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2. 1 %3+ Gather Materials
2.1.1 ﬁﬁﬁiﬁ?ﬁiiﬁ"ﬁ P F RATTTRR G REREY ZAE > KPR TR

BHATE o
list. If new resources are being purchased, a trial period and subsequent
recommendation are required. Following Library’s internal discussion,
proceed with purchasing procedures. If purchase is a renewal,
whether to continue or discontinue based on usage rate.

FrFihikEr 5o LT B30 Organize proposed purchase

evaluate

2.1.2 By 7 ¥ &%4F § - Vendor provides quotation.

213 ¢} L&’i"f%{ ’F_/ET%"#E&( ITE' FP /F )

- Present request for President’s approval
for purchasing (attach Purchase Request List).
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2.2 i’g@loog‘ﬁ : Exceeds NT$1 Million:

221 # & peRppE bz 2 SRR AR > TR B UG 5 E 0 B S RE P
A EFERE S R - If purchase conforms to restricted tendering as stated
in Government Procurement Act, complete the Restricted Tendering

Application for President’s approval. Upon approval, use price negotiation.

222 %W g3kd 42 2 B o B MAA s P EApM 4 R %4 o Library should
summon a negotiation session, which relevant personnel from Purchasing,
Controller, and Audit should attend.

2.2.3 F & &g iE 2 —"F'f v Pl3E o B 4242 5% o If purchase does not conform
to restricted tendering, use open bidding.

2.3 %ﬁ@lOOﬁ"'ﬁ : Less than NT$1 Million:

231 7 BiA 5 BlFEZERS > 54 - Ifonly one vendor offers this product, use price
negotiation.

232 2 RA SF o RIS TR0 £ B AR 2 BB R o If product is offered by
more than one vendor, conduct use price comparison among three vendors;
then negotiate with the one who makes the lowest offer.

2.4 z7pPlace Order

2.4.1 7 T & %f ~ Confirm price.

24.2 5| er L H € % $.4% /% o Print Purchase Request Form and have General
Affairs Division countersign.

2AZ BB BB E B REP ~F R 2 LGP TR 0 B %S o Vendor
should provide quotation, proof of exclusivity, invoice, and contract so as to
proceed with verification procedures.

2.5 HzReceiving

25.1 % ivtpEI& % - Prepare Claim Voucher.

2.5.2 i’é@lOOEﬁ—‘ﬁ » Rt dpiv i % 4 o If purchase exceeds NT$1 million, present

request to the President to appoint a main inspector.

2533 Ma% ~ 51 % £ F ST o Ask Auditing Section and Controller’'s Division to

inspect together.

254 %7%100F F - 4 4= %1z o If purchase is less than NT$1 million, Library
inspects on its own.

26 2+ %Close Case

2.6.1 FEREG T FE P18 o d PR 2 o After the Claim Voucher is submitted and
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approved, Controller’s Division will process payment.
3. #F+]€£ 8k Key Control Points:
3.1 EF &Rz - Does purchase conform to Government Procurement Act?
32 AR Pt BRI E4E T hEHEMPES - Does purchase conform to Ming
Chuan University Procedures for Purchasing Library Collection Resources?
33 A F 3 2 B4R U244 o Is this open tendering or restricted tendering?
34 & %73 & ie4 - Isthere a Negotiation Session Record?

4, #* % ¥ : Forms Used:
4.1 % % Information Petition
42 4| HEF Y g—;!—E Restricted Tendering Application
4.3 ¥ pii-H Purchase Request List
4.4 &k W € k3z8 Negotiation Session Record
4.5 3jREE Purchase Request Form
4.6 #:BEIG ¥ Claim Voucher
4.7 < H Verification Form
5. 332 M < ¢ : Basis and Relevant Documents:
5.1 Fcfr#x pLiz Government Procurement Act
52 # @ <« F R L &4 K 7 ;& M2 Ming Chuan University Procedures for
Purchasing Library Collection Resources
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