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2. f¥¥42/ : Operations Procedures:

2.1 ﬁ%l » 3% F g 5 - Key in user’s library card number.
2.2 % Fé —‘k B E_F & 4L 24 Review any violation or suspension of
user’s book loan privileges.
221 A i digrA i p Fa kB A RE ERFVEE LS
Z 3t A % 5 7432 - Book loans to anyone other than the user:

e

K

Please come to check out books in person. Only MCU full-time
faculty can fill out the Delegation of Agent Form to entrust others
to check out materials on their behalf.

222 W F A k33 200 ~ > dyis H i EAEIL ;aé%“ﬁii‘-i L Eg
Rt g d AR 0 Al ﬁz | #% & 4 - Book borrowing rights
will be suspended due to cumulative overdue fines of NTD 200:
Users are to pay their fines and present the receipt to the
librarian to eliminate violation records.

223 HEM#Ice R SAZET 2P &;ﬁ—;ﬁ—*ﬁ ;tfti—?ggﬁé, Rz B3
1 it £ =< % % - Borrowing limit is reached: User exceeds the
maximum number of volumes that can be borrowed at one time;
please return books first before borrowing new materials.

224 2 EY BABFTHRATFEFED P F 2T EH G %
PIEP a2 IR sl L RREE  RI UATH
—‘ﬁ P T A s ut B - & ey 2l o Invalid library card: Student
ID card must have current semester’s registration seal to extend
the effective date as announced by Registrar. Outside users
such as alumni and friends of Ming Chuan University need to
update their contact information to extend one year of validity.

225 WE B Rwe w4 Aol Fmnli Y Fl s F g
£ i 3 »8p 'L - Reported lost library card: Confirm with users if
they’ve ever reported loss of library card, then revise the period
of validity.

2.3 &~ B % i  Swipe the library bar code:

231 FEF P VARG FATRERRE F3 FEAGEL

ii%] » L AR OEFS o If books come with supplementary materials,
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ask users if they need to borrow these, too. If so, take out the
supplementary materials to key in the library bar code of these as
well.

24 KRBT BATHERZRBE A HER ‘p«péj‘ » I a‘%iﬁipé—‘k RGN
p - Demagnetize books and give the books and supplementary
materials to the user, then remind them the deadline for return of
materials.

3. #+#|£ 3 : Key Control Points:

3.1 {?ﬁimé—‘k Epus v v ERP B2 B ERPMENERT
2_ixdx - Confirm users’ identity to use as the basis for number of
items that can be borrowed and other related book loan rights and
regulations.

3.2 B‘.p.u{?'ﬁpg'k”TéA'%i%g Az T EARE {M‘ﬁi@% °
Confirm that users’ book loan is what they want and if they have any
needs for access or book reservation.

33 AFmNERACREIZIKFEE WARLIFLAZEP 2 BTN
Y Ta Rl o S LN R # ° Confirm Delegation of Agent for Library
Loans and faculty or staff member’s ID card. Check the entrusted
person’s documentation and process the book loan following phone
confirmation with the person in whose name the materials are being
borrowed.

34 LT EHIHET 200 AoE G RIR o K R BRI
Does user have overdue fines of NTD 2007 If so, inform the user that
library cannot provide the book loan service.

35 mmirE Rz B EFE e =2 BME o Confirm that the borrowed
books are demagnetized.

4, #* % ¥ : Forms Used:
41 BZARFHE Library Loan List
42 B3I %xf %i :2 ¥4 2 Delegation of Agent for Library Loans
4.3 Bl ¥ ¥ i1y Library Fines Receipt
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5. ix3x 2 jp M < i ! Basis and Relevant Documents:

5.1
5.2

5.3

5.4

5.5

5.6

B2 4 B y+2 Library Book-loan Procedures

B3 4t £ (T e SRl E 3 42 Inter-library Cooperation
Association Reciprocal Borrowing Procedures

B3 42 &ivig 3 & * p52 Procedures for Use of Inter-library
Loan Card

B3 4TerF i B * 752 Procedures for Use of Temporary Library
Card

ST R P i B2 Procedures for Multimedia Resources

Center
il g By E (p /7)) Circulation List (dd/mm)

PRI AF R AR T il § (% 3 17 ¥) Internal Control




	work processes 1
	work processes 2
	work processes 3
	work processes 4
	work processes 5
	work processes 6



