
 

Standard Operating Procedures for Library Books  

 
STEP 1: Approval For The Book Purchase  

 

1. Submission of list of books recommended by the teachers of different departments 

and students to the library.  

2. Recommendations are checked by Librarian for duplicate, availability, etc.  

3. Approval is taken for the recommended books by Principal.  

4.  Finally, sanction is taken from the Management for purchase.  

 

STEP 2: Order Placement and Physical Verification Of Purchased Books 

 

1. Placing the order of books satisfying the terms and condition of the library.  

 

2. Purchasing of books directly from the vendor. 

 

3. Physical verification and checking of books received against the order.  

 

4. Submission of bill through principal to librarian.  

 

STEP 3: Processing of the accession.  

 

1. Accessioning of books in the accession register of Library.  

 

2. Finally, the bill is processed and submitted to accounts section through principal  

 

STEP 4: Technical Processing  

 

1. Technical processing of the books including classification and cataloguing is done. 



2. Physical Processing of the books including cards of particular book and  stamping 

is carried out. 

 

3. Then the books are placed in shelves according to their classification number by the 

library staff.  

 

 

 

 

 

 

   


