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1. ;"#2.8 Flow Chart
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#% Process F 3 %2 Acquisitions and Cataloguing Section Parallel/ Upper ¢ * % ¥ Forms Used
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Recommendation >
Procedure . v
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£ Yes Operations 2.3.2 A
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<7 P Place 3 A
7 % P No purchase 2.3.1
Order T2TRE ?:7}‘1
g Download Library Book Ordering Info 2.3.4
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% B Catalogue

[ T3 T Download Library Book Ordering Info 2.3.4 ]

/

% No

:z'LéL % S P 4v 1 Ask book

vendor to add cataloguing

information 2.4.2

BRI TR s thisinfo
an urgent book
recommendation? 2.4.1

N \
£_VYes
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&)
[ 2% #H Book Delivery
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Z T Receiving A4
#73 485 J< Receive new books into the
Library collection 2.5.1
/
AFEF R0 12 FE v ~
Sk B 34 Ask book vendor for _qk%a_g_@_}f AEBBZ p 740 41 Urgent
library book cataloguing info to verify recommended book catalogue processing 2.5.3
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N J
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- BB FAEE - %% 248 General Library Books Purchasing, Receiving and Verification

iz TF e
#% Process F 3 %2 Acquisitions and Cataloguing Section Parallel/ Upper ¢ * % ¥ Forms Used
Units
{ . 541 i Change lbrary book siatusin the system 2.5.4 (318 5 Cleim Voucher]
A4
Bl #5312 1 B Transfer ibrary book to
F 4 Verify Readers Services Section2.5.5
PATR ke Controler’s Division verifies
v the accounting records 2.6.2
%41 1¥% Verification Operations
261 v
O]

2. it¥4 5 : Operations Procedures:
2.1 # & ¥ : Recommendation Procedure:

21148
2111 95 % H :

2112 BB EHE

7%“%%4 Recommend New Books:

TRREAATEIIELT IR L A EFARE LR S
E ’11 # v B :3 A 5u— HpoBook list pick: Give faculty or Library Committee
a list from printed new book catalog or electronic file provided by book
vendors to check the books they pick and then send the request back to the
Library to make a joint purchase.

PG EPEE S MR T T BB G
W fmgE i ce-mal ke~ 3 &~ T~ e~ E N E ISBN % o Fillin
Recommendation Form: Recommendation Form can be picked up at the
Library Circulation Desk or downloaded from the Library website. The form
includes information such as name, recommending unit, email, book’s
name, author, publisher, year, and ISBN.

2113 PRl KHR 2L R E o e http://proffer.lib.mcu.edu.tw/weblink

Online recommendation: MCU faculty and staff members and students can



http://proffer.lib.mcu.edu.tw/weblink
http://proffer.lib.mcu.edu.tw/weblink
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recommend online at http://proffer.lib.mcu.edu.tw/weblink.
212 # =3 pt ¥ © Set up Purchase Order:

2121 (R BA Y EZHAERREE > d T T EZ %D M R
= ¢ e-mail L34 R # 4% - Departments or individuals choose from the
book list and fill in Recommendation Form for book vendors to set up a
purchase order and simplified catalogue files. Upon completion, email the
documents to purchasing staff to transfer the files.

2122 %P @ FheE ~ B3 0B kst Transfer simplified catalogue files to Library

Recommendation System:
21221 %P A F e 4T L T3 ~ DAk S ISBN S i f > TR H =
i A~ 2w & = - Simplified catalogue file includes book’s name,

author, publisher, ISBN, price, price unit, summary, and category.
21222 %P M TARERIHE CRORINLEIF o NLEF pES
Fhig = A% R 22 - Provide simplified catalogue file format in the
Library Recommendation System to book vendors to prevent
possible file transfer problems.
21223 %P @i 32 B2 42 &k 2 Transfer simplified catalogue files to
Library Recommendation System:
TR AR RE - R A R TS
Excel # - Click on purchase case name—recommend in bulk—
Derive complete comparison file—Save as an Excel file
2123 prif d R A F A BIEAE AT T §URER 21223 -
Online recommendation: Purchasing staff download from the Library
Recommendation System every week, same download procedures as in
2.1.2.2.3.
2.2 A ¥%4F & ' Check for Duplicate:
221 4+2 % F 3 48 & ¢ Check if this will be a duplicate:
2211 #prpApdE o~ RS A E h e ks @ 0 PR ioB 3 o AR L SR
¥HicH 'J“,ﬁ% 4§ * - Transfer purchasing files to Library Recommendation
System. Enter schedule and delete duplicates after comparing with
collection files in the Library Books Circulation Collection System.
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2212 Y 2 BF Y e g AEUAP 2 BE - L R A e Inprinciple, there
is @ maximum of two duplicates of Chinese books and one for foreign
books.

2213 v HHAER S FAF A R B Yo g R d R ,:a@ﬁjgfﬂﬁ - Upon
comparing the library collection data, the system will automatically sent a
duplicate copy notice to recommenders.

2.3 37 : Place Orders:

231 = 5 445~ > P2 L - If this would be a duplicate, there is no purchase.

2.3.2 % 1 1% : Bargaining operations:

2321 x4ed ~ F R a4 F R ME2 B o Purchase is based on

Ming Chuan University Procedures for Purchasing Library Books.
2.3.3 £+ 2~ - Present official document.

2.3.4 T3 ®Z 74 - Download library book ordering information:
2341 TR R EMEI P FIRT L~ ks ISBN 237 E 7 B e fRREA
R FE o If book vendor discovers that the book’s name, edition
or ISBN doesn’t conform to the purchase order, they should confirm with
purchasing staff whether or not to complete the purchase.
2342 FE LR ERZ Qe E  f 8 L85 B B Egrile If the purchase is
a inter-entity supply contract purchase order, confirm with the General Affairs Division of
National Taiwan University.

2.4 ¥ p : Catalogue:

241 %% % —#—1‘1*‘—#&—,%—'-‘—7—”]* & BB Z 74 - Is this information for an urgent book
recommendation?
242 £33 %P 41t Ask book vendor to add cataloguing information:
2.4.2.1 4 W # &% H - Book vendor provides Verification Form.
2422 FHHAF HRFEILT P LY WP 2R E %D R0 Ti4- 2 -5 -Do
inventory cataloguing files and verifications conform to Chinese
cataloguing and British/American cataloguing regulations? Also be sure

that one book has only one catalogue number.
2423 B 1342 4v1 o Book vendor revises any mistakes and
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2424 ¥ 3 end FRAT T AR T R REFA 32 8 - Books purchased through
Ministry of Education subsidy are sealed with MOE subsidy seal and A/V materials have

MOE subsidy label affixed.
2425 4% d T HE AP vl > AT R B4 2 4244 o If book vendor is

classifying cataloguing information, the Library must provide the required non-durable
materials.

2426 BELEVRETFE R AERE KA T ELEF & - Provide book vendor
with rectangular library seal, circular collection seal, and MOE
subsidy seal.

2427 His Lok ~ B EEE S 212K CD B~ AR iR E

g EEE T/ EE F - Based on the actual purchase, provide book
vendor with other non-durable materials such as bar codes,
burglary-proof magnetic strips, book pouches, CD pouches, MOE
subsidy labels, and supplementary labels.

2.5 4z : Receiving:
2.5.1 #7% 4%« : Receive new books into the library collection:
2511 e B e £ AT R EFFE > PHE L ITE RS IkaE S K
372 ISBN% 742 - Check if delivery quantity and price match Book
Delivery Packing Slip, as well as book’s name, author, edition,
publication year, bookbinding, and ISBN.

2512 #+ > T HF ZHHRF L T S 2 40} & F AL For foreign books,

the invoice, spot exchange rate and discounted price also need to be verified.

2513 AT A ik & ® LT F17 - A/V materials should be played to

check that the images are clear.

25.14 F=%xp ¥ 7 - Affix received date seal.

252 A R P el 2 BlE &REE P T4 ¢ Ask book vendor for library book
cataloguing mformatlon to verify:
2521 PHIF HPHRFI LT HEY MBP RAEEZ5HP AP 235
#]- % - %5 - Check if book vendor’s Cataloguing Verification Form conforms
to Chinese cataloguing and British/American cataloguing regulations. Also
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be sure that one book has only one catalogue number.
2522 P¥tE F4ea ek ameandk B TR EF 4p ¢+ - Check if book vendor’s

processing conforms to book and system cataloguing information.
2.5.3 -#—%l—#&—,%—n‘—v—”f ARMEZ P %P 41 : Urgent recommended book catalogue

processing:
2531 #4&¢° W%BP RP|EEE %D AP 2T 54 - 2 - 5 -Ensure that
this conforms to Chinese cataloguing and British/American cataloguing
regulations. Also be sure that one book has only one catalogue number.
2532 p A4 v R e ks andh p FALETE 4p ¢4 o Confirm catalogue
processing is the same as in book and system catalogues.
254 Lt i B RE K EEN{ e ARSI HERL AP ER
i - Change library status in the system: Upon receipt, change library status in
the system from planning to purchase to transferring to Readers' Services Section.
255 W #= 1 &R T e - Transfer library books to Readers' Services Section.

2.6 %40 : Verify:
2.6.1 ¥4V i ¥  Verification Operations:

261 1% 7 VALY 2.5 ¢ F o *‘f MEFRMEA B Bt TR RPMAPME
TRAER T SR A A R ERAA R (Mg fhe) g Eix A B (2
EFEA CBMEA SCBRITAZFEEA) R E D s g5k R (R RE
Pirrd % B % & D4 £ %z - Western books purchased with
Ministry of Education subsidy must not only be checked by the
purchasing staff in Library but also staff from relevant on-campus units.
The inspectors should include supervisory personnel (Auditing Section
of Controller’s Division), user unit personnel (including operator,
purchasing staff, receipt personnel, and trustee), user unit supervisor,
examining personnel (General Affairs Division and Controller’s Division),
and vendor representative to come to the Library together for
verification.

2612 & ¥ RREBHSILTFE TRAEZFLETREFMILL P4 X
WRTE AP T I oA clalm voucher is used to verify library book
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budget, and must have Book Delivery Packing Slip, Purchase Order,
and Invoice attached, and indicate the purpose of the purchase.
26.1.3 PrapEd RypEl AR LHERPEL A FE REE (R FR)E i
p # - Upon verification, responsible staff, Dean of the Library,
responsible staff and supervisor of each unit, and President should
sign or seal with date.
2614 HTIFEAEEE 20 2 20V HER BERTZ OME 2 Kt E
Western books purchased using Ministry of Education subsidy must
have the inter-entity supply contract order and receiving record
attached. kized/f 7 73 28 % c* R «hE F 2 p ¥ - Receiving
record must be signed and dated by all participating inspection
personnel.
2.6.1.5 H T IV ES AT 2 B E R 5 B HH A F £% - MOE subsidy register
must be printed for books purchased using Ministry of Education subsidy.
2.6.2 PAFXELEITE 1 F 7 PA TR EHE ii;i—‘;;‘—qm & A~ 417 # - Controller’s Division verifies
accounting records: Controller’s Division provides an inventory for Library to check every
month.

3. #F+]€£ 8k : Key Control Points:

Bl FHE L P el FRE 4T FA4E R A - Does recommendation list

conform to Ming Chuan University Principles for Recommending Library Books?

32 RWEEF e AT 23 FH 2 & - Doeslibrary book quantity delivered to the
Library conform to Book Delivery Packing Slip?

33 HAIATE T @ £ 4010 1 BB 2 4R T Ry o Do purchasing procedures
conform to Ming Chuan University Procedures for Purchasing Library Books?

4. #%* 23 : Forms Used:
4.1 #7% 32 & H New Book Recommendation Form
4.2 7p# 8 Purchase Order
4.3 £ %% Contract
4.4 % % Information Petition
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45 % % i H Book Delivery Packing Slip
4.6 %kPEIG 7 Claim Voucher

5.ik35 % 4p M < ¢ : Basis and Relevant Documents:
51 & @+ E R 4&RT FAHFME2E Ming Chuan University Procedures for

Purchasing Library Books
52 # @+ BRZE &R F44e & & A Ming Chuan University Principles for

Recommending Library Books
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