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	Department: Library
	Auditor: 
	Date:

	Process: Library Administration & Services
	Name of the Person Audited: 

	INPUTS: Requirements, Indent, Procurement, Utilization, Expenditure, Library Book Access
( Faculty/Students(UG & PG), Access to Journals/ Publications for Students
	OUTPUT: Quotations, Purchase Order, Bills, Stock Register, Maintenance Register, Visitor Register, 
E Journals Subscription(as per AICTE, NAAC, NBA) Facilities
	OBJECTIVES: Utilization Target: 100%
Actual: 

	Audit Purpose and Scope: 
· Purpose: To evaluate the conformity, effectiveness and continual improvement of Central Library processes, records, resources and services during AY 2025–2026.
· Scope: Review of library planning and administration; procurement and expenditure; books and periodicals; stock verification; digital resources; circulation and user services; facilities, equipment, ICT, records and quality assurance.
· Audit method: Examine documents/registers and LMS reports, interview responsible personnel, physically inspect selected holdings/assets, sample transactions and record objective evidence.
· Instructions: Enter a rating for every applicable checkpoint. Record document/register reference, sample checked, observation and evidence. Mark N.A. only with justification. Raise a non-conformity where requirements are not met and record corrective action separately
EOMS Evaluation: C = Conformance; NC = Non-conformance; NA = Not Applicable. 
Record objective evidence for every sampled checkpoint. The IQAC rating and EOMS evaluation are separate fields.


			
1. GOVERNANCE, PLANNING AND ADMINISTRATION

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Approved library policy, objectives, service rules and operating procedures are available and communicated.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Library Committee is constituted; meetings, minutes, decisions and action-taken reports are maintained.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	Annual library development plan / activity plan is prepared and monitored.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Library budget is proposed, approved, allocated and monitored against actual expenditure.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Roles, responsibilities and duty allocation of library staff are documented.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	Library working hours, holiday schedule and user access arrangements are displayed.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Complaints, suggestions and user requests are recorded and addressed within defined timelines.
	
	
	☐ C  ☐ NC  ☐ NA

	8
	Statutory, regulatory and institutional requirements applicable to library services are identified and reviewed.
	
	
	☐ C  ☐ NC  ☐ NA


	2. INDENT, PROCUREMENT AND EXPENDITURE CONTROL
	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Department/faculty/student requirements and book/journal indents are collected through a documented process.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Indent notification/call, consolidated requirements and justification are available.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	Selection of books, journals and databases is supported by curriculum relevance, demand and approved criteria.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Budget availability and competent-authority approval are recorded before procurement.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Required quotations/tender documents and comparative statements are maintained.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	Purchase orders, invoices, delivery challans and payment records are available and cross-verified.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Books/materials received are checked against purchase order and invoice before accessioning.
	
	
	☐ C  ☐ NC  ☐ NA

	8
	Procurement records are traceable from indent to receipt, accession and payment.
	
	
	☐ C  ☐ NC  ☐ NA

	9
	Expenditure on books, journals, e-resources and library equipment is separately identifiable and reconciled.
	
	
	☐ C  ☐ NC  ☐ NA



	3. COLLECTION DEVELOPMENT AND ACCESSION CONTROL
	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Accession Register is complete, sequential, up to date and supported by purchase records.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Books are classified, catalogued, labelled, stamped and shelved systematically.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	Text books, reference books, competitive-examination books and subject-specific collections are identifiable.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Newly received books are processed and made available to users within a reasonable period.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Last accession number is recorded and reconciles with the accession register.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	Duplicate, obsolete and out-of-syllabus materials are reviewed under an approved process.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Theses, dissertations, project reports, annual reports, maps and non-book materials are recorded.
	
	
	☐ C  ☐ NC  ☐ NA

	8
	CDs, DVDs and multimedia materials are inventoried and their accessibility/condition is checked.
	
	
	☐ C  ☐ NC  ☐ NA


	4. STOCK VERIFICATION, MISSING AND DAMAGED BOOKS
	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Annual stock verification is planned, authorised and conducted by an appointed committee.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Verification methodology (manual/barcode/RFID/hybrid), scope, period and working days are documented.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	Physical counts are reconciled with accession register and library management system records.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Category-wise book stock summary and year-wise accession details are prepared.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Circulation status (shelf, student issue, faculty issue, processing, binding and display) is reconciled.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	Missing books are checked against shelves, issue/return records, processing areas and borrower details.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Missing-book register records accession number, title, author, cost, purchase year and last borrower details.


	
	
	
☐ C  ☐ NC  ☐ NA


	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	8
	Damaged/mutilated books are recorded with nature and extent of damage and recommended action.
	
	
	☐ C  ☐ NC  ☐ NA

	9
	Write-off/weeding recommendations are supported by reason codes, committee decision and competent-authority approval.
	
	
	☐ C  ☐ NC  ☐ NA

	10
	Financial value of missing, damaged and write-off materials is calculated and reported.
	
	
	☐ C  ☐ NC  ☐ NA

	11
	Stock verification report, committee declaration, signatures and annexures are complete and submitted to Registrar.
	
	
	☐ C  ☐ NC  ☐ NA



	




	5. JOURNALS, PERIODICALS AND PRINTED PUBLICATIONS
	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Subscriptions are approved and maintained with title, publisher/vendor, period and subscription validity.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Ordered journal/magazine titles and total issues are reconciled with issues actually received.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	Missing issues are followed up with vendor/publisher and replacement/credit notes are documented.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Journal receipt register, invoices, delivery records and binding/back-volume records are maintained.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Bound volumes and back volumes are accessioned/inventoried and physically verified.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	Current journals and periodicals are displayed and accessible to intended users.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Subscription expenditure is reconciled with order, invoice, receipt and payment records.
	
	
	☐ C  ☐ NC  ☐ NA

	8
	Unresolved short supply/non-receipt of issues is escalated and corrective action is recorded.
	
	
	☐ C  ☐ NC  ☐ NA




		
	6. E-RESOURCES, DIGITAL LIBRARY AND DATABASES

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Subscription status and validity of each database/resource are verified against current agreements/credentials.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Access to N-LIST, DELNET, NDLI, e-ShodhSindhu, Shodhganga and other subscribed services is checked, as applicable.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	Discipline-specific databases and e-journal packages are available in accordance with institutional requirements.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	IEEE, EBSCO, Springer and other listed databases are tested for actual access and usability.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	E-books are accessible; publisher-wise coverage, availability and access restrictions are documented.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	
NPTEL/SWAYAM and other learning resources are linked/promoted to users, where applicable.

	
	
	☐ C  ☐ NC  ☐ NA

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	7
	Plagiarism-check software availability, authorised users and usage records are verified
	
	
	☐ C  ☐ NC  ☐ NA

	8
	Digital repository / institutional repository and OPAC are functional and updated.
	
	
	☐ C  ☐ NC  ☐ NA

	9
	E-resource usage statistics, downloads, user access and renewal decisions are documented.
	
	
	☐ C  ☐ NC  ☐ NA

	10
	Expired subscriptions and resources marked active but unavailable are escalated for resolution.
	
	
	☐ C  ☐ NC  ☐ NA



	7. CIRCULATION, USER SERVICES AND LEARNING SUPPORT

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Issue, return, renewal, reservation and overdue processes are documented and consistently followed.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	
Student/faculty membership and borrower records are current and properly authorized.

	
	
	☐ C  ☐ NC  ☐ NA

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	3
	Fine collection, pending books, no-dues and outstanding borrower records are maintained.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Visitor register / footfall data is maintained and periodically analysed.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Reference, referral, reprography/photocopy and user assistance services are available.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	Orientation, information-literacy and database-awareness programmes are conducted and recorded.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Reading room, study spaces and service counters are adequate and monitored.
	
	
	☐ C  ☐ NC  ☐ NA

	8
	User feedback, satisfaction results and complaints are analysed and improvement actions are recorded.
	
	
	☐ C  ☐ NC  ☐ NA



	8. LIBRARY FACILITIES, FURNITURE AND EQUIPMENT

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Library space, seating, lighting, ventilation, cleanliness and housekeeping are adequate.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Book stacks/shelves, reading tables, chairs, staff tables and counters are physically verified.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	Furniture inventory reconciles with asset register; condition and repair needs are recorded.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Computers/desktops, printers, barcode scanners, photocopier and server are inventoried and functional.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	RFID equipment, UPS/inverter, smart board/projector and other equipment are verified where provided.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	CCTV cameras and monitoring arrangements are functional, where installed.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Fire extinguishers are available, accessible, inspected and within validity.
	
	
	☐ C  ☐ NC  ☐ NA

	8
	Air conditioners, ceiling fans, electrical points and other utilities are maintained.

	
	
	☐ C  ☐ NC  ☐ NA

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	9
	Signage, shelf guides, notices, emergency exits and user instructions are visible.
	
	
	☐ C  ☐ NC  ☐ NA

	10
	Facilities are accessible to users with disabilities and reasonable assistance is available.
	
	
	☐ C  ☐ NC  ☐ NA



	10. ICT, AUTOMATION, DATA AND INFORMATION SECURITY

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Library Management System (e.g., SOUL or other approved LMS) is operational and backed up.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	OPAC/catalogue accurately reflects holdings and circulation status.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	User accounts, access rights and administrator credentials are controlled and periodically reviewed.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Database and system backups are scheduled; restoration arrangements are documented.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Computer systems, network connectivity and internet access are adequate for library operations.
	
	
	☐ C  ☐ NC  ☐ NA



	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	6
	Personal data and borrower information are accessed only by authorised personnel.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Password/credential handover and access revocation are documented when staff change.
	
	
	☐ C  ☐ NC  ☐ NA

	8
	System downtime, incidents and maintenance activities are logged and resolved.
	
	
	☐ C  ☐ NC  ☐ NA



	11. HUMAN RESOURCES, RECORDS AND CONTINUITY

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Staff attendance, duty roster, leave and work allocation records are maintained.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Staff receive relevant training in LMS, databases, cataloguing, user service and safety.
	
	
	☐ C  ☐ NC  ☐ NA

	3
	Controlled documents, registers, annual reports, audit reports and committee files are maintained.

	
	
	☐ C  ☐ NC  ☐ NA

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	4
	Records are legible, traceable, protected from loss and retained as per institutional procedure
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Library charge handover/taking-over report is completed during change of librarian/in-charge.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	Keys, assets, registers, subscriptions, software access, backups and pending issues are included in handover.
	
	
	
☐ C  ☐ NC  ☐ NA

	7
	Pending issues, no-dues, outstanding payments, audit objections and subscription renewals are tracked.
	
	
	
☐ C  ☐ NC  ☐ NA



	12. PERFORMANCE, QUALITY ASSURANCE AND IMPROVEMENT

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	1
	Library objectives and utilisation targets are defined; actual performance is measured.
	
	
	☐ C  ☐ NC  ☐ NA

	2
	Book issue/return, footfall, e-resource usage, collection growth and service data are periodically analysed.
	
	
	☐ C  ☐ NC  ☐ NA

	S.No.
	Audit Checkpoint / Requirement
	Rating (1-5)
	Objective Evidence / Observation / Record Reference
	EOMS Status

	3
	Library-related NAAC/NBA/NIRF and other institutional data are supported by verifiable records.
	
	
	☐ C  ☐ NC  ☐ NA

	4
	Annual reports and evidence are consistent with registers, LMS reports, invoices and committee records.
	
	
	☐ C  ☐ NC  ☐ NA

	5
	Previous audit non-conformities and observations have corrective-action plans and closure evidence.
	
	
	☐ C  ☐ NC  ☐ NA

	6
	Risks (loss of books, subscription lapse, system failure, fire, data loss) are identified and controlled.
	
	
	☐ C  ☐ NC  ☐ NA

	7
	Improvement opportunities are recorded, assigned to responsible persons and reviewed for effectiveness.
	
	
	☐ C  ☐ NC  ☐ NA



		PHYSICAL VERIFICATION AND RECONCILIATION SUMMARY

	Category
	As per register / LMS
	Physically verified
	Difference
	Remarks / evidence

	Text books
	
	
	
	

	Reference books
	
	
	
	

	Competitive examination books
	
	
	
	

	Dictionaries / encyclopaedias / maps
	
	
	
	

	Bound journal volumes / back volumes
	
	
	
	

	Theses / dissertations / project reports
	
	
	
	

	CDs / DVDs / multimedia
	
	
	
	

	Furniture and fixtures
	
	
	
	

	IT equipment and machinery
	
	
	
	

	Other non-book materials
	
	
	
	

	GRAND TOTAL
	
	
	
	




			
		JOURNALS AND PERIODICALS – ISSUE RECEIPT RECONCILIATION

	Year
	Vendor / Publisher
	Titles ordered
	Total issues ordered
	Issues received
	Issues not received
	Invoice / amount (₹)
	Follow-up / remarks

	2025–26
	

	
	
	
	
	
	

	
	
	
	
	
	
	



		EQUIPMENT AND FURNITURE PHYSICAL CHECK

	S.No.
	Item
	As per asset register
	Physically found
	Working / condition
	Remarks / asset ID

	1
	Computers / desktops
	
	
	
	

	2
	Laptops
	
	
	
	

	3
	Printers / barcode printers
	
	
	
	

	4
	Barcode scanners
	
	
	
	

	5
	RFID scanners
	
	
	
	

	6
	UPS / inverter
	
	
	
	

	7
	Photocopier
	
	
	
	

	8
	Server / LMS
	
	
	
	

	S.No.
	Item
	As per asset register
	Physically found
	Working / condition
	Remarks / asset ID

	9
	CCTV cameras
	
	
	
	

	10
	Steel book shelves / racks
	
	
	
	

	11
	Reading tables / chairs
	
	
	
	

	12
	Staff tables / chairs
	
	
	
	

	13
	Newspaper / display stands
	
	
	
	

	14
	Reception / property counter
	
	
	
	

	15
	Fire extinguishers
	
	
	
	

	16
	Air conditioners / fans
	
	
	
	



		       AUDIT FINDINGS 
	Finding No.
	Checklist reference / process
	Finding type
(NC / OFI)
	Details of non-conformity / opportunity for improvement
	Root cause / immediate correction

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


	Department: Library
	Auditor: 
	Date:

	Process: Library Administration & Services
	Name of the Person Audited: 

	INPUTS: Requirements, Indent, Procurement, Utilization, Expenditure, Library Book Access
( Faculty/Students(UG & PG), Access to Journals/ Publications for Students
	OUTPUT: Quotations, Purchase Order, Bills, Stock Register, Maintenance Register, Visitor Register, 
E Journals Subscription(as per AICTE, NAAC, NBA) Facilities
	OBJECTIVES: Utilization Target: 100%
Actual: 

	Notes/ Objective Evidence: (e.g. Inspected Documents/ Audit observations/Result of interview)
	Evaluation

	
AUDIT SCORE AND SUMMARY:
	Metric
	Value

	Total applicable checkpoints
	

	Total score obtained (sum of ratings)
	

	Maximum score (applicable checkpoints × 5)
	

	Overall score (%)
	__________ %

	Overall quality level
	☐ Excellent  ☐ Very Good  ☐ Good  ☐ Average  ☐ Poor

	Number of conformities
	

	Number of non-conformities
	

	Number of opportunities for improvement
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	Department: Library
	Auditor: 
	Date:

	Process: Library Administration & Services
	Name of the Person Audited: 

	INPUTS: Requirements, Indent, Procurement, Utilization, Expenditure, Library Book Access
( Faculty/Students(UG & PG), Access to Journals/ Publications for Students
	OUTPUT: Quotations, Purchase Order, Bills, Stock Register, Maintenance Register, Visitor Register, 
E Journals Subscription(as per AICTE, NAAC, NBA) Facilities
	OBJECTIVES: Utilization Target: 100%
Actual: 

	List of Documents and Records to be Maintained – Library
· Library policy, Library  rules, procedures, service guidelines annual development plan, committee constitution, meeting minutes and action-taken reports,  working-hour records.
· Library staff structure, duty allocation, attendance records, training records and handover/taking-over reports
· Annual library budget, purchase indents, budget approvals, quotations, comparative statements, purchase orders, invoices and payment records.
· Year-wise audited income and expenditure statements, highlighting library expenditure.
· Year-wise library expenditure statements covering books, e-books, journals, e-journals, subscriptions, digital resources and equipment, excluding salary expenditure.
· Digital resource access evidence, subscription validity records, access testing reports and usage statistics.
· Evidence of student and faculty access to journals, magazines, e-books, e-journals and online databases.
· Book circulation records, issue/return registers, visitor registers and library usage statistics.
	· Accession register, stock register, catalogue, OPAC/LMS extracts and latest accession details.
· Stock verification committee order, stock verification reports, declarations ,missing, damaged, write-off, equipment, committee order and accession details.
· Records of addition, withdrawal, condemnation and disposal of library resources.
· Journal, magazine, e-journal, e-book and database subscription orders, invoices and payment records.
· E-ShodhSindhu, consortium and other database subscription/membership letters with validity details.
· Journal issue receipt registers, vendor correspondence, missing issue records and short-supply reconciliation
· Fine collection records, no-dues certificates and photocopy/reprography service records.
· Library Committee approval records for purchases, subscriptions and renewals
· Year-wise reconciliation of library expenditure among library records, audited accounts, NAAC submissions and NIRF submissions, with explanations for discrepancies. 
· Library infrastructure details, Safety & General Maintenance Records

	Department: Library
	Auditor: 
	Date:

	Process: Library Administration & Services
	Name of the Person Audited: 

	INPUTS: Requirements, Indent, Procurement, Utilization, Expenditure, Library Book Access
( Faculty/Students(UG & PG), Access to Journals/ Publications for Students
	OUTPUT: Quotations, Purchase Order, Bills, Stock Register, Maintenance Register, Visitor Register, 
E Journals Subscription(as per AICTE, NAAC, NBA) Facilities
	OBJECTIVES: Utilization Target: 100%
Actual: 

	AUDITOR'S OVERALL OBSERVATIONS AND RECOMMENDATIONS:

· Strengths / good practices:

· Major observations:

· Risks requiring attention:

· Recommendations / improvement opportunities:



 E: evaluation: 1 = conformance    2 = Non-conformance    N.A.: Not Applicable

Controlled Copy

IQAC Coordinator
In-charge

AuditorISO-EOMS: 21001:2018
Registrar
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Nﬁ MADANAPALLE INSTITUTE OF TECHNOLOGY & SCIENCE

(Deemed to be University under section 3 of UGC Act, 1956)





