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R 133 E (7 A ®|E$# )Promote Subject Book Fairs (including Student Club Activities)
1. 42®Flow Chart
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2. {¥¥#% : Operations Procedures:
21 =FHFEFEHLH T ER P EPFAE - Plan subject book fairs and schedules
before classes begin every semester.
211 Y HRFAE T v BE B RELATEL] AR (RERAY
» p 2013.10.22 ;= 3 & + # H) File General Laborer Work Support Form
online to borrow long tables, tablecloths, and table skirts. (Originally, the application
form was a hardcopy; it changed to e-form on October 22, 2013.)
212 Hx3A4EF B TALEE# 5 4F - Design posters for subject
student club activities.
22  HETEEEFE AT B & LAARER &% o Determine whether this is a
subject book fair or a student club activity performance.
2.3 FE T EABEE L - Book and arrange student club activity performance.
231 ARt FER iR AR RIET IIEL T ZALR L H - Ask
Extracurricular Activities Section to contact student clubs to provide list of student
clubs performances available.
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232 FWEALBER [ F A o mTAABAFp e F o Contact the person in
charge of the student club’s activities to confirm performance date and time.

24 WEHEAMZEYZ LARIEFTRGECAART - § 8T R) - Collect various
library resources (such as hardcopy library books and multimedia resources) for
subject book fairs.

241 FRAEEETE o ZXRIMEFT AL TET P 4 24k % - Organize books
for subject book fairs and set these library resources to “On Exhibition” status.

242 HB T#@  FLF Frokpl LR efep 1 L2 1T 5 L3243
iﬁi%l i k83 E £ 8§ 5 - Ask Creative Design Section to produce subject book
fair banner by filling in Ming Chuan University, Jihe Complex Administration
Division, Creative Design Section Application Form for Printing, Designing, or Some
Other Works.

2.5 * % 2 483F B Ed 3+ o Decorate the subject book fair venue.

26 BHHAHTEAAABERLFNL(BS AR 43 1%) - Release subject
book fair or student club activity performance news and information (on Library
website, MC Weekly).

27 I RRE&IHET E(NAB L F)EH o Take pictures to record the live book fair
(or student club performance) activities.

271 24T & L F S ALB 4 % o Determine if it's a student club
performance.

212 pHEREIRE L AR FRF L BER - Confer Certificate of
Appreciation to reward club students.

28 LRI ENLFEFEL 0 FTER RIF+ o Atthe end of subject book fair or
performance activity, dismantle and restore the site.

29 jEEEIRE TR PR P g 2k 228 2 L3458 4 97 9 - Release
“On Exhibition” status of library resources that were on display and determine if items
are reserved.

29.1 #HIFHN2ZWET TR FF LIF9F % - Keep the reserved library
resources on reserved shelf.

292 AHFHNZWE FTRM 28GFy F LR - Return all unreserved library
resources materials to library stacks to resume circulation.

210 BEH A FTF 2 E T1 41 viigd, L L L ~ &4 o File online
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General Laborer Work Support Form at the semester end to return long tables,
tablecloths, and tables skirts.
3. ##]£ & : Key Control Points:

3.1

T AT B EB AT AT &0 k4L o Are subject book fair activities

timely and related to mainstream issues?

32 A E T AETEER(ZARLR) fij 1= & - Were posters produced before
book fair activities began (including student club performances)?

33  HWwAEZE AF EBEEHwE LY 5 - Were banner applications sent prior to book
fair activities?

34 B ENEHALEFEH(ZABE RS L a4 Was news and information
announced prior to book fair activities (including student club performances)?

35 EihpidEksd BiEe (72 A®EF) - Were book fair activities (including student
club performances) photographed for the record?

36 AFHENP2IRMEIFTRKRLS TEF? 45 2% - Were displayed library
resources set to “On Exhibition” status?

#* 4% ! Forms Used:

41 4B X BHP ARkl m ek ) 1 F4 29 FH - Ming Chuan University,
Jihe Complex Administration Division, Creative Design Section Application Form for
Printing, Designing, or Some Other Works

42. BZ3EH3F H - Book Reservation Form
43. FFEREFIxIITLEE - Taoyuan Campus General Laborer Work Support
Form

kg2 A M < ¢ : Basis and Relevant Documents:

51. 4@+ & (=¥ & - Ming Chuan University Calendar
52. 18R 2133 E(ZA®MEH)E P £ - Promotion of Subject Book Fairs (including

Student Club Activities) List



