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DT: 0236.3842266 Email:cdgtvttw5@caodanggtvttw5.edu.vn
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Quy trinh: Quan ly thr vién
I. MUC DICH VA PHAM VI AP DUNG:
1. Muc dich

Quy trinh quan Iy thu vién dwgc thiét 14p nhim quan 1y tai lidu cia nha
trudng mot cach khoa hoc va co hé thdng dam bao cho qua trinh giang day hoc
tdp va nghién ciru khoa hoc tai Truong Cao ding Giao théng Van tai Trung
uong V.

2. Pham vi ap dung

Quy trinh quan Iy thu vién dugc ap dung cho thu vién trudng Cao ding Giao
théng Vén tai Trung uong V.

Quy trinh ap dung dbi voi mua s&m nhé hon 20 triéu, mua sim tir 20 triéu trd
1€n thuc hién Quy trinh mua sém tap trung.

IL. PINH NGHIA VA TU VIET TAT

1. Pinh nghia

- Ding ky ca biét: La vi¢c vao s6 timg quyen sach riéng biét nhdp vao thu
vién. M01 cuén séch dugc gin véi mot ma sb riéng, mot tén sach cé nhiéu ban,
thi mdi ban (quyen) tinh 1a mgt don vi doc 1ap.

- Vao sb téng quat: La dang ky timg 16, tirng dot nhép tai liéu vao Thu vién,
c6 chirng tir kém theo.

- Phén loai tai liu: La qua trinh phan tich tai liéu nhim x4c dinh ndi dung
chit yéu va thé hién ndi dung dé bing ky hiéu ctia khung phan loai cu thé.

2. Tir viét tit

TC-KT : Tai chinh — ké toan NVTV : Nhén vién thu vién
KHCN : Khoa hoc Cong nghé BN : Bé& nghj
BM : Biéu miu QT : Quy trinh

- TL : Tai liéu

DDC  :Khung phén loai tai liéu thu vién Deway theo tiéu chuin My
IIL. LUU PO (Xem trang 2)

IV. PAC TA ( Xem trang 3-5)

V. CAC BIEU MAU/HUGNG DAN KEM THEO

STT Tén biéu miu/ huwéng din Ma héa
1 | Gidy d& nghj (v/v mua tai liéu, gido trinh) | BM/QT08.KHCN.02/01
2 | 86 dang ky tdng quat BM/QT08.KHCN.02/02
3 | Sb dangky cé biét BM/QT08.KHCN.02/03
Trang 1/5
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BM/QTOS.KHCN.OZ/OI
Ban hanh lan ; 01

TRUGNG CAO PANG GIAO THONG CONG HOA XA HQI CHU NGHIA VIET NAM

_ VAN TAI TRUNG UONG V ) Péc ldp - Tw do - Hanh phiic
PHONG KHOA HOC CONG NGHE

GIAY PE NGHI
(V/v mua tai liéu, gido trinh nam 20....)

Kinh giri: Ban giam hiéu Truong Cao déng Giao thong Vin tai Trung wong V.
Pé phut vu cho cong téc giang day va hoc tap, dua theo phiéu d& nghi mua tai

ligu, gido trinh Khoa... Phong Khoa hoc Cong nghé kinh dé nghj Nha truémg mua tai
li€u, gido trinh nhu sau: :

STT TEN SACH NHA XB SL(cuén)
1
Da ning, ngay .....théng ...... ndm.....
HIEU TRUONG PHONG KHCN Ngwdi lap gidy dé nghi
(Ky, ghi ro ho tén) (Ky, ghi ré ho tén) (Ky, ghi ré ho tén)
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BMJQTOS.}{HCN.OZIOZ
Ban hanh lan : 01

TT

TEN SACH - TAC GiA

SO PANG KY TONG QUAT
XUAT BAN - N-T-N SO LUQNG
NAM | NOI NHAP [NAM| NAM | NAM |[NAM|NAM

_—PON GIA
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BM/QTOS.!(HCN.OWOI
Ban hanh lan : 01

SO PANG KY CA BIET VA KIEM KE

.
--------------------------------------------

STT

TEN SACH- TAC GiA

SO CUON

2018

2019

PON THANH
GIA TIEN
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