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- Quy trinh cap phat vat tu -

I. MUC PiCH VA PHAM VI AP DUNG
1. Muc dich:

- Quy trinh nay nham quy dinh kiém soét va quan Iy viéc cap phat vat tu, trang
thiet bi phuc vu cong tac dao tao dam bao Kip thoi, chong sai sot that thoat trong qua
trinh cap phat vat tu, trang thiét bi.

- Quy trinh nay &p dung cho tit ca cac don vi c6 nhu cau vat tu, trang thiét bi
cua nha truong.

2. Pham vi ép dung:

- Quy trinh nay dwogc ap dung cho viéc cip phét vat tu phuc vu cong tac giang
day va stra chira tai san cta nha truong.

II. PINH NGHIA VA TU VIET TAT
1. Dinh nghia

Vit tu, trang thlet bi bao gom van phong pham may moc thiét bi, nguyén liéu,
vat liéu, héa chat, mau vat, vat ré tién mau hong nham phuc vu giang day, sira chira tai
san.

2. Cac tir viét tit
e BCT: Bo Tai chinh
e BGH: Ban giam hiéu
e P.QT-BT: Phong Quan tri va Pau tu
e QT: Quytrinh
e QT23/QTPT: Quy trinh cap phat vat tu
e BM: Biéu mau
e DVT: Don vi tinh
e SL:Sé Luong
e VT,TTB: Vit tu, trang thiét bi
e HK: Hoc ky
3. C4c biéu miu/ hwéng dian kém theo

STT Tén biéu miu/ hwéng din M4 héa
1. | Phiéu d& nghi cap vat tu, trang thiét bi BM/QT23/QTDT/01
2. | Ké hoach vat tu, trang thiét bi BM/QT23/QTDT/02
3. | S6 theo ddi cap phat vat tu BM/QT23/QTPT/03
4. | Phiéu xuat kho BM/QT23/QTDT/04
5. | B&o céo vat tu thuc tap BM/QT23/QTDT/05
6. | Bao c4o cong tac cap phat vat tu BM/QT23/QTDT/06
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BM.QT23.QTĐT.01%20-%20Mau%20phieu%20de%20nghi%20cap%20vat%20tu,%20trang%20thiet%20bi.xlsx
BM.QT23.QTĐT.02%20-%20Kế%20hoạch%20vật%20tư,%20trang%20thiết%20bị.docx
BM.QT23.QTĐT.03%20-%20Sổ%20theo%20dõi,%20cấp%20phát%20vật%20tư.docx
BM.QT23.QTĐT.04%20-%20Phiếu%20xuất%20kho.xls
BM.QT23.QTĐT.05%20-%20Báo%20cáo%20vật%20tư%20thực%20tập.docx
BM.QT23.QTĐT.06%20-%20Báo%20cáo%20quản%20lý,%20cấp%20phát%20vật%20tư.docx

- Quy trinh cap phat vat tu -

III. LUU PO

QUY TRINH CAP PHAT VAT TU, TRANG THIET BI
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- Quy trinh cap phat vat tu -

IV. PAC TA: bic ta quy trinh cap phét vat tu, trang thiét bi

Don vi

S6 | Cacbuéc N . Pon Vi £ Két qua N X LA
TT | cong viéc Noi dung thuc hién thuc hién phoi h_q:p dat duge Han hoan thanh Mau ho so
thuc hién
A A A e s : X s 2 1. | 01tuan truéc khi | BM/QT23/QTDT/01
L | Kioptic | ciobtphincneiiéouct shuchy | GioBon | prpr | A |t | viorasToTo:
g ung fam p ght cap phat ve P phat Ve HK2 ciia nim hoc | BM/QT23/QTDT/03
Cac phong, khoa nop phiéu dé nghi cho

. i atatia st ; o BM/QT23/QTDT/01
5 Xefn xetﬂ, P.,QT&DT kl?m tra va trinh EBGH,xerp BGH P.QT-BT Pl‘lleuAde nghi 1-3 ngay BM/QT23/QTDT/02

phé duyét | xét nhu cau vat tu phuc vu cong tac dao cap vat tu
Lo ol vt T DAL BM/QT23/QTDT/03

tao va phé duyét dé nghi
Kiém tra ] 2. 2 BM/QT23/QTPT/01
3 | chuin b E%T d?gu?g‘aﬂébéa’agtm theo phicude | p vy pp Vit tu 1-3 ngay BM/QT23/QTDT/02
Vit tur gh ¢ phe duye BM/QT23/QTDT/03
£ . A % £+ A A 2A . \ BM/QT23/QTPT/01
4 S;ptghat :";T ggrgfrgip ﬂgaéa’a;tm theo phicude | p 1 pr Eﬁgaphong PXK 1 ngay BM/QT23/QTDT/02
: gn! 7C phe duy BM/QT23/QTDT/04
Tiépnhan | ., S Céc phong ] . X BM/QT23/QTPT/01
5 vt tur Céac don vi tiep nhan vat tu khoa P.QT-BT | Vattu 1 ngay BM/QT23/QTDT/02
. A g . Sau 01 tuan khi

L Céc bo phan bao céo cong tac cap phat Céc khoa NS A BM/QT23/QTDT/05
6 |Baocao | e st dung VT, TTB pqT-pr |P-QT-PT | Banbaocao tﬁghuc HKL | BM/QT23/QTPT/06
BM/QT23/QTDT/01
‘ BM/QT23/QTDT/02
A S 1A A £ fr oA i A LA Hang HK BM/QT23/QTDT/03
7 | Luuho so | Luu toan bd ho so cap phat vat tu P.QT-BT Tap ho so Hing nam BM/QT23/QTDT/04
BM/QT23/QTDT/05
BM/QT23/QTDT/06

-3|Page-




TRUONG CPKT NGUYEN TRUONG TQ

SO: e

PHIEU PE NGHI CAP VAT TU, TRANG THIET BI

Ngay thang  nam 2019

B0 phan dé nghi: ...
Noidung st dung: ........ccevvviiiiiiiiinnnn.

z ] i SH1 X
50 Tén vét tu, thiét bi Mash | POnVE L DOMOME 1 5o ois | Thanh tién
1T tinh  [Yéu cau |Thuc xuat
01
02
03
04
05

Téng congco ....... danh muc
DUYET TP. QUAN TRI & PAU TU TRUONG BQ PHAN
HIEU TRUONG
Lé Thanh Diing
Nguyén Lé Pinh Hai THU KHO NGUOI NHAN

Lé Bao Tri




TRUONG CAO PANG KY THUAT CONG HOA XA HQI CHU NGHIA VIET NAM
NGUYEN TRUONG TO Poc 14p — Tw do — Hanh phiic
PHONG/KHOA..............

BANG KE HOACH DU TRU VAT TU, TRANG THIET BI
QUI/HQC KY/NAM 20...

Kinh gtri: - Hiéu truong Trudng CDKT Nguyén Trudng T9;
- Phong Quan tri va Pau tu.

STT Tén vat tw, trang thiét bi Théng s6 k§ thuat/Qui cach | Pon vi tinh | S6 hrong Ghi chu
1
2
3
4
5
Tong cong
Duyét PHONG QUAN TRI VA PAU TU Tp.HCM, ngay ... thang ... nam ...

HIEU TRUONG TRUONG PHONG TRUONG PHONG/KHOA




NGA{
NQI DUNG SU DUNG

STT. TEN & QUY CACH VAT TU

PON VI
TINH

SO LUONG

YEU CAU

THUC XUAT

GHI CHU




Pon vi: TRUONG CAO PANG KY THUAT Méu s6 C31-HD

NGUYEN TRUONG TOQ (Ban hanh theo QD sé: 107/2017/QP - BTC
Ma DVQHNS: 1051027 Ngay 10/10/2017 cua B truéng B Tai Chinh)
PHIEU XUAT KHO
Ngay thang nam
Sb:
Ho, ten ngud1 nhan Pia chi (b phan):
hana:
Ly do xuat kho:
Xuit tai kho: Dia diém:
Tén, nhan hi€u, quy cach, Don vi S6 lwong
STT | phim chét vt tw, dung cu | Ma sb tl,nhV’ Pongia | Thanh tién
(sin pham, hang héa) Yéu ciu Thuc xuét
Cong
Tong sb tién (Viét bang chir):
S6 chimng tir kém theo:
Ngay thdng nam
Nguwoi lap Nguwoi nhan hang Thu kho Ké toan truong Thu trwéong don vi
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Hodc phu trach bd phan (Ky, ho tén, dong dau)

(K3, ho tén) (K3, ho tén)




TRUONG CAO PANG KY THUAT

\ ( 1 CONG HOA XA HOI CHU NGHiA VIET NAM
NGUYEN TRUONG TO DPoc 1ap - Tw do — Hanh phic
PHONG/KHOA......

Tp. Ho Chi Minh, ngay

BAO CAO VAT TU THUC TAP
Kinh gui: - Ban giam hiéu
- Phong Quan tri va Pau tu

- Noi dung cong viéc: Bao cao sé lugng vat tu thyc tap con ton.
I. PHAN VAT TU CON TON:

Tyle | Ty
6 | s so | o | e
TT| Ténvattw |DVT| lugng | 0Mwen8 |, ong | N0 | thu | Ghi
~ "~ | strdung NP hut | hoi | chu
da nhan con ton % £
: (néu | (neu
o) cd)
1
2
3

II. HUONG PE NGHI XU LY VAT TU CON TON:

XAC NHAN CUA TRUONG KHOA NGUOI BAO CAO



TRUGNG CAO DANG KY THUAT CQNG HOA XA HQI CHU NGHIA VIET NAM
NGUYEN TRUONG TO Poc 1ap - Tw do - Hanh phiic
PHONG QUAN TRI VA PAU TU

Tp. H6 Chi Minh, ngay thang  ndm 20

BAO CAO
CONG TAC QUAN LY VA CAP PHAT VAT TU, TRANG THIET BI
NAM HQC

I. SO LUQC PAC PIEM, TINH HINH

1. Pic diém chung:
2. Chirc nang, nhiém vu dugc giao:

I1. PANH GIA HOAT PONG TRONG NAM HQC
1. Nhirng nhiém vu trong tam dwgc giao, hiéu qua dat dwoc

2. Nhirng kho khan

3. Nhirng thuan lgi

TRUONG PHONG

Noi nhén:
- Ban giam hiéu;
- Luu QT&DT.



