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QUY TRINH

MUA SAM TAI SAN
Pon vi phu trach: Phong T6 chirc - Hanh chinh - Quan tri

Ma héa Q107
Ban hanh 1an: 01
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TRUONG DON VI

NGUOI SOAN THAO PHU TRACH

Mm

HIEU TRUONG

Pham Thi Hién Lé Thanh Cong | Ths.Trin Thanh Liém
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1. Muc dich va pham vi ap dung
a. Muc dich:

Quy trinh nay quy dinh thil tuc mua sam tai san cua Nha trudng, bd sung
kip thoi va 1én ké hoach cho khoan vén dé chi vao viéc mua sim tai san.
b. Pham vi ap dung

- Ap dung cho cdan by P. TCHCQT, c4c don vi thudc truong, can bd vién
chtic cia Truong Cao dang Kinh té - K§ thuat T6 Hiéu Hung Yén.

- Ap dung cho cong tdc mua sim tai san ciia Nha truong.
2. Pinh nghia va tir viét tit
a. Dinh nghia:

Mua sdm tai san 12 hoat dong bo sung tai san can thiét dé phuc vu kip thoi
cdc hoat dong cua Nha truong.
b. Tir viét tit:

Viét tat Cum tir viét tat
P. TCHCQT Phong T chie - Hanh chinh - Quan tri
TSCD Thi san co dinh
HD Hop dong
TS Tai san
QT Quy trinh
BM Biéu mau

3. Lwu d6 (Xem trang 3)
4. Dac ta (Xem trang 4-6)

5. Céc biéu mau/ hwéng din kém theo (Xem trang 7)



QUY TRINH MUA SAM TAI SAN

DPon vi phu trach: Phong Té chitc - Hanh chinh - Quan tri

HIEU TRUONG

3. Ky duyét

KH

7. Phé duyét
NccC

. Phé duyét ho
so thanh toan

LAPKE HOACH TRIEN KHAI THUC HIEN LUU HO SO
=
& Kéhoach mua
8 sam TS hang nam
= a dwgc phé duy
(3]
v
1. Lip KH tong 16.CAp nhatsd 2
hop mua samTS the;)pdéi :rS $ 17. Luu ho so
hangnam
A
5 v
3] = =
= ) 5. Lap Quyétdinh 2 t;f‘;':‘:'::?;;;" 12. Lip va trimh 15. C4p nhit
g 2. Kiém tra, thanh JAp Hoi F Mg > duyét ching tir ké — chimng tir vao soé
&) doichiéu danh dong mua sam TS = g toan (BP Kké toan)
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T 8. Théng bao két qua 14. Thanh toan
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gcap g xét HD va lip du toin phim TS cho dom vi s
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PAC TA QT07: QUY TRINH MUA SAM TAI SAN
Pon vi phu trach: Phong To6 chirc - Hanh chinh - Quan tri

Nhan L. Lam gi Nguwoi thue Kétoquz'i/ Chliyén A A Ghl Cl}ﬁ
Vo Tirai (thoi gian, dia diém, ...) hién >an _den 1 (Yeu cau/gidi thich/ phuong
T ’ : pham dau /cho ai tién/bicéu mau/ ...
Ké hoach | Céc 1. Lap Ké& hoach téng hop mua TS duoc Ponvist |- K& hoach mua sim TS nim
mua sim | donvi | sim TS keém danh muc mua sim mua sim dung 20...
TS duogc | thudc TS P.TCHCQT | dap tng
phé truong (Thdng 1 hang nam hodac dot yéu cau
duyét xudt)
2-Kiém tra, diéu chinh danh
muc phu hgp v6i du toédn; gui Phu trich ké
Trudng phong trinh hiéu truéng " to4n

phé duyé¢t
(Thoi gian vao T1 hang nam)

3- Phé duyét

Hi¢u trudéng

4- P& nghi nha cung cap giri bdo

gig; P.TCHCQT
(Sau 07 ngay lam viéc)

5- Lap Quyét dinh thanh 1ap Hoi

dong mua sam TS (doi voi TS tir | p TCHCQT

20 triéu dén dwdi 100 triéu)

- Quyét dinh thanh 13p Hoi dong
mua sam TS




6- Lya chon nha cung cip
(Hop Hgi dong mua sam sau 02
ngay khi nhan du thong tin bdo
gid)

Ho1 dong mua
sam TS

- Bién ban lya chon nha cung
cap

- Quyét dinh lgya chon nha cung
cap (doi véi TS tir 20 triéu dén
duoti 100 triéu)

7- Phé duyét lva chon nha cung
cap

Hiéu truong

8- Thong bdo két qua lua chon
nha cung cip;

- Kiém tra HP mua sim TS va
lap du todn mua sam TS; gui
Trudng phong xem xét va trinh
ky hiéu truong
(Trong vong 02 ngay sau khi
chon nha cung cdp)

Phu trach ké
toan

- HP mua sam TS
- Du todn mua sam TS

9- Tiép nhan du toan, HP xem
xét va trinh ky hiéu trudéng

P.TCHCQT

10- Phé duyét HD va du todn

Hiéu trudng

11- Tiép nhan san pham

- Phiéu giao hang

(Theo HP/ héa don/ phiéu giao | P.TCHCQT
hang)
12- Lap va trinh duyét ching tt | P.TCHCQT

thanh toan
(Theo HD va tién do thuc té)

HO6 so thanh toan gom:

- Pé nghi mua TS

- 03 bdo gi4 nha cung cip;

- Quyét dinh phé duyét chi dinh
nha cung cip;




13- Ky duyét Hiéu truéng

14- Thanh todn cho nha cung | P.TCHCQT
cap va ban giao cho don vi su

- Dy todn, HP mua siam TS;

- Bién ban nghiém thu va thanh
ly Hb

- Hoa don tai chinh

- Bién ban nghiém thu dua TS
vao sur dung.

dung
15- Cap nhat chtng tir vao S6 ké Ké todn
toan TSCD, kho
16- Cap nhat s6 theo doi TS P.TCHCQT - S6 theo doi TS
17- Luu hé so P.TCHCQT
Cic vin ban lién quan (cAp truong va cip quan Iy):
- Luat dau thau 43/2014/QH13. - Quy ché T6 chtic vaf
- Nghi dinh 63/2014/ND-CP ngay 26/6/2014 ciia Chinh Phii Quy dinh chi tiét thi hanh hoat dong cua nha
mot sd diéu cua luat ddu thau vé lua chon nha thau. truong

- Théng tu 58/2016/TT-BTC ngay 29/3/2016 Quy dinh chi tiét viéc sir dung von nha
nuéc dé mua sam nham duy tri hoat dong thudng xuyén cua co quan nha nude, don vi
thudc luc lugng vii trang nhan dan, don vi su nghi¢p cong lap, t6 chtrc chinh trj - xa
hoi, t6 chtrc chinh tri x hoi - nghé nghiép, td chtic xa hoi, to chirc xa hoi - nghé

nghiép.




CAC BIEU MAU/HUONG DAN KEM THEO

TT Tén biéu miw/Hb so Ky higu
1. | Ké hoach mua sam tai san nam..... BMO07.01
2. | Quyét dinh thanh 1ap Hoi dong mua sdm tai san BMO07.02
3. | Bién ban hop lua chon nha cung cép vat tu phuc vu dao tao BMO07.03
4. Quyét dinh vé viéc chon nha cung cép phuc vu dao tao BMO07.04
5. | Hop dong mua sam tai san BMO07.05
6. | Bién ban ban giao tai san BMO07.06
7. | S6 theo dai tai san cd dinh va cong cy, dung cu tai noi st dung BMO07.07




BMO07.01

UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KINH TE - KY THUAT Djc 1ap - Tu do - Hanh phic
TO HIEU HUNG YEN
Sé:.../KH-.... Hung Yén, ngay......thdang.....nam ...
KE HOACH

Mua sam tai san nam hoc

Can cir Quyét dinh s6 1456/0D-LDTBXH ngay 26 thang 9 ndam 2013 ciia Bé Lao
dong - Thwong binh & Xa héi vé viéc thanh Idp Trwong Cao dang nghé Kinh té - Ky
thudt Té Hiéu Hung Yén; Quyét dinh sé 1626/QD-LPTBXH ngay 13 thing 10 ndm
2017 cia B truéng Bé Lao dong - Thuong binh va Xa héi vé viéc sdp nhdp Truong
Trung cdp nghé Hung Yén vao Truwong Cao dang nghé Kinh té - Ky thudt Té Hiéu
Hung Yeén,

Can cir Diéu 18 t6 chirc va hoat dong cua Nha truong;

Can cir Ké hoach mua sam tai san cua cdc Phong/Khoa;

Can cir nhu cau phuc vu hoat dong giang day va hoc tap.
I. Muc tiéu

- B6 sung tai san, thiét bi, dung cu cin thiét dé duy tri hoat dong binh thuong
cua ca Phong/Khoa.

- Tang cudng su quan 1y nhim dam bao sir dung hiéu qua tai san hién co, ciing
nhu stra chira kip thoi, trdnh that thodt, lang phi tai san ctia Trudng.
II. Ké hoach mua sim

STT Pon vi Hang | Solwong | Dutru Nguén | Giai
muc Ngan sach trinh
1
2
3
4
5
6
7
8
9
10
Tong kinh phi Dw tri) | ...,

PHONG TCHCQT HIEU TRUONG
(KY, ghi ré ho tén, déng dau)



BMO07.02

UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KINH TE - KY THUAT Dgc 1ap - Tu do - Hanh phic
TO HIEU HUNG YEN
S6:.../Qb-.... Hung Yén, ngay......thang.....nam ...
QUYET PINH

Veé viéc thanh 1ap Hi dong mua sam tai sin

HIEU TRUONG TRUONG CAO PANG KINH TE - KY THUAT TO HIEU
HUNG YEN

Can civ Quyét dinh sé 1456/0P-LDTBXH ngay 26 thing 9 nam 2013 ciia BJ
Lao déng - Thuwong binh & Xa héi vé viéc thanh lgp Truong Cao dang nghé Kinh té -
Ky thudt Té Hiéu Hung Yén; Quyét dinh sé 1626/0D-LPTBXH ngdy 13 thang 10 ndm
2017 cia B truéng Bé Lao dong - Thuong binh va Xa héi vé viéc sdp nhdp Truong
Trung cdp nghé Hung Yén vao Truwong Cao dang nghé Kinh té - Ky thudt Té Hiéu
Hung Yeén,

Can cir Biéu 18 t6 chirc va hoat dong cua Nha truong;

Can cir Ké hoach mua sam tai san nam hoc...

Theo dé nghi ciia Truéng phong Té chirc - Hanh chinh - Qudn tri;

QUYET PINH
Piéu 1: Thanh 1ap Hoi ddng mua sam tai san nam hoc.....
(Co Danh sdach Hoi do”‘ng kem theo)
Piéu 2: Quyét dinh c6 hiéu luc ké tir ngay ky.
Picéu 3. Trudng cic Phong/Khoa, céc to chirc, ca nhan c6 lién quan chiu trach
nhiém thi hanh quyét dinh nay./.

Noi nhgn: HIEU TRUONG
- BGH (dé¢ b/c);

- Nhu Diéu 3 (dé t/hién);
- Luu TCHCQT.



BMO07.03

UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CP KINH TE - KY THUAT TO HIEU Péc lap - Tu do - Hanh phuc
HUNG YEN

S /BB.... Hung Yén, ngay......thang......nam ...

BIEN BAN
HOQP LUA CHON NHA CUNG CAP VAT TU PHUC VU PAO TAO

I. Thoi gian, dia diém:

- Thoti gian:

- Pia diém: Truong Cao dang Kinh té - K§ thuat T6 Hiéu Hung Yén
II. Thanh phin:

- Ban giam hi¢u:

I11. Chu toa, thw ky cudc hop:

- Chu toa:

- Thu ky:

IV. Noi dung cudc hop:

1. Hop ban vé viéc Ban vé viéc lira chon nha cung cap vt tu phuc vu dao
tao

- Can ¢t nhu cau, dé xuét trang bi ve Vat tu phuc vu dao tao cua.......

- Can cr 03 bao gia cuia nha cung cap:

+ Cong ty....

+ Cong ty...

+ Cong ty...

2. Cac thanh vién c¢6 mat trong cudc hop danh gia cao kha nang cung cap,
phuc vu va murc gia cua cac don vi dua ra. Chung toi da thong nhét va quyét dinh
chon cac don vi dua ra mirc gia ban thap nhat, chat luong dam bao theo tiéu chuan
hién hanh ctia Nha nudc cu thé: Cong ty......

3. Biéu quyét:

- ....]... dong chi trong Hoi dong thanh vién tham dy hop thong nhét véi
cac ndi dung da théng nhét nhu trén, dat ty 1€ 100% cac thanh vién du hop.

4. Két luan cudc hop:

4.1. Giao Phong Tb chtrc - Hanh chinh - Quan trj: Lién hé nha cung cip
dé cung Ung vat tu phuc vu dao tao.

4.2. Giao phong T chirc - Hanh chinh - Quan tri lam tha tuc mua ban vat
tu phuc vu dao tao.

4.3. Giao déng chi...... chi dao cac bd phan lién quan thyc hi¢n tdt céc
ndi dung trén.
Cudc hop két thuc vao hoi ....... phut cling ngay.

Bién ban dugc thong qua cho cac thanh vién du hop thng nhat ky tén./.

THU KY CUOC HOP CHU TQOA



BMO07.04

_ UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KT-KT TO HIEU Poc lap - Tu do - Hanh phiic
HUNG YEN
Sb:.../Qb-.... Hung Yén, ngay......thang.....nam ...
QUYET PINH

Ve viéc chon nha cung cap vat tu phuc vu dao tao

HIEU TRUONG TRUONG CAO PANG KINH TE - KY THUAT TO HIEU
HUNG YEN

Can cir Quyét dinh s6 1626/QD-LPTBXH ngay 13 thing 10 nam 2017 cia
Bé truong Bo Lao dong - Thirong binh va Xa héi vé viéc sdp nhdp Trwong Trung
cap nghé Hung Yén vao Truong Cao dang nghé Kinh té - Ky thudt Té Hiéu Hung
Yén;

Can cir Diéu 1¢ t6 chirc va hoat dong cua Nha truong;

Can cu thong tu ........ ngay ....... cua ...... hwéng dan thuc hién dau thau,
mua sdam tai san;

Cdn cir vao bién ban lya chon nha cung cdp vit tw.... cia Trwong Cao dang
nghé Kinh té - Ky thudt Té Hiéu Hung Yén;

Theo dé nghi ciia Truwong phong Té chitc - Hanh chinh - Quan tri;

QUYET PINH
Piéu 1: Chon Cong ty.....diachi ....... la don vi cung cép vat tu....phuc vu
dao tao trudng Cao dang nghé Kinh té - K§ thuat Té Hiéu Hung Yén.
Téng kinh phi mua vat tu.... la: ....... déng (Bcing chir: ..........[.).
Kinh phi 1y tir nguén ..............

Piéu 2: Quyét dinh c6 hiéu luc ké tir ngay ky.
Piéu 3: Trudng cac phong ......... va cac to chirc, ca nhan co lién quan
chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhin: HIEU TRUONG
- BGH (dé b/c);
- Nhu Diéu 3 (dé t/hién);
- Luu TCHCQT.



BMO07.05

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

HQP PONG MUA SAM TAI SAN
SO e,

Can civ Ludt dau thau ngdy 26 thdng 11 nam 2013;

Can cir Nghi dinh s6 63/2014/ND-CP ngdy 26 thdng 6 ndm 2014 cia Chinh phii
quy dinh chi T iét thi hanh mét s6 Diéu cia Ludt Pau thau vé lya chon nha thau;

Can cit Quyét dinh s6 08/2016/0P-TTg ngay 26 thdng 02 nam 2016 cua Thii
twomg Chinh phii quy dinh viéc mua sam tai san nha nede theo phwong thire tdp trung;

Can cir Théng tw s6 35/2016/TT-BTC ngay 26 thang 02 nam 2016 ciia Bé Tai
chinh hwéng dan viéc mua sdm tdi san nha nuede theo phirong thire tdp trung;

Can cir hé so moi thau, ho so dw thau, ho so lua chon nha thau va két qua lya
chon nha thau....

Hom nay, ngay thing nam ,tai............. , chiing t6i gdm c6:

I. Nha thiu cung cip tai san:

Tén don vi:

I1. Pon vi mua sim tip trung:

Tén don vi: Truong Cao dang Kinh té - K§ thuat T6 Hiéu Hung Yén

Quyét dinh thanh lap: Quyét dinh s6 1456/QD-LDTBXH ngay 26 thang 9 nim
2013 ctia Bo Lao dong - Thuong binh & X& hoi vé viéc thanh 1ap Trudng Cao dang
nghé Kinh té - K¥ thuat T6 Hiéu Hung Yén; Quyét dinh sd 1626/QD-LDTBXH ngay
13 thang 10 nam 2017 ciia Bo truéng Bo Lao dong - Thuong binh va X& hoi veé
viéc sap nhap Truong Trung cAp nghé Hung Yén vao Truong Cao dang nghé Kinh té -
K¥ thuat T6 Hi¢u Hung Yén,;

Ma s6 thué:

Hai bén thong nhat ky Hop dong mua sam tai san véi cac ndi dung sau:


http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=63/2014/N%C4%90-CP&area=2&type=0&match=False&vc=True&lan=1
http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=08/2016/Q%C4%90-TTg&area=2&type=0&match=False&vc=True&lan=1
http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=35/2015/TT-BTC&area=2&type=0&match=False&vc=True&lan=1

BMO07.05

Piéu 1. Chung loai, sb lugng tai san

1. Chiing loai tai san mua sam.

2. S6 lwong tai san mua sam.

Diéu 2. Gid ban tai san

Gi4 ban tai san twong Gng véi ting loai tai san tai Didu 1 ciia Hop dong.

Diéu 3. Phuong thic va thoi han thanh toan

1. Phuong thire thanh toan

2. Thoi han thanh toan

Diéu 4. Thoi gian, dja Diém giao, nhan tai san

1. Thot gian giao, nhan tai san

2. Pja biém giao, nhan tai san.

Piéu 5. Quyén va nghia vu cia cac bén.

1. Quyén va nghia vu cta nha thau cung cip tai san:

a) Quyén va nghia vu bao hanh, bao tri tai san.

b) Quyén va nghia vu dao tao, huéng dan st dung tai san (néu co).

¢) Quyén va nghia vu khac.

2. Quyén va nghia vy ctia don vi mua sam tap trung.

3. Quyén va nghia vu cda co quan, td chure, don vi truc tiép st dung tai san.

Piéu 6. Ché d6 xir phat do vi pham hop dong.

Hop dong nay duoc lam thanh .... ban c¢6 gia tri phap 1y nhu nhau: Pon vi mua
sam tap trung, nha thau cung cap tai san (mdi bén giir 02 ban); giri 01 ban cho co quan,
t6 chirc, don vi truc tiép sir dung tai san./.

PAI DIEN NHA THAU CUNG CAP DAI DIEN TRUONG
TAI SAN , (K, ghi ré ho tén va déng dau)
(Ky, ghi ro ho tén va dong dau)



BMO07.06

] UBND TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG KINH TE - KY THUAT Poc lap - Tw do - Hanh phiic
TO HIEU HUNG YEN
Sb:.../BB-.... Hung Yén, ngay......thdang.....nam ...
BIEN BAN BAN GIAO TAI SAN
Gilta .ooovvvieiiieee (bén giao) va
............................... (bén nhan)

Hom nay, ngay .... thang ..... ndm .... tai ............ d3 tién hanh cudc hop ban
giao tai san gitra ............. (ben glao) va Truong Cao ding Kinh té - K¥ thuat T6
Hi¢u Hung Yén (bén nhéan) thyc hién theo ............... cua ............ ngay
I/ THANH PHAN THAM DU’

1/ Bén giao:
- 0N Chirc vU: .o
- Bar.o...ooo Chlic vu: .o o,
2/ Bén nhan:
- 0ONg: Chllc VU o
- Bar Chlrc VU oo
II/ NOI DUNG BAN GIAO:
Bén ... di tién hanh ban giao tii san cho bén
................................ theo biéu thong ké sau:
Bin thong ké tai san ban giao
0 Don vi 0 b Thanh
50 Tén tai san onvi | 50 on o Ghi chi
TT tinh luong gia tién
Cong:
TONG @id tri: BANE SO . ovvneee e
BANG CHIT ..ot
K&t DAY v sOtai trén do bén ...........cooeiiiiiiii,

chiu trdch nhi¢m quan ly.
Bién ban nay 1ap thanh 04 ban c6 gid tri nhu nhau. Bén giao gitr 02 ban, bén nhan
gitr 02 ban.
CHU KY BEN GIAO CHU KY BEN NHAN



-KY THUAT TO HIEU HUNG YEN
Ma QHNS: ..eoovvveeeannn

SO THEO DOI TAI SAN
Pon vi: TRUONG CAO PANG KINH TE

BMO07.07

Maiu s6: S26-H

ngay 10/10/2017 ciia Bé Tai chinh)

SO THEO DOI TSCP VA CONG CU, DUNG CU TAI NOI SU DUNG

Nam: ...cocoveeeenn...

Tén don vi, Phong, Ban (hodc nguoi St dung): ...........c.cceeeiee e e veeveeven e

Loai cong cu, dung cu (hoac nhom cong cu, dung cu): ..........cc.eoevceeveeeen .

(Ban hanh kém theo Théong tw s6 107/2017/TT-BTC

Te‘eil, nhan Ghi tang TSCD va cong cu, Ghi gidim TSCD va cong cu, dung cu
... | hi¢u, quy dung cu
Chung tir P
cach tai san
Ng’ay, Aco dinh va Pon vi
thang cong cu, dung tinh :
hi 56 w/Thoi gi . 3 . .
g1 50 A . ¢ s gl? " So lwong| Pon gia Tlf?nh Ly do | So lwgng | Pon gia | Thanh tién
S0 |Ngay,| bao tri, bao tién
hi¢u | thang | dudng, bio
hanh
A B C D 1 2 3 4 E 5 6 7
- S6 ndy ¢6 ... trang, danh sb tir trang 01 dén trang ...
S NEAY MO SO: e
. - < P . . Ngay ... thang... nam... .......
NGUOI LAP SO KE TOAN TRUONG THU TRUGNG DON VI

(Ky, ho tén)

(KY, ho tén)

(Ky, ho tén, dong dau)




