BO XAY DUNG QUY TRINH M4 so:
TRUONG PAI HQOC KIEN TRUC PHUC VU BAO-TAP CHI | QT-PHKT-
THANH PHO HO CHI MINH TRUONG DAI HOC KIEN TRUC | TT&TV-..
THANH PHO HO CHI MINH

1. Cdc don vi thugc Truong thuc hién theo ding néi dung cua quy dinh nay.

2. Ngi dung trong quy dinh nay c0 hiéu luc nhu sw chi dao cua Hiéu truong.

3. Méi don vi dwoc phan phéi duy nhat 01 bdn (cé dong dau Truong) dé thuc hién, cac bdn
sao khac so véi bdn géc khéng diroc sik dung.

PHAN PHOI
STT Noi nhan
1 Ban Giam hiéu
2 Cac don vi lién quan

PHE DUYET TAI LIEU

Soan thao Xem xet Phé duyét

CHUYEN VIEN GIAM POC TTTT&TV HIEU TRUONG

V6 Thi Thiy Duwong | ThS. KTS Nguyén Thi Kim Tu | PGS.TS.KTS. Lé Vin Thuong

BANG THEO DOI THAY POI TAI LIEU

Ngay sira ddi Noi dung thay doi Phé duyét Ngay c6 hiéu lwc

Cha y: Nhizng néi dung chinh siza/thay doi méi trong tai liéu sé duwoc in nghiéng dé nhdn
biét.

Ngay ban hanh: LAan sira doi:



I. Muc dich
Quy dinh cac budc thuc hién viéc muon, tra Bao-Tap chi.
I1. Pham vi va d6i twong 4p dung

Quy trinh phuc vu Bao — Tap chi ap dung cho ban doc, can bd thu vién phuc vu tai
kho Bao-Tap chi.

I11. Trach nhiém caa cac don vi
- Thuc hién theo dtng chirc nang, chuyén mon nghiép vu thu vién.
IV. Dinh nghia, danh muc chir viét tit
1. Dinh nghia
2. Danh muc chir viét tit
TT&TV: Trung tdm Thong tin va Thu vién
CBTV: Can bd Thu vién
B-TC: Bao-Tap chi
TV: Thu vién
SV: Sinh vién

Ngay ban hanh: LAan sira doi:



V. Noi dung quy trinh

1. Luu d6
Trinh Tréch Néi dung cong viéc Biéu miu
tw nhiém lién quan
) Xuét trinh thé
Bwoéc 1. | Ban doc sV
\ 4
- Kié,m tra thé, quét ma thé
Buéc 2 CBTV - Thong ké ban doc
uoc 2. Ban doc - Cho ban doc muon chia khoa
ti giri t0i xéch
Chon B-TC
kho phuc vu
Buéc 3 CBTV
w " | Ban doc
?}I(én% (tjaink?a;_?r% Tra ciu B-TC trén
O1 ot fal ¥¢ website TV
- \ 4
Tién hanh muon B-TC
Y
Xuat trinh thé tai quay
muon/tra
Bwéc 4. | Ban doc l
Vao kho lay B-TC
\ 4
Lam tha tuc muon B-TC
tai quiy muon/tra
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Lan stra doi:
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Buéc 5 CBTV - Tra} B-TC lép kéA(B-TC m(')li)
woe . Ban doc - Tra B-TC tai quay muon/tra (B-TC)
kho phuc vu)

\4

Nhan lai thé SV

Tra chia khoa tu

Bwéc 6. | Ban doc

Buéc 7. | CBTV Kiém tra, sép

xép lai B-TC

2. Noi dung quy trinh
Buwéc 1: Ban doc xuat trinh thé SV (thé TV).
Buwéc 2: CBTV kiém tra the, quét ma thé SV vao phan mém TV:
+ Thong ké luot ban doc vao TV.
Ban doc lay chia khoa, giri ti xach, vat dung ca nhan.
Budc 3: Ban doc lya chon loai hinh B-TC cén doc:

1. B-TC méi trén ké (tap chi 1¢): Can bo Thu vién hudng dan ban doc t&i quay
B-TC doc tai chd.

2. B-TC kho phuc vu (dong bd): Ban doc tra ctru trén website Thu vién, léy ma
s6 can tim ¢ kho luu trit.

Budc 4: Ban doc tién hanh muon B-TC:
+ Xuat trinh thé SV tai quay muon tra.
+ SV d4 c6 mi B-TC, vao kho ty ldy B-TC can doc.
+ Lam tha tuc muon B-TC tai quay muon/tra .
Bwoc 5: Tha tuc tra B-TC:
+ Pdi v6i B-TC mdi: tra lai 1én ké B-TC sau khi doc xong.
+ Dbi v6i B-TC dong bd: lam thu tuc quét tra B-TC tai quay muon tra.

Budc 6: Sau khi tra B-TC, sinh vién nhan lai thé SV va tra lai chia khoa ta giri dd diang
vi tri.

Buwéc 7: Can bo Thu vién kiém tra B-TC va xép kho.

Ngay ban hanh: LAan sira doi:




