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1. INTRODUCTION

The library manual is a source of information about library, all core procedures of selection,
collection and dissemination of relevant information in the library system are being elaborated
in it. This also includes important functional sections and defined set of poIicies{%maintain
uniformity and transparency in the library system. O

The basic purpose of library manual to define set of rules for accomplish@ Vvarious routine
activities of the library. The manual can be a standard of rules and regu@ans for the library
staff whenever there is any confusion to understand any function or progeture. Users may also
be benefited from this manual as various terms and procedures are defined in such a way
that it provides answers to many frequently asked questions.

Q

2. LEARNING RESOURCE CENTRE (LRC) ’\O
The Learning Resource Centre (LRC) of JUIT is entlrely oted to the academic needs of the
students and faculty. The LRC is the hub for the libra @d information services in the Institute.
It serves as a creative and innovative player in supp@rting the teaching, learning, scholarship and
research activities of the Institute. The lib uilding is aesthetically designed and an
exceptional example of modular constructj éoffers a wide range in all areas of learning
through its fast growing core collection journals and e-resources. The LRC is doing its
best efforts to give quality services to |ts s by using the State-of-the-art facilities.

1.1 VISION:
The vision of Learning Resource (?fe is to provide comprehensive resources and services in
support of the research, teachj d learning needs of the University community.

1.2 MISSION: ’\A

To fulfil above vision, @C commits to:
e Build collections arté’create tools to support research and learning;

e Optimal use ilable resources and services;

e Ensurethe ervation and long-lasting availability of LRC resources;

e C(Create at ive and comfortable physical and virtual environments for study, and research;

. CO“@ with faculty members and research scholars to enrich the collection and
Services.

The LRC ensures that its collections remain forward-looking, diverse in breadth and form, open
to browsing, and of world-renowned quality.

3. LRCTIMINGS:

On all working days 08.45 AM to 12.00 PM MIDNIGHT
Saturdays 08.45 AM to 08.00 PM
Sundays 08.45 AM to 08.00 PM

LRC will remain closed on all national holidays and the holidays mentioned in academic calendar
of the university. Any change in the LRC timings (other than above) will be notified in advance.
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4. UBRARY COMMITTEE(LC:

The library has a Library Committee (LC). The committee advices on issues related to holistic
development of the library system on the university. It also plays an important role between LRC
and its users. It recommends actions on library policies, innovative services, infras ture and
collections in the LRC. The Library committee consists of following members.

1. Chairman of the LRC \
2. Faculty Representative of Department of Electronics and Commt@ion Engineering

(Member)

3. Faculty Representative of Department of Computer Science En@ring (Member)

4. Faculty Representative of Department of Civil Engineerin I\@\ er)

5. Faculty Representative of Department of Bioinformatics &Biotechnology (Member)
6. Faculty Representative of Department of Humanities apd, Social Sciences (Member)

7. Faculty Representative of Department of Physics a.m&erial Science (Member)

8. Faculty Representative of Department of Mathen%s (Member)

9. In-charge of Learning Resource Centre (Membe

retary)

5.
Following is the organization chart of Learni &source Centre.
 LrcorGaNDGRAM
N

D TY LIBRARIAN/
LABRARY IN-CHARGE
N

$

d;bASSISTANT LIBRARIAN
Q
PROFESQWL ASSISTANT [<—F—>| PROFESSIONAL ASSISTANT
M)

JR. PROFESSIONAL ASSISTANT

N

JR. PROFESSIONAL ASSISTANT

LIBRARY ASSISTANT

N

LIBRARY ASSISTANT

\ 4

JR. LIBRARY ASSISTANT |<——>| JR. LIBRARY ASSISTANT
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Following are the responsibilities of library staff but not restricted to

5.1 ROLE OF THE DEPUTY LIBRARIAN (IN-CHARGE LIBRARY):

1.

PNV R WN

9.

10.
11.
12.
13.

To support teaching and learning activities of the institute.

Provide leadership and development of staff.

Manage the library budget and allocation of financials and human res@ees.
To plan development and management of library services/resourc@

To procure/purchase/subscribe materials for the library. \Q

To monitor collection development and archiving.

To coordinate with students and faculty in terms of searc}q d use of relevant
information.

To plan and execute use of IT in library activities and s@ces

To build collection in key areas of the institute.

To assess the academic and research informatio st of the user.

To establish coordination and networking wit r well established libraries.
To prepare reports related to library and inf; tion services and activities.

Overall administrative management of all aspects of the library activities. :

5.2 ROLE OF THE ASSISTANT LIBRARIAN: s\o

1.

ukhwn

No

8.
9.

10.
11.

To maintain acquisition section \

To maintain Digital Library sectiorﬁ\

To manage e-resources

Compiling list of new arrivals_agd circulating it among faculty members.

To provide user services,”léku ing addressing inquiries, information search, document
downloading and docu @ delivery etc.

Coordinate with DEL bout Inter Library Loan and other services.

To assist in creati@romotional materials, writing reports and maintaining statistics
and files etc.

To keep statisti %out library services and usage

To assist the,Jibrarian in acquisition of reading and other materials.

To main&rary system in librarian’s absence.

To asQ creating promotional materials, writing reports and maintaining statistics
an tc.

5.3 ROL)F THE PROFESSIONAL ASSISTANT:

1.

©oNDU A WN

10

To catalogue and classify reading material with help of standardized tools.

To feed bibliographical details of procured books in Library Management Software.
To feed new library member’s detail in Library Management Software.

To handle circulation desk and keep record of this service.

To help users with reference and referral services (whenever required).

To assist in maintaining a friendly and supportive library environment

To assist in proper implementation of Library policies and procedures

To help users in online information searching using subscribed and other databases.
To supervise or maintain stack area

To keep newspaper record including monthly billing etc.
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5.4 ROLE OF THE JUNIOR PROFESSIONAL ASSISTANT:

1.

LN R WN

=
o

5.5 ROLE OF THE LIBRARY ASSISTANT:

1.

LWoNOUR~WN

10.

To prepare library exhibits and display.

To help in conducting user survey in the library %
To assist and maintain acquisition or periodical section. Q
To help users with reference and referral services (whenever require(éo

To shelve scattered or circulated books on the stacks as per their call bers.
To help in sending alerts on various important issues/topics on reg asis.
To help in maintain decorum in the library. \Q

To perform article indexing or TOC etc. C)

To provide reference service and directional assistance t u@t in finding their relevant
reading material.

. To assist in any other work assigned by the leran@co achieving the objectives of

library system. .

To work at the circulation desk. @

To do arrangement of shelves.

To assist in maintaining news clipping otocopying.
To inspect books and journals for bi
To maintain bar-code and spine lalgels for books and other reading materials.

To perform clerical routines con@ted with the ordering and receipt of new materials.
To assist and maintain period%lnsection in absence of Library Assistant.

To assist in book arrange the reading hall and on the stacks.

To scan important new c@/ertlsements and articles appear in newspapers and
journals/magazines t(Q}p user/authority up-to-date on needed areas.

To pasting spine la ar-codes, book pockets and slips on books and other reading

materials Q
5.6 ROLE OF THEJ IOQLIBRARY ASSISTANT:

1.

©oNDU A WN

10

tion desk (whenever needed)

library documents

To eq% cleanliness in the library

@f»i t library staff with MISC helps like photocopy services, etc.

%arrange tables/chairs

To assist in maintaining news clipping and photocopying.

To oversee and check for library material not taken out wrongly by any library visitor.
To help users to locate the books on the stacks whenever required.

To assist other library staff in filing works

To assist in filing newspapers and making bundles of periodicals.

6. GENERAL INFORMATION:

6.1 LIBRARY MEMBERSHIP: Students enrolment number is the Library ID and faculty or staff
Employee ID is Library membership number.
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6.2 LIBRARY CARD: The student’s ID card of the institute is considered Library card.

6.3 ACCESSION NUMBER: Accession Number is a unique number for a library document to
identify it in whole library collection.

6.4 CIRCULATION: Books from the general collection are checked out (is @% 10 days.
Reference books can be given to Master Degree students, research schol nd faculty for
three days. These books will not be issued to B.Tech students. Reser. ook collection is
restricted to use within the library, hence, cannot be circulated. Si y, current issues of
journals/magazines and newspapers are not circulated. C)

6.5 CIRCULATION COUNTER/CIRCULATION DESK: This is the main unter of the library from
where one can issue, return or renew library documents. On n also ask about fine and due
date for returning the document and other information rekq@updates

6.6 BOOK STACKS: The racks on which books are bein @ved are called as stack area or stacks.
The books are being arranged in a proper order. &can browse these stacks and retrieve
his/her needed document easily. @

6.7 CALL NUMBER: This is a combination Umerals and alphabets that provides a unique
identification to each document in the lifsrary. Books are being arranged as per call numbers.
The Call Number is pasted at spine of th@)cument for easy shelving and retrieving.

6.8 DUE DATE: The due date is tﬁe@ by which issued documents should be returned to the
library. To extend the loan (Iss riod of the document, the document needs to be renewed
so that over due date fine sh ot incurred.

6.9 OPAC (ONLINE PUB@CCESS CATALOGUE): OPAC is the computerized catalogue of books
and facilitates the us ions to search the location, availability or status of the book or books.

7. LRC COLLEC&&g

Library |on is comprises of different kinds of information materials. This material is being
arrangedsin very systematic order for easy retrieval of needed documents. LRC has following
types of information materials in the library.

7.1 BOOKS: Books are a major source of documented information. All books available in the
library are further divided in different groups as per scope of the contents they are possessing.
LRC users have different privileges to borrow these books.

7.1.1 Text books: These are the books which are recommended or available for
reading as per the curriculum.

7.1.2 Reference books: These books are of research purpose and faculty and research
scholars may generally use these. Most of these books are rarely being used and
of high cost hence purchasing more number of copies may lead to wastage of
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funds. Hence, LRC possess 1-3 copies of these books and keep them in reference
section. A few copies of highly used books are also being kept in the reference
section.

7.1.3 Reserve books: Handbooks, reports, theses, etc are the document@th are of
rare category and LRC has only once copy of these document ook from
this section issued to anyone. O

7.1.4 General books: LRC is maintaining books on motiva@\, biographies, short
stories and fiction in this section. Q)

7.2 PERIODICALS: Subscription of periodicals is important for/agbrary. Periodicals keep LRC
users abreast with the latest happenings in their respectin:eas or areas of interest. We
further categorize periodicals in three groups: .

Q>

7.2.1 Journals: These are the periodicals W‘wep updates on scholarly research.

7.2.2 Magazines: These periodicals ar, ntaining slightly light scholarly nature of
contents. Some of these are bject oriented magazines and some are of

general reading purpose. \

7.2.3 Newspapers: Newspape@re of regular nature and inform the user about day-
to-day happenings i%al, regional and international level.

L

7.3 E-RESOURCES: The resour.&@which are available in CDs/DVDs or on the Internet are
grouped under E-resources: @

7.3.1 CDs/DV@RC is storing various CDs/DVDs and managing them for use of LRC
users

7.3.2 e Journals and databases: LRC has been subscribing to various databases
ich are accessible within the campus on IP range of the institute.

N
8. LRC SE(}?\IS:

The whole library is divided into various segments for smooth functioning of its activities and
services.

8.1 ACQUISITION SECTION:
Procuring quality documents in the library is foremost and primary responsibility of the
library. Library seeks suggestion and recommendations for pooling quality resources.
Conduct various book displays, exhibitions and fairs on different key areas of the institute
and topics suggested by faculty members. Focus is not only restricted to one specific area
but sincere efforts are being made in selecting good books for strengthening resource base
of the library. Since this collection building requires huge amount of money and has long-
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lasting repercussions, it is very much essential that Library has a well defined policy on

building library collection.

8.1.1 Procurement of Books and other documents:
8.1.1.1 Acquisition:

D

LIBRARY MANUAL

e Receive recommendations from users (faculty, students aa{ %

e Assign request number. O

e Check for duplication.

e Prepare a book recommendation list and circulatiegf same to the library
committee members.

e Approval from the Vice Chancellor/Director &Q)

e Order
e Receiving of ordered documents/follow-upNor non-received books.
e Redirecting the order to another suppli one is unable to supply books.
8.1.1.2 Accessioning: (b
e Verification of received book per the order (title, author, publisher,

edition, price, number of&@s received and discount approved in the
order) and physical statu

Crosschecking or Ma mhg he details of the ordered item and details given
on bill (title, publish K.rice etc.)

Price proof verification for foreign publications and for books on which price
is not menti Aanyone from a photocopy of the publisher catalogue,
printout fror@e publisher’s website photocopy of the invoice received by
the suppli m the distributor may be attached)

Accessi of each book (separate accession number for each copy) need

to be
Writg\accession number on concerned bill against each title and at the book
alse/(including at secret page as well).

° @tries in bills for clearance register
&Forward bills to accounts section for payment.

(6,%1.3 Terms and conditions for vendors:

All books carry a discount as per the agreed terms.

The order should be acknowledged with 3 days from the date of order.

The vendor should supply all Indian ordered books within 30 days and
foreign books within 90 days.

Supply of publications at current catalogue prices.

Only latest editions of books are brought.

Wherever advance payment is required, the same may be made by the Vice
Chancellor/Director’s approval.

If price is not mentioned on the book the publisher should provide price
proof (photocopy of publisher’s catalogue, distributors invoice or printout
from publisher’s online catalogue) of the same with the bill.

The purchase order will be valid for 90 days unless otherwise mentioned.
Payment will be made within 45 days from date of receipt of the invoice.
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8.2 TECHNICAL SECTION:

8.2.1 Technical Processing of Books:
e Embossed library stamp on inner title page, last page and secret%e of the

book
e Enter bibliographic detail of the book in Liberty software. OQ
e Assigning class number to accessioned documents as per f@ ewey Decimal
Classification (DDC) Scheme.
Assign first three letters of ‘area of responsibility’ (in cz@s Book number.
Assign relevant subject headings to each entry.
Past spine label, bar-code and elector magnetic t
Paste due date slip at the first page.
e Send books for display on new arrivals revol\@cks or send fully processed
books at their proper locations in the Iibr%

@3 M Security).

8.2.2 Technical processing of periodicals: (b
e In case of periodicals, technical se ’KSHI past electro-magnetic tag in some of
the periodicals as and when by the Periodical in-charge. Bar-code
pasting, stamping, entry onéodlcal register and on library management
software will be taken carim Periodical Section.

8.3 CIRCULATION SECTION:
This section is treated as face gﬁllbrary. It is located at entrance of the library. It is also
known as Circulation Counter rCulation Section. This section extends issue and return
facility of library document s section further responsible for generating membership,
providing no-dues certific @collection of overdue or other library fines. This section also
extends document reSQ&tion service, sending reservation service related alerts and

collecting advance p@bﬂts of students for photocopy facility.

8.3.1 USER’S PRIVI@ES
8.3.1.1 Books
Bor%mg facilities are given only to the members of the LRC against the Non-
rable Identity Card issued by the Institute to the member. Borrowing is
mitted only through the Circulation Counter. The loan entitlement to members is
s mentioned in the table given below:

Category BTech MSc/MTech PhD Faculty Staff
Books 10 10 10 20 05
Days 10 20 30 180 30

8.3.1.2 Journals:

e Current Journals/Magazines are strictly for reference purposes in the LRC,
and will not be issued to anyone. If there is an urgent need, then the back
issues of a few journals/magazines can be issued for over-night against the
Library Membership Card.

LIBRARY MANUAL
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e In case a Journal/Magazine is lost from the member, double the cost of the
Journal/Magazine shall be payable along-with a fine of Rs. 500/-. Failure to
deposit the cost of the lost Journal/Magazine along-with fine within two
days, of the date of return, may result in debarring from LRC facu%

8.3.1.3 Newspapers: b
e Newspapers are strictly for reference and must be reac@u\hout removing

any page. Q
X0

8.3.2 RULES FOR ISSUE AND RETURN OF BOOKS OR OTHER DOCU&NTS
a. Circulation is available between the 09:00 am to 10.30& working days and 09:00
am to 07.00 pm on Saturday as first come first serve basis, and between 9.00 am to

07.00 pm on Sundays. Books will not be issued on Holi@s

b. Student ID-Card is mandatory for Issuing of Books;\\'
c. Books issued will not be accepted back on s {Q

d. A document issued may be renewed up t(& times provided there is no reservation

against it.
e. Re-issue of books is not allowed dun@e examination period.

f. The users have to check the bo&nd ensure that it is intact, before borrowing. If the
book is found damaged, the b er has to replace the book or pay the current cost of
the book as per rules. \

g. Book(s) lost by any user, ent must be reported to LRC immediately and replace with
the same within two gs from the date of loss. If the book lost is not replaced, the
defaulter will ha\Le @y double the price of book/document (five times higher price if
lost book is of rqc\ tegory) or shall pay the penalty imposed by the Librarian.

h. The LRC can re@e to issue books to a member having unpaid dues.

i. Certain ents like reference books, textbooks, rare books, current & bound
periodj etc are intended to be used only in the LRC premises.

cases the librarian may authorize the issue of the any document, mentioned
e Rule ‘i’ above, to a library member.

k. Members are not allowed to borrow books on the card of another member.

|.  Books borrowed are non-transferable and should not be lent to anyone else as users are
liable for damage or loss of books.

m. If Reference book is not return on due date, overdue fine of Rs. 10.00 per day will be
charged.

n. Members proceeding on long leave or on deputation etc. exceeding three months
should return LRC documents that are borrowed.

0. Users must immediately take away books issued from the Library.

p. Enter the details of issued Books/CDs on Checkout Register at Circulation Counter
before leaving the Library.
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g. Students are suggested to check their a/c regularly for any outstanding. They can use
their Roll No. as Username and 123456 as default password to check A/c for Fine and
Overdue Books. (Students are requested to change their default password after first

login.) ®

8.3.3 RULES FOR BOOK RESERVATION
Book(s) can be reserved if required. However, the LRC will not kee \ book reserved
for more than one day, and thereafter, the same book will be issue@o the next student
in waiting.

8.3.4 OVERDUE CHARGES @
i. Books must be returned at the Circulation Counter on or before the due date. Failure to
return the book(s) in time shall entail a fine @ Rs. 56@' day per book.

*

Q>

ii.  Overdue fine for reference books woul @Iculated on Rs.10/- per day from the day
one. Q

iii.  The Librarian can recall any boo&ssued to any one, at any time to meet urgent
demand. If the book is not retu to meet the urgent demand a fine of Rs. 50/- per
book per day shall be impo

*

N\
iv.  To encourage reading h@l_ibrarian can waive off over due fine imposed on students.

8.3.5 CHARGES FOR LOST*| K

User needs to pay dou the latest price of the book. The latest price can be taken from the
latest catalogue of the opoks or from publisher’s website. Out of print books can be treated as
rare books and st ts need to pay five times higher price of the book as fine on loss of such
books. The ove&‘;ne will also be charged wherever applicable.

H‘@BRARY BOOK

8.3.6 STEA

Studen%ht first time for stealing of library book will be charged a penalty of Rs.500.00 with
one mo suspension of library membership. The student caught second time for stealing a
library book will be fined a penalty of Rs. 1000.00 with suspension of library membership for
three months. A strict action will be taken for third time offender and he/she needs to bear
penalty of Rs.5000.00 with permanent suspension of library membership.

8.3.7 LOSS OF IDENTITY CARD

Loss of Identity Card must be reported immediately to LRC in writing. For issue of a duplicate
card, member needs to get in touch with Admin department of the University. The member
who has lost the Identity Card shall be held responsible for all the books/journals issued on the
lost card.

8.3.8 CIRCULATION STAFF DUTIES
e Management of Circulation counter
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Maintain users’” Membership
Preparation of Overdue notices
Coordination with students, staff and faculty
Providing reference service to library users %
e Monitor student use of the library.
e Helping and coordinating with other sections an staff of the li
e Maintaining statistics of number of users, number of visitsomeer of books
issued and returned on daily basis. \Q
8.4 STACK AREA MANAGEMENT SECTION 0
Managing Stack area is important as library print collection Seing“displayed on stacks. LRC
stack area is being divided in different sub-sections such as text book section, reference book
section, general book section, reserve book section etc. 6

e The stack area is generally spread a$ library at different floors.

e The floor ‘0 level’ displays text boo class number 001 to 499, general
collection of books, magazine dis@x acks and newspaper display stands.
e The floor -1 level’ contains teft¥ooks from class number 500 to 799 and

reference books. ‘\O

e The floor ‘-2 level’ co periodical display racks, books of reserve
section, theses and o@a ademic reports.

8.4.1 Shelving: O
Shelving is most,i tant part of any library, it helps in easy retrieval of
documents. The ?ngement of books should be as per the call number of each
document in ent segment of library collection. In an academic library, it
becomes’a@ ending process as it makes library collection usable.
\Y
The specified library st @ill do shelving on daily basis in his/her respective areas. A stack area
section will be taken céby a stack area in-charge.

%
QQ’ Shelving of books

SPINE LABELS

@ 155.28 || 155.28 || 158
/onk || (Gos) NIl A
22217 || po7eas || poosss || 18az2)

! V

1OS 18472
It is Accession Number

155.2 — Classification
Number (As per
Dewey Decimal
Classification Scheme)

It is a Book Number
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155.2 | 155.2
It is a classification number of the book which specify the core
subject. Books are being shelved under this classification number.
—
w JOS §)
@ It is the first three letters of author’s surname. It '\called Book
j Number and after classification number, if two o re than two
JOS books have same classification numbers can &rranged by this
w Book Number in alphabetical order. ?‘
E 22217
3 If two or more than two books have s classification and Book
22217 |Numbers, then books are being a rahged in ascending order of
‘Accession Number’.

Si
8.4.2 Steps involved in managing stac :

e The books returned b @ students at circulation counter will be kept
separately under diff ::}groups as per stack area collections. That means
the text books, gen ooks, reference books, periodicals will be grouped
separately at th%\]/nter and then send to their respective stack areas.

e The shelving b ill be done twice or thrice in a day.

e Proper in '@Jrs to highlight different collections or subjects will
adequat placed.

e User uﬂes or Instructions for retrieving books from the stacks need to be
disp@i on notice boards.

. Gu@e for making use of Web-OPAC will also be displayed.

8.5 PERIODICAL@ON
Periodicalq% n deals with receiving subscription requests, subscription ordering, renewal of
subscgb\, receiving of periodicals, management, sending reminders for non-receipt issues
of jourpals or magazines and sending various kinds of alerts. This section will be managed by a
Periodical Section In-charge. Following are the key steps of managing periodical section.

8.5.1 Subscription of Journals/Magazines:

e Faculty can recommend subscription of any journal/magazine.

e Compile a list of good journals/magazines on core subject areas of the
institute (as per availability of the library budget).

e Under the recommendations of the library committee the approval from
the Vice-Chancellor/Director may be sought.

e Purchase Orders should be prepared by the periodical section in-charge and
should be issued by the Librarian.

e No gift item (except book/s) offer may be accepted while subscribing any
journal/magazine, instead of the gift item publisher/vendor may be asked to
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provide extension in subscription period, discount on the subscription price
or publisher may be asked to concert the gift item into a form of book.

e Payment of subscription or renewal against the original and proper
invoice/bill/notice from the respective publisher or vendor. ®

8.5.2 Renewal Process:
e Renewal process of periodicals will be started at least m\months before
the ending of last subscription. ?
e Approval for renewing the subscription shall t@ en from the Vice
Chancellor/Director through Library Committee.

e Only periodicals which provide renewal jfv or price, subscription
number and subscription details through post orfemail, will be renewed.
e Printout specifying latest price abo he periodical available on

Publishers’/periodicals’ official websit‘e\ also be considered wherein the
proper invoice/bill etc. not received[’v&n the publisher/s.

8.5.3 Non-receipt or Missing Issues: @

e Replace original missing is publishers certified and reproduced copy
or extend the subscripti %u%eriod equivalent to corresponding period or
refund either in the f rﬁ&redit note or Demand Draft or Cheque.

e Missing issues/delaésupply of the journal issues can be claimed on
quarterly basis.

o After verificati invoice/bill, if any missing periodical not provided by
the vendor o isher, a needed action will be taken against to the vender
or publishe{i the section in-charge with the direction of the librarian.

8.5.4 After receivi rocess:

o At ive schedule of publication of periodical issues needs to be formed.

e E on the periodical register and on software.

° @chnical processing with respect to imposing stamp, pasting bar-code and
using magnetic tag (wherever needed) should be done within24 hours after

Q receiving the issues.

(ﬁo After technical processing all new periodicals display on periodical display
racks.

e Old issues periodical issues should be displayed on the racks if latest will not
received.

e Reminders for non receipt of issues must be sent within couple of days as
per expected date of delivery (tentative schedule of publication of new
issue/s).

e TOC alerts needs to be sent to faculty and research scholars within 12
working hours.

8.5.5 Terms and conditions for vendors:
e Supply all publications at current price listed in the catalogue or website.
e All bills to carry price proof (photocopy of publisher’s catalogue,
distributor’s invoice, etc.)
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The packaging of the journals must be water proof and damage proof to
avoid deterioration.

If any issue not received on time, it will be notified to vendor within
reasonable time and vendor will make arrangement to supply\the same
without any extra payments.

Offices Committee Report Rates (GOC)rate for the mont

urchase order

Three copies of invoice/bill along with the publisher’s prig@%and Good

for conversion rates in case of foreign publications.
The Purchase Order issued will be valid for only 90

Sign an agreement with the vendors in case of F
Library should not subscribe journals ag&
Journals in

However,
acceptable.

received

*

against

Journals.
personal subscriptions’.
stitutional membership are

Following are the key points to follow c@hscription of international journals
in print.

The vendor or supplier should
of foreign and Indian per
quotation or Performa inv

to supply foreign and |

The vendor/supplier
print or online peri
issues then v

subscription
vendor/supph

receivin

=

iodj

s

have to

@tleast five years of experience in supply

The vendor/supplier should provide the
y making an undertaking that it is in position
eriodicals as per the list attached.
s t0 pay minimum 1% penalty against late supply of
als. If vendor/supplier unable to supply some of the
r/supplier will
with 10% of cost of the issue as penalty. The
unable to supply documents within six months after
payment will have to refund full amount of the not supplied

refund proportionate of

period'\ with 10% penalty through Demand Draft.

Following is the&ply schedule of the periodicals with relaxation and penalty periods*
B

A C D E
Periodicity of Tw&nit for supply | Relaxation | Relaxation Penalty /conditions
Periodicals | _\dfithe periodicals Period -1 | Period -1l

Weekly \ thin 15 days from | 7 days | 7 days | After Column ‘D’, the penalty will be 1% of
ate of Publication after  the | after the cost of non supplied issue for each
5(0 Column ‘B’. | Column passing day and maximum 15 days from
‘. the date of Relaxation Period — Il (Column

‘D).
Fortnightly Within 15 days from | 10 days | 7 days | After Column ‘D’, the penalty will be 1% of
date of publication after  the | after the cost of non supplied issue for each
Column ‘B’ | Column passing day and maximum 15 days from
‘C. the date of Relaxation Period — Il (Column

‘D).
Monthly Within 20 days from | 10 days | 10  days | After Column ‘D’, the penalty will be 1% of
date of publication after  the | after the cost of non supplied issue for each
Column ‘B’. | Column passing day and maximum 15 days from
‘C. the date of Relaxation Period — Il (Column

‘D).
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Quarterly Within 25 days from | 10 days | 10  days | After Column ‘D’, the penalty will be 1% of
date of publication after  the | after the cost of non supplied issue for each

Column ‘B’. | Column passing day and maximuym 15 days from

‘. the date of ReIaxatio@od — 1l (Column

‘D). A\O

Bi-annually Within 30 days from | 10 days | 10  days | After Column ’@e penalty will be 1% of

date of publication after  the | after the cost of supplied issue for each

Column ‘B’. | Column passing t?hd maximum 15 days from

‘. the da@ Relaxation Period — Il (Column

Annually Within 35 days from | 10 days | 10  days ?er Column ‘D’, the penalty will be 1% of
date of publication after  the | after e cost of non supplied issue for each

Column ‘B’. Columnﬁ\'\ passing day and maximum 15 days from
the date of Relaxation Period — Il (Column

i{éb e

Note

e There will not be any penalty if vendor/suppl@ovides valid and satisfactory reasons with authentic
documentary proof from the publisher for non- y of the periodicals The documents relating to non-supply
of periodicals should be submitted will in ad\%e to avoid the penalty.

8.5.6 Policy for gift offersg%nst subscription/renewal:

e LRC prefersn cept any gift (material) against any new subscription or
renewal of cription for any periodical. The periodical in-charge may
take initi XS to avoid any gift items (Materials) by negotiating with the

publlshe&ndor on following conditions:

Q nstead of gift item/s, publisher/vendor may be asked for extension
0 of subscription period of the periodical/s.
@ Publisher may be asked for discount at par with the price of item
specified as gift.
= Publisher/vendor may be asked to replace the gift item (material)

(§Q with gift in form of reading material or book.

b 7 Reports needed:
List of national and international periodicals.
e List of journals and magazines
e Month-wise renewal breakup of periodicals.
e Month-wise details of issues received against the subscription.
e Month-wise details of issues not received against the subscription.
e Highly used periodicals.
e Maintain bill file
e Renewal list of journals/magazines (collective list for the whole year)

8.6 REFERENCE SECTION:
Reference section is mainly located at Circulation counter of the library, however all ‘Help
Desk’ available at each floor of the library provide reference service to the users. The primary
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job of the reference librarian is to provide guidance or instruction to users to use library and
its resources. The following are the key steps to provide good reference service to the users.
e The staff at reference section must offer welcoming gesture whenever any user
approaches them for help.

e The staff should greet the user pleasantly. @
\@ the library

e The library staffs who are responsible for reference service must awar:
users, who need help but hesitate to ask from the library staff.

e There should be a list of frequently asked questions so that user sh&get aware of the
kinds of questions or information they are eligible to ask.

e The reference section should provide bibliographies on keyéﬂect areas to faculty or
research scholars on anticipation apart from providi bject bibliographies on
demand.

e The staff involved in reference service must conduc @’ survey to on regular basis to
assess grey areas in the library system. ;\\'b

O

8.7 E-RESOURCE SECTION:
LRC has been spending a huge amount on subs@n of electronic resources (E-resources).
It is essential for the Library team to ma@@ ese resources properly and keep track on
usage of these e-resources. The IibraryQ involved in this section should liaison with
library users and promotes use of E—ressi\ s.

8.7.1 E-Resource subscription: O
e Library will recei request for new database subscription from the faculty.
e Library will %otiate on various available pricing models with
publisher/a{@rized.
e The libr @eam will manage to get subscription cost and highlights of the
dataB&.
e Ap %I from the authority through Library Committee.
Sl?&ission of subscription details (invoice with terms and conditions) to the
@ccount Section.

8.7.2 er important steps:
e Collecting month-wise usage statistics is essential

5(0 e Measuring cost per article and cost recovery reports.
e Creation of help guides for users accommodating latest updates every year.

8.8 DIGITAL LIBRARY SECTION:
Since LRC has an institutional repository and also mounting scanned copies of exam question
papers on database for the use of students. Therefore, to keep a proper check and control
over digital collection of the library a separate section called ‘Digital Library’ was formed. This
section will also take care of Web-OPAC service of the library.

8.8.1 Digital Library @ JUIT: DSpace an open source software is being used for
creating a digital library at JUIT. The scanned copies of news clippings,
newsletters, and articles of the faculty are being hosted on this software. It is
accessible at http://ir.juit.ac.in:8080/jspui/.
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8.8.2 Scanned copies of old examination question papers: Scanned copies of
examination question papers are being regularly hosted on DSpace software. It
is also accessible at http://ir.juit.ac.in:8080/jspui/. The Di@ Library
contain Examination papers (from July-2008 to June-2016), E—B%: Links of
Educational Video etc. for each Department. One can e@’ y Search
Term e.g. M.Tech, Sem-1, 2011, T-1, T-2, May, "Comput \Graphics“ etc. in
"Search Dspace" or Browse/Search within Specific De&ent to get the

Resource. \Q

8.8.3 Mounting of JUIT theses on Shodhgan% FLIBNET The JUIT has
signed MOU with Information and Library Neétwork Centre (INFLIBNET),
Gandhinagar for hosting submitted theses at J@\for nation-wide accessibility.

*
8.8.4 Project Reports: Students are sub g their project reports in print as
well as in electronic format (CDs/DV the library. These reports are being
accessible to all students over Intra

8.8.5 Web- OPAC: Library is |& LIBERTY — Integrated Library Management
Software which has an ex tive OPAC system for personalized search and
detail of library books. RL is http://172.16.73.16:8480/libraryHome.do
and web-opac of KO@ (as university is switching over) accessible at

http://14.139.240.62§

8.8.6 LRC Web@ Library has a dynamic website giving mirror image of the
library proc and services for making easy access to library services,
collection BON resources. One can access this website after visiting the following
URL at h@ /www.juit.ac.in/Irc/home.php.

Following the essential steps to keep Digital Library up to date:

X3

ding of old question papers as and when received from the Examination

. The soft copies of these may preferably be taken for saving the time of
ibrary staff.
Library website shall be kept up to date on regular basis.
Updates of created and hosted help guides need to be done on regular basis.
Remote access for the web OPAC facility needs to be explored and extended to
the library users.
The library team should convert digital library into institutional repository,
hence all publications of the institute can be mounted on Digital Library. The
Digital Library should host one soft copy of all JUIT publications such as
newsletters, annual reports, project reports and articles written by JUIT faculty
and staff on this institutional repository (Digital Library).

8.9 REPROGRAPHY SECTION:
Library has photocopy service for the users. In general, the material which will not be
damaged in photocopying process can be considered for photocopies. Students and faculty
can avail photocopy service of the library.
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8.9.1 Photocopying service for Students:
Photocopies of articles and news, published in journals/magazines,
newspapers, reference documents, etc., will be available on@ment of
1.00 per page. Students to avail this facility need to deposit%’| amount

(minimum Rs.100.00) to open the photocopying account e library,
thereafter students can recharge it as per their irement. The
photocopying credit account is created at Circulatio nter of the LRC.

8.9.2 Photocopying service for Faculty: \Q
LRC has a photocopy form for the faculty @hculty want to avail this
facility they need to submit this speC|f|c foPm approved by their HODs
confirming their requirements.

8.9.3 Photocopy Service Timings:
Monday to Friday: 9.30
Saturdays: 9.
(Photocopy service shall re
and 08.00pm to 09. 00pm

11.30 PM

to0 04.30 PM

closed during 01.00pm to 02.00pm for lunch
inner)

LRC is also providing scanning serwce‘g e users. There are about three scanners available
for the students or faculty. The n scan needed documents after entering their
requirements in a register allocat for this purpose.

Photocopies will be done by, @)fﬁce boys given to library for this specific purpose only.
All requests are done in ti@kder in which they are received.

8.9.4 St an restrict photocopying of following materials (Restrictions on

P opy):
° é;a can refuse the photocopy request of any document having tight
nding

Staff can also refuse the photocopy request if paper and binding are fragile.
$ Photocopying of documents on basis of large size can also be restricted.
(b Maps, theses and project reports are all unavailable for photocopying.
e Photocopy of complete book (page by page)

Users can bring in digital camera for items which are fragile or large to be photocopied.

8.10 GENERAL MAINTENANCE SECTION:
This section will help in creating conducive reading environment. Any work related to any
kind of repair (electrical, computers, furniture, etc.) will be taken care by this section. The
section will take care following activities of the library:
e Ensure cleanliness in the library.
e Ensure proper provision of lighting at reading and stack area.
e Ensure there will not be any wastage of electricity.
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e This section will ensure shut down or turn off the un-used computer. The
computers available for OPAC facility need to keep switch on during library
working hours.

e This section will also ensure switch off the fans and lights he areas
where no library user present. q

e This section will take care of proper arrangement of rqi® ables and

chairs

e The staff will come up with notices for students to tun&computers, fans,
lights after use.

e The in-charge of this section should mmedmte&bmlt complaints to the
maintenance department about wheneve damaged chair, faulty
fan, tube light and curtains etc.

e Any complaint about problem associat @nh library computers should
submitted to the Computer Section o stitute.

e Guide map needs to be kept at the I%va entrance for ease of new users or

visitors. &
N\

9 SPECIAL SERVICES IN THE LRC g \Q

Apart from routine services the library i extending few specialized services to users. These

services are: *
.5\\'

Book exhibition:

At the beginning of ry new academic session, LRC with the help of authorized
vendors, exhibits ne published books in various thrust areas of the institute. During
the exhibition stus s and faculty can directly purchase the books on discounted price
or recommen@; to purchase in the library.

New Arriv@lerts:

List of added books in the LRC collection is being circulated to all faculty members
and nts through email. This list of new arrivals is being displayed on LRC Notice
b n regular basis.

Information Searching:

LRC staff helps faculty and students by searching online/offline information requested
by them. LRC staff uses available information resources and Open Access
journals/databases to explore requested information.

Books Display:
The quality books on various topics, which have been lying unused on stacks from long
time, are being displayed in the library premises so that users may get notice of those.

Specialized Support to Users:
As per course curriculum students are need to work on academic or research projects.
LRC staff is helping them by providing needed assistance on information searching.
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Subject Support:

It includes details of journals, books, databases, software, web servers, online theses,
open access software, patent information, e-books, video lectures, link t&, different
specialised centres engaged in specialised activities, tutorials for sea@ within

journals and other useful links. \O
Research Support: ?O
It provides information about various research tools such as S ga, Digital Library,

Institutional Repositories, JUIT Publication Database, Data@e Searching, Creating
Bibliography, Citation Studies, Fellowship / Scholarship I)Q%ation, Research Funding
or Award Information.

Alerts: . O
To keep end user abreast with the latest hap@gs in the library is compiling and

circulating various alerts. &

3M Security System: The LRC is using 3M Secu‘({y\ystem to keep check on unauthorized out flow of
library documents. The basic aim of 3M s ity is to remind library users to get issued library

material properly before leaving the Iibre\n%t will also help us in calculating exact visits in the library.
*

10 LIBRARY SECURITY:

Check Point: A security person keep;@ck at the flow of library materials at the entrance of the
library. All visitors need to enter hi r details and singed at the register placed at this check point.

>

N
11 LRCSTOCK VERIFIC@

Physical verification library stocks has to be carried out in every alternative year, however, if
needed the librari ay call for a random verification any time. A committee will be constituted
under the guida of Hon’able Vice Chancellor/Director comprises faculty and other staff.

Following areﬁe key steps to conduct stock verification:
i The committee will be given the list of issued books before initiating the stock

verification.

ii. Library will provide a shelf list of books to the members and members will mark (Tick)
the books (accession numbers) which are on shelves.

iii. Members will also verify the physical condition of all the books identifying and
segregating books which require binding or to withdraw for written off.

iv. Once marking or noting down the number of books issued and on shelves is over, all
marked accession numbers will pooled together to identify the non-available accession
numbers (to prepare list of such books).
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V. A list of missing accession numbers will be compiled and availability of these accession
numbers will be re-checked once again.
Vi. The missing list will be further checked with previous stock verification report.
vii. The final missing books list will be prepared and submitted t e Vice-
Chancellor/Director. OQ
12 GENERAL RULES O

1. Student must carry his/her Identity Card while using the library. \QQ
2. All library users must enter their details on ‘user register’ IayT( e entrance of the LRC.

3. Personal book/s can be allowed in the library, provided that you must enter the details of
books into the register, kept at Library gate. . O
N

4. Borrowed books must be returned on time to avoid due fine.

5. Keep your bags, books and other reading ma%@als at the property counter outside the
library. LRC will not be responsible for Iog@property. Do not bring any valuables in the

library. \Q

6. Talking in the library is strictly prohéd. If anybody found talking he/she may be asked to
leave the library.

L

7. Keep your Identity Card alwa@ith you and produced whenever asked for. Identity card is
mandatory for borrowing s. No Books shall be issued without this valid card.

8. The Student must insl ﬁhe condition of books issued on his/her name. If any book found
turned mutilated h e will be responsible for that.

9. If any studen@ound indulge in tearing, cutting, mutilating or damaging any book(s),
Journal(s), zine(s), Newspaper(s), he/she dealt seriously and will be fined heavily.

10. Any | %‘ books must be brought in to the notice of the Librarian in written. The lost
boo ust be replaced with new edition of same title along with the fine within seven
working days after the notification. Failure of which, user needs to pay double of the latest
price of the book along with overdue fine, if any.

11. Use of Mobile Phone in library is strictly prohibited and if found it will be confiscated.

12. Photocopy Facility available in the library at Rs. 1.00 Per page.

13. Users are expected to formal dresses while visiting the library no shorts, undershirts and
slipper etc are allowed.
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Please visit the library website http://www.juit.ac.in/lrc/home and notice board for more
details of new services provided by library time to time.

If you unable to locate any book in the library, you must seek help of the I|brary

If you do not find any book on the rack, but details available in the cataIAC) bring
into the notice of the library staff, they will help you to trace the book.

Do not replace any book on shelve yourself, please keep book aside&k or on table after
reading. Library staff will re-shelf it on its designated place. Q)

The students are advised to replace the magazine, journal and'mewspaper at its designated
place after reading. Q

*

All the books on shelves are arranged in accordar@ith call number, do not disturbed
shelving of the books.

Do not write anything on the furniture, or 8& the furniture fitting, it will create problem
for others after you.

Do not remove LAN cable, power ca or any accessory attached to computer terminals, if
noticed you may be penalized for it.

Computer and Internet in li s5«'$are meant for Academic works only, playing games,
listening music, watching m{C@ will be dealt seriously.

Books can be search. AC Computers available at each floor. Do not close the OPAC
window/shut down@start the OPAC computer the end of your search. OPAC computers
can not used to other files, folders etc. except the OPAC details. Don’t use your Pen
Drive etc. Any kind of ‘Personal Use’ in the machine (PC) is strictly prohibited.

Do not rem&AN cable, power cable or any accessory attached to computer terminals
and scann,Q noticed you may be penalized for it.

Forg@ her information contact at Circulation Desk/Librarian.

Students violating the above mentioned LRC Rules or found guilty by the LRC Staff, his/her LRC
Membership will be suspended and also debarred from LRC facilities with immediate effect.

All

users of the LRC are requested to make themselves familiar with the LRC rules and

procedures in order to make the fullest use of the LRC facilities. The cooperation of the user is

earnestly solicited in the observance of the LRC rules. Full co-operation to help the users to get

the books and information efficiently and effectively is ensured. In case of any problem the user

may see the Librarian. Your suggestions towards making the LRC facilities more useful are

always welcomed.
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13 LRC STAFF

S. No. | Name/Designation Qualification Responsibilities given
1 Suresh K Chauhan Ph.D. Management and Adm@tion of LRC
Dy Librarian
Library In-charge ,\\O
2 Vipin Kumar Sharma Ph.D. In-charge — \J
Asstt. Librarian . Acq@ Section
. Bu@ /Expenditure/Library
S@ﬁstics
o/gechnical Section
3 Anil Kumar Tomar Ph.D. In- ge —
(Sr. Professional b Oo Periodical Section
Asstt.) ’\\, e Stack Area Management Section
4 Ashok Bhatt M.Lib.1.Sc. (UGC- NEF Jin-charge —
(Ir. Professional & e Digital Library/E-Resources
Asstt.) é e Technical Section
,.s\\ e Maintenance Section
5 Arvind Kumar Singh M.Lib.l. CQ‘ In-charge —
(Library Assistant) i\ e Circulation Section
. O e Photocopy Section
6 Dinesh Kumar M{N.Sc. Support in all Sections of the LRC
(Library Assistant) %\ (Primarily Associated with Acquisition
Section)
7 Sudhir Kumar @ "M.Lib.1.Sc. Support in all Sections of the LRC
(Library Assistan’@ (Primarily ~ Associated with Digital
\Q Library)
8 Ishan Bhard\he) M.Lib.I.Sc. Support in all Sections of the LRC
(Jr. Librar@ssistant) (Primarily Associated with Periodical
_ Section)
S
14 GENER (QSTRUCTIONS FOR STAFF:

Steps after opening the Library:

vk wnN e

Steps before closing the Library
1. Correct arrangement of library furniture, no scattered documents on reading tables/Chairs.
2. Ensure all emergency doors, cabins and cabinets are locked.

3. Turn OFF computer and other appliances (fan, tube lights, scanner etc.) before leaving.

LIBRARY MANUAL

Turn light ON of the circulation counter
Change due date stamps to correct due dates
Turn on the computer/s used for circulation of documents.
Entry, stamping and display of newspapers.
Verification of issue/return report of previous day.
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15 ANNEXURE - LRC FORMS

Constituted Library Committee (Annexure 1) ®
Library Membership Form — Teaching/Non-teaching Staff (Annexure II O
Library membership Form — Students (Annexure Il1) O
Information Search Request Form (Annexure V) Q
Photocopy service form for faculty (Annexure V) \Q
Book Recommendation Form (Annexure VI) 0
Application form for loss/damage of library book (Annexu‘\%
Penalty for misuse of library services (Annexure VIII)
Plagiarism Verification Report Form (Annexure XI)’ OQ

N

Signature \Q

Name Prof. P B Barmafo) Prof. Rajendra Kumar Sharma
Designation Library Commi‘r‘ree(s\airman Vice Chancellor

Q)@\
‘Q
S
N
Q)Q)
2
N4
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Annexure — |
CONSTITUTED LIBRARY COMMITTEE

S
(}O

JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY Q

WAKNAGHAT sQ
@(}\ugust 10, 2022
NOTIFICATION &

As approved by the Vice Chancellor, Library Committee o@T is re-constituted as

JUIT/WKG/REGR/2022-23/076

under: ;\'\O

1 Prof (Dr) P B Barman, Dept of PMS (b Chairman

2, Dr Ravindara Bhatt, Dept CSE/IT & Member

3. Dr Poonam Sharma, Dept of BT/BIT s\o\ Member

4. Dr Naveen Jaglan, Dept of ECE \Q Member

5. Dr Tanu Sharma, Dept of HSS \ Member

6. Dr Sanjiv Kumar Tiwari, Dept of Q Member

7. Dr Rishi Rana, Dept of CE ’§' Member

8. Dr. Saurabh Srivastava, of Mathematics Member

9. Dr Suresh Chcuhon.m ibrarian Member Secretary

Maj Gen Rakesh Bgssi, SM (Retd)
Registrar & Dean tudents

c.c.: Vice ncellor
A}L& ve Members

D
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY
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Annexure - |l
LIBRARY MEMBERSHIP FORM - TEACHING/NON-TEACHING STAFF

fren e wfram
JAYPEE UNIVERSITY OF & -
INFORMATION TECHNOLOGY 0
Please Tick Your Category &@

Teaching | | Non-Teaching | Al
N

LEARNING RESOURCE CENTER ENT PASSPORT -
\Qﬁze PHOTOGRAPH !

I hereby apply for the membership and permissio ’s@borrow books and other
Information materials from the Learning Resource Ce%.’

Name: , Male/Female (tick)
(Surname /Forename) O\\

Date of Joining / / \é\ Employee Code

Designation g _ Department.
Area of Interest N O

Permanent Address ’@
&

O
District x\A State PIN
E-Mail \Q Mob.
NV

The information gl@'x above are true to the best of my knowledge and I agree to abide
by the Library Rl@.

Signatur@s(ale Applicant

Date / / Signature of the HOD

For LRC Use Only

Membership No: Membership Type
Date: / /

Circulation In-Charge Librarian
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY
(Established by H.P. State Legislature vide Act No. 14 of 2002)

Annexure lll
MEMBERSHIP FORM FOR STUDENTS

LEARNING RESOURCE CENTER ________ @

http: //www.juit.ac.in/lrc/home.ph \O E

Library Membership Form | (89000,

i Please Tick Your Category i &PHOTOGRAPH E

R
OR 1ON TECHNO! '- --------------------------- C:
| B.1EcH |[ mtEcH || m.se. |[ pnp || JRE/RESEARCH ASSOM .

a3
I hereby apply for the membership and permission to borrow books and other Information materials
from the Learning Resource Center.
\:

Name: Father Nam\'

Enroll. No. /Roll No. Gende@ Female | P _i Male
Department/Branch: (Please Tick)
o et b Yok oo o s oy el i, 04 e o i Y s e et S RS P S 1
' Bl ! BT :E_ aviL -. CSE .:_ IT i1 ECE ::é‘ii MATHEMATICS -. PHYSICS !! CHEMISTRY |
",___—': Hosteller Nox-Hosteller :'_—___‘:
Permanent Address \
X
Q.
District SSeate PIN

E-Mail* (Use capital letters gr;.&

L] l&l“llllllllllllllllll

Personal Mobile No.*

|||,,©||||||||
J

The informatiw%xamished above are true to the best of my knowledge and | agree to abide by the
gulations.

library ru]%%lr i
Date: / /

(Signature of the Applicant) (Signature of the HOD)

For LRC Use Only

Membership No: Membership Type.

Date: / /

Circulation In-Charge Librarian
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY
(Established by H.P. State Legislature vide Act No. 14 of 2002)

Annexure IV
INFORMATION SEARCH REQUEST FORM

JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY
LEARNING RESOURCE CENTER (LRC)
WAKNAKHAT, SOLAN - 173234 (Himachal Pradesh) INDIA
Phone: (91) - 01792 239422/242/267
Email: suresh.kumar@juit.ac.in

(FILL-UP IN CAPITAL LETTERS ONLY,

Name

P

INFORMATION SEARCH REQUEST FORK@
N

Designation Ak
Course

Roll No.

Address
~
Telephone : Mobile: g

Your Search Topic : &
O

Kindly provide some key words which can be us&)r conducting search.

/

N
Date: Signature:

@ FOR STUDENTS/RESEARCH SCHOLARS

Department. Faculty can directly submit the form to LRC.

MIBZ is a student/staff working with me.

The s@equest form should be forwarded through guide/principal investigator/Head of the

(Signature)

For Library Use only

Sources Used:-

Date:

Name of the Authority (Library Staff): (Signature)
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY
(Established by H.P. State Legislature vide Act No. 14 of 2002)

Annexure V
PHOTOCOPY SERVICE FORM (FACULTY)

Jaypee University of Information Technc{@@
Learning Resource Centre {\O
Photocopy Order Slip &

Document Information:

Purpose: \O

No. of Pages in the Document: ........ é\ ............ No. of sets Required:
"""""""""" 0@

Total Pages: ........ \@

Approved By HOD@gistrar: ...............................................................
5@ For Library Use:

Requested Date: .................. Photocopy Done On: ........ccccvevvvennnne

Sign of Librarian: .................. Deliveredon: ..........ccovvviinnnn..
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N
Annexure - VI QO

JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY ®
O

BOOK RECOMMENDATION FORM \Q
> v a2
J g JAYPEE UNIVERSITY OF INF ORMATY&N%ECHNOLOGY
o .t"” Waknaghat, P.O. Waknaghat, Teh Kandaghat, Distt. Selan-173 234 (H.P.), India
Jurc LEARNING RESOURCE CENLFE
N
Book RECOMMENDATION KOR
NAME: DESIGNATION (v ):Professor/Associate Professor/Assistant ProQMon-Faculty EMPLOYEE CODE:
DEPARTMENT (v'): BT&BL/Civil Eng./CSE&IT/ECE/HSS/Math/Physics/Other Dept. E-MATL: 1(\ CONTACT NO.
Please arrange to get the following book(s) for the library: r\\
y 2
Publisher’s Copies Status
Sr. No. *Author / Editor *Title /ISBN/Series Number Ed. 4 e:‘l;er ;(;ozﬁ:: & :’Vlebmte Il:l‘. : : ; * Purpose
\ q ata (:illle rice Available in | Required (Please Tickv )
x o the Library | Additional
O
1 Teaching [ ]
Research [ ]
. \ General [ ]
2 N Teaching [ |
@ Research [ |
0‘ General [ ]
3 . :v Teaching [ ]
\ Research [ ]
\Q General [ ]
4 \) Teaching [ |
@ Research [ ]
G o
rz; " eneral [ ]
Recommended By: Q FOR LIBRARY USE ONLY
Signature with Date: m PO/JUIT/LRC/...... R Date:...... S st Supplier/Vendor:............ocoooiiiiiininn,
N
Signature of HOD with Date: Book Acquisition Section - In-Charge Librarian/In-Charge
Please Note: (I) The Recommendation form must be signed by HOD (II) If title is an international publication, it may take 60-90 days for procurement (11I) *Mandatory fields.
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY
(Established by H.P. State Legislature vide Act No. 14 of 2002)

Annexure VIl
APPLICATION FOR LOSS/DAMAGE OF LIBRARY BOOK(S)

4

LEARNING RESOURCE CENTER

JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY :*
APPLICATION FOR LOSS/DAMAGE OF LIBRARY BOOK(S) io
Date..£. Y "....... 7

The following mentioned book(s) was issued to me, has been lost or damaged and [ want to replace it by date......... : .. .. ...orpay the

double cost of the book(s) by date............cccuee along with overdue fine. Failing, which , may take action against mg as'er library rules.
)
Sr. No. Accession No. Author & Title itien | Publication
(Book Barcode) 1 Year
1 l\~

; Q>
O
5 S
2

In order to make good the loss of library material, I here! ish to do the following (Please v)

1) Herewith replacing the Book(s) with the same or lates @n along with overdue fine.
2) Will pay double of the current cost of the book(s) aserdibrary rules along with overdue fine.

Name: Enrolmef No. /Roll No. Branch,

Signature of the student

)
FOR _[%\SE — ACQUISITION SECTION
£

Sr. No. AcofBo.® Actual Cost Double Cost Remarks
Av
PN
(\

Gr@'otal

®® Assistant Librarian
Q FOR LRC USE - CIRCULATION SECTIO
Sr. Acc. N?rb. sue Date | Due Date Date Overdue Fine Double Cost Total
No. Returned (as per LRC Rules) of the Book Amount
(To Be Paid)
For First Five Days < > After Five Days
i{s'.'é'.c'x'om;"m""""mit:i'(;.'(;b';e':é;}'
1
2
3

(User needs to bear double of the current cost of the book along with over due fine. Please See Point [g] of Rules for issue/return and Point No.
[10] of General Rules of the Library)

Payment Details:

AmountPaid:Rs____ (InWords) Receipt No Date:

Librarian

Circulation In-Charge
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY
(Established by H.P. State Legislature vide Act No. 14 of 2002)

Annexure VI
PENALTY FORM

|

[L JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY Q
L‘a Wakanaghat, Distt. Solan (HP) INDIA 173234 \O

H Penalty for Misuse of Library Services 0

H <

Uj 1) smamease AT Library Membership /Roll No........cc.cccueeee have b&md indulge in
% following offence in the library. @

U: Activity Accession Description .| Date Time
LL No

I i f\Q

U: Taking book/s outside the library ;& \UJ

Ll Tearing pages of the book .

i g pag 9

I Damage library properties Q‘

U:

I Using Mobile phone in LRC ‘(O

H Any Other Activity: \Q‘

I 5\

I

“ O

@: R

“ Student Statement: ....................... \ ...............................................................................................................
I &

H’n Further, whatever actig en by the library is agreeable to me.

b . - s

Ug Date: ____/____/ o Signature of the Student
I N

Ny

| @ Action Taken by the Librar

I

L <

u \Q Penalty Details

Ua, First Tin%aﬁlter I:| I Second Time Defaulter |:| | Third Time Defaulter |:|

ﬁ Counse MWarning :l Replace Damaged Material :l
}J«b 1 Month - Suspension :l Fine Rs. 500/- :l
|
H 3 Months - Suspension :l Fine Rs. 1000/- |:|
H 6 Months - Suspension |:| Fine Rs.5000/- |:|
}‘ Payment Details:
I . .
}‘ Amount Paid: Rs Receipt No Date:
|
L

irculation In-charge ibrarian
I Circulation In-charg Librari
I
L

R B T T T e e e e L B e B B e e e e B T = = R
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JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY
(Established by H.P. State Legislature vide Act No. 14 of 2002)

Annexure IX
PLAGIARISM VERIFICATION REPORT FORM

PLAGIARISM VERIFICATION REPORT

| D ) (- — \

Type of Document (Tick): [PhD Thesis] |M.Tech Dissertation/ Report| |B.Tech Project Report @

Name: __Department: EnrolmenE § z
Contact No. E-mail. 0o
Name of the Supervisor:

g

JAYPEE UNIVERSITY OF INFORMATION TECHNOLOGY, WAKNAGHAT Q

Title of the Thesis/Dissertation/Project Report/Paper (In Capital letters): ___ A\
aX
4
LAY
UNDERTAKING (b

| undertake that | am aware of the plagiarism related norms/ re@ns, if | found guilty of any plagiarism and
copyright violations in the above thesis/report even after awa egree, the University reserves the rights to
withdraw/revoke my degree/report. Kindly allow me tog giarism verification report for the document

mentioned above.

Complete Thesis/Report Pages Detail: \Q

— Total No. of Pages =
— Total No. of Preliminary pages =
— Total No. of pages accommodate biinogra@references =

. @DEPARTM ENT USE

We have checked the thesis/report @orms and found Similarity Index at (%). Therefore, we
ort

(Signature of Student)

are forwarding the complete thesis for final plagiarism check. The plagiarism verification report may be

handed over to the candidate.
0\\\5
(Signature of Guide/Supt@Q) Signature of HOD

FOR LRC USE
The above documo‘eas scanned for plagiarism check. The outcome of the same is reported below:

Copy Receive N Excluded Similarity Index Generated Plagiarism Report Details
(%) (Title, Abstract & Chapters)

<\
\@j Word Counts

e All Preliminary
Pages

® Bibliography/Ima
ges/Quotes

e 14 Words String

Reportzenerated on Character Counts

Submission ID Total Pages Scanned

File Size

Checked by
Name & Signature Librarian

Please send your complete thesis/report in (PDF) with Title Page, Abstract and Chapters in (Word File)
through the supervisor at plagcheck.juit@gmail.com
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