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LIBRARY PROCEDURE FOR PURCHASE OF PRINTED BOOKS & JOURNALS

Process of Books Procurement

Books Requirements from Departments

Library Advisor Committee

Cross Check for duplications in Library,
Call for Quotation/preparing
comparative statement.
Check for availability of Books
Finalize suppliers and delivery with best
Quote.

Entries in Accession Register, system
stack EasyLib Software.
Book work as per DDC Classification
and Cataloguing.

Receiving of Books:
Cross check receipt of books with PO,

Approval of Bills

Purchase order.


