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Ádj.k 1111        

la'kks/ku  

1111----1111    ÁLrkouk % 

vktP;k foKku;qxkr la’kksËkUk o fodkl] mn;ksx 

O;olk;kapk foLrkj] ‘kklfd; laLFkk o rRle vU; la?kVuk ;kauk 

uouohu ekfgrhph xjt Hkklrs- v’kk izdkjs lektkP;k lokZaxh.k 

fodklkr ekfgrhps egRo vuU; lk/kkj.k vlY;keqGs v’kk ekfgrh 

iqjfo.kkÚ;k ekfgrhdsaznzakph xjt ok<R;k izek.kkoj Hkklw ykxyh 

R;krwup vktP;k ekfgrhdsaznzakph fufeZrh >kyh vkgs- ekfgrh 

iqjfo.ks fdaok ekfgrhfo”k;d lsok ns.ks gkp xzaFkkYk;kpk ,deso 

vkf.k eq[; gsrw vlrks- xzaFkkYk;kr ,[kkn;k fof’k”V dk;kZlkBh 

iz;Ru’khy vlysY;k laLFksP;k Ë;s; Ëkksj.kkuqlkj rso<;k foof{kr 

fo”k;kaiqjrhp fof’k”V v’kh ekfgrh feGrs- rsp R;k xzaFkkYk;kps 

ewG mn~nh”V vlrs-  

laiw.kZ xq.koRrk O;oLFkkiu Eg.kts laLFksP;k ,dk foHkkxkus 

xq.koRrspk ikBiqjkok dj.;k,soth laiw.kZ laLFksusp xq.koRrsps 

fud”k ykoys xsys ikfgts- vxnh tfeuhP;k LoPNrsiklwu fdaok 

deZpk&;kaP;k iks”kk[kkiklwu rs okpdkP;k gkrkr xsysys 

okpulkfgR; gs mRre ntkZps vlsy o R;kaps lek/kku dj.kkjs 

vlys ikfgts gs ifjiw.kZ xq.koRrk O;oLFkkiukps oSf’k”V;s vkgs- 

xzaFkky; o ekfgrh dsanz O;oLFkkiukP;k ;’kLoh iwrZrslkBh 

O;oLFkkiukrhy dk;sZ] Hkwfedk vkf.k dkS’kY; ;kaph lkaxM ?kkryh 

ikfgts-   
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la’kks/ku fo”k;kps uko % 

ßejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky; xazFkky;kps xq.koRrk 

O;oLFkkiu Hkkjrh; ekudkaP;k vk/kkjs dj.ksÞ- 

 

1111----2222    vH;klkpk gsrw % 

vk;-,l-vks- i/nrhr dsoG lsokaphp rikl.kh gksr ukgh] rj 

O;oLFkkiu izfdz;sph lq/nk izR;sd ikrGhoj rikl.kh gksrs- ;k 

i/nrh ifjiw.kZ vkgsr fdaok ukgh ;kpk fofo/k fud”kkaoj la’kks/kd 

vH;kl djrkuk fopkj dj.kkj vkgs- izR;{kkr dj.;kr ;s.kk&;k 

dk;kZps xq.koRrk /kksj.k lqLi”Vi.ks vkf.k useD;k o Li”V ‘kCnkr 

O;Dr dj.ks vkf.k R;kuqlkj loZ dk;kZph vk[k.kh dj.ks vR;ko’;d 

vkgs- vk;-,l-vks- iz.kkyheqGs laLFksph o laLFksrhy  deZpk &;kaph 

oS;fDrd fodklkph v’kk nksUgh ikrG;kaph lq/kkj.kk gksrs- rlsp 

lyx o vfojr f’k{k.kkeqGs o lrrP;k ifj{k.kkeqGs dk;e lq/kkj.kk 

gksr jkgrs vkf.k okpdkaps lek/kku gksrs- vk;-,l-vks- ekxZnf’kZdsps 

voyacu dsY;kl xzaFkky;kph cka/k.kh ifj.kkedkjd o ;ksX; djrk 

;srs- R;keqGs okpdkaP;k xjtk vkf.k R;k lsok iqjfo.;kph 

xzaFkky;kph {kerk ;kapk esG fuf’prp O;ofLFkri.ks ?kkyrk ;srks- 

;keqGs lsok o dk;Zi/nrh ;kaph xq.koRrk lq/kkj.;kl  enr   gksrs- 

R;klkBh ntkZ rikluhlkadMwu dkVsdksj ikg.kh dsyh tkrs- laLFkspk 

ntkZ o izfr”Bk ;kaph tckcnkjh vkt xzaFkky;kojgh ;sÅu iMyh 

vkgs- O;oLFkkiu’kkL= gs xzaFkky;’kkL=ke/;s vkt vko’;d vkgs 

rlsp Hkfo”;ke/;s ;kpk fopkj dj.ks vko’;d vkgs- xzaFkky;kekQZr 

fnY;k tk.kk&;k fofo/k lsok lqfo/kkapk vH;kl dj.ks- xazFkky;hu 



3 
 

dkeke/;s xq.koRrk O;oLFkkiukP;k lkgk¸;kus dkekph i/nrh 

d’kkizdkjs lq/kkjrk ;sbZy] ikjn’khZ djrk ;sbZy gk vH;klkpk gsrw 

vkgs-  

1 xazFkky;hu dkeke/;s mRd`”V lsoseqGs ifjiw.kZ xq.koRrk 

O;oLFkkiukP;k lkgk¸;kus dkekph i/nrh d’kkizdkjs lq/kkjrk ;sbZy] 

osG] iS’kkph cpr d’kkizdkjs djrk ;sÃy ;k loZ ckch izkeq[;kus 

ikgrk ;srhy-  

2 xazFkky;ke/;s xq.koRrk O;oLFkkiukP;k lkgk¸;kus ikjaikfjd 

i/nrhis{kk vk/kqfud i/nrhpk okij dlk djrk ;sbZy-  

3333 xazFkky;hu dkekP;k i/nrhe/;s lq/kkj.kk dj.ks] xazFkky;krhy loZ 

foHkkxkae/;s dkekr lkrR; jk[k.ks] dkeke/;s ,dlw=rk vk.k.ks-  

4 xazFkky;ke/;s loZ foHkkxkrhy dk;kZaph ,d i/nrh Bjfo.ks] 

R;krhy nks”k ‘kks/kwu rs nwj dj.ks-  

5 ;k ladYiusrhy nks”k fuewZyu iz.kkyheqGs xzaFkky; deZpkjh oxkZps 

fgr d’kkizdkjs lk/kys tkbZy] R;kauk dkeklkBh izksRlkfgr dls 

djrk ;sbZy- ;klkBh fo’ks”k iz;Ru djrk ;sbZy o deZpkjh oxkZojgh 

vuqdwy izHkko iMwu R;kaph dkefxjh lq/kkj.;klkBh enr gksrs- 

vk;-,l-vks- Eg.kts dk; & 

vkarjjk”Vªh; ekukadus r;kj dj.kkjh vk;-,l-vks- fg lokZr eksBh 

laLFkk vkgs-  vkarjjk”Vªh; ekukadukeqGs ,[kkn;k mRiknukP;k 

rkaf=d ckch o mRiknukP;k lsok ;k loZ xks”Vh vkarjjk”Vªh; 

Lrjkoj iksgpfork ;srkr-  

 



4 
 

ekukadus Eg.kts & Eg.kts v’kk izdkjph dkxni=s T;kr ,[kkn;k 

mRiknukfo”k;hP;k xjtk rkaf=d ckch rlsp ekxZn’kZd rRos ;kaph 

i/nr’khj ekaM.kh dsysyh vlrs- Eg.kts T;k mn~ns’kklkBh rs 

mRiknu vkgs rs [kjks[kjp [kk=h’khj vkgs fd ukgh ;kph iMrkG.kh 

dsysyh vlrs-  

 

ekukadukfo”k;h f’k{k.k & 

vkarjjk”Vªh; ekukadukeqGs rkaf=d] vkfFkZd o lkekftd Qk;nk 

gksrks- vkarjjk”Vªh; O;kikjklaca/kh ;s.kk&;k vMp.kh vkarjjk”Vªh; 

ekukadukeqGs nwj gksrkr-  ‘kS{kf.kd laLFkkae/khy lsok o xq.koRrk 

lq/kkj.;kP;k n`”Vhus vkarjjk”Vªh; ekukadus egRokph tckcnkjh ikj 

ikMrkr- rlsp lnj la’kks/kuke/;s vk;-,l-vks- pk mi;ksx 

xzaFkky;kr ;ksX;izdkjs dlk djrk ;sÃy ;kpk vH;kl la’kks/kdkus 

dsyk vkgs- 

 

vk;-,l-vks- 9000 xq.koRrk O;oLFkkiuke/;s [kkyhyizek.ks 

ekukadus vkgsr & 

vk;-,l-vks- 9001 : 2008 & xq.koRrk O;oLFkkiuklkBhph xjt-  

vk;-,l-vks- 9000 : 2005 & eqyHkwr xks”Vh vkf.k Hkk”kk- 

vk;-,l-vks- 9004 : 2009 & xq.koRrk O;oLFkkiukph i/nrh 

vf/kd ifj.kkedkjd o izHkkoh dj.;kps egRo v/kksjsf[kr dj.ks- 1 

 

 

1  www.iso.org 
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vk;-,l-vks- 19011 : 2011 & xq.koRrk O;oLFkkiuke/;s varZxr 

ys[kkifj{k.k o cfgZxr ys[kkifj{k.kkps egRo-  

vk;-,l-vks- 9001 : 2008 &  

;ke/;s  xq.koRrk O;oLFkkiukpk fud”k Bjowu fnysyh ekuds 

vkgsr- R;kvk/kkjs xq.koRrk O;oLFkkiukps izek.ki= feGw ‘kdrs ijarw 

rh vk;-,l-vks- 9001 : 2008 ph xjt ukgh-  

vk;-,l-vks- 9001 : 2008 ;k ekudkaP;k vk/kkjs dkj[kkus 

vkf.k ‘kS{kf.kd laLFkk vkiyh xq.koRrk tksikl.;kpk iz;Ru djrkr- 

vkarjjk”Vªh; ekukadus o Hkkjrh; ekukadus ;kaP;krhy Qjd 2 

&vkarjjk”Vªh; ekukadus  

(International Organization for 

Standardization)  

Hkkjrh; ekukadus 

(Bureau of Indian Standard)    

vk;-,l-vks- fg vkarjjk”Vªh; 

Lrjkojhy laLFkk vkgs- 

fg jk”Vªh; Lrjkojhy laLFkk 

vkgs- gk International 

Organization for 

Standardization pk ,d Hkkx 

vkgs-  

vk;-,l-vks- fg laLFkk 

(International Organization for 

Standardization) vkarjjk”Vªh; 

ekukadus izLFkkfir o izdkf’kr 

djrs-  

(Bureau of Indian Standard) 

fg jk”Vªh; ekukadu laLFkk vkgs- 

;k laLFksus 18]000 is{kk tkLr 

ekukadus izdkf’kr dsyh vkgsr-  

vk;-,l-vks- ps Qk;ns vk;-,l-ps Qk;ns  
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vkarjjk”Vªh; ekukadus vlysY;k 

oLrw] lsok ;k [kk=h’khj lqjf{kr 

rlsp mPp xq.koRrsP;k vlrkr o 

vkarjjk”Vªh; ekukadkaP;k 

izek.kkukuqlkj lsok nsrkuk R;k 

vpwd rlsp] iS’kkph cpr dsyh 

tkrs- 

;k ekudkaP;k vk/kkjs ns.;kr 

;s.kk&;k lsokae/;s xq.koRrspk 

ntkZ dk;e jk[kyk tkrks-  

xq.koRrspk ntkZ dk;e 

jk[k.;kP;k n`”Vhus lkrR;kus 

iz;Ru dsys tkrkr-   

vk;-,l-vks- izek.ki=  

vk;-,l-vks- fg laLFkk dqBY;kfg 

izdkjps izek.ki= nsr ukgh- 

;k ekukadukaP;k vk/kkjs vk;-,l-

vks- izek.ki= feGoys tkrs- 

    

1111----3333    la’kks/ku fo”k;kph O;kIrh % 

ÁLrqr la’kks/ku ÁdYiklkBh ßejkBokMk fe=eaMG vfHk;kaf=dh 

egkfo|ky; xazFkky;kps xq.koRrk O;oLFkkiu Hkkjrh; ekudkaP;k 

vk/kkjs dj.ksÞ- ;k fo”k;kph fuoM dsyh vkgs-  

    

    

    

    

    

2  www.bis.org.in    
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1111----4444 la’kks/kukph x`fgrds % 

xazFkky;kps xq.koRrk O;oLFkkiu djrkuk [kkyhy egRokP;k 

xks”Vh lk/; dsY;k tkrkr- 

1 xazFkky;kph dk;Zi/nrh] ns.;kr ;s.kk&;k lsok] okpd] 

okpulkfgR; izdkj] xazFkky;hu dkeke/;s xq.koRrk O;oLFkkiukP;k 

lkgk¸;kus dkekP;k i/nrhe/;s lq/kkj.kk gksrs o osG] iS’kkph cpr 

djrk ;srs-  

2 xzaFkky;ke/;s izR;sd dkekps fu;a=.k dsys tkrs- [kkyiklwu 

oji;Zar loZ dkekps O;oLFkkiu dsys tkrs- ;ke/;s O;oLFkkiu] 

fon~;kFkhZ] izk/;kid] f’k{kdsrj deZpkjh ;k lokZapk fopkj dsyk 

tkrks-  

1111----5555 la’kks/ku i/nrh %  

lR;kpk ‘kks/k ?ks.ks Eg.kts la’kks/ku gks; ,[kknh xks”V iqUgk iqUgk 

‘kks/k.ks Eg.kts la’kks/ku gks;- fjlpZ ¼Research½ ;ke/;s fj ¼Re½ 

Eg.kts iqUgk iqUgk vkf.k ¼Search½ lpZ Eg.kts ‘kks/k.ks vlk 

la’kks/kukpk vFkZ gksrks- ftKklk fdaok Kku laiknu fg ekuokph 

,d eqyHkwr izo`Rrh vkgs- R;klkBh rks vkiY;k Kkusafnz;kpk mi;ksx 

djhr vlrks- Þ,[kkn;k fo”k;klaca/kh fdaok ?kVuslaca/kh vf/kdvf/kd 

Kku feGfo.ks R;kaph vf/kdvf/kd dkj.kfeekalk dj.ks Eg.kts 

la’kks/ku gks;ß-3  

3 daqHkkstdj] x- fo- % la’kks/ku i/nrh o la[;k’kkL=] QMds izdk’ku] dksYgkiwj] 

2002] daqHkkstdj] i`”B 19-   
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fjlpZ esFkMl~ bu yk;czjh;uf’ki ;k xzaFkke/;s pkYlZ cq’kk 

vkf.k fLVQu gkVZj ;kauh la’kks/kukph O;k[;k iq<hyizek.ks 

lkafxryh vkgs- Þla'kks/ku Eg.kts KkuizkIrhlkBh ?ksrysyk ‘kks/kß-4 

 la’kks/ku djrkuk okjaokj fuekZ.k gks.kk&;k leL;k 

fuoMY;kuarj R;k leL;soj dks.kR;k i/nrhus la’kks/ku dj.;kr 

;s.kkj vkgs ;kpk mYys[k vko’;d vkgs-     

izLrqr la’kks/kuke/;s la’kks/kd O;”Vh v/;;u ¼dsl LVMh½ ;k 

i/nrhpk mi;ksx dj.kkj vkgs-   

O;”Vh v/;;u gs ,d vls ra= vkgs fd] T;kn~okjs ,[kkn;k 

laLFksP;k ?kVd fdaok ,[kknk xV fdaok ,[kkn;kP;k vk;q”;krhy 

ekfydsps vUos”k.k gs R;kps nql&;k’kh fdaok nql&;k xVk’kh 

vlysY;k ukR;kus dsys tkrs-  

;kr ,[kkn;k laLFkspk fdaok xVkpk ,[kkn;k fBdk.kPkk 

lokaZxh.k fopkjiwoZd dsysyk vH;kl gks;- la’kks/kuklkBh tj ,[kkns 

xzaFkky; fuoMys R;k xzaFkky;krhy lsok] R;kaps mRiUu] vkfFkZd 

ifjfLFkrh R;kaps varxZr O;oLFkkiu vkf.k lokZr egRokpk ?kVd 

Eg.kts rsFkhy okpd-    

izLrqr la’kks/kuke/;s la’kks/kd ejkBokMk fe=eaMG 

vfHk;kaf=dh egkfon;ky; xazFkky;kpk la’kks/kuij vH;kl dj.kkj 

vkgs- xzaFkky;ke/khy dkekph ln~;fLFkrh vkf.k xazFkky;kps 

xq.koRrk O;oLFkkiu Hkkjrh; ekudkaP;k vk/kkjs dsY;kuarj  

 

4 cq’kk] pkYlZ % fjlpZ esFkMl~ bu yk;czjh;uf’ki] vWdWMfed  iszl] U;w ;kWdZ] 

1980] i`”B 275-    
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xazFkky;kr gks.kkjk cny] la’kks/kuklkBh O;”Vh v/;;ukph 

i/nrh ,d fdaok vf/kd lkekftd ,ddkaps v/;;u okij.kkj vkgs- 

R;keqGs O;”Vh v/;;ukr l[kksy vkf.k lw{e v/;;ukoj fo’ks”k Hkj 

fnyk tkrks- rlsp izLrqr la’kks/kuklkBh Bjfoysyh mn~nh”Vs Lkk/; 

djrk ;srhy- rh mn~nh”Vs [kkyhyizek.ks vkgsr-  

1 xazFkky;krhy O;oLFkkiukpk vH;kl dj.ks-  

2 xazFkky;krhy lsokaps fo’ys”k.k dj.ks- 

3 xzaFkky;ke/;s lxG;kp foHkkxkr xq.koRrspk ikBiqjkok d:u 

;s.kk-;k okpdkauk mRre lsok d’kk izdkjs nsrk ;sÃy ;klkBh 

lkrR;kus iz;Ru dj.ks] izfdz;sr lrr lq/kkj.kk dj.ks-  

 ikjaikfjd i/nrhus dke dj.;kis{kk vk;-,l-vks- iz.kkyh 

i/nrhus dke dsY;kuarj nSuafnu dkedktkr gks.kkjk cny] 

lq/kkj.kk] rlsp xzaFkky;kr vk;-,l-vks- i/nrh okijY;kuarj o 

okij.;kiqohZph i/nrh ;kr gks.kkjk cny iMrkGwu ikg.;klkBh 

O;”Vh v/;;u i/nrhpk la’kks/ku dk;kZr mi;ksx gks.kkj vkgs- 

Eg.kwu izLrqr la’kks/kuklkBh O;”Vh v/;;u fg i/nrh la’kks/kdkus 

voyacyh vkgs- 

O;”Vh v/;;ukps izLrqr la’kks/kuke/;s [kkyhyizek.ks Qk;ns 

gksrkr Eg.kwu R;kpk izLrqr la’kks/kukr mi;ksx dsyk-  

O;”Vh i/nrh fg ;ksX; x`fgrds ekaM.;klkBh enr djrs 

rlsp la’kks/kdkps Kku vf/kd laiUu dj.;kP;k n`”Vhus enr djrs- 

;k i/nrheqGs l[kksy la’kks/ku dsys tkrs o fu?kkysys fu”d”kZ gs 
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vpwd vlrkr- ;k i/nrheqGs la’kks/kdkP;k vuqHkokr ok< gksrs 

rlsp la’kks/kdkph fo’ys”k.k dj.;kph {kerk ok<rs ;k i/nrhn~okjs 

xksGk dsysyh ekfgrh la’kks/kdkyk mi;ksxh iMrs- ;ksX; fu.kZ; 

?ks.;kP;k n`”Vhus rlsp dfB.k leL;k lksMfo.;kP;k n`”Vhus O;”Vh 

i/nrhpk mi;ksx gksrks-  

O;”Vh i/nrh fg izkeq[;kus eksB;k izek.kkr ykx.kkjh ekfgrh 

xksGk dj.;klkBh okijyh tkrs- ;k i/nrhpk mn~ns’k gk vkiY;k 

la’kks/kukph ekfgrh l[kksy i/nrhus feGfo.ks gkp vlrks- fg 

i/nrh izR;{k fufj{k.kkoj voyacwu vlrs-  

xzaFkky; ‘kkL=kr okij.;kr ;s.kkjh O;”Vh i/nrh fg vusd 

lewgkaoj vk/kkfjr vlrs mnkgj.kkFkZ xzaFkky;kps okpd] 

egkfo|ky;hu deZpkjh rlsp f’k{kd fg i/nrh vusd fofo/k 

izdkjP;k vMp.kh lksMfo.;kl enr djrs- ;k i/nrhpk lokZr 

egRokpk Qk;nk Eg.kts ;k i/nrhn~okjs dsysyk vH;kl gk l[kksy 

rlsp fo’ys”k.k d:u dsysyk vlrks- R;keqGs R;k i/nrhrwu 

fu?kkysys fu”d”kZ gs fcupwd o vki.k yxsp vaeykr vk.kw ‘kd.kkjs 

vlrkr- tjh gs loZ Qk;ns ;k i/nrheqGs gksr vlys rjh fg 

i/nrh fg Qkj osG[kkÅ rlsp egkxMh vlrs- rlsp QDr ,dkp 

izdkjP;k O;”Vh i/nrhrwu vki.k fu”d”kZ dk<w ‘kdr ukgh 

R;kdfjrk ,dkosGh ,dkis{kk tkLr i/nrhapk vH;kl djkok ykxrks-  

 O;”Vh i/nrhpk voyac djrkuk [kkyhy xks”Vhapk fopkj 

djkok ykxrks-  
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T;k xks”Vhaoj vFkok T;k x`fgrdkoj la’kks/ku djk;ps vkgs 

R;kph O;kIrh Bjfo.ks o R;klaca/kh vxksnj dk; la’kks/ku >kys vkgs 

rs ‘kks/kwu dk<.ks-  

R;kuarj mi;ksxh iM.kk-;k laKk rlsp fufj{k.ks ;kaph ekaM.kh 

dj.ks-  

loZ ekfgrh xksGk dsY;kuarj rh ekfgrh x`fgrdk’kh iMrkGwu 

igk.ks-  

iMrkGwu ikfgysY;k x`fgrdkaP;k vk/kkjs fu”d”kZ dk<.ks-  

O;”Vh v/;;u oSf’k”V;kapk izLrqr la’kks/kukr mi;ksx gksÃy- 

1 ,d fdaok vf/kd lkekftd ,ddkaps v/;;u &  

O;”Vh v/;;ukr ,d fdaok ,dkis{kk vf/kd fuoMd v’kk 

,ddkps v/;;u dsys tkrs- gs ,dd dks.krh gh O;Drh] dqVaqc] 

laLFkk] leqg fdaok tkr vlw ‘kdrs- O;”Vh v/;;ukr l[kksy 

vkf.k lw{e v/;uukoj fo’ks”k Hkj fnyk tkrks- Eg.kwu v/;;u 

dj.;kr ;s.kk&;k ,ddkaph la[;k e;kZfnr vlrs-   

2 leL;kps l[kksy v/;;u & 

O;”Vh v/;;ukr leL;sP;k lacaf/kr ,ddkaps vf/kd l[kksy 

v/;uu dsys tkrs- gs l[kksy v/;uu c&;kp dkGki;Zar 

dj.;kr ;srs- dkj.k R;ke/;s ,ddkps Hkwrdkyhu Eg.ktsp 

R;kaP;k mÙkiÙkhiklwu rj orZeku ifjfLFkrhi;Zar v/;;u dj.ks 

vfuokZ; vlrs- R;k ,ddkP;k laca/kkr vfr’k; lw{e vkf.k 

foLr`r ekfgrh ladfyr dj.;kpk iz;Ru dsyk tkrks-   
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3 O;fDrxr v/;;u & 

O;”Vh v/;;ukps gs frljs oSf’k”V;s gks;- O;”Vh v/;;ukr 

la’kks/kudrkZ] O;Drh] dqVaqc] laLFkk] leqg fdaok brj dks.kR;kgh 

,ddkps O;Drhxr Lrjkoj laiw.kZ v/;;u dj.;kr ;srs-   

4 ,ddkaps laiw.kZ v/;;u & 

O;”Vh v/;;ukr dks.kR;kgh ,ddkaps laiw.kZ v/;;u dsys 

tkrs- R;ke/;s ,ddkaps fof’k”V iSyw fdaok R;k iSywauk ?ksÅu loZ 

xks”Vhaps v/;;u dj.ks vko’;d vlrs- R;k ,ddkP;k lkekftd 

ekul’kkL=h;] vkfFkZd] HkkSxksfyd vkf.k izk.kh’kkL=h; ;k loZp 

n`”Vhdksukrwu v/;;u dsys tkrs- Eg.kwu xqM vkf.k gWV ;kauh 

uewn dsys dh gs vls ra= vkgs dh] R;ke/;s dks.kR;kgh 

lkekftd ,ddkps ,dk lexzkP;k :ikr v/;;u dsys tkrs-  

5 xq.kkRed v/;;u & 

O;”Vh v/;;ukps egRokps oSf’k”V;s ;ke/;s ,ddkaps xq.kkRed 

v/;;u dsys tkrs- ;k v/;;ukr la[;kRed v/;;u dsys tkr 

ukgh- O;”Vh v/;uu in~/krhr ,ddkps v/;;u xq.kkRed 

v/;;u d:u xq.kkRed rF;kaps ladyu dsys tkrs- ;k rF;kaps 

fo’ys”k.k lkaf[;dh; vk/kkjkoj dsys tkr ukgh fdaok fu”d”kZ 

dk<.;klkBh la[;kRed lkeqxzhpk vk/kkj ?ksryk tkr ukgh 

fdaok fu”d”kZ dk<.;klkBh la[;kRed lkeqxzhpk vk/kkj ?ksryk 

tkr ukgh- ;k i/nrhr o.kZukRed fo’ys”k.k dsys tkrs-    
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6 ,sfrgkfld v/;;u & 

O;”Vh v/;;u i/nrhr ,ddkps cjkp dkGi;Zar v/;;u dsys 

tkrs- ,sfrgkfld v/;;ukeqGs R;kpk ,ddkP;k orZekukoj 

dks.krk ifj.kke >kyk vkgs gs y{kkr ;srs-  

1111----6666 lfgR;kph iMrkG.kh % 

la'kks/ku djr vlrkuk la’kks/kdkl R;akP;k vH;kl fo”k;kP;k 

vuq”kaxkus iwohZ >kysyk la’kks/kukpk vk<kok ?;kok ykxrks- R;klkBh 

izdkf’kr] vizdkf’kr] izca/k] fu;rdkfyds] vgoky] iqLrds] bR;knh 

lk/kukapk okij djkok ykxrks- ;k ekxpk mn~ns’k Eg.kts lacaf/kr 

fo”k;kph ik’oZHkweh ikgwu R;k ekxph laiw.kZ ekfgrh izdkf’kr dj.ks 

gks;- ;keqGs vH;kldkl ekxhy ?kMkeksMhpk vH;kl d:u iq<s 

pkaxY;k fu”d”kkZi;Zar iksgpw ‘kdrks-  iwohZ >kysY;k la’kks/kukpk 

vk<kok ?ksr vlrkuk ekxhy ladYiuk mi;ksxkr vk.kysyh la’kks/ku 

i/nrh vkf.k fu”d”kZ gs iq<hy mfn~”Vs xkB.;klkBh R;koj izdk’k 

Vkdrkr-  

izLrqr la’kks/ku iw.kZ dj.;klkBh la’kks/kdkus R;kP;k vH;kl 

fo”k;klaca/kh [kkyhyizek.ks izdkf’kr rlsp vizdkf’kr lkfgR;kapk 

vk<kok ?ksryk vkgs-   

1½ vkxykos] izfni % la’kks/ku i/nrh’kkL= o ra= % fo|k izdk’ku] 

2000] i`”B 262-  

izLrqr xzaFkke/kwu la’kks/ku i/nrh fo”k;h ekfgrh ?ksryh vkgs-  

2½ Busha and Harter : Research Methods in Librarianship, 

Academic Press, 1980, P. 151-152.  
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izLrqr xzaFkke/kwu O;”Vh v/;;u ¼dsl LVMh½ Eg.kts dk;] O;”Vh 

v/;;u ;k i/nrhpk la’kks/kukr dk; mi;ksx gksÃy ;k i/nrhph 

ekfgrh ?ksryh vkgs- 

3½ C;wjks vkWQ bafM;u LVWaMMZl~ % Hkkjrh; ekud 9001&2008 % 

C;wjks vkWQ bafM;u LVWaMMZl~] 2008-   

DokWfyVh eWU;qvy r;kj dj.;klkBh ;k ekudkpk mi;ksx dsyk-  

4½ Bhat K. Shridhara : Total Quality Management : Text and 

Cases , Himalaya Publishing House, 2007, P. 369-375.  

izLrqr xzaFkke/kwu O;oLFkkiukfo”k;h rlsp DokWfyVh Eg.kts dk;] 

vk;-,l-vks- 9000 Eg.kts dk;] vk;-,l-vks- 9000 dj.;kekxpk 

mn~ns’k fg ekfgrh ?ksryh vkgs   -   

5½ Hkkxor] ‘kf’kdyk xa- % xazFkky; O;oLFkkiu] iq.ks ;qfuOgZly 

izdk’ku] iq.ks] 2007  

izLrqr xzaFkke/kwu O;oLFkkiukfo”k;h ekfgrh ?ksryh vkgss-   

6½ HkkaMkjdj] iq- y- % lkekftd la’kks/ku i/nrh % fo|k cqDl] 

1999] i`”B 41- 

izLrqr xzaFkke/kwu la’kks/ku i/nrh fo”k;h ekfgrh ?ksryh vkgs-  

7½ Hkxr] jfoanz % vk;-,l-vks- 9000 ,d mi;qDr f’kLr % 

Kkuxaxks=h % fMlsacj-tkusokjh- Qsczqokjh 2010-2011- i`”B 1 & 2-  

izLrqr ys[kke/kwu vk;-,l-vks- 9000 fo”k;h ekfgrh] vk;-,l-vks- 

Eg.kts dk;] vk;-,l-vks-ph vko’;drk] xzaFkky;kr  vk;-,l-vks- 

pk mi;ksx dlk djrk ;sÃy fg ekfgrh ?ksryh vkgs-  

8½ Charantimath, Poornima M. : Total Quality Management , 

Pearson, 2009, P. 176-204.  
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izLrqr xzaFkke/kwu lai.kZ xq.koRrk O;oLFkkiukfo”k;h ekfgrh ?ksryh 

vkgs-   

9½ fM- vkj- fV- lh- ppkZl= ekfgrh O;oLFkkiu % 6-8 tkusokjh 
1999,  vk;-,l-vks- 9000 lq/kkj.kk. 
izLrqr ys[kke/kwu vk;-,l-vks- 9000 fo”k;h ekfgrh ?ksryh vkgs-  

10½ Gryna, Frank M. : Juran’s Quality Planning and Analysis, 

Tata McGraw Hill, 2007, P. 51-52.  

izLrqr xzaFkke/kwu lai.kZ xq.koRrk O;oLFkkiukfo”k;h ekfgrh ?ksryh 

vkgs-   

11½ Gupta N. Srinivasa : Total Quality Management, Tata 

McGraw Hill, 2009, P. 151-155.  

izLrqr xzaFkke/kwu lai.kZ xq.koRrk O;oLFkkiukfo”k;h ekfgrh ?ksryh 

vkgs-   

12½ daqHkkstdj] x- fo- la’kks/ku i/nrh o la[;k’kkL=] QMds 
izdk’ku] dksYgkiwj] 2002] i`”B 19-   
izLrqr xzaFkke/kwu la’kks/ku i/nrh fo”k;h ekfgrh ?ksryh vkgs-  

13½ dIrku] lat; % xq.koRrk laLd`rh] vkfnrh y{eh fogkj 

izdk’ku] vejkorh] i`”B 54&61- 

izLrqr xzaFkke/kwu vk;-,l-vks- 9000 fo”k;h ekfgrh rlsp vk;-,l-

vks- Eg.kts dk; R;kps Qk;ns rksVs ;kfo”k;h ekfgrh ?ksryh -  

14½ Kothari, C. R. : Research Methodology, New Age 

International Publishers, 2008, P. 113-116.  

izLrqr xzaFkke/kwu la’kks/ku i/nrh fo”k;h ekfgrh ?ksryh vkgs-  

15½ fudksls] lR;izdk’k % vk/kqfud xazFkky; O;oLFkkiu] izKk 

izdk’ku] ukxiwj] 2007 i`”B 2- 
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izLrqr xzaFkke/kwu O;oLFkkiukfo”k;h ekfgrh ?ksryh vkgs-   

16½ Nigam Shailendra : Total Quality Management , Excel 

Books, 2005, P. 273-303.  

izLrqr xzaFkke/kwu laiw.kZ xq.koRrk O;oLFkkiukfo”k;h ekfgrh ?ksryh 

vkgs-   

17½ Panneerselvam R. : Research Methodology, PHI, 2008, P. 1-

4. izLrqr xzaFkke/kwu la’kks/ku i/nrh fo”k;h ekfgrh ?ksryh vkgs-  

18½ Lkkrkjdj] lq- iz- % xazFkky; O;oLFkkiu % ra= o ea= izdk’ku] 

vkSjaxkckn] 1995] i`”B 1&2-  

izLrqr xzaFkke/kwu xazFkky; xq.koRrk O;oLFkkiukfo”k;h ekfgrh ?ksryh 

vkgs-   

19½ fjloMdj] e- jk- % xzaFkky; vkf.k ekfgrh’kkL=kph la’kks/ku 

i/nrh % ;’koarjko pOgk.k eqDr fo|kihB 2000] i`”B 22-23-  

izLrqr xzaFkke/kwu la’kks/ku i/nrh fo”k;h ekfgrh ?ksryh vkgs- 

20½ Sundara, Raju : Total Quality Management : Tata McGraw 

Hill, 2008, P. 1-13.  

izLrqr xzaFkke/kwu laiw.kZ xq.koRrk O;oLFkkiukfo”k;h] xq.koRrk 

lq/kkj.kk ;kfo”k;h ekfgrh ?ksryh vkgs-   

21½ http://www.emerald-library.com/ft 

izLrqr osclkbVo:u vk;-,l-vks- 9000] laiw.kZ xq.koRrk 

O;oLFkkiukfo”k;h ekfgrh ?ksryh vkgs-   

22½ http://www.ebsco.com/ 

izLrqr osclkbVo:u vk;-,l-vks- 9000] laiw.kZ xq.koRrk 

O;oLFkkiukfo”k;h ekfgrh ?ksryh vkgs-   
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23½ http://kantnercompany.com/ 

izLrqr osclkbVo:u vk;-,l-vks- izek.ki= dls feGok;ps 

;kfo”k;h ekfgrh ?ksryh vkgs-   

24½ http://desystem.co.in/ 

izLrqr osclkbVo:u vk;-,l-vks- izek.ki=kfo”k;h ekfgrh ?ksryh 

vkgs rlsp xq.koRrk lw/kkj.;klkBh iz;Ru] Vªsfuax ;kfo”k;h ekfgrh 

?ksryh-   

25½ www.eqfscertification.com 

izLrqr osclkbVo:u vk;-,l-vks- izek.ki=kfo”k;h]  vk;-,l-vks- 

i/nrhps Qk;ns fg ekfgrh ?ksryh vkgs-   

26½ www.iso.org 

izLrqr osclkbVo:u vk;-,l-vks- Eg.kts dk;] Qk;ns vkarjjk”Vªh; 

ekukadus vlysY;k oLrw] lsok ;k [kk=h’khj lqjf{kr rlsp mPp 

xq.koRrsP;k vlrkr o vkarjjk”Vªh; ekukadkaP;k izek.kkukuqlkj lsok 

nsrkuk R;k vpwd rlsp] iS’kkph cpr dsyh tkrs-   

27½ www.bis.org.in 

izLrqr osclkbVo:u vk;-,l-vks- Eg.kts dk;] vk;-,l-vks- i/nrh 

;kfo”k;h ekfgrh ?ksryh vkgss-  vk;-,l-ps Qk;ns ;k ekudkaP;k 

vk/kkjs ns.;kr ;s.kk&;k lsokae/;s xq.koRrspk ntkZ dk;e jk[kyk 

tkrks] xq.koRrspk ntkZ dk;e jk[k.;kP;k n`”Vhus lkrR;kus iz;Ru 

dsys tkrkr fg ekfgrh feGrs-   

28½ http://www.9000world.com 

izLrqr osclkbVo:u vk;-,l-vks- o vk;-,l-vks- izek.ki=kfo”k;h 

ekfgrh ?ksryh vkgs-   
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Ádj.k 2222    

O;oLFkkiu    

    

2222----1111    izLrkouk % 

lrr uohu ra=kpk ‘kks/k ?ks.ks] R;kauk vkRelkr dj.ks] 

R;krwu lsok o O;oLFkkiu i/nrhr vko’;d o mfpr fodkl 

dj.ks ;klkBh xq.koRrsP;k fofo/k ra=kpk okij dj.;kr ;srks- 

ldy xq.koRrk fodkl ;kapk ok<rk mi;ksx xq.koRrk rRoKkukpk 

ifj.kke vkgs- vfuf’prrk  vkf.k vkOgkukauh ifjiw.kZ txkyk 

leFkZi.ks lkeksjs tk.;klkBh vkf.k ykHk izkIr dj.;klkBh 

xq.koRrk gkp mik; vkgs- okpdka’kh laokn lk/k.;klkBh] 

la?kVusr ;ksX; cny] yofpdrk vk.k.;klkBh] oS/kkfud n`”V;k 

fodkl dj.;klkBh xq.koRrk gkp i;kZ; vkgs-    

   

2222----2222    O;oLFkkiu Eg.kts dk; % 

O;oLFkkiu ;k laKsph O;k[;k & 

O;oLFkkiu fg laKk vki.k O;ogkjkr lnSo okijhr vlrks- 

O;oLFkk dj.ks Eg.kts O;oLFkkiu & uhVusVdsi.kkus Bso.ks- 

thoukP;k izR;sd O;ogkjkr] ?kMkeksMhr O;oLFkkiu djkos ykxrs- 

vkiY;k dkekps fBdk.k] osG] dk;Zi/nrh ;k loZ ckchapk fopkj 

d:u vkiY;k dkekpk vkjk[kMk r;kj djrkr] Eg.ktsp izR;sd 

O;Drh O;oLFkkiu djhr vlrs- dks.kR;kgh laLFksP;k lanHkkZr 

O;oLFkkiu Eg.kts ,dw.k dk;kZps fu;kstu o fu;a=.k gks;- 
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1 gsUjh QsvkWy & ßO;oLFkkiu dj.ks Eg.kts Hkfo”;dkyhu vankt 

dj.ks] fu;kstu dj.ks] la?kVu dj.ks] vkns’k dj.ks] leUo; 

lk/kus vkf.k fu;a=.k Bso.ks gks; Þ-1111       

2 vkWfyOgj ‘ksdM.k & ßO;oLFkkiu gs miHkksxkrhy ,d dk;Z 

vlwu] rs iz’kklukus Bjowu fnysY;k pkSdVhP;k vkr iq<s fu/kkZfjr 

/kksj.kkph vaeyctko.kh dj.ks fgP;k’kh lacaf/kr vlrsÞ-2222      

3 MkW- lq/khj cks/kudj & ßladfYir mfÌ”VkaP;k iwrZrslkBh ;ksX; 

dkekdfjrk  ;ksX; O;Drhph use.kwd d:u iwoZ fu/kkZfjr /kksj.kkph 

vaeyctko.kh dj.ks Eg.kts O;oLFkkiu gks;Þ-3333     

ojhy fofo/k O;k[;karwu O;oLFkkiukP;k fofo/k iSywaph dYiuk 

;srs- O;oLFkkiukps dk;Z gs ,dk O;Drhps dke ulwu rs xVkps fdaok 

vusd yksdkaps dk;Z vkgs gs ;krwu Li”V gksrs-  

    

2222----3333    laiw.kZ xq.koRrk O;oLFkkiu % 

xzkgdkaP;k xjtka’kh dszafnzHkwr vkf.k O;oLFkkiukP;k lgHkkxkus 

lkrR;kus lq/kkj.kk dj.;klkBh izLFkkfir dsysyh O;oLFkk Eg.kts 

laiw.kZ xq.koRrk O;oLFkkiu vls Eg.krk ;sÃy- Msfeax ;kaP;k laiw.kZ 

xq.koRrk O;oLFkkiura=kpk voyac dsY;kus tikuyk vHkwriwoZ v’kk 

vkfFkZd fodklkpk vuqHko vkyk-  

 

 

1 lkrkjdj lq- iz- % xzaFkky; O;oLFkkiu] ra= o ea=] vkSjaxkckn] 1995] i`”B 1&2- 
2 Hkkxor] ‘kf’kdyk x-a % xzaFkky; O;oLFkkiu] iq.ks ;qfuolZy izdk’ku] 2007] i`”B 

1&2-    
3 fudksls] lR;izdk’k % vk/kqfud xzaFkky;kps O;oLFkkiu] izKk izdk’ku] ukxiwj] 

2007] i`”B 2-    
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laiw.kZ xq.koRrk O;oLFkkiukrhy egRokps ?kVd Eg.kts 

deZpk&;kapk laiw.kZ lgHkkx vkf.k R;klkBh lkrR;kus izf’k{k.kkph 

O;oLFkk] leL;kaps mdy dj.kkjk dk;Zdkjh xV] lkaf[;dh 

i/nrhrwu vH;kl] mfÌ”Vkaph fuf’prh vkf.k R;kizek.ks ekufldrk 

r;kj dj.ks] dkj.k O;DrheqGs ukgh rj O;oLFkseqGs vdk;Z{kerk 

fuekZ.k gksrs-  

laiw.kZ xq.koRrk O;oLFkkiukpk tUe & 

nql&;k egk;q/nkuarj MkW- MCY;w vsMoMZ Msfeax vkf.k R;kaps 

vuq;k;h tkslsQ tqjkUl ;kauh tiku ;k ns’kklkBh R;kaph 

vFkZO;oLFkk lq/kkj.;klkBh enr dsyh- rsOgkiklwu laiw.kZ xq.koRrk 

O;oLFkkiu gs ra= mRiknu vkf.k lsok ns.;klkBh okij.;kr ;sÅ 

ykxyh- 

 

2222----4 4 4 4 laiw.kZ xq.koRrk O;oLFkkiukph O;k[;k &&&& 

 ,dfolkO;k ‘krdkr xq.kfu;a=.k ladYiuspk foLrkj laiw.kZ 

xq.koRrk O;oLFkkiu ;k ladYiusi;Zar fodkl >kyk vkgs- 

xq.kfu;a=.kkps dk;Z loZO;kih >kY;kps rs /kksrd vkgs- Eg.kwu 

laiw.kZ xq.koRrk O;oLFkkiukph O;k[;k egRokph vkgs-  

1 fczVh’k DokfyVh vlksfl,’ku & laiw.kZ xq.koRrk 

O;oLFkkiu gs ,d rRoKku vkgs- ts xzkgdkaP;k xjtk o O;olk; 

;kaps vrwV laca/k vlY;kps ekU; djrs- mn;ksx] okf.kT; o 

lkekftd {ks=krhy laLFkkauk rs ;ksX; vkgs-  

2 Hkkjrh; lkaf[;dh; laLFkk] gSnzkckn & laiw.kZ xq.koRrk 

O;oLFkkiu gk ,dkfRed la?kVukRed –“Vhdksu gks;] T;kn~okjs 
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miHkksDR;kauk vkuanh Bso.;klkBh R;kaP;k vis{kk lkrR;iw.kZ 

rRokoj iw.kZ dsY;k tkrkr vkf.k rs ;ksX; leL;k fuokj.k dk;Z 

i/nrhlg oLrw] lsok o izfdz;k lkrR;kus lq/kkj.;kckcr izR;sd 

t.k lkrR;kus la?kVuse/;s dk;ZeXu vlrkr-  

    

2222----5555    xzaFkky; O;oLFkkiukpk ifjp; % 

O;oLFkkiukrhy dk;sZ] Hkwfedk vkf.k dkS’kY; ;kaph lkaxM 

?kkryh ikfgts- O;oLFkkidh; dk;kZr euq”;cG leUo;] ekfgrh 

ra=Kku vkf.k vkfFkZd L=ksr ;kapk leUo; laLFksP;k 

/;s;iwrhZlkBh dj.ks ;kpk lekos’k gksrks- fu.kZ;{kerk] fu;kstu 

vkf.k ra=Kkukpk usedk iw.kZ mi;ksx gs ‘kkL=h; –“Vhdksukps 

xed vkgs- loZ izdkjP;k lqfu;ksftr dk;kZr vkf.k dk;kZy;kr 

O;oLFkkidh; ra=kph vko’;drk vkgs- xzaFkiky ok ekfgrh 

O;oLFkkiu gk tsOgk ,dik=h dk;Z djhr vlrks R;kosGh rks 

xzaFkky;klkBh fu/khph miyC/kh d:u ?ks.ks] Hkfo”;dkyhu ;kstuk 

Bjfo.ks] uohu lsokaph miyC/kh dj.ks ;kpcjkscj O;oLFkkiu 

vkf.k brj xzaFkky;klacaf/kr O;Drha’kh laidZ lk/kwu xzaFkky;kP;k 

mfÌ”Vkaph iwrZrk dj.;klkBh vkiY;k O;oLFkkidh; dkS’kY;kpk 

okij djrks-  

 

Msfeax ;kaph ihMhlh, ¼PDCA½ pdz gs vktgh okijkr vlys 

rjh tsOgk R;kaph ladYiuk ekaMyh xsyh rsOgk R;kr xq.koRrslkBh 

O;oLFkkiukph ckaf/kydh ;k uO;k fopkjkoj fo’ks”k tksj fnyk gksrk- 

xq.koRrkiw.kZ mRiknuklkBh O;oLFkkiukl fu;kstuklkBh ‘kkL=h;       
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–“Vhdksukrwu ;kstuk r;kj dj.ks] useD;k mRiknu i/nrhpk 

vkf.k izfdz;kapk okij] mRikfnr oLrw vkf.k R;kP;k izfdz;k ;koj 

lkrR;kus y{k Bso.ks] tsOgk tsOgk leL;k fuekZ.k gksrhy R;kosGh 

;ksX; rs fu.kZ; ?ksÅu leL;kaps fujkdj.k dj.ks vkf.k ijr 

vkiY;k fu;kstu izfdz;kai;Zar tk.ks ;k fBdk.kh Msfeax ;kaph 

ihMhlh, gs pdz iw.kZ gksrs-  

 

 

 

 

 

   vki.kkl dk; gos gs fuf’pr dj.ks  

 

  lrr lq/kkj.kk      Ñrh dj.ks 

 

 

  dk;kZrhy vMp.k ikg.ks 

 

 

 

vkiY;k nSuafnu thoukrgh c&;kp xks”Vh vki.k fopkjkr 

?ksÅu R;kizek.ks R;kph vaeyctko.kh djhr vlrks vkf.k R;kpk 

ykHk dk; gksrks gsgh vki.k vuqHkor vlrks-  

 

 

fu;kstu 
 

Plan 

dk;Z 
 

Do 

fdz;k 
 

Act 

rikl.kh  
 

Check  
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2222----6666    xzaFkky;hu O;oLFkkiukph tckcnkjh % 

cgqrka’kh nks”k gk deZpk&;kae/;s ulwu R;kauk vk[kwu fnysY;k 

dk;Zi/nrhr vlrks] vls O;oLFkkifd; vH;klkrwu fnlwu vkys 

vkgs- vk;- ,l- vks- ekxZnf’kZdk ;kyk nqtksjk nsrkuk 

O;oLFkkiukoj R;kpk O;oLFksP;k fyf[kr /kksj.kkph o R;kuqlkj 

dk;Zi/nrhP;k vkjk[kM;kph vk[k.kh dj.;kph tckcnkjh Vkdrs- 

gs vkjk[kMs deZpk&;kauk lgt miyC/k vl.ks egRokps vkgs- 

ts.ksd:u deZpkjh ;k dk;Zi/nrh okprhy] vkRelkr djrhy 

vkf.k visf{kr lsokapk ntkZ jk[krhy- R;keqGs dk;Zi/nrhe/;s 

dqBsgh ‘kadk vFkok xksa/kGkyk tkxk jkgr ukgh-  

dqBY;kgh O;olk;kP;k ;’kkekxs R;k O;olk;k’kh fuxfMr 

vlysY;k lsosP;k mPp ntkZpk okVk eksBk vkgs- ,[kkn;k laLFksyk  

TQM ps mfn~”V lk/; dj.;klkBh vk/kh ISO us vk[kwu fnysY;k 

;k Quality Management  ;k izek.kc/n dk;Zi/nrhoj Hkj ns.kkjh 

,d jpukc/n O;oLFkk veykar vk.kkoh ykxrs-         

 

2222----7777    xq.koRrk i/nrh @ O;oLFkk % 

 xq.koRrk i/nrh fdaok O;oLFkslkBh ekxZn’kZd rRos] 

ekxZnf’kZdk ;kaph vko’;drk vkgs- vki.k ts dk;Z djhr vkgksr 

vkf.k rs dk;e ntsZnkj vlkos Eg.kwu dk;Zi/nrh lfoLrj uksanowu 

Bso.ks vko’;d vkgs- fyf[kr Lo:ikr dk; djk;ps] dls djk;ps 

vkf.k tls visf{kr vkgs rlsp djk;ps Eg.kts vki.k dk; djrks gs 

lkaxrkuk vki.k dk; lkafxrys rlsp dsys- R;kpcjkscj lwpuk 

lapkph ns[khy vko’;drk vkgs- dk;Z djrkukP;k lwpuk] 
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ifj{k.kklkBh lwpuk] lgt lksI;k Hkk”ksrhy ;k lwpukaeqGs dk;kZpk 

ntsZnkji.kk jk[k.;kl enrp gks.kkj vkgs- xq.koRrk ;kstuk] 

xq.koRrk ekxZnf’kZdk] vkf.k R;kpcjkscj xq.koRrk rikl.khps fud”k 

;kaph lfoLrj ekfgrh ekxZnf’kZdsr vlY;kus xq.koRrk lkrR; 

jk[kys tkÃy-  

 

2-8 xq.koRrk O;oLFkkiu ifjp; % 

 xq.koRrk ok ntkZ gk dks.kR;kgh izdkjP;k laLFksr] mRiknukr 

ok lsosr xkBrk ;sÃy- c&;kp osGk xq.koRrspk ikBiqjkok dj.ks 

Eg.kts vkiY;k dk;kZl e;kZnk ?kky.ks gks;- Eg.ktsp ts dsys rs 

pkaxys dsys- tkslsQ tqjku ;kauh xq.koRrspk iz’u ok brj iz’ukadMs 

O;oLFkkiu T;k i/nrhus gkrkGrs rsp fud”k xq.koRrsps iz’u 

lksMfo.;klkBh okijys ikfgtsr- R;kauh xq.koRrk fu;kstu] xq.koRrk 

fu;a=.k vkf.k xq.koRrk lq/kkj.kk ;k f=lw=hps ,d=hdj.k vko’;d 

vlY;kps  vkiY;k xq.koRrk f=lw=hrwu ekaMys vkgs-  

      

xq.koRrk fu;kstu 

 

     xq.koRrk fu;a=.k  

 

     xq.koRrk lq/kkj.kk  

 

     xq.koRrk f=lw=h 

       ¼DokWfyVh Vªk;ykWth½ 
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xq.koRrk fu;kstu & 

xq.koRrk fu;kstuklkBh O;oLFkkidkl [kkyhy xks”Vhaph tk.k 

vl.ks vko’;d vkgs-  

& vkiys okpd @ miHkksDrs ;kapk ‘kks/k vkf.k R;kaP;k xjtk 

tk.k.ks- 

& xq.koRrk mfÌ”V- 

& xq.koRrk mfÌ”ViwrhZlkBh xq.koRrk ;kstuk r;kj dj.ks-  

& xq.koRrsps ewY;kadu dj.;kP;k i/nrh- 

& ;kstusP;k ÑrhlkBh vkfFkZd L=ksr oxZ r;kj dj.ks-  

 

xq.koRrk fu;a=.k & 

xq.koRrk fu;a=.kklkBh [kkyhy xks”Vhaph vko’;drk vkgs-  

& vFkZiw.kZ xq.koRrk ekinaMkph fufeZrh- 

& —rhps ewY;ekiu- 

& izR;{k dkefxjhpk xq.koRrk mfÌ”Vkacjkscj rkSyfud vH;kl- 

& m.khok] =qVh nwj dj.;klkBh —rh- 

 

xq.koRrk lq/kkj.kk & 

& & & & ok;k tk.;kps izek.k fdeku jk[k.ks- 

& & & & dkexkjkaP;k lek/kkukr lq/kkj.kk dj.ks- 

& & & & okpd @ miHkksDrs ;kaP;k lek/kkukdMs fo’ks”k y{k ns.ks-   
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laLFksps xq.koRrsps mfÌ”V & 

 xzaFkky; vkf.k ekfgrh dszanzkP;k O;oLFkkiukr laLFksps gsrw 

BGdi.ks ekaM.ks O;kolkf;d laca/kkP;k –“Vhdksukrwu egRokps 

vkgs- xzaFkky;kpk laxzg fodkl vkf.k lsok ;k mfÌ”ViwrhZ dj.;kl 

iwjd vl.ks vko’;d vkgs-  

 

2222----9999    xzaFkky;kP;k dkefxjhps ewY;ekiu fdaok ekinaM 

Bjfo.;klkBh [kkyhy ?kVdkapk fopkj djkok ykx.kkj vkgs % 

& loZlkekU; okpdkaps lek/kku % xzaFkky;kP;k lgt o lqyHk 

mi;ksxklkBh okpdkaps euksxr tk.kwu ?ks.ks- 

& nso?kso foHkkxkus BsoysY;k okpulkfgR; nso?ksohP;k 

vkdMsokjhrwu ns; okpulkfgR;kph vkdMsokjh- 

& xzaFkky;krp okijY;k tk.kk&;k okpulkfgR;kph ekstnkn 

okpulkfgR; tkxsoj ijr Bso.;kiwohZ dj.ks- ;krwu xzaFkky;krp 

okijY;k xsysY;k okpulkfgR;kph vkdMsokjh miyC/k gksÃy- 

lkfgR;kph miyC/kh % okpdkaP;k ;’kLoh ‘kks/kizfdz;srwu miyC/k 

vl.kk&;k okpulkfgR;kph Vôsokjh Bso.ks-  

& ekx.kh—r lkfgR;kP;k iqjoB;kl gks.kkjk foyac % okpdkauh 

ekx.kh dsysys okpulkfgR; yxsp miyC/k ul.ks dkj.k rs 

tkxsoj ul.ks ok xazFkky;krp ul.ks ;keqGs gks.kkjk foyac- ;kr 

ekx.kh ukasn lsok] vkarjxzaFkky; nso?kso] HkkaMkjkrwu iquZizkIrh 

fdaok izys[k forj.k lsosekQZr fnys tkr vlY;kus foyac gksr 

vlrks- rks xzaFkky;kP;k O;oLFkkiuk’kh fuxfMr vlrks-  
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& okpdkaP;k HksVh % okpdkaP;k xazFkky;kr gks.kk&;k izos’kkph uksan] 

vkdMsokjh Bso.ks-  

& nwjLFk okpd % ;kr okpd izR;{k xzaFkky;kr u ;srk 

okpulkfgR;krhy izys[k] forj.k] rkfydk] ekfgrh lapf;dk ‘kks/k 

nwj/ouh] QWDl] baVjusV ;kaP;k ek/;ekrwu okpulkfgR;kpk ‘kks/k 

?ksr vlrks-  

& lqfo/kk okijkph vkdMsokjh % xzaFkky; vkiY;k okpdkauk 

osxosxG;k lqfo/kk okpud{k] izys[k izfrizkIrh] ppkZl=d{k] 

izys[k Hkk”kkarj] lax.kd dk;ZLFkku] baVjusV bR;knh lsok miyC/k 

d:u nsrs- ;kP;k izR;{k okijkph vkf.k fuf”dz; osGsph 

vkdMsokjh Bso.ks-  

& lsokLFkkukapk mi;ksx % T;k fBdk.kh xzaFkky;lsod miyC/k 

vkgsr v’kk  lsokLFkkukaP;k fBdk.kh fdrh okpdkauk lsok fnyh 

tkrs ;kph osGsizek.ks vkdMsokjh Bso.ks- ;kr lsokLFkG fnolkr 

vkB rkl m?kMs vlsy rj R;krhy fdrh rkl R;kpk izR;{k okij 

>kyk o fdrh osG rs fuf”dz; gksrs ;kph uksan Bso.ks-  

& bekjr okij % xazFkky; bekjrhr ;s.kk&;k okpdkaph ljkljh 

uksan Bso.ks- 

& lanHkZ gLrkarj.k % gk ,d ekfgrh laidZ vlwu T;kr Kku] 

mi;ksx] f’kQkjl] foospu ok lwpuk] vkns’k gk ,d ok vusd 

ekfgrh L=ksrka’kh xzaFkky; lsodkauh lk/kysyk laidZ vkgs- 

& lek/kkudkjd lanHkZ lsok % okpdkus lanHkZ lsosph ekx.kh 

dsY;kuarj izR;{k R;k lsosph iwrhZ gksÃi;Zar losZ{k.k i/nrhus 

lanHkkZph leiZdrk] ekfgrhph O;kIrh] ekx.khph fdrir iwrZrk 



28 
 

>kyh] xzaFkky; lsodkaps lgdk;Z vkf.k okpdkaps ,dw.k lek/kku 

;k iaplq=hP;k ek/;ekrwu okpdkadMwu lsosps ewY;kadu djkos- 

 

xzaFkky;klkBh xq.koRrk O;oLFkkiu dk;Zdze & 

 okpdkauk lkrR;kus ntsZnkj lsok ns.;klkBh xzaFkky;kus 

xq.koRrk O;oLFkkiu dk;Zdzekpk vaxhdkj dj.ks gk ,dp i;kZ; 

vkgs- xq.koRrk O;oLFkkiukpk Lohdkj dj.;kiwohZ ,dk xks”Vhph 

[kw.kxkB cka/k.ks vko’;d vkgs vkf.k rh vkgs O;oLFkkiukph ;k 

dk;ZdzeklkBh laiw.kZ vkf.k fn?kZdkyhu ckaf/kydh] xq.koRrsps nqos 

vksG[k.ks vkf.k tk.k.ks gk ifgyk VIik vkgs- xq.koRrk 

O;oLFkkiuklkBh xzaFkikykauh izk/kkU;kus izFke okpdkaP;k xjtk 

vkf.k vis{kk ;kph ekfgrh d:u ?ks.ks] ;klkBh dk;Zi/nrh ‘kks/kwu 

R;kps ewY;kadu gk nqljk VIik- ;k izfdz;kaP;k izR;{k 

vaeyctko.khlkBh ,d izk:i vkjk[kMk r;kj d:u R;kph 

gkrkG.kh dj.ks gk vkgs frljk VIik- rj ;klkBh lsodkauk ;ksX; 

vls izf’k{k.k nsÅu r;kj dj.ks gk pkSFkk VIik-  

xzaFkky;klkBh lkekU; ;a=.kk uequk & 

 

  

 

 

 

 

 

¼c½ 
 

xzaFkky; Bsok] 
lsok] lqfo/kk ns.ks 

¼d½ 
 

dk;kZuqHko] 
ykHk 

¼v½ 
 

i/nrh] lk/ku] 
euq”;cG] foRr 

¼M½ 
 

izfrfdz;k  
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i/nrh Eg.kts xzaFkky;kr okijyh tk.kkjh oxhZdj.k i/nr T;keqGs 

okpu lkfgR;kpk ‘kks/k ?ks.ks vkf.k lkfgR; ijr tkxsoj Bso.ks-  

rkfyfddj.kkeqGs okpdkl xzaFkky;kr vl.kk&;k okpulkfgR;kpk 

ekxksok ?ksrk ;srks- Eg.kwup vki.k xzaFkky; rkfydsl xzaFkky;kpk 

vkjlk Eg.krks-  

 

2222----10101010    laiw.kZ xq.koRrk O;oLFkkiukr vk;-,l-vks- iz.kkyhpk 

laca/k 

    vk;-,l-vks- iz.kkyh o laiw.kZ xq.koRrk O;oLFkkiu gs 

,desdka’kh fuxfMr vkgs- vk;-,l-vks- iz.kkyh fg laiw.kZ xq.koRrk 

O;oLFkkiukpk ,d vfoHkkT; ?kVd vkgs- vkiY;k laLFkse/;s 

xq.koRrk d’kh izLFkkfir djkoh ;kfo”k;hps rRoKku laiw.kZ 

xq.koRrk O;oLFkkiukr lkafxrys tkrs- rj vk;-,l-vks- iz.kkyh fg 

v’kk fu;ekapk lap dh] ts fu;e xq.koRrk fVdfo.;klkBh 

laLFkkauh vaeykr vk.kkoh- xq.koRrs’kh fuxfMr vlysY;k 

dqBY;kfg leL;sps i/nr’khji.ks dsysys fo’ys”k.k rlsp xq.koRrk 

lq/kkj.;klkBh lkrR;kus dsysyk iz;Ru vkf.k xq.koRrk izLFkkfir 

djrkuk vkysY;k vMp.khaps ;ksX; i/nrhus fuokj.k dj.ks 

Eg.ktsp vk;-,l-vks- iz.kkyh gks;- vk;-,l-vks- iz.kkyh o laiw.kZ 

xq.koRrk O;oLFkkiu ;k nksUghgh i/nrh xq.koRrk lq/kkj.;klkBh 

mi;ksxkr vk.kY;k tkrkr- laiw.kZ xq.koRrk O;oLFkkiuke/;s 

xq.koRrk O;oLFkkiukP;k pkSnk rRokapkgh fopkj dsyk tkrks ijarq 

vk;-,l-vks- iz.kkyhr v’kk dqBY;kgh rRokapk fopkj dsyk tkr 

ukgh ijarq iz.kkyhr BjfoysY;k fu;ekapk okij vk;-,l-vks- 
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iz.kkyhpk voyac dj.kk&;k laLFksyk djkok ykxrks- v’kh i/nrh 

fuekZ.k dj.ks fd] T;kr dk;Zi/nrhr lkrR;] dkxni=s] rikl.kh 

vpwd o tyn gksrs-  

 

2222----11111111    laiw.kZ xq.koRrk O;oLFkkiukr vk;-,l-vks- iz.kkyhps 

egRo o mi;ksx 

 okpdkaP;k lek/kkukoj tkLr Hkj fnysyk vkgs R;keqGs vk;- 

,l- vks- iz.kkyhpk voyac tsFks dsyk vkgs rsFks okpdkaps 

fgrlaca/k ti.;koj rlsp R;kauk rRij lsok iqjfo.;koj Hkj fnyk 

tkrks- gk O;oLFkkiukpk ,d vfoHkkT; Hkkx vkgs-  

 

okpdkaP;k xjtk & xazFkky;krhy okpdkaP;k xjtk vksG[kwu 

letwu ?ksÅu xazFkky;krhy loZ deZpk&;ak’kh ppkZ d:u R;k 

iw.kZ dj.;kpk iz;Ru dsyk tkrks-  

 

xazFkky;krhy deZpk&;kaph Hkwfedk vkf.k tckcnkjh & 

izR;sdkyk R;kP;k dkekph tckcnkjh vkf.k drZO;s fg fyf[kr 

Lo:ikr vlkoh- R;keqGs dkekr ikjn’khZi.kk ;srks-  

 

xazFkky;kph /;s; vkf.k mfn~”Vs & xazFkky;kP;k ek/;ekrwu 

fnY;k tk.kk&;k lsok ;k fof’k”V /;s; vkf.k mfn~”Vka’kh fuxfMr 

vlkO;kr-  
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nSuafnu dkedktkr xq.koRrk vk.k.;klkBh fu;a=.k & 

dkedktkr xq.koRrk vk.k.;klkBh izR;sd ik;jhoj dkekph 

rikl.kh dsyh tkrs-   

 

xzaFkky;hu deZpk&;kaP;k Kkukpk o dkS’kY;kpk lkrR;iw.kZ fodkl 

& ?kMowu vk.k.;klkBh izR;sdkP;k dkS’kY;kizek.ks R;kauk 

izf’k{k.kkps vk;kstu dsys tkrs- o R;k izf’k{k.kkpk deZpk&;kaus 

dkekr fdrir izHkkoh okij dsyk vkgs fd ukgh gs ikfgys tkrs-   

deZpk&;kaP;k n`”Vhus dkekph mi;qDr o izHkkoh i/nrh & 

dkekph iqujko`Rrh VkGyh tkrs-    

loZ dkekph iMrkG.kh d:u ikg.ks & vk;- ,l- vks- 

iz.kkyhpk voyac tsFks dsyk vkgs rsFks okpdkaps fgrlaca/k 

ti.;koj] xjtk ;kdMs tkLr y{k fnys tkrs- dkekph izR;sd 

ik;jh riklwu ikfgyh tkrs-   

dkekr lq/kkfjr vkRefo’okl & vk;- ,l- vks- iz.kkyhpk 

voyac  dsY;keqGs dkekrhy O;oLFkkiukr vkRefo’okl fuekZ.k 

gksrks-  

 

2222----12121212    vk;-,l-vks- izek.ki=kps O;oLFkkiukr egRo  

dks.kR;kgh xzaFkky;kpk fodkl ifjorZukauk lkeksjs tkÅup 

djrk ;srks- dsoG ijaijkxr vkf.k fLFkrh’khy o`Rrhpk fLodkj 

dsY;kl] O;olk;krhy pSrU; o fodklkP;k Hkkouspk yksi gksrks-

xq.koRrk lq/kkj gs ;k pSrU;kps [kjs izrhd vkgs] R;krwup uos 

dkghrjh fodflr djrk ;srs uO;kr ok< djrk ;srs vkf.k 
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vkiksvkip ns.;kr ;s.kk&;k lsokapk ntkZ lq/kkjrks R;kaph xq.koRrk 

ok<rs- vk;-,l-vks- izek.ki= mPp o pkaxY;k ntkZP;k lsok 

iqjfo.kk&;k xzaFkky;kauk fnys tkrs- R;keqGs R;k ‘kS{kf.kd laLFkkauk 

fo’oklkgrkZ izkIr gksrs- vk;-,l-vks- xq.koRrk izek.ki= gs 

O;oLFkkiukP;k [kkyhy eqyHkwr rRokaoj vk/kkjysys vkgs- 4444      

1 okpdkaps egRo] 

2 usr`Ro] 

3 xzFkkay;hu deZpk&;kapk lgHkkx]  

4 fdz;k’khy n`”Vhdksu]  

5 O;oLFkkiukph dk;Ziz.kkyh]  

6 lkrR;kus lq/kkj.kk]  

7 fu.kZ;{kersfo”k;h okLrooknh n`”Vhdksu-  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4 http://kantnercompany.com/ 
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izdj.k 3333    

3333----1111    ßejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky;krhy 

xq.koRrk O;oLFkkiu o xazFkky; xq.koRrk O;oLFkkiuklkBh 

Hkkjrh; ekudkapk okij ;kph ekfgrh % 

 xzaFkky;ke/;s lxG;kp foHkkxkr xq.koRrspk ikBiqjkok 

d:u ;s.kk-;k okpdkauk mRre lsok d’kk izdkjs nsrk ;sÃy 

;kckcr n{k jkfgys ikfgts- vxnh tfeuhP;k LoPNrsiklwu fdaok 

deZpk-;kP;k LoPN iks”kk[kkiklwu rs okpdkaP;k gkrkr xsysys 

okpulkfgR; gs mRre ntkZps vlsy o R;kps lek/kku dj.kkjs 

vlys ikfgts gs ifjiw.kZ xq.koRrk O;oLFkkiukps oSf’k”V;s vkgs- 

okpdkaP;k xjtka’kh dsanzHkwr vkf.k O;oLFkkiukP;k lgHkkxkus 

lkrR;kus lq/kkj.kk dj.;klkBh izLFkkfir dsysyh O;oLFkk Eg.kts  

laiw.kZ xq.koRrk O;oLFkk vls Eg.krk ;sÃy- Msfxax ;kaP;k laiw.kZ 

xq.koRrk O;oLFkkiu ra=kpk voyac dsY;kus tikuyk vn~HkwriwoZ 

v’kk vkfFkZd fodklkpk vuqHko vkyk- laiw.kZ xq.koRrk 

O;oLFkkiukrhy egRokps ?kVd Eg.kts deZpk-;akpk laiw.kZ lgHkkx 

vkf.k R;klkBh lkrR;kus izf’k{k.kkph O;oLFkk] leL;kaph mdy 

dj.kkjk dk;Zdkjh xV] lkaf[;fd; i/nrhrwu vH;kl] mn~nh”Vkaph 

fuf’prh vkf.k R;kpizek.ks xq.koRrkfHkeq[k gs gksr- ekufldrk 

r;kj dj.ks] dkj.k O;DrheqGs ukghrj O;oLFkseqGs vdk;Z{kerk 

fuekZ.k gksrs-  

    

    



34 
 

3333----2222    ejkBokMk fe=eaMG laLFksph ekfgrh % 

ejkBokMk fe=eaMG ;k laLFksph LFkkiuk 1967 ;k o”kkZe/;s 

LoxhZ; Jh ‘kadjjko pOgk.k ;kauh dsyh- rs ;k laLFksps ifgys 

v/;{k gksrs- ;sFks cgqrkaps fgr y{kkr ?ksÅu dk;Z dsys tkrs- 

f’k{k.kkps ekgsj?kj vlysY;k iq.ks ‘kgjkr ;k laLFksus eksykph o 

Hkjho dkefxjh dsyh- QDr vfHk;kaf=dhp uOgs rj izkFkfed 

‘kkGsiklwu] okf.kT;] foKku] dk;nsfo”k;d f’k{k.k o brj vusd 

O;kolkf;d vH;kldzekaph lq:okr dsyh rlsp laLFksP;k 

iq.;ke/;s brj ifjljkae/;s egkfo|ky;kaP;k osxG;k ‘kk[kk lq: 

dsY;k R;ke/;s eq[; ‘kk[kk MsDdu o mi ‘kk[kk dosZuxj] 

dkGsokMh] yksgxko ;sFks lq: dj.;kr vkY;k vkgsr- xjtw o 

xfjckalkBh dehr&deh iS’kkr f’k{k.k gs ;k laLFksps eq[; mn~nh”V 

vkgs-   

 

3333----3333    ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky;kph 

ekfgrh % 

ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky;kph lq:okr 

lu 2006 & 07 ;k ‘kS{kf.kd o”kkZr >kyh- egkfo|ky;ke/;s ;kaf=dh 

vfHk;kaf=dh] lax.kd vfHk;kaf=dh] ekfgrh o ra=Kku vfHk;kaf=dh 

vkf.k fo|qr o nG.koG.k vfHk;kaf=dh rlsp ,e- ch- , vkf.k 

,e- lh- ,  ‘kk[kk pkyw dj.;kr vkY;k- gs egkfon;ky; iq.ks 

fo|kihBk’kh layXu vkgs- egkfo|ky; xzaFkky;ke/kwu ‘kS{kf.kd o 

la’kks/ku dk;kZl enr dsyh tkrs-  
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3333----4 4 4 4 ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky;  

xzaFkky;kph ekfgrh % 

ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky; xzaFkky;kph 

LFkkiuk 2006&07 ;k ‘kS{kf.kd o”kkZr >kyh-    
 

n`f”Vdksu %  

vfHk;kaf=dh] ,e- ch- , vkf.k ,e- lh- , ;k ‘kk[kkae/;s 

xzaFkky;kph ‘kS{kf.kd vkf.k la’kks/ku {ks=kr vksG[k fuekZ.k dj.ks- 

/;s; %  

‘kS{kf.kd vkf.k la’kks/ku {ks=krhy rKkauk xzaFkky;krhy 

okpulkfgR;kpk ifj.kkedkjd okij djrk ;s.ks gs xzaFkky;kps 

/;s; vkgs-  

mfn~"V;s%                                      

vfHk;kaf=dh]  ,e- ch- , vkf.k ,e- lh- , ;k ‘kk[kkalkBh 

vR;k/kqfud vkf.k ekfgrhra=KkukP;k ?kVdkapk lekos’k vlysys 

Kku dsanz mHkkj.ks-  

fo/kkFkhZ] ‘kS{kf.kd rK] la’kks/kd ;kaP;k xjtkapk fopkj 

d:u lsok ns.ks- xzaFkky;kpk vf/kd okij ok<kok ;klkBh lrr 

iz;Ru’khy jkg.ks-  

xzaFkky; lferh %  

ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky; xzaFkky;ke/;s 

xzaFkky; lferh fg xzaFkky;kP;k fodklklkBh o lsok ns.;klkBh 
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LFkkiu dj.;kr vkysyh vkgs- ;ke/;s izR;sd foHkkxkpk ,d 

izfrfu/kh lekfo”V dsysyk vlrks R;kaps egRoiw.kZ dk;Z Eg.kts 

xzaFkky;kyk ekxZn’kZu dj.ks] egRokP;k dkeke/;s fu.kZ; ?ks.ks o 

xzaFkky; laxzg fodklkps /kksj.k Bjfo.ks] vMp.khaoj rksMxk 

dk<.ks] osGksoGh lHkk ?ks.ks] ufou o”kkZps vankti=d dkedkt 

;kaps /kksj.k Bjfo.ks-   

xzaFkky;kph lfoLrj ekfgrh %  
(As on date 01/11/2012) 

 

About Central Library :  
The central Library of Marathwada Mitra Mandal’s College of Engineering 

was established  in 2006 the main objective of central Library is to support the 

educational and research programme of the institute by providing physical and 

intellectual access to information, consistent with the present and the anticipated 

educational and research function of the institute. Library is located on  1
st
 and 2

nd
 

floor of the college building. Completely independent section spread in 628 Sq. mtr. 

area. 

 

Library Infrastructure and facilities:  
• Book Stacking Area: Subject wise labeled shelves. 

• Collection of CDs/ DVDs procured along with books and magazines. 

• Reference Section Resources available: journals, magazines, encyclopedia, 

handbooks, dictionaries, thesaurus etc. 

• Digital Library: 27 PCs connected on LAN, Seating capacity 27. 

• 4 mbps leased line dedicated internet connection.  

• Reading Section: Seating Capacity 160. 

 

Library Timings:   

 
• Library Timings       :                                           Monday to Saturday - 08.30 am to 

08.30pm 

• Circulation Timings :                                           Monday to Friday     - 08.30 am to      

                                                                                                                  05.30pm 

                                                                                    Saturday                    - 08.30 am to  

                                                                                                                         04.30pm 

• During Exam Period :                                          Sunday                       - 10.00 am to                 

                                                                                                                   05.00pm 
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Department Wise Information of :  Books, Journals & Non 

Book Materials   
  

BOOKS 

 

JOURNALS 
 

CD’s / DVD’s 

NAME OF THE BRANCH  VOLUMES TITLES   

 

 

1368 

Computer / Information 

Technology / ME Computer 

7031 1571 24 

Electronics & 

Telecommunications 

4525 971 13 

Mechanical 3358 640 13 

Science & Humanities       2677 654 - 

Total = 17591 3836 50 _ 

Master Business Application 3197 480 12 340 

Master of Computer 

Application 

2512 418 13 322 

Total = 23300 4734 75 2030 
 

Book cost is worth Rs. 1 Crore.  

 

We are providing the digital Library facility:  

 

fMftVy fjlkslZsl %  

[kkyhy MsVkcslsl xzaFkky;ke/;s miyC/k vkgsr gs loZ IP 

Base vkgsr ;klkBh osxG;k ikloMZph xjt ukgh- baVªkusVo:u 

egkfo|ky;hu vkokjkr dqBsgh gs loZ MsVkcsl gkrkGrk ;srkr- 

 

Access to e-resources   

 
Sr. 

No. 

Name of the E-Journal 

Membership 

Access Facility Web Access 

1 IEEE – ASPP E-journals 145 

plus back file to 

2000 

www.ieeexplore.ieee.org 

 

2 Springer E-journals 134 

plus backfile 1997 

to 2012 

www.springerlink.com 

3 ASME E-journals 25 plus 

backfile to 2000 

http://asmedl.org/journals/ASMEDL-

home/jrnls/ 

4 J-Gate : (JET) 

Engineering & technology 

 http://www.j-gate.in 

5 J-Gate : (JSMS) 

Social & management 

science  

 http://www.j-gate.informindia.co.in 
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6 ASTM 1400 e-books, 

60000 articles & 

chapters 

http://www.enterprise.astm.org 

7 McGraw Hill Access 

Engineering Reference e-

books 

E-books 363 http://2.accessengineeringlibrary.com 

8 Elsevier E-journals 134 www.elsevier.com 

9 EBSCO :  

Business source ELITE e-

journal collection 

E-journals http://search.ebscohost.com 

10 NPTEL Video courses 108 (START →RUN → \\172.16.5.27 → 

OK) 

User Name: User 

Password: nptel@123 

 

 

The Library uses SLIM software.  
 

Central Library is fully automated. From users point of view any one can 

access information through intranet in the MMCOE campus.  

       

INSTRUCTIONS FOR THE USE OF LIBRARY FACILITIES 

General :  

• Pin-drop silence and discipline be maintained in the Library.  

• Talking or group discussion is not permitted in the Library.  

• Use the Library books and furniture very carefully.  

• Eatables, Audio-Visual device, Mobile phones, and other equipments and their 

use is strictly prohibited.  

• Every student entering in the Library premises should have a valid college 

identity card. It should be produced as and when demanded by any of the 

Library staff.  

• If a student so found without the Identity Card, no Library facility for that day 

will be available to him/her.  

• Contact to Library staff for any kind of Library query or suggestions. 

• Mobile phone should be switch off in the Library premises. 

• Student should bring I Card to use the Library facilities.  

Circulation Counter Instructions: 

• Library Cards are non-transferable.  

• The holder of the membership card is responsible for the books borrowed by 

him/her.  

• No books will be reissued without presenting them physically.  

• Borrowers should check the books while getting them issued.  

• Current periodicals and reference books are to be used in the Library and will 

not be issued for external use.  
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• If mutilated or lost, the borrower will have to replace the book with a new 

edition of that copy or pay the amount of the current price along with the over 

due charges if any.  

• Daily fine Rs. 5/- per day per book.  

 

Reference Section Instructions: 
• Use this section for browsing reference books, data sheets, journals and periodicals.  

• Reference books should be consulted in reference section only. It will not be 

issued outside.  

Baggage Counter Instructions: 

• Bags should be kept at the baggage counter. Library staff will not be 

responsible for users personal belongings.  

• Only loose papers and writing material is allowed in the reading sections of 

the Library.  

Stacking Section Instructions: 

• Writing or Marking on the Library books is strictly prohibited, if found so new 

edition should be replaced by user.  

• Take help of Shelf list to find books on the stacks.  

• Regarding Question Papers, CD’s, DVD’s & Journals back volumes or any 

other query consult the Library staff.  

• If user tried to hide the book deliberately fine of Rs. 1000/- will be charged. 

Penalty: 

The students not following above instructions will be liable for penalty under 

following conditions: 

• Students found guilty for any damage caused to the Library property will be 

required to replace the material or pay the price of the property, beside the 

penalty imposed upon them by the authority.  

• Student found using mobile phone in Library premises, will have their phones 

confiscated by the Library staff and submitted to the admin office for further 

action.  

• Library facility will not be provided if students did not bring their Identity 

Cards.   
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eYVhfefM;k % xzaFk o fu;rdkcjkscj vkysY;k lh-Mh] fM- 

Ogh- fM- o ¶ykWih ;kaps tru dsys tkrs- R;kaph la[;k 2030 vkgs- 

;k loZ lh-Mh] fM- Ogh- fM- o ¶ykWih lOgZjoj dkWih d:u 

BsoysY;k vkgsr- fo|kF;kZauk o f’k{kdkauk R;kpk mi;ksx 

baVªkusVo:u egkfo|ky;hu vkokjkr dqBsgh fg loZ ekfgrh 

gkrkGrk ;srs-    

xzaFkky;hu lsok %  

• lanHkZ lsok  

• usVodZcsl lsok  

• izfrfyih lsok 

• xzaFk nso ?kso lsok 

• o`Rri= dk=.k lsok 

• ;wtj vksfj;aVs’ku 

• xzaFklwph; lsok 

• LdWfuax  

• vkarjxzaFkky;hu lsok  
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ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky; xzaFkky;ke/;s    

vs- vk;- lh- Vh- Ã- P;k fu;ekuqlkj xzaFkky;krhy xzaFklazxzg 

[kkyhy rDR;kr n’kZfoysyk vkgs-  

Sr. 

No. 
Name of the Branch  

Required As Per 

AICTE Norms  

Available 

Titles Volumes Titles Volumes 

1 Computer /  Information 

Technology 1000 5000 1571 6951 

2 Mechanical  350 1750 640 3340 

3 Electronics and 

Telecommunication 550 3000 971 4459 

4 Science and  Humanities 350 1750 654 2675 

  Total = 2250 11500 3836 17425 

5 MBA 350 3000 473 3139 

6 MCA 300 2500 418 2502 

  
 

Total = 2900 17000 4727 23066 
 

0

1000

2000

3000

4000

5000

6000

7000

Comp/IT E & Tc MBA

Volumes

Titles

 

xzaFkky;krhy xzaFklaxzg gk mRd`”V o mi;ksxh vkgs- fon;kihBkus 

vH;kldzekr uewn dsY;kf’kok; brj vusd lanHkZxzaFk VksQsy] 

thvkjÃ] xsV] theWV] O;DrheRo fodkl v’kh fofo/k fo”k;kojhy 

iqLrds xzaFkky;kr vkgsr-   
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ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky; xzaFkky;ke/;s vs- vk;- 

lh- Vh- Ã- P;k fu;ekuqlkj xzaFkky;krhy fu;rdkfydkapk  laxzg 

iqf<y rDR;kr n’kZfoysyk vkgs-   

Sr. 

No. 
Name of the Branch  

National Journals Required As 

Per AICTE Norms  

Required   Available  

1 Computer /  Information Technology 18 24 

2 Mechanical  6 7 

3 Electronics and Telecommunication 12 13 

  Total = 36 44 

4 MBA 12 12 

5 MCA 12 13 

  

 

Total = 60 69 
 

 

0
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National Journals

 

fon;kF;kZaps Kku vn;;kor jkg.;klkBh R;kauk la’kks/kuij 

ekfgrh feGkoh ;klkBh fofo/k fo”k;krhy fu;rdkfyds ?ksryh 

tkrkr- rlsp f’k{kdkauhgh ;krhy ekfgrh mi;qDr Bjrs- 
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xzaFkky;hu fofo/k foHkkx %  

• xzaFkmiktZu foHkkx 

xzaFk ekx.kh dj.ks R;koj lksiLdkj dj.ks fg dkes ;k 

foHkkxkr dsyh tkrkr- 

• lanHkZ foHkkx 

osxGk lanHkZ xzaFklaxzg d{k- 

fo”k;kuqlkj lanHkZ xzaFklaxzgkph ekaM.kh dsysyh vkgs- 

• xzaFk nso&?kso foHkkx  

osxGk xzaFklaxzg d{k- 

fo”k;kuqlkj xzaFkkaph ekaM.kh dsysyh vkgs- 

foHkkxkuqlkj xzaFkkaph ekaM.kh dsysyh vkgs- 

xzaFk nso&?kso ;k foHkkxkdMwu dsyh tkrs- 

xzaFknso?kso foHkkxkr eqDrn~okj izos’k fnyk tkrks- 

• fu;rdkfyd foHkkx 

jk”Vªh; fu;rdkfyds miyC/k vkgsr- 

fu;rdkfyds ?kjh okpuklkBh fnyh tkr ukghr ijarq 

R;krhy ys[k >sjkWDl d:u ?ksrk ;srkr- 
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3333----5 5 5 5 ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky; xzaFkky;kps 

xq.koRrsps /kksj.k [kkyhyizek.ks % 

xzaFkky;kpk fodkl vkysY;k leL;kaps fujkdj.k dj.;klkBh 

xzaFkky;kps xq.koRrsps /kksj.k [kkyhy vkd`rhP;k lkgk¸;kus 

ekaM.;kr vkysys vkgs- 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

xq.koRrk  n`”Vh  ;kstuk  

mn~ns’k  /;s;  

fon;kFkhZ xazFkky;hu 
xjtk laLFksps 

xzaFkky;kps mn~nh”V 

xzaFkky; ?kVdfugk; 
dkefxjh ‘kkL=’kq/n 

i`FFkdj.k 
 

xazFkky; okpd 

usr`Ro la?kVuk cka/k.kh  
 

xzaFkky;kps 
xq.koRrk /kksj.k  

xzaFkky;kps 
xq.koRrsps ewY; 

vaeyctko.kh ;kstuk 

xzaFkky;kps 
ewY;ekiu 
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izdj.k 4 4 4 4     

4444----1111    izLrkouk % 

vktP;k dkGkr xq.koRrsyk vfr’k; egRo izkIr >kys- 

dks.kR;kgh lsosps egRo frP;krhy xq.koRrsoj Bjr vlrs- 

dks.kR;kgh laLFksyk vkiyh izxrh lk/kko;kph vlsy rj R;k laLFksus 

Bjfoysys /;s;] mfn~”V;s ;kaph iwrhZ dj.;kdfjrk vfLrRokr 

vlysY;k dk;Ziz.kkyhrhy nks”k dk<wu dkgh uohu lq/kkj.kk d:u 

fdaok uohu O;oLFkkiu ra=kpk okij d:u laLFksPkk fodkl 

lk/kko;kpk vlrks- R;kdfjrk ;k tkxfrdhdj.kkP;k ;qxkr 

uouohu O;oLFkkiu ra=kpk okij d:u izxrh lk/kko;kph vlrs- 

R;kiSdh ISO – 9000 – 2008 gs ,d O;oLFkkiukps ra= vkgs- ldy 

xq.koRrk ok<hlkBh ISO vUo;s n’kZfo.;kr vkysY;k fu”d”kkZpk 

okij djkok vls izLrqr la’kks/kukr lqpfoysys vkgs-      

  

4444----2222    vk;-,l-vks- Eg.kts dk; % 

vk;-,l-vks- gh v|k{kjs vkarjjk”Vªh; ekud laLFkk ;klaca/kh 

;srkr- ukoko:u vkiY;kyk dGysp dh] mPp dk;Z{kerk] lq/kkfjr 

mRikndrk] vf/kd pkaxyk ntkZ o [kpkZrhy dikr ;klkBh 

tkxfrd ikrGhoj izek.kHkwr xks”Vh Bjfo.;klkBh vk;-,l-vks- ph 

xjt vkgs-   
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4444----3 3 3 3 vk;-,l-vks- ph O;k[;k & 

1 vkarjjk”Vªh; izek.kd la?kVusP;k O;k[;sizek.ks & ‘xq.koRrk 

Eg.kts gsrw lk/; gks.;klkBh l{kerk vl.ks- xq.koRrk fg txHkj 

pkaxyh xks”V Eg.kwu ifjfpr vkgs- T;kosGh vki.k gh oLrw ntsZnkj 

vkgs vls Eg.krks R;kpk vFkZp rh oLrw loZ dk;Z O;ofLFkr ikj 

ikMr vlrs- R;kpizek.ks vki.k tsOgk ntsZnkj lsospk mYys[k djrks 

R;kpk vFkZ rh lsok dsoG vkiyh xjt Hkkxor ulwu R;kP;kgh 

ifydMs tkÅu vkd”kZdi.ks eS=hiw.kZ lkgk¸;kus vkf.k LokxrkgZ 

v’kk okrkoj.kkr fnyh tkrs’-1 

2 Jh- ckxph ;kaP;k ‘kCnkr vk;-,l-vks- Eg.kts & ‘The 

I.S.O. – 9000 standards for quality management system in 

particular, were proposed to meet the growing needs for 

international standaradization by the joint action of 26 

largest countries including India, under the sponsorship of 

International Standards Organization’. 2 

  

 

 

 

 

 

1½ dIrku] lat; % xq.koRrk laLd`rh] vkfnrh y{eh fogkj izdk’ku] vejkorh] i`”B 

54&61- 

2½ fM- vkj- fV- lh- ppkZl= ekfgrh O;oLFkkiu 6-8 tkusokjh 1999,  vk;-,l-vks- 

9000 lq/kkj.kk.  
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vk;-,l-vks- P;k fud”kkapk okij dsoG ekxZn’kZd lwpuk 

Eg.kwup djko;kpk vkgs- rh ca/kudkjd fdaok lDrhph ukghr- 

‘kkldh; dk;n;krhy rjrqnhizek.ks ca/kudkjd ukgh- R;kps ikyu 

u dsY;kl naM vFkok f’k{ksP;k dk;Zokghph ‘kD;rk ukgh- vk;-,l-

vks- ps iznku dk;eLo:ikps ukgh- ,dnk vk;-,l-vks- izek.kd 

?ksrys Eg.kts] dk;e Lo:ikP;k ntsZnkj fufeZrhps izek.kd >kys 

vls ukgh- rs fu;feri.ks iqUgk iqUgk izkIr djkos ykxrs- vk;-,l-

vks- fg lgk ikrG;kaojhy izek.kdkaph ekfydk vkgs- fg izek.kdkaph 

ekfydk 1987 lkyh ftusOgk ;sFks ekU; dj.;kr vkyh vkgs- 

R;krhy vk;-,l-vks- 9001 gs U;wure ikrhojhy izek.kd vkgs- 

;sFkwup xq.koRrspk [kjk izokl lq: gksrks vls Eg.krk ;sÃy- vk;-

,l-vks- 9000&9004] 8402 gh izek.kd ekyk xq.koRrsP;k gehlkBh 

vk;- ,l- vks- P;k rkaf=d lferhus r;kj dsysyh ekxZnf’kZdk vkgs- 

    

4444----4 4 4 4 vk;-,l-vks- 9000 Eg.kts dk; % 

;k vkarjjk”Vªh; ekud la?kVusus xq.koRrk jk[k.;kP;k 

dk;Zi/nrh Bjowu fnY;k vkgsr- R;k loZ ;qjksfi;u dE;qfuVh 

Eg.kts ;qjksikrhy cgqla[; ns’kkauh ekU; dsY;k vkgsr- rsp ekunaM 

vk;-,l-vks- 9000 ekfydslkBh Bjfoys xsys vkgs-  

fg lgk izek.kds iq<hyizek.ks vkgsr- 

vk;-,l-vks- 9000 & 

;k ikrGhoj izek.kd vkf.k xq.koRrk fo”k;d loZ eqyHkwr 

ladYiukaph ifjHkk”kk dj.;kr vkyh vkgs- rlsp xq.koRrk /kksj.k 

vk[k.;kr ;kos vkf.k xq.koRrk izkIr dj.;klkBh dks.kR;k 
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dk;Zi/nrhpk Lohdkj dj.;kr ;kok ;k fo”k;hP;k loZ ekxZn’kZd 

lwpuk ns.;kr vkY;k vkgsr- 

vk;-,l-vks- 9001 & 

;k ikrGhoj xq.koRrkiz.kkyh v’kkizdkjs fu/kkZfjr dj.;kr 

;koh vkf.k R;klkBh dks.krs iz;Ru dj.;kr ;kosr ;k fo”k;haps 

fud”k Bjfo.;kr vkys vkgsr- vk;-,l-vks- 9001 e/;s fofHkUu djkj 

fo”k;d rjrqnh] vVh o xq.koRrk fo”k;d gehps ikyu dls Ogkos 

;kfo”k;haps fud”k Bjfo.;kr vkysys vkgsr-   

vk;-,l-vks- 9002 & 

;k ikrGhoj mRiknu vkf.k fofo/k vVhaps iw.kZr% ikyu >kys vkgs 

fdaok ukgh ;kpk fopkj dj.;kr ;srks- ;k i/nrhe/;s laHkkO; nks”k 

vkf.k =qVh VkG.;klkBh ts fofo/k iz;Ru djko;kps vkgsr ;kckcr 

dkGth ?ks.;klkBh lwpuk ns.;koj Hkj fnyk tkrks-  

vk;-,l-vks- 9003 & 

 ;ke/;s mRiknu izfdz;sP;k fofo/k ikrG;koj fdeku ntkZ 

fVdowu Bso.;klaca/khP;k vVh vkf.k R;klkBh ?;ko;kph fuf’pr 

dkGth ;kckcr ekxZn’kZd lwpuk rlsp izkR;f{kdk}kjs R;kaph iwrZrk 

gksr vlY;kph geh ns.ks vxR;kps vkgs-  

vk;-,l-vks- 9004 & 

;ke/;s oS/kkfud djkjkO;frfjDr brj loZ Lo:ikP;k 

xq.koRrk fo”k;d izek.kdkaps fu/kkZj.k dj.;klkBh ;k ikrGhpk 

okij gksrks- vk;-,l-vks- 9001 & 9003 ;k loZp ikrG;akojhy 

izek.kdkaph vaeyctko.kh dj.;klkBh vk;-,l-vks- 9004 izek.kd 

ekxZn’kZd lwpuk mi;qDr vkgsr-    
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vk;-,l-vks- 8402    & 

;k ikrGhoj xq.koRrk fo”k;d eqyHkwr ladYiuk] mi;qDr 

O;oLFkkiu i/nrh] xq.koRrk izek.kd ;k fo”k;hph izkR;f{kd ekfgrh 

ns.;kr vkyh vkgs- 

 

4444----5555    vk;-,l-vks- izek.kdkckcr ekfgrh & 

& gs ,d vkarjjk”Vªh; izek.k vlwu R;kpk vuqdzekad 9000 vkgs-   

& gs izek.ki= vkarjjk”Vªh; ekud laLFkk ;kapsdMwu fnys tkrs-  

& vk;-,l-vks- 9000 Eg.kts dsoG mRiknukP;k ntkZlkBhp ulwu       

mRiknukpk ntkZ jk[k.kk&;k O;oLFkkidh; dk;Zi/nrhlkBhgh vkgs-  

& gs izek.ki= lkoZf=d o vf}rh; vlwu loZ izdkjP;k 

mRiknuk’kh o lsos’kh fuxfMr vkgs-  

 

4444----6666    vk;-,l-vks- izek.kdkph vko’;drk dk vkgs & 

vk;-,l-vks- izek.kd dk;n;kuqlkj lDrhps ulys rjh gh 

R;kph yksdfiz;rk lkrR;kus ok<r vkgs- ;k izek.kdkeqGs ns.;kr 

;s.kk&;k mRiknu lsokaph fo’oklkgZrk ok<yh vkgs- ;s.kk&;k 

okpdkauk Bjkfod ntkZph geh izkIr >kyh vkgs-   

1 Li/kkZRed txkr fVdwu jkgk;ps vlsy rj Js”BRokph geh 

ns.kk&;k ;k izek.kdkiklwu dks.krhgh laLFkk Lor%yk oafpr Bsow 

‘kdr ukgh- brj Li/kZd tsOgk v’kk izdkjph xq.koRrk ns.;kph geh 

nsrkr R;kosGh izR;sdkyk Li/ksZr fVdwu jkg.;klkBh xq.koRrk n;koh 

ykxrs-  
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2 lsok izfdz;srhy iqujko`Rrh] viO;;] gLr{ksi ;kaps ok<rs 

izek.k ;koj fu;a=.k Bso.;klkBh ntkZ fu/kkZfjr dj.kk&;k 

izek.kdkph xjt vk;-,l-vks- P;k ek/;ekrwup iw.kZ gksrs-  

3 vk;-,l-vks- izek.kd izkIr laLFkk Eg.kts ntsZnkj lsok vlk 

ykSfdd izkIr gksrks- R;k laLFksyk ntsZnkj laLFkk Eg.kwu txkr 

xq.koRrsP;k fud”kkoj ekU;rk izkIr gksrs-  

4 okpdkaP;k xjtk >ikV;kus ok<r vkgsr] R;kpizek.ks 

xzaFkky;kP;k ckcrhr ns.;kr ;s.kk&;k lsok R;kapk ntkZ ;kckcr 

vis{kk lrr cnyr vkgsr- v’kk ifjfLFkrhr vk;-,l-vks- 

izek.kdkeqGs lokZr eksBk ykHk xzaFkky; o laLFksyk gksrks-  

Vh- D;w- ,e- iz.kkyhr izR;sd VI;kps ek.kdhdj.k dsys vlY;keqGs 

rs [kk=hps vlrs- ;keqGs loZ lacaf/krkauk R;kizek.ks dke dj.;kph 

,d fn’kk feGrs- R;keqGs ijLij fojks/kh dkes gks.;kph ‘kD;rk 

deh vlrs- mnkgj.k n;k;ps >kys rj &  

 

baEihjhvy dkWyst baXyaM & 

[kkyhy lgk i/nrhus xq.koRrk izca/k djrs-  

1 baVjuy vkWMhV & varxZr lferhrQsZ nj ikp o”kkZauh izR;sd 

foHkkxkps ewY;kadu dsys tkrs- fu”d”kZ dk<ys tkrkr-  

2 laLFksps ewY;kadu & ckgsjhy O;kolkf;d laLFksdMwu loZ 

vH;kldzekps ewY;ekiu dj.;kr ;srs- 

3 ckgsjhy ifj{kd & ifj{kd brj laLFkkrwu ;srkr R;kaps 

dMwu ewY;ekiu ?ksrys tkrs-  
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4 izk/;kidakrQsZ ewY;ekiu  & njo”khZ&Lo;a iz;Rukph] ;’kkph 

rikl.kh le{k HksVh ?ksÅu dj.;kr ;srs- 

5 ysDpjps ewY;ekiu & loZ ysDpjlZps fon;kF;kZdMwu 

ewY;ekiu-  

6 fon;kFkhZ izk/;kid & dfeVh & lrr gs dk;Z o”kZHkj pkyw 

vlrs-    

 

csYth;e fon;kihB & 

ISO & 9001 uqlkj 1994 lkyh izekf.kr >kys- 1990   

iklwu r;kjh lq: dsyh gksrh- R;kauh [kkyhy VI;krwu dke dsys-  

1 DokWyhVh flLVhe r;kj dj.ks-  

2 fe’ku LVsVesaV- 

3 DokWyhVh gWaaMcqd cufo.ks- 

4 DokWyhVh vkWMhV dj.ks-  

 

vk;- vk;- Vh- psUuÃus & vk;-,l-vks- 9000 ps izek.ki= izkIr dsys-    

 

4444----7777    vk;-,l-vks- xq.koRrk izek.k izkIr dj.;klkBh 

?;ko;kph dkGth 

 & mPp O;oLFkkidkus xq.koRrs’kh vkiyh ckaf/kydh ekU; 

d:u loZ O;oLFkkidkauk xq.koRrk fo”k;d izf’k{k.k fnys ikfgts- 

xq.koRrk tkx`rh fuekZ.k Ogkoh ;klkBh lferhph LFkkiuk dj.ks] 

R;kn~okjs xq.koRrk tkx`rhpk dk;Zdze r;kj djkok ykxrks-  
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& varxZr xq.koRrk okjaokj dj.ks loZ deZpkjh vkf.k vf/kdkjh 

;klkBh xq.koRrk fo”k;d ifj”knk ppkZl=s ;kaps vk;kstu o 

xq.koRrk ekfgrh iqfLrdk r;kj dj.ks-  

& fofo/k foHkkxkrhy xq.koRrk fo”k;d /kksj.k d:u loZ e;kZnk o 

=qVhph rikl.kh dj.ks-  

& varxZr xq.koRrk fo”k;d /kksj.k vkf.k dk;Z i/nrhps rKkadMwu 

ewY;ekiu dj.ks-  

& xq.koRrk ekfgrh iqfLrdk vkf.k xq.koRrsps daiuhrhy fud”k gs 

vk;-,l-vks- izekikizek.ks vkgsr fd ukgh ;kaph rikl.kh dj.ks-  

& iwoZ ewY;kadu o vads{k.k d:u xq.koRrk /kksj.kkrhy =qVh nwj 

dj.ks-  

& vk;-,l-vks- izekikauqlkj daiuhP;k fofo/k dk;kZps izeki fu/kkZj.k 

dj.ks-  

& vk;-,l-vks- dMwu ;k izekikauk ekU;rk izkIr dj.ks-  

& izekikuqlkj dk;Z Ogkos ;klkBh ;ksX; o fu;fer izf’k{k.kkph 

;kstuk dj.ks fofo/k ikrG;kaoj =qVh o nks”kkaps vkdyu Ogkos 

;klkBh varxZr rikl.kh ;a=.ksph LFkkiuk dj.ks- 

& izR;sd foHkkxkP;k izeq[kkus vkiY;k foHkkxkps xq.koRrk vads{k.k 

fu;feri.ks Ogkos ;koj Hkj ns.ks-   

& izR;sd uO;kus fu/kkZfjr izeki xq.koRrk iqfLrdsps vk;-,l-vks- 

izek.ku laLFksdMwu ewY;ekiu dj.ks-  

& vk;-,l-vks- izkIr dj.;klkBh varhe rikl.kh dj.ks-  
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4444----8888    vk;-,l-vks- xq.koRrk izek.kd i= izkIr dj.;kps VIis  

    

1 1 1 1 O;kIrh  

okpdkauk tkLrhr tkLr lek/kku feGowu ns.ks o izHkkoh 

dk;Zi/nrhpk voyac d:u xzaFkky;kr tkLrhr tkLr lq/kkj.kk 

?kMowu vk.k.;kP;k n`”Vhus vk;-,l-vks- i/nrhpk okij dsyk tkrks-  

    

2 2 2 2 vk;-,l-vks- i/nrhpk voyac dj.;klkBh ykx.kkjs lanHkZ & & & & vk;-

,l-vks- dk;ZiqfLrdk r;kj dsY;kizek.ks lanHkZ xksGk dj.ks-     

    

3 3 3 3 ‘krhZ vkf.k O;k[;k &&&& vk;-,l-vks- dk;ZiqfLrdk r;kj dsY;kizek.ks 

‘krhZaph iwrZrk dj.ks- 

    

4 4 4 4 xq.koRrk O;oLFkkiu iz.kkyh & & & &     

4-1 loZlk/kkj.k xjtk  

& laiw.kZ xzaFkky;kr xq.koRrk lq/kkj.kk o lkrR; jk[k.;klkBh 

iz;Ru dj.ks-  

& ;k izfdz;spk dze Bjfo.ks-  

& fg xq.koRrk izfdz;k iw.kZ dj.;klkBh ykx.kk&;k rkaf=d ckch 

;kapk okij izHkkohi.ks dj.ks-   

& ;k loZ izfdz;kaps fo’ys”k.k rlsp eksteki dj.ks-  

4-2 ykx.kkjh dkxni=s-  

& xzaFkky;hu xq.koRrk ;kstuk o R;kaph mn~nh”Vs-  
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& xq.koRrk dk;ZiqfLrdk-  

& vkarjjk”Vªh; ekukadu laLFksdMwu ykx.kkjh xq.koRrsfo”k;hph 

dkxni=s iq<hyizek.ks vkgsr- loZlk/kkj.k] xq.koRrk iqfLrdk] 

dkxni=kaojhy fu;a=.k] uksanhojhy fu;a=.k-   

    

5 5 5 5 O;oLFkkiukph tckcnkjh & & & &     

5-1 dk;ZiqfLrdsr BjfoY;kizek.ks O;oLFkkiukph dk;Zokgh gksr vkgs 

fd ukgh R;kdMs y{k ns.ks rlsp xq.koRrse/;s lkrR; jk[k.;kP;k 

n`”Vhus iz;Ru dj.ks- R;klkBh [kkyhy xks”Vhapk voyac dj.ks- 

& okpdkaP;k xjtkaps egRo iVowu ns.ks vkf.k R;klkBh ?ksrY;k 

tk.kk&;k lHkk ;ke/;s okjaokj vkf.k d/khrjh ;s.kk&;k xjtk 

;klkBh iz;Ru dj.ks- 

& xq.koRrsfo”k;h ;kstuk r;kj dj.ks- 

& xq.koRrsfo”k;h izLFkkfir dsysY;k mn~nh”Vkaph [kk=h dj.ks-    

& O;oLFkkiu i/nrhpk vk<kok okpdkaP;k xjtsuqlkj ?ks.ks- 

& O;oLFkkiukfo”k;h ppkZl= vk;ksftr dj.ks-  

& miyC/k lk/kukaph [kk=h dj.ks-  

5-2 okpd gsp dsanzLFkku & mPp O;oLFkkiukyk okpdkaP;k xjtk 

o R;k xjtk iw.kZ dj.;klkBh ykx.kkjh lk/kus ;kapk ;ksX; leUo; 

lk/krk vkyk ikfgts o R;kpk dy gk okpdkaP;k lek/kkukdMs 

vlyk ikfgts-  

5-3 xq.koRrk ;kstusP;kckcrhr [kkyhy xks”Vhaph iwrZrk 

O;oLFkkiukus dsyh ikfgts-  
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& xq.koRrk ;kstuk fg laLFksP;k gsrw’kh fuxfMr vlyh ikfgts-  

& xq.koRrk ;kstusps /;s; gs lkrR;kus lq/kkj.kk gsp vlys ikfgts- 

& xq.koRrk ;kstusph /;s; iw.kZ dj.;kP;k n`”Vhus ikBiqjkok dj.ks-   

& xq.koRrk ;kstusph /;s; fg ,desdkauh letkowu ?ksryh ikfgts-  

5-4 xq.koRrk O;oLFkkiu iz.kkyhps fu;kstu  

5-5 O;oLFkkiukph tokcnkjh] vf/kdkj dszanzLFkkus vkf.k lqlaokn-  

5-6 O;oLFkkiukpk vk<kok-  

    

6 6 6 6 lk/ku O;oLFkkiu              

6-1 lk/kukaph rjrwn      

& okpdkaP;k xjtk iw.kZ d:u R;kauk lek/kku feGsy ;k n`”Vhus 

iz;Ru dj.ks-  

6-2 euq”;cG O;oLFkkiu     

lq;ksX; izf’k{k.k] dkS’kY; rlsp vuqHko ;kapk okij 

euq”;cG O;oLFkkiukr dj.ks xjtsps vlrs-  

& fdz;k’khyrk] izf’k{k.k vkf.k tkd:drk-    

& vkiY;kyk gos vlysys dke iw.kZ d:u ?ks.;klkBh izf’k{k.k 

oxZ ?ks.ks- 

& vki.k dsysY;k d`rhpk dk;ZiwrhZP;k n`”Vhus vk<kok ?ks.ks-  

& xq.koRrk izfdz;slaca/khpk vkiyk dkekpk Hkkx deZpk&;kauk 

letkowu lkax.ks-  

& rlsp deZpk&;kaps f’k{k.k dkS’kY; vkf.k vuqHko ;kaP;k 

ri’khyokj uksanh Bso.ks-  
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6-3 eqyHkwr lqfo/kk  

& lqlTt bekjr o R;kP;k’kh fuxfMr brj lks;h-  

& rkaf=d lk/kus-  

& lkgk¸;d lsok mnk nG.koG.k] tulaidZ o ekfgrhiz.kkyh-  

 

7 7 7 7 okpdkaP;k xjtkaP;k tk.khosps fu;kstu v’kk i/nrhus >kys 

ikfgts fd] R;kauk goh vlysyh ekfgrh Rofjr feGkyh ikfgts 

vkf.k R;kdfjrk lq;ksX; v’kk i/nrhpk okij dj.ks-  

7-1 okpdkaP;k xjtka’kh fuxfMr izfdz;k fg R;kaph xjt 

R;kaP;ki;Zar ekfgrh lk/kus iksgpfo.;klkBh nG.koG.kkP;k 

lk/kukapk okij dj.ks- mnk- Vikyh lsok bR;knh-  

7-2 okpdkaP;k laca/kh izfdz;k laLFksyk egRokph okV.kkjh o 

okpdkaph xjt iw.kZ dj.kkjh v’kk loZ ckchapk lekos’k okpd 

laca/kh izfdz;sr dsyk tkrks-  

7-3 okpdka'kh lqlaokn okpdkaP;k xjtk izHkkohi.ks iw.kZ 

dj.;klkBh R;kaP;k’kh lqlaokn lk/k.ks xjtsps vlrs- R;kdfjrk 

[kkyhy xks”Vhapk okij dsyk tkrks- xzaFkky;krhy lk/kukaph 

ekfgrh ns.ks] xkzgdkaP;k rdzkjhaps fujlu d:u ?ks.ks-  

 

8 xq.koRrk fo’ys”k.k vkf.k lq/kkj.ksfo”k;h izfdz;k  

8-1 xq.koRrk fo”k;d iz.kkyhP;k fdz;k’khyrsfo”k;h [kk=h dj.ks- 

xq.koRrk O;oLFkkiu iz.kkyh vf/kd vf/kd izHkkoh gks.;kP;k 

n`”Vhus lkrR;kus iz;Ru dj.ks-  
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8-2 xzkgdkaps lek/kku okpdkaP;k loZ xjtkaph iwrZrk d:u rs 

lek/kkuh vkgsr fd ukgh rs ikg.ks-  

8-3 ekfgrhps fo’ys”k.k laLFksus xksGk dsysY;k loZ ekfgrhps 

fo’ys”k.k dj.ks rlsp rh ekfgrh okpdkaP;k xjtk iw.kZ dj.;kP;k 

n`”Vhus mi;ksxh vkgs fd ukgh R;kph iMrkG.kh dj.ks-  

8-4 lq/kkj.kk & xq.koRrk ;kstuk] mfn~”Vs] iMrkG.kh] ekfgrh 

fo’ys”k.k ;k loZ i/nrhapk okij d:u lkrR;kus lq/kkj.ksoj Hkj 

ns.ks-   

8-5 cny izfdz;k & pqdhph ekfgrh oxGwu R;kr ;ksX; cny 

?kMowu vk.k.ks R;klkBh [kkyhy ik;&;kapk voyac dj.ks-  

& okpdkaP;k rdzkjhaph n[ky ?ks.ks-  

& okpdkaP;k rdzkjhaph dkj.ks ‘kks/k.ks- 

& izfrca/kkRed mik;;kstuk dj.ks-  

& vki.k dsysY;k d`rhaP;k ifj.kkekapk vk<kok-   

8-6 izfrca/kkRed d`rh & vki.k dsysY;k d`rhaP;k ifj.kkekaP;k 

ukasnh Bso.ks- 

& vki.k BjfoysY;k izfrca/kkRed mik;;kstuk ;k ifj.kkedkjd 

vkgsr fd ukgh ;kpk vk<kok ?ks.ks-  

& izfrca/kkP;k n`”Vhus vko’;d d`rhapk voyac dj.ks-  

    

4444----9999    ys[kkifj{k.k &  

,[kkn;k laLFksps fdaok O;fDrps vf/kd`rfjR;k dsysys ifj{k.k- 

ys[kkifj{k.kkps Qk;ns & 

xjtkaph iMrkG.kh djrk ;srs-  
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tkx:drk vkf.k lkeatL; ok<.;kl enr gksrs-  

mPp O;oLFkkiuk’kh fuxfMr vl.kk&;k O;Drhauk vki.k voyac 

dsysY;k dk;Zi/nrhph [kkrjtek djrk ;srs-  

dk;Zi/nrhr lq/kkj.kk dj.;kP;k n`”Vhus vf/kd oko feGrks-  

fu;fer ys[kkifj{k.k >kY;kl lkrR;kus lq/kkj.kk gksr jkgrs-  

 

ys[kkifj{k.kkps izdkj & 

ys[kkifj{k.kkps ukasn.kh vkf.k izek.ki=-  

mRiknus vkf.k xzkgdka’kh djkji=-  

la;qDr ys[kkifj{k.k vkf.k ,df=r ys[kkifj{k.k- 

 

ys[kkifj{k.kkP;k izR;{k izfdz;sph ekfgrh & 

ys[kkifj{k.kkpk mn~ns’k R;klkBh ykx.kkjh lk/kus] ys[kkifj{k.kk’kh 

fuxfMr izfdz;k ;kaph ekfgrh lknj dsyh tkrs-  

ys[kkifj{k.k izfdz;sph iMrkG.kh R;kojhy mik; rlsp rh tkLrhr 

tkLr mi;ksxh gks.;kP;kn`”Vhus iz;Ru dsys tkrkr-  

ifj{k.k izfdz;spk dze rlsp vkarxZr fdz;kapk gks.kkjk ifj.kke ;koj 

y{k Bsork ;srks-   

 

varZxr ys[kkifj{k.k o cfgZxr ys[kkifj{k.k izfdz;spk vk<kok 

& 

  Hkkjrh; ekukadu i/nrhps voyac dj.;klkBh nksu izdkjP;k 

ys[kkifj{k.k izfdz;sph  vko’;drk vlrs- varZxr ys[kkifj{k.k 

izfdz;se/;s varZxr LVkQyk izkslsl Vsªfuax nsÅu R;kaP;kdMwu 
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ys[kkifj{k.k djowu ?ksrys tkrs- gs ys[kkifj{k.k nj rhu efgU;kauh 

dsys tkrs- R;ke/;s BjfoysY;k i/nrhizek.ks dke gksrs fd ukgh gs 

ikfgys tkrs- tj R;kizek.ks dke gksr ulsy rj lq/kkj.kk 

dj.;klkBh oko fnyk tkrks-  

  cfgZxr ys[kkifj{k.k izfdz;se/;s cfgZxr lfVZfQds’ku ckWMhdMwu 

ys[kkifj{k.k djowu ?ksrys tkrs- gs ys[kkifj{k.k o”kkZrwu ,dnk dsys 

tkrs- R;ke/;s BjfoysY;k i/nrhizek.ks dke gksrs fd ukgh gs ikfgys 

tkrs- ekxs dk<ysY;k pqdk lq/kkjY;k fd ukgh gs ikfgys tkrs-  

   

varZxr ys[kkifj{k.k o cfgZxr ys[kkifj{k.k ;k nksUgh 

ys[kkifj{k.kkpk ,dp mn~ns’k vlrks rks Eg.kts vki.k th 

dk;Zi/nrh voyacyh vkgs rh ;ksX;izdkjs lqjGhr lq: vkgs- rlsp 

;k dk;Zi/nrhr dks.kR;k fBdk.kh lw/kkj.kk dj.;kph xjt vkgs 

R;k xks”Vh iMrkGwu ikg.ks-  

    

4444----10101010    vk;-,l-vks- i/nrhps xazFkky;krhy Qk;ns  

 

1 xzaFkky;krhy dkedktkr vk;- ,l- vks- eWU;qvy lanHkZ 

lk/ku Eg.kwu okijrk ;srs-  

2 dkeke/;s xq.koRrk vk.kyh tkrs- vk/kqfud ra=KkukP;k 

dkGkr ifjiw.kZrk feGrs-   

3 okpdkaP;k xjtkapk l[kksy fopkj dj.ks rlsp 

okpdkacjkscj fgrlaca/k lq/kkj.ks-  
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4 nSuafnu dkekph iqujko`Rrh VkGyh tkrs o dkekr 

vpwdrk] lkrR; gksrs- ln;fLFkrhr vlysY;k ikjaikfjd iz.kkyhr 

cny d:u R;kr ukfoU; vku.ks-  

5 uohu vkysY;k deZpk&;kauk izf’k{k.k ns.;klkBh dkekph 

,d i/nr ifji=dkP;k :ikus ekxZn’khZdk r;kj vlrs] deZpk&;kaps 

fgrlaca/k lq/kkj.;kl enr gksrs-  

6 dke dj.;kph i/nr lksih] fu;ekuqlkj ikjn’khZ fnysY;k 

mn~nh”Vka’kh] /;s; iw.kZ dj.;kP;k n`”Vhus gksrs-  

7 dkeke/;s lq/kkj.kk dj.;klkBh rikl.kh dsyh tkrs o 

pwdhP;k gks.kk&;k dkeke/;s lq/kkj.kk gksrs] okjaokj gks.kk&;k R;kp 

R;kp pwdk VkGY;k tkrkr- xazFkky;krhy fofo/k izfdz;kae/khy nks”k 

‘kks/kwu nwj dsys tkrkr-  

8 dkekph okjaokj dsysY;k iMrkG.kheqGs iS’kkps ewY; 

ti.;kl enr gksrs- ;k dk;Ziz.kkyheqGs dke djrkuk ;s.kk&;k 

vMp.kh yodj lksMfoY;k tkÅ ‘kdrkr- rlsp deZpk&;kauk 

dkeklkBh mn;qDr djrk ;srs-  

9 dkekr lkrR;kus lq/kkj.kk dj.;klkBh fu;feri.ks 

?ksrysY;k lHkkapk fyf[kr ri’khykapk iqjkok Eg.kwu mi;ksx gksrks-    

 

4444----11111111    vk;-,l-vks- i/nrhps xazFkky;krhy rksVs  

dks.krsgh uohu dke djrkuk yksdkapk R;kdMs c?k.;kpk 

n`”Vhdksu ,d rj dke izkekf.kdi.ks iw.kZ dj.;kpk vlrks o nqljs 

dkekr pwdk ‘kks/k.;kpk vlrks-  

1 osG[kkÅ i/nr vkgs- 
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2 ;keqGs dkekrhy yofpdrk laiw”Vkr ;sÅ ‘kdrs-  

3 dke dj.;kph i/nr fDy”V o eqn~nslwn ;keqGs yksd rh 

VkG.;kpk iz;Ru djrkr- 

4 vk;- ,l~- vks- i/nrheqGs dkekpk mRlkg fVdowu Bso.ks 

vo?kM gksrs- 

5 vk;- ,l~- vks- i/nrh voyacrkuk euq”;kyk Lor:P;k 

orZukr] dkekP;k i/nrhr vusd cny djkos ykxrkr vkf.k gs 

cny Lohdkj.ks fg izfdz;k lgtklgth yodj vkRelkr dsyh 

tkr ukgh- 

 

4444----11112222    vk;- ,l~- vks- iz.kkyhpk xzaFkky;kr voyac dsY;kuarj 

fofo/k foHkkxkr gks.kkjk cny [kkyhyizek.ks-  

lanHkkZlkBh fyf[kr lk/kus miyC/k dsysyh vlrkr- izR;sd 

dk;Ziz.kkyhe/;s fofo/k QkWeZpk okij dsyk tkrks- xzaFkky;krhy 

dkedktkr vk;- ,l~- vks- eWU;qvy lanHkZ lk/ku Eg.kwu okijrk 

;srs- 

vk;- ,l~- vks- iz.kkyhpk 

xzaFkky;kr voyac dj.;kiwohZph 

dkekph i/nr 

vk;- ,l~- vks- iz.kkyhpk 

xzaFkky;kr voyac dsY;kuarj 

gks.kkjk ldkjkRed cny 

gsrw (Purpose) 

dkekph i/nrh fyf[kr Lo:ikr 

ulY;keqGs dke dj.;kP;k 

i/nrhr O;Drhuqlkj cny gksrks 

o R;keqGs dkekr =`Vh jkgw 

vk;- ,l~- vks- iz.kkyhe/;s 

BjfoysY;k mn~ns’kkizek.ks dke 

dsys tkrs o dkekph i/nrh 

fyf[kr Lo:ikr vlY;keqGs 
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‘kdrkr-  dke dj.;kP;k i/nrhr O;Drh 

cnyyh rjh dkekps Lo:i 

cnyr ukgh-  

O;kIrh (Scope) 

dkekph O;kIrh Bjfoysyh 

vlrsp vls ukgh-  

xzaFkky;krhy loZ izdkjP;k 

eqfnzr o veqfnzr lkfgR;kyk 

vk;- ,l~- vks- iz.kkyhph rRos 

ykxw gksrkr-  

dkekps o.kZu (Activity Description) 

izR;sd dkekph foHkkx.kh] i/nr 

vf/kdkj Js.khizek.ks fyf[kr 

Lo:ikr Bjfoysyh vlrsp vls 

ukgh-  

izR;sd dkekph foHkkx.kh] i/nr 

vf/kdkj Js.khizek.ks fyf[kr 

Lo:ikr Bjfoysyh vlrs- 

lanHkZ (Reference) 

xzaFkky;krhy nSuafnu 

dkedktkr lanHkZ lk/kus miyC/k 

vlrkrp vls ukgh-  

lanHkkZlkBh fyf[kr lk/kus 

miyC/k dsysyh vlrkr- izR;sd 

dk;Ziz.kkyhe/;s fofo/k QkWeZpk 

okij dsyk tkrks- xzaFkky;krhy 

dkedktkr vk;- ,l~- vks- 

eWU;qvy lanHkZ lk/ku Eg.kwu 

okijrk ;srs-  

ukasnh (Records) 

dsysY;k loZ dkekP;k uksanh 

fo”k;kizek.ks] rkj[ksuqlkj tru 

dsysY;k loZ dkekP;k uksanh 

fo”k;kizek.ks] rkj[ksuqlkj tru 
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dsY;k tkrhyp vls ukgh-  dsY;k tkrkr R;kps nj rhu 

efgU;kauh varxZr vkWMhV dsys 

tkrs o izR;sd o”khZ cfgZxr 

vkWMhV dsys tkrs-  

xq.koRrk O;oLFkkiukps /;s; 

lk/; djrk ;sÃyp gs 

fuf’pri.ks lkaxrk ;sr ukgh- 

laiw.kZ xq.koRrk O;oLFkkiukps 

/;s; lk/; djrk ;srs- 

xq.koRrspk ntkZ dk;e 

jk[k.;kpk iz;Ru dsyk tkrks-  

xq.koRrspk ntkZ dk;e 

jk[k.;kP;k n`”Vhus lkrR;kus 

iz;Ru dsyk tkrks- 

osGsph dqBsfg e;kZnk ukgh- izR;sd dkeklkBh osGsph e;kZnk 

vkgs ca/ku vkgs- R;keqGs 

vkiksvkip vk;-,l-vks- 

dsY;kuarj osG deh ykxrks- 

dsysY;k dkekps ys[kkifj{k.k 

Bjkfod osGsuarj dsys tkrsp 

vls ukgh- 

dsysY;k dkekps varxZr o 

cfgZxr ys[kkifj{k.k Bjkfod 

osGsuarj dsys tkrs- R;keqGs 

gks.kk&;k pwdk yxsp letrkr o 

dkekph fö:Drh VkGyh tkrs- 

 

4-13 vk;- ,l~- vks- iz.kkyhpk xzaFkky;kr voyac 

dj.;kiwohZph dkekph i/nr o vk;-,l-vks-pk voyac 

dsY;kuarj xzaFkky; dkekrhy i/nrhe/;s gks.kkjk cny 

[kkyhyizek.ks- 
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xzaFkmiktZu foHkkxkr (Acquisition Section) vk;- ,l~- vks- 

iz.kkyhpk voyac dj.;kiwohZph ejkBokMk vfHk;kaf=dh egkfo|ky; 

xzaFkky;kr  dkekph i/nr [kkyhyizek.ks gksrh-  

 

& uO;kus ekx.kh vlysY;k xzaFkkaph vH;kldzekizek.ks] vokarj okpu] 

lanHkZlkfgR;] xzaFklwphizek.ks ;knh r;kj dj.ks-   

& izkpk;kZadMwu rh ;knh ekU; d:u ?ksÅu R;kph lacaf/kr xzaFk 

fodszR;kaP;k ukokus ipsZl vkWMZj r;kj dj.ks- 

& xzaFk fodszR;kadMwu rs xzaFk ekxowu ?ks.ks- 

& fnysY;k xzaFk ;knhizek.ks xzaFk riklwu ?ks.ks] R;koj lksiLdkj 

dj.ks] R;kaph xzaFkekaM.kh dj.ks-  

& xzaFkkaph fcys riklwu ys[kk foHkkxkdMs psd r;kj dj.;klkBh 

ikBfo.ks- 

xzaFk[kjsnhlkBh ykx.kkjk dkyko/kh iq<hy rDR;ke/;s n’kZfoyk 

vkgs-  

v- 

dz- 

o”kZ 

    

2009&102009&102009&102009&10    2010&112010&112010&112010&11    2011&122011&122011&122011&12    2012&132012&132012&132012&13    

1111 uO;kus [kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

izR;sd 

foHkkxkdMwu 

ekxowu ?ks.ks  

 

fn- 06060606----04040404----2009200920092009    

jksth [kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

ekxfoyh gksrh- 

-------------------- 

izR;sd 

foHkkxkdMwu  fn-  

fn- 13131313----04040404----2020202011110000    

jksth [kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

ekxfoyh gksrh- 

-------------------- 

izR;sd 

foHkkxkdMwu  

fn- 00001111----00008888----2020202011111111    

jksth [kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

ekxfoyh gksrh- 

-------------------- 

izR;sd 

foHkkxkdMwu  

fn- 00002222----00007777----2020202012121212    

jksth [kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

ekxfoyh gksrh- 

-------------------- 

izR;sd 

foHkkxkdMwu  



65 
 

30303030----04040404----2009200920092009    jksth 

[kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

feGkyh-  

25 25 25 25 fnol 

fn- 00003333----00005555----2020202011110000    

jksth [kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

feGkyh- 

22221111    fnol  

fn- 22225555----00008888----2020202011111111    

jksth [kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

feGkyh-  

25252525    fnol 

fn- 33331111----00007777----2020202012121212    

jksth [kjsnh 

djko;kP;k 

xzaFkkaph ;knh 

feGkyh-  

22229999    fnol 

2222 izkpk;kZadMwu  

ipsZl vkWMZj 

ekU; djowu 

?ks.ks  

fn- 02020202----00005555----2009200920092009    

jksth izkpk;kZaP;k 

lghyk ikBfoyh 

-------------------- 

fn- 04040404----00005555----2009200920092009    

jksth izkpk;kZph 

lgh >kyh 

2222    fnol 

fn- 00004444----00005555----2020202011110000    

jksth 

izkpk;kZaP;k 

lghyk 

ikBfoyh 

-------------------- 

fn- 00005555----00005555----2020202011110000    

jksth 

izkpk;kZph lgh 

>kyh 

2222    fnol 

fn- 22226666----00008888----2020202011111111    

jksth 

izkpk;kZaP;k 

lghyk 

ikBfoyh 

-------------------- 

fn- 26262626----00008888----2020202011111111    

jksth 

izkpk;kZph lgh 

>kyh 

1111    fnol 

fn- 00008888----00009999----2020202012121212    

jksth 

izkpk;kZaP;k 

lghyk 

ikBfoyh 

-------------------- 

fn- 00008888----00009999----2020202012121212    

jksth 

izkpk;kZph lgh 

>kyh 

1111    fnol 

3333 ipsZl vkWMZj 

xzaFkfodzsR;kd

Ms ikBfo.ks  

fn- 04040404----00005555----2009200920092009    

jksth ipsZl vkWMZj 

xzaFkfodzsR;kdMs 

ikBfoyh 

1111    fnol 

fn- 06060606----00005555----2020202010101010    

jksth ipsZl 

vkWMZj 

xzaFkfodzsR;kdMs 

ikBfoyh 

1111    fnol 

fn- 22227777----00008888----2020202011111111    

jksth ipsZl 

vkWMZj 

xzaFkfodzsR;kdMs 

ikBfoyh 

1111    fnol 

fn- 10101010----00009999----2020202012121212    

jksth ipsZl 

vkWMZj 

xzaFkfodzsR;kdMs 

ikBfoyh 

1111    fnol 

4444 izR;{kkr xzaFk 

xzaFkky;kr 

vkY;kph uksan  

fn- 17171717----00006666----2009200920092009    

jksth 55555555%    

iqLrds vkyh 

44444444    fnol 

fn- 31111----00005555----2020202010101010    

jksth 63%    

iqLrds vkyh 

26262626    fnol 

fn- 12121212----00009999----2020202011111111    

jksth 55558888%    

iqLrds vkyh 

17171717    fnol 

xzaFk vkysys 

ukgh-  

 

5555 xzaFkkaph 

izkslsflax  

fn- 30303030----00006666----2009200920092009        

rs fn- 18181818----00007777----2009200920092009    

xzaFkkaP;k 

fn- 33331111----00005555----2020202011110000        

rs fn- 11116666----00006666----

2020202011110000    xzaFkkaP;k 

fn- 12121212----00009999----2020202011111111        

rs fn- 23232323----00009999----

2020202011111111    xzaFkkaP;k 

& 
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izkslsflaxlkBh 

ykx.kkjk osG        

19191919    fnol 

izkslsflaxlkBh 

ykx.kkjk osG        

11117777    fnol 

izkslsflaxlkBh 

ykx.kkjk osG        

11112222    fnol 

6666 xzaFkfodzsR;kaph 

fcys 

isesaVlkBh 

ys[kkfoHkkxkr 

ikBfo.ks  

fn- 19191919----00007777----2009200920092009    

jksth 

xzaFkfodzsR;kaph 

fcys 

ys[kkfoHkkxkr 

ikBfoyh 

1111    fnol 

fn- 18181818----00006666----2020202010101010    

jksth 

xzaFkfodzsR;kaph 

fcys 

ys[kkfoHkkxkr 

ikBfoyh 

3333    fnol 

fn- 23232323----00009999----2020202011111111    

jksth 

xzaFkfodzsR;kaph 

fcys 

ys[kkfoHkkxkr 

ikBfoyh 

1111    fnol 

& 

7777    xzaFk[kjsnhlkBh 

ykx.kkjk 

,dw.k 

dkyko/kh 

xzaFk[kjsnhlkBh 

lk/kkj.k 73 73 73 73 

fnol  dkyko/kh 

ykxyk  

xzaFk[kjsnhlkBh 

lk/kkj.k 70 70 70 70 

fnol  

dkyko/kh 

ykxyk 

xzaFk[kjsnhlkBh 

lk/kkj.k 57 57 57 57 

fnol  

dkyko/kh 

ykxyk 

& 

 

xzaFkmiktZu foHkkxkr (Acquisition Section) vk;- ,l~- vks- 

iz.kkyhpk voyac dj.;kiwohZ iq<hy e;kZnk vk<Gwu vkY;k-  

;k lxG;k izkslsllkBh osGsph e;kZnk ukgh-  

dq’kyrk vkjk[kMk r;kj dsysyk ukgh-  

dsysY;k dkekps ys[kkifj{k.k Bjkfod osGsuarj dsys tkrsp vls 

ukgh-  

dsysY;k loZ dkekP;k uksanh fo”k;kizek.ks] rkj[ksuqlkj tru dsY;k 

tkrhyp vls ukgh-  

xzaFkky;krhy nSuafnu dkedktkr eWU;qvy fdaok lanHkZ lk/kus 

miyC/k ukghr-  

 



67 
 

ijarq vk;- ,l~- vks- iz.kkyhpk voyac dsY;kuarj vkiksvkip 

;k ;ke/;s ldkjkRed cny gksÃy- ofjy izfdz;kalkBh vk;- ,l~- 

vks- iz.kkyhr dks.krs QWkeZ dls Hkjk;ps ;klkBhps uequk QWkeZ 

la’kks/kdkus lqpfoys vkgsr- QWkeZ uacj 201 rs 210] 213] 214]215] 

218  

 

    fu;rdkfyd foHkkxkr (Serials Section) vk;- ,l~- vks- iz.kkyhpk 

voyac dj.;kiwohZph dkekph i/nr-  

 

& fu;rdkfydkaph okpdkaP;k] lacaf/kr foHkkxkP;k ekx.khizek.ks 

;knh r;kj dj.ks-  

& izkpk;kZadMwu rh ;knh ekU; d:u ?ksÅu R;kph lacaf/kr 

izdk’kdkaP;k] fodszR;kaP;k ukokus ipsZl vkWMZj r;kj d:u ys[kk 

foHkkxkdMs psd fdaok fM- fM- r;kj dj.;klkBh ikBfo.ks-   

 

fu;rdkfyd foHkkxkr vk;- ,l~- vks- iz.kkyhpk voyac 

dj.;kiwohZ iq<hy e;kZnk vk<Gwu vkY;k-  

& fu;rdkfyd fodszR;kadMwu rh fu;rdkfyds ekxowu ?ks.ks- 

& uohu vkysY;k fu;rdkfydkaph izR;sd efgU;kyk ukasnofgr uksan  

dj.ks o u vkysY;k fu;rdkfydkalkBh Lej.k i=s ikBfo.ks- fg 

dkes osGsoj dsyh tkr ukghr- R;klkBh fyf[kr lanHkZlk/kus ukghr- 

 

;k lxG;k =qVh Hk:u dk<.;klkBh vk;- ,l~- vks- iz.kkyhpk 

voyac dsY;kuarj cny gksÃy-  
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ofjy izfdz;kalkBh vk;- ,l~- vks- iz.kkyhr dks.krs QWkeZ dls 

Hkjk;ps ;klkBhps uequk QWkeZ la’kks/kdkus lqpfoys vkgsr-  

QWkeZ uacj 222222221111] 222]226]227]228]229]230] 222]226]227]228]229]230] 222]226]227]228]229]230] 222]226]227]228]229]230---- 

 

xzaFk nso?kso foHkkxkr (Books Issue – Return Section) vk;- ,l~- 

vks- iz.kkyhpk voyac dj.;kiwohZph dkekph i/nr-  

 

& xzaFkky;kr vkysY;k okpdkyk gos vlysys iqLrd okpuklkBh 

?kjh BjysY;k dkyko/khdfjrk ns.ks-  

& xzaaFk ijr ?ksrkuk m’khjk ijr vkysY;k xzaFkaklkBh okpdkadMwu 

foyac ‘kqYd BjfoysY;k fu;ekizek.ks vkdkj.ks-   

& xzaaFkkaP;k ekx.khizek.ks rh okpdkauk miyC/k d:u ns.ks-  

& xzaFk xzaFkky;kr ijr vkY;koj R;kaph dikVkae/;s ;ksX; dzekus 

ekaM.kh dj.ks- 

 

;k lxG;k =qVh Hk:u dk<.;klkBh vk;- ,l~- vks- iz.kkyhpk 

voyac dsY;kuarj cny gksÃy-  

& xzaaFkkaP;k ekx.khizek.ks rh okpdkauk miyC/k d:u ns.;klkBh 

okpdkaP;k ekx.khizek.ks lsok ns.ks okpdkapk fQMcWd ?ks.ks- Eg.kts 

lsosr lq/kkj.kk gksÃy-  

& xzaFk xzaFkky;kr ijr vkY;koj R;kaph dikVkae/;s ;ksX; dzekus 

fo”k;kizek.ks ekaM.kh dj.ks- o ;k lxG;k i/nrh vk;- ,l~- vks- 

iz.kkyhr BjY;kizek.ks gksrkr fd ukgh gs ikfgys tkÃy- 
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ofjy izfdz;kalkBh vk;- ,l~- vks- iz.kkyhr dks.krs QWkeZ dls 

Hkjk;ps ;klkBhps uequk QWkeZ la’kks/kdkus lqpfoys vkgsr-  

QWkeZ uacj 212121216]6]6]6] 212121217] 218] 219] 220] 223] 224] 2257] 218] 219] 220] 223] 224] 2257] 218] 219] 220] 223] 224] 2257] 218] 219] 220] 223] 224] 225 

     

lanHkZlsok foHkkx (Reference Section) vk;- ,l~- vks- iz.kkyhpk voyac 

dj.;kiwohZph dkekph i/nr-  

 

& okpdkauk goh vl.kkjh ekfgrh R;kauk dks.kR;k xzaFkkr vFkok vU; 

lk/kukaP;k vk/kkjs feGsy R;k L=ksrkaph ekfgrh okpdkauk ns.ks-  

& xzaFkky;kr uO;kus vkysY;k xzaFkkaph ekaM.kh v’kk i/nrhus dj.ks 

fd okpdkauk rh okpdkauk yxsp fnlsy-   

 

;k lxG;k =qVh Hk:u dk<.;klkBh vk;- ,l~- vks- iz.kkyhpk 

voyac dsY;kuarj cny gksÃy-  

& okpdkapk fQMcWd ?ks.ks o R;kizek.ks lsok ns.ks-  

4444----11114444    deZpk&;kadMwu iz’ukoyhl feGkysyk izfrlkn 

xzaFkky;kr dke dj.kk&;k deZpk&;kauk xzaFkky;kr vk;-,l-

vks- i/nrhpk voyac dsY;kuarj gks.kk&;k cnyklaca/kh tkx:drk 

d:u ns.ks ;klkBh R;kaP;kdMwu lnj iz’ukoyh Hk:u ?ksrysyh 

vkgs- ln;fLFkrhr vl.kk&;k leL;k vkf.k vk;-,l-vks- i/nrhpk 

voyac dsY;kuarj gks.kkjs cny gk R;kekxpk mn~ns’k vkgs-  
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v- 

dz- 

iz'ukps Lo:i  deZpk&;kadMwu  feGkysyk 

izfrlkn 

1 vk;-,l-vks- Eg.kts dk; ;k i/nrha lanHkkZr 

ekfgrh vkgs dk ? 

;k i/nrha lanHkkZr 75%  yksdkauk 

ekfgrh vkgs- 

2 xzaFkky;kr vk;-,l-vks- i/nrhapk voyac 

djrkr ;kcn~ny ;kvxksnj ekfgrh gksrh dk 

? 

xzaFkky;kr vk;-,l-vks- i/nrhapk 

voyac djrkr ;kcn~ny 75% yksdkauk 

ekfgrh gksrh- 

3 xzaFkky;kpk dq’kyrk vkjk[kMk (Quality 

Manual) Eg.kts dk; gs ekfgr vkgs dk ?   

ukgh-  

4 xzaFkky;kph dkS’kY; ;kstuk (Quality Plan) 

Eg.kts dk; gs ekfgr vkgs dk ? 

ukgh- 

5 xzaFkky;kph dq’kyrk i/nrh (Quality 

Procedures) Eg.kts dk; gs ekfgr vkgs dk ?  

ukgh- 

6 xzaFkky;krhy dkekps varZxr ys[kkifj{k.k 

dsys tkrs dk ?   

ukgh- 

7 xzaFkky;krhy dkekps cfgZxr ys[kkifj{k.k 

dsys tkrs dk ?  

ukgh- 

8 xzaFkky;krhy dkekph iqujko`Rrh gksrs dk ? xzaFkky;krhy dkekph iqujko`Rrh gksrs 

vls 50% yksdkaps er vkgs- 

9 vkiY;k xzaFkky;kr vk;-,l-vks- djko;kps 

vlsy rj vkiyh r;kjh vkgs dk ?    

gks;-  

10 R;klkBh Vsªfuaxph vko’;drk vkgs dk ? gks;- 

11 xzaFkky;kr vk;-,l-vks- d’kklkBh djkosls 

okVrs ? 

xzaFkky;krhy nSuafnu dkedktkr 

,dlw=hi.kk ;sÃy- deh osGkr tkLr 
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dke gksÃy- dsysY;k dkekps ifj{k.k 

dsys tkrs R;keqGs pwdk y{kkr ;srkr- 

12 brj dkgh lwpuk xzaFkky;kr vk;-,l-vks- dsysys vlkos 

vls er 100% deZpk&;kaps vkgs gs 

lkscr tksMysY;k iz’ukoyh o:u 

letrs-  

 

deZpk&;kadMwu iz'ukoyhl 100 % izfrlkn feGkyk- ;ko:u 

vls vuqeku dk<rk ;sÃy fd] xzaFkky;kr vk;-,l-vks- djkos vls 

er deZpk&;kaps vkgs- xzaFkky;ke/;s dq’kyrk vkjk[kMk] dkS’kY; 

;kstuk o dq’kyrk i/nrh rlsp xzaFkky;krhy dkekps varZxr o 

cfgZxr ys[kkifj{k.k dsys tkr ukgh R;keqGs dkekr gks.kk&;k pwdk 

yxsp y{kkr ;sr ukgh-  

 

vk;-,l-vks- ps Qk;ns ekudkaP;k vk/kkjs ns.;kr ;s.kk&;k 

lsokae/;s xq.koRrspk ntkZ dk;e jk[kyk tkrks- xq.koRrspk ntkZ 

dk;e jk[k.;kP;k n`”Vhus lkrR;kus iz;Ru dsys tkrkr-  

xzaFkky;ke/;s dq’kyrk vkjk[kMk] dkS’kY; ;kstuk o dq’kyrk 

i/nrh rlsp xzaFkky;krhy dkekps varZxr o cfgZxr ys[kkifj{k.k 

djrk ;sÃy- ;k izek.kkph okjaokj rikl.kh d:u R;kr osGksosGh 

ykxsy rlk ;Fkk;ksX; cny dsyk ikfgts- R;keqGs lsosP;k ntkZe/;s 

vuqdwy cny lrr ?kMr jkgwu dkekph i/nr izek.kc/n jkghy-  
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4444----11115555    vk;- ,l~- vks- iz.kkyhpk voyac dsY;kuarj 

xzaFkky;krhy O;oLFkkiukr o fofo/k foHkkxkar gks.kkjk 

ldkjkRed cny [kkyhyizek.ks vkgs- 

 

& izR;sd dkekph VI;kVI;kus foHkkx.kh dj.;kr vkysyh vkgs- 

rlsp dkekps fu;kstu dj.;kl enr gksrs-  

& vk;- ,l~- vks- iz.kkyhpk voyac dsY;kuarj dkekph i/nr 

let.;kl lksih gksrs-  

& dkeke/;s ofj”Bkaiklwu dfu”Bkai;Zar loZ deZpk&;kapk lgHkkx 

vkf.k lqlaokn ok<rks-  

& dkekpk fuf’pr vkjk[kMk vxksnjp vkiY;kdMs r;kj vlrks-  

& vk;- ,l~- vks- iz.kkyheqGs dkekph i/nr O;Drhfujis{k gksrs- 

& vk;- ,l~- vks- iz.kkyhe/;s osG vkf.k dkekph foHkkx.kh dsyh 

tkrs-  

& deZpk&;kapk ;ksX; fu.kZ; ?ks.;kl enr gksrs-  

& xzaFkky;krhy izR;sd foHkkxkr ldkjkRed cny >kysyk fnlwu 

;srks o R;keqGs dkekph xq.koRrk ok<rs-  

& dkekps ewY;ekiu dsys tkrs o okjaokj gks.kk&;k pqdk deh 

gksrkr o xq.koRrk lq/kkj.;kl enr gksrs-  

& vk;- ,l~- vks- iz.kkyheqGs dkekrhy pwd yxsp y{kkr ;srs-  

 

vk;-,l-vks- ntkZ i/nrhpk vkjk[kMk 
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tls xzaFkky; vf/kdk&&&&;kauh xzaFkky;kps gsrw] mn~ns’k ys[kh 

uksanowu Bsokosr rlsp izR;sd xzaFkky;hu dkekpslq/nk ckjdkÃus 

fVIi.k djkos vls vk;- ,l- vks- ekxZnf’kZdsr EgVys vkgs- 

xzkgdkaph xjt y{kkr ?ksÅu R;k xjtkaph iwrZrk djrkuk th 

ikoys mpykoh ykxrhy R;kaph ys[kh uksan vl.ks vko’;d vkgs- 

R;klkBh [kkyhy pkj xks”Vhaph iwrZrk gks.ks t:jhps vkgs-   

 

dq’kyrk vkjk[kMk (Quality Manual) 

;ke/;s xzaFkky;kP;k dkekP;k osGk] xzaFkky;kps fu;e] 

xzaFkky;klkBh jkcfoys tk.kkjs [kjsnhekxhy /kksj.k] [kpkZps okf”kZd 

ok ekfld /kksj.k] dk;kZy;hu dkedktkph :ijs”kk] osGki=d R;kaps 

vf/kdkj bR;knh loZ xks”Vhaph ri’khyokj ekfgrh uksanowu Bsoysyh 

vlkoh-  

 

dkS’kY; ;kstuk (Quality Plan) 

;kr xzaFkky;krhy izR;sd lsose/;s lq:okrhiklwu rs FksV R;k 

lsosph iksgkspo.khi;Zarph ri’khyokj ekfgrh dzekus fyfgyh tkoh- 

mnk- iqLrd [kjsnh- ;k izek.kkph okjaokj rikl.kh d:u R;kr 

osGksosGh ykxsy rlk ;Fkk;ksX; cny dsyk ikfgts- R;keqGs lsosP;k 

ntkZe/;s vuqdwy cny lrr ?kMr jkgwu dkekph i/nr izek.kc/n 

jkghy-  

 

dq'kyrk i/nrh (Quality Procedures) 

loZ dk;Zi/nrhph uksan.kh laLFksP;k loZ O;oLFkkidkauh feGwu 

BjfoysY;k i/nrhusp Ogkoh- mnk- osxosxG;k ekx.khra=kps uequs 
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r;kj d:u R;kapkp okij djkok- izR;sd uksan.khi=dkyk 

vuqdzef.kdk] rkjh[k] vko`Rrh o lacaf/kr vf/kdk&;kph lgh vlkoh- 

uoh vko`Rrh fu?kkY;kl tquh ckn djkoh- xzaFkky;kP;k ‘kk[kk 

vlrhy rj izR;sd ‘kk[kse/;s ntkZi/nrhP;k vkjk[kM;kph pkyw izr 

vlkoh- ;keqGs loZ ‘kk[kkarhy deZpkjh ,dlkj[khp dk;Zi/nrh 

voyacrhy- xzaFkky;krhy dk;Zi/nrh vkjk[kM;ke/;s uewn 

dsY;kizek.ksp veykr ;srkr dh ukgh gh vf/kd`r rikl.kh Quality 

Auditors fu;feri.ks djhr vlrkr- ;kr dkgh Qjd vk<GY;kl 

R;kphgh uksan ?ksÅu iq<s rh lq/kkjyh tkrs-  

 

dkS'kY; nIrj (Quality Records) 

ojhy frUgh xks”Vh Quality Manual, Quality Plan, Quality 

Procedures feGwu dkS'kY; nIrj Quality Records r;kj gksrkr- 

dkedkt ;kP;k lkgk¸;kus pkyrs] ;kpk ntkZ vf/kdk&;kadMwu 

rikl.kh gksÅu R;kaph [kk=h iVY;kojp laLFksyk vk;- ,l- vks- pk 

ntkZ iznku dsyk tkrks- xazFkky; O;oLFkse/;s ;kr dqBsgh pwd ok 

[kksV vk<Gyh rj ewG laLFksyk vk;- ,l- vks- nk[kyk feGr ukgh- 

;klkBh uksan dsysY;k izR;sd dk;kZph R;kuqlkj djkoh ykx.kkjh 

vaeyctko.kh l{kersus Ogkoh Eg.kwu xzaFkky; vf/kdk&;akuh dkgh 

;a=.kk ;kstkoh- R;keqGs loZ dkjHkkjkoj uhV fu;a=.k jkghy- mnk- 

izR;sd dk;Zi/nrh uhV o iw.kZi.ks ;ksftyh vkgs dh ukgh vko’;d 

xzaFkky;hu lk/kulkexzh miyC/k vkgs uk okpdkaP;k & xzkgdkaP;k 

xjtk iw.kZi.ks HkkxfoY;k tkrkr dh ukgh vls xq.kfoospu dk;e 

Lo:ikr jkcokos-  
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Toal quality management system 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1½ C;wjks vkWQ bafM;u LVWaMMZl~ % Hkkjrh; ekud 9001&2008 % C;wjks vkWQ bafM;u LVWaMMZl~] 

2008-   

 

Continual improvement of the quality management system in the Library 
 

Management  
Responsibility 

 

 
 
 
 
 
 
 
 
 
 

Users  
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Users 
 

Users Needs 
Realization 

 

Measurement, 
analysis & 
improvement 

Resource 
management  

 

Requirements 

 

Satisfaction 

Services 
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4444----11115555    ejkBokMk fe=eaMG vfHk;kaf=dh egkfo|ky; xzaFkky;klkBh 
[kkyhy DokWfyVh ekWMsy r;kj dsys vkgs-  
 
QUALITY MANUAL                                                                                   MMCOE, PUNE  

___________________________________________________________________________ 

TABLE OF CONTENTS (LIBRARY)                        PAGE 1 TO 1 

 

 

SECTION NO. CONTENT  PAGE NO. 

 

LIB 01 CONTROL OF PROVISION AND MAINTAING 

OF BOOKS AND  PERIODICALS IN LIBRARY  

 

LIB / R1  

PAGE 1 TO 6 

 

LIB 02 PURCHASING  

 

LIB / R2 

PAGE 1 TO 6 

 

LIB 03 CONTROL OF LIBRARY TRANSACTIONS  

 

LIB / R3  

PAGE 1 TO 3 

 

LIB 04 PRESERVATION OF LIBRARY RESOURCES 

 

LIB / R4 

PAGE 1 TO 3 

 

LIB 05 VERIFICATION OF BOOKS  

 

LIB / R5 

PAGE 1  

 

LIB 06 WRITE OFF OF BOOKS LIB / R6  

PAGE 1 
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QUALITY MANUAL                                                                                   MMCOE, PUNE  

___________________________________________________________________________ 

QUALITY OBJECTIVES (LIBRARY)                         

 

 

SR. NO. OBJECTIVE DESCRIPTION   VERIFIABLE INDICATOR 

 

 

01 

 

To increase usage data of Library in 

terms of books issued to the users at 

least 10% as compared to last year. 

 

 

Average issue of books per day 

 

02 

 

To procure at least one instructional 

material available in Audio / Video 

format for each programme run by our 

institute. 

 

 

Actual procurement of instructional 

material available in Audio / Video 

format. 

 

03 

 

To increase one title of book per newly 

admitted student in under graduate 

programme, post graduate programme 

run by our institute.  

 

 

Actual titles procured for UG and PG 

programmes. 
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QUALITY MANUAL                                                                                   MMCOE, PUNE  

___________________________________________________________________________ 

CH 6.3 LIB/R1                          PAGE 1 TO 6 

  

 

 

 
1  PURPOSE:  

1.1 To ensure control on activities related to provision and maintaining of books and 

periodicals in Library.  

 

2  SCOPE:   

2.1  Applicable to books, journals, non print material (Such as CD’s, floppies /  

Cassettes received along with books and journals) and news papers maintained in the 

Library.   

 

3  DESCRIPTION (REF.: PFC-LIB/01, P:PAC-LIB/01): 
 

  ACTIVITY                             RESPONSIBILITY 
 

3.1 Generation of requirement of new books based on samples of  

books received from booksellers:   
 

3.1.1 Whenever samples of new books are received from booksellers   Librarian 

along with approval memo, the same are offered for review to  
the concerned HODs. 
 

3.2 Generation of requirement of new books through catalogues:  Librarian  
 

3.2.1 Catalogues received from publishers are circulated to concerned  

HODs for recommendation of books.  
 

3.2.2  Recommendation of books is mark on the catalog.   HODs 

 
3.3  Processing of recommendations for new books:  

    

3.3.1  The book recommended by HODs are listed in ‘Book approval’   Librarian 

Form (Ref.: P:F-LiB/01). The ‘Book approval’ form is signed and  

Forwarded to the concerned HODs for authorization.  

 

3.3.2 The book approval form is reviewed, authorized and returned to the  HODs 

Librarian. 

 
3.3.3 The book approval form authorized by the concerned HODs is   Librarian  

submitted to the Principal for approval.    

 
3.3.4 The book approval form is reviewed and approved as appropriate for  Principal 

procurement.  

 
3.3.5 Based on the book approval, books are ordered on the relevant   Librarian 

bookseller through written communication and followed up through  

suitable communication.  

 

 

TITLE: CONTROL OF PROVISION AND MAINTATING OF BOOKS AND    

   PERIODICALS IN LIBRARY  
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QUALITY MANUAL                                                                                   MMCOE, PUNE  

___________________________________________________________________________ 

CH 6.3 LIB/R1                          PAGE 2 TO 6 

 

ACTIVITY                             RESPONSIBILITY 
 

3.4 RECEIPT AND ACCESSIONING OF NEW BOOKS:  
 

3.4.1  The books received are verified (Ref.: CH 7.4) for acceptability   Librarian 
 

3.4.2 Accessioning and technical processing of the books and relevant data Librarian 

Entry are carried out as per the guidelines for accessioning  
(Ref. P:WI-LIB/01). Accordingly books accession register  

(Ref.: P-F-LIB/02) is updated.  
 

3.4.3  The books are organized and maintained in closed cupboards at       Library attendant 

    Defined location (Ref.: CH 7.5.5.). a copy of each of the new books  

  is displayed in the ‘New arrivals’ cupboard. 

 

3.4.4  Arrival of new books is informed to the HOD’s Staff and Students  Librarian  

  Through a circular (a copy of the circular is displayed on the       Library attendant 

   Notice board).        

3.4.5  The books are issued to the readers and retrived as per the chapter :  Librarian  
  Library transactions (Ref. : CH 7.5.1 LIB). 
 

3.4.6  Status on new books is submitted for management review  Librarian  

  (Ref.: CH 5.6).                          
 

3.5 ACQUISITION OF JOURNALS   
 

3.5.1  Requirement of journals is assessed through inputs such as:  Librarian 

• Internet  

• Publishers’ contacts  

• Advertisements  

• Complimentary copies  

• Already subscribed journals  

• Renewal notices  

• Requirements from Trustees/ Principal/ Secretary/ HOD’s/ Staff / Students.  
 

3.5.2  Accordingly a journal requirement note (Ref.: P:F-LIB/03) is prepared  Librarian 

  and forwarded to the concerned HOD for authorization.  
 

3.5.3  The journals requirement note is reviewed, authorized and returned   Concerned HOD 

  to the Librarian. 

3.5.4 The journal requirement note authorized by the concerned HODs is  Librarian 
submitted to the Principal for approval.    

 

3.5.5  The journal requirement note is reviewed and approved as   Principal  

  Appropriate, for procurement. 
 

3.5.6  In case the subscription fee is in ‘Rupees’ the approved journals   Librarian   

  requirement note is forwarded to the Accounts for arranging DD/ 

  Cheque towards subscription amount. Accordingly a DD/Cheque is  
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___________________________________________________________________________ 

 CH 6.3 LIB/R1                          PAGE 3 TO 6 

 

ACTIVITY                             RESPONSIBILITY 

   

received from Accounts.  

 

In case the subscription fee is in foreign currency, required      

Documents (Duly authorized by the authorized signatories) are submitted   

to the Bank for preparation of a DD. Accordingly a DD is received from the  

Bank through Accounts. 
 

3.5.7 A suitable covering letter is prepared. An outward number is obtained from Librarian  

 Register’s Office. The covering letter is submitted to the Principal along with  

duly filled in subscription form / Renewal notice for authorization.  

 

3.5.8 The covering letter for subscription / renewal of subscription of journals is  Principal 
 reviewed and authorized.       

 

3.5.9 The covering letter is issued to the publisher along with DD/Cheque and duly  Librarian   
 Filled in subscription form / renewal notice. Receipt of journal is followed  

 Up with the publisher. 

 
3.5.10 The received journals are processed, recorded in the journals register      Library Assistant  

 (Ref.: P:F-LIB/04) and displayed in the journals / magazines rack. A list  

Of new journals is displayed on the notice board.   

 

3.5.11 The journals are issued to the readers and retrieved as per the chapter :      Library Assistant  

 Library transactions (Ref.: CH 7.5.1 LIB) 

 

3.5.12 At the end of every year, binding of the volumes of journals is arranged       Library Assistant  

 
3.5.13 Accessioning and processing of bound volumes of journals are carried         Library Attendant  

As per the guidelines for accessioning (Ref.: P:WI-LIB/01). Accordingly  

Bound volume accession register (Ref.: P-F-LiB/05) is updated. 
 

3.5.14 The bound volumes of journals are organized and maintained in closed      Library Attendant 

 Cupboards at defined location (Ref.: CH 7.5.5). 
 

3.5.15 Status on subscription / renewal of subscription of journals is submitted   Librarian   

 for management review (Ref.: CH 5.6). 

 

3.6 NON-PRINT MATERIAL (NPM) PROCESSING :  

 
3.6.1 Accessioning and technical processing of non-print material (Such as       Library Assistant  

CD’s, DVD’s and Cassettes received along with the books and journals) 

and relevant data entry are carried out as per the guidelines for accessioning  

(Ref.: P:WI-LIB/06) is updated.  

 

3.6.2 The non-print material is organized and maintained in closed cupboards      Library Attendant 

at defined location (Ref.: CH 7.5.5). 
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 CH 6.3 LIB/R1                          PAGE 4 TO 6 

 

ACTIVITY                             RESPONSIBILITY 

 

 

3.7 GENERATION AND EXECUTION OF REQUIREMENT OF NEWSPAPERS : 

 

3.7.1 A newspaper requirement note is generated based on inputs from the   Librarian  

 Principal / Staff / Students. The note is forwarded to the Principal for  

 Approval. 

 
 

3.7.2 The newspaper requirement note (Ref.: P-F-LIB/07) is reviewed and   Principal 

 approved as appropriate.  

 

3.7.3 Based on the approval of the requirement, suitable newspaper vendor  Librarian 

 Is contacted for starting of the subscription.  
 

3.7.4 The receipt of newspapers is recorded in ‘Newspaper receipt record’     Library Attendant   

 Form (Ref.: P.F-Lib/08). 
 

3.7.5 The news papers are displayed in the reading hall section. The news   Librarian /   

papers are sold as a scrap. Relevant scrap note is submitted to the                 Library Attendant   
Accounts for receiving the said amount from vendor. 

 

3.7.6 The news papers are scanned for new events / notifications related to     Library Attendant   

SCTR / MMCOE activities.    

 

 The relevant newspaper clippings are maintained (One original and one  

Photocopy) in the Library for perusal by the interested authorities of  

SCTR / MMCOE and Students.  

 
3.7.7 The newspaper bill received from vendor is verified as per the newspaper     Library Attendant   

Receipt record and submitted to the Librarian for authorization.  

 

3.7.8 The newspaper bill is authorized with receipt remarks and forwarded to   Librarian  

the Principal for approval. 

 

3.7.9 The newspaper bill is reviewed and approved as appropriate and forwarded  Principal 

 to the Accounts section for payment to the vendor.  

 

4 REFERENCES:  

 

4.1 CH 4.2.4 : Procedure for control of records  

4.2 CH 5.6  : Management review  
4.3 CH 6.3  : Infrastructure  

4.4 CH 7.4  : Purchasing  

4.5 CH 7.5.1 LIB : Library transactions  

4.6 CH 7.5.5 : Preservation of product  

4.7 P: PFC-LIB/01 : Process flow chart – control of provision and maintaining of books and  

     Periodicals in Library.  
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4.8 P:PAC-LIB/01 : Process activity chart – control of provision and maintaining of books and 

     periodicals in Library.  

4.9 P:WI-LIB/01 : Guidelines for accessioning  

4.10 P:F-LIB/01 : Book approval form 

4.11 P:F-LIB/02 : Format for books accession register  

4.12 P:F-LIB/03 : Journal requirement note  

4.13 P:F-LIB/04 : Format for Journal register  

4.14 P:F-LIB/05 : Format for Bound volume register 
4.15 P:F-LIB/06 : Format for NPM accession register 

4.16 P:F-LIB/07 : Newspaper requirements note 

4.17 P:F-LIB/08 : Newspaper receipt record form      

 

5 RECORDS: REFER TO C.H. 4.2.4. 

 

Ref Description Maint By at Indexing Retention 

Period 

 

P: LIB-

FILE/05 

New books procurement file containing :  

• Book approval form 

      (P.F-LIB/01) 

• Communication with booksellers 

and Publishers 

• Communication with 

Management/Principal/Staff/ 
Students 

 

Librarian, 

Library 

Date –Wise At least 2 years 

P: LIB-

FILE/06 

Journals procurement file containing: 

• Journal requirement notes  

(P.F-LIB/03) 

• Communication with publishers 

• Communication with 

Management/Principal/Staff/ 
      Students 

• Subscription (New/Renewal) 

Forms with covering letter 

• Bank documents for foreign 

currency DD (As applicable) 

•  

Librarian, 

Library 

Date –Wise At least 2 years 

P: LIB-

FILE/07 

Newspaper record file containing: 

• Newspaper requirement notes 

(P.F-LIB/07) 

• Newspaper receipt record 

(P.F-LIB/08) 

 

Librarian, 

Library 

Date –Wise At least 1 years 

P: LIB-

FILE/08 

Newspaper clippings file containing: 

• Newspaper clippings 

Library 

attendant, 
Library  

Category –

wise,  
Date-wise 

 

At least 2 years 
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P: LIB-

REG/03 

Books accession register in format  

(P:F-LIB/02) 

Librarian, 

Library  

Accession 

no –wise 

Permanent with 

updation 

 

P: LIB-

REG/04 

Journal register in format (P:F-LIB/04) Librarian, 

Library 

Sr. no.-wise At least 2 years 

after 

completion 
 

P: LIB-
REG/05 

Bound volume accession register in 
format (P:F-LIB/05) 

Librarian, 
Library 

Accession 
no –wise 

Permanent with 
updation 

 

P: LIB-
REG/06 

NPM accession register in format 
(P:F-LIB/06) 

Librarian, 
Library 

Accession 
no –wise 

Permanent with 
updation 
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1  PURPOSE:  

 

To ensure that the purchased product / service conforms to the specified 
requirements.  

 

2  SCOPE:   

 

2.1 Applicable to the purchasing of movable assets such as furniture / fixtures: lab 

equipment and stationary carried out by MMCOE.  

2.2 Applicable to the subcontracting of process such as maintenance, printing, 

housekeeping etc. 

2.3 Not applicable to the procurement of Library books/Journals (This aspect is described 

under acquisition of new books and journals in chapter: infrastructure (Ref.: CH 6.3) 

2.4  Not applicable to the purchasing carried out by SCTR/SITM. 

 

3  DETAILS OF THE PROCEDURE:   

 

ACTIVITY                             RESPONSIBILITY 

 

3.1. PURCHASING PROCESS:  

 

It is ensured that the type and extend of control applied to the          Management/ 

Suppliers, vendors and the purchased product is dependent upon              Principal/  

the effect of the purchased product on subsequent service         Purchase officer 

realization. This is described further in Para 3.1 and 3.3  
(Ref.: Para 3.1.1 & 3.3) 

 

3.1.1  EVALUATION AND SELECTION OF SUPPLIERS AND VENDORS: 

 

3.1.1.1   A New supplier (supplying product as per manufactures          Purchase officer 

  Specification) is registered using a supplier registration form   
  (Ref.: A:F-PUR/01). 

    

  Information in the supplier registration form is reviewed for        Purchase officer/

  evaluating the supplier on the basis of his ability to supply product          Principal 

as per MMCOE’s requirements. Accordingly the supplier is  

approved if found satisfactory. The supplier is included in the list of 

approved suppliers (Ref.:A.F-PUR/02). 

 

3.1.1.2  A new vendor (providing services/processing product as per         Purchase officer 
MMCOE’s specifications) is registered using a vendor  

registration form (Ref.:A.F-PUR/03).         

  Assessment of vendors processing product is arranged by deputing          Principal 
a suitable person for assessment. 

  Information in the vendor registration form is reviewed for                       Principal /  

evaluating the vendor on the basis of his ability to provide service/     Purchase officer 

   process product as per MMCOE’s requirements. Accordingly the  

  vendor is approved if found satisfactory. The vendor is included in  

TITLE: PURCHASING  
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ACTIVITY                             RESPONSIBILITY 

 

the list of approved vendors (Ref.:A.F-PUR04).         

 

3.1.1.3  Selection of a supplier or a vendor is done from the approved    Principal /  

  Suppliers / vendors on the basis of conditions such as present         Purchase officer 

  Work-load, price and delivery commitments prevailing at the  

  time of purchase. To facilitate selection a comparative statement    
  (Ref.:A.F-PUR/05) is used. As far as possible, three suppliers / 

  vendors are compared. (Sufficiency of comparisons is judged by the   

  Principal) 

3.1.1.4 At the start of every academic year the performance of approved               Principal /  

suppliers / vendors (providing/processing product) is recorded on       Purchase officer 

the supplier periodic evaluation sheet (Ref.: A:F-PUR/07) as  
applicable. Suppliers / vendors with unsatisfactory performance  

are treated as provisionally approved.  

3.1.1.5  In case of provisionally approved suppliers / vendors, warning letters       Principal /  
  are issued for improving their performance. Corrective action plan     Purchase officer  

  is obtained and followed up.   

3.1.1.6  In case the aggregate performance of provisionally approved         Purchase officer  
suppliers /  vendors has not shown required improvement, these are  

de-listed from the List of approved suppliers / vendors based on  

instructions from the Principal.  

 

3.1.1.7 CONTROL OF SERVICES OUTSOURCED TO SCTR: 

 

A monthly audit is conducted on the following operations and             Registrar  

Premises to assess the conformance to requirements and  

Improvements from previous audit:  
- Housekeeping  

- Civil Engineering  

- Hostel Administration  
- Canteen Services  

- Accordingly a SCTR outsourced process audit reports   Registrar 

(Ref.: A:F-PUR/08 a,b,c,d) are submitted to the Principal  
- Corrective / Improvement action plan is obtained from   Principal  

SCTR and followed up. 

- Result of audit and status or corrective / improvement action Principal  

Plan are submitted during management review (Ref.: CH 5.6). 

 

3.2 PRUCHASING INFORAMTION:  

 

3.2.1  Requirements for procurement of recourses are identified, based on      All Functional  

  The approved budget for coming academic year (Ref.: CH 6.1) and    Heads, 

Principal 

  Information on the available resources along with the total  

Requirement is worked out for coming academic year  

(Ref.: CH 7.5.1x, CH 8.2.4x).   

3.2.2  Based to the finalized requirement for procurement of product /           All Functional  

  Service, a purchase requisition (Ref.: A:F-PUR/09) is submitted to    Heads   
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ACTIVITY                             RESPONSIBILITY 

 

Principal.  

 

 

3.2.3  Referring to the purchase requisition approved by the Principal   Principal 

  quotations are invited from suppliers / vendors selected from the        Purchase officer 

  list of approved suppliers / list of approved vendors.   
 

  The quotations are reviewed and accordingly a comparative statement 

  is prepared (Ref.: Para No. 3.1.1.3) 

 

3.2.4  The terms and conditions of purchase are negotiated with the       Purchase officer  

  Suppliers / vendors. Recommendations on the selection of supplier/ 
  vendor and conditions of purchase are recorded on the comparative  

statement. The statement is forwarded to the trustee representative  

(Technical).  
 

3.2.5 The comparative statement is reviewed and supplier / vendor is        Principal  

finalized. The decision is recorded on the comparative statement.              Purchase  
                                                                                                                     committee  

 

3.2.6  Based on the selection of the supplier / vendor, a purchase order     Purchase officer  

  (PO) (Ref.: P:F-PUR/10) is raised. The PO no. is obtained from  

The purchase order register (Ref.: A.F-PUR/11). 

 

The PO is reviewed for adequacy and correctness of information   Principal  

such as:    

- the type, make, grade or other precise identification. 
- the title or other positive identification and applicable issues  

of specifications.  

- process requirements, verification instructions and other relevant  
technical data, including requirements for approval or qualification 

of product, procedure, process equipments and personnel.  

 
3.2.7  The Purchase Order is approved (evidenced by signature).  Principal 

3.2.8    The approved Purchase Order is distributed as follows:      Purchase officer   

- Supplier / Vendor  

- Accounts  

- Indenter  

- Office copy 
3.2.9 Receipt of the product / provisioning of the service is followed     Purchase officer  

Up with the supplier / vendor.         Indenter 

 

3.3 AMENDMENT TO A PURCHASE ORDER: 

 

3.3.1 In case of any changes desired in the purchasing data, an     Purchase officer   

amendment to the PO is prepared using PO format.  
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ACTIVITY                             RESPONSIBILITY 

 

 

3.3.2 The amendment to the PO is reviewed, approved and released     As per para 3.2.10 

In a manner similar to PO (Ref.: Para 3.2.10, 3.2.11 and 3.2.12).       3.2.11 and 3.2.12 

 

3.4.1  Before accepting the product following aspects are verified       Concerned Functional  

  As applicable, referring to the relevant purchase order, based   Head / Indenter  
  on the type of product received:  

- Type, make, grade or other precise identification  

- Visual damages  

- Test certificate / inspection report  

- Guarantee / warranty certificate  

- Operating and maintenance manual  
- Text matter and setting as per approved proof 

- Workmanship as per approved sample  

- Performance / Working  
 

3.4.2 Accordingly verification remarks are entered on the documents Concerned Functional  

Received from the supplier / vendor along with the product and       Head / Indenter  
and authorized.  

 

3.4.3 Documents received from the supplier / vendor (containing       Concerned Functional 

remarks on conformity authorized by the concerned functional         Head / Indenter  

Head / Indenter) are forwarded to the purchase officer after  

approval of the Principal.  

 

3.4.4 The relevant purchase requisition is updated with remarks on     Purchase officer  

the receipt of product. Supplier / vendor documents are  
forwarded to the accounts dept. for release of the payment.  

 

3.5 GENERAL:  

 

3.5.1              During verification, it is ensured that identification and traceability   Concerned  

are maintained as per the chapter identification and traceability         Functional Head/    
(Ref.: CH 7.5.3)             Indenter 

 

3.5.2  In case of any nonconformity detected during monitoring and       Concerned 

  Measurement of product, procedure for control of nonconforming     Functional 

Head/  

  Product (Ref.: CH8.3) is followed.          Indenter 
 

4  REFERENCE: 

 

4.1  CH 4.2.3  : Procedure for control of documents  

4.2  CH 4.2.4 : Procedure for control of records  

4.3  CH 6.1  : Provision of resources  

4.4  CH 6.3  : Infrastructure  

4.5  CH 7.0  : Product realization  
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4.6  CH 7.5.1x : Chapters related to control of service provision  

4.7  CH 7.5.3 : Identification and traceability 

4.8  CH 8.3  : Procedure for control of nonconforming product  

4.9   CH 8.2.4x  : Chapters related to monitoring and measurement of product  

4.9  WI-QA/nn  : Work instructions related to verification    

4.10  P:F-PUR/01 : Supplier registration form  

4.11  P:F-PUR/02 : Format for list of approved suppliers  
4.12  P:F-PUR/03 : Vendor registration form  

4.13  P:F-PUR/04 : Format for list of approved vendors  

4.14  P:F-PUR/05 : Comparative statement  

4.15  P:F-PUR/06 : Supplier periodic evaluation sheet 

4.16  P:F-PUR/07 : Vendor periodic evaluation sheet 

4.17  P:F-PUR/08a : SCTR outsourced monthly audit report  - Housekeeping  
P:F-PUR/08b : SCTR outsourced monthly audit report  - General maintenance                           

4.18  P:F-PUR/09 : Purchase requisition  

4.19  P:F-PUR/10 : Purchase order  
4.20  P:F-PUR/11 : Format for purchase order register  

 

5  RECORDS : Refer to CH 4.2.4  
 

Ref Description Maint By at Indexing Retention 

Period 

P: PUR-

FILE/05 

Supplier evaluation record file containing  

• Supplier registration form       

(P.F-PUR/01) 

• List of approved suppliers  

      (P.F-PUR/02)  

• Supplier periodic evaluation 

sheet (P.F-PUR/06)  

 

• Supplier periodic evaluation 

summary  

• Relevant communication  

 

Purchase 

officer / Office 

Supplier –

wise 

 

Date – wise 

 

Year –wise, 

Supplier – 

wise 
Year – wise 

 

Supplier-
wise, Date 

wise  

At least 3 years 

 

 

Permanent with 

updation 

At least 2 years 

 

 
At least 3 years 

 

At least 3 years   

P: PUR-

FILE/06 

Vendor evaluation record file containing: 

 

• Vendor registration form   

(P.F-PUR/03) 

• List of approved vendors  

(P.F-PUR/04) 

• Vendor periodic evaluation sheet 

(P.F-PUR/07)  

• Vendor periodic evaluation sheet 

(P.F-PUR/07) 

• Vendors periodic evaluation 

summary  

• Relevant communication 

Purchase 

officer / Office 

 

 

Vendor – 

wise 

Date –wise 

 

Year-wise,  

Vendor wise 

Year – wise 
 

Year – wise 

 
Vendor-Date 

wise    

 

 

At least 2 years 

 

Permanent with 

updation 

At least 2 years 

 

At least 3 years 
 

At least 3 years 

 
At least 3 years   
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Ref Description Maint By at Indexing Retention 

Period 

 

P: PUR-

FILE/07 

SCTR outsourced process audit record 

file containing :  

• SCTR outsourced monthly audit 

report –housekeeping  

      (P.F-PUR/08a) 

• SCTR outsourced monthly audit 

report – general maintenance  

      (P.F-PUR/08b) 

• Relevant communication  

Purchase 

officer / Office 

 

 

Month- wise 
 

 

Month- wise 
 

 

Date-wise 
 

 

 

At least 3 years 
 

 

At least 3 years 
 

 

At least 3 years  

P: PUR-

FILE/08 

Purchasing record file containing: 

 

 

• Purchase requisitions  

      (P.F-PUR/09) 

 

• Comparative statements   

(P.F-PUR/05) 
 

• Purchase orders  

      (P.F-PUR/10) 

  

• Relevant communication 

Purchase 

officer / Office 

 

 

 

Function- 

wise 

Date –wise 

PO no.- wise 

 
 

PO no.- wise 

 
 

Date-wise    

 

 

 

Till transferred 

to accounts 

after execution  

Till transferred 

to accounts 
after execution  

Till transferred 

to accounts 
after execution  

At least 3 years 

  

A:SEC-

SCTR-

FILE/05 

SCTR outsourced process audit record 

file containing:   

• Copies of SCTR outsourced 

monthly audit report – 
housekeeping (A.F-PUR/08a) 

• Copies of SCTR outsourced 
monthly audit report – general 

maintenance A.F-PUR/08b) 

 

Secretary / 

SCTR 

Month- wise At least 1 year 

P:<Func 

Tion>-

FILE/03 

F 

Functional purchase record file 

containing:  

 

 

• Copies of purchase requisitions 

(P.F-PUR/09) 

• Copies of purchase orders  

       (P.F-PUR/10) 

 

 

Functional 

head, Resp. 

dept 

 

 

 

 

Sr. No.-wise 
 

Month-wise 

 

 

 

 

At least 1 year 
after purchasing  

At least 1 years 

after 
completion 

A: 

PUR-

REG/03 

Purchase order register in format A:F-

PUR/11 

Purchase 

officer, office 

Sr. No.-wise 

 

At least 2 years 

after 

completion 
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1  PURPOSE:  

 

To ensure control on Library transactions.  

 

2  SCOPE:   

 
2.1 Applicable to the issue of books to students and subsequent retrieval – for reference 

use within Library premises / use outside Library premises (Ref.: Para 3.1) 

2.2 Applicable to the issue of books to staff and subsequent retrieval (Ref.: Para 3.2)  

 

3 DESCRIPTION (Ref.: P:PFC-LIB/02, P:PAC-LIB/02):  

 

ACTIVITY                             RESPONSIBILITY 

 

3.1 BOOK TRANSACTIONS (STUDENTS) – FOR REFERENCE USE WITHIN 

LIBRARY PREMISES: 

 

3.1.1  Upon request from the student for book – for reference use within   Library attendant/ 

  Library premises, the availability of book is checked. In case the     Assistant Library  

book is available, relevant entries are made on the book card  

(Ref.: P.F-LIB/09). Accession number of the book is scanned and  

the book card is maintained carefully at a defined location and the  

book is issued to the student.  

 

3.2.2 It is ensured that appropriate work environment is maintained in      Library attendant/ 
the Library premises (Ref.: CH 6.4).        Assistant Library      

 

3.1.3  In case the book is returned in good condition on the same day,      Library attendant/
   appropriate entry has been made in the relevant book card      Assistant 

Library  

 
3.1.4  In case the book is lost or damaged beyond repairs, replacement     Library attendant/  

  Is obtained from the student. In case the replaces book’s edition is   Assistant Library  

new, new accession number is allotted from the accession register.   

 

3.1.5 In case the book is returned in damaged condition and is       Library attendant/ 

Repairable., book binding is arranged from the student.                    Assistant Library  

 

3.1.6 In case the book is returned in good condition but after the due     Library attendant/ 

date, a fine is charged to the student as applicable.       Assistant Library  
 

3.2 BOOK TRANSACTIONS (STUDENTS) – FOR USE OUTSIDE LIBRARY  

PREMISES: 
 

3.2.1 Upon request form the student for book – for use outside Library     Library attendant/ 

Premises, the availability of book is checked. In case the book is      Assistant Library  

available, relevant entries are made on the book card and the date  

slip (Ref.: P:F-LIB/11) affixed on the book. The accession number  

TITLE: CONTROL OF LIBRARY TRANSACTIONS  
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ACTIVITY                             RESPONSIBILITY 

 

of the book and the registration number available on the I card are    

scanned and the book card re maintained carefully at a defined  

location and the book is issued to the student. Relevant Library book 

‘Demand slip’ is updated (if applicable; ref. para 3.2.2).  

 

 3.2.2  In case the book is not available and the student desires to receive   Library attendant/ 
  the same, a Library book ‘Demand slip’ (Ref.: P.F-LIB/14) is          Assistant Library   

  obtained from the student. Availability of the book is monitored.  

  the student is informed of the availability of required book. Such  

Book is reserved for at least four days after communication of the  

availability.  

   
3.2.3  In case the book is returned in good condition on or before the         Library attendant/ 

Due date, the entry has been deleted from the software and the         Assistant Library  

Appropriate entry is made on the book card.  
 

3.2.4  In case the book is lost or damaged beyond repairs, replacement      Library attendant/  

  is obtained from the student. In case the replaces book’s edition       Assistant Library  
 is new, new accession number is allotted from the accession  

register. 

 

3.2.5 In case the book is returned in damaged condition and is                  Library attendant/ 

Repairable, book binding is arranged from the student.                    Assistant Library 

 

3.2.6 In case the book is not returned on or before due date, rigorous               Principal / 

Follow-up is done with the student through written communication.       Librarian 

 
3.2.7 In case the book is returned in good condition but after the due     Library attendant/ 

Date, a fine is charged to the student as applicable.      Assistant Library 

 

3.3 BOOK TRANSACTIONS (STAFF) :  

 

3.3.1  Upon request from the staff for book, the availability of book is      Library attendant/ 
checked. In case the book is available, relevant entries are made     Assistant Library  

on the book card. The accession number of the book is scanned  

and after entering the member ID the book is issued to the concerned  

staff member. The book card is maintained carefully at the defined  

location. A staff  issue record register is updated online.    

 
3.3.2  In case the book is returned in good condition before the end of       Library attendant/ 

the term and the entry has been deleted from the software. Entries   Assistant Library 

in the relevant book card are updated accordingly and staff  issue  

record register are updated online.    

 

3.3.3 In case the book is lost or damaged beyond repairs, replacement      Library attendant/ 

Is obtained from the staff. In case the replaces book’s edition is       Assistant Library  

new, new accession number is allotted from the accession register.    
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Entries in the relevant book card and staff issue record register are  

  updated accordingly.  

 

3.3.4 In case the book is returned in damaged condition and is  Library Attendant/  

repairable, book binding is arranged from the staff.   Assistant Library  
 

Entries in the relevant book card and staff issue record register  

  are updated accordingly.  

 

3.3.5 In case the book is not returned even after the end of the term,       Principal /  

the concerned staff is followed up through reminders for return       Librarian 
of the book. 

 

Entries in the relevant book card and staff issue record register  
  are updated accordingly.  

 

3.4 Monitoring and measurement of the Library transactions process      Librarian 
Is carried out as per the chapter : monitoring and measurement  

of process for production and service provision.   

 

4 REFERENCES : 

4.1   CH 4.2.4  : Procedure for control of records  

4.2  CH 7.5.1  : Control of production and service provision  

4.3  CH 8.2.3  : Monitoring and measurement of process for production  

       And service provision.  

4.4  P:PFC-LIB/02  : Library transactions process flow chart 
4.5  P:PAC-LIB/02  : Library transactions process activity chart 

4.6  P:F-LIB/09  : Book card  

4.7  P:F-LIB/10  : Reference card  
4.8  P:F-LIB/11  : Date slip   

4.9  P:F-LIB/14  : Library book demand slip  

 

5 RECORDS : 

Ref Description Maint By at Indexing Retention 

Period 

P: LIB-

FILE/09 

Book transaction communication record 

file containing :   

• Library book demand slip’s   

      (P.F-LIB/14) 

• Communication with recipients 

of Library books 

Librarian, 

Library  

Date-wise 

 

At least 1 year 

 

 

  

 
 

 

 Cardex containing :  

• Book cards  

      (P.F-LIB/09) 

• Reference cards(P.F-LIB/10) 

 

Librarian, 

Library 

Accession 

No. wise 

Till the book is 

returned by the 

student 
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1  PURPOSE:  

 

To ensure that the conformity of product is preserved during service provision.  

 

2  SCOPE:   

 
 Applicable to the:  

2.1 Movable assets such as furniture / fixtures  

2.2 Lab equipment  

2.3 Books / Journals / CD’s / DVD’s / Floppies / Cassettes 

2.4 Stationery 

 

3 DESCRIPTION  

 

ACTIVITY                             RESPONSIBILITY 

 

3.1 IDENTIFICATION:  

 

3.1.1 It is ensured that various products as per the scope are identified         As per CH 7.5.3 

as per the chapter ‘identification and traceability’ (Ref.: CH 7.5.3).  

 

3.2  HANDLING:  

 

3.2.1  Handling of all products is arranged manually, carefully to avoid             Respective  

any damage.                 Functional 
           Heads / Staff  

3.2.2 Library users are informed about the care to be taken during              Librarian /  

Handling of books / Journals / CD’s / DVD’s / Floppies and                 Asst. Librarian 
Cassettes through guidelines for use of Library facilities  

(Ref.: P:WI-LIB/02).  

 

3.3 STORAGE:  

 

3.3.1 Storage of infrastructure (Except heavy equipment) is arranged     Respective  

neatly in racks / cupboards.        Functional Heads  

 

3.3.2  Library books are arranged neatly in classified manner in book  Librarian /  

cases with doors. Journals are displayed in racks. CD’s /        Asst. Librarian 

DVD’s / Floppies are stored in cupboards.   

 

3.3.3  Union receipt of product, verification is arranged as applicable,     Respective  

  As per chapter: Purchasing (Ref : CH 7.4). Relevant remarks on  indenter 

passing of the product are recorded on the documents received  

along with the product from supplier / vendor.   

 

3.3.4  The dead stock register (Ref.: P: F-INF/01) is updated in case of   Registrar  

TITLE: PRESERVATION OF LIBRARY RESOURCES 



94 
 

QUALITY MANUAL                                                                                  MMCOE, PUNE  

___________________________________________________________________________ 

CH 7.5.1 LIB/R0                          PAGE 2 TO 3 

 
ACTIVITY                             RESPONSIBILITY 

 

any additions / permanent shifting / disposal (after approval of  

the Principal) of the infrastructure.  

 
3.3.5 Temporary movement of the infrastructure is recorded in the the              Registrar  

 Movement register (Ref.: P:F-INF/02) maintained department-wise.  

 
3.3.6 Accessioning of Books / Journals /CD’s / DVD’s / Floppies is               Librarian / 

Carried out as per the chapter : Infrastructure (Ref.: CH 6.3). Track     Asst. Librarian 

of library transactions is maintained as per the chapter : Library  

transactions (Ref.: CH 7.5.1 LIB).      

 

3.3.7  Stationery items are issued to the requesting departments based on          Registrar 

The requests authorized by the concerned HOD.  

 

3.4 PROTECTION :  

 

3.4.1 It is ensured that the infrastructure and stationery items are   Respective  

adequately protected from water, dust, fire rodents and pests Functional Heads 

through routine maintenance (Ref.: CH 6.3) and work environment 

provisions (Ref.: CH 6.4).  

 

3.4.2 PROTECTION OF LIBRARY BOOKS / JOURNALS / CD’s / DVD’s /  

FLOPPIES :  

 

3.4.2.2  Plastic covers are put on the new books, binding of the used  Librarian /  

Books and is arranged after one year. Dusting of the books      Asst. Librarian / 

and is arranged after one year. Dusting of the books and        Library Attendant 

cupboards is arranged every day.       

 

3.4.2.3  CD’s /DVD’s and Floppies are neatly stored in CD covers /  Librarian /  

Jewel boxes / Plastic bags / Protective cases in a cool, dry      Asst. Librarian / 

environment.         Library Attendant 

 

3.4.2.4  Pest control is arranged in the Library once in a month through       Librarian/ 

  External agencies (Ref.: CH 6.4, CH 7.4).         Asst. Librarian 

 

4. REFERENCES:  

 

4.1  CH 4.2.4 : Procedure for control records  

4.2  CH 6.3 : Infrastructure 

4.3  CH 6.4  : Work environment 

4.4  CH 7.5  : Product realization  

4.5  CH 7.5.1 LIB : Library transactions 

4.6   CH 7.5.3 : Identification and traceability  

4.7  CH 7.4  : Purchasing  
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4.8  P:WI-LIB/02 : Guidelines for use of Library facilities 

4.9  P:F-INF/01 : Dead stock register 

4.10  P:F-INF/02 : Movement register 

  

5. RECORDS: Refer to the relevant chapters of quality manual.  
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1  PURPOSE:  

 

1.1  This procedure specifies the method of verification of books in Library.   

 

2  SCOPE:   

 

2.1  MMCOE central Library. 

 

3  PROCEDURE:   

 

3.1 Number of books in the Library are found by physical verification of existing 

books and books issued are added to get total number of books. This is then 

verified as per the accession register.  

 

3.2 Sample checking of each rack is done. 

 

3.3 As per the UGC norms of the verification if the number of books exceeds 

25000 and less than 50000 the verification is to be done once in three year.  

 

3.4 The books verification report is submitted to Principal for approval. 

 

3.5 List of lost books is prepared and submitted to Principal. The number of books 

falling within the limits of write off rules are written off. (As per general 

financial rules – 2005 government of india) 

 

4 REFERENCES: 

 

4.1 Verification report.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TITLE: VERIFICATION OF BOOKS 
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1  PURPOSE:  

 

1.1 The procedure describes the action to be taken in case, book is damaged 

beyond repairs. 

  

2  SCOPE: 

  

2.1  MMCOE central Library. 

 

3  PROCEDURE:   

 

3.1 The list of lost or damaged books is prepared every year by Librarian. The 

same is sent to chairperson Library for recommendation and further sent to 

Principal for approval. 

 

3.3 Further actions are initiated after receipt of approval from the Principal. 

 

3.4 Entries regarding the damaged books are made into withdrawal register.  

 

3.5 In case of lost or damaged book the new requisition is initiated by Librarian. 

 

3.6 The damaged books to be written off are sent for further processing by 

Librarian.      

 

 

4 REFERENCE : 

 

4.1  Withdrawal register.   

TITLE: WRITE OF BOOKS FROM ACCESSION REGISTER  
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5555----1 1 1 1 mfn~”Vkaph iMrkG.kh 

izLrwr la’kks/kuklkBh la’kks/kdkus [kkyhy mfn~”Vs ekuwu 

izkeq[;kus rh mfn~”Vs lk/; gks.;kP;k n`”Vhusp la’kks/ku dsys vkgs 

R;keqGs la’kks/kukn~okjs mfn~”Vs ;ksX;izdkjs lk/; >kysyh vkgsr gs 

[kkyhy iMrkG.kho:u fnlwu ;srs-    

1  dsysY;k la’kks/kukP;k vk/kkjs nSuafnu dkeke/;s ,dlw=hi.kk o 

f’kLr ;srs- dkekP;k ;ksX; i/nrheqGs dkekr gks.kk&&&&;k pwdk rlsp 

dkekph iwukZo`Rrh VkGrk ;srs- dsysY;k dkekps varxZr o cfgZxr 

ys[kkifj{k.k Bjkfod osGsr dj.;kr ;sr vlY;keqGs vkiksvkip 

xzaFkky;krhy dkekpk ntkZ fVdowu Bsoyk tkÃy- gks.kk&&&&;k pwdk 

gksÅ u;s ;klkBh iz;Ru djr ;srks- deZpk&&&&;kaP;k dkekrhy pwdk 

deh >kY;keqGs R;kapk vkRefo’okl ok<rks o vkiksvkip izR;{k o 

vizR;{kfjR;k osG o iS’kkph cpr gksrs-  

2  okpd o xzaFkky;krhy deZpk&&&&;kaP;kr fudksi laca/k izLFkkfir 

gks.;kl enr gksrs- xzaFkky;kr ;s.kk&&&&;k okpdkaP;k xjtk vksG[kwu 

R;kauk vf/kd pkaxY;k izdkjs lsok d’kh nsrk ;sÃy] ns.;kr ;s.kk&&&&;k 

lsokapk ntkZ pkaxyk vlyk ikfgts gs ikfgys xsys-  

3 loZ izdkjP;k dkekP;k dsysY;k uksanh fyf[kr iqfLrdsP;k 

Lo:ikr miyC/k gksrkr- xazFkky; ifjiw.kZ dj.;kP;k n`”Vhus enr 

gksrs- ;ko:u vls fnlwu ;srs fd] dqBysgh dke gs ,dk O;Drhiwjrs 

e;kZfnr ukgh- dkekP;k dsysY;k uksanh] dkekps Lo:i o i/nrh 

fyf[kr iqfLrdsP;k Lo:ikr miyC/k vlY;keqGs dke vpwd gksrs-  
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4444 vk;-,l-vks- ntkZ i/nrhpk vkjk[kMk vlY;keqGs tls 

xzaFkky;krhy vf/kdk&&&&;kauh xzaFkky;kps gsrw] mn~ns’k ys[kh uksanowu 

Bsokosr rlsp izR;sd xzaFkky;hu dkekpslq/nk ckjdkÃus fVIi.k 

djkos vls vk;- ,l- vks- ekxZnf’kZdsr EgVys vkgs- xzkgdkaph xjt 

y{kkr ?ksÅu R;k xjtkaph iwrZrk djrkuk th ikoys mpykoh 

ykxrhy R;kaph ys[kh uksan vl.ks vko’;d vkgs- R;klkBh [kkyhy 

pkj xks”Vhaph iwrZrk gks.ks t:jhps vkgs-   

dq’kyrk vkjk[kMk (Quality Manual) 

dkS’kY; ;kstuk (Quality Plan) 

dq'kyrk i/nrh (Quality Procedures) 

dkS'kY; nIrj (Quality Records) 

 xzaFkky;krhy deZpk&&&&;kauk l/;k dke djrkuk dk; vMp.kh 

vkgsr gs la’kks/kukrwu tk.kwu ?ksÅu R;k lksMfo.;kpk iz;Ru dsyk 

xsyk vkgs- vk;- ,l- vks- xq.koRrk i/nrh ykxw dj.;kvxksnj 

deZpk&&&&;kaph ekufldrk r;kj dsyh- 

 

5555----2222    fu”d”kZ  

x`fgr /kjysY;k x`fgrdkauqlkj ejkBokMk fe=eaMG 

vfHk;kaf=dh egkfo|ky; xzaFkky;kr vk;- ,l- vks- oki:u 

vk[kysY;k i/nrhe/;s tkLr dkVsdksji.kk ;srks vkf.k l/;kP;k 

dkekP;k i/nrhr lq/kkj.kk Ogkoh v’kkizdkjs vk;- ,l- vks- ps  

xzaFkky;klkBh DokWfyVh ekWMsy lknj dj.;kpk iz;Ru dsyk vkgs- 

xzaFkky;kP;k rhu ?kVdkaps fopkj lnj DokWfyVh ekWMsye/;s dsys 

vkgs- ¼xzaFklaxzg] okpd oxZ] xzaFkky; lsod oxZ½ 
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xzaFkky;kps xq.koRrk O;oLFkkiu vk;- ,l- vks- P;k vk/kkjs 

dsysys vkgs R;ko:u xzaFkky;kpk ntkZ mRre gksÃy- ns.;kr 

;s.kk&&&&;k  xzaFkky;hu lsokapk ntkZ lq/kkj.;kr ;srks] dkekr lkrR; 

;srs- loZ foHkkxkrhy dk;kZaph ,d i/nrh Bjfork ;srs- xzaFkky;kpk 

ntkZ fVdowu Bso.;klkBh enr gksÃy o xzaFkky;kdMs c?k.;kpk 

n`”Vhdksu cnyyk tkÃy-  

 

5555----3333    f’kQkj’kh  

 xzaFkky; lferhdMwu xzaFkky;hu dkekph rikl.kh lqpfoysY;k 

vk;- ,l- vks- DokWfyVh ekWMsyizek.ks rs izR;{kkr xzaFkky;kus okij.ks 

vko’;d okVrs- R;kuqlkj lq/kkj.kkapk vk<kok ?;kok- Bjowu 

fnysY;k dkekP;k i/nrhuqlkj lq/kkj.kk gksr vkgs fd ukgh gs lrr 

iMrkGwu ikfgys ikfgts-  
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Title : BOOK BANK  APPLICATION FORM                                        FF No : 200 

                                                                                                  1 of 2  

Open / S.C. / S.T./ D.T./ N.T.Students. 
                                                                                                                      Date: 
To, 
The Librarian,  
MMCOE, Pune – 52. 
 
Sir, 
 I Wish to avail of the facility/facilities of “ Book Bank Scheme”. My particulars are 
as follows :  
 
1) Full Name   :----------------------------------------------------------------------------------------- 
2) Class           :----------------------------------------------------------------------------------------- 
3) Marks obtained in last Examination :  
         Name of Exam                          C.P.I. (Cumulative Performance Index)                                         
 

 
4) Name of Guardian: -------------------------------------------------------------------------------- 
5) Annual Income of Guardian /Parent  
     From all sources : ---------------------------------------------------------------------------------- 
6) Permanent Postal Address :-- -------------------------------------------------------------------- 
           ------------------------------------------------------------------------ 
    ------------------------------------------------------------------------ 
7) If belonging to BC category : -------------------------------------------------------------------- 
    Quote Caste / Sub.Caste  
    (Photo copy to be attached)    
    I agree to handle the books with maximum care and return 
them intact before prescribed time limit. I shall also abide by the rules. 
                    Thanking you,  
                                                                                                      Yours faithfully, 
   
 
                                                                                                  (Signature of student)  
 
Remarks, recommendations of Librarian –  

1) Valid ‘I’ card verified.  
2) Caste certificate verified. 
3) Books may please be issued  

                                                                                       
    

 
                                                                                                                          Librarian.                                       
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Title : BOOK BANK  APPLICATION FORM                                        FF No : 200 

                                                                                                   2 of 2  

 
Note : 1) Student should write the name of the books available in “ Book Bank Scheme” 
           2) If the book is lost, the student has to replace the book lost with a new copy only. 
 
 

Sr. 
No. 

Name of the Author Title Call No Acc. No. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

 
 
 
 
                                                                         
                                        (Signature of Student) 
 
 
Remarks:                   
 
 
 
 
                                                                                                    Librarian   
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Title : Earn Learn Scheme in Library                                                             FF No : 201 
  

 

Submitted, 

 

 Subject: - Payment of students for the month of _________ working under            
                             Earn and Learn Scheme in Library Department 

 

 

 Following students are working under Earn and Learn scheme in library  
department. Details of their working hours in the month of  __________ 
are given below for your information.  

 

 

Sr. 
No. 

Name of the Student Date of 
Joining 

Number of 
days worked 

Total working 
hours 

     

     

     

     

 

 I  therefore request you to please give the instructions to Account  Section  
for releasing the payment of above mentioned students as per our institutional rule. 
 
 
 
 
 
                                                                                                           Librarian 
 
 
 
To, 
The Principal, 
MMCOE, Pune 52.  
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Title: Information About Books, Journals and Non Book Material             FF No :  202             
 
 

 
 
 
 
 
 
 
 
 
      

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

VISHWAKARMA INSTITUTE OF TECHNOLOGY 

666, UPPER INDIRA NAGAR, PUNE-411037 

 

LIBRARY MEMBERSHIP FORM FOR STAFF 

                                                                                            

 
 
 
 
 
 
 

                                                        

INFORMATION ABOUT BOOKS, JOURNALS & NON BOOK MATERIAL 
 

(As on    dd/mm/yy   )  
 

Total No of Books  

Total No of Titles  

Total No of Ref. Books  

      

 

Total No. of Journals  

(International =                 National =           ) 

 

 

 
CD’S         

 

IS Standards                 

 

           

 

 

DEPARTMENT WISE INFORMATION OF BOOKS / TITLES & JOURNALS  

 

 

BOOKS 
 

 

JOURNALS  

 

 
As Per Requisitions Received 

from DEPARTMENT 

 

VOLUMES TITLES NATIONAL INTERNATIONAL 

Computer / IT     

E & Tc     

Mechanical     

Applied Science           

MBA     

MCA     

 

Total     
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Title: Comparative Statement for Purchase of New Books                           FF No :  203             
 

 (TEXT / REFERENCE / GENERAL / FOREIGN BOOK) 
 
 

Name Of Supplier →     

Details   ↓ 
Supplier-I Supplier -II Supplier –III Supplier -IV Remarks 

Discount 
     

Delivery 
     

Payment Terms  
     

Insurance  
     

Packing & Forwarding  
     

Recommendation 
     

 
 
 

Librarian        Chairperson Library 
 
 
 

 

 

 
 

                   
                           

Approval of 

 
                                                                                                                                          

                                             
Principal  
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Title : Requisition Form For Library Books / Journals/BIS Codes                   FF No: 204 

 
            Suppliers Name:- ________________________________                                          Approval 
Memo No:- 
                                                                                                                                           Date: - 
 
 Please Purchase the following Books/Journals/ISI Codes in Central Library  
for_________________ Department. 

 
                                                          
 

Date:-                   Name & Signature of                                              Signature of                                                                
                              Staff Member                                        Library Comm. Member/HOD   
   
                                     
 
Signature of Librarian                                                   Signature of Officer Chairperson Library 
 
 
 
Submitted for approval 
 
To, 
The Principal, 
 

Sr. 
No. 

Title Author Publisher Price Per 
Copy 
Rs.          Ps. 

No of 
Copies 

Usage* Remarks  
From 
Library 
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Title : Requisition Form For Library Books / Journals/BIS Codes                   FF No: 204 

 
 
Estimated Cost (In Rs.) :-  
 
Expected Delivery Time in days from issue of P.O :-. 
 
Proprietary Item /Non Proprietary Item :-  
 
If Proprietary: It is certified that to the best of our Knowledge, above intended item is Proprietary item of 
M/s……………………………………………………. and is marketed by their only authorized Dealer 
M/s………………………………………………………. 
…………………………………………………………… 
in India /Maharashtra We shall be held responsible in case the certificate is found to be incorrect. 
 
 
Sign of Indenter                     and                               H.O.D 
 
Budgetary or Non Budgetary Item:-  
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Title : BOOK  PURCHASE  ORDER                                                            FF No: 205 

                                                                                                                            1 of 2 

 
 

To, 

 

______________________________ 

______________________________ 

______________________________ 

______________________________ 

 

 

Sub: Supply of Books. 

 

Sir, 

Please arrange to supply the books as listed in the annexure, subject to the conditions 
mentioned as under: - 
 

1. Books to be supplied should be brand new and from the list of latest editions. 
2. Delivery should be made within _____ days from the date of order. The purchase order may 

stand cancelled thereafter at the discretion  of the undersigned 
3. Delivery should be made at Marathwada Mitra Mandal’s College of Engineering , Pune - 52. 
4. Bill in Triplicate should be in the name of Principal, Marathwada Mitra Mandal’s College of 

Engineering , Pune - 52 and submitted along with the supplies.  
5. Packing, forwarding, freight, to be born by supplier. 
 

 
Thanking you. 

 

 

 

 

      
Principal  

 

 

 

  

 

 

 

 

 

 

 

 

 

Encl.: As above  
1) Accounts 
2) Library 
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Title : BOOK  PURCHASE  ORDER                                                            FF No: 205 

                                                                                                                            2 of 2 

 

List of Books 

 

 

                                            

 
 

                                                                                                                             Librarian 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sr. 
No. 

Title Author 
 

 

Publisher Price Per 
   Copy 
Rs.     Ps. 

No of 
Copies 

Remark 
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Title : Department Wise Budget Expenditure Statement                                   FF No: 206 

 

Financial Year  

 

 

 

 

 

Librarian  

 

 

 

 

 

Chairperson Library  

 

 

 

 

 

 

 

Department Budget Expenditure as on ________ 

   

   

   

   

   

   

   

   

   

   

   

   

Total =   



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

Copy to Principal  
 

Title : Date Slip Cum Book Pocket     FF No :207  

 
 

To be returned on or before the last date stamped below 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

LIBRARY 

 Marathwada Mitra Mandal’s College of Engineering 
 Karvenagar, Pune – 411052. 

 

� Rate of Fine:- A fine of Rs. 5/- will be charged for each day after the date of return is 
over for the first 10 days and Rs. 10/- per day for following days. 

 

 
 
 
 
 
 
 
 
 

Acc. No. 
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Title : Book Card           FF No : 208 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

LIBRARY 

                                                              Acc. No. 
 

REV. No. 0 Dt. :                    
FF No. 208 
 

Author______________________________________________________ 

 

Title________________________________________________________ 

 
____________________________________________________________ 
 
_____________________________________________________________ 

 

Name of  Borrower Signature Lent on 
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Title: Reminder        FF No : 209 

 

Ref. No. MMCOE/LIB/REMINDER                                                        Date:   

 

 

 

 

 

 

Dear Sir / Madam, 

   
The under mentioned Book / Books due from you has / have not yet been returned.  

Kindly return it / them immediately along with overdue charges. 
 
 
 

Yours faithfully,  
 
 
 

           Librarian 
 
 
 

Acc. No. Name of the Book Date of borrowing 
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Title : Verification  Report                FF No : 210 

 

 

ACEDEMIC YEAR  :                    Date:________________ 

                   
 
 MONTH & YEAR OF VERIFICATION :                TOTAL VERIFIED BOOKS   :  
 
 I. Total No. of Books As per Accession Register:   
 
       II. No. of Books Verified:                 ISSUED    FOR BOOK BIND  LIVE ON SHELF 

 
 i) Circulation             :1) Staff 
                                    2) Student  
 
 ii)  All Departments:- 
  
   
                                     Total    :  
 
            Grand Total     : 
 
 III. No. of Books Withdrawn: 
 

1) Out Dated Books 
 
2) Beyond repair Books  

  
 
                                        Total     :  
 
 IV. Previous Missing Books  :  
 
 
V. Missing Books  =  - I  - ( II   + III   + IV )    = ______________________  
 
 
 

Signature of verification Officer                                                                 LIBRARIAN 
 

 
 
 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 
 

Title : Library Budget                                                                                  FF No.211 
                                                                                                                       1 of 2 
 
 MMCOE/LIB/L-19                                                                                           DATE:-  
 
  Sub:- Budget estimate for library department for the year 20   -20 
  
  Ref :- A/C Section Circular ____________    dated_______    
 

A) Budget for Books & Journals 

 
Sr. No Particulars Amount Required 

     Rs.       Ps. 

Remark 

    

    

    

                                     Total   

 

B) Budget for Furniture 

 
Sr No Details of Items Quantity to be 

Purchased 
   Approximate 
        Rate 
    Rs.       Ps. 

Amount Required 
 

        Rs.       Ps. 

     

     

     

     

     

 
          

C) Budget for Repairs and Maintenance 
 
 

Sr. No Details Amount Required 
    Rs.          Ps. 

   

   

   

 

 
 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

 

Title : Library Budget                                                                                     FF No.211 
                                                                                                                           2 of 2 

 
 D)      Additional Staff Required 

 
               1)    
 
               2)   

 
            E)  Budget for Staff Training, Conference expenses & Industrial visit 
 

Sr  
No 

Details Number of 
persons 

Approx Expenses 
per person 

           Rs.   Ps. 

Amount 
  Rs.    Ps. 

 
 
 

    

 
 

          F) Binding Charges for Books & Journals:-   
 
 
 

G) Budget for Stationary –     

  Separate list attached 

 
 

 

                                                                               

Librarian                                                                                   Chairperson  

Library 

 

 

 

 

 

To, 

The Principal, 

MMCOE, Pune - 52. 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

 

Title : Minutes of Library Committee Meeting Register                                     FF No.212 
 

The meeting of the Library Committee was held on Date ____________ at hours ______ in the Library in 
Marathwada Mitra Mandal’s College of Engineering, Pune - 52.  
 

Sr. No. Name Sign Remarks 

    

    

    

    

    

    

    

    

    

    

    

    

    

 

The Minutes of Library Committee Meeting: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Librarian              Chairperson Library  
 
C.W.C to the Principal for kind information 
C.W.C to all Head of Departments / Library Committee members for information 

1) Electrical / E & TC Engg. Deptt.            2)  Mechanical Engg. Deptt.              
3) Computer Engg.           4)  Info. Tech. Deptt.                     
6) General Science    7) MBA Deptt.         
8) MCA Deptt. 

 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

 

Title: Rejected Books Register                                                                               FF No.213 
 

 

S.NO. TITLE OF BOOK 

 
AUTHO

R 
 

 
PUBLISHER 

 

 
EDITIO

N 
 

 
QTY 

 

SUPPLIER 
NAME & 
INVOICE 

NO. 
 

REASON FOR REJECTION REMARKS 

         

         

         

         

         

         

         

         

         

         

 
      
 
   

     Date                               Signature of Librarian                      Name & Signature of Supplier 
                                                    

 
 
 
 

 
Acknowledgement 

 
 
 

 
 
 
 
 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 
 

Title: Accession Register                                                                                FF No.214 
                                                                                  

 PAGE NO. :                                
  

 
Date 

Acc. 
No. 

Author Title 
 

Publisher  
 

Place 
Pub. 
Year 

 
Pages 

 
Source 

 
Price 
(Rs.) 

Class 
No. 

Order  
No. 

Bill 
No./ 
Date 

Disposal 
No. 

ISBN Remarks I 

    
 

           

                

                

                

                

                

                

                

                

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 
 
 

 Title: Bill Register                                                                                                   FF No.215 
                                                                                                     
                                                                                                                          

SR.
NO. 

NAME OF THE PARTY 
BILL NO. 
& DATE 

AMOUNT 
SUBMITTED TO 
ACCOUNTS ON 

RECEIVED 
BY 

PAYMENT 
DETAILS 

REMARK 

        

        

        

        

        

        

        

 
 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

 

Title : Students Usage Data                                                                         FF No.216 

                                                                                                      

 

Students usage Data  

 
 
 

Sr. 

No. 

Date Borrower 

ID 

Acc No. Title Author Remark 

1       

2       

3       

4       

5       

6       

7       

8       

9       

10       

11       

12       

13       

14       

15       

16       

17       

18       

19       

20       

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

 

Title : Staff usage Data                                                                                FF No.217 

                                                                                                                                           

Staff usage Data 
 
 

Sr. 

No. 

Date Borrower 

ID 

Acc No. Title Author Remark 

1       

2       

3       

4       

5       

6       

7       

8       

9       

10       

11       

12       

13       

14       

15       

16       

17       

18       

19       

20       

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

 

 

Title : Books Transfer Register                                                                               FF No.218 
 
Books Transfer to Department: ________________________ 
 

 

 
 
 
 

 
                                                                                                                               Librarian.  

 

 

 

 

 

 

 

 

 

SR.NO. ACC. NO. TITLE DEPARTMENT HOD’S 

SIGN. 

    

    

    

    

    

    

    

    

    

    

    

    

    

    



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

 

Title : Library Fine Register                                                                               FF No.219 

 
 

                                                                                                                                            

 

 

 

 

       Check by            Librarian   Chairperson Library  
 

 

 

 

 

Date Receipt 

No. 

Amount 

Rs.      Ps. 

Remarks Date Receipt 

No. 

Amount 

Rs.  Ps. 

Remarks 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

 

 

Title : Library Fine Register                                                                               FF No.220 
                                    
 

SR.
NO. 

ACCESSION 
NO. 

TITLE OF THE 
BOOK 

AUTHOR 
NAME OF THE 

STAFF 
ORIGINAL 

PRICE 
REASON FOR 
WITHDRAWL 

REMARKS 

        
 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

                                                                                                          
 
 
                                                                                                                              Signature 
 
 
                                                                                                                               Librarian  
 
 
                                                                                 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

   

Title : Magazine / Journal Entry Register                                                             FF No.221 

 

 

Sr. 
No. 

Title Nat 
/ Int 

Vol Issue Received 
Date 

Frequency Dept CD’s/ 
DVD’s 

Remark 

1          

2          

3          

4          

5          

6          

7          

8          

9          

10          

11          

12          

13          

14          

15          

16          

17          

18          

19          

20          

 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

Title : Newspaper Entry Register                                                                           FF No.222 
 

           MONTH________________ 
 
 

SR.
NO. 

NAME OF THE NEWSPAPER DATE 

  1 2 3 4 5 ……………………. 28 29 30 31 

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

 
 

 

 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

Title : Library Fine Receipt format                                                                 FF No : 223 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                         MMCOE Library  

                                        Pune – 411052 
 

Fine R. No. :__________   Date :_______________ 
 
Name :___________________________________ 
 
Class :___________     PRN. No.  :_____________ 
 
Amount Rs.: _____________                                               
 

Rs.:(In Words) _______________________________________ 
 

                                                          

                                                                                   For Librarian 

Rev.No.   0       Dt. : 01 / 03 / 2011 
 

FF No.: 223 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

Title : Library Membership Form For Staff                                         FF No: 224 
 
 
Respected Sir, 
 
I wish to avail of the library facility, I kindly request you to permit me to use library facility, I shall abide by the 
rules of the library. My particulars are as follows: 
 
 Full Name ( Surname first) :-------------------------------------------------------------------------  
               ( In Block Letters) 
 
 Department   :-------------------------------------------------------------------------- 
 
 Designation   :-------------------------------------------------------------------------    
 
 Appoint Order No.  :------------------------------------------------------------------------- 
 
 Whether visiting faculty  :     Yes / No / (if yes specify the duration _______ to ______ )                        
 
 Emp. No   :-------------------------------------------------------------------------- 
 
 Permanent Address  :-------------------------------------------------------------------------- 
   
     --------------------------------------------------------------------------- 
 
 Phone No/Contact No  :-------------------------------------------------------------------------- 
 
 Email ID   :-------------------------------------------------------------------------- 
 
 Local Address   :-------------------------------------------------------------------------- 
 
     --------------------------------------------------------------------------- 
  
 Contact No  :-------------------------------------------------------------------------- 
 
                        
                                                                                                                                     Yours faithfully, 
 
 
                                                                                                                                   (Signature of  Staff ) 
 
 Recommended by 
 
 

 Signature of H.O.D. 
 
  

Membership sanctioned:-    Yes / No 
 
 
 
 Librarian                                                                                                                 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

Title : Library Membership Form For Student                                                FF No: 225 

 
                                                                                                DATE – 

To, 

The Librarian  

MMCOE. Pune-52. 
 

 

Respected Sir, 

 

I wish to avail of the library facility, I kindly request you to permit me to use library facility. I 

shall abide by the rules of the library. My particulars are as follows. 

 

Full Name (Surname First)  :_________________________________________   

   (In Block Letters) 

Year     :_________________________________________ 

 

Branch                 :_________________________________________ 

 

Division    :_________________________________________ 

 

Permanent Registration No.  :_________________________________________ 

 

College fee receipt  no.& date     :_________________________________________ 

 

Roll No                 :_________________________________________ 

 

Permanent Address   :_________________________________________ 

 

      _________________________________________ 

 

Contact No.              :_________________________________________ 

 

Email ID               :_________________________________________  

 

Local address               :_________________________________________ 

 

Previous year library dues (if any)      :_________________________________________ 

   

            

                                                                                                   Yours faithfully, 

 

 

(Signature of Student) 

Membership sanctioned: -   Yes / No 

 

                                                                                   Librarian                

 
 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

Title : Library Request Note for Membership / Journals                          FF No: 226 

 
 
MMCOE/LIB/J-                                                 DATE-   
 
 
  Please sanction ___________ towards the payment of Annual Professional 
Membership fee  & payment of Annual subscription of  ______  Journals for the year 20      -
20       details of which are given below, 
 
 

Sr.No.                 Particulars Subscription 
Amount in US $. 

01   

02   

03   

04   

05   

06   

   

   
  
 If approved instructions may be given to A/C Section for issuing a Demand draft / 
Cheque for the same. 
 
 
 

Librarian                                                                                                Chairperson Library 

 
 
 
To, 
The Principal, 
MMCOE, Pune - 52. 

 

 

 

 

 

 

 

 

 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

Title : List of Journals / Magazines                                                                FF No: 227 

 
 

List of Journals / Magazines  
 

                                                                                                                                                                                 

 
 
 
                                                                                                                           
                                                                                                                         Signature 

 
 

                                                                                                             Librarian  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name of The Department 

Sr. No. Title of Journal / Magazine 

  

  

  

  

  

  



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

Title : Non Receipt Reminder                               FF No: 228 
 
Ref. No. MMCOE/LIB/J-REM-  /                                                                  Date:    /     / 2011 
 

REMINDER- 
 

 To, 

M/s ___________________________________ 

 

_______________________________________ 

 

_______________________________________ 

 

Subject: Non-receipt of various journals. 

   

Sir, 
 

We  have  not  received  the  issues  of  the  above  journals,  the  details  of  which are given 
below. 

 

Sr. 

No. 

Name of the journal Month       Vol. No. 

     

     

     

     

     

     

     

     

     

    

Kindly arrange to send the above issues immediately. 
 
Thanking you,  
 
 Yours faithfully,                                                                                      

  

 

 

LIBRARIAN   
 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

 

Title :   Payment of Annual Membership Fee                                                          FF-229 
 
 
No.MMCOE/LIB/J-                                                                            DATE:- 
          
To, 
----------------- 

----------------- 

------------------ 

  
 Subject:  Payment of Annual Membership fee of  ( Name of Society ) 
 Reference: 1) My.( Name of Society) Membership No ------------- 
                                    2) Your Invoice No  
 
 I am sending herewith a demand draft bearing ------------- dated --------------- drawn 
On The Bank of -----------for  --------- ( Amount in Words) towards the Payment of my  
Annual Membership fee of (Name of Society) for the year --------, details of which are given below, 

 
Sr.No                 Particulars Soc/Pub ID Amount in  

  01 Annual Membership fee of (Name of Society)          

    

   Total        

 
 Kindly acknowledge the receipt of this draft & send the issues of above-mentioned 
Journals/Magazines regularly. 
 
 Thanking you, 
 
                                 Yours faithfully, 
 
 
                                       (Name of the Member) 
                                                                                                                                           Designation 
 
 
 
 
 
 
Encl:- 1) D.D.   
           2) Membership Invoice- (Year) 
 
 

 

 

 

 

 

 

 



Marathwada Mitra Mandal’s College of Engineering 
Karvenagar, Pune – 411052. 

 

     

Title :  Payment of Annual Subscription for Journals / Magazine             FF No.230 
 
 
MMCOE/LIB/J-  /                                                                                         DATE:-    
 
              
To, 
----------------- 

            ----------------- 
            ----------------- 
 
                                    Subject: Payment of Annual Subscription for ---------- Journals 

                             
Dear Sir, 

 
I am sending herewith a demand draft bearing No --------- dated --------- 

drawn on The Bank of ------------------- for Rs -------------- (Amount in Words) 
towards the payment of annual subscription for ---------journals for the year ------, 
details of which are given below. 

 
Sr.No    Name of The Journal/Magazine Subscription 

Amount in Rs. 

01   

                                                           Total Rs.  

 
Kindly acknowledge the receipt of this draft and send the issues of the above 

mentioned journals regularly. 
         
 
 
                                                                                                                  Yours faithfully 
 
 
                                                                                                                                 
                                                                                                                    LIBRARIAN 
 
 
 
 

Encl: Demand draft for Rs._____ 

 



iz’ukoyh 

 

oS;fDrd ekfgrh 
 

 uko     % ------------------------------------------------------------------------- 

 gqn~nk    % ------------------------------------------------------------------------- 

 

1 vk;-,l-vks- Eg.kts dk; ;k i/nrha lanHkkZr ekfgrh vkgs dk ? 

gks; / ukgh 

2 xzaFkky;kr vk;-,l-vks- i/nrhapk voyac djrkr ;kcn~ny 

;kvxksnj ekfgrh gksrh dk ?     gks; / ukgh 

 

3 xzaFkky;kpk dq’kyrk vkjk[kMk (Quality Manual) Eg.kts dk; gs 

ekfgr vkgs dk ?      gks; / ukgh 

 

4 xzaFkky;kph dkS’kY; ;kstuk (Quality Plan) Eg.kts dk; gs ekfgr 

vkgs ?        gks; / ukgh 

 

5 xzaFkky;kph dq’kyrk i/nrh (Quality Procedures) Eg.kts dk; gs 

ekfgr vkgs ?       gks; / ukgh 

 

6 xzaFkky;krhy dkekps varZxr ys[kkifj{k.k dsys tkrs dk ?   

gks; / ukgh 

 

7 xzaFkky;krhy dkekps cfgZxr ys[kkifj{k.k dsys tkrs dk ?  

gks; / ukgh 



 

8 xzaFkky;krhy dkekph iqujko`Rrh gksrs dk ?   gks; / ukgh 

 

9 vkiY;k xzaFkky;kr vk;-,l-vks- djko;kps vlsy rj vkiyh 

r;kjh vkgs dk ?       gks; / ukgh 

 

10 R;klkBh Vsªfuaxph vko’;drk vkgs dk ?   gks; / ukgh 

 

11 xzaFkky;kr vk;-,l-vks- d’kklkBh djkosls okVrs ?   

-------------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------- 

-------------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------- 

 

12 brj dkgh lwpuk % -------------------------------------------------------------------------------- 

-------------------------------------------------------------------------------------------------------------- 

------------------------------------------------------------------------------------------------------------- 

-------------------------------------------------------------------------------------------------------------- 

 

 

fnukad           lgh  

 

 

 

 

 


