Acquisition/
Purchase of Library
Materials
Procedure

n https://www.facebook.com/wvsucomlib com_library@wvsu.edu.ph




Check the materials agamst the delivery/packing receipt.
Make a list and request for the approval of the purchased request using the online budget
tool.

The college librarian requests the officer at the COM dean’s office to print a copy of
purchase request and attach to the list of the materials.
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Procedure

Library materials are forwarded for processing (collation, accessioning, labeling, and
cataloging).

Segregate materials as Reserve, Circulation, and New Acquisitions.

Forward to cataloging.




