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	Sl.

No
	Title Of Record / Document
	File/ Ref. No
	Storage/ Maint.
	Index
	Access
	Retention

Period

	1 
	Accession Register
	LI/R/01
	Acquisition Section (1st Floor)
	
	ALIO/LIA
	5 Year

	2 
	Journal Subscription Register
	LI/R/02
	Periodical Section

(1st Floor)
	
	SLIA-II
	5 Year

	3 
	Kardex Register
	LI/R/03
	Periodical Section

(1st Floor)
	
	SLIA-II
	5 Year

	4 
	E-Book Accession Register
	LI/R/04
	Acquisition Section (1st Floor)
	
	LIA
	5 Year

	5 
	Gift Book Register
	LI/R/05
	Acquisition Section (1st Floor)
	
	LIA
	5 Year

	6 
	In-House Publication Register
	LI/R/06
	Information Processing Section (1st Floor)
	
	SLIA-I
	5 Year

	7 
	CD-ROM Register
	LI/R/07
	Information Processing Section (1st Floor)
	
	SLIA-I
	1 Year

	8 
	Written Off Book Register
	LI/R/08
	Acquisition Section (1st Floor)
	
	LIA
	5 Year

	9 
	Circulation Data Backup Register
	LI/R/09
	Circulation Section
	
	SLIA-I&II/LIA
	1 Year

	10 
	Members Data Backup Register
	LI/R/10
	Circulation Section
	
	LA
	1 Year

	11 
	Digital Repository Data Backup Register
	LI/R/11
	Information Processing Section (1st Floor)
	
	SLIA-I
	1 Year

	12 
	Cataloguing Data Backup Register
	LI/R/12
	Information Processing Section (1st Floor)
	
	SLIA-I
	1 Year

	13 
	Permanent Staff Membership Register
	LI/R/13
	Circulation Section
	
	LA
	5 Year

	14 
	Contract Staff Membership Register
	LI/R/14
	Circulation Section
	
	LA
	5 Year

	15 
	Research Scholar Membership Register
	LI/R/15
	Circulation Section
	
	LA
	5 Year

	16 
	UG Student Membership Register
	LI/R/16
	Circulation Section
	
	LA
	5 Year

	17 
	PG Student Membership Register
	LI/R/17
	Circulation Section
	
	LA
	5 Year

	18 
	Diploma Student Membership Register
	LI/R/18
	Circulation Section
	
	LA
	5 Year

	19 
	NLIST Membership Register
	LI/R/19
	Circulation Section
	
	LA
	5 Year

	20 
	Turnitin User Register
	LI/R/20
	Circulation Section
	
	LIA
	5 Year

	21 
	Usage Statistics Register
	LI/R/21
	Information Processing Section (1st Floor)
	
	SLIA-I
	5 Year

	22 
	E-Journal Usage Statistics Register
	LI/R/22
	Periodical Section

(1st Floor)
	
	SLIA-II
	5 Year

	23 
	Temporary Membership Register
	LI/R/23
	Circulation Section
	
	LIA
	5 Year

	24 
	Fine Register
	LI/R/24
	Circulation Section
	
	LA
	1 Year

	25 
	Running List for Books of Purchase
	LI/F/01
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	26 
	Book Recommendation
	LI/F/02
	Acquisition Section (1st Floor)
	
	LIA
	   6 Month

	27 
	Information Resource Suggestion
	LI/F/03
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	28 
	Collection Analysis
	LI/F/04
	Acquisition Section (1st Floor)
	
	LIA
	   6 Month

	29 
	Book Purchase Order
	LI/F/05
	Acquisition Section (1st Floor)
	
	LIA
	   6 Month

	30 
	Empanelment of Book Vendors
	LI/F/06
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	31 
	Books Vendor Assessment
	LI/F/07
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	32 
	Purchase Order Reminder
	LI/F/08
	Acquisition Section (1st Floor)
	
	LIA
	1 Year 

	33 
	Purchase Order Cancellation
	LI/F/09
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	34 
	Invoice and Book Replacement Request
	LI/F/10
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	35 
	Status of Book Received 
	LI/F/11
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	36 
	Book Invoice
	LI/F/12
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	37 
	Journal Recommendation
	LI/F/13
	Periodical Section

(1st Floor)
	
	SLIA-II
	1 Year

	38 
	Journal Purchase Order 
	LI/F/14
	Periodical Section

(1st Floor)
	
	SLIA-II
	1 Year

	39 
	Performance of Journal Vendors
	LI/F/15
	Periodical Section

(1st Floor)
	
	SLIA-II
	1 Year

	40 
	Journals Invoice
	LI/F/16
	Periodical Section

(1st Floor)
	
	SLIA-II
	1 Year

	41 
	Reminder of Non-Received Journal Issues
	LI/F/17
	Periodical Section

(1st Floor)
	
	SLIA-II
	1 Year

	42 
	E-Book Invoice
	LI/F/18
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	43 
	Gift Book Acknowledgement
	LI/F/19
	Acquisition Section (1st Floor)
	
	LIA
	1 Year

	44 
	Work Order - Electronics
	LI/F/20
	Maintenance Section
	
	SLIA-II
	1 Year

	45 
	Intimation of Access Problem
	LI/F/21
	Maintenance Section
	
	SLIA-II
	1 Year

	46 
	Permanent Staff Membership 
	LI/F/22
	Circulation Section
	
	LA
	1 Year

	47 
	Contract Staff Membership 
	LI/F/23
	Circulation Section
	
	LA
	1 Year

	48 
	Research Scholar Membership 
	LI/F/24
	Circulation Section
	
	LA
	1 Year

	49 
	Student Membership 
	LI/F/25
	Circulation Section
	
	LA
	1 Year

	50 
	E-Mail Intimation to Members
	LI/F/26
	E-Service Section
	
	LIA
	   1 Month

	51 
	Due Date Reminder
	LI/F/27
	Circulation Section
	
	LA
	   6 Month

	52 
	Loss of Card (Duplicate Card)
	LI/F/28
	Circulation Section
	
	LA
	1 Year

	53 
	Loss of Books Declaration
	LI/F/29
	Circulation Section
	
	LA
	1 Year

	54 
	NLIST E-Mail Intimation
	LI/F/30
	E-Service Section
	
	LIA
	1 Year

	55 
	Turnitin Application 
	LI/F/31
	E-Service Section
	
	LIA
	1 Year

	56 
	User Feedback 
	LI/F/32
	Information Processing Section (1st Floor)
	
	SLIA-I
	   6 Month 

	57 
	Temporary Membership 
	LI/F/33
	Circulation Section
	
	LA
	1 Year

	58 
	List of Records
	LI/F/34
	LIO Room
	
	LIO
	1 Year

	59 
	List of Services
	LI/F/35
	LIO Room
	
	LIO
	1 Year

	60 
	List of Equipments / Software
	LI/F/36
	LIO Room
	
	LIO
	1 Year

	61 
	Staff and Employees
	LI/F/37
	LIO Room
	
	LIO
	1 Year

	62 
	Skills Matrix
	LI/F/38
	LIO Room
	
	LIO
	1 Year

	63 
	Competency Matrix
	LI/F/39
	LIO Room
	
	LIO
	1 Year

	64 
	Customer Complaint Register
	LI/F/40
	LIO Room
	
	LIO
	1 Year

	65 
	Continuous Improvement Plan
	LI/F/41
	LIO Room
	
	LIO
	1 Year

	66 
	List of Training Conducted
	LI/F/42
	LIO Room
	
	LIO
	1 Year
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