I

BO CONG THUONG

QUY TRINH

QTO08/TCHCQT

Lan 2

TRUONG CAO PANG KY THUAT CONG NGHIEP

QUAN LY KHO VA CAP PHAT VAT TU

Trach
nhiém

Nguwoi viet

Ngudi kiém tra

Nguwoi phé duyét

Ho va tén

Tran Vian Chtc

Nguyén. T T. Huyé/g//

Chit ky

Chy —

Chure vu/

Chtre danh

Gido vién
Phong TCHCQT

Trudng phong N B

Phong TCHCQT

Hiéa Trudng

i i’hu trach




Ma hoa: QT.08/TCHCQT

BO CONG THIJQNG Lin ban hanh: 02
TRUONG CAO DANG o T e
KY¥ THUAT CONG NGHIEp | Nedy hiduluc: J8/02/20223

Trang/Tong s trang:

QUY TRINH QUAN LY KHO VA CAP PHAT VAT TU

1. Nguoi cé lién quan phai nghién citu va thuc hién dung cdac noi dung c_'ii_a__(_)uy
trinh nay.

2. Néi dung trong Quy trinh nay cé hiéu lyc thi hanh nhw sw chi dao cua Ii¢u
truong Truong Cao ding Ky thudt Cong nghiép.

3. Moi don vi dwoc gii 01 ban (c6 dong ddu kiém socdt). File mém dwoc cung cdp

trén Website cua Nha truong.

NOI NHAN
Hiéu Trudng Phong KHTC B
Pho Hiéu trudng Cac don vi lién quan : _—:
Phong TCHCQT Thu ky ISO =
THEO DOI SUA POI TAI LIEU i
TT | Lan sita | Trang Noi dung chinh sira Ngay sira Ngum sira

& ™ TN N



Ma hoa: QT.08/TCHCQT |
Lén ban hanh: 02
Ngay hiéu luc: 02/20223

Trang/Tdng sb trang:

BO CONG THUONG
TRUONG CAO DANG
KY THUAT CONG NGHIEP

| QUY TRINH QUAN LY KHO VA CAP PHAT VAT TU

1. MUC PiCcH

- Quy dinh va hudng dén trinh tu, ndi dung thuc hién viée quan ly kho vt tu, cong cu
dung cu tai Trudong Cao dang Ky thuat Cong nghiép; Chéng sai sot, that thodt trong qué trinh
xudt — nhép kho; dam bdo tinh chuyén nghiép, hi¢u qua va thuc hién ding cac quy dinh cua

phap ludt.

2. PHAM VI AP DUNG

- Lanh dao va chuyén vién, nhan vién phong TCHCQT, KHTC;

- Cac don vi va c¢a nhan ¢6 lién quan thudc truong Cao ding K¥ thuat Cong nghicp.
3. THUAT NGU, PINH NGHIA VA CHU VIET TAT

1. Giai thich thuat ngit, dinh nghia:

- B phan kiém nhdp: Gom thi kho, Cén bd cung tng vét tw (CBCUVT) phong
TCHCQT va Ké toan kho phong KHTC.

2. Chit viét tat:

- BCT: B6 Cong Thuong :

- BGH: Ban Gidm hi¢u truong Cao dang Ky thuat Cong nghiép

- Phong/P. TCHCQT: Phong T6 chtre Hanh chinh — Quan tri

- Phong/P.KHTC: Phong K& hoach — Tai chinh

- DVSD: Bon vi st dung .

- CBCUVT: Cén bd cung tng vat tu Phong T6 chirc Hanh chinh — Quan tri

- HH: Hang hoa :
4. TAI LIEU VIEN DAN, THAM KHAO

1. Cin ct Thong tu s6 71/2006/TT-BTC ngay 09 thang 8 nam 2006 ctia Bo Tai Chinh
hudng dan thuc hién Nghi dinh s& 43/2006/ND-CP ngay 25 thang 4 nam 2006 ctua Chinh
phu quy dinh quyf":n tu chd, tu chiu trach nhiém vé thue hién nhiém vu td chue bd may. bién
ché va tai chinh dbi véi don vi su nghiép cong lép;

2. Quyét dinh s& 2091/QD-CDKTCN ngay 31/12/2014 cua Hi¢u truong Truong
Cao dang k¥ thuat cong nghiép vé viéc ban hanh Quy dinh dinh muc kinh phi, mua sam.,
quan ly, st dung, thanh toan vat tu, thiét bi, dung cu thuc hanh, thi nghiém cho cac bic dao
tao tai truong; Quyét dinh s6 1567/QD-CDKTCN ngay 17 thang 09 nam 2021 cua Hicu
truong Truong Cao dang K¥ thuat Céng nghiép vé viée diéu chinh dinh mrc khodn kinh phi
mua sim vat tu thuc hanh, thi nghi¢m cho cac bac dao tao tai truong;

3. Cac quy dinh khac cua Nha nudec.



Ma hoa: QT.08/TCHCQT
Lan ban hanh: 02
Ngay hiéu luc: 02/20223

Trang/Tdng sé trang:

BO CONG THUONG
TRUONG CAO PANG
KY THUAT CONG NGHIEP

QUY TRINH QUAN LY KHO VA CAP PHAT VAT TU

5. NOI DUNG
5.1. Luu dé
5.1.1. Quy trinh quéan ly kho va cp phat vat twr do Nha truong thue hién

Cac Trach nhi¢m Cic buée thye hién Dién gidi
bude T T R oo
Bude | | - Cén bd cung Gng - Chi tiét tai muc 1 Dién giail heu do
vat tu Thong bao (BM.02-QT.08/TCHCQT)
| : %Iﬁig'QT; giao nhén hang hoa .
Bude 2 | - BPKN; 3 o0 || - Chi tiét tai muc 2 Dién giai heu do
1 - Thu kho. < (BM.O1-QT.08/TCHCQT)
< Tk nhin % | | (BM.02-QT.08/TCHCQT
va kiém nhéap
Dat
Bude 3 | - Thu kho. v - Chi tiét tai muc 3 Dién giai i do
Kbip Wb v o quiin (BM.02-QT.08/TCHCQT)
(BM.03-QT.08/TCHCQT)
: (BM.04-QT.08/TCHCQT)
Budc 4 | - BGH; - Chi tiét tai muc 4 Dién giai lwu do
- P.TCHC-QT; L (BM.05-QT.08/TCHCQT)
- Thu kho. Duyét xuat
Budée 5 | - PTCHC-QT; h 4 - Chi tiét tai muc 5 Dién giai luu do
- P.KHTC; Thire Bidi skt ichio (BM.04-QT.08/TCHCQT)
- bVSD. 5 : (BM.05-QT.08/TCHCQT)
(BM.06-QT.08/TCHCQT)
Budc 6 | - P.TCHC-QT; - Chi tiét tai muc 6 Dién giai lwu do
~FRHTE. Tong hop, béo céo,
kiém keé
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KY THUAT CONG NGHIEP

Ma hoa: QT.08/TCHCQT

BO CONG THUONG

[Lin ban hanh: 02

TRUONG CAO DANG

Ngay hicu luc:

02120223

Trang/Tong sé trang:

QUY TRINH QUAN LY KHO VA CAP PHAT VAT TU

5.2.1. Quy trinh quan ly kho va cAp phat vit tr do cic khoa dao tao thye hién

b(;f:;c Tréch nhiém Cic bute thye hién Dikn gidi
Budc 1 | - Can bd cung mg - Chi tiét tai myc 1 Dién giai leu do
vit tu cua khoa; Théng béo (BM.02-QT.08/TCHCQT)
o L b giao nhan hang hod e
quan ly vat tu. g -
Budc 2 | - BPKN: Truong v el | - Chi tiét tai muc 2 Dién giai leu do
khoa, Cén bd 2| | (BM.01-QT.08/TCHCQT)
P.TCHC-QT, ké Tiép nhan % | | (BM.02-QT.08/TCHCQT
toan vién phong vl i nlhép
KHTC, tha kho J
Nha truong;
- Cén bo, gido vién Dat
cua khoa duoc giao
quan ly vat tu. o #%%c7.|
Budc 3 | - Can b, gido vién v - Chi tiét tai muc 3 Dién gidi luu do
ctia khoa dugce giao Nhap kho va bao quan tai khoa (BM.02-QT.08/TCHCQT)
J quan 1y vét tu. (BM.07-QT.08/TCHCQT)
E (BM.08-QT.08/TCHCQT) )
| Budc 4 | - Trudng khoa - Chi tiét tai muc 4 Dién giai lwu do
| - Gido vién day TH v (BM.09-QT.08/TCHCQT)
| - Cén b, gido vién Duvét xudt
cua khoa duoc giao i
quan ly vat tu.
Bude 5 | - Trudng khoa - Chi tiét tai muc 5 Dién giai heu do
- Cén b, gido vién (BM.08-QT.08/TCHCQT)
ctia khoa dugc giao 4 = (BM.09-QT.08/TCHCQT)
quan ly vat tu; Thuc hién xuat kho (BM.010-QT.08/TCHCQT)
- Gido vién day
thue hanh
Bude 6 | - Khoa dao tao - Chi tiét tai muc 6 Dién giai heu do

- P.TCHC-QT;
- PKHTC.

Tdng hop, bao céo,
kiém ké
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BO CONG THUONG
TRUONG CAO DANG
KY THUAT CONG NGHIEP

Ma hoa: QT.O8/TCHCQT
[.in ban hanh: 02
Ngay hiéu luc:

02/20223

Trang/Téng sé trang:

QUY TRINH QUAN LY KHO VA CAP PHAT VAT TU

6. BIEU MAU

T

Tén ho so Iwu

Ky hi¢u

| | Phiéu nhap kho BM.O1-QT.08/TCHCQT |

2 | Bién ban ban giao hang hoa BM.02-QT.08/TCIHCQT |

3 | The¢ kho ‘ BM.03-QT.08/TCHICQT

4 | S0 theo doi xuét, nhép, ton kho BM.04-QT.08/TCHCQT |

5 Phleu'xm linh vat tu, hang hod cua BM.05-QT.08/TCHCOT

don vi
6| PhiCu xudt kho BM.06-QT.08/TCIHCQT
| 7 | The¢ kho ’ BM.07-QT.08/TCHCQT
; 8 | S0 theo ddi xuat, nhép, ton kho BM.08-QT.08/TCIHCQT
} 9 ghleu'xm linh vét tu, hang hoa cua BM.09-QT.08/TCHCQT
| on vi :

10 | Phiéu xuat kho BM.10-QT.08/TCHCQT
7. Ho so lwu trir et e
TT  Tén hd so luu Ky hiéu L Arash o i gl

han lvu | nhiém luu

[ Do Nha trwong thue

hién 5 22, Lt
B8 Hiso ahm: 10 ndm PRHTC Ban chinh
= : i : P. TCHCQT | Ban photo
1 | Phicu nhdp kho BM.01-QT.08/TCHCQT e
Bién ban ban giao ? =
2 ;
2 | hanenos BM.02-QT.08/TCHCQT T
3 | Thé kho BM.03-QT.08/TCHCQT
S theo doi xut, o
4 rlidn, thh kho BM.04-QT.08/TCHCQ1 _
Phiéu xin linh vt tu, =
5 hing ho# ciha don-vi BM.05-QT.08/TCHCQ1 g
.6 | Phicu xuat kho BM.06-QT.08/TCHCQT |
| ) Do cac don vi ty
thwe hién Tl m e
! PEKHIC Ban chinh
Bo Ho so gom: 10 ndm | P.TCHCQT | Ban photo
Don vi Ban photo
1 | Phiéu nhép kho BM.01-QT.08/TCHCQT 5
‘ Bién ban ban giao g =3
2 Wane hod BM.02-QT.08/TCHCQT el
3 | Theé kho BM.03-QT.08/TCHCQT
S6 theo ddi xudt, 3 =
4 i o ki BM.04-QT.08/TCHCQ1
5 | Phiéu xin linh vét tu, | BM.05-QT.08/TCHCQT -




BO CONG THUONG
TRUONG CAO PANG
KY THUAT CONG NGHIEP

Ma héa: QT.08/TCHCQT

I.4n ban hanh: 02

Trang/'l"éng s6 trang;

Ngay hiéu luc: 02120223

QUY TRINH QUAN LY KHO VA CAP PHAT VAT TU

hang hoa cua don vi

Phiéu xuit kho

BM.06-QT.08/TCHCQT
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BO CONG THUONG

QUY TRINH

QT.06/TCHCQT

TRUONG CAO PANG KY THUAT CONG NGHIEP

MUA SAM HANG HOA DUOI 100 TRIEU PONG

Nguoi viet

Nguoi kiém tra

Ngudi phé duyét

Nguyén Thi Thanh

| Chirc danh

Ho va tén Tran Vin Chiic 2 Cao Thi Mai Phuong
Huyén
Chit ky C/&V /w/
. Chirc vu/ Gido vién Trudng phong Pho Hiéu 'l‘ruéng"
Phong TCHCQT TCHEQT Phu trach

- ad B



Ma hoa: QT.06/TCHCQT

BO CONG THUONG Lan ban hanh: 01

TRUONG CAO PANG e s
Ngay hiéu luc: 02/2()33

KY THUAT CONG NGHIEP

Trang/Téng s6 trang:

QUI TRINH MUA SAM HANG HOA DUOI 100 TRIEU PONG

1. Nguoi cé lién quan phai nghién citu va thuc hién ding cdc noi dung cuia (_)uy
trinh nay.

2. Noi dung trong Quy trinh nay cé hiéu luc thi hanh nhu sw chi dao cua Hiéu
trucng Truong Cao dang Ky thudt Cong nghiép.

3. Moi don vi duoc gii 01 ban (cé dong ddu kiém sodt). File mém dwoc cung cdp

trén Website cua Nha trieong.

NOI NHAN

Hiéu Truong Phong KHTC =0

Phé Hiéu trudéng Céc don vi lién quan B e g
e e Thu ky ISO ey

THEO DOI SUA POI TAI LIEU

TT | Lan siva | Trang Noi dung chinh sira Ngay sira Ngu’(;)'i sira




Ma hoa: QT.06/TCHCQ T
Lan ban hanh: 01

BO CONG THUONG

renhend i _ e =
K¥ THUAT CONG NGHIgp | ety hieulpe: =~ 02/2023

TRUONG CAO PANG i o

Trang/Téng sb trang:

QUI TRINH MUA SAM HANG HOA DUOI 100 TRIEU PONG

1. MUC PiCH

Qui trinh nay huéng dan trinh tu, ndi dung thuc hién viéc mua sam hang hoa duoi
100 triéu ddng cua Truong Cao ding K¥ thuat Céng nghiép. Dam bao viéc mua sim hang
hod cua Trudng Cao ding Ky thuat Cong nghiép thuc hién ding theo quy dinh. phuc vu
kip thoi cong tac giang day, nghién ctru khoa hoc cua Nha truong.

2. PHAM VI AP DUNG

- Phong Té chtre Hanh chinh — Quan tri, phong Ké hoach — Tai chinh;

- Cac don vi, ca nhan lién quan truc thudc Truong Cao ding Ky thuat Cong nghiép.
3. THUAT NGU, PINH NGHIA VA CHU VIET TAT

3.1. Giai thich thudt ngit, dinh nghia:

- Hang hod duéi 100 triéu dong: Trang thiét bi, cong cu dung cu, vat tu, van phong
pham.

- Céc don vi lién quan: Phong, Khoa, Trung tdm thudc truong Cao dang Ky thuat
Cong nghiép.

3.2. Chir viét tat:

- BCT: Bo Cong Thuong

- BGH: Ban Giam hiéu truong Cao ding Ky thuat Cong nghiép

- Phong/P.TCHCQT: Phong T chirc Hanh chinh — Quan tri

- Phong/P . KHTC: Phong Ké hoach — Tai chinh

- DVSD: Pon vi str dung

- CBCT: Can b chuyén trach Phong T chirc Hanh chinh — Quan trj

- HH: Hang hod
4. VAN BAN PHAP LY

4.1. Luat Dau thau sb 22/2023/QH15 ngay 23/6/2023;

4.2. Nghi dinh 50 24/2024/ND-CP ngay 27/02/2024 cua Chinh pht quy dinh chi tiét
thi hanh mot so diéu va bién phép thi hanh Luét dau thau vé lya chon nha thau:

4.3. Cén ctr Quyct dinh s6 2965/QD-BCT ngay 07 thang 4 ndm 2014 cua Bo truong
Bo Cong Thuong vé viée quy dinh chtre nang, nhiém vy, quyén han va co céu 16 chic
cta Trudong Cao dang K¥ thuit Cong nghiép;

4.4, Céc quy dinh cua co quan Nha nudc c6 lién quan;

R gy (o e



BO CONG THUONG
TRUONG CAO PANG

KY THUAT CONG NGHIEP

Ma hoa: QT.06/TCHCQT

[Lin ban hanh: 01

Ngay hiéu luc:

02/2023

Trang/Téng sb trang:

QUI TRINH MUA SAM HANG HOA DUOI 100 TRIEU DONG

5. NOI DUNG
5.1. Luwu do
S Tréich nhiém Ciic buér thuc hign Dign pii
bude = M|
Budc | | - P.TCHC-QT. - Chi tiét tai muc 1 Dién giai heu do
Théng bao (BM.01-QT.06/TCHCQT)
Lap dy tri (BM.02-QT.06/TCHCQT)
Buéce 2 | - PTCHC-QT; - ¥ - Chi tiét tai muc 2 Dién giai heu do
-DVSD. Tong hop du tri; (BM.03-QT.06/TCHCQT)
Dé nghi mua vat tu < (BM.04-QT.06/TCHCQT
sua chira thuong xuyén
T L=
Bude 3 | - P.TCHC-QT; : ~ =] - Chi tiét tai muc 3 Dién giai liwu do
- P.XHTC. Tham dinh, trinh BGH | | (BM.03-QT.06/TCHCQT)
| - & | | (BM.04-QT.06/TCHCQT |
Buée 4 | - BGH 2 | | - Chi tiét tai muc 4 Dién giai heu do
(BM.03-QT.06/TCHCQT)
Phé duyét (BM.04-QT.06/TCHCQT)
Bude 5 | - P.TCHC-QT; Dat ¢ - Chi tiét tai myc 5 Dién giai lieu do
- PXHTC. PR EL A ik - Thu moi chao hang
Lin e nhd cung cap (BM.05-QT.06/TCHCQT)
->03 bdo gia et s
Bude 6 | - P.TCHC-QT; - Chi tiét tai muc 6 Dién giai liru do
-P.KHTC. \ (BM.05-QT.06/TCHCQT)
Thém dinh gi4, soan Du thao Hop (BM.06-QT.06/TCHCQT)
dong véi don vi duoc lua chon (BM.07-QT.06/TCHCQT)
(BM.08-QT.06/TCHCQT)
_ (BM.09-QT.06/TCHCQT)
' Buoc 7 | - P. TCHC-QT; - Chi tiét tgi muc 7 Dién giai e do
- BGH —y - Quyét dinh don vi cung cdp
‘ Ky két hop dong (BM.09-QT.06/TCHCQT)
‘ - Hop dbng cung céip hang hod
| (BM.10-QT.06/TCHCQT)
| Bugc 8 | - P.TCHC-QT; - Chi tiét tai muc 8 Dién giai hru do
i - P.KHTC; " - Bién ban ban giao hang hoa
-bVSD. v (BM.11-QT.06/TCHCQT)
Thue hién hop ddng va nghiém - Bién ban kiém nghiém vt w
thu (BM.12-QT.06/TCHCQT)
(BM.13-QT.06/TCHCQT)
- Bién ban ban giao tai san cho don vj su
dung (néu co)
(BM.14-QT.06/TCHCQT)
Buge 9 | - Phong TCHC-QT Y - Chi tiét tai muc 8 Dién giai e do
- Phong KHTC Thanh Iy hop déng va thanh todn - Bang xéc dinh khéi luong cong viée
- Ban Giam hiéu cho nha cung cép hoan thanh (BM.15-Q1.06/TCHCQT)
- Nha cung cép - Bién ban nghiém thu va thanh Iy hop
déng (BM.16-QT.06/TCHCQT) |




BO CONG THUONG
TRUONG CAO DANG
KY THUAT CONG NGHIEP

Ma hoa: QT.06/TCHCQT

Lan ban hanh: 01 N |

Ngay hiéu luc: 02/2023

Trang/Tong s6 trang:

QUI TRINH MUA SAM HANG HOA DUOI 100 TRIEU PONG

Caf Trich nhiém Cic bude thue hién Dién giai
bude SR ]
- Gidy dé nghi chuyén khoan
(BM.17-QT.06/TCHCQT)
Bude - Phong KHTC - Phong KHTC luu ban chinh
10 - Nha cung cép - Phong TCHCQT luu ban pho 1o

- Bon vi sir dung

Két thuce
Luu hé so
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Ma hoa: QT.06/TCHCQT |

BO CONG THUONG

LLin ban hanh: 01

TRUONG CAO PANG

Ngay hicu luc:

022023

KY THUAT CONG NGHIEP

Trang/Tong so trang:

QUI TRINH MUA SAM HANG HOA DUOI 100 TRIEU PONG

6. BIEU MAU iE :
{ i Tén ho 50 luu Ky hié¢u i
. 1 | Thong bao ndp du tru mua sdm hang hoa BM.O1-QT.06/TCHCQT
2 | Du trt hang hoda phuc vu giang day BM.02-QT.06/TCHCQT
3 | Toéng hop du tri hang hoé phuc vu giang day BM.03-QT.06/TCHCQT
4 | Gidy dé nghi mua vit tu sira chita thuong xuyén BM.04-QT.06/TCHCQT
5 | Thu moi chao hang BM.05-QT.06/TCHCQT
& Bién ban hf_)p xét lya chon don vi cung cép hang hoé BM.06-QT.06/TCHCQT
i phuc vu giang day £ e
' 7 | Quyét dinh phé duyét k& hoach lua chon nha thau BM.07-QT.06/TCHCQT
8 | Bién ban thuong thao hop dong BM.08-QT.06/TCHCQT
9 | Quyét dinh lya chon don vi cung cép hang hoa BM.09-QT.06/TCHCQT
10 | Hop dong cung cap hang héa BM.10-QT.06/TCHCQT
' 11 | Bién ban ban giao hang hoa BM.11-QT.06/TCHCQT
r 12 | Bién ban kiém nghi¢m BM.12-QT.06/1CHICQT
' 13 | Bién ban kiém nghiém kiém ban giao vit tu hang hod | BM.13-QT.06/TCHCQ1T
' 14 | Bién ban ban giao TSCD cho don vi st dung (néu ¢6) | BM.14-QT.06/TCHCQT
15 | Bang xac dinh gid tri kh6i lugng cong viéc hoan thanh | BM.15-QT.06/TCHCQT
16 | Bién ban nghiém thu va thanh ly hop dong BM.16-QT.06/TCHCQ1T
17 | D& nghi chuyén khoan BM.17-QT.06/TCHCQT

7. Ho so lwu triv

Thong bao ndp du tru
mua sam hang hoa

BM.01-QT.06/TCHCQT

Du trt hang hod phuc
vu giang day

BM.02-QT.06/TCHCQT

Tong hop du tri hang
hoa phuc vu giang day

BM.03-QT.06/TCHCQT

Gidy dé nghi mua vat
tu stra chira thuong
xuyén

BM.04-QT.06/TCHCQT

Thu moi chao hang

BM.05-QT.06/TCHCQT

TT|  Tén hd so luu Ky hiéu A Lrch Ghi chil

e han lru | nhiémlwvn | |
B0 hoé so thanh toan 48 P.KHTC Ban chinh
gom: P.TCHCQT | Ban photo

Bién ban hop x¢t lua
chon don vi cung cap
hang hoéa phuc vu
giang day

BM.06-QT.06/TCHCQT

Quyét dinh phé duyét
ké‘hoach lra chon nha
thau

BM.07-QT.06/TCHCQT




BO CONG THUONG
TRUONG CAO PANG
KY THUAT CONG NGHIEP

Ma hoa: QT.06/TCHCQT

L4n ban hanh: 01

Ngay hiéu luc: 02/2023

Trang/Tong so trang:

QUI TRINH MUA SAM HANG HOA DUOI 100 TRIEU PONG

Bién ban thuong thao
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