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2.

it¥ 425 : Operations Procedures:
2.1 & iT% : Recommendation Procedure:
211 ¥ g & %34 #72 - Recommend new books for special project.
2.1.2 a4 4 p 73 : Principle Investigator buys the books:
2121 RIPEL MONFT SR F AT F R 2 L FE LB F A(F)
v Y = 7z i H - Domestic book purchases of less than
NT$30,000 should attach receipt(s) and Book Delivery Packing Slip(s). If the
purchase is NT$30,000 or more, quotations from three different vendors
should also be attached.
2122 WU ME F A FE R FFEE AT AL p FHRERY
R 2 NEE S A 24T ¥R E o Overseas book purchase(s) should
include original Invoice, Book Delivery Packing Slip, and Exchange Rate
Table. Principle Investigator who purchases on his/her own by credit card
payment should also include the bank’s billing statement.
2.1.2.3 mEinpbd L AR * %3 490mE ¢ * - Confirm book purchase funds

are from the library book budget of the right project.
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2.1.2.4 Frinit L pdp L E_FE 2 & - Confirm project deadline conforms
to purchasing deadline.
213 BZAENM D A3 A 407 p Y VIR I AEFM AFAFEINIAE
H - Library purchases the books: If principle investigators do not
purchase on their own, the Library can act on their behalf. Principle investigator must fill in
the New Book Recommendation Form.
214 22 5P 3 B %S AL E 2§ % - Set up Purchasing File: Ask book
vendors for a Purchase Order and simplified file.
22 4 ¥4 & A EF F 4 & - Check for duplicate: Check if this will be a duplicate of an
existing book.
3 7B . Place Order:
231 = 5 5445 & > P2 B - If this will be a duplicate, no purchase will be made.
2.3.2 v+ i iT % © Parity Price Operations:
2321 P 2 T RE-ZF A ZHZFMPF R o J BMBRF R BT TR
¥ 2 BRF X2 @ # - If the price for Chinese books exceeds
NT$30,000, price comparison among three vendors is required and the
vendor offering the lowest price takes on the order. Refer to price for book
purchase discounts using inter-entity supply contracts.
2322 T2 EHEE R ERT GHEE B3 FH R £ 9 o Use inter-entity supply
contract to purchase western books and to sign a contract with book vendors.
2.3.3 & % 2+ = - Present Official Document.
234 M 4T B E TR 45 4 f 7 pi Library Book Order Info / Books Purchased by Project Investigator
2.4 %< : Receiving:
2.4.1 373 1|45 < Receive new books into the library collection.
2411 SicHB R A AT FE L FE  PiEE L (v RS HDRE L T
% ISBN % F# - Check if delivered quantity and cost match Book Delivery
Packing Slip as well as book’s name, author, edition, publication year,
bookbinding, and ISBN.
2412 #h =2 T HEZHEHRN R4F LT S 2 Irde E F R o For foreign books,
the invoice, spot exchange rate and discount price must also be checked.
2413 Fskzp I F - Affix received date seal.
2414 Pt e s p T EF 49 2 - Check if book vendor's processing
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conforms to book and system cataloguing information.
2.5 % p : Catalogue:

25.1 % P 41 - Catalogue processing.
2.5.2 § %% »eB 2 ;) & - Change library status in the system.
2.6 %40 : Verify:
261 Fra FAHE: F ARAER ZEF4 L o Notify Principle Investigator for
book loan: Must attach a note to the book with the faculty member’s name.
2.6.2 54V 1%  Verification Operations:

2621 HREEHE T FEHEFEZAFEETRPYGE I EPTF RRP o
Using Claim Voucher to verify library book budget; attach Book Delivery Packing
Slip, Purchase Order, and Invoice and indicate the purposes.

2622 {4 pFd KyEA AL L H B RPEL A F R (R FEF)E Seinp # o Upon
verification, responsible staff, Dean of the Library, responsible staff and supervisor
of each unit, and President should sign or seal with date.

2.6.3 B473/e¥ttk - Controller’s Division verifies accounting records.

3. #F+]€£ 8k : Key Control Points:

31 P Haf i EFE A3 P L SR ERE FHEERR - Does

recommendation list from the principal investigator conform to Ming Chuan University

Principles for Recommending Library Books?

32 ME#EF ke L e 3 FH P L - Doeslibrary book quantity delivered to the
Library conform to Book Delivery Packing Slip, Purchase Order?

33 HFHGARLT B 4T F R 4T REByE2E o Do purchasing procedures
conform to Ming Chuan University Procedures for Purchasing Library Books?

34 HHSDRE FTHET AT P E B K3 E 57 R4 - Does budget for purchasing library
book conform to the special project budget standards?

4. #* 28 : Forms Used:

41 M de g E (FLE #3303 F - & %354 * ) New Book Recommendation Form
(for Ministry of Science and Technology Project, Special Project)

4.2 s7piF ¥ Purchase Order

43 £ %% Contract

4.4 % % Information Petition
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4.5 2 % & Book Delivery Packing Slip
4.6 AbEEIG 2 Claim Voucher

5. ¥z % jp M <  : Basis and Relevant Documents:
51 & @+ ERZ 4&RT FAHFMEE 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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