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Abstract: The paper highlights that physical verification of library collection can help in 

identifying major areas of loss and thereby can help in framing administrative guideline for 

collection evaluation and management policy of stock verification as one of the occupational 

hazards and a post mortem, emphasises need for clarity of objectives and procedures 

regarding stock verification and responsibilities of loss, points out that the cost of stock 

verification often far exceed the benefits, highlights norms and procedures of stock 

verification for Government of India institutions, discusses some advantages, disadvantages 

and various methods and procedures of physical verification, put forth precautionary 

measures to be taken against loss and mutilation of library documents, analyses the issue of 

responsibility of loss and ways of resolving the conflict of responsibility, presents the 

procedure for write-off of reasonable loss, finally in this paper urges has been made to 

review of existing government rules regarding loss of books and weed-out policy.  

Keywords: Physical verification; Collection management; Classification; Loss of books; 
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Introduction: 

Most of the libraries have open access and there are chances to damage, misplacement 

and loss of books. But this system should be thrown away by the slogan by the father of 

library science Dr. S. R. Ranganathan, “Books are for use”. The books should be placed in 

shelves in proper way to identify by the readers and library staff. Hence, the stock 

verification becomes easy and important for library activity. Strictly speaking it is undertaken 

to ascertain that all the books acquired by the library are accounted for. In a narrow sense it 

means physical check up but in a broader sense it would mean to have an assessment of the 

collection of documents (1983)  

The stock verification in a library is a very important function and involves checking 

of books that are in stock. The stock verification in library is performed to count the number 

of missing books and the ones that are in circulation along with those books that exist at the 

library shelves. It helps in restoration of misplaced or missing items, finding out torn or worn 

out items for repair or binding and provides opportunity for cleaning and changing 

arrangement of documents. Each library should conduct periodic inventories, that is, stock 

verification in order to have an up-to-date record of library holdings. The Physical 

verification of the library stocks has to be carried out to identify the losses, identifying 
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misplaced documents, identifying documents that need repair, etc. Depending upon the size 

of the library following periodicity is fixed: 

Size of library Periodicity 

Up to 20,000 volumes including 

journal back volumes  

100% physical verification at 3 year intervals 

Above 20,000 and up to 50,000 

volumes including the journal 

back volumes. 

100% physical verification at 5 year intervals 

Above 50,000 volumes and up to 

1,00,000 volumes including the 

journal back volumes 

Sample (20% of the total stock) physical verification at 

intervals of not more than 5 years. If such a sample 

verification reveals losses up to 10% of the sample 

chosen, complete verification is required to be done 

Above 1,00,000 volumes 

including the journal back 

volumes 

Sample (10% of the total stock) physical verification at 

intervals of not more than 5 years. If such a sample 

verification reveals losses up to 10% of the sample 

chosen, complete verification is required to be done 

The sample can be of random generation of numbers. The verification has to be 

carried out by a verifying officers which appointed by the University authority/ college 

authority and the library staff will assist the verifying officer.  

2. Objectives of the study: 

   The objectives of the study are:  

1. To find the collection of books in the library.  

2. To identify the duration of the stock verification period.  

3. To find the method of stock verification.  

4. To find the purpose of the stock verification.  

5. To find out details of loss of books during stock verification.  

6. To know the responsibility of the loss of books  

3. Purpose of Library Stock Verification: 

The basic purpose of library is to disseminate knowledge mainly through availability 

of right documents to the right person at the right time. 

4. Need for Library Stock Verification: 
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Library stock verification is despite its disadvantages and disfavour by librarians, 

some kind of accounting for the stock is generally felt to be necessary. Some are of the 

opinion that an annual inventory is essential to identify administrative defects and slackness 

and to take necessary action to rectify these tendencies. The results of such physical checking 

are systematically recorded. Stock verification is necessary because: 

a. It minimizes pilferage and fraudulent practices,  

b. It ensures accuracy and usefulness of documents, and 

c. It brings about a reconciliation of the stock records and documents. 

5. Advantages of Stock Verification: 

A library should also take note of some advantages in carrying out stock verification. 

1. Firstly, periodic stock verification and write-off of resultant loss helps to reduce 

unnecessary escalation in book value of assets.  

2. Secondly, physical verification also helps in replacing relevant, useful and on demand 

documents with new copies wherever lost or mutilated.  

3. Thirdly, stock verification is the time to introduce new ways of arrangement of stack, 

modified or new lending system and other procedures. 

4. Fourthly, if a library calls back all issued out documents for stock verification 

purpose, it can provide an opportunity for its users to browse the entire collection 

after verification. This very much counters the otherwise bias of less useful books 

lying on shelves all through the year.  

5. Fifthly, stock verification helps to review the precautionary measures already taken in 

preventing loss and mutilation as well as to identify any deficiencies in the existing 

procedure of maintenance of library and vigilance.  

Above all, stock verification helps as a way of identifying and discarding obsolete 

volumes. Normally in an active collection of a well organised library, loss of on-demand 

books are only noticed in day to day working. Other incidental benefits of stock verification 

include identification of damaged and worn-out documents for repair or rebinding, keeping 

shelf list and other records up-to-date, rearrangement and cleaning of stack, better 

acquaintance of collection and popular documents by library staff, etc. 

1.1 Disadvantages of Stock Verification 

 Regular routine of library work gets disturbed  

 Inconvenience to readers is caused;  

 Considered to be a waste of time, energy and money by some;  

 May turn out to be a futility since the reality may never be revealed for various 

reasons.  

6. Methods of Library Stock Verification: 
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Given below are some methods of stock verification to be carried out manually. The 

primary aim of stock-taking is to ascertain if all books that have been accessioned in the 

library can be accounted for. There is a need for stock verification in any library and more so 

in an open-access library. This is an audit requirement too in every college/university. It 

should be conducted annually; preferably during annual examination days/summer vacation 

as there is not much workload during this time. As far as possible the Library should not be 

closed to students. 

(a) Shelf List Method: 

There are different methods for Stock Verification. The ‘Shelf-list Method’ is one 

such method. It is easier to verify the book stock with the help of a Shelf-list provided it is 

complete and dependable. Shelf rectification should precede Stock Verification. Since the 

arrangement of Shelf-list is parallel to the arrangement of books on the shelves, it is a pre-

requisite to put the books in order first. Once it is done, the task of stock verification will be 

simplified. The Shelf-list cards of missing books may be turned upside. These upside cards 

should be verified with the ‘Issue Record’. The related shelf-list cards of books found issued 

should be turned side down to indicate that they have been verified. The remaining side 

Shelf-list cards should be tallied with the books sent for binding and the List of books 

withdrawn from circulation. Thereafter the final list of binding and List of books were 

withdrawn from circulation. 

Thereafter, the final list of untraceable books is not prepared with their price, and 

follow-up action is initiated. The loss of three books for every 1000 books issued or consulted 

is permissible and may be written off by the Principal and necessary entries made in the 

Remarks column of the Accession Register. 

(b) Accession Number Method: 

The accession numbers of the books from the shelves are read by one person and 

another person check and tick marks the corresponding accession number in the register. 

When all the books in the library and out in circulation are checked in this manner, the 

unmarked accession numbers give us a list of lost books.  In this method, a ‘dummy 

accession register’ is prepared. The Accession Number of each book whether on the shelf or 

issued out, sent for binding, or withdrawn from circulation is cut from this ‘dummy accession 

register’. The list of uncut accession numbers with details such as author, title, price, etc is 

prepared and action is initiated to withdraw such titles from the stock register. 

(c)  Slip System: 

Yet another method of Stock Verification is the ‘Slip System’. In this method slips of 

2”x2.1/2” are not ready and the accession number of the book is written down in the slip 

along with the indication of Almirah number and shelf number if the book is physically 

available in the library, or else the name of the borrower if issued out, serial number of the 

list if sent for binding, or serial number of withdrawal list if removed from circulation, or the 

money receipt number if cost recovered. These slips are later got merged into one single 
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numerical sequence. A final list of gap accession numbers with details of author, title, price, 

etc is not prepared and the action is initiated. 

(d)  Stock Verification through barcode scanner / portable terminal: 

The usage of portable terminal for scanning the books in the Library during stock 

verification has cut short this time consuming process by 75%. A portable terminal is used to 

scan the barcodes of the books kept in the library shelves and the complete list of available 

books in the library gets stored in the memory of the terminal. 

6. Permissible Loss: 

In a service-giving library, losses are bound to occur. If the library is found to be used 

reasonably well, a small number of losses should be ignored. The librarian should not be 

penalized or harassed for any loss of books provided he/she has taken adequate steps to 

prevent the losses. As per the notification issued by the Ministry of Finance of the 

Government of India Vide its O.M. No. 23(7) - E-ll-(a)-83 and GAG’s U.O.No. 1964-TA. 

11/21-83 dated 23.12.83 the books are no longer treated as items of the store. The notification 

reads as: “Government of India’s decision (1): The position of library books, etc, is different 

from that of other stores. Accordingly, the following procedure shall be observed for the 

purchase, write-off, and disposal of mutilated/damaged books and physical verification of 

books in the libraries attached to the various Departments/Offices. 

7. Loss of Publications: 

 Some loss of publications is inevitable especially in the context of open access 

practice in libraries. The librarian has a role as information manager and not just a 

custodian. Therefore he/she should not be held responsible for the losses. 

 Loss of 5 volumes per 1000 volumes issued and/or consulted in a year may be taken 

as reasonable.  

 Loss of a book of the value exceeding Rs.1000.00 for books published in India and 

Rs.10,000.00 for books published abroad and books of special nature and rarity shall 

invariably be investigated and consequential action taken. The university / College 

authority will write off all such losses. The base values suggested for Indian and 

foreign books shall be reviewed every five years. 

 A publication may be considered as lost only when it is found missing in two 

successive stock verifications and thereafter only action be taken to write off the 

publications by competent authority.  

 If the loss of book is more than the permissible extent, the causes of such loss may be 

investigated by the competent authority and the remedial measures be strengthened.  

 Occasional loss/damage of issues of periodicals is inevitable during postal transit. If 

the payment is made directly to the publisher, then sometimes it is not possible to get 
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the replacement. In such cases, the non-receipts/damages be considered as loss for 

write-off.  

 Librarian may write off the loss of books, volumes, etc. mentioned in the preceding 

paragraph provided the total value of all such books, etc. does not exceed the 

monetary limit prescribed the Delegation of Financial Powers Rules, 1978 for Head of 

a Department in respect of deficiencies and depreciations in the value of stores 

included in the stock and other accounts.  In the event of the total value exceeding the 

monetary limit specified above, the loss of books shall be written off by the 

competent authority as specified in the Delegation of Financial Power Rules, 1978.* 

 There may be no objection to the Librarian disposing of mutilated/ damaged/ obsolete 

volumes to the best interest of the library.  However, the disposal of such volumes 

should be made on the recommendations of a Library Advisory Committee to be 

appointed by the competent authority which shall decide whether the books 

mutilated/damaged/obsolete are not fit for further use.*  

 (* Extract from Ministry of Finance O.M. No. 23(7) E II(A)/83 dated 7.2.1984 and 

CAG’s U G No. 1964-TA.II/21-83 dated 23.12.83) 

8. Procedure for write-off: 

 List the documents not found during stock verification  

 Library staff to make all possible efforts to locate the document not found during 

stock verification (the process can go up to six months but not as an exclusive task) 

 Prepare pre-final list of the documents not found and publicize 

 Compile a final list of documents not found 

 Compare with the list of earlier stock verification to identify common entries 

 Compare losses with borrowing/ consulting / photocopying statistics  

 Put up the list of common entries to the competent authority along with justification 

for the losses (open access, limited staff, inadequate security system, large number of 

students visiting library, losses within permissible limits, etc. 

 Get approval from an authority 

 Make necessary entries in the accession register, write-off register, assets register  

 Remove records from databases 
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 Close file. 

 Improve the system with additional precautionary measures 

9. Responsibility for Loss of Books: 

In a majority of libraries of the western countries, librarians are not held responsible 

for books losses, but many organisations in India continue to hold librarians responsible for 

book losses. The situation has fortunately, changed now for the better, mainly due to the 

efforts of professional bodies like library associations. It is generally accepted that a loss of 

five books per thousand books circulated as a normal loss which may be written off. 

10. Withdrawal and Weeding of Obsolete Collections:  

In order to maintain a strong and efficient book stock withdrawal and weeding both 

are essential activities of a library. Withdrawal of the books/ obsolete documents from the 

library is as important as the selection of documents in library. According to Dr. S.R. 

Ranganathan the Library follows the principle of ‘adult growth’ and thus its stocks need 

constant replenishment. While new books have to be added, the old ones, which are no longer 

of any use, should be gradually withdrawn from the shelves. This can be done with the help 

and cooperation of the subject teachers. Further, it should be borne in mind that low cost 

books are not worth binding, instead new copies may be procured and the old one withdrawn 

from the circulation and necessary entry made in the Accession Register and the Librarian 

signatures taken in the remark column. 

11. Weeding of obsolete collections: 

In course of time some books in the library become outdated and obsolete. Sometime 

later research result into making information in earlier edition inaccurate. Similar are books 

less circulated or fatigued one. Not all old books are valuable in each library. The need for 

weeding out such books cannot be over emphasised. The following steps are suggested for 

weeding out obsolete material.  

 Arrange such books in correct order  

 Assemble the necessary relevant catalogue record  

 Put a disposition slip in books to be withdrawn.  

A tabular record for books withdrawn/weeded as per illustration may be maintained. 

In all such cases approval of the relevant authorities also must be taken before effective 

withdrawal/weeding. 

12. Benefits of Weeding: 

The following are some of the arguments that have been advanced in support of weeding: 

 Weeding helps libraries to keep their collection to optimum size, 
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 Maintenance of library is an expensive operation, weeding leads to savings in the cost 

of library maintenance, 

 It improves access to the desired collections, 

 It creates space for new additions, 

 It improves the value of the library collections. 

13. Criteria for Weeding: 

Weeding out of obsolete collections though essential, it is a very sensitive issue in 

libraries. Baring a small number of books with sizable number of missing pages selection of 

titles for weeding is subjective in nature. The following are some guiding criteria for weeding 

of titles: 

 Physical deterioration beyond repair, 

 Content superseded by new edition, 

 Change in aims and objective of the parent body, 

 Number of copies of a title in excess to the prospective demand, 

 Gifted collection falling outside the scope of the parent body, 

 Titles acquired by mistake and 

 Shelf time period, i.e. time period that has elapsed since last issue date. 

14. Weeding and Discarding Committee: 

A Weeding and Discarding Sub-Committee comprises of the following may be constituted. 

 In College level the Principal/Vice Principal must be an ex-officio chairperson  and in 

university level Dean must be an ex-officio Chairperson 

 Heads of the departments must be a members; and 

 Librarian  or University Librarian must be an ex-officio convener 

15. Procedure and policy for Weeding and Discarding of Books: 

Weeding documents means removing documents which are found not useful or not 

serviceable from a library. Document removed from the library may be completely discarded 

where they are not serviceable; and they are donated to some other library where they may be 

useful; or kept in a reserve place called a dormitory library. 

With the explosion of knowledge, documents are now being published in millions. 

New areas of knowledge are coming up and some of the earlier ideas and thoughts are 

becoming outdated. For a modern library it is a question of money and space to get all new 

documents which are relevant and useful. Particularly space from keeping the documents has 

become a major problem for University and college libraries. Saving space is not the only 

reason for thinking about weeding of documents. Some of the documents may get worn out 

and obsolete because of continuous usage. But most important of all is that some documents 

may become useless since the though content therein has been modified in a subsequent 

edition; or because the information in the document has become absolute. In modern times, 
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documents may be weeded out after transferring the information contained in them on to 

microforms and computer tapes and disks. 

Report of library committee of the University Grants Commission speaking on the 

need for weeding out says; "Many works lose their value within one generation, say in 

twenty-five years. By that time, their thought-content of same may even turn out to be wrong. 

In a service library no useful purpose is served by retaining such pedestrian books and 

providing self space for them after they have become obsolete. The proper course is to weed 

out periodically. They should give place to current variations of them (1998). 

The discarding work should be done gradually during the whole session and at every 

time of book selection and purchase. A regular weeding-out exercise should be conducted at 

least once a year along with stock verification. It is as important as the selection of books. A 

library is a service library and hence it may not afford to retain a title because of sentimental 

reasons. The library head and other authorities are to be convinced about the logic and 

economics of disposal of all obsolete, outdated collections, out of course, damaged and 

unused collections. 

The Weeding and Discarding Sub-Committee should physically examine the books 

and make specific recommendations to the higher authorities of the College/ university for 

their withdrawal from the stock. Once the approval of the competent authority has been 

obtained, necessary entry may be made in the ‘Remark column’ of the Accession Register. 

16. Conclusion: 

It may be concluded that physical verification of library collection is essential to not 

only know the status of the exact collection but also to frame weed-out policy and take 

corrective measures by library administration and frame collection development policy. The 

attitude of library personnel plays a pivotal role in physical verification. Counselling students 

can help in the prevention of the loss of books16. It can also help in framing collection 

management policy as missing or lost books are in high demand and special vigilance in 

those particular areas can be applied. State and Central government officials revise the stock 

verification policy and increase the numbers of books weed out per year or the maximum 

amount sanctioned per year for the loss of books, because the cost of books will be high. 

Particularly when GFR no. 136 states “loss of book of a value exceeding Rs. 1,000 (Rupees 

thousand only) and rare books irrespective of value shall invariably be investigated and 

appropriate action taken” (2005). Also, the State and Central government officials give 

financial support to the colleges/ universities for implementing the innovative security system 

installed in the library like RFID, and QR codes to avoid the loss of books. 

17. Recommendations: 

Finally in this paper urges have been made to review existing government rules 

regarding the loss of books and weed-out policy, it can be possible to make a 

recommendation from professional bodies to review on following points: 
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 All the library resources must be an exemption from GST either may be print or online 

resources 

1. No clear-cut guidelines for the purchase of library resources, it must be free from 

calling a quotation and tender 

2. There is an ambiguity to write off of missing documents; in open-access libraries, the 

losses of books are inevitable. As per guidelines and General Financial Rules 2017 

(GOI, Ministry of Finance, Dept. of Expenditure), the loss of 5 volumes per 1000 

volumes issued and/or consulted in a year may be taken as reasonable, but the loss of 

a book of the value exceeding Rs.1000.00 for books published in India and Rs.10, 

000.00 for books published abroad and books of special nature and rarity shall 

invariably be investigated and consequential action is taken. The university / College 

authority will write off all such losses. The govt. level the base values suggested for 

Indian and foreign books shall be reviewed every five years. 

3. To avoid missing library documents, it must be made mandatory rules from the 

government to adopt security surveillance in all the libraries  
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