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e " ™ Lan ban hanh 01
r ann:
%&J‘gg giINNII{{ Quadn ly va sir dung trang thiét arf = ‘
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MUC LUC
SUA POI TAI LIEU
1. MUC bicH
2. PHAM VI
3. TAILIEU VIEN DAN
4. DINH NGHIA
5. NOI DUNG QUY TRINH
6. BIEUMAU
7. HO SO CANLUU
Trach nhiém Soan thio Xem xét Phée duyét
Ho tén Nguyén Thi Hanh Chu Dirc Long Giam doc
Chit ky \/B/ |
R
Chirc vu Chanh Viin phong Phé Giam dbc Giam doc
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S5 XAY QUY TRINH M4 hiéu: QT 04.VP
i R Tz LAn ban hanh: 01
%Iljgg 131?}? Quan ly va sir dung trang thiét - -
bi viin phong, & t6 co’ quan Ngay ban hanh:  05/11/2020
SUA POI TAI LIEU
Yéu cau | Trang / Phan Lan ban
. . . Ngay ban
stra doi/ lién quan M0 ta nfi dung sira doi hanh / Lan banh
. ., . an
bo sung | viéc sira doi stra doi
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quan.

S35 XAY QUY TRINH M3 hiéu: QT 04.VP
i . Lan ban hanh: 01
%Iljgg 131?}? Quan ly va sir dung trang thiét : -
bi viin phong, 6 t6 co’ quan Ngay ban hanh:  05/11/2020
1. MUC DICH

Quy trinh nay dua ra nhiing nguyén tac co ban va phuong phap quan 1y va sir dung
trang thiét bi van phong, 6 t6 co quan, to chiic dinh ky cac hoat dong duy tu, stra chira,
bao dudng nham dam bao nang lyc cac trang thiét bi, phuong tién phuc vy tot nhat trong
qua trinh thuc hién chuc ndng quan Iy nha nudc.

2. PHAM VI AP DUNG

Ap dung cho cac hoat dong quan 1y va st dung trang thiét bi van phong, 6 to co

3. TAI LIEU VIEN DAN

Tiéu chuan quéc gia TCVN ISO 9001:2015

Luat quan ly, str dung tai san cong nam 2017
~Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 ctia Chinh phu vé viéc quy dinh
chi tiét mot s6 di€u cua luat quan ly, sir dung tai san cong.

4. PINH NGHIA/TU VIET TAT:

Trang thiét bi vin phong gdm mady tinh, may in, may photo, hé théng cong nghé
thong tin, IT ...).

5. NOI DUNG

5.1 Quan ly trang thiét b

Van phong, cic phong chuyén
mon c¢d nhiém vu phai theo doi
thuong xuyén cac diu kién tai
san, trang thiét bi tai bo phan minh
nhu (cac thiét bi s dung cho
nghiép vu, cac thiét bi vé sinh,
thang thiét bi van phong nhu may
tinh, may in, photto ....) dé kip thoi
dua ra cac bi¢n phap xu ly dam
bao an toan, diéu kién co s ludn
t6t phuc vu coéng tic quan ly nha
nude. Doi v6i trang thiét bi 16n va
cac bo phan co tinh chat quan
trong thi phai dinh ky bado dudng,
stra chita. D6i voi trang thiét bi
nhd 1¢, thi phai thuong xuyén theo
ddi, phat hién kip thoi cac su cb dé
thay thé, sira chira

Vian phong
Céc phong/bd
phan chuyén

mon

Thuong
xuyeén

TT Trinh tu Trach nhi¢gm | Lh01gian | Bicu maw/ket
* ; thuc hién qua
Bl | Theo déi trang thiét bi:
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SO XAY
DUNG TINH
NINH BiNH

QUY TRINH

Quan Iy va sir dung trang thiét
bi van phong, 0 t6 co quan

Ma hi¢u:

QT 04.VP

LAn ban hanh:

01

Ngay ban hanh:

05/11/2020

B2

Lap ké hoach va dé xudt phwong
dn siva chita, thay thé trang thiét
bi:

Ldp ké hoach:

Cian c ngudn kinh phi phuc vu
stra chita, thay thé tai san, trang
thiét bi hang ndm

Can ctr tinh trang tai san, trang
thiét bi tai cac phong/bd phéan
chuyén mén, Vin phong trién khai
tong hop va thiét 1ap ké hoach stra
chira/ thay thé trang thiét bi theo
BM-04.VP-01 trinh Giam déc
S6/Pho Giam dbc S¢ phé duyét va
t6 chire thuc hién.

Pé xudt khi c6 phdt sinh hong:

Céac phong/bd phan chuyén moén
khi c6 phat sinh hong thiét bi dot
xudt ¢6 trach nhiém: Thiét lap gidy
yéu ciu stra chita may thiét bi vin
phong theo BM-04.VP-02 chuyén
Van phong xem xét va trinh ban
lanh dao phé duy¢t

Van phong
Céc phong/bd
phéan chuyén

mon

Quy I hang
nam

Ké hoach thay
thé/stra chira,
gidy dé nghi
thay thé/sira

chira

B3

Phé duyét

Sau khi 1ap xong ké hoach/ gidy
yéu cau, Vin phong trinh 1én
Giam doc S6¢/Phé Gidm doc S6
phé duyét. Tuy theo tinh chét cua
viéc stra chita thay thé ma Ban
linh dao s& can nhic. V&i nhiing
co s& vat chét, thiét bi khong qué
16n thi ban 1anh dao phé duyét truc
tiép. Néu nguoc lai, ban lanh dao
s€ triéu tap Hoi d@)ng tham dinh dé
quyét dinh cu thé hon vé phuong
an, ké hoach trién khai

Ké hoach, nhu ciu s& dugc Vin
phong trinh 1én Hoi dong tham
dinh ndi by xem xét va phé duy¢t.
Trudong hop toan b ndi dung lién

Lanh dao So

Tbi da sau 7
ngay tu khi
nhén ké
hoach
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SO XAY
DUNG TINH
NINH BiNH

QUY TRINH

Quan Iy va sir dung trang thiét
bi van phong, 0 t6 co quan

Ma hi¢u:

QT 04.VP

LAn ban hanh:

01

Ngay ban hanh:

05/11/2020

quan dén stra chita co so ha téng,
thiét bi van phong dat muc kha thi
cao, dap ung nhu cau thyc tién cta
S Xay dung duoc Hoi dong
tham dinh phé duyét, Vin phong
tién hanh tig budc thyc hién.
Trudng hop ké hoach, phuong 4n
hodc nhu ciu khong dat yéu cau
hodc thiéu kha thi vé mat giai
phép, khong phu hop so véi thuc
tai cua S& Xay dung ... Van
phong hodc cac don vi c6 nhu cu
phai can nhéc, l1ap lai hodc diéu
chinh sao cho hop 1y nhat, hoic
hoi dong tham dinh bii bo vi 1y do
nao do

B4

Thuc hién:

Khi ké hoach duoc chap thuan,
Van phong xem xét va chi dao cac
nhom ky thuat dugc phan cong
hoic Iwa chon cac nha thau phy vé
dich vu stra chira s& t6 chirc trién
khai thyc hi¢n:

Buwéc 01: Nhom ky thuat tién hanh
kiém tra cac thiét bi sau d6 tién
hanh 1ap bién ban kiém tra tinh
trang ky thuat thiét bi may vin
phong BM-04.VP-03.

Buwoc 02: Sau khi xac dinh duoc
nhing chi tiét hong hodc can phuc
ho6i nhom k¥ thuat lai tiép tuc kiém
soat cu thé ting thiét bi, danh gia
tung chi tiét hodc cum chi tiét lap
bién ban kiém tra xac dinh chi tiét
b6 phan can phuc hoi/ thay thé.
Budc 03: Sau kiém soat chit ché
toan bo thiét bi van phong nhom
k¥ thuat tién hanh 1ap dé nghi mua
hang hoa, thiét bi thay thé (néu
can thiét). Sau tiép nhan thiét bi,
vat tu duoc cip phat nhom ky

Van phong,
nhom k¥
thuat, cac nha
cung Ung dich
vu

Theo ding
ké hoach

Cac bién ban
kiém tra
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SO XAY
DUNG TINH
NINH BiNH

QUY TRINH

Quan Iy va sir dung trang thiét
bi van phong, 0 t6 co quan

Ma hi¢u:

QT 04.VP

LAn ban hanh:

01

Ngay ban hanh:

05/11/2020

thuat trién khai thuc hién stra
chita/ bao dudng

B5

Kiém tra/ nghiém thu:

Céc hoat dong bao dudng, sua
chita sau khi dugc trién khai thuc
hién, Van phong, nhém k¥ thuat
va cac phong chuyén mon st dung
hoic quan 1y truc tiép co trach
nhiém nghiém thu chat ché theo
bién ban nghiém thu mdy moc,
thiét bi BM-04.VP-04

B6

Ban giao, sw dung:

Céc thiét bi sau bao dudng, sia
chita s€ dugc nhom ky thuat ban
giao lai cho phong chuyén mon
(trudc khi tiép nhan thiét bi sau
sta chira, cac phong chuyén moén
c6 trach nhiém chay hodc dua vao
van hanh thir), dong thoi yéu cau
phai c6 day du chir ky xac nhan
v&i nhau

Van phong,
nhom k¥
thuat stra
chtra, cac
phong/bd

phéan chuyén

mon su dung

Ngay sau

khi hoan

thanh stra
chira

Ngay sau
khi nghiém
thu

Céc bién ban
nghiém thu

B7

Kiém sodt cdc thiét bi khéng con
gid tri sw dung:

Pb6i voi nhiing trang thiét bi hu
hong khong con kha nang sir dung
hodc nhiing trang thiét bi néu tiép
tuc sir dung phai chi phi stra chita
qué 16n s& duoc tién hanh thanh 1y
theo theo dung quy dinh hién
hanh, gém cac budc:

Buéc 1: Tong hop danh muc tai
san can thanh 1y

Van phong tham muu lanh dao
thanh 1ap t6 kiém ké, thyc hién
kiém ké, tong hop va bao cdo danh
muyc trang thiét bi can thanh ly
kém theo hd so theo ddi, quan ly
d6i voi timg trang thiét bi (Hop
ddng, bién ban giao nhan, bién ban

Van phong

Quy IV
hang nam
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SO XAY
DUNG TINH
NINH BiNH

QUY TRINH

Quan Iy va sir dung trang thiét
bi van phong, 0 t6 co quan

Ma hi¢u:

QT 04.VP

LAn ban hanh:

01

Ngay ban hanh:

05/11/2020

sua chira,...)

Bu6c 2: Thim dinh chét lugng
hodc déanh gia lai trang thiét bi can
thanh ly

Hoi dong thanh 1y tai san, thuc
hién ViéC’ tham dinh, danh gid lai
trang thiét bi theo ding quy dinh
hién hanh va ]ép Bién ban danh
gid lai tai san can thanh ly.

Budc 3: Trinh ho so dé nghi thanh
ly trang thiét bi

Hoi dong thanh 1y tai san 1ap Ho
so dé nghi thanh ly trang thiét bi
bao cao Giam doc phé€ duyét, bao
gom:

- Van ban dé nghi thanh 1y trang
thict bi

- Danh muc trang thiét bi can
thanh ly

- Bién ban danh gia lai trang thiét
bi can thanh ly

Buéc 4: To chic ban thanh ly
trang thict bi

Hoi dong thanh ly tai san t6 chirc
ban trang thiét bi thanh ly hoac
huy trang thiét bi (néu c6) sau khi
co chap thuan cﬁa’Ban lanh dao va
nhiing trang thiét bi dugc phé
duyét thanh ly: Thoéng bao thanh
ly tai san, t6 chuc budi thanh ly,
1ap hoa don,...

Budéc 5: Béo cio két qua thanh 1y
tai san Ngay sau khi vi¢c thanh ly
tai san thanh ly két thic, Van
phong chu tri lam bao cao két qua
thuc hién thanh ly trang thiét bi va
thuc hién ghi gidm tai san theo
quy dinh ctua ché d6 ké toan hi¢n
hanh.

B8

Luu ho so

Van phong

Theo quy
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S5 XAY QUY TRINH M4 hiéu: QT 04.VP
i ., | Lanban hanh: 01
%IIJEI? 131?}? Quan ly va sir dung trang thiét arf - arf
bi viin phong, & t6 co’ quan Ngay ban hanh:  05/11/2020
dinh
5.2 Quan ly phwong tién xe con
X Trach Thoi gian | Bi¢u mauw/Két
T Trinh ty nhiém thue hién qua
B1 | Dang ky sir dung xe:
- Nguoi s dung dang ky su
Nguoi st . 3
glll\r/}gozev% t(;)stheo Phiéu yéu cau xe % unlgs Khi 6 nhu | Phiéu yéu chu
’ cau Xe
- Phu trach bg phén xac nhan
ndi dung, lich trinh chuyén di vao
phic¢u dang ky str dung xe
B2 | Quyét dinh viéc sir dung xe:
- Cian clr ndi dung trong phiéu
dang ky st dung xe 6 t6, Chanh Van
phong quyét dinh diéu xe truc tiep
hodc bdo cdo lanh dao S¢ dé chi dao.
- Truong hop Phé Chéanh Vian Chanh Vin
phong phu trach quan tri truc tiép he .
phong/Pho
diéu xe thi sau khi diéu xe phai bao Chéanh Vin
32:9 Chanh Vin phong dé biét, theo phong phu
ot , trach quan | Ngay sau
- Truong hop theo phén cap tri khi tiép
phai xin y kién truc ti€p cua Lanh nhan nhu
dao Van phong, lai xe phai mang chu
phiéu dang ky str dung xe 6 t6 dé Pho
Chanh Van phong phu trach quan tri
va Chanh Van phong duy¢t lam can
cu thuc hién.
B3 | Thong bé(} Viéc’ diéu )fe: ‘ Phé Chanh
Ph6 Chanh Van phong phu < \
. A L A i Van phong
trach quan tri thong bao vi¢c dicu xe phu tréch
cho lai xe va nguoi dang ky st dung s
X 1 As A quan tr1
xe dé phoi hop thyc hién
B4 | Thye hién va ghi sé lich trinh xe: Trong qua S8 lich trinh
Cin cir thong béo diéu xe, lai Léi xe trinh st e
xe chuan bi céc diéu kién cho chuyén dung xe
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DUNG TINH
NINH BiNH

SO XAY QUY TRINH

Quan Iy va sir dung trang thiét
bi van phong, 0 t6 co quan

Ma hi¢u:

QT 04.VP

LAn ban hanh:

01

Ngay ban hanh:

05/11/2020

di: nap nhién liéu, kiém tra k§ thuat
xe va cac diéu kién an toan khac,
thuc hién chuyén di theo yéu cau,
theo doi lich trinh xe theco BM-
04.VP-06 va c6 ky nhan cua phong,
bd phan, ca nhan st dung

B5

Bao dudong, sira chira xe:

Xe 0 t0 co quan la tai san
cong va chi phuc vu cong viéc cong,
vi vdy viéc quan ly phdai tudn thu
ding cac quy dinh cua Nha nudc.

Tat ca cac xe 0 to déu ¢ hd so
theo doi, cap nhat tinh trang xe.

Viéc bao dudng, bao tri dugc
thuc hién theo quy trinh an toan ky
thuat theo tiéu chuin cta nha san
xuat. Viéc khidm lwu hanh, bao
hiém..vv.. va cac diéu kién khac
duoc thyc hién theo quy dinh hién
hanh cua nha nudc.

Viéc thay thé, stra chita hu
héng trong qué trinh su dung duogc
thuc hién theo luu trinh sau: Lai xe
dé xuét sira chita BM-04.VP-07.

- Poi truong ddi xe kiém tra
ky thuat, xdc nhin cic yéu cdu dé
xudt 1én Phé chanh van phong phu
trach duyét lam co s¢ thuc hién. Lai
xe vao sO theo dbi sta chita bao
dudng 0 to.

Lai xe

Dinh ky
theo chu
ky bao
dudng
hoac
Thuong
xuyén khi
phat sinh
hong

beé xuat sta
chtra

B6

Luu hd so hoat dong cua xe:

Can b0 va nhan vién duoc
phan cong cua Van phong thuc hién
luu hd so theo quy dinh & muc 6 cua
quy trinh nay

Van phong

Theo quy
dinh
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SO XAY
DUNG TINH

QUY TRINH

NINH BiNg | Quan Iy va sir dung trang thiét
bi vin phong, 6 té co quan

Ma hiéu: QT 04.VP
Lan ban hanh: 01
Ngay ban hanh:  05/11/2020

6. BIEU MAU:
BM-04.VP-01
BM-04.VP-02
BM-04.VP-03
phong
BM-04.VP-04

BM-04.VP-05:
BM-04.VP-06:
BM-04.VP-07:

7. HO SO LUU

: Ké hoach sira chita trang thiét bi

: Gidy dé nghi stra chira thiét bi van phong

: Bién ban kiém tra tinh trang ky thuat thiét bi may van

: Bién ban nghiém thu sira chira thiét bi van phong

bé xuat stra chira

Phiéu dang ky sir dung xe
S lich trinh xe

Toan bo cac hd so quan 1y va sir dung tai san cong dugc Van phong So luu trong

thoi gian 05 nam.
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BM-04.VP-01

SO XAY DUNG TINH NINH BINH CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG SO Doc 1ap — Tu do — Hanh phuc
KE HOACH ,
SUA CHUA/THAY THE TRANG THIET BI
Nim ..........
Kinh gui:
STT Tén trang thiét bi Duy kién thoi gian Duy kién kinh phi Ghi chu

..... , ngay .... thang ... nam ....

PHE DUYET XEM XET NGUOI LAP




BM-04.VP-02

SO XAY DUNG TINH NINH BINH CONG HOA XA HQI CHU NGHIA VIET NAM
TEN DON VI... Poc 1ap — Tw do — Hanh phic
Ngay......thang.....nam 20

GIAY PE NGHI SUA CHUA
MAY THIET BI VAN PHONG

1/ Bao dudng dinh ky:

2/ Stra chtra:

(Pon vi lam gidy dé nghi danh dau “X” vao 6 tréng cho phan yéu cau)

Tén may moc, thiét bi..................ooooooiiii...
Ky,mahi€u:............oooiiiiiin, CONG SUAL . ....eee e,
Thong s6 k¥ thudt chinh:............oooiiii i,
SO BAO NANN ...
NUGC SAN XUAL: . ...oeneeeiee e Nam dua vao st dung:....................
Thoi gian da hoat dong tir ky stra chira, bao dudng gan nhét:........................
Ndi dung, nguyén nhan bado dudng, sua chira:

STT Hang muc Tinh trang thiét bi

Kinh mong dugc su quan tam giai quyét tao diéu kién dé don vi hoan thanh tot nhiém
Vu.

PHE DUYET VAN PHONG DPAI DIEN LANH PAO  NGUOI BE NGHI
PHONG/BQ PHAN



BM-04.VP-03

SO XAY DUNG TINH NINH BINH CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Déc 1ap — Tw do — Hanh phuc
Ngay......thang.....nam 20

BIEN BAN KIEM TRA TINH TRANG KY THUAT
THIET BI MAY VAN PHONG

Tén thiét bi may van phong.............c.cocoeeiieeennn...

Ky, mahi€u:...........oooiiiiiii, CONG SUAL ..o,
Thong s6 k¥ thudt chinh:............ooooiii e,
SO BAO NANN: ..o
NUGC SAN XUAL: . ...eeeeeeee e Nam dua vao st dung:....................
Thoi gian da hoat dong tir ky stra chira 16n gdn nhat:..................coooeeiiiiiill

Nguwoi sir dung Nguoi kiém tra Phu trach BP sir dung



BM-04.VP-04

SO XAY DUNG TINH NINH BINH CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Poc 1ap — Tw do — Hanh phic

Ngay......thang.....nam 20

BIEN BAN NGHIEM THU SAU SUA CHUA
(MAY THIET BI VAN PHONG)

Hom nay, ngay  thiang nam

Chung t6i gom co:

1.

2.

3.

Cung nhau t6 chirc ki¢m tra va nghi¢m thu két qua:

Béao dudng dinh ky Stra chira

Cu thé nhu sau:

Hang muc biao dudmng/sira | Tinh trang thiét bi | Ky nghiém

T Tén thiet bi ddi/thay thé sau thuc hién thu

Chung t6i cam két nhitng thong tin trén 1a hoan toan chinh xac

Phu trach b§ phan noi cé

Vian phong B0 phén sira chira vén ciu



SO XAY DUNG TINH NINH BINH

PHIEU YEU CAU XE

Ho tén nguoi st dung chinh:
Chtre vu:

Pon vi:

S6 can bo di cung:

Dia diém don:

Noi dén cong tac

Thoi gian tur: dén

Nguoi dé xuat Lanh dao Phong

Vian phong S¢

BM-04.VP-05

Lanh dao S&



BM-04.VP-06

SO XAY DUNG TINH NINH BINH CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Déc 1ap — Tw do — Hanh phiic
wr, NEAY.......thang...... nam ...
PHIEU PE NGHI SUA CHUA O TO BKS.......couuu..
Kinh giri: ...cocvvvennnne.
HO VA 11N NGUOT B8 NI ooooooeeoeeeeseseeeseseseesseseseeseseesnseseseeseeseseee e
PRIOTIE.
pé nghi lanh dao cho sura chira, thay 08, e
TEN ATANG tHIET Dl ooooeeeeseeeseseeseeseseeseeeeseseeseeseseseeeessesesseseeeeseeeeoe
TINh trang MONE .....cooviiiiii et e e et e e e e e e e e

Kinh dé nghi Lanh dao S& xem xét giai quyét

Lanh dao s& Van phong S& Ngudi dé nghi



BM-04.VP-07

. . Lai xe:
SO LICH TRINH XE .
SO xe:
TT | Ngay thing Noi di Noi dén S6 km | Nguoi sir dung xe Ghi chi Ky xic nhin




