UBND TINH BINH DUONG
TRUONG PAI HOC THU DAU MQT

Pia chi: S6 06, Tran Vin On, Phuong Phi Hoa, TP. Thu Dau Moét, tinh Binh Duong
Dién thoai: (0274) 3822518 Fax: 0274 3837 150
Website: www.tdmu.edu.vn

QUY TRINH
CAP THE THU VIEN

Mi s6: QT/BTVHL/02
Ban hanh lan: 01
Hiéu lyc tr ngay : ......./ 12 /2024




QUY TRINH
CAP THE THU VIEN

Mi s6: QT/BTVHL/02
Ban hanh lan: 01
Ngay hi¢u lyc:...../12/2024

Theo déi sira chira/bd sung tai liéu

Ngay Vi tri Noi dung sira doi Ghi chu
Phén phoi tai li¢u
TT Don vi

1 Ban Thu vién va Hoc liéu

2 Nguoi st dung ciia Ban Thu vién va Hoc li¢u

3 Céc don vi thude va tryc thude Truong
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QUY TRINH
CAP THE THU VIEN

1. MUC PiCH

Quy trinh nay nham chuan héa cac budc thuc hién, dam bao viéc cap thé dién
ra nhanh chong, chinh xac va minh bach; nang cao hiéu qua quan ly, tao diéu kién thuan
loi cho NSD tiép c4n tai nguyén thdng tin thu vién. Pdng thoi, quy trinh gop phan cai
thién chat luong dich vy, nang cao sy hai long ctia NSD, ting cudng uy tin va su chuyén
nghi¢p cua Ban Thu vién va Hoc liéu Truong Pai hoc Thu Dau Mot.

2. PHAM VI AP DUNG

Quy trinh nay ap dung cho Nguoi st dung cua Ban Thu vién va Hoc liéu Truong
bai hoc Thu Dau Mat.

3. TAI LIEU THAM CHIEU

— Luat s6 46/2019/QH14 ngay 21 thang 11 nim 2019 ctia Qudc hdi vé viéc ban
hanh Luat Thu vién;

— Thong tu sb 14/2023/TT-BGDDT ngay 17 thang 7 nam 2023 cua B truong
B6 Giao duc va Dao tao v€ ban hanh Quy dinh ti€u chuan Thu vién co sé gido duc dai
hoc;

— Quyét dinh s6 260/QD-DHTDM ngay 13 thang 3 nim 2024 cua Truong Dai
hoc Thu Deflu Mot vé€ Quy ché to chire va hoat dong cuia Trung tdim Hoc li¢u truong Pai
hoc Thu Dau Mot;

— Tiéu chuan Qudc gia ISO 21001:2018 cua Hé théng Quan 1y T6 chirc gido duc
nam 2018.

4. THUAT NGU, PINH NGHIA VA TU VIET TAT

4.1. Thuat ngir, dinh nghia

Cép thé str dung Ban Thu vién va hoc liéu (BTV&HL) la qua trinh BTV&HL
cung cap thé nhan dang hodc tai khoan cho ngudi st dung du diéu kién nham xac nhan
tu cach thanh vién, cho phép ho st dung céc dich vu va tai nguyén cua BTV&HL.

4.2. Tir viét tit

BCS&HTNH Ban Cham séc va hd tro nguoi hoc
BQLDTDbH Ban Quan ly dao tao dai hoc
BQLDBTSbH Ban Quan 1y dao tao sau dai hoc
BTV&HL Ban Thu vién va hoc liéu
CBGV Cén b0 giang vién
HVSDbH Hoc vién sau dai hoc
NSD Nguoi st dung
NSDNT Nguoi st dung ngoai truong
SV Sinh vién
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SVHTX

Sinh vién h¢ thuong xuyén
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5. NOI DUNG QUY TRINH

5.1. Luu dd

Thu thap dit 1iéu/Tiép nhan yéu cau

A\ 4

A\ 4 A 4

A\ 4

Phan mém quan Iy
sinh vién

BQLDTSPH CBGV

NSDNT hoac
SVHTX

BTV&HL kiém tra thong tin

|

Tao 1ap ho so

l

Thu phi dich vy thu vién
(Danh cho NSDNT/SVHTX)

l

Tao lap hd so,

thong bao, cip thé, huéng din st dung

\4

Luu ho so
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5.2. Mo ta
Thoi han | Nguoi Biéu miu/ ho so
TT No§i dung cong viéc hqén Cl}i“ Don vi Minh
thanh | trach phéi hop ching
nhiém
1 |Thu thép di liéwTiép | 30 phut - | BTV |- NSD - NSD01.CBGV
nhén yéu cau: 0lngay | &HL |.BCS&HTNH|- NSDO1.CT
- D61 voi dir liu SV: -BQLDTSPH |- NSDO1.NT
BTV&HL thu thép tir -BQLDTPH |-
phan mém quan 1y sinh NSDO1.SVHTX
vién. '
- P6i véi HVSPH:
BQLDTSDH cung cap.
- Pbéi véi CBGV,
NSDNT, SVHTX: Guri
phiéu dang ky tao tai
khoan cho BTV&HL.
2 | BTV&HL kiém tra tinh | 01 - 03(BTV& |- NSD
day du va hop 1€ thong | ngay HL - BCS&HTNH
tin NSD - BQLDTSPH
- BQLDTPH
3 | Thuphidich vy thuvién 01 ngay |BTV& |- SVHTX
(néu co) HL - NSDNT
4 |Tao lap hd so cho|0lngay |BTV&|-NSD Phin mém
NSDNT HL - BCS&HTNH | Libol
- BQLDTSPH
- BQLbTbH
5 |Thong bao, cip thé|0lngay |BTV&|-NSD - Email NSD;
huong dan sir dung HL |- BCS&HTNH| - Céc kénh thong
- BQLDTSPH | tin cua thu vién.
- BQLbTbH
6 | Luuhd so 01ngay |BTV& Phan mém libol
HL
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6. HO SO/ BIEU MAU LIEN QUAN

TT | Tén biéu miu Mai sb Thoi gian lvu | Noi luu
(néu co) tdi thiéu
1 |Phiéu dang ky lam th¢ |- QT/BTVHL/02/BMO01 5 nim - BTV&HL
Thu vién - QT/BTVHL/02/BMO02| (dy kién theo 1 |- NSD
- QT/BTVHL/02/BMO3| chu ky  kiém

dinh)




