                                                                                      Printing Orders – Summary Table for Course Materials                                                  (Revised-Jan, 2019)
	Faculty
	

	Department 
	

	Programme
	

	No
	Course

Code
	Course Title
	**Book

U/Bl
	Med.

S/E/T
	Cover Page
	No.  of Copies

Required

(For Course coordinator)
	***- ‘1’ or ‘2’ (see below)
	****

Newly published/ Revised material (see below)
	Printed Materials Required date

(For Course coordinator)
	Staff Responsible

Course Coordinator/Supervisor

(with Name & Ext.)
	Current Stock Balances (Main Dispatch & Regional/ Study Centres
	No. of Copies

Required

(For D/Op. use only)


	* Prod. Method



	
	
	
	
	
	Use existing cover page
	Use new cover page
	
	
	
	
	
	
	
	Pr/Re-Pr/ DCP /

Photocopy/

Roneo

	
	
	
	
	
	(If new cover page is required pl. provide an art work
	
	
	
	
	
	
	
	

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	*** - Indicate whether 1st dispatch or 2nd dispatch. (‘1’ or ‘2’)

**** - If the course material is newly published or revised please mark ‘√’ in the column (to submit copies to the main Library)  


Recommended for printing :
Head of the Department 


……………………
Date 
………………

Director Operations 

          …..………………
Date 
………………
Dean /Nat.Sc/Eng.Tech/HSS/Edu
/H.Sc

……………………
Date
………………

Printer (Accepted for printing               ……………………
Date 
………………












together with Manuscript)

NB: The Printing Order form should be submitted along with the Manuscript and 

* Prod. Method - Printing  (Pt)  /  Re-Printing (Re-Pr)  /   Digital Copy Printing (DCP) /    Photocopying  /    Roneo

        the Cover page to the Printer. If the Manuscript is not attached to the Printing

**U/Bl  - U – Unit,  Bl. – Block
        Order form it will not be accepted.

