


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. LIBRARY SERVICES, BORROWING 

BOOKS 
None 10 minutes 



 

 

 



 

 

LIBRARY SERVICES, BORROWING BOOKS 
This service enables registered users of Trinidad Municipal College’s library to borrow books, 
journals, and other library materials for a specified period. The process includes proper 
documentation and record-keeping to ensure accountability, timely return of materials, and 
equitable access to resources for all users. 
 
By facilitating the borrowing of library materials, the TMC supports students’ academic 
research, learning, and knowledge development. This service also promotes responsible use 
of library resources, ensures the preservation of materials, and enhances the overall 
efficiency and accessibility of the institution’s library system. 

 

OFFICE/DIVISION COLLEGE LIBRARY, TRINIDAD MUNICIPAL 
COLLEGE 

CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL TMC Students, Faculty, Staff and Visitors. 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Library Book Card, School ID College Library 
 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. The library 
clients present 
their ID and 
write their 
names in the 
borrower’s 
record. 

1.1 The librarian will 
ask first ask the 
client about their 
research needs or 
the library 
resources they 
are looking for, to 
provide accurate 
and relevant 
assistance. 

 
1.2 Assist clients in 

conducting 
research and 
locating 
information 
resources. 

 
1.3 The librarian 

records the 
transaction both 
manual and 
electronic systems 
for backup, 
tracking, and 
management. 
 

None   10 minutes 

 
MESUARI C. 

JAMILO 
Library Staff 

School Library, 
Trinidad Municipal 

College  
 

 
GEOFFREY L. 

OREVILLO 
College  

Librarian I 
School Library, 

Trinidad Municipal 
College 



 

 

2. The library 
clients return 
the book they 
have 
borrowed to 
the 
Information 
Counter. 

2. The librarian or 
library staff will 
sign the approval 
that the borrower 
has returned that 
book. This 
confirms the return 
and ensures the 
book is available 
for other users. 

None   5 minutes 

 
MESUARI C. 

JAMILO 
Library Staff 

School Library, 
Trinidad Municipal 

College  
 

 
GEOFFREY L. 

OREVILLO 
College  

Librarian I 
School Library, 

Trinidad Municipal 
College  

TOTAL None 10 minutes  
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