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SSSU Library — Book Purchase Policy
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Acquisition Policy

Book Selection
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Faculty members and students may take part in book selection in the University. The
University staff may also recommend general or reference books and those materials not
covered by departmental subject categories like books on library and information science,
Accounts, General government Rules books etc. It is recommended that teaching staff may
recommend a maximum of fifty books in one semester. Publishers and vendors are
increasingly providing electronic lists of titles, printed catalogues and other printed
announcements. These may be forwarded to the concerned Faculties and Departments from
time to time. Besides catalogues, book reviews in important magazines and databases are
also basis for recommending books for the library. The library may also circulate reviews of
books to the Faculty members to keep them informed about new publications.
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List of books requisitioned by the Faculty for purchase for each Faculty/Department be
always routed through the respective Dean and through Head of the UG and PG
Section. The requisitions of students can be approved by the concerned Dean of
Faculty. The Head of the UG and PG Section will send the approved list to the Librarian
for further action. The all non-teaching staff will send their recommendations to the
Librarian for further action.
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Recommendation will be sent using Library Book Purchase Requisition.
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The Library would then check for duplication and place the list of recommended books
before the Library Committee (LC) for review. Very urgent requirements of books
forwarded by the Deans/Chairpersons of respective Faculty/Departments may be
purchased with the approval of Chairperson of the Library Advisory Committee or by
circulation to LAC members.
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Once approved by the Library Committee for purchase, library staff will re-check the
library online catalogue (OPAC) to eliminate any duplicate orders etc.
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The Library will prepare the final list of books and obtain approval from the concerned
authority.
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As per the Library Book Purchase Policy Book/s are purchased if book/s is Prescribed
Textbook for all the Semesters 10 copies each title, for 3 or more semesters 5 copies and
reference book prescribed in syllabus 3 copies for each title and as on the
recommendations of faculty, the Library will purchase multiple copies of only those
books which are found to be in great demand but not more than five copies which are
not mentioned in the syllabus will be procured or as per the instructions and direction
of Hon. V.Csir.
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The Library may place orders with any well recognised vendors registered with
Federation of Publishers and Booksellers Association in India (FPBA). The discount
insisted upon would be a minimum of 20% on the printed/publishers price. The
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exceptions would be government publications/institutional publications and zero
discount items.
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System of online/cash (offline - through Vendor) ordering of books and purchase of
books by faculty members is allowed. Whenever the faculty members are in need of
books urgently, they may purchase books for the library from online book stores like
Amazon, Flipkart etc., Or from any Vendor/s using their own credit/debit cards after
checking with the library about its non-availability and with due certification from the
library to that effect. Same procedure of obtaining approval and financial sanction from
the appropriate authority will be followed.
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Ordering of books and purchase of books by faculty members during their visits abroad.
They may also be authorised to purchase books on official foreign trips in a similar way.
In such procurements discounts may or may not be available. Sometimes
courier/postage charges are also included. The faculty may be reimbursed fully the
amount paid on such transactions on the basis of credit/debit card statement and the
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bills generated through the online/cash transaction. Same procedure of obtaining
approval and financial sanction from the appropriate authority will be followed.
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Purchase Order

Steps to follow procurement of books:

List of required books publisher/s wise should be prepared. A Separate List should
be prepared for those book/s recommended by the faculty, staff and students but
lake of bibliographical details like Publishers and Author etc.

The List of books publisher/s wise will order direct to the Publisher/s.

The List of book/s without author and publisher, will order to the Vendor/Publisher
approved by the Library Committee.

In the order vendor will also inform validity to supply the books, which should not be
less than 4 week time.

Terms and conditions for the books suppliers or vendors:

vi.

vii.

All the books must be delivered to our library at the above address without any
additional charge.

The Books supplied must be physically in good conditions, otherwise these will be
returned to you at your cost.

If missing pages are found in any books even after the processed in the library, you
will have to arrange for the replacement of such books at your own cost.

We will pay your bills within 30 days on the receipt of the books and Bills by us.

The supplier will supply only latest edition, latest reprints of the books and shall
charge the price as per invoice of importer/invoice of distributors.

If an Indian edition of a foreign book is available, they will supply only Indian edition.

If low priced or special edition for India is available, they will supply only that edition.

viii. After receiving the purchase order if the vendors come to know that a new edition of

the book will be coming very soon then they will inform the library and supply the new
edition only. In such cases they will supply the books within 6-8 week time of the
publishing of the new edition.

The exchange rates charged in every bill will be as per the rate prevalent on the date
of purchase order of books supported with the certified copies of the exchange
conversion rates issued by the RBI for that date or the latest date newer to the date of
purchase order if RBI rate is not published for the date of PO.

For price verification of foreign publications and those Indian prints where the prices
are not printed on the books, copies of the publisher’s/ importer’s invoice duly signed



and stamped by the supplier may be enclosed for record and the originals are to be
shown while submitting the bills.

xi. Proper revenue stamp will be provided by the supplier.

xii. In case any discrepancy is noticed by the SSSU Library at any stage, the vendors will
refund the amount or replace the book immediately even if it is processed by the
Library.

xiii. Validity to supply the books, which should not be less than 4 week time.

Faculty Publications

The Library may now purchase five copies of Faculty professional publications as and

when the publications are brought to the notice of the Library. Library may purchase 5(Five)

copies of professional publication, single copy of edited book / student authored book /
chapter authored book.

Gifts
The library may be accepted books gifted from any individuals OR institutions depending on
their utility and physical condition.

Weeding

The Library will be weeded the books as per the Finance Rules 2005 or government rules.
Photocopies of books which are violating copyright law will be weeded. General Magazine
and daily newspaper may be weeded by keeping three and six months back issues
respectively in the library.

Bill Processing

® The bills of suppliers will be processed within Seven days.

® Once the books are received in the Library along with the bills, the price of each
book and discount rates, bank rates are verified by the library staff.

e Entry for each book is made in the Accession Register which has all the relevant
details of a book like its title, author, publisher, price, year of publication, vendor,
etc. Then the bills are processed for payment with the accession numbers entered
against each item.

e The Library staff will entered book/s bibliographical entry into the SOUL Library
Management software.

e The bills are put up to the Librarian by library staff, Librarian again verified bill/s and
signed on it and send for approval for payment to the Registrar.

® Once the bill approved by the competent authorities they should sent to Account
section with office order of payment.

e Library staff certifies above procedure before forwarding bill to Accounts for further
processing.



e The bills are normally to be processed by the library within 3-10 days depending
upon the number of titles in a single invoice. In case of an invoice having about 20
titles it will be processed within 7-10 days.



