CEYLON  NATIONAL CHAMBER  OF  INDUSTRIES
LIBRARY  AND  RESOURCE  CENTRE

LENDING AND REFERENCE SERVICE
RULES  AND  REGULATIONS

1.
Membership is open to all CNCI members


Each user must register him/herself by completing an enrolment form.


Entry Fees are as follows;


⋆
CNCI Member Companies

-
Free upto 2 representatives from each Company


⋆
USAID/TCP/Nathan Associates Inc.
-
Free upto 2 representatives from each 

Organization


⋆
Other Chambers


-
Rs. 1,000/- per member upto 2 representatives

⋆
General Public



-
Rs. 5,000/- enrolment fee and  Rs. 1,000/- 

annual fee

2.
Entry to the Library and borrowing of books/periodicals will be permitted only with the production of the CNCI Library Membership Card.

3.
Each member will be issued with two (02) readers’ tickets for books.  The maximum loan period will be 02 weeks.  Extensions may be granted at the discretion of the Librarian.

4. Extensions will not be allowed over the telephone 

5.
The Secretary General CNCI has the right to recall any book borrowed by a member reader who will be required to return such material within five days of notification.

6. The due date of each borrowing will be notified to the borrowers at the time of borrowing on the date label of book borrowed.

7.
Members are requested to return the books/periodicals on or before the due date.

8.
The actual replacement cost of any lost/damage material while on loan must be reimbursed by the member in whose name it was borrowed, whether or not it was in his/her possession at the time of loss or damage.

9.
When borrowing  reading material, members should report any damage or defects observed.

10. Librarian must be informed of any loss of Library Tickets without delay.   Books issued on lost tickets until the time of such notification remain the responsibility of the member to whom the tickets have been issued.  Replacement of lost tickets will be done after 02 weeks from the date of notification.

11. Books will not be issued on tickets that are defaced beyond recognition.

12. Internet Browsing
⋆
Members may avail themselves of the Internet Browsing Facility available.

⋆
Since only one station is currently available, maximum time duration for a member at a time


will be 01 hour.

⋆
However, if no traffic, they may use it for longer periods.

13.
CD/DVD Browsing

⋆
Members may avail themselves of the DVD/TV facility during times specified by the Librarian.

⋆
They may request CDs/DVDs on Trade Inquiries, Import/Export Opportunities, Trade Fairs, Free Trade Agreements etc.

⋆
These CDs/DVDs will not be permitted to be removed from the Library premises.

13. Computer Printouts/Photocopies/CDs/Diskettes

⋆
Computer printouts and photocopies may be requested at following rates;


Computer printouts

-
Colour

- 
A4
Rs. 100/- per copy







-
Black & White -
A4
Rs. 10/- per copy



Photocopying


-
Single Side
-
A4
Rs. 3/- per copy







-
Double Side
-
A4
Rs. 5/- per copy


⋆
CDs and Diskettes with data may be requested at following rates;



CDs


-
Rs. 300/- per copy



Diskette 3½ 

-
Rs. 200/- per copy

15.
Periodicals/Newspapers

⋆
Periodicals/Newspapers are for reading/reference within the Library premises only


⋆
Old issues may be borrowed with the permission of the Librarian
14. General
⋆
All Library users are required  to sign the Register each time they visit the Library – noting to record the time in and time out.
⋆
Bags, Personal effects or own textbooks should not be brought into the Library
⋆
All Library property whether books, periodicals, furniture & equipment should be treated with care.

⋆
Smoking or consumption of food/beverages is not allowed within the Library premises


⋆
Members are required to abide by the rules and regulations of the Library

These rules may be subjected to change from time to time

…………………….

Upali Samarasinghe

Secretary General/CEO

The Ceylon National Chamber of Industries.

4th July 2006.
