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it ¥ 425 : Operations Procedures:

RAIGBIEEPD FRIAR RILBEPD PR 52202144 - Plan
inventory content and procedures. Draft inventory date, scope, participating
library staff and work-study students.
o a2 G mpE N f7ie 8 4 o Make external announcement that books loans
are temporarily suspended during the inventory period.
®HHEX K 2 1L - Prepare inventory facilities and tools.
A 4 8L : Library Internal Inventory:
241 % 8L A R & feizix o Assign tasks to inventory staff.
242 &7 > % 3 % 22 2 5$ 5] o Proceed to organize shelves according to call
numbers.
243 27 gL(PFRF 9 5 B - 1) - Proceed with inventory (takes about two
weeks).
244 GELd g o d Ay i ERd p o o After the inventory, use the library
system to compare the inventoried book information.
245 F p FAH P PEIHERERIZE P T - Send book information
related problems to Acquisitions and Cataloguing Section.
246 Atk i g5 5F 0 L L AERGR B TA - In case of library collection status
error, make corrections.
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247 7| T2 PR E FE > 247 % - = i g Create Missing Books List for first
follow up.

248 TiE 2 M H 2 FEi FirieE REFEFH - Confirm Missing Books List and
note to search for them durlng annual inventory.

249 A P FEHT X2 P RE 27 £ o Library locations continue to follow up on
missing books at least for five years.

25 E3R F.T_éd # ¥ : Submit Disposal List:

251 7 B FRE 0T E2 P > PR R4 F E SR E POBAR A - If missing books
still cannot be found after five years, submlt a Disposal List for President’s
approval to remove them from the inventory.

2.5.2 PBAF B2 H 3 LR ¥ e 81 P4 4% - Send approved Disposal List to
Acquisitions and Cataloguing Section and Controller’s Division.

2.5.3 $ e M1 de 4F B4 A B 45 o Acquisitions and Cataloguing Section reports
asset loss to Controller’s Division.

26 FHwmmigFizdE p F# o Acquisitions and Cataloguing Section proceeds to
remove these book from the library information.

. ¥+#]£ 8 : Key Control Points:

31 H¥ayEpEAHLFEYEE P es g - Doesinventory check of book
information conform to actual book records?

3.2 f;ﬁ bk Sy 2 g5k fi b > LT 04 A 3§ eb 4o 0w 2T o Besides using
systemic comparison to discover mistaken status, should additional manpower
be used to make a determination?

33 A F L ciFBAE2ZMI - Isabookreturned but not yet shelved?

34 s~ REIEEAEDEETF A L - Was re-check conducted before proceeding
with cancellation of a library book from the catalogue?

35 AINHBTEAPBEFEFS AL BE LEART - Did Library look for
missing books or books to be cancelled based on the Missing Books List?

#* 2 ¥ : Forms Used:

41 gk i B R3] Inventory Work Progress Plan

4.2 HFEhik ik i 77 %+ ¥ Inventory Status List

4.3 HELRPRETE A 15444 Inventory Questions and Overall Analysis
44 % % Information Petition
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45 Rl % 4R A E Library Materials Disposal List

%352 g B 2 ¢ : Basis and Relevant Documents:

51 4z~ B B3 4444 <7 % £ 2 Ming Chuan University Library Materials
Disposal Guidelines
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