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

Gitp cho hoat dong quan ly va khai thac sir dung Phong tin hoc va Phong
LAB tai Khoa khoa hoc co ban dat hi¢u qua.

Gidp cén bd quan ly phong thyc hanh tai khoa thuc hién nhiém vu mot
cach khoa hoc, diing quy trinh va quy dinh hién hanh.
b. Pham vi ap dung:
Ap dung cho Khoa KHCB, cac don vi va ca nhan c6 lién quan dén hoat
dong quan 1y, st dung phong thuc hanh tin hoc, phong LAB cta Trung tam.
2. Pinh nghia va tir viét tat
a. Dinh nghia:
b. Tir viét tit:
KHCB: Khoa hoc co ban
P.TCHCQT: Phong T chtc - Hanh chinh - Quan tri
GV: Gido vién/Giang vién
HSSV: Hoc sinh, sinh vién
BGH: Ban gidm hi¢u
TS, VT, TB, CCDC: Tai san, vat tu, thiét bi, cong cu dung cu
TBDT: Thiét bi dao tao
QT: Quy trinh
BM: Biéu miu
3. Luwu d6 (Xem trang 3)
4. Pac ta (Xem trang 4 - 6)

5. Céc biéu miu/ hwéng din kem theo (Xem trang 7)



Don vi phu trach: Khoa Khoa hoc co bian

QUY TRINH QUAN LY PHONG THU'C HANH TIN HOC, PHONG LAB

9. Vé sinh hang
ngay

10.. Tiép nhan

lai dung cu vat

tw va kiém tra
cudi ngay
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PAC TA QT53 : QUAN LY PHONG THU'C HANH TIN HQC - PHONG LAB
Pon vi phu trach: Khoa KHCB

s ‘. £ . A 2 X Ghi cha
Nhanvao |  Tirai  Lamgl Newot Ket qua/ Chuyén den (Yéu cAu/giéi thich/
: (thoti gian, dia diém) Thuc hién san pham dau / cho ai A X x
phuong tién/biéu mau/ ...
Ho so/ly Khoa 1-Tu ra sodt hién trang trang | Quanly | Phong thuc GV, HS-SV ¢6 | - Ly lich TS-May-
lich tai KHCB thiét bi, vat tu ctia phong phong thuc | hanh dam bao | nhu cau st dung | TBDT
san, thiét thuc hanh tin hoc, phong hanh trang thiét bi
bi Lab day du, hoat
Ké hoach | P.TCHCQT | 2- Lap ké hoach duy tri mua Quanly |dong t6t va sach -Ké hoach du trit mua
du tru sam tai san/vat tu phong phong thuc | sé sam tai san, vat tu
mua sam thyc hanh tin hoc, phong hanh nam..
tai san, Lab;
vat tu (thang 7 hang nam hodc dot
nam... xucft)
3- Duyét va chuyén ké hoach Khoa
cho P.TCHCQT KHCB
(ngay sau khi nhan dwoc de
xudt tir cdn bé quan Iy phong
thuc hanh)
4- Tiép nhéan va thyuc hién P.TCHCQT
tha tuc mua sam theo dé
nghi
5- Nhan ban giao thiét bi, Quan ly - Bién ban ban giao
vat tu tu PTCHCQT phong thuc tai san
hanh
Pon ding | GV giang | 6- Tiép nhan don ding ky sur Khoa - Pon dang ky bai
ky bai day dung phong thuc hanh GV KHCB thyc hanh;
thuc hanh; giang day; trinh duyét BGH




va chuyén cho Quan ly
phong thuc hanh

- S6 ban giao dung cu,
vat tu

- S6 nhat ky theo doi
phong thuc hanh

7- Ban giao dung cu can| Quanly
dung cho gido vién phong thuc
(truéc moi budi hoc) hanh
Ké hoach | Phong Pao | 8- Theo doi sir dung phong Quan ly
dao tao tao thuc hanh caa GV, HSSV phong thuc
Lich hoc cac 16p hang ngay theo lich hanh
Thoi khéa hoc
bicu
9- V¢ sinh lau don phong Quan ly
thuc hanh (nhiac nhd HSSV | phong thyc
thuc hién cubi budi thuc hanh
hanh)
10- Tiép nhan, ban giao tra Quan ly
lai dung cu vat tu thiét bi sau phong thuc
bubi hoc; hanh
- Kiém tra cubi ngay
(ngay khi két thiic budi thuc
hanh)
11- Kiém tra van hanh dinh | Quanly
ky thiét bi, mdy méc phong thuc
(thang 8, thang 2 triedc moi hanh
ky cua nam hoc)
12- Bdo hong, mat thiét bi, Quan Iy
vat tu va dé nghj thay thé, phong thuc
stra chita gui P.TCHCQT hanh

-Bién ban kiém tra
tinh trang hu héng
ctia thiét bi;

- Gidy bdo TS, VT,
CCDC hong, mat

- Giay dé nghi xin cap
TS,‘VT nam hoc
- D€ nghi bdo tri, bao




(néu co)
13- Thuc hién thu tuc stra P.TCHCQT
chita, thay thé thiét bi, vat tu
theo dé nghj
Ké hoach | P.TCHCQT | 14- Theo ddi viéc bao tri, Quan Iy
bao tri, bao dudng dinh ky cua phong thuc
bao P.TCHCQT hanh
dudng (théng 8, thang 2 trudc moi
dinh ky ky cua nam hoc)
Ké hoach | P.TCHCQT | 15- Phoi hop thuc hién cong Khoa
kiém ké tac kiém ké thiét bi KHCB
TS ¢b (vao cudi nam)
dinh
16- Béo céo tinh hinh st Khoa
dung phong thuc hanh thi KHCB
nghi¢m
(Cudi nam hoc)
17- Luu ho so Khoa
KHCB

dudng TS

- Bién ban nghiém thu
sau bao dudng

- S6 theo ddi bao tri,
bao dudng dinh ky

- Kiém ké tai san co
dinh

- Bédo céo tong két
cong tac nam

Cac viin ban lién quan (cAp truong va cap quan 1y):

- Théng tu s 23/2016/TT-BTC ngay 16/2/2016 ctia Bo Tai
chinh hudng din mot sb ndi dung vé quan 1y, st dung TS

nha nudc tai don vi sy nghi¢p cong lap;

- Thong tu s6 107/2017/TT-BTC ngay 10/10/2017 ctia Bo

Tai chinh huéng dan ché d6 ké toan hanh chinh su nghiép;

- Quy ché to chirc va hoat dong cua Truong;
- Quy ché chi tiéu ndi bd (duogc cap nhat va ban hanh ngay

01/01 hang nam)




CAC BIEU MAU/HUONG DAN KEM THEO

TT Tén biéu mau/Ho so Ky hi¢u

1 | Ly lich TS- May- TBDT BMO08.06

2 De}nh muc Tai san ’ BMS52.01

3 | Ké hoach du tri mua sam tai san, vat tu nam.. BM52.02

4 | Bién ban ban giao tai san BMO08.05

5 | Pon ding ky bai thyc hanh BM52.03

6 | sé ban giao dung cuy, vat tu, thiét bi BM52.05

7 | Sb nhat ky theo ddi phong thuc hanh BM52.06

8 | Bién ban kiém tra tinh trang hu hong cua thiét bi BMO08.02

9 | Gidy bdo TS, VT, CCDC hong, mét BM52.07

10 | Phiéu @& nghi xin cip TS, VT BM10.07
11| P& nghi bao tri, bao dudng TS BM08.03

12| Bién ban nghiém thu sau bao dudng BM52.08
13186 theo dai bao tri, bio dudng thiét bj BMS52.09

14 | Kidm ke TS cé dinh Mau C53-HD




BMO08.06

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

LY LICH MAY

TEN MAY & aoeeeeeeeeeeeeeseeessessesssssssessessesssssssens




BMO08.06

LY LICH MAY

Ngay .... thang

Nguoi lap so P.trach may thiét bj Trwéng bé phan
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Nhan hi€u qUI CACR: ....oiiiiiiie e e e
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Tal [IGU KEmM thEO MAY: ....oiiiiiiiiiieie e et e e e e e e

Ngay, thang Bat GAU ST AUNE: .....vveveeeeeeeeeeeee e eneees
INOT ST AUINEZ: ettt ettt ettt et e bt sttt e st e bt e st e e beesaneenee e
Tén ngudi chiu trach nhiém vé TNAY? cetteeeiitieeeietee et e e e et e e et e e e s bt e e ssbtee e e it e e enabaeeas

Tinh trang MAy Khi NHAN VE: .......o.ovieiveieeeeeeeeseeee e

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

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



PHAN SUA CHUA

BMO08.06

Ngay thang
nam

Noi dung

Tén nguoi chira
Tén ngwoi nhian nhan
may




BMO08.06
PHAN QUA TRINH SU DUNG

(M&i khi chay may ghi so gio' chay mdy, tinh trang may)



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, ...



BMO08.06
MOT SO VAT LIEU HIEM CAN BIET PE DU TRU

(Tén dén dién tir hiem hoac cac linh kién dac biét)



BMO08.06
MO TA MAY VA CACH THAO TAC

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



BMO08.06
TINH TRANG HIEN NAY CUA MAY

(Ghi sau méi lan kiém ké)

10



BMO08.06
CONG DUNG SO LUQC VE VAN CHUYEN MAY

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

11



BMO08.06
TINH HINH DI CHUYEN NOI BO

4 \
Chung tu:

csecesscne csecssses

Ngay, thang, nam: .

CRUYEN G QAU .o s s e ees e s eesereseeneeen

Tinh trang may trude khi Chuyen: ..o

csecssece

Ho tén, chit ky nguoi giao mdy: ...

00 00000000000000000000000000000000000000000000000000000000000000000000000000000000000000000e000cssscsssessccssscssscssoccsscscsssncs

csecescne csecsseee

Ho tén, chit ky ngudi nhan MAY: ......coooviiiiiiiiiiiiie e

6000000000000 000000000000000000000000000000000000000000000000000000000000000000000000000csscesssossocsssesscocssscssscssnccsscssscssncs

csecsssee

cescssece

Duyét: .......

TIUONZ KNOQ: ...ttt e e e e et e e e s e saraeeeeeeaes

ssecssses

Nguoi phuy tradch may, thi€t Di: ...oocciiiiiiiieeeee e e




TRUONG CP KTKT TO HIEU HY

DANH MUC TAI SAN PHONG THUC HANH

BMS52.01

STT

Tén tai san

Ma s6 TS

bVvT

S6 lwong

Pon vi sir dung

Tinh trang TS

Nguon goc

Ngay dua vao
str dung

Gia trj tai
san

Ghi cha




BMS52.02

TRUONG CP KT-KT TOHIEUHY  CONG HOA XA HQI CHU NGHIA VIET NAM
BO PHAN:....ccooiiiinieneenenennns Doc 1ap — Tw do — Hanh phic

BANG DU TRU TAI SAN, VAT TU NAM HOC....
THANG NAM

STT Tén tai san, vat tu bon vl § 56 lirgng Ghi chua
tinh Dé nghi | Duyét
1
2
3
4
5
6
7
8
9
10
11
12

Hung yén, ngay .... thang nam
BAN GIAM HIEU PHONG TC-HC-QT TRUONG BQ PHAN NGUOI LAP BIEU




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 toi gdom:

BEN GIAO:

- Pai dién phong TC-HC-QT: Chure vu: Truong 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.

BMO08.05

TEN VAT TU, THIET BI TINH TRANG
o MA SO, TINH NANG, KY THUAT VT Sl
1
2
3
4
5

- Cac yéu cau vé thiét bi:

+ Thiét bi dAm bao ..........cccoevviiirnn ;

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

- Céc bén cung thong nhit v6i ndi dung trén.

Bién ban nghiém thu, ban giao thiét bi diroc lap thanh 04 ban c6 gid tri nhw nhau.

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




BMS52.03

TRUONG CP KT-KT TOHIEUHY  CONG HOA XA HQI CHU NGHIA VIET NAM
BO PHAN:....ccoivitieieiininennnne Doc 1ap — Tw do — Hanh phiic

PON PANG KY SU DUNG PHONG THU'C HANH
THANG NAM

Kinh guri: - Trudéng khoa.......

- Quéan ly phong thuc hanh.....
i) 1 B s ,
3210 1] 1 1 N
Ly do dé Xult:.....coevviieiiinieiinnnennnnnns
Kinh d& nghi Trudng............ xét duyét.

Hung Yén, ngay .... thang nam
TRUONG BQ PHAN GIAO VIEN GIANG DAY



TRUONG CP KT-KT TO HIEU HY

SO BAN GIAO DUNG CU, VAT TU, THIET BI

Thing.../20...

BMS52.05

Ngay

Thoi gian st dung

Tén 16p sir dung

Tén dung cu/vat tw

S6 lwong

Ky xac nhin

Nguwoi mugn Nguwoi tra




TRUONG CP KT-KT TO HIEU HY

SO NHAT KY THEO DOI PHONG THUC HANH......

BM52.06

Ngay

Thaoi gian sir dung

B0 phan/Tén lép st dung

Muc dich sir dung

Ghi chua




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)



BM52.07
TRUONG CP KT-KT TO HIEU HY CONG HOA XA HQI CHU NGHIA VIET NAM
B¢ phan: ................ Doc lap — Tw do — Hanh phic

GIAY BAO TAI SAN, VAT TU, CONG CU, DUNG CU MAT, HU HONG

Kinh gui: - Ban giam hiéu — Trudng Cao dang KT-KT T6 Hiéu Hung Yén
- Phong TC-HC-QT
- BO phan tai vu

Toéila: ...............

Thuocdon vi: .......cooovvvvn..

Tén TS-CCDC hu | D" | s _S0 lwgng dé nghi Ly do hong,
STT héne. mat vi lwon Bao Stra Thay mat
& tinh ng dudng chira maéi
1
2

Ngay .... thdang ... nam ...
THU TRUONG PON VI BOQ PHAN SU DUNG NGUOI PE NGHI




BM10.07

TRUONG CP KT-KT TO HIEU HY CONG HOA XA HOI CHU NGHIA VIET NAM
BOQ PHAN.:... DPoc 1ap — Tu do — Hanh phiic

Hung Yén, ngay ... thang ... nam 20....

PHIEU PE NGHI CAP PHAT VAT TU

)5 Lo Iz IR 1<) s SRS RPRPRRRRRRRRRRRRRRRIRE
DO VI ettt ettt e ettt e ab e e bt e s bt e st e st e st e e e bree e
NOi dung d& XUAt VAL Tl CAP PRAL VAL T....cv.veveeeeeeeeeeeeee et
STT Tén thiét bi Quy cich | Nuéc S6 Pon Thanh Ghi chi
san lwgng gia tién

xuat

Hung Yén, ngay... thang ... nam ...

Ban giam hi¢u Phong TC-HC-QT Truéng don vi Nguoi dé nghi



BMO08.03

UBND TINH HUNG YEN CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CP KT-KT TO HIEU HY Doc lap - Tu do - Hanh phic
Sb:.../DN-....

Hung Yén, ngay......thdang.....nam ...
PE NGHI BAO TRI, BAO DUONG TAI SAN

Kinh giri: Ban Giam hiéu Trudong Cao ding Kinh té - K¥ thuat Té 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 . 1
TT thiét bi hién | sdn/ma hiéu _ _ thuc hién Ghi cha
tai Lan1 Lan 2
Tran trong cam on!
HIEU TRUONG PHONG TC-HC-QT NGUOI PE NGHI

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



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

BIEN BAN NGHIEM THU SAU BAO DUONG

Hoém nay, ngay

Chiing t6i gom:
- Pai dién phong TC-HC-QT:

- Pai dién bo phan Tai vy:

- Pai dién nhém cén bg thuc hién bao dudng:

thdng

nam

Churc vu: Trudng phong

Chtrc danh: K& todn tai san

BM52.08

Tién hanh nghiém thu va xdc nhdn rang cic trang thiét bi sau ddy di duoc bao dudng

A < B0 phan Nguoi Ngay thuc | Phu tiung Ghi chui
i LT e L T st dung thwe hi€n hién thay the
1
2
3
4
5
Pé nghi: Pua vao quan Iy va sit dung thiét bi;
Céc bén ciing théng nhat v6i ndi dung trén.
Bién ban nghiém thu thiét bi diroc lap thanh 02 ban c6 gid tri nhw nhau.
PHONG TC-HC-QT BQPHANTAIVU PDON VISUDUNG/THU KHO CAN BQ BAO DUONG




‘ A BM52.09
TRUONG Cb KT-KT TO HIEU HY

SO THEO DOI BAO TRi, BAO DUONG THIET BI

STT Tén thiét bi Chu ky THOI GIAN BAO TRi, BAO DUONG THIET BI Ghi chii
baoduong | Lan1 | Lan2 |Lan |Lan |Lan | Lan | ... | ... | ... | ... | ... |.... (tu 1am, HD thu¢)
3141516

3 thang/lan | 15/3 | 15/6
3 thang/lan
3 thang/lan
3 thang/lan
3 thang/lan
3 thang/lan
1 thang/lan | 15/3 | 15/4
1 thang/lan
2 nam/lan | 3/2021 | 3/2023
1 nam/lan

1 nam/lan

5000km/lan

0N NN KW N
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[S—

[am—
[\




Méu sé: C53-HD
Ban hanh theo QP s0 19/2006/Qb-BTC

TRUGNG CD KT-KT T() HIEU HY ngav 30/3/2006 ctua Bo trudng Bo Tai chinh
BIEN BAN KIEM KE TSCD SO o,
Ngay ...... thang ...... nam 20......

Thoi diém kiém ké: ...... gio ......, ngdy ....... thang ....... nam .......

Ban kiém ké gom:

- Ong/Bé .................................................... ,chicvu: oo ,daidién ... Truong ban
- Ong/Bé .................................................... ,chirc vu: ..o ,daidién ... Uy vién.
- Ong/Bél .................................................... , chirc vu: ..o ,daidién ..., Uy vién.

Pi kiém ké TSCPD, két qua nhu sau:

S Theo s0 ké toan Theo kiém ké Chénh léch
T . 3 50 . . i4 tri .
v | Tentaisancéddinh | M3 | Noisirdung | Sb | Giati| Sé NI R . |Giati| Gni
TSCD Nguyén gid | , Nguyén gid | cOn Nguyéngida | . . .
luong con lai | lugng lai lugng con lai| chu
A B C D 1 2 3 1 5 6 7 8 9 E
Cong X X X X X X
Phu trach K¢ toin Truwéng Ban kiém ké

(Ky, ho tén) (Ky, ho tén)




