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1. Nguoi cé lién quan phai nghién ciku va thuc hién ding cdc ni dung ciia quy trinh nay.

2. Ngi dung trong quy trinh nay cé hiéu luc thi hanh nhu sy chi dgo ciua Hiéu truong.

3. Méi don vi duwoc cung cdp 01 ban file dién tir. Cdc don vi khi ¢é nhu cdu b sung thém tdi

lieu, dé nghi lién hé voi Ban bdao dam chdt lwong dé ra sodt va cdp nhat theo thuc tién. Cdn

bo, giang vién va nguoi lao dong dwoc cung cap file mém trén mang ndi bg dé chia sé thong

tin khi can.

TT Ngi:i}éisﬁa Ij:;;gglg Trang | Muc Phé duyét Ngay hiéu lwc
1
2.
3.
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1. Muc dich:

Quy trinh dugc thiét lap, thuc hién va duy tri nham xac dinh cac budc can thyc hién
trong qua trinh bd sung tai ligu dap @mg kip thoi cho cong tac ddo tao Nha truong va ning
cao chét lwong phuc vu ctia Thu vién.

Quy trinh bd sung tai liéu thu vién tranh tring l4p, phit hop véi dé cwong, chuong
trinh dao tao nhim dép tmg nhu cu hoc tap va muc tiéu giang day tai truong.

2. Pham vi ap dung, trach nhiém

2.1. Pham vi ap dung

Truong Pai hoc Tai chinh - Marketing

2.2. Trach nhiém

- Ban giam hiéu yéu cu cac don vi lién quan trong viéc thuc hién quy trinh béo cdo

theo quy, ndm;

- Khoa, B mdn c6 trach nhiém cap nhép, dé xuit bd sung kip thoi tai ligu theo dé

cuong mon hoc trong chuong trinh dao tao;

- Phong Quén 1y khoa hoc va Hop tac qubc té va cac don vi c6 lién quan phéi hop,

thue hién ké hoach bd sung tai liéu dung tién do thoi gian va quy trinh dé ra;

- Thyec hién theo diing chirc ning, quyén han va nhiém vu ctia Phong Quan ly Khoa

hoc va Hop tac qudc té trong cong tac phuc vu dao tao chung ctia Nha trudng.

3. Tai li€u tham khio

- Luét Thu vién s6 46/2019/QH14 ngay 21/11/2019 ciia Qubc hdi nude Cong hoa Xa
hoi Chti nghia Viét Nam;

- Théng tu 04/TT-BGDDT ngay 14/3/2016 quy dinh vé tiéu chuén danh gia chét
lugng chuong trinh dao tao céc trinh d cua gido duc dai hoc;

- Théng tu 12/2017/TT-BGDPT ngay 19 thang 5 niam 2017 quy dinh vé kiém dinh
chét lrgng co sé gido duc dai hoc;

- Théng tu sb 14/2023/TT-BGDPT ngay 17 thang 7 nam 2023 ctia B trudng Bo gido
duc va Pao tao ban hanh Quy dinh tiéu chuén Thu vién co sé gido duc dai hoc;

- Théng tu s6 01/2024/TT-BGDPT ngay 5 thang 02 nim 2024 ctia Bo trudng Bo gido

duc va Pao tao ban hanh chuan co s& gido duc dai hoc;
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- Quyét dinh s6 51/QP-PHTCM ngay 9 thang 01 ndm 2025 cua Hiéu trudng Truong
Dai hoc Tai chinh - Marketing ban hanh Quy dinh v& chirc nang, nhiém vy, quyén han cta

Phong Quan Iy khoa hoc va Hop tac qudc té thudc Trudng Pai hoc Tai chinh - Marketing.

4. Khai niém va chir viét tit

4.1 Khai niém

Khoéng c6

4.2 Chir viét tit

P.QLKHHTQT: Phong Quan 1y khoa hoc va Hop tac quéc té

5. Noi dung:

5.1 Luwu dd qua trinh:

Buée

Don vi thyce

Luwu d6 thwe hién

Biéu mau /

theo danh muc

hién Hb so
1 | P.QLKHHTQT Ké hoach bd sung BM/P.QLKHHTQT/10/01
v
P.QLKHHTQT; Tiép nhan va téng hop danh
Nguoi str dung
Tra tring tai liéu, chon loc,
3 | P.QLKHHTQT 1ap danh muc chinh thirc
Khéng duyét

Ban Giam hiéu;
4 cu; BM/P.QLKHHTQT/10/03

P.QLKHHTQT P QLEHHTQ

hiéu duyét

s |Phong Déu tu

va Mua sam Chuyén don vi chtic ning

thuc hién mua

6 | P.QLKHHTQT Tiép nhén tai liéu, kiém tra
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Buge| DonVithye Luru @ thwe hién Bist mbu/
hién Ho so
Chuyén danh muyc tai liéu dén
bd phén xi Iy nghiép vu
7 | PQLKHHTQT v
Théng ke, giri phan hdi danh muc
tai li¢u bo sung dén Khoa, B4 mén
8 | PQLKHHTQT
Luu hd so
BM/P.QLKHHTQT/10/01;
9 | P.QLKHHTQT BM/P.QLKHHTQT/10/02;
BM/P.QLKHHTQT/10/03
5.2 Mé ta ndi dung chi tiét:
Bwérc Néi dung B?’n Vi c!m}u T-hm Két qua Biéu miu
trach nhi€ém gian
Lap ké hoach bo sung tai £ .
eh ‘ K& hoach
liu <1 i | BM/P.QLKHHT
L Xay dung ké hoach bd sung PQLERHIQL 4o b Sllllélug tat QT/10/01

theo nam hoc, quy

Tiép nhin va tong hop danh
muc dé nghi bd sung tir nhidu
nguén Phong, Khoa, BO mon,
nguoi st dung...

2.1 Khoa/ Vién gtri danh muc
tai liéu gdm Giéo trinh chinh,
Tham khao chinh ctia ndm hoc
mc?i ?ho P.QLISHH’}“QT sau | - Kh\oa/V iéni , Pénghi | BM/P.QLKHHT
) khi cac Khoa/Vién ndp cho P. | - Phong Quéan Iy [ <10 bd suné QT/10/02
QLKHHTQT hodc cép nhdp | Dao tao; ngay

mai; - P.QLKHHTQT
2.2 P.QLKHHTQT ra soét tai
liéu hién c6 so véi dé cuong
chi tiét hoc phin

2.3 Cén ctr thyc trang thu vién
1ap danh muc du kién bé sung
véi tirng nganh/chuyén nganh
theo ti€u chi sau:
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Budc

Noi dung

DPon vi chiu
trach nhiém

Thoi
gian

Két qua

Biéu mau

- Gido trinh, tai liéu chinh,
Tham khao c6 trong de
cuong chi tiét hoc phén
va khoa giang day...;

- Sép xép tht ty vu tién tai
liéu chua co, tai liéu méi
phat hanh, dé bo sung
phuc vu nhu cdu giang
day, hoc tdp, m& nganh,
nghién ctru khoa hoc;

- Tai lidu bd sung phai la
4n ban mai nhét, thoi gian
xuét ban khong qua 5 - 10
nam.

Tra trung tai liéu, chon loc,
lap danh muc chinh thire

- Thu vién ra soat tai liéu
hién ¢6 so v6i dé cuong
chi tiét hoc phén;

- Tra trung ban trén phan
mem quan ly thu vién,
néu chua c6 dua vao danh
muc bd sung; néu c6 phan
hdi lai cho don vi dé nghi;

- Gi6i thiéu tai ligu moi
thay thé, dép ung yéu ciu
chuyén mon

- Khoa/Vién
- P.QLKHHTQT

<7
ngay

Danh muc
tai liéu

Phé duyét Ban gidam hiéu

P.QLKHHTQT

<5

ngay

Dé xuat bo
sung tai
liéu

BM/P.QLKHHT

QT/10/03

Chuyén don vi chic ning
thwe hién mua

Phong Pau tu va
Mua sam

<30-
60
ngay

Bao céo
két qua
danh muc
cung cap

Tiép nhan tai ligu, kiém tra
theo danh muc

- Xac nhin danh muc
cung cdp so vdi danh
muc phé duyét dam bao
dng yéu cau;

- Nhéntai li¢u tir nha cung
chp: Kiém tra thong, sO
luong va chit lugng tai
liéu theo danh muyc dat
mua;

P.QLKHHTQT

=7

ngay

Tai liéu bd
sung
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Buéc Néi dung D?'n Vi ch;u T!wl Két qua Biéu méu
trach nhiém gian
Cpuyén danh muc tai li¢u
dén bd phén xit ly nghi¢p
- Phén bd tai liéu vé Thu
vién theo co s& dao tao
va gui danh muc tai liéu <7 Tai liéu
7 cho by phin xt ly | PQLKHHTQT = dugce xir ly
nghiép vy; neay
- Tai li€u sau khi xu ly
xong, lam thong ké bao
cdo phan hoi thong béao
cho nguoi dung
5| am thing k& bdo odo phée b <7 | Danhmyc
théng tin &én khoa, B4 mén FQLEHETOT ngay sislemdl
Luu ho so , BM/P.QLKHHT
(1) K& hoach b6 sung tai QT/10/01;
5 5 };)‘T’;u b b TS BM/P.QLKHHT
€ nghi bo sung tai liéu .
(3) Be xuat danh muc tai (]3;}/11? /Oi’KHHT
liéu mua bo sung Q
QT/10/03
6. Biéu miu
TT Noi dung 1\f£a ho,-? Noi luu Thoi gian
biéu mau Iwu
1 | K& hoach bd sung tai lidu BM/P.QLKHHTQT/10/01 | P.QLKHHTQT 5 nam
, | De nehi bd sung tai li¢u BM/P.QLKHHTQT/10/02 | P.QLKHHTQT | 5 nim
(Khoa, phong nguoi dung...) ' '
3 |DPexuatdanhmuctailiéu | gy of KHHTQT/10/03 | P.QLKHHTQT | 5 nim

mua bo sung
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BM/P.QLKHHTQT/10/01

BO TAI CHINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC Doc lap - Tw do - Hanh phiic

TAI CHINH - MARKETING

Sé: /KH-DHTCM-P.QLKHHTQT  Thanh phé Ho Chi Minh, ngay ... thang ... ndm ...

] KE HOACH
B0 sung tai liéu Thw vién nam ...

I. Muc dich - Yéu ciu:
1. Muc dich
2. Yéu cau
3. Thoi gian

I1. Té chitc thye hi¢n
1. Thanh l4p Ban chi dao: (Trudng ban, Pho ban, Thanh vién)
2. Thanh l4p nhom ra soat tai liu
- Nhén su
- Nhiém vu

IN1. Tién d9 thwc hién

Noi nhén: KT. HIEU TRUONG
- Ban Giam hiéu (dé b/c); PHO HIEU TRUONG
- Céc don vi thude Trudng (dé t/h);
- Luu: VT, P.QLKHHTQT.
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BM/P.QLKHHTQT/10/02

~ TRUGNG PAI HOC CONG HOA XA HQI CHU NGHIA VIET NAM
TAI CHINH - MARKETING Poc lap - Tw do - Hanh phiic
KHOA/VIEN ...
Thanh phé Ho Chi Minh, ngay ... thang ... ndm ...
PE NGHI
B0 sung tai liéu .... nim ...
A eniiia f s X Nam GT Tham Sit dung cho
TT Tén tai lic¢u Téc gid Nha XB XB | chinh Khio HP
I' | Toan cao cap Nguyén... | Taichinh | 2024 x Toén cao cip
2
3
TRUONG KHOA/VIEN
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BM/P.QLKHHTQT/10/03

BO TAI CHINH CONG HOA XA HOQI CHU NGHIA VIET NAM
~ TRUONG DAI HQC Pic ldp - Tw do - Hanh phiic
TAI CHINH - MARKETING

Thanh phé Hé Chi Minh, ngay ... théng ... ndm ...

DPE XUAT
Mua tai li€éu nam...
Niam | GT chinh/ So Stk dung cho
TT Tén tai liéu Tacgia | Nha XB XB TK llrg’:lg HP
(cudn)
; z x Tai . £
1 | Toan cao cap Nguyen... ik 2024 X 15 Toén cao cap
2
3
BAN GIAM HIEU TRUONG PHONG NGUOI LAP

(Duyér)
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