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QUY TRINH

BO SUNG TAI NGUYEN THONG TIN
-NGUON MUA

Mi s6: QT/BTV&HL/01
Ban hanh 14an: 01
Hiéu luc tir ngay : ......./12/2024
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UY TRINH .
. Q 5 . Miso: QT/BTV&HL/01
BO SUNG TAI NGUYEN Ban hanh Bin: 01
THONG TIN Nar‘1 :’i alm. /1212024
- NGUON MUA gay hiéu luc:.....
Theo déi sira chira/bd sung tai liéu
Ngay Vi tri Néi dung sira doi Ghi chu

Phén phoi tai liu

1 | Ban Thu vién va Hoc liéu

2 | Céc don vi thudc va truc thuoc Truong

3 | Nguoi st dung cua Ban Thu vién va Hoc liéu
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UY TRINH ,
. Q X . Mi sé: QT/BTV&HL/01
BO SUNG TAI NGUYEN Ban hanh i 01
THONGTIN Nar‘l ?A Tn' /1212024
- NGUON MUA gay hi€u luc:.....

1. MUC PiCH

Quy dinh cac budc thuc hién trong cong tic xay dung va phat trién ngudn tai nguyén
thong tin.

DPam bao viée Iya chon va b sung ngudn tai nguyén théng tin cho Ban Thu vién va Hoc
liéu dugc khach quan va phu hop vdi chuong trinh dao tao, myc tiéu giang day ctia Nha
truong.

2. PHAM VI AP DUNG

Quy trinh nay dugc 4p dung trong cong tac bf) sung nguon tai nguyén thong tin tai Ban
Thu vién va Hoc liéu Truong Pai hoc Thu Dau Maét.

3. TAI LIEU THAM CHIEU

- Tiéu chuan qudc gia ISO 21001:2018 ctia Hé théng Quan 1y T6 chirc gido duc nim
2018;

- Luat s6 46/2019/QH14 ngay 21/11/2019 ciia Qudc hoi vé viéc ban hanh Luat Thu
vién, ¢6 hiéu luc thi hanh tir ngay 01/7/2020;

- Thong tu sO 14/2023/TT-BGDDT ngay 17/7/2023 cta B truong Bo Giao duc va bao
tao v€ ban hanh Quy dinh ti€u chuan Thu vién co s& gido duc dai hoc;

- Tai liéu nghiép vu thu vién.

4. THUAT NGU, PINH NGHIA VA TU VIET TAT

4.1. Thuit ngir, dinh nghia:

- Tai nguyén thong tin: 1a nhitng tai liéu dudi dang xudt ban pham hodc dang s, duoc
xuat ban, phat hanh hop phap qua cac ngdén nglr khac nhau phu hop vo1 muc ti€u, ndi
dung chuong trinh dao tao. Tai nguyén thong tin duoc dung cho nguoi sir dung thu vién
trong giang day, hoc tap va nghién ctiru khoa hoc, bao gom: Gido trinh, tai li¢u tham
khao, tai liéu noi sinh.

- B6 sung tai nguyén thong tin: La tim kiém, thu thap va chon loc ngudn tai nguyén phu
hop dép ung nhu cau hoc tap, gidng day va nghién ctru ciia ngudi st dung.

4.2. Tir viét tit:

BGH Ban Giam hiéu
BTV&HL Ban Thu vién va Hoc liéu
BTC-KT Ban Tai chinh - Ké toan
BKH&CSVC-KT Ban K¢é hoach va co s& vt chat ky thuat
NDT Nganh dao tao




4

UY TRINH ,
. Q X . Mi sé: QT/BTV&HL/01
BO SUNG TAI NGUYEN Ban hanh i 01
THONGTIN Nar‘l ?A ?n' /1212024
- NGUON MUA gay hi€u luc:.....
NCC Nha cung cap
TL Tai liéu

5. NOI DUNG QUY TRINH

5.1. Luu do
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QUY TRINH
BO SUNG TAI NGUYEN
THONG TIN
- NGUON MUA

Mi sé: QT/BTV&HL/01
Ban hanh 1an: 01
Ngay hiéu luc:...../12/2024

Lap du tra kinh phi b sung

Duyét dy tru kinh phi

Tiep nhan yéu cau bo sung

Tra trung, kiém tra thu muc

Tiép can TL méi xuat ban

Lap danh myc b6 sung

!

Lap ké hoach bd sung, Iya chon NCC

'

Trinh phé duyét

Dit mua va ky hop dong

\4

Thanh toan va tiép nhan tai liéu

'

Chuyén tai lidu xtr 1y k¥ thuat

Phan hoi tai liéu yéu cau

A 4

Béo cao

v

Luu ho so
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QUY TRINH

BO SUNG TAI NGUYEN

THONG TIN

Mi sé: QT/BTV&HL/01

Ban hanh 1an: 01

R Ngay hiéu luc:...../12/2024
- NGUON MUA gay et e
5.2. Mo ta
, N " Thot gian| Nguoi chju Don vi Biéu
Buwdc Noi dung thwe hién thuc hién trach héi h miu
nhiém phor hop
1 | Lap Dw tru kinh phi b6 | 45ngay | BTV&HL BTC-KT QT/BTV
sung Cac don vi dao | &HL/01/
Pau nam hoc, dua trén ké tao BMO1
hoach dao tao cua Truong, Nguoi s dung | QT/BTV
dinh huéng phat trién, BTV&HL &HL/01/
BTV&HL 1ap du tru kinh phi NCC BMO02
bd sung hang nam, cu the:
Gui d& nghi cac don vi dé QT/BTV
xuat nhu cau ve tai liéu; gLI\H/II(;é 01/
Thdng ké tinh hinh tai liéu
cac CTDT; QT/BTV
Tiép nhan yéu cau bd sung: &HL/01/
, A A 1A . BMO04
Danh sach yéu cau bo sung tur
cac don vi, giang vién (ban QT/BTV
gidy/email) &HL/01/
Téj liéu theo dé cuong hoc BMO5
phan
Yéu cﬁL} tr ban doc, téj liéu
mo1 xuat ban, ... (gt vé don
vi dao tao xac nhan);
Lap Bang dy tru kinh phi va
danh muc tong hop nhan dé
bo sung hang ndm
Tong hop, gui ban TC-KT
trugce thang 12 hang nam
2 | Duyét Du trit b6 sung 01 ngay | BTV&HL
Trinh phé duyét Bang du tru BGH
kinh phi b6 sung BTC-KT
Phé duyét
3 | Kiém tra thw muc, tratring | 02 ngay | BTV&HL
Duya vao cac yéu cau b6 sung
tién hanh tra trung, chon lya
tai liéu phu hop, ...
4 | Lap danh muc b6 sung 02 ngay | BTV&HL NDT (phéi hop,
Lap danh myc b6 sung hoan ho trg)
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QUY TRINH

BO SUNG TAI NGUYEN

THONG TIN
-NGUON MUA

Mi sé: QT/BTV&HL/01
Ban hanh 1an: 01
Ngay hiéu luc:...../12/2024

chinh: nhan de¢, s6 ban, gia
tién, nha xuat ban, ...

Lap ké hoach bd sung va lya
chon nha cung cap

Lap ké hoach bd sung hoan
chinh

Tim kiém, lua cl}(_)n NCC‘
phu hop (moi thau, xét ho so,
tham dinh gia, ...)

10 ngay

BTV&HL

BTC-KT

BKH&CSVC-
KT

NCC

Trinh phé duyét
Trinh BGH phé duyét KHBS
va lua chon NCC

01 ngay

BTV&HL
BGH

BKH&CSVC-
KT

Pit mua va ky hop dong
Tién hanh dat mua va ky hop
dong

03 ngay

BTV&HL
BGH

BKH&CSVC-
KT

NCC

Tiép nhan TL
Tiép nhan, di chiéu TL theo
hop dong

03 ngay

BTV&HL

BKH&CSVC-
KT

Tién hanh céc thi tuc thanh
toan
Lam thu tuc nghiém thu,
thanh 1y hop dong va thanh
toan

30 ngay

BTV&HL

BTC-KT

10

Chuyén tai liéu xir Iy ky
thuat

01 ngay

BTV&HL

11

Phan hdi tai liéu yéu cau
Danh muc tai liéu d bo sung
Danh muc tai liéu khong bd
sung (kem ly do)

01 ngay

BTV&HL

12

Téng hop, bao cao, luvu hod
SO’

Luu hd so va thuc hién cac
béo cao

(Thuc hién trude 31/07 hang
nam)

01 ngay

BTV&HL

BTC-KT

6. HO SO/ BIEU MAU LIEN QUAN

STT

Tén bi€u mau

S0 hiéu biéu mau
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QUY TRINH
BO SUNG TAI NGUYEN
THONG TIN
- NGUON MUA

Mi sé: QT/BTV&HL/01
Ban hanh 1an: 01
Ngay hiéu luc:...../12/2024

Phiéu yéu cau b6 sung hoc liéu danh cho don
vi, CTDT

QT/BTV&HL/01/BM01

Phiéu yéu cu bd sung bao chi danh cho don vi,
CTPT

QT/BTV&HL/01/BMO02

Phiéu yéu cau bo sung hoc li¢u danh cho can
bo, giang vién

QT/BTV&HL/01/BMO03

Phiéu yé€u cau bd sung bao chi danh cho can b9,
giang vién

QT/BTV&HL/01/BM04

Phiéu cung cép danh muc hoc liéu theo ma hoc
phan

QT/BTV&HL/01/BMO05




