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INSTRUCTIONS FOR ASSIGNMENTS: 
 
 

1) Assignments and Practicals carry 30% weightage in the continuous evaluation of a 

course. The Term End Examination carries 70% weightage. Hence, the marks/grade you 

get in your assignments and practicals will be counted in your final result. You are, 

therefore, advised to take assignments and practicals seriously, complete and submit 

them in time. 

2) You must remember that assignments and practicals are compulsory. You will not be 

allowed to appear for the Term End Examination for a course if you do not submit the 

specified number of assignments and complete the practicals in time for that course. 

 
 

Instructions for Tutor Marked Assignments: 

1) The validity of the assignment is ONE YEAR only. If you fail to submit your 

assignments before the due date of the particular session, then you have to attempt the 

fresh set of assignments of subsequent sessions (e.g. if a student of July 2025 session 

fails to submit her/his assignments till 30th March 2026, then s/he will have to attempt 

the fresh assignments of July 2025 session). Similarly, those who take admission in 

January session have to attempt the assignments of January session only. If they fail to 

submit their assignments before the due date of the particular session, they are supposed 

to attempt the fresh set of assignments of subsequent January session (e.g. if a student of 

January 2026 session fails to submit her/his assignments till 30th September 2026, s/he 

will have to attempt the fresh assignments of January 2026 session). 

 
 

2) Write your Enrolment Number, Name, Full Address and Date of Dispatch at the top right 
end corner of the first page of your answer sheet. 
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3) Write the Programme Title/ Code, Course Title/Code, Assignment Number and Name and 
Code of the Study Centre on the left-hand corner of the first page of your answer sheet. 

The top of the first page of your answer sheet for each assignment should be as follows: 

Programme Title/Code……………………….. Enrolment No……………………………... 

Course Title/Code …………………………….Name ……………………………………… 

Assignment Number ………………………… Address…………………………………….. 

Study Centre (Code)…………………………………………………………………………. 

Study Centre (Name) …………………………Date………………………………………... 
 

(Note: Candidates are required to follow this format strictly otherwise the assignments may not 
be evaluated.) 

 
4) Your answer sheet should be complete in all respects. Make sure that you have answered 

all the questions in an assignment before you submit them. Incomplete answer sheets will 
bring you poor grades/marks. 

5) Do not just reproduce your answers from the units. If you reproduce from units, you will 
get a Zero. 

6)  Do not copy from the response sheets of other students. If copying is noticed, the 
assignments of such students will be rejected. 

7) Typed and computer print assignments are not permissible. 

8) Use only foolscap size paper for you answer, ordinary writing paper, neither too thick nor 
too thin will do. 

9) Leave 3 inch margin on the left and at least 4 lines in between each answer in an 
assignment. This will enable your Counsellor to write useful comments at appropriate 
places. Write question number with each answer. 

10) The evaluated assignments will be returned to you by the Coordinator of your Study 
Centre. This will also include copies of assignment sheets containing global comments of 
the evaluator on your performance in the assignments. This will enable you to improve in 
your future assignments as well as the Term End Examinations. 

 

11) The Tutor Marked Assignments should be sent to the Coordinator of the Study Centre 
allotted to you. 
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BLIE-227: DOCUMENT PROCESSING: PRACTICE 
ASSIGNMENT 

 
Coverage:                                       Course Code: BLIE-227 
Course: Document Processing Practice                   Assignment Code: AST/TMA/ Jul.2025/Jan.2026 
Blocks: 1 to 3 
Units: 1 to 14                                                              Total Marks: 70 
 

Part 1: Classification Practice: DDC 19th Edition 
 
Note: 
 
I. Furnish your answers in the space provided against each title in the tabular format 
suggested below. 
 
II. Classify all the titles given below. Each question carries 7 marks (3 marks for the class number and 4 
marks for the analysis). 
 
III. The Class Numbers assigned should be as specific as possible and also provide the detail analysis of 
the construction of the class number. 
 
IV. Copies of 19th edition of Dewey Decimal Classification are available for your use in the Study Centre. 
They are to be returned after use. 
 
 
Sl. 
No. 
 

Title to be Classified  Class Number 
Assigned 
 

Digit by digit analysis of the 
Class Number 

1.  Diagnosis of Intestinal 
Diseases in Old Aged 
People 

  

2.  German Readers for 
Punjabi Speaking People 

  

3.  Copyright law of Nigeria   
4.  Economic Assistance 

from China to Bangla 
Desh  

  

5.  Study and Teaching of 
Fine Art 

  

 
Part 2: Cataloguing Practice 

 
I. Catalogue the titles as per AACR-2R and MARC 21. In the case of AACR- 2R all added 

entries are to be provided. 
II. The answers are to be worked out on paper only, marking out 5" X 3" cards in the case of 

AACR- 2R and in the tabular format for MARC 21 as suggested below. 
III. Each question carries 7 marks (4 marks for the AACR- 2R and 3 marks for the MARC 

entry). 
IV.  Copies of Sears List of Subject Headings are available to for your use in the Study 

Centre. They are to be returned after use. 
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Format for AACR-2R Cards: 

 
 
Format for MARC 21: 
 
Tag  Indicator Description Subfield Data 
 
 
 
 
 
 
 
 

    

 
 
 

LAWRENCE AND HIS LABORATORY : 
NUCLEAR SCIENCE AT BERKELEY 

J.L. HEILBRON 
ROBERT W. SEIDEL 

BRUCE R. WHEATON 
BERKELEY 

LAWRENCE BERKELEY LABORATORY AND OFFICE FOR HISTORY 
OF SCIENCE AND TECHNOLOGY, UNIVERSITY OF CALIFORNIA 

1981 

Title 1: 
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OTHER INFORMATION 
CALL NO. 539.7072079467 HEI 
ACC. NO. 435522 
PAGES 106 p. 
SIZE 28 cm. 
ISBN 091810209X 
 

OTHER INFORMATION 
CALL NO.  572.95 NAT 
ACC. NO.  7685493 
PAGES   vi, 399 p. 
SIZE   26 cm 
ISBN   0404114245 

 
 
           
 
 

SUMMARIES OF PAPERS PRESENTED AT THE CONFERENCE ON LASERS AND 
ELECTRO-OPTICS, MAY 8-13, 1994, ANAHEIM CONVENTION CENTER, 

ANAHEIM, CALIFORNIA 
Sponsored by Optical Society of America, IEEE 

Lasers and Electro-optics Society in cooperation with Quantum Electronics Division of the European 
Physical Society, Japanese Quantum Electronics Joint Group. 

Washington, DC  
Optical Society of America  

1994 

 
 
 

OTHER INFORMATION 
 

Title 2: 
The Native Races Of Asia And Europe : A Copious 

Selection Of Passages For The Study Of Social 
Anthropology From The Manuscript Notebooks Of 

Sir James George Frazer 
Arranged and Edited from the MSS 

by 
Robert Angus Downie. 

New York 
AMS Press 

1975 
 

Title 3: 
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CALL NO.  621.366  CON 
ACC. NO.  365231 
PAGES  xvi, 523 p. 
SIZE  28 cm. 
ISBN  155752341X 
 

 
 
 
 
 
 

Title 4: 
Fundamental University Physics 

 2ndEdition 
 Marcelo Alonso  
Edward J. Firm  

Vol 1 : Mechanics and Thermodynamics Vol 2 : Fields and Waves ✓Vol 3 : Quantum and Statistical Physics 
 Addison Wesley Publishing Company  

Amsterdam 
 1980 

 

OTHER INFORMATION 
CALL NO. 530 ALO  
ACC. NO. 43216-8  
SIZE 25 cm.  
------------------------------------------------------------------------------------------------------- 

 

 
Title 5: 

 
Journal of the New York Academy of Medicine 

Vol. 12 No. 1 January 1920 
New York 

S. S. & W Wood 

 

OTHER INFORMATION 
CLASS NO. 610.1105 
FIRST PUBLISHED IN 1971 
FREQUENCY 4 per year 
HOLDING Library has all the volumes 
ISSN 0009-2258 
 

 

 


