BOY TE
TRUONG PAI HQC Y DUQC HAI PHONG

QUY TRINH
TRA CUU TAI LIEU
QT.TV.06

e Nguwoi Kiém | Nguwoi thim Bz s e s
Nguwoi viet tra dijih Nguwoi phé duyét

s o | TranThi | Nguyén Thi | NSTl v Ao s on oo ot
Hova®n |y Hidn | Hong Nhung Ny / /”% Vi Kb
P TRU

) j 'O-{ ‘E”.\‘
Chitky | —/ __— Y
y LN “W

x o o . .| Trudéng Ban - g
Chirc vu | Chuyén vién | Truéng don vi TTPC Hiéu truéng




TRUONG .
DATHQCY DUQCHAIPHONG | i1y Ey

QUY TR@NH
TRA CUU

Mi sb: QT.TV.06

NOI NHAN
| Hiéu truéng M | Khoa/Bd mén
M | Phé Hiéu trudmng M | Phong/Ban/Trung tim

™

Trung tdm Thong tin — Thu vién M | Ban Thanh tra — Phap ché

THEO DOI TiNH TRANG SUA POI

STT

Lan sira

S6 trang

Noi dung chinh sira

Ngay sira | Nguoi sira

. M

y



I. MUC PICH
- Théng nhét trinh tu cac budc sir dung tai liéu tai phong Tra clru nhim giap Thu vién
phuc vu ban doc mét cach nhanh choéng, hiéu qua, dap Uimg nhu cau hoc tap, NCKH
cua can b, sinh vién, hoc vién trong toan truong.
- Quén 1y, t& chirc tai liéu mét cach khoa hoc, chit ché, tranh that thoat trong qua
trinh luu thong.
II. PHAM VI AP DUNG
- Ap dung cho ban doc sir dung tai liéu tai phong Tra ctru.
- Ap dung cho can bg lam viéc tai phong Tra ciru.
III. TAI LIEU VIEN DAN, THAM KHAO
- Luét thu vién s 46/2019/QH14 ngay 21/11/2019
- Théng tu 18/2014/TT-BVHTTDL ngay 08/12/2014 ctia B6 Van héa, Thé thao va
Du lich Quy dinh vé hoat déng chuyén mén, nghiép vu ctia Thu vién
- N6i quy Thu vién ndm 2016
IV. THUAT NGU, PINH NGHIA VA CHU CAI VIET TAT
1. Pinh nghia:
2. Chir viét tit:
CBPTC: Cén bd phong tra ctru
CCCD: Cén cudc cong dan
TL: Tai liéu
BbD: Ban doc
V.NOI DUNG
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Tim tai liéu

- Tra trén may
tinh
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Str dung tai liéu

- Sir dung TL
tai phong tra
ciru
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- Kiém tra TL
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- Tra the ban
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CBPTC

T6 chire sap xép kho

- Sap xép tai
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2. Dién giai lru db

2.1. Tiép nhin Thé ban doc:

- Ban doc xuét trinh Thé sinh vién/Thé hoc vién/Thé can bg.

- Ban doc ngoai trudng thi xuét trinh CCCD.

- CBPTC kiém tra tinh hop 18 ctia thé va CCCD, giao chia khéa tii dumg dd cho ban doc.

- Ban doc nhan chia khéa, cat db dung vao tu

- CBPTC quét ma vach thé ban doc vao phz‘“m mém quan ly Thu vién

2.2. Tiép nhén va twr van thong tin

- Ban doc dua ra yéu ciu tim kiém

- CBPTC tu van, huéng dén, hd tro ban doc tim kiém tai liéu: tim theo chuyén d& (ndi,
ngoai, san, nhi,..), tim theo loai hinh tai li€u (tap chi, luan van, ludn an, khoa luan tdt
nghiép, d& tai NCKH),... bai trich béo, tap chi, d tai NCKH,...

2.3. Tim tai liéu:

Ban doc c6 thé tim theo nhiéu cach:

- Tra ctru trén website cua Thu vién (http://hpmulib.vn)

- Tim truc tiép tai liéu trén gia.

2.4. Muon tai liéu

Sau khi tim duoc tai liéu, ban doc mang dén ban thu thur:

- CBPTC quét ma vach Thé sinh vién/Thé hoc vién, quét ma DPKCB cua tai liéu vao
phan mém quan ly Thu vién.

- Ban doc mang tai liéu ra khu vuc ngéi doc.

2.5. Sir dung tai liéu

- Ban doc sir dung tai liéu va khong dugc mang TL ra khoi phong tra ctru.
- Sau khi sir dung xong, ban doc lam thu tuc tra tai liéu.

2.6. Tra tai lieu

- CBPTC kiém tra tai liéu ban doc tra.

- Trudong hop ban doc muén sao chup tai liéu lién hé voi CBPTC.

- CBPTC quét ma DKCB cua TL tra.

- Ban doc dé tai liéu vao dung noi quy dinh

- CBPTC nhén lai chia khoéa ti ban doc tra.
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- CBPTC tra lai thé cho ban doc.
2.7. T6 chirc sip xép kho

Vao cudi ngay lam viéc, CBPTC sip xép nhimg tai liéu da tra vao dung vi tri trén

gia sach. .

2.8. Thong ké, bao cao, lru ho so

- Thong keé khi c6 yéu céu.

- Sau khi thong ké xong thi tién hanh luu hé so.
VI. BIEU MAU

STT Tén biéu miu

Ky hiéu

1 | Thong ké luot ban doc tai Phong tra ctru

M.01.QT.TV.06

2 Théng ké Iuot muogn tra tai Phong tra ciru

M.02.QT.TV.06

VII. HO SO LUU TRU
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STT Tén ho so Ky hiéu Thoi han | Trach nhi€ém | Ghi chi
Iru luu
Thong ké luot ban | M.01.QT.TV.06 | 5 nim Phong Ban chinh
1 doc tai Phong tra ctru Tra ctru
Théng ké lugt muon | M.02.QT.TV.06 | 5 nim Phong Ban chinh
? trd tai Phong tra clru Tra ctru

WO\



M.01.QT.TV.06

TRUONG PH Y DUQC HAI PHONG  CONG HOA XA HOI CHU NGHIA VIET NAM
TT THONG TIN - THU VIEN Poc 1ap — Tw do — Hanh phic

THONG KE LUQT BAN PQC TAI PHONG TRA CUU
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Hai phong, ngay ... thang ... nam ...

Ngu¢i lam bao cao
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