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1. MUC TIEU VA PHAM VI AP DUNG
1.1 Muc tiéu
Quy trinh nay nham thdng nhat viéc t6 chirc thuc hién quan 1y, sir dung, béo tri

bao dudng tai san cua Truong.

1.2 Pham vi ap dung

Quy trinh, quy dinh nay ap dung dbi v6i cac don vi lién quan dén viéc quan 1y,

st dung, bao tri, bao dudng dinh ky tai san cua truong.
2. PINH NGHIA VA TU VIET TAT
2.1. Pinh nghia
Quan ly, st dung, bao tri, bao dudng bao gém tat ca cac hoat dong duogc thuc

hién nham gitr cho tai san ctia nha trudng & Mot tinh trang nhat dinh hoic phuc hoi tai

san Vé tinh trang ban dau.

2.2. Tir viét tit

Qb Quyét dinh

XD Xay dung

P.TCHC Phong T chirc — Hanh chinh
BGH Ban Giam hi¢u

DS Danh séach

BT, BD Baéo tri, bao dudng

P.TCKT Phong Tai chinh K& toan

3. LUU PO (Xem trang 3)
4. PAC TA (Xemtrang 4 - 7)
5. CAC BIEU MAU/HUONG DAN KEM THEO

Stt Tén biéu miu/ hwéng din Ma héa
1 | Kéhoach BM-QT.13-TCHC-01
2 | Dé nghi BM-QT.13-TCHC-02
3 | Bién ban nghiém thu BM-QT.13-TCHC-03
4 | Bién ban ban giao BM-QT.13-TCHC-04
5 | S6 quan 1y bao tri, bao dudng BM-QT.13-TCHC-05
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PAC TA QUY TRINH QUAN LY, SU DUNG, BAO TRi, BAO DUONG TAI SAN

Bo ; Han
A . 6 pha : Keét qua dat .
stt|  Lembude Pic ta Bophan/don | bV et qua dg hoan o
cong viéc : Vi thwe hién e duwgce . Bi€¢u mau
phoi hop thanh
- Xac dinh yéu cau can thiét
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1 | Xéc dinh yéu cau | PPl thuc hién bao tri bdo |5 pope 1 cl0 gon v
dudng may modc trang thiét
bi.
Don vi chic ndng xay dung
ké hoach bao tri bao dudng Xay dung ké BM.OT 13.TCHC
2 |Lap ké hoach trén co s& quyét dinh cua lanh P.TCHC hoach thuc hién Q .01- )
dao nha truong dé trinh phé béo tri bao dudng
duyét
Lanh dao nha truong duyét Ké hoach bao tri
3 Duyét ké hoach ke hoac~h thyc hién bdo tri BGH béc~) dutng dugc
bao dudng may moc trang lanh dao nha
thiét bi. truong phé duyét
Toéng hop danhl Lam dé nghi thuyc hién bao Pé nghi thyc hién
sach cac don vi| tri, bao dudng may moc, bao tri, bao dudng BM-QT.13-TCHC-
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may moc trang thiét bi.




Chon don vi bao

Lya chon don vi c6 uy tin thuc

Chon duogc don

6 . . hién viéc bao tri bao dudng P.TCHC vi thuc hién bao
tri, bao dudng 1 ~
tri bao dudng
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Lanh dao truong va cac don 2 .
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Cac don vi chuc nang thuc Cac thu tuc lién
10 Thuc hién cac | hién cac thu tuc lién quan | P.TCHC, P. Cac d .| quan cua viéc bao BM-QT.13-
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BM-QT.13-TCHC-01

TRUONG CAO PANG MIEN PONG  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG/KHOA/TT....ucevvneereneenennnn. Doc 14p — Tu do — Hanh phic

KE HOACH
VE Vi€Corvrrrirniernnrnnnns P P P PP
(VD: Vé viéc bao tri, bao duong tai san)

Cin cr nhu cau quan 1y, str dung co s¢ vat chét, trang thiét bi;
Can ctr hién trang kiém tra thuc té;

Can ct d& xuét cua cac don vi lién quan.

1. MUC PICH, YEU CAU

1.1 Muc dich:

- Pam bao co s& vt chat, trang thiét bi hoat dong 6n dinh, an toan;
- Kip thoi sira chita, khac phuc hu hong;

- Nang cao hi¢u qua khai thac, sir dung tai san.

1.2 Yéu ciu:

- Thyc hién dung quy trinh, ddm bdo an toan;

- Tiét kiém, hiéu qua;

- Khong 1am anh huong dén hoat dong giang day.

2. NOI DUNG THUC HIEN

- Kiém tra, ra soat hién trang thiét bi, phong hoc

- Lap danh muc can béo tri, sira chira

- T6 chirc thuc hién bao tri, bao dudng

- Nghiém thu, ban giao sau thuc hién

3. THOI GIAN, PIA PIEM

- Thoi gian: T ngdy ... dénngdy ................

DA BEITE: oo
4. PHAN CONG THUC HIEN

Béng Nai, Ngay .....thang....nam....
HIEU TRUONG



Ma: BM-QT.13-TCHC-05

TRUONG CAO PANGMIENDONG ~ CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG/KHOA/TT Doc lap - Ty do - Hanh phiic

Pong Nai,ngdy  thang  ndam 20.........

PE NGHI BAO TRIi, BAO DUONG TAI SAN

Noi Mirc d§ uwu
STT Tén thiet bi Ma TS Hién trang dung tién
deé nghi

NGUOI PE NGHI TRUONG PON VI PHONG TC-HC



Ma: BM-QT.13-TCHC-05

TAP POAN CONG NGHIEP CAO SUVN  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CAO PANG MIEN PONG

Pong Nai, ngay

Doc lap - Tu do - Hanh phiic

thang

nam 20

BIEN BAN NGHIEM THU SAU SUA CHUA

STT Tén thiét b Noi dung sira Két qua Ghi chu
chira
NGUOI SUA CHUA  TRUONG PON VI NGUOI KIEM TRA




Ma: BM-QT.13-TCHC-05

TAP DOAN CONG NGHIEP CAO SU VN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG MIEN PONG Poc 1ap - Tu do - Hanh phiic

Pong Nai,ngdy  thang  ndm 20.........

BIEN BAN NGHIEM THU SAU SUA CHUA

N§i dung sira

STT Tén thiét bi -
: chira

Két qua Ghi cha

NGUOI SUA CHUA  TRUONG PON VI NGUOI KIEM TRA



Ma: BM-QT.13-TCHC-05

TAP DPOAN CONG NGHIEP CAO SU VN
TRUONG CAO PANG MIEN PONG

SO THEO DOI BAO TRI, BAO DUONG TAI SAN

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phiic

Pong Nai, ngay

thang nam 20... ..

STT

Tén tai san

Ma tai san

Vi tri

Noi dung
bao tri

Ngay thuc hién

Két qua

Nguoi kiém tra

Ghi chu

HUONG DAN GHI SO

- Ghi diy du thong tin sau mdi 1an bao tri

- Co6 xac nhan cia nguoi kieém tra

- Luu trit t6i thiéu 03 nam

- La cén cu kiém tra tai san va quyet toan




