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LAM THE BAN DQCPHENIKAA

1. MUC DiCH
Quy trinh nay quy djnh th6ng nhat trinh tv, phuong phap, tr£ch nhiem thtrc hien ph tIC vv

caa nhan vi6n thu vi§n quan IV bpn d9c gjp phai trong qua trinh ph tlc VP ngudi dang tin t+i
Trung tam Th6ng tin - Thu vien.
2. PHAM VI AP DUNG

Ap dung cho nhan vi6n thu vien tBi Trung tam Th6ng tin - Thu vien, Trudng Dpi hgc
Phenikaa va dai tugng b4n dQC ngoai Nha trudng c6 nhu cau str d\lng san pham djch vv Thu
vien caa Trudng DBi hgc Phenikaa.
3. TAI LIEU VIEN DAN
- Lu8t Thu vi§n sa 46/2019/QH14 ngay 21 thing 1 1 nam 2019 caa Qu6c hai nude COng h6a

xa hOi cha nghTa Viet Nam
- Quy6t djnh 13/2008/QD-BVHTTDL ngay 10 thing 03 nam 2008 caa Ba Van hoa, Th6 thao
va Du ljch v6 Quy ch6 mau td ch(rc va hopt d6ng thu vien trudng dBi hpc.
- Quy6t djnh s6 07/QD-DHP-TTTV ngay 05 thing 01 nam 202 1 caa Hieu trudng Trudng Dpi

hpc Phenikaa vd viec ban hanh NOi quy Trung tam Th6ng tin - Thu vien, Trudng DBi hgc
Phenikaa.

- Quy6t djnh sa 08/QD-DHP-TTTV ngay 05 thing 01 nam 202 1 caa Hieu trudng Trudng DBi
hgc Phenikaa vg viec ban hanh Quy djnh cac khoan thu tBi Trung tam Th6ng tin -Thu vien,
Truang E)gi hpc Phenikaa.
4. DINH NGHiA vA Tif VIET TAT
4.1. Djnh nghia

- B4n d9c: la ngudi ngoai nha trudng nhung c6 nhu eau s& d\lng san pham djch vp Thu vien
caa Trudng Dpi hgc Phenikaa.

- cac dan vi li6n quan: Cac Ph6ng/Ban/Khoa/Vien/Trung tam thu§c/ tr tre thuQc Trudng DBi
hoc Phenikaa
4.2. Danh muc chtr vi6t tit

viet titSTT vi6t diy da

Ban doc

TTTT-TV T rung tam Th6ng tin Thu vien

Giam dac Trung tam Th6ng tin Thu vienTTTVO I

TTTV03

TTTV04

PHX

Nhan vi6n nghiep vv, ph tIC vtr

Nhan vi6n nghiep VP, xk 19 kp thu8t tai lieu

C6ng Ty C6 Phan Djch Vv Va Giai Phap C6ng Ngh§ Giao Duc PHX
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5. NOI DUNG
5.1. Lau di

Bu6'c

c6ng
viec

TTTV03,
TTTV04,
TTTV05

BD Nhan vi6n PhIl
trgch cfla PHX TTTVOI Tai lieu/ hi sa

BM.TTTV. 14.01

1 rDingk9 lam
tha Thu vi&n

BM.TTTV. 14.02

2 Ti6p nh§n Phi6u
ding kV

aJ
Xa 19 th6ng
tin ban doc

cap th6

Ban giao th6 va
cung cap tai

khoan Thu vi6n
4

Nhan th6 va
tai khoan sEr

dung thu vien
di&n ttr

5

6 Nhan s6
li6u

QT. ISO.02

QT.FICTH.02
7 Luu h8 so
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5.2. Di6n gi£i
Btrac

c6ng
viec

I

Di6n giai

':' Ding kp lim th6 thtr vien
Ngudi thvc hien: BD.
NOt dung
• Nh8n “ Phi6u dang kp /am tPId b(in apc ” BM.TTTV.14.01 t4i quay ph tlc vu

h04c qua email hoac qua fanpage caa thu vien. Luu V: chi lam tha/tai khoan cho
BD khi BD kh6ng thuQc cac dai tuqng: Can ba, giang vi&n, hpc vi6n, sinh vi6n
caa Nha trudng

• Di8n th6ng tin theo huang dan gai TTTV03, TTTV04.
Thai ginn th ttc hien: Khi c6 nhu cau lam th6 b4n dQC caa TTTT-TV.

':' Ti6p nh§n phi6u ding kp lim th6 thu vien
Ngudi thvc hien: TTTV03, TTTV04, TTTV05
Nai dung: TTTV03, TTTV04 ti6p nh§n va ki6m tra th6ng tin tr6n “ Phi&u dang W
lam th& bqn dQC ” BM.TTTV.14.01, chuy6n IGn TTTV05 vi&t “Bian nhan dang kf
/ am thd bQn apc ” BM.TTTV.14.02 giao I li6n cho BD, lull li6n 2. Sau d6 gai qua
email th6ng tin BD lam th6 lan PHX xa 19.

Thai gian thvc /2/ en; Sau khi bgn d9c nep phi6u dang kV.
':' Xk ip th6ng tin b?n dQC vi cip th6

Ngudi thvc hien: Nhan vi&n php trach caa PHX.
Nai dung: C4p nh8t th6ng tin BD tr8n phan m&m Koha. Ti6n hanh in cap th6/tai

khoan str d tIng Thu vien dien ta va ban giao d6n TTTV05.
Thai ginn thyc /2/ en: Sau khi nh8n phi6u dang kV ttl TTTV05.

':' Bin giao th& va cung cip tai khoan Thu vien
Ngu di th ttc bien: TTTV03, TTTV04, TTTV05
Nai dung: sau khi nh8n th6 va tai khoan BD ttl nhan vi6n php tr£ch caa PHX.
TTTV05 ban giao l4i cho TTTV03, TTTT04 d6 th6ng bao BD dan nh§n th6 t@i

quay ph tlc vp va huang dan ding nhap, str dung tai khoan thu vien di§n ttr.
Thai gian th Icc then: Sau khi nh§n thC tir Nhan vi6n phu trach caa PHX.

':' Nh§n th6 va tai khoan sfr dung thu vien di€n tfr
Ngueyi thtcc hien: BB

Nai dung: D6n thu vien nh§n th6 va nghe huang dan cach dang nh4p va str d tIng tai
kho£n thu vien dien ttl, nghe pha bi&n nai guy, guy djnh caa TTTT-TV.

Thai gian th Irc IIte n: Sau khi nh4n th6ng bao caa TT-FV03, TTTV04 va viec dan
nhan th6

':' Nhan s6 li6u.

Ngudi th ttc tHen: TTTVO I
Nai dung: Nh4n sa lieu t& TTTV05 de nam duqc khi Iam bao cao
Thai gian th ttc hien: E)jntl ki theo thing/ qup lam vi§c h08c khi c6 yeu eau.

':' Luml

Ngtrdi th Irc hien: TTTV05
NOI clung: Toan bQ ha so du9c phan looi, sap x6p, IULI tr fr theo "Qtty t r’nth Isi&p.I

sc)at hd sa ” QT.ISO.02 va “ ou)’ tr-llrh IICIt tr&" QT.FICTH.02.
Thai gicur th Itc bien : Sau klri ph,it thC cho BD.

2

3

4

5

6

7



QUY TRINH
LAM THE BAN DOC

Ma s6: QT.TTTV. 14

Lan ban hanh: 01

Hi&„ IU„ .3./2./2025
Trang: 5 / 5

PHENI}{AA
Nl VE ;? S : : y

6. LUU HO SO

T6n vin bin, tai lieu
trong h6 sa

Phi6u dang kV lam th6 bBn d9c

Ma hieu Hinh thfrc Itru trtr
bi6u mau van ban, tai lieu

B

'hd'i gian lau tra
(t6i thi6u)

5 nam

t t 5 nam

7. PHU LUC

- BM.TTTV. 14.01 : Phi6u dang kV lam th6 b4n dQC

- BM.TTTV. 14.02: Bian nh8n dang kV lam th6 ben d9c
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PHIEu DANG K+ LAM TUt THU’ VIEN

(Ap dlmg vai dai tu(mg bqn dQC ngodi Nha trudng)

+Ho tan : . ....................................................................Nam /Nrr ... ... . .. . .. ......... ...... ... ... ......

+Sinh ngay ....................... thing ................ nam .........

*S6 CMND/CCCD: ................ Ngay cap: ................ Nai cap: ............ ... ...... .......... ..........
+Ma s6 sinh vi6n/hoc vi6n/can b6:.................. ...................................... .....................................

+Dia chi li6n Iac : ............................................................................... ... ... ................................

* Di6n thoai : ...

+ E-mail : ...............................................................

8Lidoxincaptaikhoan: ...... .,. ............... ......... ........ . .. ................................. .............

[] T6i xin cam (loan thEre hi€n ding nei quy caa Trung tam Th6ng tin - Thu vi€n.

[] Tai ding kp quy6n truy c§p Thu vien dien ttr/Thu vi€n sa.

Nga)' . . . . . .thing. . .. . ..nam ..........

( KV, hQ t6n )

Ding kV tip huan (ChQn met trong hai hinh that sau):

[] Tour gi6'i thieu tha vien (1 5 phOt)

H T8p huan SDTV theo Idp (30 phat)

* La th6ng tin bat buQc

BM.TTTV. 14,Ol (O 1 -.3./J,/daz.O-BL, 5 „am
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PHAN DANH CHO cAN BQ TIEP NHAN Y£U cAu (Lien 1)

1. Ngay ti6p nh§n:

2. Can b§ ti6p nh§n yeu carr: ..........................................................................................................

3. Can b6thuchi6n: ......... ... ... ... ... ... ......... . ... .. ......... ......... . .. . .............................

+.Ngaytr£k6t qui th Irc hien: ... ..... . .. ... .... .. ... . .. . ... . .. ... ... .......... . .. . ........... ...............

5. Can be nh§nk6t qui th Irc hien: ........... ... . ... .... .. ... ... .......... ... . . .. . ......... ... ...... . ......

6.X£cnh§nk6t qua th Irc hien: ...............,. ....... ... ..... . ......... ... ... ...... ... ......... ...........
7.Ngaytrgk6t qua chongw&iy6u CitI: ... .... ......... .......................................... . ........

8. Can be tri kat qui cho ngwdi yau eau:

PHAN DANn CHO cAN BQ TI£p NHAN Y£U cAu (Li6n 2)

1. Ngiy ti6p nh8n: ...........................................................................................................................

2. Can be ti6p nh8n y6u call: .................................................................................................,.......

3. Can b6thwchi6n: ......... ... .. . .. . .. . ...... ... ... ... ... .. . .... ..... ... ... ... . ..... . ............. ... .. . ..

4.Ngaytrak6t qua th Irc hi€n: ..... ... ... ...... ... ...... . .. ... ... ... ......... . .. ......... .............. ......

Can be nh8nk6t qua th Irc hi€n: ..... . ................. ... . ..... ... .... ... ...... ............ ...... . . .....

6.X£cnh§nk6t qua th Irc hien: . ...... ... .. . .. .... ....... .. .. ..... .. .. ... ........ .... ... ... ... ... ... ... .....

7.Ngay tra kit qui chongud'iy6u eau: ... ... ... .... ... .. . .. ...... .......... . . . ... ..... ... ....... . .... ....

8. Can be tra kit qua cho ngwdi y6u eau:

BM.TTTV. 14.02 (01-.3/ J/.dOdO-BL, 5 .am


