DECENTRALIZATION AND PARTICIPATIVE MANAGEMENT

Case Study 1 : Admission Process :

Admission Committee is constituted for which the Registrar is incharge and the admission
coordinator is also designated to implement the admission process effectively.

Admission committee, decides detailed rules and norms for admission based on the norms
of Government of Maharashtra and affiliating University.

The advertisement of academic courses is given in all leading newspapers all over India as
well as on Institute website,

The prescribed admission form along with the prospectus can be obtained from the office
of the Registrar

The candidates should ensure that all the enclosures are clear and legible and are properly
attached to the application form

Students fill admission forms which are verified by respective faculty Head, who is
member of admission committee.

After scrutiny of applications received from the candidates, only eligible candidates wil]
be called for entrance test and interview and will be informed about the same through call
letters by post/through website. The list of eligible candidates will also be displayed on the
website of VSI.,

All the eligible candidates wil] have to attend entrance test and interview

The Entrance Test (Written) will be conducted at the Vasantdada Sugar Institute. Pune
The candidate should attend the Interview at scheduled time which will be held
immediately after the Entrance Test ( Written).

The list of selected candidates will be displayed on the notice board as well as on Institute's
web site.

The admission of student s confirmed after payment of tuition fee & verification of the
paid fee by Registrar office.

After confirmation of admission roll number to the student is allotted.

The students then receive the Identity card and Library number by the library staff
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DECENTRALIZATION AND PARTICIPATIVE MANAGEMENT

Case study 2: Library Committee and purchase of Books and Journal

* Recommendation: Faculty Students., Research Scholars, and technical staff sends
requisition/indent through respective HOD/HOS.

* After receipt of such indent/requisition, Librarian checks the availability and finds out the
precise details of the title including price of indented book.

e Communicates (verbal/written) with Suppliers/ vendors for reassuring availability of
indented book.

* Indent Approval: All indents are routed as per following process:

* All requisitions / intents for book having estimated expenses of less than Rs.500/- are
directly purchased from the market under the power of HOD for such expenses.

* Book purchase expenses upto Rs.10,000/- are sanctioned by the Committee appointed by
the Director General or IAO and Chief Accountant

° In case of purchase cost above Rs.10.000/- the requisition/indents are approved by the
Director General.

 If books /material readily available in the market & expenses are less than Rs.10,000/-,
such material is directly purchased from the vendor.

° Post facto approval process:-In cases when staff/ faculty members of various departments
visits exhibition, seminars, workshops and purchase the books / material of their interest,
then a post facto approval is taken for such purchases from respective authorities as per the
expenditure amount,

° Ordering/Purchasing: The ordering is done to book suppliers verifying availability and
discount after taking due approval within ten working days.

¢ Supply Deadline: The maximum time limit for supplying ordered titles is specified in the
order,

* After receipt of book/material, it is checked /verified w.r.t. order by librarian.

* This book/material is kept in cupboard/shelves after completing following steps:

® Accessioning: Creating a permanent record of an books received and assigning a unique
number to book/material.

e Classification: The books are arranged according to subject representing classification

number and allow items to be stored in that order.,
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DECENTRALIZATION AND PARTICIPATIVE MANAGEMENT

e Cataloging: It provides information such as author name, title, and subject terms that

describe books.

° Librarian submits the invoice to Accounts section for release of payment.

Similar procedure of decentralized and participative management is practiced for all other

purchases as well for organization of co-curricular, extracurricular activities.
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VASANTDADA SUGAR INSTITUTE Doc.No.VSIVLIB/DM/01
LIBRARY Section No.: 10.1

DEPARTMENT MANUAL, | PageNoolof 2

T HaR: STANDARD OPERATING PROCEDURE :::“’f:f:rf:} 00
, . Bl S10 | M
BOOK PROCUREMEN’ Date: 01.01.2022

. PURPOSE/OBJECTIVE/PROJECT/ACTIVITY:
e To develop most useful information resource to support information services

both current and retrospective.

. INPUTS / RESOURCES REQUIRED AND THEIR AVAILABILITY:
* Book Selection Tools: Book catalogues, Recommendations from User, Book-
Exhibitions, List of books from supplier.

e Online search on Internet.

. OUTPUTS EXPECTED:

e To meet the information needs of the of library users by means procurement.

e To enhance reading habits of the library users.

. ROLE:

Librarian

. CRITERIA AND METHODS:

e Recommendation: Faculty Students, Research Scholars, and technical staff sends
requisition/indent through respective HOD/HOS.

e After receipt of such indent/requisition, Librarian checks the availability and
finds out the precise details of the title including price of indented book.

e Communicates (verbal/written) with Suppliers/ vendors for reassuring
availability of indented book.

e Indent Approval: All indents are routed as per following process:

o All requisitions / intents for book having estimated expenses of less than
Rs.500/- are directly purchased from the market under the power of HOD
for such expenses.

o Book purchase expenses upto Rs.10,000/- are sanctioned by the
Committee appointed by the Director General or IAO and Chief
Accountant

o In case of purchase cost above Rs.10,000/- the requisition/indents are
approved by the Director General.

o If books /material readily available in the market & expenses are less than
Rs.10,000/-, such material is directly purchased from the vendor.

o Post facto approval process:-In cases when staff / faculty members of
various departments visits exhibition, seminars, workshops and purchase
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the books / material of their interest, then a post facto approval is taken for
such purchases from respective authorities as per the expenditure amount.

° Ord.erin_g/Purchasing: The ordering is done to book suppliers verifying
availability and discount after taking due approval within ten working days.

e Supply Deadline: The maximum time limit for supplying ordered titles is
specified in the order.

e After receipt of book/material, it is checked [verified w.r.t. order by librarian.

6. RISKS & OPPORTUNITIES:
¢ Risk:
o Not understanding user’s need of information and Collection
development.
e Opportunity:
o Meet the information needs of library members with a high degree of
satisfaction.
7. EVALUATION OF THE PROCESS:
e This book/material is kept in cupboard/shelves after completing following steps:

o Accessioning: Creating a permanent record of an books received and
assigning a unique number to book/material.

o Classification: The books are arranged according to subject representing
classification number and allow items to be stored in that order.
o Cataloging: It provides information such as author name, title, and subject
terms that describe books.
o Librarian submits the invoice to Accounts section for release of payment.
§. IMPROVEMENT IN THE PROCESS:
e Tortnightly follow-up with the vendor.
e Evaluate the supply status.
e Change supplier and re-order books.
e Inform Faculty about the arrival of books every month.
9. DOCUMENTED INFORMATION:
e VSI/Lib/Order& Approv/2014/010
e VSI/Lib/Dupl.Bill/2014/005
e VSI/Lib/Acc.Register/2014/025
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Format No. VSI/Lib/Book/Jrnl- Requisition/FM-05

VASANTDADA SUGAR INSTITUTE
LIBRARY

AIIUAT R

Requisition Form for Books / Journals

Date: 2.8, Jwiev) 22,

To.
Librarian,

Please procure the following books/journals which are useful for my teaching
and research purpose.

e Title/Author/Publ. of the Books / Journals: 54%&&&& M;Urb\agig Loy Mg

Ox dMAnak oA J\D Weaten, & Wadewldder -~ ’24{4« 2441 on

(Note: Please attach other details, if available.)

¢ Why we need this book in our Library Collection? : _\Wg ‘e a Yefonomes baok used
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Availability and price of books . P i o

Sumest
- From <librarian@vsisugar.com>=
To <prashantbooksZOOd@photnuﬂLcon1>
At 2022-12-05 22:40
Dear Sir, ’
we need the following book for our Library.
1. Standard Methods for the gxamination of Water and Wastewater by APHA press (24th edition)
Hardbound -
publishing date: 12/2022 (ISBN:978-9-87553—298-9)

please let us know the availability, price etc. at the earliest.

With regards,

(D. B. Ghule)
tibrary In-Charge
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SAI CENTRE

SCIENTIFIC AND TECHNICAL BOOK SUPPLIERS

Off. - 693, 1/2 Saubhagya Building, Bajirao Road, Budhwar Peth, Pune 411 002.
Contact-020-29523272 E-mail:- saihookpune @yahoo.in

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

To.
The Principal/Director,

Vasantdada Sugar Institute,
Maniari (BK) Pune,

............. .l...l'll.."..l..l‘i

Date.- 20th Feb, 2023

Sub.- Quotation for Enquired Book..

Respected Sir,

Thanking you for your books enquiry, With reference to your requirement we are sending you the final quotation for kind

app.

Sr. Title Author | Qty| Cu.| Price INR |Dis| Net Amt
Lipps | 1 | $ 435.00|37062.00| 16 | 31132.08

Extra Discount.- : 132.00
31000.00

GOC as on 1st Feb, 2023 ($.- 85.20)

I [Standard Methods for the Examination of Water & Waste Water

Terms & Conditions:-

15 Delivery within 10 to 15 working days after receiving purchase order,

2) Payment Full in Advance.

3) Current Conversion Rates & Prices are applicable at the time of billing only.

4) The Quotation is valid upto 28th Feb, 2023

We furnish you with our best and competitive quotation for your kind approval.
We ook forward to your Prompt and favorable reply.

Yours Faithfully,

Th: " ing vou,

For SAI BOOK CENTRE,Pune
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7 2/21/23, 12:41 PM Roundcube Webmail :: Re: Availability and price of books

~Subject Re: Availability and price of books

From <librarian@vsisugar.com>
“To PRASHANT BOOK AGENCY <prashantbooks2004@hotmail.com>

Date 21/02/2023 12:40 pm

Dear Sir,
Thanking you for sanction 20% discount for our library. Please arrange to send the One copy of

following book.

1. Standard Methods for the Examination of Water and Wastewater (24th edition) by APHA Press
(Hardbound) -Publishing date: 12/2022 (ISBN:978-8-87553-298-9)

Please send the book wifh latest edition within 15 days along with your bill/invoice at the earliest.

With regards,

(D. B. Ghule)
Library-In-charge

"N 20/02/2023 5:43 pm, PRASHANT BOOK AGENCY wrote:
Dear Sir/Mam,

We, thankfully acknowledge the receipts of mail regarding Quotation
for supply of books, we are sending quotation for your kind perusal
and valuable order. We are happy to inform you that book is available
in our stock can be supplied immediately. The quoted prices are 20%
discount and we will provide you F.O.R. facilities.

We hope that you’ll find our quotation quite competitive and
looking to receive your valuable order.

Awaiting your positive response and assuring you of our best and
prompt service always.

Thanking you

Yo;rs faithfully
.with best regards
‘H_)rashant Book Agency

_Supplier, Distributor & Stockiest of Foreign & Indian Publisher’s

4263 A/3, 1Ist Floor, Ansari Road, _
_Darya Ganj, New Delhi - 110002 _
_Phone : +91-11-43549133 _

_Mobile: +91-9818852025, 8447971807 _

_Email: prashantbooks2004@hotmail.com/sisodia.ks@gmail.com _
_http://pbabooks.com [1]_
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iﬂﬂ ~ Prashant Book Agency

Specidlists In : Library Suppliers of
Scientific, Agricultural, Veterinary & Technical Books, Annua

Road, Darya Ganj, New Delhi-110002.

. 4263 A/3, 1st Floor, Ansari
st (3\??981 8852025, 8447971807 Telefax: 011-43549133

E-mail : prashantbook32004@hotmail.com; sisodia.ks@gmail.com
Web : www.pbabooks.com

| & Serial Publications

22
Ref. Nofﬁﬂ“??ééﬁ[ll’l«? Dated...2—..!.1.(?...1.........

To
The Librarian

Vasantada Sugar Institute
Tal Haveli Distt Pune
Manjari (BK) - 412307

"y Maharashtra

Subject: Invoice/Bill of Supplied Books
Dear Sir/Ma’am,

Thank you for your recent order. We are sending you following Invoice(S) for your valuable
order no. MAIL DATED: 21/02/2023.

INVOICE NO. DATED AMOUNT
572/22-23 21/02/2023 29,650.00

We are happy to inform you that we are sending you the books through Register Parcel
having one parcel.

Kindly, arrange to affect the receipt and pass/forward the relevant bill(s) for early
payment. Please acknowledge the Receipt of documents.

We appreciate your business and hope to work with you again in the near-future

Thanking You
Yours Sincerely .

R

Prashant Book Agency

Branch Office: H. No. 164, 3 Main, 8" Cross, Ganganagar,
Bengaluru - 560 032, Karnataka Mob.: +01-0972139922, 9818852025
Ph. : 080-40124241 email: pba.bangalore15@gmail.com

\Alah - uwnany nhahnnks.com
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PRASHANT BOOK AGENCY I

4263 A/3, IST FLOOR ANSARI ROAD DARYAGANJ] NEW DELHI -110002
TELEFAX 011-43549133 (M) 09818852025, 8447971807
Email: prashantbook52004@hotmai!.com.sisodia.ks@gmail.com
Printed Books are Exempted Under GST HSN Code : 4901 AND 4903

To, BILL No.: 572 Dated 21/02/2023
THE LIBRARIAN Order No. : MAIL DATED 21/02/2023
VASANTADA SUGAR INSTITUTE Despatch. Mode :
TAL HAVELI DISTT PUNE Doc. Th.rough :
MANJARI (BK) - 412307
MAHARASHTRA
No. |Author TITLE Pub. Qty | Cur Price Gross |Dis% Amount
1 |LIPPS,W.C STANDARD METHODS FOR THE APHA 1| $ 235.00] 37062.00| 20.00 29649.60
EXAMINATION OF WATER AND
WASTEWATER 24TH ED - 2023
4
_A CC'NO ' Oi‘lﬁ ?5,
Té._ ) 1 37,062.00 29,649.60
Add
Less
Grand Total _ 29,650.00
Rs. Twenty Nine Thousand Six Hundred Fifty Only
Conversion Rates : - $-85.20
E. & O.E. , For PRASHANT BOOK AGENCY

1. Certified that correct Publishers's Price have been Charged & titles supplied are not remainded.

2. For E-payment Bank Name: SBI/ IFSC Code: SBIN0001270 / A/C 32821349609
% (Authorised Signatory)
& R~

Darya Ganj New Delhi-110002

3. Certified that the latest edition of the books have been supplied & Current

4. Conversion rates as approved by G.O.C. Rates have been charged.

5. Books supplied are in accordance with the the order hence will not be taken back.

6. Payment may please be made by Bank Drafts after deducting the Bank charges. ) r;,\ A\

* If payment is not made within 30 days, interest will be charged @!8% p.a. ‘\(\O\@“‘Fﬁ\@,‘;' )

* All Disputes are Subject to Delhi Jurisdiction Only. e %\}Q@ \Xa\t@ ”
Pan No. : AXAPS5880K . - R A\

Thanking you r Patronage & awaiting your further order . A\ Q l\t?)‘f-' y AN



 PAYMENT RECEIPT

Prashant Book Agency

Specialists In : Library Suppliers of
Scientific, Agricultural, Veterinary & Technical Books, Annual & Serial Publications

Head Office : 4283 A/3, 1st Floor, Ansari Road, Darya Ganj, New Delhi-110002.
(M) : 9818852025, 8447971807 Telefax: 011-43549133
E-mail : prashantbooks2004@hotmail.com; sisodia.ks@gmail.com
Web : www.pba.bocks.com

No.9145 Dated....?d.&\grl

fri
am,i‘t\m rmm (R4 msemes
the {um of Rs. Tv&l\}%ﬂh&"‘%{.ﬂ.
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