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SOP: Library Book (Reading Material) Procurement Process

START
1

Annpeal for Book Recommendation

1}

Collection of Book
1

Finalize recommended book by
a) Tally with stack
b) Publisher & Publication
c) Affiliating university Syllabus

L 4

Need to
Procure Eliminate

!

Prepare Budget |

Revise Budget as per
Check Budlaet Balance balance Budaet

Budget balance
available

L 8

Quotations are asked from 3 different vendors

.

Prepare Comparative statement. & select

.

Library committee approve budaget

1

Finalize list/ Principal’s approval

¥
Prepare purchase order with terms and
i B

Book Procurement

X
End

YES




