UY BAN NHAN DAN THANH PHO HA NOI
TRUONG CAO PANG Y TE HA PONG
Dia chi: S6 39 Nguyén Viét Xuan, Quang Trung, Ha Dong, Ha Noi
Dién thoai: 02433551264 Email: info@cdythadong.edu.vn
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QUY TRINH
MUGQN/TRA TAI LIEU

Ma héa: QT51/CDYT- TT-TV-IA
Ban hanh lan: 01
Hi¢u lyc tir ngay:

Ngwoi soan thao Nguoi kiém tra Ngwoi phé duyét

Ho va tén Ts. Nguyén Diing Truong
Chtrc
danh

Hi¢u trudéng




|. MUC PiCH VA PHAM VI AP DUNG
1. Muc dich:
- Quan 1y tai li¢u ctia nha truong mot cach khoa hoc, c6 hé théng;
- Phuc vu va quan ly ban doc mugn/tra tai liéu chat ché, nhanh chong.
2. Pham vi ap dung:
Ap dung trong viéc phuc vu ban doc muon/tra tai liéu tai Thu vién Trudng Cao ding Y
té Ha dong.
3.Tai li€u lién quan:
- Phap 1énh Thu vién sé 31/2000/PL-UBTVQH10 ngay 28/12/2000;
- Thong tu s6 27/2016/TT-BGDPT ngay 30/12/2016 ciia Bo Gido duc va Dao tao vé
viéc Quy dinh thoi han bao quan tai liéu chuyén mon nghiép vu ctiia nganh Gido duc;
- Tiéu chuin Qudc gia TCVN ISO 900:2015 Hé théng quan 1y chét luong — cac yéu
cau. — xuat ban 1an 4. — Ha Néi. 2016.
I1. PINH NGHIA VA TU VIET TAT
1. Pinh nghia:
- Ban doc: Nguoi doc sach, bao, tap chi.
- Tai liéu: sach, gido trinh, gido khoa, tham khao, chuyén khao, bao, tap chi,...
2. Tir viét tit:

BD Ban doc

CBTV Can b0 thu vién
TL Tai liéu

TV Thu vién

111. LUU PO (Xem trang 2)
IV.PAC TA (Xemtrang 3,4)
V. CAC BIEU MAU/ HUONG DAN KEM THEO (Xem trang 5, 6,7)

STT Tén biéu miu/ hwéng din M4 héa

1 S6 theo ddi mugn-tra BMO01/QT51/ TT-TV-IA

2 Bién ban xu ly vé viéc BP lam mat/hu hong TL - |BM02/QT51/ TT-TV-IA




Quy trinh mwon/tra tai liéu

Chuan bj

Thuwc hién

Luwu h6 so
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5. Quan ly/ bdo quan

6. Lwu ho so/Bdo cido




PAC TA QUY

TRINH

. BQ ngggﬁl " KET QUA | HAN BIEU MAU
STT TEN BUOC NOI DUNG CONG VIEC PHAN/NGUOI - PAT HOAN A
THYC HIEN | PHOTHOP | prine THANH /HO SO
y * | THU'C HIEN g

1 Xuat trinh thé CBTV yéu cau BP xuat trinh thé sinh vién/Thé BDb CBTV Khi c6 mit &

TV/ thé CB, giit lai the. Huéng din dé dd ca The TV/the ™

SV/thé¢ CB

nhan vao noi quy dinh.
2 Kiém tra thé Kiém tra tinh hop 1& cua thé néu dong ¥ tiép tuc CBTV Bb

budc 3. Khong dong ¥ quay lai budc 2 tir chdi

phuc vu.
3 Tim TL/Kiém tra TL |- BD tim TL doc theo nhu ciu BD CBTV Khi c6 mit | BM02/QT51/

TV TT-TV-IA

- CBTV ho tro tu vAn cach tim va tra ctru.(néyl
BD c6 nhu cau)

- BD muon/tra TL: CBTV kiém tra va thong bao
tinh trang TL.

- TL trd qua han, lam mat hodc rach s& 1ap bién|
ban va phai dén theo quy dinh.

- Muon t6i da 4 cudn thoi gian 2 tudn (TL tham

Theo nhu
cau BD




khao). Muon thoi gian 3 thang (sach giéo trinh,
giao khoa).

Ky s6 muon/tra

-Tim xong TL can BD mang TL dén ban CBTV.
CBTV ghi s6 muon/tra. BB ky s6 muon/tra,
nhan TL/tra TL va nhan lai thé.

Bb

CBTV

Ky s6 mugn/
tra

BMO01/QT51/
TT-TV-1A

Quan ly/Bao quan

-CBTV chiu trach nhiém quan ly/bao quan TL

theo quy dinh hién hanh cua thu vién.

- Sang thir sdu hang tuan chan chinh toan bo kho
tai liu theo dang trat ty thu vién quy dinh.
Kiém tra va xt ly kip thoi mdi mot, chudt bo
can rach sach.

- Binh ky hang tuan, lya chon tai liéu hu hong

dé tu stra tai chd.

CBTV

Bao cao /luu ho so

- Bao c4o va luu ho so theo quy dinh

CBTV




VI. H6 so

Stt Tén ho so Mahoa  |Vi trilva| Thei gian | Dang ho so
luu luu

1 [SH theo ddi muon-tra BMO01/QT51/
TT-TV-1A

TTTV-IA| 3 nam File ctng

2 [Bién ban xtr ly vé viéc BB |[BM02/QT51/
lam mat sach/hw hong TL -~ [TT-TV-1A

TTTV-IA| 3 nam File cung




BMO01/QT51/ TT-TV-1A

'UBND THANH PHO HA NOI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG Y TE HA PONG Poc 1ap — Tw do — Hanh phuc
Hangi, ngay  thing  nam 2020
SO THEO DOI MUQN/TRA
Phong/By mon:.................
ST Masach Tén séch Ngay/thang| Ngay/thang/ Nguoi mugn/tra
T /ndm muon| nam tra

Ho tén Ky nhdn




BMO02/QT51/ TT-TV-I1A
CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phtc

BIEN BAN XU LY VE VIEC
BAN PQC TRA QUA HAN, LAM MAT, HU HONG TAI LIEU THU VIEN

Va0 hoi .... gid .... ngay .... thang .... ndm tai Thu vién - Trudng Cao dang Y té Ha Pong

Chung toi gom:

1.0ng (ba):....oeiiiiiieei Can bd phu trach Thu vién
2.0ng (bA) .oiveeiieiiie Ban doc nguoi su dung tai liéu Thu vién.
3.00g (DA) covvniieiiee e Dai dién lanh dao Trung Tam Thu vién (Hoac BGH)
Pi tién hanh kiém tra danh gia chat luong tinh trang tai liéu do Ong (ba) ............... muon ngay
o S6 lugng khi| Tinh trang |S6 lugng khi| Tinh trang o
STT Tén tai liéu ) Ghi chu
muon khi muon tra khi tra

Nguyén nhan dan dén viéc tra qua han, mat va hu hong tai liéu trén:
- Nguyén nhan khach quan:

- Nguyén nhén chu quan:

Két luan: (Trach nhiém thudC V& ...........cooveiieieieeein... )
Céc kién nghi xu ly:

HIEU TRUONG CANBOQ TV NGUOI SUDUNG



