J Library Services
CIRCULATION - BORROWING OF LIBRARY MATERIALS

7:30a.m. - 6p.m. (Monday - Friday); 8a.m. - 5p.m. (Saturday)

Students, Faculty Members, Administrative Personnel, Administrators, and Researchers
Requirement/s: School Identification Card

Processing Time: 5 minutes

CLIENT/ PERSON/S
\ STEP APPLICANT SERVICE PROVIDER DURATION FEE RESPONSIBLE FORM
A
Searches the material = Assists the client in finding ) .
using the OPAC and the materials in the shelf 2 minutes None Beverly T. Lim None
1 jots down its Marilou B. Gollayan
corresponding Call
number; Locates the
material in the shelf
Signs the book card Checks out the material in i
and presents the the name of the client 1 minute None Be yeey T Lim el arg
the school ID to the system
Librarian
3 Receive§ the Issues the material and files 5 minutes None B‘everly T.Lim Book card
~ N material its corresponding book card Marilou B. Gollayan
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J Library Services
CIRCULATION - RETURNING OF LIBRARY MATERIALS

7:30a.m. - 6p.m. (Monday - Friday); 8a.m. - 5p.m. (Saturday)

Students, Faculty Members, Administrative Personnel, Administrators, and Researchers
Requirement/s: School Identification Card

Processing Time: 7 minutes

-

CLIENT/ PERSON/S
\ STEPIS e SERVICE PROVIDER = DURATION  FEE  £EopONSIBLE FORM
Checks in the material in the
Presents the name of the client utilizing the 3 i Beverlv T. Li
borrowed material to  ;utomated system; Fills out (if minutes None - _fiVEI‘ g’ G lim Payment
1 the librarian overdue) the Overdue ariiou b. {>ollayan Order Form
Payment Form and instructs
the client to pay the overdue
penalty to the cashier
Pays the overdue o . ] B
penalty to the Facﬂltat;:;ileesz)ayment 4 minutes None Lei Nerika Andal OfflC.lal
2 cashier Receipt
5 Subuiisihe payment = Clears the overdue penalty 1 minute None Beverly T. Lim Payment
B order form duly signed  from the automated system Marilou B. Gollayan Order Forni
“ * by the cashier to the  and files the payment order
¢ q librarian form
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! Library Services
INTER-LIBRARY LOAN SERVICES

7:30am - 6pm (Monday - Friday); 8am - 5pm (Saturday)

Students, Faculty Members, Administrative Personnel, Administrators, and Researchers
Requirement/s: Identification Card, Referral Letter
Processing Time: 2 minutes

7~
> CLIENT/ PERSON/S
Presents a referral  Receives and files the 1 minute None BeverlyT. Lim Referral
letter to the referral letter in the Letter
librarian appropriate folder
Fills out the Assists the client in . )
2 logbook for searching information B ey Hexelyglnl i Logkouls
Inter-Library needs
Loans
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