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2. i¥¥ 45 : Operations Procedures:

2.1
211 #&

# 3+ Gather Materials
SEFA R KR H g S AR B o IR TS K5 Bk o Accept

recommendations from faculty, students and departments or from the Library’s
internal recommendations. Electronic journals have purchasing priority.

212, Er2 g

HHRPATA

FAE AR H (8 B & 57 o Upon duplicate

verification for recommended journal purchase, ask vendors for quotation and
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present for President’s approval.

2.1.3.

B3 H (7 #7372 Y378 7)) - Organize List of Journals (including new

journals and those to be renewed).

2.14.

4R 3 KAk p AP TIH P o Librarian looks up prices on

publishers’ websites.

2.15.

FRH R EBATTIH 0 L AR AW T RO B SRR 2 T R o

Ask vendors to provide the newest prices and compare with the librarian’s to ensure
the accuracy.

2.1.6.

2.1.7.
2.2
2.2.1.

2.2.2.

2.2.3.

TR E R s H R ST - R BT T
a‘;] PR AL R AL e RE #7 & o Determine Proposed
Journal Purchase Request List. Report to upper units about purchasing
journals for the next academic year through negotiation and request that a
negotiation session chair be appointed. Prior to negotiations, the Dean of
the Library should ask the President for base price.

&£ o= #5571 » Official document is submitted for President’s approval.

7Bt Place Orders

SR SRR RN FERG RN DB AR RRF AR
KPR ART "RBELEFA MR SR el gL
Invite vendors for open tendering and notify the university’s internal
negotiation staff to attend the session. Besides representatives of vendors,
attendees include the negotiation session chair, Controller, auditing staff,
Purchasing Section Chief, and Dean of the Library.

THARBER -ARPEL RPF2AIBPE > NP FENKRYE Al
RB AR 0 T d GyEL BGRTE & - Summon a negotiation session.
During the negotiation process, a vendor has three opportunities to quote
a price. Once a quote enters into base price, the negotiation procedures
are completed. The responsible staff member should record the
negotiation.

HBEE R & T EHET &% & o The negotiation results are then

reported to upper units with a request to affix the university seal to confirm the

contract.

2.2.4.

BRI E E 1 & 9B sz £ % - Sign aone year and nine month

contract with the vendor’s agent.
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225, R & Nis ki H 4o F £ 7| - Once the agreement is signed, the
vendor should send Journals based on the Purchase Order.

2.3 1 #x Payment

231 AR <P I 2 invoice & 15 & Fi’-,g C RITHESF B HPIIAG D £ £
BeoW2 g IRE AR d i Y g RIpMET F oY 5
g 7 3 ° Upon receipt of invoice, WhICh is confirmed to have no mistakes,
the library staff should estimate the total cost by converting from USD to
NTD according to the recent exchange rate. Print out Budget Use Form
from the Budgeting System and have relevant units to countersign an
official document to request expense be prepaid.

2.3.2. #&E& == 5+ o Official document is submitted for President’s approval.

2.3.3. BMirEH = £ & o Controller's Division writes a check.

234, *EEyeEA D4F % - Responsible library staff member goes to bank to
process foreign currency remittance.

235 AEFYIEFZEHE 2 T NVEF L - Upon receipt of remittances, vendor’s
agent should prepare an official invoice.

2.3.6. GyEA R E L 287 & A4 - Upon receipt of invoice, responsible
library staff member should proceed with prepaid expense verification.

2.4 Bz Receiving

241, & p ZycplaEd T 0 I p Btk Bk 4 - Check journals received
every day and make a note in the Automated System.

2.4.2. EpEA SR ¥ e P4 TR AP A F 7)) - When
checking and registering Journals received into the Library collection, responsible
library staff member should also check if there are missing journals.

243, # ¥ A D)2 NF o 77 2 ¥ Bk o Need to press regularly for missing
journal issues to be resent.

244, RIEB AL BT o w WP EINY G F TP FREAF 2T R

FHTVE P 2T A 2 BT T 0 kA DT P #cE 2R 4% - Upon
Notice of Claim, agent should ask overseas headquarters to resend the
journals. If agent cannot resend the journals, they should refund the
payment according to the price on a single volume of the journal. If
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journals are defunct, a refund should be issued based on the cost of the
numbers of journals not received.
2.5 %% Close Case
251 73 #A & B2 33K 0 W E R AR K- #yH2 - Refund for all
missed editions of journals or defunct journals should be dealt with the year-end
journal case closing.
25.2. FyEA Az Fli¥iis < & +% o Upon receiving a refund, responsible
library staff member submits an official document.
25.3. & 5784 < o President approves the refund document.
25.4. H Nz 3% d P ixE~ R o Journal refund payments are entered into
account by Controller’s Division.
2.5.5. #H 72 % - Journal case closed.

3. #+#]€ & Key Control Points:

31 P HEMEETF &F R - Wastendering carried out for journal purchase?

32 A HEMETEF &P HE - Was the journal purchase presented to the
President?

33 £ mEEEZE3 &9 - Didthe Library sign a contract with an outsourcing
agent?

34 PHApgEdr BRI T EHRES - & o Do journal quantities and time

received by the library conform to the purchase contract?

#* 4 ¥ Forms Used:

4.1 & < g N4x g H Western Journal Recommendation Form
4.2 @7 p; E Proposed Journal Purchase Request List
4.3 Ri7 3% % H Vendor Quotation

44  #F& H Journal Price Negotiation Form

4.3 #1348 Negotiation Record Form

44 &% # L ¥ Budget Use Form

4.5 i#4k H Notice of Claim

4.6 % & Information Petition

kg2 4p M 2 ¢ Basis and Relevant Documents:
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