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I. MUC PiCH VA PHAM VI AP DUNG

e Viéc xay dung, thuc hién va duy tri quy trinh nay nhim dam bao cip phat kip thoi,
ding dinh muc vat tu, nguyén vat liéu cho dao tao va cac hoat dong cuia Nha
truong.

e DPam bao viéc cép phat vat tu, nguyén vat liéu dugc thuc hién theo dung quy dinh,
va quan ly tai san ctia nha truong.

e Quy trinh nay ap dung cho tit ca cac don vi (Phong, Khoa, B6 mén) trong toan
truong.

1. TU VIET TAT

QT  : Quytrinh QLTTB&VT : Quan ly trang thiét bi va vat tu

BM :Biéumau

I1l. LUU PO (trang 3)

IV.PAC TA (trang 4-5)

V. CAC BIEU MAU/HUONG DAN KEM THEO

STT | Tén biéu mau/hwéng din/tai liéu M4 hda bon vij luu
- Nguoi sir dung
1 | Gidy dé nghi 05/QT-QLTB.MO1 | - Lanh dao don vi st
dung

- Nguoi str dung

Phiéu xuat vat tu, nguyén vat liéu - Lanh dao don vi su

2 05/QT-QLTB.M02 dung
- Nguoi quan ly tai
san, TTB
- Nguoi str dung
3 Bao c4o tinh hinh st dung va thu hoi 05/QT-QLTB.M03 - Lanh dao don vi su
sau st dung dung
- Phong TC-HC&QT
- Nguoi quan ly tai
Béng tong hop tinh hinh cip phat, str ] san, TTB
4 dung va thu hoi sau st dung 05/QT-QLTB.MO4 | _ Lanh dao don vi st
dung
- Phong TC-HC&QT
- Nguoi quan ly tai
ién ban qi An VA A san, TTB
5 Bién ban giao nhan vat tu, nguyén 05/QT-QLTB.MO5

- Lanh dao don vi su
dung
- Phong TC-HC&QT

vat liéu thu hdi sau st dung
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QUY TRINH CAP PHAT VAT TU, NGUYEN-NHIEN VAT LIEU
CAP PHAT S DUNG LUU HO SO
h
NGUOL —
SO
DUNG = | 7. Bso cso tink
— 2. Lip aé nghj 5. Tiép nhin | 6 Sirdung ! winh sir dyng [€]
k.
LANH Khing dbng | Khéng déng ¢
PAO ng ding ¥ v
B‘?IN B.Xem xét
s
DUNG
v Pbng ¢ Déng ¥
NGUOL h 4 3
QUAN
LY 4. Bian giao —»| 9. Ting hop
KHO
Khéng déng v v
10.Xem xét
PHONG
TCHC&QT
Bing ¥
¥
11. Thu hii - ( 3
Pt »  12.Lwu hil sor
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PAC TA QUY TRINH CAP PHAT VAT TU, NGUYEN VAT LIEU

STT

TEN BUGC
CONG VIEC

PAC TA

BO PHAN/PON
THU'C HIEN

VI | BQPHAN/PON VI
PHOI HQP

KET QUA
PAT PUQC

HOAN THANH

BIEU
MAU

Xéc dinh nhu cau

Xé&c dinh danh muc, muc dich sir
dung d6i véi vat tu, nguyén vat liéu
yéu cau cap phat

Nguoi su dung

Khi phat sinh
nhu cau

Lap dé nghi

Lap d& nghi cdp phat vat tu,
nguyén vat li¢u, trong d6 ghi rd
danh muc d& nghi cap, muc dich
st dung, thoi gian st dung

Nguoi stir dung

Gidy dé nghi

Khi phat sinh
nhu cau

MO1

Xem xét

Xem xét dé nghi cip phat vat tu,
nguyén vat liéu, can clir vao muc
dich st dung; danh muc vat tu,
nguyén vat li€u ma nguoi su
dung d3 dé nghi mua

Lanh dao don vi sir
dung

Gidy dé nghi duoc
duyét

1 ngay

Ban giao

Ban giao vat tu, nguyén vat liéu
cho nguoi sir dung theo d& nghi
da dugc duyét tai kho cua don vi
st dung (Nha truong khodng cé
kho quan ly chung ma giao cho
cac don vi quan ly vat tu, nguyén
vat liéu tai kho cua Khoa, bd
mon)

Ngudi quan ly kho

Nguoi sir dung

Tiép nhéan

Tiép nhan, kiém tra so lugng, chat
lugng vat tu, nguyén vat liéu
duogc cap phat

Nguoi stir dung

Nguoi quan ly kho

Phiéu xuét vat tu,
nguyén-nhién vat
liéu

1 ngay

MO02

Str dung

St dung vat tu, nguyén vat liéy
theo ké hoach da dugc duyét

Nguoi stir dung

Béo cdo tinh hinh
su dung

Béo cao tinh hinh sir dung va vat
tu, nguyén vat liéu sau sir dung

Nguoi st dung

Bao cao tinh hinh
str dung va thu hoi
sau st dung

1 ngay

MO03

05/QT-QLTTB
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STT TEN BUGC PAC TA BQ PHAN/PONVI | BQPHAN/PON VI KET QUA _HAN BIEU
CONG VIEC : THU'C HIEN PHOI HQP PAT PUQC HOANTHANH | MAU
Kiém tra, xem xét bdo cdo tinh
) hinh sir dung va thu hoi sau st | L&nh dao don vi sir e R
8 Xem xet dung cin ct vao ké hoach su | dung Nguoi sir dung 1 ngay
dung da dugc phé duyét.
7 Téng hop tinh hinh cap phat, str E;r}llgctg ng}lll ;p Stllrnh
9 | Tong hop dung va thu hoi vat tu, nguyén Nguoi quan ly tai san | Nguoi str dung ' phat, ¢ 1 ngay MO04
A 1A , dung va thu hoi sau
vat liéu sau st dung .
su dung
Kiém tra, xem xét Bang tong hop - Don vi sit dun
10 | Xem xét tinh hinh cip phat, sir dung va thu | Phong TC-HC&QT Vi surdung 1 ngay
A , - Nguoi st dung
hoi sau sir dung
Thu hoi sau sir Thu hoi vat a, nguyen vat licu dll;l?g " dao donvist vBéif ?ub?g?ll}?gnnila‘?tn
L dung sau st dung @€ luu kho theo quy | oo 10 HCRQT | - Ngwoi quan Ij kho | liu th ' 1 ngay MOS
dinh o L X ,
- Nguoi st dung hoi sau st dung
12 | Luu hé so ;‘I’l?lg hop va luu ho so theo quy | ppono TeHC&QT | Bon vi sit dung gg}f‘”heo auy 1 ngay

05/QT-QLTTB
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