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‘ QUY TRINH Ma so: QT.TTTV.14
) Lan ban hanh: 01
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LAM THE BAN bQC Hiéu luc: 3./2./2025

1.MUC PiCH

Quy trinh nay quy dinh théng nhét trinh tu, phuong phap, trach nhiém thuc hién phuc vu
cua nhan vién thu vién quan ly ban doc gap phai trong qua trinh phuc vu nguoi dung tin tai
Trung tdm Thong tin - Thu vién.
2. PHAM VI AP DUNG

Ap dung cho nhén vién thu vién tai Trung tdm Thong tin - Thu vién, Truong Pai hoc

Phenikaa va ddi tuong ban doc ngoai Nha truong cé nhu cau str dung san phém dich vu Thu
vién cta Truong Pai hoc Phenikaa.

3. TAI LIEU VIEN DAN ,

- Ludt Thu vién s6 46/2019/QH14 ngay 21 thang 11 nam 2019 cua Quoc hdi nude Cong hoa
xa hoi chu nghia Viét Nam.

- Quyét dinh 13/2008/QD-BVHTTDL ngay 10 thang 03 nim 2008 ctiia Bd Vin hod, Thé thao
va Du lich vé Quy ché mau té chire va hoat ddong thu vién truong dai hoc.

- Quyét dinh sb 07/QD-DHP-TTTV ngay 05 thang 01 nam 2021 cua Hiéu truong Truong Dai
hoc Phenikaa vé viéc ban hanh Noi quy Trung tim Théng tin - Thu vién, Truong Dai hoc
Phenikaa.

- Quyét dinh s6 08/QD-DHP-TTTV ngay 05 thang 01 ndm 2021 caa Hiéu truong Truong Pai
hoc Phenikaa vé viéc ban hanh Quy dinh cac khoan thu tai Trung tdm Thong tin -Thu vién,
Truong Pai hoc Phenikaa.

4. PINH NGHIA VA TU VIET TAT
4.1. Pinh nghia
- Ban doc: la nguoi ngoai nha truong nhung ¢é nhu ciu sir dung san pham dich vu Thu vién
cua Truong Pai hoc Phenikaa.
- Cac don vi lién quan: Céc Phong/Ban/Khoa/Vién/Trung tdm thudc/ truc thude Truong Pai
hoc Phenikaa.
4.2. Danh muc chir viét tit

STT Viét tit Viét diy di

1 BD Ban doc

2 TTTT-TV | Trung tdm Thong tin Thu vién

TTTVOl | Giam ddc Trung tdim Thong tin Thu vién

(9%}

4 TTTVO03 Nhan vién nghiép vy, phuc vu

5 TTTV04 Nhan vién nghiép vu, xir ly k¥ thuat tai liéu

6 PHX Cong Ty C6 Phan Dich Vu Va Giai Phap Cong Ngh¢ Gido Duc PHX
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' QUY TRINH Mi sé: QT.TTTV.14
u LAM THE BAN DOC Lan ban hanh: 01
. . i€ 0 D./L./2025
UNIVERSITY Trang:3/5
5.NOI DUNG
5.1. Luu dé
Budre TTTV03, Nhan vién ph
N vié u ——
cong BD TTTV04, trach ciia PHX TTTVO1 Tai liéu/ ho so
vige TTTVO05

| bang ky lam
thé Thu vién

BM.TTTV.14.01

BM.TTTV.14.02

2 Tiép nhan Phiéu
dang ky
Xtr ly thong
3 tin ban doc
cap thé
Ban giao thé va
4 cung cap tai
khoan Thu vién
Nhén thé va
5 tai khoan st
dung thu vién
dién tu
Nhan sd
6 lia
iéu

Luu ho so e

QT.ISO.02
QT.HCTH.02




‘ ) QUY TRINH Ma s6: QT.TTTV.14

LAM THE BAN DOC Lan ban hanh: 01
PHENIKAA ‘ : Hiéu lue: 3././2025
UNIVERSITY Trang: 4/5
5.2. Dién giai
Budéc
cong Dién giai
viée

| % Dang ky lam thé thw vién
- Nguoi thuc hién: BD.
- Noi dung:
» Nhan “Phiéu dang ky lam thé ban doc” BM.TTTV.14.01 tai qudy phuc vu

cua Nha truong.
Pién thong tin theo hudng dan gui TTTV03, TTTV04.
- Thoi gian thiee hién: Khi ¢6 nhu cau lam thé ban doc ctia TTTT-TV.

hodc qua email hodc qua fanpage cua thu vién. Luu y: chi [am thé/tai khoan cho
BD khi BD khong thudc cac doi tugng: Can bg, giang vién, hoc vién, sinh vién

2 ** Tiép nhén phiéu ding ky lam thé thw vién
- Ngwoi thuc hién: TTTVO03, TTTV04, TTTVO0S

email thong tin BD lam the [én PHX xu ly.
- Thoi gian thue hién: Sau khi ban doc ndp phiéu dang ky.

- Ngi dung: TTTVO03, TTTV04 tiép nhan va kiém tra thong tin trén “Phiéu dang ky
lam thé ban doc” BM.TTTV.14.01, chuyén 1én TTTVO05 viét “Bién nhdn dang ky
lam thé ban doc” BM.TTTV.14.02 giao 1 lién cho BB, luu lién 2. Sau do6 gtri qua

3 » Xir Iy thong tin ban doc va cip thé

- Nguoi thuc hién: Nhan vién phu trach ctia PHX.

- Ni dung: Cap nhat thong tin BD trén phan mém Koha. Tién hanh in cép thé/tai
khoan sir dung Thu vién dién tir va ban giao dén TTTVO5.

- Thoi gian thiee hién: Sau khi nhan phiéu dang ky tir TTTV05.

< Ban giao thé va cung cap tai khoan Thuw vién

- Nguwoi thuc hién: TTTV03, TTTV04, TTTVO0S5

- Ngi dung: sau khi nhan thé va tai khoan BP tir nhan vién phu trach ctia PHX.
TTTVO0S ban giao lai cho TTTV03, TTTT04 dé thong bdo B dén nhan thé tai
quay phuc vu va huéng dan ding nhép, sir dung tai khoan thu vién dién ti.

- Thoi gian thuc hién: Sau khi nhan thé tir Nhan vién phu trach ciia PHX.

% Nhan thé va tai khoan sir dung thw vién dién tir

- Nguoi thuc hiégn: BD

- Ngi dung: Dén thu vién nhan thé va nghe hudng dan cach dang nhdp va sir dung tai
khoan thu vién dién tir, nghe phd bién néi quy, quy dinh cia TTTT-TV.

- Thoi gian thiee hién: Sau khi nhan thong bao ctia TTTV03, TTTV04 vé viéc dén
nhan thé.

<+ Nhin sé liéu.

- Nguoi thuc hién: TTTVOI

- Ngi dung: Nhan s liéu tir TTTV035 dé ndm duoc khi 1am bao céo.

- Thoi gian thuc hié¢n: Pinh ky theo thang/ quy lam viéc hoac khi c¢é yéu cauL.

» Luu ho so

- Nguoi thuc hién: TTTVO0S

- Noi dung: Toan bd hd so duoc phan loai, sép xép, luu trir theo “Quy trinh kiém
sodt ho so” QT.ISO.02 va “Quy trinh leu triv” QT.HCTH.02. (5 G ,‘f?\j

Thoi gian thuce hié¢n: Sau khi phat thé cho BD. |
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UNIVERSITY Trang:5/5
6.LUU HO SO
T Tén van ban, tai liéu Ma hi¢u Hinh thirc leu triv Thoi gian luu triv
trong hd so biéu miu viin ban, tai liéu (tbi thiéu)
1 | Phiéu dang ky lam thé ban doc BM.TTTV.14.01 [Ban chinh, Ban dién tir 5 nam
2 | Bién nhan dang ky lam thé ban doc| BM.TTTV.14.02 |Ban chinh, Ban dién tir 5 nam

7. PHU LUC

-BM.TTTV.14.01: Phiéu dang ky lam thé ban doc
-BM.TTTV.14.02: Bién nhan dang ky lam the ban doc
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PHIEU PANG KY LAM THE THU VIEN

(Ap dung véi doi twong ban doc ngoai Nha trieong)
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[J Téi xin cam doan thyce hién ding ndi quy cia Trung tdm Thong tin - Thw vién.

(] Téi dang ky quyén truy cip Thw vién dién ti/Thuw vién sé.

(Ky, ho tén )
Dang ky tap huan (Chon m@t trong hai hinh thirc sau):
(] Tour gidi thiéu thu vién (15 phat)

[J Tap hudn SDTYV theo lép (30 phat)

* La thong tin bt bugc

BM.TTTV.14.01 (Ol-.5./i./olO.l..()—BL: 5 nam
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Ma sb:
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PHAN DANH CHO CAN BOQ TIEP NHAN YEU CAU (Lién 1)

1 NGAY HEP MIAN: <..oooooeeoe oo ee e serseas
2. CAN b &P MNAN YEU CAUL ..ot es e e see e s seeseeeenes
3.CAN b0 thure hi€n: ... e
4. Ngay tra Kt qua thure RSN ......ooooie et e
5. Can bd nhdin két qua thwe Ri@N: ...
6. Xdc nhan K&t qua thwe MEBI: .........ooiii i,
7. Ngay tra két qua cho ngudi y&u cAU: ...........cooooiiiiiiiiiiice e,

8. Can bj tra két qua cho nguwdi yeu CAU: .......ooooiiiiiiiiii e

J

PHAN DANH CHO CAN BQ TIEP NHAN YEU CAU (Lién 2)

L NGAY HEP MIANI .ot es e e e saes s es e seaes
2. CAN b P NIAN YU CAUL ..ooooeieeeeee oo et s e eee st ee e eeneeseeoe
3.CAn bO thuwe hiCn: ..o e
4. Ngay tra Ket qua thure RIGN: ......o.oie it
5. Cdn bo nhan két qua thwe Ri8N: ...
6. Xdc nhan K&t qua thuwre BIBI: .........iiie i e,
7. Ngay tra két qua cho nguwdi y8u cAU: ...t

8. Cin b tra két qua cho nguwdT YU CAUL ........oooiii it

BM.TTTV.14.02 (01-.3//9045)-BL: 5 nim




