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1. Muc dich va pham vi ap dung
a. Muc dich:

- Xay dung ké hoach va trinh tu thuc hién cong tac bao tri - stra chira tai san
phuc vu giang day, thuc hanh, san xuat va nghién ctru khoa hoc.

- Chui d6ng tinh sin sang cua thiét bi phuc vu cho cong tic giang day - hoc
tap va nghién ctru khoa hoc. Khai thac c6 hiéu qua, tang tudi tho str dung va tranh
lang phi, han ché nhitng su cd, rai ro do may mdéc, thiét bi gdy ra 1am anh huong
dén cong tdc hanh chinh, giang day va nghién ctru khoa hoc

- X4c dinh 3 trach nhiém cua cac don vi dé cong tac bao tri, bao dudng tai
san ctia Truong tuin thi ding cac quy dinh va dat hiéu qua cao nhat.

b. Pham vi ap dung

- Ap dung cho tat ca bd phan sir dung may mdéc, thiét bi c6 anh huong dén
hoat dong giang day va NCKH tai cic Phong/Khoa/Trung tam;

- Trudng/ phu trach don vi chiu trdch nhiém gidm sat vi¢c thuc hién quy
trinh nay;

- Nguo1 duoc giao trach nhiém bao tri, bao dudng tai san phai tuan thu theo
quy trinh nay
2. Pinh nghia va tir viét tat
a. Pinh nghia:

- Bdo tri, bao dudng tai san 1a hanh dong dugc tién hanh dinh ky bﬁng cac
phuong tién dé dam bao sy van hanh cdc thiét bi, mdy méc dugc lién tuc;

- Phuong tién bao gom: Ngudi, thiét bi, phuong phap

b. Tir viét tit:

BGH: Ban Giam hiéu
P.TC-HC-QT: Phong Tb chirc - Hanh chinh - Quan tri
TC-KT Tai chinh ké todn
NCKH: Nghién cuu khoa hoc
LLTS: Ly lich tai san

KH: Ké hoach

Qb: Quy dinh

NSX: Nha san xuat

QT: Quy trinh

BM: Biéu mau

BTBD Béo tri bdo dudng

3. Luu d6 (Xem trang 3)
4. Pac ta (Xem trang 4-5)

5. Cac biéu miu/ hwéng dian kem theo (Xem trang 6)



QUY TRINH BAO TRi, BAODUONG TAI SAN
Pon viphu trich: Phong To chirc - Hanh chinh - Quan tri
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PAC TA QT08: QUY TRINH BAO TRI, BAO DUONG TAI SAN
Pon vi phu trach: Phong To6 chirc - Hanh chinh - Quén tri

N \ e A > X X Ghi Chl’l
Nhanvao |  Tirai . Lamal Neguot Ketqua/ | Chuyéndén | . o+ eiai thich/ phrong
: (thoti gian, dia diém, ...) Thurc hién san pham dau/ cho ai o m A X
tién/biéu mau/ ...
S6 theo Nha cung 1-Lap KH BTBD dinh ky (theo | P.TCHCQT | Mdy méc, | Ponviquan | - Ké hoach BTBD tai san
doi tai san cap Qb NSX) thiét bi dugc | 1y va sir dung
Hb Phong/ (Pinh ky vao thang 07 hang nam) BTBD duang tai san
so/LLTS khoa lién — quy dinh. Ban Gidm .
P nghi quan dén 2-Lap dé xuat BTBD theo KH’ P.TCHCQT | pao ci0 tdn g hidu - Bién ban kiém tra tinh
sira chita, quan 1y va (Truoc thoi gian bao tri it nhat 10 hop quan 1y, trang hu }'1(")ng cua TS
BTBD tai | st dung tai ngay) BTBD  tii - D6 nghi BTBD cua céc b9
san san san phan
3-Lién hé nha cung cip/don vi |- P.TCHCQT
BTBD d¢é thuc hién - Nha cung
(Trude thoi gian bao tri it nhat 05 |cAp/Pon vi thuc
ngay) hi¢n BTBD
4-Thyc hién BTBD t6 chic | P.TCHCQT - Bién ban nghiém thu va ghi
BTBD tai san (Phoi hop véi nha |- Nha cung nhan két qua
cung cdp/dan Vi) cép/l—)orn vi thuc
hién BTBD
5- Kiém tra va nghiém thu tai san | P.TCHCQT

(Ngay sau khi BTBD xong)




- Bién ban ban giao tai san

- Gidy d& nghi thanh todn
(hoa don, chung tor kem
theo)

quyét toan theo quy dinh
(Trong vong 02 ngay sau khi nhan
dwoc chirng tir day di, hop 1é)

6- Ban giao TS cho cac don vi st |- PTCHCQT
dung TS - Cac don vi
7- Lap gidy dé nghi thanh toin | P.TCHCQT
BTBD va ching tor kem theo
chuyén B phan ké todn tai chinh)

(Ngay sau khi BTBD xong)
8- Kiém tra va thyc hién thanh | B phan Ké

toan tai chinh

- S theo dbi tai san

9- Cap nhat vao s6 theo doi TS P.TCHCQT
10. Lap bdo cdo tong hop cong tic | P.TCHCQT
BTBD tai sdn hang nam

(Cudi nam)
11- Luu hé so P.TCHCQT

Cac viin ban lién quan (cap truong va cip quan Iy):

- Quy ché chi tiéu ndi bo cua truong (duoc cap nhat va

ban hanh ngay 01/01 hang nam)

Quy dinh vé quan Iy, str dung, BTBD thiét bi cua truong;




CAC BIEU MAU/HUONG DAN KEM THEO

2 x o Ky hiéu

TT Tén biéu mau/HO so
1. | Ké hoach bao tri, bao dudng tai san BMO08.01
2. | Bién ban kiém tra tinh trang hu hong ciia TS BMO08.02
3. | D& nghi béo tri, bao dudng TS BMO08.03
4. | Bién ban nghiém thu va ghi nhan két qua bao tri bao dudng, sira chita TS BMO08.04
5. | Bién ban ban giao tai san BMO08.05
6. | Ly lich mdy BMO08.06




BMO08.01

- UY BAN NHAN DAN TINH HUNG YEN CONG HOA XA HQI CHU NGHIA VIET NAM
CAO PANG KINH TE KY-THUAT TO HIEU HUNG YEN Poc 13p - Ty do - Hanh phic

KE HOACH BAO TRI, BAO DUONG TAI SAN

STT Tén thiét bi Chu ky bao K¢ hoach bio duong nim ..... Ghi chua
duwong T1 |T2 |T3 |T4 |T5 |T6 |T7 |T8 |T9 |TIO|TI1 |TI2 (tu lam, HD thug)

3 thang/lan

3 thang/lan

3 thang/lan

3 thang/lan

3 thang/lan

3 thang/lan

1 thang/lan

0N ONNiR W

1 thang/lan

O

2 nam/lan

1 nam/lan

[a—
=)

[E—
[E—

1 nam/lan

[S—
(\S)

5000km/lan

BAN GIAM HIEU PHONG TC-HC-QT NGUOI LAP



BMO08.02

UY BAN NHAN DAN TINH HUNG YEN ~ CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG CD KINH TE - KY THUAT Poc 1ap - Ty do - Hanh phiic
TO HIEU HUNG YEN
S6:.../BB-.... Hung Yén, ngay......thang.....nam ...

BIEN BAN KIEM TRA TINH TRANG HU HONG CUA TRANG TAI SAN

TEN IraNG A1 SAN: 1evviiieeiiieeiieeeiieeeetee et e eeree et e e e tteeesbaeeessaeeessssaeesssseeensseeeesssseeas

Ho va tén ngudi st dung: ......ccceveveeviveeviiieeeieeeee, Pon vii oo

KBt QUA KICIN T1A: .o

Bién ban nay 1ap thanh 02 ban va luu tai phong T6 chitc - Hanh chinh - Quan tri.

PAI DIEN PHONG TCHCQT NGUOI SUDUNG NGUOI KIEM TRA
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén) (Ky, ghi ro ho tén)



BMO08.03

UY BAN NHAN DAN TINH HUNG YEN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CAO PANG KINH TE - KY THUAT Poc 1ap - Ty do - Hanh phic
TO HIEU HUNG YEN
S6:.../DN-.... Hung Yén, ngay......thdang.....nam ...

PE NGHI BAO TRI, BAO DUONG TAI SAN

Kinh gri: Ban Gidm hiéu Truong Cao dang Kinh té - K§ thuat T6é Hiéu Hung Yén

No6i dung: pé nghi bao tri, bdo dudng tai san

Tén thiét Noi dung bio tri, bao
bi/Tinh trang Ma tai duong Thoi gian . s
TT thiét bi hién | sdn/ma hi¢u _ _ thuc hién Ghi cha
tai Lan1 Lan 2
Tran trong cam on!
HIEU TRUONG PHONG TCHCQT NGUOI PE NGHI

(K¥, ho tén, dong diu) (K¥, ho tén) (K¥, ho tén)



BMO08.04

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phiic

BIEN BAN NGHIEM THU VA GHI NHAN KET QUA BAO TRI,
BAO DUONG, SUA CHUA TAI SAN

Hom nay, ngay .....thdng.....ndm......, tgi .............. , chiing t6i gom co:
Lo BEN A st
ONG/BA: .o, Churc VU oo,
DA ChIt oo
SO dien thOAL: «veeeeeeeeeeeeeeeeeeeererrn SO FAX: v eneen
S6 tai khoan: .........coco........ MO tai NAN DANE ...
2 BEN B & oo
ONG/BA: .. Chlrc VUi o
DA CHI: e
SO dién thoai: «..eeeveeeeeeeeeeeeeeean, Y N 372 ST
S6 121 KNOAN: ..., M3 $6 thué: ...,
MO tal NZAN hANG......ooiiiiiiiiii e

Hai bén di théng nhdt nghiém thu bdo dwéng, siva chita trang thiét bj véi nhiing
ngi dung chinh sau day:

- Bén B d4 hoan thanh viéc bao dudng, stra chita céc trang thiét bi sau cho Bén A theo
dung hop dong hai bén di thoa thuan:

S6 Loai thiét bj S6 lwong/ 1an da Pon Thanh tién
TT bao dwong, sira gia
chira
1.
2.

- Bén A d3 kiém tra, van hanh thu trang thiét bi sau khi bao dudng, stra chita, ddm bao
chét luong dap tmg duoc yéu cau ciia bén A.
Bién ban ndy dugc 1ap thanh 02 ban, mdi bén giit 01 ban va c6 gid tri phap 1y ngang
nhau.
DPAI DIEN BEN A PAI DIEN BEN B
(ky, ghi ro ho tén) (ky, ghi r6 ho tén)



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

BIEN BAN BAN GIAO TAI SAN

Hom nay, ngay thdang nam
Tai dia diém: Truong Cao ding Kinh té K§ Thuat T6 Hiéu Hung Yén

Ching t6i gdom:

BEN GIAO:

- Pai dién phong TC - HC - QT: Chure vu: Trudong phong

- Pai dién Bo phan tai vu: Chirc danh: K& to4n tai san
BEN NHAN:

- Pai dién don vi st dung/Thu kho:

Tién hanh ban giao.

BM08.05

TEN VAT TU, THIET BI :

T MA SO, TINH NANG, KY THUAT e SL TINH TRANG
1
2
3
4
5

- Cac yéu cau vé thiét bi:

+ Thiét bi dAm bao ..........cccoevviiiennn ;

- Tinh trang ban giao, nghiém thu: Thiét bj dap tng c4c yéu cau trén ;
- Dé nghi: Pua vio quan 1y va st dung thiét bi;

- Céc bén cung thong nhit v6i ndi dung trén.

Bién ban nghiém thu, ban giao thiét bi dwroc ldp thanh 04 ban co gid tri nhu nhau.

PHONG TC-HC-QT BQ PHAN TAI VU PON VI SU DUNG/THU KHO




BMO08.06

~ UY BAN NHAN DAN TINH HUNG YEN
CAO PANG KINH TE KY THUAT TO HIEU HUNG YEN

LY LICH MAY

TEN MAY 2 cooeeeeeeeeneseesenesessssesesessssenessssesenesens




BMO08.06

LY LICH MAY

Ngay .... thang

Nguwoi 1ap so P.trach may thiét bi Truwéng bd phin




BMO08.06
TN INAY . ittt ettt et e sttt e e et e e s e bte e e e bt e e s e bt e e e abbeeeenteeeenaneeee
CONE SUAL THIEE KE: ..ot
Nhan hi€u qUI CACR: ....oiiiiiiie e e e
DB TNE: .o s s e er e enenns
SO MAY: ettt ettt e et s et r e e
TEN hANE VA NUGC SAN XUAL ..o s s s ees e eeeeeeee s
Nam san xuét, Xuat D4 (0 11 PO UPPRUPPPP
NAM NNAP MAY: cevviiiiieeee e erree e e e e e e e e saarreeeesesssaaeeeesesnnssaeeens
NOTNNAP MAY: oeeiiiieiiieeiee ettt et e et e e st e e st e e ebeeesnbeeeaeeesnbeeennee
A LAY .ottt e e e et e s e s e st e e s seeneeeeenas
Tal [IGU KEmM thEO MAY: .....oiiiiiiiiiieie et e e e
Ngay, thang Bat GAU ST AUNE: .....veveeeeeeeeeeeeeee e eneees
INOT ST QUINEZ: ettt ettt ettt et e sbt e sttt e st e bt e sateebeesaneeabee e
Tén ngudi chiu trach nhiém vé TNAY? cetteeeiitieeeiete e ettt e e et ee e e sabt e e e e bt e e s sbtee e esaaeeeeeabaeeas

Tinh trang MAy Khi NHAN VE: .......ovoviveiieieeeeeeeeseeeee e

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

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



PHAN SUA CHUA

BMO08.06

Ngay thang
nam

Noi dung

Tén ngwoi chira,
Tén ngwdi nhin nhan may
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BMO08.06

PHAN KIEM TRA PINH LUQNG PO LUONG - CHAT LUQONG

Ngay thang
nam

Noi dung kiém dinh

S6 tem kiém dinh va
thoi gian hiéu luc




BMO08.06
PAC PIEM CUA MAY VA NHUNG PIEU CAN CHU Y PAC BIET
TRONG VAN HANH BAO QUAN MAY
PINH NGAY TRUNG, PAI TU DAU MO, ...
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BMO08.06
MO TA MAY VA CACH THAO TAC
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BMO08.06
CONG DUNG SO LUOQC VE VAN CHUYEN MAY
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BM08.06
TINH HINH DI CHUYEN NOI BO

4 \
:
CRUNE LU e ettt e e et e e s ettt e e s bt e e e s abeeesnataeeeennneeesnnsaeas
\ h/ b .
Ngay, thang, NAM: ......oooiiiiiiii e e e e e e e e s saraee s
.
Chuyén di dau:
,

N\ /4 /4 . A
Tinh trang may trude khi chuyén:

: ettt ettt e et e e bt e e e bt e e bt e e bt e e et e e e naeee e
.....................................................................................................................................
Ho tén, chit ky nguoi giao mdy:

O tén, ¥ nguoi g Y ettt et e bt e et e e bt e e bt e e e abeeebbeeebeeeeabeeenne
.....................................................................................................................................
......................................................................................................................................
Ho tén, chir ky 01 nhan may:

0 tén, chit ky nguo1 NhAn MAY: ......ooiiiiiiiii e
......................................................................................................................................

A .
DY L. ittt et e e e e e ettt ettt e e e e e e e e e e ettt bt aeeeeeeeeens
Truong khoa:
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