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1.0 OBJECTIVE
The objective of this procedure is to outline the systematic process for verifying and
recommending Course Reading List (CRL) materials requested by academic staff. This ensures
that all selected materials are aligned with academic requirements, available within the library's
budget and efficiently added to the collection for academician and student access.
2.0 SCOPE
This procedure consists of verifying, recommending, and submitting CRL titles to the
Acquisition Unit. It also includes the necessary actions to be taken upon receiving CRL titles.
This procedure applies to all [IUM campus libraries.
3.0 ACCOUNTABILITY
The following offices are accountable for this process:
3:1 Learning Support Section (LSS) -Owner
32 All campus libraries
4.0 ABBREVIATIONS
ACQ Acquisition Unit
CRL. Course Reading List: List of endorsed Centre of Studies (CoS) required and
recommended titles
CRM : Course Reserve Module
L : Librarian
LA : Library Assistant
SLA Senior Library Assistant
5.0 REFERENCES
5.1 UIAM.LIB. GUL100-1/7/8 Collection Development Guideline
5.2 UIAM.LIB. MAN.100-7/3/1 Manual for Verifying CRL Titles
53 UIAM.LIB. MAN.100-7/3/1 Manual tor Course Reserve Module
5.4 UIAM.LIB. MAN.100-7/3/1 Manual for Creating Suggestions in KOHA
5.5 UIAM.LIB. MAN.100-7/3/1 Manual for Monitoring Suggestions Status
6.0 RECORD RETENTION PERIOD

5 years
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7.0 PROCESS FLOW

FLOWCHART

Responsibility Remark

Received soft copy CRL

L Receive via email from lecturer/
CRL liaison librarian
L Save in shared

Use the appropriate Cloud folder
according to respevtive campus

Inform SL A/LA about the CRL

SLA/LA Verify title Refer to Manual for

Verifying CRL Titles

folder

fo Refer to Manual for Creating
SLALA —YE Available? No—f Credte Sgﬁf“’“ & Suggestions in KOHA
Refer to Manual for Course
SLALA Update CRM Reserve Module
SLA/LA Email CRL 10 ACQ
Check status in Refer to Manual for Monitoring
Sl A Suggestions Module Suggestions Status
SLA/LA Pending Rejected Ordered Cancelled
SLALA Follow-up witl Received book:
* Received book CRL hardcopy book:The book is received
with Suggestion together with the slip
slip CRL e-book:Only the slip is received
Do the necessary
comrection and then _—
chiange status 1o l+—YE: Need resubmission?
Pending
SLAZA [ UpdatccrM Refer to Manual for Course Reserve Module
Place book on shelving trolley (if
applicable) and forward the Suggestion
NO slip to Librarian
L Notify requestor
(if applicable)
File the Sugggestion slip
SLARA | (if applicable)
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