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1) DTVTSTON STRUCTURE

Annexure- l

2) RESPONSIBTLTTIES & AUTHORITTES

Annexure- ll

3) ABBREVTATTONS

AACR Anglo American Cataloging Rule

AMC Annual Maintenance Contract
BOM Board of Management
DDC Dewev Decimal Classification

GC General Council

HO Head Office
IDMS lntegrated Document Management Software
LIB Librarv
LDC Lower division Clerk

MTS Multi Taskins Staff

QMS Qualitv Management System

RO ReeionalOffice

4) PURPOSE

To act as a collection of sources of information and similar resources primarily for NCDC

employees for reference or borrowing.

s) scoPE

o Procurement of books
o lssue of books to the readers
o Maintenance Library Catalogue
o Subscribing to Journals / Magazines
o Browsing facility for non - NCDC members through inter library Loan.
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Process input Source
1. Previous Year budget
2. Expected utilization in the next financial year
3. Book Selection Committee recommendations
4. Requisition from NCDC employes from time to time
5. New arrival in the market / web

Budget file, Requisitions and
Book Selection Committee
Report

5) PROCESS

6.1 Preparation of Annual Budget

6.1.1 Preparation of budget at the beginning of every year;
6.L.2 Seek the approval from the Competent Authority;
6.1.3 Utilization of budget on different heads; and
6.L.4 Re-conciliation of annual accounts with Finance Division

6.2 Procurement of the required reading material

lnput Source

Approved budget, Book Selection
Committee recommendations and
approved requisitions for reading
material

Budget file, Requisition from ROs,

Divisions and individuals.

6.2.1 Receive request for books through Library Requisition Slip / Book Recommendation Form
or through verbal request.

6.2,2Prepare list of allthe books and publication recommended by the readers.

6.2.3 Check the catalogue to avoid duplication of procurement. ln case, similar books is already
available in the library, record the same in the "Remarks" column and inform the
indenter.

Process Output Budget estimate for the year and
Reconciliation of annual accounts
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5.2.4seeking approval of books from the competent Authority:-

o Purchase of books through Book Selection Committee, books are selected from new
arrivals in the market/ web and the list of books is placed before the committee for
selection

o Purchase of new books from Delhi World Book Fair (through a committee
constituted for the purpose)

o Purchase of regular publications (Swamy's publications, lndia reference annual,
lncome Tax act/ Rules etc.)for Reference

6.2.5 ln case the required publication is not avaitable with the registered supplier and subject
to urgency, procure the item from the other available sources.

6.2.6 Follow up with the suppliers for the timely supply of the publications.

5.2.7 Receive the publications and check / compare with the suppliers challans / invoice for
ensuring the correct supply of publications.

lnput Source

Book Selection Committee
recommendations for renewals and
approved requisitions

Book Selection Com mittee,
lndividual employees

6.3.1 Recommendation for renewal of technical Journals/ magazines on receipt of verbal/
written request from NCDC staff's / officer's including for introduction of a new
periodical / newspapers.

6.3.2 Renewal of popular magazines/journals & newspapers for the current financial year
(An nua I Subscription).

6.3.3 obtain approvalof competent Authority and place orders.

I Process Outout I I ln.lrti,.o n..o""i^^F

6.3 Process for Procurement of periodicats / Newspapers for the Library.
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6.4

6'3'4 on receipt of periodicats details are enter in cardex cabinet. on receipt ofnewspapers & journals details, entered in the register.

6'3'5 Put library stamp on the periodicals / newspaper at two places and enter the date ofreceipt.

6'3'6 
:ji;.tn" 

periodicats / newspaper alphabeticaily in the disptay racks in the reading

6'3'7 on receipt of bill from publisher/ newspaper vendor, forward the biil to AccountSection for payment.

6.3.8 Maintain a record of all bills and receipts.

Providing new Membership and issue of library Cards

6'4'1 NcDc employees submit the application in the prescribed proforma for membership ofthe library.

6'4'2 The Library card is printed / laminated and issued to the appticant emproyee on receiptof completed application.

Fr,ocesi OctBUt Reading materiaI procersed-or" plii"ilEnt ri
per requirement of NCDC Li

Appointment order of the ne@
appointed e

Request in prescribed formatlromlhE

lssue of Library card as per
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5.5 Process for issue of books on loan:

lnput Source

Library Card Members

5.5.1 NCDC library follows open access system. Under the system for lending books from the
library, the member(s) are allowed access to the shelves. They can make selection of
books either by consulting catalogue/ the tibrary Assistant or by browsing amongst the
books on the shelves which are generally arranged subject-wise.

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

6.5.3 Re- issue of books may be allowed for thirty (30) days for a maximum of three times or
as long as no other Library Card holder requires the books.

6.5.4 Re- issue of the book is through Libsys 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 member will 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 safety of the books placed in the
library.

Process.9utptrt lssue of Library book(s) / journal(s)/
zine(s)
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5.6 Classification cataloguing pasting subject wise labeling and placement as per library
science norms

lnput Source

New supply of books Book supplier agency

6.5.1 Generate the Dewey Decimal Classification Number (DDC)with the 18th edition and
then enter the details of the book in the Accession Register.

6.6,2 Cataloguing of books as per Anglo American Cataloging Rules (AACR) by the Librarian

5.5.3 Enter the details of the book in the Libsys Software.

6.6.4 Paste due date slip on the book.

6.6.5 Put Library stamp on processed books at four places for identification as Library

property.

6.5.5 The book is placed in the appropriate shelves in the Library in the Technical Section
Shelf.

6,6.7 Send the verified challan, bills along with sanction order to accounts section for
payment.

5.6.8 Maintain a record of all Challans and bills and a summary of receipts throughout the
year.

6.6.9 Re-conciliation of Annual accounts with Finance Division

Process Output
Proper classification and cataloguing for
retrieval of reading books
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6.7 Stock Verification & Disposal

6,7.1 Stock Verification of the books is conducted through committee constituted by
competent authority.

6.7.2 Withdrawal of old, annual publications and unserviceable books from circulation
as per the suggestion of the Stock Verification Committee after seeking approval of
the competent authority.

6.7.3 Disposal of newspapers is carried out after one month, Journals/Magazines after six
month through General Administration Division.

6.8 Miscellaneous:

o Preparing the metadata / keywords & indexing uploading to the IDMS software for
information retrieval.

7l PROCESS MEASUREMENT

S.No Process Measurable process

indicators (Workinc days)
Monitoring
Frequencv

Responsibility for
Monitoring

L Preparation of budget
for next financial year

On receipt of request from
G.A. before the beginning of
the financial year

Yearly A.D. (Library)

2 New Membership and
issue of card

Within 7 days of receipt of
request from newly recruited
employees.

Monthly A.D. (Library)

3 Purchase of Books After receipt of request from
readers:
i. Seek approval within 10 days
ii. Purchase of books within
15 days of approval

Monthly A.D. (Library)

4 Purchase of specific
Newspaper4ournal

After receipt of request from
readers:
i. Seek approval within 10 dayr

Fortnightly A.D. (Library)
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ii. Purchase of newspapers/
journals within 7 days of
approval

5 Arrange specific book
within short period

-do- Fortnightly A.D. (Library)

5 Classification &
cataloguing of books

After accessioning in the
accession register within 10

days. Classification &
Cataloguing including pasting

etc. ofthe books.

Monthly A.D. (Library)

8) RISK & OPPORTUNITIES IDENTIFIED

Ref.# Risk Register

e) PROCESS CONTROTS

Process Controls

Purchase of Books 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

a

a

Circulation of books/ journals/

magazines

Regular follow ups with the borrowers

lmplementation of library rules
a

a

Classification, cataloguing,
pasting subject wise

labeling and placement as

per library science norms

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 books as per Anglo American cataloging

Rules (AACR) by the Librarian

Enter the details of the book in the Libsys Software.

Paste due date slip/ book pocket/tag on the book.-
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s.

No.

Records Location Maintained
By

Retention
Period in
Years

Disposition

1 Purchase of books Almirah -A Sr. Asstt 5 Years Tearing/ Shredding
after digitization

2 Purchase of reference
books

Almirah-A Sr. Asstt. 5 Years -do-

3 Recovery of Lost
books

Almirah-A Sr. Asstt. 5 Years -do-

4 Binding of Library
Books

Almirah-A Sr. Asstt. 5 Years -do-

5 Purchase of
Journal/Maqazines

Almirah-A Sr. Asstt. 5 Years -do-

5 Purchase of
newsoapers

Almirah-A Sr. Asstt. 5 Years -do-

7 Budset lnformation Almirah-A Sr. Asstt. 5 Years -do-

8 RAJBHASHA

KARYANVAYANA

(HrNDt)

Almirah-A Sr. Asstt 5 Years -do-

9 lnstitutional
Membership (BCL)

Almirah-A Sr. Asstt Permanent

10 ISO 9001 :2008 Almirah-A A.D.
(Librarv)

Permanent

tl Stock Verification of
books

Almirah-A A.D.
(Librarv)

Permanent

t2 Audit lnspection
Report

Almirah-A Sr. Asstt Permanent

13 Librarv Rules Almirah-A Sr. Asstt Permanent

t4 Demand / No

Demand Certificate
Almirah-A Sr. Asstt 3Years Tearing/ Shredding

after digitization

10) DETATLS OF DOCUMENTED INFORMATION RETAINED
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111 DETAlls oF DoCUMENTED TNFORMATION MAINTAINED

o Format of Accession Register

o Procedure for Catalogue Cabinet

o Library Rules

o 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 -Vll)

o The five laws of Library Science were expressed by Dr. S. R' Ranganathan in the year

1931. ( Reference Book Accession No.76941

o Delegation of Power (Latest officer order No. NCDC 2-Ll2OO4-Admn).

o Agenda item no.22 of 32nd meeting of the BoM held on 3.1.1985 for Establishing NCDC

Library.

L2I REFERENCES:

o NCDC Act, Rules & Regulations;

o NCDC's latest circular on delegation of financial and administrative powers.
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DIVISION STRUCTURE

Annexure- 1

CHIEF DIRECTOR

MTS
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Annexure- ll

RESPONSIBILITIES & ATHORITI ES:

Designation Responsibilities Authorities

Head ofthe
Division

(Chief Director)

o Overseeing the entire functions of the
division.

o Approvals with delegated powers and
recommendation for approval beyond
delegated powers from Competent
Authority

o Co-ordinating for the activities of the
Division, whenever required

o Organise events for Library
o Plan Digitization of Library Records i.e

Agenda & Minutes of BOM /GC, AR etc.
o Compliance to Official Language(Hindi) Act

1963.

I Decisions /
Approvals within
defined financial
and Administrative
Delegation of
Powers.

Assistant
Director
(Library)

Registration of New Members & lssue demand /
no demand certificate to the employees( on
Retirement / Death)
Purchase of new books from book fair (through
constituting Committee), on immediate demand
& in generalway
Acquisition of books & settlement the Bills of
books purchased

Renewal & subscribing of Newspapers /ournals
Magazines

Display / Exhibit Rare Agriculture Reports /
books during Cooperative Week & Events
organized by NCDC.

Provide inter Library Loan & Reference Service to
readers

Renewal of AMC/ASD for Computer Software.
Classification of books through Dewey
Decima lClassification.

Cataloguing of books as per Anglo American
Cataloguing Rules ( AACR ) manually as well as
computerized through Libsys packag (bi-lingual)
Prepare Hindi Report & keeping the Percentage
record of Hindi Books

Preparation of Budget
Write-off old & unserviceable books

Cataloguing, Classification & Circulation of
Books through Libsys package in Computer
Bi-lingual
Noting drafting through Computer
Follow up for update Libsvs Packaee

As assigned by
reporting a utho rities;

Propose action on
files for decision
making.
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. Cost recovery of lost books from the readers
o Digitization work of NCDC Documents,

Records, Reports and publications etc.o Overall maintenance & vigilance of Library
o Stock Verification of Books through
r Committee constituted by Competent authority.o Other statutory requirement of the staff

SENIOR

ASSTSTANT (Lib.)
Settlement of Bills of books/ newspapers /
Journals / Magazines and AMC/ASD Computer
Software
Re-concilation of Annual accounts with Finance
Division
Maintenance of records of books/ newspapers/
journals/ magazines and agenda BOM/GC
Extend help to purchase new books from book
fair, on immediate demand & in generalway.
Provide lnter Library loan service and reference
service to readers
Display / Exhibit Rare Agriculture Reports /
books during Cooperative week celebrations.
Prepare list of withdrawalbooks.
Noting drafting through computer
Maintenance of Accession Register and
Reference Register
Maintenance of lnvoice and expenditure
Register.

Reminder to supplier/agency for non receipts of
Journals / Magazines /periodicals;
Supervision of shelving of books and periodcal
and agenda BOM /GC.
Binding of books, NCDC Newsletter &
Cooperative Journals
lssue of demand / no demand certificate and
cost recovery of lost books from employees
Compilation of annual accounts with Finance
Division

Keeping records on percentage of Hindi Books
Maintenance of Libra

As assigned by
reporting authority

Examine & put up for
decision making

Lower Division
Clerk

o lssue of books , periodicals to the readers
o Attendance of newspapers/ournals

fMagazines in Register / Cardex
o CirculationofJournals/Magazines
o Circulation of books through Libsys
o Look after the Counter/Cardex
. Sort out . the news papers / journals for

Disposing
o Reminder to readers for overdue books

o As assigned by
reporting authority
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. Maintenance of Dispatch Register. Merging of Catalogue Cards. Library related typing jobs
o Provide reference service to readerso Prepare the list of binding materialo Provide books for digitization after

MTS/Library
Attendant

Properly shelving the books on UooL
shelves & News papers & journals in
proper place.

Vigilance- Look after / watch the Library /
Readers

Prepare the bundles for disposing off the
news papers & Journals
Help the readers to locate the books /journals etc.
Labeling / pasting on new books & shelves
Maintain the Library neat & clean.
Help for digitization work
Any other job assigned by Officers i.e.

the books at short notice etc.

o As assigned
reporting authority
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to ltlmflrer. ?his w{ll he returnsd lo ths read€r yshen h,et'slre deposltr the bs6k st
th* eoulit*f,
toEs +f &prrcwer'$ sc*Ers shalt be htifirated ts trr+ t ltr+riaa in wrhln8 Imn+dlrtely
t* arrotd rnklrs*. E$prieate tir**r* $/iir b* rsss*d at a co$t of Rs. E1- per tieker
Bouks are igsu,ed f,or one month- Boo*t rcquires fur referenca c*n be retslnad for
longer perlod u$d€r lnttm*ihrt to tlre ilbrarts.t_
lssued bssts rryould be rsc*![cd car{rcr t*an the due dste if ther* is a darnand frarr
other itaffmefilberu.
coctly boots. rgfer€nec boots end prctorrer booftg urould nst ordrfiarfiy be lxued.
Such hooh would be irsued for shsrt period onry undar speeiar circumstqnces,
tmks should be h*ndbd ca,rafuily. Thess should not be damaged. sporrrd or
ma*ed.
l* the **efit of loss or damas* ts tte hs*kr a *erlour vievs rr,ourd be ta*e*, rn
addttion, &B Frinted pri* or the prlce osessed by the ubra,rrsn for unprked &ook
rrrould be r*correred fra*r tlre Borrourrirq sffidsl.
Aay mer*ber lelring the c*rpmatbn shpt retum $l the gorrswcr,, ti*c& i$su€d b
himlh*rfafling whieh 'f*+ Dusd c*fiifkates sh*t!not be issusd"
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