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Quy trinh Cung clip va quiin Ii trang thiit hi van phong	 Ma sa: QT- VP - 02 

1. Ml)C DicH 
Nh~m cung cftp dfiy du, kip thai, dung chung lo~i, s5 lUQTIg va qm'm ly su dl,mg mQt 

cach co hi~u qua trang thi~t bi van phong. 

2.	 PH~M.VI Ap DT)NG 
Qui trinh nay duqc ap dt;mg d6i vai cac dan vi thuQc kh6i ca quan BQ (Van phong 

BQ, Thanh tra BQ, va cac Vl,l) trong vi~c cung c~p va quan ly trang thi~t bi van 

phong. 

3. TAl LIlJ:U LIEN QUAN 
- Quy~t dinh s6 170/2006/QU-TTg ngay 18/7/2006 cua Thu tuang Chinh phu va 

Thong tu huang dfuI s6 94/2006/TT-BTC ngay 9/1 0/2006 cua BQ Tai chinh v~ 

vi~c ban hanh qui dinh tieu chu~n, dinh muc trang thi~t bi va phuong ti~n lam 
vi~c cua ca quan va can bQ, cong chuc, vien chuc nha nuac. 

"- Nghi dinh s6 118/2006/NU-CP ngay 10/10/2006 cua Chinh phu v~ xu ly trach 
nhi~m v~t ch~t d6i vai can bQ, cong chuc. 

- Cong van s6 14795/BTC-TVQT ngay 22/1112005 cua BQ Tai chinh v~ vi~c 

huang dfrn xac dinh gia kh6i di€m va chuy€n giao tai san nha nuac d€ ban d~u 

gia. 
- Cong van s6 111 05/BTC-TVQT ngay 20/8/2007 cua BQ Tai chinh v~ vi~c huang 

dfrn xu ly TSCU sau ki€m ke Oh ngay 1/1/2007. 
- Quy~t dinh s6 12711QU-BNV ngay 22/112006 cua BQ tru6ng BQ NQi Vl,l v~ vi~c 

ban hanh qui dinh tieu chu~n, dinh muc trang thi~t bi va phuong ti~n lam vi~c cua 
ca quan, can bQ, cong chuc, vien chuc trong ca quan BQ NQi Vl,l. 

- Nghi dinh s6 130/2005/NU-CP ngay 17/10/2005 cua Chinh phu va Thong tu 
03/2006/TTLT-BTC-BNV ngay 17/112006 cua BQ Tai chinh, BQ NQi Vl,l qui dinh 
ch~ dQ tv chu, tv chiu trach nhi~m v~ su dl,lng bien ch~ va kinh phi quan ly hanh 
chinh d6i vai cac ca quan nha nuac. 

- Quy~t dinh s6 OS/2006/QU-BNV cua BQ tru6ng BQ NQi Vl,l v~ vi~c ban hanh quy 
dinh mQt s6 thu tvc chi tieu tai chinh phl,lc Vl,l ho~t dQng cua ca quan Bi) NQi Vl,l. 

- Quy~t dinh s6 1007/QU-BNV ngay 6/5/2011 cua BQ tru6ng Bi) NQi Vl,l v~ vi~c 
ban hanh qui ch~ chi tieu nQi bi) t~i ca quan BQ NQi Vl,l. 

- Quy~t dinh s6 1079/QU-BNV ngay 5/11/2012 cua Bi) truang BQ NQi Vl,l v~ vi~c 
ban hanh qui ch~ lam vi~c cua Bi) Ni)i Vl,l.
 

- Tieu chu~n Vi~t Nam TCVN ISO 9001 :2008
 
- sf> tay ch~t lUQTIg.
 

4. DIND NGHiA VA CHUVIl!:T TAT 
4.1. Dinh nghia 
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Trang thiit bi win phong la nhung thi€t bi, phuong ti~n dugc su dt,mg ph\lc V\l 
cho ho~t d<)ng chuyen mon cua can b<) cong chuc, vien chuc trong co quan nhu: 
thi€t bi di~n, di~n tu, may pho to, may tinh, may in, may chi€u, may quet, may huy 
tai li~u, may hut Am, may fax, va cac phuong ti~n lam vi~c khac vv ... 

4.2. Chii' vi~t t~t
 

- Quan tri: QT
 
- K€ toan tai V\l: KTTV
 

- Thi€t bi: TB
 
- K€ ho~ch: KH
 
- Van phong: VP
 

5.	 NQIDUNG 
- Mua s~m, trang bi mai 
- Bao duo'ng, bao tri 
- Nang c~p, sira chua 
- Ki@m ke danh gia dinh ky 
- Di~u chuy@n, thanh IY. 

-).--.. %. 
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Qlly trinlt Cung clip va qulin If trang tltiit hi van phong Ma sA: QT- VP - 02 

5.1. LUU DO 
5.1.1. Mua sim tran 

TracbI1l1i~rit:th'!C 
....... l1i~~ ... 

Dan vi Slr d\mg 
Phong QT-VP 

Phong QT-VP 

Phong KTTV-VP 

Uinhd~o VP 

L~p kS ho~ch, k~ ho~ch b5 sung 

T5ng hqp, din d6i ngu6n. L~p dt,r 
toan b6 sung 

'./.::': .. '.)•. :.,

TaLlifulBieu:! 
,;: 

mau 

5.2.1.1 

5.2.3.1 

5.2.1.2 

5.2.1.3 

Lanh dao B6 

Lanh d~o VP 

Phong QT, KTTV 

Duy~t 

Lt,ra chQn nhf! cung ung 

Tham chi~u 

Quy trinh 

..... :IE~~.~Y .. 
5.2.1.4 

Chao hang 
c~nh tranh 

D~u thfru 

I I······ _ , . 

Phong QT 

Phong QT-VP 

Dan vi sir d\lng 

Phong KTTV-VP 

T6 chuc tht,rc hi~n 

Thanhtoan 

5.2.1.5 

5.2.1.6 

U·· ·1,········..·· ~ . 

Phong QT-VP 

Phong KTTV-VP 

Phong QT-VP 

Theo d6i, (I~p ly lich TB) 

Luu h6 sa 

5.2.1.7 

5.2.1.8 
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5.1.2. Bao duo-ng, bao tri, sua chua thufrng xuyen 

NQidungTrach nhi~m th\fc 

KS ho~ch bao dU5ng D~ xu~t sua chua 

Tai li~ll!Bi~ll 

hien mall_··_".. ····"··-"1 
Dan vi su d\ll1g
 
Phong QT-VP
 I 

Phong QT-VP 

Lanh d<;1o VP 

• 

.Phong KTTV-VP 
Th§.m dinh chi phi. L\Ia ch<;m nha cung t'rng 

Phong QT-VP 
T6 chuc th\Ic hi~n 

PhongQT-VP
 

Dan vi sir dVng
 

PhongQT-VP
 
Thu th~p hoa dan, chung tU. Thanh toan
 PhongKTTV 

Phong QT-VP
 
C~p nh~t h6 sa, thea d5i
 

L H ~ J 

5.2. MO TA CHI TIEl' 
5.2.1. Mua siim tai san va trang thi~t bi m6'i 
5.2.1.1. Lcjp kd hor;zch 

Can Cll vao kSt qua ki~m ke danh gia tai san cu<3i nam tru6c, va thong bao dv 
toan kinh phi duQ'c duy~t cua nam, phong QT ph<3i hqp v6i phong KTTV - Van 
phong B(> l~p kS ho~ch mua s~m bao cao Lanh d~o Van phong xem xet trinh 
Ulnh d~o B(> phe duy~t. 

U<3i v6i truOng hqp ph<it sinh nhu tang cUOng nhan Sl,f, ho~c d(>t xu~t khac, 
sau khi nh~n duQ'c yeu c~u, Phong QT - Van phong B(> l~p kS ho~ch, dl,f toan b6 
sung. 

BM - 02/VP - 02 Ngay ban hanh :·2.qIlL/:?()! 2- Trang: 6/15 
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5.2.1.2. T6ng hr;rp va can tl6i ngu6n 
Can Cll van th\lc tqmg may moc, trang thiet bi hi~n dang sir dVng, co tinh dSn 

ySu t6 nhan S\l se tang. Can cu kS ho~ch mua s~m clla nam, hang quy (tu ngay 
20-25 clla thang cu6i quy tru6c), phong QT ph6i hqp v6i phong KTTV Van 
phong BQ va Vv KS ho~ch tai chinh dS t6ng hqp va can d6i ngu6n. 

Tuy nhien do co nhUng yeu c~u dQt xu~t phat sinh, rna ngu6n kinh phi hang 
nam khong thS dap lrng duQ'c, nen mQt ySu t6 quan tn,mg dS lam can cu la tinh 
c~p bach va nhu c~u c~n thiSt phai th\lc hi~n mua s~m trang bi m6i d~ dap lrng 
yeu c~u cong taco 

Trong truOng hqp khong co ngu6n d~ mua s~m trang bi m6i, phong QT co 
trach nhi~m thong bao l~i cho dan vi co nhu c~u su dVng duQ'c biSt. 
5.2.1.3. Phe duy?t ki hogch mua sam 

Sau khi t6ng hqp toan bQ cac nhu c~u, trang thiSt bi c~n cung c~p, Phong 
Quan tri-Van phong BQ trinh Lanh d~o Van phong duy~t kS ho~ch trang bi, ho~c 
d\l toan b6 sung. TruOng hqp d~c bi~t thi Lanh d~o van phong xem xet d~ trinh 
Lanh d~o BQ phe duy~t mua s~m. 
5.2.1.4. Ll!a ch9n nha cung u-ng va t6 chuc thl!c hi?n vi?c mua slim 

Can cu van kS ho~ch quy, ho~c d\l toan b6 sung duQ'c duy~t, Phong Quan tri 
ph6i hqp v6i phong KS toan-Van phong BQ th\lc hi~n vi~c mua s~m thea kS 
ho~ch. 

Tu)' thuQc van s6 luqng, kh6i luqng va gia tri tai san mua s~m dS ap dVng 
hinh thuc chao hang c~nh tranh, ho~c d~u th~u. (Theo qui dinh ella Nha nu6c thi 
gia tri tai san mua s~m tu 100 tri~u d6ng tra len phai t6 chuc d~u thftu, con du6i 
100 tri~u d6ng co th~ ap dVng hinh thuc chao hang c~nh tranh, hay gQi la chao 
thftu) 

TruOng hqp t6 chuc d~u thftu thi phai tuan thea qui dinh Clla Lu~t D~u thftu va 
co QuYSt dinh chi dinh thftu. 

TruOng hqp t6 chuc chao th~u (chQn trvc tiSp), phai co bien ban hQp xet chQn, 
tren ca sa bao gia chao hang clla t6i thi~u la 3 nha cung c~p. 

5.2.1.5. Kiim tra tlimh gia, tiip nhgn va him giao thiit hj 

Can cu van s6 luqng, kh6i luqng may moc, thiSt bi van phong mua tUng dqt, 
phong Quan tri-Van phong BQ va nha cung lrng th\Ic hi~n vi~c l~p d~t. T~i nai 
tiSp nh~n, nha cung lrng va dan vi tiSp nh~n sir dVng l~p bien ban ban giao, du6i 
S\l giam sat Clla phong QUlin tri - Van phong BQ. 

Sau khi thiSt bi duQ'c cung c~p va l~p d~t, phong Quan tri - Van phong BQ 
ph6i hqp v6i dan vi sir dVng ki~m tra s\l v~n hanh clla thiSt bi, co dam bao, dap 
lrng dung yeu cftu vS m~t ch~t luqng san ph~m hay khong. 

TruOng hqp may moc thiSt bi van phong mua vS, chua sir dVng ngay thi 
phong Quan tri - Van phong BQ (chuyen vien thea d5i quan ly) tiSn hanh lam 
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5,!UY ITmn Lung cap va quan ty lrang cnlel 01 van pl10ng lVla so: \ll- vr - UL, 

thu t\lC nh~p kho, vao sa sach theo d6i tai sim, theo dung qui dinh chung vS quim 
1y tai sim, d6ng thai phai niem phong l~i thiSt bi. 
5.2.1.6. Thanh toan 

Toan bQ h6 sa chUng tir lien quan dSn vi~c mua s~m trang thiSt bi, (tir khau 
l~p kS ho~ch dSn khau tiSp nh~n) se duqc phong Quan tri - Van phong BQ tf>ng 
hqp va sao l~i gi'ri chuyen vien theo d6i quan 1y mQt ban, sau do chuy~n toan bQ 
h6 sa g& dSn phong KS toan tai v\l -Van phong BQ d~ thvc hi~n vi~c thanh toan 
theo qui dinh. 
5.2.1.7. Thea doi, lelP ly Itch thiit hi 

T~t ca h6 sa may moc, trang thiSt bi mua s~m m6i se dugc chuyen vien theo . 
d6i quan 1y, phong Quan tri - Van phong BQ c~p nh~t vao sf> theo d6i tai san chi 
tiSt cua tirng dan vi si'r d\lng, va l~p 1y lich thiSt bi (nSu c~n). 

:. Truang hqp trang thiSt bi van phong, dugc tiSp nh~n tir cac ngu6n khac, 
chuyen vien theo d6i quan 1y co trach nhi~m tiSp nh~n h6 sa ban giao thiSt bi, 
\l:ao sf> d~ theo d6i qua trinh si'r d\lng. 
5.2.1.8. Luu h6 sa 

H6 sa tai 1i~u g6c tir khau l~p kS ho~ch dSn tiSp nh~n ban giao thiSt bi se duqc 
phong KS toan tai v\l Van phong BQ gifr d~ lam chung tir thanh quySt toan, ki~m 

toano Phong Quan tri Van phong BQ se sao l~i mQt ban (kem theo phiSu bao 
h~mh san ph~m), chuyen vien theo d6i quim 1y, co trach nhi~m 1uu gifr h6 sa, d~ 

theo d6i quan 1y trong su6t qua trinh suo d\lng tai san trang thiSt bi. 
5.2.2. Bao duO-fig, bao tri 

Tren ca sa kh6i 1uqng, s6 1uqng tai san dang duqc theo d6i quan 1y va si'r 
d\lng t~i cac dan vi. Vao cu6i qui 4 cua nam tru6c, phong QT Van phong BQ co 
trach nhi~m xem xet, phan 10~i vi~c bao duOng, bao tri d6i v6i tirng 10~i tai san 
cho nam sau. 

Xac dinh 10~i tai san nao c~n chS dQ bao dUOng, bao tri thuang xuyen, va thai 
gian bao duOng, bao tri dinh ky cho m6i 10~i tai san. 

Phong Quan tri - Van phong bQ l~p danh m\lc tai san c~n bao duong, bao tri 
thuang xuyen va dv toan kinh phi bao duong, bao tri, cac phuang an thvc hi~n 

cho m6i 10~i thiSt bi, trinh Lanh d~o Van phong phe duy~t. 

Tren ca sa kS ho~ch, dv toan, phuang an dugc duy~t, phong QT-VP mai cac 
nha cung c~p dich Y\l khao sat, kiSm tra, danh gia xay dVng chi phi bao duOng, 
bao trio 

Tieu chi dS Iva ch<;m nha cung c~p dich V\l bao duong tuang tv nhu ph~n cung 
c~p trang thiSt bi m6i. 

Van phong BQ (chuyen vien theo d5i quan 1y), ho~c can bQ dugc phan cong 
co trach nhi~m theo d6i giam sat cac nha cung Ung khi co giao dich phat sinh va 
1uu l~i sv khong phu hqp (nSu co) b~ng van ban. Vi~c theo d6i giam sat lam ca 
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s6 cho vi~c danh gia Iva ch<;>n I~i nha cung ll'ng m6i nam mQt I~n ho~c dQt xu~t 
khi co yeu c~u cua Lanh d~o BQ. 

LUll h6 sa, c~p nh~t Iy Hch thiSt bi (nSu c~n), ho~c s6 thea d6i sua chua, bao 

duong. 
5.2.3. Sua chua thtrirng xuyen 

Khi co nhu c~u, yeu c~u tu cac dan vi v~ sua chua, phong QT - Van phong 
BQ tiSn hanh kiSm tra trvc tiSp, ho~c mai cac nha cung c~p dich vv dSn kiSm tra, 

I~p bien b~m xac dinh sv c6 hu hong va d~ xu~t cac bi~n phap giai quySt. 

-	 TruOng hqp hu hong nht; se duQ'c phong QT - Van phong BQ cho sua 
chua ngay (tuy di~u ki~n cv thS nhung khong qua 2 ngay lam vi~c) 

-	 TruOng hqp hu hong n~ng, c~n phai thay thS Iinh ki~n, trinh Lanh d~o 

Van phong phe duy~t (thai gian thvc hi~n khong qua 2 ngay lam vi~c). 

-	 TruOng hqp d~c bi~t, kh~n c§.p, phai tiSn hanh xu Iy kip thai (bao cao 

Lanh d~o Van phong d~ xu~t phuang an sua chua, xu Iy ngay sau khi co 

sv c6) 
Sau khi duQ'c Lanh d~o Van phong phe duy~t, can bQ thea d6i quan Iy mai 

cac nha cung c~p dich vv gui bao gia chi phi sua chua. 

Phong QT ph6i hqp phong KTTV - Van phong BQ th~m dinh vS chi phi sua 

chua (thai gian th~m dinh khong qua 2 ngay lam vi~c), Iva ch<;>n dan vi thlJc 
hi~n thong qua cac tieu chi: 

-	 Ch~t IUQllg, chung Io~i v~t tu thay thS 
-	 T6ng chi phi sua chua kh~c phvc th~p nh~t 

-	 Thai gian bao hanh sau khi sua chua 

Phong QT - Van phong BQ tiSn hanh t6 chuc thvc hi~n, va giam sat cong vi~c 
sua chua thea phuang an duQ'c duy~t. 

Sau khi cong vi~c sua chua hoan thanh phong QT - Van phong BQ co trach 
nhi~m I~p bien ban nghi~m thu, ban giao d6i v6i cac ben co lien quan. 

Toan bQ h6 sa vS sua chua se duQ'c phong Quan tri - Van phong BQ t~p hqp 
va chuySn phong KT'"(V - Van phong BQ thanh toano 

Can bQ duQ'c phan cong thea d6i se c~p nh~t s6 thea d6i sua chua tai san, 
trang thiSt bi, lUll h6 sa cua phong QT - Van phong BQ dS thea d6i ch~t Iuqng 
dich vv va qua trinh su dVng sau nay. 
5.2.4. Ki~m ke danh gia dinh ky 

Theo qui dinh chung thi cac dan vi phai tiSn hanh kiSm ke, danh gia I~i tai 
san, dinh ky m6i nam mQt I~n vao thai diSm 31/12 hang nam se b~t d~u thvc 

hi~n. T6 chuc thvc hi~n vi~c kiSm ke danh gia tai san duQ'c thvc hi~n nhu sau : 

-	 Van phong BQ ra QuYSt dinh thanh I~p HQi d6ng kiSm ke va phan cong 
nhi~m vv, kS ho~ch kiSm ke. 
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- Phong KTTV gui thong bao k@ ho?ch, thai gian b~t d~u ti@n hanh cong 
vi~c kiSm ke t6i cac dan vi dS ph6i hQ'P th\Ic hi~n. 

- Phong QT va phong KTTV tiSn himh th\Ic hi~n kiSm ke thea kS ho?ch. 
- Phong KTTV t6ng hqp s6 li~u va dtmh gia qua triOO kiSm ke. 
- Bao cao kSt qua th\Ic hi~n va dS xu~t cac bi~n phap xu ly d6i v6i tai san 

du thua, thiSu h\lt, m~t mat, hu hong (phong QT ph6i hQ'P phong KTTV 
thlJc hi~n). 

- Luu h6 sa thea d6i. 
5.2.5. Di~u chuy~n, thanh If tai san 
5.2.5.1. Di~u chuy~n 

Can cu vao kSt qua kiSm ke cu6i nam vS s6 luqng, ch~t luqng, chung lo?i tai 
san, trang thiSt bi. 

Can cu vao OOu c~u su d\lng cua cac dan vi va cac yeu c~u, kiSn nghi vS vi~c 

s\r d\lng tai san, trang thiSt bi. 
Van phong BQ cu can bQ thea d6i quan ly tai san, t6ng hQ'P, din d6i dS thvc 

hi~n vi~c diSu chuySn tai san, trang thiSt bi van phong tu nai thua sang nai 
thiSu, tren ca sa quan ly, n~m b~t nhu c~u su d\lng th\Ic ti@n gifra cac dan vi, 
trinh Lanh d?o Van phong phe duy~t vi~c diSu chuySn. 

- D6i v6i vi~c diSu chuySn tai san, trang thiSt bi van phong sang dan vi Slr 
d\lng khac, khong n~m trong kh6i Van phong BQ qUlin ly, thi phai trinh Lanh 
d?o BQ ra quySt dinh diSu chuySn. 

Chuyen vien thea d6i quan ly tai san co tr::ich nhi~m: L?p bien bim ban giao 
gifra ben giao, ben OO?n va C?p OO?t s6 sach thea d6i quan ly thea dung qui dinh. 
5.2.5.2. Thanh If 

Can cu vao bien ban kiSm ke daOO gia, gia tri hu hong tai san, trang thiSt bi 
van phong. Phong QT - Van phong BQ l?p danh m\lc tai san dS nghi thaOO ly 
chuySn phong KTTV - Van phong BQ. 

Phong KTTV - Van phong BQ xac diOO nguyen gia, gia tri con l(,li tren s6 
sach, t6ng hQ'P va chuySn V\l KS ho?ch Tai chiOO.V\l KS ho?ch tai chiOO se xem 
xet, triOO Lanh d?o BQ fa Quy@t diOO thaOO lY. 

Sau khi co QuySt diOO thanh ly tai san, Van phong BQ ti@n hanh thaOO l?p HQi 
d6ng thanh ly va ban d~u gia tai san. 

HQi d6ng thaOO ly co trach nhi~m : 
- Danh gia l(,li gia tri con l?i cua tai san, trang thiSt bi van phong thea thgc 

tS, dS diOO gia ban cho tUng lo?i tai san. 
- Thong bao daOO m\lc tai san, trang thi@t bi van phong c~n thaOO ly, thai 

gian, dia diSm nh?n dang ky, va thai gian ti@n hanh t6 chuc th\Ic hi~n ban 
thaOO lY. 

BM- 02NP - 02 Ngay ban hanh '/..411JI )!P/l-- Trang: 10/15 



Quy trinh Cung cap va quiin Ij trang thiRt hi van phong Mii sa: QT- VP - 02 

- T6 chuc ban thanh Iy (d6i v6i tai san co gia trj Ian phai t6 chuc ban dftu 
gia ; d6i v6i tai san, trang thiSt bi sau nhi~u Ifin chao ban rna khong ban 
duQ'c, khong co nguai rnua, d~ nghi hQi d6ng I~p bien ban cho huy b6). 

- T6ng hgp va bao cao kSt qua thlJc hi~n.
 

- Luu h6 sa thea doi.
 

6. flO SO: 
TT Ten hD su Nui fuu Phuung phtip tuu Thdigian 

tuu 

Ghi chu 

1 Danh ml;lc Trang thiet bi tai 

san mua sam tung nam Cbao 

g6m ban sao hoa dan hang 

hoa, bien bim b~m giao TS). 

KTTV 
QT 

Theo thai gian mua 

sam, moi nam 1 h6 

sa 

10nam 

2 
" 

ChUng tu thanh quyet toan: 
-Ly Iich thiet bi. 
- Yeu cau mua sam, sua 

KTTV 
QT 

Theo tung nam 
mua sam, sira chua, 

10 nam 

chua drrqc duy~t. 

- Bien ban ki~m tra danh gia Theo nam ki~m ke 
thvc tr<;tng thiet bi. 
- Bien ban b~m giao su dl;lng 
trang thiet bi. 

10nam 

- Bien ban danh gia Iva 
ch<.>n, chi dinh nha cung dip. 
- Bien ban ki~m ke danh gia 
trang thiet bi. 

3 sci theo d6i sua chua, bao 

duong, nang dip trang thiet 

bi 

QT Theo ten Io<;ti tai 
? san 

5nam 

4 sci theo d6i trang thiet bi chi 

tiet 

- Tung dan vi su dl;lng 

- Tirng Io<;ti may moc thiet bi 

QT Theo dia di~m sir 

dl;lng 

Theo tUng Io<;ti thiet 

bi 

10nam 

5 sci theo d6i trang thiet bi tai 

san tcing hqp 

QT 

KTTV 
Theo nam tai chfnh 

co phM sinh 

10nam 

6 H6 sa nha cung Ung 

- Danh gia Iva ch<.>n nha 

cung ung 

- Danh sach nha cung Ung 

duqc phe duy~t 

- sci theo d6i nha cung ung 

QT Theo nam danh gia 

Iva ch<.>n 

Tir 3-5 nam 
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Quy trin" Cung dip va qulin Ij trang thiit hi van pftong Ma sB: QT- VP - 02 

7. BIEUMAu 
BM-Ol/VP-02: f)~ nghi sua chua, thay th~ v~t tu, thi~t bi van phong 
BM-02NP-02: Bien ban b~m giao (tai san, dl;lng Cl;l, c6ng vi9C hoan thanh) 
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Quy trinh Cung clip va qulin If trang thilt hi van phong MA s6: QT- VP - 02 

BONOI Vl) 
BIEUMA.U 

BIEN BAN BAN GIAO 

'no NOI VlJ CONG HoA xA HOI CHU NGHIA VI~T NAM 
VAN PHONG no DQc I~p - Tl! do - H~nh phuc 

Hii N(Ji, ngiiy thfmg nam 200 

DENGHI 
Ve vi~c sua chua, thay the v~t hr - thiet b! van phong 

O ~I. D N V~ Dr... NGH~: 
-, 

Yell Call sua chua (ho~c thay the): 

D' d·/lla lem: . 

. 

Ten lo<;li thiet bi. v~t tu VP: . 

Nguai su dl;lng: 

Ly do sua chua (hoiflc thay the): 

. 

. 

0., ' •• 0 _0 •••••••••••••••••••••••••••••••••••••• 0 •••••••••••••••••••••••••••••••••• 

LANH DAO DON V~ NGUOI DE NGH~ 

II. VAN PHONG no (PHONG QUAN TR~ ) 

T·" nh' d" h' , . h' - 200lep <;In eng! ngay t ang nam . 

Giao nguai theo d6i thl!c hi~n: . 

.................. . " .
 

Tinh tr<;lng thiet b~, v~t tu VP: . 

...................... ••• •••••• ••• ••• •••••••••••••••••••••••• • 0 ••••••••••••••••••••••••••••••••••••••••••••••••••
 

D~ xllat xu 1:9: . 

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

NHAN VIEN THEO DOl 
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Quy trinh Cung cap ViZ qulin Ij trang thiit hj van phimg Mil sa: QT- VP - 02 

ITI. Y KItN DE: XUAT CUA PRONG QuAN TR~ 

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

•••••• •••••••••••••••••• ••••••••••••••••••••••••••••••••••••••••••••• ••• ••••••••• ••••••••• ••• '0' •••••••••••••••• 

TPQuANTR~ LANR DA.O VAN PRONG 

.'. 

IV. KET QuA xu LY
 

N¢i dung sua chua (hoi}c thay the): .
 

l1nh tr~ng sau khi xu 19: . 

Thai gian ban giao: . 

Nhung luu 9khi su dl;lng: . 

Th<11" glan. b'ao neu co : .A'h'anh( ') 

v. xAc NR!N CUA DON V~ HO~C NGUOI SU DlJNG 
. 

Ghi r6 n¢i dung cong vi~c hoan thanh: .
 

Tinh than thai d¢ phl;lc vl;l clla ky thu~t vien: .
 

NGUOI sU DlJNG 
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Quy trinh Cung c/,p va qulin Ii' trang thiit hi van phimg Mii s6: QT- VP - 02 

BONOI Vl) 
BlED MAD 

BIEN BAN BAN GIAO 

A ? , 

BIEN BAN BAN GIAO 
(TAl sAN, DVNG CV, CONG VI.eC HoAN THANH) 

Hom nay, ngay 
T~i: , 
D<;li di~n cae ben gom: 

thang nam 200 
.. 

A.BENGIAO: 

1 . 

.2 . 

B.BENNHAN: 

1 

2 

N '· d H . b' h'" h~' b' . ,.,.01 ung: al en tong n at an glao gom: 

. 

. 

.. 

Ten lO{li tai san (ho(ic cong vi¢c hoan thanh) Dvt Nilm SX SLTT 

TInh tr~ng TS,DC (eong vi~c hoi:m thanh) khi bi:m giao: 

DA,I DI:¢N BEN NH~N DA,I DI:¢N BEN GIAO 
(Kj va ghi ro hi? ten) (Kj va ghi ro hi? ten) 
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