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2. i¥¥4#5 : Operations Procedures:

2.1,  #livageh L g5 H - Prepare Library External Collection List.

22, BEE AR G ARTUEPY T o RN AR NN FREL
FHEHREF AL > FaREAY PR ke F i 5 8 - Arrange inventory date
and time with those responsible for library external collection. If Library cannot
directly contact the borrowers of books from a Ministry of Science and Technology
project, it can ask the research assistant or department secretary to take the
inventory.

23, AR T L RE R GBI P ARE80 L i B B A
3+ 8% 4 - Library staff proceed with inventory in external library collection units. If
there are more than 80 items to be inventoried, an inventory device should be used
to reduce manpower errors.

2.4, VEFOR . A2 RERS %G HE - Compare information to generate Library
Collection Inventory Result List.

25 ExAEf F 4 o Contact person responsible for library collection.

251 FRFTHRRGEFARRERIERY > kR P g HER TR
;% o If there is a missing book, and the person responsible confirms it has been
checked out, note the return date and follow up on the book return status.

252, FHETHRR B FAFERTAERY d Rl FARAES -
If i's a missing book, and the person responsible confirms it has not been checked
out, notify that person to look for it.

2.5.3. * &4 3 > wIF &% o If there are no missing books, report no
discrepancies are found.

26. AR FAEDIIME TR g F Ao Bk e o If person
responsible finds the missing library books, notify the inventory supervisor to delete
the note from the inventory record.

27. meslAREEA o xR TRE A2 RE R, &L - If library materials are
confirmed as lost, this is handled according to Fines and Compensation Procedures
for Lost Library Materials.

3. ##]£ & : Key Control Points:
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31 “muyEpegwedp 3B L - Doesinventory check of book information
conform to actual book records?

32 IRV SR AT A g et e 0 2] - Besides using
systemic comparison to discover mistaken status, should additional manpower
be used to make a determination?

4, #* £ ¥ : Forms Used:
41 #4ohd KHE = F 4 ¢ H Roster of Those Responsible for Library External

Collection Units
42 ApehdzaEE L 4758 4 Library External Inventory and Overall Analysis
4.3 AgchZgphk i H Library External Inventory Status List

5. 32 4P M+ & : Basis and Relevant Documents:
51 &~ FRT e Haet T E =Zye2 Ming Chuan University Procedures for
Managing Library Materials in Collections Outside Library
52 B3 T %42 Fines and Compensation Procedures for Library Materials
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