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1. MUC DPICH VA PHAM VI AP DUNG
1.1. Muc dich.

Quy dinh trach nhi¢m va phuong phap quan ly, bao tri, stra chira tai san, may
moc thiét bi trong toan truomg.

Nhim kiém sodt chét lugng sir dung céc loai tai san dang hoat dong, chu dong xay
dung ké hoach bao tri, sira chita dé nang cao chat luong hiéu qua sir dung, han ché tdi da viée
hu hong dot xuat, dam bao dap tmg déy du, kip thoi nhu cdu str dung trong toan truong.

1.2. Pham vi ap dung.

Quy trinh nay dugc ap dung cho tat ca cac loai tai san bao gam: Nha cura, vat kién
tric, may moc thiét bi va cac loai tai san khac thudc nhom TSCD.

2. PINH NGHIA VA TU VIET TAT VA TAI LIEU THAM KHAO

2.1 Dinh nghia.

Tai san, may moc thiét bi bao gdm: Nha ctra, kho tang, vat kién triic; trang thiét bi,
phuong tién lam viéc cua co quan, can bd vién chirc; vt tu, dung cu, cong cu cac loai tai
san khac.

2.2 Tir viét tit.

- TS: Tai san

- MMTB: May méc thiét bi

- TSCP: Tai san ¢6 dinh

- P. TC-HC: phong T chirc — Hanh chinh

- P. KH-TC: phong Ké hoach tai chinh

2.3. Tai liéu tham khao
2.3.1 Tai liéu noi bg.

Cac ndi quy, quy dinh cua co quan, quy ché chi tiéu ndi bo.
2.3.2 Tai li¢u ngoai.
- Nghi dinh 52/2009/NB-CP ngay 3/6/2009 quy dinh chi tiét va hudng dan thi hanh
mot s6 diéu cua Luat quan ly, sir dung tai san Nha nude ; Thong tu 245/2009/TT-BTC
quy dinh thyuce hién mot s6 noi dung cua Nghi dinh 52/2009/ND-CP;
- Quyét dinh s6 32/2008/QD-BTC ngay 29/5/2008 ctia Bé tai chinh vé viéc ban hanh
ché do quan Iy hao mon TSCP trong co quan Nha nude don vi su nghiép cong lap va

cac to chire sir dung Ngan sach Nha nudc.
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3.LUU PO

QUY TRINH QUAN LY, BAO TRI, SUA CHUA TAI SAN, MAY MOC THIET BI
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4. DAC TA

Tén budre = Bphges | UM g eidpt | OO Biéu miu/
STT : 2 N¢i dung e s Nguwoi hoan N
cong vige Nguoi thue hién phéi hep duge Hdnk ho so
I | Tiép nhan. Nhan vién quan ly tai san GV,NV quanly |Cécdon | Céc phong, 5ngay | BM.KHOA.01.BTBD
ban giao TS, tiép nhén, ban giao tai san tai san MMTB, Vi khoa, don vi
MMTRB cho GV, NV, T6 bo mon, T6 bd mén, tiép nhén tai
Phong, khoa, cac don vi st | Phong, khoa, céc san, may moc
dung don vi thiét bj dua vao
su dung
2 | Ghi mi hiéu, | Nhan vién quan ly tai san Nhan vién quan | Cac don | Ghi ma hiéu, S ngay
dantem TS, | giantem TS, MMTB dé ly tai san vi dén tem TS,
MMTB quan ly MMTB
3 | Ghisotheo | Nhan vién quan ly tai san Nhan vién quan | Cac don | Ghi so theo ddi |2 ngay | BM.KHOA.02.BTBD
doi tai san ghi chép s quan ly theo ddi | ly tai san vi tai san, may
tai san, MMTB moc thiét bi
4 | Pénghibao | GV,NV sur dung tai san Cac don visu Phong TC | Cacdonvidé |3 ngay | BM.(KHOA.03.BTBD
tri, stra chira | MMTB, T0 b mon, Phong, | dung tai san - HC nghi bao tri,
khoa. ciac don vi dé nghi MMTRB bi stra chira
| bao tri, sura chita ) | )
5 | Lap bien ban | GV, NV quan ly tai san GV, NV quan ly Phong Lap bién ban I ngay | BM.KHOA.04.BTBD
kiém tra tai | MMTB, T6 bd mdn, Phong, | may moc thiét bi, | Quan trj - | kiém tra tai
sdn, may khoa, cic don vi ldp bién T6 bo mon, Doi sdng san, may moc
moc thiét bi | ban kiém tra tinh trang hu | Phong, khoa, céc thiét bi hu hong
hong don vi
6 | Lap dy toan | Nhan vién quan ly tai san Nhan vién quan | Phong Lap dugc du 3ngay | BM.KHOA.05.BTBD
kinh phi bao | lap du todn kinh phi bao tri, | ly tai san TC-HC toan kinh phi




tri, stra chira | stra chira bao tri, stra
chira
7 | Xem xét, Trinh du toan kinh phi bao | Hi¢u truong 3 ngay
phé duyét tri, sua chira 1én Hiéu
truong xem xét phé duyét
8 | Thuc hi¢n Nhan vién quan ly tai san Nhén vién quan ly | Cac don | Thyc hi¢n bao | Theo
bao tri, sua Thuc hién bao tri, stra chira | tai san vi tri, sura chira ké
chita theo ké | theo ké hoach dugc phé theo ké hoach | hoach
hoach duyét
9 | Nghiém thu, | GV, NV quan ly tai san, Nhéanvién quanly | Cac don | Nghiém thu, Pung BM.KHOA.06.BTBD
ban giao dwa | MMTB, T6 b mon, Phong, | tai san vi ban giao dua thot
vao str dung | khoa, cac don vi nghi¢m vao su dung gian
thu, ban giao dua vao sur theo ké
dung hoach
10 | Dé nghi Nhén vién quan ly tai san sau | Nhan vién quan ly | Phong Ké bung | BM.KHOA.07.BTBD
thanh toan khi ban giao xong thanh ly tai san hoach - Tai theo ké
hop déngfthanh toan chinh hoach
11 [Luuhdoso | Phong TC - HC Phong Kéhoach- | Phong Lau dai
Phong KH-TC Tai chinh TC-HC




5. CAC CONG CU, BIEU MAU

TT

Tén biéu mau/ho so

- A
Ma so

Ghi cha

1

Bién ban ban giao tai san, may moc
thiét bi

BM.KHOA.01.BTBD

2 | S theo ddi tai san BM.KHOA.02.BTBD

3 | Gidy dé nghi bao tri, stra chira may | BM.KHOA.03.BTBD
moc thiét bi

4 | Bién ban kiém tra tai san may moc BM.KHOA.04.BTBD

thiét bi

Bang du toan kinh phi

BM.KHOA.05.BTBD

Bién ban nghiém thu ban giao

BM.KHOA.06.BTBD

~ | |Wn

Dé nghj thanh toan

BM.KHOA.07.BTBD




BM.KHOA.01.BTBD

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phac

BIEN BAN BAN GIAO TAI SAN, MAY MOC THIET BI

I. Thoi gian, dia diém
- Thoi gian: Ngay thaing  nam 20
SR IEIME oo

I1. Pai dién bén giao.

I.Ong (ba) = CRIC VUit en e e
2. Ong(ba) B L L T
3. Ong(ba) B O 111 T
II1. Pai dién bén nhan.
l.fhg(hé) = CRUC VUt
2. C)ng(bé) = ERIE VU aninmanmsismmiivisssisensi i ."".
3. Ong (ba) e CRUE Vi oo sessssmssssssssnss s ssosessmsees

IV. Ngi dung.

Cung nhau tién hanh ban giao tai san, may maéc thiét bi sau:

STT Tén thiét bi Ponvi | S6 lwgng | Tinh trang Ghi cha
Ngay thang nam 20........
PHONG TC - HC PAI DIEN BEN GIAO DAI DIEN BEN NHAN



SO THEO DOI TAI SAN

BM.KHOA.02.BTBD

TT | Ngay Tén gol. m& hidu. xudt xé vi Pon | S6 Tinh trang | Nhin méi | Thanh 1y | Hiy
thang (ghi ik BT N . Mai vit tw vi | luwgng (Bién ban | (OD so, | (OD Pon vi, ca
s s0 series thiet bi, phu tung, , g 9 Z "
theo Bién | .. i . g2 . tinh s0, ngay) | ngay) 80, nhin
, linh Kién (ghi theo ly lich di : .
ban, OD) : ngay) | duge giao
kem) -
quan ly/
ghi chu




BM.KHOA.03.BTBD

TRUONG TRUNG CAPNGHE CONG HOA XA HOI CHU NGHIA VIET NAM
CAMLAM Dic Eip — Tu do— Hanh phiic

Cam Lam, ngay  thang  nam 20

GIAY PE NGHI '
Bio tri, sira chira tai san, may moc thiét bj
Kinh gri: Ong Hiéu truéng Truong Trung cap nghé Cam Lam
Phong TC - HC

TR oinasminiis D s R S
Noi dung:

.......................................................................................................

CamLam ngay  thang  nam 20...
Lanh dao duyét Phong TC-HC Phong / Khoa Nguwoi dé nghi



BM.KHOA.04.BTBD

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lip - Tu do - Hanh phuc

BIEN BAN KIEM TRA TAI SAN, THIET BI

I. Thoi gian, dia diém

- Thai gian: Ngay thang

nam 20

N .

IL. Thanh phan kiém tra.

1.Ong (ba) A
2. Ong (ba) = CRUC VU oo
3. Ong(ba) T D
4. Ong(ba) = CRUIC VU e
III. N§i dung
STT Tén thiét bi l"?ﬁl Tinh trang Nguyén nhin Pé Xuit

IV. Két luan.

PON VI KIEM TRA

TRUONG BON VI NGUOIKIEM TRA

PON VI QUAN LY, SU DUNG THIET BI
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TRUONG BON VI

NGUOI QL. SD THIET BI



BM.KHOA.05.BTBD

TRUONG TRUNG CAP NGHE CONG HOA XA HOI CHU NGHIA VIET NAM
CAM LAM Pic ip— Tu do— Hanh phic

BANG DU TOAN KINH PHi

Kinh giri: Hiéu truong Truong Trung cap nghé Cam Lam

PO B snamimnammnisinssassinsanss i
L T T
L. . | Sé DPon gia | Thanh tién
STT Cac vat tw Pon vi lwgng (VND) | (VND)
Tong
IPORE BT oo iiiiinvinessnrmismmnesrnsnnseaamanyesmanms

CamLam, ngay  thang  nam 20
LANHDAODUYET TRUONGPHONGKH-TC  TRUONGBOPHAN  NGUOILAP

L1



BM.KHOA.06.BTBD

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phic

BIEN BAN NGHIEM THU, BAN GIAO

Hom nay, ngay .... thang .... ndm.......... , chiing t6i gom:
A- Dai dién Bén giao:
Lo ONE/ B et
ChEB VAL coviicninminasim iy ismes s i s i e isaeass
2. ONEQ/ BA: oot
UG MU oo i s i G s iienss
B- Dai dién bén nhan:
Lo ONE/BA ettt
CHE AL . comeereomssssfimasnsatimsemsiionitprat s tsrais it s s R e aaaAs
2. ONE/ BA oot
EBEC VA i e s e S s T B i A A R AR (RS
Thuc hién ban @iao. ... ..o

Cam Lam, ngay  thang nam 20
BEN GIAO BEN NHAN

XAC NHAN CUA PHONG/KHOA



BM.KHOA.07.BTBD

TRUONG TRUNG CAP NGHE CONG HOA XA HQI CHU NGHIA VIET NAM
CAM LAM Poc Lap - Tu Do - Hanh Phie

GIAY PE NGHI THANH TOAN

Kinh giri: - Hiéu truéng Trudng Trung cap nghé Cam Lam
- Phong Ké hoach — Tai chinh

PO B & s s o o s A A A N R B R RS N VA S

Vay dé nghi Nha truong thanh toan s tién trén.

Ngay thang nam 20

Hiéu trudong Phong KH-TC B¢ phan phu trach Ngwoi dé nghi
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