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2.

ft¥ 425 : Operations Procedures:
21 ¥FRrE 3 FkiFHE - Organize Electronic [online] Resources List.
2.2 ?bfé‘}%%f—‘ﬁ : Continued Subscriptions:

221 & HlME  ARE FA AR K 0 F A RS 0 14 41% A - Print property
labels and use different colors to distinguish between MCU and Ministry of
Education subsidy cases.

2.2.2 AT E g * Jﬁ v THER Y BLP B P4 73 o For MOE subsidy cases,
instruction manual must be submitted to Controller’s Division.

223 & R AP Hpd AW A H %At - Provide Property Disposal List
to Controller’s Division at the end of academic year.

23 iB3TE om it Jﬁ : Discontinued Subscriptions and Things Which Cannot
Continue to be Used:

23196 & 1 isHr3T2 TR oo BT EER B 0 PUE {834 e85 - For resources
subscribed to after 2007, present request for disposal. Upon approval, cancel
records.

23296 Fum T2 TR HBIRAE 0 BdRA 0 B B a4 A bk o
For resources subscribed to before 2007, fill in Property Disposal Form and
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present request for disposal. Upon approval, Construction and Buildings

Section cancels property records.

233 B &R B AP &M AWBGHE %47k - Provide Property Disposal List

3. #F#/£ 8k Key Control Points:
3.1 &_% =37 - Is the subscription to be discontinued?
32 &% 3 7|& B4 o Is the property label printed?
3.3 BiT@ix % F LT &ARA4F A - Are disposal procedures followed for discontinued
subscriptions and things which cannot continue to be used?

4. #* 2 ¥ : Forms Used:

41 % % Information Petition

4.2 p4 A 3F B 3 Property Disposal Form

to Controller’s Division at the end of academic year.

332 oM < & : Basis and Relevant Documents:

4218 < B B3 a4ng s 57 *% & 2 Ming Chuan University Library Materials Disposal
Guidelines
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