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1. Nguoi co lién quan phai nghién ciru va thuc hién dung cac noi dung cua quy trinh nay.

2. Noi dung trong quy trinh nay co hiéu lyc thi hanh nhw sw chi dao cua Hiéu truong.

3. Méi don vi dwoe cung cdp 01 ban file dién tir. Cac don vi khi ¢6 nhu cau bé sung thém tai

liéu, dé nghi lién hé voi Ban bao dam chat lwong dé ra soat va cdp nhat theo thuc tién. Céan

bo, giang vién va nguoi lao dong dwoc cung cap file mém trén mang ngi bo dé chia sé thong

tin khi can.
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1. Muc dich
Quy trinh duoc thiét 1ap, thuc hi¢n va duy tri nham huéng dan, kiém soat hoat dong
muon tai li¢u ciia nguot st dung tai Thu vién Truong Pai hoc Tai chinh - Marketing.
2. Pham vi ap dung, trach nhiém
2.1. Pham vi ap dung
Thu vién truong Pai hoc Tai chinh - Marketing.
2.2. Trach nhiém
- Cén by, vién chirc chuyén trach Phong Quan 1y khoa hoc va Hop tac quéc té;
- Nguoi ¢6 nhu cau sir dung tai liéu
3. Tai liéu tham khao

- Luat thu vién s6 16/2019/QH ngay 21 thang 11 niam 2019 ctia Qudc hoi nude
Cong hoa Xa hoi chu nghia Viét Nam;

- Quyét dinh sb 1726/QD-DHTCM ngay 5 thang 7 nim 2022 cia Hiéu truong
truong Pai hoc Tai chinh - Marketing ban hanh Noi1 quy Thu vién Truong Pai hoc Tai
chinh - Marketing;

- Quyét dinh s6 1727/QD-DHTCM ngay 5 thang 7 nam 2022 cia Hiéu truong
truong Pai hoc Tai chinh - Marketing ban hanh Quy dinh st dung Thu vién Truong Pai
hoc Tai chinh - Marketing;

- Quyét dinh s6 51/QD-DPHTCM ngay 9 thang 01 nim 2025 cta Hiéu truong
Truong Pai hoc Tai chinh - Marketing ban hanh Quy dinh vé chic nang, nhiém vu, quyén
han cia Phong Quan 1y khoa hoc va Hop tac quéc té thudc Truong Pai hoc Tai chinh -
Marketing.

4. Khai niém va chir viét tit
4.1. Khai niém
Khong co
4.2. Chir viét tit
P.QLKHHTQT: Phong Quan Iy khoa hoc va Hop tac qudc té
TL: Tai liéu
TV: Thu vién
5. Noi dung
5.1. Lwu dd qua trinh
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Buéce | Pon vi thwe hién Luwu dd thuc hién Bleukmau /
HO so
N , Tiép nhan nhu cau
1 Vién chirc muon TL
P.QLKHHTQT
A 4
Vién chtrc Tu vén, hd tro NSD tra ctru
) P.QLKHHTQT; thong tin TL
Nguoi su dung l
NSD vao kho chon tai liéu <
3 Nguoi st dung
Khong dat
Kiém tra tinh
trang TL —
4 Nguoi su dung
Pat
Vién chirc ¢
5 Lam thu tuc cho muon TL
P.QLKHHTQT
Vién chie Giao TL cho NSD, tra thé
6 | P.QLKHHTQT;
Nguoi su dung
. Thong ké béo céo,
Vién chirc lru hd so BM/P.QLKH
7
P.QLKHHTQT HTQT/06/01
5.2. Mo ta ndi dung chi tiét
Budc NOi dung Donvi c.h}u trach T.h ol Kef Biéu miu
: nhi¢m gian qua
Nhu
1 Tiep nhidn nhu cau Vién chtic <1 cau
muon tai liu P.QLKHHTQT phut muon
TL
2 Ty vAn, hd trg NSD tra | - Neuoi st dung; | =3-5 | Thong
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. A Don vi chiu trach | Thoi Két < X x
Buoc Noi dung cn . . Biéu mau
nhi¢m gian qua
ctru thong tin TL - Vién chuc phat | tin TL
- NSD tra tim thong P.QLKHHTQT
tin TL tai website
TV:
http://thuvien.ufm.edu.v
n
- Vién chtrc P.
QLKHHTQT ho tro
NSD tim néu c6 nhu
cau
X . <5
3 NSD vao kho chgn TL Nguoi sir dung -
j phut
Kiém tra tinh trang TL | - Nguoi st dung;
4 |- Pat chuyén sang |- Vién chic <2
bude 5 ; . P.QLKHHTQT | phut
- Khong dat: quay veé
budc
Lam thu tuc mugn TL
- Kiém tra, do1 chiéu
thé Nguoi st dung
5 ngm.du ligu phan Vién chuc <9
- Thyc hién thao tic PQLIHHTQT 1 bt
muon TL trén phan
mém;
- Kht tr TL
s | Giao TL cho NSD, tré Vién chire <1
thé P.QLKHHTQT phit
£ A pos . BM/
7 :(‘l)l(s)::’g ké bao cao, luu P.QLKHHTQT
/06/01
6. Bi¢u mau
Ma ho Thoi
TT N¢i dung o noa Noi luu ,
bi¢u mau gian luu
1 Théng ké s6 luong NSD muon BM/ P.QLKHHTQT P.QLKHHTQT | 5 niam
- tra tai liéu Thu vién /06/01
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http://thuvien.ufm.edu.vn/
http://thuvien.ufm.edu.vn/

BM/P.QLKHHTQT/06/01

TRUONG PAI HOC CONG HOA XA HQI CHU NGHIA VIET NAM
TAI CHINH - MARKETING Poc 1ap — Tu do — Hanh phiic
PHONG QUAN LY KHOA HQC
VA HQP TAC QUOC TE

THONG KE NGUOI SUDUNG MUON - TRA TAI LIEU

THU VIEN
Kho tai | So1 50 lugmg
o tai 0 lwgng z n .
b liéu NSD DPoc trong | Muwgn | Taili€u Tong cong | Ghi chu
ngay vé nha tra
1
2

Thanh phé Hé Chi Minh, ngay...thang...ndm 20...
NGUOI THONG KE
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