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LIBRARY
RULES & REGULATIONS

1. Library Card is compulsory for all library users
2. Please maintain silence in the library.

3. Use of mobile phones is strictly prohibited. If any user is found talking on the phone
strict action will be taken against that person.

4. Eating in the library strictly prohibited.
5. Do not Disturb furniture arrangement of Library
6. Students have to sign in the visitor register before entering in the library

7. If any students wants any books on their ID cards then they have to make entry in the
current reading register available on Library Circulation Counter

8. Students have to make an entry in the register before accessing Internet Facility in the
cyber space.

9. Before using OPAC students have make an entry in register.

10. Students are requested to keep the magazines / Journals in their respective places
after use.

11. No library material will be taken out of the library without the permission of the
Librarian.

12. Books/Periodicals or any other library material will be issued only on production of a
valid Library-card.

[3. No library Material can be issued to a person on someone else’s Library-Card.
14. Degree college student can borrow one book for a period of 07 days.

I5. PG students can borrow two books for a period of 7 days

16. A Late fine of Rs.2 will charged per book per day

I7. 1f fine of the book crosses Rs.50/- the same book will not issue to same person,
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18. Students should inspect the condition of the book before borrowing it and inform the
Library Stafl about the missing or torn pages if any. Otherwise, the concerned student will be

held responsible for the same. Later at the time of returning the book.

19. 1f a book is lost, the concerned person has to replace the lost book with a new book or pay

the original cost of the book and 20% cxtra charges
f= o
20. If current reading book not return on same day, the fine or Rs. 5 per day will be charged.

21. A new Library Card can only be issued afier paying a fine of Rs.50 in the accounts

department.

22. For Getting LC if the students are not having their library card the fine of Rs.10/- will be

charge from the students.

23. Reference Books will not be home issue to any library users.
24. Xerox facility available @ Rs 0.50 per page

25. Black &amp; White Print out — Rs 5.00/- Per page

26. Colour Print out — Rs 15/- Per page

27. Document Scanning per page — Rs 5.00/-

LIBRARY ACQUISITION POLICY

The library follows below mentioned methods for purchasing new titles (Books, Journals and

E-Resources)

o The library procures all available titles recommended in the syllabus prescribed for
various courses offered.

e The library procures the titles recommended by teachers and students through
recommendation forms.

e The teachers are privileged to get the new titles by themselves directly as and when
they visit exhibitions, seminars, and workshops. Later on they are reimbursed through
library allocated budget.

e Library procures books on approval from various publishers and vendors considering
the courses/ subjects offered in the College. The teachers are communicated 1o

approve the titles. The approved resources are added to the library collection.
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e The librarian extracting information through various bibliographical tools like
catalogues-

i.
ii.
iii.
iv.
vi.
Vil.

Catalogues from Publishers

Book reviews and write-ups on journals extracted from issues of journals,
periodicals, newspapers.

Visiting Book Exhibitions

Online catalogues of other libraries

Publishers websites

Websites of Governmental Agencies

Book Distributors

LIBRARY WITHDRAWN POLICY

The library follows following methods for withdrawn of Library Resources

The books which are torn, damaged and infected which are no longer in used, repaired or
likely damaged the other materials may be weeded out. The out of syllabus books may be

weeded out by keeping one copy for reference.

Numbers of Books to Be Issued

1) Principal / HOD : Ten
2) Full Time Faculties : Ten
3) Part time faculties : Two
4) Visiting Faculties : Two
5) Non—TeaChing s Two
6) Student (UQG) : One
7) Student (PG) : Two

8) Guest

: Two
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Library Timings

Monday to Friday - 7.30 am to 5.00 pm
Saturday — 7.30 am to 3.00 pm
Library Closed on Sunday &amp; Public Holidays

Book Bank Facility

Book Bank facility is provided to UG / PG Students on need cum merit base. In this facility
students are allow take maximum 4-5 text books semester wise, after completion of semester/
academic year students have to submit all the books to the library.

Documents Required

1. Duly filled Book Bank Application Form
2. Previous Year Marksheet (Xerox)
3. Patents Income Certificate

Charges for Book Bank:

Class B Deposit ;
. B.A.LIL Il (Eng &amp; Guj) Rs. 300/ - k
BCom LM Rs300-
MAT&NI | Rs. 500/ - - \
M com [ & 11 1 Rs.500/- <l
ou: g lof BT )

Sign by:
Dr. (Mrs.) Rajshree P. Trivedi
Principal

Maniben Nanavati Women's College,
Vile Parle (West), Mumbali - 400 056.
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