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I . INTRoDUcTIoN

Madan Bhandari Memorial College. a non-profii making communily inslilution. was eslablished
in 2001 to imparl quality education a1 an aftbrdable cost.'lhc collcSe oll'en a widc range of
academic courscs in XI. XII. BA. IIBS. BBM. BCA. IlScCSll-. and Master's l)egrcc courses in
Sociology..loulnalisrn. and l:lrglish. Since ils inccptioll. thc collcgc has achieved rcrnarkable
success in tcrms ol'qualit), educalion and inliastructural dcvclopment. 11 has rcccivcd generous
help lrom many individuals and instilutions tbr the enhancement of qualily education and the
developmcnt of inlrastructural facilit,es. 11 is managed by a dedicarcd ieam of educalionists.
academics. and social workcrs-

1.t vtstoN
I-x,'cllercc in I c.rdcrship ftrr Irdn.lbrmari,nr
As one 01'the besl colleges in Kathmandu. Madan Ilhandari Memorial Collegc is committcd lo
quality cdr.rcation. '[ he collcgc has revised its vision statement aficr a decade. IheprcvioLls\ision
slalement was "Flxccllcnce is our Motto." Now it is "F,xccllence in Leadership for
TmnsJbrmation" implying the commitmenl to producc cxccllenl \ orklbrce that capable nol only to
compelc in lhc.iob market bul to lcad whercvcr thcy intend to work. I ligh quality teaching lcarning
cnvironmcnl is a must lbr tllis to malcrializc. lhc translbnnation isacatchword impl)ingpositive
malerial and intcllcctual changes lbr d1c bcttcnnenl ofhunlanit\,1 the leadcrship is an all-inclusivc
tcrm rcttrring to thc inspiring quality in a pcrson 1() lead thc human civilization ahcad the
excellence implies the cultivation ol good qualities in high degrccs. 1-hus. the college aims to
produce high quality worktbrce capable olleading all prol'essional and amateur sectors. thcreby
bringing about rloliccablc progressivc changes tbr.the humanity and nation.

I.2 MISSION
Our mission is to provide quality educatioD at cheapcr pricc to the students olall strata ofsociety.
I-lducation lbr all is our slogan. We intend to serve nation and people by producing highly skilled.
disciplincd acadcmic worklorcc thal is capablc ofscrving peoplc and conlribute to the national and
intcrnalional comnlunities and thc humani(y al largc.

Our rvay oI t'ullilling our mission is to crcatc learning ambicnce in Ibrmal and informal settings:
thal is. in classroom and oulside classroom like cornmon areas. labs. calctcrias. libraries. onlinc. on
Iicld trips. and so on.

I.3 VALIJES
Studcnt-Centered Our all activities focus on the betterment ofour students whether they current or
Previous ones.

1. INTRODUCTION 

Madan Bhandari Memorial College, a non-profit making community institution, was established 

in 2001 to impart quality education at an affordable cost. The college offers a wide range of 

academic courses in XI. XII. BA. BBS. BBM. BCA. BScCSIT. and Master's Degree courses in 

Sociology, Journalism, and Bnglish. Since its inception, the college has achieved remarkable 

success in terms of quality education and infrastruciurat development. It has received generous 

help from many individuals and institutions for the enhancement of quality education and the 

development of infrasiructural facilities. It is managed by a dedicated team of educationists, 

academics, and social workers. 

I-.xcellence in Leadership for Transformation 

As one of the best colleges in Kathmandu, Madan Bhandari Memorial College is committed to 

quality education. The college has revised its vision statement after a decade. The previous vision 

statement was "Excellence is our Mono." Now it is "Excellence in Leadership for 

Transformation" implying the commitment to produce excellent workforce that capable not only to 

compete in (he job market but to lead wherever they intend to work. High quality leaching learning 

environment is a must for this to materialize. The transformation is a catchword implying positive 

material and intellectual changes for the betterment of humanity; the leadership is an all-inclusivc 

term referring to the inspiring quality in a person to lead the human civilization ahead the 

excellence implies the cultivation of good qualities in high degrees. Thus, the college aims to 

produce high quality workforce capable of leading all professional and amateur sectors, thereby 

bringing about noticeable progressive changes for the humanity and nation. 

1.2 MISSION 

Our mission is to provide quality education at cheaper price to the students of all strata of society. 

Education for all is our slogan. We intend to serve nation and people by producing highly skilled, 

disciplined academic workforce that is capable of serving people and contribute to the national and 

international communities and the humanity at large. 

Our way ot fulfilling our mission is to create learning ambience in formal and informal settings; 

that is. in classroom and outside classroom like common areas, labs, cafeterias, libraries, online, on 

field trips, and so on. 

1.3 VALUES 

Student-Centered — Our all activities focus on the beliennent of our students whether they current or 

previous ones. 

1.1 VISION 
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[]xcellcnce 'fhe collegc is committed to outstanding scr!iccs. academic programs and leaching.
lnnovation We anticipate and rcspond lo emcrging trends to meel the evolving needs ofour local.
nalional and global communities.
Rcspecl Wc uphold the highcst clhical and moral standards, and affirm aDd protect thc rights,
dignity. and intcgrity ol'each mcmbcr ol'our divcrsc community.
lnclusion Wc cullivate a working and lcarning cnvironrncnl whcre divcrsity is rccognizcd as
cssential to our success.

Suslainabilily Wc preserve our collective luture by embracing the social. ccological. and
economic impact ofour decisions and pedagogical aclivities.

t.'l oBJuc'ItvEs
Vrir ohi(cti\is r\l collcr:e arc a. t,'llou.:

' makc modem ard scicntilic education accessible to thc marginalized and disadvantagcd
groups and comInunilies

make highcr cducation more praclicablc. scicntiJic and innovativc
' promote and prescrve nation- Dalionality. sovercignly and democracy

preparc disciplined. crcative and idcal citizerls by imparting quality cducarion
' cnhance students' phlsical. menlal atld intelleclual potenlials Ihrough cducalion. provide

thenr with a lbrum to cnhance thcir talcnts
impart cducation that promotes the Ncpalese a( and culture
makc the stall'. f'acultics. and sludents participate in accomplishing the goals and

obicctives o[ the collcge

I.5 I,IBRARIIiS

l-ihrarics arc evcr gro\\,ing cntitics. In acadcmic institutions. libmrics plaY a dual rolc of
supponing thc collcgc's culricula. syllabi tor sludcnts and rcscal-ch by thc t'acLllry and research
scholars. A collegc libtarl, has to tirllill cducational and rescarch obiectives. It Iacililatcs thc
sludents in accessing lcarning nraterial as prescr.ibed in the syllabus thal arc nceded for class
work and the faculty lbr thcir study. teachinq and research.

I.6 MADAN RIIANDARI COI,I.E(;I] I,IBRARY

Madan Ilhandari I ollcgc is cstablishcd irr thc ]car 2001 . Mudan Ilhandari ( ollege is one ol lhc
rcnowncd collcgcs in Kalhmandu. I1 was lbundcd by a highly experienced tcam ol reachcrs in
association wilh educationists and vibranl entreprcneurs. As its motto Madan Bhandari centcr
lbr excellcnce. the college has wihtesscd its oulstanding academic pcrfbrmancc scoring
exccllent rcsulls in board cxamiDations and bagging unparallelcd success in compelilive
examinalions ol'lncdicine. enginccring. paranlcdicaland management courses. Duc to jts high
standards. cornprche,lsivc t'acilities and rcpLrtation 1or cxccllcncc. thc collcgc has attractcd
sludents irom all ovcr lhc counlLv.

Excellence - The college is committed to outstanding services, academic programs and teaching. 

Innovation - We anticipate and respond to emerging trends to meet the evolving needs of our local, 

national and global communities. 

Respect - Wc uphold the highest ethical and moral standards, and affirm and protect the rights, 

dignity, and integrity of each member of our diverse community. 

Inclusion - We cultivate a working and learning environment where diversity is recognized as 

essential to our success. 

Sustainability - Wc preserve our collective future by embracing the social, ecological, and 

economic impact of our decisions and pedagogical activities. 

1.4 OBJKCTIVKS 

Main objectives of college arc as follows: 

make modem and scientific education accessible to the marginalized and disadvantaged 

groups and communities 

make higher education more practicable, scientific and innovative 

promote and preserve nation, nationality, sovereignty and democracy 

prepare disciplined, creative and ideal citizens by imparting quality education 

enhance students' physical, mental and intellectual potentials through education, provide 

them with a forum to enhance their talents 

impart education that promotes the Ncpalcse art and culture 

make the staff, faculties, and students participate in accomplishing the goals and 

objectives of the college 

1.5 LIBRARIES 

Libraries are ever growing entities. In academic institutions, libraries play a dual role of 

supporting the college's curricula, syllabi for students and research by the faculty and research 

scholars. A college library has to fuifiil educational and research objectives, (t facilitates the 

students in accessing learning material as prescribed in the syllabus that arc needed for class 

work and the faculty for their study, leaching and research. 

1.6 MADAN BIIANDARI COLLEGE LIBRARY 

Madan Bhandari College is established in the year 2001. Madan Bhandari College is one of the 

renowned colleges in Kalhmandu. It was founded by a highly experienced team of teachers in 

association with educationists and vibrant entrepreneurs. As its motto Madan Bhandari center 

for excellence, the college has witnessed its outstanding academic performance scoring 

excellent results in board examinations and bagging unparalleled success in competitive 

examinations o( medicine, engineering, paramedical and management courses. Due to its high 

standards, comprehensive facilities and reputation for excellence, the college has attracted 

students from ail over the country. 
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O\cr the years. thc Madan Bhandari College Library with its modest collection has come a
long way.-fhc Madan Bhandari Collegc Library now holds ncarly 9000 books.500 World e-

books: l0 print periodicals including national and international.iournals. magazine\i proiect
rcports. lhc librar)- providcs acccss ro 150.000r c-.journals covcring DOAJ. JSI-OR.
I:BSCOI IOS'f. (ioogle Scholar. ProQucst. Nep.lOl.. I)OAIl. Sodhganga. Research4tila.

.TERMINOLOGY

1.6.1 Library

A Library is a placc ofs)slemalically organizcd documcnts in which reading matcrials
likc books.,nonographs. pcriodicals. magaTincs. ncwspapers. databases. audio and visual
materials in prinl and clcclronic lbrmals.

1.6.2 Users

Library users can be grouped into a number olcategories:

(d) I-ihtory Members: lhcsc arc pcrsons entitled to horrow library documcnls fbr use

oulsidc thc librarl prcmiscs. In an acadcmic lihmr) like Madan Bhandari Collcgc
l.ibrary. users includc all thc sludcnts. lacully. rcsearch scholars and stall. 'lhc ('ollege

IdeDlily

Card crablcs thcm. as Mcmbcrs olthe Collcgc l.ibraD.1() avail all thc library serviccs.

(h) Cosuol Memhe$: PcNons ontitlcd to usc library documcnls \r'ithin thc Iibr.ary prernises
onl).

k) Terrrporory Memhers: Pcrsons cnlilled 1() utilizc library lacilitics only on special
pcnnissjon granted bl thc llcad ol'thc collc-qe lbr a shorl pcriod arc rclcrrcd to as

TcuPora\, Mambcrs

1.6.3 Documents

Library documents cncompass all typcs ol'printcd. elcctronic. resourccs viz. books. c-books.
open acccss puhlicalions. monographs. magazincs. pcriodicals. c-.journals. reporls. ncwspapcrs.
ncuslcllcrs. conlircncc procccdings. standards. spccilicalions" databascs. clc.

1.6.,1 l,ibrarian

A prot.ssionally qualified olliccr appointcd by the College to look alier the managemenl ofthe
librarl .

1.6.5 Open Acccss System

'l'he Madan Bhandari College Library lbllows open access system with the tbllowing

Over the years, the Madan Bhandari College Library with its modest collection has come a 

long way. The Madan Bhandari College Library now holds nearly 9000 books. 500 World e- 

books; 10 print periodicals including national and international journals, magazines; project 

reports. The library provides access to 150.000-!- c- journals covering DOAJ, JSTOR. 

hBSCOHOST. Google Scholar. ProQuest. NepJOL, DOAB. Sodhganga, Rcscarchdlifc. 

TERMINOLOGY 

1.6.1 Library 

A Library is a place of systematically organized documents in which reading materials 

like books, monographs, periodicals, magazines, newspapers, databases, audio and visual 

materials in print and electronic formats. 

1.6.2 Users 

Library users can be grouped into a number of categories: 

(a) Library Members: These are persons entitled to borrow library documents for use 

outside the library premises. In an academic library like Madan Bhandari College 

Library, users include all the students, faculty, research scholars and staff. The College 

Identity 

Card enables them, as Members of the College Library, to avail all the library services. 

(h) Casual Members: Persons entitled to use library documents within the library premises 

only. 

(c) Temporary Members: Persons entitled to utilize library facilities only on special 

permission granted by the Head of the college for a short period are referred to as 

Temporary Members. 

1.6.3 Documents 

Library documents encompass all types of printed, electronic, resources viz. books, e-books, 

open access publications, monographs, magazines, periodicals, e-journals. reports, newspapers, 

newsletters, conference proceedings, standards, spccilications. databases, etc. 

1.6.4 Librarian 

A professionally qualified officer appointed by the College to look after the management of the 

library. 

1.6.5 Open Access System 

The Madan Bhandari College Library follows open access system with the following 
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characteristics:

(a) l)ocuments are shelved in open racks fi.ee liom doors and locks.

(b) Users arc admitlcd into the slack area wiihout any rcstrictions.

(c) Users are provided frcedom for browsing or accessing documents in any part ofthe
library including Digital Library, and

(d) tjscrs are provided libcrty to choosc and pick any documcnt lbr study or get it issued
tiom thc Circulation Counter fbr sludy at thcir convenjcnce.

I.7 I,IBRARY ADVISORY COMMI'TTEi]

lhc llcad ol thc Madan llharrdari collcrc appoinrs a Library ndvisor) Commillcc (l.AC)
coDsisting ol'a librarian. and rcprescntatives liom the collcgc. In addition to lhesc. sludcnl
rcpresentalives are also includcd in the Library- Advisory Commjttcc (l_AC). -lhe 

I_ibrarian is
the coordinalor of the Advisory Committee. lhe Library Advisory Committee (LAC)
essentially advises and guides the Collcge I-ibr.ary in its activities and scrvices.

t
S

t-
uoent

Campus

Chief

characteristics: 

(a) Documenls arc shelved in open racks free from doors and locks. 

(b) Users arc admitted into the slack area without any restrictions. 

(c) Users arc provided freedom for browsing or accessing documenls in any part of the 

library including Digital Library, and 

(d) Users are provided liberty to choose and pick any docuincnt for study or get it issued 

from the Circulation Counter for study at their convenience. 

1.7 LIBRARY ADVISORY COMMITTIX 

The Head of the Madan Bhandari college appoints a Library Advisory Cominiliee (LAC) 

consisting of a librarian, and representatives from the college. In addition to these, student 

representatives arc also included in the Library Advisory Committee (LAC). The Librarian is 

the coordinator of the Advisory Committee. The Library Advisory Committee (LAC) 

essentially advises and guides the College Library in its activities and services. 

Student 

Librarian 



1.1.1 Functions ofLibrary Advisory Committee (l,AC)

l'he main functions olthe LAC are:

(a) Laying down thc gcncral library- policv and sound librarv rulcs.

(b) l,roviding support to important dccisions lbr improving thc library serviccs.

(c) [.aying dou,n and reviewing thc procodurcs tbr optimizing eJ)iciency and usage of
thc ljbrary serviccs and products.

(d) Scrutinizing thc demands lbr acquisition of documents and making
ncccssary rccotrmendalions ,br appro,yal lbr balanced gro\_,"1h of library collcction.

(e) I)eciding upon the obsoletc documents and other lnatcrials to be wecdcd out l'rom
the library.

(0 l)ctcrmining thc infiastructurc. equipmcnt. I'umiturc. space. environment and
other l'acilities requircd fbr ellicicnt runring ol'the library. and

(g) Dealing \\,ith anv other matler conccrning the lihrary thal may arisc liom limc to lime.

I.8 BI]ST PRACTICT]S
'I hc Madan Ilhandari Collegc Librarl has implementcd bcst praclices in tcrrns ol-using
Standard t ormats and Procedurcs lbr all library activitics and fbllows policies thar are well
publicized.'fhcse include

(a) Computerization 01'library u,ith srandard digital software IjMIS.
(b) lnclusion ol' comprchensive inlbrmation about lhc librarv. resourccs. t'acililies

and scrviccs in thc (lollcgc wcbsitc and prospcctus.

(c) Displaying newspapcr clippillgs on rhe noticc board periodically.

(d) I)isplay of carcer/employmcnt information/ serviccs.

(c) Inlcrncl f'acilities to dif'lerent uscr groups.

(l) Intbflnalionlitcrac\ prosrams.

(C) I)isplal- ing ncw arrivals and circulaling a lisl oflhosc to academic
(h) ('onducting book exhibitions oI diti'crent occasions.

(i) OrganizinS book ralks.

0) Organizingcompetitionsannually.

(k) (lonductirlg user suncys pcriodically.

(l) Instituting Annual llcsl [Jser award fbr studcnts.

lrn) Rcrnolc acccrs \er\ icc 1() thL u\crs

depanmcnts.

8

1.7.) Functions of Library Advisory Committee (LAC) 

The main functions of the LAC are: 

(a) Laying down the general library policy and sound library rules. 

(b) Providing support to important decisions for improving the library services. 

(c) Laying down and reviewing the procedures for optimizing ej'nciency and usage of 

the library services and products. 

(d) Scrutinizing the demands for acquisition of documents and making 

necessary recommendations for approval for balanced growth of library colicclion. 

(e) Deciding upon the obsolete documents and other materials to be weeded out from 

the library, 

(1) Determining the infrastructure, equipment, furniture, space, environment and 

other facilities required for efficient running of the library, and 

(g) Dealing with any other matter concerning the library that may arise from lime to time. 

1.8 HKST PRACTICKS 

I he Madan Bhandari College Library has implemented best practices in terms of using 

Standard Formats and Procedures for all library activities and follows Policies that are well 

publicized. These include 

(a) Computerization of library with standard digital software EMIS. 

(b) Inclusion of comprehensive information about the library, resources, facilities 

and services in the College website and prospectus. 

(c) Displaying newspaper clippings on the notice board periodically. 

(d) Display of career/employment information/ services. 

(c) Internet facilities to different user groups. 

(0 Information literacy programs. 

(g) Displaying new arrivals and circulating a list of those to academic departments. 

(h) Conducting book exhibitions on different occasions. 

(i) Organizing book talks. 

(j) Organizing competitions annually. 

(k) Conducting user surveys periodically. 

(1) Instituting Annual Best User award for students. 

(m) Remote access service to the users. 

8 



I.9 t,II]RARY RUI,ES

Library Rules ate ncccssary lbr cfficient working. provision of scrvices. hasslc-liee access to
library holdings and to inform dos and don'ts ro the library uscrs. l'hcsc are cxplaincd to
licshers .joining the Collcgc in thc orientation program and al the lime he/shc is cnrolled as a
user ofthe library.

1.9.1 Working Hours

(a) Ihe librarl, is kept opcn on all working days iiom 6:00 AM ro 5:00 pM. On Saturday
and holida!'s. thc library u ill be opcned orr requcst of sludents and lacultics.

(b) l'hc counler lransactions. 1.c.. issuc and rcturn ol documcnts. shall bc bctwccn 7:00 AM
to 5:00 PM.

1.9.2 l,ihraryMcmbership
'l he mcmbcrship of thc library is open lo all the sludenls. rcscarch scholars. faculty and slaif
ol' Madan Ilhandari Collcge.

1.9.J Admis\ion to Librar]

All mcmbers desirous of using thc library arc welcome to the library to read and mental
innovation activities.

1.9..1 G€neral l,ibrary Rules and Regulntions

l. lracult) rnembcrs. non-teaching stafl. rescarch scholars and sludents ofMadan Bhandari
collcge are allowcd to use thc library. Membcrs should always carry thcir ID cards while
using lhc librar],.

2. All users must follow the codc ol'the collcge and should observe stricl silence inside thc
library.

3. I-.ngaging in conversalion/discussio group study insidc the reading area is strictly
prohibited. Discussion is permitted only in the dcsignatcd Discussion Rooms.

4. Users arc rcsponsible lbr hooks issucd againsl thcir mcmbership. ll'thc issued document
is lbund mutilated or scriously damagcd on relurn. thc users will bc held responsible fbr
the damagc and will havc to replacc the same or pay 1.5 times thc presenl cost of the
mutilatcd book.

5. I-oss or damage to library material on loan to a uscr should be rcported immcdiatcly. l he
uscr musl pav thc cosl of rcplacing a lost or seriously damagcd hook or olhcr itcm in
addjtion to paying IlDc.

All users leaving the Iibrary must slrow all books. lblders. papers. etc. in their posscssion.
whether these belong to thc library or not. at the counter ofthe reading hall. Uscrs

1.9 LIBRARY RULES 

Library Rules are necessary for efficient working, provision of services, hassle-free access to 

library holdings and to intorm dos and don "is to the library users. These arc explained to 

freshers joining the College In the orientation program and at the time he/she is enrolled as a 

user of the library. 

1.9.1 Working Hours 

(a) The library is kept open on all working days from 6:00 AM to 5:00 PM. On Saturday 

and holidays, the library will be opened on request ofsludcnts and faculties. 

(b) The counter transactions, i.e.. issue and return of documents, shall be between 7:00 AM 

to 5:00 I'M. 

1.9.2 Library Membership 

The membership of the library is open to all the students, research scholars, faculty and staff 

of Madan Bhandari College. 

1.9.3 Admission to Library 

All members desirous of using the library arc welcome to the library to read and mental 

innovation activities. 

1.9.4 General Library Rules and Regulations 

1. Faculty members, non-teaching staff research scholars and students of Madan Bhandari 

college are allowed to use the library. Members should always cany their ID cards while 

using the library, 

2. All users must follow the code ol the college and should observe strict silence inside the 

library. 

3. Engaging in conversation/discussion/group study inside the reading area is strictly 

prohibited. Discussion is permitted only in the designated Discussion Rooms. 

4. Users arc responsible for books issued against their membership. If (he issued document 

is found mutilated or seriously damaged on return, the users will be held responsible for 

the damage and will have to replace the same or pay 1.5 times the present cost of the 

mutilated book. 

5. Loss or damage to library material on loan to a user should be reported immediately. The 

user must pay the cost of replacing a lost or seriously damaged book or other item in 

addition to paying fine. 

6. Ail users leaving the library must show all books, folders, papers, etc. in their possession, 

whether these belong to the library or not. at the counter of the reading hall. Users am 
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12.

also requircd to opcn tbr inspcction any rcceptacle carricd out olthe library.

7. Books..journals. etc. takcn from the shelves lbr reading should be left on the tables
alter usc and 'not to bc replaccd on the shelvcs.

8. Uscrs should not write in. nrark. lbld. damage. disfigure or makc any mark upon anv
document or l'umiture ollhe library.

9. Mobiles phones are to be switchcd of or to bc kept on silenr mode in the library readinS
halls: thcir use in library is striclly prohibited.

10. Computcr lcnninals should bc used are Ibr educational purpose only.

ll. Chairs and lablcs and olhcr library equipmcnt. llltings and lLrnilure should nol be
rnarkcd. dcl'aced. or disarranged.

Uscrs are not allowed to brinS pcrsonal belongings like bags. brieltases. handbags,
umbrellas. aprons. pcrsonal books or other reccptaclcs inside the library. 'l hey are to be
kcpl al the Propc(! ( ountcr onl1.
-l'hc Iibran cannot bc llcld rcsponsible lbr thcir Ioss ol pcrsonal bclongings likc watches.
pens. pcn drivcs. wallcls. cell phoncs. ctc. lell unattcndcd on lablcs. ctc.

Uscrs should not carry books from one lloor to another. 'fhey should leave the books on
the reading table after usc.

[.Jsers are not 10 share thcir nct access lD and password with othcr sludents.

Users must rcturn the documcnl(s) in thcir possession 1(l thc library. when called lbr by
thc library tbr stock vcrification.

Users violating the rulcs ol'rhe library shall be liable to lbrfcit the privileges ofthe
Iibrary. its scrvices and thcir mernbership is liable lbr terminalion.

t7.

ll.

14.

15.

16.

t0

also required to open for inspection any receptacle carried out of the library. 

7. Books, journals, etc. taken from the shelves for reading should be left on the tables 

after use and 'not' to be replaced on the shelves. 

8. Users should not write in, mark. fold, damayc. disfigure or make any mark upon any 

document or furniture of the library. 

9. Mobiles phones are to be switched of or to be kept on silent mode in the library reading 

halls; their use in library is strictly prohibited. 

10. Computer terminals should be used are for educational purpose only. 

11. Chairs and tables and other library equipment, fittings and furniture should not be 

marked, defaced, or disarranged. 

12. Users are not allowed to bring personal belongings like bags, briefcases, handbags, 

umbrellas, aprons, personal books or other receptacles inside (he library, They are to be 

kept at the Properly Counter only. 

13. The library cannot be held responsible for their loss of personal belongings like watches, 

pens, pen drives, wallets, cell phones, etc. left unattended on tables, etc, 

14. Users should not cany books from one floor to another. They should leave the books on 

the reading table after use. 

15. Users are not to share their net access ID and password with other students. 

16. Users must return the documcnt(s) in their possession to the library, when called for by 

the library for stock verification. 

17. Users violating the rules of the library shall be liable to forfeit the privileges of the 

library, its services and their membership is liable for termination. 



2 I,IBRARY BUDCET

2.5 BUDGT]'T I-ORECASTINC

l he I-ibrarian considers lhe following factors while drafting the budget requircments ofthe
library lor the ensuing year:

(a) Type ofservices being providcd by the librarv and new scrvices. ifany. to be started in
the ensuing year.

(b) lncreasc in the membcrships ofthe library.

(c) lncreasc in the intakc ol students.

(d) Increasc in the cost oflibrary documcnts.

(e) Additioddelction oftitles in the current subscription list ofperiodical publications.

(l) New databases 10 bc subscribed.

(g) Requiremcnls fbr binding ofworn/torn books and back volumcs. and

(h) Iinhanccmcnt ol'inliastructure in terms ol'equipmcnl. if any. 1() be procured Ibr thc
library including PCs. printers. pholocopiers. ctc.

The Librarian also works out the amount to be spent on various types ofdocuments. i.c., books.
onlinc and print periodicals. newspapers. magazines. etc. 

-l he budget estimate. calculalcd is
scnt 1o thc ( ompctcnt Authoril-y- lbr approval. I hc appr.oved budgcl is spcnt as per thc planned
rcquircmcnls.

ll

2 LIBRARY BUDGLT 

2.5 BUDGKT FORECASTING 

The Librarian considers the following factors while drafting the budget requirements of the 

library for the ensuing year; 

(a) Type of services being provided by the library and new services, if any. to be started in 

the ensuing year. 

(b) Increase in the memberships of the library. 

(c) Increase in the intake of students, 

(d) Increase in the cost of library documents. 

(e) Addition/deletion of titles in the current subscription list of periodical publications. 

(0 New databases to be subscribed. 

(g) Requirements for binding of worn/torn books and back volumes, and 

(h) Enhancement of infrastructure in terms of equipment, if any. to be procured for the 

library including PCs, printers, photocopiers, etc. 

The Librarian also works out the amount to be spent on various types of documents, i.e., books, 

online and print periodicals, newspapers, magazines, etc, The budget estimate, calculated is 

sent to the Competent Authority for approval. The approved budget is spent as per the planned 

requirements. 
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3 ACQUISITIOS

3.I INTRODUCTION

Acquisilion Scction procures library documcnts -books and non^book material to build thc

collection or add stock to the library. Acquisition t'unctions includc selcction ofdocumcnts as

well as supplicrs. veritication. placi,lg purchase ordcrs. receiving. accessioning. and providing

infbrmation to indenters rcgarding status ol ordered documcnts. and processing bills tbr
pal. men1.

I l'rc Librarian takes inlo corlsideration thc (lollcgc Nornrs. rclcvancl ol the tillcs. books alrcad)

available on thc samc subjcct and tirnds available. Gencral inlcrcsl and re1'erencc needs oflhe
users are also take!r irlto considcration by thc I-ibrarian. 'l he circulation record and/or documcnt

issue register can also be used to find out thc books in more dcmand.

J.2 MODr,rS O!'lrOOK Sf,t.EC', ON
'I herc alc two modcs of sclccting h)oLs. ln thc ,iNt ,nodc the laculty mcnrbcrs and studcnts

know aboul thc books liom such sourccs as iournal a,1iclcs. cont'crcncc proccedings. brochures

scnl to thcm by publishcrs. ard thc Wcb. l hc) scnd thcir fcquisiliorls to thc librar] in prescribcd

rcquisilion lbrms and thc library dccidcs the supplicrs who arc bcsl suiled to suppl) the books.

In the sccond proccss. supplicrs sho\\, copics ol'thcir books b the f'acully mcmbers and the

l'aculty mcmbcrs rccommcnd some of thcsc books Ibr procuremcnt by thc library. lJooks are

also sclcctcd tiom thc fcchnology Book Irairs organizcd in thc Collcgc fiom timc to timc whcre

thc taculty and users scan. browsc. and thcn rccommcnd relcvant documcnts 1() bc purchascd

lbr the librar).

3.J PURCTIASE OF BOOKS AND NON-BOOK MA'IERIAI,S

I hc details ofthe matcrials rcquired are tbrwarded to thc Librarian by respective depanments

two months before the beginning ol'lhe semester through thc Rcquisilion Form lbr Books and

Non-book Materials. 'l he mosl suilable li1les or rcquired books. c-books. audio and video lbrm.
il an\. 1() ncc( thc currert necds lna) be idcntillcd tiorr thc tbllowing sourccs:

a) ( alalogucs lrom various puhlishcrs & books scllcrs

b) \J!crtiicmcnts in van,,u. maSa/rnu\

c) 'l'he syllabi lrom thc collcgc/ collcgc

d) Websiles ol-publisher-s and book scllcrs

e) Ilook cxhibitions

In addition 10 this. thc requircmcnls arc also rcceivcd through survey lbrm f'rom dilhrcnt
dcpartments and faculty as and whcn need arises.

l o avoid duplication. each litlc is thoroughly checkcd fiom the library cataloguc (OPAC). Iist

ol-ordered books. the list ol'books recently rcccivcd and the books undcr lcchnical proccssing.

l2
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3 ACQUISITIOS 

3.1 INTRODUCTION 

Acquisition Section procures library documents -books and non-book material to build the 

collection or add stock to the library. Acquisition functions include selection of documents as 

well as suppliers, verificalion. placing purchase orders, receiving, accessioning, and providing 

information to indenlcrs regarding status of ordered documents, and processing bills for 

payment. 

The Librarian lakes into consideration the College Norms, relevancy of the titles, books already 

available on the same subject and funds available. General interest and reference needs of the 

users arc also taken into consideration by the Librarian. The circulation record and/or document 

issue register can also be used to find out the books in more demand. 

3.2 MODES OF BOOK SELECTION 

There arc two modes of selecting books. In the first mode the faculty members and students 

know about the books from such sources as journal articles, conference proceedings, brochures 

sent to them by publishers, and the Web. They send their requisitions to the library in prescribed 

requisition forms and the library decides the suppliers who are best suited to supply the books. 

In the second process, suppliers show copies of their books to the faculty members and the 

facility members recommend some of these books for procurement by the library. Books are 

also selected from the Technology Book Fairs organized in the College from lime to time where 

the faculty and users scan, browse, and then recommend relevant documents to be purchased 

for the library. 

3.3 PURCHASE OF BOOKS AND NON-BOOK MATERIALS 

The details of the materials required are forwarded to the Librarian by respective departments 

two months before the beginning oflhe semester through the Requisition Form for Books and 

Non-book Materials. The most suitable titles or required books, e-books, audio and video form, 

ifanv. to meet the current needs mav be identified from the following sources; » - w1 

a) Catalogues from various publishers & books sellers 

b) Advertisements in various magazines 

c) The syllabi from the college/ college 

d) Websites of publishers and book sellers 

e) Book exhibitions 

In addition to this, the requirements are also received through survey form from different 

departments and faculty as and when need arises. 

To avoid duplication, each title is thoroughly checked from the library catalogue (OPAC). list 

of ordered books, the list of books recently received and the books under technical processing. 
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.l 
he Librarian consolidales the requircmcnts rcccivcd fionr various depa(mcnts and submils thc

consolidated statemenl to thc Vicc Principal ofthe collcgc.

3.3.1 Placing Purchase (hders

I-ibrarian maintains a list ol applorcd book supplicrs. Sclccrion ol supplicrs is madc on the
basis of supplicrs' past serviccs providcd to thc Iibrara. distributorship of publishcrs,
inliastructurc availablc with them. and discount of'hrcd. New suppliers are considcrcd based

on their contacts and perlbrmance in I'irs1 supply due to non-availability ofspecific books fiom
the existing supplicrs or lheir conlacts and bcttcl.discount paltern.

Alicr gctting the approval l'rom thc Compctcnt Aulhorit!. the order will bc rclcascd lionr the
olllcc ofthc Gcncral Managcr. Purchasc. Orders placcd indicatc the dctails ofnralcrial requircd
along with lerms and cordilions applicablc.

J.J.2'ferms and Conditions for Supplying Rooks

(a) Acknowledgement and Acccptance of the Ordcr| 'lhe supplicr should acknowledgc
thc rcceipl ofthe ordcr by rcturning thc signcd duplicale copy witlriD I5 da)s ol'lhe datc
ofthe purchase ordcr and conlirm whcthcr hc is willing 1() acccpt the order.

(b) 'fhc supplicr should dclivcr latcsl cditions o,"ncw books'only and not'uscd and/or
sccond-hand books'.

(c) Delivery Pcriod: lJooks covcred by rhis plrchasc ordcr must bc supplicd on or belbre
the datc of delivery period. -l'hc 

dclivery pcriod Iiom lhc date ol'thc purchase order is

onc monlh lbr Indian publications: lbr fbrcigll publications, it is two months lrom thc
datc ofthc purchase ordcr.

(d) ln casc some ofthc bools cannot bc supplicd uithin the dclivery pcriod. cxtcnsion of
dclivcry datc rnust hc obllincd ti(nn Libmrian in uriting. Ihc dclivcr) dal!'ma) bc

extcndcd by thc l.ibrarian at his/hcr disclction il thc supplicr rcqucsls lir.an c\tcnsion
belbrc thc order expirJ date. citing ',alid rcasons.

(c) -lhe purchasc ordcr is deemed 1() be cancelled if the delivery is not made within one
month alter thc cxpiry ofthe stipulatcd dclivery datc. and also il the supplied books are

nol confbrming to spccilications or not in {ood condition and arc not rcplaccd $ithin
onc month s timc.

(l) Ihe supplicr should quote thc Purchasc Ordcr number and dalc in thc bill/in\oicu.

(S) Proolin supporl olrhc prices chargcd, i.c., a photocopy ofpublisher's in\,oice/cataloguc
should be atlached along with thc bills.

(h) Con!ersion ratcs ollbreign cun.cncics will bc chargcd as pcr bank ralcs. as announccd
on NRB \\,cb silc. prevailing oll thc dalc ol'the bill.

(i) Ilills arc lo bc addrcsscd 1o thc Madan BhaDdari (ollcge. Ilancshvror. Kathmandu.
Nepal.

l3

The Librarian consolidates the requirements received from various departments and submits the 

consolidated statement to the Vice Principal of the college. 

3.3.1 Placing Purchase Orders 

Librarian maintains a list of approved book suppliers. Selection of suppliers is made on the 

infrastructure available with them, and discount offered. New suppliers are considered based 

on their contacts and performance in first supply due to non-availability of specific books from 

the existing suppliers or their contacts and better discount pattern. 

After getting the approval from the Competent Authority, the order will be released from the 

office of the General Manager, Purchase. Orders placed indicate (he details of material required 

along with terms and conditions applicable. 

3.3.2 Terras and Conditions for Supplying Books 

(a) Acknowledgement and Acceptance of the Order: The supplier should acknowledge 

(he receipt of the order by returning the signed duplicate copy within 15 days of the date 

of the purchase order and confirm whether he is willing to accept the order. 

(b) The supplier should deliver latest editions of 'new books' only and not 'used and/or 

second-hand books'. 

(c) Delivery Period: Books covered by this purchase order must be supplied on or before 

the date of delivery period. The delivery period from the date of the purchase order is 

one month for Indian publications; for foreign publications, it is two months from the 

date of the purchase order. 

(d) In ease some of the books cannot be supplied within the delivery period, extension of 

delivery date must he obtained from Librarian in writing. The delivery date may be 

extended by the Librarian at his/her discretion if the supplier requests for an extension 

before the order expiry date, citing valid reasons, 

(c) The purchase order is deemed to be cancelled if the delivery is not made within one 

month after the expiry of (he stipulated delivery date, and also If (he supplied books arc 

not conforming to specifications or not in good condition and arc not replaced within 

one montlTs time. 

(0 The supplier should quote the Purchase Order number and dale in the bill/invoice. 

(g) Proof in support of the prices charged, i.e., a photocopy of publisher's invoice/catalogue 

should be attached along with the bills. 

(h) Conversion rates of foreign currencies will be charged as per bank rates, as announced 

on NRB web site, prevailing on the dale of the bill. 

(i) Bills arc to be addressed to the Madan Bhandari College. Bancsbvvor. Kathmandu. 

Nepal. 

basis of suppliers' past services provided to the library, distributorship of publishers. 
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(a)

(h)

(c)

(d)

J.J.{

(j) Ihe supplicr should have Permancnl nqcounl Numbcr (PAN) lhe prool'ol'which \\ill be

I'urnishcd to libraly or a copy of Incomc I ax rcccipt lbr thc prcccding .,-car.

J.J.J Checking Physical l,avout 0f B00l$ and Price Proofs

IJefore takinS thc books on charge. physical and gcncral makcup is checked and also \-,"helhcr

thc lbnt and typc sizc uscd in thc printing is clcar and Icgiblc. thc quality olpaper and bnrding
is good. whcthcr it is t'ur,rished with index. maps. compact discs. etc. Del'ecls and damages are

also checkcd so thal tllcse could he returncd 10 Ihc supplicrs.

Ihc pricc plool! arc to bc vclillcd by thc l.ihrarian rith thc hclp ol-oDo ofrhc tbllo$ing
sourccs:

Publisher's latesr catalogue.

Publisher's invoicc (in original) 1() the dcalcr.

Bookiackets.

Pricc givcn on the verso ofthc title pagc. or

Accessioning of Documents
-I-hc 

dctails of books received as pcr the purchase ordcr arc cntered in Library Books
Stock Register (Accession Register).'lhe details ol accepted non-book ilems are entered Non-
Uook Materials Stock Register.

Ilvery documcnt added to thc library collection will have a uniquc serial number callcd
Acccssion Number. All thc bibliographic dctails ol-purchascd documents likc acccssion
rumbcr. aulhor. titlc. sub-tillc. cdition. volumc number and parl numbcr (lor mulli- volumc
documcnts): namc ol-thc publishcr. placc and )car of publicalion: paginatiol). call nunrber.
bill/invoicc number. pricc in tbrcign and lndian currency etc. are all rccordcd in the Library
Books Stock Register. A unique barcode is generated lor each book using in-house software
and pasted on its spinc. A Book Card is prcpared and a Due Datc Slip is pasted.

Aficr cntering thc dclails ol'documcnts in thc Slock Regislcr. library ovrncrshif stantp is
alli\cd on thc verso ol-lhc tjtlc page. Acccssiorl number is 10 hc assigncd or1 thc litlc pagc.
sccrel (cluc or hiddcn) pages of thc book. and also against each lille ol'thc book in the
bill/invoicc.

J.3.5 Reference Books

Books lirlling undcr thc lbllowing critcria arc broughl undcr Re,erence:

a) An-y- book costing more than Rs.2000/-

b) Ilooks that are rarel) availablc

c) Prescribcd tcxt books (il'lhcrc is onl) one copy)

d) lincl,clopcdias. Dictionarics. llandbooks and Manuals ctc.

t,l

/b

(i) The supplier should have Permanent Account Number (PAN) the proof of which will be 

furnished to library or a copy of Income Tax receipt for the preceding year. 

3.3.3 Checking Physical Layout of Books and Price Proofs 

Before taking the books on charge, physical and general makeup is checked and also whether 

the font and type sisf.e used in the printing is clear and legible, the quality of paper and binding 

is good, whether it is furnished with index, maps, compact discs, etc. Defects and damages are 

also checked so that these could be returned to the suppliers. 

The price proofs arc to be verified by the Librarian with the help of one of the following 

sources; 

(a) Publisher's latest catalogue. 

(b) Publisher's invoice (in original) to the dealer. 

(c) Book jackets. 

(d) Price given on the verso of the title page, or 

3.3.4 Accessioning of Documents 

The details of books received as per the purchase order arc entered in Library Books 

Stock Register (Accession Register). The details ofaccepted non-book items are entered Non- 

Book Materials Stock Register. 

Kvery document added to the library collection will have a unique serial number called 

Accession Number. All the bibliographic details of purchased documents like accession 

number, author, title, sub-litlc. edition, volume number and part number (for imihi- volume 

documents): name of the publisher, place and year of publication; pagination, call number, 

bill/invoice number, price in foreign and Indian currency etc. are all recorded in the Library 

Books Stock Register. A unique barcode is generated for each book using in-house software 

and pasted on its spine, A Book Card is prepared and a Due Dale Slip is pasted. 

After entering the details of documents in the Stock Register, library ownership stamp is 

al fixed on the verso of the title page. Accession number is to be assigned on the title page, 

secret (clue or hidden) pages of the book, and also against each title of the book in the 

bill/invoice. 

3.3.5 Reference Books 

Books falling under the following criteria are brought under Reference: 

a) Any book costing more than Rs.2000/- 

b) Books that are rarely available 

c) Prescribed text books (if there is only one copy) 

d) Encyclopedias. Dictionaries. I landbooks and Manuals etc. 
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e) Valuablemanuscripts

']'hc abovc categorizcd books arc markcd \\ith "Rclcrcncc Only" seal in thc litle page

and stacked separately in the Reltrencc Scclion.

(o
l5

e) Valuable manuscripls 

The above categorized books arc marked with "Reference Only" seal in the title page 

and stacked separately in the Reference Section. 



,I TI]CITNICAI, PROCI]SSING

l'eclmical Proccssitlg i.e.. Classification and Cataloguing makcs a bridge betwcen Acquisition
ofdocuments and thcir Circulation. Il also plays a vilal role in the flnctioning ol'library services
smoothly and ctlectively.

1.5 CI,ASSITICA'I'ION

Classilication is a process Ibr assigning a Call Numbcr to a docurnclt. which fixcs its position
in the rack among thc titlcs or1 thc samc subiecl. ('all Number.consists of thrcc parls. Class
Number. Ilook numbcr and Collection Number_ 'lhe Class Numbef denotes thc subjecl ol-thc
documcnl (main subjcct is a documcnt deals with more subjccts). The Book Number r.rsually

contains thrce alphabcts such as llrst thrce letlers ofllrsl aLtthor (or titlc when thcre is no author)
or initials ol author. I herc arc manl variations. I wo initials ol_ author (in rcndercd lbrm) and
the lirst lcllcr ol'lhc litlc a|c uscd lo s\nthcsizc thc book numbcr. lhc ( ollcction NLrmbe r is
uscd Ibr special collections likc Ilook Bank. Manuscripts. Rclarence. 'lcxtbook Collcction. etc.
In ll1e Madan Bhandari College l-ibrary. the twcnly-lhird edition (Edition 2l) of rhe Dewey
Decimal Classification is being uscd tbr classification ofbooks.

Alicr thc documcnt is rccei'"cd lio the Acquisition Scclion. thc classilier should chccl l'rom
thc OPA(' il thc rillc is nc\\ lr addcd or alrcadl ar,ailablc in thc lihrar\. ln casc the documcnt is
an addilionil cop) or a ne\l cdilion o, ao cxisting docutncnl. thc call numhor ol-lhc availablc
documenl should hc givcn to lhe ncw documenl. OlhcNisc. a nc\ call numbcr has to bc
conslructed and assigned 1() the documcnt.

Classillcation hclps the uscrs in liiding a docurrcnt $hosc call numbcr is kno\\n and to llnd
out all documcnts on a givcn subicct togethcr. Anolhcr importanl purposc is thal the document
gcls a uniquc placc on thc shcll (rack) lacilitaring cas) location a[d rctricval.

.I.6 CA'I'AI,(X; I 

'ING-lhc 
Madan tlhandari College Library tbllows AACR-ll Ibr cataloguing of books and book-

Iikc malerials. AACR-Il provides complele guidelines fbr the calaloguing of the library
matcrials. Bcfbre cataloguing. a catalogucr should examine the subjccts thal arc auxiliary to
the main subiect. Ihis makes it possiblc tbr thc cataloguer to provide adequate key\\,ords
cnahling users in locating thc documcnls o, thcir inlcrcst. l-hc work involved in cataloguing
also covcrs prcpamlion ofsubiccl hcadings lbllowing I_ihrary olfbllgrcss Subiecl I Icadings to
lacilila(e oplimal utilizalion of rcsour.ccs as uscrs alwa!s sc{rch b) inlcrcstcd subieets.

'l he library Onlinc Public Acccss Cataloguc is updatcd in rhc Library Managcmenr svstcm. 
.l.hc

ncwh addcd books arc scltt to Ncu Arrivals display racks. Inlbnnalion rcgarding ncw ardvals
is displaycd in the Library Norice Board. Users arc inlbrrncd by phonc or email about lhe
availability ol thc documcnls suggcsted b-,- them. Ihc inlbrmation ahout ncwl\ addcd

l6
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4 TECHNICAL PROCESSING 

Technical Processing i.e., Classification and Cataloguing makes a bridge between Acquisition 

of documents and their Circulation. It also plays a vital role in the functioning oflibrary services 

smoothly and effectively, 

4.5 CLASSIFICATION 

Classification is a process for assigning a Call Number to a document, which fixes its position 

in the rack among the titles on the same subject. Call Number consists of three parts. Class 

Number. Book number and Collection Number. The Class Number denotes the subject of the 

document (main subject is a document deals with more subjects). The Book Number usually 

contains three alphabets such as first three letters of first author (or title when there is no author) 

or initials ol author. There arc many variations. Two initials of author (in rendered form) and 

the first letter of the title are used to synthesize the hook number. The Collection Number is 

used for special collections like Book Bank. Manuscripts. Reference. Textbook Collection, etc. 

In the Madan Bhandari College Library, the twenty-third edition (Edition 23) of the Dcwcy 

Decimal Classification is being used for classification of books. 

After the document is received from the Acquisition Section, the classifier should check from 

the OPAC if the title is newly added or already available in the library. In case the document is 

an additional copy or a new edition of an existing document, the call number of the available 

document should be given to the new document. Otherwise, a new call number has to be 

constructed and assigned to the document. 

Classification helps the users in finding a document whose call number is known and to find 

out all documents on a given subject together. Another important purpose is that the document 

gels a unique place on the shelf (rack) facilitating easy location and retrieval. 

4.6 CATALOGUING 

The Madan Bhandari College Library follows AACR-Il for cataloguing of books and book- 

like materials. AACR-II provides complete guidelines for the cataloguing of the library 

materials. Before cataloguing, a cataloguer should examine the subjects that arc auxiliary to 

the main subject. T his makes it possible for the cataloguer to provide adequate keywords 

enabling users in locating the documents of their interest. The work involved in cataloguing 

also covers preparation oi subject headings following Library of Congress Subject I feadinus to 

lacilitate optimal utilization of resources as users always search by interested subjects. 

The library Online Public Access Catalogue is updated in the Library Management system. The 

newly added books arc sent to New Arrivals display racks. Information regarding new arrivals 

is displayed in (he Library Notice Board. Users arc informed by phone or email about the 

availability of the documents suggested by them. The information about newly added 
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documents is displayed on the library portal and the same is forwarded to the Heads of
Departments. The new books are displayed in the new arrival rack at least for a period ofone
week after which these are sent to the Circulation Counter for issue to the users.
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documents is displayed on the library portal and the same is forwarded to the Heads of 

Departments. The new books are displayed in the new arrival rack at least for a period of one 

week after which these are sent to (he Circulation Counter for issue to the users. 



5 PI.]RIODICALPUBLICA IONS

5.5 INTRODTJCTION

Scicntilic pcriodicals or journals arc scrials publicalions thal arc published b),
protessional socicties. institutions and commercial publishers. lhesc publish naseent primar)
research rcsulls and arc very important lbr tcaching as wcll as R&D u.ork. pcriodicals
publishing inlbrmation relcranl to the subject ficlds and research proiccts undcnakcn by thc
coll(Sc arc \uhs(r ihcd t,r llrc lihraD. Apan ,iom prinl.iournals. c-iournal. !onrainin! tirll l(rt
rcsearch a11icles. abstracting and indcring dalabascs and nlagazincs arc also subscribed bl thc
lrhrar\

5.6 PT]RCHASI] Oi- PERIODICALS

1'he process of periodical acquisition bcgins with the arrival of a requesl fbr
procuremcnl liom a departmenl. Also. whenevcr a new Departmcnt or subject is added 10 the
cxisling. a ncccssil) willarisc to subscribc Io the primarv research periodjcals tbr that subject
llcld or Dcpartmcnl. I:u(hcr. AICTE/ UGC norms are 1() be lirllillcd. periodicals rcquircmcnrs
arc 1o bc subntittcd in thc pr.cscribcd tbrm purchasc of print I,eriodicals and l;Rcsources.
In addiliorl to dris. thc requircmcnts are also rcccircd fiom indir idual dcpar.trncnts and iicultv
as and whcn nced ariscs.

5,6.1 Subscriltion/Renewal Mode

'l'hcrc are ditlerent roules tbr subscription or renewar oi pcriodicars- _fhese 
incrr.rde local

suppliers/subscliptior agenls, direct rrom publishcrs. cxchangc with inslirution's publications.
and through ntcmhcrship.

Ihc most common modes ol' subscription or rcrrewal arc ordcring through local
suppliers/subscription agents or ordering direct liom publishers.

5.6.2 Placing Purchase Ordcrs

Alierrecci\'ingrcqucstsliomvariousdcpan,nenls.aConsolidatedl,istforpurchaseolprint
Pcriodicals and E-Resourccs is prcparcd b) thc Librarian. I his list will bc pul up through vice
principal lbr approval b) ('ompclcnt Aulhorily. 'l hc Librarian ,brwards thc dctails ol-apprc\cd
periodicals to the Accounts [)cpartmcnt lbr rcleasing subscription/rcnewa] orders.
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5 PERIODICAL PUBLICATIONS 

5.5 INTRODUCTION 

Scientific periodicals or journals are serials publications that arc published by 

professional societies, institutions and commercial publishers. These publish nascent primary 

research results and arc very important for teaching as well as R&D work. Periodicals 

publishing information relevant to the subject fields and research projects undertaken by the 

college arc subscribed to the library. Apart from print journals, e-journals containing full- text 

research articles, abstracting and indexing databases and magazines arc also subscribed by the 

5.6 PURCHASE OF PERIODICALS 

The process of periodical acquisition begins with the arrival of a request for 

procurement from a department. Also, whenever a new Department or subject is added to the 

existing, a necessity will arise to subscribe to the primary research periodicals for (hat subject 

field or Department. Further. AICTF/ UGC norms are to be kilfilled. Periodicals requirements 

are to be submitted in the prescribed form Purchase of Print Periodicals and E-Resourccs. 

In addition to this, the requirements arc also received from individual departments and faculty 

as and when need arises. 

5.6.J Subscription/Renewal Mode 

There are different routes for subscription or renewal of periodicals. These include local 

suppliers/subscription agents, direct from publishers, exchange with institution's publications, 

and through membership. 

I he most common modes ol subscription or renewal are ordering through local 

suppliers/subscription agents or ordering direct from publishers. 

5.6.2 Placing Purchase Orders 

After receiving requests from various departments, a Consolidated List for Purchase of Print 

Periodicals and E-Resourccs is prepared by the Librarian. This list will be put up through vice 

principal for approval by Competent Authority. The Librarian forwards the details ofapproved 

periodicals to the Accounts Department for releasing subscription/renewal orders. 

library. 
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5.6.3 Rcgistration of pcriodicals

Thc dctails or approvcd rillcs subscribcd/rcnc\r'cd are cnlcrcd inro lhe l,criodicars llntry
Register.'rhe individuar issucs o|cach pcriodical received in thc ribrarv are entered in the
Pcriodical Entry Register. The slamp ot rhc namc ot rhc library i: affired on lhe covers and
insidc ol'all issues and the datc ol'rcceipl is rccorded. periodically. a reminder for missrng or
nr,n-rccei\eJ rssu<\ is sent to ca(h 5uf,llicr

S.7 Pcriodicals Procurcment through Mcmbcrship

A numbcr ol prol!ssional associations. instilutions ancl organizatil)ns arc involvcd in R&l) and
publishing rnonographs. books. reporls. -iournars. erc. somc or-such prorassionar bodies arc
NLA. NNI-. NIILIC. MOI-.. IUCL crc. 'lhcsc ol'ttr mcmbcrship to libraries or rheir parcnl
institulions. lhey char.gc an annual nrcmbcrship lic and supply th(jir ncwsleltcrs. periodicals.
rcports. conltrcnce proccedings. books. elc. cithcr frce ol cost or at conccssional rates.
l.ibrarics can savc a substanlial antounl bv bccoming institutjonal nlembcrs ol- thcsc bodics.'Ihcsc agencies also allo\\ participation in thcir serninars. synrposia. conl.erences. clc. al
reduccd participation rales. gcnerally around 25% lowcr than thc ordinary ratcs. Librarics.
sometimcs. l'acc problerns in acquiring publications originating from tlrcse bodics..l.hercfbre.
thcir publicalions can be obtained through membership.

I9
/e

5.6.3 Registration of Periodicals 

The details of approved titles subscribed/renewed arc entered into the Periodicals Entry 

Register. The individual issues of each periodical received in the library arc entered in the 

Periodical Entry Register. The stamp of the name of the library is affixed on the covers and 

inside of all issues and the dale of receipt is recorded. Periodically, a reminder for missing or 

non-received issues is sent to each supplier. 

5.7 Periodicals Procurement through Membership 

A number ol professional associations, institutions and organizations are involved in R&D and 

publishing monographs, books, reports, journals, etc. Some of such professional bodies arc 

NLA. NNL. NbLIC, MOH, TUCL etc. These offer membership to libraries or their parent 

institutions. They charge an annual membership fee and supply their newsletters, periodicals, 

reports, conference proceedings, hooks, etc. cither free of cost or at concessional rates. 

Libraries can save a substantial amount by becoming institutional members of these bodies. 

Ihcse agencies also allow participation in their seminars, symposia, conferences, etc, at 

reduced paiticipation rates, generally around 25% lower than the ordinary rates. Libraries, 

sometimes, face problems in acquiring publications originating from these bodies. Therefore, 

their publications can be obtained through membership. 
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6 I,IBRARY SI]RVICES

6.I INTRODUCTION

Libraries hold vast information rcsources. Libraries regularly bring out services to infbrm the
users of latest developments and availability ol'newly acquired documents tbr use. Thesc
sgrvices assisl thc users in pursuit of and access to required intbrmation and keeping ihem
inlbrmed of lalest developments in their subiect fields.

]-hc Madan Bhandari College Library provides value added services including

a. CirculationSer.rice

b. Inter Library t-oan Service

c. Ilelirencc Sen icc

d. Pholr)con) in$ rnd Prinring Scrvirc

e. Web OPAC Service

I Digital l-ibrary/Online Searching Sewicc

g. InstitutionalRcposilory

h. IIJ-earning Service

i. Multimedia Resource Service

i. ( urrent Awareness Service

k. User Llducalion Programme

6.2 CIRCUI,A'I'IONSERVICE

I hc imagc ol'library depends upon thc l'unctions ol'Circulation Scction bccause a majority of
the users in acadcmic librarics inleracr $itrr thc sla 'ol rhis circuration section. For library
transactions (i.e.. lbr issuc and rclurn ol'documenls). the Madall llhandari College t.ibrary
Counter is open be1\.\cen 7:00 AM 10 5:00 pM on all working days excepl on Sunday and
Saturday and holidays.

6.2.1 l,oan Privileges

Any ol'thc srudcnrs. scholars. sla1'l'and laculty wirh a valid II) Idenlil).Card of Madan
Ilhandari is entitlcd 10 bonow. renew. rcscrve and return the library documents on or before
thc due date. ]'he library issues documents-books to borrowers for a definite period as under:

i7tI]tI]\\T"#
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6 LIBRARY SERVICES 

6.1 INTRODUCTION 

Libraries hold vast information resources. Libraries regularly bring out services to inform the 

users ol latest developments and availability of newly acquired documents for use. These 

services assist the users in pursuit oi and access to required information and keeping them 

informed of latest developments in their subject fields. 

The Madan Bhandari College Library provides value added services including 

a. Circulation Service 

b. Inter Library Loan Service 

c. Reference Service 

d. Photocopying and Printing Service 

e. Web OPAC Service 

f. Digital Library/Online Searching Service 

g. institutional Repository 

h. E-Learning Service 

i. Multimedia Resource Service 

j. Current Awareness Service 

k. User Education Programme 

6.2 CIRCULATION SERVICE 

The image of library depends upon the functions of Circulation Section because a majority of 

the users in academic libraries interact with the staff of this Circulation Section. For library 

transactions (i.e., for issue and return of documents), the Madan Bhandari College Library 

Counter is open between 7:00 AM to 5:00 PM on all working days except on Sunday and 

Saturday and holidays. 

6.2.1 Loan Privileges 

Any of the students, scholars, staff and faculty with a valid ID Identity Card of Madan 

Bhandari is entitled to borrow, renew, reserve and return the library documents on or before 

the due dale. The library issues documents—books to borrowers for a definite period as under: 
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Borrowcrs Type No. of
Books

l,oan Period Overdue Charges

facully Members I,1 dals Not Applicable

Non-Tcaching StaFf 2 l.l davs Applicablc

Rcscalch Scholar I4 davs Not Applicablc

Suppo(ing Staff I l4 days Not Applicable

6.2.2 No Due Ccrtificatc

All thc Departmcnts ol-thc College will cnsure that a No l)uesNo Demand Cenillcatc is
obtaincd ,iom thc library h) studcl1ls. scholars. stalTand l'acult1, working under thcm on thcir
complction ol studies. rcsearch or resigDation or supcrannuation.

6,2,J Loss of Documents

Occasionally a borrower loses a documcnl or damages it. Ifthc document is damaged, the
aclion depcnds upon the extent of damagc: il it is a rninor damage. i1 can bc repaired locally. If
lhc documcnl is losl or scriously dalnugcd. thc uticrs musll

(a) Replacc the latest librar) cdilior1ol lhc losl documcnt or

(b) lfdocumcnt is oul ofprinl. pay two times thc latest known price olthe documenl.

(c) In case ofloss ofany issue ol'a periodical. it has 1() hc rcplaced or cosl oflhe entire
volume must bc paid.

(d) In casc ol loss ol_a singlc pa( ol'a mulli-volumc puhlication. lhc volume has lo he
rcplaced or cost oflhc entire set will be recovcrcd liom the borrowcr.

(e) The library will suspend all its serviccs lo thc dclaulters till the recovery is made and
the rccovery notc duly certificd is received in the library.

At'tcr the documcnt is replaccd by thc bonower. thc ncw copy must be accessioned
and thc same Acccssion Numbcr and Call Number should be assigncd.

6.2.{ Rulcs and Rcgulations ofCirculation

(a) Borrowers musl satisl) lhcnlsclvcs \^ith thc ph)sical condition ol'thc book belbrc
borrowing.

Books are normally issued fbr a fortnight except reference books which are issued to(b)

users lor overnight only.

2I 1\

Borrowers Type No. of 

Books 

Loan Period Overdue Charges 

Faculty Members 3 14 days Not Applicable 

Non-Teaching Staff 2 14 days Applicable 

Research Scholar "i 
14 days Not Applicable 

Supporting Staff 1 14 days Not Applicable 

6.2.2 No Due Certificate 

All the Departments of the College will ensure that a No Dues/No Demand Ccititlcatc is 

obtained from the library by students, scholars, staff and faculty working under them on their 

completion of studies, research or resignation or superannuation. 

6.2.3 Loss of Documents 

Occasionally a borrower loses a document or damages it. If the document is damaged, the 

action depends upon the extent of damage: if it is a minor damage, it can be repaired locally. If 

the document is lost or seriously damaged, the users must: 

(a) Replace the latest library edition of the lost document or 

(b) If document is out of print, pay two times (he latest known price of the document. 

(c) In case of loss of any issue oi a periodical, it has to be replaced or cost of the entire 

volume must he paid. 

(d) In case ol loss of a single part of a multi-volume publication, the volume has to be 

replaced or cost of the entire set will be recovered from the borrower. 

(e) The library will suspend all its services to the defaulters (ill the recovery is made and 

the recovery note duly certified is received in the library. 

After the document is replaced by the borrower, the new copy must be accessioned 

and the same Accession Number and Call Number should be assigned. 

6.2.4 Rules and Regulations of Circulation 

(a) Borrowers must satisfy themselves with the physical condition of the book before 

borrowing. 

(b) Books arc normally issued for a fortnight except reference books which arc issued to 

users for overnight only, 
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(c) Iextbooks which have single copios shall nor be issued.

(d) Sluden$ can reserve the books at the Circulation Counier in case the particular book
has alrcady bcen issucd.

(c) Rcl'crcncc books. thcscs. proiccr l.cpo[s and pcrjodicals/bound joun]als arc to bc
consulted within the library premises only.

(l) Library can recall any issucd book cvcn belorc the due date.

(S) No Sub lending ofbooks is permittcd

Shelving: Il-tc rclurned docunleDts arc sortcd out arrd shclvcd as pcr thc call numbcrol.thc
documcnts.

Vigilance: Stttct vigilancc is neccssar\ in an opcrl acccss librar),durjng thc uorking hours
including break-time. So. the slall'has to lakc care lo rnaintain vigilance in thc libran. .l.heir

approach should be humane. courteous. ll.icndly and nol olf'cnsive.

6..] IN'I'ER I,IBRARY I,OAN Si]RVICi]

It is impossible and not f'easiblc lbr a library 1o acquire all documents dcmandcd by the users.
I1\\ill bc imprLldenl to spend budgcl on buying an odd rcques( ltrr a documcnl liom a noncore
subiect llcld. In such cascs rhc librarl- shourd clcpend on thc resourccs o|othcf ribrarics. I'he
strar dcmands ol'users can bc f'ullllled to some cxlent by cntcri|1g in to lnler Library l.oan (lt_1,)
agrecmcnt \\'ith nearbv librarics. lt is always bcnelicial to share resources with othcr Iibrarics
by mutual agreement as per thc Inter Library Loan Agrcemenl.

ln an ILl. lransaclion a librar.y rcqucsts anothcr librar). tbr issuc ol.a document or a cop\ oi-thc
documcnt hcld b) il. Ii bolh thc librarics arc muluallr uillinlr 10 sharc thcir rcsourccs. thc
rcqucst is rnct bl.disparching thc documenl nccd b\ thc rcqucsting libmrl. l hc pcr.iod ol. loan
as well as thc typcs ol'documents thal can bc lenl will bc dccided by the lcnding library..l.he
borrowing Iibrary should acknowledgc thc rcccipt ol'document on II_1, and is rcsponsiblc lbr
its sali custody. issuc as pcr the timc givcn by thc lending library and returning the documcnt
through registcred or spced posl. lntcrlihrarl, loan documcnt should hr- returnc-d promptly and
an aclinowlcdqcment bc obtained liom thc lcnding library to conplctc the cyclc ol.ll_1.. l.he
salctl ol borroucd documcnl is lhc responsibjlity oflhc borro\\ing librar), lrom thc timc ol.its
reccipt at lhc borrowirlg librar) until il is rcceived back by thc lending library.

6.{ REI'ERI'NCE SERVICE

optimum utilization ol print and digilar rcsourccs orthe ribrary. through meaningt'ul inleraction
wilh thc uscrs. is an importanr teature oi thc re1'ercnce scrvice.'lhc ribrary providcs information
and rclir'ml scr'vices to (hc Iibrary usc,s. It covcrs familiarizi.g ncu uscrs u,ilh thc library stack
arca. rclcrcnce and digilal rcsourccs a\ailablc in thc liblaD and thcir acccss inlbrmalion.
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(c) Textbooks which have single copies shall not be issued. 

(d) Sludenls can reserve the books al the Circulation Counter in case the particular hook 

has already been issued. 

(e) Reference books, theses, project reports and pcriodicaIs/bound journais arc to he 

consulted within the library premises only. 

(0 Library can recall any issued book even before the due dale. 

(g) No Sub lending of books is permitted 

Shelving: The returned documents are sorted out and shelved as per the call number of (he 

documents. 

Vigilance: Strict vigilance is necessary in an open access library during the working hours 

including break-time. So, the staff has to take care to maintain vigilance in the library. Their 

approach should be humane, courteous, friendly and not offensive. 

6.3 INTER LIBRARY LOAN SERVICE 

It is impossible and not leasiblc lor a library to acquire all documents demanded bv the users. 

It will be imprudent to spend budget on buying an odd request for a document from a noncorc 

subject field. In such cases the library should depend on the resources of other libraries. The 

stray demands of users can be fulfilled to some extent by entering in to Inter Library Loan (ILL) 

agreement with nearby libraries. U is always beneficial to share resources with other libraries 

by mutual agreement as per the Inter Library Loan Agreement. 

In an ILL transaction a library requests another library for issue of a document or a copy ofthc 

document held by it. If both the libraries arc mulualiy willing to share their resources, the 

request is met by dispatching the document need by the requesting library. The period of loan 

as well as the types of documents that can be lent will be decided by the lending library. The 

borrowing library should acknowledge the receipt of document on ILL and is responsible for 

its safe custody, issue as per the time given by the lending library and returning the document 

through registered or speed post. Inter-library loan document should be returned promptly and 

an acknowledgement be obtained from the lending library to complete the cycle of ILL. The 

safety of borrowed document is the responsibility ofthc borrowing library from the lime of its 

receipt at the borrowing library until it is received back by the lending library. 

6.4 REFERENCE SERVICE 

Optimum utilization of print and digital resources of the library, through meaningful interaction 

with the users, is an important feature ofthc reference service. The library provides information 

and relcna! services to the library users. It covers familiarizing new users with the library stack 

area, reference and digital resources available in the library and their access information. 



6.5 CI]RRI.]N]' AWART]NT]SS ST]RVICT]

Most ol-lhc |acuh) usualll- havc intcrcsl iD a icw subiccl ljelds and conlinuc lo $ork and do
rcscarch in their ow,1 chosen lields ol'intcrest throughoul lheir carccr. About a quarter ol_ lheir
prot'essional man-hours arc devoted to scientilic writing of papers. attcnding conlcrences.
delivering invited Ieclures. and attending tcchnical meetings lbr exchanging and updating their
cxpcnise \\ ilh pcc(s.

'Ihc lwentv-tirst cenlLrry has witncsscd cxplos;\'c and cxponcntial groMh ol'digilal inlbrmation
in the lield ofscicnce and technologl,. lt is irrpossiblc lor an1, person to scan through litcrature
in his/her arca of research. The t.ibrarian and l-ibrary Statl' should help thc i'aculty and
rcsearchcrs through Currcnt Awarcness Sen,icc (C',{S) on a rcgular basis.

6.6 T]SER I]DUCATION PROCRAMMES

l.ibrarics spcnd a lol ol'budgets in acqLriring. proccssing. and nlaking print and digital rcsourccs
k) ils uscrs. It is tllc primary rcsponsibility ol-thc l_ibrarian to crcalc a$arencss in tltc library
uscrs. In academic cltvironment therc is alwal,s changc in the populatioll ol sludcnts. Scholars.
Slall and I:aculty duc to starting ol'ncw courscs. new balchcs ol'studenls and so on. So. it
bccomes irrperative lo initiatc thc nc\l mcmbers.joining the Madan Bhandari Collcgc Iibrary.
ils resourccs. t'acilitics and serviccs o1'l_ered. l_his would not only create intercsl bul also
krrowledge ollhc valuablc intbrmation and kno\\.ledqc rcposilories in lhe Institution.
'I owards this. thc Madan tlhandari Collcgc Librar) al\\ays pa icipalcs in Llscr tjducalion
I'rogrammes and lrcshcrc' initiation workshops. |urther. when ncw users approach lbr
mcnbership to library. thcy are initiated to the policies. loan privileges. rules and regulations.
'l-hese efforts resulted in incrcascd lbotf'all in the library lcading 1() enhanced usage olresources.

6.7 FET]DBACK T'ROM USi]RS

Pror isiorr has bccn nradc lbr oblaining lccdback iiorr uscrs aboul llrcir satisl'actiolt with librar!
scrvices. lhc taedback is rccordcd in thc l,ibrary Fecdback Rcgistcr kcpl ar lhc cnlrancc.
Any olthc library uscrs can makc suggcslions lbr improlement ol'cxislillg or slarting new
serv-iccs. or problems t'aced in gerling rcquired infbrmation. Ihc Librarian enlcrs thc action
takcn on issues raiscd by uscrs in the Correctivc and prcventivc Ac(ion Record. Details ol'
action laken are intimaled 1() thc concerned sludenls/sta l'f if rcq uired. 'l he I_ibrarian rcviews fhc
I:ccdback Regislcr cvcrv week and nccessarv corrcctivc action is takcn in consultation with
highcr authorities.
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6.5 CURRKNT AWARKNKSS SERVICE 

Most ol the I'acLiky usually have iiucrcsi in a lew subjeel fields and conlinue 10 work and do 

research in their own chosen fields of interest throughout their career. About a quarter of their 

professional man-hours arc devoted to scientific writing of papers, attending conferences, 

delivering invited lectures, and attending technical meetings for exchanging and updating their 

expertise with peers. 

flic twenty-first century has witnessed explosive and exponential growth ofdigital information 

in the field of science and technology. It is impossible for any person to scan through literature 

in his/her area of research. The Librarian and Library Staff should help the faculty and 

researchers through Current Awareness Service (CAS) on a regular basis. 

6.6 USER EDUCATION PROGRAMMES 

Libraries spend a lot of budgets in acquiring, processing, and making print and digital resources 

to its users. It is the primary responsibility of the Librarian to create awareness in the library 

users. In academic environment there is always change in the population of Students, Scholars. 

Staff and Faculty due to starting of new courses, new batches of students and so on. So, it 

becomes imperative to initiate the new members joining the Madan Bhandari College library, 

its resources, facilities and services offered. This would not only create interest but also 

knowledge of the valuable information and knowledge repositories in the Institution. 

1 owards this, the Madan Bhandari College Library always participates In User Education 

Programmes and freshers' initiation workshops. Further, when new users approach for 

membership to library, they are initiated to the policies, loan privileges, rules and regulations. 

These efforts resulted in increased footfall in the library leading to enhanced usage ofresources. 

6.7 FEEDBACK FROM USERS 

Provision has been made for obtaining feedback from users about their satisfaction with library 

services. I he feedback is recorded in the Library Feedback Register kept at the entrance. 

Any of the library users can make suggestions for improvement of existing or starting new 

services, or problems faced in getting required information. The Librarian enters the action 

taken on issues raised by users in the Corrective and Preventive Action Record. Details of 

action taken are intimated to the concerned sludents/siaff if required. The Librarian reviews the 

Feedback Register every week and necessary corrective action is taken in consultation with 

higher authorities. 

23 



7 MAIN'I'T]NANCE OF DOCUMENTS

7.5 INTRODIJCTION

As documcnts requircd by uscrs are purchased by spending library budget- il is imponant lo
kcep each oI them physically fit to be used by thc library users. proper care must be taken tbr
kceping the library documcnts in good condilion 1() prevenl thcm Iiom gctting damaged.
Mainlcnancc ol lib,ar\ docLrmcnls compriscs r-cgular shelving. rlusring and clcaning. shcll.
tcclillcalion and rcarrangeolcnl. slock verilication. hinding of wom out and damagcd
documcnts. and weeding out obsolctc and lcast or unused documenls.

Cenerally. in an academic library'. lcxt book collection. book bank collcclion. and relarencc
collections arc arranged separatcly. preJerably separatc floors with distinctivc signagc boards.
Whcrc possiblc. documcnls should bc arrangcd 1() gcl natural light an<J also sunlighl ro keep
ot( ol lhe risk ol-pcsts likc lcrmites. silvcrlish. and cockroachcs. |loor guides shoultl bc
providcd dclineating dilltrenr scctions Iikc reltrcncc room. pcriodicals room. circulation
counter. discussion room. ctc.

7.6 SHEt.VING AND SHI.]I,F REC'TI FICA-I'ION

Academic librarics provjde open access 1() their collcctions. wherc users havc lieedom to pick
up requircd documcnts liom shclr,cs. In this proccss. somc users misplace documenls
unintenlionall\': somctimes thcy misplacc ir1lenlio1all) 1() prcvcnt compclitors ha\illg acccss to
thal documcnl. 'l'ho rclurncd docu,ncnts and docLrnlcl)ts lcli on lablcs aticr consultalion by uscrs
should alu,a)s bc shelvcd rcgularly by librarl- slafll A misplaccd book is virtually losr. So.
rcgular sllcll recriflcation should bc carricd b)- thc librar) stalf to check thc order of
arrangement ol'documenls in the shelves and restore all misplaced documents to assigncd
posilions. [.)aclr stall membcr ofthc library should scan thc shelves systcmatically and shi,-t the
rrisplaccd or wrongly shclvcd documcDts to thcir proper locations. Il anv torn- oll.document
is lbund. it should bc scnl lbr hindi0g Arrangcnrcnl ol'all documcnts should be according ro
lhc call numbcr with subiccl guidcs to savc the limc ol lhe uscrs as \,"cll as stall.

7.7 STOCK VERIi'ICATION

Library is ever growing. It scrves its uscrs throughout the year.'fhereforc. it is
nccessarv 1(] lake accounl ofits holdiigs pcriodically. Librarv matcrial cntcrcd in the Acccssion
Rcgislers and hcld on chargc ofthc Iibrarv on thc dalc ol'!crillcatio[ is all phvsically chcckcd.
Ihc basic objcclivcs ol-stock \crillcalion arc 1():

(a) Preparc thc lisl of losl docL[1lcnls and lake ncccssary stcps to wrile ol]'and prevent losscs.

(b) 'lracc out thc misplaccd doclnncnts atld rcplacc ilt thcir propcr places.

(c) Detcrrrine thc phlsical conditions ol lhc o\,cr used. worn/ktrn and damaged documents.

2,1

6,

7 MAINTENANCE OF DOCUMENTS 

7.5 INTRODUCTION 

As documents required by users are purchased by spending library budget it is important to 

keep each of them physically fit to be used by the library users. Proper care must be taken for 

keeping the library documents in good condition to prevent them from getting damaged. 

Maintenance of library documents comprises regular shelving, dusting and cleaning, shelf 

rectification and rearrangement, slock verification, binding of worn out and damaged 

documents, and weeding out obsolete and least or unused documents. 

Generally, in an academic library, text book collection, book bank collection, and reference 

collections are arranged separately, preferably separate floors with distinctive signage boards. 

Where possible, documents should be arranged to get natural light and also sunlight to keep 

out of the risk of pests like termites, silverfish. and coekroaches. Floor guides should be 

provided delineating different sections like reference room, periodicals room, circulation 

counter, discussion room. etc. 

7.6 SHELVING AND SHELF RECTIFICATION 

Academic libraries provide open access to their collections, where users have freedom to pick 

up required documents from shelves. In this process, some users misplace documents 

unintentionally: sometimes they misplace intentionally to prevent competitors having access to 

that document. The returned documents and documents left on tables after consultation by users 

should always be shelved regularly by library staff. A misplaced book is virtually lost. So, 

regular shelf rectification should be carried by the library staff to check the order of 

arrangement of documents in the shelves and restore all misplaced documents to assigned 

positions. Each staff member of the library should scan the shelves systematically and shift the 

misplaced or wrongly shelved documents to their proper locations. If any lorn- off document 

is found, it should be sent for binding. Arrangement of all documents should be according to 

(he call number with subject guides to save the time of the users as well as staff. 

7.7 STOCK VERIFICATION 

Library is ever growing. It serves its users throughout the year. Therefore, it is 

necessary to lake account of its holdings periodically. Library material entered in the Accession 

Registers and held on charge of the library on the date of verification is all physically checked. 

The basic objectives of slock verification are to: 

(a) Prepare the list of lost documents and lake necessary steps to write off and prevent losses. 

(b) Trace out the misplaced documents and replace in their proper places, 

(c) Determine the physical conditions of the over used, worn/torn and damaged documents. 
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and send them for repajring or binding.

(d) lind ont documents to be lransferred from papcr to digilal or micro lormats (rare and
valuable documents).

(c) Irind out documenls 1() be weedcd our fiom the colleciion ofrhc librarv.

7.?.1 Procedurc of Stock Verification

Stock vcrification of books. back volumcs. ioumals. and CD/DVD-ROMS are done
oncc in two ycars. 'lhe tcam nominatcd by thc college is cntrusted the job of physical
veriflcation with the assistance ol'library slalf. When there is any shortage ofbooks, maBazines
and CI)/DVI)-ROMS. as pcr the stock rcgisters. thc value is assessed and the lisl tbr wilhdrawal
ol hooks liorn thc slock $ill bc submittcd to thc Rcgistrar.

7.7.2 Action on l,ost l)ocumcnts

Stalistical .ecords ofconsulted / issued docunlents havc to be maintaincd by the library
to.iustil), the loss ofdocuments rcported in the slock verilicatjoo and 1-or thc prcparatbn of loss
slalement. Thc head ofthc College is cmpowered to write-oll'thc documenls.

7.8 CARI] OI- DOCTJMENTS

ll is ncccssaly to illstrucl thc librarr, stafl'1() handle library documcnls care,ully.
cspecially during proccssing. shelving and shifting ofdocuments. They should bc cducated on
proper clcaning. l'umigation ol'stack area in reducing the effect of insects in the library.

l'he lbllowillg steps should be takcn:

(a) Bound volumcs should nol be sortcd out lrom thcir lbre edges. as this process weakens
the binding

(c)

llugc and ovclsizcd voluntcs should bc shelved in llat positioD.

Colleclion of dust over documenls leads to staining and chemical and biological
problcms. So. care is to be lakcn to prevenl dust deposit ovcr thc documcnts. Rcgular
cleaning is 1o be done using a vacuum cleaner.

Poor housckccping. excessivc otoisture and darkness contrihute 1() thc problems causcd
by cornnron insccts likc cockroachcs. silvertlshcs. tc nitcs. book lice. bookwonrs. mud
wasps and moths.

Cockroaches disligure books b) cating starch and glue found in papers and book covers.
\,arnish and colour of thc binding. Ilorax or common sall can be used to prevcnt
cockroaches.

(b)

(c)

(d)

l5 1\,

and send them for repairing or binding. 

(d) hind out documents to be transferred from paper to digital or micro formats (rare and 

valuable documents), 

(c) find out documents to be weeded out from the collection of the libraiy. 

7.7.1 Procedure of Slock Verification 

Stock verification of books, back volumes, journals, and CD/DVD-ROMs are done 

once in two years. The team nominated by the college is entrusted the job of physical 

verification with the assistance oflibrary staff. When there is any shortage of books, magazines 

and CD/DVD-ROMs, as per the stock registers, the value is assessed and the list for withdrawal 

of books from the stock will be submitted to the Registrar. 

7.7.2 Action on Lost Documents 

Statistical records of consulted i issued documents have to be maintained by the library 

to justify the loss of documents reported in the stock verification and for the preparation of toss 

statement. The head of the College is empowered to write-off the documents. 

7.8 CARKOF DOCUMLINTS 

It is necessary to instruct the library staff to handle library documents carefully, 

especially during processing, shelving and shifting of documents. They should be educated on 

proper cleaning, fumigation of stack area in reducing the effect of insects in the library. 

The following steps should be taken: 

(a) (Bound volumes should not be sorted out from their fore edges, as this process weakens 

the binding 

(b) Huge and oversized volumes should be shelved in fiat position. 

(c) Collection ol dust over documents leads to staining and chemical and biological 

problems. So, care is to be taken to prevent dust deposit over the documents. Regular 

cleaning is to be done using a vacuum cleaner. 

(d) Poor housekeeping, excessive moisture and darkness contribute to the problems caused 

by common insects like cockroaches, silverfishes. termites, book lice, bookworms, mud 

wasps and moths. 

(e) Cockroaches disfigure books by eating starch and glue found in papers and book covers, 

varnish and colour of the binding. Borax or common salt can be used to prevent 

cockroaches. 

25 



(0 Silverfishes are attracted to glucs, pastes and other adhesives. Sodium fluoride can bc
applied to bound volumcs 10 savc them liom silverilshcs.

7.9 WEEDTN(i Ollt Ot'oBsot.ul'E DocuMLNTS

Acquisition ol_ ncu docu cnls. a continuous process. ncccssilales additional shelf
space lbr thcrr. Storing all documents acquircd by thc Iibrary pcr.nlanently is ncilher aftbrdable
nor essential. Moreovcr. ntany documenls. espccially in inlbrnration and communication
lechnology. elcctronics. computcr sciencc. ctc. the lcchnology gets updaled on a co tinuous
basis. Ihis makcs weeding out 01'old and obsolete documeDts a rcgular al}'air_ Ihereasons lor
wceding out include:

(a)n vailability ol'limitcd shcll and tloor spacc in thc library.

(b) Ilca!y rccurrinB cxpenditurc on binding. dusling and clcaning. prcservalion and
maintenancc ofdocumenls as $.cll as shell'and tloor spacc.

(c) Obsolescence of literature duc 1(] conlinuous and rapid technological developmenls in
lhe ficlds ofsciencc and technology.

(d) Accumulalion oi'cphcmcral litcraturc likc pamphlels. tradc literaturc" annual reporls.
catalogncs clc..

(c) Risk ol'thc users consulting obsolctc ol.oul-ol_-dalc documcnls.

'lo minimize these problerrs and tbr rraximizing the lloor spacc usc. some calcgorics of
documcnts should bc periodically reviewed and uceded out tiom thc library collcctions. l-hese
includc old edilions oI sonte coursc books trado litcmturc and manulacturcr,s calalogucs:
ncwspapcrs. cphcmcraljournals. magazincs. panrphlcts. ncwslcllers: proiccl repons. progress

teporls and annual rcportst old and obsolctc cditions hooks and monographs. old standards.
documents available CD/DVD-ROM lormats; corrupted audio/video cassettes. CDs. I)VDsl
and damaged and unrepairable documcnts.

'I he lisl ofobsolele documcnts suggeslcd by thc Slock Vcritication Board should hc put up for
considcration and rccommcndalion b) the Madan llhandari Collcgc Library. Alicr the
rccommcndation ol'Madan Ilhandari Collcgc Librar),. approval ol managcmenl comtltittuu is
obtained tbr \\,ccdjng out the docunlcnts.

7.9.1 Proccdurc for Wceding out

(a) Renrcval ol'documerlls () hc weeded out liom the shclvcs and ananging thcm in a

separate room.

(b) Asscssing ofcurrcnt and archival value ofdocuments by LAC
corlstitutcd lbr thc pulpose.

or thc Board ol'Oflicers

l(;

/<"

(1) Silverfishes are auracted to glues, pastes and other adhesives. Sodium fluoride can be 

applied to bound volumes lo save them from silverfishes. 

7.9 WKKDING OUT OK OBSOUKTK DOCUMKNTS 

Acquisition oi new documents, a continuous process, necessitates additional shelf 

space for them. Storing all documents acquired by the library permanently is neither affordable 

nor essential. Moreover, many documents, especially in information and communication 

technology, electronics, computer science, etc. the technology gets updated on a continuous 

basis. I his makes weeding out of old and obsolete documents a regular affair. The reasons for 

weeding out include: 

(a) Availability of limited shelf and floor space in the library, 

(b) Heavy recurring expenditure on binding, dusting and cleaning, preservation and 

maintenance of documents as well as shelf and floor space. 

(c) Obsolescence of literature due lo continuous and rapid technological developments in 

the fields of science and technology. 

(d) Accumulation of ephemeral literature like pamphlets, trade literature, annual reports, 

catalogues etc.. 

(c) Risk of the users consulting obsolete or out-of-date documents. 

I o minimize these problems and for maximizing the floor space use. some categories of 

documents should he periodically reviewed and weeded out from the library collections. These 

include old editions of some course books trade lilcralurc and manufacturer's catalogues; 

newspapers, ephemeral journals, magazines, pamphlets, newsletters: project reports, progress 

reports and annual reports; old and obsolete editions books and monographs, old standards, 

documents available CD/DVD-ROM formats; corrupted audio/video cassettes, CDs. DVDs; 

and damaged and unr epairable documents. 

The list of obsolete documents suggested by the Slock Verification Board should be put up for 

consideration and recommendation by the Madan Bhandari College Library. After the 

recommendation of Madan Bhandari College Library, approval of management committee is 

obtained for weeding out the documents. 

7.9.1 Procedure for Weeding out 

(a) Removal of documents to be weeded out from the shelves and arranging them in a 

separate room, 

(b) Assessing of current and archival value of documents by LAC or the Board of Officers 

constituted for the purpose. 
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(c) Scgrcgation ofdocuments to be weeded out.

(d) Prcparalim ofa list ofdocumenls t0 be ueeded oul along wilh recommendations
Madan llhanda, i Collegc Libmry 1() thc ( orlpetent n ulhoril) fbr approval.

(c) S(amping "WFIEDED OUT DOCUMI-INT" on the rilte and secrcl page ol Reeded out
documenls, entcr in the rcnlark s column ofAccession Rcgister and OpAC. and

(l) Disposal ofthe weeded-out documcnts as per the collcge policy.

11
(*

(c) Segregation of documents to be weeded out. 

(d) Preparation of a list of documents to be weeded out along with recommendations 

Madan Bhandari College Library to the Competent Authority for approval. 

(c) Stamping "WEEDED OUT DOCUMENT" on the title and secret page of weeded out 

documents, enter in the remark's column of Accession Register and OPAC, and 

(0 Disposal of the weeded-out documents as per the college policy. 
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8 I,IBRARY PLIBI,ICITY

II.I IMPoR'I'ANCI]

I'.ach academic library is unique to ils inslitutiotl wilh a primar], obieclive ol tulfillmenl ol
leaching. lcarning. training and research intbrmalion requircmcnls ofacaderric community. livcn
alter making cnormous efforts. many ol'the uscrs remain lcss awarc about the resourccs and
scniccs rcndcred by thc Iibrary. So. thc Librarian should makc various awarencss programmcs
\\ithin and outsidc thc library tbr the broad publicil), oi-libraD producls and scrViccs.

8. 2 ORGANIZATION o}' IN}'ORMATIoN I,I1'T]RACY PRo(;RAMMT]S

a) l]ser llducation:'lo oricnt the newly cnrolled library uscrs to the f'acilities and scrvices
provided by thc library. 1() raisc their awarcncss aboul thc library services. for optimal
utilizalion of thc librar), resourccs. and to providc guidance on acccssing electronic
dalahascs (lNlrONlll') to l'acul1) and scholars.

b) Initiation lo l'rcshcrs:'lb acquaint thc ncN sludcnls in undcrslanding thc scn,ices ofthc
Iibrar\. lo cnable thc sludcnts to cxploit thc inlb ralion rcsoul.ccs available in thc libmr\. 1()

supplemcnt thcir lcarrling proccss 1() supporl class room teaching.

c) Preparatory Coursc for Srudcnts' Projccis: lo dcvelop awareness of library resources

and their usagc in preparation ol'assignments. tcrm papers. proiccl rcports. etc.

d) l]ser Oricntatior: arcating auareness on librarl, resourccs. f'acilities and gjrvices among
rrrr,r trsl.,t' and thu. to cnsLlrc thcir ofl,tnLlm Usc.

e) Information Aids: I_o Maxinrizc uscr involvemcnt. inlbnnalion acccss and to inculcate
inleresl on ncu products and serviccs.

8.3 PUBI-ICITY PROCRAMMI.]S

Library publicity is a proccss of making thc library users awarc ol the library resources an<J

ser-riccs. l-hjs is esscntial lbr thcir cll'ccti!c usc. l:or this. thc Librarian should adopl sorrc or
alI ol_thc lirllowirtg puhlicilr prosramnrcs:

(a) Compilation and disscmination list ofaddi(ions to thc l,ihrar) Collcction including
all t)pcs ol newl) acquircd documcnls on a monthly basis. supplemcntcd bl an

alphabelical author index. subicct/ kcyword indcx. etc. l he t_ist of Addilions may bc
circulatcd/distributed to I lcads ol' I)c partmc lr ls within thc collegc b]- c-mail.

(b) Compilation and disscmination of l,ist of Currcnt Pcriodicals covcring titlc ol'
pcriodical. publishcr. pcrir icity. with alphabclical arrangcmcnl lbrcascol-usc.

(c) I'ublication and regular circulation of Library Brochurc coveriDg all rypcs ol'
infbnnation resourccs acquired by thc library: serr,.iccs. u,or.king hours. circulation

2ti
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8 LIBRARY PUBLICITY 

8.1 IMPORTANCK 

Each academic library is unique to its institution with a primary objective of fulfillment of 

teaching, learning, training and research information requirements of academic community. Even 

alter making enormous efforts, many of the users remain less aware about the resources and 

services rendered by the library. So, the Librarian should make various awareness programmes 

within and outside the library for the broad publicity of library products and services. 

8. 2 ORGANIZATION OF INFORMATION LITERACY PROGRAMMES 

a) User Education: To orient the newly enrolled library users to the facilities and services 

provided by the library, to raise their awareness about the library services, for optimal 

utilization of the library resources, and to provide guidance on accessing electronic 

databases (INFONET) to faculiy and scholars. 

h) Initiation to Freshers: To acquaint the new sludems in understanding the services of the 

library, to enable the students to exploit the information resources available in the library to 

supplement their learning process to support class room teaching. 

c) Preparatory Course for Students' Projects: To develop awareness of library resources 

and their usage in preparation of assignments, term papers, project reports, etc. 

d) User Orientation: Creating awareness on library resources, facilities and services among 

new users and thus to ensure their optimum use. 

c) Information Aids: To Maximize user involvement, information access and to inculcate 

interest on new products and services. 

8.3 PUBLICITY PROGRAMMES 

Library publicity is a process of making the library users aware of the library resources and 

services. This is essential for their effective use. For this, the Librarian should adopt some or 

all of the following publicity programmes: 

(a) Compilation and dissemination list of additions to the Library Collection including 

all types of newly acquired documents on a monthly basis, supplemented by an 

alphabetical author index, subject/ keyword index, etc. The List of Additions may be 

circulated/distributed to I (cads of Departments within the college by e-mail. 

(b) Compilation and dissemination of List of Current Periodicals covering title of 

periodical, publisher, periodicity, with alphabetical arrangement for ease of use. 

(c) Publication and regular circulation of Library Brochure covering all types of 

information resources acquired by the library; services, working hours, circulation 

28 



(a)

( b.)

(c)

(d)

(l)

(c)

(e)

timings. loan privileges. libmry policy. rules and rcgulations. ctc. Copiss may be issued
all library mcmbcrs. distributcd in book lairs and qxhibitions. clc.. whencver thcsc are
held.

Other modes lbr popularizing library services and products include:

Publication of articles pe(ainjng to library aclivitics in popular magazines. daily
newspapers. and newsle(crs o{ prolessional associations/ societies.

CclebratinS Lihrary Wcck and organiring libraN quizres. book cxhjbilions. seminars.
workshops. etc.

Display ofnewly acquired documents and book.jackcts in the library.

Displaying library rulcs on all notice boards ofall Depa(mcnts and in library noticc
boards

Inviting sludcnts. academic community lbr visitinS thc library and dcmonslraling
about library scrvices and products.

Award or prize to thc Best Library User during u,hole year. and

Using social media tools to take library resources to thc uscrs.

29
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(a) 

(b) 

(c) 

(d) 

(e) 

(0 

(g) 

timings, loan privileges, library policy, rules and regulations, etc. Copies may be issued 

all library members, distributed in book fairs and exhibitions, etc.. whenever these are 

held. 

Other modes for popularizing library services and products include; 

Publication ol articles pertaining to library activities in popular magazines, daily 

newspapers, and newsletters of professional associations/ societies. 

Celebrating Library Week and organizing library quizzes, book exhibitions, seminars, 

workshops, etc. 

Display of newly acquired documents and hook jackets in the library. 

Displaying library rules on all notice boards of ail Departments and in library notice 

boards 

Inviting students- academic community for visiting the library and demonstrating 

about library services and products. 

Award or prize to the Best Library User during whole year, and 

Using social media tools to take library resources to the users. 
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9. I,IBRARY S'I'AI'ISTICS

9. I'I'YPES OF' S'I'ATISTICS

Sratistjcal data is presentcd in the form of tables. graphics or any olhcr diagrams or
charts. 'l he main obiectivc in presenting statistical data is to provide faclual data in visually
appealing and understandablc Iigurcs.

n t the beginning of a new calendar year or acadcmic calendar. lhe Librarian should
collecl stalislical inlbrmation/data lbr the previous one year from various sections and divisions
ol the library. After analyzing the data. a compreheosive report can be prcpared and prcscnled
to thc llead of the Collegc in a proper fonnat. rellccting a clear picture ol'gro$1h. ulilizatio,l
ol'resources by the uscrs. and data pcrtaining to scrviccs.

9.2 PROCEDI]RI] t'OR I,II]RARY L]SA(;E ANAI,YSIS

I-hc slalistical data collcclcd should covcr tjgurcs or inlbnnalion about lolal budgct
allocatcd and budgcl spcDl by the library: the numbcr ol nc\\, library men1bers cnrolled; numbcr
oflibrary visitors per day and ticquency ol'visits per hour: lolal issucs and returns ofdocumenls
pcr monlh \\, ith average values per day: documents bomowed lrom and lent out to other librarics
on IJ-J.l and scn iccs providcd in tcr.ms of rcl'ercnce qucrics answered. photocopies supplicd.
articles downloaded. ctc.

Iiurlhcr. \'rhcre applicablc. scparatc data on budqcl spcnl tbr thc procurcmcnl of books
and book-likc documents. non-book material likc ('D/DVD-ROM dalabascs and audio and
video collection. periodicals. reports. theses. standards. patcnts. binding chargcs and othcrs.

Analysis of library usage statistjcs f'acilitates evaluating the library resources and
ser!iccs. improving library collcctions by purchasing books in popular subicct ficlds.
enhancing scrviccs. and mcctin-q thc rcscarch and pcdagogical rcquircmcnls. 'lhis is done bv
galhcriug lccdback on thc usc ol'licililics and scr\iccs.

I hc lbllowinB chans arc preparcd to analvzc thc ulilill derails ol'thc librarl.bascd on
the data in thc libmry.

(a) Number olvisils 1rl the library by users on ,nollthly basis

( b ) N um bc r o l_ books issucd /rct urned/rc ncwed per rnonlh

(c) tjtilily o1_c-.iournals/e-rcsourccs by thc users per montll

(d) Catcgory-wise number ol'documcnls addcd to the librarv collcclion

t0 (x,

9. LIBRARY STATISTICS 

9.1 TYPES OF STATISTICS 

Statistical data is presented in the form of tables, graphics or any other diagrams or 

charts. The main objective in presenting statistical data is to provide (actual data in visually 

appealing and understandable figures. 

At the beginning of a new calendar year or academic calendar, the Librarian should 

collect statistical in forma t ion/data for the previous one year from various sections and divisions 

of the library. After analyzing the data, a comprehensive report can be prepared and presented 

to (he Head of the College in a proper format, reflecting a clear picture of growth, utilization 

of resources by the users, and data pertaining to services. 

9.2 PROCEDURE FOR LIBRARY USAGE ANALYSIS 

1 he statistical data collected should cover figures or information about total budget 

allocated and budget spent by the library; the number of new library members enrolled; number 

of library visitors per day and frequency of visits per hour; total issues and returns of documents 

per month with average values per day; documents borrowed from and lent out to other libraries 

on ILL; and services provided in terms of reference queries answered, photocopies supplied, 

articles downloaded, etc. 

Further, where applicable, separate data on budget spent for the procurement of books 

and book-like documents, non-book material like CD/DVD-ROM databases and audio and 

video collection, periodicals, reports, theses, standards, patents, binding charges and others. 

Analysis of library usage statistics facilitates evaluating the library resources and 

services, improving library collections by purchasing books in popular subject fields, 

enhancing services, and meeting the research and pedagogical requirements. This is done by 

gathering feedback on the use of facilities and services. 

The following charts arc prepared to analyze the utility details of the library based on 

the data in the library. 

(a) Number of visits to the library by users on monthly basis 

(b) Number of books issued /returned/renewed per month 

(c) Utility of c-journaIs/c-resources by the users per month 

(d) Category-wise number of documents added to the library collection 

30 



APPI]NI)IX . I

Formats Used in thc Library Manual

l. Requisitiorr l:orm lbr l,urchasc ol llooks,^lolt Book
Malcrials

2. ( onsolidalcd l-isl lbr Purchasc ol'llooks/Non-Book
Marcrials Library Books Stock Regislcr

J. Nonllook Materials Stock

Registcr

Book Card

Duc Datc Slip

Inter Librar]- Loan

Agreement Iiorm
I-ibrary Feedback Register

4.

5.

6.
'1.

8.

]I
&

APPENDIX -1 

Formats Used in the Library Manual 

1. Requisition Form for Purchase of Books/Non-Book 

Materials 

2. Consolidated List for Purchase of Books/Non-Book 

Materials Library Books Slock Register 

3. Non-Book Materials Stock 

Register 

4. Book Card 

5. Due Date Slip 

6. Inter Library Loan 

7. Agreement Form 

8. Library Feedback Register 
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Madan Bhandari College Library 

REQUISITION FORM FOR PURCHASE OF BOOKS/NON'-BOOK 

MATERIALS 
To, 

The Librarian, 

Madan Bhandari Coiicgc 

Library. 

Dear Sir, 

The following books/Non book materials are recommended for purchase for Madan Bhandari College Library, 

i 

i'c, 

SI.No. Author 

Tide of 

Book/Non 

book 

materials 

Publishers Edition 
Year 

of 

Pub. 

Price Semester Text/ 

Rcfcrcncc/Elcci i ves 

No. of 

copies 

required 

Recommended 

By 

Vice Principal Head of the Deparlmenl 
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Ma (I an Bhandari College Library 

LIBRARY BOOKS-STOCK REGISTER 

Date 

of 

Rcceip 

t 

Acc 

• 
No 

Ca! 

1 

No. 

Title 

of the 

Book 

Authors 
Address of 

Publishers 

or Source 

Edition 
Year of 

Publication 

No. 

of 

Page 

s 

Price Invoic 

e No. 

& 

Date 

Remarks 

Rs. P. 

-■v 1 



Madan Bhandari Collegc Library
ROOK CARD

Acc. No.:

CallNo.
Author:
-fillc:

Roll / SI Numbcr Signature I)ue Date

(u,

Acc. No, 

Madan Bbandari College Library 

BOOK CARD 

Call No.: 

Author; 

Title:  

Roll/SI Number Signature Due Date 
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Central Library
T'UE DATE SLIP

'I 
i11c

Author:

This book should bc rclurned on or bcfore the due datc

I)uc [)alc I)uc [)atc I)uc l)ale

(r,

l5

Central Library 

DUE DATE SLIP 

Call No Ace. No. 

Author:  

Title :  

This book should be returned on or before the due date 

Due Date Due Date Due Date 

»» 

m It! 
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PERIODICAL ENTRY REGISTER

Faculty of:

Name ofthe Periodical:

Periodicity :........................Nationa1 / Intemational Magazine / Jounul

Phone No.

tr-mail

Sl. No. No.
Dale of

Publication

I)atc ol
Rcccipl

Rcmarks

Librarian

6

PERIODICAL EN TRY REGIS TER 

Faculty of: 

Name of the Periodical: 

Periodicity : National / International Magazine / Journal 

Address ; 

Phone No. :  

E-mail : 

SI. No. Vol. No. 
Date of 

Publication 

Date of 

Receipt 
Remarks 

Librarian 

45 
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Madan llhandari College Lihrary
.I'I]M 

PORARY ISSU!] REG IS'IER
I'oR OVI]RNICHT READINC

Date of
Issue

Name ofthe
Student/Staff

Roll/Sl. No Acc. No. 'I'ille Audlor
Signature of
Studen/Sta,'f

llclLnr
Date

Libmry
Staff

Signature

Remarks

(*
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Madan Bhandari College Library 

TKMPORARY ISSUE REGISTER 

FOR OVERNIGHT READING 

Dale of 

Issue 

Name of die 

Student/Staff 
Roll/SI. No Acc. No, Tide Authoi 

Signature of 

Student/Staff 

Return 

Date 

Library 

Staff 

Signature 

Remarks 

w w 

\l 

45 



'Iir

Madan Bhandari Collegc Library
INTER LIBRARY LOAN AGREEMENT FORM

(Reciprocal Borrowing Agreement)

I)atc:

l'hc I-ibrarian

Dear Librarian.

Creetings tiom Madan llhandari (ollcge l_ibrary. Wc are inlercslcd in cstablishing a
rcciprocal bo owing agrccmcnl \\ilh lour librar.y. lbr sharing librarl.rcsourccs. It.vou arc
willing to participate in rhc programme. pleasc indicatc thc lype ofdocuments. which can rou

Ieot by vour library. We ofl'cr our library lending scrvices lrce ofcharge and ensure that all
the documenls borrowed by Madan Bhandari College l,ibrary rvill be returned 10 your librarv
belbrc thc due datc. We shall also hc rcsponsiblc lbr anv loss or damage ol' borrowed
documcnl occurring allcr it is reccivcd by us till it is retunlcd bl- library and would replacc
the damagcd docuDrcnt or dcposil its cost. Wc shall lbllou thc Madan Ilhandari College
l.ihrarv proccdurc as adoptcd b1 1our.librar1.

'lhanking you.

Sinccrely yours.

I-ibrary Head

Seal

lu

(u

Madan Bliandari College Library 

INTKR LIBRARY LOAN AGREEMENT FORM 

(Reciprocal Borrowing Agreement) 

Date: 
To 

The Librarian 

Dear Librarian, 

Greetings from Madan Bhandari College Library. We arc interested in establishing a 

reciprocal borrowing agreement with your library for sharing library resources. If you are 

willing to participate in the programme, please indicate lire type of documents, which can be 

lent by your library. We offer our library lending services free of charge and ensure that all 

the documents borrowed by Madan Bhandari College Library will be returned to your library 

before the due date. We shall also be responsible for any loss or damage of borrowed 

document occurring after it is received by us till it is returned by library and would replace 

the damaged document or deposit its cost. We shall follow the Madan Bhandari College 

Library procedure as adopted by your library. 

Thanking you. 

Sincerely yours. 

Library Head 

Seal 
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LIBRARY HOUR

SUNDAY TO FRIDAY

7:00 AM TO 5:00PM

Contact person for Holidays

Cell No.:

l9
(p,

LIBRARY HOUR 

SUNDAY TO FRIDAY 

7:00 AM TO 5:00PM 

Contact person for Holidays 

Cell No.: 




