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1.0  Objectives 
 
To ensure that the best quality information products and services are

• acquired based on current trends a

• properly recorded and processed us

• easily searchable and 
interface. 

 
2.0 Scope 
 

This procedure covers the library collection development 
information products and tech
 

3.0   Definition of Terms 
 
Accession - record in an accession list that a bibliographic item has been added to a librar
collection 
 
Accession number - a unique number assigned to a bibliographic item in the 
which it is added to a library collection
 
Accession record - a list of the bibliographic items added to a library collection
of their addition 
 
Acquisition – process of selecting, ordering, and receiving materials for library or 
collections by purchase, exchange, or gift, which may include budgeting and negotiating with 
outside agencies, such as publishers, dealers, and vendors, to obtain resources to meet the 
needs of the institution’s clientele in the most economical an
 
Cataloging - process of creating entries for a catalogue; this usually includes bibliographic 
description, subject analysis, assignment of classification notation and all the activities 
involved in physically preparing the item for th
 
Centralized processing 
involved in preparing materials for library use
 
Classification - process of dividing objects or concepts into logically hierarchical classes, 
subclasses and sub-subclasses based on the characteristics they have in common 
those that distinguish them
 
Physical processing - activities carried out in the library to prep
specific techniques used in physical processing depend on the format of the item. A book is 
usually stamped with at least one ownership mark, 
 
SILMS - SciNET-Phil Integrated Library Management System
 
Technical processing -
organizing, preparing, and maintaining library collections, including cat
processing 
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best quality information products and services are: 

acquired based on current trends and actual needs of the client/s, 

properly recorded and processed using globally-accepted standards, and 

and accessible to clients (walk-in/online) using a user

the library collection development activities from 
information products and technical and mechanical processing thereof. 

record in an accession list that a bibliographic item has been added to a librar

a unique number assigned to a bibliographic item in the 
which it is added to a library collection  

a list of the bibliographic items added to a library collection

process of selecting, ordering, and receiving materials for library or 
collections by purchase, exchange, or gift, which may include budgeting and negotiating with 
outside agencies, such as publishers, dealers, and vendors, to obtain resources to meet the 
needs of the institution’s clientele in the most economical and expeditious manner

process of creating entries for a catalogue; this usually includes bibliographic 
description, subject analysis, assignment of classification notation and all the activities 

reparing the item for the shelf 

Centralized processing - practice of concentrating in a single location all the functions 
aring materials for library use 

process of dividing objects or concepts into logically hierarchical classes, 
subclasses based on the characteristics they have in common 

those that distinguish them 

activities carried out in the library to prepare items for use. The 
specific techniques used in physical processing depend on the format of the item. A book is 
usually stamped with at least one ownership mark, labeled, jacketed, and barcoded

Phil Integrated Library Management System 

- all the activities and processing concerned with acquiring, 
organizing, preparing, and maintaining library collections, including cataloging and physical 
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using a user-friendly 

 acquisition of 

record in an accession list that a bibliographic item has been added to a library 

a unique number assigned to a bibliographic item in the library in 

a list of the bibliographic items added to a library collection in the order 

process of selecting, ordering, and receiving materials for library or archival 
collections by purchase, exchange, or gift, which may include budgeting and negotiating with 
outside agencies, such as publishers, dealers, and vendors, to obtain resources to meet the 

d expeditious manner 

process of creating entries for a catalogue; this usually includes bibliographic 
description, subject analysis, assignment of classification notation and all the activities 

practice of concentrating in a single location all the functions 

process of dividing objects or concepts into logically hierarchical classes, 
subclasses based on the characteristics they have in common and 

are items for use. The 
specific techniques used in physical processing depend on the format of the item. A book is 

labeled, jacketed, and barcoded 

all the activities and processing concerned with acquiring, 
aloging and physical 
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4.0   Records 
 

• Accession Record 

• Purchase Request Form 

• SILMS Record 
 

5.0 References 
 

• Dictionary for Library and Information Science

• LC Cutter’s Table 

• Library of Congress Classification System

• Library of Congress Subject Headings

• Manual for SILMS encoding

• Online Dictionary of Library Information Sciences

• Resource Description and Access (RDA standards)

• Sear’s List of Subject Headings

• STII Library Collection Development Policy

• STII Library Policy Manual

• Work Instructions for Library Technical Processing
 

6.0  Procedure 
 

FLOW 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

START 

Collect inputs for 
STII Library 
collection 

development  

Evaluate the 
material/s 
requested  

A 
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Purchase Request Form (NGAS Appendix 51) 

Dictionary for Library and Information Science 

Library of Congress Classification System 

Library of Congress Subject Headings 

Manual for SILMS encoding 

Online Dictionary of Library Information Sciences 

Resource Description and Access (RDA standards) 

Sear’s List of Subject Headings 

STII Library Collection Development Policy 

STII Library Policy Manual 

Work Instructions for Library Technical Processing 

PERSON RESPONSIBLE DETAILS
 
 
 
 
 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 
 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

• Collate received inputs
comments/ suggestions from 
library and/or STARBOOKS 
users 

 
 
 

• Refer to Library Collection 
Development Policy

• Check if material requested is 
already being requested or if 
available for free from other 
sources (i.e., online, library 
partners, etc.)

• If request does not conform to 
the Collection Development 
Policy, the requestor in 
informed, if pos
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DETAILS 

eceived inputs, 
comments/ suggestions from 
library and/or STARBOOKS 

Refer to Library Collection 
Development Policy 

Check if material requested is 
already being requested or if 
available for free from other 
sources (i.e., online, library 
partners, etc.) 

If request does not conform to 
the Collection Development 
Policy, the requestor in 
informed, if possible. 
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FLOW 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To be 
included? 

Prepare Purchase 
Request 

Evaluate materials 
received 

To be 
included? 

Record all 
acquired materials 

Process the 
material (physical 

and technical) 

YES 

NO 

NO 

A 

B 

YES 

J 

Inform 
concerned 

user 
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PERSON RESPONSIBLE DETAILS
 
 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 
 
 
 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 
 
 
 
 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian  
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 
 
 
 
 
 
 
 

 
 
 

• If requested material does not 
conform to the Library 
Collection Development 
Policy, notify the requestor.

 
 
 
 
 

• If requested material conforms 
to the Library 
Development Policy, a 
Purchase Request is prepared 
and forwarded to the 
V/Supply 

 
 

• Check and inspect
materials received from 
various sources (purchased, 
complimentary, donation, 
subscriptions, exchange)

• Refer to Library Collection 
Development Policy
 
 
 Nonconforming materials 
 are set aside for 

 
 
 
 
 

• Enter bibliographic information 
of all acquisitions on 
Accession Record

 
 
 

• Refer to STII 
manual, Work Instructions for 
Library Technical 
Manual for SILMS encoding; 
RDA standards

 
 
 
 

Prepare Purchase 

 

J 
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If requested material does not 
conform to the Library 
Collection Development 
Policy, notify the requestor. 

If requested material conforms 
Library Collection 

Development Policy, a 
Purchase Request is prepared 
and forwarded to the AO 
V/Supply Officer. 

Check and inspect all 
materials received from 
various sources (purchased, 
complimentary, donation, 
subscriptions, exchange) 

Refer to Library Collection 
Development Policy 

conforming materials 
are set aside for disposal. 

bibliographic information 
quisitions on 

Accession Record 

STII Library Policy 
manual, Work Instructions for 
Library Technical Processing, 
Manual for SILMS encoding; 
RDA standards 
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FLOW 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sort Materials 
 

B 

For 
Analytics? 

YES 

D 

NO 

C 

Disseminate 
information on new 

acquisitions 
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PERSON RESPONSIBLE DETAILS
 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian  
 
 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 
 
 
 
 
SRS II/Acquisitions/Cataloging 
Librarian 

 
 
 
 
 

• Information on new 
acquisitions of the
posted on the Library Bulletin 
Board, websites and other 
channels of communication.
 
 
 

• Identify material if Filipiniana 
or Foreign.

 
 
 
 

• Checks if analytical entry 
needs to be prepared for each 
material. 

 
 Digitization and 
 STARBOOKS 
 
 Documentation And
 Publication Of The 
 PSTA 
 

 

C 

D 
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Information on new 
acquisitions of the library is 
posted on the Library Bulletin 
Board, websites and other 
channels of communication. 

Identify material if Filipiniana 
or Foreign. 

Checks if analytical entry 
needs to be prepared for each 

 

Digitization and 
STARBOOKS Content 

Documentation And
Publication Of The 
PSTA  


