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Dialogues

Daily Service

Showing Your Card
1. Dialogue

Librarian Hello. Can/May I help you
What can I do for you

Reader Hello. I want to read some
books.

Librarian Please show me your e-card.
.1
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Reader

Librarian

Reader

Librarian

Reader

Librarian

. 2.

Do you have an e-card/a library

card

Sorry I don’t have it.

Sorry I haven’t.

Do you have the student card or

the employee card

Sorry I don’t have it.

Sorry I haven’t.
Are you a member of this
university

Are you a student or a teacher

here

No I’'m not.

Sorry we only serve our students
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Reader

Librarian

and staff. But you’ll be permitted
to read the library books after
paying a small charge at the
Library Office.

After you pay inquiry fee at the
office you can read our
books.

Where is the office
Where is the Library Office
@

After entering the library turn
right and you’ll find it on the
right-hand side.

When you enter the library
turn right to the office.

@

Go to the second floor by
elevator. After going through
the Public Hall go downstairs

turn left and you’ll find it on
. 3.
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the right-hand side.

Go to the second floor by
elevator  through the public
hall go down stairs and turn left

to the office.

Reader Thank you. See you later

Librarian See you

Words and Phrases

library charge
reader librarian
student card employee card
library card e-card
the second floor library office
elevator lift want
show inquiry fee
Public Hall consulting fee

staff
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Important Expressions

1
Do you have an e-card/a library card
2
Please show me your e-card.
3
Are you a member of this university
Are you a student or a teacher here
Additional Expressions
fGood morning.
orning.
, Moming
ood afternoon.
UGood evening.
pHow are you
SFine thank you. And you
u
2 g
Ell’m fine. Thank you.
u
g
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See you later.
HSee you.
E[See you again soon.
u

Good-bye.
{ Bye-bye.
Nice/Glad to meet/see you.
:

e too.

LSame with me.

(May/Can I help you

H

EWhat can I do for you
u

oYes please.
ElYes thank you.

%Io thank you.

gThat’s very kind of you.
O

O

UThanks for your help.

]

U

You are welcome.
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an e-card

Sa library card

O
O

Ua student card
5 Do you havep
o ..
o ticket
Ba passport

Ean employee card

U
Yes I have.
Sorry I haven’t.

Pardon

BI beg your pardon.

H One more time.

g .

 Please again.

EWould you say it again

g
Please speak loudly and slowly.

7 Come with me please.
8 117

It/ The office is on the first floor Room
117.
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Additional Words

pardon passport

Opening/Closing Time

Dialogue

Reader What time does the library open

in the morning

Librarian 8 o’clock.
It opens at 8 o’clock.

It is opened at 8 o’clock/a. m.

Reader What time does the library close
in the evening
10
Librarian 10 o’clock.
It will be closed at 10 p. m.
It closes at 10 p. m.
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It is closed at 10 p. m.

Reader What is the opening time/hours
8
10
Librarian The opening time/hours is from

8 a.m. to 10 p. m.

Reader Does the library open every day

Librarian No. It closes on Thursday after-
noons and Saturday evenings.
It is closed on Thursday after-

noons and Saturday evenings.

Reader 1 want to return some books.
What time does the Circulation

Department open



Librarian The Circulation Department opens

from 8 a.m. to 8 p.m.
Reader Thank you.

Words and Phrases

open
close
opening hours/time
Reading Department
Circulation Department
Electronic Reading Room
Eastern Campus
Eastern Compus Branch Library

Important Expressions

1
What time does the library open in the
morning

2 8
8 o’clock.
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It opens at 8 o’clock.
It is opened at 8 o’clock/a. m.
3 10
10 o’clock p. m.
It will be closed at 10 p. m.
It closes at 10 p. m.
It is closed at 10 p. m.

It closes on Thursday afternoons and
Saturday evenings.
It is closed on Thursday afternoons

and Saturday evenings.

Additional Expressions

1 8
10
The Reading Department opens from 8

a.m. to 10 p.m.

10
The Electronic Reading Room opens

from 8 a. m. to 10 p. m.



EBERSHEE D

8
10
The Eastern Campus Branch Library

opens from 8 a. m. to 10 p. m.

It’s time to leave.

Welcome to our library again.

Welcome to our library next time.

What time is it
6 15

It’s six fifteen.
What’s the date today
8 10

Today is August the tenth.

What day is today
What day of the week is it today

Today is Monday.
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Additional Words

Monday Tuesday

Wednesday Thursday

Friday Saturday

Sunday
January Jan. February Feb.
March Mar. April Apr.
May June Jun.
July Jul. August Aug.

September Sep. /Sept.
October Oct.
November Nov.

December Dec.

No Smoking

Dialogue

Reader Excuse me. Can I smoke here
. 13-
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Librarian

Reader

Librarian

Reader

Librarian

. 14.

Do you mind if I smoke
Would you mind my smoking

here

I don’t think so. You’d better

not smoke here.

No smoking is allowed here.

Is there a smoking section

Sorry. We are non-smoking

library.

I see. I will not smoke.

Thank you. You can smoke out

of the library.
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Words and Phrases

smoke
smoking section/area
non-smoking section/area

Important Expressions

1

You’d better not smoke here.
2

Please stop smoking.

Don’t smoke please.
Additional Expressions

1

I would appreciate if you don’t smoke.
2

I'll have to ask you to put out your

cigarette.
3

Am [ allowed/permitted to smoke here
4

. 15.
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Here is non-smoking area.
You can’t smoke here.

Put out your cigarette please.
Put out the fire.

Additional Words

cigarette
cigar

tobacco

No Bag In
Dialogue
Librarian Please don’t take your book and

bag in.

Please don’t take them in.
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Reader

Librarian

Reader

Librarian

Where should/can I put them

Please put your bag in the
cloakroom.
We offer free service there.
You’ll find it after entering the
library.

When you come in the library

you can see it.

I only take one book with me.

And I just want to look for some

information.

I will come out soon.

Could you help me to look after

it for a while

OK. Then leave me your book
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and come out soon please.
You know we are very busy.

Reader All right/Sure. Thank you.

Words and Phrases

bag
free
cloakroom

reception office janitor's room

Important Expressions

1
Please don’t take your book and bag in.
Please don’t take them in.
2
Please put your bag in the cloakroom.
3

We offer free service there.
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Borrowing and Returning Books

Borrowing Books

Dialogue

Reader Excuse me. How can I borrow
these books

How to borrow these books
Librarian Please go to the loan desk. The
librarians will help you.
Reader I want to borrow this book.

Librarian Please give me your e-card and
the book.



Librarian

Librarian

EBERSHEE D

Reader

Reader

Reader

How many books can I borrow
one time/once/each time

10

Ten books .

How long can I keep them
28
14 2
28 days for Chinese books 14
days for novels and 2 months for
foreign language books.

Chinese books can be kept for
28 days novels for 14 days and
foreign language books for 2
months.

The deadline of borrowing
Chinese books is for twenty-
eight days novels for fourteen
days foreign language books

for two months.

What shall I do if I can’t finish

reading within two months
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Librarian

You can renew the book

online.

But you can only renew a book
one time if no other people
renew it.
If nobody else renews the
book you can renew it once.
If no other readers renew the
library’s collection books you
can renew them once.
30
30
If it is successful you can keep
the book another 30 days.
And this time you can keep it
for 30 days.
The deadline of renewing

books is for thirty days.
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You must renew the book
before the deadline.

You must renew these books
before the reading dead-
line.

You must go through the
renewing procedure before the
borrowing deadline.

30
This book must be returned
within 30 days.

You can keep this book for 30
days from today/from now

on.

Please don’t forget to return

books on/in time.

You’ll have to pay fines if you
can’t return books on/in time.
5
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You have to pay 5 fen a/per/
one day for a Chinese book 10
fen per/one day for a foreign
language book.

5
And you can  maintain to
borrow books within a fine of 5

yuan.

Reader 1 see thank you.

Words and Phrases

pborrow return
procedure renew
novel fine
forget deadline

Chinese books
foreign language books
loan desk circulation desk

Important Expressions



. 24.
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Please go to the loan desk.
28 14
2
28 days for Chinese books 14 days for
novels and 2 months for foreign
language books.

Chinese books can be kept for 28
days novels for 14 days and foreign
language books for 2 months.

The deadline of borrowing Chinese
books is for twenty-eight days novels
for fourteen days foreign language

books for two months.

You can renew the book online.

But you can only renew a book one
time if no other people renew it.

If nobody else renews the book you
can renew it once.

If no other readers renew the library’s
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collection books you can renew them
once.
5 30

If it is successful you can keep the
book for another 30 days.

And this time you can keep it for 30
days.

The deadline of renewing books is for

thirty days.

6
You’ll have to pay fines if you can’t
return books on/in time.

7 5

1
You have to pay 5 fen a/one/per day
for a Chinese book 10 fen a/one/per
day for a foreign language book.
8 5
And you can maintain to  borrow

books within a fine of 5 yuan.
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Additional Expressions

Would you do me a favor

I'd be glad to. What is it

Returning Books

Dialogue

Reader

Librarian

I want to return these books.

@

Please give me your books ...
That’s fine.
@ 31
Oh but your book is 31 days
overdue.

5
You have to pay a fine of 5

fen a book for one day overdue.
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Reader

Librarian

You have to pay 5 fen per day

for an overdue book.

You have to pay a fine of one

yuan and 55 fen in total.

Well/Sorry. The Circulation
Department was  closed on
Saturday when I came to return

books.

Yes. The Circulation Department
closes/is closed on Saturdays

and Sundays.

But you can put the books in the

chest for returning books.

You can wuse the chest for
returning books when library is

closed.
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Reader 1 see thanks.

Words and Phrases

overdue
fine

chest for returning books

Important Expressions

31
Your book is 31 days overdue.
5
You have to pay a fine of 5 fen a
book for one day overdue.
You have to pay 5 fen per day for an

overdue book.

You have to pay a fine of one yuan and

55 fen in total.

You can put the books in the chest for

returning books.
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About New Books

Dialogue

Reader Excuse me. Where can I borrow

new books

Librarian You can borrow new books at
the First Open Shelf Hall of the
Circulation Department on the
third floor.
3
Reader I want to borrow three new books.
2
Librarian Well one reader can only
borrow two new books.
7
And these books can be kept for
seven days only.
The deadline of borrowing is
for seven days.
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Reader

Librarian

Reader

renew
book

1.00 /
The overdue fine is one yuan a/
per day for one book.
The overdue fine is one yuan a

book for one day.

May/Can I renew new books

Well you can’t. New books
can’t be renewed or reserved.
Sorry you can’t. You can’t
renew or reserve new books.

2

Then 1 borrow two books.

Words and Phrases

reserve order

overdue fine
third floor

First Open Shelf Hall
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Important Expressions

You can borrow new books at the First
Open Shelf Hall of the Circulation
Department on the third floor.

2 2
Well one reader can only borrow two
new books.

3 7
And these books can be kept for seven

days.

Interlibrary Loan

Dialogue

Reader Excuse me. I want to borrow

the interlibrary loan card.
Librarian OK.

Reader How long can I keep this card
. 31
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Librarian

Could you show me how to use

it

This card will be lent in the

same way as a book.

Its deadline is the same as the

ordinary Chinese books’.

And it can be renewed once.

You can use it with your other

cards.

For example the ID card the
student card the employee

card the e-card and so on.

Before you return this card you
must make sure that there is no

book or fine in it.
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Please obey the rules of the
member library. Please obey

their rules.

Reader 1 see. Thanks a lot

Words and Phrases

interlibrary loan
interlibrary loan card
member library

rule regulation

Important Expressions

You can use it with your other cards.
Before you return this card you must

make sure that there is no book or fine

in it.
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Reserving Books

Dialogue

Reader Excuse me. I want to reserve a
book.

You can book it online by
yourself.

Librarian

We will inform you by e-mail
when the reserved book returns.
3
And it will be kept three days

for you.

Reader 1 get it. Thank you.

. 34.
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Words and Phrases

order book reserve

Important Expressions

We will inform you by e-mail when the

reserved book returns.

If the books aren’t lent out they can’t

be reserved.

Reference Service

The Frequently Asked
Questions at Consultation Desk

Dialogue
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The phone is ringing.

Reader

Librarian

Reader

Librarian

Reader

Hello is that the consultation
desk

Yes. This is the consultation desk
of Beijing Jiaotong University

Library. Can I help you

Would you please tell me the
working time of your desk

8 00 — 12 00
2 00—5 30
From 8 00 a.m. to 12 00 at
noon and 2 00 p.m. to 5 30
p-m. every day except for the

weekends.

I want to know if it is ready for

newly enrolled students/freshmen
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Librarian

Reader

to use the library now and how
to borrow books from the

library.

If you are a registered student of
our university and already have
got your e-card you can choose
the books you need in the Open
Shelf Hall in the Circulation
Department on the third floor

and then go to the loan desk for

the borrowing procedure.

Thanks. But how can I find the
books I need rapidly
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Librarian

Reader

Librarian

Please get the catalog number of
the book you want to borrow on
the indexing computers first
and then find the book according
to the catalog number/call num-
ber. Each book in our library
has its catalog number attached
on the lower part of the spine of
the book.

How can I find the catalog of the

library collections

666

Please visit the library home

page click the “ Catalog of
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Reader

Librarian

Collections” button under the
menu “ Resource Inquiry” .
Input “ User ID” and password
in the corresponding dialog box
to access the catalog of our
library collections. The User ID
is an uppercase “ S” followed
by your student number and
the initial password was set as
triple six. I suggest that you
should change your password as
soon as possible. After logg-
ing in  you can search books
by typing the related infor-
mation of the books such as
the title the author etc. in the

searching dialog box.

What should I do if I forget my

password

Please bring your e-card with



Librarian

. 40-
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Reader

Reader

you and go to the card issue
desk/desk for card on the third

floor to reset your password.

Would you please tell me the
basic layout of the library
119

Okay. The cloakroom/backpack
checkroom is in Room 119 on
the first floor. You should put/
check your bag there before
borrowing books or using our
computers. There are two study
rooms and two reading rooms on

the second floor.

May I do my individual study in
the study rooms
7 30
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Librarian

Reader

Librarian

10 00
Certainly. The study rooms
open from seven thirty a. m. till

ten p. m.

You just mentioned that there
are two reading rooms on the

second floor

Yes. When you enter the Public
Hall on the second floor the
Reading Room for Scientific and
Technological Books is on the
right side and the Reading
Room  for  Scientific  and
Technological Periodicals is on
the left side. The materials
collected in the reading rooms
are just for reading. They can’t

be checked out.
. 41
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Reader

Librarian

Reader

Librarian

. 42.

I see.

The Open Shelf Hall is on the
third floor  where you can
borrow various kinds of books

collected by our library.

Marvelous/Terrific. 1 will be
there very soon and borrow

some books.

On the fourth floor there are
another two reading rooms one
for Newspapers and Literary
Periodicals  another one for
Social Science Books Refer-
ence Books and Theses. Two

departments are the Consulta-
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Reader

Librarian

Librarian

Reader

Librarian

tion Department and the Tech-

nical Department.

Can I make photocopies/dupli-
cations in the reading room

153

Sorry you can’t. The copy-
room is in Room 153 on the

first floor.

The Electronic Reading Room is

on the fifth floor.

Electronic Reading Room
100

Right. There are totally 100
computers for users to study
online there. The digital re-
sources department is on the

sixth floor.
. 43.
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Reader

Librarian

Reader

Librarian

. 44.

What must be done before visit-
ing the Electronic Reading
Room

Only e-card is needed.

Ha so many valuable materials

can be used in the library.

E-mail

E-mail bftsgzx @

bjtu. edu. cn

51688293

Welcome to visiting library fre-
quently. If you have any

question please contact us for
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Reader

Librarian

consultations via e-mail phone
or face to face. Our e-mail
address is bftsgzx @Dbjtu. edu. cn.
Readers can send e-mail to us
for consultations and we will
reply the mail as soon as
possible. Our phone number is
51688293. The consultation desk
is on the Public Hall on the
second floor. It is my great
pleasure to answer your ques-

tions.

Thank you very much.

You are welcome. Bye.

Words and Phrases

Technical Department

card issue desk desk for card

catalog number call number

. 45.



consultation desk
study room
newly enrolled student new student
freshman
Consultation Department
catalog of collections
Open Shelf Hall
Public Hall on the second floor
Electronic Reading Room
library home page

Digital Resources Department

Online Databases and
Information Searching

Dialogue

Reader Could you please tell me the
library home page

http //lib.

njtu. edu. cn/index. htm  http //

. 46-
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202.112. 150. 129 /index. htm.

Librarian The library home page is http //
lib. njtu. edu. cn/index. htm or
http //202. 112. 150. 129/ index.
htm.

Reader Excuse me I am a new student/
freshman and do not know how
to search the online databases.

How can I get help

Librarian We give a course titled“ Litera-
. 47
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Reader

ture Searching” to all the under-
graduate and graduate students
each semester. Welcome to
taking the course. Additionally
our library has edited a series of
guides for database searching.
Readers can get the guides for
free at the consultation desk.
Meanwhile an online help in
Chinese is available for each
database. Readers can get the
online help by clicking the
“ User’s Guide” button before
using the data-base. Moreover
you can get assistance from
consultation desk during working

time.

Could you please give me a brief

introduction to the * Literature

Searching Course”
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Librarian

The main purpose of the course
is to foster the students’ ability
to acquire evaluate and fully
utilize the specialized materials
in the literature databases and
to raise the students’ information
consciousness. By taking this
course student can be familiar
with the wusage of frequently
used databases related to one’s
specialty and learn how to enter
the research topic and how to get
the original literatures which is
helpful to the future study and

research work.

49-
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50-

EBERSHEE D

Reader

Reader

How to take it as an elective

course

2
Undergraduate students can take
this course by logging in the
course election system on the
home page of Beijing Jiaotong
University and following the
related prescriptions. Graduate
students can choose this course
in the office of Graduate School.
The credit hour of this course is
one for undergraduate students

and two for graduate students.

Where can we find the training

notice issued by the library
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Librarian You can get the training pro-
gram together with the schedule
from the library home page the
information board at the con-
sultation desk or the notice
board in front of the library
building.

Reader What kind of resources can I get

directly from the library home

page

OPAC

Librarian You can find the Online Public
Access Catalogs OPAC on

the library home page from
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Reader

Librarian

which you can search the books
and journals in either Chinese or
foreign languages in the library
collection. You also can find
some electronic resource databases
in either Chinese or foreign
languages where you can
search the electronic journals
and download some articles and

books in digital format.

Which databases can be accessed
from the campus network And
what should I do if I want to

access the databases

140

There are about 140 databases

listed under the “ Electronic
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Resources” menu on the library
home page. All the listed data-
bases can be freely accessed on

the campus network.
1P

Reader But a lot of electronic resources
can’t be accessed by using my
campus network IP address

why

IP
IP

Internet
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Librarian

. B4.

1P

51688598
The possible three reasons for
this kind of problem are as
follows. Firstly your IP address
could be newly issued and not
added in the user lists of the
database providers yet. We will
contact with the database
providers as soon as possible
and add all the issued IP
addresses in their user lists.
Secondly the network or the
database server failures also can
prohibit you from the electronic
resources. The third possible
reason is that your network setup
has some problems such as the
special setup for security and
privacy in the internet option
which can obstruct you from

accessing the databases properly.
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Reader

Librarian

If it is sure that the problem is
not induced by the reasons
mentioned above please contact
with the Technical Department
of the library. The phone num-
ber is 51688598.

Sometimes I can not open the
articles downloaded from the

databases why

CAJ

Adobe Reader

Acrobat Reader

To view the full-length articles
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Reader

in most of the databases collect-
ed by our library needs special
browser software. For example
to open the articles on Chinese
Academic Journal Net needs
CAJ Viewer while the Adobe
Reader is required to view the
articles in VIP database and
Acrobat Reader is needed to
open the articles in WANFANG
DATA. So to view the full-
length articles downloaded from
the databases it is necessary
that the corresponding browser
be downloaded and installed in
your computer before you open

the article.

Why cannot the outstanding
theses for Master’s and Doctoral
degrees in Chinese National

Knowledge Infrastructure be down-
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Librarian

loaded
CNKI

Because Chinese National Know-
ledge Infrastructure CNKI is a
public network You can only
search or view the titles and the
abstracts of the thesis. But we
paid for accessing the full-length
database of“ Chinese Theses for
Master’s and Doctoral Degrees”
of TSINGHUA TONGFANG
Chinese Academic Journal Data-
base and the full length data-
base of ©* WANFANG Chinese

theses” . You also can download
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the full-length article from these
two databases. Please try them
for the theses you want to down-
load.

Reader 1 got the abstract of an article
from the Abstract Database.
How can I get the full-length

article

Librarian You may get the full-length
articles by using one of the

following three ways. Firstly
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you can find if the article is
collected in our library under the
“ Resource Inquiry” menu on the
library home page. If it is
successful you can download it
directly. The second way is to
search the article in the full-
length article databases provided
by our library. The third way to
get full-length articles is by using
the interlibrary loan or document
transfer service provided by our
library. For the articles that
cannot be found in our library

please contact with Consultation
Department we will get the
articles for you via interlibrary

loan or document transfer.

Reader By the way could you please
tell me the price for document
transfer Any additional service

. 59.
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Reader

fee will be charged by the
library
0.50 1~2
1.00

The expense for electronic docu-
ments is 0. 5 yuan per page and
the document will be available
within one or two days after
submission of the requirement.
For hardcopies 1 yuan per page
plus payable postage will be
charged. Our library doesn’t
charge any additional service fee

for document transfer.

Would you please tell me the
way for an external customer to
access the electronic resources in

our library
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Librarian

51688293 E-mail

bftsgzx @bjtu. edu. cn
The electronic resources can
only be accessed within the
scope of campus network due to
the copyright legislation. Exter-
nal customers can access the
e-resources in Electronic Read-
ing Room in our library by
paying the applicable charges.
An external customer can also
get a specific full-length article
by using our document transfer
service. Our phone number is
51688293 and the e-mail address
is bftsgzx @bjtu. edu. cn.
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Words and Phrases

home page
information searching
database
credit hour
additionally
guides for database searching
user’s guide
Literature Searching
Course
course election system
information board
campus network
electronic resources
IP address
database provider
special browser software
copyright legislation
Chinese Academic Journal Net
VIP database
resource inquiry
document transfer

external customer
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OPAC Online Public Access
Catalogs

Chinese National Knowledge
Infrastructure

outstanding theses for Master

and Doctoral degrees

Novelty Indexed and Cited
Status Verifications

Dialogue

Reader Would you please tell me what

is novelty verification

Librarian Novelty verification is to verify

the novelty of a specific research



Librarian
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Reader

Reader

result or topic based on the
materials provided by the client
and a formal document should
be concluded by a qualified

verification agent.

Can our library provide the

novelty verification service

Yes we can provide novelty
verification service for backing
up a research proposal the
appraisal and award application
of a research achievement and
selection of a doctoral research

topic.

How to apply the novelty verifi-

cation
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Librarian

Reader

Librarian

bftsgzx @

bjtu. edu. cn

Please download a novelty veri-
fication application form from
the library webpage and fill it
according to the requirements
then submit the filled form to
bftsgzx @bjtu. edu. cn via e-mail
and pay the applicable deposit at
Consultation Department on the

fourth floor of the library.

How much will it cost
750 10

500 5 ~7
For worldwide novelty verifica-

tions the price is 750 yuan for
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Reader

Librarian

each item and it will be
finished within 10 workdays. It
costs 500 yuan for each do-
mestic novelty verification item

and 5 to 7 workdays are needed.

What benefit could we get from

the novelty verifications

Novelty verification is based on
literatures and fulfilled by
searching the related literatures
and investigating the related
materials. The verification docu-
ment can be served as a support-

ing file of a research proposal



L E—#%5

&= 3E

Reader

Librarian

appraisal and award application
of a research achievement. It
can also provide quick reliable
and abundant information for
research and development activi-

ties.

By the way 1 also want to
know something about indexed

and cited status verifications.

SCI
SSCI EI ISTP CA

Indexed and cited status verifi-
cation is a kind of appraisal of
the research achievements by
finding out the collection and
cited status of articles written by

a specific author or organization



Librarian
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Reader

Reader

or published on a certain journal
through searching the widely
accepted authoritative index data-
bases such as SCI SSCI EI
ISTP CA and so on.

How much is the prices for

indexed and cited status verifi-

cations
SCI SSCI EI ISTP
3 20
SCI 10

3 yuan for each affirmed item
found in the index databases an
additional fee of 10 yuan is
applicable for accessing the SCI
database. A certifying document
with all the affirmed items costs

20 yuan.

How to apply for indexed and
cited status verifications What

is the contact manner
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Librarian

bftsgzx @ bjtu. edu. cn

51688293

Please download an application
form for indexed and cited
status verifications fill in the
form and send it to bftsgzx @
bjtu. edu. cn by e-mail. The
address of the reception desk is
at the consultation desk in the
Public Hall on the second floor
of the Ilibrary. Their phone
number is 51688293.

Words and Phrases

novelty verification

application form

client

appraisal
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cited status verification

domestic novelty verification

worldwide novelty verification
authoritative index databases
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Forms of Address

1. Words and Phrases

1 The Staff

director chief librarian
associate librarian deputy lib-
rarian
secretary
office worker clerk
cashier
accountant
manager
librarian
chief of the Reading Depart-
ment
chief of the Consultation
Department
chief of the Circulation
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Department
chief of the Acquisition and
Cataloging Department
chief of the Office
chief of the Digital
Resources  Depart-
ment
vice/deputy chief of the
Reading Department

2 Readers

reader

lady madam

mister Mr. gentleman sir
student

postgraduate student graduate
student

master

doctor

postdoctoral student researcher
teacher

lecture

professor
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associate professor

tutor supervisor

Important Expressions

1
He is a director.
2
This is our director.
3
Our director’s name is . ..
4
My name is ...
5

I am a librarian.
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Book Classification

1. Words and Phrases

A. Marxism
Leninism

Mao Zedong Thought

B. philosophy
C. social sciences general
D. politics
law
E. military affairs
F. economy
G. culture
science
education

physical culture
H. language

written language
. 74.
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TH.

TN.

TP.
TU.

literature
art
history
geography
natural sciences general
mathematics physics
sciences and chemis-
try
astronomy
geosciences
bioscience
medical hygiene
agriculture sciences
technology
general industrial tech-
nology
mechanical engineering
technology
radio electronics
telecommunications tech-
nology
automation technology
architectural sciences
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communications and trans-
portation

aviation spaceflight aero-
nautics and astronautics
environmental sciences

generalia generalities

Important Expressions

What kind of book is this
U
This book belongs to U kind.
U
The mark is U.
U
The letter U represents/stands for com-
munications and transportation.
Ul/1
The call number is Ul/1.
Ul/1
The book’s call number is U1/1.
TP
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The books on computer belong to TP
kind.

Additional Expressions

22
This library’s collection classification was
based on the Book Classification System of
Chinese Library. It was catalogued into 22
kinds.

Additional Words

general
category
mark
Book Classi-

fication System of Chinese Library
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Brief Introduction to Beijing
Jiaotong University Library

Brief Introduction to the Library

Passage

117
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Beijing Jiaotong University Library is
located at Xizhimenwai of Beijing. It is a univer-
sity library. The library includes seven depart-
ments. They are the Office the Circulation
Department  the Reading Department the
Acquisition and Cataloging Department the
Digital Resources the Consultation Department
the Technical Department and the Eastern
Campus Branch Library.

The Office is on the first floor Room 117.
The Compact Storage of Books is on the first
floor. The Acquisition and Cataloging Depart-
ment is on the first floor too. There are four
reading rooms in the Reading Department
which are on the second and the fourth floor.
The Circulation Department is on the third
floor. The Consultation Department is on the
fourth floor. The Technical Department is on
the fifth floor. The Digital Resources is on the
sixth floor. The Foreign Books Reserves is on

the seventh floor.
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Words and Phrases

Beijing Jiaotong University
Library
university library
office
Technical Department
Reading Department
Circulation Department
Acquisition and Cataloging Department
Consultation Department
Digital Resources Department
Electronic Reading Room
Eastern Campus Branch Library
Compact Storage of Books

Foreign Books Reserves

locate
things correlated
with this
purchase
department
Important Expressions
1 4



L EmES ERRBEBARFEBIEEN

There are four reading rooms in the

Reading Department.

Where is the Office
3 117
It is on the first floor Room 117.

Brief Introduction to the
Departments

A.
The Circulation Department

Passage

4
A~1

I~Z
A I U TN TU
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The Circulation Department includes four
stack rooms. They are the First Open Shelf Hall
the Second Open Shelf Hall the Third Open
Shelf Hall and the Compact Storage of Books.
There are A to I kinds of books in the First Open
Shelf Hall. There are I to Z kinds of books in the
Second Open Shelf Hall. The Third Open Shelf
Hall holds Chinese and foreign language books
and A I U TN TU kinds of old call number
books. The Compact storage of books holds old
call number books. These stack rooms provide
place for borrowing and returning books.

Books here can be borrowed.

2. Words and Phrases

Open Shelf Hall
First Open Shelf Hall
Second Open Shelf Hall
Third Open Shelf Hall
kind
division department
old call number book
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Chinese and foreign language
books

stack room

Important Expressions

1 A~1
There are A to I kinds of books in the
First Open Shelf Hall.

2 1~7Z
There are I to Z kinds of books in the
Second Open Shelf Hall.

Additional Expressions

1
The books on computer is held in this
room.
2 TP
TP kind of books is held in this room.
3

Please go to the Reading Department. It
is on the second floor.
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The circulation desk is in the First Open
Shelf Hall.

This is the First Open Shelf Hall.

Additional Words

return desk circulation desk

card issue desk desk for card

B.
The Reading Department

Passage

4

2700

. 84.
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There are four reading rooms in the Reading
Department. They are on the second and the
fourth floors. There are the Reading Room for
Scientific and Technological Periodicals and the
Reading Room for Scientific and Technological
Books on the second floor. The Reading Room
for Scientific and Technological Periodicals is on
the west of the Public Hall. There are 2 700
kinds of Chinese and foreign periodicals in this
room. In the reading room the major foreign
language journals are English ones. Others
include Japanese German French and Russian
journals. The Reading Room for Scientific and
Technological Books is on the east of the Public
Hall. There are N to Z kinds of books in this

reading room. There are two reading rooms on



the fourth floor. They are the Reading Room for
Social Scientific Books Reference Books and
Theses as well as the Reading Room for
Newspapers and Literary Periodicals. The
Reading Room for Social Science Books
Reference Books and Theses is on the west of the
fourth floor. It holds A to K kinds of books
dictionary reference books and master’s theses
and so on. There is the Reading Room for
Newspapers and Literary Periodicals on the east
of the fourth floor which is a recreational
reading room. There are many kinds of

newspapers and literature magazines in it.

2. Words and Phrases

Reading Room for Scientific
and Technological Periodicals
Reading Room for Scientific
and Technological Books

Reading Room for Newspapers

and Literary Periodicals
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Reading
Room for Social Science Books Reference
Books and Theses
journal periodical magazine
Chinese magazine
foreign language magazine
master’s thesis
recreational
dictionary
reference books
thesis dissertation
Japanese
English
German
French
Russian

technology

Important Expressions

The Reading Room for Scientific and
Technological Books is on the second

floor.
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The Reading Room for Newspapers and
Literary Periodicals is on the fourth
floor.
N~7Z
There are N to Z kinds of books in the
Reading Room for Scientific and
Technological Books.

N to Z kinds of books are held in the
Reading Room for Scientific and

Technological Books.

Additional Expressions

Please go to the Circulation Department.

It is on the third floor.

This book is held in the Reading Room

for Scientific and Technological Books.
Ul/1

Its call number is U1/1.
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Additional Words

Reference Reading Room
Special Categories of
Documents Reading Room
exercise book
current periodical
back periodical back numbers
retrieval periodical
National Standard of China
international conference
proceedings
call number classification

number catalog number
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Glossary

English-Chinese Glossary

A

accountant

Acquisition and Cataloging Department
additionally

agriculture sciences

application form

appraisal

April

architectural sciences

art

associate librarian deputy librarian
associate professor vice professor

astronomy
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August

authoritative index databases

automation technology

aviation  spaceflight aeronautics and astro-

nautics

B

back numbers back periodical
bag
Beijing Jiaotong University Library

bioscience

Book Classification System of Chinese Library

borrow

C

call number classification number catalog
number

campus network

card issue desk desk for card

cashier

catalog of collections
91-
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charge

chest for returning books

chief of the Acquisition and Cataloging Depart-
ment

chief of the Circulation Department

chief of the Consultation Department

chief of the Digital Resources Department

chief of the Office
chief of the Reading Department
Chinese Academic Journal Net

Chinese and foreign language books

Chinese books
Chinese magazines

Chinese National Knowledge Infrastructure

cigar

cigarette

Circulation Department

cited status verification
. 92.
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client

cloakroom

close

communications and transportation
Compact Storage of Books
computer technology
Consultation Department
consultation desk
copyright legislation
course election system
credit hour

culture

current periodical

database

database provider

deadline

December Dec.

department division
dictionary

Digital Resources Department

director chief librarian
93-
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doctor

domestic novelty verification

E

Eastern Campus

Eastern Campus Branch Library
e-card

economy

education

Electronic Reading Room
electronic resources
elevator lift

employee card

English

environmental sciences
exercise book

external customer

February Feb.

file transfer

fine

First Open Shelf Hall
94 .
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Foreign Books Reserves
foreign language books
foreign language magazine
forget

free

French

Friday

general

general industrial technology
generalia  generalities
geography

geosciences

German

guides for database searching

H

history

home page

information board
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information searching

IP address IP

inquiry fee consulting fee
interlibrary loan

interlibrary loan card

international conference proceedings

introduction

January Jan.
Japanese

Journal periodical magazine

July Jul.
June Jun.

K
kind

lady madam
language
law

lecturer
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Leninism

librarian

library

library card

library home page

literature

Literature Searching Course
loan desk circulation desk

locate

manager
Mao Zedong Thought
March Mar.

mark

Marxism

master

master’s thesis

mathematics physics sciences and chemistry

May

mechanical engineering technology
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medical hygiene

member library

military affairs

mister Mr.  gentleman sir

Monday

N

National Standard of China
natural sciences
natural sciences general

newly enrolled student new student freshman

non-smoking section/area
novel
novelty verification

November Nov.

October Oct.

office

office worker clerk
old call number book

Online Public Access Catalogs OPAC
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open

Open Shelf Hall

opening hours/time

outstanding theses for Master and
degrees

overdue

overdue fine

pardon

passport

philosophy

physical culture

politics

postdoctoral student researcher
postgraduate student graduate student
procedure

professor

Public Hall

Public Hall on the second floor

purchase

Doctoral
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radio electronics

reader

Reading Department

Reading Room for Newspapers and Literary
Periodicals

Reading Room for Social Science Books

Reference Books and Theses

Reading Room for Scientific and Technological
Books

Reading Room for Scientific and Technological
Periodicals

reception office janitor’s room

recreational

reference books

Reference Reading Room

renew

reserve order book

resource inquiry

retrieval periodical
- 100-
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return
return desk circulation desk
rule regulation

Russian

Saturday

science

second floor

Second Open Shelf Hall
secretary

September Sep. /Sept.
show

smoke

smoking section/area
social sciences

social sciences general
special browser software

Special Categories of Documents Reading Room

stack room
staff
student
101
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student card
study room

Sunday

teacher

Technical Department
technology
telecommunications technology
thesis dissertation

things correlated with this

third floor

Third Open Shelf Hall
Thursday

tobacco

Tuesday

tutor supervisor

university library

user’s guide

- 102
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V

vice/deputy chief of the Reading Department

VIP database

want
Wednesday
written language

worldwide novelty verification

Chinese-English Glossary

August Aug.
office
chief of the Office
copyright legislation
office worker clerk
card issue desk desk for card
- 103-
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bag
Beijing Jiaotong Univer-
sity Library
doctor
postdoctoral student researcher

division department

C

Acquisition and Cataloging Department
chief of the Acquisition and Cata-
loging Department
purchase
cited status verification
overdue
member library
pardon
cashier
reception office janitor’s room

cloakroom

Public Hall

university library
. 104-



L ERAS WIC X

tutor
German
geography
Second Open Shelf Hall
geosciences
Third Open Shelf Hall
First Open Shelf Hall
elevator lift
telecommunications technology
Electronic Reading Room
electronic resources
Eastern Campus
Eastern Campus Branch Library

reader

second floor
public hall on the second floor
February Feb.

Russian

fine
- 105-
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law
French
non-smoking section/area

charge

call number classification number

catalog number

associate librarian deputy librarian

mark

associate professor vice professor

G

show
reference books
technology
employee card
close
catalog of collections
interlibrary loan
interlibrary loan card
librarian
director chief librarian
rule regulation

international conference proceedings
106-
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National Standard of China

back periodical back numbers
domestic novelty verification
overdue fine

worldwide novelty verification

H

aviation spaceflight aeronautics and
astronautics
passport
return
environmental sciences

chest for returning books

1P IP address

professor
Reference Reading Room
communications and transportation
education
architectural sciences
107
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lecturer
computer technology
technology
Technical Department
mechanical and  instrument
industry
retrieval periodical
guides for database searching
borrow
loan desk circulation desk
economy
manager
old call number book
September Sep./Sept.

military affairs

open
opening hours/time
Open Shelf Hall
novelty verification
Reading Room for Scientific
and Technological Periodicals
- 108
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Reading Room for Scientific
and Technological Books
science

accountant

teacher
category
history
Online Public Access Catalogs
OPAC
Leninism
additionally
Circulation Department
chief of the Circulation Department

June Jun.

Marxism

Mao Zedong Thought
secretary

Compact Storage of Books

free
- 109-
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N

agriculture sciences

lady madam

appraisal

Q

journal periodical magazine
deadline
July Jul.

authoritative index databases

R

Japanese

third floor

March Mar.

April Apr.
social sciences

social sciences general

- 110
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Reading
Room for Social Science Books Reference
Books and Theses
bioscience
user’s guide
October Oct.
December Dec.
November Nov.
locate
procedure
database
database provider
stack room
mathematics physics sciences
and chemistry
Digital Resources Department
chief of the Digital Resources
Department

master

T

Special Categories of Docu-

ments Reading Room
111
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physical culture
astronomy
library
library home page

library card

W

Foreign Books Reserves
foreign language magazine
foreign language book

forget
VIP database
application form
client
culture
Literature Searching Course
file transfer
literature
Reading Room for Newspapers
and Literary Periodicals
written language
radio electronics
May
- 112.
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exercise book
want

smoke

smoking section/area
novel

external customer

campus network
current periodical
mister Mr. gentleman sir

things  correlated
with this
newly enrolled student new student
freshman
information searching

information board

Tuesday

Saturday

Sunday

Wednesday

Thursday

Friday

113-
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Monday
renew
course election system
credit hour
cigar
student
student card

thesis dissertation

Y

cigarette
tobacco
postgraduate student graduate student
master’s thesis
general
general industrial technology
e-card
art
January Jan.
medical hygiene
English
outstanding theses for Masters

and Doctoral degrees
114.
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recreational
Reading Department
vice chief of the Reading
Department
chief of the Reading Department
language

reserve order book

Z

dictionary
automation technology
natural sciences
natural sciences general
study room
Consultation Department
chief of the Consultation Department
inquiry fee consulting fee
consultation desk
resource inquire
generalia generalities
introduction
philosophy
politics
115



EBERSHEE D

staff
kind
Chinese Academic Journal Net
Book Classification
System of Chinese Library
Chinese National Knowledge Infra-
structure
Chinese and foreign language
books
Chinese magazine
Chinese books
home page

special browser software

- 116



