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| Books Lost /Damaged Report Form 

 
User Information : 

 
 

 

 

 

 

 

| Lost/Damaged Item Information :  

 

 

 

 

 

 

 

 

(√) Please Tick Mark (√) Appropriate Option : 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

| Roll/ P. F. No. : ______________________ Dept. : ____________________________ 

 /Name of Member : ___________________________________________ Course : _____________ 

 /E-mail :_______________________________________  /Mobile : _______________________________ 

Date Reported : ________________________________  Signature  : _____________________  

 /Accession No. :_________________ Call No. :_____________ Due Date : __________ 

Book Title : ___________________________________________________________________________ 

Author (s) : _______________________________________________ Edition : ___________________ 

Publisher :______________________________________________ Year :__________________________ 

Book replacement                       

                

 I will replace the lost book with an identical book (title, edition, year, etc) within 15 days of 

the date reported. 

                                                                                               Signature: ________________________ 

 
Payment for lost book or book damaged beyond repair 

         I will pay the 

penalty as per library rules within 07 days of the date reported. 

 

Cost : _____________ Ex.Rate : __________ Dt. of Acquisition :________  

No. Years :_____ Recovery Amt. (`) ___________ Signature: ______________    
To be determined by Library)

Payment to rectify damage to the book 

       I will pay for the 

cost to rectify damage to the book within 07 days of the date reported. 

 

Cost to rectify damage : ___________________   Signature: __________________ 
To be determined by Library) 

 

 

 

(√)  Library staff may please tick mark (√) 
appropriate option and give details : 

Paid Amount (Rs) : ………….......…. Receipt No :…….....……. Date :…………… 
 

Book Replaced 
with same edition. If edition or year differs then give details below : 
 

Signature (Library Staff) 

 Name : ......................................................... 

Date  : ....................................................... 

  

 | In- charge (Circulation) 
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