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1. MUC PICH

- Xay dung ké hoach va trinh tu thuc hién cong tac bao tri - stra chiia tai san
phuc vu giang day, thuc hanh, san Xuét va nghién ctru khoa hoc.

- Chu dong tinh sin sang cua thiét bi phuc vu cho cong tac giang day - hoc tap
va nghién ctru khoa hoc.

- X&c dinh 13 trach nhiém cua cac don vi dé cong tac bao tri, bao dudng tai san
ctia Trudng tudn thu dung céc quy dinh va dat hiéu qua cao nhit.

2. PHAM VI AP DUNG

- Pham vi 4p dung dbi véi hoat dong xay dung ké hoach va bao tri - sira chita
tai san phuc vu quan 1y va dao tao.

- Quy trinh nay ap dung d6i voi cac don vi trong Truong.

- Phong KHKT&QTTB chi tri phéi hop véi cac don vi ¢o lién quan thuc hién
quy trinh nay.

3. TAI LIEU VIEN DAN, THAM KHAO

- Cin ctr Thong tu s6 71/2006/TT-BTC ngay 09 thang 8 nam 2006 ciia Bo Tai
Chinh huéng dan thuc hién Nghi dinh s6 43/2006/ND-CP ngay 25 thang 4
nam 2006 cua Chinh phu quy dinh quyén tu chu, tu chiu trach nhiém vé thuc
hién nhiém vu t6 chitc bd may, bién ché va tai chinh ddi véi don vi sy nghiép
cong lap;

- Quyét dinh s6 923/QD-CDKTCN cua Hiéu trudng truong Cao dang ky thuat
cong nghiép quy dinh vé chirc ning, nhiém vu, quyén han cua phong Ké hoach
k¥ thuat va Quan trj thiét bi.

- Nghi dinh s6 63/2014/ND-CP ngay 26/6/2014 quy dinh chi tiét thi hanh mot
s6 diéu cta Luat d4u thau vé lya chon nha thau.

- Cac quy dinh khac ctia Nha nudc.

4. PINH NGHIA VA CHU VIET TAT

- BT-SC tai san: Bao tri - stra chira tai san,

- BGH: Ban Giam hiéu,

- P.KHKT&QTTB: phong Ké hoach k¥ thuat va Quan trj thiét bi,

- P.TCKT: phong Tai chinh ké toén,

- Khoa CM: Khoa, bo mon chuyén mon: ......
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5. NOQIDUNG QUY TRINH
5.1. Luu d6 md ta quy trinh

STT

Trach nhiém

Noi dung

Biéu mau

1 Don vi str dung Thong bao ké hoach bao Thdng bao
TP.KHKT&QTTB tri stra chira tai san BM.01-QT.05/KHKT
. \ 4
p | Domvisidung Lap ké hoach béo tri BM.02-QT.05/KHKT
ap ke hoach bdo tri .02-QT.
TP.KHKT&QTTB stra chira tai san
\ 4
BM.03-QT.05/KHKT
3 P.KHKT&QTTB A
Q Tong hop BM.04-QT.05/KHKT
BGH X BM.04-QT.05/KHKT
4 | TP.KHKT&QTTB Phé duyét BM.05-QT.05/KHKT
Cac don vi
. | PKHKT&QTTB N "h“
P.TCKT Thue hicn
P.KHKT&QTTB v
8 |P.TCKT Nghiém thu BM.06-QT.05/KHKT
Pon vi dé nghi
\ 4
P.KHKT&QTTB ‘ o ,
9 |pTCKT Hd so Chung tir thanh toan,

Pon vi dé nghi

BM.07-QT.05/KHKT

5.2 Dién giai luu do

5.2.1. Thong bao ké hoach bao tri - sira chira tai san:

Pau nam, vao thang 01 Phong KHKT&QTTB soan thao vin ban dé nghi BGH
ban hanh Théng bao dé cac don vi xay dung ké hoach BT-SC tai san (BM.0I-
OT.05/KHKT)
5.2.2. Lap ké hoach bio tri sira chira tai san
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Trén co s& Thong b&o cta Nha truong: Cac phong, khoa, b6 mén chuyén mén
can cir ké hoach thyc hanh va thi nghiém cua nidm, cin ct vao s6 luong thiét bi sir
dung, 1ap danh muc dé nghi BT-SC tai san. (BM.02-QT.05/KHKT,)

5.2.3. Tong hop

Phong KHKT&QTTB tiép nhan danh muc dé nghi BT-SC tai san cua Cac
don vi, ctr can bd chuy&n mén phdi hop véi cac don vi ra soat lap Bién ban xac dinh
tinh trang k¥ thuat cia tai san. Sau khi ra soat 1ap Bién ban xac dinh tinh trang k¥
thuat cua tai san, phong KHKT&QTTB tong hop nhu cau BT-SC tai san cua cac don
vi. (BM.03-QT.05/KHKT, BM.04-QT .05/KHKT)

5.2.4. Phé duyét

Sau khi ra soat, tong hop nhu cau BT-SC tai san ciia cac don vi Phong
KHKT&QTTB lap gidy dé nghi ciing bang tong hop nhu cau BT-SC tai san cta C4c
don vi dé nghi BGH phé duyét.
Truong hop khong duoc phé duyét, cac don vi can ra soat lai cac hang muc (dé BGH)
phé duyét.

5.2.5. Thuc hién

Can ctr dé nghi duoc BGH phé duyét, Phong KHKT&QTTB lap khai toan cac
hang muc trén co so lay bao gia, tham khao thong tin thi truong, don vi cung cap dich
vu BT-SC tai san. Trén co s& du todn BT-SC tai san thiét bi trong nim dwoc phé
duyét, Phong KHKT&QTTB tb chtrc ddu thau theo quy dinh dé lya chon ky két hop
d6ng voi nha thau cung cp dich vu BT-SC tai san thiét bi theo tirng hang muc
Sau khi chon ky hop ddng véi nha thau cung cap dich vu, phong KHKT&QTTB phdi
hop vé6i cac don vi ¢6 lién quan thuc hién diéu khoan hop dong ky két.

5.2.6. Nghiém thu

Sau khi don vi cung cap dich vu hoan thanh khéi luong cong viéc, phong
KHKT&QTTB phdi hop véi phong TCKT, don vi ¢6 tai san duoc BT-SC va don vi
cung cap dich vu lap bién ban ban giao, nghiém thu thanh Iy Hop dong, hoan tit cac
chung tur thanh toan... (BM.06-QT.05/KHKT)

5.2.7. Luu ho so

Sau khi nghiém thu va ban giao tai san cho cac don vi c6 tai san,
P.KHKT&QTTB phéi hop véi phong TCKT, don vi ¢6 thiét bi duge BT-SC tai san ghi
s6 theo dbi str dung tai san, mdi don vi lién quan giit mot ban. (BM.07-QT.05/KHKT)
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6. LUU HO SO
TT Tén vin ban can luu Tréach nhiém lwu Thei gian hru

1. | Théng bao ké hoach Phong KHKT&QTTB; P.TCKT 10 nam
2. | Tong hop, dé nghi phé duyét | Phong KHKT&QTTB; P.TCKT 10 nam
3. | Totrinh, Du toan P. KHKT&QTTB; P.TCKT, VT 10 nam
4. | Ho so thau cung cap dich vu | Phong KHKT&QTTB; P.TCKT 10 nam
5. | Hop dong, Thanh Iy HD Phong KHKT&QTTB; P.TCKT 10 nam
6. | Bién ban ban giao; so theo | Phong KHKT&QTTB; P.TCKT, | Theo ho so

doi str dung trang thiét bi Pon vi su dung TTB

Cacchangtu TT Phong TCKT 10 nam
8. | Van ban khéc c6 lién quan Phong KHKT&QTTB; P.TCKT 10 nam

7. PHU LUC, BIEU MAU
STT Tén biéu mau M4 biéu mau

1. | Théng bao lap KH BT-SC tai san BM.01-QT.05/KHKT
2. | Danh muc dé nghi BT-SC tai san BM.02-QT.05/KHKT
3. | Bién ban xac dinh tinh trang k¥ thuat cua tai san BM.03-QT.05/KHKT
4. | Tong hop trang thiét bi dé nghi BT-SC tai san BM.04-QT.05/KHKT
5. | To trinh (D& nghj) trinh BGH phé duyét BM.05-QT.05/KHKT
6. | Bién ban nghiém thu BT-SC tai san BM.06-QT.05/KHKT
7. | S6 theo dbi str dung tai san BM.07-QT.05/KHKT




