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(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% and 2
floor of the college building. Completely independent section spread in 628 Sq. mitr.
area.

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

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

e Reference Section Resources available: journals, magazines, encyclopedia,
handbooks, dictionaries, thesaurus etc.

e Digital Library: 27 PCs connected on LAN, Seating capacity 27.
* 4 mbps leased line dedicated internet connection.
e Reading Section: Seating Capacity 160.

Library Timings:

e Library Timings : Monday to Saturday - 08.30 am to
08.30pm

e Circulation Timings : Monday to Friday - 08.30 am to
05.30pm

Saturday - 08.30 am to
04.30pm

e 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
Computer / Information 7031 1571 24
Technology / ME Computer
Electronics & 4525 971 13 1368
Telecommunications
Mechanical 3358 640 13
Science & Humanities 2677 654 -

Total = 17591 3836 50 _
Master Business Application 3197 480 12 340
Master of Computer 2512 418 13 322
Application

Total = 23300 4734 75 2030

Book cost is worth Rs. 1 Crore.
We are providing the digital Library facility:
fefotea Rud«g -
Grelld STHUY Y™l Sudas 3ed & dd IP

Base 3M2d IS AMSAT Uds Al RSl AR, SCHeao
HeTfdemerdl< ATARId HS8l & °d STrd¥ gldradl ddId.

Access to e-resources

1 IEEE - ASPP E-journals 145 www.ieeexplore.ieee.org
plus back file to
2000
2 Springer E-journals 134 www.springerlink.com
plus backfile 1997
to 2012
3 ASME E-journals 25 plus  http://asmedl.org/journals/ ASMEDL-
backfile to 2000 home/jrnls/
4 J-Gate: (JET) http://www.j-gate.in
Engineering & technology
5 J-Gate : (JSMS) http://www.j-gate.informindia.co.in
Social & management
science
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ASTM 1400 e-books, http://www.enterprise.astm.org

60000 articles &
chapters
McGraw Hill Access E-books 363 http://2.accessengineeringlibrary.com
Engineering Reference e-
books
Elsevier E-journals 134 www.elsevier.com
EBSCO: E-journals http://search.ebscohost.com
Business source ELITE e-
journal collection
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.

3



o 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.

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

Reference Section Instructions:
o Use this section for browsing reference books, data sheets, journals and periodicals.
e Reference books should be consulted in reference section only. It will not be
issued outside.

Baggage Counter Instructions:

e Bags should be kept at the baggage counter. Library staff will not be
responsible for users personal belongings.

e Only loose papers and writing material is allowed in the reading sections of
the Library.

Stacking Section Instructions:

e  Writing or Marking on the Library books is strictly prohibited, if found so new
edition should be replaced by user.

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

e Regarding Question Papers, CD’s, DVD’s & Journals back volumes or any
other query consult the Library staff.

e Ifuser 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:

e 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.

e 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.

e Library facility will not be provided if students did not bring their Identity
Cards.

B



AedIffifsar - oy 9 fFadeEaR smder A, S
. 3. 9 vl Ia Sa9 A 9. A G&>T 030 IR,
a1 |d "9, fs. & S 9 vaifl 9=@war &idl oA
3qcicdT Jed. faemeai @ REeim @& SugiT
SeMcawd Helfdenelia EaR[d §del 2 |d  #ifEdl
BTl dd.

FeTerfI| | -

o WHgH Har
dcdddd |al

o yfaferdy dar

e ¥ Q9 ©d Al
o U HIAVT Hdl
o IR IAMNRACTA
o WA Hal

o AT
o JTaxUATTA ddT



RTeqrel fadss IRRTHG) wsifaenay Teareamed
3. I WL L 3. A FEuMER Jrddrdid U8 Us
"Tefldl dacard geifaeldr 3me.

S Required As Per Available
N:).. Name of the Branch AICTE Norms
) 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

70001

600017

500017}

400017

30004 O Volumes

200017 M Titles

100011

0_
Comp/IT E&Tc MBA

T JUETE & Scpe 9 SYIHN 3. facardier
IVNHAM & dANMER FAX 3P ASHIY <Tlbhd,
SfieRg, e, Siffe, waadima faera st fafqs fasamedia
Jrd® JATAATd A=

¥



RTdrsT faadss e Agfaendy Fraamsd 3. 3.
A9l <L 5. = MEEER el Fraaerfaeiar . U
yfee dacaa seifacdn ae.

Sr National Journals Required As
No: Name of the Branch Per AICTE Norms
Required Available

1 | Computer / Information Technology 18 24
Mechanical 6 7
3 | Electronics and Telecommunication 12 13
Total = 36 44
4 | MBA 12 12
5 | MCA 12 13
Total = 60 69

[ National Journals

Comp/IT E&Tc MCA

facareaid M JSTIMd TBCINIET AT AINEFEUR
Hifedt Merdl Irdl fafag favardfiar Fageifee  addf
Srard. a9 Rl ardia wfzdl Suged owd.

¥3



FererfiA fafder fawmr -

o TUIUTGIA fawmT
T ANTUl BT ATER AIUEHR HROl @ s An
frvmTa deft Sara.

o HaH fawmr
BT AqH TETT e
favargaR ded vausrl Aisvil dddl are.

e o Qq-°Hq fawmT
AMBT FUAHAUE Be.
fawarTarR FenHd Aisvil S 3.
faarTgaR Fenit wisvh el A=,
T Q9-99 AT faThsT el S
Frqqdd AU JadqarR yder fadr sl

o fraa®Ifere fawmr
I frradeifored Suder IRd.
Ffraaeifae aft qEAMEET el Sima adla w_g
rdid a9 3Rfe $H gar ddrd.

3



3% WRIedrel fadses  JIREifal wsifaeneda wenear
oI d EIROT WTelleTgHrol :
Tqrerdral fddra Tadedr auawid fARTeReT o]

TATATd  [UExid  ©IROT  Elefldd  SMhd=AT  HIRRAM
HiSvYTd 3MTelal 3T,

BAICR] CLS)| BINEL
SLGE 2D
fagareft werreri= AT Tchi8r

IR Y9 SRR AT
YT IGaIe Yoo HvuT
|
BTl dIdd
| FATAITA
g Heedr qigeft ToTaT SR
AT
o ed
CECCNICUIEITE |
|
TATATA
LCRLIRE]

¥



YhT ¥

¥. YIIG-T -

AT HIBA VAl IAfaeI Agd YT STl
PIVATR] Wdd Hew faarflel  Ulacidry  oxkd S7Hd.
PIVTATE] HERAAT MYl Y ArEmaar=l 3kl ar AT |
Rfddd =, Ifgeed I qdl sxvaesRar  siRdaw@ra
AT HRYUTAINA Y HIgA Bl T JERCT o
fhar ad9 U dFAEI AR ST GREr f[deE
HEEATET  I/Al.  ATHRAT AT SAFTIASIbRom=ar — garnd
A9 AGERAYS dAM™T a9 $w Il ETEmaArdl 374,
BT ISO — 9000 — 2008 ® Udh AU = 38, Hebel
UIgedl dieiardl 1SO el <eifdvard  sreledr fashytar
IR HIAT I YEd GeeETd Ydafdela AR

¥ R JA.YHIN. RS HH :

YA, AEEG AUATAl ddd dl, Sod HRIGHAT, JuTiRd
IAlGHdl, AVS ATl Toll 9 EaEldlel HUd IS
SIS Urddla’ JHord ST Sfquarard] JRud.si. 9l
RSl 3B,

¥y



¥ 3 SRLUH.SI. 9l ATEAT -

¢ STARRTE I YAV HESART ARAYHAIUl - “I[urEcdl
UGl B¢ A EIVENIS] WEHdT 3Ol Ula f& SR
AlTell M oA uRfad 3. <A T & 9% quiaR
e I ol QAT Ifa O 9% §d s @aRed uR
grSd 3¥d. ATEYHITT JATYUT ST GulqR Hddl Seold Hdl
arar e N Ja1 da® AUl IRG HRMad TYA A=A
gfeis W Abpubyvl A=Ayvl wErRAE ST w@rrdre

312 ardraveng feeft W’

R . 9T AT vegTd A THIN. WU - ‘The

1.S.0. — 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’."

?) BWH, "o : [uracl d¥ahd], fadl d&fl fagrR garer, seRmadl, g
K¥-5Q.
R) 8. s, fe. Y. gatas wifedt @awemuq <-¢ IHaRT R, AITH3I.

Rooo {EMRUIT.

€%



I = Feuidl 9R dd@ AFleeie Gl
WU AN AR, I do-dRS fdhar ol T
ARIDII HRISAA RISIYAYT dE-THRS ATel. AT YTl
9 DI Gs 3al Rer=n SRIaE Tagdr ArE). SRLUE.
. d YSHM HRNERUNE ARl UdHal IJIRLTE3A. YIS
Hdd WU, $IH WUl quler (iR yave sma
3N AE). d FEfA[auel g1 gT yrd $R1d drd. 3.
an. f& e uasdaiadie yAmTHid ArferaT . & yHmorasiH
AifadT ¢ ATell M@ 39 999 v Aol 3MmR.
Tl ATHIA. 00! B FeAdq¥ Urdladlel YHAOTH  3ATe.
A UEddl BRI Ya & Bldl 3™ WOl dgel. 3.
QU3 Q000-%00%, (%03 B YHIUIG HIGT VAT SHIAIST
M. T, 3. =T aify® afia TaR delell arfelRier ame.

¥ ¥ AU, 000 UGl B :

AT AARSER  AFS oA [UEl  IRIUATAT
el oXq feewr amed. «r wd FRfMET agtd
JM.YY.3AN. Rooo HATfrHATS] SRfdel el 3.

f& \e1 A ydiayHmn Jred.

M. UY.3M. 000 -

AT YAdla’k YHIOIE ST I[uiEacr fawas |d  Jorvd
Hohd-Tdl gRETT HIUATT 3Tl ofe. d9d [Tl ©IROT
AMEUATd I AMOT  [UEE]  YTd  HRUATEIST  HIVIAT

¥\



FRivegdaT THR Hvard JEr g1 fawfizar ad anfeeis
AT QU ATe™T AT
RT3, QoY -

IT UIAdlaR I[UEyeell sRmyadR  FefRa svvaa
Il T ST SV YdT HIvad Idd a1 fawefia
oy sfAuara el TR, ATYH3AL. o0y HEd fAf=T IR
favre @=gdl, 1 T PEcl fivas sk ued 79 <[
Fifqefia ey sxfavara siele sm=d.

RT3, Q00R -

AT qraSIaR Ire- 3T fafder rdia yofa: ureq sl @R
fhar ardl grar AR HvAEa Adl. AT UERded G QIY
T FT cvaNd! o fafdy yaer oI ARd JEEd
Plooll YUITHIST AT QUATdR AR & STl
JRLYH3IT. Q003 -

Il IdTeA gfed=ar fafdg uaesaer feam gt
fedq Savargedi=ar adl afdr Il waE@ard Mf¥ad
PIBGll YIIEd ARTGeId a1 a9 YIAfRISpIgR ATl gdr
BId Tl g QU 3T 3ATe.

SMA.TE.3M. R00% -

Il duiie RIAfaRed sav 9d W@wurAm
oEacl fawaes guveia MeEiRor Svardl a1 gradEr
qUR Bl JRLUA3L %00¢ - Q003 Ul Hadd UrdwdTadlel
YHIUTHIA FAAIOIGUl SIS AMAYH3MN. R00¥  YHIUID
Arfeeie a1 Sugdd 3ATed.

¥



JARLYHII. (%o -

Il Yidodla}y uidedl fasaed Holqd Hebodsll, SUYad
FGEAY Yegdl, I[oTacdl 94910Th g1 s grcafére afadh
QUITA 3ATell 38,

¥ 4 RGN YATOTSHIEIET Arfecd] -

- T U@ ATARTETI YHIVT A ATl JqHHI D 000 IR,

- B YA JTAWRTEI AFS Gl Alddbsd fadd S,

- YA Re0o UG Ddd Il TollgIord T
SUTGATT Tl IGUT-AT HGRRAUHI HRIvEGA SISl 3e.
- © YUY gEfe 9 JAfgdla g wd YAl
Iare-ell 9 |aeh frrfsa e

¥ % SIRL.UH.3I. YHIVIGTAl MaeIHdl &I AT -

IRTEIN. YAV HEGIAMNER A&id Ta9cd al &
AT AIBIUAAT AN dled 318, IT YAIVHHS QudTd
U1 I dqidl  fdwgrEEar  deel IR, dvn-An
qrashIAT S)Ifdd Toldl g gt SIrell aiTe.

¢ WelcdI® STd feh ERE s ar gssdrdl gl
QUI-AT AT YHIUIGIUTEA IVl G Wl dfad 3q
DA AL FAR Weld ST IMTT YbRA! ol quardl g4
QAId AMAS YABIAT Wefd e IBvarArd] [urar ggrdl
IR

¥Q



R War yfeddld gRigdl, vy, s¥xaey ik dred
g giaR e Sauadl qet EiRa sven-ar

3 IRLUE3I. YHAIOIS YT HAT FBUMSl GoiqR Hdl 3[4l
diféd Uyt Bl AT GRIdl TolaR ST WA SEITd
oIdc =l fAByTEaR ATRIGT 9T gl

¥ qrE®IAl ROl SUedM dled  Iled, <ATAYHTO
TATAATAT dI9did SuATd AOM-IT AT AT ol A1
JUAT Wad dced 3med. M yRRerfld  smuwwan.
YHIUTHRS Adid AT o™ YT 9 H¥ddl shal.
. 9. UH. YUITelld UAd TR HAUIHIHIUT Dol IR D
d @A rad. Ifd |9d | AYHEeT wM sl
s feen fisd. AN R faRiel & givard eraan
Sl Y. IITER0T JI™FA 3Tl ) -

SHRISA diciol 37dsS -
Gleflel |8l Ueadi- [uacdl Yde .

¢ gexdd Jfsle - Javid IAfdflae <x ura quf< yA®
fA9TRIR e od W, ey Hed Sdr.

R ARd YHIPB - diRNd AN9ie dRiesd |d
IRITHG AT HRHYA HRUATT A

3 9RAd uREs - UREPS sar HRAGA ddrd i
Hg YIHIUA "del SIId.

ko



¥ YrEAUHIdh HIHY - Sxa¥l-Ead 9], el
auraell wHe |4 G HRUgd Ad.

§ dFavd JeOAUA - Wd oddadid  facaraiesd
AT

¢ facumeft yraue - & - wad @ o adwR =g
3.

deoiiad fagandis -
1SO - Ro0g THR 93%% WTell YA SiTel. 9’%0
IR AR g dbell Bidl. AT @ielld TRgA &1 ddl.
¢ Falclidl M TIR &Rl
R e T
3 FAiclIdl Esgdb dAfdul
¥ qaiciidl 3ATSIe BRI

IR, AT, ). AT - MA.TH3M. o000 °d YHUYT YT Dol

¥\ JANMUHS. IOUEl YA YTd  HIUITEIO!

ATGAT BIdofl

- Jod AaRUGH  UEedl el diffreral  d=a
$o 9d AGRATUSIAT [Ecl favaes gi¥eer fed ifEs.
o SR e @@ ardt afidi=l e awo,
WIEAR VA SIR[dET RIGH TR HIEl AR

A



- Jad UE] dRAR HIUT Hd HHART ST S I
ISl el fawas uRwer F9iad Aid ™IGE 9
o AifEdl gRAO®ST TR B

- fafag faarmdie Tpuracr fasge giRvr o64 |d #3afar 9
FSHT dquraefl ol

- @A Iorac favae gRvr fdr d usgd astiesA
HIHTY] BRI

- ol Aifedl gRaeT nfdr ueca dusdia ey @
.U, YHUTYHI] 3fTed fb AET AT qurgeil &Rl

- qd D1 9 ADEU HHA VA FRUMdAT JET g
Caug

- ANRYE3. AR du-r=n fafde s gamn iR
Eaut

- Y3 HgA AT FHIYHET AIAT YT BRI

- YHUER S ®M@ Il arg 9 afia gl
JioT ol fafdy graesaiaRk I 9 WP a4
- AP fIUR=Al 9@ AU faURE e bt
fFraffiduol €@ JraR W) QL

- Y-S daF FEiRa yag uacr gRasd mauE.sl
YAV HRIGgA JoIHTIT BRI

- QA3 YT HRUGTEIST 3 quraefl ol

43



¥ ¢ Q3. I[UMET YHIUTh 99 YT HRvATd <

g Tl

qrE®El SIRdld oed g9 Aiwsds QUi 9 g
PRIyl Jacld Hod FATAATd SITEId SR GLROT
gSqA AMUUATAT G RL.UH.3I. Yeadial duR Sl Sirdl.

R M. UY.3NN. UegddaT deid HRUITETS! NTOR Ged - 3.
T3, HRIYRAGHT TIR SATYHATYT HSH TSI HROL.

3 ol o1 <IR=T - ILTE.E. SRIYRAST TR deargHl
el gedar sl

¥ I[UTdcdl Ad¥ATYT YUTTefl -

¥ FdHTEROT RS

- WYl UATATd I[UIEa] GURCIT 9 HIAA IEGUITHIS]
JIT Bl

- a1 gfed=ar &H oxfqul.

- f& o yfear qof exugrEardl armon-ar difie 9
AT 9TUR. YHTEIYO] BRI

- 1 94 yfeaa fagedyor qd@4 AIeg SRl
EARRCIDUINECIN e

- TATAAN IO ATSHT 9 Al Iqale.

K3



- UTdT SRIGRADT.

- JAWER AFIG GRIGgA ARUIRT o A
BMCUA  YSIYHAUl  3ATed. WAHEIRY, I[olacl YR,
FreUAIad FRFer Aidiadia FrRFor

& IGEIYAT SdEaR] -

4 HrigRaea sfacgHel aReuETR Hrfard gia e
fo il ATPs dH QU qHT [UEH A Tl
T YIS BRI ANIST @ieflel Msar ideld Bl

- @Il TRGd ¥gd Ueqd <Ul AT Frardl wdedt
ST G AMed dRAR AT HEfla’l  Aon-AT RS
ATATST YA BRI

- IUEHTATAT AT TR DRI

- AR gl dder Igareidl @l HRvl.

- FARATYA YeadIdT JATSAl dradhi=ar IRGIAR Hol.

- AR T AT Bl

- Jude HIEFTdl @l Sl

YR TMED B9 DI — Sod AJRIYATAT dEHIAT IRl
9 T IRGT YUT SIS ARTOTRI |IEF ATaT I G0
ATl JATAT 9ISl @ AT bl 81 diabil JHEATbS
Il grfol.

4.3  TUEET  ASHAEEdid @refld WS gddn
TR el Uil

K¥



- TorEr IioAn 2w el Fefsa sl arfesl.

- VAT Jio-d 24F & QA URT 89 el Uifeol.
- T[oTEl A4l S Yol HRUITAT §EIM UTSYRTAT HRUl.
- oI Aol A & thaASi-l wHeiig ddedl uifdl.
Y. VTGl HaATY Yollelid e

K4 HGRATYT STaearR], ARBR Do T gHars.

Y& IR ATeIdl.

% \ATEA IR

.0 AT avdqa

- ArE®IAT RS YU w1 GHEE fidd a1 gdie
YT DRI
&R AISIED HqEATU

gaia gf¥eer, dlered 9949 3MHd grdaT 9I0R
HRIES AqLRATYATd HRUI Rold 3.
- foarefierdar, ufdieror snfer Shwddr.
- JUSATAT 8 JHAddd HMH YUl HoA dvgrrdl gidreor
CRIR L
- MUY Dol HdrdaT SRAYATRT g IATSrar =l
- uiEcdl YfSA[EENAT IMUSAT HHEET HANT HHAT-ATAT
HHGIIG HITUI.
- q9d eHdar-gid REer slered ST IHa Ar=Am
aueficlar i<l Squl.

Ky



.3 gorqd gfaen

- gUool IRA 9 ArArRi Frifsa sav |,

- aifte areE.

- HIeTA® A4l I&T TBUERV, SdUd d A IYorrel.

© qEGIAl IRGTAT Avfida e 3R usgdi= - s1me
gifgsl &, <A1 gd ol wfedl @Ra ferell aifgs
AT ATHRAT AFY LT Yeadar qrIR HRI.

g drEdiAl IReied frrfed ufear f&@ ol IRw
i Afrdl dEE dsafuaNel qsvEsTaT
AT d9% BV, &1, Uil "ar sdmel.

wl dE®iAT A9l gfeuar G¥ddr "gw@rfl qrevmy g
qrEGTdl RS Yuf SRR (LT ¥d JEar qHEE drdd
Hqell yfeda o Sl

v} dEGIRl gHA] dEGIAT ARGl YAEYYT guf
HYUYNIST ARl gHdIe eVl IRod FHd. ATHIRdl
grelld Ml auR Sl dl. JTeddia areEnrd)
Aifadl <vl, WESTAT deNid FRET % "l

¢ oTacdr fagetyor snfor geoifasdr ufear

¢3 el fawas yumeli=n fearefiadfasft @t sl
UGl FaRATIA  YoTiell  3fered  oifdre  gywrdl  givar=an
FLSIEINIGRIIE I DG EC AU

AT



(R UTehId GHEM dEGIAT 9d IRGTAl gadl e o
el Jed fd Al d ursvl.

¢3 AifgdA fagelwor G¥&9 MaT ddear |d  Afd=
fagavor syl a9 o1 Al arES=T IR gl HRegr=n
T Sugif ae fd el Al usdreefl sl

¢¥ gIRCT - I[UEcdl dioH, S, vsdamevll, wfad
fagdvor A1 ¥d vysgdiar aUR HHA AAAN GEIRVIAR WX
QU

¢\ 9gd yfear - gl Aifedl a8a @@ dg 98d
gsqA ATV ATHIS] ETefld U—I-ATAT dcld BRI

- dEGIAT ARl <@ "ol

- AEGIAT ARl SRl ATE0I

- yfadeTcHe SUTIAISHT Bl

- 3MYYT Dl Gl IRUIHTET STSTdl,

¢ % gfadards odl - ueT ddT Gl gRemHI=AT
i<l 3qul.

- 3yvl SRfddedar yfaeeanrcid SURAISHT a1 IRVIHG RS
amed f& T AraT IeTaT Al

- yfader=ar g4 raege Hdldr Adeid HUI.

¥ lEUReE T -

e W¥d fhar aafdad sffrgalRar dod ulkeor
@R BRI -

TRGTEl gsdasefl HIar Id.

K9



SIRTRGAT AT ATHOT AIeUINT #ad &I,

Jod gaeqgArEl ferfesd on-ar Aaadi-n 3o JAdold
Polcdl HRIUECHIE] WISl ST Ad.

HRIvEdId YR HUATAT G4 A0S a1 Al
fFrafia dEmRevT siiear Aa@™ GEReT 8 &

d@URETE YHIR -
d@Reemd Aiqull afor yHYE.
I 3T YrEHhiell HIRYA.
WY d@IRevT T abia amaiReor.

dERev=ar yas yfeddl A -
AEIREAUTET ST AN AROTRY M, oremaReomef
frrfsa gfear I arfEdl 9y a6l 9.
dEmaRaer yfedd gsaeehl @Eads Su ad49 o SRdia
SR SYANN BTG YA Sl SITdTd.
gReor gfedar &w a9d fadfa fearar gvmRT uRemy arax
@&l 39T Idl.

dira or@muReror 9 9fdTa @mufReavr yfed=r merar
AR HFTh- Yegdid dold HRUANIST GIF YhRAT

od@aReaur yfed=dt  avIedr I9d. IJdid  dERevT
gfedued  Sdird Wihell YE T Q99 AAThSH

¢



AEIREVT HGA dddl Sd. & d@raReor ) 9 afe=arh
del O, AR SfIdn geadiyael ™ Bl fe T @
Uifgel O, SR YA $F Bl A d) GURT
EALUIGICIICICACE AT G

afd dEmReaer yfedwel qfda afdfbaa didiasA
TETIRET B Hdol SId. 8 I™TURET auiqd Uhal Dol
. ATHEd oIl geadigdel & 8id & Al 2 uifed
S, A1 Bl ol JuReT fd Y @ uifge .

sichira oEmuReer 9 9fdrd d@uReEs Ar il
dEURAYET UHhd Qa9 SEdl Al WU JATger  Sff
FRITERdl Iacde! AR A IFAYPR AT Yo AR, a9d
I HRIvEsdId divrT fSemofl garRom axvarl RS 3R
AT M USATS UTgol.

¥ 20 IMA.TH.IA. Yeadid FATATdlel BIAS

¢ TATSATCd I HIHABISI . Q4. 3T, A=Yl dqH
|TEF WA aruRdl Ad.

R PEMA UEl ATl . e daFaFET=An
PIBTd gRyvidar .

3 dEPIAl TRGEl 9Eld @R &Ro 949
CIECACNE R ENE G IR

4R



¥ Qefed sMrdl R« T@ell Wd 9 Sl
95d O A AMGg 30l

Y I Sfddedl HHA-ATAT YiRiEer SuIrEd SR
TP Yead URUFAGTAT ®UM ARTGeiieT aaR 34d, $Ha-gid
fRaddyg YIRUIN Aed B

& @M HYUATl ead g, FaurgaR uresEft oo
Iareref, &4F qui sRvar g 8.

¢ DM HURUIT HRUINIEST auell oell Sd 4
g@HIAT BIVI-AT MR IR Bld, IRAR SIOM-A1 AT
QAT bl IS SITdid. Fearadrdia fafder yfeaiweia <y
e R bl STArd.

¢ M dRAR Dol Usdieviigsd dema o
SUUI AGd . AT HRIYCS $M HIAMET Aom-AT
Jeavll dadR HisfAT W% USHA. dd9d  bHA-Ii-Al
SIS ISIad HIAT A,

R B WA HURCT &RUINESl  Aafiager

¥ 9% SIRIL.UH.3IN. Yegdid YATerTdiel dic

PIVAEl AdF B HAFT AlBIdl ATbs  EvITEl
GBI Ub A} BIH YMIOTHYl Yof HIUITET 3l 9 G
STHTT T VAT Il

¢ @M, UERd 3Te.

%0



R AND PMRIE dafaddr e 4% D,

3 B HRUYMEl Uekd fdelse 9 Ygqyge IMS e ol
STHVATAT YT HRaT.

¥ M. UH, 3. Uediie HMrEl SE fedhdA Squl
JAES BId.

Y M. Q. 3Al. URdl IAddEl ATl E&dAl
qoArd, ST UEgdld 3M® d9Gd dRId dRTdrd 3Mfor @
9qd WIeRUl & Yfedar weossll dab) CHATd Dol
SITd =181,

¥ 9 . UH. AT YOIl JATeTd add DA
fafaer fawmITa BIvIRT 9<e @rellayHTol.

Hewiard! folRga Aeq Sudel Dol A, YA
SrRigueived fafder wiFHar aMR dem Sl JATATd A
DHEBIGIA M. TH. 3. AYAAd Had A =B qruRdl
.

AT, Y. 3. YUTTeii=r AT, Y. 31T, YUTlefian
TATAATA 3(deid HIUAYAdl | FATATd 3(deid DA AR

HEr gsgd BIVIRT YHRIHD ISl

THRI® B BRIl SRfdcledT SRUMYATYT B
gegdld AGAIUR 9Sc ldl | del Wld 9 ST geged]

9 AMS S FTI T, forRea w@wua M

%3




KGN IGH BT HYUITAT Yedid Al
deerell ¥l BRI W@Hy
qeold Tel.

TS (Scope)

ST AT Sfdelell FATARIA |d YHIR=Al

IAd 3™ AT, Afed 9 srffaa arfecaren

HMHEr qui+ (Activity Description)

yA® B faunmof, gegqg
AR Hofiynrer falRaa

yA® B fQunmof, gegq
AfSrprR HAofilynmer ferlRaa

W[WHUTT Sxfdelell 3NIAd I | TWHUI oSxfdelell 39,

GIE

dad (Reference)

HHGIGIT GaH A Ul | SUAS doldl NAd. Id®

IAITd 3™ AR sriyoneived fafag wiv=r
qIUR Dl SITal. FATAdTd I
H=Y3rel o A B
CIEGIR

il (Records)

dolcdT 9d ST Al
ATy Hl, ARETAR WA+

dolcdr ¥d HMTAT Al
faATgHIYl, ARETAR WA

&R




DT Sdield 3™ A13).

DT SITdld AT &% di|

Hfz=Ai fcfa ArSie el
9d 9 yAP auf afda
JEIC ol M.
Tl AGRATIAT &Y YU O] AGRATYAT
e $HRAl A5d © & |red T A
Ff=auel \iErar a9 .
ol qull S| ol qoll S|
RIEUITET YA Dol Sidl. | IGegrgl g Araedr=
9IS el SIdl.
dodl fofe Agier AL JAdh SIS d3dl wgiar
3Te du1 AR, YD

HAdY dd HHI NTdl.

Dolcdl B AEGTYREToT
oxIfd®d dBddX ol odd
I A8

Docdl B Adid d
gfdra oremafReavr sufas
dBTR Dl W, AR[D

BIOM-AT &1 i AHordId d
HET femad eTaell W

¥93 AN UH. 3. YUIeldl  UATAATd  IAdeld
YUYl ®MEl Uegd 9 AMYEIALAT  3ddd
DA TATAT HMNAA  TEGdHE]  BIVIRT 9l

Tl IcTYHTO,

%3




JUSUTSI  fIHRIIG  (Acquisition  Section) 3TRI. Q. 3.

YTl 3fdeid HRUATYdlN #R1edreT ARFRIH®! Feidercy

FATRATd DM Yegd WielIcTyHTo B

- 9™ Aol 3eiedT T IRATIBHTYHIU, AidR drda,

HeHAEIR, FREAYHAT AT TIR DRI

- YyERiesd O A A $od B Al "aftd e
fascr=ar amEE udg ISy TIR BRI
- 7 fapATHgA O T ANTGA °ol.

- fedear o IYAvl U qUE "YU, R GIUEhR
BRI, il TSIl ROl
- il f9dd qURgA d@l fA9res 99 IR HRUATEIST

yrafaor.
FAERAIIIST ARUIRT bleiae Ydial qacared qeifder
3ATe.

3. as R00R-%0 R090-9¢ R098-8R REERE

®.

g | I @RE | fa. og.o¥.300] | f& 93.0¥.R0%0 | & 0%.0¢.3093 |fE 0R.00.309R
HRIGATAT RUSIIRCEE] Jofl wRd Jofl W RUSIRCEE]
oAl ATl | HrIaATAT DHGATAT DHRIGITAT DIGATAT
TA®H BOICTEI] gl ATGr | endl Ardl | FATdl ATal
faurmesd | grrfach g1 ArTfaet Bd. | arrfaeht &idl. | Arrfaeh sidh
ARTGA 891 | o e e

TA® D TA® D
faarmesa f&. | fawrmesa | faurmess | faurmes

%%




30.0¥.300% Vol | f&. 03.04.30%0 | & I4.0¢.3082 | T 3003083
LCRE | R IRCRE Uofl @R | Al 'R
HIGITAT HRIGITAT HIGITAT HRIGITT
Foridl ardY Foridy ardy | ForidYy Ardy | ey ArdY
3y faaw R feaw Y feaw R faaw
yrarieed | fa 00400% | f& 0¥.04.0%0 | & I%.0¢3098 | & 0c.0%.083
gdg 3fex | ’rofl yraraf=ar | jisf roft Iroft
A HIGA | GElaT ursfdell | yramiwn gTarat =T PIEID 1
1211 I B NI el SEEI
fa. o¥.04.300] | UTSfaCh urafaeht EIGIEE]
Aol U | s | | e
|eEl 3ATell f& ok.o 080 | f& R%.0¢R098 | f& 0C.0% 03
R feaw rofY oft rofY
yraEid @l | a9 | gt @
I I I
R feaw § faaw § feaw
g4 3fex | f& o¥.o4.j00k | f&. o%.04.0%0 | f& 9.0£.309% | f&. 90.0% 309
Tafde e | ol gy sifx | ol vw Aoft g4 ot uda
S ursfaur Jufdodes | AT ATS AT
§ feaw grafaeft grofaeft grafaeft
g feaw g feaw g feaw
gaerd ¥ | fa. u.o%.00] | f&. 33.04.30%0 | f&. §.0%.3088 | W IATelcd
FATATd Al KK % il 63% Aol K% el
ATl IS | geqas arel) QXD ATell | grad 3MTell
¥y faaw % faaw Qv feaw
DI f&. 30.0%.300% f&. 3%.04.30%0 | f&. 93.0%.3098 -
TR q fX 9¢ovR00k | T f&. 2508, | T fX 3.0
Ferrzn R0%0 FOTEAT | R08Q FeTAT

%X




grafaTandt grRfaTad | gy
ATTUIRT 9@ ANVIRT 48 | ATTVIRT 9
8 faaw R feaw R feaw
t | vafap i | fa R.00.300% | . 9¢.0%.30%0 | f. 33.0%.3092 _
faat it Isft oft
g9 cHrdl Ferfae @il Feofgoadl | Tufdo il
daErfaarnda | faq faat fat
grafaut EECH LRI d@ifaarna | d@Erfaarna
grafaeh grofaeht grsfaeh
¢ feaw 3 faaw ¢ feaw
© | TUERGNIE | TIERAEd! FJAERCAE! | TAERLEATS! _
SRTOTIRT ATRYT 03 |ATENROT o ATERT Y\
THIT feqa oo | fiaw feaw
CARICE] ARTT BIATIEN BIATIER
ATTAT ARTeT

JUSUTSIA fAHRITA (Acquisition Section) 3. T, 31
YUITelIl 3fdeid HRoAgdl Yl HAIQT S STl
AT WISIT YIAGAIS] B3] FATGT AT
Il IRRIST TIR Delell AT
dodcdl B JdQUREY SUfdd dB-Ta dol WTdd ™
ATEL.
dolcdl §d HRTAT Al fATIyHYl, aRETER a4 dedr
SIrdfiera 39 ATEL
YA Q-ifasT dMdIGd HYard fhar dad  Aed
SU Tl

&%




U 3. UH. 3MI. YUITelial 3[adid dedHd] AUI3Id
AT A APRIGD dadl slgd. del YfeATard] M. g9,
1. YoTelld SIvid BT H AR IS AT BT
HeEdH gafdel ATd. BTH Ad% 08 T Vo, 03, 0¥,
R4

fraaerfer® faURITA (Serials Section) JTA. TH. 31T, YOIl AT
Jdcid HYUYIYAd] BT yea.

- Fageifaesidl aEe=a, d9t@  fawrm=ar  arrefigmg
IS TIAR HI0L

- UERieed @1 A AR HHd O%d Al |efed
JHRIGIA, o=l aEaq gd¥g dey daIR 6 ol
farmes 9@ fear s, fS. aarR Hvaad ursfaor,

Fraaerfers faurma M. g, 3. Yorreli=T sadd
HUYIYdl Ydial FATQT ATSBA 3T,
- Fraaeifas fdciesa G Fradeifas dargE 9ol
- A9 sretedt Faaeifaeidl yde afg=arar Aicafda Aiq
W 9 9 Aededr Faaesfasiadl ¥R y3 uisfaur. f
P dBdR Dol olld Areld. ISl ferRaa deHamEq T,

AT GISAT JZI A6 DEUIANIST A, TH. 3. Yolelrar
A9 DAY d&cl BIgdl.

9



ke gfeaiardl ™. g, 3. Yourelld SIvid B»TH &4
TR ATEIER™ TAT BTH Gega@ gafdd anza.
B TR Y, IIR,I3E,IR9,3¢,33R,]%0.

oI <qdd favanrma (Books Issue — Return Section) 31T, Y.
3AI. YoTTelIaT Jacid HIUATYATdl SR yead.

- YATATd ATeledl dradlll 8d AUclel Y&id dATATEIS]
ol SVl BIdATaef IS Rdar ol

- o WRd gdHEl SYURT WRA AT TATAIST AraDhibgA
fadie Yo Sfddear FREYHATT s Rl

- For=T ARTefigHTel <l arESiAT SUAS HH QUL

- Y YA URA IATdTdR ATdl BURTHA AT $HH
Aisvfl SOl

AT GISAT FZI A6 DRUIANIST ™. TH. 3. Yolelrar
Idcid AR dacl Blsdl.

- oAl AFTORYHATOl ff 9@l SUdel & QUIRITS!
qrEaGiAT ARYAT |91 ]Ul qE@iar fhedd dvl. =/
Hdd YEIRU glsel.

- T JATEId URd ATAaR Aidl SUCTHR IR SHH
fawamgwor Aievll S0 9 AT WISAT UERdl A, TH. 3L
YoTTelid SRyl glard f Tl 7 uifdel oga.

%<



ke gfeaiardl ™. g, 3. Yourelld SIvid B»TH &4
TR ATEIER™ TAT BTH Gega@ gafdd anza.
BH TAX Y, 0, N, AR, K0, RR, R, RK

HEHUAT TIART (Reference Section) 3. U, 311, YoTTeliaT Jdeid
HIYUYTYA BT Yead.

- ArEaSIAT g4l Qo] Jifadl QT SIvT™AT FTd ET I
e JER e @ Srardl Jifedl araai=r ol

- AT AN AT Jeidl Aisvll e gegdia dvol
f& araer O arEeiET @ g e

AT GISAT JZI A6 DRUIANIST ™. TH. 3. Yolelrar
IAcid DA dScl Blsdl.
- Pl fhsd® 9vl 9 YA JaT QUi

¥ Q¥ HHAT-AThgA YTAEact @ i

TATAATd HTH HUN-AT HHAT-ATAT FATTATd  3TI.TH,

M. YT Jdeid DAY BIV-AT deATGaEl] SIRT™d]
o QU ANIS] ATATHST Hax YAl Aw- ddalell
e, aeafRkerdid rgom-aT gugT 3T ..M. UeadEr

JAcld deIMa} BIVIR 9¢el & AFNTET 353 3Te.

%%



3r. 9eITd @Ry SHALATHhSA ATl
b. PIGEIE
¢ | AMATHAIN. TRUSI B AT Ueadl HeHid | AT Usadl  dewld ek Aldier
#ifEdY ame &1 ? Aifedt arme.
R | TATAATd  AATHA.  Usgdidl  Ideid | FATAATd AT U Er
HIATd AT9gad ARFNGY Al SIdl &7 | Iacid HIAd ATdGGA K. Aldbi=
? #ifEdY giefl.
3 | UATSITET HRAAT  ARRGST  (Quality | AATEL.
Manual) %80Tl 1T B Hifed 3e &1 ?
¥ | FATAATdl HIeed AT (Quality Plan) | AITEY.
RISl &1 8 AR 3R &7 ?
G | TAT™@TAN @Al Ueadl  (Quality | AITEY.
Procedures) ¥&UTSl BT & AR 38 &7 ?
¢ | Tl ®™™  3ida oramaferor | AT
Dol SITd BT ?
o | Turaardiel ®HE 9fdTa @ralReor | 9l
Dol SITd BT ?
¢ | wererardial s gERIg) B &1 ? | FATAAdd S gERgah g1
I Yo AlPpid AT IATR.
Q| IMUSAT UATATd  IJIRA.YH3N. HREA | 814
I AR ATl AR IR BT ?
o | rardl Sf N srravaddr e &1 ? B

8

qred ?

Jaredrdild QEfed dEGoId
THEAUUT Asd. H dBA S




®MH Blsd. oAl S gReor
Dol Wld AHS gl AT AN

R | SO BIEl AT

3 Hd foo. PHA-IIA IR B
Aigd  ollsddcdl  Y¥Eell  d®+

SHAT-YThgT GTEA 00 - Yl BTl ATaw
I ITHF Bledl A &, TATAAT JRA.THSN. HRE 3
qd HHA-ATA IR, TATAIM  HIAAAT IRTESI, DI
ST 9 HIdl Yead] add FATATdId S a4
9fed dEUReeT e S AE AMS S SIVN-AT DT
R derd Ad ARl

YA d BRIS AMGIAT ER QUAd A0
A T[UMEdl ol BIR—H M@l Al [ordeddl qoll
PRA  IEUWERAT g 9AdN YIS dd SldI
YA HIedl  ARTESI, DIeed AT d  GHlerdl
gl a9d TeaTerdTdiad S a9 sfdwa a@maReror
®AT dsol. AT JHOMA dRIR durgell oo ATd doidod!
WIRlel 9T AT §€el el Ulfesl. AN dd<dl SollHed
bl dacl Hdd Tsd g MMl eqd YHIUIEES gl

92




¥ JAM™. TH. Al YUl IAdd  dedHdaR
TJAToldIdl a9 fafear faurma o
HPRIHD da¢l ClciTYHIvl 3ATe.

- UG HET e faamreft dRvaa srelel enR.
a9d SR RS SRvaN Agd Bl

- M. QY. 3. YUl 3deid dedMay MMl gegd
HSTOINT Al gl

- SEMA INSUNYA HFTSdd 9d HHA-ATET AR
ST eaTe ared.

- SHTET R IRIEST e AUATHS dIR STl

- I, Q. 301, YUl HMHEMEl Uead Addi-Rus sl

- 3. TH. 3. YUlelMed de ST ST faurmofl oo
ST

- Har-arEr g ot gva A1ea g4

- TATAATNA IS fI9TRNd 9eRIie 95d Siidde oA
Adl 9 ATS ST I[UE dled.

- MR WA ol Od 9 dRAR BIVI-AT &1 HHI

BIAId 9 VAT ORI Aed gl
- 3. QY. 3iI. YUITei@ SMKild g ofld ddrd dd.

©R



S YATdd ARSI TATAE B, SR ol
i dd/dd d9d Udd JATGA BHEEYERT RIS
fewor oM@ AN oM. ww. Al ArfeRfed wed AR
YEHIdl RS & O AT RSl gddl HIAFET Sl
Urdel SFedl dnTdial il el diq Hvl JATaTID IATe.
IS Eielld IR Ml gddr givl sk e,

DRIl AINRTEST (Quality Manual)

AR GATAATAT ST AT, JAaaard e,
JATAITIS! WEfdel SOR EREFRE oo, ggia arfte
a1 AII® €RvT, HRTENT FHBISTE BURYT, dBTUAd Aid
IffPR sATdl wd M auefiaar At Aigqa Saalel
T

I AT (Quality Plan)

AT AT Y-S A FHrddarg"d o A¢ AT
a4l glgigaeiiudadl quefierar #fedl saM ferfaell wirdh.
9SGl Y&I$ ©REL AT YAl dRAR durEell e QT
dBIdD] AR TET AA™RI 95 DT Yol AMS dd=am
SOHEd 3Mdhel dad Add Osd gd HFMEl Uegd JHIVEER
NEICH

$2leldl Yegdl (Quality Procedures)
¥d PrRIvesddl Alqell G 9d gl Asa
SRfddedl uegdiFg <M. S EATSAT ARG A

93



TR S EArd dIQR - &R[EL - YA AlGUIuAbTel
ITHAMPIDI, dNI, Al g Fafrd rferar-ardl wdl srardl.
a4l gl Frarea™ ot 919 exidl. grerrAr el
I @R YA AREGHA SollUesd =T JIRIESATA ATe], Ud
INEL. IS ¥d ARAIdid HHAN) UHEaREd  brIvesdl
DATYHIUIE AT Adid DI T8l 81 3Aferpd auraeil Quality
Auditors FFRIFIAUYT $¥d Iard. ATd HIET BRP  ATSBdATH
AR AT 934 Yo dl guRell 3.

P @R (Quality Records)

e fa=fY M= Quality Manual, Quality Plan, Quality
Procedures THos= PITE TR Quality Records TR Bl
DHEBIG ATAT ARIRAN  dldd, [T <ol AfebT-AThs
auravll 8o T |El Ucedra]d el M. TE. Al 91
ol UM Dol ol FATad AdRFR Iid Hoal & dT
IS Al deledl Y-S S AAR HRIE] ARTONRI
JMcgaaell GEddd @l WA YA ARSI H1dl
IO AISE]L. IS §d HREARMEGR fie 707 IEle. 33T
JA® driveRdl i 9 yoigor ANfSrel s @) il smavas
TATRAF GEFERT U 3 A1 dEdiAT - JTedhil
RS Yuiyul ARMAT S &1 A8l 3™ [uifddad 1|
TGHYT M9dTd.

R



Toal quality management system

?) R IATH eI WsSH : ARAN AMS Qo0g—00¢ : RI ATh AT WseH,
00l

SN



¥ {4 WRIedrsT favsas il weifaenad e gt
Greflad dafferdl Afsd TUR ddl IR.

QUALITY MANUAL MMCOE, PUNE
TABLE OF CONTENTS (LIBRARY) PAGE1TO1
SECTION NO. CONTENT PAGE NO.
LIB 01 CONTROL OF PROVISION AND MAINTAING LIB/R1
OF BOOKS AND PERIODICALS IN LIBRARY 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 1TO3
LIB 05 VERIFICATION OF BOOKS LIB /RS
PAGE 1
LIB 06 WRITE OFF OF BOOKS LIB /R6
PAGE 1

%



QUALITY MANUAL

MMCOE, PUNE

QUALITY OBJECTIVES (LIBRARY)

SR. NO. OBJECTIVE DESCRIPTION VERIFIABLE INDICATOR

01 To increase usage data of Library in Average issue of books per day
terms of books issued to the users at
least 10% as compared to last year.

02 To procure at least one instructional Actual procurement of instructional
material available in Audio / Video material available in Audio / Video
format for each programme run by our | format.
institute.

03 To increase one title of book per newly | Actual titles procured for UG and PG

admitted student in under graduate
programme, post graduate programme
run by our institute.

programmes.
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QUALITY MANUAL MMCOE, PUNE

CH 6.3 LIB/R1 PAGE 1 TO 6

TITLE: CONTROL OF PROVISION AND MAINTATING OF BOOKS AND

PERIODICALS IN LIBRARY
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.

322 Recommendation of books is mark on the catalog. HODs
33 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.

332 The book approval form is reviewed, authorized and returned to the HODs
Librarian.

333 The book approval form authorized by the concerned HODs is Librarian
submitted to the Principal for approval.

334 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.

<l



QUALITY MANUAL MMCOE, PUNE

CH 6.3 LIB/R1 PAGE 2TO 6
ACTIVITY RESPONSIBILITY

34 RECEIPT AND ACCESSIONING OF NEW BOOKS:

34.1 The books received are verified (Ref.: CH 7.4) for acceptability Librarian

342 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.

343 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.

344 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).

345 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).

35 ACQUISITION OF JOURNALS

3.5.1 Requirement of journals is assessed through inputs such as: Librarian
e Internet
e Publishers’ contacts
e Advertisements
e Complimentary copies
e Already subscribed journals
e Renewal notices
e Requirements from Trustees/ Principal/ Secretary/ HOD’s/ Staff / Students.

352 Accordingly a journal requirement note (Ref.: P:F-LIB/03) is prepared  Librarian
and forwarded to the concerned HOD for authorization.

353 The journals requirement note is reviewed, authorized and returned Concerned HOD
to the Librarian.

354 The journal requirement note authorized by the concerned HODs is Librarian
submitted to the Principal for approval.

3.55 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

©]



QUALITY MANUAL MMCOE, PUNE

CH 6.3 LIB/R1 PAGE 3 TO 6

3.5.7

3.5.8

3.59

3.5.10

3.5.11

3.5.12

3.5.13

3.5.14

3.5.15

3.6

3.6.1

3.6.2

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.

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.

The covering letter for subscription / renewal of subscription of journals is Principal
reviewed and authorized.

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.

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.

The journals are issued to the readers and retrieved as per the chapter : Library Assistant
Library transactions (Ref.: CH 7.5.1 LIB)

At the end of every year, binding of the volumes of journals is arranged Library Assistant

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.

The bound volumes of journals are organized and maintained in closed Library Attendant
Cupboards at defined location (Ref.: CH 7.5.5).

Status on subscription / renewal of subscription of journals is submitted Librarian
for management review (Ref.: CH 5.6).

NON-PRINT MATERIAL (NPM) PROCESSING :

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.

The non-print material is organized and maintained in closed cupboards  Library Attendant
at defined location (Ref.: CH 7.5.5).



QUALITY MANUAL MMCOE, PUNE

CH 6.3 LIB/R1 PAGE 4TO 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 CH424 : Procedure for control of records

4.2 CHS5.6 : Management review

4.3 CH6.3 : Infrastructure

4.4 CH74 : Purchasing

4.5 CH 7.5.1 LIB : Library transactions

4.6 CH7.5.5 : Preservation of product

4.7 P: PFC-LIB/01 : Process flow chart — control of provision and maintaining of books and

Periodicals in Library.

4
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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- | New books procurement file containing : Librarian, Date —Wise | At least 2 years
FILE/05 ¢ Book approval form Library
(P.F-LIB/01)
e Communication with booksellers
and Publishers
e Communication with
Management/Principal/Staft/
Students
P: LIB- | Journals procurement file containing: Librarian, Date —Wise | At least 2 years
FILE/06 e Journal requirement notes Library
(P.F-LIB/03)
e Communication with publishers
Communication with
Management/Principal/Staft/
Students
e  Subscription (New/Renewal)
Forms with covering letter
e Bank documents for foreign
currency DD (As applicable)
[ ]
P: LIB- | Newspaper record file containing: Librarian, Date —Wise | Atleast 1 years
FILE/07 e Newspaper requirement notes Library
(P.F-LIB/07)
e Newspaper receipt record
(P.F-LIB/08)
P: LIB- | Newspaper clippings file containing: Library Category — | At least 2 years
FILE/08 e Newspaper clippings attendant, wise,
Library Date-wise

R
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P: LIB- | Books accession register in format Librarian, Accession | Permanent with

REG/03 | (P:F-LIB/02) Library no —wise updation

P: LIB- | Journal register in format (P:F-LIB/04) Librarian, Sr. no.-wise | At least 2 years

REG/04 Library after
completion

P: LIB- | Bound volume accession register in Librarian, Accession | Permanent with

REG/05 | format (P:F-LIB/05) Library no —wise updation

P: LIB- | NPM accession register in format Librarian, Accession | Permanent with

REG/06 | (P:F-LIB/06) Library no —wise updation

<3
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TITLE: PURCHASING

2.1

2.2

23

24

3.1.

3.1.1

3.1.1.1

3.1.12

PURPOSE:

To ensure that the purchased product / service conforms to the specified
requirements.

SCOPE:

Applicable to the purchasing of movable assets such as furniture / fixtures: lab
equipment and stationary carried out by MMCOE.

Applicable to the subcontracting of process such as maintenance, printing,
housekeeping etc.

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)
Not applicable to the purchasing carried out by SCTR/SITM.

DETAILS OF THE PROCEDURE:

ACTIVITY RESPONSIBILITY
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)

EVALUATION AND SELECTION OF SUPPLIERS AND VENDORS:

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).

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

[
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3.1.13

3.1.14

3.1.15

3.1.1.6

3.1.1.7

3.2
3.2.1

Principal

322

ACTIVITY RESPONSIBILITY

the list of approved vendors (Ref.:A.F-PUR04).

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)

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.

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.

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.

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).
PRUCHASING INFORAMTION:

Requirements for procurement of recourses are identified, based on  All Functional
The approved budget for coming academic year (Ref.: CH 6.1) and Heads,

Information on the available resources along with the total

Requirement is worked out for coming academic year

(Ref.: CH 7.5.1%, CH 8.2.4x).

Based to the finalized requirement for procurement of product / All Functional
Service, a purchase requisition (Ref.: A:F-PUR/09) is submitted to Heads

¢y
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Principal.

323 Referring to the purchase requisition approved by the Principal Principal

324

3.25

3.2.6

3.2.7

3.2.8

329

33

3.3.1

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)

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).

The comparative statement is reviewed and supplier / vendor is Principal
finalized. The decision is recorded on the comparative statement. Purchase
committee

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.

The Purchase Order is approved (evidenced by signature). Principal
The approved Purchase Order is distributed as follows: Purchase officer
- Supplier / Vendor

- Accounts

- Indenter

- Office copy

Receipt of the product / provisioning of the service is followed  Purchase officer
Up with the supplier / vendor. Indenter

AMENDMENT TO A PURCHASE ORDER:

In case of any changes desired in the purchasing data, an Purchase officer
amendment to the PO is prepared using PO format.

A
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332 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
34.1 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
342 Accordingly verification remarks are entered on the documents Concerned Functional
Received from the supplier / vendor along with the product and ~ Head / Indenter
and authorized.
343 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.
344 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.
35 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 CH4.23 : Procedure for control of documents
4.2 CH4.24 : Procedure for control of records
4.3 CH6.1 : Provision of resources
4.4 CH&6.3 : Infrastructure
4.5 CH 7.0 : Product realization

9
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4.6 CH 7.5.1x : Chapters related to control of service provision
4.7 CH7.5.3 : 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- | Supplier evaluation record file containing Purchase Supplier — | At least 3 years
FILE/05 e Supplier registration form officer / Office wise
(P.F-PUR/01)
e List of approved suppliers Date — wise | Permanent with
(P.F-PUR/02) updation
e Supplier periodic evaluation Year —wise, | At least 2 years
sheet (P.F-PUR/06) Supplier —
wise
e Supplier periodic evaluation Year —wise | At least 3 years
summary
e Relevant communication Supplier- At least 3 years
wise, Date
wise
P: PUR- | Vendor evaluation record file containing: Purchase
FILE/06 officer / Office
e Vendor registration form Vendor — At least 2 years
(P.F-PUR/03) wise
e List of approved vendors Date —wise Permanent with
(P.F-PUR/04) updation
e Vendor periodic evaluation sheet Year-wise, | At least 2 years
(P.F-PUR/07) Vendor wise
¢ Vendor periodic evaluation sheet Year —wise | At least 3 years
(P.F-PUR/07) .
e Vendors periodic evaluation Year —wise | At least 3 years
summary

Relevant communication

Vendor-Date
wise

At least 3 years
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Ref Description Maint By at Indexing Retention
Period
P: PUR- | SCTR outsourced process audit record Purchase
FILE/07 | file containing : officer / Office
e SCTR outsourced monthly audit Month- wise | At least 3 years
report —housekeeping
(P.F-PUR/08a)
e SCTR outsourced monthly audit Month- wise | At least 3 years
report — general maintenance
(P.F-PUR/08b)
e Relevant communication Date-wise | At least 3 years
P: PUR- | Purchasing record file containing: Purchase
FILE/08 officer / Office
e Purchase requisitions Function- Till transferred
(P.F-PUR/09) wise to accounts
Date —wise | after execution
e Comparative statements PO no.- wise | Till transferred
(P_F_PUR/OS) to accounts
after execution
e Purchase orders PO no.- wise | Till transferred
(P.F-PUR/10) to accounts
after execution
e Relevant communication Date-wise | At least 3 years
A:SEC- | SCTR outsourced process audit record Secretary / Month- wise | At least 1 year
SCTR- | file containing: SCTR
FILE/05 e Copies of SCTR outsourced
monthly audit report —
housekeeping (A.F-PUR/08a)
e Copies of SCTR outsourced
monthly audit report — general
maintenance A.F-PUR/08b)
P:<Func | Functional purchase record file Functional
Tion>- | containing: head, Resp.
FILE/03 dept
F
e Copies of purchase requisitions Sr. No.-wise | At least 1 year
(P.F-PUR/09) after purchasing
e Copies of purchase orders Month-wise | At least 1 years
(P.F-PUR/10) after
completion
A: Purchase order register in format A:F- Purchase Sr. No.-wise | At least 2 years
PUR- PUR/11 officer, office after
REG/03 completion

A




QUALITY MANUAL

MMCOE, PUNE

CH 7.5.1 LIB/R4

PAGE 1TO3

TITLE: CONTROL OF LIBRARY TRANSACTIONS

2.1

22

3.2

3.2.1

PURPOSE:
To ensure control on Library transactions.

SCOPE:

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)
Applicable to the issue of books to staff and subsequent retrieval (Ref.: Para 3.2)

DESCRIPTION (Ref.: P:PFC-LIB/02, P:PAC-LIB/02):

ACTIVITY

RESPONSIBILITY

BOOK TRANSACTIONS (STUDENTS) — FOR REFERENCE USE WITHIN

LIBRARY PREMISES:

Upon request from the student for book — for reference use within
Library premises, the availability of book is checked. In case the
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.

It is ensured that appropriate work environment is maintained in
the Library premises (Ref.: CH 6.4).

In case the book is returned in good condition on the same day,
appropriate entry has been made in the relevant book card

In case the book is lost or damaged beyond repairs, replacement
Is obtained from the student. In case the replaces book’s edition is

new, new accession number is allotted from the accession register.

In case the book is returned in damaged condition and is
Repairable., book binding is arranged from the student.

In case the book is returned in good condition but after the due
date, a fine is charged to the student as applicable.

Library attendant/
Assistant Library

Library attendant/
Assistant Library

Library attendant/

Assistant

Library attendant/
Assistant Library

Library attendant/
Assistant Library

Library attendant/
Assistant Library

BOOK TRANSACTIONS (STUDENTS) — FOR USE OUTSIDE LIBRARY

PREMISES:

Upon request form the student for book — for use outside Library
Premises, the availability of book is checked. In case the book is
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

Qo

Library attendant/
Assistant Library
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322

323

324

325

3.2.6

3.2.7

33

3.3.1

332

333

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).

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.

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.

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.

In case the book is returned in damaged condition and is Library attendant/
Repairable, book binding is arranged from the student. Assistant Library
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

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

BOOK TRANSACTIONS (STAFF) :

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.

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.

In case the book is lost or damaged beyond repairs, replacement ~ Library attendant/

Is obtained from the staff. In case the replaces book’s editionis  Assistant Library
new, new accession number is allotted from the accession register.

Q2
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Entries in the relevant book card and staff issue record register are
updated accordingly.
334 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.
335 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.
34 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 CH4.24 : Procedure for control of records
4.2 CH7.5.1 : 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- | Book transaction communication record Librarian, Date-wise At least 1 year
FILE/09 | file containing : Library
e Library book demand slip’s
(P.F-LIB/14)
e Communication with recipients
of Library books
Cardex containing : Librarian, Accession | Till the book is
e Book cards Library No. wise returned by the
(P.F-LIB/09) student

e Reference cards(P.F-LIB/10)

R
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TITLE: PRESERVATION OF LIBRARY RESOURCES

2.1
22
23
24

31

3.1.1

3.2

3.2.1

322

3.3

3.3.1

3.3.2

333

334

PURPOSE:

To ensure that the conformity of product is preserved during service provision.
SCOPE:

Applicable to the:

Movable assets such as furniture / fixtures

Lab equipment
Books / Journals / CD’s / DVD’s / Floppies / Cassettes

Stationery

DESCRIPTION

ACTIVITY RESPONSIBILITY
IDENTIFICATION:

It is ensured that various products as per the scope are identified Asper CH7.5.3

as per the chapter ‘identification and traceability’ (Ref.: CH 7.5.3).

HANDLING:

Handling of all products is arranged manually, carefully to avoid Respective

any damage. Functional
Heads / Staff

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).

STORAGE:

Storage of infrastructure (Except heavy equipment) is arranged  Respective
neatly in racks / cupboards. Functional Heads

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.

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.

The dead stock register (Ref.: P: F-INF/01) is updated in case of Registrar

]3
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335

3.3.6

3.3.7

34

34.1

3.4.2

3422

3423

3424

4.1
4.2
43
44
4.5
4.6
4.7

ACTIVITY RESPONSIBILITY

any additions / permanent shifting / disposal (after approval of
the Principal) of the infrastructure.

Temporary movement of the infrastructure is recorded in the the Registrar
Movement register (Ref.: P:F-INF/02) maintained department-wise.

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).

Stationery items are issued to the requesting departments based on Registrar
The requests authorized by the concerned HOD.

PROTECTION :

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).

PROTECTION OF LIBRARY BOOKS / JOURNALS / CD’s / DVD’s /
FLOPPIES :

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.

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

Pest control is arranged in the Library once in a month through ~ Librarian/

External agencies (Ref.: CH 6.4, CH 7.4). Asst. Librarian
REFERENCES:

CH4.2.4 : Procedure for control records

CH 6.3 : Infrastructure

CH6.4 : Work environment

CH7.5 : Product realization

CH 7.5.1 LIB : Library transactions

CH7.5.3 : Identification and traceability

CH7.4 : Purchasing

RY
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4.8 P:WI-LIB/02 : Guidelines for use of Library facilities

49 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.

AR
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TITLE: VERIFICATION OF BOOKS

1.1

2.1

3.1

3.2

3.3

3.4

3.5

4.1

PURPOSE:

This procedure specifies the method of verification of books in Library.
SCOPE:

MMCOE central Library.

PROCEDURE:

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.

Sample checking of each rack is done.

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.

The books verification report is submitted to Principal for approval.

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)

REFERENCES:

Verification report.

Q%
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TITLE: WRITE OF BOOKS FROM ACCESSION REGISTER

1.1

2.1

3.1

3.3

3.4

3.5

3.6

4.1

PURPOSE:

The procedure describes the action to be taken in case, book is damaged
beyond repairs.

SCOPE:

MMCOE central Library.

PROCEDURE:

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.

Further actions are initiated after receipt of approval from the Principal.
Entries regarding the damaged books are made into withdrawal register.

In case of lost or damaged book the new requisition is initiated by Librarian.
The damaged books to be written off are sent for further processing by
Librarian.

REFERENCE :

Withdrawal register.
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Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : BOOK BANK APPLICATION FORM FF No : 200
10f2
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 :

L 1 T ———
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.



Marathwada Mitra Mandal’s College of Engineering

Karvenagar, Pune — 411052.

Title : BOOK BANK APPLICATION FORM

FF No : 200
20f2

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.

Remarks:

(Signature of Student)

Librarian




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

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. | Name of the Student Date of Number of Total working
No. Joining days worked | 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.



Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title: Information About Books, Journals and Non Book Material FF No : 202

INFORMATION ABOUT BOOKS, JOURNALS & NON BOOK MATERIAL

(Ason 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 | VOLUMES TITLES NATIONAL INTERNATIONAL
from DEPARTMENT

Computer / IT

E & Tc

Mechanical

Applied Science

MBA

MCA

Total




Marathwada Mitra Mandal’s College of Engineering

Karvenagar, Pune — 411052.

Title: Comparative Statement for Purchase of New Books

(TEXT / REFERENCE / GENERAL / FOREIGN BOOK)

FF No : 203

Name Of Supplier —
Details

Supplier-I

Supplier -11

Supplier —I1I

Supplier -1V

Remarks

Discount

Delivery

Payment Terms

Insurance

Packing & Forwarding

Recommendation

Librarian

Chairperson Library

Approval of

Principal




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

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.
Sr. | Title Author Publisher Price Per No of | Usage* Remarks
No. Copy Copies From

Rs. Ps. Library
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,




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

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
VS et e and is marketed by their only authorized Dealer

in India /Maharashtra We shall be held responsible in case the certificate is found to be incorrect.

Sign of Indenter and H.0.D

Budgetary or Non Budgetary Item:-



Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : BOOK PURCHASE ORDER FF No: 205
1of2

To,

Sub: Supply of Books.

Sir,
Please arrange to supply the books as listed in the annexure, subject to the conditions
mentioned as under: -

—

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

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.

(98]

Thanking you.

Principal

Encl.: As above
1) Accounts
2) Library



Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : BOOK PURCHASE ORDER FF No: 205
2 of 2
List of Books
Sr. Title Author Publisher Price Per No of Remark
No. Copy Copies
Rs. Ps.

Librarian




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : Department Wise Budget Expenditure Statement FF No: 206

Financial Year

Department Budget Expenditure as on

Total =

Librarian

Chairperson Library



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

Acc. No.

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.




Marathwada Mitra Mandal’s College of Engineering

Title : Book Card

Karvenagar, Pune — 411052.

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




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

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




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

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

1) Circulation :1) Staff
2) Student

i1) 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 = -1 - (Il +1III +IV) =

Signature of verification Officer LIBRARIAN




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : Library Budget FF No.211
1of2
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

Rs. Ps.

Sr. No Particulars Amount Required Remark

Total

B) Budget for Furniture

Sr No | Details of Items Quantity tobe | Approximate Amount Required
Purchased Rate
Rs. Ps. Rs.

C) Budget for Repairs and Maintenance

Rs. Ps.

Sr. No Details Amount Required




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : Library Budget FF No.211
20f2

D) Additional Staff Required

1))

2)

E) Budget for Staff Training, Conference expenses & Industrial visit

Sr Details Number of Approx Expenses Amount
No persons per person Rs. Ps.
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
SUPPLIER
AUTHO EDITIO NAME &
S.NO. | TITLE OF BOOK R PUBLISHER N QTY | INVOICE | REASON FOR REJECTION | REMARKS
NO.
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. :
A Pub Class | Order | B | Disposal
Date Ncc. Author Title Publisher Place uo- Pages | Source | Price ass 9T Now/ 15posa ISBN | Remarks I
o. Year (Rs.) No. No. Datc No.




Marathwada Mitra Mandal’s College of Engineering

Karvenagar, Pune — 411052.

Title: Bill Register FF No.215
SR. BILL NO. SUBMITTED TO | RECEIVED PAYMENT
NO. NAME OF THE PARTY & DATE AMOUNT ACCOUNTS ON BY DETAILS REMARK




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : Students Usage Data

Students usage Data

FF No.216

Date

Borrower
ID

Acc No.

Title

Author

Remark
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Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : Staff usage Data

Staff usage Data

FF No.217

Date

Borrower
ID

Acc No.

Title

Author

Remark
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Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : Books Transfer Register FF No.218

Books Transfer to Department:

SR.NO. ACC. NO. TITLE DEPARTMENT HOD’S
SIGN.

Librarian.



Marathwada Mitra Mandal’s College of Engineering

Karvenagar, Pune — 411052.

Title : Library Fine Register FF No.219
Date Receipt Amount Remarks Date Receipt Amount Remarks
No. Rs.  Ps. No. Rs. Ps.
Check by Librarian Chairperson Library




Marathwada Mitra Mandal’s College of Engineering

Karvenagar, Pune — 411052.

Title : Library Fine Register FF No.220

SR. | ACCESSION | TITLE OF THE NAME OF THE | ORIGINAL | REASON FOR

NO. NO. BOOK AUTHOR STAFF PRICE | WITHDRAWL | REMARKS
Signature

Librarian




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : Magazine / Journal Entry Register

FF No.221

Title

Nat
/ Int

Vol

Issue

Received
Date

Frequency

Dept

CD’s/
DVD’s

Remark

\OOO\IO\m-wav—‘g%




Marathwada Mitra Mandal’s College of Engineering

Karvenagar, Pune — 411052.

Title : Newspaper Entry Register

MONTH

FF No.222

SR.
NO.

NAME OF THE NEWSPAPER

28

29

30

31




Marathwada Mitra Mandal’s College of Engineering
Karvenagar, Pune — 411052.

Title : Library Fine Receipt format FF No : 223
RevNo. 0 Dt.:01/03/2011 MMCOE Library
FF No.: 223 Pune - 411052
Fine R. No. : Date :

i Name :

Class : PRN. No. :

Amount Rs.:

Rs. I(In Words)

For Librarian



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

Name of The Department

Sr. No. Title of Journal / Magazine

Signature

Librarian




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. Name of the journal Month Vol. No.
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.
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