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Ref.: MCE/Dept. Name/AY/SEM/LIB/RR

LIBRARY RULES & REGULATIONS


Effective From: __________________
Approved By   : __________________
Rules:
1. Library working hours             : __________________
2. Borrowing limit                         : __________________
3. Lending period                          : __________________
4. Late return fines                       : __________________
5. General conduct                        : __________________
6. Digital resource usage policy   : __________________

Library Rules & Regulations can be described at about maximum of 1500 words.





                    Librarian	Principal
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               Ref.: MCE/Dept. Name/AY/SEM/LIB/CIR
	Date:
                                                                                        
                                                                                          CIRCULAR

The meeting for the student members of all Departments is scheduled on Date (Time) at Venue. In this regard, members are asked to attend the meeting.

           Agenda:
1.  ……………………………………..
2. ………………………………………
3. ………………………………………
4. ………………………………………
5. ………………………………………

               



                Library Committee Coordinator                                                                                   Principal

               Copy to: 
                             IQAC
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Ref.: MCE/Dept. Name/AY/SEM/LIB/MOM

LIBRARY COMMITTEE MEETING MINUTES
		Date:
Academic Year   :
Meeting Number: 
	Agenda No.
	Agenda Item
	Decisions Taken
	Responsibility
	Deadline
	Remarks (if any)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Name of the Member
	Role
	Signature

	
	
	

	
	
	

	
	
	


Note: Add 2-3 geo-tagged photos of Library Committee meeting

Library Committee Coordinator				Principal
Copy to: IQAC
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Ref.: MCE/Dept. Name/AY/SEM/LIB/BR
BOOK ACQUISITION REGISTER
			Date: 
	S. No.
	Date of Order
	Supplier Name
	Title of the Book
	Author (s)
	Publisher
	ISBN
	No. of Copies
	Cost per Copy in Rs.
	Total Cost in Rs.

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



                

Librarian                                                                      Library Committee Coordinator			                    	Principal

Copy to: 
1. Administrative officer
2. IQAC
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Ref.: MCE/Dept. Name/AY/SEM/LIB/BAR
BOOK ACCESSION REGISTER
		Date:
	Accession No.
	Date of Accession
	Title
	Author(s)
	Publisher
	Edition
	Year
	Price (₹)
	Bill No.
	Remarks

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	





Librarian                                                                      Library Committee Coordinator			                    	Principal

Copy to: 
1. Administrative officer
2. IQAC
[image: A white sign with blue text

AI-generated content may be incorrect.]Form AC– LIB06

Ref.: MCE/Dept. Name/AY/SEM/LIB/PR
PERIODICALS REGISTER
		Date:
	S. No.
	Name of Periodical
	Publisher
	Subscription Type
	Frequency
	Start Date
	End Date
	Cost per Year (₹)
	Remarks

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




Librarian                                                                      Library Committee Coordinator			                    	Principal

Copy to: 
1. Administrative officer
2. IQAC
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Ref.: MCE/Dept. Name/AY/SEM/LIB/DBR
DONATED BOOKS REGISTER
		Date:
	S. No.
	Date of Donation
	Donor Name
	Contact Details
	Title
	Author
	Publisher
	No. of Copies
	Remarks

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Librarian                                                                      Library Committee Coordinator			                    	Principal

Copy to: 
1. Administrative officer
2. IQAC
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Ref.: MCE/Dept. Name/AY/SEM/LIB/SVR
STOCK VERIFICATION REPORT
		Date:
Date of Verification	: __________________
Verified by		: __________________
	S. No.
	Accession No.
	Title
	Author(s)
	Location
	Status (Available/Missing/Damaged)
	Remarks

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Librarian                                                                      Library Committee Coordinator			                    	Principal
Copy to: 
1. Administrative officer
2. IQAC
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Ref.: MCE/Dept. Name/AY/SEM/LIB/CR
CIRCULATION (ISSUE/RETURN) REGISTER
	Date:
	Date
	Member ID
	Name
	Book Accession No.
	Title
	Date of Issue
	Due Date
	Date of Return
	Fine (₹)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	
Librarian                                                                      Library Committee Coordinator			                    	Principal
Copy to: 
1. Administrative officer
2. IQAC
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Ref.: MCE/Dept. Name/AY/SEM/LIB/PR
CIRCULATION (ISSUE/RETURN) REGISTER
	Date:
	S. No.
	Member ID
	Name
	Department/Designation
	Contact
	Date of Joining
	Validity Period
	Remarks

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




                                                          	Librarian      
Copy to: 
1. Principal
2. IQAC
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Ref.: MCE/Dept. Name/AY/SEM/LIB/LUS
LIBRARY USAGE STATISTICS
	Date:
	Month/Year
	Total Visitors
	Books Issued
	Books Returned
	E-Resources Accessed
	Events Conducted
	Remarks

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Librarian                                                                      Library Committee Coordinator			                    	Principal
Copy to: 
IQAC
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