
Gujarat Technological University
Central Library

Standard Operating Procedure

Funds for Librarv:

requirements of the users with ernphasis on overall developnrent of Iibrary,.

Book Division:

The Books division provide service of acquisition, technical process and display of books.
The acquisition ofthe books is based on the Suggestions/requests received from the library staff/users
of Gujarat Technological University Library.
The users of the Gujarat Technological lJniversity Library submit the list of books to be purchase to
the Library Staff.

etc.

selection.

Technological University Library.

The Library can purchase books from the other vendors in case the registered vendors are unable to
supply the same, in an exceptional case. The Library accepts only latest. Indian/paperback editions
latest reprints of the publications. unless otherwise specified. The Library ensures to get maximum
possible discount on all books .The orders are placed as per terms and conditions of Gujarat
Technological University t,ibrary. Only Federation ol'Publishers and Book-Sellers Association of
India supplies are accepted. J'imefrarne for supply and cancellations is maximum 3 weeks. However
in case of urgency due to need or approaching budget deaclline or othenvise as the need be, the Gujarat
'lechnological University Library is free to fix the duration for supply of the ordered books. For

unsupplied books rerninders are sent to the vendors through proper channel. Progress ol'each order is

intimated from time to time.

After recipient of bill payment release by Account section ol'Gujarat Technological University. Once
the books are received, each and every book is physically checked for any defbct in printing. wrong
pagination, tom pages etc. In such cases the books are returned to the vendor. 'l'he books are also
verified with the order list such as- Author. 'l'itle, Edition - Indian /F'oreign. paperback. l'he bills
received from the vendors are thorclughly verified & checked for price verification, conversion and

discount rates by the concerned statTof the Library Division. Allthe relevant infbrmation is verified
by the library coordinator.
The books are accessioned in the accession register. The accession register is the basic record in the
library by forming part of its collection. Entry for each book is made in the accession register which
has all the relevant details of a book such as name ofthe author, title. publisher. year ofthe publication.
cost of the book, vendor, ISBN etc. This/these accession numbers is/are entered on the books and bills,
which is verified by the library staff befbre fbrwarding the billto accounts section.

Books once accessioned, the bills are processed by the Account Section of Gu.iarat Technological

University Library and sent to the Finance and Account Office of the University tbr Payment.
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Classification: - Assigning Class Number with the help of Dewey Decimal Classiflcation Scheme.
Cataloguing: - Bibliographic details of each document are enteied in Library Management software
according to AACR-2 standards and accessible through opAC or web-opAC.
Technical Processing of Books:-- Stamping on documents, generating barcode, inserting tattle tape
inside the document, pasting of book pockets and book caids etc. and transferring documents to
concerned sections.
List of new anivals of books prepared.
Display list of new arrivals on notice board.
Send email to users of Gujarat Technological University Library.

Gratis

received in Gujarat Technological University -ibrary as per the selection policy of the giftediooks. It
Division to determine whether or not the gift will
n. Selection of the books is based on the thought
from the authentic electronic infbrmation sources

ets etc. are accessioned in the accession register of gift.
Once an accession number is assigned, it is deerned to be the properly of the 

-library. -An

acknowledgement is sent to the donor.

Periodical Division

Selection Process of Jou rnals/MagazinesAlew Papers

Joumal's list and previous fund allocation. Faculty Members may recommend the journaliitles from
their area of subjects/specialization and submit to the head of the department or to the concem
authority.

faculty members and a consolidated list shall be submitted to the library stafffor the further ne..rtury
action at his end.

again send a reminder to all the directors to send the list at the earliest. If no response received after
reminders the Library will subscribe the same joumals as subscribed in previous years.

Purchasing of Journals/lVlagazines/llew Papers

the authorities.
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Placing of subscription orders to the Agencies/publishers
Receiving of invoices and checking thoroughly like price, conversion, price proof etc.
Entry of invoices on the Manual Register and Library Management Software.
Processing of invoices for the payment.

E-Resources Division

Subscription/Renewal Method of Databases/E-Resources

The subscription/renewal of databases should be done according to the availability of funds. usability.
usage statistics and recommendations received from the faculties and students.

databases. The I ibrary Staff will present a brief repoft among the Library coordinator consists the
usage statistics ofthe subscribed E-resources, demand of any new e-resourci/database (if any) renewal
of databases, subscription/renewal report of ShodhSindhu allocated resources to thi University (if
any). The report will consist of proposed e-resources to be subscribed tbr the next year according to
the availability of funds.

subscribed for the next year. The below standard procedure are fbllowed to subscribe the e-
resources/databases.

finalized by the Library Coordinator.

Receiving of Journals and Kardex Entry in Library Management Software

software.

Procedure for Librarv Membership

1. Students

The membership applioation form for Gujarat Technological University l.ibrary may be filled up by students
for renewal and fresh membership. F'ornr has to be submitted along with a passport size latest photograph in
Guiarat Technological Un iversity Librar;".

2. Staff

All the staff (Teaching & Non-teaching) ol'the tjniversity can get the membership of the library after filling
up a membership form.
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Library Fine:

A fine of two rupee per day per book may be charged from the <lefaulting members, after one month of fine
date. the matter will be forwarded to higher authorities for funher action. The collected fine will be deposited
in library and proper receipt will be provided to the member. User has to return all issued books when he/she
is out of station for more than fifteen days.

Procedure for Issue/Return of Library Materials

All the documents issued fiom the library will be returned at the Library during working hours. The user will
present the book to the Staff available at the return counter. She/he will scan the Accession No. of a book
through barcode reader and return the book.

Services and Technical Facilities

to replace it by sarne or latest edition of the same title. In case book can't be replaced, the assessed cost
of the book will have to be paid by the user.

Library Committee

Library committee established by higher authorities under the circular GTUiCentral Libraryl Committee
Meeting/202113689 dated l4th July,2021. The committee consist of l5 members. The Library committee
meeting conduct on due time during the year.
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