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SO THONG TIN VA TRUYEN THONG | Ma hiéu: QT.VP.02

- - Lan ban hanh: 01
QUY TRINH QUAN LY, MUA SAM
TAI SAN, PHUONG TIEN Ngiy ban hanh: | 20/10/2020

1. MUC PiCH

Tai ligu duge xdy dyng nhim huéng din thi tuc quén Iy, mua sim méy
méc thiét bj, phuong ti¢n, vit tu, vin phong phim va cic dich vy khac phuc vy
cho hoat dong ctia S va phuc vu dich vu hanh chinh cong.
2. PHAM V1

~ Ap dung déi véi tit ca cdc hoat dong quén ly, mua sim, sira chita may méc

thiét bi, vit tu, vin phong phdm va cac dich vi khédc phuc vy cho hoat dong cua
S& va phuc vy dich vu hanh chinh céng.
3. TAI LIEU VIEN DAN

- Tiéu chuin qudc gia TCVN ISO 9001:2015:

- Muc 5.1.
4. PINH NGHIA/VIET TAT

Str dung cdc thudt ngit va chir viét tit theo Nghi dinh s6 30/2020/ND-CP
ngdy 05/3/2020 cuia Chinh phu vé cong téc vin thu.

- Vin phong phim: Bao gbm céc logi vit tu phuc vu cdng téc vin phong
nhu: Gidly, bit; thudc, kim, kep, bia hé so; dao roc gidy, bit x6a, kéo, bang keo,
hé dén, bim gidy...;

- Mdy méc, thiét bj: Bao gdm céc logi méy méc phuc vy cong téc viin
phong nhu: mdy vi tinh, mdy in, may photocoppy, méy hiy gidy, may chiéu da
phuong tién...;

= Tai san khdc: Cic logi ti san phuc vu cho cong tic viin phong nhu: Ban
ghé, ti dymg h so, két sét, tivi, t lanh, thiét bj dién, nuée; vat ré tidn mau hong;
vit tu, phy ting thay thé cua phuong tién di lai...;

- Djch vy khdc: Photocoppy, in 4n, cét xén, dong tép, sira chira, duy tu bao
dudng tai san...

5.NQI DUNG QUY TRINH

5.1 | Co sé phip Iy

- Thong tu s6 58/2016/TT-BTC ngay 29/3/2016 ciia Bd Tai chinh quy dinh chi tiét
viéc sir dung vén nha nuée dé mua sém nhim duy tri hoat dong thudng xuyén cia
co quan nha nuéc, don vj lhuéclucluqngvﬁtrangnhﬁnd&mdonvisunglﬁép
cong Idp, t8 chirc chinh trj, t§ chirc chinh trj - x& hdi, t4 chirc chinh trj xa hoi -
n, 5 nghiép, 6 chirc xa hdi, tb chirc xa hji — nghé nghiép;
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SO THONG TIN VA TRUYEN THONG

M4 hi¢u: QT.VP.02

QUY TRINH QUAN LY, MUA SAM
TAI SAN, PHUONG TIEN

Lan ban hanh: 01

Ngdy ban hanh: 20/10/2020

- Nghi quyét s 87/2018/NQ-HDND ngﬁy 12/7/2018 ctia Hoi ddng nhén dén tinh

Gia Lai ban hanh quy dinh phén cp

dung tai san cong cua tinh Gia Lai.

quyén quyét dinh trong viéc quén ly, sir

5.2

Quy trinh xir Iy cong vige

Trinh ty

Trach
nhi¢ém

Thi gian

Biéu miuw/Két qua

Bl

Yéu ciu mua hing, thué
dich vy:

- Vin phong cin cir vao

ké hoach hoat ddng ciia S va
theo dé xudt cia céc phong,
bd phin dé xem xét can ddi
mua sim cdc trang thiét bi
phuc vy cho cdng viéc.
- Ngoai nhimg nhu ciu tir phia
cac by phén, don vj con co
cac ké hoach mua, thué theo
chi thi, ké hoach ctia co quan
cép trén.

Trudmg céic
by phan cin
doi dé xac
nhan vao
yéu ciu cua
bo phén
minh  phuy
trach

thing  (
hodic quy,
hodc

trudmg

hop khi cé
nhu clu
phat sinh)

BM.QT.VP.02.01

B2

Tién hinh mua hang:

- Vian phong S& tdng hop
phiéu dé) xufit cia cac phong,
by phén da dugc linh dao phé
duyét rdi tién hanh mua sim
van phong phdm, vit tu vin
phong, cac dich vu khéc...

Cong chire
Vin phong

BM.QT.VP.02.01

B3

Kiém tra hang:

- Khi nhén hang, Vin phong
¢6 trich nhiém kiém tra sb
lugng, ching logi hang héa va
chat lugng dich vy theo ding

Cong chirc
Vin phong.
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Ma hiéu: QT.VP.02

Lén ban hanh: 01

QuUY TRINH QUAN LY, MUA SAM
TAI SAN, PHUO’NG TIEN

Ngay ban hanh: 20/10/2020

nhu cdu cla cic phong, bd
phin dé xuit. Trong trudng
hop c6 sai khac so véi yéu ciu
phai c6 giai trinh ly do.

B4

Chuyén giao hang:

- Hang mua vé sau khi kiém
tra dugc nhan vién Vin ph(‘mg
kiém thi quy cidn cir vao
pl'uéu dé xuét giao nhan truc
tiép cho céc phong.

Coéng chirc
Vin phong
kiém thu quy

BM.QT.VP.02.01

BS

Quin Iy thiét bj vin phéng:

- Céc phong, bd phin c6
trsch nhiém quan ly thiét bj
vin phong thufc quyén sir

dung cua phong minh. Céng chirc

- Céc phong, b phin | dugc phan

phai ldp va cép nhit thu'(mg cdng tai cac
xuyén danh séch céc thiét bj phong
dang sir dung.
- Céc ph(‘mg, b phén phai bao
ngay vé Vin phong khi xay ra
mat, hong, suy giam chét
lugng céc thiét bj vin phong.

B6

Bio duwdmg thiét bj vin
phong:

- Cén cir vao thdi gian
hoat ddng cia cac thiét b vin
phong va nhimg biéu hién cy
thé vé trang thai thiét bi,
Truéng céc phong, bé phéin
ldp “Ké hoach bdo duimg
nam” g Vin phong vao
trudc ngay 30/12 hang nam.

- Mot sé quy dinh vé

Cong chirc
vin phong

BM QT.VP.02.02
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Lén ban hanh: 01
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bao dudng:

+ Kiém tra tinh trang
méy photocopy 01lan/thang,
cac thiét bj dién tr 011an/6
thang; in 4n nhimg dir liéu
quan trong trén may tinh dé
Iru bao vé chéng mit dir liéu
do sy ¢b thiét bi, t6i thiéu 1
1an/3 thang;

+ Sau khi thyc hién bao
dudng phai lip Béo cdo két
qua bao dudng.

b | T RN . e = - r ' e

B7

Sira chira thiét b van phong:
Quy dinh vé sira chira:

+ Khi ¢6 sy ¢b thiét bj phai
béo cdo Truong phong biét dé
yéu céu xir 1y;

+ Truémg phong c6 thiét bi
Vin phong cén sira chira ldp
"Bién ban kiém tra hién trang
thiét bi cén stra chira" + Néu
la thiét bj luu gitr thong tin

- Ngudi sir
nhu may vi tinh, may ghi dung
4m... phai yéu cu don vistra | - Ngudi
chita lwu ¥ viéc bao toan diy | duoc thué
lidu: sua chira

+ Sau khi thuc hién sira chira,
phai lap “Bién ban sira chita
thiét bi” c6 xdc nhdn cia
nguoi st dung, ngudi sura
chita va phu trach phong, don
vi do;

+ Bién ban sira chira, cc gidy
to khéc lién quan dén sira
chira thiét bi phai dugc luu 01

BM.QT.VP.02.03
BM.QT.VP.02.04
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SO THONG TIN VA TRUYEN THONG | Ma hiéu: QT.VP.02

QUY TRINH QUAN LY, MUA SAM
TAI SAN, PHUONG TIEN Ngay ban hanh: 20/10/2020

Lén ban hanh: 01

ban tai phong, don vj sir dung
thiét bi.

B8

Téng hgp tinh hinh sir
dyng:

Sau khi giao nhidn hang, cong
chirc Vin phong chuyén hé so
gdm phiéu dé xuit mua hang
c6 ky nhidn giao hang, céic
bién ban kiém tra, sira chira
(néu c6) va héa don tai chinh
cho ké toan thanh, quyét todn
va hru hé so theo quy dinh.

- Céng chire

vin pong
- Ké toan

6. BEU MAU

S6
TT

Ma hiéu

Tén Biéu miu

01

BM.QT.VP.02.01

Phiéu dé xuit mua viin phong phim, vat tw vin phong, sira
chira, thay thé thiét bj vin phong

02

BM.QT.VP.02.02 | K& hoach béo dudmg nim

03

BM.QT.VP.02.03 | Bién ban kiém tra hién trang thiét bi cin sira chira

04

BM.QT.VP.02.04 | Bién bén sira chi¥a thiét bj

7. HO SO CAN LUU

S6
T

Tén ho so

01

vin phong

Phiéu dé xudt mua vin phong phim, vit tur vin phong, sira chira, thay thé thiét bj

02

Ké hoach bao dudng nam

03

Bién ban kiém tra hién trang thiét bj cin sira chita

04

Bién bén sira chira thiét bj

Lueu y: Ho so dwoe luu tai Vin

phong thuge So TT&TT, thoi gian heu theo quy dinh. Sau

khi hét han, ciuo»e"nhésaxutfngbépha‘nlw trit cua co quan.

8/8




SO THONG TIN VA TRUYEN THONG CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG: Pic lip - Ty do - Hanh phic

Gia Lai, ngay thdng ndm 20

PHIEU DE XUAT

............................................................

................................................

STT | Tén goi thiét bi / véin | Thongsd chinh | S6 | Ponvi | Ghicha
phong pham lugng tinh
NGUOI PE XUAT LANH PAO PHONG THU TRUONG CO QUAN

BM.QT.VP.02.01 BH/SD:01/00 Ngay ban hanh: 20/10/2020
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) UBND TiNH GIA LAI CONG HOA XA HQI CHU NGHIA VIET NAM
SO THONG TIN VA TRUYEN THONG Pic lip - Ty do - Hanh phiic

Gia Lai, ngay thang nam

BIEN BAN KIEM TRA HIEN TRANG THIET BI

TN thit Biz......ooveeeeeeceeeeeee oo KB N oo s
2B s A
1. Cé nhén tham gia kiém tra hi¢n trang thiét bj:

T Ngudi thye hién kiém tra thiét b

= ONE/DA: ..o Ngudi tryc tiép sir dung thiét b
ST cossnsmssas s R O VO o i s T vivennssnana

A
1 dung tinh trang:

. .
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................

.......................................................................................................................................

...............................................................................................................................................
-----------------------------------------------------------------------------------------------------------------------------------------------

...................................................................................................

...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................
...............................................................................................................................................

--------------------------------------------------------------------------------------------------------------------------------------

6. Tong chi phi (néu ©6).............occooo
Danh séch gidy t& kém theo, DU CO: .......oovvevveeeeeseee oo
PHU TRACH PHONG NGUOI SU DUNG NGUOI KIEM TRA

BM.QT.VP.02.03 BH/SD:01/00 Ngay ban hanh: 20/10/2020







UBND TINH GIA LAI CONG HOA XA HQI CHU NGHIA VIET NAM
SO THONG TIN VA TRUYEN THONG Dic lip - Ty do - Hanh phic

Gia Lai, ngay thang nam

BIEN BAN SUA CHUA THIET BI

TeN thi€E Biee...cvoveeceeeeeeeeeee e g AR
DO W GRS vo0n0msms0sainiicosseos o s s e G S S e L0
1. Cd nhén tham gia sira chira:

= ONE/DA: oo Ngudi thye hién sira chira tryc tiép
L e S e
S ONE/DA: o eeeeeneessssesssssseeesemmsse e seone Ngudi trye tiép sir dung thiét bj
B e
o D VB i oscicosoisane sammesitcaintisisscsiis
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...............................................................................................................................................

...............................................................................................................................................

......................................................................................................

...............................................................................................................................................

...............................................................................................................................................

...............................................................................................................................................

.....................................................................................................................................

5. Két lugn/Két qua:

RS

Danh séich gidy t& kém theo, DU CO: ......ovvverireiiee oo
PHU TRACH PHONG NGUOI SUDUNG NGUOISUA CHUA

BM.QT.VP.02.04 BH/SD:01/00 Ngay ban hanh: 20/10/2020







