SARDAR RAJA COLLEGE OF ENGINEERING 

ALANGULAM

CIRCULAR

DATE: 18.08.2009
All the students who avail library facility of the college are informed of the following procedure.
· Under the Token-system introduced recently the student has to surrender his library token to the counter at the time of issue of books. Similarly the student has to insist on getting back the token on return of the library books.

· In the case of missed /lost books the student must apply to the Co-ordinator, library committee to get necessary approval to pay the cost of the book with fine to the cash counter or to replace the book to the library. 

· The student should make payment only to the cash counter. No staff of the college other than the cashier is authorised to receive cash on any account.

· The difficulties faced and the suggestions for improvement by the student shall be handed over to the Co-ordinator, library committee in writing for taking necessary action.
PRINCIPAL
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CIRCULAR

DATE: 18.08.2009
CIRCULAR TO LIBRARY STAFF
· No book should be kept in any part of the library with out proper accounting. Recent arrivals must be kept on the table with identification                      “under – Accounting”.
· No staff is permitted to keep the library books in the table- drawers. If found librarian will be held responsible.
·  No library staff is permitted the receive money from students on any account.

· In the case of lost/ missed books the librarian must direct the students to the Co-ordinator, library committee.
· This is for the strict compliance by all library staff.
PRINCIPAL
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DATE: 18.08.2009

Mr. Bertail, who joined our college on 03-08-09 as administrative Head in now designated as Administrative Officer.

He will continue to look after all the administrative affairs of the college as indicated in the earlier order dated 03-08-09.

On matters regarding Hostel, Mess, Canteen, Transport, Purchase etc., the students are directed to contact the Administrative Officer.

PRINCIPAL

To be read in all classes

To

Mr. Bertail, Administrative Officer

Chairman for kind information.

