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BAN TON GIAO, SO
NQI VU CAO BANG Quin 1y, mua sim tii sin cong

1. Muc dich
Pé théng nhat qué trinh quéan ly, mua mot hay nhiéu tai san, trang thiét bi phuc vu Co
quan nhu céc chuong trinh phin mém may tinh, co s¢ dit liu, chi phi mua hay thué dich vu
hd tro, dich vu stra chita tai san ¢ dinh, co sé ha té“mg,... phuc vu dap ung cho hoat dong
clia co quan. Dam béo cho viéc mua sim tai san, dich vu stra chita c6 chét lugng, tiét kiém,
hiéu qua va phi hop dép g nhu ciu st dung ctia co quan.

2. Pham vi, ddi twong ap dung

Quy trinh nay 4p dung cho viéc mua sim, stra chita va quan ly trang thiét bi, quan ly tai
san ¢0 dinh, co s ha tang do Co quan thuc hién va quan ly.

3. Ciin ctr phap 1y va tai liéu vién din

- Ludt Quan ly, sir dung tai san cong ngay 21 thang 6 nim 2017;

- Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 ciia Chinh phit quy dinh chi tiét mot sé
diéu cua luat quan ly sir dung tai san cdng;

- Thong tu s 45/2018/TT-BTC ngay 07/5/2018 ctia B trudng BO Tai Chinh huéng din
ché do quén ly, tinh hao mon, khiu hao tai san cd dinh tai co quan, t6 chirc, don vi va tai san cd
dinh do nha nuédce giao cho doanh nghiép quéan ly khong tinh thanh phén vén nha nuéc tai doanh
nghiép.

4. Thuit ngir, dinh nghia

- TS: Tai san cong
- BTG: Ban Toén gido
5. N§i dung quy trinh
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5.1 Luu d
S6 ] Trich . o Biéu
n t x oA
1T Hogtdyng nhiém e mau/ho so
- Cin cir vao ké hoach, chi tiéu, kinh phi Ké hoach
mua sim méi hay stra chita hang nam dugc | Muad Sf?in’
; . . .. | suachira
phén bd cho Co quan, K¢ toan phoi hop véi
cac can b9, cong chirc 1ap ké hoach mua sdm
) tai san trude ngay 15 thang 12 hang nim;
Lap ke
hoach mua - ‘DOI v6i cac tai san ¢6 gia tr} 16n phai lap tc'r
1 sim, sira K& todn trl?h muak sam, Asua chira, trinh co quan co
chita hing than} quyén duyét.
nam - D61 v6i céc tai san cé gia tri nhd thudc
thdm quyén ctia Co quan, trinh Lanh dao Co
quan xem xé€t va phé duyét
- Pbi v6i cac tai san, trang thiét bi mua
khong thudc vao ké hoach hang nim thi lap
to trinh, trinh Lanh dao Co quan xem xét
mua.
2 | T6 chirc hop | Lanh Tb chirc hop dé théng nhit ké hoach mua
thﬁéng nhat | dao sdm dé pht hop véi chi tiéu va ké hoach giao
ké hoach L
mua tai san ciid fetn.
3 | Tién hanh Kétoan |- Can ctr trén ké hoach mua sim da dugc
mua

duyét, K& toan 1én ké hoach mua sim cu thé,
liy bao gié tir cac nha cung cép tdi thiéu phai
tham khao gia ca thi truong cta 03 don vi.

- Trudng hop gid trj tai san cin mua trén 100
triéu thi phai d4u thiu theo luat ddu thiu

- Trudng hop gid tri tai san can mua dudi
100 triéu thi tién hanh hop lwa chon nha cung
cép.

- Pbi véi sira chira, xdy méi co s& ha ting
thuc hién theo Ludt xay dung.

- Cin ctr vao két qua cudc hop, Lanh dao Co
quan quyét dinh Iya chon don vi cung cép;

- Sau khi c¢6 quyét dinh lua chon nha cung
cp, Chuyén vién duoc giao tién hanh mua
hang: kiém tra hang vé, dua tai san vao dién
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Quin ly, mua sam tai san cong

quan ly theo muc 5.3;

Luu y: phai luu gitt toan b gidy t& lién
quan: so/g1ay bdo hanh; hoa don tai chinh;
hop dong; thanh 1y hop dong va céc bao gia;

4 | Tiép nhan tai | Ké toan
san, ky bién
ban ban
giao, nghiém
thu tai sén

- Déi v6i cac tai san, trang thiét bi mua
moi, Chuyén vién duge giao ciing nha cung
cap kiém tra, lap bién ban ban giao trang
thiét bi theo hop dong cung cép;

- K& toan mua ban giao cho céc can bo,
cong chirc str dung;

- Déi véi vide stra chita, Ké todn phdi hop
vOi cac can by, cong chic ngudi st dung
kiém tra va lap bién ban ban giao stra chira
dé dua vao sur dung, sau khi sira chita phai
vao s6 theo ddi quan 1y.

5 | Quanlytai | Kétoan
san

Céc tai san mua vé duoc Ké toan danh ma
s6 (néu c6) va vao SO theo doi quan ly tai
san.

Céc thiét bi da dugc ban giao cho cac cén
bd, cong chire str dung theo dung muc dich
va hiéu qua. Hoat dong diéu chuyén tai san

phai thong qua Ké toan va c¢é y kién cua
Lanh dao.

Hoat dong kiém ké, danh gia lai tai san
dwoc tién hanh hang nim do ké toan thuc
hién.

Néu tai san, trang thiét bi hong, bao tri, bao
dudng can thuc hién nhu sau:

- Thong bdo cho Ké toan.

- Ké toén klem tra hién trang tai san trang
thiét bi va d& xudt bién phap xt ly.

- Lanh dao xem xét d6i véi céc tai san, thiét
bi phtre tap cé gid tri 1on.

- Lién hé v6i don vi stra chira, bao tri, bdo
dudng.

- Nghiém thu, ban giao sau khi bao tri, bao
dudng.

6 | Thanhly tai | ké toan
san

Cén clr vao thyc trang, khau hao tai san trang
thiét bi ké toan 1ap danh sach, thii tuc thanh
ly theo quy dinh trinh céc co quan c6 tham

quyén.

6. Biéu mau, phu luc

| STT | Ky hiéu biéu mau | Tén biéu miu

Lén ban hanh: 03
Trang: 5/8
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) BM.02.01/BTG Ke l‘l_oa?h bao dudng, thay thé, stra chira thiét |
bi, tai san : |
2 BM.02.02/BTG Gidy dé nghi stra cht, thay thé, trang thidt bj |
7. Hb so
TT Tén hé so Ky hiéu Noilwu | Thoi gian luu
Ké hoach bao dudng, thay thé, stra
L |chira thiét bi, tai san SNLBTC U
Bién ban kiém ké trang thiét bj hang
2. BM.BTG.05.02
nam
T trinh mua sam tai san, trang thiét
3, By
4. |Hop dong mua sdm;
Bién ban nghiém thu, thanh ly hop
3 |abng: Kétodn | Theo quy dinh

6. [Bi€n ban ban giao tai san;

7. |Hoa don tai chinh;

8. |Céc bdo gia kém theo;

Bién ban hop Iya chon don vi cung

cap;

Quyét dinh lya chon don vi cung
10.

cap;
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, ? ) e BM. BTG.05.01
SO NOI VU TI}\?H CA’O BANG CONG HOA XA HQI CHU NGHIA VIET NAM
BAN TON GIAO Doc 1ap-Tw do-Hanh phiic
) KE HOACH
SUA CHUA/BAO DUONG/THAY THE TRANG THIET BI
Nim ..........
115

Dy kién thoi Du kién

A . .
STT Tén trang thiet bi lan kinh phi

Ghi chu

..... , ngay .... thang ... nam ...
NGUOI LAP PHE DUYET
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SO NOI VU TINH CAO BANG CONG HOA XA HOQI CHU NGHIA VIET NAM
BAN TON GIAO Doc 1ap-Tw do-Hanh phiic
GIAY PE NGHI SUA CHUA/THAY THE
THIET BI ...
Kinh giri: - ...
1. bé phuc vu cong tac chuyén mon cla ......ocoeveeeeeeevereverecennee.e. dé nghi .... xem

xét cho kiém tra bao dudng, stra chita, thay thé vat tu cho may mdc, thiét bi,....dudi
day:

................................................................................................................................
................................................................................................................................
................................................................................................................................
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PHE DUYET NGUOI LAP



