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M3 hidu: KCB-QT3

4.2. Tir viét tit
- K. KHCB: Khoa Khoa hoc co ban.
P. QLTB-CSVC: Phong Quan 1y thiét bi - Co s& vt chit.
P. KH-TC: Phong K¢ hoach - tai chinh.
- BM GDTC: Bé mén Gido duc thé chat
- GDTC: Gido duyc thé chat

- DC: Dung cu

- TB: Thiét bi

- VT: Viattu

- SV: Sinh vién

- TBM: Truong b6 mon
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Ma hi¢u: KCB-QT3

5. LUU DO

2. TBM dé nghi mua
sam dung cu, thiét bi

viit fir

8. TBM, giang vién
A
luu ho so

7. TBM, giding vién kiém ké béo cio s6

hrong ton hong

1. TBM ciin cir nhu ciu hoe
tip GDTC Idp ké hoach
mua sém dung cy, thiét bi.
vilt tw

3. Truéng/Phé Khoa
xem xéf va phé duyét

4. P, KH-TC mua theo quy trinh mua
sém cua phong

5. TBM GDTC nhin dyng cu, thiét bj
vt tur

6. TBM GDTC ban giao gidng vién nhin
dung cu, thiét bi vt twr
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Ma hi¢u: KCB-QT3

1. MUC PICH
- Du tra, mua sdm kip thoi cac cong cu, dung cuy, vat tu trang thiét bi phuc vu cho céng
tac giang day hoc phan Gido duc thé chét tai khoa Khoa hoc co ban.

- Giup cong tac quan ly stir dung vat tu, dung cu hoc tap dugc chat ché, nghiém tac hon.

2. PHAM VI

Ap dung cho Khoa khoa hoc co ban, phong thiét bi vat tu, phong tai chinh ké toén,
thanh tra phap ché

3. TAI LIEU VIEN DAN

—  Diéu khoan 8.4 Tiéu chudn ISO 9001:2015

— Huéng dan tao tai liéu chit lugng.

—  Quyét dinh sé: 156/QD-CNTD-HC ngay 29/12/2021 cia Higu truong truong Cao
dang Cong nghé Thi Pirc vé viée ban hanh quy ché cong tac van thu luu trir tai truomg Cao
dang Cong nghé Thu Dic.

—  Qui ché dao tao trinh do trung cip, cao dang theo phuong thirc tich lity tin chi tai
Truomg Cao ddng Cong nghé Thu Pirc ban hanh kém theo quyét dinh s6: 145/QD-CNTD-
DT ngay 26/07/2017 cta Hiéu truong Truong Cao dang Cong nghé Thu Dirc.

—  Qui ché diao tao sé 133/QC-CNTD-DT ngay 19/05/2022 ciia ctia Hiéu trudng
Trudng Cao déing Cong nghé Thu Purc vé viée quy ché dao tao dinh trinh d6 trung cép, cao
dang theo phuong thirc tich liiy tin chi tai Truong Cao dang Cong nghé Thi Dic.

—  Théng tu sb 48/2020/TT-BGDDT ngay 31/12/2020 cua B trusng Bo GDDT quy
dinh vé hoat dong thé thao trong nha truong; thuc hi¢n nghiém vi¢ce kiém tra, ddnh gia, xép
loai thé luc HSSV theo Quyét dinh sb 53/2008/QD-BGDDT ngay 18/9/2008.

—  Chuong trinh chi tiét hoc phan gido duc thé chat hién hanh tai truong.

—  Tién d6 nam hoc cia Phong Quan 1y dao tao ban hanh.

— Bang Phan cong giang day ctua Giang vién theo nam hoc.

—  Tién d0 mon hoc, thoi khoa bicu.

4. DINH NGHIA va TU VIET TAT
4.1. Dinh nghia: La qua trinh quan ly viéc mua sim, st dung cdc trang thiét bi, dung cu

vit tr mén gido duc thé chit giang day tai Truong Cao dang Cong nghé Thu D,
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Ma hi¢u: KCB-QT3

6. PAC TA
ST Tén budre - i Byphgs | achemaagt || Bibu miw/
T N i No6i dung Nguoi thwe Nguoi phoi P hoan hd so
cong vige hién hop thue hién ° thanh
Hai thang trudc khi bat dau nam hoc, Bién ban tn
> I 2 > g
TRUONG BM | 1rygng BM Gido duc thé chét can cir hop § kién:
GDTC | phu cdu hoc tap cua sinh vién (theo s6 - . ’ - Bién ban
1 Cén cirnhu cau | Jygng SV truong dy kién tuyén sinh) va | Truéng BM GDT?I - K? hoach$d1,x hop b6 mén.
hoc GDTC, 1ap k€ | hop bé mén ldy ¢ kién dé xudt mua GDTC o s -KCB-BMI-
; . giang vién dune cu
hoach du tri mua | dung cy, vét tu hoc tp va lap ké hoach ung O QT3
sim DC, TB, VT | duy trii mua sam dung cu, thiét bi, vét tu trfmg thiet '21’
hot tap theo Miu KCB-BM1-QTS3. vat tu hoc tap
TRUONG BM i ké 5 : -
- Sau khi ké h(‘)ach dugfc duyét, Truong Phiéu d& nghi CSVC -BM1-
o BM GDTC dé¢ nghi cap cong cu, dung | Truong BM | Truong/Phé | cip cp dung QT7
2 | d¢ nghi cap dung R o
cu. vt tu. thiét bi | € VAt tu hoc tip theo Mau CSVC- GDTC K.KHCB | cu, vt tu hoc CSVC-BMI-
hoc tip BM1-QT8, CSVC-BMI1-QT7 tap. QT8
TRUONG/PHO C8VIC -
KHOA | T1ong BM GDTC trinh ky dé nghi cép Phiéu d2 nghi BM1-QT7
3 Xem xet, phé dung cu, vat tu hoc tdp theo Mau | Truong /Pho | Truéng BM | cép cap dung CSVC-BM1-
% 8, = duyét CSVC-BM1-QT4 1én Trudong /Phé K. KHCB GDTC cu, vat tu hoc QT8
Q 5 2 a
S ‘:; 6§ K. KHCB xem xét, phé duyét tép.
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Ma hiéu: KCB-QT3
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PHONG KH-TC | Phong Quin Iy thiét bi - Co s vat chét Dbf'mg,f‘;; e S
MR ga Blea, 1S g st fheo 0l nghi cia Khoa Phong t*l’ :;a " BM1-QT7
quy trinh mua L ) ' KH-TC Khoa KHCB | P €U9¢ Ifma
I KHCB di d& xuit va da dugc phé theo qui cach, CSVC-BMI1-
sam cua Phong i
KELTC duvét nhan hiéu nhu QTS
; e da dé nghi
N Sau khi P. QLTB-CSVC mua dung cu,
TRUONG BM trang thiét bi, vat tu vé, Truong BM Bién ban ban QLTB-CSVC
GDTC GDTC sé xuéng P. KHVT kiém tra ) Giang vién giao va 4 .
Nhén DC, TB , o .. ... | Truéng BM c = -BM4-QT7;
¢ » 77 | ding qui cach, nhan hiéu va ky nhan GDTC giang day nghiém thu
VT theo Bién ban ban giao va nghiém thu moén GDTC hoic phiéu KHTC-BM2-
(mdu CSVC-BM4-QT7) hodc phiéu xuéit kho QT3
xuét kho (méu: KHTC-BM2-QT3)
TBM GDTC o )
Ban giao giang = b DE, 5, ¥ Ngwdiphy | Giangvien | ~° o0 doi
vién nhan dung TBM Ban giao giang vién nhan dung : O muon tra KCB-BM?2-
h"t.b' ;t cu, thiét bi vat tu teach ko grang day dung cu vat QT3
G ST LARE ’ o GDTC mén GDTC |~ °°° *F
tu tai kho.
TBM, gidng vién | Cubi hoc ky va nim hoc, Truéng BM Béo c4o s6
Kiém ké bio cdo | GDTC cing gidng vién tién hanh kiém Trxbug B | Coupviée | lughgsding KCB-BM3-
s0 luong ton hong | tra, thong ké s6 lwong dung cu, vét tu, giang day cu, vat tu,
] i _ - GDTC A S § & ad QT3
thiét bi con ton, hu hong bao nhiéu dé moén GDTC | thiét bi ton,
tong hop va bdo cdo Khoa KHCB hong cuoi ky.
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Mi hiéu: KCB-QT3

(Mau: KCB-BM3-QT3).
TRUONG BM . .
Truéng BM GDTC Truéng BM Céc ho so, Céc ho so,
8 GDTC Khoa KHCB |, & PR
Lol ag téng hop R o AL GDTC biéu mau biéu mau
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Ma hi¢u: KCB-QT3

7. CONG CU/BIEU MAU/HUONG DAN

7.1 Danh muc biéu miu:

STT Tén Biéu miu/Huéng din Mai hié¢u

1 Kf: hoach d? tru~ mua sam dyng cu, trang thict bi, KCB-BMI-QT3
vat tu hoc tap nam hoc

) f;h;eu dé nghi cap cong cu, dung cu, vat tu hoc CSVC-BMI-QT7

3 |Phiéu d& nghi vat tu hoc tép. CSVC-BM1-QTS

4 |Bién ban ban giao va nghi¢m thu CSVC-BM4-QT7

5 |Phiéu xuét kho KHTC-BM2-QT3

6 |Sb theo ddi muon tra dung cu vt tur tai kho. KCB-BM2-QT3

7 Bqao cdo s0 l}rqng dung cuy, vat tu, thiét bi ton, KCB-BM3-QT3
hong cuoi ky.

7.2 Huéng din lam bié¢u méu

- Biéu miu: Ké hoach dy tri mua sém dung cy, trang thiét bi, vét tu hoc tap nam hoc (Ma’iu
KCB-BM1-QT3). Thuc hién trén phén mém Excel, tai trén thu muc: Tai liéu ISO cua
Khoa KHCB, Web chung cua truong, Website cua Khoa.

- Biéu miu: Phiéu d& nghi cép céng cu, dung cu hoc tap (MAu CSVC-BM1-QT7). Thuc
hién trén phﬁn mém Word, tai trén thu muc: Tai liéu I1SO cua P. QLTB-CSVT, Web
chung cua truong, Website cua Khoa.

- Biéu méu: Phiéu dé nghi vt tr hoc tap (MAu CSVC-BM1-QT8). Thuc hién trén phin
mém Word, tai trén thu muc: Tai liéu I1SO cua P. QLTB-CSVT, Web chung cua
truong, Website cua Khoa.

- Biéu miu: Phiéu xudt kho (MAu KHTC-BM2-QT3). Thuc hién trén phin mém
Word, tai trén thu muc: Tai liéu ISO cua P. KH-TC, Web chung cua truong, Website
cua Khoa.

- Biéu mAu: Bién ban ban giao tai san c¢d dinh (M?lu CSVC-BM2-QT2). Thuc hién trén
phén mém Word, tai trén thu muc: Tai liéu ISO cia P. QLTB-CSVC, Web chung cua
trrong, Website ciia Khoa.

Ngay hiéu luc: 15/06/2025 Trang: 7/9 Lan ban hanh: 03
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Ma hi¢u: KCB-QT3

- Biéu miu: S theo ddi muon tré dung cy vét tu tai kho (MAu KCB-BM2-QT3). Thuc
hién trén phén mém Excel, tai trén thu muc: Tai li¢u ISO cua Khoa KHCB, Web
chung cua truong, Website cua Khoa.

- Biéu miu: Bio cdo s6 lugng dung cy, vat tu, thiét bi ton, hong cudi ki (MAu KCB-BM3-
QT3). Thuc hién trén ph?m mém Excel, tai trén thu muc: Tai liéu ISO ctia Khoa
KHCB, Webchung cua truong, Website ctia Khoa.

8. LUU HO SO
Stt Tén hd so M3 hiéu i Noi luu
gian luu
K¢é hoach du trd mua sim dung
P e E . % K. KHCB
1 | cu, trang thi€t bi, vat tu hoc tap KCB-BM1-QT3 S nam P KILTC
nam hoc )
Phiéu dé nghi cép cong cu, dung . K. KHCB
: v ¥ I -OT7:
2 | cy, vat tu hoc tap. COREREMI-QTY: | 3 niim P. KH-TC
& o 3 x - K. KHCB
3 Phiéu dé nghi vat tu hoc tap. CSVC-BM1-QT8 S nam P KILTC
4 | Bién ban ban giao va nghiém thu | CSVC-BM4-QT7 5 nam K. KHCB
P. KH-TC
o K. KHCB
5 | Phiéu xuét kho KHTC-BM2-QT3 5 nam
P. KH-TC
p S6 tl?eo doi muon tra dung cu vét KCB-BM2-QT3 5 ndm K. KHCB
tu tai kho.
;| Da9 cao 56 luong dung cu, VALLE, | e op pv3 o153 | 5 nam e
thiét bi ton, hong cudi ky.
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CONG NGHE THU PUC
iso2001:20s KHOA KHOA HQC CO BAN Ngay thang  nam 20....

g UBND TP. HO CHI MINH CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG Pic lap - Ty do - Hanh phiic
AV 4

KCB-BM1-QT3

MAiu:

BANG DU TRU MUA SAM, SUA CHUA NAM ..............

I. MUA SAM:
. QUI CACH -NHAN SO ,
STT TEN TS, TB - VT - VPP HIEU - TINH TRANG | LUGNG PVT | GHI CHU
1 |Tai san, thiét bi
2 |Vat tu, dung cu hoc tap
P28 U\ [ ) 1 (PPN
3 |Vin phong phim Khoa
4 | Dung cho gido vién:
II. SUA CHUA
STT |CONG TRINH/ HANG MUC PIA DIEM LY DO GHI CHU
. PRI
HIEU TRUONG TP. KH-VT TRUOGNG KHOA NGUOI LAP
[ TRUONG CAO BANG
5ONG NGHE THU BUC

... A0



UBND TP.HOCHIMINH ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CP CONG NGHE THU PUC Doc lip — Tw do — Hanh phiic

PHIEU PE NGHI CAP CONG CU - DUNG CU

Nguoi dé nghi: .......oooooveiiiiiiinnn, Thudc bd phan: ...................
T g Lo B TN TN SR O
PhOngIEROR & - 5 vvasa st sosish s ves Xuong thuc hanh: ...l
o QUI CACH, SO LUQNG
TEN CONG CU - . 2 ]
STT NHANHIEU, | Ny | qIEN |PENGHI| PVT |GHI CHU
RUEE XUAT XU . 5
CAU | CO |BOSUNG
1
2
3
4
Ngay ... thang ... ndm 2025
Hi¢u trudong duyét P. QLTB-CSVC  Trwémg don vi Nguoi dé nghi
*Luuy:

- Nhu cu: S$6 luong t6i da cin trang bi cho xudng sir dung
- Hién c6: $6 lugng xudng thuc hanh hién co.
- P& nghi bd sung: S8 luong can trang bi bé sung cho xudng.

Biéu mdu: CSVC-BM1-QT7 TRUONG CAO B}Ngi
~ONG NGHE THU puUcC
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_ UBND TP. HO CHI MINH  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CP CONG NGHE THU PUC Poc lap — Tu do — Hanh phic

PHIEU PE NGHI CAP VAT TU HQC TAP

o Ngudi dé nghi: ..cueeeeeeereeerrnnnanannns Thudc bd phan: ....ceeevvvvnennnnnnnn.
A e BN T Y [ S
o Ngdnb hoe: ....ccocsiimmissasamsss
e Moén hoc/hoc phin:............... Téng s6 hoc sinh:...................
e Hoc ky:........ Nam hoc:.......... S6 gio:.......
y . QUI CACH -
oo mye sy TEYYAT OMAN R0 Tove | Gt
' XUAT XU
|
2
3
4
Ngay ... thang ... ndm 2025
Hiéu trudéng du);ét P. QLTB-CSVC Truwéng don vi Nguoi dé nghi

Luu y: Cac don vi cén cir vao bang dinh mirc t

Biéu miu: CSVT-BM1-QT8
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TRUONG CAO PANG Mau sb: C31 —

CONG NGHE THU PUC @%Wﬂ%&ua%ﬁ chiahy > PKT
BIEN BAN GIAO NHAN TSCP T
Ngay ....thang .....nadm .....
80: ..ceesaisisionsses

Ban giao nhin TSCP gém:

SONTRE . o, CRUESVUERL 2 v s sums smes 5 semevne Bén nhédn
SOBE  Pvssnnidizesic. CHUE VU 2.5 s » 5o ssion » s v Bén giao
SIETTE conoodoe R R VI RN v v 56 » 5w v psaens Dai dién
Dia diém giao nhdn TSCD: .....ccovvvveeieeinneeeeecrineens
Xac nhén viéc giao nhan TSCD nhw sau:
Tinh nguyén gia tai san c6 dinh
< < Nam T (sjﬁztg
Tén, ky hi¢u, qui cich (cap| So hiéu | Nuwéce sian| dua (dié ) Cuéce | Chi phi o
hang TSCD) TSCD [xufit (XD)| *°2 |vio sir| 5" | Gid mua | fooo |5 o | Neuyéngid T
xuat dyng tich (Z SX) ¥ £ TSCP Ty 1§ | Tai liéu ky
TK) chuyén|  thir hao | thudt kém
mon % theo
B C D 1 2 3 4 5 6 7 8 9
TONG CONG 0 0
DUNG CU, PHU TUNG KEM THEO
Pon 86
STT | Tén, qui cach, dung cu, phu tiung vi Gia tri
tinh | "8
HIEU TRUONG PHONG KH-TC BEN GIAO BEN NHAN

TRUONG CAO DANG \
HONG NGHE THU BUC
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Don vi: TRUGNG CAO PANG CONG NGHE THU BUC MAu sé: C31-HD

Dia chi: 53 V& Vin Ngén, P. Linh Chiéu, TP. Thu Puc (Ban hanh theo théng tw 107/2017/TT-BTC
Ma don vi ¢6 quan hé véi ngan séch ngay 10/10/2017 cua Bé Tai Chinh)
KHTC-BM2-QT3

PHIEU XUAT KHO
No: 66121

Nga‘ly....;. thang ...... nam......... Cé: 152, 153
SO: i
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= LY do XUALKRO: oot
- XuAttai KhO: «.ooeeeeeei e Dia diém: ......oeeeiieeeeeee
Tén, nhéan hi¢u, quy cich, . S6 lwong .
STT | phim chﬁt vit tw, dung cu, Mi sb Bg: hvg Yéu Thlirc Pon gia T::ig:h
san pham, hang héa ciu xuat
A B C D 1 2 3 4
Cong
Tong s6 tién (VIEt BANG CRTE): ....oeeeiee e
SO ChUME 1 KEIM thEO: ... oot
Ngay ...... thang nam ......
Nguwoilap  Ngwdi nhdn hang Thu kho Ké todn truéng Thi trudéng don vi
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Hodc phu trdch b phdn) (Ky, ho tén, dong ddu)

(Ky, ho tén)
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TRUONG CAO DANG CONG NGHE THU PUC

J !t KHOA KHOA HQC CO BAN
DV 4

1ISO 8001:2015

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc ldp - Tw do - Hanh phuc

MAu:
KCB-BM2-QT3
SO THEO DOI MUQN - TRA DUNG CU VAT TU THIET BI TAI KHO
e LOP HOQ TEN GIANG VIEN TEN SO LUQONG (NK: Ngg: SO LUQNG 5 (’)1\?3?\1 X (NIEY Tll;‘: GHI
TIET ( Hogc Sinh Vién) DUNG CU-VATTU | MUON & ny{:m) & TRA MAT g nyi’m) & cHU
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UBND TP. HO CHI MINH
J L TRUONG CAO PANG

ONG NGHE THU PUC

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic
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KCB I;li:s QT3
ISORD1:2015 , , = 2 >
BAO CAO SO LUQNG DUNG CU VAT TU HQC TAP TON, HONG
Mbén:  Giao duc thé chat
Hoc ky: Nam hoc: ..............
Téng s6
IF | Thwdgsper-vitr | (RS o || ey | | o | e
trong ky

(1 (2) 3) (4) (5) (6) (7)=(5)+(6) ©) (O)=(7) -(8) (10)
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Thu Dirc, ngay .... thang .... nam 20...
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