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1. Nguoi co lien quan phai nghién ciru va thuc hién dung cdc ndi dung cua quy trinh nay.
2. Nji dung trong quy trinh nay cd hiéu lyc thi hanh nhu sw chi dao cia Hiéu trudng.

3. Moi dom vi duoc cung cdp 01 ban file dién tir. Cdc don vi khi cé nhu cdu bé sung thém
tai liéu, de nghi lién hé voi Ban bao dam chat luong dé ra sodt va cdp nhdt theo thuee tién,
Cdn bé lién quan duoc cung cdp file mém trén mang néi bo dé chia sé théng tin khi can.

Nga Noi dun Ngay hiéu
= ) = Trang | Muc Phé duyét . ly )
we

TT 2 2.
sira doi thay doi
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1. Muc dich

Pura ra cach thirc kidm soat va quan ly céc loai tai san la may moc thiét bi, cong cu
dung cu thudc hé thdng tai sin ctia Truong Dai hoc Tai chinh — Marketing nhdm dam
bao céc loai tai san dugc quan ly chit ché, st dung hiéu qua, hoat dong 6 6n dinh.

2. Pham vi 4p dung, trach nhiém

2.1. Pham vi 4p dung

Quy trinh nay 4p dung trong linh vue bao tri bao dudng céc tai san (bao gOm ca tai
san ¢b dinh (TSCD) thudc nhém may moc thiét bi, cong cu dung cu trong Truong Dai
hoc Tai chinh — Marketing.

2.2. Trach nhiém

Céac don vi, ca nhan dugc giao quan ly, sur dung tai san cta Truong Dai hoc Tai
chinh - Marketing.

3. Tai liéu tham khao

Luét quéan 1y, st dung tai sén cdng sb6 15/2017/QH14 ngay 21/6/2017,

Quyét dinh s6 50/2017/QD-TTg ngay 31/12/2017 cua Thu tudng Chinh phu Quy

dinh tiéu chuéan, dinh mic sir dung mady moc, thiét bi;

Quyét dinh sb 484/QD-DHTCM, ngay 06/03/2023 vé& viéc ban hanh Quy dinh vé
Quy ché quan ly tai san cong tai Truong Dai hoc Tai chinh - Marketing.

4. Khai niém va chir viét tat

4.1. Thuit ngir: Khong.

4.2. Dinh nghia: Khong.

4.3. Céc tir viét tit:

P.QLTSCNTT: Quan ly tai san va Cong nghé thong tin;

CCDC : Cong cu dung cu

MMTB : M4y moc thiét bi ; TSCD - Tai san cb dinh

TS : Tai san (bao gbm ca tai san c¢b dinh (TSCP) va cong cu dung cu, may
moc thiét bi...)

BB : Bién ban BTBD: Béo tri bao dudng

BGH: Ban Giam hi€u

TP - Truéng phong ; BM: Biéu miu ; QT: Quy trinh

PV: Pon vi (cidc Phong, Khoa, Ban, Vién, Trung tam,... thudc va truc thudc
Trudng)

P.TCKT: Phong Tai chinh - Ké toan

P.DTMS: Phong Dau tu va Mua sdm

5. Quy trinh bio tri, bio dudng may méc, thiét bi

5.1. Luu do
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Cac

b Tréch nhiém/ Don vi Hanh d¢ng/Thue hién Tai liéu/ Biéu miu
woc
Bu Ca nhén, don vi sit dung MMTB
uGe .
10 P.QLTSCNTT thuc hién theo ké Yéu chu BTBD TB BM/P.QLTSCNTT/05/01
hoach, quy dinh
Bude /P.QLTSCNTT/05/02
) P.QLTSCNTT Lép danh myc, K& hoach/Pé xuft BM/P.QL NTT
BTBD
Bude Chua duyét
Ban Giam hiéu
3 Phé duyét
b3 duyét
Bude | P.QLTSCNTT/P.DTMS/
Thuec hién theo quy dinh vé
4 P.TCKT trang bi, mua sim, sira chira, |
béo tri tai san "~
Budc e Chua duyét
5 Ban Giam hiéu ‘
Bude | P.QLTSCNTT/P.DTMS D duyét
6 DPon vi thué ngoai Thyc hiéa BIBD "
Buéc | Don vi str dung/ Sai BM/QTTB/BB-03
7 | PPTMS/P.QLTSCNTT @
Buédce Ding
PTCET
8 Thyre hién gidi ngan kinh phi
s 4 BM/P.QLTSCNTT/05/01
ac 5
1; P.QLTSCNTT/P.DTMS/P.TCKT Luru ho so BM/P.QLTSCNTT/05/02

BM/P.QLTSCNTT/05/03
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5.2 M ta néi dung chi tiét

] N Pon vi Thoi | Két .
Buée Noi dung . i " . N Bieu mau
chiu trach nhiém| gian qua
5 Yéu
Cac don vi sir dung may S iy
2 Een @ C4 nhan, don vi cau bao
moc, thiét bi, cong cu 01 o
1 d % 2 vulit b3 sir dung . tri may | BM/P.QLTSCNTT/05/01
ung cu giri DExuatbao |\ / ope ngay -
tri cho P.QLTSCNTT i
thiét bi
Trén co s& dé xuit cuia
cac don vi hodc tinh hinh,
nhu cau thuc té,
P.QLTSCNTT tong hop, Lap
khao sat va lap danh danh
muc, ké hoach/Dé xuét P.QLTSCNTT/ 03 | mucva
2-3 o T " | BM/P.QLTSCNTT/05/02
bao tri may mdc, thiét bi | Ban Gidam hiéu | ngay ke
(P.QLTSCNTT lép danh hoach
muc va ké hoach bao tri bao tri
d6i véi trang thiét bi
CNTT) va trinh Ban
Giam hiéu phé duyét
Thuc hién theo quy dinh
vé trang bi, mua sidm, stra EOT— Du tru
chira, bao tri tai san. Q 05 kinh
4-5 Céc DV lid 3 P.DTMS. X hi b
ac ‘ ién quan lam Ban Gidm hiéu ngay | phi bao
hop dong va trinh Ban tri
Giam hiéu phé duyét
P.QLTSCNTT/P.DTMS Thuc
truc tiép bao tri (bdo | P.QLTSCNTT/ hién
6 dudng) hodc don vi thué | PDTMS 15 | baotri
bén ngoai tién hanh bao | Pon vi thué ngdy | mdy
tri may moc, thiét bi theo | ngoai moc,
ké hoach thiét bi
P.QLTSCNTT/P.DTMS i
3 o Nghiém
két hop don vi sir dung | Don vi sir dung/ 01 N
7 P .| thuviéc | BM/QTTB/BB-03
may moc thiét bi o trach | PP.QLTSCNTT | ngay -
x ao tri
nhiém kiém tra, giam sat
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qua trinh thyuc hién bao tri,
bao dudng, ky xac nhin
vao Bién ban nghiém thu
P.QLTSCNTT/P.DTMS
o o % Thanh
0 trach nhi€ém tap hop ho .
] . 5 03 toan
8 so, ching tir chuyén cho | P.TCKT . ]
- ngay | kinh
P.TCKT thuc hién giai hi
i
ngén kinh phi béo tri ¥
P.QLTSCNTT/P.DTMS
Q o P.P.QLTSCNTT/ 01 Luu hé BM/P.QLTSCNTT/05/01
g |VvaP.TCKT c6 trich P.DTMS/ ‘ BM/P.QLTSCNTT/05/02
Ilhlém hoan tat va luu trir P.TCKT ngay SO BM/P.QLTSCNTT/05/03
ho so.
6. Biéu miu
N Mahoa | Thoi
TT Noi dung biéu mau Noi lru .
gian luu
Gidy dé )-iué'it vé viée P.QLTSCNTT
1 bao tri tai san (MM, BM/P.QLTSCNTT/05/01 e 5 nam
CCDC) '
K-é hoach/Dé xuit vé P.QLTSCNTT
2 | viéc bao tri (bdo BM/P.QLTSCNTT/05/02 P DTS 5 ndm
dudng) tai sén (MM, )
Bién ban vé viéc P.QLTSCNTT/
3 | nghiém thu viéc bao tri | BM/P.QLTSCNTT/05/03 | p.DTMS/ 5 nam
(bao dudng) tai san P.TCKT
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BM/P.QLTSCNTT/05/02

BO TAI CHINH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC Poc 1ap — Tu do — Hanh phic
TAI CHINH — MARKETING Thanh phd H6 Chi Minh, ngay  thdang — ndm 20
KE HOACH/PE XUAT

Vé viéc bio tri (bdo dudng) tai sin, may méc, thiét bi

Can ct Pé xuit ngdy ... thang ..... ndm ... clia [tén don vi yéu cau] vé viéc bao
tri (bao dudng) [nd1 dung yéu cdu stra chital;
Cin ct tinh hinh st dung trang thiét bi, may méc, CCDC,.....

Phong P.QLTSCNTT d2 nghi Ban Giam hiéu duyét cong tac béo tri (bao dudng)
trang thiét bi, may moc, CCDC,..... voindi dung cu thé nhu sau

Tén » S6 - . Thoi
TT Ma hiéu Noi dung bio tri (bdo dudng) . Ghi cha
MMTB lrgng gian

Ghi chi: - K& hoach/Pé xuit nay c6 thé 1ap cho ca nam hoic thyc hién theo ky (dot) dé nghi.
- Thoi gian bao tri (bao dudng): theo yéu cdu k¥ thuét cua trang thiét bi, may moc hodc
theo khuyén co cia don vi chuyén mén.
Ngwoi lap P.QLTSCNTT Ban Giam hiéu
(Ky, ghi ré ho tén) (Ky, ghi ré ho tén) (Ky, ghi ro ho tén)
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BM/P.QLTSCNTT/05/03

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap — Tw do — Hanh phuc

BIEN BAN

Veé viéc nghiém thu viéc bio tri (bdo duéng) may méc thiét bi

- Cin cir K& hoach/Dé xuét ngay ... thang ..... nam ... cua [tén don vi
yéu cau] vé viée bao tri (bao dudng) [ndi dung yéu cau stra chira];

Hom nay, ngay ...... thang ...... B 255 60 , chiing t6i gdm co:

I/ Pai dién Nha truong:

Ong/Ba: ..ocovveanann... Chtrc vu: Phé HT phu trach

Ong/Ba: .....cvveevennn CHie VAl wos sinnisn i [don vi str dung thiét bi]
Ong/Ba: ..oovveeeeennn... ChiIC VU: ©eoveneeeeeen... [P.QLTSCNTT]

11/ Pai dién don vi (stra chita) bao tri:

Ong/Ba: ...cvveeeenannn... Chic vu: ......... [Pon vi bao tri (bao dudng) thiét
bi thué ngoai]

Chung t6i thong nhét ky bién ban nghiém thu cong tac bao tri (bao

dudng) may moc thiét bi sau:

Chung ti x4c nhan may moc, thiét bj trén hoat dong tdt sau khi bao tri (bao
dudng).
CAc tai san, thiét bi néu trén duoc bao hanh trong vong..... thang ké tir ngay
nghiém thu, ban giao dua vao sir dung.
Bién ban nay gom ... trang, duoc l4p 1am thanh 02 ban, c6 gia tri phap
1y nhu nhau; mdi bén gitr mdt ban.

BGH P.QLTSCNTT DD Don vi sira chira
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BM/P.QLTSCNTT/05/0

TRUGNG PAI HOC CONG HOA XA HOQI CHU NGHIA VIET NAM
TAI CHINH - MARKETING Déc lap — Tw do — Hanh phic
PON VI:.ooeeereeeennnnn

Thamh phé Ho Chi Minh, ngay thdng ndm 20

GIAY PE XUAT
V& viéc bao tri bao dudng TS, CCDC, MMTB

B 6 T (=) S
Bom vioOng Ye: covssion ssves socmsnss svsien souesvs s #euav S06% Son sauee e

Pé nghi Phong P.QLTSCNTT, Ban Giam hiéu duyét: Béo tri (bao dudng) TS,
CCDC, MMTB

Phiac Vit 6hos . oieseesss ssssnies sowas savamnas

Vi s6 luong va yéu cau ky thuat cu thé nhu sau:

.. S6 Yéu cAu/thong
Stt Noi dung DVT R R
lwong so ky thuat

gz X L E ; . Phé Hi€u truwéng
Neguoi dé xuat Phu trach don vi P.QLTSCNTT i
phu trach
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