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Course Credit - 4 
 

Content Course Credit Page No 

BLOCK 1 Foundations of Classification 0.8 1 

Unit 1: Introduction To Structure And Organization              2 

Unit 2: Definitions, Notes And Instructions  27 

Unit 3: Introduction to Three Summaries and Steps in Classifying 

Documents 

 48 

BLOCK 2 Mastering Classification Tools 0.8 68 

Unit 4: Relative Index and Its Use  
69 

Unit 5: Study of Tables and Schedules  88 

Unit 6: Auxiliary Tables and Devices  109 

BLOCK 3 Applied Classification and Cataloging 0.8 131 
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  Unit 8: AACR-2R: Preliminaries  163 
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Unit 13: Keyword Indexing  285 
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Basic knowledge of computer applications, word processing software, and data management principles will 

support your learning in this course. Familiarity with general office tasks and document handling practices 

will be beneficial but is not required. 
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