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1. Mgc tlich:

Quy trinh ndy nhim giup cho ngudi quin li thu viQn thgc hiQn t6t c6ng viQc dugc

giao, phuc vp t5t hcrn nhu cAu mugn trh tii liQu cua dQc gi6 (vi6n chirc, nguli lao

dQng, hqc sinh), ti6t kiQm thoi gian vir c6ng sric.

2. Ph4m vi vi d5i tugng 6p dgng

2.1 Phgnr vi tip dyng: Quy trinh ndy quy dinh c6c budc thgc hiQn viQc muo. n, tri
tdi li6u tpi thu viQn ctra Trudng Trung c6p nghO Co khi xdy dpg.

2.2 DOi tuqng dp dltng: Ap dpng eOi vOi vi6n chric, ngudi lao dQng vd hqc sinh

d6n mugn/ trA s6ch tpi thu viQn ctra Truhng.

4.1 Dlnlt nglfia l

- Tha viQn lirmQt kho suu tfp c6c ngudn th6ng tin, dugc chgn lga bdi c6c )

chuydn gia vd c6 th6 dugc titip can dti tham kh6o hay muqn, thu&ng ld trong mQt

rn6i trudng y6n tinh phir hqp cho nghiCn ciru vd hqc tAp. =

- Tdi ti€uldmQt dpng vpt ch6t dd ghi nhpn nhirng th6ng tin d dang thdnh vdn,

6m thanh, hinh 6nh nhdm mpc dfch b6o qu6n vd sri dUng. Tdi lieu bao gdm: s6ch,

gi6o trinh,bao chf, dia ...

- Nhdn viAn tha vi€nld vi6n chirc, ngudi lao dQng ldm cdng tdc qutn ly tai

liQu cua thu viQn, ngudi phuc vU dQc gi6 khi d6n thu viQn.

- D1c gia ld nhirng vi6n chirc, ngudi lao dQng, hgc sinh muqn vdtrh tdi 1i0u

tai thu vi6n.

4.2 Til vtiit tiit

STT rt vitit tft Y nghia

I BM Bi6u m6u

2 HS Hoc sinh

3 QT Quy trinh

4 TL Tdi liQu

5 XB Xu6t bAn

5. Luu ad (Xem trang 4)

6. Dgc til (Xent trang 5)



7. Cdc bi6u miu/ hu6'ng din

STT TOn bi6u m6u/ hufng d6n M6 h6a

1 Bi0u m6u Phi6u ddng ky mugn tdi liQu (Tham

khao t4i thu viQn nhd trucrng)

BIWQTSl/P.TW01

2 Bi6u m6u Phi6u ddng ky muon tai liQu vd nhi BIvf/QTs IIP.TLl/02

3 56 ddng ky mugn tii liQu BM/QT51/P.TW03

4 Bien ban x6c dinh tinh tr4ng h6ng tdi liQu BM/QT5 tlP.Tr1/04

5 Bi6n ban dQc giA ldm m6t tei li6, BM/QT51/P.Tw0s
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TT Cdc bu6'c cdng viQc
Trich
nhiQm

Thi liQu, bi6u miu YGu clu
Thli
gian

1 EQc gin
BM/QT5 1/P.TH/O1;

BM/QT5 1lP.THl02.

Cung cAp

rO th6ng

tin

Trong

ndrn hoc
Cung c6p thdng tin

Ital lleu can l11ucnl

2
Nhdn vi0n,

thu viQn

Ki6m tra,
-t. ..idol cnleu

Sau khi

c6 y6u
I

cau

Tiep nhfln ydu cAu,

ki6m tra vd phAn h6i

I
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Nhdn vi0n

thu vi6n;

DQc gi6

BM/QT5 1/P.TH/03

DAy du,

dring quy

dinli

Khi

mugn TLVdo s6;Nhan TL

4 EQc giA

Dirng noi

quy d!nh,

dring

thoi gian

Theo
,.i

pnleu

mugn

Doc TL, trdTL
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NhAn viOn

thu vi6n;

DQc gii

BM/QT5 1/P.TH/04;

BM/QT5 1/P.TH/05
Kii5m tra

Ngay khi

ph6t hiQn

rL bi

m6t/hong

Lap bi0n
*Atlhor

bAn n6u

rg TL
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DAC TA

Bu'6c 1,: EQc gi6 (vi6n chirc, ngudi lao dQng vd hgc sinh) cung c6p th6ng tin tdi

liQu cdn muon cho nhdn viOn thu viQn.

Bu6c 2: NhAn vi6n thu viQn titip nhfn y6u cAu, ki6m tra thdng tin tdi liQu cAn

muon dC phin hiii cho dQc gi6.

Bufc 3: Trudng hqp tdi liQu cdn trong thu viQn, chua dugc ai mugn, thi dQc gi6

ti6n hdnh ldm phi6u, nhan vi0n thu viQn viro s6 theo d6i, dQc gi6 nhfn tdi liQu.

Bu6'c 4: DQc gii doc tdi liQu dirng ncri quy dinh (n6u dqc tdi ligu tai thu viQn) vd trh

tiri liQu dung thoi gian dE dSng ky trong phiOu mugn'

Bu6,c 5: Khi dQc gi6 ffediHQu, nhAn vi6n thu viQn ki6m tra, n6u tii liQu dring nhu

tdi lipu luc giao thi vdo sO nnan. NOu tdi 1i9u kh6ng gi6ng nhu lirc giao thi lpp bion

bim mdtlhong tdi liQu.

Bu'6'c 6: NhAn vi6n thu viQn c6 tr6ch nhiOm quin l:i tii lipu vd luu trfr todn b0 hO

rcv ud rnugn/ ffefiti 1i0u thu viQn. {)
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