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1. MUC PIiCH VA PHAM VI AP DUNG.
1.1 Muc dich:
Gilp cho hoat dong quan ly va khai thac st dung Phong/xudng thuc hanh

tai Khoa dat hiéu qua.

Gilp can bo quan ly phong/xudng thuc hanh tai Khoa thuc hién nhiém vu
mot cach khoa hoc, dlng quy trinh va quy dinh hién hanh.

1.2 Pham vi &p dung:

Ap dung cho cé4c don vi va c& nhan c6 lién quan dén hoat dong quan ly, sir
dung phong/xudéng thuc hanh thuc hanh.

1.3 Co sé dé xay dwng qui trinh:

Can ctr vao chirc nang nhiém vu cta can b, giang vién quan ly phong/xudng
thuc hanh.

2. PINH NGHIA VA TU VIET TAT

2.1 Pinh nghia:

Qudn Iy phong/xuong thyc hanh 1a cong tac dam bao ludn san sang phuc vu dao
tao, han ché rui ro va nang cao chat lugng day — hoc thuc hanh.

Qudn Iy co sé vt chat, thiét b 1a b tri, bao quan, bao tri may méc, dung cu,
vat tu thuc hanh. o

Quan ly su dung la sap xep lich hoc, phan cong st dung phong/xusng hop 1y,
tranh chong chéo. ‘

Quadn ly an toan la thyc hién cac quy dinh vé an toan lao dong, phong chay
chira chay, vé sinh moi truong.

Quan Iy con nguwoi la theo ddi giang vién, ky thuat vién, hoc sinh — sinh vién
khi tham gia thuc hanh. ’

Quadan ly ho so, so sach la ghi chep tinh trang thiét bi, nhat ky sur dung, bién ban
kiém tra, bao tri.

2.2 CAc tir viét tat:

- P.TCHC: Phong T6 chirc - Hanh chinh - P. QLDT: Phong Quan 1y dao tao

- GV: Gido vién/Giang vién - HSSV: Hoc sinh, sinh vién

- BGH: Ban giam hiéu - TS, VT, TB: Tai san, vat tu, thiét bi
- BT, BD: Bao tri, bao dudng - TBDT: Thiét bi dao tao

-DbV: Dbon vi - BB: Bién ban

- QT: Quy trinh - BM: Biéu mau

3. LUU PO(Xem trang 3)
4. PAC TA (Xem trang 4 - 6)
5. CAC BIEU MAU/HUONG DAN KEM THEO
TT Tén biéu mau/Ho so Ky hiéu
1 | Danh muyc Tai san BM-QT.14-TCHC-01
2 | Quyét dinh ban giao tai san BM-QT.14-TCHC-02




Bién ban ban giao tai san

BM-QT.14-TCHC-03

S6 quan ly tai san ¢ dinh

BM-QT.14-TCHC-04

Bién ban kiém tra tinh trang hu hong cua thiét bi

BM-QT.14-TCHC-05

Gidy b4o TS, VT, CCDC hong, mat

BM-QT.14-TCHC-06

Dé nghi bao tri, bao dudng TS

BM-QT.14-TCHC-07

Bién ban nghiém thu sau stra chira, bao dudng

BM-QT.14-TCHC-08
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Bién ban kiém ké TS ¢d dinh

BM-QT.14-TCHC-09
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PAC TA QUY TRINH

Tén buéc . Ponvi | PVphéi | Kétqua | Hanhoan o
Stt N o Pac ta o s Biéu mau
cong viéc : thuc hién hop dat dwoc thanh
‘ P.TCHC xac dinh cong tac
1 | Xac dinh yéu cau quan ly, st dung phong/ | P.TCHC
xudng thuc hanh
Lap danh muc TS, | P.TCHC rasoat TS, TB, VT Danh Thang 12
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n . R A . TS, TB, VT | nam trudc
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TRUONG CAO PANG CN CAO SU

CONG HOA XA HQI CHU NGHIA VIET NAM

DON VI o, Poc lap — Tw do — Hanh phdc
DANH MUC TAI SAN
A 43 : , Tinh trang Ghi chu
STT Tén tai sin Matai | Ponvi | ooy ong | Nam sir dung
san tinh
Binh Phuoc, Ngay  thiang  nam 20....

BAN GIAM HIEU

TRUONG KHOA

GIAO VIEN




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

TRUONG CAO PANG CN CAO SU Pic 1ap - T do - Hanh phic
Sé:  /Qb-CBCS Binh Phuoc, ngay  thang nam 20...
QUYET PINH
Vé viéc: Ban giao tai san ...........

cho Phong/Khoa/Trung tam....

HIEU TRUONG TRUONG CAO PANG CONG NGHIEP CAO SU

(7 4 o1 | ;
03§ T 1§
Xét dé nghi cua Truong phong To chize Hanh chinh,
QUYET PINH:
Piéu 1. Ban giao tai SN bao GOm: ........veveeiieieeeeei .
Piéu 2. Ban giao tai san cho Phong/Khoa/ Trung tAm ........................

Piéu 3. C4c bén lién quan chiu trach nhiém thi hanh.

HIEU TRUONG



TAP POAN CONG NGHIEP CAO SU VN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG CN CAO SU Pic 1ap - T do - Hanh phic

Binh Phuoc, ngay thang nam 20...

BIEN BAN
Ban giao tai san nam 20......
cho Phong/Khoa/Trung tam....

Hom nay, ngay ... thang ... nam ... tai
Béngiao: .....................
Bénnhan: .....................

Nim sir Tinh trang | Ghicha
dung

STT | Téntaisan | M4 taisan S6 lwgng

Két luan:
Hai bén da kiém tra va théng nhat.

BEN GIAO BEN NHAN PAI DIEN PON VI



TAP DPOAN CONG NGHIEP CAOSUVN  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG CN CAO SU Pic 1ap - Twdo - Hanh phic

Binh Phuoc, ngay  thdng nam 20...

SO TAI SAN CO PINH
Cac Phong/xwéng thwe hanh............

Matai | Ponvi S6 |Namsi | Tinh

san tinh lwong dung | trang Ghi chu

STT | Tén tai san

TRUONG PHONG TCHC



TAP DPOAN CONG NGHIEP CAOSUVN  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG CN CAO SU Pic 1ap - Twdo - Hanh phic

Binh Phuoc, ngay thang nam 20...

BIEN BAN KIEM TRA HU HONG THIET BI

TROT gIaN: ..o e

Dia Q1em: ...

Mtrec do hw Nguyén Ghi chu

STT | Tén thiét bi Hién trang hang nhan Kién nghi

TRUONG PHONG/KHOA/TT NGUOI KIEM TRA



TAP BPOAN CONG NGHIEP CAO SU VN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG CN CAO SU Pic 1ap - Twdo - Hanh phic

Binh Phuoc, ngay thang nam

20...
GIAY BAO HONG/ MAT TAI SAN
Kinhgutri: .....................
TOIteN: oo,
Ponvi: ..ol
Bao cao tai san sau:
STT Tén thiét Tinh tran Thoi diém phat | Nguyén Ghi chd
bi/VT/CCDC ang hién nhan
D& XUAL XTIV veneernnernnnennnnn.

TRUONG PHONG/KHOA/TT NGUOI BAO CAO



TAP DPOAN CONG NGHIEP CAOSUVN  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG CN CAO SU Pic 1ap - Twdo - Hanh phic

Binh Phuoc, ngay thang nam 20...

PE NGHI BAO TRI, BAO DUONG TAI SAN

Noi Mirc do wu tién
STT Tén thiét bi M& TS Hién trang dung dé
nghi

NGUOI PE NGHI TRUONG PON VI PHONG TC-HC



TAP POAN CONG NGHIEP CAO SU VNCONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG CN CAO SU Pic 1ap - Twdo - Hanh phic

Binh Phuoc, ngay thang nam 20...

BIEN BAN NGHIEM THU SAU SUA CHUA

Noi dung sira

STT Tén thiét bi -
: chira

Két qua Ghi chd

NGUOI SUACHUA  TRUONG PON VI NGUOI KIEM TRA



TAP DPOAN CONG NGHIEP CAOSUVN  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG CN CAO SU Pic 1ap - Twdo - Hanh phic

Binh Phuéc, ngay thang nam 20...

BIEN BAN KIEM KE TAI SAN

Phong/Khoa/Trung tam....nam 20......
Hom nay, ngay ... thang ... ndm ... tal .........cooiiiiii i,
THANN PRAN:. ...
NOT AUNG KIEIM K&:. ..ot
Tén tai . Don vi < Nim sir Tinh | Ghichu
STT sin Ma tai san tinh S0 lwong dung trang

HOI PONG KIEM KE



