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|. MUC PiCH VA PHAM VI AP DUNG
1. Muc dich

Viéc xay dung, thuc hién va duy tri quy trinh ndy nhim dam bao viéc tiép
nhan, ban giao tai san, thiét bi duoc dién ra kip thoi, nhanh chong.

Pam bao viéc tiép nhan, ban giao tai san, thiét bi dugc thuc hién theo dung
quy dinh ctia Nha nudc; Quy ché quan 1y tai san ciia Nha truong.

2. Pham vi ap dung

Quy trinh nay 4p dung cho tit ca cac don vi (Phong, Khoa, Trung tim) trong
toan truong.

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

Quy trinh nghiém thu va ban giao tai san la trinh tu cac budc dugc thuc hién
nham kiém tra, xac nhan chat luong, sd luong, tinh trang va tinh phil hop cua tai
san trudc khi chinh thirc ban giao cho don vi hoac cd nhan quan 1y, st dung theo
quy dinh cua nha truong hodc co quan.

Quy trinh ndy nham bao dam tai san duoc tiép nhan dung ching loai, ding
tiéu chuan k¥ thuat, hoat dong tét, day di hd so kém theo va dugc ghi nhéan trach
nhiém quan 1y rd rang gitta cac bén lién quan.

2. Céc tir viét tit

QT : Quy trinh Qb : Quyét dinh

BM  :Bic¢umau TC-HC : T6 chirc — Hanh chinh
I1l. LUUPO  (Xemtrang 3)

IV.DPACTA  (Xem trang 4-5)

V. CAC BIEU MAU/HUONG DAN KEM THEO

STT Tén biéu mau/Ho so Ki hiéu
1 | Bién ban giao nhan BM-QT.53-TCHC-01
2 | Bién ban ban giao va nghi¢m thu BM-QT.53-TCHC-02
3 | SO ghi tang tai san BM-QT.53-TCHC-03
4 | Quyét dinh ban giao BM-QT.53-TCHC-04
5 | Bién ban ban giao BM-QT.53-TCHC-05

Trang:
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QUY TRINH NGHIEM THU VA BAN GIAO TAI SAN
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PAC TA NGHIEM THU-BAN GIAO TAI SAN

A A oA . <A . K. X 2 Han X X
STT Tén cong viéc Diic ta Don vi thue hi¢n Don V1!1 phoi Kezl gl;zcl dat hoan Bi¢u mau
P : thanh
o~ x| Xéc dinh danh myc tai san, thiét bi theo . 2 Theo hop
1 Xac dinh yéu cau hop dong da ky Pon vi cung cap ddng da ky
L Thue hién ban giao tai san, thiét bj theo . < Theo hop
2 Ban giao hop dong di ky tai don vi st dung. Bon vi eung cap ddng da ky
Tiép nhdn tai san, thiét bj tai don vi su
dung. Phong TC-HC la don vi dau moi
trong viéc tiép nhan, phdi ‘hop vai
don vi s dung kiém tra s6 lugng, chung
" A loai, thong s6 ky thuat cua tai san, thiét \ Pon vi A, 2 e ) R i
3 Tiep nhan bi theo hop ddng da ky. ’ Phong TC - HC cung chp Blennl:})%rrllglao 1-3 ngay BM-QT.53-TCHC-01
Tuy thgo s0 lugng tai san, thiét bi, don vi Don vi str :
cung cap co the thyc hién ban giao dung
nhicu lan nhung phai dap tmg yéu cau
ve thoi gian theo hop dong da ky
Thuc hién nghlem thu tai san, thiét bi
thue té tai dcm vi st dung so V01 hop . bBon vi Bian ban ban
4 | Nghiém thu dong da ky: 5O lugng, model, Xuét xu, Hoi dong nghiém thu | cung cap L cn 1-3 ngay BM-QT.53-TCHC-02
S giao va nghiém
thong s ky thuat, cht lugng, cac gidy Pon vi s thu
to 6 lién quan khac... dung
Phong TC
-HC
5 | Ghitangtaisan | O tAng tai san trén so sach theo doi Phong TC - HC Sé ghi tang ti san | 1-3ngdy | BM-QT.53-TCHC-03
A L, Lap Quyét dinh, bién ban ban giao tai £, 4
Lap Quyeét dinh, \ X a2 o X - Quyét dinh ) R i
6 bién ban ban giao san, thict bi dé dua vao sir dung trinh Phong TC - HC ban giao 1 ngay BM-QT.53-TCHC-04

tai san, thiét bi

BGH phé duyét (doi voi tai san, thiét bi
mua bang nguon kinh phi cac du an)

- Bién ban ban giao

BM-QT.53-TCHC-05
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HAN

TEN BUOC S BOQ PHAN/PON VI | BO PHAN/PON VI KET QUA N BIEU
STT 1 conG VIEC bACTA THU'C HIEN PHOI HQP PAT PUQC THH%{I'\"_l MAU
) - Quyét dinh ban
Xem xét, phé duyét Qu){ét dinp, bién giao dugc phé
7 Xem xét ban ban giao tai san, thiét bi dé¢ duavao | Ban Giam hi¢u Phong TC - HC duyét 1 ngay
str dung - Bién ban ban giao
dugc phé duyét
s | Ban giso Ban giao tai san, thiét bi dé dvavao st | Ban Giam hiéu Bon vi it dun
g dung Phong TC - HC ! s dung
) ) ) Bién ban ban giao 1 ngay
£ n Ti€p nhén tai san, thiét bi dé dua vao su ., Ban Giam hiéu
9 Ti€p nhan dung Pon vi str dung Phong TC - HC
10 | Luuhd so Téng hop va luu hd so theo quy dinh Phong TC - HC Pon vi stt dung Ho so theo quy 1 ngay

dinh
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TAP POAN CN CS VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG MIEN PONG Doc l1ap - Tw do - Hanh phuc

BIEN BAN GIAO NHAN

HOm nay, ngay...... thang.....nam....[1], tai.......... [2], ching t6i gom co:
I. TRUONG CAO PANG MIEN PONG

bai dién la:

1.Ong (ba):...ooovviiiiiieie Chicvui...oooiiiiii,

2.0ng (ba)i.eieiiiiiiii Chicvui...oooooiiiiii,

L it itiiiitiiettttiettetattatensstnsssatsnsssnssnnsonans [3]

bai dién la:

1.Ong (ba):...ooveiiiee Chlrc vy,

2.0ng (ba):.eiieiiiiiiiiiiea Chlrc Vi,
e, [3] tién hanh ban giao mot s6 tai san, thiét bj theo Hop ddng
SO...vvnn... [4] ngay...... /...../2015 [5], chi tiét nhu sau:

Model

Tén va thong so /M3 hiéu PVT S6 lwong

k¥ thuit ciia thiét bi

Két luin:

PAI DIEN TRUONG CAO DPANG PAI DIEN
MIENDONG  rrereeeeereeeeeeenens [3]
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Huéng din:

[1]: Ngay thang giao nhan tai san, thiét bi
[2]: Dia diém giao nhan tai san, thiét b
[3]: Tén don vi cung cap

[4]: S6 Hop ddng cung cip tai san, thiét bi
[5]: Ngay thang ky hop dong

[6]: Ghi rd Kkét qua giao nhan tai san, thiét bi vé sb lugng, chung loai, model, Xudt xur, thong $6 ky thuat,
chat lugong, cac giay to khac kém theo.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

BIEN BAN BAN GIAO VA NGHIEM THU

S8z /BBBGNT [1]
Can cir Hop dong so........ [2], k¥ ngay....../...../.....[3] gita Truong Cao dang Mién Péng
VA ran . [4],
Hom nay, ngay ..... thang ..... nam......[5], tgi...............[6], ching tdi gom co:
BEN A : TRUONG CAO PANG MIEN PONG
- Ong (ba) RS Chircvu @i
- Ong (ba) L Chiicvu:..ooooiiiiiiin,
BEN B  eeeteerteererneerneerereererneererneraneas [4]
- Ong (ba) L Chicvu i,
- Ong (b3) R Chirc vu : ..o,
Hai bén cung thong nhat ky bién ban ban giao va nghiém thu hang hoa theo hop dong
SO.uvnrnnnn. [2], ky ngay....... [ocen.. [evinn.. [3] véi cac diéu khoan nhu sau :

Piéu I: S6 lwong, chiing loai hang hoa

- Bén B d3 cung cip cho Bén A /day dii hodc chwa day di] sb luong, chung loai hang héa theo
hop dong da ky (C6 phu luc chi tiét kém theo).

Diéu II: Quy cach tiéu chuin, chit lwong hang hoa :

- Hang héa dam bao dtng /[fodc khong ding] yéu cau da néu trong hop dong.

Bién ban nay duoc Hoi déng nghiém thu thong qua va dugc 14p thanh 08 ban, cac
ban co gid tri phap 1y nhu nhau, bén A giir 05 ban, Bén B giit 03 ban dé thyc hién.

HOQI PONG NGHIEM THU KY TEN

PAI DIEN BEN A PAI DIEN BEN B
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Huéng din:

[1]: S6 bién ban ban giao nghiém thu

[2]: S6 hop dong

[3]: Ngay thang ky hop dong

[4]: Tén don vi cung cip

[5]: Ngay thang ban giao nghiém thu

[6]: Dia diém ban giao nghiém thu

[7]: Két luan khac (néu co)

[8]: Mot sb noi dung, y kién khac vé két qua ban giao nghiém thu
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TAP POAN CN CAO SU VIET NAM

TRUONG CAO PANG MIEN PONG

SO GHI TANG TAI SAN CO PINH

LAP BIEU

PHONG TC - HC

2 L £ Gia tri
Tén, dac diém, Nudc Ky, ma Don So RN S
STT| Ky hiéu TSCD | sinxudt | hiéu | vitinh | lwong | Shitdng | Ghichd
(dong)
1
2
3
Tong cong:
Ngay......thang.....nam... ...

HIEU TRUONG
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TAP POAN CN CAO SU VN

CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANGMIEN PONG

Doc lap - Tu do - Hanh phuc

S6:....... /Qb-CbMD[1] Pong Nai, ngay.....thang....ndm....[2]

QUYET PINH
V& viéc ban giao tai san, thiét bj dé dwa vao sir dung

HIEU TRUONG TRUONG CAO PANG MIEN PONG

G Ol e e [3]
Xét dé nghi cua Truéng Phong T6 chirc — Hanh chinh,
QUYET PINH:
Piéu 1. Ban giao mot so tai san, thiét bi.............. [4] cho........ [5] dé dua vao sir dung
(C6 bién ban ban giao kém theo).
Pitu2. ............. [5] c¢6 trach nhiém quan 1y, st dung theo dung Quy ché quan 1y tai san

cua Truong va cac quy dinh hi¢n hanh cua Nha nudc.

Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky, cac don vi ¢6 lién quan chiu trach nhiém thi
hanh Quyét dinh nay./.

HIEU TRUONG
Noi nhdn:
- Ban Giam hiéu;
e [5];
- Luu: VT, TC-HC.

Huong din:

[1]: Sé Quyét dinh

[2]: Ngay thang lap Quyét dinh

[3]: Bua mot sb can ctr ¢6 lién quan dén viéc mua sdm, nhan diéu chuyén...téi san, thiét bi.

[4]: Néu ngudn gbc cua tai san, thiét bi. VD: mua sdm bang ngudn kinh phi khong thuong xuyén nim
2014....

[5]: Tén don vi nhan tai san dé dua vao sir dung
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TAP POAN CN CAO SU VN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CP MIEN PONG DPoc 1ap - Tu do - Hanh phuc
BIEN BAN BAN GIAO
Hom nay, ngay......thang....... nam...... [1, chung t6i gdm co:
1.0Ong:. oo [2] Chtre vu: Hiéu trudng Bén giao
2.0ng: oo [3] Chirc vu:.......ooevenne. [4] Bén nhan
2.0ng: ..o [5] Chtrc vu: T chirc - Hanh chinh DPai dién
Dja diém giao nhan:......................... [6]
Noi dung giao nhan: Nha trudng ban giao mot sd tai san, thiét bi................. [7]
cho............... [8]dua vao st dung, chi tiét nhu sau:
Téntai | Théng x x £ £ X
STT | sm, thiée | soky | M2 | Hang | Xuat | gy | S0 fg o | Thanh
. A hi¢u san xuat Xu lwgng tién
bi thuat
1
2
3
TONG
CONG
(Bting CRIF: eeeeeeiiinnnnnnnnnnn )

..................................... [8]c6 trach nhiém quan 1y va sir dung theo diing quy ché quan 1y
tai san cuia nha truong.

HIEU TRUONG PHONG TC-HC e, [8]

Huwéng din:

[1]: Ngay thang ban giao

[2]: Ho va tén Hi¢u truong

[3]: Ho va tén nguoi dai dién ctia don vi nhan tai san, thiét bi
[4]: Chuc vu clia ngudi dai dién ctiia don vi nhén tai san, thiét b
[5]: Ho va tén Truong phong TC-HC

[6]: Pia diém thyc hién giao nhan

[7]: Ngudn gdc cua tai san, thiét bi (néu co)

[8]: Tén don vi nhan tai san, thiét bi
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