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The process Document ('PD') contain confidential and proprietary information. The

materiats, ideas and concepts contained herein are the property of NCDC ('the

corporation') and neither these, nor any other contents of NCDC may be copied,

distributed or disclosed to any third party, by any means in any form, without the
express written permission of NCDC.

The procedures listed here are a facititator to smooth functioning and a means of
spreading common process knowledge and understanding across the Corporation.
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1) DIVTSTON STRUCTURE

Annexure- |

2l RESPONS|B|UnES&AUTHORI|ES

Annexure- ll

AACR American Rule
AMC Annual Maintenance Contract
BOM Board of
DDC Decimal
GC General Council
HO Head Office
IDMS Document nt Software
LIB

LIBSYS

LDC

MTS
qMs
Kd

Lower Division Clerk .

Multi Staff
Qua

ffice

4l

:l To act as the knowledge & information bank/ centre for th(: NCDgs stalf & officers, staffs
and various institutions / libra4/s

s) scoPE

. Procurement of book
o lssue of books to the readers
. Maintenance Library Catalogue
o Subscribing to Journals / Magazines

Browsing facility for non - NCDC members through inter libran/ Loan.
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6l PROCESS

6.1 Preparation of Annual'Budget

6. 1. 1 Prepa rationof B u d getatth ebegi nn ingofeverylyea r;

6.7..2 See k th eap p rova t f ro mth eCom petentAuthority;

;.- Uti lizatio nofb ud getondifferentheads;a nd

6.1'.4Re-conciliationofannualaccountswithFinanceDivision

Source
Process inPut

Budget file, Requisitions

Book Selection Committee

Report

and
1.

financialthe next year
2.

recommendationsCommitteeBook Selection3.
MEtitofrom timestaffofficers INCDCfrom4. Requisition

webtheln marketarrivalNew5.

Budget estimate for the year and

of annual accountsReconciliation

6.2 Procurement of the required readirg material

6.2.1Receive request for books through Library Requisition slip / Book Recommendation

form orthrough verbal request'

6.2.2prepare list of alt the books and publication recommended by the readers'

Sourcelnput
Requisition from ROs,

Divisions and individuals.
Budgetfile,Approved Budget,

Book Selection Committee

recommendations and

approved requisitions for
material

Reviewed BY:By:
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' 6'2'3check the catalogue to avoid duplication of procurement. ln case, similar book is

already available in the library record the same in the ,,Remark,, column and inform
the indenter.

6.2.4seekingapproval of b o o k s fromthecompetentAuthority:-

o Purchase of books through Book Selection Committee , Book are selected from
New arrivals in the Market/ Web and the tist of books is ptaced before the
committee for selection

i Purchase of new Books from Delhi Wortd Book Fair ( through a Constituted

Committee for the purpose)

o Purchase of Regular Publications (Swamy's publications, lndia reference annuat,

lncome Taxac,t/ Rules etc.) for Reference

6'2'5ln case the required publication is not available with the registered supptier, and subject
to urgency, procure the item from the other avairabre,sources.

6.2.6Follow up with the supptiers for the timely suppty of the pubtications.

6'2'TReceive the publications and check / compare with thr: suppliers challan / invoice for
ensuring the correct supply of publications.

6.3 Process for procurement of periodicals / Newspapers ior the Library.

Reviewed By:

Accession

lnput Source

Book Selection Committee
recommendations for
renewals and approved

uisitions

Book Selection Ciommittee,
lndividual employees
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6.3.lRecommendation for renewal of technical Journals/ magazines on receipt of verbal /

written request from NCDC staffs I otfice(s including for introduction of a new

periodical / newsPaPers'

5.3.2Renewal of Popular magazinefournals &News papers for the current financial year'

(Annual SubscriPtion)

6.3.3obtainapprovalofCompetentAuthorityandplaceorders

6.3.4 On receipt of periodicals enter the details in cardex cabinet'on receipt of

newspapers, entered in the register'

5.3.5 Put library stamp on the periodicals / newspaper at two ptaces and enter the date of

receiPt.

6.3.6 place the periodicats / newspaper alphabetically & display Racks in the reading

room.

6.3.7 On receipt of bill from publisher/ newspaper vendor, fonrard the bill to'Account

Section for PaYment

6.3.8 Maintain a record of all bills and receipts'

6.4 Providing new Membership and issue of Library Cards

lnput

Appointment order of the newly

appointed empIoyeeg-

Source

Request in Prescribed format from the

nted

6.4.1 NCDC employees submit the application in the prescribed proforma for membership of

the library.

Reading material processed for Placement as

of NCDC

Reviewed BY:By:
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6'4.2 The Library card is printed / laminated and issued to r:he NCDC staff/ officers on receipt

of completed application.

lssue of Libra card as

6.5 Process for lssue of books on loan.

Source

Library Card Memberc

6.5.1 NCDC library follorc open access systemto ifsmembersunder the system for
lending books from the library, the member(s) are allowed access to the
shelves. They can make selec{ion of books either by consulting catalogue/the

Library Rssi"t"nt or by brouning amongst the books on the shelves which are
genemlly ananged subject -urise.

6.5.2 Books are issued for thirty (30) day at a time.

6.5.3 Re. issue of book may be allowed for thirty (3O) days for a maximum of three tim6 or

as long as no other Library Card holder requires the book.

6.5.4 Re. issue of the bookis throughlibsys software or it can also be renewed from the

circulation counter without bringing the book.

6.5.5 ln case loss of a book borrowed by a member the memberwill either replace the same

(same or latest edition) or pay printed cost of the book

6.5.6 Overdue charges : NIL

6.5.7 Library staff shall maintain strict vigil for ensuring saf'ety of the books placed in the

library.

Plocess Output lssue of Library book(sl/ournal(s)/magazine(s)

Prepared

Chief Director
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process of issue or loaning of books under inter library loan. NCDC library being a member of lndian

Library Association (lLA) provides books /pubtications to member instltutions on loan based on

written request simitarly NCDC Library seeks for books / publications frgm member institutions by

written request, on the basis of demand raised by departmentJmembers of NCDC' ln either case

the booupublication loaned out or received under the inter library system is for a maximum period of

30 days.

ctassification cataloguing pasting subject wise labeting and placement as per library

science norms.

lnput Source

New supply of books Book supplier agencY

6.7.1 Generate the DeweY Decimal Classification Number (DDC) with the 18th edition and

then enter the detaits of the book in the Accession Register.

6.7.2 Catatoguing of books as per Anglo American cataloging Rules (AACR) by the Librarian

6.7.? Enter the details bf the book in the Libsys Software'

6.7.4 Paste due date slip on the book.

6.1.s put Library stamp on processed book at four places for identification as Library

property.

6.7.6 The book is placed in the appropriate shelves in the Library in the Technical Section

5helf.

6.1.1 Send the verified challan, bills along with sanction order to accounts section for

payment.

6.7.g Maintain a record of alt challans and bills and a summary of receipts throughout the

year

6.7.g Re-conciliation of Annual accounts with Finance Division

6.7

Proper classification and cataloguing

for retrieval of reading books

Reviewed BY:By:
Page 10 ofl4
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HB Libsys 4x sofrlvare b being used fior Circulation of books (lssue and Retum), Cataloguing and

classirication of books. This software meets almost all requiremr:nt of library as per library noms.

Library officials are in\rofued in identiftcation of the sofrtare and renevual of the AMC.

6.9 Stock Verification & Dlsposal

Stock Verification of the books is conducted throttgh committee constituted by

competent authority.

Withdrawalof old, annual publications andunserviceablebook from circulation

asperthesuggestionofthe Stock Verification Committeerafter seeking approval of the

competent authority

Disposal of newspapers is carried out after one month, Journals/Magazines after six

month through General Administration Division.

6.9.1

6.9,2

6.9.3

6.10 Miscellaneous:
Preparlng the metadata/keywords & lndexing uploading to the IDMS software foro
info.rmation retrieual.

7I PROCESSMEASI'REMENT

rt$q Fro,rft tr6rs

Asfrfitx Cwsltt s, Alw,fsl
DOC.

NT'MBER
NCDC/PD(Lib.)-0E

DATE OF
ISSUE

m-09-2u20

S.No Measurable process

indlcators
I Preparation of

bud8et for next
On receipt of request from
G.A. before the beginning of

financial the financial r

Monitoring
Fre

Yearly Deputy
Director(Library)

Monthly Deputy2 New Membership Within 7 days of receipt of

By:
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4

5

and issue of card request from newlY recruited Director(Library)

Purchase of Books After receipt of request from
readers:
i. Seek approval within 10 daYs

ii. Purchase of books within

Monthly Deputy
Director(Library)

15 a

Purchase of specific
Newspaper/ournal

After Receipt of request from
readers:
l. Seek approval within 1OdaYs

ii. Purchase of newspaPers/

lournals within 7 days of

Fortnightly Deputy

Arrange specific
book wlthin short
period

After Receipt of request from
readers:
i. Seek approval within 10 days

ii. Purchase of books within 7

Fortnightly Deputy

of
Classificaticin &
Cataloguing of
books

After accessioning in the
accession register within 10

days Classification &
Catiloguing including pasting

etc of the books.

Monthly Deputy

Alrrc /ASD/ Up

gradatbn of LIBSYS

4X Softivare

Seek approval within 10 days Yearly Deputy

)

6

7

8) RrsK & oPPORTNmES IDENTIFIED

Ref,# Risk Register

Page 12 of14
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o Cross check with data base before purchasing any book

. Requirement to be well assessed by the committee to avoid

irrelevance and duplication of books purchased

Regular follow ups with the borrowers

9) PROCESS CONTROLS:-

r'l

.l of li rules

o Adoption of "Generate the Dewey Decimal Classification

Number" (DDC) system with the 18th edition and then

enter the details of the book in the Accession Register.

Cataloguing of book as per Anglo American cataloging

Rules (AACR) by the Librarian

Enter the details of the krok in the Libsys Software.
on the book.

T!

a

a Paste due date sli book

10) .OF DOCUMENTED INFORMANON RETAINED

5 Years

5 Years

5 Years

Reviswed By:

024q2o20DATEOF
ISSI]E

ControlsPtoces5
Purchase of Book

Circulation of books/ journals/ magazines

Classifi cation, cataloguing; pasting

subject wise labeling and placement

as per library science norms

s.
No.

Location Maintained By Retention
Perlod irr
Years

5 Years Tearing/ Shredding
after

5 Years Tearing/ Shredding
after

5 Years Tearing/ Shredding
after it

5 Years Tearing/ Shredding
after on

Tearing/ Shredding
after on

Tearing/ shredding
after ln
Tearing/ Shredding
after on

1 Book Purchase of Almirah -A Programme
Officer

2 Reference Books
Purchase of

Almirah-A Programme
Officer

Recovery of Lost

of Book
Almirah-A Programme

Officer

Binding of Library
Books

Almirah-A Programme
Officer

Journal/Magazines
Purchase of

Almirah-A Programme
Officer

Newspaper - P

urchase of
Almirah-A Programme

Officer

3

4

5

5

7 Eudget
lnformation

Almirah-A Programme
Officer

oMs
G

Committee
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DOC.
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DATEOF
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v249-2920

I RAJBHASHA

KARYANVAYANA

Almirah-A Programme
Officer

5 Years Tearing/ Shredding
after digitization

IINIrll
9 lnstitutional Almirah-A Programme

Officer
Permanent NA

10 ISO 9d)1 :2(X)8 Almirah-A Deputy Permanent NA

11 Stock Verification Almirah-A Deputy Permanent TA
of bra

72 Audit lnspection Almirah-A Programme
Officer

Permanent IA

13 Llbrary Rules Almirah-A Programme
Officer

Permanent NA

t4 Demand / Almirah-A Programme
Officer

3Years Tearing/ Shredding
after digitizationNo

Certlflcate
fl) DETAIEOFDOCUMENTED INFORMANONMAI

Format of Accession Register (Annexure {V)
Procedure for Catalogue Cabinet (Annexure -V)

Library Rules (Annexure -Vl)

Feedback forms are circulated among the NCDC officers /readers and suppliers on half
yearly basis in order to know their views about Library's performance. (Annexure -Vlll
The five laws of Library Science by Dr. 5.R. Ranganathan in the year 1931.

Delegation of Power Latest Officer Order No. NCDC 2-U2@4-Admn and, No.NCDC:2-

V200zt-Admn. Dated:06.06.2016.
Agenda item no.22 of 32nd meeting of the BOM held on 3.1.1985 for Establishing NCDC

Library.

12) REFERENCES:

o NCDC Act, Rules & Regulations;
o NCDCs latest circular on delegation of finincial and administrative powers.

a

o

o

o

o

a

o
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