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l. Purpose

To consolidate the process of ordering all audio visual materials to ensure a timely follow-through
with vendors.

1. Procedure

A Audio visual request may be initiated by faculty, students, patrons, and librarians and
should be submitted to the Department Head of Libraries.

B. After previewing, reviewing, searching, and verifying the Department Head of Libraries
should forward requests to Technical Services Department for order.

C. After Library processing, the request is routed through the appropriate channels for
support.
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