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QUY TRINH MUQN TAI LIEU THU VIEN

I.  MUC PiCH VA PHAM VI AP DUNG
e Phuc vy nhu cau hoc tap, giang day cua Hoc sinh — sinh vién, giang
vién trong nha truong.
e Quy trinh nay ap dung cho tit ca cac Hoc sinh — sinh vién va can bd
giang vién trong Trudng Cao dang Y té Thai Binh.
II.  PINHNGHIA VA TU VIET TAT
1. Dinh nghia:
2. Tir viét tit:
HS-SV  Hoc sinh — sinh vién SPKCB S6 diang ki ca biét
Bb Ban doc TL Tai liéu

CBTV  Céan bo thu vién

1L  LUUDO (Xem trang 3)
IV. DACTA (Xem trang 4 - 5)
V. CAC BIEU MAU/ HUONG DAN KEM THEO
Stt Tén biéu miu/ hwéng din Ma héa
Cam két ban doc QT15/PBT/BMO01
2 | Phiéu yéu cau QT15/PDT/BMO02
Phiéu ban doc QT15/PDT/BMO3
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CHUAN BI

THU'C HIEN

LUU TRU

BAN PQC

1. BD xuit trinh
thé HS-SV

CBTV

8. Luu phiéu ban doc
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PAC TA QUY TRINH MUOQN TAI LIEU THU VIEN

B§ phan/don | . B0 Han 1 potn
Stt | Tén bwéc cong viéc Dac ta Y phan/ce phan/DV | Ket qua dat duwge | hoan x
vi thue hi¢n % \ mau
T j phoi hop thanh
’ Ban doc xuat trinh thé Hoc sinh , ,
1 Xuat trinh thé HS-S | —sinh vién khi vao thu vién, BD, CBTV Nam bat thong tin
v CBTYV kiém tra thong tin BD: Bb
Ho tén, 16p...
Péi voi BD lan diu dén thu - dgi(i)’qipléo ?ﬁfxn aris/p
2 | Ban doc ki cam két o1 VO1 B fan cau de BD, CBTV quy cinh cua DT/BMO
vién s€ ki cam két ban doc vién, ndi glung cam 1
két
Ban doc tra clru tén BB tra curu tén tai li€u tai Phan ’ ‘
TL ohi ten TL va mem ‘thu: vién hoac tu mucrluc Bhiéu yéu cau Vé’i‘ QT15/P
3 & 23| ghi dAy du tén tai lidu va sb BD dAy du thong tin vé PT/BMO
SDKCB ra Phi€u yéu | §. AL Nt 1iA A A
Au dgmg ki ca biét cua tai 11¢}1 yéu TL can muon 2
cau muon ra phiéu yéu cau
4 CB}“V t}ep r;han Ckan bd thu vién nhan phiéu yéu BD, CBTV Xac d{nh yéu cau
Phiéu y€u cau cau cua Bb
CBTV ldy TL theo | Cén ctt yéu cau, CBTV tim Tim dung TL cho
S A Al A , A A A A CBTV
Phiéu yéu cau ding tai liéu nhu phi€u yéu cau Bb
CBTV nhdp TL can | CBTV nhép mi sinh vién, ma Hoin thién vhiby QT15/P
6 | muon trén Phiéu ban | tai lidu cho mugn vao PMTV CBTV °0 P DT/BMO
- 4 re ~ muon
doc hoac Phiéu muon véi TL cl : 3
Ban doc x4ac nhan lai | Sau khi ghi déy da thong tin Ban doc nhan TL
Tl A A ST Bb, CBTV A
tai liéu yéu cau mugn | CBTV giao tai li¢u cho ban doc can muon
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va ki muon TL

kiém tra tinh trang tai liéu, xac
nhan dua so lugng tai licu da ghi
trong phiéu ban doc.

8 | Luu Phiéu ban doc

Phiéu ban doc duoc luu lai
Thu vién

CBTV

Phiéu ban doc
duoc luu trir

PHU LUC: BIEU MAU _
1. BIEU MAU 01: CAM KET BAN PQC

TRUONG CAO PANG Y

Noi dung cam két:

TE THAI BINH

DANH SACH BAN PQC LOP .......

Ki CAM KET BAN PQC

1. Khong tu ¥ 1ay sach khi khong ¢ sy dong ¥ ctia can bo thu vién;

2. Muon séach, bao, tai li¢u phai trd dung hen;

3. Khong v€ ban, viét ban vao sach, khong lam rach, hong, mat trang sach;

4. Mt sach phai bdi thuong

gap 5 lan.

Neéu lam sai nhirng di€u trén day t61 xin chiu hoan toan trach nhi¢m.

STT | MA HQC SINH

HQ VA TEN NGAY SINH | NGAY Ki CAM KET Ki TEN

GHI CHU
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2. BIEU MAU 02: PHIEU YEU CAU

TRUONG CAO DANG Y TE THAI BINH
PHIEU YEU CAU

L e SPK......c.c...
2 e SPK............
B e SBK............
Ao SBK............
5. SDK..coveeen
6. e SDK..coveens

3. BIEU MAU 03: PHIEU BAN PQC

Trang 6/7
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PHIEU BAN POC

Ho vatén: ....oooeiiiiiiiiiiiiiiiiien, Nam, NT.
Ngay thang nam sinh: ...
74 o
Ma Sinh VIEN:........ooiiiiiiii i
SO dieN thoai ©eeevvvveeeeeeeiiiee e
La doc gid Thu vién tr ngay ....thang....nam.......
Ky tén
Ngay, thang A A . . S




