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2. 't ¥ 42 B : Operations Procedures:

21, WEHEEFERABRTFTHWENTHRZRBE T4 5 $F A % - Collect information
on the library materials to be disposed of: Materials that can be disposed of include
the following:

211 FHmRiE2 SRFLWMEFTH LEY © £ T F - Library materials
that user has lost or damaged for which there is proof that they are no longer
available for purchasing.

2.1.2. Ay plip 2 # g * 2 Bl E 74 - Library materials that are too damaged to
be used.

213 BT EAM2ZREFAREE5ETTAY I'Jéﬁ - Take stock of library materials
that have been missing for five years and cannot be found.

214, 2 LEHEL  Apg > BLFRIE A 2t 1o Library materials that
have no academic value or are out of date, but valuable books are not thus
restricted.

215, ERREALE 10 £ 0 0§ e AREFATRR L & E F - Old editions of library
materials that are more than ten years old for which the contents are now covered by
new editions in the library collection.

22. #@liv4F By H Prepare Disposal List

2.2.1. &ix §ﬁﬁg\§]%;}k AR ITFRRRD ;—;}E - Prepare list of library materials to

be disposed of according to the status of these materials.
2.3. % 1% Present Requests

23.1. /2@ HE R o Present official document for disposal with the list

attached.

232, #pgH R4F4E o7 o Present Disposal List for Dean of Library’s
approval.

2.33. A H B4R = H =957 o Present Disposal List to the relevant upper
units.

2.4. A4l Delete from Library Collection
241, PV ERFERRF A LEIFRE BT 522 1 4 Upon
approval, deliver Disposal List along with a copy of the official document to
Acquisitions and Cataloguing Section; Readers’ Services Section keeps
the original official document.




v LA | o ERgr 4] B 4R B (£ ¥ Internal Control Mechanism- Library

Name of Collection Disposal Procedures

Document

v i g

Document | 0711-003 3= Edition | V4.0
No.

HErE 4 3% p #

Proposing | W& 4 Library Effective | 2016/04/28
Unit Date

3.

5.

242, i p Bib k BLp 4l AR Ze R - Acquisitions and Cataloguing Section

deletes library collection records in automated system.
25. ¥ M AR &4 Report Internal Asset Loss

251 HmeikypaF a0 £ 2 B 0 WITR PN MA IR A - Acquisitions
and Cataloguing Section prepares internal asset loss report based on monetary
amounts and quantities according to the Disposal List.

252, MARFFF LB R 22 &M fdA 4 —=Report asset loss with an
official document to Controller’s Division.

25.3. PARALRIREF £ R %7 I8P A R 4F - Controller’s Division reports asset loss

to the Ministry of Education according to the Asset Loss Report.

=41 £ 3:Key Control Points:
31, AEEER AT RypAp M on3R B P PHZ - IS library collection disposal dealt with

based on relevant disposal regulations?
32, F EFpaMcE 2 £ AT &7 4P R 2 - Do annual disposal quantities and

monetary amounts conform to relevant regulations?

¢ * 4 3 Forms Used:
4.1. B2 A5 HE Library Materials Disposal List
42. &8~ Fp4A B4 4 Ming Chuan University Asset Loss Report

4.3. £ % Information Petition

%442 49 M < #Basis and Relevant Documents:
428 < BBl 3 4408 57 % & 2 - Ming Chuan University Library Materials Disposal

Guidelines
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