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*For External clients:  
 
 
 
1. For visitor/ researcher – 
present a validated School ID 
or research referral to the 
librarian.​
 
2. Register at the information 
desk. 
 
3. Check the library system, 
the available books/ other. 
 
4. If the book is available, ask 
the circulation/reference 
librarian to lend the book to be 
read at the Reading Area. 
 
5. After reading, return the 
book/s to the circulation 
Section, or just leave the book 
on the table or to any 
designated place for used 
books.  
 

*For External clients:  
 
 
 
1.​Accept the– valid ID/Referral letter. 

 

 
2.​Give the book/s or other library materials 

needed. 

 
 
 
 
 
 
 
 

 

 
 
 

 
 
 

 
 

None 
 
 
 
 
 
 
 

 
 
 
 
 

5-10 minutes 

 

 
 
 
 
 

Mrs. Angelica A. Asis             
(Undergraduate Library) 
Mrs. Mariel B. Balili               
(Undergraduate Library) 
Ms. Jan Tammy C. Naraja    
(Undergraduate Library) 
Ms. Lauren Mae C. Sasi         
(Graduate School Library) 
Mrs. Luzviminda F. Alcober  
(Graduate School Library) 
Mrs. Maricel B. Daga              
(Undergraduate Library) 
Mr. Christopher Jude H. Coral  
(Undergraduate Library) 
 
 
 
 

Total None 5-10 mins.  
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