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SOP: Library Xerox Machine Using Process

!

Scan I-card through barcode scanner i.e.
Digital In-Out Entry in Library

!

Selection of Reading Material from Stacking Area

Member Requested to
Library Staff for Xerox

4

Library staff checks the academic purpose of
Xeroxing material.
If the purpose is correct and Xerox pages are

less than 10

|

Approved for Xerox &
Record mentioned in Xerox
Register

|

Issue Xerox material to Member

l




