practice" (for 

example, of standards or principles promulgated by the 
Digital Library Federation and others);

- In many cases they are available to the public at large.
Key characteristics of the CDL as an example of organizational

innovation include:
- a "co-library" model which draws from and depends 

upon expertise, resources, and priorities across all of the
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University of California (UC)’s campuses as well as 
strategic partners such as the State Library of California;

- a recognition of the inter-relat'edness of the library 
function with scholarly communication and with 
technological innovations;

- establishment of a framework in which further 
technological innovation can take place that is deeply 
tied to the core mission and programs of the university.

Progress to date

Building, sharing, and preserving collections
The CDL provides access to the following categories of digital 

content and is exploring methods to ensure perpetual access to 
them. The first three -  the Online Archive of California, Melvyl 
Union Catalog, and California Periodicals database -  are freely 
available to the public. While most of these resources can be 
reached directly, the CDL’s Directory of Collections and Services 
also serves as a browsable and searchable gateway for their 
discovery.
• The Online Archive of California (OAC) -  a union 

database of digital descriptions of archival and manuscript 
collections from all of the UC campuses and from around 
California. These archival finding aids use the standard for 
Encoded Archival Description (EAD), a document type 
definition (DTD) for the Standard Generalized Markup 
Language (SGML). Over 3,000 finding aids from more than 
20 institutions describe collections that are located in 
California.
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•  The Melvyl Union Catalog -  records for materials (books, 
archives, audio-visuals, computer files, videorecordings, 
dissertations, government documents, maps, music scores, 
and recordings) in the libraries of the nine UC campuses, 
the California State Library, the California Academy of 
Sciences, the California Historical Society, the Center for 
Research Libraries, and the Graduate Theological Union in 
Berkeley. There are currently over 9 million unique titles 
representing over 14 million holdings. This database has 
long captured widespread attention as a successful 
pioneering effort in "library automation".

•  The California Periodicals database -  built in partnership 
with the California State Library, it represents journal 
holdings not only in the University of California system, but 
also in over 500 libraries statewide. Contributors include the 
9 UC campuses, and the 22 campuses of the California State 
University system.

•  Electronic journals and full content -  More than 2,000 
electronic journals are now licensed from major scholarly 
publishers and information providers. The licensing 
program is identifying additional priority titles. Journals and 
reference texts, such as the Encyclopedia Britannica Online, 
can be found by browsing or searching the CDL’s Directory 
of Collections and Services..

•  Abstracting and indexing databases -  many of these are 
hosted locally by the CDL and access is provided to 
authorized users via the same interface as is used to search 
the Melvyl Catalog. Still others can be searched via the 
same interface but access to the content is provided by a
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Z39.50 link to provider's servers. Others are licensed for 
access via the vendors' sites and interfaces.

Services and tools
The CDL is pursuing technological innovations that enhance 

services for discovering, sharing, accessing, manipulating, and 
integrating scholarly content in all forms. Already available are the 
following tools and services:
• Topical browsing of digital resources via the CDL's 

"Directory of Collections and Resources".
• User or library-oriented views of/windows into digital 

resources. Links into the Directory of Collections and 
Services can be constructed to produce a search result with 
filters by topic, resource format (electronic journal vs. 
abstracting and indexing database, etc.), or local campus 
availability.

• Update, a service that runs user-defined weekly searches to 
retrieve new items in selected databases.

• Request, a service that enables UC-authorized users to 
borrow books in the Melvyl Union Catalog from any 
campus in the UC system.

Supporting innovations in scholarly communications
The development of the CDL is, in part, one of UC's responses to 

trends in scholarly communication (e.g., increased costs for traditional 
methods of communication). The CDL's activities include:

- Creating, with its campus library partners, a database of 
University faculty members who are editors of 
prestigious scholarly journals and who used it to co-host
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forums for faculty discussion of the challenges and 
opportunities in scholarly communication.

- Under direction from the UC President, exploring 
alternative forms of scholarly publishing.

- Joining, as a founding member, the Scholarly 
Publishing Academic Resources Coalition (SPARC), an 
organization sponsored by the American Association of 
Universities (AAU) and the Association of Research 
Libraries (ARL), whose charge is to work with 
academic and publishing partners throughout the 
country and abroad to create alternatives in scholarly 
publishing.

Strategic partnerships
Success of the CDL in achieving and maintaining its charge is 

dependent on collaboration with librarians and academics on all of 
the UC campuses as well as with partners across California and the 
US. Some recent highlights include:

- Experiments with other libraries, including the California 
State Library and its "Library of California" initiative to 
develop new, sustainable, methods and services for 
sharing resources among multitype libraries.

- Several major licenses for the full content of core 
scholarly journals, including those with the American 
Chemical Society and with JSTOR, include the 
flexibility to experiment with extending access to the 
California State University system, community college 
campuses, and public and school libraries.
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- Collaborations on grant proposals to explore 
technological innovations in digital libraries.

- Membership in the Digital Library Federation (DLF), 
Scholarly Publishing Academic Resources Coalition 
(SPARC), and various consortia such as the 
International Coalition of Library Consortia (ICOLC) 
ensure cooperative progress in our mutually recognized 
goals.

Core technologies
Several principles underlie the core technologies of the CDL. 

These include a devotion to standards, and thus interoperability; a 
belief that digital collections and services will continue to become 
highly distributed; the pursuit of "seamless integration" of 
resources and access to them as a worthwhile, if elusive, goal; and 
a goal of ubiquitous, location-independent access to the CDL and 
the resources it maintains.

Although the CDL is very young, it has inherited significant 
core technologies represented by the Melvyl Union Catalog and the 
telnet and web interfaces to that catalog and other CDL-hosted 
resources. The CDL encompasses the activities -  formerly carried 
out by UC's Division of Library Automation -  to maintain and 
enhance these key technologies. .

More specifically, the CDL has among its core technologies the 
following list which is likely to be familiar to D-Lib readers:

- Bibliographic databases and the standard record formats 
(e.g. MARC), linking algorithms and associated 
protocols.
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- HTML and web browser standards, including dynamic 
access to underlying databases.

- SGML and the EAD as current digital publishing 
standards.

Interoperability protocols such as Z39.50.

Future enabling technologies
Although a representative list of these enabling technologies is 

presented below, the overall strategy to identify and prioritize 
technology development is threefold:

1. To establish advisory and working groups that help to 
choose technologies to deploy and on which to focus for 
development. Two such groups -  the Technology 
Architecture and Standards Working Group and the Strategic 
Innovations Working Group -  have been established and 
charged.

2. To contribute resources and energies to emerging best 
practices such as those promulgated by the Digital Library 
Federation.

3. To work with research partners in their development of 
technology innovations.

Enabling technologies:
- Metadata standards for digital objects and resources -  to 

further, among other things, the distributed architecture 
already emerging.

- Persistent naming of resources and objects -  to increase 
the stability and decrease the maintenance of pointers to 
resources.
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- Better authentication and authorization -  to allow 
location-independent ubiquitous access and increased 
ease in defining authorized users and user groups.

- Digital object standards, such as for image quality -  for 
example, to distinguish archival/preservation level 
objects from those in regular use.

- New representation of search processes and results that 
can be absorbed and manipulated by users -  to better 
match discovery tools with desired functionality and 
ease of use.

- Viewer technologies for different data (e.g. multimedia, 
geospatial) -  to increase the ease and dimensions of use 
immediately available after discovery of a resource.

- Flexible "profiling" and user customization of 
environments -  to better match services and tools to 
particular needs and behaviors.

Summary
The new California Digital Library is both a set of digital 

collections, services, and tools and an important organizational 
innovation for the University of California and beyond. It operates 
on principles of intensive collaboration and integration. Its success, 
and its usefulness to others as a model, depends not only upon its 
existing and future core technologies, but upon its ability to create 
and support innovations in sharing resources, in scholarly 
communication, and in meeting information needs of scholars and 
students.*’'

(*) Adapted from Ober, John (1999). California Digital Library Website Opens. 
D -L ib  M a g a z in e , February.



LANGUAGE FOCUS

A. Word forms
Study the list of verbs, nouns, adverbs and adjectives. Notice how 
they are related to each other, then choose the correct word for each 
sentence. Use a word from line 1 in sentence 1, and so on. Make 
the nouns plural if necessary and be sure to use the correct tense.

Verb Noun Adjective A d v e r b

1 . consider consideration (in)considerate (in)considerately

2. complexity complex

3. observe observation (un)observant

observatory

4. act action (in)active actively

activity

5. explain explanation (un)explainable

6. believe belief (un)believable (un)believably

7. alternate alternate alternate alternatively

alternative alternative alternatively

8. theorize theory theoretical theoretically

9. efficiency (in) efficient (in)efficiently

10. reasonableness (un)reasonable reasonably

11. convert conversion
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12. tense tension tense tensely

13. prove proof proven

1. Pat is a very_______person. She thinks of others and what
they want, instead of thinking of herself most of the time.

2. The__________ of modem society affects family patterns.
3. When the director of the English program ___________

classes, she writes up an___________report.
4. Pierre has become___________in the stamp club because

he is too busy to attend. Stamp collecting used to be his 
favourite__________.

5. Can scientists give a c lea r__________  of what actually
happens deep in the earth? No, some of the details are 
__________ so far.

6. Scientists consider it ____________ that gods create
volcanic eruptions.

7a. There is no ___________ to our plan. We can find no
__________plan.

7b. The government can give poor people free food or 
____________, it can give them money to buy food.

8. ____________, there are black holes in space.
9. It is ___________ to write by hand instead of using a

typewriter.
10. It i s ___________to expect a student to memorize 50 new

words a day.
11. Missionaries try' to ____________people to their religion.
12. _______ causes muscle headaches.
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13. Scientists have definite_________ that photovoltaic cells
convert sunlight directly into energy. This ___________
some years ago.

B. Prepositions
Fill in the blanks with correct prepositions.

An academic library is found (1)________  a college or
university. Like a school library, this library is a workshop
(2) ______ the students and teachers, but it often has anywhere
(3) ______  50,000 (4)________  millions of books and other
materials covering many special subjects. That’s why scholars
(5)________ outside the college or university frequently use such a
library (6)________ research. A university may include 50 or more
libraries in its many schools—a Far Eastern studies library, a fine 
arts library, an engineering library, and so on. There may be 
separate libraries (7)________ undergraduates and for rare books
and manuscripts. Because (8) the vast amount
(9) materials they handle, some academic libraries use
computers to keep track (10) the collections.

C. Phrasal verbs
Phrasal verbs consist of a verb + a particle, e.g. up, on, in, away. 
Match the phrasal verbs in column A with the meanings in column B.

A B
1. look up a. remember
2. go through b. discover
3. brush up c. see with difficulty



4. set off d. disappear gradually
5. see someone off e. recover from
6. break down f. rise into the air
7. calm down g- relax!
8. check in h. say goodbye
9. take off i. revise
10. look after someone j- find something in a reference 

book
11. get over k. read quickly
12. cheer up 1. begin a journey
13. wear off m. stop working (machine)
14. look forward to n. register
15. make out 0. take care of
16. clear up P- be happy!
17. find out q- think about the future with 

pleasure
18. try out r. improve (weather)
19. come across s. test
20. look back on t. find by chance

♦ Building Vocabulary Skills
A. Vocabulary review

Write the missing words in the sentences below. Choose from the 
following:

acknowledgements contents illustrations
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appendix
bibliography
blurb

footnote
foreword
glossary

index
preface

1. A _________  is a list of the books and articles that were
used in the preparation of a book. It usually appears at the 
end.

2. The ________  are the photographs or drawings that are
found in a book.

3. T he________ at the beginning or end of a book is where the
author thanks everyone who has helped him or her, together 
with details of who supplied photographs, etc.

4. A __________ is an introduction at the beginning of a book,
which explains what the book is about or why it was written.

5. A n _________ to a book is extra information that is placed
after the end of the main text.

6. A __________ is a kind of preface in which someone who
knows the writer and his or her work says something about 
them.

7. An _________  is an alphabetical list that is sometimes
printed at the back of a book and which has the names, 
subjects, etc. mentioned in the book and the pages where 
they can be found.

8. T h e _________ is a list at the beginning of a book saying
what it contains.

9. The _________  is an alphabetical list of the special or
technical words used in a book, with explanations of their 
meanings.
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10. A ___________is a note at the bottom of a page in a book
which gives the reader more information about something 
that is mentioned on the page.

11. T he__________ is a short description by the publisher of
the contents of a book, printed on its paper cover (“duest 
cover”) or in advertisements.

B. Context clues
Practise using context clues. Choose the nearest equivalent 

word/phrase to each word in bold print from a, b, c and d. These 
words are from unit 15. (Do not use your dictionary.)

1. In my travels, 1 did not enjoy any one particular country 
more than any other.

a. interesting b. individual
c. important d. special

2. 'A History of India in the Eighteenth Century' is the title of 
the book I have just finished reading.

a. name b. award
c. prize d. address

3. We usually do our shopping at the local shops rather than go 
in to the city centre.

a. cheap/less expensive
b. in the area where we live
c. all over the place
d. grocery

4. At the market we can find a wide range of vegetables.
a. variety b. gas stove



c. mountains d. counter
5. Celia has visited nearly all the countries of Europe.

a. exactly
b. on the outskirts
C. quickly
d. almost

6. Public safety is of general concern.
a. for some people
b. leader of the army
c. special
d. to all

7. John subscribes to The Australian Review of Applied 
Linguistics.

a. agrees with most of the articles in that journal
b. sometimes buys it
c. has paid for it to be sent to him regularly
d. likes

8. Elizabeth goes swimming regularly.
a. sometimes
b. at similarly separated intervals of time
c. healthily
d. purposefully

9. About 15 years ago, the Melbourne College of Advanced 
Education merged with the University of Melbourne.

a. became part of b. clashed
c. opposed d. ate up
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10. This book covers all you will need to know about motor 
cycle maintenance.

a. hides b. includes
c. wraps up d. ties

11. If you telephone for an ambulance, it is important to tell 
them your exact location.

a. city
b. condition
c. place where you are
d. engine



UNIT 15
RETRIEVAL AND REFERENCE WORK

♦ Pre-reading
1. Work out as many ways as possible for finding library 

materials.
2. Where do users go if they want to ask for information about 

library materials?
3. Which way do you often use in searching library materials? 

Describe in detail.

♦ Reading

LOCATING LIBRARY MATERIALS

Visitors to a library can locate materials in different ways, 
depending on their own particular needs and interests. Someone 
looking for recreational reading material may wish to simply 
browse through the library’s selection of recently published best
sellers. Libraries typically maintain a section that showcases these 
popular materials. Most users, however, come to the library in 
search of information about a particular subject. The reference desk 
is often the best place for these users to start their search, because
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reference librarians are trained to help library users locate the 
materials they need. However, users must also learn how to search 
for information themselves if they are to make the best use of the 
resources the library has to offer.

Searching for and locating relevant information requires 
careful thought and strategy. Users can often find answers to their 
questions by first looking through general reference sources, such 
as encyclopedias, dictionaries, atlases, and other materials that are 
usually located near the library’s reference desk. These sources can 
provide overviews of the subject that may lead to more-detailed 
sources of information. Users looking for a wide range of literature 
on a particular subject can search through the library’s catalog, 
which provides an index of the library’s collection. In addition, 
users can search through various other indexes, abstracts, and 
databases. These sources provide references to relevant magazine 
and journal articles. The Internet can also be a useful source of 
information.

Searching the Catalog
Library users can generally find the information they need by 

searching the library’s catalog, which is an index to all the 
materials in the library’s collection. Catalog entries typically list 
each item’s author, its title, its subjects, the date it was published, 
the name of its publisher, and for some materials, the names of 
editors, illustrators, or translators. Users can search for items in 
most online catalogs by entering keywords in any of these 
categories. Users of specialized collections might have the option 
of searching for other characteristics of library materials as well. A 
rare-book collection, for example, might allow users to search for 
materials by the name of the printer or binder of the book.
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By searching through the catalog, users can easily determine 
whether the library owns works by a particular author or whether it 
has a work with a specific title. For example, consider a user 
searching for the book What Is Natural: Coral Reef Crisis (1999), 
by Jan Sapp. This user could simply conduct a title search of the 
catalog by typing in What Is Natural: Coral Reef Crisis. Or, by 
searching under the last name of the author, Sapp, the user could 
see whether the library has this book or other works by that author.

Searching for materials on a particular subject can be more 
difficult than searching for materials by authors or title. Before 
beginning a subject search, the user should first carefully consider 
various aspects of the information needed, identifying keywords and 
significant concepts associated with the given subject. These words 
and concepts can function as possible search terms. If searching 
under one term turns up too many possible works to realistically 
examine, a more specific term might be more useful. Likewise, if a 
search term reveals too few items, the user might achieve more 
productive results by searching under a more general term.

Some libraries feature union catalogs, which list the holdings 
of multiple libraries. Users can search union catalogs for fnaterials 
that are unavailable at their local library but that may be accessible 
through interlibrary loan.

Searching Indexes, Abstracts, and Databases
Even though library catalogs contain listings for everv item in a 

given library’s collection, catalogs do not list individual articles in 
the library’s magazines and scholarly journals. To find details of 
articles on a given subject, library users must consult indexes, 
abstracts, or databases. These resources provide information on 
articles contained in periodicals, which are publications such as
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newspapers, magazines, and journals that are issued at regular 
intervals. Each index, abstract, or database typically focuses on a 
particular subject or range of related subjects. For example, some 
indexes list information about articles on art, whereas others 
contain information about articles on medical issues.

An index of periodicals lists citations containing bibliographic 
information about each article, including the article’s title, author, 
publisher, and place and date of publication. An abstract contains 
the same information that a periodical index contains, as well as a 
paragraph or even a few paragraphs summarizing the article. 
Library databases are indexes and abstracts organized for easy 
access on a computer. Library databases are typically stored on 
CD-ROM or accessed via the Internet. Nearly all libraries have 
printed abstracts and indexes of periodical literature, but periodical 
information at most libraries is more complete on computer 
databases.

The Reader’s Guide to Periodical Literature is the best-known 
print index to English-language periodicals of general interest. 
Published twice per month, the Reader's Guide lists articles in 
more than 150'magazines commonly subscribed to by public and 
school libraries. It arranges its listings alphabetically by author and 
subject, but not by title. The Reader’s Guide generally lists six 
pieces of information in each citation: the article’s title, author, 
publisher, and place and date of publication. The Reader 's Guide is 
cumulated regularly. This means that listings in the latest issues 
are merged with the previous issue, so that to find recent articles, 
users need to consult only two or three issues of the Reader's 
Guide. Each of the older, bound volumes of the Reader 's Guide 
covers a two-year period. Some smaller libraries subscribe only to 
the Abridged Reader's Guide, which indexes about 45 magazines.
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The Reader’s Guide series contains listings as far back as 1890. An 
earlier index, Poole's Index, provides reference information for 
English-language articles published from 1802 to 1890. Although 
the Reader’s Guide is still available in public and school libraries, 
most library patrons now use computer databases to find magazine 
and journal articles.

Computer databases typically cover a particular subject or 
range of subjects. For example, the PsychLIT database contains 
bibliographic information on articles in the field of psychology. 
The Modem Language Association Bibliography contains citations 
for articles in the arts and humanities. The Educational Resources 
Information Center (ERIC) maintains a database of articles from 
education journals. Most databases offer only indexed or abstracted 
information, but some databases, known as full-text databases, 
provide the entire text of articles. Searching strategies can vary 
considerably from one database to the next, but most databases 
give tips to guide users in searching the particular database. In 
addition, reference librarians are specially trained to assist users in 
searching through databases.

Many public, academic, and school libraries have 
compendiums of computer databases, such as the InfoTrac catalogs 
of databases. Introduced in 1985, InfoTrac catalogs integrate many 
different kinds of databases into a single collection that can be 
accessed on CD-ROM or via the Internet. For example, patrons of 
public or academic libraries can use a single InfoTrac catalog to 
search computer databases of general interest magazines, 
government publications, academic journals, legal publications, 
and health-related periodicals. InfoTrac catalogs in school libraries 
may be tailored to support classroom assignments at various grade 
levels. These catalogs typically include computer databases
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containing the full text of articles in leading magazines, 
newspapers, and reference books.

Finding Materials on the Library Shelves
Catalog citations indicate each item’s call number, which 

classifies the subject of the work and also identifies the item’s 
location on the library shelves. After finding an item in the catalog, 
a user can refer to maps in the library indicating the general 
placement of works within a wide range of call numbers. For 
example, a library using the Library of Congress Classification 
system might place together on one floor all of its works with call 
numbers ranging from H (social sciences) to P (languages and 
literature). Another floor might hold the library’s works with call 
numbers ranging from Q (science) to Z (library science). Signs on 
each row of shelves indicate the more specific range of materials 
located there. For example, one row of shelves might contain works 
with Library of Congress call numbers from PS3511 through 
PS3523. Each book in the library’s collection will display the call 
number on the book’s spine or on the outside of the back cover. 
Because call numbers indicate the subject content of a given work 
as well as its location, once a user finds one relevant item on the 
shelf, he or she may find other useful items simply by browsing 
through the materials in the same location.

Finding periodicals in the library is similar to finding books. 
After a user finds a useful article citation in a library database, 
abstract, or index, he or she must determine whether the library 
owns the periodical in which the article appears. The user can 
determine whether the library owns the publication Ly conducting a 
search of the library’s catalog by publication title. Most libraries 
arrange all of their periodicals in one general location in the
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library. Therefore, if the library subscribes to the periodical in 
question, the user can generally find the publication by searching 
for the magazine or journal title on the shelves of the periodical 
section. Some libraries also maintain periodical archives on 
microfilm (a small roll of film printed with rows of very small 
images that can be viewed using a library’s microfilm viewer), 
microfiche (similar to microfilm, but printed on a small sheet), and 
CD-ROM.1' 1

♦ W orking with vocabulary  
A. Focus on the reading

particular Each title Nearly
general regularly list local
subscribed merged location cover
generally range

1. Searching for materials on a ___________  subject can be
more difficult than searching for materials by authors or

2. Users can search union catalogs for materials that are
unavailable at their___________ library but which may be
accessible through interlibrary loan.

3. ___________  index, abstract, or database typically focuses
on a particular subject o r___________ of related subjects. (*)

(*) Extracted from Library ( institution), M icrosoft®  Encarta® Online 
Encyclopedia, 2004
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4. ____________  all libraries have printed abstracts and
indexes of periodical literature, but periodical information at 
most libraries is more complete on computer databases.

5. The Reader’s Guide to Periodical Literature is the best- 
known print index to English-language periodicals of 
 interest.

6. Published twice per month, the Reader’s Guide lists articles
in more than 150 magazines commonly____________to by
public and school libraries.

7. The Reader’s Guide is cumulated ____________. This
means that listings in the latest issues are____________with
the previous issue, so that to find recent articles, users need 
to consult only two or three issues of the Reader’s Guide.

8. Most libraries arrange all of their periodicals in one general 
 in the library.

9. Computer databases typically ____________a particular
subject or range of subjects.

B. Focus on New Contexts

merge title many general
subscribe regularly location particular
Each Nearly cover range
local

1. It is better to_________ the two small businesses (together)
into one larger one.
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2. The magazine is trying to get more readers to

3. T h e ____________impression was that it had.

4. The post arrives____________ at eight every morning.

5. They have chosen a suitable ___________  for their new
house.

6. Is there___________ colour you would prefer?

7. Do you know the____________ of this book.

8. ___________ child learns at his or her own pace.

9. ___________ every child in the school passed the swimming
test.

10. She's a ___________ girl.
11. The definition does no t___________ all the meanings of the

word.

12. This shop sells a w ide____________ of books.

♦ Understanding the reading 
A. Comprehension: True/False
Write T if the sentence is true and F if the sentence is false

1. Catalog entries typically list author, title, date, and where a 
copy of the book can be bought.

2. In the case of rare books, sometimes the name of the printer 
or binder is included in its catalog listing.

3. If you entered a the words "water birds" for a subject 
search, and you found 500 items, there would be fewer 
items if you then typed in "Asian water birds".



4. On a Union Catalog you can find books available at 
libraries other than the one you are at, and they may be 
obtainable through inter-library loan.

5. In addition to books and journals etc., library catalogs 
usually include the names of articles in the journals it holds.

6. The location of articles within journals can often be found 
through databases available on computer.

7. The well-known "Reader's Guide to Periodical Literature" 
lists articles in more than 150 magazines, but it only goes 
back to the year 1980.

8. ERIC is an important database in the field of Education.
9. Most databases provide author, title etc., and often a short 

abstract, and even in some cases entire articles.
10. After finding the location of one book or journal via 

computer, it is often useful to look at adjacent items on the 
shelves where that item is kept, in order to find related 
items.

B. Comprehension questiuns
Answer the questions about the reading.
1. How would you find a book in a library that had no catalog, 

or if you could not access the catalog?
2. What are the two main ways you could use to find the 

location of the following book in a library? Walter 
Anderson: A history of modern Japan.

3. If you could not find the book listed under the name of its 
author, would you give up hope of finding the book in the 
library?

4. List the six main items of information in a catalog entry.
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5. Suppose that you have forgotten the author of the book 
mentioned above, and you cannot remember the exact title, 
but you have an idea of what the book is about. How would 
you try to locate it?

6. Suppose that in this connection, under 'Subject', you type in 
'History of Japan', and then a very large number of titles 
comes up on the screen, too many to enable you to find the 
book you are looking for. What should you do?

7. What are union catalogs for?
8. You want to find an article entitled 'Iodine compounds', 

published in a recent journal of chemistry. You do not know 
the exact name of the journal or the exact date. How might 
you find where the article is located?

9. What is an abstract?
10. How and where are databases kept in libraries?
11. What is the best known printed index to general periodicals 

written in English?
12. How often is it published?
13. If you wanted to look up the new entries for the last two 

months' in that guide, would you have to look up several 
editions of it?

14. In the reading passage, which computer database was 
mentioned as being relevant to arts and humanities, and 
which as relevant to education articles?

15. Suppose that you find from a database that the article 'Iodine 
compounds' was written by John Flynn, in the Newtown 
University Journal of Chemistry, Volume 87, No. 3 (1997). 
What should you do next in order to locate the article?
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♦ Further practice
A. Discussion
1. What ways are often used in finding materials in Vietnamese 

libraries?
2. Which way do you think is the most effective?

B. Guided writing
Composition topic:
Suppose you want to write a thesis (about 100 pages) on the history 
of India during the nineteenth century. Describe the use you might 
make of library catalogs and data bases in finding source material 
for your writing.
Make sure to include reference to the following: (i) primary 
sources, i.e. documents actually written in the C.19 -  or copies of 
these -  e.g. legislation, government papers, correspondence, 
diaries, (ii) secondary sources, e.g. books written about the topic in 
recent times, (iii) articles as well as books, (iv) realia, e.g. works of 
art, monuments, (v) exactly how you would go about finding the 
above kinds of materials in libraries.

♦ Further reading

SEARCHING OPACS

Like the card catalog, CD-ROM or COM catalog, OPACs 
allow searching by author, title and subject. In each case, it is 
necessary to follow the directions for that particular system. Some 
systems use a series of menus from which the user selects the



desired type of search. Other systems require the user to type in a 
command to select the type of desired search. Since the computer 
can read all words in each entry, it is possible to provide additional 
points of access such as: keyword search, free text keyword 
searching, searching by ISBN, ISSN, OCLC number, call number, 
by date or a range of dates, and by language.
Author searches: when doing an author search, the author’s name 
should be searched using last name (family name) first. One may 
enter just the author’s last name or use a truncated or shortened 
term. This means that one can enter as many letters of the last 
name as are known. The system will display all the authors whose 
last name begins with those letters and the student can then choose 
the desired entry. For example, if the student enters Green? The 
system will display: Green, Greenblat, Greene, Greenstone, 
Greentree, etc.
Title searches: doing a title search, the student can type in the 
whole title or just enter as many words of the title as are known; the 
OPAC will display on the screen all the books that start with those 
words. The desired title can then be selected from the list. For 
example:

Search: T = Beach
Line Title

Beach and the Sea Animals 
Beach at St. Addressee 
Beach Ball
The Beach Before Breakfast 
Beach Bird 
Beach Boys
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Subject searches: may present the most difficulty as some systems 
require that the subject entered matches exactly with the Library of 
Congress Subject Headings (LCSH). Incorrect subject headings 
may lead to no matches. Also, if the student has not consulted 
LCSH, guessing correct headings is even more difficult. Some 
systems are “kinder” (“more friendly user”) than others and instead 
of saying 'no match’, provide an alphabetical list of terms that 
surround the heading entered. Some systems may also provide 
cross references and show the number of entries for each cross 
reference. This feature allows student to choose other subjects 
without rekeying the search.

Some systems allow the student to combine the author's name 
and the title in one search. If the author is common or the author 
has published many books, this option enables student to have the 
desired title with fewer steps.
Keyword searches: these often produce the most number of 
entries and it is necessary to have a good search strategy. In 
keyword searching, the computer looks for a word at any place it 
appears in the author index, title index or subject index. Some 
systems allow free text keyword searching, that is the system 
searches for that word any place in the record. Some systems also 
allow the use of Boolean searching in the keyword search.

In many ways. OPACs are just elaborate card catalogs and we 
should not expect more than they provide. Some systems display a 
message “no match” on your search term, the same result is 
sometimes obtained when searching the card catalog. Some 
systems are more helpful, providing cross references. Some card 
catalogs also provide cross references and by flipping through the 
cards in the card catalog, we can find the words before and after the 
term searched. OPACs are constantly developing and changing. 
Boolean searching



In those OPACs that include Boolean search capabilities, tf 
Boolean operators generally include "and", "or" and "not 
Boolean searches can be done in other types of databases such £ 
periodical index on CD-ROM or via other on-line vendors £ 
DIALOG or BRS. In those systems, there are the addition; 
operators “with” and “near”.

The use of the “and” operator serves to narrow a search b 
looking for entries that contain both terms, e.g. North “and” Soutl 
The “or” operator serves to enlarge the search by looking ft 
entries that contain either of the terms, e.g. North “or” South. Th 
“not” search narrows a search by eliminating from the search a 
citations with the undesired term, e.g. North “not” South. (Se 
illustration below)( *

North or South
Norths

South

North not 
South

North and South

(*) Adapted from Online library learning center. http://www .usg edu/galieo 
skills/unil 6.
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LANGUAGE FOCUS

A. Word forms
Study the list of verbs, nouns, adjectives and adverbs. Notice how 
they are related to each other, then choose the correct word for each 
sentence. Use a word from line 1 in sentence 1, and so on. Make 
the nouns plural if necessary and be sure to use the correct tense.

Verb Noun Adjective Adverb

1. (ab)normality (ab)normal (ab)normally

2. habit habitual habitually

3. intensity intense intensely

4. permanence permanent permanently

5. relieve relief relieved

6. volunteer volunteer (in)voluntary (m)voluntarily

7. reason reason (un)reasonable (un)reasonably

8. encourage encouragement encouraged

9. discourage discouragement discouraged

10. confide confidence confident confidently

11. personalize person personal personally

12. familiarize

13. complain

familiarity

complaint

(un)familiar familiarly
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1. ___________ , classes begin at 8. but there is a special
meeting today.

2. The present tense is used fo r___________ actions.
3. Susan feels everything very___________ .
4. Julia married a Frenchman and is going to live__________

in France.
5. Mary fe lt____________ when she found out her daughter

had arrived safely at her grandparents’ place.
6. Mark did not go into the army ___________ . He went

because it is the law that all young men must serve in the 
army.

7. Julie was very angry. We tried to ___________ with her, but
she was completely swayed and wouldn't listen at all.

8. A shy child needs a lot of ___________  to build self
confidence.

9. Michael fe lt___________ when he wasn't accepted at the
university that was his first choice.

10. Joan stood ___________  before the class and began her
speech.

11. ___________ , I like my initials on my luggage.
12. If you ___________  yourself with the language center

before the first day of classes, you will not get confused 
about where you should go.

13. The roadworks caused much __________among local
residents.

B. Articles
Fill in the blanks with correct articles when necessary.
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Topsy and Tim have delighted children of 3-7 for over thirty 
years since their creation in 1959. After appearing in over 100 
books Topsy and Tim are now household names, firmly established 
among the classic characters of children’s fiction.

The key to Topsy and Tim’s continuing popularity is that they
appeal directly to (1)_______  young children. Parents may
sometimes feel bemused by their child’s enthusiastic response to 
apparently predictable stories, but to a young child, every real life
situation is a new challenge and (2)_______ Topsy and Tim books
have always aimed to present these situations in a way that is both
entertaining and reassuring. (3)_______ mixture of (4)________
new with the familiar gives a young child a strong sense of
(5)_______ security and helps to explain why children return to
the Topsy and Tim stories again and again.

Jean and Gareth Adamson have always been (6)_______ first
to recognize and point out (7)________ needs of children in a
changing society. As a result, Topsy and Tim books have evolved 
from simple bedtime stories into stories which are informative and 
thought-provoking, often acting as a vital guideline to parents
having to deal with (8)________ potentially sensitive situations:
stories such as, Topsy and Tim meet (9)_______ Police (which
introduces the ‘stranger danger’ message in a very natural way),
Topsy and Tim go to ( 10)________Doctor, Topsy and Tim go to
(11)________ Dentist, and Topsy and Tim go to (12)________
Hospital. Topsy and Tim books are regularly kept up-to-date. Jean
Adamson keeps in (13)________ close contact with her young
audience, visiting nurseries, primary schools and libraries and
talking to children and parents. With (14)_______  grown-up
children of her own Jean maintains: ‘It’s wonderful to have, in 
Topsy and Tim, two children who never have to grow up.’

im



C. Phrasal verbs
Complete the following story using appropriate phrasal verbs. Use 
the list of the phrasal verbs in the box. You will also have to decide 
which tense to use.

clear up take off get over
cheer up go through check in
look back set off brush up
look up wear off try out
look after come across look forward

Barbara will always remember the day when she flew from 
Amsterdam to spend the weekend in London with her friend Ralph.
She (1)________  for the airport early one cold, wet Friday
afternoon and arrived in plenty of time to (2)________  for her
flight. Soon after the plane (3)________ , she started to get a
headache and feel sick. The flight attendants were very kind and 
helpful.

‘Don’t worry about a thing. We’re here to (4)________ you,’
they said. After a while, her headache (5)________ . and when she
heard the captain’s announcement, she immediately (6)________ .

‘We will be arriving at London Heathrow in approximately 15 
minutes. The temperature is 20 degrees, and you'll be glad to hear 
that the weather has (7)________  '

Barbara was (8)________  to staying in an English-speaking
country. She had spent the last month (9)________ her English but
still felt nervous about using it. However, she soon (10)________
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her nerves after she had asked for street directions in the city 
centre. She could understand 90 per cent of what was said!

At Ralph’s hotel in Victoria they made a plan for that evening.
Ralph (11)_______  Time Out magazine to find out what shows
were on and Barbara (12)_______  "Chinese Restaurants’ in
Eating Oat in London. Her book informed her that the Soho area 
was full of little Chinese restaurants.

"Let’s eat before going to a show,' suggested Ralph. "I’d love
to (13)_______ some real Chinese cooking.’

In Soho they (14)________a lovely little restaurant where lots
of Chinese people were eating. It was the start of a magical 
weekend that they always (15)_______ on with pleasure.

♦ Building Vocabulary Skills
Vocabulary review
Write the missing words in the sentences below. Choose from 
the following:

CD-ROM Microforms database OPAC (x2)
overdue Returned beginning borrowed
cleared

1. ______is the generic name for an online library catalog.
2. _______stands for 'Compact Disk - Read Only Memory'.
3. _______stands for 'Online Public Access Catalog’.
4. _______ allow a library to keep large collections of historical

documents and newspapers which would otherwise take up 
much space or might be damaged by frequent handling.
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5. A _______ is comprised of individual records which can be
accessed and searched via a computer.

6. If a borrowed item is not returned by the due date it becomes

7. Reference material is only for use within the library, it
cannot b e________ .

8. Chapters and corresponding page numbers are listed in the
Table of Contents at the_________ of the book.

9. Once an item is overdue your borrowing privileges are
suspended throughout the Library system until all your 
overdue items have been_______ and_____ by library staff.
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VOCABULARY REFERENCE

This section comprises vocabulary related to the main topics in 
each unit. Most of the words listed are used in the book, but a few 
others have been added where they might be useful. Common 
words which students at this level should know by now have not 
been included. The following abbreviations are used: 
n - noun v - verb adj -  adjective adv -  adverb

UNIT 1

institution [insti'tju:Jh]

collection [ka'lekfn] 
m aterial [ma'tiarial] 
reference [’refarens]

contain [kan’tein] 
variety [va’raieti] 
m aintain [mein'tein] 
include [in'klu:d](v) 
m anuscript ['mænjuskript] 
microfiche [’maikroufi:J] 
com puter software 

['so ftwea] 
database ['deitabeis]

- co quan, tru sô co quan

- sy  suit tarn
- tài lieu
- su  tham  khào

- chtra dung, bao gôm
- nhieu thu, dti loai
- duy tri
- bao gôm, gôm co
- ban viet tay, ban thào
- tâm vi phim
- phân mem cua m âv tinh

- co so d û  lieu
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media ['mi:dia] (n)

in addition (to something) 
[a'dijn]
feature [’fi:tfa] (v) 
telecommunication 
[,telika,mju:ni'keijn] 
provide [pra'vaid] 
site [sait] (n) 
mission ['mifn] 
collect [ka'lekt] 
organize ['0 :ganaiz] 
preserve [pri'za:v] 
knowledge ['no Iid3] 
generation [,d3ena'reijh] 
essential [i'senjal] (adj) 
format ['fo :maet] 
ensure [in'Jua] 
profession [pra'fejn] 
assist [a'sist] 
obtain [ab'tein]

supplement ['sa plimant] (v) 

enhance [in’ha :ns] 
official [e'fijl] 
define [di'fain]

- phương tiện truyền thông 
đại chúng
- thêm vào

- có
- viễn thông

- cung câp, cung ứng
- nơi, chỗ, vị trí
- nhiệm vụ
- thu thập, sưu tầm
- tổ chức

- bảo quản, lưu giữ
- sự hiểu biết, kiến thức, ưi thức

- thế hệ
- cần thiết, chủ yếu
- khỗ (sách, giấy, bìa...)

- bảo đảm
- nghề, nghề nghiệp
- giúp đỡ, trợ lý, cộng sự
- đạt được, giành được, thu 
được
- bổ sung, phụ thêm vào

- làm tăng, nâng cao

- viên chức, công chức
- định nghĩa (một từ...), định rõ
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obligation [,o bli'geifn] 
spell out [spel] 
aspiration [,æspa'reijn]

derive (from) [di'raiv] 

long-term 'lo r|ta:m](adj) 

formulate ['fa :mjuleit] (v)

support [sa'po :t] (v) 

formai, [ fo :mal] (adj) 
contribute [kan'tribju:t] 
literacy ['litarasi] 
vocational training 
[vou'keijanl, treinir]] 
vocational school 
[vou'keijanl sku:l 

encourage [in'kA rid3 ]

cultivate ['kA ltiveit] 

sustain [sa'stein]

further [’fa:da] (v) 
prim e [praim] 
stim ulate [’stimjuleit] 
intellectual [,inti'lektjual] 
relate [ri'leit]

- nghĩa vụ, bốn phận

- giải thích rõ ràng
- lòng mong m uốn, nguyện 
vọng
- xuất phát từ, bắt nguổn từ
- dải hạn, lâu dài

- làm thành công thức, trinh 
bày rõ ràng
- ủng hộ, cô vũ

- chính thức, chính qui

- đóng góp, góp phần
- sự biết viết, sự biết đọc
- sự  đào tạo ngành nghề, sự 
dạy nghề
- trường dạy nghê

- khuyến khích, cô vũ, động 
viên
- trau dổi, tu dưỡng (trí tuệ...)

- chống đỡ, giữ vững (trong 
thời gian dài)
- đẩy mạnh, xúc tiên, giúp cho
- chủ yêu, căn bàn
- khích động, khuyên khích
- (thuộc) trí óc, (thuộc) trí tuệ
- gắn liến với, liên hệ, liên kết



involve [in'vo lv] - lam dinh Iiu, lam dinh dang

arise (from) [s'raiz] - xuat hien, nay sinh ra
distinguish [dis'tiqgwij] - phan biet
spring (from) [sprirj] - xuat phat
effectiveness [i'fektivnis] - sir co hieu luc
catalog ['kaetalo g] (v) - ghi vao muc luc

statistics [sta'tistiks] - so lieu thong ke

♦ Further read ing

; manifesto [,maeni'festou] - ban tuyen ngon
gateway ['geitwei] - cong ra vao, cua ngo

: prosperity [pro 'sperati] - su thinh vuong, sir phat dat

attain [e'tein] - dat dupe, gianh dupe
■ endeavor [in'deva] - sir co gang, sir no luc, sir

gang sue
censorship ['sensajlp] - co quan / quyen kiem duyet, 

cong tac kiem duyet
innovation [,inou'vei|h] - sir doi moi
legislation [/led3is'leifn] - su xay dung luat, phap luat, 

phap che
co-ordination - sir phoi hop, su ket hop
[kou,o :di'neijn]
imply [im'plai] - ham y; ngu y
outreach [aut'riitj] (v) - vupt hon, vdi xa hon
adapt [a'daept] - phong theo, thich nghi (vdi 

moi trudng...)



indispensable 
[,indis'pensabl] (adj

UNIT 2

consist (of) [kan'sist] 

em ployee [,implo i'i:]

staff [sta :f]

part-tim e ['pa :ttaim] (adj)

assistant [a'sistant] 

proportion [pra'po :Jn] 

depend (on) [di'pend] 

budget ['bA d3it] 
professional [pra'fejanl] 
(adj)

constitute ['ko nstitju:t] 

science ['saians] 
generate [’d jenareit] 

record [ri'ko :d] 

store [sto :] (v) 

retrieve [ri'tri:v]

transm itte [traenz'mit] 
bibliographic

- tuyệt đối cẩn thiết; không thê 
thiếu được

- gổm có
- người lao động, người làm 
công
- nhân viên

- làm không trọn ngày, làm 
bán thời gian
- người giúp đỡ, người phụ tá
- tỳ lệ

- phụ thuộc
- ngân sách, ngân quỹ

- chuyên nghiệp

- câu thành, tạo thành

- khoa học, ngành khoa học
- tạo ra, phát ra
- ghi lại, ghi chép

- tích trữ, cât giữ

- truy lục, gọi ra (thông tin 
được lưu trữ)
- truyển
- (thuộc) thư mục



[,biblia'graefik] (adj)
technological
[dekna'lo djikl](a-dj)
communication
[k3,mju:ni’keijn]
interpersonal [,inta'pa:snl]
(adj)
ability [a'biliti]

professional ability

competence ['ko mpitans] 
administer [ad'minista] 
managerial bm aena^iarial] 
(adj)
worldwide ['wa:ld'waid] 
adj & adv
mutual ['mju:tjual] adj

to assume responsibility

non-professional [,no n
pra'fejanl]
input [’input] (v)

code[koud](v) 
verify [verifai] (v)

- (thuộc) công nghệ

- sự giao tiếp

- giữa cá nhân với nhau

- khả năng hoặc năng lực làm 
cái gì
- năng lực chuyên món, năng 
lực nghiệp vụ
- năng lực, khả năng

- quản lý, cai quản
- (thuộc) người quàn lý

- khắp nơi, khắp thế giới

- người này đối với người kia, 
lẫn nhau
- đàm đương, gánh vác trách 
nhiệm
- không chuyên

- đưa (dữ liệu) vào máy tính, 
nhập liệu
- viết bằng mã, mã hoá
- thẩm tra, kiếm tra lại
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circulation [,se:kju'leijn] 
check (out) (book) [tjek] 

operation [,o pa'reijn]

full-time ['full'taim] (adj)

shelve [Jelv] (v) 
clerical ['klerikal] 
carry (out) [’kaeri] 

volunteer [,v0 lan'tia] 

combine [ko m'bain] 
take (on) [teik] 
to take on responsibilities 

accomplish [a'ko mplij]

portion [ po :Jn] 
acquisition [,ækwi'zijh]

pattern [ paet(a)n]

- sự  lưu thông
- ghi tên sách khi ra vẻ
- sự hoạt động, quá trinh hoạt 
động

- làm việc trọn ngày hoặc trọn 
tuần
- xếp (sách) vào ngăn
- (thuộc) văn phòng
- tiến hành, thực hiện
- người tình nguyện

- kêt hợp, phối hợp

- đảm  nhiệm, gánh vác
- đảm  nhận trách nhiệm
- hoàn thành, làm xong, làm 
trọn
- phẩn chia

- sự  giành được, sự  thu được, 
sự  đạt được
- mâu, m ô hình, kiêu, khuôn 
mẫu

♦ F urther read in g

global [’gloubal] (adj) - toàn cầu, toàn bộ

conference ['ko nfarans] (n) '  cuộc thào luận, hội nghị
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headquarters 
['hed'kwo :taz] (n) 
provision [pra'vi3n] (n) 
delivery [di'livari] (n) 
widespread ['waidspred] 
(adj)
pursue [pa'sju:] (v) 
endorsement [in'do :smant] (n) 

embody [im'bo di] (v) 
equitable [ekwitabl] adj 
democratic [,dema'kraetik] 
adj
well-being ['wel'bi:iq] (n)

conviction [kan'vikfn] (n) 
federation [,fed3'reijn] (n) 
gender[ d3enda] (n) 
scheme [ski:m] (n)

status ['steitas] (n)

consultative [ken's/v Itativ] 
adj
debate [di'beit] (v) 

supreme [su:’pri:m] adj

so chi huy, co quan dâu nâo

- su cung cap, do cung cap
- su phân phât (thu, hàng)
- Ian rông, phô bien

- theo duô’i, deo duô’i
- su chûng thuc, su tân thành

- the hiên, bao gôm

- công bang, hop tinh hop lÿ
- dân chù

- tinh trang hanh phüc, khoé 
manh.
- su ket an, strc thuyè’t phuc
- lien doàn, lien bang
- (ngôn ngû hoc) giong
- su sâp xêp theo hé thong, su 
phoi hop
- tinh trang (làm viêc, an à..), 
dia vi
- co vân, tu  vân

- tranh luân, bàn câi (mot van 
dé...)
- toi cao, cao nhâ’t (quyen lue, 
câp bâc)



governing ['gA vanir|] adj 
elect [i'lekt] (v) 
resolution [,reza'lu:Jh] (n)

- cai quan, quan tri

- bau, quyet dinh
- nghi quyet, cam ket; quyet 
tarn

co-opted [kou'o pt] (v) 
executive [ig'zekjutiv] (adj) 
executive [ig'zekjutiv] (n)

ex-officio [,ekso'fifiou] ad) & 
adv

- bau vao, ket nap

- chap hanh, quan tri
- (fir M y,nghia My) uy vien 
ban chap hanh/ ban quan tri 
(hang kinh doanh, to chuc...)
- duong nhien, mac nhien

UNIT 3

efficient [i'fijant] - co hieu lire, co hieu qua
service ['sa:vis] - su  phuc vu
readership ['ri:dajip] - tap the doc gia cua m ot to

bao, tap chi...
private [’praivit] - tu  nhan
private school - truong hr

utm ost ['a tmoust] (adj) - vo cung; cue ky

requirem ent [ri'kwaiamant] - nhu cau

alter [’o :lta] - thay doi, bien doi, doi

perform ance [pa'fo :mans] - sir thuc hien, su thi hanh 
(lenh...)

dual ['dju:al] (adj) - hai mat, gap doi
benefit [’benifit] - lpi, lqi ich
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extremely [iks'tri.mli] (adv) - vo cung, cue do, cue ky
sophisticated [sa'fistikeitid] - phuc tap
up-to-date [,a p ts'deit] (adj) - hien dai, cap nhat

appropriate [a'proupriat] - thich hop, thich dang
promote [pra’mout] - xuc tien, day manh
image ['imidj] - hinh anh
consideration.
[kan,sida'reijn]

- su  can nhac, su suy xet

to take something into 
consideration

- tinh den, luu tarn den cai gi

individual [,indi'vidjual] - mot minh, rieng le

exploit [iks'plo it] - khai thac

confidence ['ko nfidans] - su tin cay, su  tin tuong

parhcipate (in sth) - tham gia vao (mot hoat
[pa :'tisipeit] dong)

procedure [p ra 's i^ a ] - thu tuc (trong kinh doanh, 
chinh tri...)

location [lou'keijn] - dia diem hoac vi tri
mistake [mis'teik] - loi

♦ Further read ing

adjust [a'd3A st] (v) - dat lai cho dung vi tri trat tu, 
dieu chinh

graphics [graefiks] (n) pi. - chu viet, hinh ve..., do hoa
interact (with) [,intar'aekt] - anh huong, tac dong Ian
(n) nhau, tuong tac



integrate [’intigreit] (v) - hop nhat, hoa nhap

cognitive [’ko gnativ] (adj) . - thuoc nhan thuc

psychology [sai'ko lad ji] (n) - tarn ly (cua m ot nguoi..)/tam
ly hoc

interdisciplinary - thuoc nhieu llnh vuc hoc
[,inta'disiplinari] (adj) thuat
background ['baekgraund](n). - tang lcrp xa hoi, sir giao due, 

dao tao cua m ot ngiroi
background [’baekgraund](n): - tang lop xa hoi, sir giao due, 

dao tao cua m ot ngiroi
perm it [’pa:mit] (n) - giay Phep
characteristic 
[,kaerikta’ristik] (n)

- net dac trung, dac diem

classification [,klaesifi'keijn] 
(n)

- su  phan loai

vary [veari] (v) - lam cho khac nhau, thay doi, 
bien doi

m odernize ['mo darnaiz] (v) - hien dai hoa, doi moi

expand [iks'paend] (v) - m o rong, trai ra
association [a,sousi'eiJh] - hoi, hoi lien hiep, doan the

UNIT 4

face [feis] (v) - duong dau, doi pho
survival [sa'vaivl] (n) - sir song sot, su  ton tai

7 0 0



justify [CI3A stifai] (v) 
existence [ig'zistans] (n) 
demonstrate [’demanstreit] 
(v) _
priority [prai'o rati] 
devise [di’vaiz] (v) 
concept ['ko nsept]

fad [faed] (n)

marketing [’ma:kitir|] 
anticipate [æn'tisipeit] (v)

scenario [si'na :riou] (n) 
measurable ['me^arabl] 
internal [in'ta:nl]

- c h ứ n g  m i n h

- sự tổn tại
- c h ứ n g  m i n h ,  g iả i  t h í c h

- q u y ề n  ư u  t i ê n ,  s ự  ư u  t i ê n

- n g h ĩ  r a ,  đ ặ t  ( k ê ’h o ạ c h )

- k h á i  n i ệ m

- t i ề m  n ă n g ,  t i ề m  t à n g

- k h ô n g  th í c h  h ợ p ,  k h ô n g  t h í c h  

đ á n g

- x ả y  r a ,  x u â t  h i ệ n

- s ự  th í c h  t h ú  k ỳ  c ụ c ,  đ i ề u  m ố t  

n h ấ t  th ờ i

- s ự  t i ế p  t h ị

- t h â y  t r ư ớ c ,  b i ế t  t r ư ớ c ,  đ o á n  

t r ư ớ c

- s ự  n h ậ n  t h ứ c

- g ở ,  x â u ,  n h a m  h i ế m

- lô i  c u ố n ,  h â p  d ẫ n

- c h ứ c  n ă n g

- tờ  g i â y  i n  r ờ i ,  tờ  r o i

- c ó  l i ê n  q u a n

- v i ễ n  c ả n h ,  v i ễ n  t ư ở n g

- đ o  đ ư ợ c ,  l ư ờ n g  đ ư ợ c

- ờ  b ê n  t r o n g ,  n ộ i  b ộ ,  n ộ i  đ ị a

potential [pa'tenjl] (adj) 
: inappropriate 
i,ina’proupriit] 
occur [a'k3 :(r)]

perception [pa'sepjn] 
sinister [sinista] (adj) 
manipulative 
[ma’nipjuleitiv] (adj) 

function ['fA qkjn] (n) 
leaflet ['li:flit] (n) 
relevant [relavant]
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e x t e r n a l  [ e k s 't a m l ] - ờ  n g o à i ,  b ê n  n g o à i  ( h i ệ n  

t ư ợ n g . . . )

segm ent [’segment] (v) 
reveal [ri'viil] (v) 

argue [ a :gju:] (adj)

- cắt từng đoạn, phân đoạn
- bộc lộ, biếu lộ, tiết lộ
- diễn đạt ý kiên dõi lập, tranh 
cãi

present [’preznt] (adj) 
means [mi:nz] (n)

successive [sak'sesiv] (adj) 
stage [steidi]
peripheral [pe'rifarel] (adj) 

charge [tja :d3] (n)

- hiện nay, hiện tại, hiện thời
- phương tiện, biện pháp, cách 
thức
- liên tục, liên tiếp, lần lượt
- giai đoạn
- (thuộc) ngoại vi/ ngoại biên
- tiền phải trà, tiển công, tiền 
thù lao

overdue [’ouve'dju:] (adj) - quá chậm, quá hạn

♦ F u rth e r read in g

conclude [kan'klu:d] (v) - kết luận, kết thúc
quote [kwout] (n) - lời trích dẫn, đoạn trích dẫn
advocate [’aedvekit] (n) - người biện hộ, bênh vực, 

người ủng hộ

occupy [ D kju pai] (v) - chiếm , giữ (một địa vị chính 
thức)

advertise
['aedvataiz]/advertize

- thông báo, quang cáo

mega-bookstore tiền to - thật to lớn
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v ie  [ v a i ]  ( v )  /  v i e d  

r e l e v a n c e  [ r e l a v a n s ]  (n )

b e a r i n g  in )  [ ’b e a r i r |]  

c o n v e y  [ k a n 'v e i ]  (v )  

u n i q u e  [ ju : 'n i :k ]  ( a d j )  

p e r c e iv e  [ p a ’s i :v ]  (v )

s a v v y  f s æ v i ]  (n )  

v i s ib i l i ty  [ ,v i z a 'b i l a t i ]  (n )

r a d a r  j ’r e i d a j  (n )  

a p p r e c i a t i o n  [ a ,p r i : j i 'e i jn ]

( n j ,

d y n a m i c  ( a d j )  [ d a i 'n æ m i k ]

r e ta i l  [ r k t e i l ]  ( n )  

f o s te r  [’fo  s ta ]  (v )

c lo u t  [ k l a u t ]  (n )

m a n d a t e  j 'm æ n d e i t ]  (n )

t a p  (v )  [ ta e p ]

h u m i l i t y  [ h ju : 'm i l i t i ]  (n )

r e l u c t a n t  [ri'lA  k t a n t ]  ( a d j)

- ganh dua
- su thich dang, thich hop,su 
cô lien quan
- su chiu dung
- chô, chuyên cho, van chuyen
- dôc nhât vô nhi, chi cô mot
- hieu duoc, nhân thâ'y, nhân 
biet
- su hieu biet; luong tri
- tinh chat, tinh trang cô the 
thây duoc
- he thong ra-da, may ra-da
- su dânh giâ dung,su hieu rô 
giâ tri
- (thuôc) dông lue, (thuôc) 
dông lue hoc
- su bân lé, viêc bân lé
- khuyên khich, tâng cuông, 
thüc day
- mành vài (de va), khân lau, 
gié lau
- su uÿ nhiêm, su uÿ thâc, su 
ùy quyén.
- mo vôi, dông vôi, gô nhe, vô 
nhe
- su khiêm ton, tinh trang 
thâp kém
- mien cuông, bat dàc dî



capitalize fkæpitslaiz] / 
capitalise (v) 
m yth [mi0] (n)

apparent [s'paersnt] (adj) 
confusion [ksn 'fju^n] (n)

interchangeability 
[ 'inta, tjeind3 a'biliti] 
fear [fis] (n) 
m anipulative 
[ms'nipjuleitiv] (adj)

- chuyên thành tư ban, viêt 
chữ hoa
- thãn thoại, chuvện hoang 
đường
- rõ ràng, hiên nhiên
- sự lộn xộn, sự  rói loạn, sự bôi 
rối
- tính có thể thay cho nhau

- sự sợ hãi, sự khiếp sợ
- thây trước, biết trước, đoán 
trước

anticipate (v) [æn'tisipeit] 

stum ble ['stA mbl] (n)

- chặn trước, liệu trước, lường 
trước

: - sự  vâp, sự sấy chân, sự trượt 
chân

conceptualization 
[ksn'septjuslizm ] (n)

- (triết học) thuyết khái niệm

em bed [im'bed] (v) - âh/ đóng/ gắn vào, ghi vào
(trí nhớ)

convert [ksn'vs:t] (v) - đổi, biêh đối
habitual [hs'bitjusl] (adj) - thường lệ, quen thuộc

UNIT 5

reach (out to) [ri:tf] - vươn tới, nắm được cái gì 
với lây

common ['ko m sn] (adj) - thông thường, phố biên
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e x h i b i t  [ îg ’z ib i t ]  (v ) - t r u n g  b à y ,  t r i ể n  l ã m

p u p p e t - s h o w  ['pA  p i t 'J o u ] - t r ò  m ú a  r ố i

c o n t e s t  [ k a n 't e s t ]  (n ) - c u ộ c  th i ,  t r ậ n  đ â u

b o o t h  [ b u :d ]  ( n ) - q u á n ,  r ạ p ,  l ế u

y o u n g s t e r  [jA  q s t a ]  ( n ) - n g ư ờ i  t h a n h  n i ê n

a d u l t  [ 'æ d A  It, a 'd A  It] ( n ) - n g ư ờ i  h o ặ c  đ ộ n g  v ậ t  đ ã  

t r ư ờ n g  t h à n h

o r ig a m i  [,D r i 'g a  :m i] - n g h ệ  t h u ậ t  x ế p  g i â y  c ủ a  

N h â t  B ả n

in f o r m a t i o n  r e t r i e v a l  b a n k - n g â n  h à n g  t h u  h ổ i  t h ô n g  t i n

[ r i 'tr i :  v]

lo a n  [ lo u n ]  (v ) - c h o  v a y ,  c h o  m ư ợ n

i n t e r l i b r a t y  [ , i n ta 'I a ib r a r i ]  

(a d j)

- g i ữ a  c á c  t h ư  v i ệ n

m ic r o f i lm  [ ’m a i k r o u f i l m ] - m i c r ô í i m ,  v i  p h i m

a u d i t o r iu m  [,o  :d i'tO  : r ia m ]

(n)

- p h ò n g  d à n h  c h o  t h í n h  g iả ,  

t h í n h  p h ò n g

e x h ib i t i o n  [ ,e k s i 'b i j n ] - s ự  t r ư n g  b à y ,  c u ộ c  t r i ể n  l ã m

r e q u e s t  [ r i 'k w e s t ]  (v ) - y ê u  c ấ u ,  đ ề  n g h ị

n u r s i n g  h o m e  [ 'n a : s i r |h o u m ] - n h à  t h ư ơ n g ,  b ệ n h  x á , 

n ơ i  a n  d ư ỡ n g

ja i l  [ d ~ e i l ] - n h à  t ù ,  n h à  g i a m ,  s ự  b ò  t ù

s u m m a r i z e  [ sa  m a r a i z ] - t ó m  t ắ t ,  t ổ n g  k ế t

e n c y c l o p e d i a

[ e n , s a i k ! o u 'p i : d j a ] ( n )

- b ộ  s á c h  b á c h  k h o a

i n t e r i o r  [ in  t i a r i a ]  ( n ) - p h ầ n  b ê n  t r o n g ,  p h í a  t r o n g  

( p h ò n g ,  n h à . . . )



device [di'vais] (n) - vật sáng  chê ra th iêt bị,
d ụ n g  cu

subject [ ' s a  b d 3 Íkt] (n) '  chù để, m ôn loại

w heelchair fw id tjea] (n) 1 - xe lăn cho ngườ i tàn  tật
ram p  [ræ m p] (n) - dốc, đoạn  đ ư ờ n g  dốc 

thoai thoải

install [in'sto :1] (v) - lắp đ ặ t (hệ thống  m áy móc...)

h an d icap p ed  fhaendikaept] - tật n g uyền  về th ể  xác
retirem ent [ri’ta iam sn t] (n) - sự  về hưu, sự  ngh i việc

branch  [bra :ntf] (n) - chi n h án h  , n g àn h

bookm obile ['bukm oubail] 
(n)

- th ư  viện lư u  động

eyesight fa isait] (n) - thị lực, tầm  n h ìn

♦ F u rth e r re a d in g

disability  fd isa 'b iliti]  (n) - sự  bấ t lực, sự  Ốm yếu tàn tật
m odification  

[,mo difi'keijn] (n)

- sự  sửa đổi, sự  thay  đổi

Braille system - hệ thống  chữ  nổi d ành  cho 
người m ù

sigh t [sait] (n) - thị lực, khả n ăn g  nhìn, 
tầm  nhìn

The A m ericans w ith  
D isabilities Act (ADA)

- đạo luậ t đối với ngườ i tàn  tật 
của Mỹ

discrim ination
[dis,krim i'neifn]

- sự  suy xét và n h ận  thức 
đ ú n g  đắn
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; book stack [staek] (n) - gia sach, kho sach (trong thu 
vien)

patron [peitran] (n) - nguoi bao tro, nguoi do dau
edition [i'dijn] (n) - loai sach xuat ban, so ban 

in ra
tactile [ taektail] adj - (thuoc) xuc giac
scan [skaen] (v) - doc luot; xem luot

keyboard ['ki:bo :d] (n) - ban phim ( piano), ban chir 
(may chu)

monitor ['mo nita] (n) - nguoi nghe va ghi cac buoi 
phat thanh

abbreviation [a,bri:vi'eijn]
(n)

- su tom tat, bai tom tat, chir 
viet tat.

UNIT 6
!
facilities [fa'silitiz] (n) - dieu kien de dang, thuan loi

: sparsely ['spa :sli] (adv) - thua thot, rai rac

system [ sistam] (n) - he thong
rural area ['ruaral, ’earia] - vimg nong thon
urban area ['a:ban, 'earia] - khu vuc do thi
downtown area ['dauntaun, 
'earia]

- khu buon ban kinh doanh

truck [trA k] - xe ba gac, xe tai (nhu) lorry

trailer [’treila] - xe mooc, toa mooc

regardless of [ri'ga :lis'o v] 

( a d j )  ............

- khong chu y, quan tarn den 
ai/cai gi



citizenship [sitiznjip] (n) - quyên công dân, tư  cách 
công dân

ethnicity [eB'nisiti] (n) - tính cách sắc tộc
background [’baekgraund] - tầng lớp xã hội, sự  giáo dục,
(n) đảo tạo của m ột người
teenager ['ti:neid3a] (n) - thanh thiếu niên (tuổi 13 

đến 19)
socialize [’soujalaiz] (v) - hoà nhập xã hội, thích nghi 

với xã hội
recreational [,rekri'eiJonI] - có tính chất giài trí,
(adj) tiêu khiên
phase [feiz] (n) - giai đoạn, thời kỳ (phát triển, 

biên đổi)
im m igrant [’¡migrant] (n) - người nhập cư
diverse [dai’va:s] (adj) - nhiều loại khác nhau, thay 

đổi khác nhau
challenge [’tjaelind3] - sự  thách thức
reflect [ri’flekt] - phản  ánh,

cho thấy bản chât của
span [spaen] (v) - mở rộng, kéo dài ra bên trên 

hoặc ngang
spectrum  [’spektram] (n) - sự  phân bố  theo độ lớn, theo 

tính chát
paperback [ peipabaek] (n) ; - sách đóng trên bìa giây mểm, 

sách bìa m ềm  - nghệ thuật;
mỹ thuật

art [a :t] n - nghệ thuật; m ỹ thuật

reproduction - sự sao chép, bàn sao chép,
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[ , r i :p r 0 'd A  k jn ]  

s e c t i o n  [ 's e k f n ]  

f o c u s  ( o n )  [ 'f o u k a s ]  

d i v i d e  ( in to )  [ d i 'v a i d ]  

g a l l e r y  [ g a e l a r i ]  (n )

r e g i s t e r  [ ’r e d j i s t a ]  (v )  

d e p a r t m e n t  [ d i 'p a  : tm a n t ]

(n)

machine [ma'Jirn] (n)

♦ Further read ing

m e m o r ia l  [ m e m o  :r ia l]  

(a d j)

r e n a m e  [ r h 'n e i m ]  (v )

p r e m i e r  [ 'p r e m ia ( r ) ]  (n )

c o m p r e h e n s i v e  

[ ,k o  m p r i 'h o n s i v ]  ( a d j )  

d i s c i p l i n a r ) ’ [ ’d i s i p l i n o r i ]  

( a d j)

m o d e r a t e  [ 'm o  d a r i t ]  ( a d j )  

p e r s o n a g e  [ 'p a : s o n i d ~ ]  (n )

p h i é n  b a n

- b ó  p h á n ,  k h u ,  k h u  v u c

- t a p  t r u n g

- t á c h  r o i  r a ,  c h ía ,  p h á n  r a

- p h ó n g  t r u n g  b a y  c á c  t á c  

p h a m  n g h e  t h u á t

- d á n g  k y ,  g h i  v á o  s o ,  v á o  s o

- b o  p h á n ,  b p ,  b a n

- t h i e t  b i ,  c ó  m a y

- ( t h u ó c )  k y  n i é m ,  d e  g h i  n h ó

- d a t  t e n  m ó i ,  d o i  te n ,  ( n g u o i ,  

d u o n g  p h o . . . )

- thili t u ó n g  ( n g u ó i  d u n g  d a u  

c h i n h  p h u )

- b a o  h á m  t o a n  d i é n ,  l i n h  h ó i  

n h a n h ,  s á n g  y

- ( t h u ó c )  k \-  l u á t ;  d e  d u a  \ ’á o  

k y  l u á t

- v iv a  p h á i ,  c ó  m ú c  d o ,  ó n  h o á ,  

d i e u  d o

- n h á n  v á t  q u a n  t r o n g ,  c ó  d í a  

v ¡  c a o  s a n g



xerox ['ziaro ks] (n) i - kỹ thuật sao chụp không

.  . -------------------- dùng mực ướt

UNIT 7
— -

elem entary [,eli'mentari] - thuộc hoặc ớ giai đoạn đầu,
(adj) so cấp
junior -high school ['d3u:nja] - trường trung học cơ sở 6, 7, 8

và 9
high school - trường trung học phô thông 

10, 11 va 12

instruction [in'strA kjh] - sự  dạy, chi thị, lời chi dẫn

artifact ['a :tifækt] - vật do người làm ra

com puter lab [læb] - phòng thí nghiệm, phòng 
pha chế

em phasize ['emfasaiz] - nhân m ạnh
interpretation - sự  giải thích, làm sáng tò, sự
[in,ta:pri'teijn] phiên dịch
assignm ent [a'sainmant] - nhiệm  vụ/ bổn phận đã được 

phân cho ai
locate [lou'keit] - xác định vị trí, đ ịnh vị
in terpret [in'ta:prit] - giải thích, làm sáng tò, phiên 

dịch
credentials [kri'denjalz] (n) - giây ủy nhiệm

curriculum  [ka'rikjulam] - chưong trinh giang dạv
encounter [in'kaunta] (n) - sự  chạm trán, sự đọ sức
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illustrate [ ilastreit] (v) : - minh hoạ
concentrate (on) - tập trung (sự chú ý, cố
['ko nsntreit] gắng....)

supplement ['sa plimant]

(v)

- bô’ sung, phụ thêm vào

sophisticated [sa'fistikeitid] - tinh vi, phức tạp, rắc rối;
(adj) công phu
differ (from) [’difa] - khác, không giống
social [soujl] (adj) - có tính chât xã hội
humanity [hju:'maeniti] (n) - loài người, nhân loại
accommodate [a’ko madeit]

(v)

- cung cẵp

equip [i'kwip] (v) - trang bị (cho ai... cái gì)

♦ Further read ing

categorize f'kaetigaraiz] (v) -chia loại, phân loại
upgrade [A p'greid] (v) - nâng cao chất ượng (sản

phấm)
strengthen [’strer|0n] - làm cho mạnh, vững, cúng

cố, tăng cường
distribute [dis'tribju:t] (v) - phân bổ, phân phối, phân

loại
draw up - kéo lên, rút lên, múc (nước... 

lên
envisage [in'vizid3] (v) - đương đẩu, vạch ra (kê- 

hoạch), nhìn trước



achievement [a'tjkvmant]
(n )

attain [a'tein] (v) 

consultant [kan'sA ltant] (n)

lustrous ['1a stras] (adn) 
installation [,insta'leifn] (n) 
m icrocomputer 
[,maikroukam'pju:ta:]

UNIT 8

conceivable [kan'skvabl] 
(adj)
conceive [kan'sitv] (v)

discipline ['disiplin] (n)

immense [i'mens] (adj) 

fund [fA nd] (n)

affiliate (to, with) [a'filjeit] 
mechanism [m ekanizm ] (n) 
undergraduate 

[,a nda'græ d3uat] 
exclusively [iks'klu:sivli] 
(adv)

- thành tích, thành tựu, sự đạt 
được
-đ ạ t  được, giành được
- người tư vấn, cố vân

- bóng láng, rực rõ, chói ngời

- sự  lắp đặt, cái được lắp đặt
- m áy tính nhỏ

- có thể hiểu được, nhận thức 
được
- hình thành (ý nghĩ, kế  
hoạch...) trong đầu
- kỷ luật, ngành kiến thức, 
m ôn học
- m ênh mông, bao la, rộng lớn
- nguổn tài chính, tiển bạc, 
ngân quỹ
- nhập, liên kết
- m áy móc, cơ cấu, co chế
- sinh viên chưa tốt nghiệp

- dành riêng, độc quyển



rare [rea] (adj)

handwritten ['haend,ritan] 
(adj)
ongoings ['o n,gouiqz] (n)

(pl)
incoming ['inkA mir)] (adj) 

accreditation [a’kredi teijn]]
(n)

tool [tu:l] (n)
equipment [i'kwipmant] (n)

accredit (v)
sponsor ['spo nse] (v)
evaluation [i,vaelju'eijn]

♦ Further read ing

realize ['rialaizj/realise 
[ rialaiz] (v) 
handful [’haendful] (n)

come (into being) 
incorporate [in'ko :parit] 
(adj)

- h iê m ,  h i ế m  th â y ,  h i ê m  c ó , í t  

c ó

- v i ế t  b ằ n g  t a y  ( t h a y  v ì  đ á n h

m á y )  .

- v iệ c  đ a n g  x ả y  r a ,  đ a n g  p h á t  

t r i ể n  l i ê n  tụ c

- s ắ p  d ọ n  v à o ,  m ó i  đ ư ợ c  b ầ u  

h o ặ c  c h i  đ ị n h

- s ự  ủ y  n h i ệ m

- d ụ n g  c ụ , đ ổ  d ù n g ,  c ô n g  c ụ

- đ ổ  t r a n g  b ị ,  t h i ế t  b ị ,  d ụ n g  c ụ , 

đ ổ  d ù n g

- c h ỉ  đ ị n h

- đ ỡ  đ ầ u ,  b ả o  t r ợ

- s ự  ư ớ c  lư ợ n g ,  s ự  đ á n h  g i á

- có thể hiểu được, nhận thức 
được
- (một) nhúm, (một) ít 
(người...).
- hình thành, ra đời
- kết hợp chặt chẽ, hợp thành 
tô chức



volume [Vo lju:m] (n)

division [di'vi3n] (n) 
com puterization 
[kem,pju:terai'zeijn] 
spine [spain] (n)
PC-based system 

prom ise ['pro mis] (n) 
innovative ['inouveitiv] (n) 

competent ['ko mpitent] (adj) 

implement [’impliment] (n)

UNIT 9

corporation [,ko :pe'reijn] 

business [’biznis] (n)

agency [eid^ansi] in) 
centre [’sente] (n) 
technical [’teknikl] (adj)

firm [’fe:m] (n) 
religious [ri’lid3es] (adj)

legal [ li:gel] (adj)

- (viết tắt) vol quyên, tập, cuốn 
sách
- sự  phân chia, phãn, đoạn
- sự điện toán hoá/tin học 
hoá/vi tính hoá
- xương sống, gáy (sách)
- hệ thống máy tính cá nhân
- lòi hứa, điều hứa, sự hứa hẹn
- người đổi mới, nhà cải cách

- thạo, rành, giòi

- đổ dùng (đổ đạc quần áo...), 
dụng cụ

- tập đoàn

- việc buôn bán, kinh doanh 
thương mại
- đại lý, hãng
- tâm, trung tâm 
-(thuộc) cơ khí và khoa học 
ứng dụng, kỹ thuật
- hãng, công tv
- (thuộc) tôn giáo, tín ngưỡng, 
tu hành
- thuộc vể hoặc dụa trên luật 
pháp
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lawyer ['lo :ja] - luật sư, luật gia
health [helG] (n) - sức khoẻ
evaluate [i'vaeljueit] (v) - định giá, đánh giá
package [ paekid3] (v) - đóng gói, đóng kiện, xếp vào 

bao bì
present ['prizent] (v) i  - giới thiệu
productivity - năng suất, hiệu quả,
[,prO dA k'tivati] hiệu suất

achieve [a'tjkv] (v) - đạt được, giành được, 
hoàn thành

facilitate [fa'siliteit] (v) - làm cho dễ dàng, thuận tiện, 
tạo điều kiện

aerospace ['earouspeis] (n) - không gian vũ trụ
engineering bendyi’niariq] - công việc hoặc nghê nghiệp Ị

(n) của kỹ sư
interaction [,intar'aekjn] - sự ảnh hưởng, tác động với 

nhau, sự tưomg tác
network [netwa:k] (n) - mạng lưới, hệ thống

♦ Further read in g

: credit ['kredit] (v) - ( to credit somebody /
something with something) tin 
rảng ai/cái gì có cái gì

subdivision [sa  bdi'viyn] ■ s ự  chia n h ó  ra/ cái do chia
nhỏ ra mà có 
- cử, bổ nhiệmappoint [a'po int]



chapter 'tjaeps] - chucmg (sach), de tai, van de
bulletin [’bulitin] - ban trinh bay tin hie ngan 

eon, ban tin
to keep abreast of (with) - theo kip, khong lac hau

so voi
pivotal [pivatl] (adj) - (thuoc) nong cot; (nghia 

bong) then chot
cessation [se'seijn] - su  dung, su1 ngim g, 

su  cham du t
roadm ap [roudmaep] - ban do chi dan dudng  sa, ban

do duong bo
span [spaen] (v) - m o rong ra ben tren hoac 

ngang, keo dai qua
visibility [,viza'bil0ti] (n) - su1 viec co the trong thay 

dugc, tam  nhin
diverse [dai've:s] (adj) - gom nhieu loai khac nhau, 

thay doi khac nhau

UNIT 10

catalog ['kaetalo g] (n) - bang m uc luc, danh  m uc 
liet ke

catalog ['kaetalo g] (v) - ghi vao muc luc

union catalog ['juinian, 

’kaetalo g]

- muc luc lien hop

classified catalog - m uc luc phan loai
[’klaesifaid, [’klaesifai]
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index ['indeks] (n) - danh mục các tên hoặc vân 
đẽ được nói đến trong một 
quyển sách, bảng chú dân

enable [i'neibl] (v) - làm cho có thê’ (làm gì)
own [oun] (v) - sờ hữu, có
determine [di'ta:min] (v) - xác định, định rõ, quyết định, 

quyết tâm
need [ni:d] (n) 
classify [’klæsifai] (v)

- sự cẩn thiết; nhu cẩu
- sắp xếp cho có hệ thống; 
phân loại

call number ['ko :l,nA mbo] - ký hiệu xếp giá
majority [m a'd-p riti] (n) - phẩn lớn, phần đông, đa số
update [,a p'deit] (v) - làm cho cập nhật, 

hiên đại hoá
issue [’isju:] (v) - đưa ra, phát hành, lưu hành, 

in ra
description [dis'kripjn] (n) - sự tả, sự diễn tả, sự mô tả, sự 

miêu tả
alphabetically 
[,ælfa'betikali] (adv)

- theo thứ tự abc

alternate [o :l'ta:nat ; 
'0 :lta:natl (adj)

- xen kẽ, lẩn lượt kế tiếp nhau

label ['leibl] (n) - nhãn, nhãn hiệu
item ['aitam] (n) - khoản, món (ghi trong đơn

hàng...)
Capital ['kaepitl] (n) - thủ đô, thủ phủ, chữ viết hoa 
acceptance [akseptans] (n) - sự chấp nhận, chấp thuận, sự

cõng nhận



m aster ['ma :sta] (adj) 
display [dis'plei] (v) 
resemble [ri'zembl] (v)

establish [is'tasblij] (v)

subsequently (adv)

[ sa bsikwantli] 
param eter [pa'raemita(r)] (n)

peculiarity [pi,kju:li'aerati] 
(n)

complicate ['ko mplikeit]

(v ) . . . . . . .

pseudonym  ['sju:danim] (n)

♦ Further reading

proactive [prau aktiv] (adj)

constituent [kan'stitjuant] 
(adj)

endorse [in'do :s] (v) 

license ['laisans] [’laisans]
(v)

- chinh, chủ yếu

- bày ra, phô bày, trưng bày
- giống với, tương tự, có sự 
tương đống với
- lập, thành lập, thiết lập, kiến 
lập
- rổi thì, rối sau đó

- thông số, tham  số, tham biến, 
giới hạn
- tính chât riêng, nét riêng biệt, 
nét đặc biệt
- làm phức tạp, làm rắc rối

- biệt hiệu, bú t danh

- tiên phong thực hiện

- cấu tạo, hợp thành, lập 
thành.
- chứng thực đằng sau, viết 
đằng sau, ghi đằng sau
- cho phép, câp giấy phép, cấp 
môn bài, câp đăng ky
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responsive [ri'spo nsiv] 
( a d j)

UNIT 12

classification [,klæsifi'kei|h]
(n) . ___ ____________ ______

i d e n t i f y  [ a i 'd e n t i f a i ]  (v )

i n d i c a t i o n  [ , i n d i 'k e i j n ]  ( n )

Dewey Decimal 
Classification (DDC) 

structure [ 's trA  ktja] (n) 

dramatically [dra'm ætikali] 
(adv)
e x p a n s i o n  [ i k s 'p æ n f n ]  

d e c im a l  [’d e s i m a l ]  ( a d j )  

f r a c t i o n  [ 'f r a e k fn ]  ( n )

i n d i c a t e  [ i n d i k e i t ]  (v )  

d e n o t e  [ d i 'n o u t ]  ( v )

c a t e g o r y  [ 'k æ t i g a r i ]  (n )  

s u b c l a s s  [ sa  b k l a  :s] ( n )  

h i e r a r c h i c a l  [ , h a i a 'r a  :k ik l]  

( a d j)

- đáp ứng nhiệt tình, thông 
cảm

- sự phân loại

- nhận ra, nhận biết, nhận 
dạng
- sự biểu thị, sự biếu lộ, dấu 
hiệu
- bảng phân loại thập tiến 
Dewey
- kết cấu, cấu trúc

- đột ngột

- sự mở rộng, sự phát triến
- (toán học) thập phân
- (toán học) phân số, phẩn 
nhò, miếng nhò
- chi, cho biết, ra dâu
- biểu hiện, biểu thị, chỉ rõ, 
hàm (nghĩa)
- hạng, loại
- (sinh vật học) phân lớp

- có thứ bậc, có tôn ti



additional [a'dijanl] (adj) 
base (on) [beis] (v) 

m ultiple ['mA ltipl] (n) 

astronom y [as'tro nemi] (n) 
allied [ae'laid, ’aelaid] (adj)

paleontology 

[,paslio n'to lad ji] (n) 

paleozoology [,paeliou 

zou'o led3i]

analytical [,asna'litikal] (adj)

chemistry ['kemistri]

qualitative analysis 
[a'naelasis] (n) 
quantitative analysis 
inorganic chemistry 

[,ino :'gaenik] 

organic chemistry 

[o :'gaenik] 

crystallography 

[,krista'lo grafi] (n) 
m ineralogy [,mina'raelad3i] 

(n )
so on (and so forth) (adv)

- cộng thêm , thêm  vào
- dự a vào, căn cứ  vào
- (toán học) bội số

- th iên  văn  học

- liên kết, có q u an  hệ với, 
tư ơ ng  tự
- m ôn  cổ sinh  vậ t học

- cô’ độ n g  vậ t học

- (thuộc) p h ân  tích

- n g àn h  hoá học, m ôn  hoá học 
hoá học
- sự  p h ân  tích, p h ép  p hân  tích 
đ ịn h  tính
- p h ép  p h ân  tích đ ịn h  lượng
- hoá học vô co

- hoá học h ữ u  cơ

- tinh thê’ học

- khoáng vật học

- vânvân
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flexibility [,fleksa'biliti] (n) : - tinh mem deo, tinh linh hoat
tailor [’teila] - lam cho cai gi thich ung voi 

ai/cai gi
close classification - phan loai chinh xac, phan 

loai chi tiet
broad classification - phan loai khai quat, phan 

loai rong
movement ['mu:vmant[ (n) - sir van dong, sir cir dong
customize ['kA stamaiz] (v) - lam theo yeu cau 

cua khach hang
strength ['strerjG] (n) - mat manh
combination [,ko mbi'neifn] - sir ket hop, sir phoi hop

shortcoming ['Jo :t,kA mir)] (n) - sir thieu sot, loi, 
dieu thieu sot

inconsistency 
[,inkan'sistensi] (n)

-sir mau thuan, sir khong 
truoc sau nhu  mot

classification num ber - ky hieu phan loai 
(ky hieu so)

spine [spain] (n) - xuong song
alphanumeric 
[,aelfanju:'merik] (adj)

- (trinh bay kieu) vua c6 chu 
v ita  co so

Cutter num ber - so cutter, ky hieu cutter
simplify [’simplifai] (v) - lam don gian, don gian hoa
necessitate [ni'sesiteit] (v) - doi hoi phai, can phai co
revision [ri'vijn] (n) - sir xem lai, duyet lai, sir sira 

lai, sir on lai



cornerstone [’ko :nastoun] (n) - viên  đá đ ậ t nên, nển  tàng, 
cơ sở

w idespread [’w aidspred] (adj) - lan  rộng, phô’ b iên

O nline C o m p u ter L ibrary 
C en ter (OCLC)

- tru n g  tâm  th ư  v iện  m áy  tính  
online

♦ Further reading

con trast ['ko ntraest] (v) 

evolve [i'vo lv] (v)

- làm  tư ơ ng  phản , 
trá i n gư ợ c  hẳn
- m ờ  ra, rú t ra, su y  ra, 
làm  tiến  triển

collaborate [ka'laebareit] (v) - cộng  tác
an th ro p o lo g y  

[,aen0ra'po la d ji]  (n)

- n h â n  loại học

su b d iv id e  [sa bd i'va id ] (v) - chia n h ỏ  ra

rep re sen t [,repri'zent] (v) - m iêu  tả, đại d iện  cho, tượng 
trư n g  cho

d ig it [’d id i i t ]  (n) - con s ố  ( A -rập)
a lp h an u m eric
[,m lfanju:'m erik](adj)

- vừ a có chữ  vừa có số  ký  hiệu

n o ta tio n  [nou 'teijn] (n) - lời chú  thích, lời chú giải, lời 
ghi chú

h em isp h ere  [’hem isfia] (n) - b án  cầu

hierarch ical [,haia 'ra  :kikal] - có th ứ  bậc, có tôn  ti 

(adj)
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structure ['str/\ ktjo] (n) 
abridge [a'bridj] (v)

restrict [ri'strikt] (v)

abandon [a'baendan] (v)

UNIT 13

physical [’fizikl] (adj) 
countless ['kauntlis] (adj) 
destruction [dis'trA kfn] 
civilization [,sivalai'zeijn; 
,sivali'zeijh] 
decay [di'kei] (n)

acid [’aesid] (adj) 
infestation [,infes'teijn] (n)

excessive [ik'sesiv] (adj) 
mildew ['mildju:] (n) 
humidity [hju:'miditi] (n) 
decomposition 
[,di:ko mpa'zijn] 
pollution [pa'lmjn] (n) 
universal [,ju:ni'va:sl] (adj) 
massive j'maesiv) (adj)

- ket cau, cau true

- rut ngan lai, co gon, tom tat, 
han che
- giam bot (quyen...), han che, 
gioi han
- tir bo, bo roi, ruong bo

- t i r  n h i e n

- v o  so', v o  k e , k h o n g  d e m  x u e

- s i r  p h a  h o a i ,  s u  p h a  h u y

- n e n  v a n  m i n h

- t i n h  t r a n g  d o  n a t ,  t i n h  t r a n g  

m u c  n a t

- c h u a

- s u 1 t r a n  v a o  q u a y  p h a ,  p h a  

h o a i

- q u a  m u c ,  t h i r a

- n a m  m i n d i u ,  n a m  m o c  s u o n g

- s i r  a m  i r d t ,  d o  a m

- s u 1 p h a n  h u y ,  s u  l a m  m u c  r u a

- s u  6  n h i e m

- ( t h u o c )  t h e  g io i ,  p h o b i e n ,  

c h u n g



estim ate ['estim it - estim eit]
(v)
risk [risk]
m ain tenance [’m eintinans] 
stem  (from ) [stem] (v)

rags [rægz] (n) pi. 

p u lp  [pA lp] (n) 

residual [ri'zidjual] (adj) 
b rittle  ['britl] (adj) 
ra te  [reit] (n) 
orig inal [a 'rid 3 anl] (adj)

susceptib le  [sa'septabl] (adj)

accelerate [ak 'selareit] (v)

crum ble ['krA mbl] (v) 

re ta rd  [ri'ta  :d] (v)

p ro long  [pra'lo r|] (v) 

alkaline ['æ lkalain] (adj) 
neu tra lize  [’n ju :tralaiz] (v) 
gaseous [’geizjas] (adj) 
m ix tu re  [m ikstja] (n) 
strictly  [ striktli] (adv)

- co quy mô lôn, nghiêm  trqng
- dânh giâ, uoc lugng

- su  rüi ro
- su  bào during, su  bào quàn
- xuât phât tù, này sinh tù, bât 
nguôn tù
- gié, gié râch
- loi cây

- côn du, côn lai
- giôn, dê gây, dê vô
- ty lê, toc dô
- (thuôc) gôc, nguyên bàn 
chinh
- dê mâc, dê bi ành h u àn g  / 
ton thuong
- làm nhanh thêm, làm chông 
den
- vô vun, dô nât, bô

- làm cho châm lai, tri hoàn 
tien trinh
- kéo dài ra, nôi dài ra, giaTian

- (hoâ hoc) kiem
- (hoâ hoc) trung hoà
- (thuôc) the khi
- su  pha trôn, su  hôn hop
- mot each nghiêm  khàc
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airborne ['eabo :n] (adj) 
filter out f'filta] (v) 
aside (from)[a'said] (adj) 
pollutant [pa'lu:tant]

ensure [in'Jua] (v) 
fragile ['fraedjail] (adj) 
miniature ['minatja] (adj; 
transparency 
[traens'paeransi] (n) 
confront [kan'frA nt] (v) 
nitrate [’naitreit] (n) 
motion-picture 
['moujn'piktfa] (n) 
resilient [ri'ziliant] (adj) 
acetate ['aesitit] (n) 
delicate ['delikat] (adj) 
unstable [,A n'steibl] (adj) 
wax cylinders [waeks, 
'silinda]
obsolescent [,a bsa'lesnt] 
(adj)
incriminate [in'krimineit]
(v)

scandal [ skaendl] (n) 

transfer [’traensfa:] (v)

- ờ trên không

- lọc
- ngoài ra, trừ  ra
- chát gây ô nhiễm  (do xe cộ, ... 
thải ra)
- bảo đảm
- dễ vỡ, dễ hỏng; m ỏng m ảnh
- nhỏ, thu nhò lại
- sự trong suốt, tính trong suốt

- đương đầu

- (hoá học) N itrat
- phim  điện ảnh

- bật này, co giãn, đàn hổi
- (hoá học) Axetat
- dễ vỡ
- khong vững chắc, không bền

- sáp ong hình trụ

- không còn dùng  nữa, cũ đi

- buộc tội, đổ tội cho, đổ trách 
nhiệm  cho
- vụ bê bối, chuyện gây xôn 
xao dư  luận
- chuyển, dọn (từ chỗ này sang



time-consuming ['taim 
kan'sju:miq] (adj) 

conservator ['ko nsa:veita] 

( n )

archivist ['a :kivist] (n)

♦ Further reading

vigilance [V idjilans] (n)

shabby ['Jæbi] (adj) 
rebind [’rh'baind] (v) (qk. 
Rebound)
rebound ['rh'baund] (n)

rebound ['rh'baund] (v)

photostat [’foutastaet] (n) 

discard [di,ska :d] (n) 

transitory ['trænsitri] (n)

reassure [,ri:a'Jua] (v) 
dispose (of) [dis'pouz] (v)

breakthrough ['breik'0ru:]
( n )

chỗ khác)
- tốn nhiêu thòi gian, cân 
nhiều thời gian
- người giữ gìn, nguời bảo 
quản

- chuyên viên lưu trữ  văn thư

- sự  cành giác, th ận  trọng, sự  
đ ể  p h ò n g
- m òn, sờn, h ư  hòng
- buộc lại, đ ó n g  lại (sách)

- sự  bật lại, sự  n ẩy  lên  (của quể 
bóng...)
- b ậ t lại, có ản h  h ư ờ n g  ngược 
trở  lại đối vói
- sự  sao  chụp
- sự  bỏ, loại bò, v ứ t bỏ

- ngắn  ngủi, tạm  thời, chốc lát; 
n h â t thời
- cam  đ oan  m ột lẩn nữ a
- sắp  đặt, b ố  trí, vứ t bò, tông 
khứ
- (quân  sự) sự  chọc th u n g  
phòng  tuyên
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stiffen [stifn] (v) i - làm cứng, cứng thêm, làm 
mạnh thêm

adhesive [ad'hi:siv] (adj) - dính, bám chắc

UNIT 14

seek [si:k] (v) - m uu cầu, theo đuổi, cố gắng 
đạt tới

collaborate [ka'laebareit] (v) - cộng tác

version [va:Jn] (n) - bản dịch sang một ngôn ngữ 
khác

tremendous [tri’mendas] 
(adj)

- (thông tục) rất lớn, bao la, to 
lớn

amount [a'maunt] (n) - lượng, số lượng
burden ['ba:dn] (n)

development 
[di'velapmant] (n; 
effort [ efat] (n) 
advance[ad'va :ns] (n)

- gánh nặng (nghĩa đen)
&  (nghĩa bóng)
- sự phát triển, mở rộng, sự 
phát đạt
-  sự CỐ gắng, sự nỗ lực
- sự tiến bộ

reduction [ri'dA kjn] - sự thu nhò, sự giảm bớt

The Machine-Readable 
Catalog (MARC)

- mục lục đọc trên máy

Research Library' 
Information Network 
(RLIN)

- mạng thông tin của các thư 
viện nghiên cứu



evolve [i'vo lv] (v) ■ tiên triên, tiên hoa

compile [kam'pail] (v) - biên soạn, sưu tập tài liệu
replace[ri'pleis] (v) - thay thế, thay chỗ của ai/cái

. ẽ'
designate [’dezigneit] (v) - chi rõ, định rõ

♦ Further reading
fram ework ['freimwa:k] (n) - cốt truyện, (nghĩa bóng) cơ 

cấu tô chức
innovation [,inou'veiJn] (n) - sự  đổi mới, sự  cách tân

consumption [kon'sA mpjn] (n) - sự  tiêu thụ, sự  tiêu dùng 
(hàng hoá,...)

prom ulgate ['pro mlgeit] (v) - ban hành, thông báo chính 
thức

expertise [,ekspa'ti:z] (n) 
relatedness [ri'leitdnis] (n)

- sự  thành thạo, sự  tinh thông
- sự có họ hàng, bà con thân 
thuộc

perpetual [pa’petjual] (adj) - vĩnh viễn, liên tiếp,
thường xuyên

brow se [brauz] (v) - (nghĩa bóng) đọc lướt qua, 
xem lướt qua

gatew ay [geitwei] (n) - cổng ra vào
Encoded Archival 
Description (EAD

- m ô tả tài liệu lưu trũ  đã được 
lập mã

The S tandard Generalized - ngôn ngữ  chuẩn tăng cường 
M arkup Language (SGML) tô’ng quát 
digitize [’d id jita iz ] (v) - sốhoá
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: digitization [did3itai'zeijn] (n) - viêc so hoâ
dissertation [,disa:'teijn] (n) - luân van, luân an

theological [Oia'lo d3ikl] - (thupc) than hoc

capture [’kaeptja] (n) - su bât giü, su  giành duoc
pioneer [,paia'nia(r)] (v) - di tien phong (mot công viêc

S i-)
i  interface [’intafeis] (n) - bê' mat chung (cho hai vât...)
i abatement [a'beitmant] (n) - su yêu di, su  thanh toàn, su 

huÿ bô
prestigious [pre’stid39s] (adj) - cô uy tin, thanh the

co-host (v) - dong dân (chucmg trinh), 
dàng cai tô chùc (hôi nghi, 
cuôc tranh tài the thao...)

forum ['fo :ram] (n) - diên dàn, toà an

highlight [’hailait] (n) - chô nô’i bât nhat, diêm nôi 
bât nhât

sustainable [sas'teinabl] (adj) - cô the chông dô duoc
collaboration [ka,laeba'reijh]
( T\\

- su  công tâc

grant [gra :nt] (n) - tài tro, tro câp

devotion [di'voujn] (n) - su  het long, su tân tâm
operability [0 para’biliti] (n) - khà nâng làm dupe

pursuit [pa'sju:t] (n) - hành dông tiep tue theo duô’i
seamless [’si:mlis] (adj) - không cô duông nôi, lien 

mot mành



elusive [i'lu:siv] (adj) - có tính chât làng tránh, 
thoái thác

ubiquitous [ju(:)'bikwit0s] (adj) - có m ặt ở khắp nơi, tổn tại ớ 
khắp nơi

encompass [in'kA mpas] (v) - bao quanh, bao gổm, 
hoàn thiện

algorithm [’aelgarizm] (n) - thuật toán

protocol [’proutako 1] (n) - nghi thức ngoại giao, lê tân

threefold [’0ri:fould] (adj)
1

- gồm ba phần, ba yêu tố, 
gâp ba

meta - (tiền tố) sau, siêu, biên đổi, 
biêh sắc

persistent [pa^sistant] (adj) - bền bi, kiên trì, dai dẳng, liên 
tục, bền

pointer ['po mta(r)] (n) - kim, thanh, que, triển vọng

authentication - sự  xác nhận là đúng, sự  làm
[o :,0enti'keijn] (n) cho có giá trị, sự  nhận thức

ease [i:z] (n) - sự  thanh thản, sự  thoải mái
geospatial [’speijl] (adj) - f thuộc) không gian dưới đất
spatial or spacial [speijal] (adj) - (thuộc) không gian, có trong 

không gian
dim ension [di'menjn] (n) - chiều, kích thước, khổ, cỡ
profiling [’proufailiq] (n) - sự gia công định hình, sự 

chép hình
custom isation - sự  chế tạo, sừa chữa theo

[,kA stamai'zeifn] (n) yêu cầu
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UNIT 15
editor [edita] - người biên tập , biên tập viên 

thê thao...
illustrator [’ilastreita] - người vẽ tranh m inh hoạ 

(cho sách báo), người m inh 
hoạ, vật m inh hoạ

translator [traens'leita] - người dịch (nhất là dịch viết)
keyword [’ki:wa:d] (n) - từ  then chốt

option ['o pjn] (n) - sự  chọn lựa, quyển lựa chọn

associate (with) [a'soujiit] - hợp sức, liên hợp lại, 
liên kết lại

scholarly ['sko lali] (adj) - học vân, có tính học thuật, 
khoa học

a scholarly journal - m ột tạp chí học thuật
abstract ['aebstraekt] (n) - bản tóm tắt (cuốn sách, 

luận án...)
cum ulate ['kju:mjulit] (v) - chất chứa, dổn lại, tích luỹ
merge [m a:d3 ] (v) - hoà vào, kết hợp, hợp nhất
subscribe [sab'skraib] - đặt m ua dài hạn
Educational Resources - trung tâm thông tin nguổn
Inform ation Center (ERIC) giáo dục (Mỹ)
term [ta:m] (n) - từ, thuật ngữ
general f'd^enaral] (adj) Ị - chung, phố biến
interval [’intaval] (n) - thời gian giữa hai sự kiện
likewise [’laikwaiz] (adv) - như  thê) tưong tự như  vậy
com pendium - bản tóm tăt, bản trích yêu



[kam 'pendiam ] (n) 
refer (to) [ri’fa:] (v) - xem, tham  khao

archives ['D :kaivz] (n) (pi)
j

- co quan  liru tru  van thu , 
van kho

♦ Further reading
m enu ['menju:] (n) - thirc don , (tin hoc) b ang  

chon, m enu
ISBN n u m b er (In ternational 
S tandard  book num ber)

- m a/ ky h ieu  sach tieu  chuan 
quoc te ve tap  chi

ISSN num ber(In ternational 
S tandard  Serial N um ber)

- m a/ ky h ieu  tieu ch u an  quoc 
te ve tap  chi

O nline C om pu ter L ibrary 
; C en ter (OCLC)

- tru n g  tarn th u  vien  m ay tinh 
O nline

trunca ted  ['trA qkeitid ] (adj) - cut

beach [bi:tf] (n) - soi cat 6  bai bien, bai bien
elaborate  [i'laebarit] (adj) - p h u c  tap, ti mi, trau  chuot, 

tinh  vi
v en d o r [vend®:] (n) - nguo i b an  d ao  (ban thirc 

ph am  hoac cac thir lat vat khac 
6  quay  ngoai trdi)

LCSH (Library of C ongress 
Subject H eading)
BRS (B ibliographic 
R etrieval Service)

- bo de m uc chu de  cua T h u  
vien quoc hoi (My)
- dich  vu  tim  tin th u  m uc
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