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office prder
e The following procedures shall be followed in the rangladesh
&0

rublic apdministration mraining centre 7ibrary, Savar,. nhaka until
further orders. 4
i :
Iibrary pours 7 G Ao !
i The pibrary and peading Room hours will be from 8 a.m. to - g
j " ; i

1O pem, @n pridays . st will open at L p.m and close at 63p.m. ANY
change in library timihgs will be duly .notified in the notice board
of the 71ibrary. : %

4

]

: ; i l

2. Book gelection committee : - .

mhe pook gelection committee will be constituted by the
Rector for gelection of books,journals and equipment for the BPATC

Library.

‘ : 3. membership -
: (a) officers and gtaff - pll.officers and staff of the ppaTc
may become members of the 7ibrary. ‘ :
(b) participants/Traihees - participants or trainees shall ?
become library members immediateiy after registration. tThey . shall
apply in the prescribed fbrm (Frorm=-1) avaiiable in the ]_,ibraryf .
(c) guest recturers - They maylbecome members.of the librarygl
on submission of applicatiohs and their approval by the M.D,s(R&Q)o
Their membership will continue till the end of tThe ‘tralning cous s
with which they are concerned or until their names remain in ﬁhe

panel of guest lecturers.
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Li. mntrance wormalities

(a) pefore entering the ;ibrafyior the reading room, every
reader shall hand over personal books,bags, umbrellas, parcels,
attaches, portfolios, brief cases,newspapers or other belongings
to the 71ibrary apttemdant at the checking counfer, against a numbered
token. |

- (b) Rags and attaches ére to be deposited,but valuable articles
like money,gold ornaments, watches, eté;, should be kept in possess=
ion of the reader.

(c) neposited materials may be collected from the checking
counter on return of the token at least 15 minutes before closing
time of the library. mhe 1ibrary will not be respohéible for articles
not collected on the same day.

(d) nyote paper and exercise books may be allowed to be taken
inside the 7ibrary/preading room, subject to éhecking at gate'at the
time of depart@re,

(e) Bboks issued for study in the reading room should bé
returned to the issuing desk.

5. Jssue of Books

A member can borrow four books at a time for a period of one
month. Acédemy teaching staff will however Be‘allowed up/to ten
books at a time. po re@uest for issuing more books will be enterta-
Sirieds -NO damaged book will be issued until it has been repaired,
hound and processed as required. ao book may be reissued for a fur:her
period of 2 weeks, provided no other member has in the meantime
.placed a demand for the same book. requisition for books should be

submitted to the jibrarian (rorm-2).



6. Return of BOOKsS 4“%**MJ

Library books and readlﬁ@ materlals‘must be returned on the
due date, otherw1se a flne of 10(ten) palsa .per day fomr each book/
reading materlal will be charged. .mhe ILibrarian shall issue a remin-
der to the borrower immediately after expiry of the due dafe(porm-B)

7. Reservation of pooks and other Materials

(a) mhe books whlch are requlred by many users, but co?ies of
which .are limited in numberg will be reserved for use in the library.

(b)Y a lerdry user can reserve g book or any other readlng
mdterlal already under issue, by request in the requisition slip for
issuing it to him (rorm=L) ., . 0

8. Reference RBooks

reference books such as ﬁhcyclopaediés, Nictionaries,yearbooks,
etc., can be used only in the library rooms and may not be issued to

anybody for use outside the library.

9. Rare pooks and Materials

BoOks classified as rareAean be used only in the library and
shall not be issued to aanody for use outside the library.

10. Periodicals and other Materials

ynbound magezines, newspapers'and'perfodicals will not be
issued out, they will be placed in the readlng room for general use.

gl Recall of Rpooks Issued

It aiparticular’ hook is.urgently required to be used by the
trainees in connection with é course, the Library may recall and
urgently requisition the book, on 48 heurSW notice. on receipt of
such a notice (porm-5) the borrower'must return the book to the
Iibrary within)the prescribed time limit. Such a beok will theﬁrbe

placed on the nreserve listn,
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Y. writing on nooks and other pmaterials

mhe borrower shall not write, disfigure, sign, underline or
affix any kind of marking on books and other 1ibfary materials. Any-~
body found doing so, will be charged the cost of replacement'of the
book or thé.material.

13. mutilation

anybody found mutilating any library material will be charged
the cost of replacement of the mutilated material and will be debarrced
from using the library any further. :
1. pamage

A borrower will be held responsible for any damage to any book
or reading material issﬁed to him.s e case o any damagé; he will B2
charged the cost of replacement or repair. any pre-existing defect
or damage in any reading material should be pointed out by the borro-
wer at the time of iséue.

15. 10ss of books, etc.

(a) A borrower shall be responsible for loss of any book or
any other reading material issued to him and he must replace thcﬂlost” ;
material with a newﬂcopy.

(b) 1n case the lost material is not é&ailable in the market

or is out of print, the borrower must pay double the cost of the‘lost-~"”

material to the pibrarian, who will issue a receipt (rorm-6) to the
payer and would purchase a book of equal value ard make necessary
entries in the Accession Register. The cost of the lost volume will
be assessed by the jibrarian. .

(c) 1f the volume lost or damaged,'forms part of a set and
cannot be replaced without the whole set being replaced, tﬁé borrowan

shall replace the whole set. The damaged book or set shall then

become the property of the borrower.

T
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16. Library clearance certificate

(a) All departing trainees shall obtain a library clearance
certificate from the Library (porm-7) to the effect that no books/
reading materials or fees are due from %hem,before they hand over
charge/are released by the Centre.

(b) NowOfficer ordstaff of ithe pPATC shall be released unless

he obtains a olearance certificate from the 1ibrarian.

174 gtock-taking

At the beginning of each financial year stock-taking of the.
library books and reading materials Will be done. puring the stock-
takihg no book or reading material will be issued to anybody and no
book and readlno material will be allowed to remain under issue out-

side the 11brary

18. pibrary manners

(2) mhe library users are expected ﬁd.conduct fhemselves in
an orderly, disciplined and polite manner. Talkihg, eating and
caUsing any disturbance to the quief atmosphere of the library are
strictly‘prohibitéd. :

(b) mporrowers will be served on‘"first—come first-servedn
basis. ;

(c) smoking is strictly prohibited inside the 1ibrary.

"" (LLZH-L

g6
( A.¥.M,gedayeltul gug )
rector
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-t 6 3= (Form—~1)
APPI.TCATTION BOR MEMBERSHTP

TO

The 7,ibrarian

pangladesh Public Administration mraining centre,
savar,phaka.

near gir,

T intend to be a member of the RPAT™C Library. 1 am a partic:

in the training programme of BraTe from

© © 0 0 8 06000000 3000®0086®e000 0 o

TO tevciviiiiiiii... 198 as a traineesinstructor.

2.7 have gone through the Iibrary procedures and undertake +th:

T will abide by them.

3.7 further declare that in case of violation of the proceuu.

the mpaTc Authorityrs decision in this regard will be final and

binding on me.
vours faithfully,

Netmes sl RS R,

nesignation,pddress & nate

.o-.o--noo-to-'t.uooo.'lo'.ooo-c..o'.ocool

.0'.....0...0..-0l'l..‘l‘....l.'ll..olc5-»

lembershamEne e e
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SR (Form-2)

mo

The 1ibrarian :
pangladesh public Administration Training centre,
Savar, nhaka.

near sir,
T like to use the following books or reading material. (s)

now under issue.

SI 0. ACCESSionm AUTHOT oOT Title
; No./call wo. the book

Yours, paithfully,

gignature .
nName .
nesignation.

nate .



=28 s (Form=—1)

PANGLADRSH RUBELE AUNTWTSmQATTUN‘WRﬁTNTWC CENTRE
SAVAR s DHAKA «

DHES IR ECinRl
Rook/books as shown below was/weére issued to you from this

Library on the date(s) mentioned against eachy-is/are overdue for

return.

ST.TN0. ACCESSION WO, ; TITIE — TEte OF ISSUE
1 i 2 : '

23 : i

The book/books is/are urgently required for the use of

another member,

T, therefore, request you to return the book/books without

further delay.

vounrs faithful Ly,

N

s ; i o pnenion



!
} S oS (Form-4)
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1
| REOUISTITION SLIP FOR LIBRARY ROOKS,ETC

mO

The 1ibrarian

Rangladesh public pdministration Training centre,

savar,:.phaka.
L ; Please issue the following Books/gJournals for my use .

call wo. Author o mitle
( ! 2" ‘ 3

i
i
Signature

\ F’UllN&mé : ® & ¢ 0 % ¢ 8 00 #0900 08 00 QO QO 0 S

pEanc s SR R

Members hhmiions i e



(Form=5)

BAMGLADESH PURLIC ADMINISTRATTON TRAINING CENTRE
i SAVARs DHAFKA.

i) : ; : %
¥
O © 0 @ ¢ 9 ¢ © 0 0 0 0 006 6000 0000 ST O 6L

© 0 0 ® 0 3 ® O e 88 8 e 006 0000000 00 e @8

® 0 06 & 9 00 ® 0 9 8 @08 000080000 OC OO0 SO0 O @ @

mhe following publication(s) issued to you from this
Pilbramyeon . oS ol e e returnedlto the Library
Dyt S i S e 198 for placing it/them in the wreserved listn

as the same is/are réquired by the participants of the training

courses.
v
Librarian Ff
!
E
{
f










