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Preface

This dictionary provides a basic vocabulary of terms used in the information
and records management industries. It is ideal for all students of librarian-
ship, information science and related SUtiJ ects, as well as those working for
the first time in library, archiving, knowledge management, databasing and
research jobs.

Each headword is explained in clear, straightforward English and quotations
from specialist publications show how the words are used in context. There
are also supplements including a list of major library classification systems,
copyright and data protection law, details of book awards and prizesand alist
of helpful resources on the Web.

Many thanks to Diana Dixon for her invaluable help and advice during the
production of this book.



Pronunciation Guide

The following symbols have been used to show the pronunciation of the main
words in the dictionary.

Stressisindicated by amain stress mark (') and a secondary stressmark (, ). Note
that these are only guides, as the stress of the word changes according to its position

in the sentence.

Vowels
®

a:

D

ar

au

aro
auvd

back
harm
stop
type
how
hire
hour
course
annoy
head
fair
make
go
word
keep
happy
about
fit
near
annual
pool
book
tour
shut

Consonants
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buck
dead
other
jump
fare
gold
head
yellow
cab
leave
mix
nil
sing
print
rest
save
shop
take
change
theft
value
work
loch
measure
zone



A

A3 adjective European standard size
paper, twice the size of A4: 297 x
420mm

A4 adjective European standard size
paper, 210 x 297mm

A5 adjective European standard size
paper, half the size of A4: 148 x 210mm
AACR 2 Rev noun Anglo-American

cataloguing rules, revised second
version
A&l abbreviation abstracting and

indexing

ABA abbreviation American Book-
sellers’ Association

abbreviate /o'brizviert/ verb to make
shorter by leaving out some letters or by
using only the first few letters of each
word

abbreviated entry /o,brirviertid
‘entri/ noun ashortened form of abibli-
ographic entry usually giving author,
title and date only

abbreviated text /o,birviertid
'tekst/ noun text which is shorter than
the original

abbreviation /a,bri:vi'erf(e)n/ noun
ashort form of aword

ability /2'bilti/ noun aquality or skill
which makes it possible to do some-
thing

-ability /obiliti/ suffix added to adjec-
tives ending in -able to form nouns
referring to a quality or state, e.g. read-
ability

able /'etb(a)l/ adjective quick to learn
in an educationa environment
abridge /o'brids/ verb to make some-
thing shorter

abridged document /o,bridzd
'dokjurmont/ noun awritten document

which has been made shorter while
keeping the main points

abridged edition /o'bridzd 1
,dif(a)n/ noun a shortened text but
keeping the main points or story
abridgement /o'bridzmont/ noun a
shortened version of abook

abstract noun /'abstrekt/ a
summary of the contents of a document
m verb /eb'strakt/ to summarise the
main points of a document
abstracting and indexing
/,&bstraektin ond 'indeksip/ noun the
making of summaries and indexes for
articles and books. Abbr A&I
abstracting journal /ob'straektin
,d33:nal/ noun a journal containing
summaries of documentsor articlesin a
given field

ac abbreviation 1. in Internet addresses,
the top-level domain for academic
organisations 2. in Internet addresses,
the top-level domain for Ascension
Island

academic /,aka'demik/ adjective
relating to studying m noun a person
who teaches or does research usualy in
higher education

academic library /,a&kodemik
'latbrari/ noun a library which serves
an academic community such as a
university or college

academic session /&kodemik
'sef(a)n/ noun a school or university
year, or one complete part of ayear, e.g.
aterm or semester

academy /o'keedomi/ noun 1. an
educational institution devoted to a
particular subject 2. a secondary school
which has been set up in cooperation



accent

with private organisations such as busi-
nesses or voluntary groups

accent /'zksont/ noun a mark put
above or below a letter in writing or
printing to show how it should be
pronounced

access /'ekses/ noun the opportunity
or right to use something o They were
given accessto all relevant information.
m verb to obtain, examine or be able to
reach something o You can access this
information in a library or on a
computer.

access code /'&kses koud/ noun a
code used for information retrieval to
show where something can be found
access course /'zkses ko:s/ noun a
course of study designed for people
without forma educational qualifica-
tions, so that they can gain entry to
higher education

accessibility /ok,sesr'biliti/ noun
the quality of being ableto be found and
used

accessible /ok'sesib(a)l/ adjective
easy to find and use

accession /ok'sef(a)n/ noun a new
addition to alibrary or collection
accession list /ok'sef(o)n list/
noun a list of new purchases or addi-
tionsto alibrary

accession number /ok'sef(o)n
,nAamba/ noun a consecutive number
used to identify new additions to a
library or collection in an inventory
system

accession register /ok'se[(a)n
redzista/ noun a physica record of
new purchases or additions to a library
or collection

access name /'akses nerm/ noun a
unigue name that identifies an object in
a database

access number /'ekses ,nambo/
noun the telephone number used to link
to an Internet service provider or other
network provider using a diad-up
connection

access point /'zkses pomt/ noun a
transceiver in a wireless loca area
network that connectsawired local area
network to wireless devices or that
connects wireless devices to each other

access time /'akses taim/ noun the
time taken to get into a computer
program

accompany /o'kamp(a)ni/ verb to
play a musical instrument to provide a
second part for a piece of music

account /o'kavnt/ verb o to take
account of something, to take some-
thing into account to consider some-
thing when you are thinking about a
situation

accountant /a'kauntont/ noun a
person whosejobisto keep thefinancia
accounts for a business

accounting /o'kauntiy/ noun the
process of keeping financial records for
acompany or organisation
accounting period /o'kauntiy
,prariad/ noun a period of time at the
end of which a company’s accounts are
closed for checking

accounting year /o'kauntig ,jro/
noun any period of twelve months
which an organisation usesto control its
money o Many universities have an
accounting year from August to August.

accounts /o'kaunts/ plural noun
detailed records of money received and
spent by a business or person

accreditation /o kredr'terf(a)n/
noun the granting of official approval to
a person or organisation, or the condi-
tion of having received this approval

‘...the exams, certificates and other
pieces of paper that go with CILIP
education and accreditation really
benefit info pros; raising their profile,
and that of the whole profession.’
[Information World Review]

accumulate /a'kjurmjulert/ verb to
collect things over aperiod of timeo We
have accumulated a large collection of
reference materials.

accumulation /o kjuimju'lerf(a)n/
noun the act of collecting items gained
over aperiod of time

accurate  [‘zkjurot/  adjective
capable of providing information in
accordance with an accepted standard
acetate /'asitert/ noun transparent
plastic used for writing or drawing on,
for use with an overhead projector



acute accent

achievement /o'tfizvmont/ noun
something which somebody has
succeeded in doing, often after consid-
erable effort
acid-free paper /,@sid fri: 'peipa/
noun paper which has had certain acid
chemicals removed, so that it will not
become yellow and brittle with age
acidic paper /o,s1dik 'perpa/ noun
paper which is made from naturaly
acidic wood pulp or chemicals used in
the manufacturing process, which dete-
riorates quickly
acid process /'asid ,prouses/ noun
the process of making chemical paper
pulp using acid
acknowledge /ok'nplid3/ verb to
inform the sender that a message or
object has been received
acknowledgement ok
'nolidzmont/ noun a piece of text
printed at the beginning of a written
document thanking people who have
helped in its production (NOTE:
Acknowledgement is usually used in
the plural.)
COMMENT: The acknowledgements may
also include references to institutions
which have given permission to quote
copyright material or to use copyright
photographs. The acknowledgements
are usually placed after the verso of the
titte page and before the preface; if short,
they can be listed at the end of the
preface itself.
acoustic hood /o ku:stik ‘'hud/
noun asoundproof covering placed over
such things as public telephones or
computer printers, to cut out noise
acquiescence /,ekwi'es(o)ns/
noun agreement with what somebody
wantsto do
acquire /o'kwara/ verb 1. to obtain or
buy something o to acquire the paper-
back rights to a new novel 2. to gain a
skill
acquisition /,&kwr'zif(o)n/ noun 1.
an object or item which is obtained,
purchased or received asadonationto a
library 2. learning or obtaining a skill o
The acquisition of a new language is a
long process.
acquisition policy /,&kwr'zif(a)n
,polisi/ noun a plan for what types of
stock will be bought by alibrary

‘The British Library
collecting every book, magazine and
journal printed in Britain because it
as nowhere to store them... The
government’s decision to review the
library’s acquisition policy follows
news that shelves at its new £450m St
Pancras site will be full before the
building opens.’ [Sunday Times]
acquisition register  /,&kwr
'z1f(9)n redzisto/ noun a list of all
books and materials obtained by a
library
Acrobat /'&ekraubat/ atrademark for
a file format developed by Adobe
Systems, which describes a graphics,
text and indexing system that allowsthe
same screen image or page layout fileto
be displayed on different hardware
acronym /'ekranim/ noun a word
made from the initial letters of other
words, e.g. DIANE Direct Information
Access Network Europe
action shot /'zkfon [ot/ noun astill
photograph showing an action taking
place
activate /'ektrvert/ verb to cause
something to start working
active /'ektrv/ adjective busy, being

is to stop

used, working
active database /,ektv
'dertobers/ noun a database file

currently being accessed by a database
management program

active vocabulary /e&ktiv vou
'keebjulari/ noun the range of words
that somebody normally uses in speech
or writing, as opposed to words he or
she understands when used by others
activity /ek'trviti/ noun ajob or task
you spend time doing

activity log /ek'trviti log/ noun a
written account of things that are done
in a given period of time o She kept an
activity log of her daily tasks for one
week.

Act of Parliament /akt ov
'pa:lomoant/ noun inthe UK, adecision
which has been approved by Parliament
and so becomes law (NOTE: The US
equivalent is Act of Congress.)
acute accent /okjuit ‘aksont/
noun amark usually over the letter e (é)
to show how it should be pronounced



ad

ad! /ed/ noun same as advertisement
ad? abbreviation in Internet addresses,
the top-level domain for Andorra
adapt /o'dept/ verb to change a
person or thing in order to make it suit-
able for a specific purpose o Has the
play been adapted for the cinema? o
She adapted the story for TV.
adaptation /,eedep'terf(a)n/ noun a
film or play based on a story or novel
adapter /o'depta/ noun somebody
who adapts a literary work to another
format, e.g. anovel to aplay

added entry /.&edid 'entri/ noun a
secondary entry inanindex or catalogue
addendum /a'dendom/ noun an
additional section at the end of a docu-
ment giving extra information (NOTE:
The plural is addenda.)

addition /a'dif(s)n/ noun something
extrato what isaready there o in addi-
tion to something added o There is a
lending charge in addition to the reser-
vation fee.

address /o'dres/ noun 1. details of
where somebody lives or where their
business premisesare 2. alabel, number
or name which locates where informa-
tion is stored m verb to deal with some-
thing o He addressed the problem.
addressee /&dre'sii/ noun the
person to whom a letter, package or
communication is addressed

address harvester /o'dres
Jharvista/ noun a computer program
that collects email addresses from the
Internet

adequate /'eedikwat/ adjective large
or good enough for the purpose
adherent /od'hrorant/ noun some-
body who holds a particular belief or
view or supports a particular group
adhesive /od'hiisiv/  noun a
substance used to make things stick
together

adhesive  binding  /adhisiv
'‘baindin/ noun atype of binding where
the folds of the signatures are trimmed,
and not sewn, the cover being glued to
the cut pages. Also cdled perfect
binding

ad hoc /ad ‘'hok/ adjective
unplanned or only organised to meet a

particular short-term unexpected situa-
tion

adjacent /o'dzers(o)nt/ adjective
next to or near to something

adjustable shelving o
,dzastob(a)l 'felvig/ noun library

shelves which can be raised or lowered
to meet the requirements of different-
sized books

administer /od'minista/ verb to be
responsible for managing a company,
institution or country

administration /od,mint
'strerf(a)n/ noun 1. a group of people
who are responsible for the manage-
ment of a company, ingtitution or
country 2. the range of activities
connected with management

Adobe /o'doubi/ a trade name for a
leading producer of graphics and
desktop publishing software

adopt /o'dopt/ verb to accept ideas,
plansor attitudes and be willing to carry
them out

ADS  abbreviation  advertisement
delivery system
adult education /e&dalt edju

'kerf(a)n/ noun courses designed espe-
cialy for adults outside the formal
system of schooling

adult literacy /&edalt ‘'lit(o)rosi/
noun the level of reading and writing
ability in the adult population of a
community

adult literacy programme /,&dalt
'Iit(e)rosi  ,prougrem/ noun a
programme to teach adults to read and
write

advance /od'va:ns/ adjective
happening or arriving before the
expected time

advance copy /od'vains kopi/
noun a copy of a book sent to people
such as reviewers and the author before
the official publication date
advanced /od'va:nst/ adjective 1.
modern and developed from earlier
versions 2. a a high level of study or
achievement o courses for both begin-
ners and advanced students

advance information sheet /ad
,vains ,1nfo'merf(a)n firt/ noun full
form of Al



ai

advance order /od,va:ns ‘'o:do/
noun an order for goods or services to
be supplied at alater date
advertisement /od'va:tismont/
noun a notice which shows that some-
thing is for sale or that a service is
offered or that someone wants some-
thing or that ajob is vacant, etc. o to put
an advertisement in the paper o to
answer an advertisement in the paper
advertisement delivery system
/ad,vaitismont di'lrv(e)ri ,sistom/
noun a digital file format used in the
transmisson of mono and colour
images. Abbr ADS

advertisement file /od'va:tismont
fail/ noun a file of advertisements
arranged by the name of the product or
firm

advertisement page fad
'vartismoant perds/ noun apage facing
thetitle page of abook, which may have
alist of other worksin the same seriesor
by the same author

advertising /'edvotarzig/ noun the
act of telling people about products or
events in order to make them want to
buy them or take part

advocacy /'edvokasi/ noun active
verbal support for and promotion of a
cause

aerial /'earial/ noun a device which
enables a radio or television to receive
signals

aero in Internet addresses, the generic
top-level domain for the aviation
industry

af abbreviation in Internet addresses,
the top-level domain for Afghanistan
affiliate /o'filiert/ verb to form aclose
officia link with an organisation
affirmative /o'faimotiv/ adjective
meaning ‘yes or agreement or approval
afford /o'fo:d/ verb 1. to be able to
alow something to happen o e cannot
afford another argument. 2. to have
enough money to pay for something
AFNOR /'&fno:/ abbreviation Associ-
ation Francaise de Normalisation

A format paperback /1 formet
'perpabak/ noun a paperback with the
format 178 x 111mm

After Dark /,a:fts 'da:k/ noun anon-
prime time database service of BRS
allowing access to the database at
cheaper rates at night

afterword /'a:ftows:d/ noun a short
piece of text placed at the end of a book
sometimes used for a note about the
author, especialy if the author has died
since the first printing of the book

ag abbreviation in Internet addresses,
the top-level domain for Antigua and
Barbuda

agate line /'egost lain/ noun US a
measure of page space, e.g. in classified
advertising, one column wide and 1.8
mm deep

agenda /o'dzenda/ noun a list of
items to be discussed at a meeting

agent /'erdzant/ noun somebody who
arranges work or business for other
people for afee

age of information /,exd3 ov ,info
'merf(o)n/ noun a description of the
period in history during the second half
of the twentieth century when
computers made information easily
accessible to large numbers of people

aggregation  services /agre
'gerf(o)n ,s3:visiz/ plural noun serv-
ices which dlow information from
different places (in digital form) to be
available in one single place

‘Google was today accused of stifling
themediaindustry’ sprofitsby withits
news aggregation service. A panel of
media executives speaking at the
Online  Publishers  Association
conference said that the search engine
was infringing on their audience and
revenues by aggregating headlines
and stories into its Google News
service." [The Guardian]

agreement /a'griimont/ noun a
forma document stating what two or
more people have decided together

Agricultural System for Storing
and Subsequently Selecting
Information noun asoftware package
of particular use to employees in agri-
cultural information. Abbr ASSASSIN

ai abbreviation in Internet addresses,
the top-level domain for Anguilla



Al

AlI' noun a document which is put
together by a publishing company to
provide marketing information about a
book before publication. Full form
advance information sheet

Al? abbreviation artificial intelligence

aim /erm/ noun what an action or plan
isintended to achieve

aim for /'exm f5:/ verb to plan or hope
to achieve something

airmail /'eomeil/ noun a system of
transporting letters and packages by air
airmail envelope /'eamell
.envalaup/ noun a lightweight enve-
lope usually of blue paper with a red,
white and blue striped edging, used for
sending letters by air to foreign coun-
tries

airport fiction /'eapo:it fik[(s)n/
noun atype of fiction which sellswell at
airports, generally because it is not
serious and is therefore easy to read on
aplanejourney

al abbreviation in Internet addresses,
the top-level domain for Albania

ALA abbreviation 1. Associate of the
Library Association 2. American
Library Association

album /'&lbom/ noun a collection in
book form of short literary or musical
pieces or pictures

algorithm /'zlgorid(e)m/ noun a
logical sequence of steps for solving a
problem, often written out as a flow
chart, that can be trandated into a
computer program

alias /'eilios/ noun 1. a name used
instead of areal name. » allonym, pseu-
donym 2. acopy of acomputer applica-
tion

align /o'lamn/ verb to place two objects
sideby sideinaline

alignment /s'lainmont/ noun the
ordering of lines of type relative to a
margin or line

allocate /'zlokert/ verb to give a
particular amount of money, goods or
tasks to somebody for a particular
purpose

allocation /,&lo'kerf(s)n/ noun the
specified amount of something allowed
for a particular purpose o All the staff

had an allocation of time for extra
study.

allocation of funds /,alokerf(a)n
ov 'fandz/ noun how much money is
given to each person or department for a
specific purpose

allonym /'zlonim/ noun afase name
often used by authors. » alias, pseu-
donym

all over style /011 'auva ,stail/ noun
a style of cover decoration which uses
thewhole cover instead of just the front
allow /a'lau/ verb to give permission

allowance /a'lavons/ noun the
amount of something given for a
specific purpose o They were given an
allowance of money to buy children’s
books.

all published /,o:1 'pablift/ noun a
catalogue entry to show that a series or
periodical run has not been completed
all rights reserved /,0:l rarts r1
'z31vd/ phrase printed on books and
documentsto show that they are subject
to copyright

allusion book /o'lu:z(e)n 'buk/
noun a collection of alusions or refer-
ences to awriter from other works

almanac /'a:Imanak/ noun a book of
information, often in tables, about
events on particular days of the year
such as tides, new moons, times of
sunset and festivals

alphabet /'zlfobet/ noun a set of
letters or symbolsin afixed order used
for writing the words of alanguage
alphabetical /,&lfa'betik(a)l/ adjec-
tive in the same order asthelettersof the
alphabet

alphabetical index /,zlfabetik(s)l
'indeks/ noun anindex where the items
arelisted inthe order of theletters of the
alphabet

alphabetically /,&lfa'betikli/
adverb in alphabetical order o The files
are arranged alphabetically under the
customer’s name.

alphabetical order /,zlfabetik(s)l
's:da/ noun arrangement according to
the usual order of lettersin an aphabet
o The authors names are given in
alphabetical order.



American Sign Language

alphabetise /'zlfsbetarz/, alpha-
betize verb to sort into alphabetical
order

alphanumeric  /,zlfonju'merik/,
alphanumerical adjective using a
combination of symbols made up of
Roman letters and Arabic numeras
including punctuation marks
alphanumeric data
/,®lfonjumerik 'derto/ noun data
shown by the letters of the alphabet and
the Arabic numerals

alphanumeric indexing
[, &elfonjumerik 'indeksipy/ noun a
system which uses both numbers and
letters

alpha pulp /'zlfs palp/ noun wood
pulp with amost all the cellulose
removed

alphasort /elfa'soit/ verb to sort
datainto alphabetical order

alt noun a type of newsgroup on the
Internet that contains discussions about
aternative subjects

alternate adjective /o:1't3:nat/ occur-
ring regularly at one time and then
missing a time but occurring again the
next time o The library van comes on
alternate Tuesdays. m verb /'o:ltonert/
to cause things to happen alternately
alternative /o:1't3:nat1v/ noun some-
thing that you can do instead of another
alternative curriculum /o1l
tamoatrv - ka'rikjulom/  noun in
England and Wales, any available
course of study that is not included in
the National Curriculum

alternative  title /o t3motiv
'tart(9)l/ noun other title information,
also used to describe a subtitle

alumni list /o'lamnar list/ noun alist
of past members of an educational insti-
tution

always-on /,o:ilweiz 'on/ adjective
relating to a home or business with
several computers and mobile phones,
inwhich Internet accessis not restricted
to specific times

am abbreviation in Internet addresses,
the top-level domain for Armenia
ambient /'ambiont/ adjective normal
background conditions o ambient
temperature

ambiguity /@mbr'gju:tti/i  noun
confusion arising from double mean-
ings to words or writing

ambiguous /em'bigjuas/ adjective
having a double meaning, possible to
interpret in more than one way

amend /o'mend/ verb to change
something written or said

amendment /o'mendmont/ noun
something that is added to a written or
verbal statement in order to change it

amendment record /o,mendmont
'reko:d/ noun arecord containing new
information used to update a master
record or file

amenities /o'miinitiz/ plural noun
facilities provided for peopl€’'s conven-
ience or enjoyment

American Booksellers’ Associ-
ation /o,merikon 'bukseloz o
,sausierf(e)n/ noun an organisation
representing American booksellers,
which sponsors an annual convention at
which publishing companies have
stands showing their new titles. Abbr
ABA (NOTE: The bookfair sponsored by
the ABA, and formerly also called ‘the
ABA’ has changed its name to
BookExpo America.)

American Library Association /o
;mertkon 'latbrori 9,sousierf(a)n/
noun the oldest and largest library asso-
ciation in the world for the support of
qualified librarians and information
workers. Abbr ALA

American National Standards
Institute /o,mertkon ,ne&f(d)nal
'steendodz ,instrtju:t/ noun an organ-
isation issuing guidelines for produc-
tion and distribution of goods and serv-
icesinthe USA. Abbr ANSI

American Publishers Associa-
tion /o,merikon  'pablifoz o
,sausierf(9)n/ noun an organisation
which represents American publishers.
Abbr APA

American Sign Language /o
;merikon 'samn lepgwidz/ noun a
system of communication used by
people with impaired hearing that uses
motions or gestures of the hands. Abbr
ASL



ampersand

American Society for Informa-
tion Science /o,merikon so,saroti
for ,infa'meif(a)n ,sarons/ noun a
professiona support group for informa-
tion employeesin the USA. Abbr ASIS
American Standard Code for
Information Interchange /o
gmertkon  steendod koud for
Janfomeif(a)n 'mtatfeind3/ noun a
computer code which represents alpha-
numeric charactersasbinary code. Abbr
ASCII

ampersand /'‘®@mpasend/ noun a
symbol (&) meaning ‘and’

amplifier /'&mplifara/ noun an elec-
tronic device for making signals sound
louder

an /on, &n/ abbreviation in Internet
addresses, the top-level domain for
Netherlands Antilles

analects /'&nolekts/ plural noun a
collection of miscellaneous writings
analogue /'znslpg/ adjective relating
to datain physical rather than numerical
form

analogy /o'nelod3i/ noun a way of
describing similarities between two
different things

analyse /'&nolarz/ verb to examine a
situation in detail in order to understand
it better

analysis /a'nzlasis/ noun the process
of examining something in detail
analyst /'&nalist/ noun a person who
analyses data

analytical entry /eno litik(s)l
'entri/ noun acatalogue entry for a part
of a book or periodical which refers to
the work containing it

ancestral file /&n,sestral 'fail/ noun
a system of backing up computer files,
from son to father to grandfather file,
wherethe son isthe current working file
anchor /'epka/ verb to hold firmly to
asolid base

ancillary  /en'silori/
supporting the main structure
ancillary worker /en'silori ,w3:ko/
noun a person in an organisation whose
work supports the main aims of the
organisation

anecdotal /,&nik'dout(9)l/ adjective
consisting of or based on second-hand

adjective

accounts rather than first-hand knowl-
edge or scientific investigation
animate /'‘aznimeit/ verb to draw
pictures for films which make cartoon
characters appear to move

animation /,&nr'meif(o)n/ noun the
technique of drawing or photographing
successive pictures to create the idea of
movement

animator /'enmmerta/ noun a person
who draws or photographs the pictures
that make up cartoons

ann. abbreviation annals

annal /'&n(a)l/ noun a periodical that
records events and reports in a field of
research

annals /'&n(a)lz/ plural noun history
ingenerd, asit isrecorded in books and
other documents

annexe noun /'eneks/ 1. an appendix,
epilogue or other additional material
attached to a larger document 2. US a
supplement to a specialised book m verb
/a'neks/ to attach something such as a
document

annotate /'anotert/ verb to add notes
to something written in order to explain

it more fully

annotated bibliography
/,eenatertid bibli'pgrafi/ noun abibli-
ography with notes

annotated catalogue /@natertid
'keetalpg/ noun an alphabetical list of
items with additional notes of explana-
tion

annotated text /enotertid 'tekst/
noun text with noteswritten by an editor
annotation /,&na'terf(s)n/ noun a
note written to explain itemsin atext
annual /'enjual/ adjective 1.
happening once a year 2. coming out
once a year m noun a book that is
published and updated once ayear
annually /'znjuali/ adverb each year
o Our prices are raised annually on
March 1st.

annual publication /,&njusl ,pablt
'kerf(a)n/ noun a book, journa or
document that is published once ayear
annual review /anjual rr'vjuy/
noun an inspection that takes place once
ayear

anon /a'non/ abbreviation anonymous



Apple Mac

anonym /'enanim/ noun a publica
tion whose author is unnamed or
unknown

anonymiser /o'npnrmarza/,
anonymizer noun a website through
which a person browsing can visit the
World Wide Web without leaving any
trace of their identity

anonymous /o'nonimas/ adjective
of unknown name or authorship

anonymous FTP /o,npnimas ef ti:
'pit/ noun atype of Internet file transfer
in which no password is needed, used
by some organisations to make their file
archives publicly accessible

ANSI /'ensi/ abbreviation American
National Standards Institute

answerphone /'a:nsafoun/, answer
machine noun a cassette recorder
attached to a telephone which relays a
pre-recorded message to callers and
records messages

anthologise Jeen'Oplod3zaiz/,
anthologize verb 1. to gather works
from different writers, musicians or
artists into a collection 2. to compile or
publish an anthology

anthology /&n'0plad3zi/ noun abook
that consists of essays, stories or poems
by different writers

anticipate /en'tisipert/ verb to
realise in advance that something is
going to happen and to prepare for it

Antiope /@n'taropi/ noun a French
videotext system also known as Teletel

antiquarian /,antr'kwearion/ adjec-
tive relating to or dealing with antiques
or antiquities, especialy rare and old
books. Abbr antiq.

antiquary /en'tikwori/ noun a
collector, scholar or seller of antiques or
antiquities

anti-setoff paper /enti 'setof
.perpa/ noun thin transparent paper put
between the pages of an expensiveillus-
trated book

antonym /'entonim/ noun a word
which has the opposite meaning to
another word

anycast /'enika:st/ noun an act of
sending data across acomputer network
from asingle user to the nearest receiver

a0 abbreviation in Internet addresses,
the top-level domain for Angola

AP abbreviation puBL Associated Press
a.p. abbreviation pusL author’s proof

APA abbreviation American Publishers
Association

Apocrypha /o'pokrifa/ plural noun
books of the Bible that are included in
the Vulgate and Septuagint versions of
the Christian Bible, but not in the Prot-
estant Bible or the Hebrew canon

apocryphal /o'pokrof(a)l/ adjective

of unknown authorship, possibly false

or exaggerated
‘The cardina’s main objection to the
book is that it presents itself as a
historical document. Acknowledging
that the book is a brilliantly marketed
page-turner, he accused Brown of
relying on apocryphal texts that had
been removed from the biblical canon
because they wereimaginative.’ [Irish
Independent]

apostil /o'postil/ noun a margin note

or annotation

apostrophe /o'postrofi/ noun a
punctuation mark which indicates either
contraction or possession

app. abbreviation puBL appendix

appeal /o'pi:l/ noun 1. the attractive-
ness of something which makes it
popular o Theillustrations have alot to
do with the book’ s continuing appeal . 2.
arequest for something to be reconsid-
ered

append /a'pend/ verb to add extra
information to something, especialy to
adocument

appendix /o'pendiks/ noun a section
a the end of a document giving extra
information (NOTE: The plural is appen-
dices /o'pendisi:z/ .)
COMMENT: Appendices are always
printed at the back of a book, always
starting on a right-hand page. They must
be laid out in a way which shows clearly
that they are not part of the main text.
Apple Mac /'ep(s)l mek/, Apple
Macintosh computer atrade name for
a range of personal computers devel-
oped by Apple Inc. that has a graphical
user interface and uses the 68000 family
of processors.



applicant

applicant /'eplikant/ noun a person
who formally asks to be considered for
ajob

application /,&pli'ke1f(a)n/ noun 1.
a written request for something o job
application 2. the use of arule or piece
of equipment in a particular situation o
Computer applications are electronic
packages which allow particular tasks
to be performed.

application form /epli'kerf(a)n
form/ noun a standardised form to be
filled in when applying for something

apply for /a'plar 'fo:/ verb to make a
formal, usually written, request for
something

appoint /o'point/ verb to choose
somebody to do ajob

appreciate /o'priifiert/ verb 1. to
understand and know what a situation
involves 2. to like something because
you recognise its good qualities 3. to
increase in value

appropriate /o'prouprist/ adjective
suitable or acceptable for a particular
Situation

approve /o'prurv/ verb toagreeto o to
approve the terms of a contract o to
approve of to think something isgood o
They approved of the new signs for the
library.

approximate /o'proksimot/ adjec-
tive not exact, almost correct

aq abbreviation in Internet addresses,
the top-level domain for Antarctica

AR abbreviation aspect ratio

Arabic /'arabik/ adjective coming
from Arabia or from the Arabs

Arabic numerals /,eerabik
'‘njurmaral/, Arabic numbers
/,&erabik 'namboz/, Arabic figures
/,@rabik 'figoz/ plural noun normal
numbers (such as 1, 2, 3, etc.) as
opposed to Roman numerals (I, 11, 111,
1V, etc.) o the page numbers are written
in Arabic figures

arcane /a:'kein/ adjective requiring
secret knowledge to be understood
archetype /'a:krtarp/ noun a docu-

ment or book that illustrates the styles
of aparticular time and subject

ARCHIE /'a:t[i/ noun retrieval soft-
ware which gives access to Internet
databases

architecture /'a:krtektfa/ noun the
planning and design of buildings or
systems

archival management /'a:karval
;manidzmont/ noun control of
archives

archive /'‘arkarv/ noun 1. a public
record, document or photograph of
historical interest kept in an officia
repository 2. a collection of documents
and records relating to the history of an
organisation = verb to put data in
storage

archive file /'a:karv fail/ noun afile
containing datawhich is out of date, but
which is kept for future reference

archive library /'a:karv laibrori/
noun a library which stores and makes
accessible historical materials

‘The relevant portions of the digital
content identified by the editor will be
retrieved from the dataarchivelibrary,
automatically transcoded or
reformatted  as necessary and
delivered directly into the nonlinear
editing system. The  labour
efficiencies gained and vast creativity
benefits of a digital archive
management system are obvious!’
[Broadcast Engineering]

archivist /‘a:kivist/ noun a person
who organises archives

area/'eario/ noun aspaceinabuilding
such asalibrary, designated for apartic-
ular purpose, e.g. reference area

argument /'argjoment/ noun 1. a
disagreement between two or more
people 2. a set of reasons used to try to
convince people

arrange /a'rerndz/ verb to put things
into a correct or desired order

arrangement /o'reindzmant/ noun
something that has been planned,
agreed or put into order

array /a'rer/ noun a set of numbers or
symbols, e.g. experimental data, usually
arranged in a specific order

art book /'a:t buk/ noun abook with
illustrations, dealing with a painter,



assign

sculptor, style of design or other art
topic

article /'a:tik(a)l/ noun 1. a piece of
writing in a newspaper or magazine2. a
message sent to an electronic news-
group

articulated indexing la:
tikjulertid 'indeksig/ noun a method
of producing computer-generated
subject indexes

articulation of information /a:
tikjulerf(e)n  ov  ,nfo'merf(o)n/
noun the way in which information is
presented so that the user can easily
access and understand it

artificial indexing language
f,aitifif(9)l  'indeksmy | lepngwidz/
noun signs and symbols used as a
controlled language in inverted order
for subject indexing

artificial intelligence /a:tifif(o)l
m'telidzans/ noun the design and
development of computers which
attempt to imitate some human charac-
teristics. Abbr Al

artificial language /a:tifif(d)l
'lenpgwid3z/ noun a man-made
language for usein communicating with
computers

artistic map /a:,tistik 'map/ noun a
map made by an artist rather than amap
maker

artwork /'artwsik/ noun drawings,
photographs and text prepared for inclu-
sion in a book or advertisement. Abbr
alw

as abbreviation in Internet addresses,
the top-levdl domain for American
Samoa

ascender /a'senda/ noun 1. the part
of alower case letter suchash, dor b
that projects above the body of the letter
2. alower case letter with an ascender

ascending order /o,sendmy 'orda/
noun a method of organising things so
that each item is bigger than the one
before it or comes later in the system o
The list was arranged in ascending
order fromAto Z.

ASCII /'&ski:/ abbreviation American
Standard Code for Information Inter-
change

ASCIl character /'eski keerikto/
noun a character which isin the ASCI|
list of codes

ASCII file /'eski fa1l/ noun a stored
file containing only ASCII coded char-
acter data o Make an ASCII file of the
document for clients who use different
word-processing software.

ASI abbreviation Australian Society of
Indexers

ASIS abbreviation American Society
for Information Science

ASL abbreviation American Sign
Language

ASLIB /'zzlib/ abbreviation Associa
tion of Information Management

aspect ratio /'&spekt ,rerfiou/ noun
theratio of the width to the height of an
illustration, used especially in computer
graphics. Abbr AR

ASSASSIN /o'sesin/ abbreviation
Agricultural System for Storing and
Subsequently Selecting Information

assemble /o'semb(a)l/ verb 1. to
bring the parts of a collection together
2. to fit the parts of something together
to make it whole

assembly language /o'sembli
Jleengwidz/ noun alow-level computer
programming language

assertion /o's3:f(d)n/ noun a firm
statement of belief

assess /a'ses/ verb to judge the
importance or value of something

‘Measurement is perhaps the least
developed aspect of KM because of
the inherent difficulty of measuring
something that can not bet seen or
touched. However, if the discipline of
KM is to survive and make a long-
lasting contribution, it will need to
achieve greater levels of
standardization and better metrics to
assess its effectiveness.” [Journal of
American Academy of Business]

assessed work /a,sest 'wa:k/ noun
assignments that have been judged as
part of acourse of training

assign /a'sain/ verb to allocate a task
to aperson or send somebody towork in
aparticular place



assignment

assignment /o'sainmont/ noun a
task often given as part of aprogramme
of study

assimilate /o'similert/ verb to learn
and make use of something

assimilation /o,simr'lerf(a)n/ noun
the absorption of ideas or people o The
assimilation of immigrants by the host
cultureisalong process.

assist /a's1st/ verb to help somebody,
e.g. by giving them information

assistant /o'sist(e)nt/ noun some-
body who is employed to help another
in their work

assistant librarian /o,s1st(o)nt lar
‘brearion/ noun somebody who is qual-
ified as a librarian and usually works
with amore senior person

associate noun /o'sousiot/ some-
body you work with m verb /a2'sousiert/
to connect something with another
having a similar background

association /o,sousi'erf(9)n/ noun
1. a group of people or of companies
with the same interest o a book trade
association o a printers association 2.
a relationship between two or more
topics or concepts

association copy /s,sousi'erf(e)n
kopi/ noun acopy of abook which has
aconnection with theauthor, e.g. acopy
given by the author to a friend or the
author’s own copy with his or her notes
init

Association Francaise de
Normalisation /e sosiesion fron
ses do ,noimeli'zaesipn/ noun a
French official body responsible for
issuing standards. Abbr AFNOR

Association of Information
Management /a,sousierf(a)n av
Jnfa'merf(a)n ;maenidzmont/ noun a
body which gives advice and guidelines
on the management of information
within companies, and publishes
ASLIB Information, ASLIB Proceed-
ings and Journal of Documentation.
Abbr ASLIB

assume /a'sjuim/ verb to accept the
truth of something or to take something
on o He assumed responsihility for the
information service.

asterisk /'astoarisk/ noun asymbol in
theform of a star used to mark thingsto
be noted: * m verb to mark something
with an asterisk or a star-shaped
symbol, especially to draw attention to
it

asterism /['aest3iriz(d)m/ noun a
triangle formed of three asterisks which
cdls the reader's attention to a
following passage

asymmetrical digital subscriber
line /&smmetrik(o)l ,didzit(a)l sob
'skrarba ,lain/ noun a high-speed tele-
phone line that can transmit voice and
video data over copper wires. Abbr
ADSL

asynchronous transfer mode /et
,sipkronas 'treensf3: ;moud/ noun a
method for transferring data very
quickly using broadband. Abbr ATM
asyndetic /@sm'detik/ adjective
without cross-references

at abbreviation in Internet addresses,
the top-level domain for Austria
athenaeum /&0a'nerom/ noun an
institution where reading materials are
made available to the public, eg. a
library

atlas /'atlos/ noun abook of maps
ATM  abbreviation  asynchronous
transfer mode

attach /o'taet J/ verb to fasten on o She
asked them to attach the documents for
her information. o to be attached to to
be working with a company or person
for ashort time

attachment /a'tatf/mont/ noun a
compuiter filethat istransferred together
with an electronic mail message
attend /o'tend/ verb to go to o to
attend a meeting o to attend to to deal
with something

attendance /o'tendoans/ noun the
number of people at a meseting
attendant /o'tendont/ noun some-
body employed to serve or help
members of the public in a public insti-
tution or place

attention span /o'tenfon span/
noun the length of time that a person is
able to give undivided attention to
something



authoring

attribute /o'tribju:t/ verb to say that
somebody did something o to attribute
a piece of writing to a particular person
attributed author /s tribjurtid
'2:100/ noun the name of a possible
author when there is doubt about
authenticity

au abbreviation in Internet addresses,
the top-level domain for Australia
audience /'o:dians/ noun a group of
people gathered together to watch or
listen to something

audio /'o:diou/ adjective relating to
material which can be heard

audio book /'s:diou buk/ noun a
book in spoken form recorded on a
cassette or CD

audio conference 'a:diou
konf(a)rons/ noun a meeting that is
held with the use of several linked tele-
phones to connect the people who want
to talk together

audio media /'o:diou ;mi:dia/ noun
communication tools which use sound
only, such asradio

audio tape /'o:diou terp/ noun atape
which is used to record and play back
sounds for listening to

audiovisual /,o:diou 'vizual/ adjec-
tive 1. relating to sound and vision,
especially when combined, eg. in a
presentation using both film and sound
recordings o audiovisual media 2.
relating to hearing and seeing o an audi-
ovisual experience Abbr AV
audiovisual aid /,0:disuvizual 'erd/
noun a teaching or lecture aid that
combines sound and vision, e.g. in the
form of video equipment, software
programs or slides accompanied by
sound recordings

audiovisual materials
/,o:disuvizual  mo'tiorialz/  plural
noun materials that can be listened to
and looked at, such as CDs or dides
with recorded speech

audit /'o:drt/ verb to examine some-
thing officially to make sureit is correct
Audit Commission /owdit ko
'mif(d)n/ noun a government body
which ensures that financial affairs are
conducted according to approved stand-
ards, and examines the accounts of

government departments and local
government organisations

audit trail /'ordit trerl/ noun 1. a
record of all interactions with a system,
kept to assessthelevel of use 2. arecord
showing what operations a computer or
computer user has performed in a
specific period of time

aural /'omral/ adjective relating to
hearing

aural materials /,0:ral mo'tiorialz/
plural noun materials that can be
listened to, such as CDs

aural test /'omral test/ noun atest of
an individud’s ability to listen and
understand

Australian Society of Indexers
/p,strerlion s9,saroti ov 'indeksoz/
noun a professional support group for
professional indexers in Australasia
Abbr ASI

authentic  /o:'Oentik/  adjective
known to be real and not a copy

authentication /o:,0entr'kerf(o)n/
noun a security measure using data
encryption that identifies the user and
verifies that the message was not
tampered with

authenticity /,0:0en'tisiti/ noun the
quality of being authentic

author /'2:0a/ noun somebody who
writes books or articles m verb 1. to be
the author of something o The book is
authored by a college professor. 2. to
create a multimedia presentation or
application by combining text, video,
sound and images using a programming
language or special multimedia
authoring system

author catalogue /'0:00 keetalng/,
author index /'o:0ar ,indeks/ noun a
catalogue which is organised according
to an aphabetica list of writers
surnames

author entry /'a:0ar ,entri/ noun a
catalogue entry under the name of the
person or organisation responsible for
writing or compiling awork
authoring /'o:0ar1g/ noun the act of
creating a multimedia application by
combining sound, video and images,
usually using a script or authoring soft-
ware



authoring software

authoring  software /0:0arip
'softwea/ noun software that allows
users to add their own text and to link
text, pictures and sound within a given
framework
authorise /'2:0arai1z/, authorize verb
to give officia permission for some-
thing to be done
Authorised Version ['o:0oraizd
,v313(a)n/ noun an English trandlation
of the Bible made in England in 1611
AD. Also called King James Bible
authoritative /o:'Opritotiv/ adjec-
tive reliable or official
authority /o:'0orrti/ noun an expert in
thefield
authority control /o:'Ooriti kon
.troul/ noun alist of headingsusedin a
retrieval system
‘In addition, the ability to reassign
records from one authority control
heading to another [in the Open Q
electronic library system] will aid in
correcting the inconsistent author
headings.” [Computersin Libraries]
authority file /o:'0oriti fail/ noun a
list of authoritative forms to be used in
bibliographic records
author’s alterations /,5:00z ,2:lta
'reif(e)nz/ plural noun same as
author’s corrections. Abbr AA
author’s corrections plural noun a
change to proofs which is made by an
author, and which is charged to the
author if too many are made. Also
called author’s alterations. Abbr AC
autobiography /o:toubar'ngrafi/
noun an account of a person’'s life
written by that person
auto-encode /'o:tou 1m,koud/ verb
to select keywords automatically by
computer
autograph /'ortogra:f/ noun the
signature of somebody famous s verb to
sign a copy of the book o He gave an
autographed copy of his novel to the
library.
auto-indexing /'oitou ,indeksip/
noun the process of automatic indexing
using a computer program
automate /'oitomert/ verb to use
machines to do work previously done
by people

automatic /oito'matik/ adjective

able to operate by itself without
constant user input
automatic data processing

/,oitomaetik 'derto ,prousesin/ noun
data processing done by a computer
automatic indexing /,o:itomeetik
'tndeksin/ noun using a computer to
compile an index to a document by
selecting specific words or items in the
text

automation /oito'merf(e)n/ noun
the use of machines to do work with
very little supervision

autonomy /o:'tpnomi/ noun the
opportunity to make one's own deci-
sions without being told what to do by
somebody else

auxiliary /o:g'zilieri/ adjective used
to describe a person or amachine which
hel ps a more important worker
auxiliary language /o:g,ziliori
'lengwid3/ noun a language that is
used by speakers of other languages in
order to communicate

auxiliary  number /oig,ziliori
'namba/ noun an additional number
placed after the class number to allow
materials to be further grouped into
subgroups

AV abbreviation MEDIA audiovisual

availability  /o,verla'biliti/  noun
being able to be obtained, used or seen
o The new books were given limited
availability of one week per person, so
that more people could read them.
available /a'veirlob(d)l/  adjective
ready to be used o available time or
information

a/w abbreviation artwork

award /o'wo:d/ noun 1. a prize given
for doing something well 2. a sum of
money given for a specific purpose o an
award to help you to study m verb to give
aprizeor financia grant

awarding body /s,wordig 'bodi/
noun an organisation which gives a
prize or scholarship
awareness /a'weanas/
knowing about things

axis /'eksis/ noun afixed line against
which other positions can be measured,

noun
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e.g. thevertical and horizontal axesona  az abbreviation in Internet addresses,
graph (NoTE: The plural is axes.) the top-level domain for Azerbaijan



B

bachelor's degree /'bet[sloz di
.griz/ noun a degree awarded on the
successful completion of an undergrad-
uate course at a college or university
and, at some universities, on completion
of ausually short postgraduate course
back /bek/ noun the part of a book
where the pages are glued or stitched to
the binding = adjective published or
issued at an earlier date

back board /'bek bo:d/ noun the
board which forms the back of a book
backbone /'bakboun/ noun US the
spine of a book

back catalogue /bzk 'ket(a)lng/
noun the complete collection of record-
ings, films or books made by an artist or
acompany to date

back copy /'bzk ,kopi/ noun a copy
of an old issue of a newspaper or maga-
zine

back cover /bak 'kava/ noun the
cover at the back of abook or magazine,
which can have publicity matter or
details of the author

backdate /bak'dert/ verb to make
effective from an earlier date than the
current one

backdated /bzk'dertid/ adjective
with the date written earlier than the
current day’s date

back flap /,bek 'flep/, back jacket
flap /,baek 'dzekit flep/ noun aflap
on abook jacket which is folded inside
the back cover

background /'bakgraund/ noun 1.
the context of asituation, which helpsto
explain it 2. scenery behind the main
people and objectsin apicture or photo-
graph

background colour /bzkgravnd
'kala/ noun the colour of a computer
screen display, with characters and
graphics displayed in a different fore-
ground colour

background printing /,beekgravnd
'printig/ noun printing from a
computer while it is processing another
task

background processing
/baekgravnd 'prousesin/ noun execu-
tion of computer tasks that continues
while the user is working with another
application. Once started, background
tasks such as printing or copying data
take place without user input.

backing /'bzkig/ noun money or
support given to a person or an organi-
sation for aparticular project

back issue /'bzk ,1fu:/ noun US
same as back number

back lining /bak 'lamig/ noun a
piece of thin cloth or paper glued to the
sewn spine of abook before the cover is
attached

backlist /'baklist/ noun the range of
books already published by a publisher
that are still in print

backlog /'beklpg/ noun work waiting
to be done and causing delays

back matter /'bzk ,mata/ noun the
parts of a book that appear after the
main text, e.g. the index or an appendix
back number /'bak ,namba/ noun
an edition of a magazine, newspaper or
other document which is not the most
recent edition

back order /'bak ,0:do/ noun an
uncompleted order which is held back



basic stock

for delivery when stock becomes avail-
able

backslash /'bksle[/ noun a punc-
tuation mark o \These words are
between backslashes.\

back title /'bak tart(e)l/ noun the
title on the spine or back of a book
back up / bk 'ap/ verb to make a
copy of computer data to keep in case
anything goes wrong with the original
backup /'bekap/ adjective assistance
o We offer an after sales backup service.
= noun a duplicate copy of afile on a
computer

backup procedure /'bekap pro
,sitrdza/ noun a method of making
backup copies of files

backwards compatible
/beekwadz kom'patab(a)l/ adjective
relating to acomputer hardware or soft-
ware product that is compatible with its
predecessorsto the extent that it can use
interfaces and datafrom earlier versions
bail /be1l/ noun ahinged bar on atype-
writer or printer that holds the paper
steady

.BAK, .bak suffix an extension to a
filename, indicating abackup version of
afile

balance /'balons/ verb a financia
term meaning to keep expenditure equal
to income m noun 1. the positioning of
text and graphics on a page in an attrac-
tive way 2. o in the balance not yet
decided o on balance phrase used to
show that you are giving a considered
opinion

bandwidth /'bendwid®/ noun the
capacity, often measured in bits per
second, of a communication channel,
e.g. aconnection to the Internet

bang /ban/ noun US in typesetting,
the character !

bank /bapk/ noun somewhereto store
things ready for usem verb o to bank on
to rely on something happening
bankrupt /'bepkrapt/ adjective not
having enough money to pay on€e's
debts

bank sort code /,bank 'soit koud/
noun a set of numbers printed on
cheques which identifies a particular
bank

banned /band/ adjective prohibited
from use by authorities
banner /'bana/ noun aheading or title
across the width of a page
banner headline /bzno 'hedlain/
noun an extralarge newspaper headline
BAPLA /'baepla/ abbreviation British
Association of Picture Libraries and
Agencies
bar /ba:/ noun athick band of colour m
verb to prevent somebody from doing
something or going somewhere
bar chart /'ba: tfa:t/ noun agraphin
which the data is represented by hori-
zontal or vertical bars
barcode /'ba:koud/ noun a line of
printed stripes of different thickness
representing a numeric code which can
be read electronically
COMMENT: Barcodes are found on most
goods and their packages. The width and
position of the stripes is sensed by a light
pen or optical wand and provides
information about the goods, such as
price, stock gquantity, etc. The main type
of bar code used in Europe is the
European Article Number (EAN) or the
Universal ~ Product Code (UPC).
Barcodes are used on the backs of
books, giving their ISBN number, and so
helping the computerised stock control in
bookshops.
barcode reader /'ba:koud ri:dal/,
barcode scanner /'barkoud ,skaena/
noun an electronic device used to read
barcodes
base /bers/ verb o to base on to
develop an idea from the foundations of
apreviousidea
baseline /'berslam/ noun the data
used as a reference with which to
compare future observations or results
BASIC /'beisik/ noun a computer
programming language. Full form
Beginner’'s All-Purpose Symbolic
Instruction Code
Basic Curriculum /beisik ko
'rikjalam/ noun in schools in England
and Wales, the National Curriculum
plus religious education
basic stock /beisik 'stpk/ noun
standard titles which are considered
necessary to form the core of an author-
itative book stock. Also called core
stock



basis

basis /'beisis/ noun the foundation or

reason for something

bastard size /'ba:stad saiz/ noun an

odd non-standard size of paper

.BAT, .bat suffix an extension to a

filename, showing that thefileisabatch

file

batch /batf/ noun a group of things

which are made or dealt with all at one

time

batch control /'betf[ kon,troul/

noun a system for organising groups of

products

batch file /'baet fail/ noun a combi-

nation of computer files which are

treated as one unit

batch number /'b&t[ ,namba/ noun

a number used to identify a particular

group

batch processing I'beet[

prausesig/ noun a mode of computer

operation in which programs are

executed without the user being able to

influence processing while it is in

progress
‘First things first, however. Repcol
needs to upgrade its in-house
collections system, and build a live
link  between collections and
financials. Repcol runs the collections
system on an Informix database, but
uses a separate Oracle financials
system running on Linux, batch
processing transactions.’ [The
Australian]

batch system /'bat ,sistom/ noun
away of dealing with tasks in groups
batter /'bata/ noun a defective
impression produced by a faulty
printing plate

battery /'bat(e)ri/ noun a large
number of things or people

bay /ber/ noun a space or area used for
a particular purpose o a book bay in a
library

bb abbreviation in Internet addresses,
the top-level domain for Barbados
BB C abbreviation British Broadcasting
Corporation

BBIP abbreviation British Books in
Print

bcc abbreviation blind carbon copy

.bck suffix an extension to a filename,

showing that the file is abackup file

bd abbreviaton 1. in Internet

addresses, the top-level domain for

Bangladesh 2. pusL bound

bds abbreviation pusL bound in boards

be abbreviation in Internet addresses,

the top-level domain for Belgium

Beginner’'s All-Purpose

Symbolic Instruction Code noun

full form of BASIC

BEI abbreviation British Education

Index

benchmark /'bentfma:k/ noun

something of accepted quality which is

used to provide a standard for compar-

ison

beneficial /benr'fif(s)l/ adjective

providing advantage or benefit

Berne Convention /'b3in kon

,ven[(d)n/ noun the international

agreement on copyright, signed in

Bernein 1886. » convention
COMMENT: Under the Berne Convention ,
any book which is copyrighted in a
country which has signed the convention
is automatically copyrighted in the other
countries. Some countries (notably the
USA) did not sign the Convention, and
the ucc (Universal Copyright
Convention) was signed in Geneva in
1952, under the auspices of the United
Nations, to try to bring together all
countries under a uniform copyright
agreement.

bestseller /best'selo/ noun 1. a

popular book of which a very large

number of copies are sold 2. an author

who writes bestsellers

bestselling /best'seliy/ adjective 1.

far more popular and successful than

other products on sale at the same time

2. making products that are commer-

cialy very successful o a bestselling

author

bf abbreviation PRINTING boldface

B format paperback /bi: ,formaet

'perpabaek/ noun a paperback with the

format 198 x 129mm

bg abbreviation in Internet addresses,

the top-level domain for Bulgaria

bh abbreviation in Internet addresses,

the top-level domain for Bahrain

BHI abbreviation British Humanities

Index



binding

bi abbreviation in Internet addresses,
the top-level domain for Burundi
biannually /bar'enjuali/
issued every two years

bias /'baras/ noun an unfair judgement
influenced by opinions rather than facts

biased /'barost/ adjective holding
views based on opinions rather than
facts

bias phrase /'baros freiz/ noun in
classification, the name of a specific
group for whom awork isintended
biblio /'bibliau/ noun bibliographic
details printed on the back of the title
page

bibliographic /,biblia'graefik/
adjective relating to bibliographies
bibliographical information
/,bibliagreefik (o)l Jnfa'merf(a)n/
noun information about a book such as
the name of the author, number of pages
and ISBN, which is used for library
cataloguing

bibliographic control
/,bibliagrefik kon'troul/ noun the
creation and management of biblio-
graphic records and the system which
enables users to access them

‘This practical volume addresses the
ways a library can manage electronic
collections. The goal is to provide an
overview of management concerns
and issues regarding bibliographic
control in an online environment and
to su?geﬂ tools that are available.’
[Booklist]

bibliographic database
/ bibliogrefik 'dertobers/ noun a
database containing bibliographic infor-
mation, designed to locate specific
items

bibliographic details
/ bibliogreefik 'diiterlz/ plural noun
information about a publication, often
printed on the back of the title page,
which enables it to be identified, e.g.
date of publication and ISBN
bibliographic entry /,bibliagraefik
‘entri/ noun details of written material,
set out in alist for reference
bibliography /,bibli'pgrafi/ noun 1.
alist of books and other written mate-
rials on one particular subject 2. alist of

adverb

books or articles referred to in another
book or article

bibliomania /,biblisuv'menia/ noun
an obsession with collecting books
bibliophile /'bibliaofail/ noun a
person who loves books, especialy
somebody who collects old, rare or
beautiful books o The book has been
published as a limited edition for bibli-

ophiles.
bifurcate classification /bar
faikert  klasifr'kerf(e)n/ noun a

system of classification based on
branching positive and negative pairs
bilingual /bar'lingwsl/ adjective in
two languages o a bilingual dictionary»
monolingual, multilingual

bilingual text /bar liggwal 'tekst/
noun text which is given in two
languages, usualy with the texts on
facing pages

billion /'biljan/ noun 1. in the UK, a
million million 2. in the US, athousand
million

bimonthly /bar'man6li/ adjective
issued or published every two months
binary /'baimari/ adjective relating to
anumerical system using only the digits
0 and 1, used especially in computing
binary file /'bamori fail/ noun a
computer file that containsdatain araw
or nontext state made up of characters
that only a computer can read. Execut-
able programs are stored and trans-
mitted in binary files, as are most
numerical datafiles.

binary search /'bamori s3:t [/ noun
a system of searching by repeatedly
rejecting one of apair until the required
itemisfound

binary system /'bamoeri sistom/
noun a humber system based on two
digitsonly, usually 1 and 0

bind /baind/ verb to join the pages of a
book together and enclose them in a
cover (NOTE: binding — bound)
binder /'bainda/ noun a person or
company that specialises in binding
books

bindery /'baindari/ noun a factory
where books are bound

binding /'baindiy/ noun 1. the cover
of abook 2. the act of putting acover on



binding record

a book m adjective demanding an obli-
gation o The contract was binding in
law.

binding record /'baindig ,reko:d/
noun a record of all books sent to the
binder

bio /'barou/ noun abiographical work
biodata /'barouderta/ noun informa-
tion relating to a particular person and
his or her financial, professional or
educational history, stored in adatabase
and used, e.g. in banking, job recruiting
and marketing

biographee /baingro'fiz/  noun
somebody whose life is described in a
biography

biographical details
/ barograefik(9)l 'dirteilz/ plural noun
information about the main events in
somebody’s life

biography /bar'vgrofi/ noun an
account of somebody’s life and work
written by another person
bioinformatics /,barou,infa
'maetiks/ noun the use of computers to
extract and analyse biological data,
especialy in studying DNA

BIS abbreviation Business Information
Service

bit /brt/ noun abinary digit, 0 or 1

bit map /'bitmap/, bitmp noun afile
format for storing images in which data
in the file represents the value of each
pixel

bitmapped font /bitmapt 'font/
noun a screen or printer font with char-
acters formed as a pattern of pixels or
dots

bitmapped graphics /bitmapt
'greefiks/ plural noun images whose
individual pixels can be controlled by
changing the value of the stored bits
BITNET /'bitnet/ noun a network
used to connect mostly academic sites
and computers and allows transfer of
electronic mail and listserver applica-
tion

biweekly /bar'wi:kli/ noun a publica-
tion that appears every two weeks

biz abbreviation in Internet addresses,
the generic top-level domain for busi-
nesses

BL abbreviation British Library

black box /blek 'boks/ noun a
device used for converting protocols
from one computer system to another,
such asfor converting datafrom amicro
to a phototypesetter

black list /'blaek list/ noun alist of
companies, countries or people who are
banned from trading or using goods or
services m verb to make alist of untrust-
worthy people or organisations

black market / blek 'ma:kit/ noun
illegal trading

blackout /'blekauvt/ noun the with-
holding of news or information about a
subject, especially by official sources
BLAISE /bleiz/ abbreviation British
Library Automated Information Service
BLAISE Records /'bleiz ;reko:dz/
plural noun online machine-readable
records from the MARC database for
use on automated catal ogues

blank /bleegk/ noun an empty spacein
a form = adjective empty or with
nothing on it o a blank tape o a blank
piece of paper

blank cheque /,blaenk 't fek/ noun 1.
a bank cheque with the amount of
money to befilled in by the recipient 2.
the authority to do whatever you
consider to beright

blanket agreement /blepkit o
'gritmant/ noun agreement which
covers many items

blanket order /'blangkit ,5:da/ noun
an order with several different items
blast freeze /'bla:st friiz/ verb to
reduce the temperature to below
freezing using very cold air, sometimes
used as a method for conserving wet
paper

BLDSC abbreviation British Library
Document Supply Centre

bleed /bli:d/ noun 1. page design
where the illustrations run off the edge
of the trimmed page o The double-page
spreads are all bleeds. 2. overtrimmed
margins when binding, cutting off the
edge of the type m verb to print some-
thing, or be printed, so that part of it is
cut off by the edge of the page

blind /blaind/ adjective done without
preparation or the relevant information



boilerplate

blind carbon copy /blaind
ka:ban 'kopi/ noun afeature of many
electronic mail programs that allows a
user to send one message to severa
users at atime (a carbon copy) but does
not display this list to the recipients.
Abbr bce

blind reference /,blaind
'ref(a)rons/ noun areference in a cata-
logue or index to a heading which has
no entry

block capital /blok ‘'keeprt(ae)l/
noun an upper case letter, e.g. A, B, C,
as opposed to lower case a, b, ¢

block letter /blok 'leto/ noun a
compressed sans serif typeface or indi-
vidual letter

block letter style /,blok 'leto ,starl/
noun a style of writing using only
capital letters

block markers /'blok ,ma:koz/
plural noun two markers inserted at the
start and finish of a section of data to
indicate a special block which can then
be moved or deleted or copied as a
single unit

blog /blog/ noun ONLINE same as
weblog m verb to create or run aweblog

‘Employees are no different to
customers. They are besieged by
information from an increasing
number of sources. It places a greater
imperative on management to engage
with staff first. In aworld of blogsand
RSS feeds, communications heads
increasingly need to make instant
decisions based on the speed at which
newstravels.’ [PR WeeK]
blogger /'bloga/ noun a person who
creates or runs aweblog
blogosphere /'blpgs,sf1a/ noun the
World Wide Web environment in which
bloggers communicate with each other
blogware /'blogwea/ noun computer
software tools for creating aweblog
blow up /,blou 'ap/ verb to enlarge a
photograph
blowup /'blau,Ap/ noun a photograph
or illustration greatly enlarged for exhi-
bition purposes
BLR&DD abbreviation British Library
Research & Development Department

blue-pencil /blu: 'pensil/ verb to
edit a piece of writing by marking it, in
order to shorten, censor or delete it
blueprint /'bluiprint/ noun 1. a
photographic copy of construction
plans usualy printed in white on blue
paper 2. a detailed plan of something
blurb /bls:b/ noun a short piece of
writing that prai ses and promotes some-
thing, especially a paragraph on the
cover of abook

blurred /bls:d/ adjective unclear
because thereis no distinct outline
BMJ abbreviation British Medical
Journal

.bmp suffix a file extension for a bit
map file

bn abbreviation in Internet addresses,
the top-level domain for Brune

BNB abbreviation British National
Bibliography

bo abbreviation in Internet addresses,
the top-level domain for Bolivia
board /bo:d/ noun 1. thick sturdy
material used to form the foundation of
book covers, made from pressed fibres
and usually covered with cloth or other
material 2. one piece of this material,
cut to size 3. the controlling group of
people in a company or organisation
also known as the board of directors o
across the board decision or action
which affects everyone in a particular
group

board meeting /'bord ,miztig/ noun
a meeting of the directors to discuss
company business

board room /'bo:d ruim/ noun a
room where board meetings are held
Bodleian /'bodlian/ noun the main
library of Oxford University, one of
England’s copyright deposit libraries
body /'bodi/ noun 1. an official group
of people 2. the main part of the text in
adocument

boil down /boil 'davn/ verb to
condense or summarise something such
asinformation or text

boilerplate /'borloplert/ noun US
fixed or formulaic language such asthat
used in legal forms and documents, e.g.
powers of attorney and authors
contracts



bold

bold /bauld/ adjective having darker,
thicker lines than standard type, fonts or
lettering m noun type, fonts or lettering
with darker, thicker lines than is
standard, used for emphasis m verb to
set, print, or display text in bold type
boldface /'bouldfers/ adjective,
noun, verb PRINTING Sameashbold. Abbr
bf

bold type /'boauld tarp/, bold face
I'bauld fers/ noun same asbold

book /buk/ noun a collection of pages
containing text and sometimes pictures,
bound together inside a cover

Book Aid International /,buk eid
Jnta'nzf(a)nal/ noun a service which
collects unwanted books from individ-
uals and institutions and sends them
abroad to help fight illiteracy, and also
encourages local publishing

book bay /'buk be1/ noun an areain a
library surrounded by bookshelves
bookbinder /'buk,bainds/ noun
somebody who binds books, especially
as aprofession

bookbinding /'buk,baindig/ noun
the art of binding books

book bus /'buk bas/ noun a bus
converted to act as a mobile library
usualy inresidential areas

bookcase /'bukkers/ noun a piece of
furniture with shelves for books

book cloth /'buk klpob/ noun a
covering material for cased books, espe-
cialy library editions

book club /'buk klab/ noun a system
of buying and selling books by post,
usually on specialist subjects

book club edition /'buk klab 1
dif(a)n/ noun an edition of a book
specialy printed and bound for a book
club for sale to its members

book cover /'buk kava/ noun a
paper cover which is put on a book to
protect it or to make it attractive. Also
called book jacket, book wrapper
book design /'buk d1,zam/ noun the
design of a book, both the typography
and the page layout

book designer /'buk dr,zama/ noun
a person who designs books

book distribution 'buk
(distribjuzf(a)n/ noun a system of

delivering books to institutions or
people

book donation /'buk dou,neif(a)n/
noun abook given to an organisation as
agift

bookend /'bukend/ noun one of a
pair of supports used to keep a row of
books upright

BookExpo America/,bukekspau o
'merika/ noun a book far held in
Chicago in May/June, formerly called
the ‘ABA’

book export /'buk ,ekspo:t/ noun a
book produced in one country and sold
in another

book fair /'buk fea/ noun a trade

exhibition with the object of publi-

cising, selling and exchanging books
COMMENT: The major international fairs
are held all year round. The most
important are the London Book Fair
(April); the Bologna Book Fair
(April/May); the Paris Salon du Livre
(May); the  BookExpo  America
(May/June); the Moscow Book Fair
(September); the Frankfurt Book Fair
(October). There are many other book
fairs in various countries; and many
specialised fairs as well. Book fairs have
existed as meetings for trade since books
were invented: the Frankfurt Book Fair
existed even in the later Middle Ages.
Originally they were places where
merchants could buy and sell
manuscripts; they have always had an
international element, and even the
earliest book fairs were patronised by
dealers from various countries in Europe.
Book fairs can now be divided into two
main categories: (a) rights fairs (like the
Frankfurt Book Fair, or the London Book
Fair), where publishers sell rights in
books to publishers from other countries,
and also meet agents and
representatives; and (b) selling fairs
(such as the Geneva Book Fair) where
books can be sold to the visitors from the
stands

booking /'bukig/ noun an arrange-
ment to reserve something o The book-
ings were low for the theatre perform-
ance.

book jacket /'buk ,dzekit/ noun
same as book cover

bookkeeping /'bukki:pig/ noun the
activity of keeping records of the
income and expenditure of an organisa-
tion or company



boost

book learning /'buk 13:mniy/ noun
knowledge obtained from books instead
of from experience

booklet /'buklat/ noun a small book
with a paper cover, often used for infor-
mation

book list /'buk list/ noun a list of
books on a specific subject or by a
particular author

booklore /'buklo:/ noun information
about books, especially their authors
and the circumstances of their publica
tion

booklouse /'buklavs/ noun a small
wingless insect that destroys books by
feeding on the paste used in the binding
(NOTE: The plural is booklice.)
bookmaker /‘bukmeiks/ noun a
book designer, printer or binder
bookmark /‘bukma:k/ noun 1. a
narrow strip of material or paper used to
mark the place in a book where the
reader has stopped reading temporarily
2. acode used by a multimedia title or
web browser that allows the user to go
back to the same point again in the
future

book market /'buk ,ma:kit/ noun
the number of potentia buyers for
books

bookmobile /'bukma,bi:l/ noun US
a large motor vehicle equipped as a
small lending library, used for taking
books to people, especially in rurd
areas

book paper /'buk ,peipsa/ noun
specia paper used for printing books
book plate /'buk plert/ noun adeco-
rated piece of paper stuck in the front of
the book with the name of the owner
written or printed on it

book review /'buk r1,vju:/ noun crit-
ical comments on a book, especialy
when it isfirst published

bookseller /"buksela/ noun a person
or company that sells books
bookshelf /'bukfelf/ noun a hori-
zontal piece of wood or metal used to
store books (NOTE: The plural is book-
shelves.)

bookshop /'bukfop/ noun a shop
which specialises in selling books

Books in Print /bukz i 'print/
noun s British Books in Print
bookstall /'buksto:l/, bookstand
/'bukstend/ noun atablein amarket or
fair where books are sold

bookstore /'buksto:/ noun 1. aspace
in alibrary devoted to storage of books
and documents not frequently used 2.
US same asbookshop

book token /'buk toukan/ noun a
card bought to give as a gift which can
only be used to buy books

book trade /'buk trerd/ noun the
business of buying and selling books

Book Trust /'buk trast/ noun an
independent body, formerly known as
the National Book League, which
promotes books and reading and also
offers an information service

bookwork /'bukws:k/ noun the
keeping of financial records
bookworm /'bukwsim/ noun a

person who is very fond of reading

‘Cardiff is a city of bookworms,
compared to its European
counterparts. Each resident takes out
an average of seven books a year
[from the library] — above the
European average — but not a patch on
Ljubljana in Slovenia, where the
figure is 21 books a year.’ [South
Wal es Echo]

book wrapper /'buk ,raps/ noun
same asbook cover

Boolean /'bu:lion/ adjective using a
system of symbolic logic that uses
combinations of logical operators such
as ‘AND’, ‘OR’ and ‘NOT’ to deter-
mine relationships between entities.
Boolean operations are extensively used
in writing computer programs and in
computer searches using keywords.
Boolean logic /bu:lion 'lodzik/
noun rules set down to simplify logica
functions in searching

Boolean operator  /bu:lion
'pparerta/ noun a connecting word or
symbol that allows a computer user to
include or exclude items in a text
search, eg. ‘and’, ‘or’ and ‘not’

boost /bu:st/ verb to increase some-
thing o to boost the market for books



bootleg

bootleg /'bu:tleg/ adjective some-
thingwhichisimported or sold illegally
boot up /buit 'ap/ verb to load the
operating system or programs automat-
ically into a computer

border /'bo:da/ noun a strip, line or
band around the edge of something
borderline /'bo:dolain/ adjective
only just acceptable o He was a border-
line case in the examination, but they
allowed himto pass.

borrow /'borou/ verb to take away

temporarily with the intention of
returning it
borrower card /'borouvs ka:d,

borrower ticket /'borauva tikit/ noun
acard issued to amember of alibrary so
that items borrowed can be recorded in
his or her name

borrowings /'borauigz/ plural noun
books borrowed from alibrary

borrowing  system /'boroulp
,sIstom/ noun a system for organising
items which are taken away temporarily
and need to be returned

bot /bot/ noun a computer program
performing routine or time-consuming
tasks such as searching websites auto-
matically or semi-independently
bottom line /,botom 'lamn/ noun the
most important consideration in a
discussion

bottom price /'botom prars/ noun
the lowest possible price

bounce /bauns/ noun eectronic mail
that isreturned to the sender becausethe
address is incorrect or the user is not
known at the mail server m verb (of an e-
mail message) to fail to be delivered o
If you send email to an incorrect
address it bounces back to your
mailbox.

bound /baund/ adjective used to
describe a book or other written docu-
ment that has a permanent, usually hard,
cover

bound journal /baund 'd33:nal/
noun a set of regular journal issues
collected in date order and put inside a
stiff cover

bounds /baundz/ plural noun the
limits of what can be done

bowdlerise I'bavdloraiz/,
bowdlerize verb to change a text by
omitting anything which may be
thought to be offensive, so called after
Thomas Bowdler who in 1818 ‘ cleaned
up’ an edition of Shakespeare's plays
box /boks/ verb to pack into boxes for
transport or sale

box number /'boks ,namba/ noun a
number used as an address, often in
reply to an advertisement in a news-
paper or magazine

BPM abbreviation business process
management

br abbreviation in Internet addresses,
the top-level domain for Brazil

brace /brers/ noun either of a pair of
symbols, { }, used singly in printing or
writing to group items together in a
table or list or as a pair in mathematical
formulae. Also called curly bracket
bracket /'brekit/ noun 1. a punctua-
tion mark put on either side of aword or
phrase to show that it contains addi-
tional information o (These words are
inside brackets.) 2. a piece of metal or
wood fastened to a wall to support
something

bracket together /,brekit to'gedo/
verb 1. to put two or more things
together because they are thought to be
similar 2. to print bracketsround severa
itemsto show that they are treated in the
same way and separated from the rest of
the text

Braille /brerl/ noun a system of
printing that enables blind people to
read by feeling with their fingers letters
which are printed as groups of raised
dots

Brailler /'breirls/ noun a machine
similar to atypewriter that prints Braille
brainstorm /'breimnsto:m/ verb to
gather together the random thoughts on
a given subject of all the people at a
meeting or seminar

branch /bra:nt / noun alocal subsec-
tion of abusiness or organisation
branching classification
/'bra:nt 1y kleesifikerf(a)n/ noun a
system of classification with two or
more main divisons which can be
further subdivided as often as necessary



British Standards Institution

branch library /'braintf latbrari/
noun a library which serves a specific
areaand isaccountableto amain library
branch manager /bra:ntf
'meenid3a/ noun a person who runs a
local branch

brand name /'brend neim/ noun a
version of a product recognised by a
name or design

breach /bri:t [/ verb to break an agree-
ment or contract

breach of contract /briit] ov
'kontrakt/ noun failureto carry out the
terms of an agreement

break down /breik 'dauvn/ verb to
separate something into smaller parts so
that it is easier to deal with
breakdown /'breitkdaun/ noun a
summary, explanation or analysis of
data items collected

break even /breik 'izv(o)n/ verb to
make enough money to cover one's
expenses but making neither aprofit nor
aloss

break into /,breik 'intu/ verb to usea
computer system without permission
bridge /bridz/ verb to overcome
differences between people o to bridge
an information gap to provide relevant
information

brief /bri:f/ noun a set of instructions
needed to perform atask, often used for
legal instructions

briefing /'bri:fig/ noun a meeting at
which people are given instructions and
information

British Association of Picture
Libraries and Agencies noun a
support group providing information
guidelines and standards for specia
picture libraries. Abbr BAPLA

British Books in Print /britif
buks I 'print/ noun a publication
containing bibliographical details of all
published books in the UK. Abbr BBIP
British Broadcasting Corpora-
tion / britif '‘bro:dka:stin
koiparerf(a)n/ noun the controlling
body for most radio and sometelevision
in Britain. Abbr BBC

British Council /,britif 'kauvns(a)l/
noun a government-funded body to
promote the United Kingdom abroad by

means of information offices, cultural
relations, educational aid schemes and
agencies for low-priced book schemes

British Education Index /britif
,edju'kerf(a)n ,indeks/ noun an index
to articles about education from over
250 periodicals with online access
through DIALOG. Abbr BEI

British Humanities Index /britif
hjui'menitiz ,indeks/ noun a quar-
terly index to articles in periodicals
about the humanities published by the
Library Association. Abbr BHI

British Library /britif ‘'larbrori/
noun the nationa library of the UK
which contains a copy of every publica-
tion in Britain through the copyright
deposit system. Abbr BL

British Library Automated Infor-
mation Service /britif larbrori
Loitomertid [ info'merf(o)n | s3ivis/
noun an online information retrieval
system provided by the British Library,
now divided into BLAISE-LINE
standard hbibliographic database and
BLAISE-LINK online database host.
Abbr BLAISE

British Library Document
Supply Centre /britif 1laibrori
,dokjumont so'plar ,senta/ noun a
closed collection kept for use by inter-
library loan. Abbr BLDSC

British Library Research &
Development Department
/britif larbrori rr,s3:itf on dr
'velopmont di,pa:tmont/ noun part of
the British Library devoted to research
into all aspects of library and informa-
tion work. Abbr BLR&DD

British National Bibliography
/,britif ,naf(a)nal ,bibli'pgrafi/ noun
an organisation which issues a weekly
list in printed form and on CD-ROM of
all the books published in Great Britain
and produces monthly and annual
cumulative indexes. Abbr BNB

British Society of Indexers
/,britif so,sarati ov 'indeksoz/ noun a
support association for professional
indexers. Abbr BSI

British Standards Institution
/britif 'stendadz ,mstrtjuzf(s)n/
noun the approved British body for the
preparation and publication of national



broad

standards for the production of goods
and services. Abbr BSI

British Talking Book Service for
the Blind noun an organisation which
arranges for written materials to be
recorded on to audio tape so that blind
people can listen to them

broad /bro:d/ adjective comprehen-
sive in content, knowledge, experience,
ability or application

broadband /'bro:dband/ noun a
connection to the Internet that allows it
to remain connected while still using
phone and fax facilities on the same
line, since many signals can be trans-
mitted simultaneously m adjective able
to transfer large amounts of data at high
speed

broadcast /'bro:dka:st/ noun a
programme made for transmission on
radio or television m verb 1. to send out
words, music or signals by radio waves
2. to make widely known

broadsheet  /'bro:dfiit/  noun
anything printed on large sheets of
paper, but especialy one of the more
Serious newspapers

broad term /'bro:d t3:m/ noun an
indexing term heading a string of
narrower terms

brochure /'braufa/ noun a magazine
or booklet with pictures giving informa-
tion about a product or service

broken order /,broukon 'a:da/ noun
asystem which is not in the expected or
normal order, used deliberately in
unusual circumstancesto facilitate use

broker /'brouka/ noun a person who
does the business of buying and selling
for somebody else

brokerage /'broukorid3/ noun the
business of buying and selling goods
and servicesfor other people

Brown issuing system /'braun
JIfurg sistom/ noun a system of
recording loans from a library which
uses individual book cards, which are
kept in members small cardboard
tickets until the book is returned

browse /bravz/ verb 1. to look

through a book, magazine, database or
shop in a casua way without definite

intentions 2. to view data in a database
or online system

browser /'bravzo/ noun a software
program that is used to navigate through
WWW pages stored on the Internet. »
web browser

browsing /'bravzig/ noun the act of a
user moving through text or a multi-
media application in no particular order

BRS noun an online database host

brush up /,braf 'ap/ verb torefresh or
renew knowledge of or skill in some-
thing

bs abbreviation in Internet addresses,
the top-level domain for Bahamas

BSI abbreviation 1. British Society of
Indexers 2. British Standards Institution

bt abbreviation in Internet addresses,
the top-level domain for Bhutan

BTEC /'biitek/ noun a work-related
technica qualification, usually at
school-leaving level

BUBL /'bab(a)l/ noun an electronic
discussion list subscribed to by librar-
ians worldwide. Full form Bulletin
Boards for Libraries

‘BUBL isan excellent resourcein that
it combines classification of resources
in a familiar way with hyperlink
availability...In our search example,
Scientolo information is found
under “Other Religions’ and we have
a good online reference to likely
impartial information.” [Law Now]

Buchmesse /'buxmesa/ noun a
German book fair, such asthe Frankfurt
Book Fair

buckram /'bakrom/ noun a coarse
cotton or linen fabric that has been stiff-
ened with starch, gum or latex, used in
bookbinding

budget /'bad3z1t/ noun afinancial plan
showing how much money is available
and how it is proposed to spend it m verb
to alow pre-determined amounts of
money for specific purposes

buffer /'bafa/ noun a temporary
storage area for data being transmitted
between two devices that function at
different speeds. A buffer enables a
faster device such as a computer to
complete sending the data and begin



buy into

another task without waiting for a
slower device such as a printer.

bug /bag/ noun 1. a problem or
mistake in a computer program 2. a
tracking or surveillance device

built-in / bilt 'in/ adjective included as
part of the original structure or plan
built-in obsolescence /'bilt m
pbsa,les(a)ns/ noun deliberate features
of the design which will cause a piece of
equipment to become out of date and
need to be replaced

bulk /balk/ noun alarge quantity o the
bulk of something most of it o to buy
in bulk to buy large quantities

bulk purchase /,balk 'pa:t1s/ noun
the act of buying a large quantity of
something to obtain a cheaper price
bulk storage /,balk 'stoirrdz/ noun
the act of storing large amounts of infor-
mation on a database

bullet /'bulit/ noun alarge printed dot
used to highlight itemsin aprinted list
bulletin /'bulrtin/ noun a short report
on the latest situation

bulletin board /'bulitin bo:d/ noun
an electronic discussion network and
information database

bullet point /'bulit pomt/ noun
PRINTING Same as bullet

bumf /bamf/ noun unwanted or unin-
teresting printed material, especially
official forms and documents
bundled service /band(s)ld
's31vis/ noun a collection of severa
different services sold as a package
bureau /'bjuarou/ noun an office
organisation or government department
that collects and distributes information
burn /ba:n/ verb to copy dataon to a
CD-ROM or DVD-ROM. It can then be
used to transport the content or to create
multiple copies.

burnishing /'bainifiy/ noun the
process of polishing the gold or silver
leaf on edges of books to give it a
brighter appearance

burst /ba:st/ noun an amount of data
sent or received in one operation

bus /bas/ noun 1. a communication
link consisting of a set of leads or wires
which connects different parts of a
computer hardware system, and over

which data is transmitted and received
by various circuits in the system 2. a
centra source of information which
supplies several devices

business /'biznis/ noun an organisa
tion that produces and sells goods or
provides a service

business card /'biznis ka:d/ noun a
small card giving the name and business
details of a person

business computer /'biznis kom
,pjuita/ noun a powerful small
computer which is programmed for
specia business uses

Business Information Service
/,biznis ,infa'merf(a)n ,s3:vis/ noun a
service to promote awareness of the
British Libraries’ holdings on business
information, based at the Science Refer-
ence and Information Service. Abbr BIS
business letter /'biznis leta/ noun
aletter which is sent from one company
to another about business matters
businesslike /'biznislark/ adjective
working in an efficient and timesaving
way

business plan /'biznis plaen/ noun a
proposa for a new business, presented
to a bank or other ingtitution when
asking for aloan

business process management
/'biznis ,prouses ;manid3zmant/ noun
the theory of how to best organise proc-
esses in business for maximum effi-
ciency. Abbr BPM

business relationship /'biznis r1
Jle1rf(a)nf1p/ noun the way people in
business work together

business school /'biznis sku:l/
noun a college where people are taught
how to manage a business or other
organisation

business system /'biznis ,sistom/
noun a way of organising business
following afixed set of rules

BUSLIB /'bizlib/ noun an electronic
bulletin board for business libraries
button /'bat(a)n/ noun a picture on a
computer screen which can be used with
amouse to perform specific functions
buy into /,bar 'intu/ verb to buy part
of abusiness or organisation in order to
gain some control



buy out

buy out /,bar 'aut/ verb to buy some-
body’'s share of a business that you
previously owned together

buzzer /'baza/ noun an electronic
device making a loud hum, often used
asan alarm

by abbreviation in Internet addresses,
the top-level domain for Belarus
byline /'barlain/ noun alinegiving the
name of the author of a newspaper or
magazine article

by-product /'bar ,prodakt/ noun 1.
something that is an unexpected or
unplanned outcome of a situation 2.
something that is produced during the
manufacture of something else

byte /bait/ noun a measurement used
to express data or memory capacity of a
computer

bz abbreviation in Internet addresses,
the top-level domain for Belize



C

© symbol a symbol denoting copyright,

placed by law before the name of the

owner of the copyright and the year of

first publication
COMMENT: The symbol adopted by the
Universal Copyright Convention in
Geneva in 1952. Publications bearing the
symbol are automatically covered by the
convention. The copyright line in a book
should give the © followed by the name of
the copyright holder and the date.

C abbreviation 1. PUBL chapter 2. HIST

circa

ca abbreviation in Internet addresses,

the top-level domain for Canada

ca. abbreviation circa

cabinet /'kabmoat/ noun a piece of
furniture with doors and drawers used
for storing things. » filing cabinet
cable /'kerb(a)l/ noun a flexible wire
link for electrical equipment

cable television /keb(d)l telr
'viz(a)n/, cable TV / keib(a)l ti:'vii/
noun a system whereby signals are
relayed to viewers' homes by fibre optic
cables often underground

cache /kef/ noun an area of high-
speed computer memory used for
temporary storage of frequently used
datam verb to store datain a cache
cache memory /'ke[ ,mem(o)ri/
noun a section of high-speed memory
which stores data that the computer can
access quickly

CAD /kead/ abbreviation computer-
aided design

CAL abbreviation
learning
calculated /'kealkjulertid/ adjective
planned to have a particular effect

computer-ai ded

calculator /'kelkjulerta/ noun an
electronic device for working out the
answers to numerical problems
calendar /'kelinda/ noun a printed
table or chart which shows the days,
weeks and months of the year
calendar month /'kelinde man6/
noun a period of time, usually 30 or 31
days, measured according to an estab-
lished western calendar rather than
natural changes of the moon

calendar year / kelinds 'j1a/ noun a
period of time, usually 12 months,
measured according to an established
western calendar rather than natura
changes of the moon

calfskin /'ka:fskin/, calf /ka:f/ noun
a soft type of leather used in book-
binding

calligraphy /ka'ligrofi/ noun the
artistic use of handwriting

call mark /'kol ma:k/ noun LIBRARIES
same as shelf mark

call number /'ko:l ;namba/ noun a
number used to identify and locate a
book. » spine number

call slip /'kol slip/ noun a form for
requesting alibrary book that is not kept
on the shelves used by the public

call up /,ko:l 'Ap/ verb to instruct a
computer to find and display a partic-
ular piece of information

camcorder /'’kemkos:da/ noun a
small video recorder which can be held
in the hand

camera-ready /'kem(a)ro redi/
adjective relating to materia in its final
publishable format, ready to be photo-
graphed or electronically scanned for
the purpose of preparing printing plates



camera-ready copy

camera-ready copy /kem(o)ro
redi 'kopi/, camera-ready paste-up
/ kem(a)ra ,redi 'perst ,Ap/ noun a
typescript which is ready to be photo-
graphed as part of book production.
Abbr CRC, CRPU

campus /'’kempas/ noun an area of
land containing the main buildings of a
college or university

cancel /'kens(o)l/ verb to cause
something such as a cheque or reserva-
tion to be no longer valid

cancelbot /'kens(s)lbot/ noun a
computer program that cancels
unwanted articles sent to an Internet
newsgroup by a particular user

cancellation / kansa'lerf(a)n/ noun
an instruction to say that something is
no longer needed

cancel out /keens(s)l 'aut/ verb to
combine two things having opposite
effects so asto produce no effect
candidate /'keendidert/ noun 1. a
person who is being considered for a
job, or who is standing for election 2.
someone who is taking an examination
3. aperson or company that is consid-
ered suitable for a particular purpose o
Small libraries are likely candidates for
closure.

capability /,kerpa'bilrti/ noun ability
to do something o the capability to
understand computers

capable /'keipab(a)l/ adjective able
to do things well

capacity /ko'pesiti/ noun 1. the
amount that something can hold 2. (in
industry) the amount that can be
produced or work that can be done
capacity planning /ko'pasiti
pleenin/ noun planning work so that
the best use is made of the abilities and
equipment available

capital /'keeprt(a)l/ noun money that
isused to set up abusiness or invested to
make more money

capital expenditure / kaprit(o)l 1k
'spenditfa/ noun money spent on
equipment or buildings

capital letter / keprt(a)l 'leta/ noun
the upper case form of a letter used at
the beginning of sentences and names,

e.g. A, B, C asopposed to a, b, c. Abbr
cap
caption /'kepfon/ noun a note or
heading to a picture or illustration
capture /'kaptfo/ verb to obtain
control over something o to capture the
mar ket
carbon copy /ka:ban 'kopi/ noun
full form of cc
card /ka:d/ noun apiece of thick, stiff
paper
card catalogue /'ka:d keatslog/
noun alist of contents written on index
cards and arranged according to a
system which aids retrieval
card file /'ka:d fail/ noun comm,
LIBRARIES same as card index
card index /'ka:d ,indeks/ noun a
series of cards, usually standard size
12.5 x 7.5 cm, used to record holdings
and kept in specially designed drawers
or boxes
card-index /'ka:d ,indeks/ verb to
put information onto a card index
card-index file /'ka:d ,indeks fail/
noun information kept on filing cards
career ladder /ka'rio leedo/ noun
the steps by which a person gains
promation in their chosen career
‘The need for role models is
paramount in a male-dominated
Industry and, with so few women on
the upper rungs of the IT career
ladder, a significant change is needed
in the way companies recruit and
promote their senior I T staff to makea
real difference.” [Evening Standard]

career stage /ko'r1o sterdz/ noun
thelevel of progress made in promotion
caret mark /'kerot ma:k/, caret
sign /'kaerat sain/ noun aproofreading
symbol to indicate that something
should be inserted into the text
Carnegie library /kaz,ni:gi
'latbrari/ noun a public library system
that was developed nationaly from
money donated by Andrew Carnegie
(1835-1919), a Scottish-born American
who gave money to public education
and libraries

carrel /'karel/, carrell noun an
enclosed area for private study within a
larger spacelike aclassroom or alibrary



catalogue card

carriage return/line feed / keridz
rit3in 'lain  fird/ noun a key that
moves the cursor or print head to the
beginning of the next lineand movesthe
paper or text up by one line. Abbr
CRI/LF
carry /'keaeri/ verb 1. to transport some-
thing from one place to another 2. to
contain or broadcast o The newspaper
carried a full report on the event.
carry on /keri 'on/ verb to continue
to do something
carry out/ keaeri 'aut/ verb to perform
atask
carry over /keri 'auvel verb (in
accounts) to teke a total from the
bottom of one page to the top of the next
carry through / keri '0ru:/ verb to
continue an action until it is finished
cartel /ka:'tel/ noun agroup of similar
companieswhich agreeto control prices
to prevent competition
cartographer /ka:'tografo/ noun a
person who draws maps
cartographic / ka:to'grafik/ adjec-
tive relating to mapso Thelibrary had a
large cartographic collection.
cartography /ka:'tografi/ noun the
art of drawing maps
cartoon /ka:'tuin/ noun 1. the first
draft of a drawing done on paper which
can be transferred to larger paintings 2.
a comic or satirica drawing 3. an
animated film made by photographing a
series of drawings
cartridge /'ka:trrd3/ noun a remov-
able device made of a closed box
containing a disk, tape, program or data
cartridge paper /'ka:trid3 ,peipa/
noun strong, thick, usually white paper
used for drawing
COMMENT: Cartridge paper is so called
because it was originally used for making
cartridges for bullets. It is made from
chemical pulp, sized, and is very white.
case /kers/ noun a stiff cardboard
cover glued onto a book formed of two
pieces of cardboard and the spine o The
library edition has a case and jacket. m
verb to bind a book in a stiff cardboard
cover

case binding /'keis ,baindip/ noun
1. a stiff cardboard cover o The trade

edition has a case binding. 2. the action
of binding a book in a hard cardboard
cover

casebound /'keisbaund/, cased
/keist/ adjective enclosed in a hard
cover o The book was available in both
casebound and paperback versions.
cased book /kerst 'buk/ noun a
book which is bound in a hard cover
casein glue /'kersiin glu:/ noun a
glue used in bookbinding and in making
coated papers, which isalmost acid-free
cash book /'ke[ buk/ noun abook in
which a record is kept of income and
expenditure

cash flow /'ka[ flouv/ noun move-
ment of money in and out of abusiness
cash in / ke[ '/ verb to exchange
something for what it isworth in cash
cash in on/ka[ ' ,on/ verb to use
asituation to gain advantage for oneself
cash on delivery /kef on di
'Irv(9)ri/ noun a phrase meaning that
goods must be paid for as soon as they
arereceived. Abbr C.O.D.

cash register /'ke[ ,redzista/ noun
amachine which is used to record sales
and to add up the amount of money to be
paid

cash value /'ke[ ,veljui/ noun the
amount of money which anyone will
pay for something

cassette /ka'set/ noun asmall rectan-
gular plastic container for magnetic tape
which can be used for recording and
playing back speech or music

casual work /'kezual waik/ noun
jobs done by people employed for a
short time

catalogue /'kat(a)lng/ noun 1. alist
of priced and illustrated items for sale,
presented in book form or in other
formats including CD-ROM or video 2.
alist of theholdingsin alibrary, usually
arranged according to subject, title or
author m verb 1. to classify and list items
to form a catalogue 2. to enter some-
thing in a catalogue

catalogue card /'ketolog ka:d/
noun asmall card used for writing cata-
logue entries and stored in boxes or
drawersin amanual catalogue



cataloguer

cataloguer /'katologa/ noun a
person who catalogues books in a
library

Cataloguing in  Publication
/ kaetalogiy mn ,pablr'keif(a)n/ noun a
system whereby new books are cata-
logued before publication by the British
Library or by the Library of Congress
based on details about each book
supplied by the publisher. Abbr CIP

catch letter /'kat[ (leto/ noun a
group of letters, usualy three, which
appears at the top of the page in refer-
encebookssuch asdictionariesor direc-
tories, to indicate the first or last word
on that page or column

catchword /'katfws:d/ noun 1. a
word printed at the top of a page in a
dictionary or other reference book,
usuadly the first or last entry for that
page 2. the first word of a page of
printed text repeated at the bottom right-
hand corner of the previous page, origi-
nally placed there to draw the binder's
atention to it

catchword index [/'ketfws:d
1ndeks/ noun a system which uses a
keyword from aftitle or text to index an
item

categorise /'ketigoraiz/, catego-
rize verb to put into a category

category /'ketig(o)ri/ noun a divi-
sion or class in a system used to group
items according to their type

cater for /'kerto fo:/ verb to provide
what people need

cathode ray tube /keaboud 'rer
,tjurb/ noun an output device used in a
VDU or phototypesetter for displaying
text or figures or graphics. Abbr CRT
COMMENT: A CRT consists of a vacuum
tube, one end of which is flat and coated
with phosphor; the other end contains an
electron beam source. Characters
becomes visible when the electron beam
makes the phosphor coating glow.
CBT abbreviation 1. computer-based
training 2. computer-based tutorial
cc? noun 1. used at the ends of etters,
memos and reports to indicate that an
identical copy has been sent to the
named people 2. a feature of electronic
mail software that allows you to send a
copy of a message to another user. o

blind carbon copy » full form carbon
copy

cc? /sit 'sit/ abbreviation in Internet
addresses, the top-level domain for
Cocos Islands

CCTV abbreviation closed circuit tele-
vision

cd abbreviation in Internet addresses,
the top-level domain for Democratic
Republic of the Congo

CD abbreviation compact disc

CD burner /si: 'di: ,bsina/ noun
COMPUT Same as CD writer

CD-l /,siz 'dix a1/ noun a compact disc
with electronic information that can be
changed by the user. Full form
compact disc interactive

CD-ROM /si: dir 'rom/ noun an elec-
tronic method of storing large quantities
of information which can be read by
laser. Full form compact disc — read
only memory

CD-ROM drive /si: di: 'rom ,drarv/
noun adisk drivethat allowsacomputer
to read data stored on a CD-ROM, in
which the player spins the disc and uses
a laser beam to read etched patterns on
the surface of the CD-ROM that repre-
sent data bits

CD-ROM player /si: dir 'rom
,plera/ noun a disc drive that allows a
computer to read data stored on a CD-
ROM

CD-RW/ si: dix a: 'dab(9)ljui/ noun a
compact disc that can have its contents
erased and something else recorded
onto it many times. Full form compact
disc rewritable

CD-WO /,siz ,dab(a)l ju: 'au/ noun
CD-ROM disc and drive technology
that allows a user to write data to the
disc once only and is useful for storing
archived documents or for testing aCD-
ROM before it is duplicated. Full form
compact disc write once

CD writer /si: 'dir rarta/ noun a
piece of equipment used to record data
permanently onto a compact disc
cease /siis/ verb tofinish or stop doing
something

ceased publication /siist ,pablt
'kerf(e)n/  adjective no  longer
published, often used to describe serials



chapbook

cedilla /sa'dilo/ noun asmall mark (,)
used in some languages under aletter to
change its pronunciation, e.g. under the
letter ¢ in French to soften it

CEEFAX /'si:faeks/ noun a videotext
system used by the BBC for broad-
casting textual information

cell /sel/ noun a space for information
in a table such as a computer spread-
sheet, formed where arow and acolumn
intersect

censor /'sensd/ noun a person who
decides what may be published, shown
or distributed to the general public m
verb to edit published material or films
with regard to what is considered decent
for selling, showing or distributing to
the general public

censorship /'sensafip/ noun prohi-
bition of the production, distribution or
sale of items considered to be objection-
able on politica, religious or moral
grounds

census /'sensas/ noun an officia
survey to count and analyse the popula-
tion of a country

centimetre /'sentimiito/ noun one
hundredth part of a metre. Abbr cm
(NOTE: The US spelling is centimeter.)
centralised /'sentralaizd/, central-
ized adjective placed in the middle,
often as the most important or control-
ling feature

centralised copying /,sentralaizd
'kopitg/ noun a service for al users
located in acentral position
centralised purchasing
/,sentralaizd 'p3a:itfisipy/ noun the
method of buying everything needed for
an organisation through a centra
purchasing office

centralised records storage
/,sentralairzd 'reko:dz ,storrdz/ noun
a system used by organisations by
which records are stored in a central
unit but can be accessed by all members
of the organisation

central processing unit /,sentral
'prousesig juinit/ noun the circuits
which form the main part of acomputer.
Abbr CPU

Central Statistical Office/ sentral
sta'tistik(a)l ,pf1s/ noun agovernment

department which produces national
statistical publications in the UK. Abbr
CSO

ceremony /'sertmoni/ noun the
established order of formal ritual used
to mark specia occasions

certificate /sa'tifikert/ noun an offi-
cial document given to confirm facts o
birth certificate o health certificate o
degree certificate

cf abbreviation in Internet addresses,
thetop-level domainfor Central African
Republic

C format paperback /si: ,formeet
'perpabaek/ noun a paperback with the
format 234 x 156mm

CQ abbreviation in Internet addresses,
the top-level domain for Congo

CGI abbreviation compuT common
gateway interface

ch abbreviation in Internet addresses,
the top-level domain for Switzerland
chained library /'tfeind  (larbrori/
noun in former times, alibrary in which
books were chained to desks or shelves
to prevent them being stolen (NOTE:.)
chain indexing /'tfem ,indeksiy/
noun an alphabetical system of indexing
using subject headings and hierarchical
sub-headings

chain list /'tfemn list/ noun alist of
data with each piece of information
providing an address for the next
consecutiveitem in the list

change agent /'tfeind3 ,erdzont/
noun acatalyst which causes something
to change

channel /'tfen(e)l/ noun 1. the
spoken, written or electronic means by
which something is passed on 2. amajor
interest area on the Internet that iseasily
accessible. pinformation channel 3. (in
graphics) onelayer of animagethat can
be worked on separately or which can
be used to create specid effects
chanop /'tfenop/ noun a channe
operator, the person who controls the
messages within a channel on the
Internet

chapbook /'tfepbuk/ noun a small
booklet of poems, ballads or stories,
originally sold by travelling pedlars



chapel

chapel /'tfeep(a)l/ noun 1. abranch of
atrade union in printing and journalism
2. ameeting of aprinters’ or journalists
chapel

chapter /'tfepta/ noun one of the
divisions of abook or document
character /'karikta/ noun a single
letter, number or symbol that can be
displayed on a computer screen or
printer and represents one byte of data
character byte /'kerikts bart/ noun
a byte of data containing the character
code and any error check bits
characteristic I keerikta'ristik/
noun atypical feature of aperson, place
or thing

charge /tfa:ds3/ verb to ask people to
pay for goods or services o He charges
£10 an hour.

charge out /tfa:d3 'avt/ verb to
make arecord of aloan

charging system  /'tfa:d3mm
,sistam/ noun any method of recording
loans from alibrary

chart /tfa:t/ noun avisua representa-
tion of information

charter /'tfa:ta/ noun an officia
document giving rights to a person,
organisation or community

Chartered Institute of Library
and Information Professionals
noun the leading professional body for
librarians and information managers in
the UK. Abbr CILIP

chartered librarian /tfa:tod lar
‘brearion/ noun a librarian who has
successfully undertaken training and
completed specific tasks, including a
professiona  development  report,
according to the criteria set by the
Library Association

CHC abbreviation cyclohexylamine
carbonate

CHC paper /sit ertf 'sir ,peipa/
noun paper impregnated with CHC,
used to de-acidify the pages of old
books

check /tfek/ noun an inspection of
something to make sure it is correct m
verb to look at something closely to
make sure there are no mistakes
check digit /'tfek ,did3it/ noun a
number added to a numeric code to

enable a computer program to detect
any errorsin the code

check in /,tfek '/ verb to record the
receipt of something

check into /,tfek 'intu/ verb toinves-
tigate something in order to get more
information about it or to establish its
truth or accuracy

checklist /'tfeklist/ noun 1. a list
which acts as areminder of thingsto be
done or accounted for 2. alist used to
identify items from a minimum amount
of information

check out /,tfek 'aut/ verb to record
the loan of something

chemically pure paper /kemikli
,pjua 'perpal noun paper whichisacid-
free, used to repair or protect old books
or maps

cheque /tfek/ noun a method of
paying money from a bank account, by
filling in a standard form and without
using coins or notes (NOTE: The US
spelling is check.)

chief /tfi:f/ adjective denoting the
most important person or part of some-
thing o chief librarian

chief information officer /tfi:f
,Jnfa'meif(a)n ,nf1sa/ noun somebody
who has responsihility for the organisa-
tion and control of informationflow ina
company or organisation. Abbr CIO

chief knowledge officer /tfi:f
'nolid3 ,ofisa/ noun a senior official
whosejob it isto maximiseacompany’s
efficiency by providing appropriate
information about things such as proc-
esses, customer relations and the
marketplace. Abbr CKO

children’s annual /'tfildronz
,&njual/ noun a book published each
year usualy at Christmas, with stories,
games and articles, intended for chil-
dren and often based on a popular TV
series or cartoon character

children’s book group /,tfildranz
'buk ,gruip/ noun an unofficial group
of people whose aim isto encourage the
promoation of booksto children
children’s librarian /'tfildronz lar
,brearian/ noun alibrarian who special-
ises in the provision of library services
to children



class entry

children’s  library /'tfildronz
Jarbrari/ noun alibrary which special-
ises in providing books usually written
specialy for children

chip /tfip/ noun a smal piece of
plastic containing a set of electronic
instructions to work computers and
other machines

Christmas gift book /krismos
'grft ,buk/ noun aspecial book whichis
given as a present at Christmas

chronological order
/ kronalod3zik(a)l 'o:da/ noun the
arrangement of things such as records,
filesor invoicesin order of their dates

‘...during a state audit his company’s
seven party planners spent days
combing through customer records
when they could have been out selling.
One suggestion: Make extra copies of
invoices and file them in
chronological order. ‘The lesson is to
be so anally prepared you can
immediately, “I’vegot it”,” Mr. Kelly
says.’ [Crain’s Chicago Business)
chronological sequence
/ kronalod3zik(a)l 'sitkwons/ noun
arrangement by the order of the time at
which events happened

Ci abbreviation in Internet addresses,
the top-level domain for Céte d’ Ivoire

CILIP /'silip/ abbreviation Chartered
Ingtitute of Library and Information
Professionals

CIO abbreviation chief
officer

CIP abbreviation Cataloguing in Publi-
cation

cipher /'sarfa/ noun a system of
writing secretsin code

cir. abbreviation PUBL circulation

circa /'sa:ko/ preposition about or
approximately, used to show uncer-
tainty especially about numbers or dates
o The book was written circa 1760.
Abbr ca.

circular /'sa:kjula/ noun a letter or
advertisement sent to alarge number of
people at the same time

circular letter /,s3:kjuls 'leta/ noun
aletter sent to alarge number of people
conveying the same information

information

circulate /'sa:kjulert/ verb to send
information to a group of people o They
circulated anew list of pricesto all their
customers.

circulating library /'saikjulertiy
Jarbrori/ noun a library run on a
commercia basis, where the members
pay to borrow books

circulation /,sa:kju'lerf(e)n/ noun 1.
the number of copies of a newspaper or
magazine sold each time it is produced
2. distribution of written materials such
asjournals or books to people who may
be interested in them o out of circula-
tion not available for issue or reference
circulation desk /sa:kju'lerf(o)n
desk/ noun the area of a library where
the staff record the loans and returns of
books

circumflex accent /'saikomfleks
,&ksant/ noun a mark (") used over a
vowel in some languages to show
pronunciation

citation /sar'terf(a)n/ noun a formal
word for quotation or reference
citation index /sar'terf(e)n ,indeks/
noun a list of articles which quote a
specific article

citation order /sar'teif(o)n ,o:do/
noun an order of component parts when
constructing a classification string
citation search /sar'terf(o)n sa:tf/
noun a search on a database of books
that looks for specified words in the
author or title fields

cite /sart/ verb to quote or mention
something especially as proof of apoint
ck abbreviation in Internet addresses,
the top-level domain for Cook Islands
CKO abbreviation chief knowledge
officer

cl abbreviation in Internet addresses,
the top-level domain for Chile

claim /klerm/ noun 1. a demand for
something to which you think you have
a right 2. a statement which may be
untrue but cannot be proved to be so
class /kla:s/ noun adivision of aclas-
sification scheme

class entry /'kla:s ,entri/ noun an
entry in a catalogue under the class
rather than the specific subject



classic

classic /'klesik/ noun afamous work
of literature o ‘The Lord of the Flies
has become a modern classic. o They
have published a series of nineteenth-
century classics.

classical [/'klesik(e)l/l  adjective
consisting of or involving the study of
the ancient Greek and Latin languages
and literature

classicism /'klasisiz(o)m/ noun the
study or knowledge of ancient Greece
and Rome

classicist /'klesisist/ noun ascholar
of ancient Greek and Latin

classics  /'klasiks/ noun the
academic study of the languages, litera-
ture and history of ancient Greece and
Rome

classification  /klesifr'kerf(a)n/
noun 1. adivision or category within a
system according to their degrees of
similarity 2. the process of putting
things into groups according to similar-
ities or relationships

classification number /Xklesift
'kerf(e)n  ,nambo/, classification
mark / kleesifr'ke1f(s)n ma:k/ noun a
number given to aclassification heading
in an information retrieval system
classification schedule /klesifr
'kerf(a)n ,Jedju:l/ noun the complete
plan and content of a library’s cata-
loguing system

classification string /kleesifr
'kerf(e)n strmy/ noun a sequence
working from broad to narrow terms

classification system /Kklaesift
'kerf(o)n | sistom/, classification
scheme /klesifr'kerf(a)n skiim/
noun a system of organising things by
dividing them into groups based on their
similarities o In libraries books are
often arranged according to the Dewey
decimal classification system.
classified /'klesifaid/ adjective 1.
listed in a catalogue and given an iden-
tification 2. having access restricted to
named individuals or groups o The
document was classified so only
members of the government could read
it.

classified catalogue /klesifaid
'keet(a)log/ noun a list of contents

arranged according to the classification
system used to control them
classified index  /'klesifard
,ndeks/ noun alist of holdings organ-
ised under general headings rather than
in one alphabetical sequenceoc Inaclas-
sified index, publishers would appear
under the general heading ‘ Publishers
and not in the usual alphabetical order
of their names.

classify /'klasifar/ verb 1. to place
into a sequence according to a classifi-
cation scheme 2. to restrict the distribu-
tion of a document for reasons of secu-
rity

class list /'kla:s list/ noun alist of the
items in a particular class, especialy
used in archival management

class number /'klais ,namba/,
class mark noun a series of letters
and/or numbers on a book or other
publication in a library identifying it,
the category of its subject matter and
usually its shelf location

clear /klia/ verb to delete data from a
computer display or storage device
clearing house /'kliarig haus/ noun
1. an agency or central office where
information from various sources is
pooled 2. a central office where orders
from many sources are consolidated
clerical error /klerik(a)l 'era/ noun
amistake made by an office worker
click /klik/ verb to do the action
needed to activate a computer mouse o
Click three times to highlight the text.
client /'klaront/ noun 1. a person
using the services of a professional
organisation 2. a computer that is
connected to a network or the Internet,
or that is using the resources of another
computer. » gopher

clip art /'klip a:t/ noun pre-packaged
artwork, available on softwarefor usein
documents produced on a computer
clipboard /'klipbo:d/ noun a small
board with a clip at the top to hold
paper, so that it can be carried around
and written on

closed access /klovzd 'ekses/
noun asystem of organising acollection
so that items must be fetched for users
by the staff



coherent

closed circuit television / klouzd
,s3:kit 'teliviz(a)n/ noun an internal
video system often used for security
purposes or for relaying conferences.
Abbr CCTV

closed guestion 1 klovzd
'kwest[(a)n/ noun a question which
can be answered by yes or no

closing time /'klouziyg tarm/ noun
the time that an establishment such asa
shop, library or bar closes and people
have to leave

closure /'klouza/ noun the act of
closing something down o They are
fighting against library closures.

cloth /klp®/ noun material used to
cover a hardbound book

clothbound /'klp@baund/ adjective
used to describe books which are
covered in a specific type of material
made originally from natural fibres,
now often synthetic

cloze test /'klouz test/ noun atest of
comprehension and grammar in which a
language student supplies appropriate
missing words omitted from a text
cluster /'klasta/ noun a small group
of similar things

cluster sample /'klasta ,saimp(a)l/
noun amethod of sampling in statistical
analysis, which compares small groups
cm abbreviation 1. in Internet
addresses, the top-level domain for
Cameroon 2. centimetre

CM abbreviation corporate memory
CMC abbreviation computer-mediated
communication

cn abbreviation in Internet addresses,
the top-level domain for China

CO abbreviation in Internet addresses,
the top-level domain for Colombia
coauthor /kau's:09/ noun an author
who writes something jointly with one
or more other authors

cobweb site /'kpbweb sart/ noun a
website that has not been updated for a
long time

C.O.D. abbreviation cash on delivery
coda /'kouda/ noun an additional
section at the end of a text such as a
literary work or speech that is not neces-

sary to its structure but gives additiona
information

code /kaud/ noun agroup of numbers
or letters used to identify something. ¢
barcode

codebook /'’kaudbuk/ noun a book
containing a key to a code or codes
code index /'kaud ,indeks/ noun a
system which directs the user to infor-
mation by use of a code number
coden /'koudon/ noun a system of
classification which combines numbers
and letters

code of practice /koud ov
'praektis/ noun a set of written rules
describing how people in a particular
job or profession are expected to behave
codex /'kaudeks/ noun a handwritten
unbound manuscript, especially of an
ancient classic

codicil /'kaudisil/ noun an appendix
or supplement to a text

coedition /'kavr,dif(e)n/ noun the
publication of abook by two publishing
companies in different countries, where
the first company has originated the
work and then sells sheets to the second
publisher (or licenses the second
publisher to reprint the book localy) o
We have sold coeditions of our book on
garden flowers to publishers in France
and Greece.

coffee table book /'kofi ,terb(s)l
buk/ noun a glossy book with many
colour illustrations, designed to be
browsed through rather than read in full
cognitive processing /kognitrv
'prousesin/ noun the way in which a
person changes external information
into patterns of thought and how these
are used to form judgments or choices
cognitive  science /'kognrtrv
,sarans/ noun the scientific study of
knowledge and how it is acquired,
combining aspects of philosophy,
psychology, linguistics, anthropology
and artificial intelligence
cognizance /'kogniz(s)ns/ noun
knowledge or awareness of something
cognizant /'’kogniz(o)nt/ adjective
having knowledge of something
coherent /kou'hroront/ adjective
clear and easy to understand



cohesion

cohesion /kau'hiz(e)n/ noun the
state of al parts of an organisation
working together to form aunited whole

coin /komn/ noun asmall, flat piece of
metal made and stamped by a govern-
ment to be used as money = verb 1. to
make coins from metal 2. to invent
words or phrases

collaborative learning  /ko
Jeeb(o)ratrv 'l3inig/ noun a way of
teaching by sharing responsibility for
organising learning with the students
collaborator /ka'leebarerts/ noun a
person who works with another to
produce aliterary or artistic work

collate /ko'lert/ verb 1. to gather
pieces of information together 2. to
organise materias into a specific order
and check that they are complete

collation /ka'lerf(o)n/ noun 1. a
detailed comparison between different
items or forms of information 2. the
assembling of pieces of paper in the
right order, particularly the sections of a
book prior to binding 3. the act of
compiling a technical description of a
book, including its bibliographical
details and information about its phys-
ical construction

collected works /ko,letid 'w3a:ks/
plural noun al the writings of one
author collected and published in one
volume

collection /ka'lekfan/ noun a group
of similar or related things such as the
stock of a special library

collection development /ko
'lekfan d1,velopmant/ noun the act of
expanding a collection, eg. by
providing electronic access to other
collections
‘A Ipri mary source [on deaf issues] for
collection development librarians will
be Gallaudet University Press, which
offers titles on sign language, deaf
specia education, and deaf history.’
[Library Journal]

collective /ka'lektv/ noun a group
such as an audience, class or library

collective cataloguing /ks,lektiv
'keetalpgiy/ noun a system used to
collect small items together and cata-
logue them under a heading or collec-

tive title which is given a class number
for retrieval
college /'kolid3/ noun 1. an educa-
tional ingtitution for higher education,
especially one offering courses in
specialised or practical subjects 2. the
building or buildings of a college
colon /'koaulon/ noun a punctuation
mark (:) used chiefly to introducelists o
The titles were: Rumplestiltskin,
Cinderella and Little Red Riding Hood.
colon classification /'koulon
[klesifikerf(a)n/ noun a system of
classifying pieces of stored information
by their main field of knowledge and
then by a number of other attributes
(facets) which describe it
colophon /'kolofon/ noun 1. the
symbol or emblem that is printed on a
book and represents a publisher or
publisher’s imprint 2. the details of the
title, printer, publisher and publication
date given at the end of a book. Colo-
phons are commonly found in early
printed books and in modern private
press editions.
COMMENT: Usually the publisher's
colophon will appear on the title page and
spine of a book, and on all publicity
matter; a printer’s colophon is likely to
appear on private press books and other
art books, and is often printed on the last
page of the book.
colour coding /'kals ,koudig/ noun
a system of organising items by label-
ling similar contents with the same
colour
colour copying /'kals  kopim/
noun the production of coloured copies
of documents
colour supplement I'kalo
,saplimant/ noun 1. acolour magazine
that comes with a weekend newspaper
2. a section of coloured illustrations in
the centre of abook or magazine, often
removable
column /'’kolom/ noun 1. a vertica
section of writing in a book, newspaper
or magazine 2. a regular section or
article in a newspaper or magazine by
the same writer or on the same subject
columnar working /ko,Jamno
'wa:kin/ noun a method of data presen-
tation in which information is shown in
columns



communicative

columnist /'kolomnist/ noun a jour-
nalist who writesaregular column for a
newspaper or magazine

com  abbreviation in  Internet
addresses, the top-level domain for
commercial organisations
combination lock / kpmbr
'nerf(a)n Ink/ noun alock which can be
opened using a pre-set order of numbers
combination ordering /kombi
'‘nerf(o)n ,o:darip/ noun a system
whereby several departments join
together to order items

combination storage /kombr
'‘nerf(9)n ,storrrd3z/ noun a system
whereby severa departments use
communal storage facilities

come into force / kam ,mtuv 'fo:s/
verb (of a law) to become active or valid
comic /'komiks/ noun 1. a magazine
for children, telling stories written with
captions on strips of pictures2. aperson
who makes others laugh m adjective
causing laughter

comma /'koma/ noun a punctuation
mark (,) used to show the natural breaks
in written sentences

command paper  /ka'ma:nd
.perpa/ noun a government publication
containing the proceedings and
proposals of government committees
comment /'’koment/ noun a state-
ment which expresses an opinion
commercial /koa'm3:f(d)l/ adjective
relating to buying and selling things o
Sample only — of no commercial value.
commercial gateway package
/ko,m3:[(a)l 'gertwer ,paekidz/ noun
an electronic code which can be bought
for a subscription and which alows
access to online databases
commercial information
supplier /ko,m3:f(a)l ,info'merf(a)n
s9,plara/ noun a business which buys
and sellsinformation

commercial records centre /ko
m3:f(d)l 'rekoidz ,sento/ noun an
organisation which keeps records of a
business's financial dealings
commitment /ko'mitmant/ noun a
task which you undertake to do
common query language
/,kpbmon 'kwriari ,leengwid3z/ noun a

forma language used to interrogate a
database. Abbr CQL

commons /'komonz/ plural noun
data stored in the memory of one
computer that is available to all
computers linked to it by a network

communicable /ka'mjuinikab(a)l/
adjective easily communicated

communicate /ko'mju:nikert/ verb
to give information

communication /ka,mju:ni
'kerf(a)n/ noun 1. the exchange of
information between people, eg. by
means of speaking, writing or using a
common system of signs or behaviour
2. aspoken or written message 3. the act
of giving information
communication channel /ko
;mjuinr'’kerf(d)n tfen(d)l/ noun a
method used to communi cate with other
people, e.g. writing or speech
communications /ka,mju:ni
'kerf(9)nz/ plural noun the systems by
which information is transmitted

communications audit  /ko
;mjuinr'’kerf(e)nz ,o:dit/ noun a
survey of the methods used to send
information around an organisation

communication skills /ko,mju:ni
'kerf(a)n skil/ plural noun the ability to
give information clearly and appropri-
ately to other people

‘We take for granted that there are
basic literacy and numeracy skills.
What we want in addition to that isthe
ability to get on with people, work as
part of the team, problem solve and so
on. Communication skills... those are
the things that are important to us.’
[The Times)

communication theory  /ko
;mjuint'keif(a)n ,0rari/ noun the study
of all forms of human communication,
including branches of linguistics such
as semantics as well as telecommunica-
tions and other nonlinguistic forms

communicative /ko'mjuinikotrv/
adjective 1. relating to communication
or to systems for communication 2. (in
foreign language teaching) stressing the
importance of language as a tool for
communicating information and ideas



communiqué

communiqué /ka'mjuiniker/ noun
an officia announcement, especialy to
the press or public

community /ko'mjuiniti/ noun a
group of people who livein a particular
area

community analysis /ko,mju:niti
9'neelisis/ noun a survey of the
different types of people who live in a
community

community college /ka'mju:niti
kolid3/ noun (in the UK) an educa
tional centre with recreational facilities
available to the whole community

community information /ko
Jmjuiniti ,1nfo'merf(a)n/ noun local
information relating to a small
geographical area

community profiling /ke,mju:niti
‘proufarlin/ noun a method of local
planning in which the needs and
resources of a particular community are
assessed

compact disc /kompakt 'disk/
noun a coated plastic disc that can
record large amounts of data which can
be read by laser. Abbr CD

compact disc interactive
/ kompakt disk ,ntor'ektrv/ noun
full form of CD-I

compact disc player /kompakt
'disk ,plera/ noun an electronic device
which uses lasers to read signals on a
disc to produce very high quality repro-
duction

compact disc - read only
memory /kompekt  disk ri:d
unli 'mem(a)ri/ noun full form of
CD-ROM

compact disc write once
/ kompeekt disk ,rart 'wans/ noun full
form of CD-WO

compact video disc /kompakt
'vidiou ,disk/ noun a compact disc that
plays both sound and pictures

companion /kom'panjon/ noun a
guide or handbook on a particular
subject

company /'’kamp(a)ni/ noun a busi-
ness which makes money by making or
buying and selling goods, or by
providing a service

company file /'kamp(a)ni farl/ noun
afile containing and collating informa-
tion specific to a company
compatible /kom'patib(o)l/ adjec-
tive working well together

compendious /kom'pendios/ adjec-
tive containing awide range of informa-
tion in a concise form

compendium /kom'pendiom/ noun
abook in which two or more previously
published books are brought together

competence /'kompit(a)ns/ noun
knowledge of a language that enables
somebody to speak and understand it

competition /,kompa'trf(a)n/ noun
1. asituation where two or more compa-
nies with similar products try to
persuade people to buy theirs 2. an
informal test of skill or ability o The
children’s library ran a competition to
see who read the most books during the
school holiday.

competitor /kom'petita/ noun 1. a
person who takes part in competitions 2.
a person or company that sells similar
types of goods or services which can
reduce the market for others

compilation / kompt'lerf(a)n/ noun
awork produced by combining material
from other books or documents

compile /kom'pail/ verb to put
together different pieces of information
in order to make them into one docu-
ment

compiler /kam'paila/ noun a person
who collects and edits material taken
from various sources for publication as
anew work

compleat /kom'plizt/  adjective
having or exhibiting full knowledge of a
particular field or skill

complementary /. komplr
'ment(o)ri/ adjective fitting well
together to make a harmonious whole
completion date /kom'plizf(d)n
dert/ noun the date by which something
must be finished

compliance certificate /kom
'platons so,tifrkat/ noun an officia
statement that something has passed all
the necessary tests for the regulations



computer bureau

compliance test /kom'plarons
test/ noun a test to ensure that some-
thing conforms to the regulations
complimentary copy
/ komplimentari 'kopi/ noun acopy of
abook given free as afavour, reward or
mark of respect

component /kam'paunant/ noun a
part of something, used together with
other parts to create awhole
compose /kom'pavz/ verb to create a
musical or literary work

composer J/kom'pauzd/ noun a
person who composes, especially one
who writes music

composer entry /kom'povzor
.entri/ noun an entry usualy for a
musical composition in a catalogue
under the name of the composer
composite subject /kompozt
'sabdzokt/ noun a classification
subject which consists of more than one
element

composition /,kompa'zif(a)n/ noun
the way that the parts of something are
put together

compound /'’kompaund/ adjective
made up of amixture of several compo-
nents

compound interest /kompaund
'intrast/ noun money which is paid as
interest both on the original capital and
also on the interest earned
compound name [kompavnd
nerm/ noun a name which has two or
more parts joined by a hyphen, eg.
‘Mrs. Brownley-Smith’.

compound subject heading
/ kompaund 'sabdzekt ;hedin/ noun a
heading which consists of words that
are adways associated together, e.qg.
‘Treaty of Rome’

compound term /'kompauvnd t3:m/
noun anamethat consists of two words,
as in ‘primary schools’, and could be
indexed with a‘see also’ reference, e.g.
‘schools, see also primary schools'
comprehensive /komprr'hensiv/
adjective covering al the possible
aspects of a subject

compression ratio /kom'pref(a)n
reifiou/ noun the ratio of the size of an
original, uncompressed file to the final,

compressed file that has been more effi-
ciently encoded

comprise /kom'praiz/ verb to be
made up of different parts o Overseas
students comprise 10% of the college
population.

Compuserve /'kompjus3:v/ a trade
name for a very large commercial
online information service

computer /kam'pjuits/ noun an
electronic machine that processes data
very quickly using a stored program
computer-aided design /kom
,pjustar erdid dr'zain/ noun the use of
a computer and graphics termina to
help adesigner in hisor her work. Abbr
CAD

computer-aided learning /kom
,pjustar ,erdid 'I3:nig/ noun aform of
self-study which can be done with the
aid of specialy written computer
programs. Abbr CAL

computer-assisted  composi-
tion /kom,pjuitor o,sistid ,kompo
'z1f(3)n/ noun composition using digit-
ally recorded text, which generates
characters and automatically inserts
spaces, as well as hyphenating, justi-
fying and paginating
computer-assisted retrieval
system /kom,pjuitor osistid r1
'trizv(9)l ,s1stoam/ noun an automated
method of finding information

computer-based thesaurus /kom
,pjuito  beist Or'soiras/ noun a
dictionary installed a a word
processing facility which checks the
spelling in written text and suggests
alternatives for misspelt words

computer-based training /kom
,pjuitd berst 'treinin/ noun a method
of teaching which uses computers asthe
main teaching tool. Abbr CBT

computer-based tutorial /kom
pjuito berst tju'torrial/ noun a soft-
ware package which teaches the user
how to use a program. Abbr CBT

computer bureau /kom'pju:to
,bjuarau/ noun an office which offers
to do work on its computers for compa-
nies that do not own their own
computers



computer conferencing

computer conferencing /kom
pjuita 'konf(a)ransiy/ noun the use
of a number of computers or terminals
connected together to allow a group of
users to communicate

computer crime /kom'pjuito
krarm/ noun illegal activities carried
out on or by means of a computer.
Computer crime includes criminal tres-
pass into another computer system,
theft of computerised data and the use
of an online system to commit or aid in
the commission of fraud.

computer error /kom,pjustor 'ers/
noun a mistake made by a computer

computer-generated /kom,pjuito
'dzenarertid/ adjective produced using
a computer o The book is illustrated
with computer-generated graphics.
computer graphics /kom,pjuito
'greefiks/ plural noun a visual display
of information on a computer screen or
printout, e.g. graphs and charts
computer hardware /kom,pjuito
'ha:dwea/ noun machines used in data
processing, including the computers,
keyboards, monitors and printers, but
not the programs

computer-human interaction
/kom,pjuito Jhjurmon Intor
'‘ek[(9)n/ noun same as human-
computer interaction

computer illiteracy /kom,pju:tor 1
Tit(ae)rasi/ noun lack of knowledge
about how to use a computer

computer indexing /kom,pju:tor
'indeksin/ noun automated methods of
producing indexes

computerised /kom'pjuitorarzd/,
computerized adjective changed from
a manual system to an automated
syssem o a computerised invoicing
system o The book was set using compu-
terised typesetting.

computer laboratory /kom'pju:to
ls,borat(o)ri/ noun a room equipped
with several computers, sometimes
networked together, which can be used
for working in or teaching

computer language /kom'pjuito
Jleengwid3z/ noun a language made up
of numbers and characters used to give
instructions to a computer

COMMENT: There are three types of
computer languages: machine code,
assembler and high-level language. The
higher the level the language is, the
easier it is to program and understand,
but the slower it is to execute. Common
high-level languages are BASIC, C,

COBOL, FORTRAN, PASCAL,
PROLOG.
computer listing /kom,pjuito

'list1y/ noun aprintout of alist of items
taken from data stored in a computer
computer-literate /kom,pju:to
'Iit(e)rot/ adjective having a good
understanding and experience of
working with computers
computer-mediated communi-
cation /kom,pjuito ,mirdiertid ko
;mjuinr'kerf(s)n/ noun communica-
tion networks that are accessed through
a computer, eg. forums, e-mail and
intranets

computer network /kom'pju:to
,netw3:k/ noun shared use of aseriesof
interconnected computers, peripherals
and terminals

computer printout /kom,pju:to
'printaut/ noun aprinted copy of infor-
mation from a computer

computer program /kom'pju:to
Jprougreem/ noun instructions to a
compuiter, telling it to do a particular
piece of work

computer programmer /kom
,pjuita 'prougreema/ noun a person
who writes computer programs
computer programming /kom
pjuita '‘prougramin/ noun the job of
writing programs for computers
computer-readable /kom,pju:to
'rizdab(a)l/ adjective relating to datain
aform which can beread by acomputer
computer services /kom,pju:to
's31visiz/ plural noun 1. support serv-
icesfor computer users 2. work done on
acomputer for clients by experts
computer system /kom'pjuita
,sIstam/ noun a set of programs and
commands which run a computer
computer-telephone integration
/kam, pjuits telifoun ,ntr'greif(a)n/
noun asystem that allows normal audio
telephone conversations to be trans-
mitted over a computer data network
and controlled by a computer. Abbr CTI
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computer terminal /kom'pju:to
t3mmin(3)l/ noun a keyboard and
screen by which information can be put
into a computer or caled up from a
database o a computer system
consisting of a microprocessor and six
terminals

computing /kem'pju:tmy/ noun the
activity of using computers or computer
software

computing facilities /kom'pju:tin
fo,silitiz/ plural noun computers and
the services which help the staff of an
organisation to use them

concatenate /kon'katonert/ verb to
link two or more information units, e.g.
character strings or computer files, so
that they form a single unit

concentrate /'konsontrert/ verb o to
concentrate on something to give
something al one’s attention

concept /'konsept/ noun an idea or
principle

concept map /'konsept maep/ noun
away of representing knowledge in the
form of adiagram, with linksindicating
the relationships between concepts

conceptual model /kon,septfual
'mpd(a9)l/ noun a description of a data-
base in terms of the data it contains and
its relationships

concise /kon'sais/ adjective using as
few words as possible to give the neces-
sary information

concordance /kan'ko:d(o)ns/ noun

an alphabetical index of all thewordsin

a document o a concordance to the

Bible o a Shakespeare concordance
‘Logos Bible Software, for example,
licenses 50 Bible trandations and
5,000 reference works, such as
commentaries and concordances, that
the company bundles into quickly
searchable electronic libraries.” [The
Boston Globe]

concurrent /kon'karont/ adjective
happening at the sametime
condition /kan'drf(s)n/ noun some-
thing that must happen before some-
thing elseis possible

conference /'konf(a)rons/ noun a
meeting often lasting several days

where peopl e discuss acommon subject
or shared interest

conferencing /'konf(a)ransig/ noun
the holding of a conference, meeting or
discussion in which the participants are
linked by telephone, by telephone and
video equipment or by computer
confidential /konfr'denfal/ adjec-
tive intended to be kept secret o Asthis
information is confidential you must not
giveit to anyone else.

configure /kon'figa/ verb to plan
computer hardware and software so that
they will work together

confirm /kon'fa:m/ verb to state that
something is definite or true o to
confirm in writing to write a letter to
say that an agreement is definite
confiscate /'konfiskeit/ verb to
remove private property as a punish-
ment o The police are allowed to confis-
cate pornographic material.

conform /kan'fo:m/ verb 1. to behave
according to accepted standards 2. to be
in accordance with laws or regulations
congestion /kon'dzestfan/ noun a
state where there is too much data for
the capacity of a system

conjecture /kon'dzektfo/ noun a
conclusion, judgment or statement
based on incomplete or inconclusive
information

connect /ka'nekt/ verb to join two
things together

connectivity /konek'tiviti/ noun
the ability to communicate with another
system or piece of hardware or soft-
ware, or with an Internet site

connect time /ko'nekt tarm/ noun
the period of time a user islogged on to
aremote computer, e.g. when browsing
the Internet

consecutive /kon'sekjutiv/ adjec-
tive happening one after the other
without interruption

consequence /'konsikwons/ noun
the result or effect of something
happening

conservation / konsa'verf(a)n/
noun the process of ensuring the
survival of materials, e.g. library books,
through repair and controlled storage
conditions



conservation unit

conservation unit / konsa
'verf(o)n  ,juinit/, conservation
department  /konsa'verf(e)n dr
paitmont/ noun agroup of peoplewho
take responsibility for the conservation
of library stock

conservator /kon's3s:vatar/ noun a
person who works to conserve things
consignment /kon'sainmant/ noun
the delivery of goods

consist of /kon'sist bv/ verb to be
made up of o The committee consists of
librarians and information scientists.
consonant /'’konsonant/ noun al the
letters of the Roman al phabet except the
five vowels

consortium /kon'sortiom/ noun a
group of companies or organisations
working together for acommon purpose
construct noun /'konstrakt/ a
complex idea, built up from various
elementswm verb /kon'strakt/ to build or
create something

consultant /kon'saltant/ noun an
expert who gives advice in a profes-
sional field

consultation / konsal'terf(a)n/
noun a meeting where expert advice is
sought and given

consultation document /konsal
'terf(a)n ,dokjument/ noun a docu-
ment with proposals on which people’s
opinion is requested

consultative leadership style
/kan'saltot1v lirdaf1p ,stail/ noun a
way of leading a group by asking them
for their opinions

consumables /kon'sjurmoab(o)lz/
plural noun items necessary for work
which get used up and need to be
replaced, e.g. stationery

consumer /kon'sjurmoa/ noun a
person who buys goods or uses services
consumer characteristics /kon
sjurmo  keerikta'ristiks/ plural noun
specific features which distinguish one
consumer group from another
consumer demands /kon,sjuima
dr'ma:ndz/ plural noun what the
consumer is asking for

consumer group /kon'sjurma
gruip/ noun people in given age,
income or geographic groups who

would have a particular interest in
specific goods or services
consumer needs /kon,sjuima
'nizdz/ plural noun services that
consumers think are essential
consumer targeting /kon,sjuimo
'targrtig/ noun the act of aiming the
advertising of goods or services at
specific groups of consumers
consumption /kan'samp[(a)n/
noun the act of buying and using up
goods such as food
cont. abbreviation PuBL contents
contact name /'kontekt nerm/
noun the name of the person within a
particular department or service who
may be contacted for information
contemporary /kon'temp(o)rori/
adjective happening or existing at the
same time as something else
content /'kontent/ noun information
made available by an electronic medium
or product
content management /'kontent
,menidzmant/ noun the act of using a
database system which allows large
amounts of content to be entered,
accessed, edited and stored
‘While organisations are building
more elaborate content management
systems, they arefailing to addressthe
need to harness and share knowledge
in meaningful ways. The information
[in these] isjust the thin end of alarge
and largely unmanageable wedge. The
rest of the wed?e comprises human
interaction ike face-to-face
conversations, online discussion
groups, weblogs, telephone calls,
Iinstant m es, emails and so on.’
[Information World Review]
content provider /'kontent pro
,varda/ noun a website containing
mainly news or information rather than
commercia facilities such as shopping
or banking, or a business supplying the
information for such awebsite
content-rich / kontent 'rit[/ adjec-
tive containing a lot of useful informa-
tion
contents /'kontents/ plural noun 1.
the subject matter of a document or
publication 2. a list at the front of a
publication that gives the title and



cookery book

number of the first page of each new
chapter or part

contents page /'kontents perds/
noun a page at the beginning of a docu-
ment listing the thingsin it

content syndication /'kontent
,sindike1f(a)n/ noun the act of making
content available to be accessed and
reproduced by subscribers

context /'kontekst/ noun a back-
ground situation to an event which helps
it to be understood o out of context seen
as an individual item not related to its
background

contingency fund /kon'tindzonsi
fand/ noun asum of money put asidein
case it is needed for an unexpected
event

contingency plan /kon'tindzonsi
plan/ noun a decision about what to do
in case of a problem with the origina
plan o There was a contingency plan to
move the book store to thefirst floor in
case of flood danger.

continuation list  /kontmjou
‘eif(a)n list/ noun a method of
recording books and documents which
are issued in parts and for which there
are standing orders

continuous assessment /kon
tmjuas a'sesmont/ noun a system of
assessing the progress of a student by
coursework rather than by an examina-
tion at the end

contract /kan'traekt/ noun a written

legal agreement o The contract is
binding on both parties.

contrast /'kontra:st/ noun a hig
difference between two things which is
clear when they are compared

contribute /kon'tribju:t/ verb to
provide part of a whole o to contribute
an article to a magazine o to contribute
money to help pay for something

contribution / kontri'bju:f(a)n/
noun a piece of materia that forms part
of apublication or broadcast

control /kan'traul/ noun the power or
authority to make decisions about how
something is managed = verb to
organise something so that it works the
way you want it to

control key /kan'troul ki:/ noun a
key on a computer which works part of
aprogram

controlled language /kon,trould
'langgwidz/ noun a limited number of
words used for compiling indexes or
writing instructions or information

controlled term list /kon,trould
'taim l1st/ noun a list of terms with
fixed meanings to be used in cata
loguing. Also called controlled vocab-
ulary 2

controlled vocabulary /kon,trould
vou'kebjulori/ noun 1. a limited
number of words used to make under-
standing easier for non-native speakers
of a language 2. same as controlled
term list

controversial / kontra'va:f(a)l/
adjective causing argument and disa-
greement

convenient /kon'viiniont/ adjective
easy to use and saving time or effort

convention /ken'venfon/ noun 1. a
large meeting of an organisation or
political group 2. aninternational agree-
ment. » Berne Convention, Universal
Copyright Convention
COMMENT: Both the Berne Convention
and the UCC were drawn up to try to
protect copyright from pirates; under the
Berne convention, published material
remains in copyright until 50 years after
the death of the author and for 25 years
after publication under the UCC. In both
cases, a work which is copyrighted in one
country is automatically covered by the
copyright legislation of all countries
signing the convention.
conventional  /kon'venf(a)n(a)l/
adjective conforming to what most
people consider to be normal

conversion /kon'va:f(e)n/ noun
changing from one computer system to
another

convey /kan'ver/ verb to make infor-
mation or ideas known and understood

convince /kan'vins/ verb to persuade
other people to do or believe in some-
thing

cookery book /'kuk(e)ri buk/,
cookbook /'kukbuk/ noun a book
which gives recipes for preparing food
(NOTE: Cookbook is always used in the



cookie

US, and the term is becoming much
more common in GB English.)

cookie /'kuki/ noun a computer file
containing information about a user that
issent to the central computer with each
request. The server uses this informa-
tion to customise data sent back to the
user and to log the user’s requests.
coop abbreviation in Internet
addresses, the generic top-level domain
for non-profit-making cooperatives
coordinate noun /kou's:dinat/ /kou
'srdinert/ a value from an axis on a
graph, used to locate a specific point m
verb  /kou'ordinert/ to combine
different items so that they work well
together o She is trying to co-ordinate
the typesetting, printing and binding in
various locations.

coordinator /kau's:dinerta/ noun a
person who ensures that people and
activities work well together

copier /'kopia/ noun same as photo-
copier

coping pattern /'kaupiy ,pet(e)n/,
coping strategy noun a method of
managing to deal with problems
successfully

copy /'kopi/ noun 1. something that is
made to look exactly the same as the
original 2. the text of a manuscript or
advertising material m verb to make
something look exactly the same as the
original

copy editor /'kopi ,edrta/ noun a
person whose job is to check materid
ready for printing for accuracy and
consistency of typeface, punctuation
and layout

copy in/kopi 't/ verb to send a copy
to somebody, especially a copy of a
letter or other document

copy protection /'kopi pro,tekfon/
noun a means of preventing unauthor-
ised duplication of computer software
copyright /'kopirart/ noun the legal
right, which the creator of an origina
work has, to only alow copying of the
work with permission and sometimes
on payment of royalties or a copyright
fee

COMMENT: Copyright lasts for 50 years
after the author’s death according to the
Berne Convention, and for 25 years

according to the Universal Copyright
Convention. In the USA, copyright is for
50 years after the death of an author for
books published after January 1st, 1978.
For books published before that date, the
original copyright was for 28 years after
the death of the author, and this can be
extended for a further 28 year period up
to a maximum of 75 years. In 1995, the
European Union adopted a copyright
term of 70 years after the death of the
author. The copyright holder has the right
to refuse or to grant permission to copy
copyright material, though under the
Paris agreement of 1971, the original
publishers (representing the author or
copyright holder) must, under certain
circumstances, grant licences to reprint
copyright material. The copyright notice
has to include the symbol ©, the name of
the copyright holder and the date of the
copyright (which is usually the date of first
publication). The notice must be printed
in the book and usually appears on the
reverse of the title page. A copyright
notice is also printed on other forms of
printed material such as posters. The
change of the term of copyright in the
European Union has created problems
for publishers and copyright holders, in
cases where the author died more than
fifty years but less than seventy years
ago. In effect, such authors have
returned to copyright, and royalties, etc.,
are due to their estates until the seventy
year term expires. This applies to well-
known authors such as Beatrix Potter
and James Joyce, as well as to
composers, such as Elgar.

copyright deposit /kopirart dr
'pozit/ noun the deposit of a copy of a
published work in a copyright library,
usually the main national library, which
is part of the forma copyrighting of
published material

copyright deposit library
/ kopirart di'pozit larbrari/ noun a
library that receives afree copy of every
book published in the British Isles,
belonging to a group of six in England,
Scotland, Wales and the Republic of
Ireland

copyright fee /'kopirart fix/ noun
money paid to the holder of a copyright
for permission to use their work

copyright infringement /'kopirart
m,frindzmont/ noun the act of ille-
galy copying or using a work that is
covered by copyright law. Also called
infringement of copyright
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copyright law /'kopirart Io:/ noun a
law which protects the rights to copy-
right

copyright  licence /'kopirart
Jars(o)ns/ noun official permission to
produce, copy and sell works that are
protected by copyright law

copyright notice  /'kopirart
.nautis/ noun ancte in abook showing
who owns the copyright and the date of
ownership, printed on the verso of the
title page

copy typist /'kopi tarpist/ noun a
person who types from handwritten
copy, not from dictation

core competency / kor
'komprtaonsi/ noun the basic body of
knowledge of a particular area or skill
core curriculum / ko: ka'rikjolom/
noun courses in a school or college
which are compulsory for al students
core stock / koa: 'stok/ noun same as
basic stock

corner /'kaina/ verb to gain control of
aparticular market

corporate /'ko:p(a)rat/ adjective 1.
owned by one or more large businesses
2. shared by all the members of an
organisation

corporate author /koip(a)rat
'2109/ noun a society, institution or
government body which publishes
documents, and whose name is used as
the catalogue heading

corporate database /koip(a)rat
'dertabers/ noun a source of electronic
information shared by al members of
an organisation

corporate headquarters
/ koip(d)rat 'hedkwoitoz/ noun the
head office of a corporation or large
business

corporate memory /koip(o)rat
'mem(a)ri/ noun the basic body of
knowledge and information needed for
an organisation to work effectively.
Abbr CM

corporate name /komp(a)rat
'nexm/ noun the name of alarge corpo-
ration

corporation / ko:pa'rerf(a)n/ noun a
large company or business

corpus of knowledge /,ko:pas ov
'nolid3/ noun a large collection of the
major works about a specific field of
knowledge

correct /ko'rekt/ adjective accurate
and without mistakes m verb to mark
mistakes so that they can be put right
correlation /kora'lerf(s)n/ noun
close connections which influence each
other

correspondence /kori'spondans/
noun letters sent and received
correspondent  /korr'spondont/
noun 1. somebody who writes letters 2.
atelevision or newspaper reporter on a
specialist subject or in aparticular area
corrigenda slip / kori'gends ,slip/
noun alist of corrections of errorsin a
printed book, printed on a separate slip
of paper and inserted in the bound book
corrupt /ka'rapt/ adjective 1. acting
dishonestly or illegally 2. containing
errors o corrupt computer data

cost /kost/ noun the amount of money
needed to buy, do or make something
cost-benefit  analysis /kost
'benifit 9,nzelasts/ noun an investiga-
tion of the level of benefit gained from
something to decide whether it isworth
the expenditure

cost-effective  /kostr  'fektrv/
adjective saving money in comparison
with the amount of time or money spent
costly /'kostli/ adjective very expen-
sivein time, effort or money

co.uk abbreviation UK commercia
organization

counter /'kaunto/ same as circula-
tion desk

country code /'kantri koaud/ noun
the last part of an e-mail address which
indicates the country of origin

course /kars/ noun 1. aprogramme of
study or training, especialy one that
leads to a qualification from an educa-
tional institution 2. one of severa
distinct units that together form a
programme of study leading to a quali-
fication such as a degree

course book /'ka:s buk/ noun a
book that is used by students and
teachers asthe basis of acourse of study



coursework

coursework  /'’koiswaik/  noun
assignments that are done as part of a
course

cover /'kava/ noun the outside of a
book, usually made of thicker paper or
card

coverage /'kav(a)ridz/ noun thetime
or space given to atopic by the media
cover date /'kavo dert/ noun thedate
which appears on the cover of apublica-
tion

cover design /'kava d1,zain/ noun a
specia design for a book or magazine
cover

cover designer /'kave di,zama/
noun a person who designs the cover of
abook or magazine

covering material /'’kavoriy mo
,trarial/ noun material used to make the
cover for abook

cover price /'kava prars/ noun the
retail price of abook

CPU abbreviation central processing
unit

CQL abbreviation common query
language

Cr abbreviation in Internet addresses,
the top-level domain for Costa Rica
craft book /'kra:ft buk/ noun abook
dealing with work done by hand such as
knitting, sewing or making models
crash /kraf/ verb 1. to come to a
sudden stop as aresult of an accident 2.
(of computer systems) to stop working
= noun the sudden failure of a computer
system

crawler /'kro:lo/ noun a computer
program that collects online documents
and reference links

CRC abbreviation camera-ready copy
credit /'kredit/ noun 1. a system of
paying for goods some time after you
have bought them o in credit having
money in the bank o on credit to buy
goods and pay for them later 2.
acknowledgement of something posi-
tive o She gave them credit for their
good work. m verb to acknowledge
something positive

credit card /'kredit ka:d/ noun a
plastic card issued by banks to their
customers which alows them to buy
goods on credit or to borrow money

credit limit /'kredrt ,limrt/ noun the
amount of money which is the
maximum you can borrow at onetime
credit line /'kredit lam/ noun a
printed acknowledgement of the author
or source of material that was included
in apublication

credit note /'kredit nout/ noun a
note issued by a company stating faulty
goods may be replaced with goods to
the same value

credits /'kredits/ plural noun notesto
acknowledge the contributorsto awork,
e.g. the owner of a copyright or the
designer of a book

creditworthy /'kreditw3:0i/ adjec-
tive relating to a person or organisation
that has a good record of paying their
bills

crime fiction /['kraim fikf(o)n/
noun a style of fiction about imaginary
crimes and detectives

crime list /'kramm l1st/ noun a series
of books on crime or crimefiction
Crime  Writers  Association
/'’krarm raitaz 9,sausierf(a)n/ noun
an organisation in the UK which is
responsible for the administration of
several annual awards for crime writing
critic /'kritik/ noun a person who
writes reviews or gives opinions about
books, films, music and art

critical /'kritik(e)l/  adjective 1.
expressing severe opinions about
someone or something 2. very serious
or dangerous

critical factor /kritik(e)l 'feekto/
noun afactor in a situation which must
be considered very carefully because it
can have serious effects

criticism  /'kritisiz(e)m/  noun
serious judgement or an expression of
disapproval of something
CRILF abbreviation
return/line feed

CRLIS abbreviation Current Research
in Library and Information Science
crosscheck /'krpst [ek/ verb to eval-
uate the results of an investigation by
checking it by an alternative method o
The sub-editor should crosscheck the
page references against the index.

carriage



current awareness service

‘Duplicate versions get into [the]
system... Tracking al invoices,
perform| ng cross-checks, and si ngllng
out those most likely to represent
double payments requires constant
human surveillance.” [Information
WeeK]

cross-index /'krps ,indeks/ verb 1.
to give a particular item one or more
additional entries in an index, under
different headings, as cross-references
to it 2. to supply cross-references in
something o ‘Hyde' is cross-indexed to
‘Jekyll and Hyde' .

cross-refer /,kros rr'fa:/ verb to give
anotethat tellsareader of abook, index
or library catalogue to look in another
specified part or on another page of the
same work

cross-reference / kros 'ref(o)rons/
noun a footnote in a document which
tells you that there is other relevant
information in another part of the docu-
ment = verb to make a reference to
another part of the book o The various
paper sizes are cross-referenced to the
appendix.

cross-searching /'kros saitfig/
noun searching more than one database
a the same time using a single search
engine or query

cross-section /'krps ,sekfon/ noun
a representative sample of a group of
people or things

crosstalk /'krosta:k/ noun unwanted
sounds or cther signals picked up by one
channel of an electronic communica
tions system from another channel, e.g.
between telephones or loudspeakers
crown /kraun/ noun a size of book
based on an old paper size of 15 x 20
inches or 380 x 508mm, so called
because the old paper was originaly
identified by awatermark of a crown
crown octavo /krauvn ok'tarvou/
noun a size of book, formerly 7 1/2x 5
inches, now 186 x 123mm

crown quarto /krauvn 'kwortou/
noun asize of book, formerly 10x 7 1/2
inches, now 246 x 186mm

CRPU  abbreviation camera-ready
paste-up

CRT abbreviation cathode ray tube

crucial I'kruzf(a)l/ adjective
extremely important or essential
cryptanalysis / kripta'nelosts/
noun the process or science of deci-
phering coded texts or messages
cryptography /krip'tografi/ noun
1. the study or analysis of codes and
coding methods 2. coded or secret
writing

CSO abbreviation Central Statistical
Office

CTI abbreviation computer-telephone
integration
CU abbreviation in Internet addresses,
the top-level domain for Cuba
cultural  heritage /kaltfor(9)l
'herrtid3/ noun the historical artefacts,
e.g. art, architecture, texts and other
intangibles such as language and folk-
lore, that belong to aculture
‘The Community Heritage Grants
(CHG) Program aims to preserve and
provide access to locadly held
nationally significant cultural heritage
collections... community
organlsaftlons such as historica
societies, museums, public libraries,
archives, Indlgenous and migrant
community groups are €ligible to
apply.” [Ayr Advocate]
culture /I'kaltfo/ noun the ideas,
customs and artistic productions of any
society
cumulative index /kjuimjulativ
'indeks/ noun an index that is built up
by additions to al the previousy
published entries at specified times
curator /kju'rerta/ noun a person
responsible for managing a museum or
art gallery
curiosa /kjuari‘ausa/ plural noun
books or other texts deaing with
unusual topics, especially erotica
curly bracket /ka:li 'brekit/ noun
same asbrace
current /'karant/ adjective happening
at the present time
current awareness /karont 9
'weanas/ noun thelevel to which some-
body knows what is the most up-to-date
information on specific subjects
current awareness  service
/ karont ao'weonos ,s3:vis/ noun an



current journal

organisation or individual who natifies
customers of the most up-to-date infor-
mation in their field

current journal /karont 'dz3:nal/,
current serial / karant 'srariol/ noun
thelatest edition of aregular publication

Current Research in Library and
Information Science /karont rI
,s3itf 1 larbrari and ,infa'meif(a)n
,sarons/ noun a quarterly journal with
abstracts of current research. Abbr
CRLIS

curriculum /ka'rikjulom/ noun all
the courses that are taught in aschool or
college

curriculum vitae /korikjulom
'virtar/ noun abrief summary of some-
body’s persona details, education and
career. Abbr CvV

cursor /'ks:so/ noun a mark on a
computer screen which can be moved
around and which indicates where
anything that is input will appear
COMMENT: Cursors can take several
forms, such as a square of bright light, a
bright underline or a flashing light.
custodian /ka'stoudion/ noun an
overseer of the contents of a museum,
library or other public institution

customer /'kastama/ noun a person
who buys a product or uses a service

customer account /'’kastomar o
Jkaovnt/ noun a system whereby a
customer can buy things and pay for
them at set times, e.g. a bill for online
searches which is paid monthly

customer details  /kastomo
'dirterlz/ plural noun a record of the
transactions with any one particular
customer

customer file /'kastomo fail/ noun
details of acustomer kept asarecord by
acompany

customise /'kastomaiz/, customize
verb to adapt something to a particular
person’s requirements

customised interface
/ kastomaizd ‘'intofers/ noun a
computer system that has been adapted
to a particular user’s needs

cut /kat/ verb to delete data on a
computer, often in order to insert it
somewhere else

cut-and-paste / kat an 'perst/ noun
afacility of computers allowing data to
be deleted in one place and inserted in
another

cut flush / kat 'flaJ/ adjective used to
describe a book which has been
trimmed so that the cover does not stick
out further than the pages

cutout book /'katauvt buk/ noun a
children’s book where the illustrations
can be cut out to make models or figures

cutting /'’katig/ noun anitem cut from
a newspaper or periodical (NOTE: The
US equivalent is clipping.)

CV abbreviation in Internet addresses,
the top-level domain for Cape Verde

CV abbreviation curriculum vitae

CX abbreviation in Internet addresses,
the top-level domain for Christmas
Island

Cy abbreviation in Internet addresses,
the top-level domain for Cyprus

cybercrime /'satbokraim/ noun
crime carried out on the Internet, e.g.
hacking into protected information

cyberlaw /'sarbalo:/ noun the body of
laws relating to computers, information
systems and networks

cybernetics /;sarba'netiks/ noun
the study of how machines can be made
to imitate human actions

cyberphobia /,sarba'foubia/ noun a
pathological fear of computers and
information technology

cyberspace /'satbaspers/ noun the
notional environment in which elec-
tronic information exists or is
exchanged o Ve met by writing to each
other on the world wide web in cyber-
space.

cybrary /'saibrori/ noun 1. aguide to
the information available on the World
Wide Web on a particular topic 2. an
information-gathering service using the
Internet

cyclopedia /saiklo'piidio/
PUBL Same as encyclopedia

noun



D

dagger /'dego/ noun 1. a second
reference mark for footnotes 2. a mark
signifying ‘dead’ when placed beforean
English name » symbol +

daily /'derli/ adjective happening every
day m noun a newspaper published
every weekday

daisy wheel printer /'derzi wi:l
,printa/ noun adevicefor printing work
from a computer, which uses a wheel-
shaped printing head with the characters
a the ends of spokes

damages /'demid3ziz/ plural noun
money that is paid by court order to
somebody to compensate for harm done
to them or to their reputation

darkroom /'da:kruim/ noun a room
protected from daylight and using
infrared light only, where films can be
developed and printed

dash /daJ/ noun apunctuation mark (-
) that is a short horizontal line used to
mark off a section of a sentence

data /'derta baepk/ noun information
usually in the form of facts or statistics
which can be analysed o The data is
easily available. (NOTE: Data is histori-
cally a plural noun but is now usually
treated as a singular.)

data acquisition 'derto
.&kwizif(a)n/, data collection /'derta
ko lekfan/ noun the gathering of data
about a particular subject

data administration /'derto od
;ministre1f(e)n/ noun same as data
management

data administrator /'derto od
,ministreita/ noun acontrol section of
a database management system

data analysis /'derto o,nzlosis/
noun the act of drawing conclusions
from data

data bank /'derta bepk/ noun alarge
store of information, especialy kept in
or available to a computer, sometimes
consisting of several databases
database /'dertobers/ noun 1. soft-
ware which enables the user to organise
data for easy retrieval 2. a collection of
data stored in a computer which can be
easily and quickly retrieved

database administrator
/,dertobers od'ministrerto/ noun a
person who undertakes responsibility
for the control of a database
database language /'dertobers
Jeengwidz/ noun any one of a series of
languages, eg. data description
language, that makes up a database
management system

database management system
/,dertobers 'manidzmont sistom/
noun a series of computer programs
which allows the user to create and
maintain databases. Abbr DBMS
database mapping /'dertobers
,mepin/ noun a description of the way
inwhich therecords and fieldsin adata-
base are related

database publishing /'dertobers
,pAblif1/ noun publishing information
selected from a database, either online
where the user paysfor it on a per-page
inspection basis, or as a CD-ROM
database schema /'dertobers
,skirma/ noun a way in which a data-
base is organised and structured
database server /(_. ./ noun a
piece of database management software



data capture

that runs on a server computer on a
network and is used in a client-server
system

data capture /'dertoa keept[o/ noun
the act of collecting data and converting
it into a form compatible with
computers

data compression /'derto kom
pref(s)n/ noun a means of reducing
the size of blocks of data by removing
spaces, empty sections and unused
material

data entry /derto 'entri/ noun a
method of putting datainto a computer
data file /'derto fail/ noun acomputer
file storing data rather than program
instructions

data handling /'derto heendli/
noun same asdata preparation

data management ['derto
.manidzmant/ noun the maintenance
and updating of a database. Also called
data administration

data mining /'derto ;marnig/ noun
the process of locating previously
unknown patterns and relationships
within data using a database applica-
tion, eg. finding customers with
common interests in a retail establish-
ment’s database

data modelling /'derto ,mod(a)lip/
noun the act of making a graphic repre-
sentation of interlinked data, so that an
efficient database for it can be designed
data network /'deito netwsik/
noun a system which allows transmis-
sion of data to a number of linked
computers

data preparation /'derto
prepareif(a)n/ noun the conversion of
data into a machine-readable format.
Also called data handling

data processing /'derto
Jpravsesiy/ noun the process of
selecting and examining data in a
computer to produce information in a
specia form. Abbr DP

data protection /'derto pro,tekfon/
noun the procedure of making sure that
data is not copied by an unauthorised
user

Data Protection Act /derto pro
'tekfon ,&kt/ noun a piece of legida

tion passed in 1984 in the UK that
requires any owner of a database that
contains persona details to register

data retrieval /derto rr'trizv(o)l/
noun the process of searching, selecting
and reading data from a stored file

data security /'derto st kjuariti/
noun the protection of electronic dataso
that it cannot be accessed by unauthor-
ised people

‘Chubb offers first-party coverage for
internal losses caused by a data
security breach. For example, if a
retailer suffered a breach of its
customers credit card information,
Chubb’s policy would cover the costs
of notifying customers, regaining
stolen credit card information and

upgrading its system.” [Business
Insurance]
data services /'derta  s3:visiz/

plural noun public services such astele-
phones, which allow data to be trans-
mitted

datasheet /'dertafi:t/ noun a docu-
ment accessible on the Internet that
gives a detailed description of some-
thing, especially a product
DATASTAR /'dertosta:r/ noun a
Swiss-based online database host

data storage /'derto ,stoirrdz/ noun
theability to storedatain the memory of
acomputer

data warehouse /'derto ,weahaus/
noun a database used for analysing
overall business strategy rather than
routine operations

date /dert/ verb to record on a docu-
ment the date when it is written or
received

date label /'dert letb(s)l/ noun a
label pasted in alibrary book so that the
date for return can be stamped on it
date of publication /,dert ov ,pablt
'kerf(a)n/ noun same as publication
date

datum /'dertom/ noun a piece of
information (NOTE: Datum is the
singular of data.)

day release /der rr'litss/ noun a
system of training by which employees
are alowed aregular day each week to
attend college



dedicated line

DBMS abbreviation database manage-
ment system

DCMI abbreviation Dublin Core Meta-
data Initiative

DD abbreviation double density

DDC abbreviation Dewey decimal clas-
sification

DDS abbreviation Dewey decimal
system

de abbreviation in Internet addresses,
the top-level domain for Germany
deaccession /,diok'sef(a)n/ verb to
remove a book or work of art from the
collection of a library or museum and
sl it

deacidify /dio'sidifar/ verb to
remove the acid from paper. » CHC
paper

deadline /'dedlain/ noun the stated
time or date by which work must be
finished

Dead White European Male /,ded
wait juoropiton 'meil/ noun a
conventionally  important  historical
figure, especially one of the writers and
thinkers whose works have traditionally
formed the basis of academic study in
Europe and North America. Abbr
DWEM

debate /dr'bert/ noun ameeting about
a question in which at least two opin-
ions are expressed m verb to discuss
something, considering arguments for
and againgt it

Debrett /do'bret/ noun a publication
that lists members of the British aristoc-
racy

decade /'dekeid/ noun aperiod of ten
years, especialy one that begins with a
year endingin 0

decay /dr'ker/ verb to become old,
rotten, weak or corrupt

decentralise /di:'sentralarz/,
decentralize verb to move departments
away from the main administrative area
and give more power to local branches
decimal  /'desim(o)l/  adjective
counting in base ten

decimal classification system
/,destm(9)] | kleesifr'kerf(a)n ,sistom/
noun asystem of organising itemsusing
anumerical order in baseten

decimal point /,desim(s)l 'point/
noun a dot or comma which separates
whole numbers from decimal fractions,
eg.in2.75
COMMENT: The dot should be raised
above the line, though it is never printed
in this way by computer printers. Note
that the decimal point is used in English-
speaking countries, and that in most
other countries the decimal is indicated
by a comma.
decipher /dr'sarfo/ verb to work out
what something means, even if it is
difficult to read or understand

decision support system /dr
's13(9)n s9,port sistam/ noun a suite
of programs that helps a manager reach
decisions using previous decisions,
information, and other databases

declarative knowledge /dr
[kleratrv 'nolid3/ noun same as prop-
ositional knowledge

declarative memory /diklerativ
'mem(a)ri/ noun human memory of
learned facts and events. Compare
procedural memory

declassify /di:'klesifar/ verb to state
that information or documents no
longer have security classification and
are not secret

decode /di:'koud/ verb to change
information which has been written in
code into ordinary language

decrease noun /'di:krizs/ areduction
in the size or quantity of something m
verb /dr'krizs/ to make something
smaller

dedicate /'dedikert/ verb to print a
specia note in a book offering it to
somebody, usualy a relative or friend,
as a token of affection o He dedicated
the book of poetry to his wife and
daughters.

dedicated /'dedikertid/
reserved for a particular use

dedicated channel /dedikertid
'tfen(d)l/ noun a communications
channel reserved for a particular use or
user

dedicated line /dedikertid 'lam/
noun a telephone line assigned to a
designated user, usualy to provide a
permanent connection to the Internet

adjective



dedicated word processor

dedicated word processor
/,dedikertid 'wa:id ,prousesa/ noun a
small computer which has been config-
ured to do only word processing
dedication /dedi'kerf(e)n/ noun
words used to offer a book, work or
performance to honour somebody
deduct /dr'dakt/ verb to remove
something from atotal
deduction /dr'dakfon/ noun an
amount removed from atotal sum
deep Web /,di:p 'web/ noun search-
able databases accessible through the
Internet, which must be searched using
CQL queries and not with an ordinary
Web search engine. Also called hidden
Web, invisible Web. Compare surface
Web
de facto /der 'faktou/ adjective
accepted asfact by reason of usageo He
was the de facto ruler although he had
no legal right to the position.
default /dr'fo:lt/ noun failure to carry
out a contract m verb to fail to carry out
the terms of a contract, especially to fail
to pay back a debt o The company isin
default on their repayments.
default setting /dr'fo:lt ,setig/ noun
the setting that a computer or printer
will use if no other Instructions are
given
defect /'diifekt/ noun a fault in a
machine
defective /dr'fektrv/ adjective not
working properly
define /dr'fain/ verb to explain the
meaning of something
definition /defr'nif(e)n/ noun a
statement of meaning, especialy in a
dictionary
degree /dr'gri:/ noun a qualification
awarded by a university or college
following successful completion of a
course of study or period of research, or
a similar qualification granted as an
honour
degree of automation /dr,gri: av
,o1ta'merf(a)n/ noun thelevel of use of
electronic machines
‘In order to optimise our business and
improve our bottom line, we need to
automate the flows of information as
much as possible. Data integration

processes are key to this high degree
of automation, the combined increases
in availability and quality of data they
provide translate into an immediate
Increase in operational efficiency.’
[M2 Presswire]

de jure /der 'dzuori/ adjective by
legd right, though not necessarily in
fact

delay /dr'ler/ noun a cause of some-
thing happening later than planned =
verb to cause something to happen later
than planned

delegate noun /'deligat/ a person
elected to speak for or represent others
m verb /'delogert/ to give some of one's
responsibility to others for a period of
time

delegation /,deli'gerf(a)n/ noun the
act of delegating

delete /dr'lizt/ verb to remove infor-
mation that has been written down or
stored in a computer m noun an instruc-
tion given to a computer to remove a
section of text

delete character /dili:t 'kaerikto/
noun a special code used to indicate
data or text to be removed

delete key /dr'li:t ki noun a
computer key that moves the cursor to
erase characters, or removes high-
lighted text

Delphes /delf/ noun aFrench network
of economic and business information
produced by the French Chambers of
Commerce

DELPHI /'delfi/ noun a commercial
online information service

de luxe edition /,d1 'l1aks 1,dif(o)n/
noun aspecial edition of abook, printed
on very good quality paper and with an
expensive binding, selling for a higher
price than a standard edition

demand /di'ma:nd/ noun the number
of people wanting to buy something o
There is not much demand for thisitem.
m verb to ask for something in aforceful
way

demand forecasting /di'ma:nd
[forka:stig/ noun a prediction of the
number of items which will be sold or
used



desktop computer

demarcation /, dirma:'kerf(a)n/
noun a boundary or limit separating
ideas or groups
demography /di'mografi/ noun the
study of changesin population
Demon Internet Systems
/,dizmon 'intonet ,sistomz/ noun a
UK provider of gatewaysto the Internet
demonstrate /'demonstrert/ verb 1.
to show people how to do something 2.
to make an idea clear to people 3. to
show that you have a skill or quality
demy octavo /demi ok'taivou/
noun a book format, formerly 8 3/4 x 5
inches, now 216 x 138mm
demy quarto /,demi 'kwo:tou/ noun
a book format, formerly 11 1/4 x 8 3/4
inches, now 279 x 219mm
density /'densiti/ noun the level of
darkness of an image
COMMENT: Scanner software produces
various shades of grey by using different
densities or arrangements of black and
white dots and/or different sized dots.
deny access /di,nar '&kses/ verb 1.
torefuse permission to enter 2. to refuse
permission to use an information
system
departmental information
system  /dmpaitment(s)l  nfo
'merf(o)n ,sistom/ noun a system of
organising information specific to one
department
dependency level /di'pendansi
Jlev(a)l/ noun a degree to which some-
body is dependent on another person or
asystem
dependent on /di'pendont pn/
adjective needing something in order to
survive or function
deploy /di'plor/ verb to place people
or resources where they will be most
useful
deposit /dr'pozit/ noun 1. an amount
of money pad in part payment 2. an
amount of money that a person gives
when they borrow something and which
is returned to them when the item is
returned undamaged 3. documents
placed in a record office for safe
keeping 4. a legal requirement for one
copy of any published book to be sent to
anationa deposit library m verb to give
a copy of abook to a deposit library as

part of the process of publishing the
book
deposit library /di'pozit larbrori/
noun a nationa library to which a
publisher has by law to give a copy of
each book published
COMMENT: In the British Isles, the deposit
libraries are the British Library, the
Bodleian Library at Oxford, Cambridge
University Library, the National Library of
Scotland and the Library of Trinity
College Dublin; the Welsh National
Library may also receive copies.
depth indexing /'dep6 ,indeksiy/
noun the indexing of different subjects
within the body of a document
deputation /,depju'terf(s)n/ noun a
group of people who act as representa-
tives of alarger group
descending order /disendiy
's:da/ noun a method of organising
things so that each item is smaller than
the one beforeit or comesbeforeitinan
established order o They were arranged
in descending order from Z to A.
descriptive list /dr'skriptiv list/
noun a list of holdings with a brief
description of their contents to enable
users to decide which they want
descriptor /dr'skripta/ noun a code
or symbol given to a document to iden-
tify it for the purposes of retrieval
desiderata /di,zido'ra:to/ plural
noun a list of books and documents
required
design /dr'zam/ verb to plan what
something new will be like
desk /desk/ noun awriting table in an
office or study
desk accessory /'desk ok,sesori/
noun a device for use on adesk, eg. a
light or a desktop computer
desk diary /'desk ,darori/ noun a
book with blank pages organised by
dates, which can be kept on a desk, to
record appointments and commitments
desktop /'desktop/ noun adisplay on
a computer screen comprising back-
ground and icons representing equip-
ment, programs and files
desktop computer /,desktop kom
'pjurtal/ noun a computer, usualy with
a keyboard and monitor, which is small
enough to be used on a desk



desktop PC

desktop PC /,desktop pi: 'siz/ noun
an IBM-compatible computer which
can be placed on a user's desk,
comprising a system unit with main
electronics, disk drive and controllers,
and a separate monitor and keyboard

desktop publishing /desktop
'pablifig/ noun the design and layout
of text and graphics using a small
computer with a specific software appli-
cation package and a printer. Abbr DTP

desktop unit /desktop 'juinit/
noun acomputer or machinethat will fit
onto adesk

destination /,destr'nerf(a)n/ noun
1. the place where something is sent 2.
the location where data is sent on a
network

detail /'di:terl/ noun asmall condition
or fact m verb to list or give full informa-
tion about things

detailed enquiry /diiterld 1
'kwarri/ noun an investigation which
lists all the small features of an event or
situation

developed country /di,velopt
'kantri/ noun a rich industriaised
country

developing country /di,velopiy
'kantri/ noun a country where industry
is not yet well developed but which is
moving towards it

developing market /di,velopiy
'maz:krt/ noun an areawhere the sale of
goods or servicesisincreasing

development strategy /dr
'velopmont ,straetodzi/ noun policies
and methods for future devel opment

devise /dr'varz/ verb to design or
work out a plan or system

Dewey decimal classification
/,djuzir 'desim(d)l ,sistom/, Dewey
decimal system noun asystem of clas-
sifying library books that divides them
into ten main classes, divided in turn
into categories with three-digit numbers
and subcategories with numbers after a
decimal point. Abbr DDC, DDS

DfES abbreviation Department for
Education and Skills

diacritical  marks, diacritics,
diacriticals plural noun marks made

above normad letters to show a change
of pronunciation or stress
COMMENT: The commonest diacritics are
the accents in European languages and
the dots indicating vowels in Arabic.
diaeresis, dieresis noun a printed
sign, formed of two dots printed above a
vowel (€)
COMMENT: In English the diaeresis is now
uncommon, but was used in words such
as ‘naive’ and ‘codrdinate’ to show that
the two vowels were pronounced
separately and not as a diphthong; it is
still used in many European languages
and indicates a change in pronunciation
of a vowel. In German it is called the
umlaut.
diagnhose /'daragnouz/ verb to iden-
tify what is wrong
diagnosis /,darag'nousis/ noun the
act of identifying the reason for a fault
or problem
diagonal /dar'agon(s)l/ noun a
slanting line from a top corner to the
opposite bottom corner
diagram /'daregreem/ noun achart or
graph that illustrates something such as
a dtatistical trend m verb to make a
diagram that represents or illustrates
something
dial /'daral/ verb to use a series of
numbers to make a telephone connec-
tion
dialling code /'daralip koaud/ noun
numbers used inthetelephone systemto
identify towns, countries or individual
phone lines and so enabl e connection by
phone or fax
dialling tone /'daralig toun/ noun a
sound made by a telephone line when it
isavailable for use
DIALOG /'daralog/ noun an online
database host
dialogue /'daralpg/ noun 1. awritten
conversation in a book or play 2. the
exchange of ideas or opinions, espe-
cialy between those with different
viewpoints
dialogue box /'darslpg boks/ noun a
small rectangular window displayed on
a computer screen that conveys infor-
mation to, or requires a response from,
the user
dial-up /'daral Ap/ adjective requiring
a computer modem and telephone line



digital nervous system

to establish communication with
another computer or a network

DIANE /dar'en/ s Euronet/Diane

diary /'darari/ noun 1. adetailed daily
record of the events in a person’s life
written in a book 2. a small book with
dates and blank spaces used to record
appointments

dictate /dik'tert/ verb to speak words
for somebody to write down or for a
machine to record

dictating machine /dik'tertip mo
Jimn/ noun a recording machine which
recordswhat someone saysso that it can
be typed later
dictionary /'dikfon(e)ri/ noun a
book or compact disc containing the
words of alanguage arranged al phabet-
ically with their meanings
COMMENT: The term ‘dictionary’ really
applies to a book where the words are
defined, but not necessarily explained; an
‘encyclopaedia’ is a book where the
words are explained, but not always
defined. A ‘Dictionary of Gardening’ is
probably in fact an encyclopaedia, since
it may give details of how to grow plants,
rather than defining what each plant or
process is. This present dictionary has
many encyclopaedic sections, such as
this one.
dictionary catalogue /'dikfon(o)ri
keetalpg/ noun acataloguein whichall
the entries such as author, title and
subject are placed in one alphabetical
sequence

Dictionary of National Biog-
raphy /dikfon(e)ri ov nz[(s)nal
bar'ngrafi/ noun an alphabetical listing
of famous people within a country, with
brief biographical details. Abbr DNB
didactic  /dar'dektik/  adjective
relating to speech or writing that is
intended to teach, especially on mora
issues

didactics /dar'deektiks/ noun the
science or profession of teaching
differ /'difo/ verb to be unlike some-
thing elsein some way

differential /,difa'renfal/ noun the
difference between two valuesin ascale
digest /'dardzest/ noun abook which
summarises a series of reports, espe-
cialy one that collects summaries of

court decisions and is used as a refer-
encetool by lawyers

digipad /'didziped/ noun same as
digitising pad

digit /'did31t/ noun any of the numbers
from0Oto9

digital /'didzit(s)l/ adjective repre-
senting physical quantitiesin numerical
form

digital computer /,didzit(s)l kom
'pjuita/ noun a computer that calcu-
lates on the basis of binary numbers

digital data network /,didzit(s)l
'derto ,netws:k/ noun a network
designed specifically for the transmis-
sion of digital data as distinct from
networks such as the telephone system
which are analogue

digital divide /,didzit(o)l di'vaid/
noun the difference in opportunities
available to people who have access to
modern information technology and
those who do not

digital font /,didzit(o)l 'font/ noun a
font that has been digitised so that it can
be stored in a computer

digital image processing
/,d1d31t(a)l 'tmid3 ,prausesin/ noun a
wide range of techniques used to
generate, process and reproduce images
by digital computers

digital learning /,drdz1t(a)l 'l13:nin/
noun education using electronic tools,
e.g. interactive software

digital library /,didzit(o)l 'latbrori/
noun a store of digital reference mate-
rials, e.g. electronic journas and data-
based information

‘Researchers can perform ther
research without regard to physical
location, interacting with colleagues,
accessing instrumentation, sharing
data and computational resources, and
accessing information and data in
digita Tibraries and repositories.’
[States News Service]
digital nervous system
/,didz1t(a)l 'n3:vas sistom/ noun a
digital information system that gathers,
manages and distributes knowledgein a
way that allows an organisation to
respond quickly and effectively to
events in the outside world



digital object identifier

digital object identifier
/,did3rt(s)l  ,pbjekt ar'dentifars/
noun an identifying symbol for a web
file that redirects users to any new
Internet location for that file. Abbr DOI

digital preservation /,didzit(o)l
Jpresa'veirf(a)n/ noun the act of
preserving data by putting it into elec-
tronic form, which can be copied, stored
and distributed easily and without loss
of quality

digital proofs /,didzit(o)l 'pru:fs/
plural noun proofs taken from digital
files prior to film output at high or low
resolution

digital reference  services
[, didzrt(a)l  'ref(e)rons ,s3rvisiz/
plural noun searchable information in
electronic form, provided by alibrary or
other service

digital scanning  /,didzit(9)l
'skeenin/ noun the reading of an image
such as a printed character by a
computer, done by building it up as a
series of dots in the computer memory
digital video disc /didzit(o)l
'vidiou ,disk/ noun full form of DVD
digitisable /'didzitizob(o)l/ adjec-
tive able to be converted into digital
form for distribution via the Internet or
other networks

digitise /'did3zitarz/, digitize verb to
change analogue signals such as
pictures or sound into numerical data
which can be processed by a computer

digitised letterforms /,didzitarzd
'letoformz/ plural noun the shapes of
characterswhich have been scanned and
then stored as a series of dots in the
computer memory

digitised photograph /,didzitarzd
'foutagra:f/ noun an image or photo-
graph that has been scanned to produce
an andogue signal which is then
converted to digital form and storedina
computer or displayed on a screen
digitising pad /'didzitaizig peed/
noun a sensitive surface that trandates
the position of a pen into numerical
form, so that drawings can be entered
into a computer. Also called digipad

digizine /'did3iin/ noun a magazine
that isdelivered in digital form either on
the Internet or on a CD-ROM

dime novel /'daim ,nov(a)l/ noun a
cheap paperback novel

diploma /dr'plouma/ noun an official
statement that somebody has success-
fully completed a course or passed an
examination

diplomacy /di'plovmasi/ noun 1.
management of rel ations between coun-
tries 2. tact in dealings with people o
Librarians sometimes need to use diplo-
macy when dealing with library users.
direct access /darrekt 'ekses/
noun the ability to use information
without the need for an intermediary
person

direct connection /darrekt ko
'nekfon/ noun a fast permanent
connection linking a computer or
system to anetwork such asthe Internet.
It can be used at any time and is much
faster than a dial-up connection.

direct entry /dar,rekt 'entri/ noun an
index entry in which a multi-word
subject uses the usual word order
instead of an inverted word sequence
direct mail /dairekt 'meil/ noun a
system of selling goods by sending
publicity material about them through
the post

director /dai'rekto/ noun 1. the top
person in the management of a group,
company or organisation 2. a person
who directsaplay or film
directorate /dar'rekt(a)rat/ noun the
board of directors of a company
directory /dar'rekt(a)ri/ noun a book
or database which lists the names and
details of people or companies in a
specific geographical or subject area
disadvantage /,disad'va:ntids/
noun afactor in asituation which causes
problems

disapplication /disapli'kerf(o)n/
noun a special exemption from the
National Curriculum given to a school
disaster plan /di'za:sta pleen/ noun
aplan for what to do if adisaster occurs
discharge /dis't fa:d3/ verb to cancel
therecord of aloan from alibrary when
the book or other item is returned



distributed library

discipline /'disiplin/ noun afield of
academic study

discount /'diskavnt/ noun a reduc-
tion in the price of something
discovery /di'skav(9)ri/ noun the act
of finding out something that nobody
knew about previously

discretion /dr'skref(a)n/ noun the
ability to deal with confidential situa-
tions or information without causing
embarrassment o | leave the matter to
your discretion. o at someon€e's discre-
tion when something is done because of
somebody’s decision and not according
to afixed rule

discretionary income /dr
skref(a)n(d)ri 'mkam/ noun money
which is alocated to a person or a
department according to the decisions
of peoplein authority and not according
to fixed rules

disinformation /,disinfa'merf(a)n/
noun false or deliberately mideading
information, often put out as propa-
ganda

disingenuous  /,disin'dzenjuas/
adjective withholding or not taking
account of known information

disk /drsk/ noun a flat, round plastic
device coated with magnetised material
which can be used to store information
readable by a computer. Also called
disc

disk drive /'disk drarv/ noun aslotin
which to place a floppy disk so that a
computer can read the data on it
diskette /dr'sket/ noun a smal port-
able lightweight disk which can be used
in personal computers

Disk Operating System /disk
'Dparertin ,sistom/ noun the section of
the operating system in a computer that
controls the disk and file management.
Abbr DOS

disk reader /'disk rirdo/ noun a
device which will read the contents of a
disk into amain computer system
display /di'spler/ noun an exhibition
for public viewing = verb to set up or
arrange to be viewed

display case /dr'spler kers/ noun a
glass box which protects items but
alows them to be seen

displayed text /displerd ‘'tekst/
noun text that islaid out by indenting or
being placed in a box, so as to make it
different from the rest of the text

display material /dr'spler mo
,t1orial/ noun itemsthat can be used for
an exhibition

display space /di'spler spers/ noun
the available memory or amount of
screen for showing graphics or text

display stand /dr'spler staend/ noun
a portable board which can be set on
legs and used to display information

display unit /dr'spler ,juinit/ noun a
computer terminal or piece of equip-
ment that is capable of showing data or
information, usually by means of aCRT

disposal list /dis'pauzal list/ noun
instructions for the disposa of docu-
ments by destruction or temporary or
permanent preservation

dispose of /dis'pavz pv/ verb to
throw away or destroy

disseminate /di'semineit/ verb to
spread news and information widely

dissemination /di,semi'neif(o)n/
noun the act of distributing something
such asinformation throughout an area

dissertation /,disa'terf(e)n/ noun a
written account of research

distance learning /'distons ,I3:n1y/
noun courses which can be studied at
home and sent to a tutor by mail or e-
mail

distort/dr'sto:t/ verb togiveafalse or
dishonest account of something

distributed library /di,stribjutid
'latbrori/ noun 1. a collection of
resources that come from different
places but can be accessed from asingle
point, eg. in electronic form 2.
resources which are the private collec-
tions of people working in a particular
field, and which can be shared with
others, e.g. by post

‘The patent defines a comprehensive
software application that provides a
secure, high performance distributed
library for cataloguing, distributing,
tracking, reporting and managin:
intellectual property.’ [BusinessWire]



distribution

distribution /,distri'bju:f(a)n/ noun
the delivery of goods or information to
people or organi sations

distribution  channel /distr1
‘bjuif(e)n ,tfen(a)l/ noun the method
by which things are sent to other people,
e.g. e-mail, post or retail shops
distribution list /distri'bju:f(o)n
Iist/ noun a list of people to whom
copies of adocument should be sent
diversity /dar'va:siti/ noun the range
of variation within a group of people or
situations

divinity calf /dr'viniti ka:f/ noun a
type of binding used for religious
books, made of dark brown calf leather
division /dr'viz(s)n/ noun a depart-
ment in alarge organisation

dj abbreviation in Internet addresses,
the top-level domain for Djibouti

dk abbreviation in Internet addresses,
the top-level domain for Denmark

dm abbreviation in Internet addresses,
the top-level domain for Dominica
DNB abbreviation Dictionary of
National Biography

DNS abbreviation compuT domain
name service

do abbreviation in Internet addresses,
the top-level domain for Dominican
Republic

Doctor of Philosophy /,dokts ov
fr'losafi/ noun the highest level of
university degree, awarded to some-
body who has successfully completed a
lengthy piece of original research. Abbr
PhD

document /'dokjumoant/ noun any
form of information in printed or elec-
tronic form, e.g. maps, manuscripts or
computer software

document address class
/,dokjuomont o'dres  kla:s/ noun a
number or symbol indicating the loca-
tion of adocument in store
documentalist /,dokju'mentalist/
noun a specialist in documentation
documentary /,dokju'ment(a)ri/
noun a film relating true facts rather
than telling a story m adjective based on
written evidence in documents
documentation /,dokjumen
'terf(a)n/ noun documents provided or

collected together as evidence or as
reference material

documentation centre /,dojumen
'terf(e)n ,senta/ noun an information
source such as a website which pulls
together documents and official publi-
cations into a central database which
can then be accessed by the public

document control /‘dokjumont
kan, traul/ noun theway in which docu-
ments are organised to provide easy
retrieval

document delivery /'dokjumont
d1,Irv(o)ri/ noun aservice that provides
specialised archived documentsin elec-
tronic form to customers for afee

document management
/'dokjumont ,manid3zmont/ noun the
storage and retrieval of documents in
paper or electronic format

‘We have also invested heavil% in
educating African companies about
the benefits of document management
systems, and how traditional paper-
based processes for dealing with
incoming and outgoing business
documents no longer make good
business sense.” [M2 Presswire]

document paper /'dokjumont
,perpa/ noun special-sized paper used
for legal and other documents, which is
suitable for writing on

document reader /'‘dokjumont
rizda/ noun a mechanism for reading
text into a computer

document retrieval system
/dokjumant  rr'trizv(e)l sistom/
noun a system which produces a
complete copy of a document rather
than a citation or reference
document supply centre
/,dokjumont so'plar ,sentd/ noun a
division of a lending library, which
supplies copies of documents often
through an inter-library loan system
dog-eared /'dog 1od/ adjective used
to describe a book whose corners are
bent and worn

DOI abbreviation digital object identi-
fier

do-it-yourself handbook /,du: 1t
jo'self  handbuk/, do-it-yourself
manual /duz 1t jo'self ,maenjusl/



draft copy

noun a handbook showing how to do
repairs or construction work around the
house (NOTE: US English is how-to
book.)

dollar sign /'dolo sam/ noun a
printed or written character ($) used in
some computer languages to identify a
variable as a string type

domain /dou'mern/ noun the part of
an e-mail address after the @ sign
domain name /douv'memn nerm/
noun the sequence of words, phrases,
abbreviations or characters that serves
as the Internet address of a computer or
network

domain name service /dou'mein
nerm/ noun an Internet service which
trandates domain names into IP
addresses. Abbr DNS

donation /dou'nerf(o)n/ noun a gift
of something, especialy for a good
cause

DOS /dpos/ abbreviation Disk Oper-
ating System

dossier /'dosier/ noun acollection of
documents relating to a person or topic
dot /dot/ noun a punctuation mark (.)
used to separate the various components
of an Internet address

dot address /'dot o,dres/ noun the
common notation for Internet addresses
in the form A.B.C.D., each letter repre-
senting, in decimal notation, one byte of
afour-byte address. Also called dotted
quad, dotted decimal notation,
dotted quad address

dot matrix printer /,dot 'mertriks
printa/ noun a printer which uses a
series of closely spaced dots and prints
out line by line

double-check /,dab(a)l 'tfek/ verb
to check something a second time to be
sure of its accuracy

double dagger /,dab(e)l 'dega/
noun a third reference mark for foot-
notes

double density /,dab(a)l 'densati/
noun a system to double the storage
capacity of adisk drive by doubling the
number of bits which can be put on the
disk surface. Abbr DD

double density disk /,dab(s)l
densi1ti 'disk/ noun a disk that can

store two bits of data per unit area
compared to a standard disk

double elephant /,dab(a)l 'elifont/
noun 1. a large size of drawing paper
(40 x 27 inches) 2. US abook size up to
50 inches high

double-page spread /,dab(9)l
peid3 'spred/ noun afeature or article
that fills two facing pages of a news-
paper or magazine

double-sided /,dab(s)l 'sardid/
adjective can be used on both sides
double-sided disk  /,dab(a)l

,sardid 'disk/ noun a computer disk
which has been sensitised on both sides,
and can store twice the amount of data
of an ordinary disk

double spread /,dab(o)l 'spred/
noun PUBL Ssame as double-page
spread

doublure /dab'ljusa/ noun a lining,
especially one made of leather or highly
decorated, inside the cover of abook
down /daun/ adjective used to indicate
that a computer is out of action

down cursor key /'daun k3:so ki/
noun one of the four direction keyson a
computer keyboard

download /,daun'loud/ verb to move
information from one electronic source
to another storage device o He down-
loaded the records from the main data-
base to his own personal database.
downloadable fonts
/,dauvnloudab(a)l 'fonts/ plural noun
fonts or typefaces stored on a disk,
which can be downloaded or sent to a
printer and stored in temporary memory
or RAM

downtime /'davntarm/ noun thetime
during which a computer is unusable

DP abbreviation data processing

draft /dra:ft/ noun 1. arough form of
something written, drawn or planned o
The editor has seen the first draft of her
new novel. 2. awritten order for money
to be transferred from one bank to
another

draft copy /'dra:ft kopi/ noun the
first copy of abook or document which
will be changed before it becomes the
final version



drawback

drawback /'dro:bak/ noun an aspect
of something which is a problem and
makes it |ess acceptable

drawing pin /'dro:ig pin/ noun apin
with a flat head used for attaching
notices to aboard

draw up /,dro: 'Ap/ verb to prepare
and write out a document

dredge up /,dred3 'ap/ verb to bring
something to light from an obscure
source, e.g. to recall something bad that
happened long ago or unearth some
scandal ous information

drill down /,dri1l 'davun/ verb to access
data or information organised in hierar-
chical form by starting from genera
information and moving through
increasingly detailed data

drilldown /'drildaun/ noun an act of
accessing data or information organised
in hierarchical form

drilled and strung /drild on
'stran/ adjective bound by making
holes through each leaf or signature,
and then attaching them together with a
thread

drop-down menu /drop daun
'menjui/ noun avertical list of options
that appears on clicking on anitemon a
computer screen. It remainsvisible until
one of the options has been selected by
clicking onit.

DTP abbreviation desktop publishing

Dublin Core Metadata Initiative
/,dablin ko: 'metoderto 1,nifotiv/
noun an organisation which promotes
the standardisation of metadata used in
information retrieval. Abbr DCMI

due /dju:/ adjective 1. expected to
arrive or happen at a particular time o
dueto because of 2. referring to the date
when books are expected to be returned
toalibrary

due date /'dju: dert/ noun the date by
which something on loan should be
returned

dues /dju:z/ plural noun 1. money that
is paid regularly to an organisation to
which you belong 2. books for which

orders have been taken, but which
cannot be supplied until fresh stock
arrives. This is because they are either
subscription orders recorded for a new
title or ordersfor abacklist tittewhichis
being reprinted.

dummy run /'dami ran/ noun atria
or test procedure to see if something
works properly

duodecimo /,djuau'dekimoau/ noun
PRINTING Same astwelvemo
duplexing  /'djuipleksmy/  noun
sending information in two directions
simultaneously

duplicate noun /'dju:plikat/ an extra
copy of a book or document aready in
stock m verb /'dju:plikert/ to make an
exact copy of something

duplicate entry /,dju:plikat 'entri/
noun an index entry of the same subject
matter under two headings

duplicate title /,dju:plikat 'tart(a)l/
noun areprint which contains a copy of
the original title page aswell asitsown
duplicating paper /'dju:plikertin
.perpa/ noun specia quality paper used
for photocopying

dust jacket /'dast dzekit/, dust
cover /'dast kava/ noun apaper book
cover, often illustrated, which protects
the hard binding of the book and can be
removed

DVD /di: vir 'diz/ noun an opticd
compact disc that can storealarge quan-
tity of video, audio or other information.
Full form digital video disc
DVD-ROM / di: vi: 'di: ,rom/ noun a
high-capacity optical disc onwhich data
can be stored but not atered. Full form
digital video disc read only memory
Dvorak keyboard /'dvorrek
Kkitbo:d/ noun a keyboard with
frequently used keys placed near the
centre for quicker typing

DWEM abbreviation Dead White Euro-
pean Male

dz abbreviation in Internet addresses,
the top-level domain for Algeria



E

earmark /'tomaz:k/ verb to put on one
side for a particular purpose

e-book /'i: buk/ noun a battery-
powered portable reading device
displaying text on a high-resolution
screen. Also called electronic book
‘Almost every IT expert in the world
is agreed that the book faces a
revolutionary challenge from e-books
and e-paper. Carr says. “In the next
five to 10 years, maybe much sooner,
we'll see a decent, ultra-lightweight,
Bortable e-paper device that alows
00k |oversto download titles straight
from theinternet”.’ [The Observer]

ecclesiastical library /1 klizzr
‘eestik(9)l ,larbrai/ noun alibrary made
up predominantly of religious writings,
especialy used as research centre for
the study of theology

ECDL abbreviation
Computer Driving Licence

ECM abbreviation enterprise content
management

e-collaboration /'ix ko
Jlebarerf(a)n/ noun collaboration
among people or organisations made
possible by means of electronic technol-
ogies such asthe Internet, video confer-
encing and wireless devices

economic plan /,izkenomik 'plen/
noun a policy for economic develop-
ment in a country

economies of scale /1,kbpnomiz ov
'skerl/ noun achieving savings by
producing very large quantities

e-copy /'ir ,kopi/ noun an electronic
copy of a document, especiadly an e
mail text that has a primary destination

European

as an electronic message and a
secondary destination as a printed copy
ed. abbreviation puBL edition

EDI abbreviation electronic data inter-
change

edifying 'edrfarg/ adjective
providing morally useful knowledge or
information

edit /'edrt/ verb 1. to change, correct or
modify text or films 2. to prepare a
document for publication

edit. abbreviation PuBL edition

edited /'edrtid/ adjective relating to
work consisting of one or several sepa-
rate items prepared for publication by
somebody other than the author
editing run /'editip ran/ noun
processing carried out to check that new
data meets certain requirements before
actually analysing the dataand itsinfor-
mation content

editing terminal 'edrtiny
,t3rmin(a)l/ noun a computer terminal
on which text is shown which can be
edited

edition /1'dif(a)n/ noun a particular
version of abook, magazine, newspaper
or TV or radio programme which is
printed or broadcast at one time

editio princeps /1,ditiou 'prinseps/
noun the first printed edition of a piece
of writing

editor /'edita/ noun 1. a person who
changes or corrects text or films 2. a
person in charge of publishing a news-
paper or magazine who makes the final
decisions about the contents and format
editorial /,edr'torrial/ noun the main
article in a newspaper, written by the
editor



editorial board

editorial board /edi,torrial 'bo:d/
noun a group of people with the power
to make decisions about the contents of
documents

EDP abbreviation €electronic data
processing
edu abbreviaton US educational

organization

educate ['edjukert/ verb to give
knowledge to or develop the abilities of
somebody by teaching

educated /'‘edjukertid/ adjective
having the benefit of experience or
knowledge

education /,edju'kerf(s)n/ noun 1.
the imparting and acquiring of knowl-
edge through teaching and learning,
especialy at a school or similar institu-
tion 2. the knowledge or abilities gained
through being educated 3. training and
instruction in a particular subject, e.g.
health matters 4. the study of the theo-
ries and practices of teaching 5. the
system of educating peoplein acommu-
nity or society

educational /,edju'kerf(a)nal/
adjective 1. giving knowledge, instruc-
tion or information 2. relating to or
concerned with education

educational animation
/,edjukerf(a)nal ,aen1r'merf(a)n/ noun
animation that is specifically designed
to aid learning

educational discount /edju:
'kerfn(a)l ,diskaunt/ noun the amount
of money taken off the price of goods
when they are bought for teaching
purposes

educational list /,edju'kerf(s)nal
list/ noun a group of books published
by one publisher for the educational
market

Educational Resources Infor-
mation Centre /.edjukerf(e)nal r1
zo:s1z ,infa'meif(a)n ,senta/ noun a
US research centre which catalogues,
abstracts and indexes educational
research documents. Abbr ERIC

educational software % /.edju:
'kerf(a)nal ,softwea/ noun a set of
computer programs designed to meet
educationa needs

edutainment /,edju'ternmont/ noun
television programmes, computer soft-
ware or other media content intended
both to entertain and educate users

ee abbreviation in Internet addresses,
the top-level domain for Estonia
effective /1'fektrv/ adjective
producing the desired results

efficient n'fif(e)nt/ adjective using
the minimum expenditure of effort and
money

EFL abbreviation Ebuc English as a
Foreign Language
EFT abbreviation
transfer

eg abbreviation in Internet addresses,
the top-level domain for Egypt

e-GIF /'iz ,gif/ noun a framework for
the technical standards that apply to the
exchange of information between the
government and companies, or the
government and individuals. Full form
Electronic Government Interopera-
bility Framework

e-government /'iz ,gav(e)nmont/
noun increased efficiency in communi-
cation between government and
communities, using electronic delivery
of information

eh abbreviation in Internet addresses,
thetop-level domain for Western Sahara
EIC abbreviation European Informa-
tion Centres

eighteenmo /.ertiin'mou/
same as octodecimo

18mo abbreviation eighteenmo

electronic file

noun

eightvo ['ertvou/ noun same as
octavo

8v0 abbreviation octavo

EIS noun easy-to-use software

providing information to a manager or
executive about hisor her company. Full
form executive information system
e-learning /'ir Isinig/ noun the
acquisition of knowledge and skill
using electronic technologies such as
computer- and Internet-based course-
ware and local and wide area networks
electoral register /1,lekt(o)ral
'red3ista/ noun a list of names of
people who are eligible to vote in an
election



element

electrical /1'lektrik(o)l/  adjective
relating to anything which works by
eectricity

electrician /1,lek'trif(e)n/ noun a
person who installs and repairs elec-
trical equipment

electronic book /elektronik 'buk/
noun same as e-book

electronic conference
/,elektronik 'konf(a)rans/ noun away
of discussing atopic with several people
simultaneously by using a computer
network

electronic data interchange
/,elektronik  'derto tot[eindz/
noun a system of sending commercia
data over a network or telephone line
using an electronic mail system. Abbr
EDI

electronic data processing
/,elektronik 'derto ,prousesin/ noun
computer-based tasks involving the
input and manipulation of data, usualy
using database programs. Abbr EDP

electronic funds transfer
/,elektronik 'fandz  transfs:/ noun
the use of computers to transfer money
to and from banks. Abbr EFT

Electronic Government Interop-
erability Framework noun full form
of e-GIF

electronic journal /elektronik
'd33:n(9)l/ noun ajourna that is trans-
mitted via a computer network

¢ Unlikecr)rint journals, which libraries
own and can keep forever, electronic
journals are provided to libraries
under akind of lease. Libraries pay for
the privilege of having access to the
journals online. But many libraries
fear they won't be able to retrieve
back issues should this access abruptly

[Thé Chronicle of Higher Education]

electronic journalism
/,elektrontk 'dz3:n(s)liz(s)m/ noun
news coverage that is transmitted elec-
tronically, e.g. by television or over the
Internet

electronic library /elektronik
'latbrori/ noun texts and documents
that are available through a computer
network

electronic magazine /elektronik
,ma&ga'ziin/ noun a magazine that is
distributed online over a computer
network rather than being printed on
paper

electronic mail /,elektronik 'meil/
noun same as e-mail

electronic mailbox /elektronik
'mei1lboks/ noun a system for holding
messages until the receiver is ready to
use the computer to access them

electronic  point of sale
/,elektronik ,pomt ov 'seil/ noun full
form of EPOS

electronic publishing
/,elektronik 'pablifin/ noun the
process and business of producing
books or journals in electronic form,
e.g. as e-books or for online access

electronic record /elektronik
'reko:d/ noun details of an item stored
in acomputer

electronic records management
/,elektronik 'reko:dz ;menidzmont/
noun the process of ensuring that infor-
mation held in electronic form, such as
documents or data, is stored in such a
way that it can easily be accessed and
cannot accidentally be destroyed. Abbr
ERM

electronic  rights /elektronik
'rarts/ plural noun the right to publish
and sell copyright material using elec-
tronic devices such as CD-ROM or the
Internet

electronic surveillance
/.elektronik sa'verlons/ noun the
gathering of information using elec-
tronic devices such as video cameras,
especially in crime detection and
prevention or in espionage

electronic typewriter /elektronik
'tarprarto/ noun a typewriter using an
electronic keyboard linked, via a buffer,
to an electrically driven printing mecha-
nism, also with the facility to send or
receive character data from a computer

element /'elimant/ noun 1. one of the
single parts that make up awhole 2. the
basic and most important part of a
subject



elephant

elephant /'elifont/ noun a former
book size, 23 x 14 inches. ; double
elephant

elephant folio /'elifont fouliou/
noun abook size from 61 to 63.5 cm/24
to 25 inchesin height

élite /er'lizt/ noun a group of the most
powerful, rich or talented people in a
society

élitism /'liztiz(o)m/ noun the belief
that a society should be ruled by agroup
who are considered to be superior to
others

ELT noun the teaching of English to
non-native speakers of English. Full
form English Language Teaching
e-mail /'i: meil/ noun messages sent
on acomputer using amodem and tele-
phone lines to other users of a network
or bulletin board. Also called elec-
tronic mail

e-mail address /'i: meill o dres/
noun details of how somebody can be
contacted through an electronic mailing
system

e-mail shorthand /i merl
Joithend/ noun the set of acronyms
and abbreviations for common phrases
originally used in email and subse-
quently in chat rooms, instant
messaging and newsgroup postings
embedded command /im bedid
ka'ma:nd/ noun a printing command
which is keyboarded into text, and
which appears on the screen but does
not appear inthefinal printed document
e-media /'i: ,;mi:dia/ noun computers,
computer networking and multimedia,
forming an integrated system. Also
called new media

emphasis /'emfosis/ noun extra
force givento aword or activity in order
to make it seem important
emphasise /'emfasaiz/, emphasize
verb to show that something is particu-
larly important

empirical research /em,pirik(o)l r1
's31t [/ noun research based on experi-
ments

employee /im'plortiz/ noun somebody
who is paid by another person for the
work they do

employer /im'plora/ noun somebody
who provideswork for other people and
paysthemtodoit

employment agency /tm
'plormont ,erd3onsi/ noun an organi-
sation that earns money by helping
other people to find work
employment statistics  /im
'plormont sto,tistiks/ plural noun
facts and figures about the number of
people in and out of work in a society,
often published as a government docu-
ment

enable /n'etb(d)l/ verb to make it
possible for something to happen
encapsulate /in'kepsjulert/ verb to
capture the main points of something in
a very small space or within a single
object or event

encapsulated PostScript /in
keepsjulertid 'poustskript/ noun
PostScript commands that describe an
image or page contained within a file
that can be placed within a graphics or
DTP program. Abbr EPS
encapsulated PostScript file /in
kepsjulertid  'poustskript  farl/
noun a file that contains encapsulated
PostScript instructions together with a
preview bitmap image. Abbr EPSF
enclose /i'klouz/ verb to send some-
thing in the same envelope

encode /in'koud/ verb to transate
plain text into a code (NOTE: The US
equivalent is encrypt.)

encourage /in'karidz/ verb to
support somebody or something
actively

encrypt /in'kript/ verb to convert
plaintext to a secure coded form, using
acipher system o the encrypted text can
be sent along ordinary telephone lines
encryption /m'kripfon/ noun the
conversion of plaintext to a secure
coded form by means of acipher system
‘The VPN solution will provide user
confidentiality and  authenticity
through data encryption which allows
only authorised users to access
corporate networks.” [DMEurope]

encyclopedia  /mn,saiklo'pi:dio/,
encyclopaedia noun a book or set of
books offering comprehensive informa-



environmental planning

tionon all or specialised areas of knowl-
edge. Also called cyclopedia
encyclopedic /in,sarkla'pirdik/
adjective covering or including a broad
range of detailed knowledge such asis
found in an encyclopedia
encyclopedism
'pirdiz(d)m/  noun
learning or knowledge
encyclopedist /in,saiklo'pi:dist/
noun a compiler of or contributor to an
encyclopedia

ending /'endig/ noun the final part of
a document

end matter /'end ;mata/ noun PUBL
same as back matter

endnote /'endnaut/ noun a note of
comment or reference placed at the end
of achapter, book or essay

endorse /in'do:s/ verb 1. to sign
something on the back 2. to show
approval or support of people or events
endpaper /'endpeipa/ noun a blank
piece of thicker paper inserted as part of
the binding of abook, one half pasted to
the cover and the other half partly
pasted to thefirst or last page

end user /,end 'ju:za/ noun auser of
a computer program or any electronic
system

energy-saving device /enadsi
,servig dr'vais/ noun a machine that
uses a minimum of power

engaged tone /in'gerdzd toun/
noun asound made by atelephonewhen
thelineisin use

English /'mglif/ noun the English
language, together with literature
written init, as a subject of study
engrave /in'grerv/ verb to cut a
design on metal, wood or glass
enhance /in'hains/ verb to make
something clearer o to enhance a photo-
graph

enhancement /in'ha:nsmoant/ noun
an add-on device which improves the
performance of a computer and so adds
value

enlarge /in'la:dz/ verb to make some-
thing bigger

enlargement /in'lazxdzmont/ noun
the process or result of making some-
thing bigger

/in,saiklo
comprehensive

enlighten /m'lart(e)n/ verb to give
clarifying information to somebody
enquiry /i'kwarri/ noun arequest for
information

enquiry desk /in'kwairi desk/ noun
adesk in alibrary or information centre
where people can ask for information
enquiry service /in'kwarri ,s3:vis/
noun a system for providing answers to
enquiries

enquiry work /in'kwarri w3a:k/ noun
the work of a reference librarian in
finding answers to questions

enrich /m'ritf/ verb to improve by
adding something

enrol /in'roul/ verb to signuptojoina
group or start a course (NOTE: The US
spelling is enroll.)

ensure /in'[ua/ verb to make certain
that something happens

enter /'enta/ verb 1. to go into aroom
or building 2. to write information in a
book or computer 3. to cause a
computer to activate instructions
enterprise content manage-
ment /.entopraiz 'kontent
,manidzmant/ noun the technologies
used to manage, store and deliver
content and documents related to organ-
isational processes. Abbr ECM

entitle /in'tart(a)l/ verb to give atitle
to something such as abook o Heisthe
author of a book entitled ‘ Decline and
Fall’.

entity /'entiti/ noun something which
exists in its own right separate from
other things

entry /'entri/ noun asinglerecord in a
database, dictionary or catalogue
entry word /'entri wa:d/ noun the
first word of an entry in a catalogue
except the articles ‘the’, ‘@, ‘an’
envelope /'envaloup/ noun a paper
cover which can be sealed and used to
send aletter through the post
envelope window /'envaloup
,windau/ noun a see-through panel in
an envelope which allows the address
on the letter to be seen
environmental planning /in
,vararonment(d)l 'plenig/ noun the
process of making decisions about the
use of the environment to cause the least



ephemera

damage to human and natural inhabit-
ants
ephemera /i'femors/ plural noun
itemsrelating to aspecific event or topic
which are designed to last for a very
short time, e.g. theatre programmes,
pamphlets or newspaper cuttings
‘Libraries have to make room for new
books by discarding outdated
ephemera, but dumping al older
booksis adisgrace and adisserviceto
users. The problem is that deciding
what to keep takes more knowledge
than many library managers have, so
they adopt the motto “when in doubt,
chuck it out”.’ [Bristol Evening Post]

epic /'epik/ noun 1. a long poem
telling stories of brave actions of
historic heroes or gods, or the early
history of anation 2. along book or film
telling an epic type of story

epigraph /'epigraf/ noun aquotation
used at the beginning of a book, as part
of the prelims

epithet /'epiBet/ noun a descriptive
additional name used to describe partic-
ular attributes of a person

epitome /1'prtomi/ noun the essential
matter of a work contained in an
abridged version of awork

EPQOS /'i:pos/ noun a system where
sdes are charged automatically to a
customer’s credit card and stock is
controlled by the shop’s computer. Full
form electronic point of sale

EPS abbreviation encapsulated Post-
Script

EPSF abbreviation encapsulated Post-
Script file

equal /'i:zkwal/ adjective same in size,
amount or degree

equalise /'itkwalarz/, equalize verb
to make things equal

equate /r'’kwert/ verb to say that one
thing is the same as another
equipment  /I'’kwipmoant/ noun
machinery and furniture needed to
make an office or factory work
equitable /'ekwitob(a)l/ adjective
indicating that everyone and everything
istreated equally

equivalent /t'’kwivalont/ adjective
having the same value

er abbreviation in Internet addresses,
the top-level domain for Eritrea

era /'tara/ noun a period of time seen
asasingle unit because it hasacommon
feature o the era of apartheid in South
Africa

erase /1're1z/ verb 1. to remove marks
from paper 2. to delete something from
acomputer

eraser /1're1za/ noun a piece of rubber
used to remove pencil marks from paper
ergonomics /,3:ga'nomiks/ noun
the study of people at work withtheaim
of improving safety and making
machines and equipment easier to use
ergonomist /3:'gonomist/ noun a
scientist who studies people at work and
tries to improve their working condi-
tions

ERIC /'er1k/ abbreviation Educational
Resources Information Centre

ERM abbreviation electronic records
management

erratum slip /e'ra:tom slip/, errata
slip /e'ra:ta slip/ noun asmall piece of
paper inserted into a book with correc-
tions to important mistakes which have
been noticed since the book was printed
(NOTE: The plural of erratum is errata.)
error detection /'era dritekf(o)n/
noun the use of special software such as
a spellchecker to find mistakes in a
document

error rate /'era rert/ noun the number
of mistakes per page or per thousand
entries

erudite /'erudart/ adjective having or
showing great knowledge gained from
study and reading

erudition /,eruv'dif(a)n/ noun knowl-
edge acquired through study and
reading

es abbreviation in Internet addresses,
the top-level domain for Spain

ESA/IRS abbreviation European
Space Agency Information Relay
Service

e-service delivery /'ir ,saivis dr
Jrv(9)ri/ noun providing services over
the Internet, e.g. information delivery,
stock check and reservations for a

library
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‘The ‘Top of the Web' survey will
provide Instantaneous feedback to
webmasters about the quality of their
e-service... At the same time, the
uestionnaire results will point to
those aspects of e-service delivery
which can be considered ‘best
practice’, within such areas as filing
an on-line tax return, registering a
change of address or applying for a
copy of one's birth certificate’
[EUROPEMEDIA]

ESL abbreviation eEpuc English as a
Second Language

ESOL /'izspl/ abbreviation EDuUC
English for Speskers of Other
Languages

ESP abbreviation ebuc English for
Special Purposes

esparto /i1s'pa:tou/ noun a type of
thick smooth paper made from a South
American grass, which is very good for
writing or printing, or as the body in
coated papers, butisliabletotear andis
now not often used

essential /1'senfal/ adjective abso-
lutely necessary to a person, situation or
activity

establish /1'stablif/ verb 1. to create
something in a permanent way 2. to
prove that something is definitely true

estimate /'estimert/ verb to calculate
an amount or quantity approximately

e-system /'ir ,sistoam/ noun an elec-
tronic communications or information
system

et abbreviation in Internet addresses,
the top-level domain for Ethiopia

et al. abbreviation used to mean ‘and
the others (NOTE: From the Latin
phrase ‘et alia’.)

etc. /°(_.,.,/ abbreviation used to
mean ‘and the rest’ (NOTE: From the
Latin phrase ‘et cetera’.)

Ethernet /'i:Banet/ noun a standard
defining the protocol and signalling
method of alocal area network

ethnic number /'ebnik ,nambo/
noun anumber added to a classification
symbol to arrange books by language or
race

EU abbreviation European Union

Euro /'juarou/ noun the officid
currency of 12 countries in the Euro-
pean Union

Eurolug /'juaroulag/ abbreviation
European Online User Group
Euronet/Diane /,juarounet dar'an/
noun telephone networks accessible by
a modem and computer covering the
countries of the European Union for the
transmission of information
European Computer Driving
Licence /juaropizon kom,pju:to
'drarvig ,lars(e)ns/ noun a standard
European qudification in basic
computing skills. Abbr ECDL
European Information Centres
/,juarapiron ,info'merf(a)n ,sentoz/
plural noun business information
centresin all European Union countries
sponsored by the EU. Abbr EIC
European Institute for Informa-
tion Management / jusropion
nstrtjust for J1nfa'merf(a)n
;menidzmont/ noun a public estab-
lishment under the Luxembourg
National Ministry of Education which
provides postgraduate training for
specidlists in information management
European Online User Group
/,juarapiron ,pnlam 'juizo ,gruip/
noun an association of European
libraries and database users formed to
encourage coordination in responses to
developments in manufacturing. Abbr
Eurolug

European Space Agency Infor-
mation Relay Service noun an
online database host. Abbr ESA/IRS
European Union /juarapiron
'jurnion/ noun the political and
economic community of European
countries. Abbr EU

Eurostat /'juoroustet/ noun the
statistical office of the European Union
evaluate /1'valjuert/ verb to assess
how good something isby looking at the
way it works

even number /iiv(e)n 'mnambo/
noun anumber which can be divided by
two to give awhole number

evidence /'evid(s)ns/ noun things
that you have seen or experienced which
make you believe that something is true



evidence gathering

evidence gathering /'evid(o)ns
,g&0(a)riy/ noun software that can
gather information about the state of a
computer system which has crashed or
suffered some incident

evolution /irva'luif(o)n/ noun the
process of gradual change and develop-
ment

examination  /ig,zemi'nerf(a)n/
noun awritten or spoken test of ability
or knowledge

example /1g'za:mpal/ noun some-
thing that represents or is typical of a
particular group

exceed /ik'sixd/ verb to be greater
than a limit o He exceeded the speed
limit.

exception /ik'sepfon/ noun things
which are different and not included
exception listing  /1k'sepfon
Jrstig/ noun the listing of items which
are not included in a computer program
exception report /ik'sepfon 11
port/ noun a report which only gives
itemswhich do not fit inthe general rule
or pattern

exception reporting /ik'sepfon r1
porting/ noun a system of information
distribution that passes on only infor-
mation that is new and out of the ordi-
nary, in order to avoid overloading
recipientswith information that is out of
date or has already been transmitted to
them

excerpt /'eks3:pt/ noun a section or
passage taken from alonger work such
as abook, film, musical composition or
document

excess /'ekses/ adjective morethanis
necessary or normal

exclamation mark  /ekskla
'merf(o)n ma:k/ noun a punctuation
mark (1) used to express surprise
exclude /ik'sklu:d/ verb to leave
something or somebody out deliber-
ately

.exe /'eksi/ suffix afile extension for a
program file. Full form executable
execute /'eksikju:t/ verb to carry out
aplan or process

executive /ig'zekjutiv/ noun some-
body who is employed by a company or
organisation at a senior level

exemplar /1g'zempla:/ noun a copy
of a book or text, especialy one from
which further copies have originated
exempt /ig'zempt/ adjective to be
allowed not to have to perform a duty,
service or payment

exercise /'eksosarz/ noun a short
piece of work designed to help you
learn something

exhaustive search /ig,zoistiv
's3:t [/ noun asearch through adatabase
or library which covers al known
records

exhibit /1g'zibit/ noun an item
displayed in a museum, art galery or
court of law m verb to put something in
apublic place for people to look at
exhibition /eksi'bif(e)n/ noun a
collection of objects displayed in a
public place

exhibitor /1g'zibita/ noun a person
whose work is being displayed

ex libris /,eks 'libri:s/ phrase used on
book plates followed by aname to show
who the owner is (NOTE: From a Latin
phrase meaning ‘from the books of’.)
expenditure /ik'spendit [o/ noun the
total amount of money spent on some-
thing

expense /ik'spens/ noun money
spent while doing something connected
with one’s work

expense account /jk'spens o
Jkaont/ noun an arrangement with a
company by which they pay for neces-
sary work expenses

experiment /ik'sperrmant/ noun a
scientific test done to prove or discover
something

experimental strategy /ikspert
'ment(a)l ,straetod3i/ noun apolicy of
trying out new ideas and methods to see
how they work

expert /'eksp3it/ noun somebody
with a great deal of knowledge, or skill
or experience in a particular subject or
activity m adjective having a great deal
of knowledge, skill or experience in a
particular subject or activity
expertise /,ekspa'tizz/ noun special
skills or knowledge in a particular field
expert system /'ekspa:t  sistom/
noun 1. software which applies the



eye strain

knowledge of expertsin afield to solve
problems and partly replicates human
decision making 2. a type of computer
program that can analyse a set of prob-
lems and recommend a course of action
for the user

expert user /eksp3a:t 'juizo/ noun
somebody who uses a service very effi-
ciently because they have experience

expire /1k'spara/ verb to reach the end
of the period of time for which some-
thing isvalid

expiry date /ik'sparori dert/ noun
the date on which something such as a
document, membership or piece of soft-
ware ceases to be valid

explicit knowledge /ik,splistt
'nolid3/ noun human knowledge that
takes the form of learned facts and
which can be documented. Compare
tacit knowledge

exponent /ik'spaunant/ noun some-
body who arguesin support of an idea

export /ik'spo:t/ verb to convert data
from a computer program into a form
suitable for a different program or envi-
ronment

export edition /'‘ekspo:t 1,dif(o)n/
noun a specia edition printed for the
export market

exporter /ik'spo:ta/ noun aperson or
company that sells goods and sends
them to foreign countries

exposé /1k'spauzer/ noun a piece of
writing that reveals the truth about a
situation, often involving something
shocking

express /ik'spres/ verb to state what
you think or feel

expression /ik'spref(a)n/ noun 1. a
word or phrase 2. a mathematical
formula

expurgated edition /'ekspagertid 1
.dif(a)n/ noun an edition of abook that
has had parts removed which are judged
to be offensive

extend /ik'stend/ verb to make some-
thing longer

Extensible Markup Language /1k
stensib(d)l  'maikap lepngwidz/
noun compuT full form of XML

extension card /ik'stenfon ka:d/
noun a second or subsequent card used
in a manual catalogue when the infor-
mation is too long for one card

extent /ik'stent/ noun the number of
pages in a book o You need to put the
extent and trimmed page size into the
catalogue. o If you don’t know the extent
of the book yet, how can you order the

paper for it?

external /ik'st3in(e)l/  adjective
coming from outside

external auditor /ik,st3m(o)l

'a:d1ta/ noun a person from outside an
organisation who checks its accounts
external consultant /ik st3mn(a)l
kan'saltant/ noun an expert in a field
who comesin from outside an organisa-
tion to give advice
external reader /1k,st3mn(a)l 'rirda/
noun a person who is alowed to use a
library which is otherwise limited to
specific groups of members
extra- /ekstra/ prefix indicating that
something isfrom outside o extra-mural
studies
extra bound book /ekstro bauvnd
'buk/ noun a book that is specialy
bound and finished by hand
extract /'ekstraekt/ noun asmall part
of a piece of writing or music which is
printed or played separately
COMMENT: Long extracts quoted in a text
are often set indented, and in a smaller
size than the text matter.
extranet /'ekstranet/ noun an exten-
sion of the intranet of a company or
organisation, giving authorised
outsiders controlled access to the
intranet
extrapolate /ik'strapslert/ verb to
use logic applied to known facts to
calculate what is likely to happen in the
future
eye strain /'aistrein/ noun apain in
the eyes caused by looking at something
such assmall print or acomputer screen
for too long
‘Computer-related  injuries  have
become one of the banes of modern
life, according to arecent ICM survey.
Problems include repetitive stran
injury (RSI), eye strain, and head,
back and neck aches... we should all



e-zine 72

take a short exercise break every hour  e-zine /'i: ziin/ noun a website with

to reduce muscle tension caused by a  contents and layout modelled on a print
rigid posture.” [The Mail on Sunday] magazine



-

fable /'ferb(e)l/ noun a short story
which aims to teach amoral lesson
face /fers/ noun the front cover of a
book
facet /'faesit/ noun (in classification)
the whole group of divisions when a
subject is subdivided

COMMENT: There are five kinds of facet in

a class: personality, matter, energy,

space and time.
facilitate /fo'silitert/ verb to make
something possible or easier to do, e.g.
by providing information
facilitator /fa'siliterta/ noun some-
body who makes it possible for other
people to do things
facility /fa'siliti/ noun a piece of
equipment that makes it easy to do
something
facing /'feisiy/ adjective opposite o
The picture was on the facing page.
facing pages /fersiyp 'perdziz/
plural noun the two pages that are
visible when a book is open
facsimile /fak'simili/ noun an exact
copy of an origina
facsimile edition /fak'simili 1
dif(a)n/ noun a book or print that is
reprinted in exactly the same style asan
earlier edition, often being a photo-
graphic reproduction of the original
fact /fakt/ noun something that is
known or accepted to be true
fact-finding /'feekt ,faindig/ adjec-
tive intended to find out information
about something m noun activity that is
intended to find out information about
something
factor /'feekto/ noun one aspect which
affects an event, situation or decision

factual /'faekt fual/ adjective based on
fact
faculty /'feek(o)lti/ noun a group of
departments in a university or college
within the same academic area o The
library school is within the faculty of
humanities and education studies.
fail /ferl/ verb to be unsuccessful or not
work properly
fail-safe /'fe1l serf/ adjective designed
in such a way that nothing dangerous
can happen if any part goes wrong
fair copy /,fea 'kopi/ noun the final
version of work which has no mistakes
fake /ferk/ noun 1. something or some-
body who is not what they pretend to be
2. afalse, and usually worthless, copy
fallback system /'fo:lbaek ,sistom/
noun a system that can be used if the
onein usefails
false /fo:ls/ adjective not correct or
based on wrong information
false alarm /fo:s o'laixm/ noun a
warning of something bad that does not
actually happen
false drop /fo:ls 'drop/ noun 1. a
citation that does not relate to the
subject being searched 2. an irrelevant
reference in indexing
false friend /fa:ls 'frend/ noun a
word which appears to be similar in
meaning to a word in a different
language, but actually is not
false positive /,fo:ls 'pozitiv/ noun
an instance of asearch program or data-
base mistakenly returning something
that is unrelated to the search term
‘Echoing remarks he made last year,
the geneticist said the crimina DNA
database was not sophisticated enough



falsify

to prevent fase positives. “The
chances of two unrelated people
matchingis1in 10trillion—that isnot
good enough”.’ [The Guardian]
falsify /'foilsifar/ verb to change
information so that it isno longer true or
accurate
family /'feem(o)li/ noun 1. a group of
all the characters belonging to the same
typeface, including al the different
fonts 2. agroup of related things such as
plants, animalsor languages, used asthe
basis of classification
family name /'fem(a)li nerm/ noun
asurname
fan /feen/ noun a cooling device often
built into electric machines so that they
do not overhesat
fan-fold /'feen fould/ adjective refer-
ring to a way of folding paper so that
information can be printed on different
parts of it asin a pamphlet
FAQ /fek, ef er 'kju:/ abbreviation
frequently asked questions
far-sighted /fa: 'sartid/ adjective
good at guessing what will happen in
the future
fascicle /'feeskik(9)l/ noun a section
of a book published in instalments as a
volume or pamphlet
fast /fa:st/ adverb fixed or held very
firmly
fatal error /fert(s)l 'era/ noun a
mistake that causes acomputer program
to crash
fault /fo:1t/ noun aweakness or imper-
fection in something
fault tolerance /'fo:lt tolorons/
noun the ability of a computer or
network to preserve theintegrity of data
during amalfunction
faulty /'fo:lti/ adjective not working
properly
fax /feeks/ noun an exact copy of a
document sent electronically to adistant
receiver using the telephone network m
verb to send an exact copy of a docu-
ment using the tel ephone network
fax gateway /'feks ,gertwer/ noun a
computer or piece of software that
alows users to send e-mail or other
information as a fax transmission to a
remote fax machine

feasibility  study /fiizo'biliti
,stadi/ noun a survey and report about
the usefulness and potential of aplan or
policy to seeif it will work
feasible  /'fizzib(a)l/
possible to make or achieve
featherweight antique paper
/ fedowert en'ti:zk ,perpa/ noun light,
very thick paper, formerly used for chil-
dren’s books (NOTE: The US English is
high-bulk antique.)

feature /'fit fa/ noun 1. aspecial char-
acteristic of something 2. a specid
article in a newspaper, magazine or
broadcast programme

fee /fiz/ noun money paid for aservice
feed /fi:d/ verb to put information into
acomputer

feedback /'fizdbek/ noun comments
from users or customers about what has
been proposed or done

feint /femnt/ noun very light lines on
writing paper

Fellow of the Library Associa-
tion /felov ov 0o ‘'laitbrori o
,sausierf(a)n/ noun the highest qualifi-
cation awarded by the Library Associa-
tion. Abbr FLA

festschrift /'fest [rift/ noun avolume
of writings by various people collected
in honour of somebody such as awriter
or scholar

fiche /fizf/ » microfiche

fiction /'fikfon/ noun stories about
imaginary people and events

field /fi:ld/ noun a section containing
individual data in a record, eg. a
person’s name or address

field engineer /'fiild ,endznio/
noun amaintenance worker who travels
to companies or individua customersto
service their machines

field of study /fi:ld av 'stadi/ noun
an academic area of knowledge being
studied in depth

field separator /'fisld ,seporerto/
noun a code showing the end of one
field and the start of the next

field tested /'fi:ld testid/ adjective
relating to a product or plan that has
been tested in areal situation
fieldwork /'fizldws:k/ noun the gath-
ering of information about a subject by

adjective
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carrying out adirect investigation rather
than reading or talking about it

figure /'figo/ noun a printed and
numbered lineillustration, map or chart
in a document

file /farl/ noun 1. acardboard holder for
papers which can fit in the drawer of a
filing cabinet 2. acollection of informa:
tion about a particular person or thing 3.
(in computing) a set of stored, related
datawith its own nameo on file kept in
alist for reference

file cards /'fail ka:dz/ plural noun
cards with information written on them
which can be stored in a given order to
aid retrieval of the information

file copy /'fail ,kopi/ noun a copy of
a document which is kept for reference
in an office, or a copy of a published
book kept in the library of the publisher

file extension /'fail 1k stenfon/
noun a set of characters following the
dot after the name of a DOS file, identi-
fying thefile type

file header /'fail jheda/ noun infor-
mation about afile stored at the begin-
ning of thefile

file length /'fail len®/ noun the
number of charactersor bytesin astored
file
file maintenance ['fail
,meintonans/ noun the practice of
keeping files up to date by changing,
adding or deleting entries
‘One of the most important CD-Roms
to have in such an emergency is
Norton SystemWorks 2003. It is a
suite of programs that could help
revive the computer and even salvage
lost or corrupted files. SystemWorks
can clean up the machine and make
file maintenance a breeze with a

simple mouse click. [The Daily
Telegraph]
file management ['fail

;manidzmant/ noun a set of instruc-
tions used to create and maintain afile
file manager /'fail ,manid3s/ noun
a computer program that arranges and
manipulates files and directories
filename /'failnerm/ noun a set of
characters, sometimes restricted in
number, serving as an identifying title

for acomputer fileand oftenincluding a
file extension

file protection /'fail protekfon/
noun software or another device used to
prevent any accidental deletion or over-
writing of acomputer file

file recovery /'fail r1,kavari/ noun
software that allows acomputer file that
has been accidentaly deleted or
damaged to be recovered

file server /'fail ,s3:va/ noun 1. soft-
ware used to manage and store users
filesin anetwork 2. the number of inde-
pendent systems sharing a resource or
providing a particular service within a
network

file storage /'fail ,sto:rrd3/ noun
methods of storing fileson adisc or tape
file transfer /'fail transfs:/ noun
moving afile from one areaof computer
memory to another

file transfer protocol /'fail
trensfa: proutokol/ noun a TCP/IP
standard for transferring files between
computers. Abbr FTP

filing /'farlig/ noun the process of
putting thingsin order according to a set
system

filing basket /'failig ,ba:skit/, filing
tray /'farlig trer/ noun acontainer kept
on a desk for documents which have to
befiled

filing cabinet /'farlip  kabinot/
noun a metal box with severa drawers
used for storing files

filing clerk /'failip kla:k/ noun a
clerk who files documents

filing code /'failig koud/, filing rule
/'failig ruzl/ noun an explicit direction
based on a recognised code for filing
entriesin a catalogue

filing system /'farlig ,sistom/ noun
any method of organising documents so
that they can be retrieved easily

filing tray /'farlip trer/ noun a
container often kept on a desk for
storing documents prior to filing

fillet /'f1lit/ noun athin decorative line
impressed onto the cover of a book, or
the tool used to make it

fill in /,f1l '/ verb to writein theinfor-
mation required o to fill in a form



fill out

fill out /fil 'aut/ verb to write the
required information in the blank spaces
on aform o To get customs clearance
you must fill out three forms.

film /f1ilm/ noun 1. a strip of light-
sensitive material used in a camera to
take photographs 2. a story or event
recorded on film to be shown in the
cinema or on television 3. a very thin
layer of powder or grease

film laminate /'film le&eminat/ noun
very thin plastic film attached to the
cover or jacket of abook for protection
film library /'film 1laibrori/ noun a
collection of films and video record-
ings, classified for easy retrieval

film strip /'film strip/ noun astrip of
16mm or 35mm film bearing up to fifty
frames of still photographs with
pictures and captions, sometimes with
sound track attached

filter /'f1lto/ verb 1. to select informa-
tion which isto be passed on 2. to allow
information to come out very gradually

finals /'famn(o)lz/ plural noun the last
examinations in a university or college
course

finance /'famnans/ noun money
needed to pay for a project m verb to
provide the money for a project

finance department /'famnans dr
Jpaitmont/ noun the people in an
organisation who manage the accounts
financial /far'nanfol/  adjective
relating to or involving money
financial implications /far,nanfal
Jmplr'keif(e)nz/ plural noun the
consequences of a decision in terms of
how much it will cost

financial planning /far,nanfal
'‘pleenin/ noun the process of working
out the most efficient way to use what
money is available

financial sector /far,nenf(o)l
'sekta/ noun the part of the economy
that isinvolved with money transactions
financial year /far,naenfal 'j1a/ noun
a period of twelve months which can
start at any point within the calendar
year, used for managing the budgets of
an organisation and assessing profit and
loss o The university's financial year

runs from 31st July to 1st August in the
next year.

finding aid /'faindiy erd/ noun a
systemto aid retrieval such asaclassifi-
cation scheme, catal ogue or index
finding list catalogue /famndiy
Iist 'kaetalpg/ noun a catalogue with
only brief author entries

findings /'faindigz/ plural noun
information obtained as a result of
investigation or research

fine /fain/ noun an amount of money
that hasto be paid asa penalty m verb to
make somebody pay money as a punish-
ment o She was fined because the
library books were overdue. m adjective
very thin, soft or small

fine print /'famn print/ noun the small
print in a contract or agreement, which
may refer to unfavourable terms and
could be overlooked when signing the
contract

fine-tune /,famn 'tjuin/ verb to adjust
something by very small amounts
finger /'fingo/ noun a software
program that will retrieve information
about a user based on their e-mail
address m verb to use a finger program
to obtain information about somebody
firewall /'farowo:l/ noun a piece of
computer software intended to prevent
unauthorised access to system software
or data

first-class / fa:st 'kla:s/ adjective 1.
of the highest or best quality 2. of the
best level of service, e.g. in mail or
travel

first edition /faist 1'dif(o)n/ noun
one of thefirst number of copies printed
from the same type at the same time
first impression /faist 1m
'pref(a)n/, first printing /f3:st
'printig/ noun the first printing of a
book

first word entry / fa:st 'ward ,entri/
noun an entry under the first word of the
title excluding ‘the’, ‘a, ‘an’

fit /f1t/ verb to be the right size or shape
m adjective to be physically capable of
doing something

five laws of library science /,farv
Io:z ov 'larbrori ,sarons/ plural noun



-fold

library laws established by S. R. Ranga-
nathan.
COMMENT: The laws are: 1. Books are for
use. 2. Every reader his book. 3. Every
book its reader. 4. Save the time of the
reader. 5. A library is a growing organism.
fixed back /'fikst bak/ noun acover
that is glued to the back of the pages of
abook
fixed length record / fikst len6
'reko:d/ noun a computer record which
will only accept information in apre-set
number of characters
fj abbreviation in Internet addresses, the
top-level domain for Fiji
FLA abbreviation Fellow of the Library
Association
flag /fleg/ verb to use acomputer code
to mark a record as part of a subset m
noun amark which is attached to infor-
mation in a computer so that the infor-
mation can be found easily
flap /flap/ noun either of the two parts
of adust jacket that fold inside abook’s
cover and are usually printed with infor-
mation about the book or author
flash drive /'fle[ drarv/ noun asmall
plastic device functioning as a disk
drive, containing memory chips that
retain their contents without electrical
power and that have a capacity of
between 16 megabytes and 2 gigabytes
of data
flat back /'flet bak/ noun the spine
of abook which isflat and not curved or
‘rounded’
flexibility /,fleksi'biliti/ noun ability
to adapt to various situations or condi-
tions
flexible /'fleksib(a)l/ adjective ableto
be altered or changed
flexible  learning /(fleksib(a)l
'Iamny/ noun a system of teaching
which provides for people of all ages
and educational backgrounds
flexible working hours
/ fleksib(a)l 'waikig ,auvez/ noun a
system whereby employees can start or
stop work at hours to suit themselves as
long as they work a certain number of
hoursin aweek
flier /'flara/ noun a small advertising
|eaflet designed to encourage customers
to ask for more information

flood /flad/ noun a large number of
things or a large amount of information
m verb o to flood the mar ket to make a
very large number of a particular item
available for sale at one time, usually
forcing the price down

floor plan /'flo: pleen/ noun adiagram
showing the layout of a building
floppy /'flopi 'disk/, floppy disk
/flopi 'disk/ noun a small disk for
storing computer information o The
dataison 3 1/2 inch floppies.
Florence Agreement /'florons o
,grizmant/ noun aUNESCO agreement
adopted in 1952 which reduces tariffs
and trade obstacles to the international
export and import of books, documents
and other educational scientific and
cultural material

floriation / flori'erf(s)n/ noun tooled
decoration on leather binding, in the
form of little flowers

flowchart /'flout fa:t/, flow diagram
/'flav ,daragrem/ noun a diagram
showing the sequence of steps in a
process

flush with /'flaf w10/ adjective level
with o The pages were trimmed flush
with the covers.

flyleaf /'fla1li:f/ noun an endpaper in a
book

flysheet /'flaifiit/ noun a two- or
four-page tract or circular

fm abbreviation in Internet addresses,
the top-level domain for Micronesia
FM abbreviation frequency modulation
fo abbreviation in Internet addresses,
the top-level domain for Faroe Islands
focus /'foukes/ verb to concentrate
one's attention on something

focus group /'foukas gru:p/ noun a
small group of representative people
who are questioned about their opinions
as part of political or market research
fold /fould/ verb to bend something,
e.g. a piece of paper, so that one part
covers another

-fold /foauld/ suffix 1. combining with
numbers to indicate that something has
that number of partso The problemwas
three-fold. 2. indicating that something
has been multiplied by that number o



fold-out

The number of library users rose ten-
fold after the advertising campaign.

fold-out /'fould aut/ noun asheet that
is put folded into a magazine or book
and can be unfolded to give a much
wider page, used especialy for plans
and maps

foliation /fouli'erf(e)n/ noun the
numbering of consecutive pages in a
book or manuscript

folio /'fauliou/ noun 1. a book made
with paper of alarge size 2. alarge sheet
of paper folded twice across the middle
to make four pages of a book 3. a page
number

follow-up /'folou Ap/ noun a book,
film, article or report that continues a
story or provides further information

font /font/ noun aset of charactersina
typeface of al the same style, i.e. the
same size, weight and orientation

COMMENT: Each typeface will be
available in many different fonts (Univers,
for example, was designed in 21 different
fonts) and these will include the different
point sizes and weights, such as bold and
italic. In metal setting, the font would
contain different quantities of each
character, according to the frequency of
use of the characters. English fonts will
contain capitals, small capitals, lower
case, punctuation marks, numerals,
ligatures and common symbols, making
about 150 sorts in all. English fonts
contain some accents and special
characters, but many accents which are
standard in, say German or Spanish
fonts, are not included in English. British
fonts contain the pound and the dollar
signs, but American fonts are likely not to
have the pound sign.

font size /'font sarz/ noun the size of
the charactersin atext

font type /'font tarp/ noun the style
of the characters used in printing

foolscap /'fu:lskep/ noun a large
non-metric size of paper longer than
A4, about 34cm x 43cm

COMMENT: Foolscap takes it name from a
watermark of a clown’s hat used in early
papers; foolscap folio is 13 1/2 x 8 1/2
inches; foolscap quarto is 8 1/2 x 6 3/4
inches and foolscap octavo is 6 3/4 x 4
1/4 inches.

foot /fut/ noun the bottom part of a
page o He signed it at the foot of the
page.

footer /'futal noun arepeated message
at the bottom of every page in a docu-
ment

footnote /'futnout/ noun a note,
usualy in a smaler type size, at the
bottom of a page, which refers to the
text above and is for reference only
COMMENT: Footnotes are best printed at
the bottom of a page, as the name
suggests, if they are essential to the
understanding of the text. They can also
be printed at the end of a chapter or at the
end of a book, especially if they are
simply further references or supply
bibliographic details. In learned journals it
is common for them to be printed at the
end of the chapter, which makes the
typesetting of the main text much simpler.
Reference numbers to footnotes are
printed in small superscript numbers after
the relevant word in the text, and in books
the numbers wusually run from the
beginning of the text to the end of the
book, consecutively. In journals formed of
several different articles, each article has
its own footnote numbering series.
footprint /'futprint/ noun 1. the area
covered by atransmitting device such as
a satellite or antenna 2. the area that a
computer takes up on a desk

forbid /fo'bid/ verb to give instruc-
tions that something must not be done
forbidden book /fa,bidon 'buk/
noun abook that has been forbidden by
acensor
forecast /'forka:st/ noun a prediction
or estimate of what islikely to happenin
the future
foredge /'foireds/, fore-edge /'foir
eds/ noun the front edge of trimmed
pages in a bound book, i.e. the opposite
edge to the spine
COMMENT: Early bound books were
displayed with this edge facing out on the
shelf, hence the name; the title was
written or printed on this edge of the
pages.
foredge margin I'forreds
,ma:d3m/ noun the margin aong the
foredge of abook. Compare gutter
foreground /'fo:gravnd/ noun the
front part of an illustration which seems
nearest to the viewer
foreign /'forin/ adjective belonging to
or originating from adifferent country
foreign-language edition /form
'lengwid3z 1,dif(a)n/ noun an edition



foxing

of an English-language text in tranda-
tion
foreign market /form ‘makit/
noun other countries where exports are
sold

‘...we discovered that the German
market has different brochure sizes
and typesto the UK. This caused such
consternation when the German site
administrators uploaded their own
brochures that we had to modify the

content  management stem...
Companies like Webtraff1Q, fhiosand
Bunnyfoot  Universality provide

products and services that can helﬁ
design professionals get to grips wit
foreign markets.” [Revolution]
forename /'fomerm/ noun a person’s
first or given name
forename entry /'fornerm entri/
noun an entry in a catalogue under the
author's first name instead of the
surname
foreseeable future /for'sirobl
'fjurtfo/ noun the near future which
can be reasonably predicted
foreword /'forw3:d/ noun a piece of
text at the beginning of a book as an
introduction, often written by a person
other than the author
forgery /'fordzori/ noun 1. a fase
copy made with the intention to deceive
2. the act of making things intended to
deceive
form /fo:m/ noun a pre-printed docu-
ment with spaces where information
can be entered
formality /for'meliti/ noun some-
thing which must be done but which
will not change the situation o The deci-
sion is just a formality which is not
expected to affect the market.
format /'formaet/ noun the size, shape
and arrangement of a document m verb
to arrange text on screen as it will
appear in printed form on paper
formatted /'formeatid/ adjective 1.
made ready for use by a computer 2.
arranged in a particular format
formatter /'formata/ noun hardware
or software that arranges text or data
according to certain rules
formatting program /formetiy
praugrem/ noun a program for auto-

matically putting a computer text into a
certain page format

form entry /'form ,entri/ noun acata-
logue entry under the form in which a
book is written o Form entries in the
catalogue were poetry, drama, fiction,
etc.

form mode /'form moud/ noun a
display method on adataentry terminal,
in which the form is displayed on the
screen and the operator enters relevant
details

formula /'formjule/ noun a set of
numbers, letters or symbols which
represents a mathematical or scientific
rule (NoTE: The plural is formulae.)

fortnightly /'fortnartli/ adjective
happening every two weeks
FORTRAN /foitren/ noun a

computer programming language for
scientific matter. Full form formula
translator. » assembly language
48mo abbreviation forty-eightmo
forty-eightmo / forti'erttmou/ noun
a book printed with 48 pages from a
sheet. Abbr 48mo

forum /'forrom/ noun 1. a place or
meeting a which matters can be
discussed 2. an Internet discussion
group for people who share a special
interest in something

forward /'forwod/ adjective at or
moving towards the front of something
or the future m verb to send on a letter
which has arrived at an address from
which the intended recipient has moved
forwarding address /'forwadiy o
,dres/ noun an address which you give
to somebody when you move so that
they can send your mail to you
foundation subject /favp'derf(s)n
,sabjekt/ noun any of ten subjects
specified in the 1988 National Curric-
ulum that must be studied in schoolsin
England and Wales, three of which have
priority as core subjects

40 abbreviation quarto

foxed /fokst/ adjective denoting books
or paper stained with yellowish-brown
spots from having been kept in damp
conditions

foxing /'foksig/ noun brown spots or
stains on paper caused by poor storage,



foxy

usualy found on older documents or
books

foxy /'foksi/ adjective PuBL same as
foxed

foyer /'forer/ noun an area just inside
the main entrance of a large building
where people meet

fr abbreviation in Internet addresses,
the top-level domain for France

frame of reference /fremm ov
'ref(a)rons/ noun a particular set of
idess or beliefs on which to base one's
judgement of other things

framework /'frermwa:k/ noun a set
of rules or ideas that can be used to
decide how to behave o They were able
to contain the changes within the frame-
work of the old system.

Frankfurt Book Fair / frepkfs:t
'‘buk ,fea/ noun the most important of
the international book fairs, held each
year in October as a meeting place for
book publishers, printers, literary
agents and booksellers

franking machine /'frepkiy mo
Jim/ noun a machine which prints a
sign on letters to show that the postage
has been paid

fraud /fro:d/ noun deception or
trickery carried out to secure an unfair
gain or advantage

free /fri:/ adjective 1. available for use
2. not needing to be paid for

-free /fri:/ suffix added to adjectives to
show that they do not have the thing
mentioned o acid-free

freedom /'frizdom/ noun the state of
being free to say or do what you want
without restriction

freedom of information / fri:dom
ov ,infa'meif(a)n/ noun the state of
having free access to al published
information in any format

Freedom of Information Act
[friitdom ov ,nfo'merf(e)n ekt/
noun alaw in the UK which deals with
access to information held by public
bodies

freedom of speech /(frirdom ov
'spirtf[/, freedom of the press
/ frizxdom av 09 'pres/ noun the state of
being free to write, say or publish what

you want without fear of prosecution as
long as you do not break the law

free enterprise /(frir 'entopraiz/
noun an economic system where busi-
nesses compete for profit without much
government control

freehand /'frizhand/ adjective done
without the help of instruments

free indexing /'fri: ,indeksip/ noun
natural language indexing which has no
vocabulary controls

freelance /'fri:la:ns/ adverb working
for anyone who will pay for your skills
rather than employed by one company
free market / fri: 'ma:kit/ noun an
economic system in which the produc-
tion and sale of goods is controlled by
the buyers and sellers rather than the
government

Freenet /'friinet/ noun community-
based access to the Internet, usually run
by volunteersin the USA

free of charge /frir ov 'tfa:dz/
adjective not needing to be paid for
free term list /'fri: t3:m [list/ noun a
list of terms or indicators to which
others can be freely added

free text searching /fri: 'tekst
,s3:tf1y/ noun online searching using
natural language rather than a
controlled vocabulary and any aspect of
the record as a search term

free translation /fri: trens
'lerf(a)n/ noun a rough trandation
which gives the genera meaning
without trandating the text word for
word

freeze Mriiz/ verb 1. to stop and
display a single frame from a film, TV
programme or video tape 2. to stop
funds or credits being paid

frequency /'friztkwansi/ noun 1. the
number of times that something
happens in a given period of time 2. a
term used to describe the wavelength of
broadcast transmissions

frequency modulation
/"fritkwansi ,mpodjulerf(s)n/ noun a
radio broadcasting band which reduces
interference. Abbr FM
frequently asked
/ fritkwant(a)li a:skd

guestions
'kwest [onz/



fuzzy search

plural noun alist of the most common
questions on a particular subject, with
answers, provided on a website or
leaflet. Abbr FAQ

frequent user /fritkwont 'juizo/
noun somebody who makes use of a
service very often

front cover / frant 'kava/ noun the
cover on the front of a book or maga-
zine, with thetitle and usually an attrac-
tive, eye-catching design

front end /'frant end/ noun the
visible part of an application that is seen
by a user and is used to view and work
with information

front flap / frant 'flep/, front jacket
flap /,frant 'dzeekit fleep/ noun aflap
on a book jacket which is tucked into
the front cover of abook, usually with a
blurb on it

frontispiece /'frantispiis/ noun a
picture at the beginning of abook oppo-
site thetitle page

front matter /'frant meta/ noun
same as prelims

front page /,frant 'perds/ noun the
first page of a newspaper which
contains the most important or inter-
esting news

FTP abbreviation file transfer protocol

fugitive material /'fju:dzotiv mo
.trarial/ noun ephemera produced for
short-term purposes and interest

full binding /'ful baindiy/, whole
binding /'houl ,baindm/ noun cased
binding, where the case is completely
covered with a piece of materia such as
cloth or leather, as opposed to half
binding. Also called whole binding

full bound book /,ful baund 'buk/
noun abook with afull binding

full catalogue entry /,ful 'ketslpg
.entri/ noun full details of apublication

full leather binding /ful 'leds
Jbaindiy/ noun a binding on a hard-
cover book where the whole book is
covered with leather

full stop /,ful 'stop/ noun a punctua-
tion mark (.) which indicates the end of
asentence

full text database /ful tekst
'dertobers/ noun a database which
allows full text retrieval
‘The price [for the resource] ranges
from $300 (for the Index only to
libraries serving a smaller number of
users) to $5000 ﬁfor the full-text
database to schools, colleges, and
public libraries serving a Iara?
number of users).’ [leraryJourn ]
full text retrieval /ful tekst r1
'trizv(d)l/, full text searching /ful
tekst 's3:tf1y/ noun online searching
inwhich every word of the source docu-
ment can be retrieved
full text search /ful tekst 'saitf/
noun asearch for something carried out
through al the text in afile or database
rather than limited to an area or block
function /'fapkfon/ noun the purpose
or role of something
functional /'fapkfon(o)l/ adjective
useful or practical rather than attractive
functional illiterate /'fagk[(o)nal 1
JIrtarat/ noun somebody whose reading
and writing abilities are inadequately
developed to meet everyday needs
functional literacy /'fapkf(s)nal
Jrt(o)rasi/ noun the level of skill in
reading and writing that a person needs
to cope with everyday adult life
function code /'fapgkfon koud/,
function key /'fapkfon ki:/ noun a
code or key which makes a part of a
computer program work
funding /'fandmy/ noun money
provided for a particular purpose
furnish /'fa:mif/ verb to provide or
supply something
further education /fs:dor edju
'kerf(a)n/ noun a system of education
for people over the officia school
leaving age
future policy /,fju:tfo 'polisi/ noun
plans for the devel opment of an organi-
sation in the near future
fuzzy logic /,fazi 'lod3ik/ noun logic
that allows for imprecise or ambiguous
answers to questions, forming the basis
of computer programming designed to
mimic human intelligence
fuzzy search /'fazi s3:itf/ noun a
computer search that returns not only



fx 82

exact matches to the search request, but ~ fx abbreviation in Internet addresses,
aso close matchesthat include possibil-  the top-level domain for France, Metro-
ities and alow for such things as  politan

spelling errors



G

g abbreviation gram

ga abbreviation in Internet addresses,
the top-level domain for Gabon

gain /gem/ noun an improvement or
increasem verb o to gain accesstoto get
into something such as arecord or file
gap /gap/ noun a space between two
things, ideas or periods of time
garbage /'ga:bidz/ noun data or
information that is no longer required
because it is out of date or incorrect

garbage in garbage out /,ga:bidz
m ,ga:bid3 'aut/ phrase an expression
meaning that the accuracy and quality
of information that is outputted depends
on the quality of the input. Abbr GIGO
COMMENT: GIGO is sometimes taken to
mean ‘garbage in gospel out’, meaning
that whatever wrong information is put
into a computer people will always
believe the output is true.
garner /'gaina/ verb to collect or
accumulate something such asinforma-
tion or facts

gatefold /'gertfould/ noun apageina
publication that is larger than the other
pages and is folded to fit
gatekeeper /'gert ki:pa/ noun an
online computer host which allows
users to access a database
gateway /'gertwer/ noun a software
trandation device which alows users
working in one network to access
another
‘In addition, the company is offering
the IP Drum Mobile Skype Cables,
which connect a Nokia or Sony
Ericsson mobile phone to a computer,
creating a gateway from Skype to the
mobile network. Incoming Skyﬁe
cdls are then forwarded through the

mobile phone connected to the

computer to the mobile phone the user

iscarrying.’ [Internet Business News]
gateway page /'gertwer peids/
noun theinitial webpagethat avisitor to
a website sees and that contains key
words and phrases that enable a search
engineto find it
gather /'gada/ verb to compile some-
thing such as information or ideas from
various sources
gazette /ga'zet/ noun a record of
public events, journa or other officia
information document published peri-
odically
gazetteer /,ga&za'tta/ noun an index
of geographical place names
gd abbreviation in Internet addresses,
the top-level domain for Grenada
ge abbreviation in Internet addresses,
the top-level domain for Georgia
gender-free language /dzends
friz 'l&ngwidz/ noun language that is
deliberately used to avoid reference to
either men or women, as when the
leader of a committee is described as a
chairperson instead of the chairman
genealogical tree
/,dziinialod3ik(9)] 'triz/ noun a tree-
structured diagram showing the rela-
tionships of the members of a family
from the past to the present
genealogy /,dziini'&ladzi/ noun the
study of the history of the members of a
family
general /'dzen(a)ral/ adjective for all
or most people, cases or things
general books /'dzen(s)ral buks/
plural noun books which may interest
the adult public, usually not including



generalia class

children’s books, fiction or speciaised
books

generalia class /dzena'reilio
[kla:s/ noun a classification for books
on avariety of subjects, e.g. encyclope-
dias

general index /'dzen(o)ral ,indeks/
noun an index which coversal itemsin
abook

generalisation /,dzen(o)ralar
'ze1f(a)n/, generalization noun a
statement that is mostly true but not
based on specific facts

general knowledge /dzen(a)ral
'nolid3/ noun knowledge of a broad
range of facts or subjects

general packet radio service
/,dzen(a)ral ,pxkit 'rerdiou ,s3ivis/
noun full form of GPRS

general public /,dzen(s)ral 'pablik/
noun ordinary people

general purpose /dzen(o)ral
'p3ipas/ adjective something that can
be used for avariety of uses

general reference /,dzen(o)ral
'ref(a)rans/ noun areference in a cata-
logue directing users to a number of
more specific entries

generate /'d3zenarert/ verb to cause
something to start and develop

generation /dzena'reif(a)n/ noun
1. astage of development in the design
and manufacture of machines o fifth
generation computers 2. the period of
time in which people can grow up and
have children, usually 25 to 30 years

generic relationship /d3o nerik r1
lerf(a)nf1p/ noun alink in aclassifica-
tion scheme o There is a generic rela-
tionship between the genus and species.

generic searching /d3o,nerik
'saitfiy/ noun a type of online
searching using a memory to store
broader and related headings to the
subject being searched

generic top-level domain /dzo
nerik top lev(a)l do'mein/ noun full
form of gTLD

Geneva Convention /d31,niiva
kon'venf(o)n/ noun » Universal Copy-
right Convention

genre /'zpnra/ noun a category or
style of writing, art or music o Science
fictionis hisfavourite genre.

genuine /'dzenjuin/ adjective exactly
what it is said to be

geographic filing /dziogrefik
'failig/ noun a system of filing items
according to their place of origin
geographic location /,dziogrefik
lau'kerf(a)n/ noun the place, building,
unit or site where an item is stored

get back /get 'baek/ verb to have
something returned to you

get down /,get 'daun/ verb 1. to write
down what somebody says 2. to fetch
something from ahigh place o get down
a book from a high shelf

get into /,get 'intu:/ verb to become
involved with an activity

gf abbreviation in Internet addresses,
the top-level domain for French Guiana

gg abbreviation in Internet addresses,
the top-level domain for Guernsey

gh abbreviation in Internet addresses,
the top-level domain for Ghana

ghost /goust/ noun LITERAT same as
ghostwriter m verb to be the ghost-
writer of awork

ghostwriter /'goust,rarta/ noun
somebody who writes something for or
with somebody else, the other person
receiving sole credit as the author

gi abbreviation in Internet addresses,
the top-level domain for Gibraltar

GIF /gif/ a trade name for a graphics
file format for a file containing a
bitmapped image. Full form Graphics
Interchange Format

.gif suffix afile extension for aGlIF file.
Full form Graphics Interchange
Format

GIF file /,dszi: a1 'ef fail/ noun a
graphicsfile format for afile containing
abitmapped image

gift /gift/ noun something given as a
present

gigabyte /'gigabart/
1,000,000,000 bytes

GIGO /'gaigou/ abbreviation garbage
in garbage out

noun



gopher

gilt /g1lt/ noun ashiny material, usualy
gold, used as a thin covering to other
material
gilt edge /'gilt ed3/ noun agold edge
to a page of a book, so that when the
book is closed it looks like agold block
gilt-edged /'gilt edzd/ adjective
denoting a book with a gilt edge to the
pages
give /grv/ verb to impart or convey
something such as information or
advice to somebody
given name /'grv(a)n nerm/ noun a
person’sfirst name, used by their family
and friends
glazed morocco /gleizd mo
'rokau/ noun polished goatskin leather,
used as a binding material
global /'gloub(a)l/ adjective covering
everything
Global Books in Print /,gloub(a)l
buks m 'print/ noun a worldwide
listing on CD-ROM of al booksin print
global replace /,gloub(a)l r1'plers/
noun a word-processing function
meaning to replace a particular word,
group of words, letter or symbol by a
different word or words
global search /gloub(a)l 's3:tf/
noun acomputing function which looks
through a whole document or database
for a particular word or symbol
global search and replace
/,glaub(d)l ,s3:tf an rr'plers/ noun a
search and replace function which is
applied to awhole computer file
global village /,gloub(a)l 'vilidz/
noun the whole world considered as a
single community served by electronic
media and information technology
‘Given the open architecture of the
world wide web, anyone operating a
website has access to a worldwide
audience — the internet has fuelled
%Iobalisation and the ‘global village
as become reality.” [M2 presswire]
gloss /glps/ noun a short definition,
explanation or trandlation of a word or
phrase that may be unfamiliar to the
reader, often located in a margin or
collected in an appendix or glossary
glossary /'glpsari/ noun 1. an apha
betical list of the specialist words used

in a document, with definitions 2. alist
of specialised terms with explanations
or trandations o glossary of chessterms
o an English-Chinese business glossary
gloss over /glps 'auval verb to
intentionally leave out negative infor-
mation, or treat something superficialy,
in order to make it appear more attrac-
tive or acceptable

glossy /'glosi/ adjective smooth and
shiny

gm abbreviation 1. in Internet
addresses, the top-level domain for
Gambia 2. gram

gn abbreviation in Internet addresses,
the top-level domain for Guinea
gnostic /'nostik/ adjective relating to
knowledge, especialy knowledge of
spiritual truths

GNVQ /,d3i: en vi: 'kju:/ noun in the
United Kingdom, a qudlification
designed to provide vocationally orien-
tated skills and knowledge for progres-
sion from school to employment or
university. Full form General National
Vocational Qualification

goal /gaul/ noun 1. what somebody is
trying to achieve 2. the fina state
reached when atask is finished
goal-setting /'goul ,setig/ noun a
policy discussion which agrees what a
group, company or organisation hopes
to achieve

goatskin /'goutskin/ noun leather
from the skin of a goat, called morocco
when used for binding

go by /,gou 'bar/ verb to treat advice
or information as reliable or true

go list /'gau list/ noun alist of terms
or characters to be included in a
printout. Compare stop list

gone to press /,gon to 'pres/ adjec-
tive used to indicate that text has gone
for printing and it is too late to make
corrections

Google /'gu:g(s)l/ atrade name for a
popular search engine

go on /,gau 'on/ verb to use something
as reliable information

gopher /'goufa/ noun a servicing
device within the Internet which alows
access by alowing links between
systems
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gossip /'gosip/ noun a conversation
or report about other people’s behav-
iour, which is often exaggerated and not
aways completely true

govV abbreviation in Internet addresses,
the generic top-level domain for
government organisation

government library /,govonmont
'larbrariz/ noun alibrary that exists for
each of the major departments of the
government, e.g. Dept of Employment
library

government publication
/,gavonmoant pabli'kerf(s)n/ noun a
publication with information which is
written and published by government
departments, often of astatistical nature

gp abbreviation in Internet addresses,
the top-level domain for Guadel oupe

GPRS /,d3i: pi: a:r 'es/ noun asystem
that providesimmediate and continuous
access to the Internet from wireless
devices such as mobile phones. Full
form general packet radio service

gq abbreviation in Internet addresses,
the top-level domain for Equatorial
Guinea

gr abbreviation in Internet addresses,
the top-level domain for Greece

grade /grerd/ noun amark given to a
piece of coursework or an examination
which indicates the level of success
attained m verb to judge or measure the
quality of something

graduate /'grad3uat/ noun a person
who has successfully completed a first
degree course at auniversity

graduate trainee /graedzuot trer
'niz/ noun a person who has graduated
in one subject and is receiving further
training in a speciaist skill

gram /grem/ noun a measurement of
weight which is used to indicate the
quality of paper o 80g paper isstandard
copier quality. Abbr g

grammar check /'gremo tfek/
noun a software facility which enables
the user to check the grammatical accu-
racy of work done on aword processor
grammatical error /gro,matik(o)l
'era/ noun word usage which breaksthe
rules of alanguage

graph /gra:f/ noun a mathematical
diagram which visually shows the rela-
tionship between two or more sets of
variables

graphic /'grafik/ adjective concerned
with drawing

graphic display /,grefik dis'pler/
noun a computer screen that is able to
present graphical information

graphic  display resolution
/'greefik di,spler ,rezalu:f(a)n/ noun
the number of pixels that a computer is
able to display on the screen

graphic novel /grefik 'nov(s)l/
noun a fictional story for adults
published in the form of acomic strip
graphics /'grefiks/ plural noun
pictures or lines drawn to represent
information

graphics file /'grefiks fail/ noun a
binary file which contains data
describing an image o There are many
standards for graphics files including
TIFF, IMG and EPS

graphics file format /'greefiks fail
Jformaet/ noun amethod by which data
describing an image is stored
Graphics Interchange Format
/'greefiks ,intotfeind3 formaet/ noun
full form of GIF

graphics pad /‘grefiks pad/,
graphics tablet /'graefiks tablot/
noun a flat device that allows a user to
input graphical information into a
computer by drawing on its surface
graph paper /'gra:f ,perpa/ noun
paper which is printed with measured
squares so that it can be used for
drawing graphs

grave accent /,gra:v 'eksont/ noun
amark placed over avowel (e.g. &)fto
show how it should be pronounced

COMMENT: Grave accents are used in
French (¢, a, u) to indicate a
pronunciation change or a spelling

change. They are used in other
languages to show stress.
gremlin /'gremlin/ noun a tiny

mischievous spirit said to be the cause
of an unexplained problem or fault,
especially in amachine or system

grey literature /'grer lit(o)ratfa/
noun 1. in-house publications, eg.
parish magazines or technical reports 2.
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articles and information published,
especialy on the Internet, without a
commercial purpose or the mediation of
acommercia publisher
grey scale /'grer skeil/ noun shades
which are produced from displaying
what should be colour information on a
monochrome monitor
grid /grid/ noun asystem of numbered
squares alowing points to be easily
plotted or located
COMMENT: Grids are used by designers
and pasteup artists for laying out
magazines and books, where the page
size, type area and general layout remain
the same for each page. The designer will
prepare a master grid, showing the basic
proportions of the page, with its trim size,
type area, headlines, folio positions,
margins, etc., and this is used when
pasting up each page.
grid reference /'grid ref(s)rons/
noun aset of numbersfromthe X and Y
axes giving the location of a point on a
map
gross /graus/ noun the total amount
before any deductions have been made
gross income /,graus 'inkam/ noun
the total amount of money earned
before any deductions e.g. for tax
gross weight /,grous 'wert/ noun
the total weight of something including
all packaging
ground rent /'grauvnd rent/ noun
rent paid by atenant of abuilding to the
owner of the land on which it is built
grounds /graundz/ plural noun a
reason or justification for something
group /gruip/ noun a collection of
people or things that are in the same
place at the same time or have some-
thing in common
group consensus /gruip kon
'sensas/ noun the combined feelings of
agroup of people about adecision. Also
called groupthink
group manager /,gru:p 'menid3o/
noun a person who has responsibility
for the organisation of agroup of people
groupthink /'gru:pBigk/ noun same
asgroup consensus
groupware /'grurpwea/ noun soft-
ware designed to be shared collabora-
tively by a number of users on a
computer network

growing demand /grovig dr
'ma:nd/ noun an increasing number of
people who want to use a product or
service

growth /grouf/ noun an increase in
the size, wealth or importance of some-
thing

Grub Street /'grab stri:t/ noun the
name of a street in London which was
inhabited mainly by writers, now the
general name for low-paid journalism
gsS abbreviation in Internet addresses,
the top-level domain for South Georgia
gsm, g/m? noun away of showing the
weight of paper used in printing. Full
form grams per square metre

gt abbreviation in Internet addresses,
the top-level domain for Guatemala
gTLD noun the portion of an Internet
address that identifiesit as belonging to
a specific generic domain class, eg.
com, edu or gov. Full form generic top-
level domain

gu abbreviation in Internet addresses,
the top-level domain for Guam
guarantee /garon'tiz noun a
written promise that any faults in a
purchase which show within a given
period of time will be repaired free of
charge

guess /ges/ noun an attempt to answer
a question when you do not have the
information needed

guesstimate /'gestrmot/ noun an
approximate calculation based entirely
on guesswork

guest book /'gest buk/ noun a book
in which people write their names and
addresses when they stay at a hotel or
guest house

guide /gard/ noun 1. abook of instruc-
tions 2. a person who shows people the
way

guidebook /'gardbuk/ noun a book
containing information for tourists
about a country, place or institution
guide letters /'gard ,letoz/ plural
noun large letter signs to indicate the
location of itemsin alibrary
guidelines /'gardlainz/ plural noun a
written code of practice about how to do
thingsin a particular field of work
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guides /gardz/ noun asystem of signs
to help people to find their way around
abuilding
guiding
guides
guild /gild/ noun an association of
people with similar interests or skills
who join together to support each other
guillotine /'gilatiin/ noun a device
used for cutting and trimming paper
Gutenberg Bible /'gutonbaig
baib(a)l/ noun thefirst large book to be

/'gardig/ noun same as

printed in Europe from movabletype, in
around 1455

gutter /'gata/ noun the inside margin
between two pages of type

gutter press /'gate pres/ noun a
name for the tabloid newspapers which
print large amounts of gossip rather than
factual news. » yellow press

gw abbreviation in Internet addresses,
the top-level domain for Guinea-Bissau
gy abbreviation in Internet addresses,
the top-level domain for Guyana
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hack /hek/ verb to gain access ille-
gally to a computer system or program
m noun a writer who produces poor
quality material only for money
hacker /'heka/ noun somebody who
gains access to other people’s computer
files without their permission

half binding /'ha:f bamndig/ noun
bookbinding in which the back and
sometimes the corners of a book are
bound in one material and the sides in
another

half bound book /'ha:f baund
Jbuk/ noun a book with a style of
binding which was common from the
beginning of the 19th century, where
binding leathers or vellum were used on
the spine and corners and the rest of the
boards were covered with marbled
paper or plain paper and cloth

half leather binding /ha:f ledo
'‘barndig/ noun a binding on a hard-
cover book, where the spine and corners
are covered with leather and the rest is
left in ordinary cloth or paper

half title /'ha:f tart(s)l/ noun thefirst
page of a book with only the title and
not the details of the publisher or author
halftone /'ha:ftoun/, half-tone noun
1. continuous shading of a printed area
2. a shade of grey appearing to be half
way between white and black 3. an
illustration made using the halftone
process o a book with 25 halftone illus-
trations o The book is illustrated with
twenty halftones. o e need a full page
halftone facing the beginning of the
chapter.

COMMENT: Halftones are made by

breaking up a continuous tone pattern
into a series of dots of varying sizes.

When printed, the dots appear to merge
into a continuous tone, though if you look
at them closely the dots are visible. The
dots are created by scanning or by
photographing the original through a
screen, which is a mesh of criss-cross
lines or a series of dots.
halftone screen /'ha:ftoun skrimn/
noun a screen with cross lines or agrid
of dots used for preparing a halftone
illustration
half-yearly /ha:f 'jisli/ adjective 1.
happening every six months o a half-
yearly magazine 2. referring to a period
of six months o half-yearly royalty
statement m adverb every six months o
we pay some royalties half-yearly

halt /ho:lt/ verb to stop completely,
although usually temporarily

handbook /'h&ndbuk/ noun a book
of advice and instructions

hand-held /'hand held/ adjective
small and light enough to be used while
held in the hand o hand-held video
camera

handle /hand(®)l/ noun 1. a
computer user’s nickname or screen
name 2. (in a graphics or DTP program)
a small square that is displayed on the
edge of aframe, object or image m verb
to deal with or accept responsibility for
asituation or people

handout /'haendaut/ noun a printed
paper which supports a talk or lecture
with summaries or other information

handover period /'handouvo
,prariad/ noun a period of time when
the outgoing holder of ajob works with
the new person to make sure they have
all the necessary knowledge of the work
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‘ Advocates of outsourcing argue that
it allows companies to focus on their
core husiness, improve employee
services and cut costs. Initidly, costs
rose in the deal because the two were
running parallel services during the
handover period.” [Financial Times]
handshake /'handfeik/, hand-
shaking /'hendfeikim/ noun atermin
computing which indicates that two
machines are compatible and can
transfer information to each other
hands-on experience /,h&ndz on
1k'sprarions/ noun the ability to actu-
aly use machines or equipment rather
than just learning about them
hands-on training /hendz on
'trenig/ noun a method of teaching
using practical experience rather than
just theory
handwriting /'heendrartipg/ noun a
system of putting words on paper using
a pen or pencil o Everyone has their
own distinctive style of handwriting.
handwritten /hand'rit(e)n/ adjec-
tive written with a pen or pencil rather
than printed by a machine
hang up /han 'Ap/ verb to end a
phone call by putting the receiver down
Hansard /'h&nsa:d/ noun a written
account of the proceedings of the UK
Parliament
hardback /'ha:dbak/ noun a copy of
a book with a board cover. Compare
paperback
hardbound /'ha:dbaund/ adjective
bound as a book in a stiff cover
hard copy /ha:d 'kopi/ noun a
printed version of a document held on a
computer
hardcover /'ha:dkava/ noun PUBL
same as hardback
hard disk /'ha:d disk/ noun arigid
magnetic disk usually built into a
computer, which can store much more
data than afloppy disk
hardware /'haidwea/ noun the
machinery of a computer, rather than
the programs written for it
hardware costs /'ha:dwea kosts/
plural noun the capital costs of buying
computer  equipment and  other
machinery

hardware resources /'ha:dwes r1
,zo:s1z/ plural noun the amount of
computer equipment and machinery
available for use

Harvard system /'haivad ,sistom/
noun a hibliographic reference system,
used in academic publishing, in which
the author and date are given in the text
and the full reference is supplied in a
general list of references

hash /he[/, hashmark /'ha[ma:k/
noun 1. a symbol (#) used to indicate
theword ‘number’ in addresses o RD#3
(Rural District Number 3) 2. a symbol
used on telephonesfor avariety of func-
tions

head /hed/ noun the top or most
important part or person o per head
referring to the cost or amount for each
person

head crash /'hed kre[/ noun failure
in a disk drive, where the read/write
head touches the surface of the disk,
causing damage and dataloss

headed stationery  /hedid
'sterf(9)n(o)ri/ noun notepaper which
has the name and address of the person
or organisation it belongs to printed at
the top of each sheet

header /'heda/ noun 1. (in a docu-
ment) a piece of text that appears at the
very top of each page, containing e.g.
the chapter name and the page number.
o footer 2. the beginning of an e-mail
message with full information about the
recipient’s address, sender’'s name and
address and any delivery options
header block /'heds blok/ noun a
block of data at the beginning of afile,
which contains the file characteristics
heading /'hedmy/ noun a word,
phrase, title or name at the beginning of
apage, section or catal ogue entry

head librarian /hed lar'brearion/
noun a qualified librarian who is in
charge of alibrary or district

headline /'hedlam/ noun 1. thetitleat
the top of a page or article in a news-
paper story 2. a spoken list of items to
be covered in a radio or TV news
bulletin

head of department /hed ov d1
'paitmant/ noun a person who is
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responsible for a group of people
working in the same department

head office /,hed 'ofis/ noun the
main office of a company or organisa
tion which has branch offices in other
places

headphones /'hedfounz/ plural
noun apair of small speakersworn over
the ears to listen to speech or music
headquarters /hed'kwortaz/ plural
noun the main administrative office of
an organisation

headword /'hedw3:d/ noun the main
entry word in adictionary

help line /'help lam/ noun a tele-
phone number dedicated to a specific
topic which people can ring for advice
and help

help menu /'help ,menju:/ noun a
list of options available which instruct
people how to use a computer program
help screen /'help skriin/ noun a
screen  containing  writing  which
explains how to use a computer
program

Heritage Lottery Fund /heritidz
'Intari ,fand/ noun apublic body which
distributes money raised by the National
Lottery in the UK to heritage organisa-
tions, including libraries and archiving
services. Abbr HLF

Her Majesty’s Inspectorate /,ha:
mad3zostizz  1'spekt(o)rat/, Her
Majesty’s Inspector noun a British
government department or officia
responsible for inspecting teaching in
schools. Abbr HMI

Her Majesty’s Stationery Office
/,h3r mad3zastiz 'sterf(a)n(a)ri ,nfrs/
noun the publications office of the
British government. Abbr HMSO

heuristic /hjua'ristik/  adjective
solving problems by using reasoning
and experience rather than standard
formulae
heuristic searching /hjua'ristik
,s3:tf1y/ noun a method of searching
which modifies the search according to
each piece of information asit is found
‘The GA is one of the emerging
heuristic searching techniques that is
suitable for solving  complex
combinatorial  problems  (Reeves,

1993). The GA was invented and
developed to mimic some of the
processes observed in  natura
selection, initially by Holland and his
associates at  the University of
Michigan in the 1960s.” [Integrated
Manufacturing Systems]

hidden agenda /,hid(s)n o'dzendo/
noun the unspoken intentions behind a
decision or action

hidden Web /'hid(s)n web/ noun
same as deep Web

hide /haid/ noun leather made from
the skin of animals older than a calf,
used for binding large-format books

hierarchical [ haro'ra:kik(a)l/
adjective relating to data arranged in a
tree structure with defined layers

hierarchical classification
/,harara:krik(a)l klestfi'kerf(a)n/
noun asystem of classifying itemswith
the broadest terms at the top and
working down to more specific narrow
terms

hierarchical database
/,harara:kik(a)l 'dertabers/ noun the
organisation of information in a data-
base so that records can be related to
each other within a defined structure

hierarchical search
/,harara:kik(a)l 's3:tf/ noun a search
in a catalogue using an upwards chain
of entries from most to least specific

hierarchy /'harora:ki/ noun a system
of ranking things or people according to
their importance

hi fi /'har 'far/ abbreviation high
fidelity m noun aset of stereo equipment
with speakers and amplifiers used for
playing records, tapes and CDs

high density disk /har densiti
'disk/ noun a computer floppy disk
capable of storing a quantity of data

higher education /haror edju
'kerf(a)n/ noun education that takes
place at universities or colleges usualy
after the age of 18, leading towards an
academic qualification

higher learning /,hais 'I3:nig/ noun
education or study at university level

Higher National Certificate /,haro
,nef(a)nal sa'trfrkat/ noun awarded at
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British colleges in technical subjects.
Abbr HNC

Higher National Diploma /haro
n&f(da)nal di'plovma/ noun an
advanced qualification in technica
subjects. Abbr HND

high flier /,har 'flara/ noun a person
who is very capable, ambitious and
likely to reach the top ranks of their
career

high-level language /har [lev(s)l
'lengwid3z/ noun a computer program-
ming language that is easy to use and
uses natural language

high-level talks /,har lev(a)l 'to:ks/
plural noun discussionsinvolving senior
peoplein politics or business
highlight /'hailart/ verb to colour or
mark text on a document or computer
screen to make it stand out from the rest

high-resolution /,har rezo
Tu:f(e)n/ adjective relating to the
ability to display or detect a very large
number of pixels per unit area. Abbr hi-
res
COMMENT:  Currently, high-resolution
graphics displays can show images at a
resolution of 1024x1024 pixels, high-
resolution printers can print at 600 or 800
dots per inch and a high-resolution
scanner can scan at a resolution of 800 or
1200 dots per inch.
high-specification /har spesifi
'kerf(o)n/ adjective having a high level
of accuracy or quality
high-speed /'har spi:d/ adjective
operating at faster than usual speed
high-tech /,har 'tek/ adjective using
advanced technology
hi-res /har 'reiz/ abbreviation high-
resolution
histogram /'histogreem/ noun a
graph on which the data is represented
by vertical or horizontal bars
historical background  /his
torik(9)l 'baekgraund/ noun the
reasons why something has developed
over aperiod of timeto its present form
historical value /his,torik(a)l
'veelju:/ noun something that helps in
the understanding of past events
hit /h1t/ noun a successful match when
searching a database

hit list /'hit list/ noun alist of people
or organisations that are most likely to
do something or have something done
to them o The local council had hit lists
of branch libraries which were either
likely to support their projects or which
they were going to close.

hit rate /'hit rert/ noun the number of
relevant titles found during a database
search

hk abbreviation in Internet addresses,
the top-level domain for Hong Kong
HLF abbreviation Heritage Lottery
Fund

hm abbreviation in Internet addresses,
the top-level domain for Heard and
McDonald Islands

HMI abbreviation 1. human machine
interface 2. Her Majesty’s Inspectorate
HMSO abbreviation Her Majesty’s
Stationery Office

hn abbreviation in Internet addresses,
the top-level domain for Honduras
HNC abbreviation Higher National
Certificate

HND abbreviation Higher Nationa
Diploma

holding area /'houldiy ,earis/ noun
a space dlocated to the temporary
storage of semi-current materials
holding file /'houldig fail/ noun a
computer file in which work waits until
it can be processed

holdings /'hauldigz/ plural noun the
stock of books and other items kept by a
library

holiday period /'holider ,proriod/
noun the time of year during which
most people take their annual holidays
hologram /'holegreem/ noun athree-
dimensional  photographic  image
created by laser beams

holograph /'holagra:f/ noun a book
or document written in the author’s own
handwriting

home computer /houm kom
'pjuita/ noun a stand-alone personal
computer used at home

homepage /'houmperdz/ noun 1. the
opening page of an Internet website 2.
somebody’s persona website on the
Internet, often containing personal data,
photographs or contact information
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homograph /'homougra:f/ noun a
word having the same spelling but
different meaning from another, aswith
‘spell’ meaning ‘witcheraft' and ‘ spell’
meaning ‘to write words correctly’
COMMENT: Homographs are to be
avoided where possible as headings
when indexing.
homonym /"homonim/ noun a word
with the same sound and perhaps the
same spelling another but with a
different meaning, as with ‘counter’

meaning ‘library issue desk’ and
‘counter’ meaning ‘machine for
counting’

homophone /'homofoun/ noun a
word with the same sound but different
spelling and meaning from another,
such as ‘threw’ meaning ‘past tense of
throw’ and ‘through’, which is a prepo-
sition

honorarium /pna'reariom/ noun a
payment made for professional services
which are usualy provided without
charge

honorary /'onorori/ adjective 1.
relating to a position or role that is held
as an honour, without payment 2.
relating to atitle or qualification that is
given as a reward, not because it has
been worked for in the usual way

horizontal format /horizont(a)l
'farmeet/ noun US abook format where
the spine and foredge are shorter than
the top and bottom edges (NoTE: The UK
term is landscape format.)

hospital library /'hospitl 'laibri/ »
library

host /haust/ noun the main computer
in a system which alows access to
online databases m verb to provide
storage space on a server computer
where a user can store files or data,
often used to store the files required for
awebsite

host computer /,haust kom'pjusto/
noun the controlling computer in a
multi-user system

host service /'haust ,s3:vis/ noun a
company that provides connections to
the Internet and storage space on its
computers which can store the files for
auser'swebsite

hotline /'hotlain/ noun a direct tele-
phone line giving direct access, used
e.g. for quick ordering, for complaints
or between heads of governments
hot link /hot 'ligk/ noun a command
within a hypertext program that links a
hotspot or hotword on one page with a
second destination page which is
displayed if the user selects the hotspot
hotspot /'hotspot/ noun a specia
area on an image or display that does
something when the cursor is moved on
to it o The image of the trumpet is a
hotspot and will play a sound when you
move the pointer over it.
hotword /'hotw3a:d/ noun a word
within displayed text that does some-
thing when the cursor is moved on to it
oritisselected
hourly /'auvoli/ adjective happening
every hour
house journal /'haus ,d3z3:in(a)l/
noun an internal magazine giving infor-
mation and news to the employees of a
company or organisation. Also called
house magazine
‘...the new premises are said to be ‘a
sixth of the cost’ and have better
facilities for training and meetings...
the organisation will offer a full
Backage of membership benefits as
efore—including Adlib journalsfrom
Emerald, a range of training courses,
and the monthly  Managing
Information house journal.’
[Information World Review]

housekeeping /'hauski:pig/ noun
the work necessary to maintain any
system of filing whether manual or
computerised
house magazine /‘haus mago
,zi:n/ noun same as house journal
house organ /'haus ,o:gon/ noun a
magazine published by a business or
other organisation for its employees or
customers, containing information
about the company, its products and its
employees
house style /haus 'stail/ noun a
style of writing and presentation that is
specific to a particular group, company
or organisation

COMMENT: The aim of a house style is to

give consistency to all the products of a
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publishing house, thus making them
more recognisable to the reading public.
In the case of magazines, contributors
will be sent a style sheet which shows
how they should lay out their
contributions. A house style will cover
many aspects of layout, such as
headlines, position of folios, typefaces
and sizes; it will also cover details of
spelling and punctuation: the form for
writing dates (1st January 1999 or
January 1st, 1999 or 1st Jan. 1999 or
01.01.99, etc.); the use of full stops after
abbreviations (Mr or Mr., P.O.Box or PO
Box, etc.). Most publishing companies
have their own style sheets which are
given to editors and form part of the
training programme for new editorial and
production staff. Many printers as well as
publishers have their own house style
and many follow the style of one of the
University  Presses  (Oxford and
Cambridge).

hr abbreviation in Internet addresses,

the top-level domain for Croatia

ht abbreviation in Internet addresses,

the top-level domain for Haiti

HTML /,e1t[ ti: em 'el/ noun a series
of specia codes which define the type-
face and style that should be used when
displaying the text and also alow
hypertext links to other parts of the
document or to other documents. Full
form HyperText Markup Language. »
Internet, SGML, XML

.html suffix a file extension for an
HTML file. Full form HyperText
Markup Language

HTTP /,ext] ti: tiz 'piz/ noun aseries of
commands used by a browser to ask an
Internet web server for information
about a webpage. Full form hypertext
transfer protocol

hu abbreviation in Internet addresses,
the top-level domain for Hungary

human /'hjurmon/ adjective
concerning people rather than animals
human capital /,hjurmon

'keprt(a)l/ noun the knowledge and
skills that employees have, which are
considered aresource of the company

human-computer  interaction
/,hjurmon kom,pjuito ,intor'ekfon/
noun the field of study relating to the
interface between computers and users
human factors /hjuimon 'faektoz/
plural noun the needs of human beings

which must be considered when plan-
ning automation of an office

humanities /hju:'manitiz/ plural
noun subjects of study concerned with
human ideas and behaviour, e.g. litera-
ture and philosophy

Humanities Online Bulletin
Board /hju:,meenitiz ,onlain
'bulatin ,bo:d/ noun an online current
awareness service for the humanities.
Abbr HUMBUL

human machine interface
/,hjurmon ma'fiin ,1ntofers/ noun the
way that a computer screen appears to
the user. Abbr HMI

human resources /hjuimon r1
'soisiz/ plural noun the staff of an
organisation or company, which can
provide skills to do specific jobs

HUMBUL /'hambal/ abbreviation
Humanities Online Bulletin Board

hybrid /'haibrid/ noun a mixture of
different things

hymn book /'him buk/ noun a book
containing the words, and sometimes
the music, of church songs

hyperlink /'harpaligk/ noun a word,
symbol, image or other element in a
hypertext document that links to
another element in the same document
or in another hypertext document

hypermedia /‘harpomi:dia/ noun a
hypertext system that supports the
linking of graphics, audio and video
elements, and text

hypertext /'haipatekst/ noun 1. a
multimedia system of organising infor-
mation in which certain words in a
document link to other documents and
display the text when the word is
selected 2. away of linking one word or
image on an Internet page to another
page in which clicking on certain words
or images moves the user directly to the
relevant new page

HyperText Markup Language

/'haipotekst  ,maikap lepgwidz/
noun full form of HTML

hypertext transfer protocol
/ harpatekst 'traensf3:r proutokol/

noun full form of HTTP
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hyphen /'haif(s)n/ noun a punctua
tion mark (-) used to join two words
together, asin ‘two-sided’
hyphenated /'haifanertid/ adjective
formed of two wordsjoined by ahyphen
hyphen stringing /'haifon ,strigy/
noun the process of using hyphens to
combine terms

hypothesis /har'pofasis/ noun a
theory which has not yet been tested to
prove its truth (NoTE: The plural is
hypotheses.)

hypothetical /,haipa'Oetik(a)l/
adjective based on suggestions rather
than proved or tested



IA abbreviation information architec-
ture

IAA abbreviation International Aero-
space Abstracts
IAP  abbreviation
access provider
IBA abbreviation Independent Broad-
casting Association

IBIS Information Services Ltd
['atbis/ noun a company providing a
subject-coded file of information about
libraries and staff in academic libraries
worldwide

IBM-compatible /,ar bi: em kom
'‘paetib(e)l/ adjective referring to a
computer which is able to run standard
IBM software

ICIC abbreviation International Copy-
right Information Centre

icon /‘atkon/ noun 1. a picture or
symbol that is universally recognised to
be representative of something 2. a
graphic symbol used in computing to
represent different functions of a
program

iconography /,atka'nografi/ noun
the set of symbols or images used in a
particular field of activity such asmusic
or cinema and recognised by people as
having a particular meaning

-ics suffix forming nouns referring to a
science, art or branch of knowledge

id abbreviation ONLINE in Internet
addresses, the top-level domain for
Indonesia

ID /,ar 'di:/ noun proof of identity

IDD abbreviation international direct
dialing

identical /ar'dentik(a)l/
exactly the same

ONLINE Internet

adjective

identification /ar,dentifr'kerf(a)n/
noun any means used to establish who
somebody is, e.g. a document, mark,
number or password

identifier /ar'dentifara/ noun 1. the
grammatical term for the definite and
indefinite articlesin English 2. any tag,
flag or mark put on a computer file to
differentiate it from others

identify /ar'dentifar/ verb to recog-
nise or indicate what something is
identity number  /ar'dentrti
,namba/ noun a unique number which
can be used as a password for accessing
acomputer system

idiom /'idiom/ noun an expression
which has a different meaning from the
separate meanings of the words and is
peculiar to a language so that it cannot
be literally trandlated

idle /'ard(e)l/ adjective waiting to be
used

ie abbreviation in Internet addresses,
the top-level domain for Ireland

IEEE abbreviation Ingtitute of Elec-
trical and Electronics Engineers

IFLA abbreviation International Feder-
ation of Library Associations and Insti-
tutions

IG abbreviation information govern-
ance

ignorance /'ignarans/ noun alack of
knowledge about something

ignorant /'ignoront/ adjective 1.
lacking knowledge or education in
general or in aspecific subject 2. caused
by alack of knowledge, understanding
or experience

IIS abbreviation Institute of Informa-
tion Scientists



import

IKBS abbreviation INFO sci intelligent
knowledge-based system

il abbreviation in Internet addresses, the
top-level domain for Israel

ILL abbreviation inter-library loan
illegal /1'lizg(a)l/ adjective not allowed
by law

illegible /'ledzib(a)l/ adjective so
badly written that it cannot be read
illiteracy /'lit(e)rasi/ noun the
inability to read or write

illiterate /1'lit(a)rat/ adjective unable
to read or write

illuminate /r'luiminert/ verb 1. to
illustrate a medieval manuscript 2. to
shine light on something 3. to make
things clear by explaining them
illuminated /1'lurminertid/ adjective
1. denoting a manuscript that is deco-
rated with gold paint and colours 2.
filled with light

illumination /1,lurmi'nerf(a)n/ noun
the painting of initial letters in manu-
scripts with gold, silver and colours
illustrate /'tlostrert/ verb 1. to draw
pictures or diagrams to put into written
text 2. to make a point clear by using
examples or stories

illustrated /'ilostrertid/ adjective of
a text, with pictures and diagrams
included o The book is illustrated with
twenty-five full-colour plates.
illustration /1la'strerf(e)n/ noun a
picture, chart or diagram which helpsto
explain the words of abook or talk
illustrator /'tlostrerta/ noun aperson
who does the drawings or picturesfor a
book

im abbreviation in Internet addresses,
the top-level domain for Isle of Man
image /'tmid3/ noun 1. a picture or
reflection of somebody or something 2.
in computing, an exact replicaof an area
of memory

image enhancer /mmid3 en
,hainsa/ noun an electronic device that
makes the picture clearer

image processing /'imid3
.prausesiy/ noun the anaysis of infor-
mation contained in an image, usualy
by electronic means or using acomputer
which provides the analysis or recogni-
tion of objectsin the image

image processor /'tm1d3
,prausesa/ noun an electronic device
that analyses the information in an
image to enable recognition

image scanner /'tmid3 ,skano/
noun an electronic device that converts
pictures or drawingsinto machine-read-
able form

imaging /'tmrd31ig/ noun a technique
for creating pictures on a computer
screen

imp. abbreviation PUBL imprimatur

impact /'tmpekt/ noun astrong effect
or influence on something

impart /im'paz:t/ verb to communicate
information or knowledge

implement /'tmplr,ment/ verb to put
aplan into action

‘The enterprise edition of the
Blackboard Learnin System
seamlessly integrates with many other
technology tools used by academic
ingtitutions... According to Barbara
Newland, “Moving to the enterprise
edition will enable the university to
implement its elearning strategy
which aims to enhance the student

experience”.’ [M2 Presswire]

implementation /,rmpliman
'terf(e)n/ noun 1. the carrying out of
plans or systems 2. the latest version,
particularly of software

implication /mmpli'keif(s)n/ noun
something suggested by a situation,
words or events

imply /im'plar/ verb to suggest that
something is true without actually
saying so

import noun /'tmpo:t/ the importance
of something because of the way it is
likely to affect outcomes o They
discussed matters of great import. m
verb /im'pao:t/ 1. to buy goods or serv-
ices in one country and bring them to
one's own for sale o We use paper
imported from Scandinavia. 2. to bring
something in from outside a system o
You can import images from the CAD
package into the DTP program. 3. to
convert afile stored in one format to the
default format used by a program o
Selectimport if youwant to opena TIFF
graphicsfile.
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impression /im'pref(a)n/ noun the
number of copies of abook or document
printed on the same print run o The book
isinitsthird impression.

imprimatur /,imprr'merta/ noun 1.
authority to do, say or print something
2. an authorisation allowing a book or
other work to be published, now usually
confined to works sanctioned by the
Roman Catholic Church

imprint /'mmprmt/ noun 1. the
publisher's or printer's name which
appears on the title page of a book or
document or in the bibliographical
details 2. a mark made by firmly
pressing something onto a surface
COMMENT: Catalogues, advertisements
and fliers do not need to have an imprint,
but almost all other printed matter (books,
newspapers, and even political leaflets)
must carry two imprints: that of the
publisher and of the printer. In a book, the
imprints will normally appear on the
reverse of the title page as part of the
bibliographic information; in some
countries it is usual to have the printer's
imprint at the end of the book. In a
magazine, imprints may be listed along
with other details of the editors and other
staff members.
improvise /'impravaiz/ verb 1. to
make something from whatever mate-
rials are available rather than using the
proper ones 2. to carry out an activity
using on€’s initiative rather than plan-
ning it carefully in advance
impulse /'impals/ noun 1. a short
electrical signal 2. asudden desireto do
something without thinking about it or
planning it first
IMS abbreviation INFO sci information
management system
in /in/ preposition used to introduce
adjectival and adverbial phrases o in
alphabetical order organised
according to the same order as the
letters in the alphabet o in ascending
order organised with the smallest item
first and working up to the biggest o in
charge of in control and able to make
decisionso in descending or der organ-
ised so that the biggest item is first and
working down to the smallest o in detail
paying attention to all the aspects of
something however small o to describe
something in detail o in fact used to

emphasise the reality of asituation or to
introduce more precise information o In
fact this is what really happened. o in
house produced interndly by a
company or organisation and relating to
internal matters o an in-house magazine
o in order of importance organised
with the most important item first o in
placein theright position o in practice
what is done rather than what is talked
about or theorised o It was supposed to
happen but in practice it had to be
cancelled. o in sequence organised to
occur one after another according to a
pre-determined order o in stages done
in small parts o She learned computing
in stages. o in stock availablefor imme-
diate purchase or loan o in subject
order arranged under headings which
relate al phabetically to the subject of the
document o in terms of to talk about
something specifying which particular
aspects you are considering o We
discussed what was needed in terms of
equipment. o in the case of in the partic-
ular situation under discussion o Diffi-
cult decisions must be made in the case
of closure of digtrict libraries. o in the
long run eventualy o In the long run
automation of the library benefited
everybody. o in the long term over a
long period of time o In the long term
automation will be seen to be good for
the library. o in theory what is
supposed to happen but probably will
not o In theory the librarians will be
given time off for study, but more likely
they will not beableto go. o in working
order functioning efficiently o All the
computers are in good working order
now. o in writing written down, not
spoken o Make sure that you get the
contract inwriting. m adverb doneinter-
nally by acompany o Thework isbeing
done in-house.

in- /in/ prefix added to some words to
create the opposite meaning, eg.
‘correct’ — ‘incorrect’

inaccessible /, 1ok 'sesib(a)l/
adjective impossible or very difficult to
reach

inaccurate /in'zkjorot/ adjective
not correct
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inbuilt /'mbilt/ adjective included as
an integral part of asystem

inbuilt facility /,mbilt fo'siliti/ noun
afeature that isincluded in the original
design

incentive /in'sentrv/ noun anything
which encourages extra effort
incentive payment /in'sentiv
,permant/ noun extra money that is
paid to encourage somebody to work
harder

incidental /nsr'dent(d)l/ adjective
something happening or existing in
connection with something else more
important o The librarians were
allowed to claim for the incidental
expenses when they went to the confer-
ence.

incidental music /nsr'dent(a)l
mju:izik/ noun music written to
provide the background to aplay or film
include /in'klu:d/ verb to make one
thing part of another

inclusive  /in'kluisiv/  adjective
counted in with other aspects o Prices
are inclusive of VAT.

income-generating I'ipkam
dzenorertiy/ adjective producing
money from activities

incoming  /'mkamin/  adjective
coming in from outside o incoming
messages on the computer
incompatible  /mkom'patib(a)l/

adjective unable to exist or be used
together

incorporate /in'ko:parert/ verb to
include one thing as part of another
increase /in'krizs/ verb to make
something larger in amount
incunable /m'kjunab(a)l/
PRINTING Same as incunabulum
incunabulum  /mkju'nabjulom/
noun abook printed from movable type
before 1501 (NOTE: The plural is incun-
abula.)

incur /in'ks:/ verb to cause something
to happen

indent /in'dent/ verb to leave a space
at the beginning of a passage of writing
indentation /,inden'terf(a)n/ noun a
space of a set size left at the beginning
of aline of text

noun

independent /,indr'pendant/ adjec-
tive not connected to, influenced by or
needing other people or machines to be
ableto exist or work

Independent Broadcasting
Association /indipendont
'bro:dka:stig 9,sousierf(a)n/ noun an
organisation which controls all broad-
casting companiesin the UK except the
BBC. Abbr IBA

index /'indeks/ noun 1. an alphabet-
ical list of items contained in a book,
document or computer memory 2. a
system by which the changes in the
value of something can be compared or
measured o International financial
indexes compare the value of shares. 3.
a finding guide to information on a
specific topic m verb to compile an
alphabetical list of contents

index card /'indeks ka:d/ noun a
small card containing information and
usually arranged aphabeticaly in a
card index box

index entry /'indeks ,entri/ noun an
item with bibliographic details written
in an index or catalogue

indexer /'mdeksa/ noun aperson who
compilesindexes for books

indexing /'indeksing/ noun the use of
alphabetical methods to organise infor-
mation

COMMENT: An index is usually set in
smaller type than the text and in two or
more columns to the page. Normally an
index will begin on a right-hand page, and
will be folioed consecutively from the text
pages. Bold and italic can be used to
highlight important or less important
items in an index (as, for example, the
page references to illustrations). It is
always useful to have a note at the
beginning of an index to explain how it
has been compiled and the meaning of
the various typefaces or symbols used.
Indexing was formerly done manually,
with the indexer going through the text
and making filing cards for the items;
there are now computer indexing
programs, in which the words in the text
are flagged and the computer then
automatically lists them in alphabetical
order, together with the numbers of the
pages on which the words fall.

indexing at source /,indeksiy at
'so1s/ noun publication of index data at
the same time as a periodical article
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indexing chain /'indeksmy tfem/
noun a chain of classification numbers
produced using hierarchical steps from
asubject heading

indexing keyword /indeksip
'kirwo:d/ noun a heading word used to
indicate the contents of a document and
used in online searching

indexing language /'‘indeksip
Jleenpgwidz/ noun language used in
building library or book indexes

index language /'indeks
Jlengwidz/ noun controlled vocabu-
lary used to compile a subject index

index-linked /,indeks 'ligkt/ adjec-
tive linked to inflation and so changing
each time inflation or the cost of living
rises or fals

Index Translationum /indeks
traens la:ti'ounem/ noun a list of all
trandations published in the world,
published each year by UNESCO

india paper /'india ,peipa/ noun
extremely thin good-quality opaque
paper, about 30gsm, which is neverthe-
less quite strong, used for printing
books with a large number of pages
such as bibles which would be very
thick if ordinary paper were used

indicate /'indikert/ verb to show
something

indicator /'indikerts/ noun 1. some-
thing that shows whether a thing exists
2. the state of a process, as in closed
access libraries showing the number of
books ‘in” and ‘out’

indirect /ndar'rekt/ adjective not
done by the shortest or most obvious
method

individual /ndr'vidzusl/ adjective
relating to one single person or thing
rather than to agroup

individual password /,indrvidjusl
'paisw3id/ noun a persona code
alowing access to a computer system

induce /in'djus/ verb to persuade,
influence or cause a situation to happen
induction course /in'dakfon ko:s/
noun a course for new entrants to a
company, organisation or institution
which gives basic information to help
them settlein

industrial archaeology /mn
,dastrial ,a:ki'olod3i/ noun the study
of buildings related to the industrial
revolutions in the devel oped world

inexpensive /,mik'spensiv/ adjec-
tive not costing much money

inexperienced  /nik'sprorionst/
adjective having little or no experience
in aparticular activity

infect /in'fekt/ verb to copy to a
computer system a computer virus that
is capable of damaging the system’s
programs or data

inference /'inf(o)rons/ noun the act
of deducing information from given
data

inference control /'inf(o)rons kon
traul/ noun a way of determining
which information can be released on a
computer without disclosing personal
information about an individual

influence /'influans/ noun the power
to affect people’sactions m verb to cause
something or somebody to change

info abbreviation in Internet addresses,
the generic top-level domain for general
use

informatics /,mfo:'meetiks/ noun a
collective term for the technologies
concerned with the computerised
collection, processing and transmission
of information

information /,mfa'meif(a)n/ noun
knowledge given to somebody in aform
they can understand

information accessibility
/,infomeif(a)n &k, sesa'biliti/ noun an
indication of how easily information is
available to users

information accuracy
/,infomeif(a)n 'aekjurasi/ noun an
indication of how correct a piece of
information is

information age /,nfo'meif(o)n
,e1d3/ noun a period characterised by
widespread electronic access to infor-
mation through the use of computer
technology

information analyst /,info
'merf(9)n ,&nalist/ noun aperson who
studies information and draws conclu-
sions
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information processing

information  appliance /nfa
'merf(a)n 9,plarons/ noun a small
portable digital information-processing
machine compatible with an electronic
network

information architecture /nfo
'merf(a)n ,arkrtekt o/ noun thedesign
of something such as awebsite or data-
base so that the information is presented
in the most efficient and accessible
manner. Abbr 1A

information  brokerage /nfs
'merf(a)n ,broauvkoridz/ noun the busi-
ness of buying and selling information
for other people

information bureau /,infa
'merf(a)n ,bjuarau/ noun an office that
givesinformation

information centre /,infa'merf(e)n
,senta/ noun an office where people can
make enquiries

information channel /infa
'merf(a)n ,tfaen(a)l/ noun the means
by which information is distributed
information commons /info
'merf(a)n komanz/ noun a commu-
nity in which information belonging to
members is freely distributed among
everybody

information completeness
/,;infomerf(a)n kom'pliztnas/ noun an
indication of whether the information
covers all the aspects required
information  definition /nfo
'merf(a)n ,definif(a)n/ noun a tech-
nique for deciding exactly what the
enquirer needs to know

information design /,infa
'merf(o)n di,zamn/ noun the shaping
and presentation of information in a
way that best serves the needs of users
information desk /nfa'merf(e)n
desk/ noun aplacein alibrary or infor-
mation centre where questions will be
answered

information  engineer /nfa
'merf(o)n ,end3Inia/ noun a computer
expert who works with information
systems

information  explosion /nfa
'merf(a)n eks,plauz(a)n/ noun asitua
tion in which there is a lot of informa-
tion available because of technology

information flow /mfa'meif(o)n
flou/ noun the distribution of informa-
tion within an organisation
information governance /nfo
'merf(9)n ,gavanans/ noun the prac-
tice of making sure that personal infor-
mation held by a company is stored,
used and shared in a responsible
manner. Abbr 1G

information handling  /,fo
'merf(d)n ,heendliy/ noun same as
information management
information literacy  /nfo
'merf(o)n |Iit(a)rasi/ noun the ability
to find relevant information for a partic-
ular situation or problem, and to inter-
pret that information effectively
information management /,nfo
'merf(9)n ,manidzmont/ noun the
storage, searching, retrieva and
updating of information so that it is
easily accessible. Also called informa-
tion handling

information management
system /,infameif(a)n
'meenidzmont  sistom/ noun a

computer program that allows informa-
tion to be easily stored, retrieved,
searched and updated. Abbr IMS
information manager /,nfo
'merf(9)n ,menid3a/ noun a trained
person who controls the processing and
availability of information within a
company or organisation

information needs /,infa'me1f(o)n
,nixdz/ plural noun the requirements of
a user or group for information on
specific subjects

information network  /nfo
'merf(o)n ,netw3:k/ noun a group of
people or computers linked together so
that information can be passed around
information policy /,infa'me1f(o)n
polisi/ noun a statement of policy
about the provision and accessibility of
information within an organisation
information presentation /,mfo
'merf(o)n ,prezonterf(o)n/ noun the
format of information, e.g. written,
spoken, or computer database form

information processing
/,infomeif(a)n 'prousesig/ noun the
organisation, manipulation, analysis
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and distribution of data, nowadays typi-
caly carried out by computers

information provider  /info
'me1f(a)n pra,varda/ noun a company
or user who provides an information
sourcefor usein avideotext system, e.g.
a company providing weather informa-
tion or stock market reports

information qualifications /,info
'‘merf(o)n  kwolifikeif(e)nz/ plural
noun degrees or diplomas indicating a
level of training ininformation manage-
ment

information quality assessment
/,nfa'merf(a)n kwnoliti 9 ,sesmant/
noun atechnique for assessing the level
of satisfaction among users with the
information provided

information relevance
/,infomeif(a)n 'relrvons/ noun the
value of the information to the enquirer
information retrieval  /nfa
'merf(a)n r1,trizv(a)l/ noun the process
of locating quantities of data stored in a
database and producing useful informa-
tion from the data

information retrieval centre
[, infomerf(a)n rr'trizv(s)l sento/
noun a research system providing
specific information from a database for
auser

information science  /nfa
'merf(o)n ,sarons/ noun the study of
the processes involved in storing and
retrieving information

information services  /nfa
'merf(d)n ,s3ivisiz/ plural noun
companies offering a service in the
provision of information

information skills /,info'merf(o)n
skilz/ plural noun ability of users to
access and retrieve the information they
require

information source /,infa
'me1f(a)n ,sois/ noun any book, docu-

ment, database or person which
provides information
information  specialist /,nfo

'merf(a)n ,spef(a)list/ noun a trained
employee in information management

information storage
/,mfomeif(a)n 'storrid3/ noun manual

or electronic methods of storing infor-
mation

information strategy  /,mnfo
'merf(o)n ,stratadsi/ noun apolicy of
acompany or organisation about its use
of information

information superhighway
/,infomeif(a)n ,suipa‘harwer/ noun
the worldwide computer network that
includes the Internet, private networks
and proprietary online services. It
permits the rapid sending of many
different forms of data, including voice,
video and text.

information supplier  /,mnfo
'merf(9)n s9,plars/ noun a person or
company that providesinformation on a
specific subject

information system /,info
'merf(9)n ,sistoam/ noun a computer
system used for the provision of infor-
mation and designed according to user
needs

information technology
/,infomeif(a)n tek'nolad3zi/ noun the
use of technologies from computing,
electronics and telecommunications to
process and distribute information in
digital and other forms. Abbr IT

information term /mnfo'meif(o)n
,t3:m/ noun aword used for the organi-
sation of information

information theory /,info
'merf(9)n ,019ri/ noun the mathemat-
icad study of the transmission, recep-
tion, storage and retrieval of informa-
tion based on the statistical analysis of
communication between humans and
machines

‘Shannon is most famous for his
enormous paper, A Mathematical
Theory of Communication, published
in 1948 when he was in his early
thirties. This ﬂaper spells out, amon
many other things, the fundament
limits of how fast we can transmit
information. In fact, the whole field of
information theory stems from
Shannon’swork.” [VNU NET]

information timing /,info'meif(o)n
starmig/ noun a measure of whether
information is provided in time to be of
use
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in-service training

information tracking  /,info
'merf(a)n treekig/ noun the facility to
find records of related information from
over aperiod of time

information universe /nfo
'merf(a)n ,juinrva:s/ noun the idea of
information being freely and equaly
available across the globe using new
technology

information visualisation
/,infomeif(a)n ,vizuoalar'zer[(a)n/
noun the representation of data, e.g. in
diagrammatic form, which helps users
to understand and absorb it

infrared /,nfra'red/ noun a form of
invisible light, below the visible red
level onthelight scale. Abbr IR
infrastructure /"infra strakt [o/
noun basic structures which enable a
country, society or organisation to func-
tion effectively

infringement of copyright /mn
frindzmont av 'kopirart/ noun same
as copyright infringement

inhibit /m'hibrt/ verb to prevent or
slow down a process

in-house/,1n 'haus/ adjective relating
to staff who are employed to work
directly for a company o the in-house
staff m adverb done internally by a
company o We do all our data
processing in-house. o The colour
artwork cannot be done in-house and
has to be sent outside.

initial /i'nif(a)l/ adjective happening
at the start of a process m verb to sign
something using only the first letters of
one's names

initialise /1'nifolaiz/, initialize verb
to prepare a system or disk for use
initials /1'n1f(a)lz/ plural noun thefirst
letters of a person’s names

Initial Teaching Alphabet i
nrf(e)l 'tirtfig eelfobet/ noun an
aphabet of 44 symbols, each repre-
senting a single sound in English, used
to teach children to read

ink /ipk/ noun a coloured liquid for
writing or printing m verb to apply ink to
ink-jet printer /'igk dzet printos/
noun anon-impact machine for printing
the output of acomputer using asystem
of electrically charged ink drops

ink pad /'igk paed/ noun a pad of
material soaked in ink for use with offi-
cia stamps

ink rub /'mk rab/ noun dirty markson
printed paper, caused when it rubs
against the ink on other pages during
binding

innovation /ma'verf(a)n/ noun a
new product or method of doing some-
thing

innumerate /I'njurmoarat/ adjective
lacking a basic knowledge of mathe-
matics and unable to use numbers in
calculation

in print /1 'print/ adjective 1. still
being printed, still availablein the book-
shops or from the publisher o a list of
current books in print o The book was
first published in 1902 and is till in
print. (NOTE: The opposite is out of
print or O/P.) 2. appearing in a book or
journal

input /'mput/ noun information put
into acomputer memory m verb to enter
data into a computer

input device /'mput di,vars/ noun a
device such as a keyboard or barcode
reader, which converts information into
a form that a computer can understand
and transfers the information to the
processor. Compare output device

inscription  /mn'skripfon/  noun
words written on a monument, book or
other object as acommemoration, dedi-
cation or greeting

insert /'ms3:t/ noun additional infor-
mation printed on a separate sheet of
paper and put inside a magazine or
document

insert mode /'ms3:t maud/ noun an
interactive computer mode used for
editing and correcting documents
COMMENT: This is a standard feature on
most word-processing packages where
the cursor is placed at the required point
in the document and any characters
typed will be added, with the existing text
moving on as necessary; when the insert
qu(_e is off, new text will erase the
existing text.
in-service training /in ,s3:vis
'trerniy/ noun professional develop-
ment training provided by an organisa-
tion for its employees
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insight /'msart/ noun understanding
of acomplex situation

INSPEC /'inspek/ noun an abstracting
and indexing service for electrical engi-
neers

inspection copy /in'spekfan kopi/
noun a copy of a publication sent or
given with time allowed for a decision
to purchase or return it

install /in'sto:1/ verb to set up equip-
ment so that it is ready for use

installation costs /,msta'lerf(o)n
kosts/ plural noun money required to
put in the equipment required
instalment /in'sto:lmoant/ noun 1. a
small amount paid at regular intervalsas
part of alarger total o They paid for the
encyclopedia in six monthly instal-
ments. 2. a part-section of a book or
magazine published at regular intervals
o The novel has been serialised in ten
instalments.

instant replay /instont ‘riipler/
noun a feature of video recording
systems which allows the viewer to see
again the action that has just been
recorded

institute /'institju:t/ noun an organi-
sation set up for a particular group of
people with a shared interest m verb to
set up or establish something such as a
policy or programme o They instituted
an information service in the branch
library.

Institute of Electrical and Elec-
tronics Engineers /mstitju:t ov 1
Jektrik(a)l and elek'troniks
.end3mioz/ noun a professiona
membership body which promotes
globa technological advancement.
Abbr IEEE

Institute of Information Scien-
tists /nstitjuit ov ,info'merf(o)n
,sarontists/ noun an organisation for
the mutual support of employeesin the
field of information science. Abbr 1S
institutional repository
/,nst1t juzf(a)nal r1'pozit(a)ri/ noun a
digita collection of al the information
output by asingle company or organisa-
tion, e.g. a hospital

instruct /in'strakt/ verb to teach
somebody how to do something

instruction /in'strakon/ noun clear
and detailed information about how to
do something verbal, published in a
manual or typed into a computer to
cause the machine to work
instructional capital /in
strakf(a)nal 'kaeprt(a)l/ noun human
capital which is a result of training
employees, therefore treating them as
an ‘investment’

instruction note /in'strakf(e)n
naut/ noun anote directing the user of a
catalogue to take an unusual search step
instrumentation /,mnstromen
'terf(e)n/ noun dials which display
information to indicate how a machine
isworking

insufficient /,msa'f1f(o)nt/ adjective
not enough

insulate /'msjulert/ verb to protect
something from outside damage
insurance /in'fuarons/ noun an
agreement to pay acompany fixed sums
of money so that if damage or injury
occurs, costs will be paid by the
company

int abbreviation ONLINE international
organisation

intake /'interk/ noun a quantity of
people or things taken into something
such as an organisation o Their intake of
new employees each year isincreasing.
integrated /'intr,grertid/ adjective
combined or linked together
integrated book /mtigrertid buk/
noun a book with text and illustrations
on the same page

integrated database /,mtigrertrd
'dertabers/ noun a combined database
which excludes repetition or redundant
terms

integrated  digital network
/mtigrertid ,did3rt(a)l 'netwaik/
noun a communications network that
uses digital signalsto transmit data
integrated library system
/ntigrertid 'latbrori ,sistom/ noun a
library management system which deals
with many library processes and works
from a single bibliographic database
integrated package /,mtigrertrd
'peekidz/ noun combined applications
on different topics stored on a central
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computer o An integrated package can
contain several programs including a
database, spreadsheet, word processing
and graphics.

Integrated  Services Digital
Network /antigrertid ,s3:visiz
.drdz1t(a)l 'metwa:ik/ noun a service
which provides high-quality telecom-
muni cations such as facsimile transmis-
sion and video conferencing. Abbr
ISDN

integrity /in'tegriti/ noun reliability
or honesty

intellect /'intilekt/ noun avery intel-
ligent and knowledgeable person

intellectual /,mtr1'lekt fual/ adjective
having a highly developed ability to
think, reason and understand, especially
in combination with wide knowledge

intellectual assets /mtilekt[ual
‘eesets/ plural noun the knowledge,
experience, and skills possessed by its
employees that an organisation can use
for its own benefit

intellectual capital /ntilektfual
'keeprt(a)l/ noun theideaof employees
skills and knowledge being a resource
of their company, which can be directly
linked to company turnover

intellectual property
/,ntilekt fual 'propati/ noun origina
writing, ideas, inventions, works of art
or music which are the property of the
creator, and protected by copyright law

intelligent /in'telrdzont/ adjective 1.
having a built-in electronic processing
and data storage ability 2. programmed
to be able to adjust to changes in the
environment and make deductions from
information being processed

intelligent terminal /intelidz(a)nt
'tarmin(a)l/, intelligent workstation
noun a computer termina which can be
programmed independently of the
central processor and is capable of
limited reasoning

intensity /in'tensiti/ noun a measure
of strength of something such as a
signal

inter- /into/ prefix combining with
adjectives and nouns to describe the
way they relate to each other o inter-
racial o inter-city

interact /ntor'ekt/ verb to work
with or relateto somebody or something

interactive /,mtor'ektrv/ adjective
1. working together for the exchange of
information 2. relating to a computer
program that responds to user activity,
so that it can be changed while running
o The computer game was interactive,
so the players could get answersto their
questions.
COMMENT: This system is often used in
teaching to ask the student questions,
which, if he answers correctly, will
produce a sequence of film from the
video disk.
interactive multimedia
/,mmtoraektrv  malti'mi:dia/ plural
noun systems of communication that
use a variety of methods and can be
controlled by the user in order to obtain
information
interactive processing
/,intoraektrv 'prousesipy/ noun a
computer mode that allows the user to
enter commands, programs or data and
receive immediate responses
interactive system /mtorektrv
'sistom/ noun a computer system
where the operator and the computer
can communicate with each other
interactive video /torektrv
'vidiau/ noun a system using a
computer linked to a video disk player
which alows the user to answer ques-
tions in order to move on to the next
picture
interactive videotext /,mntorektrv
'vidioutekst/ noun a system which
allows the user to select pages and
display theinformation to gain informa-
tion
interchange /,mta'tfemndz/ verb to
put datainto a form that can be recog-
nised by a differently-coded computer
system
interchangeable /,mta
't feind3ob(a)l/ adjective able to be
substituted for something else
intercom /'mtokopm/ noun a device
with a microphone and |oudspeaker
which can be used to speak to some-
body in another room
interdependent /itadr'pendont/
adjective dependent on each other
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interdisciplinary studies
/,mtadrsiplinari 'stadiz/ plural noun
academic studies that cross the conven-
tional subject boundaries o History,
geography, religious studies and
languages are sometimes taught
together as interdisciplinary studies
and called the humanities.

interface /'mtofers/ noun 1. the point
at which two systems contact each other
2. the point at which a system and a user
make contact with each other
interference /nto'frorons/ noun
unwanted signals causing difficulty in
reception on acomputer or broadcasting
system

interim /'mtarmm/ noun a short break
in aprocess or series of events

interim report /intorim ri'po:t/
noun a report written part-way through
a process to show how much progress
has been made

interleaf /intali:f/ noun an extra
sheet or page, usualy a blank one,
inserted into a book

interleave /,mta'lizv/ verb to add
extra sheets or pages, usudly blank
ones, between the pages of a book, e.g.
to alow for notes or to protect illustra-
tions

interleaved /nta'lizvd/ adjective
denoting a book that has thin sheets of
blank paper inserted between the pages
of text

inter-library loan /o ‘'laibrori
Joun/ noun 1. a system of lending
books and documents between libraries
2. a book, photocopy or material lent
between libraries for their users » abbr
ILL

interlock /,mta'lok/ verb to fit things
together so that they join firmly m noun
asafety devicethat disables aprocessor
piece of equipment if it might cause
harm, e.g. a fusewire which prevents a
circuit blowing

intermediary /,into'mi:diari/ noun a
person who helps people or groups to
come to an agreement

intermediate /nta'mi:diot/ adjec-
tive halfway between two stages
intermediate storage
/,mmtomi:diat 'storrid3/ noun atempo-

rary place to store things until a more
permanent place is found
intermittent /,mto'mrt(o)nt/ adjec-
tive happening occasionally rather than
continually

intermittent error /,mtomit(o)nt
'era/ noun a mistake which occurs
randomly and is difficult to trace
internal  /in'tain(e)l/  adjective
happening inside a place, person or
object

internal consumption /in,t3:n(a)l
kon'sampJ(a)n/ noun the use of mate-
rials or information within a company
or organisation

internalisation /in,t3:nolar
'ze1f(9)n/ noun a process by which
individuals identify information which
is relevant to them personaly and so
acquire values and norms which allow
them to make decisions

internal phone /n,ta:n(a)l 'foun/
noun a telephone on a network which
enables communication with other
offices within an organisation

internal politics  /imn,tamn(a)l
'politiks/ noun the relationships within
an organisation which affect the way it
works o Theinternal politics of promo-
tion within the library caused a lot of
arguments.

international /,mta'naf(a)nal/
adjective relating to different countries
International Aerospace
Abstracts /,mntone[(a)nal
'earouspers ,&bstrakts/ plural noun
summaries of research donein the field
of space exploration. Abbr IAA
International Copyright Infor-
mation Centre /tona[(s)nal
'kopirart ,infomerf(a)n ,senta/ noun
an information service based at
UNESCO headquarters in Paris. Abbr
ICIC

international  dialling code
/,;mtonzf(a)nal 'darslig ,koud/ noun a
numerical code which allocates specific
numbers to each country to make it
possible to dia directly without using
an operator

international direct dialling
/ntonzf(a)nal damrekt 'daroliy/
noun a system of telephone communi-
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cation which does not need an operator.
Abbr IDD

International  Federation  of
Library Associations and Insti-
tutions noun a not-for-profit interna-
tional organisation based in The Hague,
which promotes high standards in
library and information provision. Abbr
IFLA

International Information
Centre for Standards in Infor-
mation and Documentation noun
an organisation established by
UNESCO and SO to promote the appli-
cation of standardsin information work.
Abbr ISODOC

International Packet Switching
Service /intonaf(o)nal 'peakit
SWIt[In ,s31vis/ noun an electronic
link between terminals and computers
in different countries. Abbr IPSS
International Serials Data
System /ntonz[(s)nal 'srorislz
derta ,sistom/ noun an international
network of serials libraries which
promotes international standards of
bibliographic description. Abbr ISDS
International Standard Biblio-
graphic Description
/,;mtonzf(a)nal ,stendad
,biblicugrefik dr'skrips(e)n/ noun a
standardised way of formally describing
catalogued pieces of information for
later retrieval

International Standard Book
Number /ntonzf(o)nal steendod
'buk ,namba/ noun a system of identi-
fying publications by specific numbers
relating to publishers and titles. Abbr
ISBN

International Standard Music
Number /ntonzf(o)nal steendod
'mjuizik ,namba/ noun a system for
identifying editions of published music.
Abbr ISMN

International Standard Serial
Number /ntonzf(o)nal steendod
'starial ,;namba/ noun a system for
identifying publications of journals and
their publishers. Abbr ISSN
International Standards Organi-
sation /intonaf(9)nal 'steendoz
,o1ganaizel(a)n/ noun an organisation
that control s the standards of production

for goods and services worldwide. Abbr
ISO

Internet /'intonet/ noun a system of
computer communication which alows
international access to databases and
electronic mail systems

Internet protocol /'intonet
,proutakol/ noun a TCP/IP standard
that defines how data is transferred
across a network. Abbr 1P

Internet protocol address
/,;tonet proutokol o'dres/ noun a
unique, 32-bit number which identifies
each computer connected to a TCP/IP
network. Abbr IP address

Internet service provider
/,mtonet 's3ivis pro,vaids/ noun a
business that provides access to the
Internet, usualy for a monthly fee.
Some large providers offer users awide
range of news, information and enter-
tainment services. Abbr ISP
interoperability /,Intar,opard
'biliti/ noun the ability of the compo-
nent parts of a system to operate
successfully together

interpret /in'taiprit/ verb 1. to
change what is spoken in one language
to another o My assistant speaks Italian,
so he will interpret for us. 2. to decide
on the meaning of acommunication

interpretation  /in,ta:pri'terf(e)n/
noun an explanation of the meaning of
something

interpreter /in't3:prito/ noun 1. a
person who is used to trandate some-
body’s speech into ancther language 2.
software used to translate from one
computer system to another

interrogate /in'teragert/ verb 1. to
guestion somebody formally 2. to work
with an interactive computer program

‘Until the early 1980s, when his [Ted
Codd's] ideas were widely adopted,
daa was mostly stored in
‘hierarchical’ databasesthat were both
inflexible and difficult to interrogate
without a PhD in computer science.’
[Financial Times]

interrogation /m,tera'gerf(a)n/
noun the act of asking questions in
order to obtain information
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interrupt /,nta'rapt/ verb to stop
something happening temporarily
intervention /mnta'venfon/ noun an
action causing a change

interword spacing /mtows:d
'spersin/ noun variable spaces between
words used to justify line endings
intranet /'intronet/ noun a private
network of computers within a
company which provide similar func-
tions to the Internet

intrinsic /in'trimsik/ adjective funda-
mental and important to a person or
situation

introduction /,mtra'dak[(a)n/ noun
1. thefirst part of written text or spoken
information which tells what the rest of
the document or talk is about 2. a book
that provideselementary information on
a specific subject o ‘An Introduction to
Library Management’

intuition /mtju'tf(e)n/ noun a
feeling about something for which there
is no proof

invalid /in'velid/ adjective not legally
acceptable

inventory /'ivont(d)ri/ noun a
written list of the assets owned by an
organisation o The manager asked for
an inventory of the library holdings.
inversion /in'va:f(a)n/ noun the act
of changing something into its opposite
invert /in'va:t/ verb to turn something
upside down

inverted commas  /in,vaitid
'komaz/ noun punctuation marks (* ’)
indicating speech or quotations

invest /in'vest/ verb to put money,
time or energy into something or some-
body in the hope that it will produce
more money or better results
investigation  /in,vesti'geif(o)n/
noun the process by which al the facts
and aspects of a situation are examined
invisible Web /n'vizib(s)l web/
noun same asdeep Web

invitation to tender /nviterf(o)n
to 'tenda/ noun a written or spoken
request to a company or organisation to
work out their charges for doing ajob
invoice /'mvors/ noun an officia
document listing the goods or services

supplied and stating the amount of
money owed

i0 abbreviation in Internet addresses,
the top-level domain for British Indian
Ocean Territory

IP abbreviation Internet protocol

IP address /a1 'pi: o,dres/ abbrevia-
tion Internet protocol address

IPSS abbreviation International Packet
Switching Service

ig abbreviation in Internet addresses,
the top-level domain for Irag

IQ noun ameasure of somebody’sintel-
ligence, obtained through a series of
aptitude tests concentrating on different
aspects of intellectual functioning. An
IQ score of 100 represents ‘average’
intelligence. Full form intelligence
guotient

ir abbreviation in Internet addresses, the
top-level domain for Iran

IR abbreviation infrared

IRC /,a1 a: 'sit/ noun a system that
allows many users to participate in a
chat session inwhich each user can send
messages and see the text of any other
user. Full form internet relay chat
irrelevant /1'relovont/ adjective not
important because it is not connected
with the topic

irretrievable /,irr'trirvab(a)l/ adjec-
tive unable to be found or obtained

iS abbreviation in Internet addresses,
the top-level domain for Iceland

ISBD  abbreviation International
Standard Bibliographic Description
ISBN  abbreviation  International
Standard Book Number

COMMENT: An international system for
books, in which each book is given its
own particular number. Currently the
ISBN is made up of ten digits; the first
digit refers to the language (0 and 1 are
the digits for English); the next group of
digits (three, four or even six) refer to the
publisher; the third group refer to the
book; and the final digit is a check digit.
From 2007, ISBNs will be made up of 13
digits, with the ISBN-10 number
preceded by a 3-digit product code.
ISBNs are used for cataloguing and
ordering, and can be used for automatic
stock movements if they are printed on
the back of the book in the form of a
barcode which can be read with a light
pen.
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ISBN-10 noun the origina format for
ISBNs, consisting of 10 numbers repre-
senting the group of origin, the
publisher, the title and a final check
digit

ISBN-13 noun the new format for
ISBNs, adding a further 3 digits which
represent the product code and allow a
greater number of ISBNs to be gener-
ated in future

ISDN abbreviation Integrated Services

Digital Network

ISDS abbreviation International Serials
Data System

ISMN  abbreviation  International

Standard Music Number

ISO abbreviation International Stand-
ards Organisation

ISODOC abbreviation International
Information Centre for Standards in
Information and Documentation

ISP abbreviation ONLINE Internet
service provider
ISSN abbreviation International

Standard Serial Number
COMMENT: An international system used
on periodicals, magazines, learned
journals, etc. The ISSN is formed of eight
digits, which refer to the country in which
the magazine is published and the title of
the publication.

issue /'tfu:/ noun a particular edition
of ajournal or magazine m verb to give

out or lend something o The library
books were issued to the students.

issue card /'1fu: ka:d/ noun a small
card used in amanual library system of
loan records

issue desk /'tfur desk/ noun a
counter in a library where items are
recorded as on loan or returned

issue system /'tfu: ,sistom/ noun a
system for controlling library loan
records

it abbreviation in Internet addresses, the
top-level domain for Italy

IT abbreviation compuT information
technology

ITA abbreviation Ebuc Initia Teaching
Alphabet

ital. abbreviation pusL 1. italic 2. italics

italic /'telik/ adjective relating to a
typeface in which the characters slope
to theright

item /'artom/ noun one of a collection
or list of objects

item number /'aritom ,;namba/ noun
a specific number which identifies an
item in acollection

iterative  searching /1torotrv
's31tf1n/ noun the process of searching
for information by repeatedly asking
questions until the solution is found
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jacket /'dzekit/ noun a paper or
plastic cover for a book m verb to put a
jacket on a book

jacket design /'dzekit di,zam/
noun the design of abook jacket

jacket designer /'dzakit di,zama/
noun aperson who designs book jackets

jam /dzem/ verb 1. to stop working
because something isblocked or stuck o
The printer’s jammed. 2. to interfere
with aradio or eectronic signal so that
it cannot be received clearly

JANET /'dzen1t/ abbreviation Joint

Academic NETwork

jargon /'dza:gen/ noun a language

that uses words and expressions in
specific, often technical, ways that
relate to a particular field of study
‘According to a spokesperson for
Barclays, gthe bankspteﬂezg a much
larger ran?e of new words and phrases
than the final set. ‘The idea was to
look at the Iangua%e that banks use
and eliminate jargon  that
sometimes makes it difficult for
customers to understand the bank and
the bank to communicate with its
customers’, the spokesperson said.’
[Bank Marketing International]

je abbreviation in Internet addresses,
the top-level domain for Jersey

jiffy bag /'dzifi beeg/ noun a padded
envelope used to protect goods which
are sent through the post

jigsaw puzzle library /'dzigso:
paz(a)l larbrori/ noun a UK library
founded in 1933 and holding over 4000
wooden handcut jigsaws

JISC abbreviation Joint Information
Systems Committee

jm abbreviation in Internet addresses,
the top-level domain for Jamaica

jO abbreviation in Internet addresses,
the top-level domain for Jordan

job /d3pb/ noun 1. any task which
needs to be done 2. work that is doneto
earn money

job applicant /'dzob ,aplikont/
noun somebody who applies to be
considered for ajob

jobbing printer /'dzpbig ,printo/
noun a person who undertakes small
printing jobs

job description /'d3ob di,skripfon/
noun an official statement of what ajob
involves

job scheduling /'d3zpb ,fedju:liy/
noun the process of alocating specific
tasks to people and times

job specification /'d3pb
,spesifike1[(a)n/ noun detailed objec-
tivesfor ajob

join /dzom/ verb 1. to fasten two or
more things together 2. to become a
member of an organisation

joint /dzomt/ noun either of the
creases between the spine and the front
and back covers of abook, especialy a
hardback

Joint Academic NETwork
/,d3oint ,&kodemik 'netwa:k/ noun a
national communication system which
uses electronic mail and other systems
between universities. Abbr JANET
joint author /,dzomt '0:0a/ noun a
person who writes a book in collabora-
tion with others

joint authorship /,dzoint '2:0af1p/
noun a sSituation in which severa
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authors have written a book together
and sharetherightsin it

joint imprint /dzomt ‘'mmprint/
noun the imprints of two publishers
which appear on a book that has been
published by the two companies jointly

Joint Information  Systems
Committee /,dzomt ,infa'merf(o)n
,sistamz ka,miti/ noun a professional
body which works to promote the use of
information systems to support educa-
tion and administration needs. Abbr
JISC

Joint Photographic Experts
Group /dzomt  foutografiks
‘ekspaits gruip/ noun full form of
JPEG

journal /'d33:mn(a)l/ noun a specialist
magazine

journalese /,d33:na'lizz/ noun astyle
of writing with clichés and hackneyed
phrases often used by journalists

journalist /'dzain(e)list/ noun a
person who writes for a newspaper or
magazine

joystick /'dzorstik/ noun ahand-held
control lever attached to a computer
which can be used to play computer
games

jp abbreviation in Internet addresses,
the top-level domain for Japan

JPEG /'dzeipeg/ noun a data file for
pictures and photographs on the

Internet. Full form Joint Photographic
Experts Group

Jjpeg /'dzempeg/, .jpg suffix a file
extension for a JPEG file. Full form
Joint Photographic Experts Group
jumpstation /'dzamp,sterf(a)n/
noun awebsite whose primary function
is to provide links to other websites,
especially those relating to a particular
subject

junior /'dzu:nio/ adjective younger or
lower in rank than another person

junk /d3zapk/ noun information or
hardware that is old and useless

junk mail /'dzapk meil/ noun
unwanted publicity and advertisements
sent through the post

justification /. dzastifr'keif(o)n/
noun the process of adjusting the
spacing in printed text so that the text
starts and ends exactly at the margins
justify /'dzastifar/ verb 1. to change
the spacing between words or charac-
ters so that each line of the text ends
exactly at the right-hand margin 2. to
give agood reason for something o Can
you justify the expenditure on children’s
books?

juvenile /'d3zuivonail/ noun a young
person

juxtapose /,d3zaksta'povz/ verb to
put two things next to each other in
order to emphasise the difference
between them
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K abbreviation thousand o £1k £1000
Kb, Kbit abbreviation kilobit

KB, Kbyte abbreviation kilobyte o The
new disk drive has a 100GB capacity.
ke abbreviation in Internet addresses,
the top-level domain for Kenya
Keesings Contemporary
Archives /kiisigz kon,temp(a)rori
‘arkarvz/ plural noun a monthly publi-
cation listing world events reported in
the press

Kelly’s Directories /'keliz dar
rekt(o)riz/ plural noun aseries of busi-
ness directories listing products and
services and the street namesin Britain
Kermit /'kammit/ noun a file transfer
protocol which enables computer
programs to be transferred from one
system to another

key /kiz/ noun 1. a button on a
computer keyboard which is pressed to
operatethe machine 2. something that is
important m verb to type information
using a computer or typesetting
machine o The entire text was keyed in
Timesitalic. o rekey

keyboard /'kirbo:d/ noun a set of
keysarranged in order and used to enter
information into a computer or type-
writer

keyboarder /'kitboido/ noun a
person who types information into a
computer

keyboarding /'kirbordig/, keying
I'kiz/ noun the act of entering data on
akeyboard

keyboard operator /'ki:bord
,bparerta/ noun a person who works
with a keyboard

key field /kir 'fizld/ noun a field
which identifies important entries in a
record, e.g. name and address

key function /'kiz ,fagkS(a)n/ noun a
stored command given to a specific key
on acomputer

key in /ki: 'm/ verb to enter text or
commands on acomputer by means of a
keyboard

keynote /'kiinout/ noun the part of a
policy or speech which is emphasised
and given the most importance
keynote speech /'kirnout spiztf/
noun a speech at a conference which
states the main topic for discussion
keypad /'kirpaed/ noun 1. a set of
numerical keys often used for security
devices to open doors by means of a
known code 2. numerical keys set sepa-
rately on the right-hand side of a
computer keyboard

keystroke /'ki:strouk/ noun an act of
pressing akey on akeyboard

key system /kir 'sistom/ noun a
system which controls al other func-
tions

keyword /'ki:w3:d/ noun the most
important word in atitle or sentence
keyword and context /,kirws:d an
'kontekst/ noun full form of KWAC
keyword in context /kirws:d n
'kontekst/ noun full form of KwIC
keyword out of context /,kirwa:d
aot ov 'kontekst/ noun full form of
KwWOC

keyword out of title / ki:wa:d aut
ov 'tart(9)l/ noun full form of KWOT
keyword search /kiiwa:d 'saitf/
noun a system of searching a database
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by using combinations of special words
connected with the subject of the search

kg abbreviation kilogram o 1kg 1000
grams

kh abbreviation in Internet addresses,
the top-level domain for Cambodia

ki abbreviation in Internet addresses,
the top-level domain for Kiribati

kill /kil/ verb to erase or stop a
computer program

kilobit /'kilebit/ noun a measure of
1,024 hits of data. Abbr Kb, Kbit

kilobyte /'kiloubait/ noun a unit of
measurement for high capacity storage
devices meaning 1,024 bytes of data.
Abbr KB, Kbyte

King James Bible /kip dzeimz
'barb(a)l/ noun same as Authorised
Version

kiosk /'kirpsk/ noun a small, often
wooden building, used for selling things

km abbreviation in Internet addresses,
the top-level domain for Comoros

KM abbreviation knowledge manage-
ment

kn abbreviation in Internet addresses,
the top-level domain for St Kitts and
Nevis

knockdown  price /nokdaun
'prars/ noun aprice that is much lower
than normal

know-how /'nou hau/ noun knowl-
edge about how to do specific tasks,
especially technical or scientific ones

knowledge /'nolid3/ noun abstract
information and understanding that
somebody has about a subject

knowledgeable /'nplidzab(a)l/
adjective possessing or showing a great
deal of knowledge, awareness or intelli-
gence

knowledge base /'nolid3z bers/
noun the computerised datain an expert
system required for solving problemsin
aspecific area

knowledge-based system
/'npolid3 berst sistom/ noun a
computer system that applies the stored
reactions, instructions and knowledge
of experts in a particular field to a
problem

knowledge capital  /'nolid3
keeprt(a)l/ noun knowledge, especially
speciaist knowledge, that a company
and its employees possess and that can
be put to profitable use

knowledge harvesting /'nolid3
Jhaivestig/ noun the activity of inter-
viewing expertsin a particular area and
trying to capture their knowledge on the
subject so it can be used by others

knowledge industry /'nolid3
Jndostri/  noun businesses that
speciadise primarily in data processing
or the development and use of informa-
tion technology

knowledge management /'nolid3
,menidzmant/ noun the tast of coordi-
nating the specialist knowledge
possessed by employees so that it can be
exploited to create benefits and compet-
itive advantage for the organisation.
Abbr KM

‘Knowl ed%e Management is
important because many organisations
are not truly ‘hunting as a pack’ and
are thus not getting a decent return on
their people’'s knowledge - or
intellectual capital. Organisations that
have grown by acquisition arein many
cases nothing more than a federation
of loosely coupled, and often
antagonistic, units. Hence they are not
u

nching their true weight.
Financial Times]
knowledge mapping /'nolid3

,mepin/ noun the process of effectively
documenting and representing knowl-
edge harvested from experts

knowledge representation
/'nolid3 ;reprizenterf(a)n/ noun away
of writing down knowledge so that it
can be understood by others, e.g. by
putting it into diagram form

knowledge resources /'nolid3 r1
,zois1z/  plural  noun documented
knowledge on a subject such as effec-
tive management, which can be used to
educate others

knowledge strategy /'nolid3
,streetodzi/ noun a set of guidelines
laying out the way that knowledge
should be collated and shared within a
company
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knowledge transfer /'nolidz
trensf3:/ noun the communication of
specialised knowledge developed in
part of an organisation to awider group
such as another part of the organisation
or business customers

knowledge visualisation /'nolid3
vizualaize1[(a)n/ noun the process of
mapping knowledge in the most effec-
tive way so that it can be shared with
others

knowledge worker  /'nolid3
w3ika/ noun 1. somebody working in
an industry that produces information
rather than goods, e.g. management
consultancy or computer programming
2. an employee whose value to an
organisation lies in the information,
ideas and expertise that they possess
Kompass Directories /'kampas
dar,rekt(a)riz/ plural noun listings for
different countries of most registered
companies, e.g. of industrial companies
with more than 10 employees who trade
nationally in the UK

kp abbreviation in Internet addresses,
the top-level domain for North Korea
kr abbreviation in Internet addresses,
the top-level domain for South Korea

Kurzweil /'kurtsveil/ atrademark for
an OCR reader which can recognise
typefaces and reads printed text into a
compuiter, converting the printed signs
to code

Kw abbreviation in Internet addresses,
the top-level domain for Kuwait

KWAC /kweek/ noun a library
indexing system using keywords from
the title and text as the index entries.
Full form keyword and context

KWIC /kwik/ noun alibrary indexing
system which uses the title or text to
illustrate the meaning of theindex entry.
Full form keyword in context

KWOC /kwok/ noun a library
indexing system using any relevant
keywords not necessarily used in the
text. Full form keyword out of context

KWOT /kwpt/ noun an indexing
system using words not in the title. Full
form keyword out of title

Ky abbreviation in Internet addresses,
the top-level domain for Cayman
Islands

kz abbreviation in Internet addresses,
the top-level domain for Kazakhstan
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la abbreviation in Internet addresses,
the top-level domain for Laos

LA abbreviation Library Association

label /'letb(a)l/ noun 1. a piece of
paper or card attached to something
giving information about it such as its
price or address 2. a word or symbol
used in computing to identify a piece of
data m verb to attach a label to some-
thing with information on it such asiits
price or address

lag /leg/ verb 1. to make slower
progress than other people 2. to slow
down so that lessiis produced o Produc-
tion lagged and there had to be redun-
dancies.

laminate /'l&minert/ verb to cover a
document with a thin film of glossy
plastic for protection

lampoon /leem'puin/ noun a written
satirical attack, often with a humorous
approach

LAN /len/ abbreviation Local Area
Network

landscape format /'lenskeip
[formaet/ noun A4-size paper used side-
ways so that thelongest sideis at the top

COMMENT: Landscape format is not a
normal book format, in that a portrait
format book is easier to hold in the hand.
Landscape formats are used for art
books where many illustrations may be
horizontal. Landscape books, especially
large art books, are heavy and tend to
pull apart at the spine, thus distorting the
pages. They also have the disadvantage
of not being easy to put on bookshelves,
and are especially awkward for bookshop
shelves, where the need to show the
spine and title makes the book stick out
from the shelf much further than others.

land use map /'lend ju:s ,mep/
noun a map used by planners which
shows the way land isused in any given
district

language /'l&enggwid3/ noun asystem
of sounds, signs or symbols used for
communication

language dictionary /'lengwid3
,dik[(a)nari/ noun a book that trans-
lates words from one language into
another, as opposed to a monolingual
dictionary which gives definitions
within the same language

language laboratory /'leggwid3
Is,borat(a)ri/ noun a room equipped
with tape recorders and computers
which can be used for learning or
teaching foreign languages

lapel microphone Na'pel
,maikrafaun/ noun asmall microphone
which can be pinned to clothing
lapsed /lapst/ adjective alowed to
end or become invalid

lapsed user /lepst 'juiza/ noun
somebody who used to make use of a
service but no longer does

laptop computer /leptop kom
'pjuita/ noun a computer that is small
enough to be held on on€e's lap but not
small enough for a pocket, usualy
having a screen, keyboard and disk
drive

large crown octavo /la:dz krauvn
pk'tarvau/ noun a book format (198 x
129mm). Abbr 8vo

large crown quarto /la:d3 kravn
'kwo:rtou/ noun a book format (258 x
201mm). Abbr 40

large print book /,la:d3 print 'buk/,
large type book /la:d3 taip 'buk/
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noun abook printed in avery large print
size intended for people who have diffi-
culty in seeing, usualy found in public
libraries and not available in bookshops
large print edition /la:d3 'print 1
dif(a)n/ noun a book printed with a
large typeface to help people with poor
eyesight to be ableto read it

large scale /'la:d3 skeil/ adjective 1.
largein number, amount or size 2. refer-
ring to a company, activity or object
whichislarger than the norm

laser beam recording /'leizo bizm
r1,kordig/ noun the production of char-
acterson alight-sensitivefilm by alaser
beam controlled directly from a
computer

laser disk /'lerza disk/ noun aplastic
disk containing information in the form
of small etched dots that can be read by
alaser, used to record images or sound
indigital form

laser printer /'leizo ,printa/ noun a
high quality computer printer

launch /lomt[/ verb to start a new
activity or make anew product available
to the public m noun the act of putting a
new product on the market o Thelaunch
of the new fiction series has been put
back three months. o The company is
geared up for the launch of the new
series of school textbooks. o The
management has decided on a
September launch date.

laureate /'loriot/ » Poet Laureate
law /lo:/ noun a system of rules and
regulations used by a government or
society to control business agreements,
social relationships and crime

law books /'lo: buks/ plural noun
books referring to the law, e.g. statutes,
official publications and commentaries
law directory ['lo: darrekt(o)ri/
noun a book listing the registered law
firmsin a country

LAWLIB /'lo:l1b/ noun a subscription
bulletin board on the Internet for the use
of lawyers

law library /'lor laibrori/ noun a
library that specialises in the provision
of books about the law, often to support
university and college departments
training lawyers

layout /'leraut/ noun the design of a
page of printed matter including posi-
tion on the page of illustrations, text and
type sizes

Ib /paundz/ abbreviation in Internet
addresses, the top-level domain for
Lebanon

LBF abbreviation London Book Fair
Ic abbreviation 1. lowercase 2. in
Internet addresses, the top-level domain
for St Lucia

LC abbreviation LIBRARIES Library of
Congress

LEA abbreviation Local Education
Authority

lead /lizd/ verb to be in charge of or
guiding an organisation or group
leader /'lizda/ noun 1. a person who
manages or directs others o theleader of
the print workers union or the print
workers' leader o she is the leader of
the trade mission to Nigeria 2. the
product which sells best 3. in informa-
tion retrieval, the data at the beginning
of a machine-readable record identi-
fying and locating the information
content 4. a piece of blank tape at the
beginning of areedl, whichisfed into a
machine 5. same as leading article
leadership /'lidaf1p/ noun the state
of being in control of agroup or organi-
sation

leadership style /'ludoafip starl/
noun a method used to lead a company
or organisation

leading article /li:dig 'artik(9)l/
noun the main article in a newspaper,
written by the editor, expressing the
newspaper’s official point of view. Also
caled leader

lead-in page /'li:d n ,perdz/ noun
the first page in a videotext system
which guides users to other pages

lead story /lizd 'stoiri/ noun the
main news item on television or in a
newspaper

lead term /lizd 'ta:m/ noun a term
chosen by the indexer to head an entry
leaf /li:f/ noun apage of abook printed
on both sides (NoTE: The plural is
leaves.) m verb o toleaf through toturn
the pages of a document quickly
without reading them carefully
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leaflet /'li:flot/ noun a small folded
piece of paper with printed information,
often given away free as a form of
advertising

leak /lizk/ noun abreach of security or
loss of important information

leakage /'lizkidz/ noun the unofficial
release of confidential information,
usually to the media

leakproof /'litkpru:f/ adjective not
alowing breaches in secrecy or confi-
dentiality

leaky /'lizki/  adjective allowing
breaches in secrecy or confidentiality
learn /13:n/ verb to obtain knowledge
or skill through study or training
learndirect /ls:ndar'rekt/ a trade
name for a service which runs flexible
courses in a number of workplace-
friendly skills, which can be taken
either at adrop-in centre or online
learned journal /13:nid 'd33:n(a)l/
noun a specidlised magazine on an
academic subject

learning /'l3mig/ noun knowledge
that has been obtained through study
learning curve /'l13:nig k3:v/ noun a
graphica description of the speed of
learning o There'salot totakein soit’'s
a steep learning curve.

learning disability /'lsinig diso
Jbiliti/ noun a condition that either
prevents or significantly hinders some-
body from learning basic skills or infor-
mation at the same rate as most people
of the same age

learning-disabled  /'lsinigp  dr
seib(o)ld/ adjective prevented or
hindered by a learning disability from
learning basic skills or information at
the samerate asmost people of the same
age

learning environment /'l3:nig
,varronmoant/ noun surroundings that
are conducive to study and learning
learning management system
['13:n1y ,;manid3mont ,sistom/ abbre-
viation an online system that allows
teachers and students to follow a course
of study remotely, e.g. by placing course
materials online. Abbr LMS

learning organisation /'I3miy
o:genar,zeif(a)n/ noun an organisation

whose employees are willing and eager
to share information with each other, to
learn from each other, and to work as a
team to achieve their goals

lease /lizs/ noun awritten contract for
letting or renting a piece of equipment
for a period in return for payment of a
fee m verb to let or rent equipment for a
period

leather /'leda/ noun materia made
from the skins of animals, used for
binding expensive books

leather binding /'leds baindiy/
noun the cover of a book, made from
anima skin

leatherbound book /'ledobauvnd
,buk/ noun a book that has been bound
in leather

leave /lizv/ noun aperiod of timewhen
somebody is absent from their job or
study

lectern /'lekt3:n/ noun astand with a
sloping top on which a book or notes
can rest in front of a standing speaker

lecture /'lekta/ noun along talk on a
specific subject given to a group of
people, often used as a method of
teaching in higher education
left-hand corner /left hand
'ko:na/ noun thetop or bottom corner at
the left side of a page or envelope

left justification /left  ,dzastifi
'kerf(a)n/ noun the process of aligning
the left-hand margin on a piece of text
so that the edgeis even

left justify /left 'dzastifar/ verb to
use computer commands which ensure
that the text on the left side of a docu-
ment is straight

legal /'lizg(a)l/ adjective 1. relating to
thelaw o alegal discussion 2. according
to the law o The contract was legal and
binding.

legal aid /,lizg(a)1 'erd/ noun financial
assistance with legal fees from the
government, available to those who
cannot afford alawyer

legal deposit /'lirg(e)l di,pozit/
noun a system that entitles some
libraries to receive by law one copy of
every book or publication published in
that country
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legal tender /lirg(d)l 'tends/ noun
coins or notes that are officially part of
acountry’s currency

legend /'led3zond/ noun 1. a caption
under a picture or diagram or on a coin
or medal 2. an explanation of the
symbols on amap or diagram 3. a story
based on cultura traditions handed
down

legible /'led3ib(s)l/ adjective clear
enough to be read easily
COMMENT: Legibility is one of the
requirements of text matter. Text is more
easily read in roman serif typefaces than
in italic or in sans faces, and should have
line spacing of about 2pts between the
lines (i.e. there should be more spacing
between the lines than between words).
Sans faces and italic are less legible, and
closely spaced lines, or lines which are
irregularly spaced, are more difficult to
read than lines of closely spaced words
with extra spacing between the lines.
legitimate /li'dzitimot/ adjective
acceptable according to the law

lemma /'lema/ noun a heading that
indicates the topic of awork or passage
(NOTE: The plural is lemmata.)

lending library /'lendiy larbrori/
noun a library which allows users to
borrow items as opposed to a purely
reference library

lengthen /'lenbon/ verb to make
something longer

lengthy /'len6i/ adjective lasting for a
long time, especially excessively long o
lengthy delays

lesson /'les(9)n/ noun 1. a period of
time used to teach something to an indi-
vidual or agroup 2. ashort extract from
sacred writings, read aloud during a
religious service

let /let/ verb 1. to allow somebody to do
something 2. to allow somebody to use
something one owns in return for
regular payments of rent

Letraset /'letraset/ atrade namefor a

system of labelling or captioning docu-
ments and illustrations

letter /'leta/ noun 1. a piece of writing
sent from one person to another usually
through the post 2. a symbol used in
writing which more or less represents
one sound of alanguage

letterhead /'letohed/ noun the name
and address of a company or organisa-
tion printed at the top of their official
notepaper

level /'lev(a)l/ noun apoint on ascale
indicating amount, importance or diffi-
culty o sound level o level of inflation

lexicographer /leksr'kografa/
noun a person who writes or edits
dictionaries

lexicography / lekst'kografi/ noun
the activity of writing and editing
dictionaries

lexicon /'leksikon/ noun 1. an alpha-
betical list of words specificaly related
to alanguage or aparticular subject 2. a
dictionary, especially one of an ancient
language such as Latin or Hebrew

liaise /li'erz/ verb to work together and
keep each other informed

liaison /li'erz(a)n/ noun co-operation
and communication between different
organisations or sections of an organisa-
tion

lib. abbreviation LIBRARIES 1. librarian
2. library

LIBNET /'libnet/ noun the electronic
mail service of the Australian Library
and Information Association

librarian /lar'bresrion/ noun 1. a
person who isin charge of alibrary 2. a
person who has usually been trained in
librarianship and who worksin alibrary

librarianship /lar'brearionf1p/ noun
the study of organising and retrieving
information so that it is accessible to
other people
‘Librarianship is a bipolar profession.
On the one hand, librarians are
custodians of treasure houses, whose
es?ons bility for preserving
collections of potentidly rare, fragile
and sometimes unique material can
most easily be achieved by keeping
ﬁeople away from it. On the other
and, they are gatekeepers, charged
with famlltatlng the most direct and
fruitful access to the information and
knowledge contained in ther
collections to all who may wish to use
them.” [The Times]

library /'latbrari/ noun acollection of
books, documents, newspapers and



119

library user education

audiovisual materials kept and organ-
ised for people to read or borrow
library and information science
/Jarbrari ond ,info'meif(o)n ,sarons/
noun a course of study that covers all
aspects of information and library
management, €.g. resources, user serv-
ices, organisation, evaluation, systems
used, policy and representation. Abbr
LIS

Library and Information
Science Abstracts /laibrori ond
Janfa'meif(s)n ,sarons ,a&bstrekts/
noun an index of articles and current
research in library science. Abbr LISA
library assistant /'laitbrori o
,sistont/ noun a person who worksin a
library asahelper but is not qualified as
alibrarian

Library Association /'latbrori o
,sausie1f(a)n/ noun a UK professional
body working to support librarians and
information workers. Abbr LA

library binding /'laibrari ,baindiy/
noun a strong, durable binding for
books which will withstand heavy use
library card /'latbrori ka:d/, library
ticket /'larbrori ,tikit/ noun a ticket
which alows the holder to borrow
library books

library edition /'laibrari 1,dif(s)n/
noun a set of books, published in a
series, either by asingle author or onthe
same subj ect and with the same size and
format

library equipment /['laibrori 1
Jkipmont/ noun  furniture and
machinery needed to run alibrary
Library Information Service
/Jarbrari ,info'meif(a)n ,s3:vis/ noun
a service provided by alibrary to users
to answer their questions on any
subject. Abbr LIS

library  instruction  /'latbrori
Jnstrakf(a)n/ noun training in library
management techniques

library licence /'laibrari lars(a)ns/
noun alicence granted to a bookshop or
to alocal authority, allowing books to
be bought a a discount for public
libraries

library management
['latbrori  ,meanidzmont

system
,SIstom/

noun a computer system which deals
with one or more library processes such
as acquisitions, circulation and cata-
loguing

Library of Congress /laibrori ov
'kopgres/ noun the nationa library of
the United States, located in Wash-
ington DC and founded by an Act of
Congressin 1800. It contains more than
28 million books and pamphlets as well
as presidential papers, music, photo-
graphs and recordings. Abbr LR

Library of Congress Catalog
/ larbrari av 'kongres kaetalng/ noun
a catalogue of the holdings of the
Library of Congress in the USA, aso
available online. Abbr LOCIS

Library of Congress Catalog
number /laibrori ov  kopgres
'kaetalng ,namba/ noun the number of
thereference in the Library of Congress
Catalog, printed inside a book
published in the USA. Abbr LOC

Library of Congress Classifica-
tion system /laitbrori ov kongres
klesifr'kerf(a)n ,sistoam/ noun an
American system of organising docu-
ments for information retrieval. Abbr
LC

library purchase /'latbrari ,p3:tJ1s/
noun the purchase of books by alibrary
from alibrary supplier

library school /'latbrari sku:l/ noun
a department or college which runs
courses to train library and information
workers

library science /'latbrori ,sarons/
noun the study of librarianship

library supplier /'latbrari sa,plara/
noun a company that supplies
stationery, books, equipment and furni-
ture needed for usein libraries

library supply /'laibrori sa,plar/
noun a supply of booksto libraries at a
discount

library user /'latbrari ,juiza/ noun a
person who uses alibrary

library user education /laibrori
Juizar edju'kerf(a)n/ noun training
courses which help library users to use
the library more effectively
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libretto /li'bretou/ noun the words of
an opera or other vocal musical produc-
tion

licence /'lais(o)ns/ noun an official
document giving permission to use or
do something

license /'lais(a)ns/ verb to give offi-
cia permission for something to happen
life cycle of records / laif ;satk(a)l
ov 'reko:dz/ noun the creation, storage,
retrieval for use, and disposal when no
longer needed, of records

light-pen /'lartpen/ noun a stylus
with a light sensor used to scan
barcodes

light-sensitive paper /lart
,sens1trv 'peipa/ noun paper that is
sensitive to light, usually used for
photographs

lightweight /'lartwert/ adjective 1.
not heavy o thin, lightweight paper 2.
not thought to be of a high academic
standard

Likert scale /'laika:t skeil/ noun a
system of measuring people’s attitudes
on a five-point scale, from positive to
negative or vice versa

limit /'lim1t/ noun a maximum pre-
defined range used to restrict an action
or thing m verb to prevent something
from becoming bigger

limited /'limrtid/ adjective small in
amount or degree

limited company /limrtid
'kamp(a)ni/ noun a company in which
the shareholders are only legally
responsible for debts to the amount of
their shares if the company goes bank-
rupt

limited edition /limitid 1'dif(o)n/
noun a work of art such as a book or
painting which is only produced in very
small numbers

limp /limp/ adjective relating to abook
cover that is not stiffened by boards but
is made of more durable material than a
paperback

limp binding /'limp ,baindig/ noun
a binding style using flexible materia
usually cheaper than hard boards
limp-bound edition /'limp baund 1
dif(e)n/, limp edition /limp 1

,dif(9)n/ noun an edition of abook with
a soft cover

Lindop Committee /'lindop ko
,mIti/ noun a British government
committee which investigated and made
recommendations about the security of
information on computersin 1978

line /lain/ noun 1. a row of words or
figuresin atext 2. atype of product that
a company makes or sells 3. a long
piece of wire used to connect communi-
cations o a telephoneline

linear /'liio/ adjective process in
which things always happen one at a
time following each other in a set order

line by line index /lam bar 'lain
,Jndeks/ noun an index with entries
consisting of one line only

line drawings /'lain ,drongz/, line
illustrations /'lain  1lo,strexf(a)nz/
plural noun illustrations for a book
which are drawn with a pen, or have
tints, but which do not need to be repro-
duced as halftones

line editor /'lain ,edrta/ noun a piece
of software that allows the operator to
modify one line of text from afile at a
time

line management ['lamn
,meenidzmont/ noun a system of
management using a hierarchical struc-
ture of jobs, so that everyone is respon-
sible to the person immediately above
them

line manager /'lain ,manid3s/ noun
a person in a hierarchical structure of
management who is responsible for the
person or people immediately bel ow

linguistics /lig'gwistiks/ noun the
study of language, its history, grammar,
structure and use

link /lgk/ noun 1. a relationship
between two or more things either by a
physical connection or by a common
idea which enables them to work
together 2. a hypertext connection
which alows users to move to another
related part of the Internet

link up /ligk 'Ap/ verb to connect
things to each other o This computer
can be linked up with others in the
network.
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link word /'ligk ws:d/ noun a word
used in writing or speaking to join ideas
or sentences together

Linson /'lins(o)n/ a trademark for a
strong binding paper which is patterned
to resemble cloth

LINUX /'linsks/ a trademark for a
computer operating system that isafree
implementation of the UNIX operating
system

LIS abbreviation 1. Library Informa-
tion Service 2. library and information
science

LISA abbreviation Library and Infor-
mation Science Abstracts

list /'meilig list/ noun 1. a series of
items written down usually one under
the other 2. a catalogue o There is a
price list for cars of different ages and
models. m verb to print or display certain
items of information

list of abbreviations /list ov o
Jbrirvi'erf(a)nz/ noun anotein arefer-
ence book which lists the abbreviations
used and what they stand for, usualy
printed at the beginning of thetext, after
the prelims or, in some reference works
such as dictionaries, on the endpapers

list owner /'list ,ouna/ noun aperson
who controls an electronic mailing list

list price /'list prars/ noun the price
of a commodity according to a printed
list
LISTSERV /'lists3:v/ noun a very
large electronic mailing list manager
literacy /'lit(a)rasi/ noun the ability to
read and write
‘Inawithering dossier, chief inspector
Graham Donaldson concluded pupils
werebeing failed by dpoor teachersand
weak leadership and that a fifth were
leaving school without basic literacy
and numeracy skills! [Sunday
Express]
literal /'lit(o)ral/ adjective following
the exact meaning of aword or phrase,
without any additional meaningsm noun
a mistake made when keyboarding so
that characters are transposed

literary /'lIit(o)rori/ adjective related
to literature

literary agent /'lit(a)rori ,erdzont/
noun somebody whose job is to nego-
tiate business contracts on behalf of an
author

literary forensics /Iit(d)rori fo
'renziks/ noun the scientific examina-
tion of documents of disputed authen-
ticity

Literary Marketplace /lit(o)rori
'ma:krtplers/ noun an American publi-
cation listing people such as publishers,
agents and trandators (NOTE: The
British equivalent is the Writers’ and
Artists’ Yearbook.)

literary prize /'lit(a)rari prarz/ noun
an award given for a piece of writing
judged to have literary value

literate /'lit(o)rot/ adjective able to
read and write

literature /'lit(e)rotfo/ noun 1.
written works such as novels, plays and
poetry, especialy those considered to
have artistic quality 2. printed informa-
tion on a specific subject

literature search /'lit(a)rat o s3:t f/
noun a preliminary investigation when
studying a subject to find al other
related writing

literature  survey ['lit(e)ratfo
,s3rver/ noun a bibliography listing
material on a given subject or some-
timesin agiven location

lithography /1'6ografi/, litho noun a
method of printing in which the ink
sticks to greasy areas of treated metal,
stone or film and is then transferred to

paper
COMMENT: Lithography was invented in
1798, by a German artist, Alois
Senefelder. It was originally the art of
drawing a design on stone in greasy ink,
then printing from it. The surface now
used is a metal plate, but the principle is
the same: this is that a greasy surface
attracts ink, while a wet surface repels
ink. The design is drawn on the surface
with greasy ink, the surface is then rolled
with a damp roller to wet it, and then the
inking roller passes over it, leaving ink on
the parts which are greasy and not
leaving ink on those parts which are wet.

Ik abbreviation in Internet addresses,
the top-level domain for Sri Lanka

LMS abbreviation learning manage-
ment system
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load /loud/ verb o to load afile to call
acomputer file so that it can be seen on
screen and worked with

load sharing /'loud ,feary/ noun
the process of using more people to
even out the workload

loan /laun/ noun something that islent
and must be returned o on loan being
borrowed o The bookisonloan fromthe
library.

loan collection /'loun ka,lek[(a)n/
noun a collection of books and mate-
rials available for borrowing, as
opposed to areference collection which
cannot be taken away from the library

loan fee /'loun fi:/ noun a sum of
money paid to borrow an item

loan period /'loun ,prariad/ noun a
period of time before an item that has
been borrowed must be returned

LOC abbreviation Library of Congress
Catal og number

local /'louk(a)l/ adjective belonging or
relating to the specific area where you
live or work

Local Area Network /louk(o)l
,earia 'netw3:k/ noun asystem linking
computers, terminals and printers,
within a restricted geographical area,
which share the same stored informa-
tion in the network memory. Abbr LAN
local collection /'louk(e)l ko
Jekf(a)n/ noun books and documents
about a specific area close to where the
collectionisheld

local directory 'louk(a)l
darrekt(o)ri/ noun a collection of
information about businesses and resi-
dents in a specified area arranged in
aphabetical order of street names and
also with classified trade entries

Local Education  Authority
/lauk(d)l edju'kerf(e)n or,0prrti/
noun an administrative body which
controls the supply of education
through schools and collegesin alocal
area of the UK. Abbr LEA

local history /lauk(a)l 'hist(a)ri/
noun the history of a small area of a
country
local
'int(a)rast

interest title /louk(o)l
tart(a)l/ noun a book

whichisinteresting to peoplelivingina
certain area, but less so to anyone else
local map /,lauk(a)l 'maep/ noun a
map showing the areanear to where you
live or work

local newspaper /lauk(a)l
'njuizperpa/ noun a newspaper that
reports on local events and people
local press /lauk(a)l 'pres/ noun
newspapers which cover news relevant
to alocal areaand which are printed and
sold in one small area of the country
local radio /,lauk(9)! 'rerdiou/, local
TV /,lauk(a)1 tiz 'vii/ noun broadcasting
stations which concentrate on the news
and issues relevant to asmall local area
local record office /louk(o)l
'reko:d ,of1s/ noun an archive storethat
keeps information about the particular
areain which it is situated

locate /lou'kert/ verb 1. to place or
position something 2. to find something
locator /lau'kerta/ noun US a device
that helps somebody locate something
such as atable or index

LOCIS /'loukis/ abbreviation Library
of Congress Catalog

lock /lok/ verb to fasten something to
prevent accesso tolock afileto prevent
anyone from making changes to a
computer file

lockdown /'lIokdoaun/ noun a proce-
dure that prevents users of a computer
network or intruders from the Internet
from gaining access to files that are
essential to the proper functioning of a
computer system

log /Ipg/ verb to record something offi-
cidly

log book /'log buk/ noun 1. abook in
which entry and departure times to a
particular place are recorded 2. a book
in which someone writes records of
their activities especially related to trav-
elling

logic /'lndz1k/ noun away of thinking
and reasoning which takes account of
previous steps

log in/,Iog '/, log on /,Ing 'on/ verb
to enter a password or code in order to
gain entry to a computer system
logistics /la'd3zistiks/ plural noun the
organisation of something very compli-
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cated, especially of moving people and
things from one place to another
logo /'laugou/ noun a specia design
which identifies the products and
publicity material of a company or
organisation
log off /,log 'of/, log out /,log 'aut/
verb to enter datain order to close down
and leave a computer system
long-distance / loy 'distons/ adjec-
tive relating to journeys, communica
tions or placesthat are far apart
long loan /lon loun/ noun an
extended period for borrowing library
items
long-term /lop 'ta:m/ adjective
concerning along period of time o long-
term planning o The long-term plans
include the development of a music
library.
look up /,luk 'ap/ verb to search for
information, e.g. by consulting a refer-
ence book
look-up /'luk Ap/ noun a computer
procedure in which a term or value is
matched against a table of stored infor-
mation
look-up table /'luk Ap ,terb(d)l/
noun a collection of stored results that
can be accessed very rapidly by a
program without the need to calculate
each result whenever needed. Abbr LUT
COMMENT: For computer graphics a look-
up table may be a table of pixel intensity
or colour information which increases the
range of values that can be displayed.
Since the values are stored in a look-up
table they do not have to be computed
each time they are called up, and
execution time is reduced.
loop /lu:p/ noun aseries of actions that
are performed repeatedly until the
procedure has been completed
loose-leaf /'lu:s li:f/ adjective having
pages which can be removed or
replaced
lossless compression /loslas
kom'pref(a)n/ noun an image
compression technique that can reduce

the number of bits used for each pixel in
an image without losing any informa-
tion or sharpness

lossy compression /lIosi kom
'pref(a)n/ noun an image compression
technique that can reduce the number of
bits used for each pixel in an image, but
in doing so lose information
loudspeaker /laud'spitka/ noun a
device that turns electrical signals into
recognisable sound

low acid /lou 'asid/ adjective
relating to paper that is mildly acidic in
composition, but less proneto deteriora-
tion than standard acidic paper

lower case /louo 'kers/ adjective
relating to small letterssuch asa, b, ¢, as
opposed to upper case A, B, C

low level language /lou lev(9)l
'lengwid3/ noun a computer program-
ming language that is similar to the
machine language and difficult for non-
expert users to understand

Ir abbreviation in Internet addresses, the
top-level domain for Liberia

LR abbreviation Library of Congress
Is abbreviation in Internet addresses,
the top-level domain for Lesotho

It abbreviation in Internet addresses, the
top-level domain for Lithuania

lu abbreviation in Internet addresses,
the top-level domain for Luxembourg
lunar month / lu:na 'man6/ noun the
period of time between one new moon
and the next, usually about 28 days
LUT abbreviation look-up table
luxury edition /'lakfori 1,drf(e)n/
noun an edition printed on fine paper
with a superior binding

v abbreviation in Internet addresses,
the top-level domain for Latvia

ly abbreviation in Internet addresses,
the top-level domain for Libya

lyric /'lirtk/ noun a short poem
expressing strong feelings in a songlike
form
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machine code /ma'fiin koud/,
machine language /ma' [iin
Jleengwidz/ noun instructions and
information shown as a series of binary
figureswhich can beread by acomputer

machine-readable /ma, [iin
'rizdob()l/ adjective stored on adisk or
tape in machine language, so that it can
be read directly by a computer
Machine Readable Catalogue
/ma, fiin rirdab(a)] 'kaetalpg/ noun an
automated system of catal oguing books
and documentsin alibrary. Abbr MARC
machine-readable code /mo,[i:n
rirdab(9)] 'koud/ noun aset of signsor
letters which a computer can read

machine translation /mo, fi:n
treens'lerf(a)n/ noun trandation from
one language into another carried out
automatically by a computer
machinist /ma'firnist/ noun aperson
whose job isto work a machine
magazine /maga'ziin/ noun 1. a
regular weekly, monthly or quarterly
publication containing articles, stories,
photographs and advertisements 2. a
radio or television programme made up
of several different items 3. a container
for dlides to be used in an automatic
projector

magnetic /mag'netik/ adjective
relating to something that useselectrical
magnetism to record and store informa-
tion to be read by a computer
magnetic head /mag,netik 'hed/
noun an electromagnetic device that
reads, writes or erases data on a
magnetic medium

magnetic strip /mag,netik 'strip/
noun a plastic strip with electronic data

fixed to aplastic card, which can beread
by amachine o A library card often has
a magnetic strip with details of its
owner to prevent it being used by
anyone else.

magnetic tape /magnetik 'terp/
noun tape coated with a magnetic mate-
rial so that electrical signals can be
recorded on to it for speech, film or
computer information

magnetic tape encoder /mzg
netik terp en'kouda/ noun a device
that directly writes data entered from a
keyboard on to magnetic tape
magnetised /'maegnoatarzd/,
magnetized adjective converted into a
magnet o The library uses magnetised
strips inside books to prevent theft.
magnify /'megnifar/ verb to make
something appear bigger or more
important than it really is

magnitude /'magnitju:d/ noun the
level, degree or importance of a signa
or situation o They did not appreciate
the magnitude of the task.

mail /meil/ noun letters and parcels
delivered by the Post Office

mailbase /'meilbers/ noun a UK
electronic mailing list service used by
discussion groups. » bulletin board
mail box /'meil boks/ noun 1. one of
several boxes where incoming mail is
put in a large building 2. a box for
putting letters, etc. which you want to
post 3. storage in an electronic mail
system, where messages are kept for
subscribers to access through their
computers

mailing list /'meilig list/ noun 1. a
list of names and addresses kept by an
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organisation so that it can send people
information or regular publications 2.
an electroniclist of e-mail addressees or
subscriberswho usually have an interest
in the same topic

mail merge /'meil m3:d3/ noun a
word-processing program which allows
astandard letter to be sent out to aseries
of different names and addresses

mailserver /'meils3ivo/ noun a
computer on the Internet which stores
incoming mail and sends it to the
correct user, and stores outgoing mail
and transfersit to the correct destination
server

mail shot /'meil ot/ noun a large
number of information or publicity leaf-
lets sent out to a selected group of
prospective customers

main /mein/ adjective most important

main catalogue /mem 'katalng/
noun a full list of all the holdingsin a
library

main class /memn 'kla:s/ noun a
major division of a genera classifica-
tion scheme

main entry /;memn 'entri/ noun the
fullest entry in a catalogue, often with a
tracing of related references
mainframe /'memfreim/, main-
frame computer /meinfrerm kom
'pjuita/ noun alarge-scale high-power
computer system that can handle high-
capacity memory and backing storage
devicesaswell as servicing anumber of
operators simultaneously

main index /,memn 'indeks/ noun a
general index which guides users to
more specific entries

mainstream /'meinstri:m/ adjective
normal or conventional

mainstream research
/meinstriim r1's3:tf/ noun research
that follows on from previous work
donein thefield

maintain /memn'temn/ verb to keep
something in good condition and up to
date

maintenance /'meintonans/ noun
the process of keeping something in
good condition by giving it regular care
and attention

maintenance contract
/'meintonans  kontrakt/ noun an
arrangement with a repair company to
make regular checks and repairs at
specia prices

maintenance costs /'meintonans
kosts/ plural noun money put into a
budget for carrying out regular mainte-
nance

maintenance of records
/,meintonans av 'reko:dz/ noun the
process of updating information or
keeping records up to date

major /'merd3o/ adjective very impor-
tant

major contributor / merdzos kon
'tribjota/ noun a person who has
supplied the most information or
written text for a publication or meeting
majority /ma'd3oriti/ noun the larger
part or greater number

malfunction /mel'fagkfon/ noun
failure to work properly m verb to fail to
work properly

malware /'malwea/ noun software
such as viruses designed to cause
damage or disruption to a computer
system

man /men/ verb to provide the work-
force for something o They manned the
exhibition stand all day.

manage /'manid3/ verb to direct or
take responsibility for controlling
somebody or something

manageable /'manidzob(a)l/ adjec-
tive able to be controlled easily because
it is not too big or complicated
management /'manid3zmant/ noun
the process of controlling an organisa-
tion, company or group
Management By Objectives
/,manidzmant bai ab'jektivz/ noun a
system of managing a company by
stating the aims of the organisation as
the basis of policy. Abbr MBO
management information
service /, manidzmoant ,info
'merf(9)n ,s1stom/ noun a department
within acompany that is responsible for
information and data processing
management information
system /,maenidzmant nfa
'merf(o)n ,sistoam/ noun a system
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designed to collate all the information
collected by an organisation and
supplied to support anyone involved in
decision making. Abbr MIS

‘...of equa benefit has been the
improvement in management
information systems. In the past,
banks and insurers were basing their
risk decisions on inaccurate or out of
date information; new technology has
allowed companies to trade on real-
time information with obvious
implications for risk control and
accuracy of pricing.” [Investment
Advisor

management of records
/, menidzmant ov 'reko:dz/ noun the
process of creating, storing, retrieving
and disposing of records

management style /'manidzmoant
stail/ noun any of severa different
ways of controlling, organising and
motivating groups of people
management training
/ menid3zmont 'tremin/ noun the
training of managers by making them
study the principles and practices of
management

manager /'manid3a/ noun a person
who is responsible for running a
company, organisation or group

managerial /;mans'd3rorial/ adjec-
tive relating to the work of a manager

mandatory /'mandoat(a)ri/ adjective
compulsory o It is mandatory to pay
taxes.

manifesto /mani'festov/ noun a
written statement of the intentions of a
person or group of people who are
standing for election

manipulate /moa'nipjulert/ verb to
control people, data or situations to
produce a specific result

manipulation /ma,nipju'lerf(s)n/
noun the act of moving, editing or
changing text or data o The high-speed
database management program allows
the manipulation of very large amounts
of data.

man-made /men 'meid/ adjective
made by people rather than formed
naturally

manpower /'m&npauvd/ noun a
workforce or labour force which
produces goods

manpower resources /'meanpauvo
r1,zo:s1z/ plural noun the number of
people available for work

manual /'menjual/ noun a document
or book containing instructions about
the operation of a system or machine m
adjective done by hand rather than by
machine

manual data processing
/;menjual 'derta ,prousesin/ noun the
sorting and processing of information
without the help of a computer

manual entry /menjusl ‘entri/,
manual input /;manjual 'nput/ noun
the act of entering data into a computer
by an operator via a keyboard

manual system /'menjual ,sistom/
noun an information control system that
uses handwritten rather than computer-
ised records

manufacture / manju'fekt o/ verb
to make something in afactory

manufacturer /manju'fekt[ara/
noun acompany which makes aproduct

manuscript /'manjuskript/ noun a
typed or handwritten text of something
before it is printed o The advance on
royalties will be paid on acceptance of
the completed manuscript for publica-
tion. Abbr ms

manuscript music book
/, meanjuskript 'mju:zik ,buk/ noun a
book of paper ruled with five line staves
for the writing of music

map /mep/ noun a diagrammatic
representation of an area of land
COMMENT: Maps are now mainly
computerised and are output on plotters.
This allows the information on a map to
be stored as a database, which can be
used to produce maps on different
scales, with different colour designs, etc.
map pin /'map pmn/ noun a sharp
metal object with a smal round
coloured head used to indicate placeson
amap
marbled paper /, ma:b(s)ld 'perpa/
noun multi-coloured paper used by
bookbinders usually for the endpapers
of books
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MARC /ma:k/ abbreviation Machine
Readable Catal ogue

margin /'ma:dzin/ noun ablank space
around a section of printed text between
the printed text and the edge of the
paper

margin of error /ma:dzimn ov 'era/
noun the number of mistakes that are
considered to be acceptable in a docu-
ment or calculation

mark /ma:k/ noun 1. asign or symbol
written on a page 2. the score or grade
achieved for an assignment or examina-
tion m verb to assess work and award it
agrade or score

marker /'ma:ka/ noun an object that is
used to show the position of something
marker pen /'ma:ks pen/ noun a
coloured pen used to indicate or high-
light sections of text

market /'ma:krt/ noun the number of
people wishing to buy a product or the
area of the world whereitis sold m verb
to organise the sde of a product by
deciding the price, the areas where it
will be sold and how it will be adver-
tised

marketing plan /'ma:kitiy plen/
noun a strategy for selling a product or
service by planning the advertising and
distribution within a selected market
market penetration / ma:kit ,pent
'tre1f(a)n/ noun an expression of how
much of the chosen market is reached
by a product o They estimated a 50%
market penetration for the information
service.

marketplace /'ma:kitplers/ noun 1.
the potential number of people who will
buy aproduct or use aservice 2. aplace
where goods or services can be sold or
offered

market research / ma:kit rr'sa:t |/,
market analysis /ma:kit a'neeloasis/
noun the process of examining the
possible sales of a product and the
possible customers for it before it is put
on the market

mark up /,ma:k 'Ap/ verb to prepare
copy for printing by indicating such
things as font size, typeface and layout
mass deacidification /mas
diesidrfr'kerf(a)n/ noun the process

of adding chemicals to acidic paper to
neutralise the acid and prevent further
deterioration, especialy in old collec-
tions

mass market / mas 'ma:kit/ noun a
very large market, covering a large
proportion of a population

mass market paperback /mes
;ma:krt 'perpabak/ noun a paperback
book aimed at the mass market

mass media /mes 'mi:dia/ noun
means of communication which reach
large numbersof people, e.g. radio, tele-
vision and newspapers

mass production /meas pro
'dak fan/ noun the manufacture of large
quantities of the same product

mass storage /mas 'storridz/
noun the storage and retrieval of large
amounts of data

“It's not unusual for universities or
government bodies to have rooms that
are floor to celling with magnetic
tapes’, says Kevin Murrdll, a curator
at Bletchley Park Computer Museum.
“Ten or fifteen years ago this was the
most common mass-storage medium,
but today it's increasing difficult to
read them”.” [New cientist]
mass storage device /mas
'storrd3 dri,vars/ noun a computer
backing store device such asadisk drive
which Is able to store large amounts of
data
master /'ma:sta/ noun 1. the origina
document from which copies are made
2. the most important person or device
within a system m verb to learn some-
thing so that you can do it well
master catalogue noun a file in
which every entry contains full biblio-
graphicad information. Also called
master file
master copy /'ma:sta kopi/ noun
the origina document from which
photocopies are made
master file /'ma:sto fail/ noun 1.
same as master catalogue 2. the main
copy of a computer file, kept for secu-
rity purposes
mastermind /'ma:stomaind/ verb to
plan a complicated activity in detail and
make sure it happens successfully



masterpiece 128

masterpiece /'ma:stapiis/ noun an
original creation in the arts which is of
exceptional quality

master plan /'ma:sts plen/ noun a
detailed plan to organise several diffi-
cult tasks

Master’s degree /'ma:stoz dr,grii/
noun an academic degree, usualy
awarded after one or two years of post-
graduate study

match /meet f/ noun something that is
equal to another in physical or mental
characteristics o The players were a
perfect match for each other and the
game ended in a draw. m verb to find an
item that has equal characteristics o He
had to match them for size and colour. o
to match arecord to search a database
or record for asimilar piece of informa-
tion to the record you have

material /ma'tiorial/ noun equipment
or items needed for a particular activity
material requirements planning
/ma,trarial rr'’kwaromonts | planinp/
noun a detailed statement of the equip-
ment required for a specific task and its
cost

matt /maet/ adjective relating to paper
that is not shiny, especialy paper for
photographs

matter /'mata/ noun a situation that
you have to deal with o Thisis a matter
which the library committee must
decide.

mature student /ma,tfud
'stjurd(e)nt/ noun a student aged 25 or
over who hasgoneinto higher or further
education later than is usual, especially
after working or raising afamily
maximise /'maksimaiz/, maximize
verb 1. to make the most possible use of
something 2. to make something as
large or important as possible o They
aimed to maximise their profits.
maximum /'maksmmam/ noun 1. the
largest amount possible 2. the highest
achievement possible

Mb, MB abbreviation megabyte

MBO abbreviation Management By
Objectives

MBS abbreviation mind body and spirit
mc abbreviation in Internet addresses,
the top-level domain for Monaco

md abbreviation in Internet addresses,
the top-level domain for Moldova

means /miinz/ plural noun 1. a
method of doing something o We have
the means to store a large number of
documents. 2. the money that someone
has to spend o She has the meansto buy
alarge house.

measure /'me3a/ verb to discover the
size or quantity of something by using a
calibrated instrument m noun 1. a set of
scalesor strip for measuring 2. an action
taken to bring about a specific result o
Measures have been taken to reduce the
loss of books.

measurement /'mezomont/ noun
size in units such as centimetres or
inches
COMMENT: In Britain, the measurements
of paper sheets are normally given with
the short side first (768 x 1008mm), while
the physical measurements of a book are
normally given with the height first and
then the width. The format of this book is
198 x 129. Note that in many countries,
the measurements are given with the
width first and height second, leading to
much confusion. The measurement of
type is based on the point system (one
pointis 0.3515mm in Britain and the USA;
0.376mm in Europe).
mechanical /mr'kaenik(a)l/ adjective
relating to something that has moving
parts and uses power to perform tasks
mechanics /mi'keniks/ plural noun
theway that something worksor isdone
o The mechanics of reading are difficult
for childrentolearn.
mechanism /'mekaniz(a)m/ noun 1.
a piece of machinery 2. a method of
doing something
media /'mi:disa/ noun the main means
of communication asinradio, television
and newspapers
media converter /'mi:dio kon
,v31ta/ noun amulti-disk reader device
which can read data from various sizes
and formats of disk
media coverage ['mi:dia
kav(a)ridz/ noun the number of
reports about a situation or event in the
newspapers, radio or television
media management system
/'miidio ;menidzmont ,sistom/ noun
an operating system which allows phys-
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ical storage mediasuch astapes or disks
to be catalogued and replayed. Abbr
MMS

media resource officer /,mi:dis r1
'zo:s ,of1sa/ noun a person who isin
charge of the management of audio-
visua resources

media storage systems /'mi:dio
,stoirrd3y  sistomz/  plural  noun
systems for storing and retrieving non-
book materials such as audio tapes,
video tapes or illustrations

medical /'medik(d)l/  adjective
relating to the treatment and prevention
of illnessand injuries

medical abstracts /'medik(s)l
,&bstraekts/ plural noun acollection of
summaries of medical articles in jour-
nals

medical directory /'medik(a)l dar
rekt(o)ri/ noun alist of medical insti-
tutions, practitioners and specialists

medical index /'medik(a)l ,indeks/
noun alist of bibliographical references
to articles on medical subjects

medical journal  /'medik(9)l
,d33:n(a)l/ noun a specialist magazine
for medical practitioners

medical library  /'medik(a)l
Jarbrori/ noun a specia library to
support medical work

Medical Literature Analysis and
Retrieval Service /medik(s)l
Jdit(e)rotfo oneelisis on rr'trirv(e)l
,s31vIs/ noun a collection of databases
operated by the National Library of
Medicine. Abbr MEDLARS

medical publishing /'medik(s)l
,pAblif1/ noun the publishing of books
on medica subjects

medieval manuscript /'mediizval
'maenjuiskript/ noun a written manu-
script dating from between 1100 and
1500 A.D.

medium /'mi:diom/ adjective neither
large nor small, but middle-sized m noun
the means used to communicate or
express oneself o They communicated
through the medium of the written word.
(NOoTE: The plural is media or
mediums.)

medium octavo /mi:diom bk
'tarvou/ noun atraditional book format
of 9x 5 3/4 inches

MEDLARS /'medla:z/ abbreviation
Medical Literature Analysis and
Retrieval Service

MEDLIB /'medlib/ noun a subscrip-
tion bulletin board mainly used by
doctors

Medline /'medlam/ noun an informa-
tion database mainly used by employees
in medical professions

meet /mi:t/ verb 1. to make contact
with somebody face to face 2. to dedl
with a situation, need or requirement
meeting /'mi:tig/ noun an event when
people come together to discuss things
megabyte /'megobait/ noun a
storage unit in computers, equa to
1,048,576 bytes, or 102 bytes. Abbr
MB, Mbyte

membership /'membafip/ noun the
state of belonging to an organisation or
group

membership list /'membafip list/
noun a list of names and addresses of
members of an organisation or group
membership ticket /'membafip
tik1t/, membership card /'memba1p
ka:d/ noun a card or ticket stating
somebody’s name and the name of the
organisation of which they are a
member

memo /'‘memou/ abbreviation memo-
randum

memoir /'memwa:/ noun a written
account of somebody’s life, especially
one who has been well known in public
life

memo pad /'memou pad/ noun a
pad of headed paper used for internal
messages

memorandum  /;memoa'rendom/
noun a note sent internally within a
company or organisation

memorial volume /mi'mo:rial
,voljuirm/ noun 1. a book containing
the names of people to be remembered
2. a book written in memory of
someone

memorise /'memaraiz/, memorize
verb to learn something so that you can
remember it exactly
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memory /‘'mem(d)ri/ noun 1. a
person’s ability to remember things 2.
the capacity to store information
menu /'menju:/ noun alist of options
displayed on screen for the user of a
computer program
menu-driven /'menju: driv(e)n/
adjective relating to a computer
program where the user can choose
options from amenu
merchandise /'ma:tfandarz/ noun
goods that are bought, sold or traded m
verb to sell goods and services
merge /m3:d3/ verb to combine two
data files on a computer. s mail merge
merge sort /ma3:d3 'sort/ noun a
software application in which the sorted
files are merged into anew file
MERIT /'mer1t/ noun a US regiona
gateway with access to commercial
services
MESH /mef/ abbreviation Medical
Subject Headings for Medline
message /'mesid3/ noun a piece of
information that you send or leave for
somebody
message heading  /'mesid3
Jhediy/ noun a title given to informa-
tion to indicate its contents
message numbering /'mesid3
.namborig/ noun identification of
messages using a numerical system
metadata /'metoaderta/ noun descrip-
tive information about the elements of a
set of data, e.g. information containedin
a webpage which describes the topics
covered by that webpage
‘Contivo Vocabulary Management
Solution (VMS) (TM) provides a
centra  semantics-based metadata
repository,  development  tools,
infrastructure, and code generators
that automate data transformation for
plication integration across multiple
platforms.’ [BusinessWire]

metaphor /'metofa/ noun an expres-
sion used to describe one thing in terms
of ancther, without using the words
‘like’ or ‘as’, asin ‘the librarian was a
fountain of knowledge'

meteorological office /mitioro
'Ind3z1k(a)l ,ofrs/ noun a government
office which records the forecasting and

occurrence of weather conditions
worldwide
meteorology /,mi:tia'rolod3i/ noun
the study of weather formation and
conditions
methodical /m1'6pdik(a)l/ adjective
having a careful, planned and ordered
way of working
methodology /,me6s'dolad3i/ noun
a system of ways and principles for
doing something, e.g. in teaching or
research
metric /'metrik/ adjective relatingtoa
system of book and paper measurement,
calculated in millimetres
COMMENT: The main metric stock paper
sizes used in the UK are: metric quad
crown (768 x 1008), metric large crown
(816 x 1056), metric quad demy (888 x
1128), and metric quad royal (960 x
1272).
metric crown octavo /metrik
kraun ok'ta:vou/ noun a book format
(186 x 123mm)
mg abbreviation 1. in Internet
addresses, the top-level domain for
Madagascar 2. milligram
mh abbreviation in Internet addresses,
the top-level domain for Marshal
Islands
micro- /markrou/ prefix used to indi-
cate avery small version of anything
micro computer /‘maikrou kom
,pjurta/ noun asmall computer usually
used as a stand-alone machine, i.e. one
not connected to a network
microcontent /‘maikrou kontent/
noun a single piece of data on the
Internet which has its own URL or link
and can be accessed by a hand-held
device if needed, e.g. a weblog posting
or aweather forecast
microcopy /'markroukopi/ noun a
copy of a document which has been
reduced in size
microfiche /'maikrou fi:f/ noun a
small sheet of photographic film on
which information is stored in very
small print
microfiche reader /'maikroufi:f
rizda/ noun a machine that magnifies
the writing on microfiche film and
displays it in readable form on a
monitor
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microfilm  /'maikroufilm/  noun
material for making microfiches m verb
to make microfiches

micro image /'maikrov ,1mid3/
noun a stored graphical image which is
too small to be seen with the naked eye
microphone /'matkrafoun/ noun an
electronic device used to record sounds
or to make them louder

microprocessor /'markrou
.prausesa/ noun amicrochip which can
be programmed to do alarge number of
tasks or calculations

Microsoft Disk Operating
System /,maikrasoft disk
'pparertiy ,sistom/ noun full form of
MS/DOS

Microsoft Network / markrosoft
'netw3:k/ noun avast online serviceto
provide information, database links to
the Internet and electronic mail espe-
cially for Windows users. Abbr MSN
middle management /mid(s)l
'manidzmont/ noun a level of
management which has responsibility
for apart within the structure of awhole
organisation

mid-user /'mid ,ju:zs/ noun an oper-
ator who retrieves relevant information
from a database for a customer or end
user

migrate /mar'grert/ verb to transfer a
file from one computer system or data-
base to another

migration /mar'grerf(s)n/ noun a
transfer of computer data, programs or
hardware from one system to another
mil abbreviation in Internet addresses,
the generic top-level domain for mili-
tary organisation

milking machine /'milkiy mo, [imn/
noun a portable machine which can
accept data from other machines and
then transfer it to alarge computer
millboard /'milbo:d/ noun
paperboard used in binding books
millennium /mr'leniom/ noun a
period of one thousand years (NOTE:
The plural is millennia.)

Mills and Boon /milz an 'bu:n/
noun a romantic novel published by, or
of the kind typically published by, the

thick

firm of Mills and Boon, publishers of
popular romantic fiction

mind body and spirit /mamnd
,bodi on ' spirit/ noun a category of
books dealing with aternative topics
such asnatural medicine, new faithsand
oriental mysticism. Abbr MBS

mind map /'maind mep/ noun a
diagram with nodes representing the the
main points of a topic, with the links
between them and any other relevant
information also shown

mine /mam/ noun a rich source of
something, especially information m
verb to search through a source and
extract information

‘In addition, once the business
processes have been optimised/re-
en%ineered, the information
technology function should provide
tools to empower staff to search for
and mine the data stores around the
organisation.’” [Financial Times]
mini- /mini/ prefix combining with
nouns to indicate a smaller version of
something o mini-computer
miniature /‘minitfo/ noun 1. a
coloured picture in an illuminated
manuscript 2. amuch reduced copy of a
document 3. a small, very detailed
drawing or painting especially on ivory
or vellum
minimise /'minimaiz/, minimize
verb 1. to reduce something to the
smallest possible amount 2. to make
something seem unimportant
minimum /'minimom/
smallest amount possible

ministry /'ministri/ noun a govern-
ment department

ministry publication /'ministri
.pablikerf(a)n/ noun a published
report of the proceedings of a govern-
ment department

Minitel /'minitel/ noun a national
information database in France acces-
sible by telephone and home computer
minority /mar'noriti/ noun agroup of
people who form less than half of the
total population of an area, e.g. interms
of race, religion or political opinion
minority sampling /mar,noriti
'sarmplin/ noun amethod of surveying

noun the
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the needs and opinions of a minority
group
mint /mint/ adjective new

mint condition /mint kon'dif(o)n/
noun the same condition as when new

minuscule /‘miniskju:l/ adjective
extremely small

MIS abbreviation Management Infor-
mation System

mis- /mis/ prefix combining with verbs
or nouns to indicate that something is
done badly or wrong o misuse o
mismatch

miscalculate /mis'kelkjulert/ verb
1. to add something up incorrectly 2. to
make amistake in judging a situation
miscellaneous /,misa'lemioas/
adjective relating to a collection of
items that are al very different from
each other

miscellany /mi'seloni/ noun a
collection of writtentextson avariety of
subjectsin one book

miseducate /mis'edjukert/ verb to
educate somebody in awrong or inade-
quate way

misfile /mis'fail/ verb to file some-
thing such as a document in the wrong
place

misinform /,mism'form/ verb to give
incorrect information to somebody
misleading title  /mus, lizdip
'tart(o)l/ noun atitle that does not indi-
cate the subject matter or theform of the
work

mismatch /'mismet [/ noun a situa-
tion where two things are not correctly
linked

misprint /'misprint/ noun a mistake
in printing

misquote /mis'kwout/ verb to state
incorrectly what somebody has said or
written

misread /mis'rizd/ verb 1. to read
something incorrectly 2. to judge some-
body’s intentions incorrectly

miss /mis/ noun a document not
retrieved by a computer search

missing /'misiy/ adjective not in the
expected place

missing data /misiy 'derta/ noun
information which is not available, so
that atask cannot be completed
missing link /,misig 'ligk/ noun the
missing piece of information in achain
of data, which makes it difficult to use
the information

mission  statement /'mif(e)n
,stertmont/ noun a statement of the
aims and objectives of an organisation
missive /'misiv/ noun a letter, espe-
cialy along and detailed one
misspelt /mrs'spelt/ adjective spelt
wrongly

mistake /mi'steik/ noun an error
mixed ability class /,mikst o,biliti
'kla:s/ noun a class in a school or
college where pupils have different
levels of learning ability

mKk abbreviation in Internet addresses,
the top-level domain for Macedonia

ml abbreviation in Internet addresses,
the top-level domain for Mali

MLA  abbreviation 1. Modern
Language Association 2. Museums,
Libraries and Archives Council

mm abbreviation in Internet addresses,
the top-level domain for Myanmar
MMS abbreviation media management
system

mn abbreviation in Internet addresses,
the top-level domain for Mongolia
mnemonic /ni'monik/ noun aword,
rhyme or sentence which helps you to
remember other things, eg., ‘Richard
Of York GaveBattle In Vain' which has
the same first letters as the colours of
the rainbow — Red, Orange, Yellow,
Green, Blug, Indigo, Violet

mobile /'moubail/ adjective ableto be
moved easily or to move by itself
mobile library /;moubail 'laibrori/
noun a specially adapted van which
takes library books to residential areas
at the same time each week

mobile storage files / moubail
'storrid3 failz/ plural noun files that
can be moved physically or electroni-
caly

mobile unit /,moubail 'juinit/ noun
a complete set of filming and editing
equipment which can betransportedina
van for outside broadcasts
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mock-up /'mok Ap/ noun a model of
anew product or building which can be
used to show to potential customers
model /'mpd(s)l/ noun a theoretical
statement of how a system will work
which people can copy to achieve the
same results

modem /'moaudem/ noun an elec-
tronic device which converts binary to
analogue signals so that data can be
transmitted over the telephone network.
Also called dataset

moderated list / modorertid 'list/
noun a mailing list in which a moder-
ator reads all the material that has been
submitted before it is distributed to the
userson the list

moderated newsgroup
/modorertid 'njuizgruip/ noun a
newsgroup in which a moderator reads
all the material that has been submitted
before it is published in the newsgroup
moderator /'mpdorerta/ noun a
person responsible for  reading
messages sent to amailing list or news-
group and editing any messages that do
not conform to the rules of the list, e.g.
by deleting commercial messages
Modern Language Association
/[ mpodan 'lengwid3 9,sousierf(a)n/
noun a professional body that provides
standard guidelines on writing research
papers, e.g. document formatting and
citing other sources. Abbr MLA
modification /,modifr'kerf(a)n/
noun a smal change to something
usually made to improve it

modify /‘modifar/ verb to change
something, often in only a small way,
usually in order to improve it
modular /'mpodjulo/ adjective relating
to amethod of organising and teaching
courses as a series of independent
modules

module /‘mpdju:l/ noun a small
section of a larger programme which
can also function as a unit in its own
right

modus operandi /moudss ,0po
'rendiz/ noun a particular and often
personal way of working

moisture content of paper
/,moistfa kontent ov 'perpa/ noun

the amount of moisture in paper, shown
as a percentage of the paper weight
MOMI /'moumi/ abbreviation Museum
of the Moving Image
monitor /'monita/ noun a visua
display unit used to show the text and
graphics generated by a computer m
verb to make regular checks to see how
something or somebody isworking
mono- /monou/ prefix used with
nouns that have ‘one’ or ‘single’ as part
of their meaning
monograph /'monagra:f/ noun a
book on one specific subject
monolingual /,mpnoau'liggwal/
adjective using only one language o a
monolingual dictionary
montage /'monta:3/ noun a combi-
nation of photographs, drawings or
parts of pictures used for display or
advertising
monthly /'man6li/ adjective coming
out regularly once a month m noun a
magazine published once a month
Moon type /‘mu:in taip/ noun a
system of reading for the blind, more
easily learned than Braille and therefore
often used by people who go blind late
inlife
morgue /mo:g/ noun in journalism, a
collection of miscellaneous reference
material
morocco /moa'rokauv/ noun a soft
leather made from goatskin, or aleather
made in imitation of it from sheepskin
or calfskin, used for covering books
morocco  binding /moa'rpkou
,baindig/ noun a fine leather book
covering made from goatskin
Morse /mo:s/, Morse code noun a
system for representing letters and
numbers by signs consisting of one or
more short or long signals of sound or
light which are printed out as dots and
dashes
mosaic /mou'zenk/ noun a picture
made up of small dots as in a videotext
system
mother tongue /'mads tan/ noun
the first language learned as a child
‘[Zeljko Perovic, Assistant Minister
for Foreign Affairs of Serbia and
Montenegro] said that... non-
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Albanian communities were being
denied any meaningful participation
in political life, to the extent that “not
even basic access to documentation in
their mother tongues is ensured”.’
[M2 Presswire]
motif /mou'tizf/ noun 1. an often
repeated pattern or design 2. the main
subject which acts asthe basefor awork
of art or music
motion picture /;mauf(a)n 'pikt fo/
noun a film made to be shown in the
cinema
motivate /'moutivert/ verb to
encourage somebody to do something,
especialy to behave in a positive way
motivation /moutr'verf(a)n/ noun
the feeling that you want to work hard
motive /'moutrv/ noun a strong
reason for doing something
mount /maunt/ verb 1. to organise an
event and ensurethat it happens 2. to fix
something in a particular place, espe-
cidly a piece of artwork or film on a
card backing or in aframe
mounted picture  /maontid
'pikt [a/ noun a picture that is fixed on
to a background to improve its appear-
ance
mouse /mauvs/ noun a small hand
device used to control the cursor on a
computer screen (NOTE: The plural is
mice.)
.mov suffix a file extension for a film
file. Full form movie
move /mu:v/ verb 1. to change posi-
tion 2. to propose a motion or amend-
ment at a meeting
movement /'muivmont/ noun 1. a
gradual change in attitude or opinion 2.
a group of people who share the same
beliefs or ideas
Moving Picture Experts Group
/muiviyg piktfas 'ekspaits ,gruip/
noun full form of MPEG
mp abbreviation in Internet addresses,
the top-level domain for Northern
Mariana lslands
MP3 /,em pi: 'Oriz/ noun a computer
file standard for  downloading
compressed music from the Internet,
playable on a multimedia computer
with appropriate software. Full form

Moving Picture
Audio Layer 3
.mp3 suffix afile extension for an MP3
file. Full form Moving Picture Experts
Group, Audio Layer 3

MPEG /'empeg/ noun a data file for
moving pictures on the Internet. Full
form Moving Picture Experts Group
.mpeg /'empeg/, .mpg suffix a file
extension for an MPEG file. Full form
Moving Picture Experts Group

mq abbreviation in Internet addresses,
the top-level domain for Martinique
mr abbreviation in Internet addresses,
the top-level domain for Mauritania
MsS abbreviation manuscript (NOTE:
The plural is mss.)

MS/DOS /,em es 'dps/ noun an oper-
ating system on personal computers.
Full form Microsoft Disk Operating
System

MSN abbreviation Microsoft Network
mt abbreviation in Internet addresses,
the top-level domain for Malta

mu abbreviation in Internet addresses,
the top-level domain for Mauritius
multi- /malti/ prefix used to form
adjectives describing things which have
many parts

multicasting /'maltika:stig/ noun
the process of sending data across a
network to several recipients simultane-
ously

multicultural /,malti'kalt faral/
adjective relating to a community or
philosophy that draws from many
different races and cultures
multidisciplinary /,malti
'disiplinori/ adjective studying or
using several specialised subjects or
skills

multi-disk reader /maltr disk
'rizda/ noun a device that can take in
data from different sizes and formats of
disk

multi-level indexing  /malti
Jlev(o)l 'indeksin/ noun the process of
indexing a document by both broad and
narrow terms

multilingual adjective using severa
languages o a multilingual dictionary of
technical terms

Experts Group,
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multilingual thesaurus museum catalogue /mju'ziom
[ maltillpgwal  0a'soiras/ noun a  ketalpg/ noun an organised list of the

collection of words providing syno-
nymsin avariety of languages
multimedia /malti'mi:dia/ noun 1.
programs, software and hardware
capable of using awide variety of media
such asfilm, video and music aswell as
text and numbers 2. the use of film,
video and music in addition to more
traditional teaching materials and
methods = adjective using severa
different communication channels

multiple  /'maltip(e)l/  adjective
having many parts, users or uses

multiple index /'maltip(a)l ,indeks/
noun alisting of contents from severd
documents on arelated theme

multiplexer /'malti,pleksa/ noun a
device for sending several data streams
down a communications line and for
splitting a received multiple stream into
components

multi-tasking /'malti ,ta:skig/ noun
doing many things at the same time

multi-user system /maltr ,juizo
'sistom/, multi-access system
/malt1  &kses 'sistom/ noun a
computer system that alows several
users to access a program at the same
time
‘Multi-user systems alow severa
usersto all work on the same transport
plan a the same time, points out
Paragon. Companies benefit from
central planning efficiencies, but
allow local usersto review and modify
thetransport plan for their own depot.’
[Motor Transport]

multi-value words /malti ,velju:
'w3a:idz/ plural noun words that have
different meanings in different contexts

multiversity / malti'va:siti/ noun a
university that has many affiliated or
associated ingtitutions such as research
centres and colleges

multivolume /'malti, voljurm/
adjective published in several volumes
museum /mju'ziam/ noun abuilding
where old, interesting and valuable
objects are stored and displayed to the
public

contents of a museum

Museum of the Moving Image
/mju,ziom ov &0 ,muivig 'tmidz/
noun @ museum in London concerned
with the history of the film industry.
Abbr MOMI

Museums, Libraries and
Archives Council /mju,ziomz
Jatbroriz ond 'arkarvz  kauns(o)l/
noun a public body that works with
libraries, museums and archiving
bodies to promote collaboration and
resource sharing. Abbr MLA (NOTE: The
MLA was formerly called Resource.)

museum yearbook /mju'ziom
,J1abuk/ noun alisting of the museums
inacountry and their special collections
and interests

music /'mju:zik/ noun a combination
of sounds made by people singing or
playing musical instruments

music department /'mjuizik dr
,paitmant/ noun 1. a teaching depart-
ment in a college or university for the
study of music theory and performance
2. a section of a library which holds
music scores, cassettes and discs 3. a
department in a shop which sells prod-
ucts connected with music

music dictionary  /'mjuizik
,dik[(a)nari/ noun a reference book
which gives information about music
and musicians

music index /‘mjuizik ,ndeks/
noun a reference list of articles and
research about music

music paper /'mju:zik ,perpa/ noun
paper ruled with staves of five lines for
writing out music

muted /'mju:tid/ adjective used to
describe aweak reaction to a situation

mutual /'mju:tfual/ adjective shared
in common between two or more people
mvV abbreviation in Internet addresses,
the top-level domain for Madives

Mw abbreviation in Internet addresses,
the top-level domain for Malawi

MX abbreviation in Internet addresses,
the top-level domain for Mexico
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my abbreviation in Internet addresses,  phenomena or to justify religious
the top-level domain for Mdaysia beliefs

myth /m16/ noun a story made up a Mz abbreviation in Internet addresses,
long time ago to explain naturd the top-level domain for Mozambique
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na abbreviation in Internet addresses,
the top-level domain for Namibia

name catalogue /'nerm ketslpg/
noun a catalogue arranged a phabeti-
cally by the names of people or places

name entry /'nerm ,entri/ noun an
index entry under the name of a person,
place or institution

name plate /'nexm plert/ noun a
small sign on or next to a door showing
the name of the person or company who
worksin that room or building

narrative /'neratv/ noun a story or
poem which gives an account of aseries
of events m adjective told asastory

narrow term /'neeroau t3:m/ noun an
indexing term to indicate a specific field
which is a subsection of a broader field
NASA /'nasa/ noun a US government
organisation concerned with space
exploration and development o The
NASA database contains space travel
information, and can be accessed
through the Internet. Full form

National Aeronautics and Space
Administration
national /'naf(o)nal/  adjective

belonging to one's own country

national archive  /n&f(o)nal
'‘atkarv/ noun a storage library for
keeping records of national importance
National Book Council
/na[(a)nal 'buk kavns(a)l/ noun an
Audtralian organisation founded to
bring together and support al who have
an interest in books whether personal,
commercial or educational

National Certificate / naf(o)nal so
'tifrkat/ noun epuc full form of NC

National Curriculum /ne[(s)nal
Jkrimin(a)l ko'rikjulom/ noun the
curriculum for pupils aged 5 to 16
taught in state schools in England and
Wales
COMMENT: The National Curriculum is
made up of three ‘core’ subjects, English,
maths and science, and seven
‘foundation’ subjects, art, design and
technology, geography, history, music,
physical education and a foreign
language.
National Diploma /naf(s)nal di
'plouma/ noun epuc full form of ND
National Discography /naf(s)nal
disk'pgrafi/ noun acentral online data-
base of all commercially recorded audio
materials

National Educational
Resources Information Serv-
ices /naf(d)nal ,edjukerf(a)nal rI
,za:s1z , infa'meif(a)n ,s3:1visiz/ noun
a database of educational and curric-
ulum information. Abbr NERIS
National Federation of
Abstracting and Indexing Serv-
ices noun an American-based confed-
eration of all the major abstracting and
indexing services. Abbr NFAIS
National Foundation for Educa-
tional Research  /n&[(s)nal
[favnderf(a)n for ,edjukerf(a)nal r1
's3:1t f/ noun agovernment-funded body
in the UK which undertakes research
into school education. Abbr NFER
National Health Service
/n&f(d)nal 'hel® ,s3:vis/ noun a
system of public healthcare which oper-
atesin the UK. Abbr NHS

National Information Standards
Organisation /nzf(a)nal
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Jnfomeif(a)n 'steendodz
,o1ganaizelf(a)n/ noun a US organisa-
tion which develops and publishes
standards for information management.
Abbr NISA

National Information Systems
/nzf(s)nal ,info'merf(a)n ,sistomz/
noun an international body under the
guidance of UNESCO which encour-
ages the standardisation of information
servicesfor all categories of users. Abbr
NATIS

national library  /naf(s)nal
'larbrari/ noun a government-funded
library which holds copies of all books
published in that country

National Library for the Blind
/nzf(d)nal Jarbrori fo &0 'blaind/
noun the principal source in Britain of
materials published in Brailleand Moon

National Library of Australia
/nzf(d)nal larbrori ov ps'treilio/
noun the national library of Australia, in
Canberra, established as an independent
institution by an Act of Parliament in
1960. It was founded in 1901 as part of
the Commonwealth  Parliamentary
Library.

National Library of Canada
/nzf(d)nal larbrari ov 'kanado/
noun the nationa library of Canada,
founded in Ottawa in 1953

National Library of New Zealand
/naf(a)nal larbrari ov nju: 'zi:lond/
noun the nationa library of New
Zealand, in Wellington, created in 1966
by combining the collections of the
Genera Assembly Library, the Alex-
ander Turnbull Library and the National
Library Service

National Library of Scotland
/nzf(d)nal (latbrori av 'skotlond/
noun the national library of Scotland,
situated in Edinburgh and founded in
1925, having as its core the much older
Library of the Faculty of Advocates. It
is Scotland’'s only copyright deposit
library.

National Library of Wales
/nzf(a)nal 1larbrori ov 'werlz/ noun
the national library of Wales, situated in
Aberystwyth in  Ceredigion and

founded by roya charter in 1907. It is
Wales's only copyright deposit library.
national media /'n&f(o)nal ,mi:dio/
noun the nationaly distributed or
marketed broadcast and print products
of acountry, e.g. magjor newspapers and
television programming

national press /n[(s)nal 'pres/
noun newspapers which cover more
general newsand are sold in all parts of
the country

National Record Office
/n&[(a)nal 'reko:d ,of1s/ noun astore
in the UK of non-current and semi-
current government records which have
restricted access for 30 years

National Register of Archives
/nz[(d)nal redzista ov 'arkarvz/
noun acollection of lists of holdings of
historical documents in private collec-
tions, libraries and record offices
National Sound Archive (UK)
/n&[(d)nal 'savnd ,arkarv/ noun a
collection formed by a merger in 1983
of the British Institute of Recorded
Sound and the British Library sound
archive

national statistics /,nz[(e)nal sto
'tistiks/ plural noun government-
produced facts and figures about
various aspects of national life o There
is a quarterly government publication
of national dsatistics called Social
Trends.

National Union  Catalogue
/n&[(a)nal 'juinion keatalpg/ noun a
cumulative author list of holdingsin the
USA, caalogued using Library of
Congress printed cards

National Vocational Qualifica-
tion /ne&f(s)nal voukerf(a)n(a)l
Jkwnolifr'kerf(a)n/ noun a certificate
which can be gained in the UK after
following a work-based course of post-
school training in a specific skill. Abbr
NVQ

NATIS /'neetis/ abbreviation National
Information Systems

native speaker /nertiv 'spiiko/
noun aperson who speaksalanguage as
amother tongue. Abbr NS

NATLL abbreviation National Associa-
tion of Toy and Leisure Libraries
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natural language /netf(o)ral
'lengwidz/ noun a language that is
used and understood by humans
natural language processing
Inaet[(o)ral 'lengwidz prousesin/
noun the branch of computationa
linguistics concerned with the use of
artificial intelligence to process natural
languages, as in machine translation.
Abbr NLP

navigable /'navigeb(a)l/ adjective
relating to a website that is designed to
enable the user to move between or
through sections by clicking on usually
highlighted computer links

navigate /'navigert/ verb to move
between the different areas of awebsite
by using the links provided in it

NBA abbreviation Net Book Agree-
ment

Nnc abbreviation in Internet addresses,
the top-level domain for New Caledonia
NC noun a UK qudlification in a voca-
tional subject that is roughly equivalent
to a GCSE. Full form National Certifi-
cate

ND noun 1. used in publishers' reports
to indicate that it is not known when a
book will bein stock. Full formno date
2. aUK vocational qualification that is
roughly equivalent to two A levels. Full
form National Diploma

n.d. abbreviation an abbreviation used
toindicate that the date of publicationis
not known. Full form no date

ne abbreviation in Internet addresses,
the top-level domain for Niger

needs /ni:dz/ plural noun what people
require in order to do what they want to
do o A library must cater for all its
users' needs.

need to know /ni:d to 'nou/ phrase
relating to a basic security principle
which restricts access to classified
materials to essential users

negative /'negativ/ noun adeveloped
film in which the colour tones are
reversed and used to produce a positive
print

negative feedback /negotiv
'fizrdbaek/ noun comments which indi-
cate that what has been proposed, done
or made is not liked by the customers

neurocomputer
negotiated environment /n1
,gaufiertid In'varronmoant/  noun

working conditions agreed between
employer and employee

negotiation /n1,goufi‘erf(a)n/ noun
discussions between people who have
different viewpointsin which they try to
reach an agreement

NERIS /'neris/ abbreviation National
Educational Resources Information
Services

net /net/ adjective relating to a final
amount when everything has been
deducted o a net profit

Net /net/ noun » Internet

Net Book Agreement /,net 'buk o
,grizmant/ noun formerly, the agree-
ment between publishers and book-
sellers that books would be sold at an
agreed price with no discounting
alowed — abandoned in 1995/6. Abbr
NBA

netlag /'netleeg/ noun a temporary
loss of contact between an Internet user
and a server, usually caused by network
delays

netsearch /metss:itf/ noun a
program that allows the user to search
for information on the Internet

net weight /net 'wert/ noun the
weight of something after the packaging
has been deducted

network /‘netwsa:k/ noun a large
number of people, organisations or
machinesthat work together asasystem
m verb to join computerstogether so that
they work as a system

networked system /netwskt
'sistom/ noun a system in which
several computers are linked together so
that they all draw on the same database
Network Information System
/netw3aitk mfa'merf(e)n ,sistom/
noun an electronic ‘Yellow Pages on
the Internet. Abbr NIS

networking /'netws:kig/ noun the
act of linking computers so that users
can exchange information or share
accessto a central store of information

neurocomputer /'njueraukoam

pjuita/ noun a computer designed to
imitate the human brain’s ability to
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identify patterns, learn by trial and error,
and find relationships in information

new acquisitions /nju: ,ekwi
'z1f(3)nz/ plural noun new bookswhich
have been acquired by alibrary

new book number /nju: 'buk
,namba/ noun a temporary number
assigned to abook which isrequired for
borrowing beforeit is processed fully

new edition /nju: 1'dif(s)n/ noun a
book that has recently been reprinted
with some updating and changes

new media/nju: 'mi:dis/ noun same
ase-media

New Opportunities Fund /nju:
,opa'tjuinitiz ,fand/ noun a fund of
money raised by the National Lottery
which is distributed to good causes,
such as the training of librarians and
information managers and the digitisa-
tion of information resources. Abbr
NOF

news /nju:z/ noun information about
things that have happened o The busi-
ness news is in the central pages of the
paper. o Financial markets were
shocked by the news of the devaluation.

newsgroup /'njuiz,gruip/ noun a
feature of the Internet that provides
free-for-all discussion forums

newsletter /'nju:zleta/ noun a brief
publication issued by an organisation to
its members with internal news and
information

newspaper /'njuizpeipa/ noun a
daily or weekly publication consisting
of a number of large sheets of folded
cheap paper containing printed news
articles and pictures

newspaper cutting /'njuizpeipo
katig/ noun an article on a specific
subject cut out of a newspaper page
newspaper index /'njuizpeipa
Jndeks/ noun an index to articles in
past copies of newspapers, now usually
held on a database, which can be
accessed by keyword searching

NEWSPLAN /'njuizpleen/ noun a
programme by the British Library to
preserve British loca newspapers in
microfilm format

newsprint /'nju:zprint/ noun cheap
paper on which newspapers and maga-
Zines are printed

newsreader /'mju:zri:do/ noun a
computer program that alows some-
body to read and post messages to
Internet newsgroups

news-sheet /mjuiz [irt/ noun a
small newspaper, with only afew pages,
giving information and news to a
limited number of people

newswire /'njuizwara/ noun an
Internet service providing the latest
information on current events
newsworthy /'nju:zw3:0i/ adjective
considered to beimportant enough to be
reported as news by the media

new technology /,nju: tek'nolod3i/
noun eectronic communication
machines that have been recently
invented

next /nekst/ adjective coming imme-
diately after the present one

nf abbreviation in Internet addresses,
the top-level domain for Norfolk Island
NFAIS abbreviation National Federa-
tion of Abstracting and Indexing Serv-
ices

NFER abbreviation National Founda-
tion for Educational Research

Nng abbreviation in Internet addresses,
the top-level domain for Nigeria

NHS abbreviation National Heath
Service

ni abbreviation in Internet addresses,
the top-level domain for Nicaragua
niche /ni:f/ noun an area in business
which exactly fitsthe needs of aspecial-
ised group o They found a niche in the
market for their product so it sold well.
nickname /'niknerm/ noun an alpha-
betical list of frequently used names on
e-mail, giving the corresponding full
and official names and easy access to
addresses

niger morocco /'nardzs ma,rokau/
noun good quality African leather, used
for bindings

nil response /'nil r1,spons/ noun a
reply to a survey question which indi-
cates that there is nothing to record.
Compare non response
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NIS abbreviation Network Information
System

NISA abbreviation National Informa
tion Standards Organisation

nl abbreviation in Internet addresses,
the top-level domain for Netherlands
NLP abbreviation natural language
programming

NNS abbreviation non-native speaker
no abbreviation in Internet addresses,
the top-level domain for Norway
Nobel prize /nou,bel 'praiz/ noun an
annual international prizefor excellence
awarded in various different fields, e.g.
literature, science and peace work
node /naud/ noun a piece of datain a
database which has more than one link
from it to other pieces of data

NOF abbreviation New Opportunities
Fund

noise /noiz/ noun 1. electronic inter-
ference in an online search resulting in
responses that are not useful 2. an elec-
tronic signal present in addition to the
wanted signal, resulting in noisy inter-
ference

nom de plume /nom do 'pluim/
noun an assumed name used by awriter
for professional purposes

non- /non/ prefix not

non-book /'non buk/ adjective not in
the form of a book, or consisting of
things other than books, e.g. as video
tapes o non-book media
non-bookshop outlets plural noun
places which are not bookshops but
which sell books, such as supermarkets
non-current record /,non karant
'reko:d/ noun a record which is no
longer required for current business and
so is assessed for storage or destruction
nondigital /non'didzit(a)l/ adjective
not processing, operating on, storing,
transmitting, representing, or displaying
dataintheform of numerical digits, asa
digital computer does

non-essential record /non 1
senf(9)l 'rekord/ noun information
that is additional to the essential facts
nonfiction /non'fik [(a)n/ noun writ-
ings that convey factua information
rather than an imaginary story

non-native speaker /,non nertrv
'spitka/ noun a person who speaks a
language after having learned it as a
second or subsequent language later in
life. Abbr NNS

non-numeric /non nju:'merik/
adjective expressed in letters or words
non-paper record /non 'peipo
,reko:d/ noun a record kept in elec-
tronic format

‘Since the advent of non-paper

records, there has been a conti num

controversy as to the merits
retaining a pezéoer original after it has
been reduced to some non-paper
format. Originallx, this controversy
revolved around the relative merits of
paper versus microfilm, but |ately, the
context has changed to paper versus
images.’

[Records Management Quarterly]
non-preferred terms /non prr
f3:d 't3imz/ plural noun an indexing
term for sub-headings
nonreader /non'ri:de/ noun some-
body who does not or cannot read, espe-
cialy a child who has difficulty in
learning to read
non response /'non r1,spons/ noun
areply to a survey question which indi-
cates that the question was not
answered. Compare nil response
nonspecialist /non'spef(a)l1st/
noun a person who is not qualified or
expert in a specific occupation or field
of study, though perhaps having awide
range of knowledge
non-verbal communication /,non
,v3ib(d)l ko mjuini'kerf(s)n/ noun
messages that are given by the use of
body language rather than words
norm /no:m/ noun an average standard
by which other behaviour can be judged
normal distribution /nomm(o)l
Jdistr'bju:f(s)n/ noun a dStatistical
term indicating that the mgjority of
resultswill appear towards the centre of
a graph with smaller amounts towards
the top and bottom
notation /nouv'terf(e)n/ noun a
system of symbols used to express
concepts like music or mathematics
note /nout/ noun additiona informa-
tion in a catalogue or bibliography
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notice /'moutis/ noun a written
announcement displayed so that
everyone can read it m verb to become
aware of something

noticeboard /'noutisbo:d/ noun a
board fixed to awall so that information
can be displayed for people to read
novel /'nov(a)l/ noun a long fiction
narrative story

novella /na'vela/, novelette /,nova
'let/ noun ashort novel

novice user /novis 'juiza/ noun a
person who has little or no previous
experience of using a system

np abbreviation in Internet addresses,
the top-level domain for Nepal

Nn.p. abbreviation 1. new paragraph 2.
no place of publication 3. no price 4. no
printer's name

nr abbreviation in Internet addresses,
the top-level domain for Nauru

NS abbreviation native speaker

NTBL abbreviation Nuffield Talking
Book Library for the Blind

nu abbreviation in Internet addresses,
the top-level domain for Niue
Nuffield Talking Book Library
for the Blind /nafi:ld  to:kip buk
Jarbrari fa 09 'blaind/ noun the head-
quarters library of the British Talking
Book Service for the Blind, based in
Middlesex. Abbr NTBL

number /'namba/ verb to place the
call number or the charging symbol on
or in a book m noun a symbol repre-
senting quantity, e.g. 1, 20, 64, 103
(NOTE: It is also written no.: no. 15. The
plural is nos.: nos. 2—-20.)

numbered edition /'nambad 1
dif(a)n/ noun alimited edition where
each copy has a number written in it

numeracy /'njuim(o)rasi/ noun a
competence in the mathematical skills
needed to cope with everyday life and
an understanding of information
presented mathematically, e.g. in graphs
or tables

numerate /'njuirm(e)rat/ adjective
able to calculate using numbers

‘Half of all new recruits come straight
from university; 30 per cent from
business schools; and 20 per cent from
existing jobs, where blue-chip
experience is essential. Successful
candidates must be numerate, able to
tackle problems Io%;icdly, have great
communication skills and possess a

spirit  of entrepreneurship.” [The
Times]

numeric /nju:'merik/, numerical
/njui'merik(a)l/  adjective  using
numbers

numeric classification system
/njuz,merik [klesifr'kerf(a)n

,sIstam/ noun a system of organising
information for retrieval by using
numbers in sequence

numeric data /nju:merik 'derta/
noun datain the form of figures

numeric  keypad /nju:merik
'kirpeed/ noun part of a computer
keyboard which is a programmable set
of numbered keys

NVQ abbreviation National Vocational
Qualification

NYP abbreviation a publisher’s report
to a bookseller who has tried to order a
book that has not been published. Full
form not yet published

Nz abbreviation in Internet addresses,
the top-level domain for New Zealand
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OAI abbreviation Open ArchivesInitia-
tive

obelus /'pbalas/ noun a printed mark
(T) used in modern editions of ancient
manuscripts to indicate that the passage
marked is thought not to be genuine
obiit /'aubrrt/ verb from the Latin
word meaning ‘died’; usualy abbrevi-
ated to ‘ob’ o ob. 1791

obituary /a'bit fuari/ noun a piece of
writing about the character and achieve-
ments of somebody who hasjust died
objective /ob'dzektiv/ noun what
somebody is trying to achieve by a
particular course of action m adjective
not concerned with thoughts or feelings
oblique /5'bli:k/ adjective 1. indirect
and difficult to understand 2. sloping at
an angle to the right

obscene /ob'siin/ adjective shocking
or offensive, usually because of pictures
or references to naked people, sexua
acts or bodily functions

obscene publication /ab,siin
pabli'kerf(a)n/ noun a book, film or
any publication which offends against
an accepted standard of decency
observation /,pbza'verf(a)n/ noun
the act of watching somebody or some-
thing very carefully, especialy for the
purpose of research or study
obsolescent /,obsa'les(a)nt/ adjec-
tive becoming obsolete

obsolete /'pbsaliit/ adjective no
longer needed because something
newer or more efficient has been
invented or designed

obtainable /ob'temoab(o)l/ adjective
easily available

obverse /'pbva:s/ noun the opposite
opinion in an argument or situation
looked at from the opposite point of
view

occasional publication /o
kerz(a)n(a)l ,pablr'kerf(a)n/ noun a
document that does not appear on a
regular basis

occasional user /o'kerz(a)n(o)l
,juiza/ noun aperson who does not use
aservice or system very often

occidental /,oks1'dent(o)l/ adjective
relating to the countries of Europe and
America, commonly known as the
Western world

occupation /,okju'perf(a)n/ noun a
job or profession

occupational hazard
/,okjuperf(a)n(a)l 'hezad/ noun
something  unpleasant or  even
dangerous that somebody may

encounter as aresult of doing their job

OCLC abbreviation Online Computer
Library Center

OCR abbreviation 1. optical character
reader 2. optical character recognition
octavo /pk'ta:vau/ noun apage made
when a sheet of paper is folded three
times, giving a 16-page section. Also
caled eightvo. Abbr 8vo
octodecimo /,oktou'desimou/ noun
abook size of about 10 x 16 cm/4 X 4 Y4
in, or abook of thissize. Abbr 18mo
odd number /,pd 'nambs/ noun a
number which cannot be divided by 2 to
give awhole number o 5 and 7 are odd
numbers.

OED abbreviation Oxford English
Dictionary
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offcut /'ofkat/ noun scrap paper left
over when a sheet istrimmed to size
off-duty /,of 'dju:ti/ adjective not at
work for a period of time. Compare on-
duty

office automation /ofis oito
'me1f(a)n/ noun the use of machines
and computers to carry out office tasks
officialese /s,f1f2'lizz/ noun unclear,
pedantic and verbose language consid-
ered characteristic of official documents
official name /o,f1f(a)l 'nerm/ noun
the legal name for something

official publication /o fif(s)l ,pablr
'kerf(a)n/ noun a document produced
and published by official bodies, often
kept by libraries as reference material
official title /o,fif(a)l 'tart(a)l/ noun
a title used by the cataloguer and
appearing on the title page

offline /of'lain/ adjective relating to a
processor, printer or termina that is
disconnected from the network or
central computer, usually temporarily o
Before changing the paper in the
printer, switch it offline.

offline newsreader /opflan
'njuizrizda/ noun a piece of software
that allows a user to read newsgroup
articles when the computer is not
connected to the Internet

offline printing /oflain 'printig/
noun a printout operation that is not
supervised by a computer

offline processing  /oflain
'prousesin/ noun processing by devices
not under the control of a centrd
computer (NOTE: The opposite is on-
line processing.)

offset litho /,pfset 'laitbou/ noun a
printing process where the ink sticking
to theimage areas on film istransferred
to rubber rollers for printing on to paper
off the record /pof 0o 'reko:d/
phrase used to indicate that something
that is said should not be recorded or
made public

OHP abbreviation overhead projector
OK /ou'ker/, okay interjection an
informal word meaning ‘correct’ or
‘yes, sometimes used as a computer
prompt to ask if you want to continue

old stock /,0uld 'stok/ noun books or
documents that have been withdrawn
from public use and either disposed of
or kept in reserve

Olympic Games /o, limpik 'germz/
plural noun international sports compe-
titions at a very high level held every
four yearsin adifferent country

om abbreviation in Internet addresses,
the top-level domain for Oman

omission  factor /ou'mif(a)n
[faekta/ noun the number of relevant
documents missed in a search

omission marks /ou'mif(o)n
ma:ks/ plural noun three dots (...) used
in aquotation to show that something in
the original has been left out

omit /ou'mit/ verb 1. to leave some-
thing out or not put something in 2. to
fail to do something o He omitted to
transfer the new books to the acquisi-
tions register, so no-one knew they had
arrived.

omnibus /'omnibas/ noun a collec-
tion of stories or articles by one or more
authors bound into one book
omnibus edition /'omnibos 1
.dif(a)n/ noun an edition of a series of
books or short stories in one volume

OMR abbreviation 1. optical mark
reader 2. optical mark recognition

on /on/ preposition 1. placed on top of
something 2. done by a machine or
instrument o work on a computer 3.
serving as a member of a council or
committee o She was on three commit-
tees. 4. o on approval relating to goods
that are kept for a short time by a
customer without payment, so that they
can decide to buy or return them o on
demand providing something only
when itisasked for o on disk held on a
computer floppy disk which can be
transferred to other machines o on hand
readily and immediately available o on
screen displayed on a computer screen
rather than printed out o on site in the
building where the user is working
on-duty /,on 'dju:ti/ adjective at
work, usually for a set period of time.
Compare off-duty

one-off /won 'pf/ noun something
that happens or is made only once
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Open Archives Initiative

onerous /'aunaras/ adjective
involving difficult or unpleasant work
one to one /,waAn ta 'wan/ adverb
working or talking with one person only
online /'onlam/  adjective 1.
connected to a mainframe computer
often by a remote terminal o The sales
office is online to the warehouse. o \e
get our data online from the stock
control department. 2. relating to data
or information that is available when a
terminal is connected to a centra
computer viaamodem

online catalogue /'pnlain
keetolpg/ noun access to a library’s
catalogue online, usualy including a
search facility

‘Minister  for ~ Communications,
Information Technology and the Arts,
Helen Coonan, launched the new
online catalogue Libraries Australia at
Parliament House yesterday, which
alows people to seach for
information across national, state and
university libraries as well as most
public, research, government, health

and other specidist libraries’
[Canberra Times)
Online Computer Library

Center /,pnlamn kom,pju:to 'larbrori
,senta/ noun acomputer library service
which provides its members with
library resources electronicaly. Abbr
OCLC

online database /,onlam
'dertobers/ noun an interactive search,
retrieve and update of database records
using an online terminal

online editing /onlain 'edrtig/
noun text editing by an editor or sub-
editor on a terminal linked directly to
the main computer

online information retrieval
/onlain mfa'merf(e)n r1,trirval/
noun asystem that allows an operator of
an online terminal to access, search and
display data held in amain computer
online processing  /,onlain
'prausesin/ noun processing by devices
connected to and under the control of
the central computer, in which the user
remans in contact with the central
computer while the processing is being
carried out

Online Public Access Cata-
logue /opnlamn pablik  xkses
'keetalpg/ noun an electronic system
for cataloguing library stock which can
be used at acomputer terminal to search
for specific items. Abbr OPAC

online search /,pnlain 's3:t/ noun
asearch of catalogues and databases for
bibliographic records by direct
computer contact with national, interna-
tional or inter-library databases
online storage /,onlamn 'sto:ridsz/
noun data stored on a computer
online system /opnlamn 'sistom/
noun a computer system that alows
users who are online to transmit and
receive information

online transaction processing
/,onlain  tren'zekfon prousesiyp/
noun interactive processing in which a
user enters commands and data on a
terminal that is linked to a centra
computer, with results being displayed
on-screen

ONS abbreviation Office of National
Statistics

on-screen /on 'skriin/ adjective
with information being displayed on a
screen o Thetext is edited on-screen.
on-the-job /,on 05 'd3pb/ adjective
done while you are working o on-the-
job training

onus /'aunas/ noun aduty or responsi-
bility to do something o The onus was
on meto finish the job.

O abbreviation opus

OP abbreviation out of print

OPAC /'supzk/ abbreviation Online
Public Access Catalogue

opaque /a'peik/ adjective difficult to
see through or understand

op. cit. /,op 's1t/ abbreviation ‘in the
work cited’, short for ‘opere citato’,
used in references after an author's
name to refer to a book by the same
person which has already been cited
open access /,aupan '&kses/ noun
a system of organising a collection
where users can find what they want for
themselves o People have open access
to the booksin a public library.

Open Archives Initiative /,oupan
'arkarvz 1,nifatrv/ noun a body that
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promotes standards in archiving which
alow systems to operate successfully
together and exchange information.
Abbr OAI

open back file /,oupon 'bek fail/
noun a box file in the shape of a book
for holding pamphlets and papers, with
aback which can be easily opened

open day /'supan der/ noun aspecia
day when the public are allowed to visit
an institution

open entry /oupen 'entri/ noun a
catalogue entry which leaves room for
additions o The library did not have all
the items in the set, so it used an open
entry to allow for additions later.

opening hours /'aup(a)niy ,avaz/
plural noun the hours during which a
company, organisation or service is
open to the public

open question /,9upan
'kwest f(2)n/ noun a question that can
be answered by different opinions or
views

open-source /aupan 'sois/ adjec-
tive relating to software or information
that is free to be accessed, distributed,
copied and used by any person without
licensing or copyright restrictions
Open University /,oupan ,juint
'vasiti/ noun an ingtitution of higher
education in the UK which does most of
its teaching by distance learning mate-
rials and the use of the national broad-
casting networks. Abbr OU

OpenURL /,oupan ju: a:r 'el/ noun a
computer language which identifies the
person trying to access a document
online and uses metadata to take themto
the most appropriate format or version
of that document

operate /'pporert/ verb to work or
make something work

operating instruction /'pparertiy
m,strakfon/ noun a command which
explains how to work a machine
operating system /'pparertip
,SIstom/ noun basic software which
controls the running of a computer
operating time /'pporertiy tarm/

noun the time required to carry out a
task

operational /,ppa'rerf(o)nal/ adjec-
tive in working order

operational indicators
/,oparerf(a)nal 'indikertoz/ plural
noun statistics which indicate how a
system or organisation is functioning

operator /'pparerta/ noun a mathe-
matical symboal, term or other entity that
performs or describes an operation, e.g.
amultiplication or subtraction sign

opinion /o'pimnjon/ noun a belief,
view or judgement
Op. NO. abbreviation opus number

oppose /a'pavz/ verb 1. to express
strong disagreement 2. to contrast one
thing to another deliberately in order to
emphasise a particular point of view o
as opposed to contrasting two things
when you want to emphasise the first
one

opposite number /,ppazit 'namba/
noun aperson who does the samejob as
you in adifferent department or institu-
tion

optical bar reader /,optik(s)l 'ba:
,rizda/ noun an optical devicethat reads
datafrom abarcode. Also caled optical
wand

optical character reader
/,optik(a)l 'kaerikto rirds/ noun a
device that scans printed or written
characters, recognises them and
converts them into machine-readable
codes for processing in a computer.
Abbr OCR

optical character recognition
/,optik(a)l 'kaerikto rekagnif(a)n/
noun a technique for machine reading
which uses special forms of type. Abbr
OCR

optical disk /'optik(a)l disk/ noun a
rigid computer storage disk with data
stored astiny pitsin the plastic coating,
readable by laser beam

optical information system
/,optik(d)l ,nfo'merf(o)n ,sistom/
noun an encoded format for information
storage, e.g. CD-ROM

optical mark reader /optik(9)l
'ma:k rirda/ noun a device that can
recognise marks or lines on a specia
form such as an order form or a ques-
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tionnaire, and inputs them into a
computer. Abbr OMR

optical mark recognition
/,optik(a)l ma:k ,rekag'nif(a)n/ noun
a process that allows certain marks or
lines on special forms to be recognised
by an optical mark reader, and input into
acomputer. Abbr OMR

optical scanner /,optik(o)l 'skeena/
noun apiece of equipment that converts
an image into electrical signals which
can be stored in and displayed on a
computer

optical storage /,optik(a)l
'storrrd3z/ noun data storage using
visua mediums such as microfiche or
optical disk

optical wand /'optik(e)l wond/
noun same asoptical bar reader
optimisation /,optimar'ze1f(s)n/,
optimization noun making the best
possible use of a situation or asset
optimism /'optimiz(e)m/ noun a
feeling or belief that the future will be
successful

option /'opfon/ noun 1. something
that can be chosen 2. freedom to choose
something

opus /'aupas/ noun awork of music or
art, often abbreviated and used with an
opus humber to indicate the chronology
of the work within a composer’s total
work o Beethoven Op 23 Abbr op
opus number /'aupas ,namba/ noun
a number which identifies when awork
was written or, sometimes, published.
Abbr op. no.

ORACLE /'prok(9)l/ noun a teletext
system used by the UK Independent
Broadcasting Authority

oracy /'orasi/ noun the ability both to
convey thoughts and ideas oraly in a
way that others understand and to
understand what others say

ORBIT Infoline /'o:bit ,mfaulam/
noun a database host specialising in
patents, science, engineering, heath
and safety

order /'o:da/ verb 1. to arrange things
according to a system 2. to ask for
something to be brought or sent to you
which you will then pay for « in order
1. in sequence 2. working properly

Ordnance Survey map /,o:dnans
's31ver ,map/ noun a detailed map of
Britain or Ireland known as the
Ordnance Survey, originaly used for
military purposes. Abbr O.S.

org abbreviation in Internet addresses,
the generic top-level domain for
noncommercial organisations
organisation /,o:gonar'zerf(a)n/,
organization noun 1. a company or
group of people doing thingstogether 2.
the structure of something, especially
the way in which different parts are
related to each other

organisational culture /,0:gonar
,zeif(d)n(d)1 'kalt fo/ noun the expec-
tations and conventions in the manage-
ment of an organisation

organisational learning /,0:gonar
zeif(9)n(a)l 'l3inimy/ noun learning
which is structured so that it is highly
efficient

oriental /,ori'ent(o)l/ adjective of the
East, especidly China, Japan and
nearby countries
orientation/,orrion'terf(a)n/ noun 1.
the direction of apage, either landscape
(long edge horizontal) or portrait (long
edge vertical) 2. information or training
that is necessary in order to understand
anew subject, job, activity or situation
oriented  /'omrrientid/  adjective
relating to the direction of the interests
of aperson or organisation

origin /'orid3m/ noun 1. the place or
time of the beginning of something 2. a
country, place or social class of a
person’s parents or ancestors

original /o'ridzon(d)l/ noun 1. the
first document from which copies have
been made 2. apiece of writing or music
that is genuine and not a copy

orphan /'a:f(a)n/ noun thefirst line of
a paragraph when it is printed by itself
at the bottom of a column or page
orthodox /'o:0adpks/  adjective
believed or accepted by most people
-ory /ari/ suffix forming adjectives with
the sense of ‘the nature of’ o advisory
OS abbreviation out of stock

O.S. abbreviation Ordnance Survey
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-0se /ouz/ suffix forming adjectives
with the sense of ‘characterised by’ o
grandiose

OU abbreviation Open University
out- /aut/ prefix used with verbs to
show that you can do the action better
than another person o They were outhid
at the auction by someone with more
money.

outcome /'autkam/ noun theresult of
an action or process

outlay /'autler/ noun an amount of
money spent, especialy at the begin-
ning of aproject

outlet /'autlot/ noun the market for a
product, shop or organisation which
sells commodities

outline /'autlam/ noun 1. the edge
round an image 2. a rough draft or
summary = verb to describe the main
features of something

outnumber /avt'nambs/ verb to
have more people or things than another
group

out of date /,aut ov 'dert/ adjective,
adverb no longer in general use or past
the date for legal use o Their computer
system is years out of date. o They are
still using out-of-date equipment.

out of print/,aut ov 'print/ adjective
relating to abook of which the publisher
has no copiesleft and whichisnot going
to be reprinted. Abbr OP

out of stock /,aut av 'stok/ adjective
relating to a publication of which the
supplier or retailer has no copies at
present. Abbr OS

output /'autput/ noun the amount that
a person, organisation or machine
produces m verb to print work done on a
computer

output device ['auvtput di,vars/
noun a device such as a monitor or
printer, which alows information in a
computer to be displayed to the user.
Compare input device

outside  broadcast /autsaid
‘bro:dka:st/ noun a programme made
for radio or television outside the studio
outside supplier /autsaid so
'plara/ noun a person who provides
information from outside a company or
organisation

outsource /'autsois/ verb to send
work out to be done by freelance
workers outside the company or organi-
sation

outstanding /aut'stendin/ adjective
1. excellent 2. dill to be done or
completed o Outstanding invoices must
be paid by the end of the year.

outweigh /aut'wel/ verb to be more
important or significant than something
ese

overall /,auvar'ail/ adjective
including everything in general but not
considering the details o an overall view
overcharge /ouva'tfa:ds/ verb to
ask for more money than is reasonable
for a product or service

overdue /,auva'dju:/ adjective past
the due date o overdue library books

overdue notice/,auva'dju: noutrs/
noun a written request to a reader to
return books or materials that are
overdue

overhead projector /,ouvohed pro
'dzekta/ noun amachinefor displaying
an image of transparent artwork on a
screen, usually for the purposes of
teaching or presentations. Abbr OHP

overink /,auvor'mk/ verb to cover in
too much ink so that the printing image
isunclear

overlap /'auvalap/ noun the point at
which things start to be duplicated o
There was an overlap of ten minutes
between the two periods of library duty.

overlapping cover /ouvalepiy
'kava/ noun a paper cover which is not
cut flush, but projects beyond the text
pages

overlay /'auvaler/ noun a transparent
sheet used with overhead transparencies
to add information at aspecific timeand
place

overleaf /auva'lif/ adverb on the
other side of the page

overseas /,ouva'siiz/ adjective used
in the UK to describe people from other
countries o They are not called overseas
students now but international students.

oversee /,0uva'sii/ verb to supervise
aperson or task
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Oxford English Dictionary

oversight /‘auvasart/ noun an omis-
sion or a careless mistake because of
failure to notice something

oversize /,ouva'saiz/ adjective books
and other printed materias that are
larger than the standard book sizes and
are often stored in a special area
overstock /,ouva'stok/ verb to keep
more books, documents or information
than is necessary for the users being
served

overtime /'auvatarm/ noun time that
is worked in addition to contracted
hours and for which you are usualy
paid extra

overworked /,ouva'wa:kt/ adjective
working too hard or for too long

overwrite /,ouva'rart/ verb to replace
an eectronic file containing data or a
computer program in memory or on a
disk with a new file of the same name

own brand /,oun 'brend/ adjective
relating to goods packaged and
marketed under aname belonging to the
company selling them

ownership /'aunaf1p/ noun the posi-
tion of owning something o The owner-
ship of information is a difficult matter
to determine.

Oxford English  Dictionary
/,oksfod ,mgglif 'dik[(s)nari/ noun a
complete collection of words and defi-
nitions for the English language, also
available on CD-ROM. Abbr OED
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p abbreviation page o Table 6 ison p23
andtables7-9areon pp24 & 25. (NOTE:
The plural is pp.)

pa abbreviation in Internet addresses,
the top-level domain for Panama

pack /pak/ noun apacket of informa-
tion containing items such as leaflets or
maps relevant to a particular topic =
verb to put things into containers or
parcels so that they can be sent to
another address

packet /'pakit/ noun asmall parcel
packet switched data service
I'pekit swrtfd ‘'derto/, packet
switched network /pakit ,swit[1d
'netw3:k/ noun a service which trans-
mits data in packets of set length. Abbr
PSN

packet switching /'pekit ,swit [/
noun a method of dividing data into
small packets for transmission between
terminals and networks

packing list /'pekiy list/, packing
slip /'paekiy slip/ noun anote sent with
goods to say that the goods have been
checked against the order

pad /pad/ noun several piecesof paper
joined together at one edge so that each
piece can be torn off after use

PAD /pead/ noun a device for making
up the packets in a packet switching
system. Full form Packet Assem-
bler/Disassembler

padded envelope /,pedid
‘envaloup/ noun an envelope that has a
soft lining to protect goods sent through
the post

padding /'padig/ noun unnecessary
information put into a speech or written
document to increase the length

page /perds/ noun 1. one side of a
sheet of paper in a book, newspaper or
magazine 2. a computer text which will
fill one sheet of paper when printed out
3. adocument or item of information on
the Internet available through the World
Wide Web m verb to call for somebody
over the public address systemin alarge
building such as a hotel or airport

page break /'peid3 breik/ noun a
line on a screen of word-processed text
which shows where the end of the
printed page will occur

page layout /'perd3 ,leraut/ noun a
word-processing facility which alows
the text to be formatted in different
ways

page preview /'perd3z ,priivjui/
noun a word-processing facility which
allows the shape of the text to be seen
before printing

pager /'peidza/ noun a small device
carried in the pocket which alows
someone to be called from a telephone
inacentral officeby using aradio signa
paginal /'pedzm(a)l/  adjective
exactly duplicating aprevious edition or
version, so that the same text appearson
the same page in both

paginate /'‘pad3zmert/ verb to

number the pages of a book or docu-

ment

pagination /,pedzi'nerf(s)n/ noun a

system of numbering the pages in a

document
COMMENT: Page numbers usually start
with a series of roman numerals (i, ii, iii,
etc.) for the prelims, and then change to
Arabic numerals for the main text pages.
The main text is paginated from page 1
again, with the result that the last folio in



151

paperwork

a book is rarely the same number as the
actual extent.
paleography /,pali'ngrafi/ noun the
study of ancient writing and documents

palimpsest /'pelimsest/ noun a
manuscript in which the first text has
been partly erased and replaced by the
second text

pamphlet /'‘pemflot/ noun a small
thin book, with at least 6 but not more
than 48 pages and a paper cover, used to
convey information

pamphlet box /'pemflot boks/
noun a box specialy designed to hold
pamphlets within a storage system

p&p abbreviation postage and packing
panel /'pan(a)l/ noun 1. arectangular
piece of paper on the spine of a book,
giving the title and author 2. a list of
works by the same author printed on the
page facing the title page

panellist /'paenalist/ noun a person
who sitswith agroup of other people to
perform a group task o The librarian
was one of the interview panellists.

paper /'peipa/ noun 1. a materia
made of cellulose fibres derived mainly
from wood pulp, which is processed
into thin sheets and used for writing,
printing and drawing 2. same as news-
paper 3. part of a written examination
4. along essay on an academic subject

COMMENT: The first paper was made from
old cloth, torn up, and mixed with water.
Good quality paper is still made in this
way, though most papers are now made
from wood. The base material is wood
which has been debarked, then
shredded. If it is ground fine to make pulp
it is called mechanical pulp; if it is mixed
with various chemical substances to
remove impurities and soften the tissues
to form pulp, it is called chemical pulp.
The pulp is laid on a wire mesh which
retains the solid fibres and lets the water
drain away. After most of the water has
been removed, the paper is put through
rollers which dry and calender it. Paper is
made in many different qualities, each of
which is suitable for a certain printing
process, or for writing and drawing. Note
that the paper usually constitutes the
highest cost in book manufacture,
especially where long printruns are
concerned.

paperback /'peipabzk/ noun abook
with a paper or light card cover m adjec-

tive with athin flexible cover, instead of
ahard cover

paperback original /,peipobak o
'rid3m(a)l/ noun a book which is
published first as a paperback and
which later may be issued in a hard-
cover edition

paperbased record /peipaberst
'reko:d/ noun arecord kept on paper or
card rather than on a computer

paper-bound /'peipa  baund/,
paper-covered /'perpa kavad/ adjec-
tive denoting abook bound with a paper
cover

paper deterioration /'peipa d1
Jtiariareif(a)n/ noun the effect of age
or damage on paper which causes it to
discolour, tear or become brittle

paperless office /,peipalos 'pfis/
noun an office that uses only electronic
means of working, without any hard
copy of materials

‘The number of digita documents
printed is increasing  despite
predictions of the paperless office,
according to a new survey. Research
firm Ovum revealed that 74% of firms
said they were required to keep
documents in hard copy format.
[Printing World]

papers /'peipaz/ plural noun official
documents, e.g. passport, identity card
and visa

paper trail /'perps treirl/ noun a
sequence of documentsthat can be used
by an investigator as a record of some-
body’s actions or decisions

paperweight /'perpowert/ noun 1. a
small heavy object, often decoratively
designed, which can be placed on piles
of paper to stop them blowing away 2.
the weight of a quantity of paper, used
to describeits quality
COMMENT: In Britain, the weight of paper
is calculated in grams per square metre
(gsm). In the USA, it is expressed as the
weight of 500 sheets of paper (i.e. a
ream) of a standard 25 x 38 inch size,
measured in pounds.
paperwork /'peipows:k/ noun the
routine part of a job which involves
tasks such as dealing with letters and
writing reports
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paradigm /'paradarm/ noun amodel
or typical example of something
paragraph /'perogra:f/ noun a
section of writing which contains one
main idea, always starts on a new line,
and is often indented

parallel edition /,peralel 1'dif(s)n/
noun a publication in which different
editions of the same work are published
side by side, especially the same text in
different languages

parallel processing /parslel
'prousesin/ noun computer operations
that occur simultaneously

parallel  publishing /'‘parslel
pablifing/ noun the simultaneous
production of atext in printed and elec-
tronic format

parameter /pa'ramito/ noun alimit
which affects how something is done or
made

paraphrase /'perofrerz/ verb to
summarise a person’s ideas in one’'s
own words

parchment /'pa:tfmont/  noun
writing material made from the thinly
stretched skin of sheep or goats

parentheses /pa'ren6asiiz/ plural
noun punctuation signs () used to show
that part of the text is an incidenta
comment or providing an explanation
(oftenincorrectly called ‘brackets')
parents’ association /'pearants o
,sausie1f(a)n/ noun a group of parents
who meet to discuss issues of impor-
tance to their children’s schools
parliament /'pa:lomont/ noun a
group of people who are elected to
represent the citizens, and can make or
change the laws of a country
parliamentary directory
/,pa:loment(a)ri dar'rekt(a)ri/ noun a
list of the members of parliament with
details about their careers
parliamentary paper
/,pa:loment(a)ri 'perpa/ noun a policy
statement issued by parliament either as
aproposal for law or for consultation
parliamentary publication
/,pa:loment (a)ri .pabli'kerf(a)n/
noun information or a report published
by the government, e.g. by HMSOinthe
UK

parliamentary record
/,pailoment(o)ri 'reko:d/ noun a
record of what is said in the debates in
parliament, published in the UK as
Hansard

participant /pa:'tisipant/  noun
somebody who takes part in an activity
or event

participate /pa:'tisipert/ verb to take
part or become involved in something

partition /pa:'tif(a)n/ noun a screen
or temporary wall used to separate one
part of aroom from another

partnership /'pa:tnafip/ noun a
relationship in which people or organi-
sations work together with equal status

‘The Vital Link isrun by The Reading
Agency and have been working in
partnership with the National Literacy
Trust and the Nationa Reading
Campaign to produce and disseminate
teaching and learning resources based
on the Quick Reads books for World
Book Day.’ [ Government Contracting
Opportunities]

part order /,pa:t 's:ds/ noun one or
some of the items in a group of things
ordered together

part-time /,pa:t ‘'taim/ adjective
working for only a part of full working
hours

partwork /'pa:tw3:k/ noun a long
work published in smaller parts at
regular intervals

party line/ pa:ti 'lam/ noun 1. atele-
phoneline shared with other subscribers
2. apolicy followed by political parties

pass /pa:s/ noun a complete run of a
computer, printing machine or typeset-
ting machine o The first pass from the
computer will not include the typeset-
ting codes.

password /'paiswa:d/ noun a secret
word or phrase that allows somebody to
use a computer system or get into a
building

paste /peist/ verb to placetext, dataor
animage into adocument electronically
patch /patf/ noun the process of
making small additions to a PostScript
file without atering the original code
underneath
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patent /'patont/ noun an officia right
given to the inventor or originator of a
product to control its manufacture and
sale for a period of time m verb to
register an invention with the patent
office

patentee /perton'tiz/ noun the
person in whose name a patent is regis-
tered

patent file /'pert(e)nt fail/ noun
patent specifications and drawings
indexed by subject, country and number
or name of patentee

patent office /'pertont ,ofis/ noun a
government office in the UK which
controls the issuing of patents
Patents Information Network
Bulletin /pert(o)nts ,mfa'merf(o)n
netwa:k bulatin/ noun the electronic
information service of the Science
Reference and Information Service of
the British Library. Abbr PIN Bulletin
path /pa:6/ noun aparticular course of
action o Here are many paths to
success.

patron /'pertron/ noun a person or
group that encourages and supports an
activity, sometimes with money
pattern /'pet(o)n/ noun a particular
way something is done or organised o
The work patterns need to be changed.
pay /per/ noun money received in
return for work m verb 1. to give some-
body money in exchange for goods or
services 2. to be profitable o These days
there is a move towards making some
library services pay.

pay factor /'per faekto/ noun the
effect of wages on the demand for work
payment /'permant/ noun a sum of
money given to somebody in return for
goods or services

payment date /'permant dert/ noun
the date by which abill must be paid
payphone /'perfoun/ noun a public
telephone in which the user can pay for
calls by coinsor cards

payroll /'perraul/ noun a list of
employees who are paid wages or sda
ries by a company

PC abbreviation 1. personal computer
2. politically correct

PDA abbreviation persona digital
assistant
PDF /pi: di: 'ef/ noun a data file
generated from PostScript that is plat-
form independent, application inde-
pendent and font independent o Acrobat
is Adobe's suite of software used to
generate, edit and view PDF files. Full
form Portable Document Format
pe abbreviation in Internet addresses,
the top-level domain for Peru
peak /pitk/ adjective relating to the
highest point or maximum value of a
variable
peak demand /,pi:k di'ma:nd/ noun
the highest level of demand from users
for services
peak time /'pi:k tarm/, peak period
/'pitk ,proriad/ noun the time of day
when most people do something
pedagogy /'pedagndzi/ noun the
science or profession of teaching
peer /p1a/ noun a person of the same
age or socid status
peerage /'proridz/ noun a book
listing the members of the nobility and
giving information about their families
peg /peg/ verb to fix the value or level
of something and prevent it from
changing
pending /'pendin/ adjective awaiting
attention, about to be dealt with soon
‘We believe that with the continued
importance  of controlling and
managing global content in a
multinational  business, our GIM
solution is instrumental... SDL
PhraseFinder 2005 leverages patent-
pending technology to quickly and
effectively identify terminology being
used by an organisation.” [Company
News Feed]
pending file /'pendiy fail/ noun a
file for keeping papers about matters
which cannot be dealt with immediately
PEN International /pen ,nto
'nef(o)nal/ noun an internationa
fellowship of writersin any genrewhich
aims to promote freedom of expression
and international cultural understanding
pen name /'pen nemm/ noun a name
taken by an author which is not his or
her real name
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People’'s  Network /'piip(9)lz
.netwa:k/ noun an online public library
service managed by the Museums,
Libraries and Archives Council

per /p3:, pdal preposition used to
express ratio o The rent was £250 per
month. o The speed limit is 50 km per
hour. o per annum each year o She
earns £25,000 per annum. o per capita,
per head for each person o What is the
average per capita income? o per cent
relating to a number which represents a
part of a hundred o 10 per cent (10%)
means 10 in every 100.

percentage point /pa'sentid3
poa1int/ noun 1 per cent
perception /pa'sepfon/ noun 1.

ability to notice things that are not
obvious 2. an opinion about somebody
or something

perfect /pa'fekt/ verb to improve
something until is completely correct m
adjective without any mistakes
perfect binding /,pa:fikt 'baindin/
noun same as adhesive binding
perfector /po'fektal, perfecting
press noun a printing machine which
prints on both sides of a sheet of paper
perforate /'pa:forert/ verb to make
holesin something so that it can be torn
easily o Sheets of ssamps are perforated.
perforated edge / pa:forertid 'eds/
noun an irregular edge left after tearing
perforated paper

perforating stamp /'ps:forertiy
staemp/ noun a device that punches a
mark by making a pattern of holes
through the pages of abook
perforations I,p3:fo'rerf(a)nz/
plural noun a series of very small holes
made in paper to help to tear it in a
straight line

perform /pa'form/ verb to do atask or
action

performance indicator  /pa
'formons ,1ndikerta/ noun a record
that shows how well or badly an organ-
isation is functioning

performance measurement /po
'formons ,me3zomont/ noun the idea
that skills and knowledge can be meas-
ured in terms of the value that they
represent to a company

period /'prariad/ noun 1. a particular
length of time 2. US afull stop m inter-
jection used to emphasise that there is
no more to be said about a subject
periodic  /,prori'vdik/  adjective
happening occasionally but fairly regu-
larly. Also called periodical
periodical /prori'pdik(s)l/ noun a
magazine or journa, especialy a
serious academic one m adjective same
asperiodic

periodical control /prori'odik(9)l
kan,traul/ noun asystemfor organising
journalsin alibrary

periodical index /prori'ndik(9)l
,Jndeks/ noun 1. an index to one or
more volumes of aperiodica 2. acumu-
lative subject index issued at stated
intervals

periodic  transfer /proriodik
'trensf3:/ noun the regular movement
of records or data at specific time inter-
vals o Periodic transfer of records was
done monthly.

period of notice /proriod ov
'noutis/ noun time which must be
worked after giving notice of leaving a
job

peripheral /pa'rif(a)ral/ adjective not
essential, attached to the edge of some-
thing else

peripherals /pa'rif(e)ralz/ plural
noun items of hardware such as termi-
nals, printers, monitors, etc. which are
attached to amain computer system
perk /p3:k/ noun aprivilege or advan-
tage additional to what is usua or
expected o A perk of writing book
reviews is that you can keep the review
copy. (NoTE: Perk is short for ‘perqui-
site’.)

permanence /'p3:monans/ noun the
ability of paper not to yellow or become
brittle with age

permanent /'p3imonant/ adjective
expected to last for ever or for a very
long time

permanent paper /p3:monont
'perpa/ noun acid-free paper
permeate /'p3imiert/ verb to spread
through and affect every part

permit noun /'‘pammit/ an officia
document alowing somebody to do a
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particular thing o You have to have a
permit to study inthislibrary. m verb /pa
'mit/ to allow something to be done

permitted term /pomitid 't3rm/
noun a term that is used according to
indexing conventions and must follow
specific order rules

permutation /,p3:mju'terf(a)n/
noun one of a set of ways in which
things can be arranged o There were so
many permutations to the combination
for the lock that it was very secure.

persist /pa'sist/ verb to continue
doing something even though it is very
difficult or time-consuming

persistent /pa'sistont/ adjective
continuing to exist for avery long time

persistent identifier /po,sist(a)nt
ar'dentifars/ noun an Internet link to a
resource which will work even if the
resourceis moved to adifferent location
personal /'pa:s(a)n(o)l/ adjective
belonging to you

personal attention /,p3:s(o)nal o
'tenf(o)n/ noun the action of dealing
with a matter by oneself

personal computer /,p3:s(a)n(a)l
kom'pjuita/ noun a small computer
designed mainly for home or light busi-
ness use. Abbr PC

personal development
/,p3:s(a)n(a)l dr'velopmont/ noun the
process of gaining additional knowl-
edge, skills and experience in order to
develop your own talents and fulfil your
own potential

personal digital assistant
/,p3is(d)n(a)l ,didzit(a)l o'sistont/
noun a small hand-held computer with
facilities for taking notes, storing infor-
mation such as addresses, and keeping a
diary, usually operated using a stylus
rather than a keyboard. Abbr PDA
personal environment
/,p3is(e)nal en'varronmont/ noun
everything around you that affects your
daily life

Personal Identification Number
/,p3is(a)n(a)l a1, dentrfr'kerf(o)n
,namba/ noun a short code given to
people for use with credit and debit
cards. Abbr PIN

personalised ['p3:s(o)noalarzd/,
personalized adjective printed with a
person’s name and/or address
personalised stationery
/,p3is(o)nalarzd 'sterf(e)nari/ noun
letters, paper or cards printed with your
address and sometimes your name
personal knowledge manage-
ment /,p3is(a)nal 'nolid3
,menidzmont/ noun a conceptua
framework to organise personal knowl-
edge so that it can be systematically
applied and built upon. Abbr PKM
personnel /p3:isa'nel/ plural noun
the peoplewho work for an organisation
pf abbreviation in Internet addresses,
the top-level domain for French Poly-
nesia

pg abbreviation in Internet addresses,
the top-level domain for Papua New
Guinea

ph abbreviation in Internet addresses,
the top-level domain for Philippines
phase /ferz/ noun aparticular stagein
the development of something m verb to
do something in stages

phased changeover /ferzd
't feind3,ouva/ noun a change which
takes place in stages over a period of
time

phase in /,ferz 'm/ verb to introduce
something gradually

phase out /feiz 'aut/ verb to stop
using something gradually

PhD abbreviation Doctor of Philos-
ophy

phone #oun/ noun an electronic
device which enables two people who
each have one to talk to each other over
a distance m verb to use a phone to
contact another person

phone back /foun 'bzk/ verb to
make atelephone call to somebody who
hasjust called you

phone book /'faun buk/ noun abook
which lists names of people or compa-
nies with their addresses and telephone
numbers

phone card /'foun ka:d/ noun an
electronically coded card which enables
the user to pay for cals on a public
phone without using coins
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phone number /'foun ,nambo/
noun a set of figures which identifies
the phone line that is being used

phonetics /fa'netiks/ noun the study
of speech sounds

phonetic script /fanetik 'skript/
noun a system of writing the sounds of
language by using one symbol for each
sound

photocopier /'fautoukopia/ noun a
machine that copies documents by
photographing them very quickly
photocopy /'fautoukopi/ noun an
exact copy of adocument produced by a
photocopier, in black and white or
colour m verb to make a copy of adocu-
ment by using a photocopier
photograph /'foutogra:f/ noun a
picture formed by exposing light-sensi-
tive paper to light using a camera
photograph directory
['fautagra:f dar,rekt(a)ri/ noun alist
of photographs held by a special photo
library, often catalogued by subject
photographic / fouta'grefik/
adjective used to describe anything to
do with photography or photographs
photography /fa'tografi/ noun the
art or skill of producing photographs
including use of a camera and the
processing of the films

photogravure /foutougra'vjua/
noun a printing method in which the
paper is pressed directly on to the
printing plate

photoprint /'fautouprint/ noun the
final proof of atypeset copy

photostat /'foutoustat/ noun same
asphotocopy

phototext /'foutoutekst/ noun char-
acters and text produced by a photo-
typesetter

phototypesetter / foutou'tarpseto/

noun a person who works with a

computer and light-sensitive film to

produce text ready for printing
COMMENT: The phototypesetter, rather
like a large laser printer, normally uses
the PostScript page description language
and can generate type at 2,540 dpi; if the
device is capable of outputting text and
half-tone images, it is normally called an
image setter.

PHP noun a programming language
used for creating websites

physical /'fizik(s)l/ adjective some-
thing that can be seen or touched, as
opposed to atheoretical idea

physical record / fizik(a)l 'reko:d/
noun a manual form of a record rather
than electronic

pica /'paika/ noun a measurement of
typeface equal to 12 point

pick up /,pik 'ap/ verb 1. to learn a
skill or an idea easily 2. to improve o
The working conditions for the library
staff picked up last month.

PICS /piks/ noun afile format used to
import a sequence of PICT files on an
Apple Macintosh

PICT /pikt/ noun on an Apple Macin-
tosh, a graphics file format that stores
imagesin the QuickDraw vector format.
Full form picture

picture /'piktfo/ noun a drawing,
painting or photograph

picture file /'piktfo farl/ noun a
collection of small pictures and
cuttings, usually arranged by subject
picture library /'piktfo larbrori/
noun a storage system for pictures,
which can be borrowed

‘The Google deal allows customersto
buy and rent selected video clips from
ITN Archive, which contains 680,000
hours of news footage. ITN wants to
develop its archive business. The
model would be picture libraries such
as US group Getty Images, whose
annual turnover is £415 million.
[The Mail on Sunday]

picture  processing /piktfo
,prausesin/ noun analysis of the infor-
mation contained in an image, usually
by computer, providing recognition of
objectsin theimage

picture researcher /'piktfo r1
,831t o/ noun somebody who looks for
pictures relevant to a particular topic, so
that they can be used asillustrationsina
book, newspaper or TV programme
pie chart/'par tfa:t/ noun astatistical
diagram where the ratios are shown as
sections of acircle

pigeonhole /'pidzenhoul/ noun a
small open section in a wall-mounted
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rack used as a temporary storage space
or for delivery of personal mail

pilot /'pailat/ verb to use asmall-scale
test to investigate whether alarger-scale
operation will work = adjective done as
asmall test of a potentia larger project
o A pilot scheme in a temporary
building was used to seeiif alibrary was
needed in the area.

pin /pm/ noun a sharp piece of metal
used for holding material or paper
together

PIN /pin/, PIN number abbreviation
Personal |dentification Number

PIN Bulletin /'pin bulotin/ abbrevi-
ation Patents Information Network
Bulletin

ping /pig/ noun the length of time, in
milliseconds, that it takes to send a
message to an intranet, Internet or web
address and receive a reply m verb to
send a packet of data to an intranet,
Internet or web address to check
whether it is accessible or isresponding

pipeline /'paiplain/ noun asystem for
the spreading of information o in the
pipeline something which has aready
been started but has not yet produced an
answer or result

piracy /'pairasi/ noun the act of ille-

galy copying a piece of work under

copyright

pirate /'pairat/ verb to copy a patented

or copyright work and sell it
COMMENT: The items most frequently
pirated are books which can easily be
printed from photocopied originals, music
from CDs, or computer programs on
magnetic disks which are relatively
simple to copy.

pirate copy /,pairat 'kopi/ noun an

illegal copy of a patented or copyright

work

pixel /'piksal/ noun the smallest unit
of display on a computer screen whose
colour or brightness can be controlled o
The picture was made up of several
hundred pixels of different colours. Full
form picture element

COMMENT: In high resolution display

systems the colour or brightness of a

single pixel can be controlled; in low

resolution systems a group of pixels are
controlled at the same time.

pk abbreviation in Internet addresses,
the top-level domain for Pakistan

PKM abbreviation persona knowledge
management

pl abbreviation in Internet addresses,
the top-level domain for Poland

place name /'plers 'nerm/ noun the
name by which alocation isidentified o
dictionary of place names an alphabet-
ical list of places often with historical
notes about their names

plagiarise /'plerdzoraiz/, plagiarize
verb to copy somebody else’s work and
publish it as one's own

plagiarism /'pleidzariz(e)m/ noun
the practice of copying and publishing
somebody else’s work as one's own

plagiarist /'plerdzorist/ noun a
person who copies other people’s work
without admitting what they have done

plaintext /,plem'tekst/ noun a term
used in word processing to mean text
that isin the standard font for that docu-
ment without different types such bold-
face and italics

plan /plen/ noun 1. acarefully worked
out method of achieving objectives 2. a
map m verb o to plan for to make plans
for afuture event

planning /'pleenig/ noun the process
of working out in detail how to do
something before starting to do it

planning department /'plaeny dr
,paitmoant/ noun a loca government
department which decideshow landina
given areawill be used and what build-
ings may be put on it

plasticise /'plestisaizd/, plasticize
verb to put a plastic cover over a book
jacket for protection

plate /plert/ noun an illustration in a
book often on better quality paper than
the text

plate camera /'pleit kem(o)ro/
noun a camera that uses glass plates
instead of film

platen /'plert(a)n/ noun aroller which
supports the paper in a printer
playback /'pletbaek/ noun the opera-

tion of a machine to reproduce sound or
video pictures previoudly recorded
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Play Matters /,pler 'mataz/ noun the
working title of the UK National Asso-
ciation of Toy and Leisure Libraries

plenary /'pli:nari/ adjective attended
by everyone who should be there o The
conference ended with a plenary session
for all the participants.

plot /plot/ noun asecret plan m verb to
mark co-ordinates and draw a graph
using them
plotter /'plota/ noun a computer
device that draws straight lines between
two co-ordinates
COMMENT: Plotters are used for graph
and diagram plotting and can plot curved
lines as a number of short straight lines.
PLR abbreviation LIBRARIES Public
Lending Right
plug /plag/ noun a device with metal
pins which can be inserted into an elec-
trical socket to provide power for a
machine m verb to publicise aproduct or
event in order to encourage people to
buy or watch it

plug board /'plag bo:d/ noun aboard
with several electrical sockets so that
they areall connected to the same power
supply

plug compatible /plag kom
'petib(e)l/ adjective computer or
periphera which can be used with
another system simply by plugging itin
with a special plug

plural /'pluarsl/ adjective a grammat-
ical term to describe words which refer
to two or more things

pm abbreviation in Internet addresses,
the top-level domain for St-Pierre and
Miquelon

p-mail /'pi: ,me1l/ noun same as snail
mail

pn abbreviation in Internet addresses,
the top-level domain for Pitcairn Island

pocket edition /'pokit 1,dif(s)n/
noun a book small enough to be carried
in apocket

podcast /'‘podka:st/ noun a service
that allows subscribers to download a
feed such as a radio show from the
Internet on to their personal handset,
e.g. aniPod

poem /'pauvtm/ noun apiece of imagi-
native writing which is arranged in a
particular pattern of lines and sounds
poet /'paurt/ noun aperson who writes
poems

Poet Laureate /,poaurt 'loiriat/ noun
apoet appointed by the British Queento
write poems for official occasions
point /point/ noun 1. a place or posi-
tion in time o starting point o to be on
the point of to be just about to start
doing something o up to a point partly
but not completely o It istrue up to a
point. 2. anideaor opinion o Hemadea
good point in the discussion. m verb o to
point out, to point to to use afinger or
stick to draw attention to something
pointer /'pointa/ noun a stick used to
indicate something

point of presence /pomt ov
'prezons/ noun alocation where a user
can connect to a network, e.g. a place
where subscribers can dial in to an
Internet service provider

point of sale /,pomnt ov 'seil/ noun
the place wherethings sold in ashop are
paid for. Abbr POS, p.o.s.
point size /'point saiz/ noun the size
of printed letters
COMMENT: In the UK and the USA, point
sizes are based on the pica system; one
point equals 0.3515mm (or 0.01384
inch); 12 points being one sixth of an
inch, or 4.21mm or one pica em. In
Europe, point size is based on the Didot
point: one point equals 0.3759mm (or
0.0148 inch), and 12 points are one
cicero.
policy /'polisi/ noun a set of plans
used as a basis for decisions
political  /pa'litik(@)l/  adjective
concerned with the government or state
political correctness /pa,litik(a)l
ka'rektnas/ noun the use of language
and behaviour that is not offensive or
demeaning to any person or group of
people
politically correct /po,Iitikli ko
'rekt/ adjective designed not to offend
any category of person. Abbr PC
politics /'politiks/ noun the art or
science of government

poll /paul/ noun 1. asurvey in which a
selected sample of people are asked
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their opinions about something 2. the
voting at a political election

polling station /'paulig ,sterf(a)n/
noun a place where people go to vote at
an election

polysemy /pa'lisomi/ noun the
quality of words having two or more
overlapping meanings
polyurethane binding
/,polijuoriBem 'bamndin/ noun a
strong adhesive binding used for heavy
reference books offering good open-flat
qualities. Abbr PUR
popular edition /,popjuls 1'dif(s)n/
noun a book with poorer paper and a
lighter cover than the norm, sold at a
cheaper price
population coverage /,popju
'lerf(a)n kavarid3z/ noun aselection of
asurvey population which considers all
the different aspects to be covered
pop-up /'pop Ap/ adjective containing
cut-out figures that rise up as apageis
opened m noun a book or card that
contains pop-up figures
pop-up book /'pop ap ,buk/ noun a
book, usually for children, in which the
pictures are cut out from the page so that
they stand up when the book is opened
COMMENT: Used mainly for children’s
books, but also for some adult or more
serious educational material.
pornography /por'nografi/ noun
publications of an obscene nature,
usually in asexual sense

port /port/ noun asocket or other phys-
ical connection allowing data transfer
between a computer’s internal commu-
nications channel and another external
device

portable /'po:tab(a)l/ adjective easily
carried m noun an easily carried
machine such as a small computer or
television

portal /'po:t(a)l/ noun a website that
provides links to information and other
websites

portfolio /po:t'fouliov/ noun 1. a
collection of original works2. an areaof
responsibility held by a government
minister 3. athin, flat case for carrying
drawings and papers

portrait /'po:trit/ noun a painting,
drawing or photograph of a person
PQOS, p.o.s. abbreviation point of sale
position /pa'zif(a)n/ noun a person’s
Job or status within a company
positive discrimination /,pozitiv
dis krimi'nerf(a)n/ noun a policy
which deliberately treats one group of
people better than others because they
have previously been unfairly treated

positive feedback /pozitiv
'firdbaek/ noun comments which indi-
cate that what has been proposed, done
or madeisliked by the customers

‘The new system alows users to
search the site for their own ﬁug?os%,
rather than browse through al the
collections — we have aready had
positive feedback from users and are
looking forward both to having the
full range of items available online,
and to further developments that the
system will enable us to achieve’
[M2 Presswire]

post /paust/ verb 1. to send letters and
parcels through the mailing system 2. to
add the accession number to an index
entry

post- /paust/ prefix combining with
nouns, adjectives and dates to indicate
that something has happened after the
stated time o post-war o post-audit

postage and packing /,paustid3
an 'paekiy/ noun the cost of wrapping
goods and paying for them to be deliv-
ered. Abbr p&p

postage stamp /'poustid3 stemp/
noun a small official piece of paper
which is stuck on to aletter or parcel to
show that the cost of the postage has
been paid

postal survey /'paust(a)l ,s3iver/
noun a survey that is conducted by
sending questionnaires through the post

postcard /'paustka:d/ noun a card,
often with a picture on one side, which
can be written on and sent to somebody
without an envelope

postcode /'poustkoud/ noun a
system of letters and numbers used by
the post office to identify towns and
roads to aid the delivery of letters
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post-coordinate indexing
system /,paustkouo:dinat
'indeksi ,sistom/ noun a system in
which information is organised under
simple main headings but with devices
whereby the user can combine them to
produce compound subjects

postdated /poust'dertid/ adjective
dated later than the day of issue o The
cheque was postdated to the end of the
month.

poster /'paustal noun alarge notice or

advertisement stuck to awall or board
COMMENT: The standard format for a
single sheet poster is double crown (30 x
20 inches).

postgraduate  /poaust'gredzust/

noun 1. astudent who aready hasafirst

degree and is studying or doing research

a ahigher level 2. US agraduate

posthumous /'postjumas/ adjective
published or printed after the author’s
death

posting /'paustig/ noun a message
sent to and displayed on an online
facility such as an Internet newsgroup
or bulletin board

postings list /'paustigz list/ noun
an alphabetical list of descriptors with
the identification numbers of docu-
ments using them

post office /'paust ,ofis/ noun a
national organisation which controlsthe
postal services within a country

postpone /paust'paun/ verb to rear-
range for something to be done at alater
date or time

postscript /'paustskript/ noun an
addition to the end of something such as
abook, story or document

PostScript /'poustskript/ a trade
name for a standard page description
language devel oped by Adobe Systems.
PostScript offersflexible font sizing and
positioning and it is most often used in
DTP systems, high-quality laser
printers and phototypesetters. o If you
do a lot of DTP work, you will benefit
froma PostScript printer.

potboiler /'‘potboila/ noun a work

written purely to earn money with no
literary merit

potential /pa'tenal/ noun having the
possibility to develop into something
better o Thelibrary needed a lot of work
but had the potential to become a very
efficient service. m adjective capable of
becoming something better in the future
o Thereis a large potential market for
electronic information.

powered /'pavad/ adjective worked
by electricity or another source of
energy o gas-powered central heating

Powerpoint /'pavopoint/ a trade
name for a piece of software devel oped
by Microsoft that allows users to create
multimedia presentations

power supply /'paus s9,plar/ noun a
supply of electricity to a building or
work site

pp abbreviation pages

pr abbreviation in Internet addresses,
the top-level domain for Puerto Rico

practical /'praktik(a)l/ noun alesson
or examination in which you are asked
to do tasks rather than just read or write
about them

practice /'praktis/ noun 1. arepeated
performance of something in order to
learn to do it well 2. a regular or
standard course of action o It is
standard practice to keep reference
booksin a separate area of the library. »
in practice

pre- /pri:/ prefix combining with adjec-
tives to indicate something done before
precede /pri'si:d/ verb to happen
before something else happens
preceding record  /pri,siidip
'reko:d/ noun a record that comes
before the current one

precise /pri'sars/ adjective exact and
accurate

PRECIS indexing I'prersi
,ndeksin/ noun atechnique for subject
indexing originally developed for the
British National Bibliography. Full
form PREserved Context Index
System

precision /pr1's3(a)n/ noun 1. accu-
racy, exactness 2. the number of rele-
vant records returned by a search,
expressed as a percentage of the total
number of records returned
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present

precision equipment /pr1,s13(a)n 1
'kwipmont/ noun machines that are
made to very accurate specifications

Pre-coordinate Indexing
System /,prikouo:dinat 'indeksip
,sistam/ noun a system whereby the
terms are combined at the indexing
stage, used by the British Nationa
Bibliography

pref. abbreviation preface

preface /'prefas/ noun an author's

note which comes before the introduc-

tion and after any dedication
COMMENT: A preface is usually written by
the author, and explains briefly why the
book has been written and who the
readers are expected to be. A foreword,
on the other hand, can be written by the
author, but is more usually by another
person, often a famous person whose
name might be expected to increase the
sales of the book.

prefatory note /'prefaet(o)ri nout/

noun a note addressed to the reader,
printed at the beginning of a book

preferment /prr'faimont/
promotion to a better job

preferred order /prifaid 'o:do/
noun a set order in which theitemsin a
classification scheme are arranged

preferred term /prifa:d 'taim/
noun a term used in a catalogue to
gather together all synonymous and
otherwise scattered entries o Publica-
tions is the preferred term for books,
documents, monographs, etc.

prefix /'pri:fiks/ noun a word or
letters added to the front of another
word, which can change its meaning,
e.g. ‘undone’, ‘misread’

prejudice /'predzudis/ noun an
unfair and often negative feeling based
on incomplete knowledge and informa-
tion

prelims /'prizlimz/ plural noun the
initial pages of a book, including the
title page and table of contents, which
precede the main text. Also called front
matter

premise /'premrs/ noun something

that is supposed to be true and is there-
fore used as the basis for an argument

noun

premises /'‘premisiz/ plural noun
land and buildings occupied by a busi-
ness

pre-paid /pri:'perd/ adjective paid for
in advance of delivery

preparation /,prepa'rerf(a)n/ noun
work done beforehand in order to be
ready for something o They made
careful preparation for the open day.
preparation of text /,preparerf(o)n
av 'tekst/ noun the process of making
text ready for printing by editing and
checking it

prepare /pri'pea/ verb to make some-
thing ready for use or for consideration
o The librarians were asked to prepare
areport for the management meeting.
preposition /prepa'zif(e)n/ noun
the grammatical term for words such as
‘by’, ‘with’, ‘on’, ‘under’, which indi-
cate place or direction

pre-printed form /prir ,printid
'form/, pre-printed stationery /,pri:
,printid 'sterf(a)n(a)ri/ noun aform or
notepaper that has some information
already printed on it

prepublication /priz,pablt
'ke1f(a)n/ adjective relating to or occur-
ring in the period before a book or other
work is published

pre-recorded /,pri:ri'ko:did/ adjec-
tive recorded at an earlier time o A
message on a telephone answering
machineis pre-recorded.
pre-requisite /pri:'rekwizit/ noun
something that must be done before
something else o A reasonable standard
of English is a pre-requisite to studying
in an English-speaking country.
prescribed text /pri,skraibd 'tekst/
noun an educational book which has
been listed as required for a course of
study or for an exam

prescription /prr'skripfon/ noun an
instruction or plan for what needs to be
done in a particular situation
prescriptive /pri'skriptiv/ adjective
giving rules and regulations for what
should or should not be done

presell /,pri: 'sel/ verb to sell a book
before its official publication date
present /'prez(o)nt/ noun something
given to a person as a gift m verb to
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introduce a person, idea or piece of
information = adjective existing or
happening now o the present situation
presentation /prez(o)n'terf(o)n/
noun a talk about a specific subject
given to provide information
preservation /,preza'verf(a)n/ noun
the provision of suitable environmental
conditions to ensure the condition of
library stock

PREserved Context Index
System /pr1,z3:vd kontent 'indeks
,s1stam/ noun » PRECIS indexing
pre-set /prii'set/ adjective set to
specific levels before using o The
temperature of the heatinginthelibrary
was pre-set to a comfortable level.
press /pres/ noun 1. a double-sided
bookcase of not fewer than four tiers 2.
newspapers and the people who write
for them m verb 1. to put pressure on
something o Press the button to make it
work. 2. to try to persuade somebody to
do or say something

press coverage /'pres kav(a)ridz/
noun the amount of space or time given
in newspapers or TV and radio news
bulletins to one topic

press cutting /'pres katiy/ noun
one item cut from a newspaper

press guide /'pres gard/ noun a
reference book which lists the main
newspaper publications throughout the
world

pressmark /'presma:k/ noun same
asshelf mark

press release /'pres ri,lizs/ noun a
statement given by an organisation to
the media to explain a situation from
their point of view

Prestel /'prestel/ a trade name for a
teletext system used in the UK marketed
by British Telecom

prevent /pri'vent/ verb to make sure
something does not happen
prevention /pri'venfon/ noun an
action which stops something from
happening

preventive maintenance /pr1
,ventrv 'meintonans/ noun regular
checks and repairsto small faults so that
they do not develop into large problems

preview /'prirvju:/ noun the opportu-
nity to see something before it is
released to the general public
previous /'pri:vios/ adjective existing
or happening before or earlier

price /prats/ noun the amount of
money needed to buy an item

price bracket /'prars ,brakit/ noun
a limited range of prices o The goods
were in the cheaper price bracket.
price label /'prais ,letb(s)l/ noun a
piece of paper or card attached to some-
thing to show its price

price list /'prars list/ noun alist of the
prices of everything in stock

pricing strategy ['prarsiy
,stretadzi/ noun company policy
about how much to charge for goods or
services in order to make a reasonable
profit

prima /'pri:zma/ noun the first word of
the next page printed at the bottom of a
page

primary /'praimori/ adjective first,
original, basic or most important
primary colour /'praimeri kalo/
noun one of the three colours, red,
yellow and blue, from which all other
colours can be made

primary education /prammori
.edju'kerf(a)n/ noun the first period of
schooling usually up to the age of 11
years

primary  operator /prammori
'pparerta/ noun the first person to
operate a machine

primary record /,praimari 'reko:d/
noun one of the first records on a
subject

primary sampling /prammori
'sarmplin/ noun thefirst selected popu-
lation for a survey

primary school /'praimori sku:l/
noun a school for young children
usually for about the first six years of
schooling

primary school textbook
/,prammoari sku:l 'tekstbuk/ noun a
textbook used in schools teaching chil-
dren up to about 11 yearsold

primary source /,praimori 'so:s/
noun the original document from which
information is extracted
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probability

primary user /prammori 'juizo/
noun thefirst person to use a service
prime /praim/ adjective relating to the
most important or typica example of
something = verb to give somebody
information about something

primer /'praima/ noun 1. a simple
instruction book or manual 2. abasic or
simple school book for children

prime time /'praim tarm/ noun the
time of day when most people are
expected to be watching television or
listening to the radio

print /print/ verb to produce a book,
magazine, newspaper or leaflet by a
mechanical process

printed catalogue card /,printid
'keetolog ka:d/ noun a pre-printed
card containing the bibliographical
details of a book for inclusion in a
library catalogue

printed ephemera /printid 1
'‘femora/ plural noun items such as
theatre programmes, |eaflets and adver-
tising fliers which would normaly be
read and thrown away

printed index /printid 'indeks/
noun an alphabetical list of words used
inatext

printed matter /'printid mets/
noun anything that is printed and can be
read

printer /'printa/ noun 1. a machine
that converts electronic data into read-
able form on paper 2. a person or
company that prints books, newspapers
or other printed matter

printer buffer /'prints ,bafa/ noun a
temporary store for character data
waiting to be printed, used to free the
computer before the printing is
completed so making the operation
faster

printer’'s imprint /,printoz
'Imprint/ noun aspecial mention of the
name and address of the printer on the
inside of abook or periodical

printing history /'printig ,hist(a)ri/
noun details of the printing of a book
such as the date of the origina printing
and dates of reprints, usualy listed on
the bibliographic page after the title

page

printing press /'printiy pres/ noun
a machine which presses paper on to
type and prints text

print out /,print 'aut/ verb to print
information from a computer through a
printer

printout /'printaut/ noun ahard copy
of acomputer file

print run /'print ran/ noun the
number of copies of a book printed at
onetime

print spooling /'print ,spu:lip/
noun the automatic printing of anumber
of different documentsin a queue at the
usual speed of the printer, while the
computer is doing some other task

print style /'print stail/ noun the
typeface and fontsused in any particular
document

prior /'praid/ adjective 1. having
happened previously o unableto go due
to a prior engagement 2. being given
priority over something else
priority /prar'oriti/ noun something
that must be dealt with first

privacy /'privasi/ noun the state of
being left alone to do things

privacy of information /privasi
ov ,mnfa'merf(d)n/ noun the act of
keeping documents secret so that only
authorised people are alowed to read
them

‘New rules for a passenger data
collection scheme operated by US
authorities may carry a nasty sting for
travellers. The scheme — Advance
Passenger Information System (Apis)
— threatens to cause big delays at
check-in and raises ethical questions
about a passenger’ s right to privacy of
information.” [Financial Times]
private /'prarvat/ adjective for the use
of one person or group only
private sector /'praivat sekto/
noun services or industries that are
owned by individuals or groups rather
than by the state
pro abbreviation professional practice
probability /,proba'biliti/ noun the
likelihood of something happening,
often expressed as a fraction or
percentage



probe 164

probe /proub/ verb to investigate a
situation by asking alot of questions
problematic /,problo'metik/ adjec-
tive relating to a situation that involves
difficulties and needs a solution
problem solving learning
/,problom solvig 'I3inig/ noun a
method of teaching which sets problems
for students to solve so that they learn
how to reason

procedural knowledge /pro
'sitrdzoral ,nolid3/ noun informal
knowledge of how to perform tasks
based on experience. Compare propo-
sitional knowledge

procedural memory /pra'si:dzoral
;mem(a)ri/ noun human memory of
learned skills and how to perform tasks.
Compare declarative memory
procedure /pra'si:dza/ noun a
method of doing something which is
generally accepted as being efficient
proceedings /pra'sitdigz/ plural
noun a published record of ameeting of
asociety or institution

proceeds /'prousiidz/ plural noun
money that is made by an activity or
event

process /'prouvses/ verb 1. to manip-
ulate something into the required format
2. to perform the necessary routinesto a
book before it can be borrowed, eg.
classifying, cataloguing, stamping,
labelling and numbering

process colours /'prauses kaloz/
plural noun in printing, cyan, magenta
and yellow

processing /'prousesiy/ noun the
sorting of information

processor /'‘prousesd/ noun a
computer that is able to manipul ate data
according to given instructions. » word
processor

produce /pra'djuzs/ verb to make,
create or show something o He
produced evidence to support his argu-
ment.

product /‘prodakt/ noun 1. some-
thing that is made to be sold often in
large quantities 2. the result of previous
actions or discussions

product development /,prodakt
di'velopmont/ noun the process of

improving a product to meet the needs
of the market

production /pra'dakfon/ noun the
creation of something o on production
of when something is shown o Goods
can only be exchanged on production of
areceipt.

productivity /,prodak'tiviti/ noun
the rate at which goods are manufac-
tured

product life /'prodakt laif/ noun the
length of time that a product is likely to
be saleable

profession /pra'fef(a)n/ noun a job
that requires advanced education or
training

professional /pra'fef(a)nal/ noun a
person who works in one of the profes-
sions m adjective 1. relating to work
requiring a high level of training and
doneto avery high standard 2. done for

money rather than as a hobby

professional and reference
publishing Ipra,fef(a)nal  on
'ref(e)rons  ,pablifin/ noun the

publishing of specia books for the
professions and also reference titles

professional ethics /pra,fef(a)nal
'eB1ks/ noun the conduct and behaviour
expected of members of a professional
organisation

professional judgement /pro
fef(9)nal 'dzadzmoant/ noun the
ability of somebody who has special
knowledge or skill to assess a situation
and recommend a course of action

professional organisation /pro
fef(a)nal o:gonar'zeif(s)n/ noun a
group of people in the same profession
who act to support other employees and
to set standards for the way they work o
The Library Association is a profes-
sional organisation for all information
employees.

professional publishing /pro
fef(a)nal  'pablifig/ noun the
publishing of books on law, account-
ancy and other professions

profit /'profit/ noun the amount of
money that somebody gains when they
sell something for more than they paid
for it m verb o to profit by, from to gain
advantage or benefit from something
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proforma /prouv'formo/ noun a  projector /pro'dzekto/ noun a
standard layout of aform mechanical device that displaysfilmsor
proforma invoice /prou,forme  Slidesonascreen

'Invors/ noun an invoice sent to the
purchaser of mail order goods which
must be paid before the goods can be
despatched
program /'provgram/ noun a set of
instructions for a computer m verb to
write aprogram for a computer
programmed learning
/,prougraeemd 'I3:n1p/ noun a learning
method based on sdf-instructiona
materials that are designed to alow
pupils to progress at their own pace,
step by step, through structured
sequences
programmer /'prouvgre&ms/ noun a
person who designs and writes instruc-
tions for a computer
programming engineer
['‘prougreemin ,end3mia/ noun an
engineer in charge of programming a
computer system
programming language
['prougraemin lengwidz/ noun soft-
ware that alows somebody to write
instructions for acomputer which it can
then tranglate into a workable program
COMMENT: Programming languages are
grouped into different levels: the high-
level languages such as BASIC and
PASCAL are easy to understand and
use, but offer slow execution time since
each instruction is made up of a number
of machine code instructions; low-level
languages such as ASSEMBLER are
more complex to read and program in but
offer faster execution time.
progress /pra‘gres/ verb to improve
or become more advanced
prohibit /prou'hibit/ verb to forbid
something by law
project /'prodzekt/ noun 1. adetailed
study of a subject written up by a
student 2. a planned course of action o
They were involved in a large building
project. m verb to plan ahead
projection /pro'dzekfon/ noun a
forecast of afuture amount from a set of
data
project leader /prodzekt 'lizda/,
project manager /,prodzekt
'maenid3a/ noun the personin charge of
aproject

project team /'prodzekt tizm/ noun
agroup of people working together on a
project

PROLOG /'pravlpg/ noun acomputer
language used in the development of
expert systems

prologue /'proulog/ noun 1. the
introduction to something such as a
play, book, film or long poem 2. events
which lead up to more serious conse-
quences

promote /pro'mout/ verb 1. to
advance somebody to a higher position
within an organisation 2. to encourage
something to develop or succeed
promotion /pra'mouf(d)n/ noun 1.
the act of upgrading somebody to a
higher position 2. a marketing activity
to persuade people to buy goods or use
a service o The library had a special
children’s book promotion during the
school haolidays.

prompt /prompt/ adjective done on
time, without delay m noun asymbol on
acomputer screen to remind the user to
do something

pronunciation /pro,nansi'erf(e)n/
noun the way in which the sounds of a
language are spoken and stressed
proof /pru:f/ noun 1. facts or evidence
to show that something is true 2. a
sample printed page made from type,
for approval before mass printing
-proof /pru:f/ suffix added to nouns to
show that something cannot be
damaged o The table surface was heat-
proof so hot pans could be put on it.
proof correction mark /,pru:f ko
'rek[(d)n ,ma:k/ noun a specia mark
written on a proof text to show where
and how it should be corrected
proofread /'pru:fri:d/ verb to read a
text and mark any errors for correction
beforeit is printed

proofreader /'pruifrizds/ noun a
person whose job is to proofread texts
propaganda /,propa‘'genda/ noun
information that is often untrue and
biased, published and disseminated to
influence people
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proper noun /,propa 'maun/ noun
the grammatical term for aword that is
the name of a person, place or ingtitu-
tion and should be written with a capital
letter

proportional /pra'po:f(a)nal/ adjec-
tive in proportion to the other parts
proportional spacing  /pro
pao:f(d)nal 'spersiy/ noun a printing
system where each | etter takes the space
proportional to the character width, so
‘m’ takes more space than ‘i’

proposal /pro'pauz(d)l/ noun a
suggestion or plan, often written down
and put forward as a discussion docu-
ment

proposed system /pro,pauzd
'sistom/ noun a system that has been
designed and suggested for use but is
not yet installed

propositional knowledge /,propa
'z1f(9)nal ,nolid3/ noun formal knowl-
edge of hard facts which can be
described as true or false. Also called
declarative knowledge. Compare
procedural knowledge

‘Propositional knowledge is the
formulation of ‘if ... then’ statements
based on the assumption that given
causes have given predictable effects;
that events have predictable, single
and identifiable outcomes. Our
thinking today is, in general, based on
propositional knowledge; education
and teaching methods are dominated
by this paradigm also.” [Management
Learning]

prospectus /pra'spektos/ noun a
document produced by an academic
institution giving details about it for the
information of potential students

protect /pra'tekt/ verb to keep some-
thing safe and free from damage

protection /pra'tek[an/ noun the act
of keeping something free from harm or
damage

protective /pro'tektiv/ adjective
designed to keep things free from harm
o The books were covered in protective
plastic.

protest literature  /'proutest
JArt(a)ratfa/ noun literature written and

published to protest against something,
usually apolitical situation

protocol /'prautakol/ noun 1. aset of
rules allowing unrelated information
systems to communicate with each
other 2. a system of rules about the
correct way to behave in forma situa-
tions

protocol converter /'proutokol
kon,v3:ta/ noun a device used for
converting  protocols from  one

computer system to another, eg. for
converting data from a microcomputer
to a phototypesetter

protocol standards /'proutoukol
,steendadz/ plural noun standards laid
down to allow data exchange between
any computer system conforming to the
standard

prototype /'proutotaip/ noun the
first model of something that is
completely new

provenance /'provonans/ noun the
place of origin of something
provenance order /'provonans
,0:da/ noun a document which proves
that the origin of an item is genuine o
When genuine antiques are sold they
require a provenance order or certifi-
cate.

provide /pro'vard/ verb to make
something available

provider company /pro'vardo
Jkamp(a)ni/ noun a company which
provides public Internet accesslinksvia
the telephone network see aso
province /'provins/ noun a sphere of
knowledge or activity

provisional /pra'viz(a)n(s)l/ adjec-
tive 1. only for a short time 2. likely to
be changed

proximity operator /prok'simiti
,Dparer1ta/ noun aBoolean operator that
directs the search engine making a text
search to locate pages in which the
words it is looking for are near one
another in any direction

pseudo- /sjuidou/ prefix used with
nouns and adjectives to describe things
that are not really what they claim to be
pseudonym /'sjurdontm/ noun a
name used by a writer which is not his
or her real name
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publisher

pseudonymous  /sju:'donimas/
adjective written by an author under a
pseudonym

PSN abbreviation packet switched
network

PSTN abbreviation Public Switched
Telephone Network

pt abbreviation in Internet addresses,
the top-level domain for Portugal

pub. abbreviation 1. published 2.
publisher 3. publishing
publ. abbreviation 1. publication 2.
published 3. publisher

public /'pablik/ adjective open for
anyoneto use

public address system /,pablik o
'dres ,s1stom/ noun a loudspeaker and
microphone which enables a speaker to
be heard by alarge group of people
public archives /,pablik 'a:karvz/
plural noun historical records which are
accessible by the general public from a
records office

publication /pablr'kerf(o)n/ noun
1. a book, newspaper or magazine
which can be sold 2. a leaflet which is
given out to provide information 3. the
act of printing and distributing a book,
newspaper or magazine 4. the act of
releasing information to the generd
public in printed form

publication data /pablr'keif(o)n
,derta/ noun information about a book
such as the date, publisher and ISBN,
printed on the back of thetitle page

publication date /pablr'keif(o)n
,dert/ noun the year when a book was
published. Also called date of publica-
tion

public domain /,pablik dou'memn/
noun information that is unrestricted
and accessible by the genera public

publicise [/'pablisarz/, publicize
verb to make something widely known
to the general public

publicity /pa'blisiti/ noun advertise-
ments and information materials which
make something generally known

publicity  handout /pa'blisiti
heendaut/ noun an information sheet
which is given to members of the public

publicity matter /pa'blisiti ;meeto/
noun advertisements or printed
publicity material

Public Lending Right /pablik
'lendin ,rart/ noun the right of authors
to receive a small fee every time their
books are borrowed from public
libraries in the United Kingdom. Abbr
PLR

public librarian /pablik lar
'brearion/ noun a trained information
employee in the public library service
public library /pablik ‘'larbrori/
noun a library that serves the generd
public in acity, town or village
public record office /pablik
'reko:rd ,ofis/ noun a collection of
historical  archives organised for
retrieval and use by the public

public sector organisation
/,pablik sekta ,orgenar'zeif(s)n/
noun a company or organisation that is
owned by the government rather than a
private body

public service announcement
/,pAablik 's3:vis 9,navnsmont/ noun a
government information announcement
usually broadcast nationally

public service broadcasting
/,pablik s3:vis 'bro:dka:isting/ noun
radio and television programmes that
are accessible by everyone, as opposed
to satellite and cable channels which
require a subscription to be paid
public service provider /,pablik
,831vIs pra'varda/ noun an electronic
host providing interactive access to
Telnet, eemail and Usenet news
public speaking skills /,pablik
'spitkig ,skilz/ plural noun the ability
to speak well and retain the interest of
large groups of people

Public Switched Telephone
Network /,pablik switft 'telifoun
netwsa:k/ noun a form of automatic
telephone exchange interconnecting
worldwide. Abbr PSTN

publish /'pablif/ verb to arrange to
have a book or article printed and
usually distributed for sale

publisher /'pablifa/ noun aperson or
company that publishes books, maga-
Zines and newspapers
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publisher’s binding /'pablifoz
Jbamndiy/ noun a binding style where
the book is cased, with a plain cloth
binding

publishing /'pablifin/ noun the
trade, profession or activity of preparing
and producing materia in printed or
electronic form for distribution to the
public

publishing house /'pablifig haus/
noun a company that publishes books,
magazines and newspapers

pull-down menu /'pul daun
.menju:/ noun a list of options in a
computer program which can be
displayed on screen over work that is
aready being done

pull-out /'pulauvt/ noun 1. inserted
pagesin amagazine which can be easily
removed and retained for reference 2. a
folded insert in a book or magazine
which when opened out makes a large
sheet, used e.g. for maps

pulp /palp/ noun material produced
from rags or ground wood, mixed with
water, used for making paper m verb 1.
to take torn rags or ground wood and
mix this with water and chemicals to
produce smaooth pulp for making paper
2. to take printed paper or waste paper
and produce pulp from it for making
paper again o The unsold copies in the
warehouse were sent away to be pul ped.

pulp board /'palp bo:d/, pulp card
['pAlp ka:d/ noun thin board madefrom
paper pulp, used for the cover boards of
abook

pulp fiction /palp 'fikfon/ noun
cheap fiction which is considered by
critics to have no literary value

punch /pant/verb 1. to hit something
hard 2. to make holes in something so
that it can beinserted into aring file

punched card /,pantJt 'ka:d/ noun
a card with holes in them in patterns
which contain instructions or data for
computers

punched card reader /pantft
'ka:d ,rizda/ noun a device that trans-

forms data on a punched card to aform
that can be recognised by a computer

punched tape /,pant[t 'terp/ noun a
strip of paper tape that contains holesto
represent data, formerly used in photo-
typesetting, but now replaced by
magnetic tapes and disks

punctuation /,panktfu'erf(a)n/
noun a system of symbolswhich enable
areader to make sense of written texts,
e.g. full stops, commas, question marks

punctuation  mark /papktfu
'‘erf(e)n ma:k/ noun a printed or
written symbol, which cannot be
spoken, but which divides up the text
and helps to make its meaning clearer
COMMENT: The main punctuation marks
are the question mark and exclamation
mark; inverted commas (which show the
type of text being written); the comma, full
stop, colon and semicolon (which show
how the words are broken up into
sequences); the apostrophe (which
shows that a letter or word is missing);
the dash and hyphen and brackets
(which separate or link words).
PUR  abbreviation  polyurethane
binding
purchase /'pa:tfis/ verb to buy
something
purchaser /'pa:t f1sa/ noun abuyer
purchaser of information serv-
ices /pa:itfiso ov ,nfa'meif(o)n
,$31vIsiz/ noun a person who pays for
information to be provided
purport /pa'port/ verb to claim to be
or have something o The service
purportsto have a full range of business
information.
push button /'puf ,bat(o)n/ noun a
switch which is worked by pushing
PVC noun aplastic materia often used
for covers of reference books because it
can stand a great deal of handling. Full
form polyvinyl chloride

pw abbreviation in Internet addresses,
the top-level domain for Palau

py abbreviation in Internet addresses,
the top-level domain for Paraguay



ga abbreviation in Internet addresses,
the top-level domain for Qatar

quad /kwod/ noun a sheet of paper
four times as large as a basic sheet

qualification  /kwolifr'kerf(a)n/
noun proof that a person has passed
examinations or reached a particular
level of skill

qualifier /'’kwolifara/ noun aword or
phrase added to an index heading to
differentiate it from other headingswith
the same spelling but different meaning

qualitative research /'kwolitotrv
r1,s3:tJ/ noun research which examines
the quality of something rather than its
quantity

quality /'’kwoliti/ noun a measure of
how good or bad something is

quality assessment /'kwolrti o
,sesmant/ noun amethod of measuring
how well a company is performing in
achieving its stated aims
quality control /'’kwoliti kon,troul/
noun the work of a department in a
company that checks that its products
are of satisfactory standard
‘“We identified that, by standardising
on a system across al sites, we could
reduce the amount of time and ﬁeople
needed to complete updates. The end
result was improved content on the
sites for our customers’, [a
spokesperson] said. The TV company
ho[)&e the new level of quality control
will also encourage morevisitorstoits
online stores.” [Computing]

quality  newspaper /kwoliti
'njuizperpa/ noun a newspaper that is
considered to have well-written and
thoughtful views about topics

quango /'kwaepngau/ noun an inde-
pendent advisory body set up by the
government, but having separate legal
powers within a restricted area of
activity

guantify /'’kwontifar/ verb to repre-
sent something in terms of figures so
that it can be counted or measured

guantitative research
/'kwontitativ r1,s3:tf/ noun research
that examines the effects of something
by using numbers and statistics

guantity /'kwont1ti/ noun the amount
or number of items o in quantity in
large amounts

quarter /'kwo:ta/ noun a fourth part
of awhole

guarter binding /'kwo:ts ,baindiy/
noun a binding on a cased book, where
the spine is covered with one material
such as leather or cloth, and the rest of
the cover is covered with another mate-
rial such as paper

guarter-bound /'kworto baund/
adjective denoting a book that is bound
in one material, usually leather, on the
spine and in another on the covers

quarter day /'kwo:to de/ noun the
last day of aquarter, every three months,
when payments are due: Lady Day 25th
March, Midsummer Day 24th June,
Michaelmas 29th September, Christmas
Day 25th December

guarter leather binding /,kwo:to
'ledo ,baindin/ noun a binding where
the spineis covered with leather and the
rest of the cover with paper

quarterly /'’kwo:tali/ noun anything
that isissued or paid every three months
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quarto /'kwo:tau/ noun asize of book
made by folding a standard sheet of
paper twice, to make four leaves or an
eight-page signature. Abbr 40

quasi- /kwerzar/ prefix used with
adjectives or lessfrequently with nouns,
to describe things which are very like
other things but not actually the same

quasi-official /kwerzar o'ftf(a)l/
adjective appearing to be officia, but
not really so

quasi-synonym / kwerzar
'stnanrm/ noun a word which appears
to be similar in meaning to another, but
actually is not

query /'kwrari/ noun 1. a question,
especialy a note asking the author or
editor to check the text 2. a question
mark m verb to ask a question about
something or to suggest that something
may be wrong o The sub-editor has
queried the date given in the index.
query facility /'kwrori fo,siliti/
noun a program, usually a database or
retrieval system, that allows the user to
ask questions and receive answers or
access certain information according to
the query

query language I'kwrari
Jeengwid3z/ noun a computer program-
ming language in a database manage-
ment system which allows asearch to be
done quickly and easily

question /'kwest [(a)n/ verb 1. to ask
somebody alot of questions 2. to imply
doubt about the truth of something

question mark /'kwest[(o)n ma:k/
noun a punctuation mark (?) used to
show that a question is being asked

questionnaire / kwest[a'nea/ noun
a written list of questions given to
people to answer to provide the infor-
mation for a survey

questionnaire design /kwestfo
'nea dr,zain/ noun the technique of

writing questionnaires in order to avoid
biasin the answers

queue /kju:/ noun aline of people or
tasks waiting to be dealt with

quick reference /,kwik 'ref(a)rans/
noun a system of finding answers to
queries which provides rapid but not
very detailed answers

qguicksort /'’kwikso:t/ noun amethod
of sorting and ordering information
very quickly on a computer

quorate /'kworrert/ adjective having
the minimum required number of
people at a meeting

guota sampling I'kwauta
,saxmplig/ noun a method of selecting
the population for a survey by choosing
afixed proportion of people from each
group

guotation /kwau'terf(a)n/ noun the
exact words said or written by some-
body and used by another person
guotation  dictionary /kwou
'terf(e)n ,dikf(a)nari/ noun a collec-
tion of famous sayings and writings
arranged al phabetically according to the
authors

guotation marks /kwou'terf(a)n
ma:ks/ plural noun punctuation marks,
either single quotes (* ’) or double
quotes (* "), which mark the beginning
and end of awritten quotation

quote /kwaut/ verb to repeat the exact
words written or said by somebody else
m noun o in quoteswritten inside quota-
tion marks

guotidian /kwou'tidion/ adjective
daily

guotient /'’kwau[(a)nt/ noun thelevel
or degree of a quality o The stress
quotient in that job is very high.
gwerty keyboard /'’kwa:ti kitbo:d/
noun the layout of keys on a computer
keyboard, the first six letters on the top
row from the left being QWERTY
which givesit its name
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rack /rak/ noun a frame for holding
things, often used for display purposes
radio /'rexdiou/ noun 1. equipment
used to broadcast speech, sounds and
data over long distances 2. broadcasting
to the public using this equipment o
Radio is a powerful medium for infor-
mation.

Radio Frequency ldentification
/rerdiou  fritkwonsi a1, dentifr
'kerf(a)n/ noun full form of RFID
radio phone /'reidiou foun/ noun a
mobile  two-way  communications
system that can access the public tele-
phone network

radio station /'reidiou ,steirf(o)n/
noun the place from where a particular
broadcasting company transmits its
programmes

ragged margin /raegid 'ma:dzm/
noun an uneven or unjustified right
margin to ablock of writing
RAM /rem/ abbreviation
access memory

RAM chip /'rem tfip/ noun a chip
that storesinformation allowing random
access

R&D abbreviation research and devel-
opment

random /'rendom/ adjective done
without any definite plan
random-access /rre&ndom '&kses/
adjective relating to the capability of a
computer to obtain information from
any memory location without having to
beginitssearch at the memory’s starting
point and work through it in sequence
random access memory
/,reendom 'akses ;mem(a)ri/ noun the
primary working memory in a

random

computer, used for the temporary
storage of programs and data and in
which the data can be accessed directly
and modified

random error /,reendom 'era/ noun a
computer error which has no special
reason

random number  /raendom
'namba/ noun a number that cannot be
predicted

random  sampling /rendom

'sarmplin/ noun a system of compiling
unbiased samples in a survey popula-
tion

Ranfurly Library Service
/renf3:li 'latbrori ,s3:vis/ noun »
Book Aid International

range /reind3/ noun a large free-
standing bookcase in a library that is
built to hold books on both sides

rank /repgk/ verb to put into order
according to size or merit

rapid /'reeprd/ adjective very quick
rare books /,rea 'buks/ plural noun
relatively modern books which are not
in print and are not easy to find
ratings /'rertigz/ plural noun a meas-
urement of size of the audience for TV
programmes

raw data /,ro: 'derto/ noun data that
has not yet been processed and
compiled by a computer

re /riz/ preposition used in business
English to refer to something which is
to be discussed o Re your letter of 12th
Sept, | can now tell you...

re- /riz/ prefix used with verbs and
nouns to indicate repetition o They will
re-order the book when it becomes
available.
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react to /ri'ekt tu/ verb to act in
response to an earlier event

read /rixd/ verb to look at and under-
stand what is written down

readable /'rizdob(a)l/ adjective 1.
ableto beread, alsoimplieswell written
and interesting 2. in a form which can
be processed e.g. by amachine o datain
computer-readable form

reader /'rizdo/ noun aperson or device
that reads written or printed texts
readership /'rirdofip/ noun the
number of people who read a publica-
tion

reading age /'rirdip exd3/ noun a
child’'s competence in reading, meas-
ured against the average competence of
children of the same age

reading group /'rirdig gru:p/ noun
agroup of people who meet regularly in
a social situation to discuss a book,
usualy a book that the group has all
read especially for that occasion
reading list /'rixdig list/ noun alist
of recommended books on a specific
subject

reading matter /'rizdig ,meets/ noun
anything which can be read

reading room /'rizdip ruim/ noun a
roominalibrary where userscan sit and
read quietly

Readme file /'ri:xdmi: fail/ noun a
computer information file containing
instructions about how to use a program
or information on latest devel opments
read only memory /ri:d ,ounli
'mem(a)ri/ noun full form of ROM
read/write head /ri:d 'rart  jhed/
noun a device in a disk drive that can
read data on adisk or add datato a disk
ready /'redi/ adjective prepared and
able to be used or to do something
ready money /redi 'mani/ noun
cash in notes and coins rather than
cheques, cards or other electronic
transfer forms

ready reference /redi 'ref(a)rons/
noun easily accessible information
realise /'riolaiz/, realize verb 1. to
understand what is happening 2. to
make a physical representation of an
ideaasin adesign

Really Simple Syndication /rali
,smmp(d)l ,sindr'kerf(e)n/ noun full
form of RSS

real-time system /ol tamm
,sI1stam/ noun a computer system
where data is inputted directly into the
computer which automatically proc-
esses it to produce information that can
be used immediately

ream /rizm/ noun 500 sheets of paper
in apack
COMMENT: For ordinary writing paper and
handmade paper, a ream is 480 sheets,
or 20 quires of 24 sheets each. For office
paper or printing paper a ream is 500
sheets, or 20 quires of 25 sheets.
reback /rir'bak/ verb to teke the
leather back off the spine of an old book
and replaceit

rebind /ri:'baind/ verb to remove an
old binding from a book and replace it
with another one o The stock of paper-
back copies have been rebound in PVC.
COMMENT: Rebinding means that the old
covers have to be stripped off, new
covers attached and the pages trimmed
again. At least one or two millimetres will
be lost at each of the three trimmed
edges.
recall /rr'ko:l/ noun 1. retrieva of a
document from an information store 2.
the number of relevant records returned
by a search, expressed as a percentage
of the total number of relevant records
in the database m verb 1. to request the
return of alibrary book 2. to bring back
data or text on to the screen of a
computer

‘Extensive print management
facilities include the ability to recall
and resize previous copy jobs without
rescanning, and the practica function
of being able to monitor and amend
print queues according to priority.’
[M2 Presswire]

receive /ri'si:v/ verb to accept things
that are sent or given to you

received opinion /risiivd 9
'pinjon/ noun an opinion or method
that is generally accepted as correct

Received Pronunciation /r1,si:vd
pra,nansi'erf(a)n/ noun the standard
accent of spoken British English with
no regional variations. Abbr RP
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records

recent/'rizs(a)nt/ adjective happening
only ashort time earlier

recently /'rizs(o)ntli/ adverb not long
ago o her recently-published book
reception /ri'sepfon/ noun 1. the
quality of radio or TV signal received 2.
an area for receiving visitors to a
building

receptionist /rr'sepfonist/ noun a
person who works in a reception area,
greeting and advising people who arrive
reciprocal /ri'siprok(o)l/ adjective
agreed because it is mutually beneficia
o a reciprocal arrangement which
meant they both made a profit

recode /riz'koud/ verb to change the
coding in a retrieval system so that it
will work in another system
recognise /'rekognaiz/, recognize
verb to see something and remember
that it has been seen before
recognised fact /rekognaizd
'feekt/ noun a fact which is generaly
accepted astrue

recognition /,rekag'nif(s)n/ noun a
process that allows something to be
recognised

recommend /reko'mend/ verb to
advise that something is good or useful
because you have experience of using it
recondite /ri'kondart/ adjective 1.
requiring a high degree of scholarship
or specialist knowledge to be under-
stood 2. dealing with material that istoo
difficult to be understood by those
without specia knowledge
reconfigure /ritkon'fige/ verb to
dter the structure of data within a
system

record /'reko:d/ noun 1. a written
account either on paper or in electronic
format 2. a measurement of some
achievement which has not been
surpassed o We have broken all sales
records with this title. m verb to write
down or preserve something on film or
tape so that it can be used for | ater refer-
ence

record analysis /'reko:d 9,nelists/
noun an analysis of the information
contained in a set of records

record clerk /'reko:d kls:k/ noun a
person who has the job of filing records

record control /'reko:d kan,troul/
noun asystem for organising records so
that they can be traced, referred to or
disposed of as necessary

record disposal /'reko:d dis
,pavz(d)l/ noun the process of
destroying records when they are no
longer needed

recorded information /r1,kordid
Jnfa'merf(d)n/ noun information
which has been recorded on tape or disk

record inventory 'rekoid
Jnvent(d)ri/ noun a list of al the
records held in a system

record management  audit
/'reko:d ;manid3zmont ,o:dit/ noun an
official check on the efficiency and
effectiveness of the record management
within an organisation

record management manual
/'rekord ,manidzmont ,manjual/
noun abook of instructions for users of
the record management system

record management
programme /'reko:d ;manidzmant
,prougrem/ noun a company policy
programme for the control of records

record management software
/'reko:d ,maenidzmont  softweo/
noun computer software which enables
records to be stored and retrieved
record office /'reko:d ,pf1s/ noun a
form of archive library
record retrieval [/'rekord 11
trizv(9)l/ noun the process of finding
documents and making them available
‘[Data  management software]
PilmageX(TM) = was  developed
specifically to increase efficiencies
associated with underwriting and
claim processing by reducing record
retrieval turnaround times by as much
as40%.’ [Market Wire]

record retrieval management
/'reko:d rrtrizv(s)l ,manidzmant/
noun the organisation and control of
record retrieval

records /'reko:dz/ plural noun docu-
ments which give information o The
names and addresses of authors are
kept in the company’ srecords. o Wefind
from our records that our invoice
number 1234 has not been paid.
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records information officer
/'rekoidz ,infomeif(a)n ,ofisa/ noun
1. an archivist who works in a records
office 2. a company information
specialist who manages the record
supply

record storage /'reko:d ,storidsz/
noun asystem of storing records so that
they can beretrieved easily

record supply /'reko:d so,plar/
noun the provision of records as
required

record transfer /'reko:d ,trensfa:/
noun the process of transferring records
from one system to another

record transfer document
/'reko:d trensfs: ,dokjumont/ noun
aform which gives details of the record
to be transferred and is used for record
control

record update /'reko:d ,apdert/
noun a system of keeping records up to
date by changing data as necessary
record vault /'reko:d vo:lt/ noun a
secure room where confidential records
can be kept safely

recover /ri'kava/ verb 1. to replace a
cover on adocument or book which has
been damaged 2. to get back something
that has been lost

‘With a few mouse clicks, even non-
technical end users can selectively
restore a deleted file, recover a
previous version of a file, or
completely restore the hard drive to a
pre-crash  working state’ [M2
Presswire]

recoverable Ir1'’kav(a)rab(d)l/
adjective ableto beretrieved after being
lost

recoverable error /r1,kav(a)rob(a)l
'era/ noun a program error that can be
corrected without causing a computer
program to fail or datato be erased irre-
trievably. For example, if a user enters
obviously wrong data, the program
might request a different entry.
recovery procedure /ri'’kav(o)ri
pra,sitdza/ noun methods of finding
what has been lost, especialy when
using a computer

rectify /'rektifar/ verb to correct a
mistake

recto /'rektou/ noun the right-hand
page of a book, usualy given an odd
number

recur /ri'ks:/ verb to happen again
once or several times

recurring subject  /r1,kairig
'sabjekt/ noun an item in a record
system that appears many times
redefine / rirdr'famn/ verb to change
the function or value assigned to a vari-
able

redirect /ri:dar'rekt/ verb 1. (in
computing) to send a message to its
destination by an alternative route 2. to
send mail to a new address &fter it has
been delivered to the old one

red tape /red 'terp/ noun officia
rules and regulations which seem to
have no obvious value

reduce /ri'dju:s/ verb to make some-
thing smaller in amount

reduction /ri'dakfon/ noun the act of
reducing something such as size or cost
o They were able to make a 75% reduc-
tion of the document on the photocopier
so fewer copies were needed and the
cost was less.

redundancy /ri'dandansi/ noun
words or symbols that do not add to
meaning

redundant /ri'dandont/ adjective 1.
no longer needed because it has been
replaced by amore up-to-date version 2.
able to be removed from data without
losing any information

reel /ri:l/ noun acircular holder around
which tape can be wound

reel off /ri:l 'of/ verb to repeat infor-
mation quickly from memory

reel to reel /ri:l to 'rizl/ adjective
playing data on one tape on to another
without enclosing it in a cassette
referee / refa'ri:/ noun a person who
provides information about whether
somebody known to them is suitable for
aparticular job

reference /'ref(e)rons/ noun 1. a
letter written by a person to support
somebody’s application for a job 2.
coded information which tells you
whereto find adocument or stored item
o our reference: PC/MS 1234 o Please
guote this reference in all correspond-
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ence. 3. an acknowledgement of some-
body else's work quoted in a written
document 4. a source of information,
e.g. adictionary or an encyclopediao a
reference book 5. a note directing a
reader’s attention to another source of
information
reference book /'ref(e)rons buk/
noun an information book such as a
dictionary, encyclopedia or directory in
which you can look things up
reference collection /'ref(o)rons
ko lekf(a)n/ noun books in a library
which can only be used within the
library and cannot be borrowed
reference database /'ref(o)rons
dertobers/ noun a large database
which can be searched for information
on a particular subject
reference interview /'ref(o)rons
JIntavju:/ noun adiscussion between a
user and the referencelibrarian to estab-
lish exactly what information is
required
reference librarian /'ref(o)rons lar
brearion/ noun aqualified person who
works in a reference library to control
the retrieval systems and supply infor-
mation
reference library /'ref(o)rons
Jarbrari/ noun a library where the
books and documents can only be used
within the building and cannot be
borrowed
‘Although copies of the sought-after
video are not for sde, a copy is
available to borrow from Crownhill
Library. Copies are aso held by the
central reference library, and by local
schoolsinthearea.’ [Evening Herald]

reference manual /'ref(o)rons
;manjual/ noun a book of instructions
about how to use a machine which can
be referred to when learning how to use
the machine or when problems occur
reference mark /'ref(o)rons ma:k/
noun a typographical symbol used to
draw the attention of a reader to a note
or bibliographica entry, e.g. an asterisk
or number

reference material /'ref(o)rons mo
,t1arial/ noun books, documents and
materials kept in a reference library or
designated area

reference number /'ref(o)rons
,namba/ noun a number or letter that
identifies a document and makes it
easier to find when it has been filed

reference request form
/,ref(o)rans ri'kwest form/ noun a
formwhich usersfill into give details of
exactly which reference books or docu-
ments they require to be fetched from
stock

reference source /'ref(a)rons so:s/
noun any source of information which
can be searched

reference tool /'ref(o)rons tu:l/
noun an index or retrieval system which
helps the user to search for information

referral /rr'fairsl/ noun the act of
sending something or somebody to a
person who is better able to ded with
them

referral centre /rr'fairal senta/
noun an organisation which directs
researchers to information and appro-
priate sources but does not supply docu-
ments

refer to /ri'fs: tu/ verb 1. to mention,
deal with or write about something o
She referred to an article which she had
seen in the Times. 2. to pass a question
on to someone el se to decide

reformat /ri:'formaet/ verb toformat a
computer floppy disk and so erase any
dataon it

refresh /ri'fref/ verb to update an
electronic device, especialy a visual
display unit or active memory chip, with
data

refusal /r1'fju:z(a)l/ noun adeliberate
statement that you will not do, say or
allow something

regenerate /ri'dzenorert/ verb to
reactivate something after a period of
decline, so that it isimproved

register /'redzista/ noun 1. an official
list of things such as names or events 2.
a ribbon attached to the binding of a
book to act as abookmark 3. the fact of
being correctly aligned with something
else on a page o The text is in register
with theimage. o Therunning headsare
out of register. m verb to make a record
of something on an officia list o to
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register for to put one's name on an
official list for something
registration /,redz1'strerf(a)n/ noun
the act of recording something on an
official list

registration card /,redz1'strerf(o)n
ka:d/ noun a card that isfilled in with
personal details to register for member-
ship of something

regress /ri'gres/ verb to return to an
earlier bad position

regular /'regjula/ noun a person who
frequently uses the same services m
adjective happening at equal intervals
regular edition /'regjulo 1,dif(s)n/
noun an ordinary edition, as opposed to
a particular type such as a de luxe or
book club edition

regulate /'regjulert/ verb to control
the behaviour of a situation or a
machine

reimburse /rizim'ba:s/ verb to pay
back money spent by somebody else
while they were doing something for
you

reinforced binding /rizinforst
'‘bamndig/ noun a binding which is
strengthened at the joints for heavy
wear asin alibrary, or for aparticularly
heavy book

reinstate /rixm'stert/ verb to give
somebody back a job that has previ-
ously been taken away

reissue /rir'tfur/ noun a book or
document that is made available again
after a period of time m verb to produce
or publish again something that has not
been available for along time

reject noun /'rizdzekt/ a product that
is not up to standard, so is sold cheaply
or not at al m verb /r1'dzekt/ to refuse
to accept something

rekey /ri:'ki:/ verb to re-enter lost text
or datainto a computer, or input text or
data in a different form, using a
keyboard

relate /ri'leit/ verb to show the
connection between two things
related work /r1,lertid 'w3ak/ noun a
document which has some connection
with another, eg. a supplement or
sequel

relational /rr'lerf(o)nal/  adjective
relating to a way of organising and
presenting information in a database so
that the user perceives it as a set of
tables

relational database /r1,lerf(a)n(o)l
'dertobers/ noun a database in which
al the items of data can be intercon-
nected. Data is retrieved by using one
item of datato search for arelated field.

relational index /rilerf(a)n(o)l
'indeks/ noun an index which shows
the relationship between works by the
use of symbols

relationship /rr'lerf(e)nfip/ noun
the way in which two things are
connected or linked together

relative /'relot1v/ adjective relating to
the qualities of something by comparing
it with something else

relative clause /'relot1v klo:z/ noun
aclausethat refersto and provides addi-
tional information about a preceding
noun or pronoun, often beginning with a
relative pronoun such as ‘who’, ‘which’
or ‘that’

relatively /'relotivli/ adverb in
comparison to other things o A rela-
tively small number applied this year
compared to last year.

relay /'rizler/ verb to transmit, broad-
cast or repeat what has been said or
written

release /rr'lizs/ verb to make some-
thing available

relevance /'relov(e)ns/ noun the
relationship to the subject

‘To the best of my knowledge no one
has yet conducted tests on the recall
and relevance ratios of Web site
searches conducted using search
engines, but it certainly seems that
thou% with diligence and luck recall

e high, relevancelsllkely to be

extremel low.’ [Information
Technol ogy and Libraries]
relevance ratio  /'relov(o)ns

reifiov/ noun the number of docu-
ments wanted in relation to the number
retrieved which are relevant to the
subject searched
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relevant  /'relov(e)nt/  adjective
connected with and appropriate for
what isbeing discussed or written about
reliability /r1lara'biliti/ noun the
quality of being reliable

reliable /rr'larab(a)l/ adjective able to
be trusted or depended on to function or
behave as expected

relocate / ri:lou'kert/ verb to move
data, people or an organisation from one
place to another

reluctant user /r1laktont 'juizo/
noun somebody who is forced to use a
service but does not want to o Some
children are reluctant users of the
school library.

remainder /ri'memda/ noun 1.
something left when demand has fallen
2. abook sold cheaply to clear stock m
verb to deal with abook as aremainder

remaindered publication /r1
;memdad pabli'’keif(s)n/ noun a
book that will not be reprinted because
demand has almost ceased and so the
stock is sold cheaply

remedial  /ri'mi:diol/  adjective
designed to correct a damaged situation
or previous learning failure

remedy /'remadi/ noun a successful
way of dealing with adifficult situation

remote access /rimaut 'akses/
noun accessthat is gained to acomputer
by means of a separate terminal

remote control /r;;mout kan'troul/
noun a system of controlling a device
from a distance by means of radio or
dectronic signals o Using remote
control she could listen to her answer-
phone messages when she was away
from the office.

removable /ri'muivab(a)l/ adjective
able to be taken away o The records
which were no longer needed were
removable.

rename /rit'neim/ verb to give a
different name to somebody or some-
thing o They renamed all the computer
files when they reorganised the system.

renew /ri'njui/ verb to extend the
period of time for which a contract or a
loan isvalid o They were told that they
could not renew their books because

they had been reserved by another
reader.

renumber /'spnik/ verb to change the
numbers on items or within a system
repaginate /ri:'paedszmert/ verb to
change the numbers on the pages in a
document

repetitive  /ri'petrtiv/
repeated many times
repetitive letter /ripetrtiv 'leto/
noun astandard |etter which isreprinted
with a different name and address each
time

replace /ri'plers/ verb 1. to put some-
thing back where it was before 2. to put
a new item in the place of one that is
broken, worn out or unsuitable o The
third paragraph should be deleted and
replaced by the new text as shown.
replacement /ri'plersmont/ noun a
person or thing that takes the place of
another o The new library book was a
replacement for the one that was lost.
replace mode /ri'plers moaud/ noun
an interactive computer mode in which
new text entered replaces any previous
text

replicate /'replikert/ verb to make an
exact copy of something such as an
action or research method

report /ri'po:t/ noun a forma docu-
ment that discusses a particular subject
or states exactly what happened

report generator r1'port
,dzenarerta/ noun a word-processing
facility for producing business reports
on personal computers

repository /rr'pozit(s)ri/ noun a
book or archive store
representations /,reprizen
'terf(e)nz/ plural noun a formal
request, complaint or statement made to
an official body

representative  /rrepri'zentotiv/
noun a person who acts on behaf of
another or of agroup

reprint noun /'rizprint/ copies of a
book made from the original, but with a
note in the publication details of the
date of reprinting and possibly a new
title page and cover design m verb /ri:
'print/ to print more copies of a book
after al the others have been sold

adjective
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reprinting /rii'printig/  adjective
relating to a note indicating that a book
cannot be supplied because it is being
reprinted

reproduce /rirpro'djuis/ verb to
produce copies of an item
reprographic equipment /ri:pro
‘grefik 1,kwipmont/ noun machines
such as photocopiers used to produce
copies of documents and materials

reprography /rr'prografi/ noun the
technique of producing copies

request /ri'’kwest/ verb to ask
formally for something
request document /ri'kwest

,dokjuomont/ noun 1. a form which
must be filled in asking for a restricted
document 2. a document that has been
requested for use in a closed access
system

request form /ri'kwest form/ noun a
form that is filled in to ask for an item
which is not immediately available

require /ri'’kwaroe/ verb 1. to need
something 2. to demand something
from somebody o to be required to do
to have to do something because of a
rule or regulation

requirement /ri'kwaromoant/ noun
something that is essential in order to do
what you want

requisite /'rekwizit/ adjective neces-
sary for a particular purpose o They
needed time to collect the requisite
number of references.

re-run /'ritran/ noun a film or
programme that is shown again

research /r1'sa:tf/ noun work that is
done to investigate something m verb to
investigate afield of study and discover
new facts about it

research and development /r1
,s3itf an dr'velopmont/ noun work in
an organisation which researches new
products or services and makes recom-
mendations. Abbr R&D

research assistant /ri'ssitf o
,sistant/ noun a person who helps a
writer by doing research for him or her

researcher /r1'sa:t [/ noun a person
who carries out research

research establishment /ri'sa:tf
es,taeblifmoant/ noun an institution
devoted to the work of research in a
particular subject area

research tool /ri'sa:tf tu:l/ noun a

system of discovering or measuring

facts, e.g. aquestionnaire
‘England's 149 public library
authorities are being encouraged to
save money by using a new online
reference tool from the Museums,
Libraries and Archives Council, the
first initiative of its kind in the
country.” [Datamonitor NewsWire]

reserve /r1'z3:v/ noun a supply of
things kept for use if the regular
supplies have been used before replace-
ments can be obtained

reserve collection /ri'za:iv ko
Jlek[(a)n/ noun 1. a set of books for
which there is little demand and which
are kept in a closed store 2. a set of
books for which there is heavy demand
asin an academic library and which are
put in a short loan collection for limited
period loan

reserved book /ri'za:vd buk/ noun
abook that has been specially requested
to be obtained asitisnot available at the
time of the request

reset /ri:'set/ verb to return a system
to its origina state so that it can start
again

resident font /rezid(e)nt 'font/
noun font data which is aways present
inaprinter or device and which does not
have to be downl oaded

residual  /ri'zidjusl/  adjective
remaining after everything else has been
used

resist /ri'zist/ verb to refuse to accept
or do something and even try to prevent
it happening

resistance to change /r1,zistons
to 'tfeind3/ noun a refusa to accept
changes often in working conditions or
practices

resolution /,reza'lu:f(d)n/ noun 1. a
formal decision taken at a meeting by
means of a vote 2. the solving of a
problem o Theresolution of her difficul-
ties with the immigration authorities
took a long time.
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resource /ri'zois/ noun information
in a variety of formats which is useful
and available

Resource /r1'zo:s/ noun » Museums,
Libraries and Archives Council
resource-based learning /r1,zo:s
berst 'lIsmnimy/ noun a method of
teaching in which the student is allowed
free accessto resourcesin order to solve
problems or undertake research on set
topics

resource centre /ri'zois ,sento/
noun a collection of books and audio-
visual materials which is organised for
people to use in schools or universities
respond /ri'spond/ verb to reply or
react to something said or done
response /ri'spons/ noun a reaction
or reply to an event, action or statement
response rates /ri'spons reits/
plural noun the percentage of people
who reply to a questionnaire or survey
responsibility /r1,sponsr'biliti/
noun o have responsibility for to have
aduty to deal with asituation or person
because of one's position
responsible /ri'sponsib(a)l/ adjec-
tive involving important duties and the
need to make decisions o be respon-
sible to to work under a controlling
person or body and have to report to
them

restart /ri:'sta:t/ verb to begin again,
often used as an option in computer
systems

restore /r1'sto:/ verb to return things
totheir previous state, position or owner
restrict /ri'strikt/ verb to limit some-
thing so that only a specific person or
group can have accessto it

restricted /ri'striktid/  adjective
limited to particular uses or people
restricted access /rr'striktid
&kses/ adjective only allowed to be
seen or used by named individuals or
groups o If the information is classified
as restricted access, only members can
useit.

result /r1'zalt/ noun the outcome of an
event or activity o The results of her
exams were so good that she was given
a scholarship for further study.

retailer /'rizterls/ noun a person who
sells goods to the public

retainer /rr'tema/ noun afee paid to
somebody so that they will be available
to work for you when required

retention schedule /rr'tenf(o)n
Jedju:l/ noun alist of documents held
for reference

retouch /ri:'tatf/ verb to improve a
photograph, painting or surface by
painting over parts of it

retrain /ri:'trem/ verb to teach some-
body new skills, or learn new skills

retrieval /rr'trizv(d)l/  noun the
process of finding items that have been
stored

retrieval system  /rr'trirv(9)l
,sIstom/ noun a system of organising
items so that information can be found
quickly and easily
‘Uttlesford District Council required a
back-up and retrieval system to meet
legidative  demands  regarding
information management and to more
cost-effectively  — and  efficiently
manage data Data growth was
outstripping capacity and the council
needed to comply with government
guidelines to make Information
available online.” [Computer Weekly]

retrieve /ri'trizv/ verb to get some-
thing back from where it has been
stored

retrospective / retrau'spektiv/
adjective concerned with things that
take effect from an earlier date than
when the decision is made o The
changes in the salary structure will be
retrospective to last April.

return /r1't3:n/ noun the act of giving
something back o The date for the
return of all the library books is next
week. m verb to give something back or
tochangeitsothatitisinitsearlier state
again o to return the company to its
former position by investing a large
amount of capital

return key /rr'ta:n ki:/ noun akey on
a computer keyboard which gives the
instruction for the machine to process
the data entered

return on investment /ri,t3:n on
m'vestmant/ noun a profit made by
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investing money in something which is
financially successful. Abbr ROI
retype /rir'tarp/ verb to type a word,
phrase or document again, usualy in
order to make changes or to correct
errors

revealing /ri'viilig/ adjective giving
away new, surprising or valuable infor-
mation

revert /ri'vait/ verb to return to an
earlier state or system o Although they
spoke slowly to theforeigner at first they
soon reverted to their normal speed of
talking.

review /rr'vju:/ noun an evaluation of
a book or other publication or a
performance m verb to look again a a
situation to assess what can be done
review copy /ri'vjur kopi/ noun a
copy of abook given to areviewer
revise /ri'varz/ verb 1. to change
something so that it is more accurate 2.
to go over work done earlier in order to
learn it more thoroughly

revised edition /ri'vaisd 1,dif(o)n/
noun a book that has been reprinted
with some changes, usually to bring it
up to date

revised plan /r1,vaisd 'pleen/ noun a
plan that has been changed after consid-
eration in order to make it more suitable
for the task to be done

revision /ri'viz(e)n/ noun 1. the
improvement and correction of atext 2.
a change which is made to improve
something 3. the activity of re-learning
work in order to do an examination

reward /ri'wo:d/ noun something
given in return for doing a thing well
rewrite /riz'rart/ verb to write some-
thing again with improvements

RFID /'a:fid/ noun an electronic
tracking chip which can be attached to
books so that they can be automatically
checked in and out. Full form Radio
Frequency Identification

rhetorical question /r1torik(s)l
'kwest fon/ noun aquestion that is used
as a statement and does not expect an
answer

rhyming dictionary /'raimiy
.dik[(a)nari/ noun a dictionary which

organises words in groups of rhymes so
that they are useful for writers of poetry

right aligned /,rart o'laind/ adjective
with the right-hand margin straight

right-hand corner /rart hand
'komna/ noun thetop or bottom corner at
the right side of a page or envelope

right justification /rart ,dzastifi
'kerf(a)n/ noun the process of aligning
the right-hand margin on a piece of text
so that the edge is straight

right justify /,rart 'dzastifar/ verb to
use a computer program to ensure that
the right-hand margins of text are
straight

rights /rarts/ plural noun the lega
right to publish something such as a
book, picture or extract from atext

rigmarole /'rigmaraul/ noun a long,
complicated story or procedure o She
told me some rigmarole about having
lost her ticket.

ring back /riy 'bek/ verb to tele-
phone somebody after they have tele-
phoned you first

ring binder /'riyp ,bamnda/ noun a
binder made of two hard covers with a
ring attachment into which papers can
be put, with holes punched in each sheet
of paper to slip over the metal rings
ring off /,rig 'of/ verb to finish atele-
phone call and replace the receiver
ring up /rm 'ap/ verb to telephone
somebody

risk /risk/ noun the danger or chance
of loss or injury o at your own risk
doing something with understanding of
the danger and accepting responsibility
for the outcome m verb to do something
even though you know it may have
dangerous or unpleasant results
RLOGIN /'a:,Iogin/ noun agateway to
Internet files. » Telnet

ro abbreviation in Internet addresses,
the top-level domain for Romania
road atlas /'roud ,&tlas/, road map
/'roud maep/ noun a map which shows
the roads that are passable by motor
traffic but does not include very small
roads or paths

road plan /'roud plen/ noun a map
showing all theroadsin an area
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rogue site /'roug sart/ noun a
website that acquires visitors by having
a domain name similar to that of a
popular site

ROI abbreviation return on investment
role /raul/ noun afunction or position
within an organisation

role playing /'raul ,plery/ noun the
activity of acting out the behaviour of
somebody different from oneself as part
of atraining exercise

roll call /'roul ko:l/ noun a way of
checking the people present by calling
out their names and waiting for them to
answer

rolling header /'rouliy 'hedol,
rolling footer /rouliy 'futa/ noun a
titlethat is repeated at the top or bottom
of every pagein a document

roll of film /roul ov 'film/ noun a
length of film wound round itself and
ready for usein acamera

ROM /rom/ noun a computer system
which alows data to be read but not
edited. Full form read only memory.
CD-ROM (NOTE: There is no plural for
ROM, and it is often used without the
article: The file is stored in ROM.)
Roman /'reuman/ adjective referring
to ancient Italy, and especially to the
Latin script

Romance language /ro'mans
Jleengwid3z/ noun any of the European
languages that are almost entirely based
on Latin, including French, Italian,
Spanish, Portuguese and Romanian
romanisation /,rovmonar'zerf(a)n/,
romanization noun tranditerating a
non-Western script into Roman charac-
ters

romanise /'rovmonaiz/, romanize
verb to trandliterate a non-Western
script into Roman characters o a
Romanised version of Chinese

Roman numerals  /rouman
'njurmoralz/, Roman figures noun
figureswritten I, 11, I11, 1V, or i, i, iii, iv,
etc. (as opposed to Arabic numeras
suchasl, 2, 3,4)

ROM cartridge /'rom ka:trids/
noun software stored in a ROM
mounted in acartridgethat can be easily
plugged into a computer

roster /'rosta/ » rota

rota /'rauta/ noun alist of people who
taketurnsto do ajob o According to the
rotait will be my turn towork late at the
library on Friday.

rotate /rou'tert/ verb 1. to movein a
circular way 2. to take turnsto do ajob
until everyone has had a turn before
starting again with the first one

rough trimmed /,raf 'trrmd/ adjec-
tive relating to an art book whose pages
arenot al trimmed to the same measure,
e.g. where only the excessively long or
wide pages are trimmed

round off /ravnd 'of/, round down
/,rauvnd 'daun/ verb to approximate a
number to a slightly lower one, e.g. 1.2
becomes 1

round up /,raund 'ap/ verb to approx-
imate a number to aslightly higher one,
e.g. 1.9 becomes 2

roundup /'ravndap/ noun asummary
of everything that has been said and
shown before o The newscaster gave a
roundup of the evening’s news.

routeing /'ru:tig/ noun distribution of
written information among members of
staff according to arouteing list

routeing list /'rustiy list/ noun alist
of names attached to the front cover of a
document which is passed round several
people to be read

routine /ru:'tizn/ adjective done every
day asaregular part of one’sjob m noun
aprocedure which, if followed, helpsto
perform tasks in an efficient and organ-
ised way
‘In practice, Knowledge Management
encompasses both technological tools
and organizational routines in
overlapping  parts. Knowledge
Management is not just about creating
a new department and implementing
technology but rather about a change
management process.’ [M2
Presswire]
row /rou/ noun a horizontal line in a
table, as opposed to columns which are
vertical
royal /'rorol/ adjective a traditional
size of book and paper (25 x 20 inches)

COMMENT: The metric royal paper sizes
are: royal octavo (234 x 156mm), royal
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quarto (312 x 237mm); the quad royal
sheet is (1272 x 960mm).

RP abbreviation 1.
Received Pronunciation
RSS noun a format which alows
pieces of microcontent to be sent as an
automatic feed from their source to
another website or a handset device.
Full form Really Simple Syndication
RTF noun a text file format which
includes text commands that describe
the page, type, font and formatting o
The RTF format allows formatted pages
to be exchanged between different
word-processing software. Full form
rich text format

.rtf suffix afileextensionfor an RTFfile
ru abbreviation in Internet addresses,
the top-level domain for Russian Feder-
ation

rubber-stamp /,rabs 'stamp/ verb
to agree to something without discus-
sion or thought m noun a small block of
rubber, metal or wood which is used in
combination with ink to makeamark on
something to show that it isofficial or to
show ownership

rubric /'ru:brik/ noun aset of rules or
instructions like those at the beginning
of an examination paper

rule /ru:l/ noun a regulation telling
what isand is not allowed

reprinting 2.

ruled paper /'ruild ,perpa/ noun
paper that has lines printed on it for
writing on

ruler /'ru:lo/ noun along, flat object
calibrated in inches or centimetres
which is used for measuring or drawing
straight lines

ruling /'ru:lig/ noun an official deci-
sion which must be obeyed

run /ran/ verb 1. to take charge of and
be responsible for an organisation or
activity o The head librarian will be
running the next course. 2. to make a
machine work o They run the computer
every day. 3. o torun risksto do things
even though you redise the result may
be dangerous or not what you expect m
noun o in the long run over a long
period of timeo in the short runin the
near future

run down /ran 'davn/ verb 1. to
reduce the amount of work done by a
department or organisation 2. to criti-
cise somebody aggressively
run-down /ran 'daun/ adjective in
poor condition

running title /,raniy 'tart(s)l/ noun a
title that appears throughout a book or
document at the top of each page

rw abbreviation in Internet addresses,
the top-level domain for Rwanda
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sa abbreviation in Internet addresses,
the top-level domain for Saudi Arabia
sabbatical /so'betik(d)l/ noun a
period of time during which ateacher or
lecturer is alowed to leave their duties
for the purpose of study or travel
saddle stitch /'saed(o)] strtf/ noun
in bookbinding, amethod of binding the
pages of a smal book or magazine
together by folding it in haf and
stitching along the line of the fold

safe deposit box /serf di'pozit
,boks/ noun a box for the safe keeping
of personal documents, usually stored
in abank

safety measure ['serfti ,mezo/
noun a regulation to ensure that activi-
ties do not endanger anyone

saga /'saiga/ noun 1. a long story
about a particular time in history or
group of people 2. a story written
between the 12th and 14th century
about the Norwegian Vikings

salary /'selori/ noun money that is
paid, usually monthly, to somebody for
their job

sales /seilz/ plural noun the quantity
of a product or service that is sold o
Sales of information are becoming more
common nowadays.

sales department ['seilz dr
,paitmant/ noun a department in a
company which organises the sales of
its products

sales force /'seilz fa:s/ noun agroup
of saes people working for one
company

sales literature /'setlz Iit(a)ratfa/
noun printed information such as leaf-
lets or prospectuses which helps sales

Salon du Livre /salon du 'lizvra/
noun a book fair in a French-speaking
country, e.g. the Paris Salon du Livre
sample /'saixmpal/ noun asmall quan-
tity of a product used to show what it is
like

sans serif /,senz 'serif/ noun astyle
of printing letters with all lines of equal
thickness and no serifs

satellite /'satolart/ noun a device
sent into space to collect information or
to be part of a communications system
satire /'setara/ noun writing which
aims to make readers or an audience
recognise the foolishness of people,
organisations or events in an amusing
way

satirical /sa'tirik(9)l/ adjective using
satire

satisfaction / setis'fak[on/ noun a
feeling of contentment that comes from
having what you want

satisfactory /,setis'faekt(o)ri/
adjective acceptable or good enough for
a purpose

saving /'servig/ noun a reduction in
the amount of time or money needed to
accomplish a purpose

sb abbreviation in Internet addresses,
the top-level domain for Solomon
Islands

SBN abbreviation Standard Book
Number

SC abbreviation 1. single column 2. in
Internet addresses, the top-level domain
for Seychelles

scale /skeil/ noun 1. aset of marks or
standards for measuring things 2. the
size or level of something in relation to
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what is usua o Scale of development
was very difficult to estimate.

scan /sken/ verb 1. to look at some-
thing very quickly in order to see what
it is about 2. to examine periodicals
routinely in order to keep users
informed of new material 3. to use a
machine to read coded data m noun
examination of an image or object to
obtain data

scanner /'skena/ noun a machine
that converts documents, drawings or
photographs into machine-readable
form
COMMENT: A scanner can be a device
using photoelectric cells as in an image
digitiser, or a device that samples data
from a process. One type of scanner
reads the barcode on the product label
using a laser beam and photodiode;
another can read text and by recognising
characters, stores them as data on a
computer; yet another type will scan
colour originals and carry out colour
separations.
scanning /'skaniy/ noun the action
of examining and producing data from
the shape of an object or drawing

scatter /'sketo/ verb to distribute
things widely and without any order

scatter graph /'sketo gra:f/ noun a
diagram of individua points or values
plotted on atwo-axis graph

scavenging /'skevind3m/ noun the
act of searching through and accessing
database material without permission

scenario /st'na:riou/ noun theway in
which a situation is likely to develop o
The planners took account of the worst
possible scenario.

schedule /'fedju:l/ noun 1. awritten
list of information, e.g. prices, condi-
tions, dates and times 2. a detailed
written programme of events and times
m verb to include an activity in aplan or
list

schema /'skirma/ noun an outlineof a
process, plan or database structure

scholarly books /'skolali buks/
plural noun books published on univer-
sity and academic subjects

scholarly press /'skolali pres/ noun
a publishing company which publishes
scholarly books

school /sku:l/ noun 1. a faculty,
department, or institution that offers
specialised instruction in an academic
subject 2. al the staff and students of an
educational ingtitution 3. a place or
period of activity regarded as providing
knowledge or experience m verb to train
somebody in aparticular skill or area of
expertisein athorough and detailed way
school book /'sku:l buk/ noun an
educational book, a book published for
use in schools
school edition /'sku:l 1,dif(e)n/
noun an edition of a book specially
made for sale to schools
school librarian /sku:l lar
'brearion/ noun a specialy-qualified
librarian employed to run the resource
centre or library in a school
school library /sku:l ‘larbrori/
noun 1. a small library specialy
designed and stocked to cater for the
needs of the pupils and staff of a school
2. alibrary which is part of a school
‘Inspectors said lack of funds meant
many school libraries were unable to
deliver the wide range of up-to-date
books needed to support children’s
learning across the curriculum.
“Reading is the cornerstone of
learning but children need books to
read. The school library is often a
primary source of reading material for
youngsters, as well as avital learning
resource”.’ [The Independent]

School Library Association
/,sku:l 'larbrari 9,sausie1f(a)n/ noun a
sub-section of the Library Association
specialy for the support of school
librarians. Abbr SLA

School Library Service /skul
'latbrari ,s3:vis/ noun part of the
public library service which supports
school libraries and teachers. Abbr SLS
school of librarianship /,sku:l ov
lar'brearianf1p/ noun a department in
an institute of higher education which
trains librarians and information
specialists

science /'sarons/ noun knowledge
which can be tested and proved usually
according to natural laws

science fiction /sarons ‘'fikfon/
noun fiction books based on imagina-
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tive ideas about the future on this and
other planets

scissors and paste job /,s1zoz an
'peist dzpb/ noun a book or article
made almost entirely of passages from
other works

SCONUL  abbreviation  Standing
Conference on Nationa and University
Libraries

SCOOP /sku:p/ abbreviation
Standing Committee on Official Publi-
cations

scope /skaup/ noun the area covered
by an activity or piece of work
SCOPE /skoup/ abbreviation System-
atic Computerised Processing in Cata-
loguing

score /sko:/ noun aprinted version of
amusical work

Scottish Vocational Qualifica-
tion /,skotif vou keif(a)nal kwolrf1
'kerf(a)n/ noun a work-related qualifi-
cation gained in Scotland after a period
of post-school training. Abbr SVQ
scrapbook /'skrapbuk/ noun abook
of large blank pages into which
cuttings, pictures and photographs can
be stuck

scratch pad /'skret| pad/ noun an
area of computer memory used for
temporary storage of data

screen /skriin/ noun a flat surface
capable of displaying pictures and
words m verb to investigate or check
people or things for a specific fault or
danger o The information was screened
to check that it was completely accu-
rate.

screen editor /'skriin ,edrta/ noun
software that allows the user to edit text
on screen, with one complete page of
information being displayed at atime
screenful /'skri:nful/ noun one
complete frame of information
displayed on a computer monitor
script /skript/ noun 1. the written text
of aplay or film 2. handwriting whichis
made to look like printing

scroll /skraul/ noun aroll of paper or
parchment containing writing m verb to
move text up or down acomputer screen
one line at atime o to scroll down-
wardsto move down the text on screen

towards the end of a document o to
scroll upwards to move up the text on
screen towards the beginning of adocu-
ment

scrub /skrab/ verb to wipe informa-
tion off a disk, or remove data from a
store o Scrub all files referring to 1994
taxes.

sd abbreviation in Internet addresses,
the top-level domain for Sudan

SD disk abbreviation single density
disk

Sse abbreviation in Internet addresses,
the top-level domain for Sweden

seal /si:l/ verb to close something so
that it is airtight and cannot be opened
easily o Once an envelope is sealed it
should only be opened by the addressee.
search /sa:tf/ verb to look through a
document in order to find aspecificitem
or word m noun the process of identi-
fying a character, word or section of
datain a document or file

search and replace /,s3:tf an r1
'plers/ noun afacility on a word proc-
essor which alows the user to find
words or strings of characters and
change them

search directory /[/'saitf dar
rekt(o)ri/ noun a website in which
linksto information are organised into a
categorical, aphabetical hierarchy to
provide the broadest responseto aquery
search engine/'s3:t ,end3in/ noun
software that carries out a search of a
database when a user asks it to find
information. On the Internet there are
many search engines that list al the
websites and allow a user to find a
website by searching for particular
information.

search routine /'sa:tJ ruz,timn/ noun
software which allowsthe user to search
for an item in a database

search skills /'saitf skilz/ plural
noun the ability to search efficiently
through a database, reference or library
for specific information

search strategy /'sait| streetodzi/
noun aplan for searching a database for
information using specific keywords in
order to maximise the use of computer
time
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search term /'saitf ta:m/ noun a
word or phrase input into a database to
find the relevant records

‘Hopkins said web sites can increase
the number of hitsthey receive from a
search term in several ways, including
increasing site content relating to that
term or product and spending more on
being listed as a sponsored link to that
term on other sites, as well as search
engines such as Google’ [Retail
Week]
seasonal analysis /siiz(a)n(a)l o
'‘neelisis/ noun a method of analysing
data which takes into account the
seasonal variations throughout the year
second /'sekand/ noun 1. something
that is counted as number two in aseries
2. asixtieth part of a minute m verb to
support a person or proposal
secondary /'sekond(o)ri/ adjective
second in importance
secondary education
/,sekond(o)ri ,edju'kerf(a)n/ noun the
period of schooling between primary
school and further or higher education,
usually from about 11 to 16 or 18 years
of age
secondary entry /sekond(o)ri
‘entri/ noun a catalogue entry which is
not the main entry
secondary school /'sekond(o)ri
sku:l/ noun a school that provides
education after primary school
secondary source /sek(o)ndori
'sors/ noun areference that has already
been quoted in another document
second best /;sekond 'best/ adjec-
tive considered to be dlightly inferior,
not the best of itskind
second-class /sekand 'kla:s/
adjective lessexpensive or less comfort-
able than the best category o The price
of a second-class ticket is half that of a
first class.
secondhand /,sekond'hend/ adjec-
tive relating to something that has been
previously owned by somebody else
second language  /,sekond
'leengwid3/ noun alanguage that some-
body speaks quite fluently and uses for
work but which is not their mother
tongue

secondment /st'’kondmont/ noun a
limited period of time working at some-
thing away from one's usual duties
secret /'sitkrat/ noun apiece of infor-
mation that is known only to a few
people and is intentionaly withheld
from general knowledge

section /'sekfon/ noun 1. part of a
book which is made from one sheet of
paper o The book is printed in 32-page
sections. » signature 2. asupplement to
a hewspaper or magazine o The paper
has a special travel section on Satur-
days.

sector /'sekto/ noun a division of a
group or area which is aso part of a
larger one

secure server /s1,kjuo 's3:va/ noun
an Internet server that alows for the
encryption of data and thus is suitable
for use in e-commerce

Secure Sockets Layer /sikjuo
'spkrts ,lera/ noun a secure format for
sending documents which are encrypted
and decrypted using two specia keys.
Abbr SSL

secure system /sikjuo 'sistom/
noun a system that cannot be accessed
without the permission of the owner
security /sr'kjuariti/ noun measures
taken to make a place or person safe
from attack or danger

security barrier /st'kjuartti beerio/
noun a device which prevents users
leaving a library with materials that
have not been checked out

security device /sr'kjuerrti dr
,vars/ noun something that ensures the
safety of aplace or person o A password
is a security device which protects
computer files.

security  system  /sr'kjuorrti
,sistam/ noun a system of alarms and
guards which protects a building or
organisation from burglars

see /sii/ verb an indexing command
referring the user to a different entry o
see also an indexing command referring
the user to additional entries for
comparison or added information
seek /si:k/ verb to look hard for some-
thing or somebody o seek to do some-
thing to attempt to do something
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segment /'segmant/ noun one part of
the total which can be treated separately
select /s1'lekt/ verb to find and choose
specific information or data

select committee /s1,lekt ko'mirti/
noun a government committee chosen
to do aparticular task in alimited time
selection /s1'lekfon/ noun arange of
products and services available and
chosen

selective  /sr'lektrv/  adjective
choosing what to do, say or buy with
great care

self-cover / self 'kava/ noun acover
which is printed on the same paper as
the text of the book, used for brochures
and small books

self-financing /self far'nansig/
adjective not dependent on any outside
source of funds

self-help /,self 'help/ noun provision
of support through informal groups of
people with similar experiences
self-study /,self 'stadi/ noun aform
of education in which people can study
a their own pace and in their own
homes, often using courses or informa-
tion available on the Internet
self-wrapper /self ‘'repa/ noun
same as self-cover

selling rights /'selig raits/ plural
noun the legal right to sell specific
goods or services

semantics /si'mentiks/ noun a
branch of linguistics which deals with
the meanings of words

Semantic Web /simantik 'web/
noun a diagrammatic representation of
al pieces of data and links between
them on the World Wide Web
semester /si'mesta/ noun one divi-
sion of the academic year in colleges
and universities

semi- /semi/ prefix combining with
nouns and adjectives to form words
which describe something thatisonly in
apart state

semicolon /;semi'koulon/ noun a
punctuation sign (;) used to join rather
than separate two parts of a sentence, as
in ‘the safe that had been broken into
was on one side of the room; the other
safe appeared to be intact’

semiliterate /,semi'lit(o)rot/ adjec-
tive 1. unable to read or write properly
2. US having only limited under-
standing of a particular subject, espe-
cialy atechnica one

seminar /'semina:/ noun a meeting
of a group of people called together to
discuss a particular topic

semiotics /,semi'ntiks/ noun the
science of signs

semi-structured /,semi 'strakt [ad/
adjective partly controlled by astructure
and partly free

semi-structured interview /,semi
,straktfad 'mtovjui/ noun an inter-
view which is conducted partly with
pre-written questions and partly giving
the opportunity to talk freely
semi-structured questionnaire
/,semi ,straktfod kwest[a'nea/ noun
a set of questions some of which are
closed and some of which require open
answers

send /send/ verb to arrange or cause
something to be transported from one
place to another, either physicaly as by
post or electronically asin e-mail
sense /sens/ noun the possible
meaning of words or phrases m verb to
become aware of something either
personaly or through a machine
senseless  /'senslos/  adjective
having no apparent meaning

sensible /'sensib(a)l/ adjective able
to think and behave in a logical and
common-sense manner

sensitive  /'sensitrv/  adjective
strongly able to be aware of feelings
sensitive  subject  /sensitiv
'sabjekt/ noun atopic that is liable to
cause strong feelings when discussed
sensitivities /sensi'tivitiz/ plural
noun subjects that are likely to cause
argument so must be approached very
carefully

sentence /'sentans/ noun a group of
words which is complete in itsdlf,
containing a subject and a verb
separate /'seporert/ verb to cause
two thingsto be apart and unconnected
separator /'separerta/ noun a piece
of card or plastic that keeps things apart
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o The file had different colour separa-
torsfor each division.

sequel /'sitkwal/ noun abook or film
which continues the storyline of a
previous one with the same characters

sequence /'sitkwons/ noun an
arrangement which follows a consecu-
tive order

sequential /si'’kwenf(o)l/ adjective
in which things follow each other in a
pre-arranged order

sequential access /s1,kwen[(o)l
'zkses/ noun the state of information
only being ableto be accessed in agiven
order
‘...nooneisseriously expecting atape
replacement, in large part because
tape volumes continue to vastly
outstrip any competitive technologies.
For al its sequential-access
inconvenience and sheer  old-
fashioned aura, tape has remained the
reliable performer at the end of the
enterprise data chain.” [Computing]

sequential access storage /si
kwen[(a)l 'ekses ,storrrd3/ noun a
storage medium whose datais accessed
sequentially

serial /'srorial/ noun 1. a journa or
magazine that is published at regular
intervals 2. a story published in regular
instalments = adjective referring to a
series

Serial Line Internet Protocol
/,starial lamn 'intonet | proutokpl/
noun a dia-up phone link to the
Internet. Abbr SLIP

serial number /'storial ,nambo/
noun a number given to an item which
identifiesit by its position in a sequence
serial processing /,storial
'‘prausesiy/ noun the organisation of
journals so that they can be retrieved
easily

serials crisis /'sioriolz  kraisis/
noun the problems facing a library
when subscriptions to academic jour-
nals become too costly to maintain
serials department /'sroriolz dr
,pa:tmoant/ noun a section of a library
with responsibility for organising the
journals and periodicals purchased by
the organisation

series /'sioriiz/ noun a group of
related items ordered in a sequence, e.g.
thevolumesin a set of books o ‘At Lady
Molly's' is the seventh title in the
‘Dance to the Music of Time' series.
series authority file /sroriiz o:
'Oor1ti ,farl/ noun alist of series head-
ings used in a catalogue with the refer-
ences made to them from other forms
series title /'stariiz ,tart(s)l/ noun
thetitle given to a series of books, each
one of which hasits own separate title
serif /'serif/ noun 1. asmall decorative
line added to letters in some fonts. o
sans serif 2. a font which uses serifs,
such as Times New Roman

server /'s3:va/ noun a computer with
alarge storage capacity which provides
afunction to anetwork of terminals
server farm /'saivo faxm/ noun a
business consisting of a group of
Internet servers, al of which are linked
to one another and are engaged in web
hosting

service /'s3aivis/ noun work which
supports another person’s or organisa-
tion's activities m verb to clean, adjust
and repair a machine so that it keeps
running

service agreement /'s3ivis 9
,grizmont/, service contract /'s3:vis
Jkontraekt/ noun an arrangement with
the suppliers of amachine that they will
maintain it regularly and repair it if it
goes wrong

service point /'s3:vis point/ noun a
place in alibrary or information centre
at which the publicis served

service provider ['s3ivis pro
,varda/ noun a company that provides
people and businesses with accessto the
Internet, usually charging amonthly fee
set /set/ noun agroup of related items

setting /'setiy/ noun 1. the time and
place where the action of abook or film
happens 2. the position of the controls
on amachine o There are two settings:
fast and slow.

sextodecimo /sekstou'desimou/
noun a size of book page traditionally
created by folding a single sheet of
standard-sized printing paper four
times, giving 16 leaves or 32 pages
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shorthand typist

Sg abbreviation in Internet addresses,
the top-level domain for Singapore

SGML /,es dzi: em'el/ noun a hard-
ware-independent  standard  which
defines how documents should be
marked up to indicate bolds, italics,
margins and so on. Full form standard
generalized markup language. »
HTML, XML

sh abbreviation in Internet addresses,
the top-level domain for St Helena

shade /ferd/ noun a variation in the
colour or black and white texture of
printing produced by adding black =
verb to colour in a section of adrawing
by adding a darker colour or a textured
pattern

shadow /'fedou/ verb to follow
somebody closely throughout their
working day in order to study what they
do

share /[eal noun one of the parts into
which the capital of a company is
divided, which can be bought by inves-
tors m verb to own or use something
together with somebody else

shared resources /Jeord rI1
'zo1s1z/ plural noun working materials
which are used by severa groups, e.g.
schools or companies

‘For examsﬂle, the secondary school
can now share the skills of its ICT
technicians and admin staff with hard-
pressed primary colleagues in
activities such as preparing lessons
and materials, and creating pupil
displays. Such shared resources will
free up teachers to be more productive
and give them greater control over
their working week.” [The Guardian]

sheaf /[i:f/ noun a bundle of long or
thin things o He was carrying a sheaf of
papers.

sheet /[i:t/ noun alarge flat piece of
material or paper

sheet feed /'fi:t fi:d/ noun a device
that feeds single sheets of paper into a
printer one at atime

shelf /felf/ noun a horizontal piece of
wood or metal attached toawall, orina
bookcase or cupboard (NoTE: The plural
is shelves.)

shelfback /'felfbak/ noun the spine
of abook

shelf label /'felf ,letb(s)l/ noun a
written notice attached to alibrary shelf
which indicates the classification of the
books stored there

shelf life /'felf laif/ noun the period
of time that an item is likely to last
before it needs replacing

shelf list card /'felf list ,ka:d/ noun
a card which lists the items held on a
particular shelf

shelf mark /'felf ma:k/ noun the
classification or call number of a book
shelf number /'felf ,namba/ noun a
number allocated to a shelf to assist the
retrieval of books

shift /f1ft/ noun aperiod of time spent
at work at any time during a 24-hour
period o Librarians often have to work
an afternoon and evening shift.

shift key /'[ift ki/ noun akey on a
keyboard which raises a letter to a
capital or combines with other
command keys for word-processing and
computing functions

ship /fip/ verb to transport goods by
sea

shipment /' fipmont/ noun a quantity
of goods, usually of the same kind, sent
together to a destination by any form of
transport, not just by seao The shipment
of library equipment has just arrived at
the airport.

shoot /fu:t/ verb to use a camera to
take photographs or make afilm

short /fort/ adjective having only a
few words or pages

shorten /'fa:t(a)n/ verb to reduce the
length of something

shorthand /'foithaend/ noun a
system of signs and symbols which
enables spoken words to be written
down very quickly

short-handed /Joit  'handid/,
short-staffed /,[ort 'sta:ft/ adjective
without enough people to do the work
required

shorthand  typist / Joitheend
'tarprst/ noun aperson who takes down
dictation in shorthand and then tran-
scribes it into typewritten form
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shortlist /'[ortlist/ noun a small
group chosen from alarger group, from
which the final choice is made o Five
tittes were on the shortlist for the
Booker Prize. m verb to choose a few
names of people or titles of books from
a longer list, as a first step towards
deciding on a person for a job or the
winner of a competition o Shortlisted
candidates will be asked for an inter-
view.

short loan /'fo:it loun/ noun a
restricted period for borrowing library
items

short loan collection / fa:t 'loun
ko lek(a)n/ noun books and materials
in alibrary which are in heavy demand
so can only be borrowed for a very
limited time

short run /'fo:t ran/ noun aprint run
of only asmall number of copies
short-term / foit 'taim/ adjective
only relevant to the near future
short-term planning /,fo:t tamm
'pleeniny/ noun decisions about what
will be donein the near future

shot /fpt/ noun a photograph or still
frame from afilm

shoulder /'faulda/ noun the edge of
the spine of a book, which sticks out
slightly

show /fou/ verb to take something to
somebody and enable them to seeit
show of hands /,fou ov 'handz/
noun a method of counting votes by
counting the number of raised hands
shred /fred/ verb to cut something
into long thin strips

shredder /'[reda/ noun a machine
that cuts paper into very small pieces,
usually long thin strips, used to destroy
confidential documents

shut down / fat 'davn/ verb 1. to
close a factory, shop or organisation
permanently or temporarily 2. to close
down a computer or engine temporarily
Si abbreviation in Internet addresses,
the top-level domain for Slovenia

side /sard/ noun one surface of some-
thing flat such as a tape or piece of
paper o It is possible to record on both
sides of this tape.

side by side /,said bar 'sard/ adjec-
tive next to each other

side with /'said w10/, side against
/'sard 9,genst/ verb to support or
oppose somebody in an argument

sign /sam/ noun a piece of wood,
plastic or metal with words or pictures
on it giving information m verb to write
one'ssignature on adocument o to sign
for to put your signature on an official
document to say that you have received
something o to sign in write your name
on alist to say that you have arrived o to
sign on to agree to a contract

signal /'sign(e)l/ noun a way of
sending a message over a distance by
physical or electronic methods

sighatory /'signat(o)ri/ noun a
person who hasthelegal right to sign an
official document

signature /'signit s/ noun 1. a way
of writing your namewhich is special to
you and can be recognised as yours by
other people 2. a specia authentication
code such as a password which a user
gives to prove their identity before
accessing a system or before the execu-
tion of atask 3. a sentence or paragraph
used to end e-mall messages and
comments posted on the Internet.
Normally a signature should be short —
no more than four lines — and might
include a short advertisement for your
services and your e-mail address. 4. a
printed sheet, folded into 16, 32 or 64
pages (NOTE: The folded set of printed
pages is technically speaking a
‘section’, while the ‘signature’ is the
identifying number or letter on it
However, ‘signature’ is commonly used
to mean the set of pages themselves.)
COMMENT: Note that the folded set of
printed pages is technically speaking a
‘section’ while the ‘signature’ is the
identifying number or letter on it;
‘signature’ is however commonly used to
mean the set of pages themselves.

sighed edition /'saind 1,dif(o)n/

noun a copy of a book autographed by
the author

significance /sig'nifikons/ noun the
importance, special meaning or value of
something
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significant /sig'nifikont/ adjective
of particular importance

signh language /'samn lengwidz/
noun communication, or a system of
communication, by gestures as opposed
to written or spoken language, espe-
cialy the highly developed system of
hand signs used by or to peoplewho are
hearing-impaired

silverfish /'silvofif/ noun a small
silvery wingless insect with three long
tail bristles and two long antennae,
which feeds on the starch of books

Silver Platter Information / silva
'pleto ,infomerf(a)n/ noun an organi-
sation set up specifically to provide
information by using CD-ROM tech-
nology with microcomputers

similar /'similo/ adjective having
features that are almost the same as
something else

Simple Mail Transfer Protocol
/,stmp(9)] 'meil traensfa: prouvtokol/
noun a standard protocol which alows
electronic mail messages to be trans-
ferred from one system to another,
normally used as the method of transfer-
ring mail from one Internet server to
another or to send mail from acomputer
to a server. Abbr SMTP

simplify /'stmplifar/ verb to make
something less complex

simulate /'simjulert/ verb to copy
actions, feelings or objects to produce
something that looks similar or acts in
the same way

simultaneous /,stm(a)l'ternios/
adjective happening at the same time

sine loco /;sami 'lpkou/ phrase a
Latin phrase used in catalogue entriesto
signify no place of publication. Abbr
s.l.

sine nomine /sami 'nominer/
phrase aLatin phrase used in catalogue
entries to signify no known publisher.
Abbr s.n.

single density disk /smg(o)l
densiti 'disk/ noun a standard
magnetic disk able to store data. Abbr
SD disk

single out /;sig(d)l 'avt/ verb to
select one person or thing from a group

single-sided disk /,smg(o)l ,sardid
'disk/ noun a computer disk which can
only be used to store data on one side
single user /,sigpg(a)l 'juiza/ adjec-
tive to be used by one person

singular /'smgjulo/ adjective 1. a
grammatical term to describe words
which refer to just one thing 2. unusual
or eccentric

SIS abbreviation strategic information
services

site engineer /'sart end31,n1a/ noun
an engineer who is alocated to a partic-
ular site to maintain the equipment and
machines

site licence /'sart lars(o)ns/ noun an
official permit to an institution and its
staff to use particular software
situations vacant column
/;sitjuerf(o)nz  'veik(e)nt  kolom/
noun alist of job advertisements printed
in a newspaper

sixteenmo /'siksti:znmou/ noun 1. a
book that is printed in 32-page sections
2. an American book size about 6 or 7
inches high » abbr 16mo

16mo abbreviation sixteenmo

64mo abbreviation sixty-fourmo
sixty-fourmo /siksti 'formou/ noun
asize of book pagetraditionally created
by folding a single sheet of standard-
sized printing paper six times, giving 64
leaves or 128 pages. Abbr 64mo

size /saiz/ noun 1. the physica dimen-
sions of something, which tell how big
or smal it is, usualy indicated by its
height and width 2. a mixture of gela-
tine, alum and formaldehyde used to
coat paper surfaces m verb to calculate
the size of something o to size up to
study a person or situation and assess
the best way of dealing with it

Sj abbreviation in Internet addresses,
the top-level domain for Svalbard and
Jan Mayen Islands

sk abbreviation in Internet addresses,
the top-level domain for Slovakia
skeleton key /'skelrt(o)n ki:/ noun a
key that will open many different locks
skeleton  service /'skelit(o)n
,$31vIs/ noun a service run by the
minimum number of people possible
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skeleton staff /'skelit(o)n sta:f/
noun the smallest number of staff able
to do the work

skill /skil/ noun a specia ability,
knowledge or training that enables
somebody to do something well

skilled staff /skild 'sta:f/ plural
noun people who work with special
knowledge in a particular job

skip /skip/ verb 1. to miss something
out 2. to decide deliberately not to do
something or go somewhere

skiver /'skarva/ noun leather made by
splitting a sheepskin, used as a cover
material for de luxe books

sl abbreviation in Internet addresses,
the top-level domain for SierraLeone

s.l. abbreviation sine loco

SLA abbreviation School
Association

slang /sleen/ noun words and expres-
sionswhich arevery informal and likely
to change in meaning every so often

slash /sla&f/ noun an oblique stroke
used in typing (/) (NOTE: In printing it is
more often called a solidus.)

slashed zero / slefd 'ziorou/ noun a
printed sign (&) which puts an oblique
stroke through zero to distinguish it
from the letter O

sleeve /slirv/ noun 1. an envelope-
type cover for disks, often withinforma-
tion or pictures on it 2. abook jacket

slew /slu:/ noun rapid uncontrolled
movement of paper in a printer when it
is not connected to the feeder

slide /slaid/ noun 1. apicture on posi-
tive transparent photographic film
mounted in a frame 2. an individual
computer screen which can be produced
as output in different formats

slide carousel /'slaird  kerosel/
noun acontainer that allows slidesto be
fed into a projector

slide mount /'slard maont/ noun a
frame around a slide which makes it
easier to handle and store

slide projector /'slaid pro,dzekto/
noun a device that shines light through
photographic dides in order to project
them on to a screen

Library

slide storage /'slard ,stoiridz/ noun
a system of storage slides which keeps
them clean, safe and easily retrievable
slide tape package /'slaid teip
pekidz/ noun a synchronised
programme of slides and audio tape
slide viewer /'slaid ,vjuia/ noun a
small portable box which enables slides
to be viewed against alight source
SLIP /slip/ abbreviation Serial Line
Internet Protocol

slipcase /'slipkers/ noun a card box
for an expensive book, which is open at
one side so that the spine of the book is
visible

slip pages /'slip ,perdziz/, slip
proofs /'slip pru:fs/ plural noun draft
copies of text for printing which are
printed on separate sheets of paper
slip-up /'slip ap/ noun a small unin-
tentional mistake

slow fires /,slou 'faroz/ plural noun
aninformal term to describe the gradual
self-destruction of books made with
acidic paper

slow motion /,slou 'moauf(a)n/ noun
the act of playing back afilm or video at
a dower speed than when it was
recorded

SLS abbreviation School
Service

Sm abbreviation in Internet addresses,
the top-level domain for San Marino
small ad /'smo:l &d/ noun a short
advertisement in a newspaper or maga-
zine, usually advertising persona saes
or wants

small caps /,;smo:l 'keps/ noun a
printing style which uses capital |etters
that are the same size as lower case
letters

small-scale /'smo:l skeil/ adjective
limitedinsizeand extent o Thelibrary's
evening activities were kept small-scale
to reduce costs.

smart card /'sma:t ka:d/ noun a
plastic card with an electronic strip
which can beread to identify the user on
such things as credit cards

SMS /,es em 'es/ noun a service that
allows short text messages to be sent,
e.g. between maobile phones and pagers.

Library
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software specification

Full form short message service,
short messaging service

SMTP abbreviation Simple Mail
Transfer Protocol

sn abbreviation in Internet addresses,
the top-level domain for Senegal

S.Nn. abbreviation sSine nomine

snail mail /'sneil meil/ noun mail
sent through the postal service, as
distinct from faster electronic mail.
Also caled p-mail

snap decision /snep di'si3(o)n/
noun a decision taken quickly without
much thought

snapshot /'snep ot/ noun apersona
photograph taken quickly

SO abbreviation in Internet addresses,
the top-level domain for Somalia

social bookmarking /souf(o)l
'bukma:kin/ noun personalised meta-
data added to recommended web
resources by users, as a ‘bookmark’ to
help othersin the field find it

‘Yahoo! last year aso acquired
del.icious, a socia-bookmarking
website that lets users share their
favourite sites, music and other
findings — alowing others to
effectively look over their shouldersto
find interesting stuff. “We're applying
the wisdom of the crowds to find
information”, says Bradley Horowitz,
Y ahoo!'s head of search technology.
“It’'scollaborative”.” [Time Magazne]
social capital /,souf(a)l 'keprt(a)l/
noun the idea of the social networks
created by and available to a person or

company being a form of exploitable
resource

social skills /'souf(9)l skilz/ plural
noun ability to communicate with other
people at al levels of society

social trend /,souf(a)l 'trend/ noun
the genera direction of changein social
behaviour

socket /'spkit/ noun a device with
holes for a plug which connects a
machine to the electricity supply

softback /'softbak/ noun PUBL same
as paperback = adjective same as
paperback

soft copy /,soft 'kopi/ noun text on
screen as opposed to hard copy printed
on paper

softcover /'softkava/ noun PUBL
same aspaperback m adjective same as
paperback

software /'softwea/ noun computer
programs which instruct the hardware
what to do

software development /'softwes
dr1,velopmont/ noun the process of
writing programs to implement an orig-
inal idea

software documentation
/'softwea dokjumenterf(a)n/ noun
instruction manuals which explain how
to install and use computer programs
software  engineer /'softweo
end31,n19/ noun aperson who can write
computer programs to fit specific appli-
cations

software installation /'softweo
Jnstalerf(a)n/ noun the process of
putting a program on to a computer so
that it can be used

software licence  /'softweo
Jlars(a)ns/ noun a contract between the
producer and the purchaser of software
about the use and copying of the
program

software maintenance /'softwea
,meintonons/ noun modifications
made to a program to keep it up to date

software  package /'softweo
,pxekidz/ noun a complete set of
instruction manuals and installation
diskswhich enable aprogram to be used

software piracy /'softwes ,parrasi/
noun theillegal copying of software

‘Software piracy is one of the
copyright sins. With many computer
users in the habit of downloading
music and films from the internet for
free, cyber criminals are increasingly
pushing pirated programs at a hungry
audience... we have twice as many
applications on our PCstoday than we
did three years ago.’ [The Guardian]

software producer /'softwes pro
,djursa/ noun a publisher of computer
programs for sale

software specification /'softwes
,spesifikeif(a)n/ noun detailed infor-
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mation about a piece of software’s abil-
ities, functions and methods

solidus /'solidas/ noun an oblique
stroke used in printing (/)
solution  /sa'lu:f(a)n/
answer to a problem
solve /solv/ verb to find the answer to
aproblem or difficulty
sophisticated Isa'fistikertid/
adjective complex and technically
advanced

sort /sort/ verb to put thingsin order o
The data can be sorted by name or
number.

sort code /'so:t koud/ noun acombi-
nation of numbers which identifies the
user

sorting office /'so:tiy ,ofts/ noun
the part of a post office where items to
be delivered are sorted according to
their destinations

sound /saund/ noun a noise that can
be heard m adjective strong, reliable or
in good condition

sound effects /'sauvnd 1fekts/
plural noun sounds produced artificially
to make a play or film seem more real-
istic

soundproof /'saundpru:f/ adjective
preventing sound from passing in or out
sound track /'saund trek/ noun a
track on the edge of afilm on which the
speech and music is recorded and
synchronised with the pictures

source /sais/ noun the place where
something originally comes from
source language /'so:s lengwidz/
noun the original language of a text
which is being trandated into another
language

source term /'sois t3im/ noun the
first word looked up in an index search
from which the searcher is directed to
other terms

space /speis/ noun a gap or empty
place intended for the storage of data m
verb to arrange things with regular gaps
in between them o to space out to
organise a series of things or events so
that there are gaps or periods of timein
between them

space bar /'speis bai/, space key
noun a long bar a the bottom of a

noun the

keyboard on a typewriter or computer
which makes a single space into the text
when pressed

spacing /'speisig/ noun the way in
which gaps are inserted o The spacing
of words on that line is rather uneven.

span /span/ noun aperiod of time

span of concentration /,spen ov
Jkonson'trerf(s)n/ noun a period of
time for which a person is able to
concentrate on doing something o The
average span of concentration on one
activity for childrenissaid to beonly 15
minutes.

spare /spea/ adjective extrato require-
ments and available for use

spare part /;spes 'pait/ noun a
component for a machine that can be
bought separately to replace one that is
broken or worn out

spatial /'sperf(s)l/ adjective relating
to space and shapes

spatial ability /'sperf(s)l o,biliti/
noun the ability of a person to visualise
the relationships between shapes

speaker /'spitka/ noun somebody
who makes a speech. » loudspeaker
special interest group /,spef(a)l
'Intrast ,gruip/ noun a community of
people who have an interest in one
specific area of study and development,
€.g. computer-human interaction
specialise /'spefolaiz/, specialize
verb to study something in great depth
so that you become an expert in that
field

specialist /'spefalist/ noun an expert
in one particular area of knowledge or
skill

special librarian /spef(s)l lar
'brearion/ noun a qudified librarian
employed in aspecia library

special library /,spef(s)l 'latbrori/
noun alibrary that is stocked to provide
information in a particular area of study
o Research & Development depart-
ments of large firms often have their
own special libraries.

special offer /spef(s)l 'pfa/ noun
goods or services being sold a a
specialy low price usualy for a short
period of time
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specifications /spesifr'keif(o)nz/
plural noun detailed instructions about
work to be done or products to be
supplied

specific entry /spo,sifik 'entri/
noun a catalogue entry under the actual
subject rather than a broader term
specify /'spesifar/ verb to state in
detail what isrequired

specimen /'spesimin/ noun 1. a
small example of something which
gives an idea of what the whole thing
will look like 2. one example of a
species which shows what they all ook
like

specimen pages /,spesimin
'perdziz/ plural noun printed pages
produced by the printer for the publisher
to show the proposed type style
specimen storage /'spesimin
,storrid3/ noun a system of organising
the storing of physical objects so that
they can be studied

speculate /'spekjulert/ verb to form
a conjecture on the basis of incomplete
facts or information

speculation /,spekju'lerf(a)n/ noun
1. aconclusion, theory or opinion based
on incomplete facts or information 2.
reasoning based on incomplete facts or
information

speech recognition  /'spiitf
rekagnif(a)n/ noun the ability of a
machine to recognise the patterns of
individual human voices, sometimes
used in security systems

speech  synthesiser ['spiitf
,smbasairza/ noun a machine which
takes information from a computer in
electronic form and makes it recognis-
able as spoken words o The blind
student needed a speech synthesiser
attached to his computer so that he
could hear the written words.
speed-read /'spi:d ri:d/ verb to read
something very fast using a learned
technique of skimming the text
spellcheck /'spelt[ek/ verb to check
the spelling in a text by comparing it
with adictionary held in the computer
spellchecker /'speltfekal, spelling
checker /['spelig ,tfeko/ noun 1. a
program which looks at the words of a

text in a computer, checks them against
adictionary of correctly spelled words,
and indicates the words that are incor-
rect 2. adictionary of correctly spelled
words, held in a computer, and used to
check the spelling of atext
spellcheck facility /'speltfek fo
,silati/ noun a software facility on a
word-processing  program  which
enables the user to check spellings
against an inbuilt dictionary

speller /'spela/ noun a book for
teaching or improving spelling
spelling error /'speliy ,era/ noun a
mistake made in spelling aword
spend /spend/ verb to exchange
money for goods or time on activities
spider /'sparda/ noun a computer
program that searches the Internet for
newly accessible information to be
added to the index examined by a
standard search tool

spike /spaik/ noun a sharp piece of
metal which when mounted on a base
can be used for temporary storage of
papers needing attention

spine /spain/ noun the edge of a book
which is al that can be seen when a
book is upright on a shelf

spine label /'spain ,letb(a)l/ noun a
label put on the spine of abook to indi-
cateitslibrary location

spine lettering /'spam let(o)rig/
noun the printing of the title and other
details on the spine of a book

spine number /'spain ,nAmba/
noun a cal or class number put on the
spine of alibrary book

spine title /'spain ,tart(a)l/ noun the
name of a book written down its spine
spinner /'spma/ noun a display rack
for books, which turns round

spiral binding /'sparral baindip/
noun atype of binding for collections of
paperswhich uses a coiled wireinserted
into specially punched holes

spiral bound book /,spairal baund
'buk/ noun abook in aspiral binding
splice /splars/ verb to join two pieces
of magnetic tape or film together
splicing tape /'splarsig terp/ noun
non-magnetic, transparent tape used to
join two pieces of tape together
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split catalogue /split 'kaetalog/
noun a catalogue in which the entries
are divided by category and give sepa-
rate alphabetical lists for details such as
title, author and subject

split screen /'split skriin/ noun a
system where more than one text can
appear on a screen at the same time,
such as the text being worked on and a
second text which can be called up for
reference

split site /,split 'sart/ adjective refer-
ring to a school, college or university
with buildings separated on different
sites

sponsor /'sppnsa/ noun a person or
organisation that pays all or part of the
expenses for an event or period of study
= verb to pay to support an activity or
person

spool /spu:l/ noun a round object on
to which tape or film can be wound =
verb to transfer datafrom adiscto atape
spreadsheet /'spredfi:t/ noun a
computer program that alows the
caculation of numbersin both columns
and rows

spring back /'sprig bzk/ noun a
binding for account books and other
bound stationery which alows the
pages to lie flat when open

sprinkled edge /'sprigk(o)ld ,ed3/
noun the edge of abook which has been
sprayed with splashes of ink for decora-
tion

sprocket /'sprokit/ noun a tooth on
the edge of a whedl to pick up what
passes over it

sprocket holes /'sprokit houlz/
plural noun aseries of holes at the edge
of paper which control its feed through
aprinter

SQL /,es kju: 'el/ noun a standardised
language that is close to the structure of
natural English, used for obtaining
information from databases. Full form
structured query language

square bracket /skweo 'brakit/
noun either of a pair of symbols, [ ],
used in keying, printing and writing
especidly to indicate the insertion of
specia commentary, e.g. that made by
an editor

Sr abbreviation in Internet addresses,
the top-level domain for Suriname

SSL abbreviation Secure Sockets
Layer
SSN abbreviation Standard Serial
Number

St abbreviation in Internet addresses,
the top-level domain for Sdo Tomé and
Principe

stable /'sterb(a)l/ adjective steady and
unmoving

stack /stek/ noun 1. a pile of things
one on top of another o a stack of order
forms 2. a large and ordered collection
of books kept in another area for refer-
ence

staff /sta:f/ plural noun people who
work for a company or organisation m
verb to provide the staff for a company
or organisation

staff levels /'sta:f lev(a)lz/ plural
noun the number of people who are
employed to work for a company or
organisation o They were criticised for
having inadequate staff levels.

staff profile /,sta:f 'proufarl/ noun
records which show details of staff
qualifications and work experience

staffroom /'sta:ifruim/ noun a
common room where staff can meet
informally

staffroom library /'sta:fruim

Jlarbrari/ noun acollection of books on
work-related subjects kept in the staff-
room for use by members of staff

stage /sterd3/ noun one step in a
process

stakeholder /'steikhoulda/ noun
somebody who has avested interest in a
company’s success, e.g. shareholders,
directors, employers or suppliers

stamp /stemp/ noun something
which marks another object to show that
it has been processed m verb to use a
rubber stamp to mark something o The
books are stamped with the date for
return.

stamp of approval /,;stemp ov o
'prurv(e)l/ noun a mark of approval
given either verbally or by a physical
mark
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state-of-the-art

stand-alone /'steend 9,laun/ noun a
computer that can be used by itself
without the help of larger networks
*“Qur topic maps solution is a stand-
aone system that can be fully
integrated with an organisation’s
existing applications, regardless of
where on the network they are’,
explains Kal Ahmed, founder of
NetworkedPlanet. “It... removes the
laborious task of manually searching
through systems and folders to locate
a particular document”.” [M2
Presswire]
standard /'steendod/ noun alevel by
which people or the quality of work can
be judged m adjective normal or usual o
They received the standard letter of
reply just like everyone else.
standard author /;steendad '0:0a/
noun an author of literary merit who is
part of the literature of a country
Standard Book Number
/,steendad 'buk ,namba/ noun an older
form of the International Standard Book
Number. Abbr SBN
standard deviation /stendod
Jdizvi'erf(a)n/ noun astatistical term to
show how far things are different from
the normal
standard format  /standad
'formeet/ noun the most commonly
used format for such things as docu-
ments, used many times without any
change to the text
standardisation /,steendoadar
'ze1f(a)n/, standardization noun the
process of making sure that everything
fits a standard or is produced in the
same way o standardization of cover
design in a series
standardise /'steendodaiz/, stand-
ardize verb to make sure that every-
thing conforms to the same standard
standard letter /stendod 'leto/
noun a letter which is sent to severd
different addresses without any change
in the text
Standard Serial Number
/,stendad 's1orial ;nambo/ noun an
older form of the International Standard
Serial Number. Abbr SSN
standby /'steendbai/ noun something
that is kept ready for usein case of need

standing committee /'stendiy ko
,miti/ noun a permanently established
administrative body which supports the
work of alarge organisation

Standing Committee on Official
Publications /,steendin ko,miti pn
o, fif(a)l ,pablr'kerf(o)nz/ noun an
organisation that was set up in order to
improve access to official publications.
Abbr SCOOP

Standing Conference on
National and University
Libraries noun an  advisory

committee on specia areas of concern
such as buildings, staffing or specific
subjects. Abbr SCONUL

standing order /stendiy ‘'ordo/
noun 1. aregular order for each edition
of a seria or annual publication 2. an
instruction to your bank to pay a fixed
regular amount of money to a named
person or organisation

staple /'sterp(a)l/ noun a small bent
piece of metal which is forced into
papers to hold them together m verb to
join papers together using a stapler
stapler /'steipla/ noun atool used to
force staples through papers or other
materials to hold them together

star /stai/ noun same as asterisk m
verb same as asterisk

start /sta:t/ noun the place or time at
which something beginsm verb to create
something from the beginning

starting point /'sta:tig pomnt/ noun
the place from where somebody or
something begins

start page /'sta:t perds/ noun the
webpage to which a visitor to awebsite
is automatically taken first, or the page
to which a user is automatically taken
first whenever he or she goes online

state /steit/ noun 1. a country or
nation 2. the government of a country 3.
a condition of something m adjective
relating to government-run organisa-
tions o state schools

statement /'steitmont/ noun a
formal or official account of events
state-of-the-art /stert av 0i 'a:t/

adjective as technicaly advanced as
possible
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static /'stetik/ adjective unmoving
and unchanging

station /'sterf(e)n/ noun a point in a
network at which work can be input to
the main system

stationary /'sterf(o)n(o)ri/ adjective
not moving

stationery /'sterf(o)n(o)ri/ noun
paper equipment in an office, e.g. enve-
lopes and writing paper

statistics /sto'tistiks/ plural noun
facts presented in the form of figures
status /'stertas/ noun a position in
society or in awork schedule
STATUS /'stertas/ noun an informa-
tion retrieval package which works on
the free text principle

STATUS/IQ /,stertas a1 'kju:/ noun a
software system for use with STATUS
which understands natural English and
can rank its findings in the order of
perceived usefulness to the user

status line /'stertas lain/ noun aline
a the top of a computer screen which
gives details of the file currently being
worked on

statute /'steetfu:t/ noun aregulation
or law

statutory deposit copy
/,staetfut(e)ri dr'pozit kopi/ noun a
copy of a book or other publication
which has to be deposited with a
national library according to law
statutory instrument
/,staet fut(a)ri 'Instrumant/ noun alaw
or legal requirement

stave /sterv/ noun aset of fivelineson
which music iswritten

STD abbreviation Subscriber Trunk
Dialling

steering committee /'stroriy ko
.mi1ti/ noun agroup of peoplein charge
of stages of a project which decides the
priorities and order of work

stem /stem/ verb to search a database
by inputting only the stem of a word
with indicators before or afterwards to
show that extra letters may be attached
stencil /'stensal/ noun a template of
shapes or letters which can be used to
produce a design or written information
step /step/ noun one of a series of
stages used to accomplish atask

stereo /'steriou/ noun an audio
system or device that reproduces stereo-
phonic sound m abbreviation stereo-
phonic

stereophonic /sterio'fonik/ adjec-
tive where sound signals are directed
through two speakers at once to give
depth to the sound

sticky /'stiki/ adjective referring to a
website that attracts visitors, especially
onethat keepsthem interested for along
time

still /st1l/ noun one single framefrom a
video or film

stitch /stit [/ verb to bind the pages of
a book, pamphlet or other publication
with thread or staples

stock /stok/ noun the total quantity of
items available for use or sale

stock availability /'stok o
,veilabilrti/ noun the fact of whether an
item is on the premises and ready for
useor sale

stock control /'stok kon,troul/
noun the process of keeping records of
how much stock is bought and sold
stockroom /'stokru:m/ noun aroom
where items that are not immediately
needed are stored

stock selection /'stok s1,lek[(o)n/
noun the process of choosing items to
hold on the premises

stocktaking /'stokterkin/ noun the
process of checking the amount of
available stock against records

stop list /'stop list/ noun a list of
words that cannot be used in a system
stop word /'stop wa:d/ noun aword
that is not significant for an index or
library file so is not included, e.g. the
word ‘the’

storage /'storrrdz/ noun 1. the
process of placing or keeping goodsina
store 2. a place for storing things 3.
money charged for keeping goods in a
store

storage facilities /'storridz fo
,silrtiz/ plural noun room or space in
which to storeitems

storage system /'stomrid3 ,sistom/
noun a system for organising items in
store so that they can be retrieved
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storage unit /'stoirid3 ,juinit/ noun
a device attached to a computer for
storing information on disk or tape

store /sto:/ noun a place where items
can be kept until needed m verb to place
items into safe keeping

story /'storri/ noun anarrative tale

storyboard /'stoiribo:d/ noun a
planning document used by producers
of broadcast programmes

strategic information services
[stro,tirdzik ,infa'merf(a)n ,s3:visiz/
plural noun the provision of information
to a company so that they can achieve
some am, eg. increase customer
awareness or understand the competi-
tion. Abbr SIS

‘Inacom’s efforts to transform itself
into a computer services company did
not work. It remained atactical ‘break
and fix’ shop rather than a provider of
strategic information services, said
Michell Hudnall of the Meta Group, a
market research firm.” [Financial
Times]
strategic planning /stro,ti:dzik
'pleeniy/ noun policy planning for
future developments within a company
or organisation

strategy /'straetadszi/ noun a plan
which sets out the methods of achieving
one'sgoals

streaming /'strizmig/ noun the
reading of datafrom astorage devicein
one continuous operation, without proc-
essor intervention

street plan /'stri:t pleen/ noun amap
of the streets in a particular town. Also
called town plan

string /strig/ noun 1. anindexing term
for a series of characters 2. an indexing
term to describe the lists of terms
compiled by an indexer with details of
how they relate to each other

stripe /straip/ noun 1. a line of
different colour from the background 2.
a thin magnetic strip on the side of a
film opposite to the sound track to
control its speed on playback

structure /'strakt o/ noun an under-
lying plan which givesform to asystem
or activity m verb to organise or

construct something according to an
efficient or logica system
structured indexing language
/,straktfod 'indeksiy leggwids/
noun the use of wordsin aspecific order
to construct index headings, as in
‘libraries, specia’ instead of ‘special
libraries

studies /'stadiz/ noun a particular
subject of study, especially an educa
tional course or academic specialisation
study /'stadi/ verb to learn about
something by spending time reading
about it and listening to experts

study aid /'stadi erd/ noun educa
tional material such asabook or CD for
sale to students who want to learn by
self-study at home

study leave /'stadi lirv/ noun leave
of absence from a course of study,
granted for the purposes of carrying out
additional research

STUMPERS-L /'stampoz el/ noun
an Internet bulletin board which lists
difficult questions asked of librarians to
seeif any other librarians can help with
the answers

style /stail/ noun the way in which a
particular writer or editor uses words,
sentences and layout to produce a
recognisable publication

stylus /'starlas/ noun a small pointed
object which is used in computer
graphicsto direct the cursor

sub- /sab/ prefix combining with
nouns to give the meaning of less
important

sub-contract /,sabkan'trekt/ verb
to pay somebody elseto do part of ajob
for you

subdomain name /;sabdo'mein
nerm/ noun 1. a second level of
Internet domain names created by the
administrator of the domain 2. a subdi-
vision of the two-letter country domain
names into two- or three-letter organisa-
tiona subdomains, eg. ‘ac.uk’ for
United Kingdom academic sites and
‘com.au’ for Australian commercial
sites.

sub-editor /'sabedita/ noun a person
who corrects and checks articles in a
newspaper before they are printed
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sub-heading, sub-head noun a
subsidiary heading which divides text
into shorter sections

subject /'sabdzikt/ noun an idea for
study, discussion or treatment

subject bibliography /'sabd3zikt
bibli,ngrafi/ noun alist of documents,
articles and books that are relevant to a
certain subject, with details such as
author, publisher and date of publica-
tion

subject catalogue /'sabdzikt
katalpg/ noun a catalogue which lists
books according to their subjects
subject directory /'sabdzikt dar
rekt(a)ri/ noun an index of resources
arranged primarily by subject area
subject entry /'sabdzikt ,entri/,
subject heading /'sabdzikt  hedin/
noun an index or catalogue heading
which indicates the main subject of a
document

subject index /'sabdzikt ,indeks/
noun a list of subjects covered by a
library with the class numbers to indi-
cate where materials can be found
subject librarian /'sabdzikt lar
Jbrearion/ noun a librarian who is a
specialist in a particular subject
subject line /'sabdzikt lamn/ noun a
line in an e-mail that indicates the
subject of the message

subject matter /'sabdzikt ;mato/
noun the subject of abook, talk or work
of art

submission date /sab'mif(o)n
.dert/ noun the last date by which an
assignment, proposal or application can
be sent to somebody

subordinate clause /sa'bo:dinoat
klo:z/ noun a clause that cannot stand
aone as a separate sentence since its
meaning depends on the meaning of the
main clause and simply gives additional
information. In the sentence ‘We had to
run because we were lat€', the clause
‘because we were late’ is the subordi-
nate clause and ‘We had to run’ is the
main clause.

subscribe /sob'skraib/ verb 1. to
agree to pay for and receive or use
something over a fixed period of time,
e.g. aperiodical, series of books, or set

of tickets to musical or dramatic
performances 2. to add one’'s name and
e-mail addressto amailing list in order
to receive messages from a website
automatically, with or without charge
Subscriber Trunk Dialling /sab
,skraiba 'trapk  daroliy/ noun a
system of automatic telephone connec-
tion all over the world which is then
charged to your personal telephone
account. Abbr STD

subscribe to /sab'skraib tu/ verb to
pay money in order to receive copies of
aregular publication or to gain accessto
aservice

subscription /sab'skripfon/ noun
money paid to become a member of an
organisation or in order to receive
regular publications

subscription library /sab'skripfon
Jlarbrari/ noun a private library which
people canjoin by paying asubscription
subscript letter /'sabskript ,leta/,
subscript number noun a very small
letter or number which is printed
dlightly below the line level of normal
print

subsection /'sab,sekf(o)n/ noun a
small part of alarger section
sub-series /'sab | sioriiz/ noun a
series of publications with titles
dependent on a previous series
subset /'sabset/ noun a smaller part
of alarge division of data
substantiate /sob'stanfiert/ verb to
supply evidenceto provethat something
istrue

substitute /'sabstrtju:t/ verb to put
or use something in the place of some-
thing else

subtitle /'sabtart(e)l/ noun 1. the
secondary title of a book 2. words
written at the bottom of a television or
cinema screen to enable the spoken
words to be read

succeed /sok'si:d/ verb 1. to follow a
person and take over their job 2. to gain
the intended result
successive /sok'sesiv/
following one after the other
sufficient /so'fif(e)nt/ adjective as
much asis needed

adjective
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symbolic

suffix /'safiks/ noun aword or group
of letters added to the end of a word
which changes the grammar and
meaning

suggestions book /so'dzestfonz
buk/ noun abook in which the users of
aservice can writetheir ideas for how to
improve the service

summarise /'samoraiz/, summa-
rize verb to give a brief description of
the main points

summary /'samari/ noun a short
version of something giving only the
main points

Sunday supplement /sander
'saplimant/ noun a magazine that
comes with a Sunday newspaper
super- /suipa/ prefix combining with
adjectives to suggest that something is
of very high quality
superimpose/,suiparim'pauz/ verb
to place something on top of something
else

superior number  /su,prario
'namba/ noun a superscript number
often used to indicate a footnote

Super Janet /'suipa ,d3enit/ noun
an updated version of the Joint
Academic NETwork system of informa-
tion transfer within the UK

superscript /'suzpaskript/ noun a
small character printed at a higher level
than the rest of the line of writing

supersede /suipa'sitd/ verb to
replace something which is old and out
of date

supervise /'suipavarz/ verb to make
sure that a person is working efficiently
or that atask is done properly

supervisor /'suipavaiza/ noun a
person who has the responsibility for
supervising other people or machinery
supplementary /,sapli'ment(a)ri/
adjective added to something else to
improve it, update it or make it satisfac-
tory

supplier /sa'plara/ noun a person or
company that provides goods, services
or equipment

supply /sa'plar/ verb to provide, give
or sell something to somebody

support /sa'poit/ verb to provide
help, advice or finance to ensure that
somebody or something else can work
suppress /so'pres/ verb to prevent
something from being known or done
surf /s3:f/ verb to browse through a
database o surfing the Internet
surface Web /'s3:f1s web/ noun data
on the World Wide Web which can be
found using ordinary search engines.
Compare deep Web

surge /s3:d3/ noun a sudden increase
in something such as sales or electrical
power

survey /'s3rver/ noun adetailed inves-
tigation often involving peopl€e’s opin-
ions

survey population  /'s3aver
,popjulerf(a)n/ noun aselected sample
for an investigation

sustain /sa'stem/ verb to keep or
maintain something for alength of time
SV abbreviation in Internet addresses,
the top-level domain for El Salvador
SVQ abbreviation Scottish Vocational
Quadlification

swap /swop/ verb to exchange infor-
mation, giving one item and receiving
another in its place

switch /swit [/ verb o to switch on to
connect a machine or equipment to a
source of electrical power o to switch
over to change to another machine « to
switch off 1. to isolate a machine or
equipment from a source of electrical
power 2. to stop listening
switchboard /'swit[bo:d/ noun a
central control unit for a telephone
system within an organisation, from
which calls can be redirected to exten-
sionlines

switchboard operator /'swit [bo:d
,Dparerta/ noun a person who receives
cals to an organisation and redirects
them

Sy abbreviation in Internet addresses,
the top-level domain for Syria
symbol /'stmbal/ noun a shape, icon
or picture which represents something
else

symbolic /sim'bolik/ adjective repre-
senting something else o Symbolic
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language uses words to represent items
rather than just describing them.

symposium /sim'pavziom/ noun a
conference of experts to discuss partic-
ular topics (NOTE: The plural is
symposia.)

syndetic  /sim'detik/
connected by cross-references

syndetic catalogue /sin,detik
'keetalng/, syndetic index /sin,detik
'indeks/ noun adictionary catalogue or
index using a system of cross-refer-
encing

synecdoche /sr'nekdoki:/ noun a
figure of speech which uses one species
for the whole genus, e.g. ‘pennies’ for
money in general

synonym /'sinanrm/ noun a word of
phrase which has amost the same
meaning as another word or phrase

synopsis  /sr'nopsis/ noun a
summary of a longer text (NOTE: The
plural is synopses.)

syntax /'sinteks/ noun a term in
linguistics to describe the grammatical
structure of alanguage

synthesis /'sm6osis/ noun the artifi-
cia combination of ideas and styles

synthesise /'sinfasarz/, synthesize
verb to make an artificial combination
from a variety of small components o
The computer is now able to synthesise
sounds and make them seem like a
human voice.

synthesiser /'sm6ssaiza/ noun a
machine which combines electrica
sounds to make them recognisable as
speech or music

SyQuest /'satkwest/ noun a manu-
facturer of storage devices, including a
range of removable hard disk drives and
backup units

adjective

system /'sistom/ noun a set of rules
or plans which are used to accomplish a
task

system analyst /'sistom ,enalist/
noun a person who works at finding out
the strong and weak pointsin asystem

““The advantage Excalibur has is the
search engine’, says L eona Carpenter,
senior system analyst at the British
Library, where Excalibur has been
used to digitise ageing microfilm of
18th century newspapers, and to
digitise some of the library’s printed

catadlogues and indexes’ [The
Guardian]
Systematic Computerised

Processing in Cataloguing noun
asystem used in university libraries for
the systematic control of periodicals.
Abbr SCOPE

systematic sampling
/,s1stomeetik 'sarmpling/ noun the use
of a regular order of choice for the
selection of a sample o They chose to
use the method of systematic sampling
and interview every tenth person from
the list of names.

system design /sistom di'zam/
noun the process of deciding on the
most appropriate system to provide the
solution to a problem

system diagnosis /'sistom darag
,nausis/ noun the process of finding
faultsin asystem

systems analysis /'sistomz o
,neelasis/ noun a process of using a
computer to suggest how a company
should work by analysing the way in
which it works at present

system software /,s1stom
'softwea/ noun programs which make
applications work on the hardware

Sz abbreviation in Internet addresses,
the top-level domain for Swaziland
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T1 /tir 'wan/ noun a high-capacity
telephone line suitable for high-speed
digital access to the Internet, handling
24 voice or data channels simultane-
oudly

tab key /'taeb ki:/ noun one of the keys
on a computer keyboard which enables
the user to move through or arrange text
in columns

table /'tetb(d)l/ noun a list of data
arranged in rows and columns

table of contents /teib(s)l ov
'kontents/ noun alist of contentsin a
book or magazine, usually printed at the
beginning

tabloid /'tabloid/ noun a small-size
newspaper with a less serious approach
to the news than the broadsheets

tabulate /'tabjulert/ verb to arrange
work on aword processor using the tab
key to move from one column or row to
the next

tabulator /'tebjulerta/ noun part of a
computer which sets words or figures
automatically in columns

tacit knowledge /teesit 'nolidz/
noun human knowledge that takes the
form of intuitions, judgments and
learned skills, and is hard to define or
record. Compare explicit knowledge

tact /teekt/ noun an ability to deal with
people or situations without upsetting
anyone

tactic /'tektik/ noun a method of
achieving what you want

tactical planning /'taktik(s)l

,pleeniy/ noun discussion and decisions
about future tactics

tactile feedback /'taktail fi:dbaek/
noun information discovered by the
sense of touch

tag /teeg/ noun a character or symbol
attached to arecord to aid retrieval

‘Indexing tools provided by document

capture software companies such as

Captiva enable users to index — or tag

— scanned imaghes and assign them to
(¢

ecific, searchable files within a
ocument imaging system.’
[Computer Weekly]

tail end /teil 'end/ noun the fina
entry or activity in aseries

tail off / teil 'nf/ verb to become less
in amount or value until it finally stops
or disappears completely

take /teik/ verb to move something
physically from one place to another o
to take a message to listen to informa-
tion in order to pass it on to somebody
else o to take a photograph to use a
camerato create a picture of something
o totakeinto account to consider afact
or aspect before making a decision

take out /,terk 'aut/ verb 1. to arrange
to have something o They made
arrangements to take out a mortgage to
buy the house. 2. to borrow abook from
alibrary

talking book /torkig 'buk/ noun a
book that has been recorded on to an
audio cassette, originally intended for
people who cannot see well enough to
read

talking newspaper /toikip
'njuizpeipa/ noun a tape or cassette
recording of a newspaper, usually for
the use of blind people
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talks /toiks/ plural noun 1. a formal
discussion 2. an informal lecture

tally /'taeli/ noun an informal cumula-
tive record of amounts collected m verb
to agree or correspond with another
conclusion or total o The figures in the
accounts did not tally with the office
records.

tape /teip/ noun a narrow strip of
plastic, coated with magnetic materia
on which to record sound or pictures
tape measure /'teip ,me39/ noun a
flexible strip of metal or cloth marked
with divisions of length

tape merging /'terp ,m3:d31p/ noun
the act of taking two tapes with data and
combining them, usually by combining
master tape with corrections or addi-
tions on a second tape

tape recorder /'teip r1,ko:ds/ noun
amachinethat isusedto record and play
back sounds on audio cassettesor reel to
reel tape

target audience /'ta:git ,o:dions/
noun a group of people a which
specific products, services or written or
spoken information is aimed

target date /'ta:grt dert/ noun the
date by which atask must be done
target language ['taxgrt
Jleengwid3z/ noun the language that a
text istrandated into

target market /'ta:grt ;ma:kit/ noun
the type of customer who is thought
likely to buy specific goods or services
tariff /'terif/ noun a charge made for
goods or services

task /ta:sk/ noun ajob that has to be
done

task identity /'taisk ardentrti/
noun a code that indicates which is the
job to be done

taxonomy /tek'sbpnomi/ noun the
principle of classifying and ordering
items such as books, e.g. in a hierar-
chical structure

tc abbreviation in Internet addresses,
the top-level domain for Turks and
Caicos Ilands

TCP / tix sit 'pii/ noun a standard data
transmission protocol that provides full
duplex transmission, in which the
protocol bundles data into packets and

checks for errors. Full form transmis-
sion control protocol

TCP/IP / ti: si: pi: a1 'pit/ noun adata
transfer protocol used in networks and
communications systems, often used in
Unix-based networks. Full form trans-
mission control protocol/interface
program

teach /tiztf/ verb 1. to impart knowl-
edge or skill to somebody by instruction
or example 2. to give lessons in or
provide information about a subject
teacher librarian /tiitfo lar
'brearion/ noun a person who is quali-
fied both as a teacher and as a school
librarian

teacher’'s book /'tiitfoz buk/,
teacher’'s manual /'tiit [oz ;meenjual/
noun a book published to go with a set
of students' books, giving the teacher
answers to questions and suggestions
for teaching

teaching tool /'tizt f1p tu:l/ noun any
document or audiovisua materia that
can be used for teaching

team teaching /,tizm 'tiztf1y/ noun
a system of two or more teachers
working together to teach a group of
students

teamwork /'tiimws:k/ noun the
combined action of a group of people
working well together

technical author /'teknik(a)l ,0:0a/
noun a person who writes specialised
instructions and manuals on technical
subjects

technical college /'teknik(a)l
kolid3z/ noun a further education
college in which students study prac-
tical rather than academic subjects
technical information centre
/teknik(d)l ,nfa'merf(s)n ,sento/
noun an organisation which acquires,
processes and distributes technical
information

technical manual /'teknik(a)l
;menjual/ noun a book that gives
instructions about how to work a
machine

technical support /teknik(d)l so
'port/ noun asystem by which the users
of machines are helped by people who
understand how they work
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telephone switchboard

‘As far as straight Internet access
goes, look at features such as cost per
month for unlimited access, quality of
software bundled, the technica
support hours. Internet Magazine
publishes a list of access provider
performance tests every month.” [The
Independent]

technician /tek'nif(e)n/ noun a
person who specialises in working with
and maintaining machines or scientific
equipment

technique /tek'nitk/ noun a partic-
ular skill or ability which can be learned
technofreak /'teknoufri:k/ noun a
technical expert in, or obsessive enthu-
siast of, information systems
technology /tek'nolod3zi/ noun the
application of scientific knowledge to
practical purposes. ¢ information tech-
nology

teething troubles /'ti:01y
trab(a)lz/ plural noun small difficul-
tieswhich occur at the start of a project
TEFL abbreviation teaching of English
as aforeign language

tele- /teli/ prefix meaning across a
distance

telecommunication / telika
.mjuint'kerf(a)n/ noun the transmis-
sion of encoded sound, pictures or data
over significant distances, using radio
signals or electrical or optical lines
telecommunications / telika
.mjuinr'kerf(a)nz/ noun the science
and technology of using electronic
equipment to send messages over a
distance

telecomputing /'telikom,pju:tig/
noun the act of sending information to
or receiving information from another
computer via a modem or local area
network

teleconferencing I'teli
konf(a)ronsig/ noun the act of several
people using a telephone network to
speak to each other at the sametime
telecottage /'telikotidz/ noun a
house where a person both lives and
works

telegram /'teligreem/ noun amessage
sent by telegraphy and then printed on
to paper and delivered

telegraphy /to'legrafi/ noun away of
sending telegrams using radio or elec-
tric signals

telematics /teli'meatiks/ noun the
study of the processes involved in the
long-distance transmission of computer
data

telemedicine /'telimed(s)sm/ noun
the use of video links, e-mail, telephone
or some other telecommunications
system to transmit medical information,
e.g. in consultations between a doctor
and patient or in supervision of medical
staff

telemessage /'telimesid3/ noun a
message sent by telephone but delivered
asacard

teleordering /'teli,o:doriy/ noun the
ordering of goods by telephone which
are then delivered to your address
telephone /'telifaun/ noun an instru-
ment which can be used to talk to some-
body over along distance by means of
dialling a series of numbers m verb to
make contact with somebody at a
distance by using atelephone
telephone call /'telifoun ko:l/ noun
a conversation with somebody on the
telephone

telephone directory /'telifoun dar
rekt(9)ri/, telephone book /'telifoun
buk/ noun abook containing an alpha-
betical list of names, addresses and tele-
phone numbers of peoplein agiven city,
town or area

telephone exchange /'telifoun 1ks
,tfernd3/ noun a building where tele-
phone lines can be connected when a
cal ismade

telephone extension /'telifoun ek
,stenf(a)n/ noun an extra telephone
linked to the main line into the building
telephone operator /'telifoun
,Dparerta/ noun aperson who worksin
a telephone exchange, connecting calls
and answering problems

telephone subscriber /'telifoun
sab,skrarba/ noun a person who pays
money to atelephone company in order
to be able to connect a telephone to the
national network

telephone switchboard / telifoun
'swit [bo:d/ noun a central point in a
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private telephone network where all the
lines meet and can be connected
teleprocessing  /'teli,prousesiy/
noun the use of computer terminals in
different locations, connected to amain
computer, to process data. Abbr TP
telesales /'teliseilz/ noun the process
of telephoning people without warning
to try to sell them things
teleshopping /'teli,fopiy/ noun
using the telephone to do shopping
which is then delivered to you
teletext /'telitekst/ noun a system of
transmitting written text using a televi-
sion signa
COMMENT: Teletext constantly transmits
pages of information which are repeated
one after the other; the user can stop one
to read it. This is different from viewdata,
where the user calls up a page of text
using a telephone line.
television /telr'viz(a)n/ noun 1. a
system of transmitting pictures and
sound over adistance so that they can be
received and seen on atelevision set 2.
a device for receiving and displaying
broadcast television programmes » abbr
TV
teleworker /'teliwa:ka/ noun some-
body who works from home by means
of computers, modem, phone and fax
machines
telex /'teleks/ noun a system of
sending international messages using
telephone lines, where the text is typed
on one machine and immediately
printed out at the receiving end
Telnet /'telnet/ noun a remote login
program that allows a user on one
computer to access another on the same
network
template /'tem,plert/ noun a thin
sheet of metal or plastic with cut-out
shapes which enable exactly the same
shape to be reproduced many times
temporarily /,tempa'rearsli/ adverb
only for a short time
temporary /'temp(s)rari/ adjective
lasting only a short time
tender /'tenda/ noun aformal offer to
supply goods or services at a stated
price m verb to make aformal offer to do
something o He tendered his resigna-
tion. o to put work out to tender to ask

for companies to state their price for
doing a particular job

term /taim/ noun 1. a set or limited
period of time o The term of office for
thechairpersonisoneyear. 2. oneof the
three divisions of the academic year o
The year starts in October with the
autumn term. 3. a word used in the
terminology of indexing

terminal /'ta:rmin(a)l/ noun a proc-
essor with screen and keyboard used to
access a central computer system
terminal user interface
/'t3imin(a)l juize ,intofers/ noun
hardware and software used by a person
at aterminal to enable contact with the
central computer

terminate /'ta:minert/ verb 1. to stop
completely 2. to end something
terminology /,t3:mr'nolodzi/ noun a
set of specialised words and phrases
bel onging to a specific subject

terms /t3imz/ plural noun 1. the head-
ings, words and phrases used in aclassi-
fication scheme 2. conditions agreed
between people for asale or job
tertiary /'ta:fori/ adjective third in
order or stage of development o Univer-
sities are the tertiary stage of education
after primary and secondary schools.
tertiary education /ta:fori ,edju
'kerf(a)n/ noun same as higher educa-
tion

TESL abbreviation teaching of English
as a second language

TESOL abbreviation Ebuc teaching of
English to speakers of other languages
test pattern /'test ,pat(o)n/ noun a
design which uses different textures and
colours on a television screen to see if
al the components are adjusted prop-
erly

text /tekst/ noun the main part of a
written document

textbook /'tekstbuk/ noun an
academic book on a particular subject
used for study

text box /'tekst boks/ noun a box
within a computer dialogue box in
which characters such as text, dates or
numbers can be typed and edited

text editing /'tekst ,edrtig/ noun
work done on a word processor to
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change, add, delete or move words,
phrases or paragraphs

text file /'tekst fail/ noun astored file
on a computer that contains text rather
than digits or data

text formatter /'tekst  formeto/
noun a program that arranges a text file
according to pre-set rules such as line
width and page size

text illustrations /'tekst
JHostrerf(e)nz/ plural noun illustra
tions printed on the text pages, and not
on separate paper

text index /'tekst ,indeks/ noun an
index of some or al of the words in
something such as a computer file or
databasefield, used to aid searching and
retrieval

text management /'tekst
;manidzmont/ noun facilities that
dlow text to be written, stored,
retrieved, edited and printed

text processing /'tekst ,prousesin/
noun same asword processing

text retrieval /'tekst ritrizv(e)l/
noun a facility on a word processor
which allows the user to find the text of
documents to be edited or worked with
text to table /tekst tu 'terb(e)l/
noun a facility on a word processor
which allows the user to convert text
into table form

textual analysis /'tekstfual o
.nelisis/ noun investigation into the
techniques used in a particular style of
writing

tg abbreviation in Internet addresses,
the top-level domain for Togo

th abbreviation in Internet addresses,
the top-level domain for Thailand

The Bookseller /'buksela/ noun a
journal providing information espe-
cialy interesting to booksellers and
publishers

thematic catalogue /6i:,matik
'keetolpg/ noun a musical catalogue
containing the man themes of a
composer’s works, usually arranged in
chronological order

thermal imaging  /,63:m(o)l
'tm1d31/ noun atechnique which uses
a TV camera sensitive to heat rather
than light to produce pictures

thermal paper /,63:m(s)l 'peipa/
noun paper which is chemically coated
so that it can be used with a thermal
printer

thermal printer /,83:m(s)l 'printo/
noun a printing machine which uses
heat-sensitive paper

thesaurus /61'soiras/ noun atype of
dictionary that lists groups of synonyms
thesaurus strategy /0r'soiros
,streetad3i/ noun in database searching,
the practice of running multiple
searches using similar words to find as
many documents on a subject as
possible

thesis /'Oizsis/ noun a piece of
extended writing explaining the objec-
tives, methodology and findings of a
research project

thesis statement /'Bizsts
,stertmoant/ noun a sentence or short
paragraph at the beginning of a thesis
which describes the main idea explored
in the text

third party /03:d 'paiti/ noun a
person who becomes involved in a situ-
ation but is not one of the main parties
32mo abbreviation thirty-twomo
thirty-twomo /,03:ti 'tuzmou/ noun
1. a size of book page traditionaly
created by folding a single sheet of
standard-sized printing paper fivetimes,
giving 32 leaves or 64 pages 2. a book
printed in this format. Abbr 32mo 3. an
American book format about 4 or 5
inches high. Abbr 32mo

Thomson’s Local Directory
/tomsanz louk(d)l dar'rekt(o)ri/
noun aprivate publication in most areas
of the UK giving local information such
as business telephone numbers, post-
codes and maps
thorough /'6ara/
careful and complete
thread /0red/ noun an idea or theme
which connects the different parts of a
story together

3D /0Ori: 'dii/ abbreviation three-
dimensional

three-dimensional  /0ri:  dar
'men|(a)nal/ adjective having width,
breadth and depth and so appearing
solid. Abbr 3D

adjective very
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3G /Ori: 'dziz/ noun a wireless
communications technology designed
to provide high-speed Internet access
and transmission of text, digitised voice,
video and multimedia. Full form third
generation

three-quarter  binding  /,6ri:
'kworta bamdig/ noun bookbinding
in which the spine and most of the sides
of abook are covered in the same mate-
rial

thriller /'0rila/ noun anovel telling of
crime and criminals in an adventurous
way

throughput /'Oruiput/ noun the
amount of information processed in a
given period of time

thumb index /'0am ,indeks/ noun a
method of indexing used especially for
dictionaries and diaries, where rounded
holes are cut into the foredge of a book,
alowing a thumb to be placed in the
hole and the book to be opened at the
correct page quickly

thumb-index /'0am ,indeks/ verb to
provide a book with a thumb index o
Thedictionary is thumb-indexed.

tie-in /'tar m/ noun a book that is
derived from or published together with
aTV or radio programme

tier /t1a/ noun one of anumber of levels
o There were five tiers of shelves.

tif /tif/ suffix afile extension for aTIFF
file. Full form tagged image file
format

TIFF /tif/ abbreviation a standard file
format used to store graphic images.
Full form tagged image file format

COMMENT: TIFF is probably the most
common image interchange format used
by DTP software. Developed by Aldus
and Microsoft, TIFF can handle
monochrome, grey-scale, 8-bit or 24-bit
colour images. There have been many
different versions of TIFF that include
several different compression algorithms
tilde /'tildo/ noun a pronunciation
symbol (~) written over some lettersin
Spanish and Portuguese
tilt /tlt/ verb to alter the angle of some-
thing so that it is not vertical o tilt &
swivel used to describe a computer
screen mounted on a pivot so that the
angle and direction can be changed

time lag /'tarm laeg/ noun a period of
waiting between two related events o
There is sometimes a time lag between
speakers who areinterviewed on televi-
sion from another country.
time out /,tarm 'aut/ noun time taken
away from one's usual activities
timer /'tarma/ noun a device which
can be set or pre-set to measure the time
taken to do an activity
timescale /'taimskeil/ noun the
length of time taken up by a particular
activity o Their timescal e for writing the
book was six months.
timesharing /'taimfeariy/ noun an
arrangement by which several people
can be online to a computer at the same
time
time slot /'tarm 'slot/ noun a period
of time allocated to a specific activity
timetable /'taimteib(o)l/ noun a
schedule of times and activities such as
bus and train services
title /'tart(a)l/ noun 1. the name given
to abook, play or TV programme 2. the
word used to indicate the status of a
person, e.g. Mr, Mrs, Dr or Rev
title-a-line catalogue /tart(s)l o
'lain  keetolpg/ noun a catalogue in
which the entries occupy only one line
of type each
title bar /'tart(o)l ba:/ noun a hori-
zontal bar at the top of a computer
screen which usually shows the names
of the program and file that is currently
inuse
title catalogue /'tart(a)l keetolog/
noun an alphabetical list of book titles
title index /'tart (o)l ,indeks/ noun an
index of books in a library or
publisher’s catalogue listed under their
titles
title page /'tart(s)l perds/ noun a
page at the beginning of a book which
states the title and publication informa-
tion
COMMENT: The title page is always a
right-hand page. From the designer’s
point of view, a title page is designed both
to attract the reader and at the same time
give some idea of the contents of the
book: this must be done using
typography alone, although some title

pages have illustrations or vignettes. The
jacket or cover is designed in order to
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attract the purchaser to the book in the
shop; the title page is designed to make
the reader want to read it when he or she
opens it
tj abbreviation in I nternet addresses, the
top-level domain for Tajikistan
tm abbreviation in Internet addresses,
the top-level domain for Turkmenistan
tn abbreviation in Internet addresses,
the top-level domain for Tunisia
to abbreviation in Internet addresses,
the top-level domain for Tonga
TOEFL /'touf(a)l/ a trademark for a
standardised English language test
taken by speakers of other languages
who are applying to universities in the
United States. Full form Test of
English as a Foreign Language
TOEIC /'toutk/ a trademark for a
standardised English language test
which measures  comprehension,
speaking, writing and reading skills,
focusing especially on the areas of busi-
ness, commerce and industry. Full form
Test of English for International
Communication
token effort /,toukan 'efat/ noun the
minimum amount of effort required so
as to be seen to be trying to do some-
thing
toner /'tauna/ noun dry ink powder
put into a photocopier to develop the
image on the copy
toolkit /'tu:lkit/ noun 1. a collection
of information, resources and advice for
a specific subject area or activity 2. a
bundle of software which can be used to
set up aparticular utility or service
tools /tu:lz/ plural noun aset of utility
programs such as backup and format in
acomputer system
top down structure /top 'dauvn
,strakt [o/ noun asystemin which poli-
cies are decided by people in authority
rather than the people who actualy do
the work
topic /'topik/ noun the subject of a
document or for discussion
topic map /'topik mep/ noun a
model of the structure of knowledge
which represents a topic, the associa
tions between thistopic and other topics
and the information sources in which
thistopic isreferred to

‘According to the company,
[processing tool] TMCore05 is based
on open standards to enable full
integration with an organisation’s
existing file and content management
applications. The solution utilises
topic maps and enables employees to
quickly retrieve information they
need.’ [Telecomworldwire]

top-level /'top ,lev(e)l/ adjective
relating to things that are discussed or
decided by the people with the most
power in a country, company or organi-
sation

top-level domain /,top ,lev(o)l dou
'mem/ noun the part of an Internet
address that identifies an Internet
domain, eg. edu (education), .com
(commercia) or a two-letter country
code.

top management /,top
'meenidzmont/ noun the most senior
members of a management hierarchy

topographical information
/,topagrafik(s)l ,infa'me1f(a)n/ noun
a description of the physical features of
acountry

topology /to'poladzi/ noun the rela-
tionships between parts linked together
in asystem such as a computer network

top secret /,top 'sitkrot/ adjective
highly confidential so having a
restricted circulation to the people at the
top level

touch pad /'tatf pad/ noun a flat
surface which is sensitive to touch and
can be used to control acursor on screen
or on/off switches

touch screen /'tatf skriin/ noun a
computer display screen which is sensi-
tive to touch and will react when
touched according to pre-programmed
information

town plan /tavn 'plan/ noun same
asstreet plan

toy library /'tor laibrori/ noun a
collection of toys which can be
borrowed by young children for short
periods

tp abbreviation in Internet addresses,
the top-level domain for Timor Leste

TP abbreviation teleprocessing
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tr abbreviation in Internet addresses,
the top-level domain for Turkey

trace /trers/ verb to find somebody or
something after a prolonged search
tracing /'trersig/ noun 1. alist of the
headings an entry appears under in a
catadogue 2. a list of the references
made to an entry from other entriesin a
catalogue

track /traek/ noun aconcentric ring on
acomputer disk or tapewhich is used to
store data in separate sections
tracking /'trekig/ noun lines on
magnetic tapes or disks along which
information is carried

tract /treekt/ noun a short article
dealing with areligious or moral subject
tractor feed /'trekto fird/ noun a
method of controlling paper feed by the
use of holeson the edge of the paper and
sprockets on the printer

trade /trerd/ noun the activity of
buying, selling or exchanging goods or
services

trade book /'trerd buk/ noun a
standard edition of a book, meant for
sale to the general public, as opposed to
ade luxe or book-club edition

trade catalogue /'trerd ketolog/
noun 1. abook containing details of the
goods manufactured or sold by afirm 2.
publisher’'s catalogue listing books for
sale through retail bookshops

trade directory [/'trerd dar
rekt(d)ri/ noun a book containing
aphabetical lists and information about
companies and organisations involved
intrade in aparticular area
trademark /'trerdma:k/ noun a
name, sign or symbol printed on some-
thing to show who it is made by

trade name /'trerd nemm/ noun the
name under which a product is sold o
Some drugs are marketed under several
different trade names.

trade-off /'trerd of/ noun a compro-
mise between two opposite points of
view

trade paperback / treid
'‘perpabak/ noun a paperback edition
of abook that is superior in production
quality to a mass-market paperback

edition and is similar to a hardback in
size

trail /treil/ noun a path followed by
somebody or something

train /'trem on/ verb to teach some-
body the skills for a specific job
trainee /trer'ni:/ noun apersonwhois
learning how to perform specific tasks
trainer /'trema/ noun a person who
instructs others

training /'tremg/ noun the act of
teaching somebody specific skills
training costs /'treinig kosts/
plural noun money needed by a
company to pay for training its
employees

training manual ['treiniy
;manjual/ noun an instruction book
which explains how to train somebody
in a specific skill

training materials /'tremniy mo
,trarialz/ plural noun teaching materials
used for training

training package ['treiniy
,peekid3z/ noun apack of teaching mate-
rials to help trainers to run courses
training programme /'tremniy
,prougreem/ noun a schedule designed
to teach specific skills within a given
time

trans- /traens/ prefix used to form
words with the meaning of moving
acrosstime or space

transaction /tran'zak[on/ noun an
action which involves the exchange of
goods or information

transaction data /trenz'ak[on
,derta/ noun information about the data
being processed

transaction processing /tren
'zaekfon ,prausesiy/ noun the way in
which a computer deas with instruc-
tions given by the user

transceiver /tren'sitvo/ noun a
device that can both transmit and
receive signals, eg. a terminal or
modem

transcribe /treen'skraib/ verb 1. to
produce a written version of spoken
words o His speech was transcribed so
that it could be printed. 2. to write a
written text in the alphabet of another
language
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transcript /'treenskript/ noun a
written form of something that was
spoken

transcription /tran'skripfon/ noun
the act of transcribing data or copying a
text

transfer /traens'fs:/ verb to move
something to ancther location

transferable skKill /trans,fairob(a)l
'ski1l/ noun askill that is not limited to a
specific academic discipline, area of
knowledge, job or task and is useful in
any work situation, e.g. communication
or organisational skills

‘The introduction of this specialist
qualification broadens the scope of
our existing I T education programme.
The theoretical and practical elements
of the programme will provide
students with transferable skillswhich
are of tangible benefit in theindustry.’
[M2 Presswire]

transfer of records /trensfs: ov
'reko:rdz/, transfer of materials
[ treensf3: ov ma'trarialz/ noun the act
of moving records or materials to
another system or physical storageloca-
tion

transform /trens'form/ verb to
change completely
transformation / treensfo

'merf(a)n/ noun the act of putting data
into a different format, eg. for data
encryption purposes

transgressive  fiction /traenz
.grestv 'fikf(a)n/ noun aliterary genre
characterised by graphic exploration of
taboo topics, to which the work of
writers such asthe Marquis de Sade and
William Burroughs belongs. It is based
on the belief that knowledge is to be
found at the very edge of human experi-
ence.

transistor /tran'zista/ noun a small
electrical device which controls ampli-
fication in a machine such as aradio or
television

translate /trens'leit/ verb 1. to
change information from one language
or format to another 2. to convert ideas
into action

translation bureau  /trens
'letf(a)n ,bjuarau/ noun an office

which trandates documents for compa-
nies

translator /trens'lerta/ noun 1. a
person who converts text and spoken
words from one language to another 2. a
laptop computer that trandates words
into other languages

transliteration / trenzlita'rerf(o)n/
noun the writing of words of one
language using the characters of
another, e.g. Arabic using the Roman
alphabet. » romanisation
transmission /treenz'mif(a)n/ noun
aprogramme broadcast on television or
radio

transmit /treenz'mit/ verb to send out
information from one device to another
by radio waves, cable or wire links
transmitter /treenz'mito/ noun a set
of equipment used for broadcasting
radio or television signals
transparency /traens'paransi/ noun
transparent positive film which can be
projected on to ascreen by using alight
source

transparent /trens'paront/ adjec-
tive easily seen through, recognised or
understood

transport /'treenspo:t/ noun away of
moving goods and people from one
place to another m verb to carry some-
thing or somebody from one place to
another

travel book /'traev(s)l buk/ noun a
book which describes a journey under-
taken by the author, or the author's
impressionsof aforeign country, but not
giving factual details of hotels,
museums and other tourist information
travel guide /'traev(a)l gard/ noun a
book which gives tourist information
about a place such as how to get there,
what is worth visiting and which hotels
to stay at

traw! /tro:l/ noun a search for some-
thing, especially information m verb to
search for something through a large
amount of information or many possi-
bilities

treatment /'trirtmont/ noun away of
writing about something or somebody
tree /tri:/ noun 1. adiagram of a hier-
archical structure that shows the rela-
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tionships between components as
branches 2. ahierarchical data structure
in which each element contains data and
may be linked by branches to two or
more other elements

tree diagram /'triz ,daregraem/ noun
INFO SCI same astree 1

tree structure /'tri: ;strakt[a/ noun
away of writing down the connections
between items in an indexing string,
using a system of branches rather than
linear format

trend /trend/ noun a genera move-
ment in the way something is devel-
oping

trend analysis /'trend 9,nelosis/
noun investigation of the direction and
strength of the movement in a develop-
ment

trial /'traral/ noun atest of somebody
or something to see if they are suitable
for a particular situation

trial and error /trarol ond 'era/
noun the process of trying out different
ways of doing things until the best way
isfound

trial user ['traral ,juizo/ noun a
person who is asked to use a service to
seeif it works well

trim /trim/ verb to cut off a small
portion of something around its edge
trivia /'trrvio/ noun a collection of
insignificant or obscure items, details or
information

troubleshooter  /'trab(o)l,fu:ta/
noun a person who works at solving
problems which occur in companies,
organisations, systems or computer
programs

true /tru:/ adjective based on provable
facts

truncation /tran'kerf(a)n/ noun the
shortening of a search term by adding a
symbol such as % or * to match all the
forms with the same stem, eg.
LIBRAR% will find library, librarian,
librarianship

trunk call /'tragk ko:l/ noun along-
distance telephone call

trust /trast/ noun afinancial arrange-
ment where a company keeps and
invests money for someone

trust directory /'trast dar,rekt(o)ri/
noun abook with an alphabetical list of
trust companies

TS abbreviation typescript

tt abbreviation in Internet addresses, the
top-level domain for Trinidad and
Tobago

tuition /tju'tf(e)n/ noun teaching or
instruction, especially when given indi-
vidually or in asmall group

tune in /tjumn 'in/ verb to adjust a
radio receiver until the signa is at its
strongest and clearest

Turbogopher /'ta:bou,goufa/ noun
a Macintosh version of the gopher
system for accessing the Internet
turnaround document
/'tamnoravnd ,dokjumont/ noun a
document used to record the details of a
job and the time taken to complete it
turnaround time /'tainoraund
,tarm/ noun the time taken to complete
ajob from beginning to end o The turn-
around time for photocopying a docu-
ment is three hours.

turnkey system /'taimnki: ,sistom/
noun a complete system which is ready
for immediate use

turn off /,tam 'of/ verb to disconnect
the power supply from amachine

turn on /,t3:n 'on/ verb to connect the
power supply to amachine

turnover /'tainauval noun 1. therate
at which people leave a company and
are replaced 2. the amount of money
taken for goods or services sold during
agiven period of time

turtle /'ts:it(e)l/ noun a computer
peripheral, like a large mouse, used to
draw graphicsonaVVDU o Floor turtles
are used in primary schools as teaching
aids.

tutor /'tjuita/ noun a teacher who is
responsible for individuals or small
groups, used especialy at higher levels
of education

tutorial /tju:'torrial/ noun a chapter
of a book or manual, or a section of a
computer program, designed to provide
instruction or training using exercises
and assignments = adjective relating to
or belonging to atutor, or to the role and
responsibilities of atutor
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tv abbreviation in Internet addresses,
the top-level domain for Tuvalu

TV abbreviation television

TV station / ti: 'vir sterf(e)n/ noun a
building where television programmes
are produced

tw abbreviation in Internet addresses,
the top-level domain for Taiwan
twelvemo /'twelvmou/ noun 1. a
book made from a sheet which isfolded
to give twelve leaves or twenty-four
pages 2. a book with this format 3. an
American book size, 7-8 inches high »
abbr 12mo

12mo abbreviation twelvemo

24mo abbreviation twenty-fourmo
twenty-fourmo /twenti ‘formou/
noun 1. a book format produced when
the printed sheet is folded to give 24
leaves, or 48 pages 2. a book with this
format 3. an American book size, 56
inches high » abbr 24mo
two-dimensional /,tuz dar
'menf(9)nal/ adjective having only
length and breadth and so looking flat
two-way radio /tur wer 'rerdiou/
noun aradio transmitter and receiver in
a single handset which allows two-way
communication with another user

.Ixt suffix afile extension for atext file.
Full form text

type /taip/ noun metal characters used
for printing m verb to write using a
computer keyboard

typeface /'taipfers/ noun the size and
style of printing used, measured in
‘points’ which refer to the height of the
characters

typescript /'taipskript/ noun atype-
written copy of a manuscript. Abbr TS

typeset /'taipset/ verb to set text in
type ready to be printed

typesetter /'taipseta/ noun a person
or company that typesets text

typist /'tarpist/ noun a person whose
job is to type up documents using a
computer

typo /'tarpau/ noun US atypographic
error which is made while typesetting
(informal) (NOTE: GB English is also
literal)

typographic error /tampa'grefik
,eral noun a mistake made when typing

*...dl name searches can be truncated
without a wildcard (learned inf, learn,
lea). Authority files exist for each
word in a business name, o it is
possible to look glp uncertain spellings
first. Unfortunately, the authority files
reveal the large number of
misspellings and typographic errorsin
the database (such as ‘informatio’).’
[Information World Review]

typography /tar'pografi/ noun the
design and methods used when working
with type

tz abbreviation in Internet addresses,
the top-level domain for Tanzania
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U3A /,ju: Orir 'er/ noun a system of
distance learning for people over the
age of retirement. Full form University
of the Third Age (UK)

ua abbreviation in Internet addresses,
the top-level domain for Ukraine
UCAS /'ju:kes/ abbreviation Univer-
sities and Colleges Admissions Service
UCC abbreviation Universal Copyright
Convention

UDC abbreviation universal decimal
classification

UFC abbreviation Universities Funding
Council

ug abbreviation in Internet addresses,
the top-level domain for Uganda

uk abbreviation in Internet addresses,
the top-level domain for United
Kingdom

UK abbreviation United Kingdom
ultimatum /altr'mertom/ noun a
warning that unless somebody
conformsto regulations and instructions
they will be punished

ultra- /altra/ prefix used with adjec-
tivesto indicate an extreme level
ultra-fiche /'altro fi:f/ noun micro-
fiche pages with images reduced more
than ninety times

ultra-sonic /,altro 'sonik/ adjective
sounds that are above the range of
human hearing

ultra-violet light /altro ,varalot
lart/ noun light which is just beyond
the spectrum visible by the human eye.
Abbr UV light

umlaut /'vmlaut/ noun a pronuncia-
tion indicator of two dots above avowel
(e.g. 0), used especialy in German

UN abbreviation United Nations

unabridged /,ana'bridzd/ adjective
complete and not shortened
unadulterated /,ano'daltorertid/
adjective complete with nothing added
unattributed /,ana'tribjutid/ adjec-
tive not attributed to a particular source
of information or a particular creator
unauthorised /an'o:0araizd/, unau-
thorized adjective not officialy
alowed

unauthorised edition /An
,o10araizd 1'dif(e)n/, unauthorised
reprint /an,o:0oraizd 'rizprint/ noun a
pirate edition of a book which has not
been authorised by the publisher
uncensored /an'sensad/ adjective
not having been viewed by the official
government censor and approved for
showing to the public

uncertainty avoidance  /an
's31t(o)nti 9,vordons/ noun asystemin
which decisions are only made by
peoplein full possession of al the facts
uncharted /an'tfa:tid/ adjective
relating to an areathat has had no maps
made of it

uncorrupted /,anka'raptid/ adjec-
tive relating to a computer file or data-
base that is free of errors or viruses
undercover /ando'kava/ adjective
done secretly to obtain information
under discussion /ando dis
'kaf()n/ adjective being talked about
but still to be decided

under-funded /ando 'fandid/,
under-financed adjective not having
enough money alocated to it to do its
work properly
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undergraduate /anda'gredzust/
noun a student at university who is
working for afirst degree
underground literature
/'andagraund |Irt(a)rat o/ noun litera
ture published by the underground press
underground press /'andagravnd
pres/ noun illega newspapers
published in a country where publica
tions are censored

underline verb to emphasise some-
thing either by talking about it strongly
or by drawing a line under a written
word or phrase

undocumented /an'dokjumentrid/
adjective having no official papers to
prove existence

unenlightening /,anen'lart(o)niy/
adjective providing no useful informa
tion or insight

UNESCO /ju:'neskou/ abbreviation
United Nations Educational Socia and
Cultural Organization

unethical /an'eBik(a)l/  adjective
considered to be  unacceptable
according to a particular code of
conduct

uneven pages /an,irv(e)n 'perdziz/
plural noun the right-hand pages of a
publication which bear the odd humbers
unexpurgated  /an'ekspogertid/
adjective not edited to remove words or
passages considered offensive or unsuit-
able

uniform edition /'jumiform 1
(dif(e)n/ noun a series of different
books all with the same design
Uniform  Resource Locator
/,juimniform rr'sors lou,kerta/ noun an
electronic address used to give accessto
files on the Internet. Abbr URL
unillustrated /an'ilastrertid/ adjec-
tive having no illustrations

UNIMARC /'ju:nima:k/ abbreviation
Universal Machine Readable Catal ogue
uninformative /,anm'formoativ/
adjective not providing adequate infor-
mation

union catalogue /'juinion
keetolog/, union list /'juinion list/
noun a combined bibliographic list of
holdings for either institutions or
subjects

unique /jui'nizk/ adjective used to
describe something of which there is
only one example in the world
UNISIST /'juinisist/ abbreviation
United Nations Information System in
Science and Technology

unit /'juinit/ noun a small part of a
large organisation with a specialised
purpose

United Kingdom  /ju:nartid
'kindem/ noun England, Scotland,
Wales and Northern Ireland. Abbr UK

United Nations /juz nartrd
'nerf(a)nz/ noun an internationa
organisation to which most countriesin
the world belong, which works towards
peace in the world and solving interna-
tional problems. Abbr UN

United Nations Educational
Social and Cultural Organiza-
tion noun an international organisation
through which richer countries can help
poorer countries to develop. Abbr
UNESCO

United Nations Information
System in Science and Tech-
nology noun an international database
for information about different areas of
science and technology. Abbr UNISIST
United States of America /ju:
nartid sterts ov 9'merika/ noun a
country in North America consisting of
50 states. Abbr USA

unit of enquiry /juinit ov In
'kwarri/ noun one item in a complex
series of questions

universal / ju:ni'va:s(o)l/ adjective
widespread and relevant to very large
numbers of people

universal bibliographic control
/,juinrvais(a)l bibliagrefik kon
'troul/ noun a system of listing all the
publicationsin the world

Universal Copyright Conven-
tion /jumivais(e)l 'kopirait kon
,ven[(a)n/ noun an international agree-
ment on copyright set up by the United
Nations in Genevain 1952. Abbr UCC.
» convention

universal decimal classification
/,juinrvais(d)l desim(a)l  klaesift
'kerf(a)n/ noun a system of classifying
information by means of decimal
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numbering which is used worldwide.
Abbr UDC

Universal Machine Readable
Catalogue /jumnrvsis(d)l mo,fiin
rird(a)bal 'kaetalpg/ noun acomputer-
generated index according to a specific
system, which can be used worldwide.
Abbr UNIMARC
Universities
Admissions Service
/,juimnivaisitiz on  kolid3iz  ad
'mif(e)nz ,s3:vis/ noun a centraly
administered system for admissions to
courses in al the universities and
colleges of higher education in the UK.
Abbr UCAS

Universities Funding Council
/,juinrvaisitiz 'fandmy  kauns(o)l/
noun agovernment body which controls
the money allocated to universities in
the UK. Abbr UFC

university /junr'vasiti/ noun an
institution of higher education where
students study for degrees and academic
research isdone

university facility /,juiniva:siti fo
'stlrti/ noun a building or equipment
provided by a university for the work
and leisure of its staff and students
university library /jumivasiti
latbrari/ noun a library that caters
specifically for the staff and students of
aparticular university

UNIX /'juiniks/, Unix atrademark for
a widely used computer operating
system, developed in 1969 at AT&T
Bell Laboratories, which can support
multi-tasking in a multi-user environ-
ment

unjustified /an'dzastifaid/ adjective
with ragged margins, i.e. with no justifi-
cation

unknown  quantity /,announ
'kwontiti/ noun somebody or some-
thing about which nothing is known
unpaged /an'perdzd/ adjective not
marked with page numbers. Abbr unp.
unprotected /,anpra'tektid/ adjec-
tive having no security barriers and so
able to be modified

UN publications catalogue /,ju:
en ,pabli'keif(a)nz ketalog/ noun a
book containing bibliographic lists of

and Colleges

documents published by the United
Nations

unsigned /an'saind/  adjective
having no signature to make it officia
unstructured interview  /an
straktfod 'mtovjui/ noun an inter-
view which is free-ranging and not
limited by pre-set questions
untranslated /,antreens'lertd/
adjective in its origina language as
opposed to being trand ated

up /ap/ adjective possessing up-to-date
or accurate information

UPC noun an American barcode
system used on packaging and book
covers. Full form universal product
code

up cursor key /'ap ,kaiso ki:/ noun
one of the four direction keys on a
computer keyboard

updatable /ap'dertob(a)l/ adjective
able to be updated easily, as with a
website

update noun /'apdert/ a news item
which has the latest information on a
topic already covered m verb /ap'dert/
to change information so that it isup to
date and accurate

upgrade /ap'grerd/ verb 1. to
improve something by bringing it up to
date or adding more modern equipment
2. to regrade a job, giving it a higher
sdlary scale

upkeep /'apki:p/ noun the act and
cost of keeping buildings, equipment
and servicesin good condition

upload /'aploud/ verb to send a file
from one's computer to the hard disk of
another computer, particularly used to
refer to sending files over the Internet to
another server. Compare download

upper case /,aps 'kers/ adjective

relating to large letters such as A, B, C,

as opposed to lower case a, b, ¢
COMMENT: To instruct upper case, the
editor underlines the text with three lines.
The term ‘upper case’ comes from the
case in which metal type was kept in front
of the compositor. The case was divided
into many litle compartments, the top
half being for capitals and the bottom part
for small letters.

up to date /,ap to 'dert/ adjective
containing the latest known data
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URL abbreviation Uniform Resource
Locator

us abbreviation in Internet addresses,
the top-level domain for United States
USA abbreviation United States of
America

usage /'jursidz/ noun the generaly
accepted way that words are used,
which may not necessarily be grammat-
ically correct

use noun /ju:s/ 1. theability or permis-
sion to use something o They had the
use of the library while they were
attending the conference. 2. o in use,
out of use being or not being used o to
be of use /ju:z/ to be useful o A direc-
tory can be of use in many different
ways. m verb /juiz/ 1. to employ some-
body or something for a particular
purpose 2. to consume o Colour televi-
sions use much more electricity than
black and white ones.

Usenet /'juiz,net/ noun a very large
online bulletin board concerned with
the news

user /'juiza/ noun a person who uses
something

user education I'juizo
.edjukerf(a)n/, user training /'juiza
.trexnig/ noun the process of teaching
the users of a service how to make the
best use of it

user-friendly /,ju:zs 'frendli/ adjec-
tive relating to language or software that
makes interaction with a computer easy
user group /'juizo gruip/ noun a
group of people who use a service or
facility and come together to discuss
how it can be improved

user interface /'juizo ,ntofers/
noun hardware or software designed to
makeit easier for auser to communicate
with amachine

‘The [mobile handset] industr
continues  to struggle  wit
cumbersome user interface issues, and
manufacturers may be years away
from an intuitive music-focused
device that captures music lovers the
way the iPod line has’ [RCR
Wireless News]

user representative  /'juizo
reprizentativ/ noun a person who
speaks for other users and who voices
their opinions

user resistance /'juizo ri,zistons/
noun a feeling that some people have
against using a particular facility or
service

user study /'juize ,stadi/ noun
research which investigates how users
function and what they need

user views /'ju:za vju:z/ plural noun
the opinions of people who make use of
afacility or service

utility /juz'tiliti/ noun aservicethat is
provided for everyone, e.g. water, gasor
electricity

utility program [juz'trlrti
,prougraem/ noun a computer program
that is concerned with routine activities
such as searching, copying and
replacing files

UV light abbreviation ultra-violet light
uy abbreviation in Internet addresses,
the top-level domain for Uruguay

Uz abbreviation in Internet addresses,
the top-level domain for Uzbekistan
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va abbreviation in Internet addresses,
the top-level domain for Vatican City
vacate /va'kert/ verb to leave a place
or a job empty and available for other
people

Vacher’s Parliamentary
Companion /,vee[az
pa:loment(a)ri kam'panjon/ noun a
reference book which givesinformation
about all aspects of the UK parliament
including biographica details of
Members of Parliament

vade mecum /,va:di 'merkom/ noun
a portable reference book

valid /'vaelid/ adjective based on
logical reasoning and so acceptable
validate /'vaelidert/ verb to prove that
something is true, accurate or correct

valuable /'veljuab(a)l/ adjective 1.
worth a lot of money 2. having great
importance

valuation /velju'erf(a)n/ noun the
process of calculating how much some-
thing is worth

value /'valju:/ noun the amount that
something is worth either in money or
quantity m verb to estimate how much
money something is worth

value added network /vealju:
'‘edid ,netwa3:k/ noun anetwork which
leases telecommunications links, adds
services and markets the improved
network

value added tax /vealju: 'edid
.teeks/ noun atax on goods and services
purchased which the seller must then
pay to the government. Abbr VAT
values /'valju:z/ plural noun moral
principles and beliefs

vandal /'vend(a)l/ noun aperson who
deliberately damages property
vandalism /'vends,liz(e)m/ noun
the act of deliberately damaging prop-
erty

vanity publisher /'venrtti ,pablifo/
noun a publishing house that publishes
an author’s work in return for payment
from the author. Vanity publishers do
not typically market or distribute their
publications.

variable /'veariob(a)l/ noun a factor
in a situation that can change, or that
can be measured according to a set of
valuesm adjective not alwaysthe sameo
Text was typed with variable spacing
between the words.

variance /'vearians/ noun difference
from the norm

variorum /,veari'oirom/ adjective 1.
having commentary or notes written by
various editors or scholars 2. containing
different versions or readings of atext m
noun an edition of atext with commen-
tary or notes written by various editors
or scholars, or with various different
versions or readings

various dates /'vearioas derts/ noun
a series of volumes containing several
works of different dates. Abbr v.d.
varnish /'va:nif/ noun ashiny coating
applied to book covers or jackets to
make them more durable, similar in
appearance to lamination, but cheaper m
verb to coat abook cover with varnish
VAT /,vii er 'tiz, veet/ abbreviation
value added tax

VC abbreviation in Internet addresses,
the top-level domain for St Vincent and
the Grenadines
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VCR abbreviation video cassette vertical scrolling /vsitik(o)l
recorder 'skraulin/ noun the act of moving text

v.d. abbreviation various dates

VDC abbreviation virtual data centre
VDT abbreviation video display
terminal

VDU abbreviation visual display unit
ve abbreviation in Internet addresses,
the top-level domain for Venezuela
vellum /'velom/ noun smooth, fine
parchment or paper made from polished
calf, sheep or goat skin

vending machine /'vendiy mo
Jiin/ noun an automatic machinewhich
dispenses goods when money or a
specia key or card isput in the slot
vendor /'venda/ noun somebody who
sellsthings

Venn diagram /'ven ,darogrem/
noun a graphical representation of the
relationship between two or more sets
of data

verbatim /v3:'bertim/ noun an accu-
rate word-for-word report of a speech or
debate m adverb copying the spoken
word exactly inwriting o She copied the
speech down verbatim.

verification /verifi'kerf(a)n/ noun
the act of checking that something is
true and accurate

verify /'verifar/ verb to check that
something is true and accurate
vernacular /vo'nakjulo/ noun a
local dialect

verse /vais/ noun 1. a set of lines
which forms one part of the pattern of a
poem 2. a group of sentences which
forms anumbered division of a book of
sacred writings

version /'va:if(s)n/ noun a copy or
form of something that is dightly
different from the original

verso /'vaisou/ noun the left-hand
page of a book, usually given an even
number

vertical ['vaitik(e)l/  adjective
upright, forming an angle of 90° to the
ground

vertical filing /va:tik(a)l 'farlig/
noun a system of filing in which the
organisation of records is from top to
bottom rather than horizontal

up or down acomputer screenalineat a
time

Very High Density /veri har
'densiti/ adjective able to be encoded
on both sides. Abbr VHD

Very High Frequency /,veri har
'frizkwonsi/ adjective relating to a
range of radio transmission frequencies
which give clear reception. Abbr VHF

Vg abbreviation in Internet addresses,
the top-level domain for British Virgin
Islands

VHD abbreviation Very High Density
VHF  abbreviation Very  High
Frequency

via /'vara/ preposition going through a
person or placeto reach a destination

VIATEL /'varatel/ noun an Australian
videotext service

video /'vidiou/ noun a recording on
video tape m verb to film something
using avideo camera

videobook /'vidisubuk/ noun an
educational video that can be down-
loaded from a website as part of a
training course

video camera /'vidiou kem(o)ro/
noun a portable camera for taking
videos

video cassette /'vidiou ko set/
noun a container for video recording
tape which enables it to be played back
by aVCR

video cassette recorder /,vidiou
ka'set r1,ko:da/ noun amachine which
will record and play back television
pictures

video conference ['vidiou
konf(a)rans/ noun a satellite TV link
which enables severa peopleto see and
talk to each other at the sametime

video conferencing /'vidiou
konf(a)ransiy/ noun the holding of a
meeting between people at a distance
using video screensto enabl e the people
taking part to see each other

videodisc /'vidioudrsk/ noun aread-

only optical disk used to store large
amounts of data and pictures
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video display /'vidiou di,spler/
noun a device that can display text or
graphical information

video library /'vidiou Ilarbrori/
noun a collection of video tapes avail-
ablefor hire

video nasty /,vidiou 'na:sti/ noun a
film released on video which is
extremely violent

video phone /'vidiau foun/ noun a
telephone that has a video screen
attached to it so that the callers can see
the person they are talking to

video scanner /'vidiou ,skana/
noun a device that enters pictures or
diagrams to be input to a computer

video tape /'vidiou terp/ noun
magnetic tape which can be used to
record pictures and play them back on a
television set

Videotex /'vidiouteks/ noun a
generic namefor systemswhich display
text on atelevision screen

videotext /'vidioutekst/ noun a
communications service linked to an
adapted television receiver or video
display termina by telephone or cable
television linesto allow access to pages
of information. Systems can be one-
way, dlowing only for the display of
selected information, or online or inter-
active, allowing for two-way communi-
cation.

view /vju:/ noun an opinion about
something o | hold the view that every
school should have a library. m verb to
look at or watch

Viewdata /'vju:derto/ a trade name

for avideotext system
COMMENT: The user calls up the page of
information required, using the telephone
and a modem, as opposed to teletext,
where the pages of information are
repeated one after the  other
automatically.

viewer /'vju:a/ noun 1. a person who
looks at something 2. an apparatus with
a lightbox for looking at photographic
dlides

viewfinder /'vju:fainds/ noun an
eyepiece in a camera which enables the
photographer to see what is to be filmed

virement /'vaitoment/ noun an
authorised transfer of money from one
budget to another for urgent purposes
virtual data centre /va:itfual
'derto ,senta/ noun a fully computer-
ised data management  system,
including storage, access, publishing
and archiving facilities. Abbr VDC
‘The physical data centre may have
disappeared entirely from many
organisations by 2010. Outsourced
virtual data centres could be the norm,
rather than the exception, in small and
medium-sized enterprises (SMES).
Thanks to the economies of scale that
outsourcers can achieve, SMEs will
have access to technology and
applications far beyond their current
reach.” [Computing
virtual library /,va:tfual 'latbrori/
noun an electronic stock of information
which can be accessed via databases,
but is not held in any one place
virtual reality /vaitfusl ri'eliti/
noun an electronic environment created
by a computer which appears to be red
to the viewer
virtual reference  /va:tfual
'ref(e)rons/ noun reference using
computerised access to data, eg.
searching on the World Wide Web
virus /'varras/ noun an infection in a
computer system which can damage the
software systems and the data
Vis-a-vis /,viiz o 'vii/ preposition in
comparison with
visit /'vizit/ verb o to visit a site to
read an electronic document on the
World Wide Web
visitation /vizi'terf(9)n/ noun an
official visit
Visnews /'viznju:z/ noun a commer-
cia library in the UK containing
pictures and television news coverage
vistafoil /'vistoforl/ atrade namefor a
form of sticky, transparent plastic
covering used to laminate books,
pictures or work cards
visual aid /'vizual erd/ noun a
teaching aid which enables the learner
to see pictures or real examples of the
subject being taught o Sides, photo-
graphs, maps, charts, films are all
visual aids.
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visual display unit /vizual dr
'spler ,juinit/, visual display terminal
noun adevice used with acomputer and
a keyboard to display words and
graphics on ascreen. Abbr VDU, VDT

visual education /vizual ,edju
'kerf(a)n/ noun the process of teaching
how to read visual symbols

visual literacy /,vizual 'lit(s)rasi/
noun the ability to interpret visual signs
and symbols

vital record /'vartal ,reko:d/ noun a
record which is currently in use and
must be kept easily accessible

vn abbreviation in Internet addresses,
the top-level domain for Vietnam

VOA abbreviation Voice of America

vocabulary /vau'kabjulori/ noun 1.
the number of words in a particular
language or related to a specific subject
o The vocabulary of information
handling is very specialised. 2. a set of
words that are used for a specific
purpose, e.g. for cataloguing
vocational qualification /vou
kerf(a)nal kwnolifr'kerf(s)n/ noun a
certificate which states that somebody
has the training or skills needed to do a
particular job

vocational training Ivou
kerf(a)nal 'tremin/ noun courses
which teach people the skills for
specific jobs or professions

Voice of America /vois oav 2
'merika/ noun a worldwide broad-
casting network of American radio.
Abbr VOA

voice-over /'volis ,ouva/ noun a
commentary or spoken text accompa
nying a television programme, adver-
tisement or film by somebody who is
heard but not seen

voice recognition 'vors
rekagnif(a)n/ noun the ability of a
computer to recognise the characteris-
tics of a human voice and respond
appropriately

voice synthesiser ['vors
,sInfasaiza/ noun a computer repro-
duction of sounds similar to the human
voice

volatile /'volotail/ adjective liable to
change suddenly and unexpectedly
volatile memory /,volatail
'mem(a)ri/, volatile store /'volatail
sto:/, volatile storage /,volotail
'storrd3/ noun a memory or storage
mechanism in a computer which loses
data stored in it when the power supply
is switched off

volume /'voljurm/ noun 1. a book,
especially alarge one 2. one of a series
in aset of books or journals 3. the loud-
ness of the noise produced by some-
thing

volume control /'voljum kan
,traul/ noun a device that enables the
user to control the loudness of the noise
produced

volume  signature /'voljuim
,sIgnat o/ noun the number of a
volume, e.g. vol 1

volunteer /,volon'tia/ noun some-
body who works without being paid
VORTAL /'voital/ noun a portd
website that contains information for
just one particular industry or interest
group

vowel /'vaual/ noun the five letters a,
€ i, 0, uinthe Roman aphabet, at least
one of which isrequired to make aword
pronounceable in  most western
languages

VU abbreviation in Internet addresses,
the top-level domain for Vanuatu
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W3C /,dab(o)l ju: Orix 'siz/ noun a
consortium of organisations, program-
mers, developers, industry executives
and users which seeks to guide the
future development of the World Wide
Web and ensure that al web technolo-
gies are compatible with one another.
Full form World Wide Web Consor-
tium

w. a. f. abbreviation ‘with all faults

wage /werd3/ noun money paid to
somebody, usually weekly, for their
work

WAIS abbreviation Wide Area Infor-
mation Server

waive /werv/ verb to decide not to
enforce aregulation

waiver /'werva/ noun permission to
do something athough it is not in
accordance with the regulations

walled garden /wo:ld 'ga:d(e)n/
noun a browsing environment for
viewing websites which provides a
means of controlling the information
and websites that a user is able to
access. It may either protect users such
as children from unsuitable information
or direct users to specific, often paid
content supported by an Internet service
provider.

wall planner /'woa:l \pleena/ noun a
chart with empty spaces marked with
the dates for each day of the year so that
events can be written in

WAN /waen/ abbreviation Wide Area
Network

warning /‘womin/ noun spoken or
written advice about something bad that

may happen

warranty /'woranti/ noun a written
guarantee given by a company against
faulty goods or workmanship

waste /weist/ verb to spend money,
time or effort on something that is not
important
watermark /'woaitoma:k/ noun a
distinctive mark impressed into the
fabric of paper when it is made, which
can be seen by holding the paper to the
light
COMMENT: Watermarks are most often
used in banknote paper, but they also
appear in handmade paper and other fine
papers. They are a useful way of dating
old documents or antiquarian books.
waterproof /'wortopru:f/ adjective
not allowing water to pass through o
Plastic book jackets are water proof.

.wav suffix afile extension for a sound
file. Full form waveform

wavelength /'wervlen6/ noun 1. the
distance between corresponding points
on consecutive cycles of light or sound
2. the size of the radio wave used to
broadcast programmes

weather satellite /'wedo ,setolart/
noun a satellite which collects meteoro-
logical information enabling changesin
the weather to be forecast

web /web/ noun » World Wide Web

web-based /'web beist/ adjective
found on the World Wide Web and not
on a persona computer, e.g. Internet e-
mail accounts such as Yahoo! Mail

web browser /'web ,bravza/ noun a
single file stored on aweb server which
contains formatted text, graphics and
hypertext links to other pages on the
Internet. A webpage is created using
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HTML codes and is viewed with a
browser.

webcasting /'webka:stig/ noun the
use of the World Wide Web as a
medium for broadcasting information

web content management /'web
Jkontent ;menidzmont/ noun formal
organisation of the content on a
company’s website, including updating,
branding, editorial access, formatting
and supporting software considerations
web crawler /'web kro:la/ noun a
program used to search through pages
on the World Wide Web for documents
containing a specific word, phrase or
topic

web-enable /'web 1,nerb(a)l/ verb to
make an electronic device or a software
application capable of accessing the
Internet

‘The Sharing Wycombe's Old
Photographs scheme or SWOP has
been awarded a heritage L ottery Grant
of £50 000 to digitise and web-enable
the prints.” [UK NewsQuest]
web folio /'web fouliou/ noun a
collection of webpages with an under-
lying defining theme, e.g. the pages of
an electronic book or the electronic
images of an artist’s portfolio
webinar /'webinai/ noun a seminar
given over the Internet
webliography /,webli'ngrafi/ noun
1. alist of documents available on the
World WideWeb 2. alist or catal ogue of
al the web-based material relating to a
specific subject
weblish /'weblif/ noun the form of
English used globally online, with char-
acteristic features such as the omission
of apostrophes and capital letters, the
use of abbreviations and the rapid
absorption of new words
weblog /'weblpg/ noun a frequently
updated persona journa chronicling
links at a website, intended for public
viewing
webmaster /'webmaista/ noun
somebody who creates, organises or
updates information on awebsite
Webology /web'plad3zi/ noun an
academic journa dedicated to the fields
of library and information science

webpage /'webperdz/ noun a
computer file, encoded in HTML and
containing text, graphicsfilesand sound
files, that is accessible through the
World Wide Web
web portal /'web ,po:t(e)l/ noun a
website that provides a wide range of
information and resources that include
everything a particular user might want
from the Internet, on one site
web server /'‘web ,s3:va/ noun a
program that serves up webpages when
requested by aclient, e.g. aweb browser
website /'websait/ noun a computer
program that runs a web server
providing access to a group of related
webpages
weed /wiid/ verb to remove old and
outdated items o They need to weed the
library stock every few years.
weeding  /‘wirdig/ noun  the
discarding of materials that are out of
date or of no further use
weekly /'wiikli/ noun a publication
that is produced every week m adjective
happening regularly once aweek
weight /wert/ noun 1. a measurement
of how heavy something is 2. a meas-
urement of the ‘strength’ of a character
in atypeface, i.e. light, normal, or bold
3. aheavy object, often decorative, used
to stop papers from falling or being
blown away
COMMENT: Paper weight is usually
calculated in gsm, and varies from about
30gsm (Bible paper) to about 150gsm
(heavy cartridge). Board for paper covers
is also calculated in gsm: a common
cover weight is 240gsm. In the USA,
paper weight is calculated in pounds per
500 sheets. Note that a heavy paper is
not necessarily bulkier (thicker) than a
lightweight paper.
weighting /'wertig/ noun a tariff or
bonus added to something as aresult of
sorting things according to their impor-
tance or position o The salary carried a
London weighting to compensate for
having to live in London where the cost
of living is more expensive.
wf abbreviation 1. in Internet addresses,
the top-level domain for Wallis and
Futuna Islands 2. workflow

what if? simulation /wot 'if
,stmjulerf(a)n/ noun a management
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technique which is used for forward
planning, in which questions are asked
to predict what would happen in partic-
ular situations

Whitaker's /'witokaz/ noun a
publishing house which produces
comprehensive lists of booksin print on
CD, microfiche and hard copy
Whitaker's Almanac /witokoz
'‘®lmonak/ noun a reference book
which gives details of the establish-
ment, procedures and personalities in
the UK as well as genera knowledge
about the rest of the world

white noise /'wart noiz/ noun
random noise on abroadcast transmitter
which distorts other signals

white pages /,wait 'perd3z/ noun a
database of users and their email
address stored on the Internet to help
other usersfind an email address
whitewash /'wartwo[/ noun an offi-
cial attempt to hide unpleasant facts
WHO /,dabaljuzert [ 'au/ abbreviation
World Health Organization
whole binding /'houl
noun same as full binding
whole bound book /houl baund
'buk/ noun a book that has been
completely covered in a binding mate-
rial such as |eather

wholesale /'houlsell/  adjective
buying and selling goods in bulk to
people who then sell them onin smaller
quantities asretail goods

Who's Who /hu:z 'hui/ noun a
publication giving biographical details
of well-known or important people
Wide Area Information Server
/,waid ,eario ,info'meif(a)n ,s3:voz/
noun an aphabetical list of electronic
sources of information. Abbr WAIS
Wide Area Network /,waid ,eario
'netw3:k/ noun a network of terminals
with links outside the loca area by
radio, satellite and cable. Abbr WAN
widespread /'wardspred/ adjective
available to alarge number of people or
over alarge area

widow /'widou/ noun thelast line of a
paragraph printed by itself at the top of
apage

baindin/

Wi-Fi /'war fai/ a certification trade-
mark assuring the interoperability of
wireless local area network products

wiki /'wiki/ noun a type of website
which is designed to be edited or added
to by itsusers

Wikipedia /wiki'pi:dia/ noun an
online encyclopedia which is made up
of articles created and edited by users

wild card /'waild ka:d/ noun a
symbol such as* or ?, which will repre-
sent and call up all files when searching
data

WIMP /wimp/ noun adescription of an
integrated software system that is
entirely operated using windows, icons
and a mouse-controlled pointer. Full
formwindows, icons, mouse, pointer

window /'windau/ noun 1. areserved
section of a computer screen, with
specific information, which can over-
write other sections on screen and can
be selected at any time for editing or
reference 2. an opening in an envelope
to show the address printed on the
enclosed document

windowing /'windaury/ noun 1. the
action of setting up a window to show
information on the screen 2. the act of
displaying or accessing information via
awindow

Windows /'windouz/ a trade name
for a computer system developed by
Microsoft, using icons, mouse and
windows devised for use with software
to make it more user-friendly than the
purely keyboard-based systems

wipe /waip/ verb to remove al infor-
mation from a disk

WIPO /'waipou/ abbreviation World
Intellectual Property Organization

wireless markup language
/,waralos 'ma:kap ,leengwidz/ noun a
standardised system for tagging text
files, based on XML, which specifies
the interfaces of narrowband wireless
devices. Abbr wML

Wisden /'wizdan/ noun a reference
book with details of everything related
to the game of cricket, eg. players,
grounds, test matches and records



225

work standards

withdraw /wid'dro:/ verb to remove
something o They weretold to withdraw
some of the old books from the library.
withstand /wid'steend/ verb to
remain unharmed by an event or action
o Library books must be able to with-
stand constant usage.

WML abbreviation compuT wireless
markup language

word /wsa:d/ noun a separate item of
language, which is used with others to
form speech or writing that can be
understood

word-process /,wa:d 'prouses/ verb
to edit, store and manipulate text using
acomputer

word processing /,waid
'proausesin/ noun thecreation, retrieval,
modification, storage and printing of
text using acomputer or other electronic
equipment. Also  caled text
processing

word-processing package /'wa:d
prausesiy ,paekid3z/ noun software on
a program disk with an instruction
manual,, which enables word processing
to be carried out

word processor /,w3:id 'prousesa/
noun a computer that will run a word-
processing program, usualy used to
create text

words per minute /w3idz pa3:
'minrt/ noun amethod of measuring the
speed of aprinter or akeyboarder. Abbr
WPM

work /w3:k/ noun 1. apublished docu-
ment 2. the tasks involved in ajob
workaholic /,wa:ko'holik/ noun a
person who cannot stop working to do
other things

workbook /'waikbuk/ noun a text-
book with exercises and spaces for the
answersto be written in

work  experience [/'waik 1k
,SpIarians/ noun asituation in which a
student spends some time doing ajob to
see whether he or shelikes it

‘Proposals include setting up a
national World of Work programmeto
improve vocationa training, provide
work taster days for primary school
pupils and use work experience to
encourage girls to think about non-

traditional jobs, as well as promote
apprenticeships for women especialy
in sectors with skill shortages.’
[M2 Presswire]

workflow /'wa:ikflou/ noun 1. theway
that work is passed from one part of a
production system to another 2. an auto-
matic system for passing on documents
to users at each stage of the production
process. Abbr wf

workforce /'waikfors/ noun al the
people who work for a particular
company or organisation

working capital ['waikiy
keepit(a)l/ noun money that is avail-
able immediately and not tied up in
investments, property or equipment
working conditions /'wa:kig kon
,d1f(a)nz/ plural noun the environment
inwhich ajob is done

working day /'wa:kig der/ noun a
period of time spent working for money
o The standard working day is eight
hours long.

working hours [/'waikig ,avoz/
plural noun 1. the period when most
people are at work, usualy between
around 9.00 am and 5.00 pm 2. time
spent at work rather than at home

working party /'wa:kin ,pa:ti/ noun
atemporary group formed to investigate
aparticular situation

working population /'waikiy
popju,lerf(a)n/ noun people who have
jobs

work of reference /waik ov
'ref(a)rons/ noun an important and
well-known reference book o It is the
standard work of reference on tropical
diseases.

workplace /'wa:kplers/ noun aplace
at which work is done

worksheet /'waik[iit/ noun a
teaching aid prepared to give informa-
tion and reinforce learning with exer-
cises

workspace /'wa:kspers/  noun
memory space available on a computer
for temporary work

work standards /'wa:k ,stendodz/
plural noun the quality of work required
by the management
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work station /'wa:k ,sterf(a)n/ noun
a desk with a computer, keyboard and
sometimes a printer

work study /'wsik ,stadi/ noun a
system of measuring the amount of
work possible in the given conditions
and during a particular time period

world atlas /,wa:ld '&tlas/ noun a
reference book containing maps of all
the countries in the world and articles
about them

world book /ws:ld 'buk/ noun a
reference book that contains informa-
tion about al the countries in the world

WorldCat /'wa:ldket/ noun the
online service provided by the OCLC,
which covers online cataloguing,
collection  management,  resource
sharing, electronic content and data
preservation

World Health  Organization
/,w3ild 'hel® o:genaizeif(a)n/ noun
an international organisation that works
to improve health, especially in poorer
countries. Abbr WHO

world index /,wa:ld 'indeks/ noun a
reference book of abstracts of articles
about al the countries of the world

World Intellectual Property
Organization /,wa:ld ,mtilekt usl
'propati ,orgenaizeif(s)n/ noun an
international organisation that provides
guidelines and supports work for inter-
national copyright controls. Abbr WiPO

worldwide /'wsildward/ adjective
happening throughout the world o The
recession appears to be worldwide.

World Wide Web /wsa:ld ,waid
‘web/ noun a hypertext representation
of the Internet, a collection of the
millions of websites and webpages
which together form the part of the
Internet that is most often seen by users.
Abbr www

COMMENT: Each website on the World
Wide Web is a collection of webpages,
and each webpage contains text,
graphics and links to other websites.
Each page is created using the HTML
language and is viewed by a user with a
web browser. To navigate between
webpages and websites is called surfing,
which requires a computer with a link to
the Internet and a web browser to view

the webpages stored on the remote web
servers.
World Wide Web Consortium
/,w3ild ward 'web kon,so:tiom/ noun
oNLINE full form of w3C

WORM /w3:m/ noun an optica disk
storage system that allows the user to
write data to the disc once, but the user
can then read the data from the disc
many times. Full form write once read
many times memory

worthwhile /wa:0'wail/ adjective
worth the time, money or effort spent on
it

WPM abbreviation words per minute
wraparound /'repa,ravnd/ noun a
system in word processing where the
writer does not have to put in line
endings, because the end of each lineis
automatically marked by the program

wrapper /'repa/ noun PUBL same as
dust jacket

wrapround /'repravnd/ noun a
cover which is wrapped round a book

write /rart/ verb to use apen, pencil or
computer to produce letters, numbers
and symbols on paper so that other
people can read them

write-off /'rart of/ noun something
that is so badly damaged that it cannot
be repaired

write protect /,rart pro'tekt/ verb to
make it impossible to write on or erase
anything from a disk

write protect tab /rart pro'tekt
,taeb/ noun a tab on a disk which if
moved prevents any writing to or
erasing from the disk

writer /'rarta/ noun a person whose
job is to write books or articles for
money

written  confirmation  /riton
Jkonfa'merf(a)n/ noun awritten state-
ment of something that has been said
wrong number /,rog 'namba/ noun
a telephone connection to a number
other than the one that was wanted

WS abbreviation in Internet addresses,
the top-level domain for Samoa
Wuarchive /'wura:karv/ noun a
large electronic archive with pictures
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WWW abbreviation World Wide Web on a computer screen are exactly the
WYSIWYG /'wizitwig/ noun a  Sameaswhat will be printed out. Full

system in which the text and graphics formwhat you see is what you get



XYZ

X /eks/ noun a symbol used when the
name of a person, place or amount is
unspecified or to be kept secret o He
paid £x each to ten people.

x-axis /'eks ,&ksis/ noun the hori-
zontal axis of agraph

Xerox /'ziiroks/ a trade name for a
type of photocopier m verb to photocopy
apaper or document

XML /,eks em 'el/ noun a program-
ming language designed for web docu-
ments which alows for the creation of
customised tags for individual informa-

tion fields. Full form Extensible
Markup Language
x-rated /'eks rertid/ adjective

relating to a former category in the
British film censorship system indi-
cating a film with scenes of sex or
violence only suitable for adult viewing

Xx-y co-ordinates /eks 'war kou
,o:dmoats/ plural noun the horizontal
and vertical axes of agraph

y /wai/ noun used to represent an
unknown quantity o Let y bethe number
of years since insurance was taken out.

-y suffix added to nouns to form adjec-
tives of quality, e.g. ‘wordy’
yardstick /'jardstik/  noun the
standard by which other comparable
things can be judged

y-axis /'war ,&ksis/ noun the vertical
axis of agraph

ye abbreviation in Internet addresses,
the top-level domain for Yemen

yearbook /'jiobuk/ noun a book
published once a year with details and
information about a particular organisa-

tion or profession o the education year-

book

yearly /'jioli/ adjective happening

once ayear or every year

-year-old suffix added to numbers to

indicate the age of a person or thing o a

ten-year-old file

yellow /'jelou/ verb (of paper) to turn

yellow when exposed to the light
‘Only as| flicked through a childhood
copy of The Wind in the Willows did
horror strike. The book was
disintegrating before my eyes. The
oncevivid, stiff cover was curling and
fading... pages were yellowing and
the paper so fragile you fear it would
tear if you cast it acrosslook. What on
earth are these books made of? Are
they the literary equivalent of the
biodegradable coffin? [The Herald]

yellowing /'jeloumy/ noun the
tendency of some paper to turn yellow
when exposed to the light

Yellow Pages /,jelou 'perd3iz/ noun
atelephone directory printed on yellow
paper, which is organised al phabetically
according to the trade or business of the
subscribers

yellow press /'jelou pres/ noun a
popular name for tabloid sensational
newspapers

young adult book /jan 'adalt
,buk/ noun abook written for adults but
considered suitable for adolescents

yt abbreviation in Internet addresses,
the top-level domain for Mayotte

yu abbreviation in Internet addresses,
the top-level domain for Yugoslavia

za abbreviation in Internet addresses,
the top-level domain for South Africa
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zap /zepl/ verb to wipe off all data
currently in the workspace o He pressed
CONTROL Z and zapped all the text.
zero /'ziarau/ verb o to zero in on to
give full attention to a problem
zero-based budgeting /,ziorou
berst 'badzitm/ noun a financia
policy taking zero as the starting point,
without any prior assumptions o They
were working to zero-based budgeting
so were not ableto take out any loansto
get started.

zine /zi:n/ noun aself-published paper,
Internet magazine or other periodical
whichisissued at irregular intervalsand
usually appeals to a speciaist reader-
ship

ZING /ziyy/ noun a protocol for infor-
mation retrieval maintained by the
United States Library of Congress

.Zip /z1p/ suffix afile extension for azip
file

zip code /'zip koud/ noun numbersin
a USA address indicating the postal
area. » postcode

zip file /'zip fail/ noun acomputer file
withtheextension‘.zip’ containing data
that has been compressed for storage or
transmission.

Zm abbreviation in Internet addresses,
the top-level domain for Zambia

Z00 /zu:/ noun a compressing archive
program for transferring electronic files
zoom /zu:m/ verb to enlarge an area of
text on a computer screen <o that it is
easier to work on

ZW abbreviation in Internet addresses,
the top-level domain for Zimbabwe
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The Paris Principles

The eleven topics that should taken into account when devel oping cataloguing
systems involving author/title entries. So named at the International Conference
on Cataloguing Principles (ICCP) in Parisin 1961, which was organised by the
IFLA. It wasintended to serve as a basis for international standardisation in
cataloguing. The principles apply to the choice and form of headings and entry
words in catalogues of printed books (and other library materials having similar
characteristics) in which entries under authors' names, or the titles of works, are
combined in one aphabetical sequence.

The principles are:

Functions of the catalogue
Structure of the catalogue
Kinds of entry

Use of multiple entries

Choice of uniform heading
Single personal author

Entry under corporate bodies
Multiple authorship

Works entered under title
Entry word for personal names

Many other cataloguing codes now use these principle as their common basis:
one of the most commonly used isAACR 2.

Three Types of Library Classification System

Enumerative:
based on an alphabetic list of subject headings, which are then assigned
numbers according to their subdivisions

Hierarchical:
based on a‘tree structure’, arranged from the most general to the
most specific within atopic

Faceted:
based on separate classifications of each text for each one of its different
properties, which combine to give a unique reference number



Major Classification Schemes

Bliss Bibliographic Classification (BC)

A faceted classification system which uses only upper- and lower-case |etters
and typographical symbolsto denote classes, and can be adapted to the specific
need of alibrary’s collection.

Brinkler Classification

A theoretical geographically-oriented system which files each text according to
two main categories — one denoting subject and one denoting place. Thisis
intended to serve the needs of every user equally, but would be a costly system
to maintain.

Colon Classification

A system developed by S. R. Ranganathan and widely used in India. The call
number is composed of the reference numbers attached to each facet of the text
(publication date, author, setting, subject’s covered, etc.) which are separated
by colons.

Columbia-Dickinson System
A classification system for filing printed music, which arranges according to 5
main categories and then according to medium, form and composer.

Cutter Expansive Classification

A system which was never fully developed after the death of its inventor
Charles Ammi Cuitter. It divided subjectsinto alist given letters of the alphabet
(astyle later adopted for the Library of Congress system) and then by numbers
denoting subject, geographical focus, author, form and edition date).

Dewey Decimal System (DDS)

A purely numerical classification system which divides all knowledge into 10
main categories (classes), then each of those into 10 subcategories (divisions),
and finally each of those into a further 10 subcategories (sections) to give a
1,000-category system.

Library of Congress Classification (LC)

An enumerative system which basesits call numbers on alist of subject
headings given a specific letter (e.g. J= Political Science), then into
subcategories given a second letter (e.g. JZ = International Relations) and then
by number (e.g. J24935-5160 = The United Nations).

Nippon Decimal Classification (NDC)

A system based on the Dewey Decimal 100-category system, used for mainly
Chinese- and Japanese-language books (with the categories altered to reflect the
cultural differencesin subject coverage).

Universal Decimal Classification (UDC)

A powerful extension of the Dewey Decimal System which may be used to
classify to any media stored in alibrary (e.g. CD-ROM, segments of film,

maps, musical recordings etc.) It uses decimal numbers to categorise documents
with symbols to represent additional information, e.g. relationship to other
subjects, secondary subjects covered, language of text etc.



Five Laws of Library Science

The original 5 principles, as developed by S. R. Ranganathan, the ‘father of
library sciencein India’:

1. Books are for use.

2. Every reader has his or her book.
3. Every book hasits reader.

4. Save the time of the reader.

5. Thelibrary is agrowing organism.

Proposed amendments by Michael Gorman, president of the American Library
Association 2005-2006:

1. Libraries serve humanity.

2. Respect all forms by which knowledge is communicated.
3. Use technology intelligently to enhance service.

4. Protect free access to knowledge.

5. Honour the past and create the future.

Information Skills— The Bige™

A 6-step approach to information literacy developed by Mike Eisenberg and
Bob Berkowitz. Each stage has two substages. The Big6™ provides a
framework for approaching any information-based question. See
www.big6.com for further details.

1. Task Definition
—Define the information problem
—ldentify information needed

2. Information Seeking Strategies
—Determine all possible sources
—Select the best sources

3. Location and Access
—L ocate sources (intellectually and physically)
—Find information within sources

4. Use of Information
—Engage (e.g., read, hear, view, touch)
—Extract relevant information

5. Synthesis
—Organise from multiple sources
—Present the information

6. Evaluation
—Judge the product (effectiveness)
—Judge the process (efficiency)


www.big6.com

Resources on the Web
UK resources:

Association of Information Management

A body which undertakes recruitment, training, consultancy and lobbying
services on behalf of those in information management.

www.aslib.co.uk

British Library

Online research services and collection information from the UK’ s national
library.

www.bl.uk

Chartered Institute of Library and Information Professionals
The membership association which accredits university courses on librarianship
in the UK.

www.cilip.org.uk

Consortium of Research Librariesin the UK
An organisation campaigning for the development of distributed libraries.
www.curl.ac.uk

Copac
Online access to the merged catal ogues of the members of the Consortium of
Research Librariesin the UK.

http://copac.ac.uk

International Association of Music Libraries— UK and Ireland branch
Represents and promotes the interests of music librarians and libraries.
www.iaml-uk-irl.org

National Archives
A record of registered archive repositories in the UK and abroad.
www.nationalarchives.gov.uk

School Library Association
Advisory and information services for those working in school librariesin the
UK.

www.sla.org.uk

Society of Archivists

“Committed to working for high standards in the provision and care of archives
and effective management of record systems.”

www.archives.co.uk

Society of College, National and University Libraries
An organisation supporting librariesin institutes of higher education.
www.sconul.ac.uk

UK Patent Office
Information on copyrights, trademarks, patents and intellectual property.

www.patent.gov.uk
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European resources:

Consortium of European Research Libraries
An association dedicated to preserving and sharing information on the cultural
heritage of Europe.

www.cerl.org

European Bureau of Library, Information and Documentation
Associations

Promoting the interests of the library and information science profession at
European level, particularly on copyright and emerging technology issues.

www.eblida.org

European Commission Central Library
Online access to government publications from across Europe.
http://europa.eu.int/commy/libraries

European Library

“A portal which offers access to the combined resources (books, magazines,
journals.... both digital and non-digital) of the 45 national libraries of Europe.”
www.theeuropeanlibrary.org

European Patent Office
Information on copyright, trademarks, patents and intellectual property
Www.european-patent-office.org

International resources:

American Library Association
The official website of the organisation.

www.ala.org

American Society for Information Science and Technology
A membership body for information professionalsin the US.

WWW.asis.org

Arma International
A leading authority on records management, both paper and electronic.

Wwww.arma.org

Association of Christian Librarians
An online community for librarians working in religious institutes of higher
education worldwide

www.acl.org

Australian Library and Information Association
The official website of the organisation.

www.alia.org.au

Australian School Library Association
Online resources for school librariansin Australia.

www.asla.org.au


http://europa.eu.int/comm/libraries
www.eblida.org
www.cerl.org
www.theeuropeanlibrary.org
http://www.european-patent-office.org
www.ala.org
www.asis.org
www.arma.org
www.acl.org
www.alia.org.au
www.asla.org.au

International resources continued

Canadian Association for School Libraries
Online resources for school librarians in Canada.
www.cadlibraries.ca

Canadian Library Association
The official website of the organisation.
www.cla.ca

International Association of Law Libraries
A body for law librarians interesting in creating international distributed
libraries of resources.

www.ial.org

International Association of Music Libraries, Archives and Documentation
Centres

Encouraging and promoting the activities of music libraries, archives and
documentation centres worldwide.

www.iaml.info

International Association of School Librarianship
Support and guidance for those interested in school library development
worldwide.

www.iasl-slo.org

International Association of Technological University Libraries
A membership body concerned with libraries for those in technological
education.

www.iatul.org/

International Council on Archives
A membership body for information professionals worldwide.

www.ica.org

International Federation of Library Associations and Institutions
The leading international body representing the interests of library and
information services and their users.

http://ifla.org

Librarieson the Web
Links to the webpages of libraries across the world.
http://lists.webjunction.org/libweb/

Library and Information Science Wiki

An online encyclopedia on library and information management issues which
any user can edit and add to.

www.liswiki.com

Library and Information Society of New Zealand Aotear oa
The official website of the organisation.

www.lianza.org.nz
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International resources continued

Library and Information Technology Association
A branch of the ALA concerned with emerging technologiesin library
management.

www.lita.org

Knowledge M anagement Professional Society
A not-for-profit international organisation for knowledge workers.

http://kmpro.org

Music Library Association
Represents the interests of music librarians and librariesin the USA.
www.musiclibraryassoc.org

US National Commission on Library and Information Science
The official website of the government agency.

www.nclis.gov

World Intellectual Property Organisation

An international organisation dedicated to promoting the use and protection of
intellectual property.

WWW.Wipo.int

Key Information Sources for Knowledge Workers:
Britannica Online

The famous encyclopedia’ s online database.
www.britannica.com

Global NewsBank

Archive news content from online and print publications and media broadcasts
worldwide, available by subscription.

www.newsbank.com/intllibr/global .htm

KnowUK
A digital reference library with access to more than 100 reference books.
www.knowuk.co.uk

L exis Nexis

A searchable online database comprising the world’s largest collection of public
records and research materials.

Www.|exisnexis.com

ProQuest

Access to more than more than 5.5 billion pages of archived information
spanning 500 years for researchers.

Www.proguest.co.uk

Xrefer

A digital reference library offering online access to over 200 reference books to
subscribers.

www.xrefer.com
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Copyright and Data Protection Law in the UK

Copyright Act 1956
set up copyright protection for all original literary, dramatic, musical
or artistic works made in the UK under the control of the Government

Data Protection Act 1984
introduced regulations on the storage, security and transferring of
personal information of individuals held electronically by companies

Copyright, Designs And Patents Act 1988
introduced the rights for the author of awork to be identified as such,
and to not suffer harm to their reputation through mistreatment of
their works

EU Directive 92/100 1992
clarified intellectual property rightsin relation to copying or
distribution of a person’swork

EU Directive 93/98 1993
made copyright periods uniform throughout the EU, extending
post-mortem copyright protection of awork from 50 to 70 yearsin
the UK

Trademarks Act 1994
made provision for registration of trademarks and sets out guidelines
for what constitutes infringement

Data Protection Act 1998
expanded the 1984 Act to cover manual as well as electronic records;
introduced the notions of ‘sensitive’ data and accountability of
directors for company transgressions

Freedom of Information Act 2000
allowed access by members of the public to any and all information
held by public bodies

Regulation of Investigatory Powers Act 2000
allowed those in authority to access and monitor all personal e-mail
and telephone communi cations; forbade encryption which makes this
difficult

Anti-Terrorism, Crimeand Security Act 2001
allowed authorities greater access to personal information about
suspected terrorists



Book Prizes and Awards

American Book Award

An annual award given in recognition of literary achievement by an American
author, intended to be more open in terms of age, sex, race and genre of writing
than other awards.

Australian/Vogel Literary Award
A prize given by Australian publishers Allen and Unwin for an outstanding
unpublished manuscript by an author under the age of 35.

Author’s Club Awards

Two awards made annually for outstanding works of literature, one for afirst
work of fiction and the other for a non-fiction work on architecture and the arts,
each of £1,000.

BA/Book Data Author Of The Year Awards
A prize of £1,000 given to a British or Irish published author who has made the
most impact over the course of the year according to a survey of bookshops.

BBC4 Samuel Johnson Prize
A prestigious prize for non-fiction writing, running since 1999. Each finalist
receives £2,500 and the winner £30,000.

Betty Trask Awards
A total prize fund of £25,000, administered by the Society of Authors, for
authors of an outstanding first novel ‘of aromantic or traditional nature’.

Booktrust Early Years Awards
A prize given for outstanding illustrated books for pre-school children, running
since 1999.

Bram Stoker Awards
A set of prizes honouring ‘ superior achievement’ in horror writing, given for
novels, short stories and anthologies by the Horror Writer's Association.

British Academy Book Prize
An award that honours academic books on the humanities and social sciences,
which are written to appeal to a non-specialist audience.

Caldicott Medal
A prestigious award given by the American Library Association to the writer of
an outstanding American illustrated book for children.

Carnegie Medal
An award made by CILIP to the writer of an outstanding book for children,
written in English and published during the previous year in the UK.

Cholmondley Award
A prize of £2,000 given to each of four poets each year, running since 1966.

Commonwealth Writer’sPrize
Awards up to £10,000 each for outstanding books and first novels from the
Commonwealth areas, Africa, the Caribbean, Canada and South-East Asia.



Book Prizes and Awards continued

David Cohen British LiteraturePrize
An award given for lifetime achievement in the field of literature, administered
by the Arts Council. The prize includes money to be used to fund further work.

Duff Cooper Award
A prize of £3, 000 given for the best work of history, biography or political
science published in English or French.

Dundee Book Prize
An award of £6,000 and the chance of publication, awarded every two years for
an unpublished manuscript.

Elizabeth Longford Prize for Historical Biography
Awards a prize of £3,000 for awork of historical biography published in the
year preceding the awards.

Encore Award
A prize of £10,000 administered by the Society of Authors, given for an
outstanding second novel published in the English language in the UK.

Eric Gregory Trust Fund Awards
A total prize fund of £24,000, to be shared between 4-6 authors of a published
or unpublished collection of poetry.

George Orwell Memorial Prize
An award of £1,000 given for a political book, either fiction or non-fiction,
which is accessible to a non-academic audience.

Guardian Award
A prestigious award for works of children’s literature published in the UK
during the preceding year, given by the Guardian Newspaper.

Guardian First Book Award
A prize for an outstanding piece of new writing published in the UK during the
preceding year, given by the Guardian Newspaper.

Hans Christian Andersen Awards

Aninternational prize presented every other year to authors and illustrators who
have made a ‘lasting contribution’ to children’s literature. Winners receive a
gold medal.

Hawthornden Prize
An award given for ‘awork of imaginative literature’. It is one of the oldest
awards, running since 1919.

Hemingway Foundation/PEN Awar ds
A prize given to afirst novel or book of short stories by an American author,
founded by Ernest Hemingway's widow Mary in 1976.

Independent Foreign Fiction Prize

An award now administered by the Arts Council which honours works
translated into English and published in the UK. The winning author and
trandator both receive £5,000.



Book Prizes and Awards continued

James Tait Black Memorial Prizes

Two awards given annually for works of fiction and biography, worth £3,000
each. Itisone of the oldest literary awards still in operation, running since
1919.

John Llewellyn Rhys Prize
An award of £3,000 funded by the Mail on Sunday, given to an outstanding
British or Commonwealth author under the age of 35.

John Newbery Medal
A prestigious award given by the American Library Association for an
outstanding American work of children’s literature.

J. R. Ackerley Prizefor Autobiography
A prize of £1000 and a silver Dupont pen given for an outstanding work of
autobiography by a British author, published in English.

Kate Greenaway Medal

An award made by CILIP to the writer of an outstanding illustrated book for
children. The book must be written in English and have been published in the
United Kingdom during the year preceding the presentation of the award.

Kerrie Group Irish Fiction Award
An annua prize of EUR10,000 for a published Irish author.

Kiriyama Prize

A double award given annually for the best fiction and non-fiction works which
promote inter-cultural understanding between the West and the countries of
South Asia

Man Booker Prizefor Fiction (also known as The Booker Prize)

A highly-prestigious award given to an author in the UK or Commonwealth,
including a cash prize of £50,000 and also assuring some degree of literary
success.

Man Booker International Prize

The international partner of the Man Booker Prize, given to an outstanding
author whose work is generally available in English translation, with a cash
prize of £60,000.

Manchester Book Award
A recently-established award for children’sliterature by a UK-resident author,
which isjudged by school library reading groups.

McKitterick Prize
A prize of £4,000 given for an exceptional first novel by an author over the age
of 40.

MilesFranklin Literary Award
A prize of AU$28,000 given annually for an adult work of fiction depicting
Australian life and culture.



Book Prizes and Awards continued

National Book Awards

An annua honour given in four categories of literary works, administered by
the National Book Foundation in the US. The prizeis $10,000 and a crystal
sculpture.

Nestlé Smarties Books Prize
An award organised by Booktrust, given for children’s booksin 3 age
categories.

Nobel Prizein Literature Animmensely prestigious award given each year to
an international author, with nominations made to the Swedish Academy. The
prize, amounting to more than £720,000, is presented to the winner by the King
of Sweden.

O. Henry Awards
Annua American awards given to exceptional short stories, especially those
which have made a ‘lasting contribution’ to the art of short story writing.

Orange Prizefor Fiction

An award given for an outstanding original novel by afemale author of any
nationality, published in the UK. The prize for the winner is £30,00 and a
bronze sculpture.

Prix Décembre
A prize given for French literary works at the end of the year, generally for less
conventional, ‘mainstream' works than the Prix Goncourt.

Prix des Deux Magots
An annua French literary prize which is awarded for new fiction, running since
1933.

Prix Femina

An award given for an outstanding literary work in the French language,
awarded by an exclusively female jury and sponsored by woman’s magazine
Femina.

Prix Goncourt
A highly-prestigious prize given annually by the Académie Goncourt for
‘imaginative prose’ in the French language.

Pulitzer Prizes
Annua awards given for works in fiction, non-fiction, history, poetry and
biography by American authors, preferably written on an American theme.

Queen’s Gold Medal for Poetry
An award given for an outstanding book of verse by a UK or Commonwealth
citizen. The committee is chaired by the Poet Laureate.

Red House Children’sBook Award
An annual prize for children’s literature, judged by readers, which also
generates a Pick of the Y ear list of recommended titles.



Book Prizes and Awards continued

Royal Society of Literature Ondaatje Award
An honour given to a published work by a UK or Commonwealth author,
fiction or non-fiction, which best evokes the spirit of a place.

Saga Award for Wit
Awards a prize of £20,000 for a literary work by an author aged 50 or over
which displays wit and humour.

Sagittarius Prize
A prize of £4,000 given for an exceptional first novel by an author over the age
of 60.

Somer set Maugham Award
A prize of £6,000 to be spent on travel, awarded to an outstanding published
British author under the age of 35.

Stonewall Book Award
An award given to literary works with a gay, lesbian, bisexual or transgendered
(GLBT) theme, administered by the American Library Association.

Sunday Times Young Writer of the Year
Awards a purse of £5,000 to a published author in the UK under the age of 35.

Tir NaN-og Awards
An award in three categories celebrating Welsh-language literary worksin
fiction and non-fiction and for English language fiction by a Welsh author.

Wheatley Medal

A collaborative award administered by CILIP and sponsored by The Society of
Indexers and Nielsen BookData, given for an outstanding printed index in a
reference work.

Whitbread Book Awards

A set of literary awards given in 5 categories for best novel, first novel,
children’s book, poetry and biography, each winner receiving £5,000 and the
overall winner receiving £25,000.

William Hill SportsBook of the Year Award
A prize given for abook with a sporting theme (excluding almanacs and
listings), with a cash prize of £15,000 and other prizes worth £5,000.

WH Smith Literary Award
An annual honour given in the UK for literary worksin English, including those
in tranglation and by international authors, running since 1959.



National Newspapers in the UK

Daily Newspapers

Daily Express Circulation: 810,827
Northern & Shell Building, 10 Lower Thames Strest,
London EC4R 6EN.

Tel. 0871-434 1010
WWW.exXpress.co.uk

Daily Mail Circulation: 2,350,694
Northcliffe House, 2 Derry Street,

London W8 5TT.

Tel. 020-7938 6000

www.dailymail.co.uk

Daily Mirror Circulation: 1,684,660
1 Canada Square, Canary Wharf, London E14 S5AP.

Tel. 020-7293 3000

WWW.Mmirror.co.uk

Daily Record Circulation: 454,247
1 Central Quay, Glasgow G3 8DA.

Tel. 0141-309 3000

www.dailyrecord.co.uk

Daily Sport Circulation: no figures available
19 Great Ancoats Street, Manchester M60 4BT.

Tel. 0161-236 4466

www.dailysport.co.uk

Daily Sar Circulation: 820,028
Ludgate House, 245 Blackfriars Road,

London SE1 9UX.

Tel. 020-7928 8000

www.dailystar.co.uk

The Daily Telegraph Circulation: 901,667
1 Canada Square, Canary Wharf, London E14 5DT.

Tel. 020-7538 5000

www.tel egraph.co.uk

Financial Times Circulation: 419,249
1 Southwark Bridge, London SE1 9HL.

Tel. 020-7873 3000

www.ft.com

The Guardian Circulation: 403,297
119 Farringdon Road, London ECI1R 3ER.

Tel. 020-7278 2332

www.guardian.co.uk

The Herald Circulation: 75,541
Newsquest Ltd, 200 Renfield Street, Glasgow G2 3PR.

Tel. 0141-302 7000

www.theherald.co.uk

The Independent Circulation: 267,037
Independent House, 191 Marsh Wall,

London E14 9RS.

Tel. 020-7005 2000

www.independent.co.uk


www.express.co.uk
www.dailymail.co.uk
www.mirror.co.uk
www.dailyrecord.co.uk
www.dailysport.co.uk
www.dailystar.co.uk
www.telegraph.co.uk
www.ft.com
www.guardian.co.uk
www.theherald.co.uk
www.independent.co.uk

National Newspapers in the UK continued

Morning Sar Circulation: no figures available
People’ s Press Printing Society Ltd, William Rust House, 52 Beachy Road,
London E3 2NS.

Tel. 020-8510 0815

www.morningstaronline.co.uk

Racing Post Circulation: 74,552
Trinity Mirror, Floor 23, One Canada Square, Canary Wharf,

London E14 5AP.

Tel. 020-7293 3291

Www.racingpost.co.uk

The Scotsman Circulation: 65,194
Barclay House, 108 Holyrood Road, Edinburgh EH8 8AS.

Tel. 0131-620 8620

WwWWw.scotsman.com

The Sun Circulation: 3,224,427
News Group Newspapers Ltd, Virginia Street, London E1 9XP.

Tel. 020-7782 4000

www.the-sun.co.uk

The Times Circulation: 703,492
1 Pennington Street, London E98 1TT.

Tel. 020-7782 5000

www.timesonline.co.uk

Weekly Newspapers

The Business Circulation: 178,528
292 Vauxhall Bridge Road, London SW1V 1DE.

Tel. 020-7961 0000

www.thebusinessonline.com

Daily Star Sunday Circulation: 404,723
Express Newspapers, Ludgate House, 245 Blackfriars Road, London SE1 9UX.
Tel. 020-7928 8000

www.megastar.co.uk

The Independent on Sunday Circulation: 230,053
Independent House, 191 Marsh Wall, London E14 9RS.

Tel. 020-7005 2000

www.independent.co.uk

The Mail on Sunday Circulation: 2,292,258
Northcliffe House, 2 Derry Street, London W8 5TS.

Tel. 020-7938 6000

www.mailonsunday.co.uk

News of the World Circulation: 3,773,705
1 Virginia Street, London E98 INW.

Tel. 020-7782 1000

www.newsoftheworld.co.uk

The Observer Circulation; 451,781
3-7 Herbal Hill, London EC1R 5EJ.

Tel. 020-7278 2332

www.observer.co.uk


www.morningstaronline.co.uk
www.racingpost.co.uk
www.scotsman.com
http://www.the-sun.co.uk
www.timesonline.co.uk
www.thebusinessonline.com
www.megastar.co.uk
www.independent.co.uk
www.mailonsunday.co.uk
www.newsoftheworld.co.uk
www.observer.co.uk

National Newspapers in the UK continued

The People Circulation: 905,494
1 Canada Square, Canary Wharf, London E14 5AP. Tel. 020-7293 3000
www.people.co.uk

Scotland on Sunday Circulation: 84,192
108 Holyrood Road, Edinburgh EH8 8AS. Tel. 0131-620 8620
www.scotlandonsunday.co.uk

Sunday Express Circulation: 829,064
Northern & Shell Building, 10 Lower Thames Street, London EC4R 6EN.
Tel. 0871-434 1010

WWW.exXpress.co.uk

Sunday Herald Circulation: 58,140
200 Renfield Street, Glasgow G2 3QB.

Tel. 0141-302 7800

www.sundayherald.com

Sunday Mail Circulation: 549,129
1 Central Quay, Glasgow G3 8DA.

Tel. 0141-309 3000

www.sundaymail.com

Sunday Mirror Circulation: 1,457,792
1 Canada Square, Canary Wharf, London E14 5AP.

Tel. 020-7293 3000

www.sundaymirror.co.uk

The Sunday Post Circulation: no figures available
D. C. Thomson & Co. Ltd, 144 Port Dundas Road, Glasgow G4 OHZ.
Tel. 0141-332 9933

www.sundaypost.com

Sunday Sport Circulation: 148,385
840 Melton Road, Thurmaston, Leicester LE4 8BE.

Tel. 0116-269 4892

www.sundaysport.com

The Sunday Telegraph Circulation: 661,425
1 Canada Square, Canary Wharf, London E14 5DT.

Tel. 020-7538 5000

www.tel egraph.co.uk

The Sunday Times Circulation: 1,404,616
1 Virginia Street, London E1 9BD.

Tel. 020-7782 4000

www.timesonline.co.uk

The Sunday Times Scotland Circulation: no figures available
Times Newspapers Ltd, 124 Portman Street, Kinning Park, Glasgow G41 1EJ.
Tel. 0141-420 5100

www.timesonline.co.uk

Wales on Sunday Circulation: no figures available
Thomson House, Havelock Street, Cardiff CF10 1XR.

Tel. 029-2058 3583

www.icwales.co.uk

(circulation figures net average October 2005, courtesy of the Audit Bureau of
Circulations — see www.abc.org.uk for further details)


www.people.co.uk
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www.express.co.uk
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www.sundaysport.com
www.telegraph.co.uk
www.timesonline.co.uk
www.timesonline.co.uk
www.icwales.co.uk
www.abc.org.uk

Major Magazines in the UK

Sky Magazine
(TV Listings: Satellite/Cable)

Boots Health and Beauty
(Women's Health & Beauty)

What'son TV
(TV Listings: Radio & TV Guides)

The National Trust Magazine
(Countryside & County: National)

U (magazine for Unison members)
(General Interest: Miscellaneous)
Saga magazine

(General Interest: Retirement)

Take aBreak
(Women's Weeklies)

TV Choice
(TV Ligtings: Radio & TV Guides)

Radio Times
(TV Listings: Radio & TV Guides)

Eyes Down
(Leisure Interests: Games)

BBC Pre-Schools Magazines
(Children’s Magazines: Pre-School)

Reader’ s Digest
(General Interest: Miscellaneous)

Debenhams Desire
(Women's Lifestyle/Fashion)

Birds (the RSPB magazine)
(Leisure Interests: Wildlife)

Glamour
(Women's Lifestyle/Fashion)

Chat
(Women's Weeklies)

Now
(Women's Weeklies)

That'sLife
(Women's Weeklies)

Heat
(Women's Weeklies)

FHM
(Men's Lifestyle)

Time Magazine

(News & Current Affairs: International)

Closer
(Women's Weeklies)

Circulation
6,783,581

1,765,387
1,673,790
1,655,088
1,465,833
1,245,006
1,200,397
1,157,622
1,080,199
984,946
929,452
776,902
745,126
624,118
609,626
609,163
591,795
569,631
560,438
560,167
551,114

540,044



Major Magazines in the UK continued

Circulation
OK! 532,843
(Women's Weeklies)
The Economist 503,077
(News & Current Affairs: Business)
Exchange & Mart 491,152
(Buying & Selling: General)
Woman 485,463
(Women's Weeklies)
Good Housekeeping 475,838
(Women's Lifestyle/Fashion)
Cosmopolitan 462,943
(Women’s Lifestyle/Fashion)
Yours 440,070
(Women’s Lifestyle/Fashion)
Woman's Weekly 425,568
(Women's Weeklies)
Legion 425,462
(General Interest: Miscellaneous)
Woman's Own 424,292
(Women's Weeklies)
TV Times 418,192
(TV Listings: Radio & TV Guides)
Emma’s Diary Pregnancy Guide 416,140
(Parenthood)
Best 398,289
(Women's Weeklies)
The Vauxhall Magazine 394,846
(Motoring & Motorcycling: Motoring)
Auto Exchange Group 392,598
(Motoring & Motorcycling: Motoring)
Hello! 392,481
(Women's Weeklies)
Marie Claire 381,281
(Women's Lifestyle/Fashion)
New! 373,039
(Women’s Weeklies)
Motoring and Leisure 371,940
(Motoring & Motorcycling: Motoring)
People' s Friend 363,638
(Women's Weeklies)
National Geographic 350,253

(General Interest: Miscellaneous)

(circulation figures net average Jan-Jun 2005, courtesy of the Audit Bureau of
Circulations — see www.abc.org.uk for further details)
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