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“Toan dién — Khai phong”

QUY TRINH
Kiém ké kho tai liéu
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Neay hiduluc @ 30/11/2023
Lan ban hanh : 03
TriCh Soan théo Kiém tra Phé duyét
nhiém
Chirc vu Giam dbc Thur vién Thu ki ISO Hi€u truwéng
Chit ky — hA
Ho va tén | ThS. Huynh Thi Thu Thao | ThS. Bui Thanh Long TS. Phan Phién
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TRANG THEO DOI SO LAN SUA POI/PIEU CHINH TAI LIEU

2

'l:émvtflt ngi dung Co s0 hoac ly do cua viéc Lz"inv
STT stra doi/bo sung/diéu chinh stra doi/bo sung/di€u chinh stra doi
1. |piéu chinh mé hiéu quy trinh Thay d6i danh muyc quy trinh 2
2.
3.
4.
5.
6.
7.
8.
9.
10.
MUC LUC
. MUC biCH
.  PHAM VI AP DUNG

1. DINH NGHIA VA TU VIET TAT

IV.  TAILIEU VIEN DAN

V. LUUDO

VI.  NOI DUNG

VIl.  BIEU MAU AP DUNG
VIIl. VAN BANLUU
QT.02/TV Lan ban hanh; 3 Ngay ban hanh: 30/11/2023




I. MUC PICH
Quy dinh thong nhat trach nhiém va céc thao tac can thiét dé thyc hién cong tac kiem ké
tai liéu va kiém soat lugng tai li€u bi that thoat.

Il.PHAM VI AP DUNG , ,
Quy trinh nay c6 lién quan dén cac don vi sau day (danh dau x):

Phong BBCL&KT Khoa Du lich
(] Phong Céng tac sinh vién Khoa Khoa hoc Ty nhién va Cong nghé¢
Phong Pao tao Khoa Khoa hoc X3 hdi va Nhan van
[ Phong KHCN&HTDN Khoa Nghé thuat
Phong Ké hoach — Tai chinh Khoa Ngoai ngir
Phong Hanh chinh - Quan tri thiét bi Khoa Su pham
[0 Phong T6 chirc — Thanh tra va Phap ché Khoa Ly luén co ban
Thu vién (1 Trung tdm BD — GDTX & TNST
Trung tdm Ngoai ngit - Tin hoc Trung tim Gido dyc thé chat
. TU VIET TAT

- BPPV : BO phan phuc vu

- CVPT : Chuyén vién phu trach

- GPTV : Giam déc

- PGPTV  :Pho Giam déc
IV. TAI LIEU VIEN DAN

- Tiéu chuan ISO 9001:2015

- Luat Thu vién ngay 21/11/2019.

- Nghj dinh s6 93/2020/ND-CP ngay 18/8/2020 ciia Chinh phu quy dinh chi tiét mot s
diéu cua Luat Thu vién.

- Quy ché T6 chirc va Hoat dong ctia Thu vién Trudng Pai hoc Khanh Hoa.

QT.02ITV Lan ban hanh: 3 Ngay ban hanh: 30/11/2023



V.LUU PO
TT | Trach nhiém Luu do Thoi gian
1. BPPV —>< Lap ké hoach > Bét dau
2. PGDTV Trong vong 1 ngay
N Y
3. BPNV Kiém ké Theo ké hoach
4. BPNV > Lap bao céo, danh sach 03 ngay
5. PGDTV — 02 ngay
N
Y
Luu hd so,
6 BPNV <chinh bién muc> N

QT.02ITV

LAn ban hanh: 3

Ngay ban hanh: 30/11/2023




VI. NOI DUNG
Stt | Trach nhiém Noi dung cong viéc Thoi gian Vian ban
1. BPPV Lap ké hoach kiém ké kho tai liéu Bét dau Ké hoach
2. PGDTV Ky duyét ké hoach Tron\g vong | g4 hoach
1 ngay
Tién hanh c4c thu tuc kiém ké:
CS1: Dung may quét dién tir dé quét
ma vach cua tai li€u trong toan by kho Th &
3. BPNV | sich. Sau d6 nhdp vao phin mém dé | €0 ©
. 2 oach
kiém tra
CS2: dbi chiéu voi sb ding ky ca biét
dé kiém tra tai li¢u trong kho
A BPNY Bio cao PGPTV/GDTV két qua kiém Béo céo
' ké va danh sach sach thanh ly 03ngay | panh sach
Phé duyét bao cao, danh sach tai liéu Béo cao
> PGRTV 1 43 nghi thanh Iy N Danh sach
6. BPNV Luu hd so, diéu chinh bién muc tai lisu | Két thuc

QT.02/TV

LAn ban hanh: 3

Ngay ban hanh: 30/11/2023




VII.BIEU MAU AP DUNG

Stt Tén biéu mau Ma hiéu
1 | Ké hoach BM.01/QT.02/TV
2 | Bao c4o kiém ké BM.02/QT.02/TV
3 | Danh muc sach thanh ly BM.03/QT.02/TV
VIII. VAN BANLUU
stt Tén viin bén luu M higu Trach nhi¢m | Thoi gian
luu lvu
1 | K& hoach BM.01/QT.02/TV gﬁgnggi ;E‘EICOZ“ 5 nam
2 | Béo cdo kiém ké BM.02/QT.02/TV. gﬁgnggi TV 5 nam
3 | Danh muyc sach thanh 1y BM.03/QT.02/TV gﬁgg;ﬁuﬁ%zu 5 nam

QT.02/TV

LAn ban hanh: 3

Ngay ban hanh: 30/11/2023
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