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2. i¥¥#5 : Operations Procedures:
2.1 FEup 3 & F Check Donated Book Conditions
211 rJEFIAERE S 0 B F 73T A2 A F B ¥ o Handle books donated to the
Library. Unseal the donated book and decide whether to write a Letter of Appreciation.
212 FEsn A P AR AR ETA  0 E RNiE A PR 2 o Check if it conforms
to library collection policy. Discard those in bad condition or outdated.
2.2 % +%4F & : Check for Duplicate:
221 2+ H_F 5 % #4F &~ Check if this is a duplicate.
2211 4N 5323 Aok P F AE S 2 RS RATHE LV 4 a4 e
R E BRI 012 A2 - P 5 R B - If the Library already has a copy, but it's
a good book and newly published, it can be considered for the library collection in the
principle of no more than one duplicate of any book.
2.2.1.2 /45 % #4F & - Discard duplicates.
2.3. & %455 © Check Library Collection:
231 ZPaREEF 3 P FHM o Checkif there’s book cataloguing information in
the library collection.




MR R 2RE 44 R -g & AJ2 Internal Control Mechanism- Handle
Name of Book Donations
Document
< g
Document | 2161-003 =% Edition | V4.0
No.
HErE 4 »zp §y
Proposing | W& 4 Library Effective | 2016/04/28
Unit Date

232 3 P FAEMOBL AN pFE P T AEL 41 o Ifit's in the book
catalogue file, the Library processes the book cataloguing on its own.

233 25 2 P TR S £ T > B - P 5L e Ifit's notin the book
catalogue file, outsource cataloguing for donated books is limited to two duplicates in the
collection.

234 B a2 EE T ok BAR T WET & P diik o f the library
collection does not already have time-sensitive books such as in computer and law, these
can be collected if they are published in the last five years.

2.4 ¥ p Catalogue
241 T pFHEEL 4v1 o 2 CBFEIREE W EROE AT o d R P A
hohkip mEE P FHZ 41 - Process and maintain book cataloguing
information. In its system, the Library does its own processing and maintenance for book
cataloguing information for book sets, book series, and for duplicates in the library
collection.
242 ME # = 1 RF e - Transfer library book to Readers’ Services Section.
243 2 4 st % p : Outsource Catalogue for Donated Books:
2431 L4 Hmp T AT Sy ERFE R RFE o o b Ad K
B e Bt 402 3 - Pack donated books for outsource cataloguing and type up
the Packing List. Place printed Packing List inside of the box. Write the box number and
number of items inside on a piece of A4 paper fixed to the outside of the box and
temporarily place it in room 402.
2432 fam = I AP NEBHGE S AP RIRET G ATOERS R
Foo e Pliise g > X2 P 4 F %P - Check for duplicates a
second time, comparing the Packing List and the system information.
Confirm whether there are any new items in the library collection or in a
purchasing file. If so, note on the list and inform the cataloguing vendor that
there is no need to catalogue.
244 = g2 BE FEEIIEY RERI AT REAER  KFL A4 B
B - Affix “passing on the gift” seal on discarded donated books and place them
in the Computerized Search Area on the Library’s Second Floor for faculty
and students to take freely.
2.5 37p¢ Place Order
251 TV ER LA HIBLT ARIL  BRERP T Z RE R €3k o Book
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Vendor Price Parity Session: To handle outsource cataloguing of library books, contact
three appropriate cataloguing vendors to conduct a price parity session.

252 LRI R R REAHEHP EF  WITHIFREIE AL ATEBGEL S

P 1 -k 1% - Prepare analysis of each outsource vendor’s strengths and

weaknesses according to book vendor’s price and classified cataloguing quality to
determine the most appropriate cataloguing vendor to take on this contract.

253 &3 L *t ¥ P £ % - Sign outsource cataloguing contract.

254 % ¥ 2~ - Present official document.

255 pE 2 i# %P 41 : Send donated books for cataloguing process:

2551 %P @ 4~ 8P o Cataloguing vendor classifies and catalogues.

2552 & i hih % sk M ¥4 - F - %L - Library staff transfer detailed
catalogue file and verify that one book has only one cataloguing number.

2553 ¥ P B 4r1 - Cataloguing vendor processes.

2.6 % 4{zReceiving
26.1 £ *t % p B w45 c : Library receives outsource catalogued library books
back for verification:

26.1.1 ¥ ¥ H 2 #)E - Verify list and quantity.

2.6.1.2 ¥ # - Verify price.

2.6.1.3 ¥ ¥t& i F %4 p ¥ & - Upon finding no discrepancies, affix ‘received

date’ seal.

2.6.1.4 Pi¥tE fo ik g endh B FALE_E 4P 7 o Check if book and system

cataloguing information are the same.
2.6.2 { ¥, @3 ¥ & - Change library book status in the system.
263 BZ ##1 & ¥ e - Transfer library book to Readers' Services Section.
2.7 %4 Verify
2.7.1 ¥4 it ¥ © Verification Operations:

2711 % RREBEMIFTFHEZ FLETREM BRI P T REp | oA
claim voucher is used to verify, and must have Book Delivery Packing Slip and Invoice
attached, and indicate the purpose.

2712 P4 pEd SPEA BB BRTA R R Hma g s g3hAEER

£ % L(FR)2 4ezzp P - Upon verification, responsible library staff,
purchasing staff, inspector, inventory control, Bursar Section, unit supervisor,
Controller, and President should sign or seal with date.
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2.7.2 P17zt - Controller’s Division verifies accounting records.

3. #F+]€£ 8k : Key Control Points:

31 pEE A F AR~ & A~ R EcP £ E - Is donated book damaged, outdated, or in
excess for the library collection?

32 £t %P &F AT 7 & A4 % - Does outsource cataloguing quality conform to the
Library regulations?

4, #* 28 ! Forms Used:

4.1 % *t %452 H Outsource Cataloguing Book Packing List

42 %P 7§ B 7% % #4474 Cataloguing Vendor Strengths and Weaknesses, and
Price Analysis

43 £ 9% &2 & Contract Use Seal Official Document

44 £ %% Contract

45 % % i H Book Delivery Packing Slip

4.6 +z4'H Verification Sheet

5. &3z % jp M < * : Basis and Relevant Documents:
51 4@+ B2 42K RB 2 F4 AR Ming Chuan University Library Principles of
Receiving Donated Library Materials
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