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DEVI AHILYA UNIVERSITY, INDORE
CENTRAL LIBRARY

RULES OF PURCHASE OF BOOKS, E- BOOKS, JOURNAL, &
E- JOURNALS AND ALL PRINT / ELECTRONIC CONTENT IN
CENTRAL OR DEPARTMENTAL LIBRARY
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As per the recommendation q thc Cuordmntmn Committee that
“the books should be purchased b\ the Unncrsﬂ}l“kecpmﬂ in mind
the M.P.Govt Store Purchase Ruld and kcepmg thi N‘ hole process
transparent for the procurement of' qu.iht}' books.” t é]tatal process
of purchase will be m1nag,cd| by lerﬂrv Advisory & Purchase
Ccommittee (LAPC) with lhe approval of!l Fcompelcnl authority as per
M.P. Govt. store purchase rulcs. "y ||||
(I [m Ju n“l Il

il "™y

Library Adusﬁr}”& I’urdl: asec Cuhi‘rLuttce (1[\APC)
| |

Therewill be Iz'x lLuzprh "“mrd Vi mly & Purchase Committee (LAPC)
at dcp : WIEWI and at C:{l:}*lt'raJI 1brar} Level which shall take
dcmsmn to the pﬂrchasuiﬂof books, e-books, Journal and e-journals

rccommendcd by facui{y Pthscholars and students.

Introduction: ' i
il

:um |n
Constitution Af F.AAPC’I‘ Departmental Level:

Library Advisory &U]Pl-.lrchase Committee shall consist of the following;:

I. Head of the Dept Chairman
2. A Senior Faculty Member
3. Topper of PG (Previous) Member
4. Topper of UG (2" 3" Year) for 3 /4 Years Course Member
5. Librarian / Teacher Incharge (Library) . Secretary
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Constitution of LAPC at Central Library Level:

Library Advisory & Purchase Committee at Central Library Level is a
High Level Committee constituted by Hon’ble Vice Chancellor.

I. A Senior Professor Chairman
2. 3 Faculty Member Members
3. Librarian, Central Library (Ex. Officio) Secretary

| I:I
Duties of LAPC at Department !Centru!lﬁf:#{ﬂLw Level:
11 LSRRI T
|. Advising in Planning and Organlil;zjn”g‘l the L'iI ':Irlqy:y;
2. Recommending acquisitiunrip:lcﬂl'cy, Library lb?%(ggat and Library
rules for approval and for'lthe purchase of "i:‘i:lzoks, e- books,
journals, and e-journals in d@ﬂ‘é;;tmepﬁl library ”fop.d to central
library; '|||i||“|lll-|. "HI;i!”:""' e
- Suggesting for improvement|of services;,
4. To suggest changes in lil:]o; dé";':f'ém_mcntal'lllibrary with an aim to
make it mqr-;:li@jfﬁé'rl,-lflricndly‘.-hnd agaﬁﬂﬁmlic_alljt}-tihseful.
5. To monitdﬁfﬁ evalu'dﬁg, frum'tlirgf:,\fc') time;|trends and developments
in informati hgl technologics, n’b’tworking library automation, library
cooperation et'é'.l[and"i&'lmake rec

Ui
6. Evaliaté!the '

LS

and|toimake ommendation for the adoption
o ll[jugé'éﬁiliuns Frélﬁp“l'lcm'ibrary users.
7_‘1.}11“&1}: other fuiction ”ﬂ?-“and wlién needed for the management of

i '*m Yy
|J

The quorum IPfrf‘”'t‘Le meetings of the Library Advisory & Purchase
Committee shall be 2/3 of the total number of members. In the absence
of Chairman the senior most faculty member will act as Chairman. The
LAPC would meet as and when it considers necessary but at least once
in every quarter (4 times in a year) to review the library affairs and
purchase so that allotted budget is utilized properly and well in time.

.a||”I

ol
Quorum: “““ |

Note: The committee will be valid for one complete year.
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Acquisition Policy (Book Selection):

Faculty members, PhD Scholars and students may recommend the
| books / e-books / print journals to the LAPC in a prescribed format
(Annexure- A) for the purchase in departmental library or in central
library. Each departmental Library and central library will also keep a
requisition / indent register in which student can write their demand of
books. The central library will continuously adding the publishers and
| authorized vendors who will be providingl|/€lectronic lists of titles,
printed catalogues and other printed afin® qm‘{ncnts. These may be
| uploaded on central library web st |pr forw 3 d to the concerned
| faculties and departments from tlwﬂ time. Bes catalogues book

reviews in important magazines d databases qulso basis for
recommending books for the 11brary j ental ﬁ’C may also
recommend the books for ppﬂﬁgﬂ e inth I al Library.

iy
Recommendation / Suggestn% l“’

b

il llln. .

oks 1] 131t10 4” p,culty / PhD Scholars /

¢ for & Faculty / Department be always
lmies e tﬂ) LL\*:latmg to semester courses may

'[”I be sent clear Lmester notice. Recommendation

il be se ing mﬁk Requisition / Indent pro-forma in
xure—

3 Befo e meeting of LAPC, the Library (Dept or Central) will
check 151@ forms for duplication of books / journals
through @ and prepare a compiled list of books publisher
wise (Annexure — B)and place the list before the Library
Advisory & Purchase Committee (LAPC) for approval.

4. After the approval the Library (Dept or Central) will prepare the
list of approved books (Publishers wise as per Annexure -B)

and will sent to the publishers through e-mail for confirming
the availability, price and discount and will confirm that the

o:—::..
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books will be supplied by the publisher or their authorized

venders available nearby.
5 The final list of books (Publishers wise as per Annexure - B)

with discount and the list of authorized vender will be presented
for approval from the concerned competent authority as per
store purchase rules of MP Govt. and then the order will be
placed, in Purchase order format as per Annexure =C.

6. The publisher can supply the books, c—‘books directly or supply
through their authorized vender. .LHL

7. The discount given by the publIS{l ]lwll be considered final
but in case ol multi vnlume[books an'd”encyclopcdla cfforts
may be made to obtain hlgihcr discounts. ]

8. On the basis of service hhd past record, “’ll‘.‘. review of the
suppllcrs will be done on ann[hl badlé Welghtflg wﬂl also be
given to the publléhe / vendmjk| for timely deliv ry of books
ordered, in 1ddlt|onjtuﬁzlscounl being offered.

9. The government pub‘flt.‘ﬂll(lhk mslllutl]ona] publications with
zero dISCOUhE items \{v 1l he' "'é\r.ceptinn for this purchase
pruccss” Point t“l *.'lll be lh:nnfbd‘m this'case.)

10. On the rédummcndalmns ofi faculty, the Library may purchasc
HFIIUIIH ple co IBS 0 |an thné gbonks which are found to be in

| é& {'Bék'm LI' the rL uirément and approval of LAPC.
I| f e-bo Iarc a hllahlc, H‘l”é LAPC should recommend 1 e-
onk for each |t1tle {\hth multiple users’ permission and must
geﬂhn “rltmg the terhl and conditions for its use in future if
new lti:-{lltmns arrive

12. In very épccmlr;nsc and for the books which are not related
with any !‘ahllm  Hon’ble Vice chancellor recommendation is
required for purchase only in central library. The
Maximum limit of this purchase will be Rs, 50000/~ (Fifty
Thousand per financial year)
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Subscription to Print/e-Journals and online Databascs:

Print Journals may be purchased by the departments but the e-
Journal will be purchased only by central library and access to faculty
and students to the entire department will be provided.

1. . The Faculty / Department wise listsjof Print/e-Journals will
"~ be collected in requisition Furm.l(z'tlfril"pcr Annexure — A) sent

to the Central Library. The CenfralLibrary staff will compile

and check the duplicate copy'of prﬂ'ﬂ“ﬁ e — journals if any,

and remove the duplicate :ﬂté'r!nc as per Atﬁl'nexure — B, will be

kept before the Libr;i{r*j': ﬁ\dvisor},' & Purbhase Committee

special meeting for Journ: llél'“ {1 '*l|f|[| I

2. The chairman ofLibrary Adi'iﬁpf!)“Purchasc Comimittee (CL)
will co-opt five e‘"."{;'qé’u"l'lmembers'ill‘mm deferent faculty who in
the LAPC of central library who 'ii}i]l cvaluate and select the
Print / ﬁ-;-j%mals paclfa}gc ké&biﬂg in"r'iiind the need of entire
dcpqﬁhnéntsl}).f:rr:;comnlelplqd{“id#l b}'r'!til]c department, and as per
the zN*'aIitlab[c l::ti!ldgcl. Th:?::::lcnurc of the co-opted members

; JIT?TF-!]. be S‘ch”[I_'}t;l as [ﬂ!\ll’l(l',‘ meiribers of one year.
3|.'r”|“|-‘A‘ﬂfdriulqbta'lhi:'?g necessary approval and sanction from the

*IH’” ' compclé:fi;ti ;miﬁquity, lhc']f)'i'int / e-Journals will be subscribed

”]” / rcncwé'd’[l".lhrouﬁghj the publisher / authorized subscription
“ igents keeping in viety their past service records.

4. Pi‘ﬁf?qss of réhewal of Journals will be at least two month

before|the expiry of current subscription.

5. In casc”gf-:jr'."t'fi-nals / e-resources arc not available through any
consortium, publishers of e-journals / e- resource will be
directly contacted for raising the invoice,

6. The Journals are no discount items and under Govt. of
India General Financial Rules, no tender neceds to be
invited for Print/e-Journals subscription.

7. The bills are received from the publisher’s / authorized

vendors along with the price proof and the proof of exchange
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rate as which prevails on the date of remittance to the
publisher.

8. The payment for Print/e-Journals subscription will be made
as per the bank exchange rates prevailing on the date of

. billing.

9. The supplementary bills will be accepted in case there is rise
in price of the Print/e-Journals and exchange rate.

10. Each Printe-Journal is cnn51dcrcd a§|a separate item in itself.
The payment for cach Prlﬂﬁ/c ! Journals is treated as
Advance Payment. The p'ty};mcntii‘w Il be made from the
budget head “Journals” or Tom any c“her head such as Plan

Grant / Project Fund etcﬂ gl ”“I
””““hp

”'l 1
Not: g

. Whenever possible papra&kedmon 0f|bnuks to be purchased.

2. As regards procurememlof foréﬁgn books’|same may be procured
only from those distributors |who arl: Hu{ecll} importing the books.

3. Exhlbltloh||l(l,‘allméJleran” c:gn orgﬁrlnbe book exhibition by
callmg ren vﬁned p lishers (}r the1r distributors but should not

e“, cnr spacl | smlt is | nrt of International or National
2l ‘“Jlu

ngres M
I‘ﬁ‘t’l’ ||| I | | Iy

Purcha tL1|P|rncedurc || I”] It

The Umvers:éy” vill foJLLv the two purchase procedures
(i) Non- Centrali2 ase procedure. &
(ii) Centralized pur%ﬂc procedure.

All the purchase of Books, e- Books & Print Journal, will be through
non centralized purchase process at the department level or central
library level separately whereas e-Journals will be purchased only by the
central library and access is to be extended to all the students and faculty
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of all the departments. The total purchase process should be transparent
and as per the M.P.Govt store Purchase rules.

The normal purchase procedure indicated as under:

1. Upto Rs. 20 Thousand Head / Librarian (CL) have the power to
purchase the above contents after the approval of LAPC and after
getting the rates and discount letter from, thc publisher.

2. Exceceding Rs. 20 Thousand and uptoy Rr;" 1 Lakh Head / Librarian
(CL) can purchase the above content after, the approval of LAPC
and after getting the rates -1nd.|d|sc0unl letter from the publisher
and approval {rom registrar avd!Fmance controller.

3. Exceeding Rs. 1 Lakh and upt O/Rs. 5 Lakhs IIcad‘! Librarian (CL)
can purchase the above content afler the approv a“i'bf LAPC and
after getting the rate-s“and dlscmmu le{tcr from the p[lbllshcr and
approval from reglstrar T]mncc c!)ntroller and Hon’ble Vice
Chancellor. (Three qhntnh ns are ot required here as
publisher is tlie]*fvhule sol¢ ’illthﬂl"]t\ of their books / journals.)

4. 1If the 'unéhnl cl\Eecds Love[URs '5llILakhs for single order
Exccutive (jéunml p ]l'mISSIOIl”I}E required and if Executive Council

recommend he ﬁ“ll }u“‘endcr process will be adopted.

Iy

t"“ IHH“““l "L”””II'

Ti:rmJ 'md condt ns fn 'the buullL[suppllers or vendors:

I!| My
[| PIIBI‘ w1|ll|§upp] “6nly latest edition, latest reprints of the
bonks 'd shall charge the price as per invoice of importer /
invoice of dlsmb P&rs
2. Ifan Indian eﬂgiﬂm of a foreign book is available, they will supply
only Indian edition.
3. If low priced or special edition for India is available, they will
supply only that edition.
4. They will confirm period of supply within two weeks of the
purchase order of imported books otherwise the purchaser may
have the right to cancel the order.
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14. In special case, system of online ordering of books and purchase of
books by faculty members is also 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.,
using their own credit / debit cards afier checking with the library
about its non-availability and with due written permission from the
Head / Librarian (Central Library). The matter will be put in the
next LAPC meeting and same procedure, ofobtmmng approval and
financial sanction from the ﬂppmprmtm&uthonty will be followed.
In such procurements discounts m'lgf of 0| may not be available.
Sometimes courier / postage ch'u JL,es are a]s'c\ uncluded The faculty
will be reimbursed fully the, fmmunt paid on stich transactions on
the basis of credit /debit c*urchsmtcment and ll‘lL bills generated
through the online transaction. Thc maXimum lll‘l‘llH[of this mode
of purchase will be Ré’[ 10000." (Ténlmlﬁlusand in nne”tlmc)

1“
"IH "“"u ”"mm I
|

iy [ I
('Jl:ms.trzuntﬂl| Ipspz!ll I ccessrlhtc H‘l “lllé)l'é‘ 1 to stop accepting books
from any individ als Nc\\F books gtﬁ{ed from major institutions and rare
books lrarc manuscnptllrfmm 'mS( individuals may be accepted
depend H'tH &ir, util | md ph s1c'|l COHdItIDH

| i
[ r“”“ ““””Im

Gifts:

Weeding: |

Torn or bgﬂ condition books will be sorted and a list will be
prepared subject wﬂsb”l"nr getting approval to be weeded by a committee
of three experts of concerned subjects. Photocopies of books which are
violating copyright law are to be also weeded. Magazine and daily

newspaper may be weeded by keeping six month back issues in the
library.
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Bill Processing:

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.
Entry for each book is made in the Accession Register which has
all the relevant details of a book like its price, publisher, vendor,
year of publication etc. il
Then the 'bills are processed for p Jmcnt with the accession
numbers entered against each item, ‘ | \r]“,
Library staff will certifies thmugh a checkligt (As per Annexure —
D) that all the purchase proér\l:dure have bclf'.:n cumplctcd before
forwarding bill to Accounts sé8tion or Rcmstrar 1s]1hc casc may be
for further processing. (All thlclllhtlls uf| various dlizparlrnent for
payment should bc'hfom arded "thrridugh Librariin, Central
Library, before scndmg 't the qccount section / Registrar.)
The bills are normally to'|be ﬁrocessed by|the library within 10-15
days dependmgl\upnn the 'number u[‘ utles ih a single invoice. In
casc of anh 'vmcc hh ing abdut|20 ullcé itinvill be processed within
10 days and ! écnt for ELrthcr prlﬁccssmg

he account settion||Will take Hto 10 days for further forwarding

'EJ“J 1€ audit sébtion. i “”I“H

7. e audit sedhbn w1f|[ take fu Iﬂér 7 to 10 days to check and verify

thélbills and appmvc f'oche payment.

8. Head”o thc DE[H K Libratian (Central Library) should take care

about lhﬂ paymen‘ ind the payment should be made within 45 to
60 days a ei‘lﬁtﬁrl .mg the bills.
"

Exchange Rate:

1. Books: For books exchange rate may be the rate of RBI on the

date of placing purchase order and if RBI rate of that is not
published, the rate last published or next date rate published
whichever is lower may be charged.
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i ies shall
' i f foreign currencies s
- The rate of exchange in casc o :

- ‘;21113;?11!1'5&\:0111ngc rate is from on the date of rcmlttabnlr?chofspairtn;cl?;
ipti he publishers.
blishers / subscription agency to th

: lh::f [:Jl;lling the bank exchange rate prevailing on that da?! shall
Emcmvisiunatly charged and the final settlement (plus or m_musﬂas
llccpc'lsc may be) shall be made through a supp.lcmcntary bI”' after
tI:c ;;aymcn't has been submitted by the publisher / subscription

agent to the publisher. ””” ”“]h
|

: "y, .

t ' | {

note If any legal dispute dcvclgps l:;e yeen [?AW}F'M any publishers /
authorized venders ll]CjuriSdiCtlﬂi]lleE(mrt will be ,ﬁlore.

i l||}|”
iy,

Wy, ]
ondv el ] M o
(Prof. Vrim (U’!]rirml'. kg{ﬁﬁsmrlﬂ#ﬁ:]”“l (Mr. 1:1'1.":imsbit‘:r:r.l:11)

' ll““

Py,

Qﬂmﬁf ””"H”' ”"liu”lllu "“" C7°F575T18

| | hok Shnrmu:' I"IH' (Prof Ajay Kumar)

(Profi e lP1|]|| |]]| Incharge Librarian
h‘.1|||]|| | “ 1|||||I Ex - Officio Secretary
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DEVI AHILYA UNIVERSITY INDORE

ANNEXURE - A
(Departmental / Central Library)
INDENT FORM
FOR PURCHASE OF
BOOKS, e-BOOKS, PRINT JOURNALS, e-JOURNALS, ONLINE DATABASE
Indent for Books, e-Books, Print Journals, E-Journals (Usc scparate sheets) : Date:
Name of Indenter: Calegory : Faculty/Ph.d Scholar/Student  Dept/Centre/School:
PUBLISIIER & ISBN /155N | NO.OF | PRINTED PRICE IN THE Remark By
S N. TITLEAUTHOR/EDITION/YEAR PLACE OF PUBLICATION (Il Possibley | COPIES BOOK/CATALOGUE Library Stall
Witk E-Mail {IT Possible) For Duplication

Total No, of Title Recommended Total Na. of Copies Recommended

Certified that | have searched the books, e-books, print journals, e-Journals In the departmental and central library and found unavailable.

Name & Signature of Intender Signature of Ubrary Staff

Note:
1. Neatly typed complete filled information with signature on print copy may be submitted to the departmental / central library.

2. UTD Students should submit the indent form to their departmental library, others can submit to central library.

3. Departmental LAPC may forward some of the books to central library for purchase, if they think that these books should be available in the central library.

@




DEVI AHILYA UNIVERSITY |yDORE

ANNEXURE - B
(Departinenital / Central Ljjyrary)
3 COMFILATION FORM
TO FIND RATES, DISCOUNT AND AUTHORISED VENpoR NAME BY PUBLISHER
NOOKS, e-300KS, PRINT JOURNALS, e-JOURNALS, ONLINE DATABASE
Books, ¢-Books, Print Journa's, Z-journals (Use separate sheets) : | Date:
Department / Centre / Schoa, e-mail: [ Phone:
Name of Publisher: o e-mail; | Plione:
Name of Authorise Vendor o uc Filled by Publisher)
S N AUTHOR TITLE EDITION/ ; ISDN/1S5N NO. OF PRICE | DISCOUNT | REMARK
YEAR COPILS %
Tobequoteby | To be quots
publisher by publisher
. = e
2
3
4
&
3
- ﬂ o
]
o
10
1" T
12 =
Tolal No. of Title Recomniend:d Tolal No. of Copls Mecommenided -
Sign of Ubrarian Sign ot Member 1(LAPC)

formet niay aiso be 2291 40 the

T =

SR
-

Sign of Member Z{LAPC)

publisher for sending the information back 10 the Dept Head / Librar20 (Ceina Ubrary)

A T ]

Slzn uf Member 3 {LAPC)

Chairman (LAPC)
Note :Insame farmat the publicher ingy cent the rates, discount and authorised vendor name with autherised sign*tory through c-mall to Dept Head / Ubrarian (Central Library).




ANNEXURE-D

DEVI AHILYA UNIVERSITY, INDORE  ((
CENTRAL / DEPARTMENTAL LIBRARY

CHECKLIST FOR
PURCHASE PROCESS FOR BOOKS, E-BOOKS, PRINT JOURNALS, E-JOURNALS

This is to certify that following process have been followed:

PROCESS YES/NO

SlN-
Requisition have been collected from faculty, Ph.d Scholars,

students for purchase of books, e-books, print journals, e- journals
or other data base in Annexure — A or from requisition register.

2 | Compiled lists, publisher wise (Annexure — B) were presented
before LAPC & approval was sanctioned taken by LAPC.

3 | Approved lists, publishers wise (Annexure — B) were sent to
publishers for price, discount and for authorized vendor of

publishers.

4 Price, discount and authorized vendor information were received
from publishers.

5 Before issuing the order competent authority permission was
taken. (<20000- Head), ( >20000 <[.00 Lakh Registrar & Finance
Controller), (>1.00 Lakh <5.00 Lakhs Registrar, Finance
Controller and Vice Chancellor), (> 5.00 Lakhs Executive

Council)

6 | Proper purchase order were issued in hard and soft copy in
Annexure - C lhmugl]fc— mail and hovd cepy .

Books or other material and two copies of bills were received.

Books and other materials were verified against the bill for
quantity, price and discount, and bill was signed by incharge and

the librarian.

= -AEs |

9 [ All the books stacking process were followed.

Note: The file for payment should be send through Librarian, Central Library to Account
Section or Registrar as the case may be.

Signature Sign
Librarian / Purchase Incharge (CL) Head / Librarian (CL)
Seal Seal

04"‘2’[//// Qa.}
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