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QUY TRINH
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Ban hanh lan : 03
Ngay: 22/06/2023
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dung quy trinh.
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA DUONG HOA Pjc 1ip - Ty do - Hanh phiic

QUY TRINH
MUA SAM, BAO TRI, SUA CHUA TAI SAN

I. MUC DiCH

quy dinh théng nhét trinh tur cdc bude mua sdm, bao tri va sira chita tai san
phuc vu cho cong tac tai Uy ban nhan dan xa Duong Hoa. Bam bao hoat dong
mua sam, bao tri va stra chira tai san duoc thuc hién mot cach kip thoi, dap ung
nhanh chéng nhu cau.

II. PHAM VI AP DUNG

- Tai san thudc Uy ban nhan dan xa Duong Hoa;

- B0 phén Ké todn/Vin phong chiu trach nhiém td chire thuc hién quy trinh
nay.

III. TAI LIEU VIEN DAN

- Luat Dau thau nam 2013;

- Luat Quan ly, st dung tai san cong nam 2017;

- Nghi dinh s6 151/2017/ND-CP ngay 26 thang 12 nim 2017 cta Chinh
phti quy dinh chi tiét mot s6 diéu cuia Luat Quan 1y, st dung tai san cong;

- Quyét dinh s 07/2019/QD-UBND, ngay 19 thang 1 nam 2019 cua
UBND tinh Thira Thién Hué vé viéc ban hanh quy dinh viéc lua chon nha thau
dé mua sim tai san nha nude nhim duy tri hoat dong thuong xuyén cua co quan,
t6 chuc, don vi thudc pham vi quan ly cua dia phuong trén dia ban tinh Thua
Thién Hué va Quyét dinh s6 61/2020/QD-UBND ngay 28/11/2020 ctia UBND

tinh Thira Thién Hué vé viéc sia doi, bo sung Quyét dinh sé 07/2019/QD-
UBND;

- Quyét dinh sbé 23/2019/QD-UBND ngay 20 thang 05 ndam 2019 cua
UBND tinh Ban hanh danh muc tai san mua sam tap trung trén dia ban tinh
Thura Thién Hué;

- Quyét dinh s6 24/2019/QD-UBND ngay 20 thang 5 ndm 2019 cua UBND
tinh vé viéc Ban hanh Quy ché mua sim tai san cong theo phuong thuic tap trung
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trén dia ban tinh Thira Thién Hué va Quyét dinh sé 52/2021/QD-UBND ngay 09
thnags 9 nim 2021 ciia UBND tinh vé viéc stra doi, bd sung mot s6 diéu cua
Quy ché ban hanh kém theo Quyét dinh s6 24/2019/QD-UBND;

- Quy ché chi tiéu ndi bd cua Uy ban nhan dan xa Duong Hoa;
- Tiéu chuan qudc gia TCVN I1SO 9001:2015.

- Quyét dinh s6 2276/QD-UBND ngay 21/9/2022 vé phé duyét quy trinh
noi bo bat budc ap dung tai cac co quan hanh chinh nha nudce trén dia ban tinh.

IV. PINH NGHIA/VIET TAT
1. Dinh nghia

- Tai san, trang thiét bi van phong 1 cac loai may méc phuc vu ¢dng tac van
phong nhu may vi tinh; may in; may photocopy; may chiéu da phuong tién;....

- Tai san, trang thiét bi chuyén moén 1a may mac, thiét bi, chuan coéng tac
mang tinh chat dac thu phuc vu cong tac chuyén mon tai don vi (néu co);

- Tai san khac: Ban ghé, ti dung hd so, két sét, tivi,...
2. Tir viét tit

- CBCC, KCT-NLD: Céan b9, céng chirc, nguoi hoat dong khong chuyén
trach va nguoi lao dong;

- VP ; Van phong/ tuong duong;

-KT : Kétoan

- BP : Cac b0 phéan thudc Uy ban nhan dan xa Duong Hoa;
- MS-BT-SC : Mua sim, béo tri, stra chira tai san;

- NCC : Nha cung cap;

-Lb : Lanh dao.

V.NOI DUNG QUY TRINH

iy N . Triach | Thoi | Bitumiu/ _
cong Noi dung cong viéc hié " 5 i Dién giai
CBCC, | Thang |H57.37.50- |- MS-BT-SC theo k&
KCT-NLD; | 10 |08/NB/BMo1 | loach: Dinh ky Ke todn
1 Lap ké hoach nim > BP: | hang tong hop nhu cau MS-
MS-BT-SC LD’ A H57.37.50- BT-SC céc don vi; Lap
08/NB/BMO2 | K& hoach MS-BT-SC




ndm Trinh LD phé duyét.
- MS-BT-SC dot xuét:
BP cac don vi lap Phiéu
dang ki MS-BT-SC tai
san dot xuét, gui Ké toan.
Trinh LD phé duyét.

Theo ké hoach nam hoic
phiéu dang ki dot xuét,
Ké toan lap Ké hoach
thuc hién MS-BT-SC.
Trong do6 tham muu 10
cac truong hop:

H57.37.50- g
08/NB/BM03 | - Khong theo phuong
thire dau thau: Khao sat
Lap ké hoach thgc hién K& todn: - i ESSHF/\]‘SB?’BSS/I- 04 (:1’1(_)1"1 3 N_CC' Lép Danh
MS-BT-SC tai san ’ heo ké sach NCC;
Lb hoach | H57.37.50- - Theo phuong thirc déu
08/NB/BMOS | thdu: Ké& toan phdi hop
H57:37.50- vl dm} vi lién quan soan
08/NB/BM06 | thao Ké hoach déu thau;
- Theo phuong thuc tap
trung: Ké toan tham muu
cong van dé nghi mua
sam tap trung.
¥ Trinh LD phé duyét.
Ké todn va cac ca nhén
lién quan phdi hop thuc
hién:
- Khong theo phuong
- thire ddu thdu: tham muu
Trién khai thyuc hién Ca nhan/ ki hop déng va thuc hién
MI-BTEC d : ih g Hop dbng (néu | MS-BT-SC;
on vi lién %,
quan; Theo ké CO‘)’ | - Theo phuong thuc dg‘iu
£oop Ho so dau thau | thau: T6 chuc dau thau
K¢ toan; hoach & e R A
(néu co); theo Luat dau thau quy
NCC dinh. Khi c6 két qua phé

duyét tring thau, K¢é toan
thong bao nha thau dé ki
hop dong thuc hién;

- Theo phuong thuc tap
trung: theo quy dinh tai
[don vi, co quan].




Kiém tra, nghiém thu, A n - Ké toan kiém tra, “[iép
bin giso Ho solién | nhan tai san va cac ho so
. quan (blf?n ban | jign quan tr NCC.
Ké toan; baotri,.) | Nghiém thu va ldp bién
Canhan/ | 16gid | H57.37.50- | ban ban giao tai san.
don vi 06/NB/BMO2 | . Ké toan ban giao TS
H57.37.50- | cho cac ca nhan/ don vi
06/NB/BM03 | lién quan theo Quy trinh
quan ly tai san.
Quyét todn, - Ké toan tién hanh qqyét
luu h so toan, thanh ly hop dong
. va luu ho so.
¢ toan; 3 ;
B8 | o npmor |~ K€ 108 cip nhit i sin
vao SO theo doi tai san
H57.37.50-06/NB/BMO1.

VI. BIEU MAU
TT Ma hiéu Tén bicu mau
H57.37.50- % 2 o m s Bas s ao
1 08/NB/BMO1 Ké hoach mua sam, bao tri, stra chira tai san nam
2 H37.57.30- Phiéu ding ki mua sdm bao tri stra chira tai san
3 H57.37.50- Ké hoach thyc hién mua sém béo tri sta chira tai
08/NB/BMO03 san
4 5185 /17\I3B3le(\)/i0 4 Danh sach nha cung cép
H57.37.50- X £ A
5 08/NB/BMO5 Ké hoach dau thau
6 H57.37.50- Co <1 dé nohi £ tAD (r
08/NB/BMO6 ong van dé nghi mua sam tap trung

VIL. LUU TRU

T Thoi gian Bo phan

TT Tén ho so = 2 P!

luu triv luu trir

Ho so géc mua sam, bao tri, stra chira tai san [10 nam]/ L. .

1 % s . % 5 X £ A - i Keé toan
(Hop dong, bién ban bao tri, ho so dau thau...) vinh vién

) Ké hoach mua sam, bao tri, stra chira tai san [10 nam}/ Ké toan
nam ### vinh vién

5 | o T o [10 nam}/ Ké toan
1éu dang ki mua sam bao tri stra chira tai san o




dot xuat
X g . L 10 nam]/ Ké toan
Ké hoach thuc mua sam bao tr1 sira chura tai san [ N .;-]
vinh vién
. 2 10 nam}/ Ké toan
Danh sdch nha cung cap (néu co [., . X
g cap ( ) vinh vién
z B " 10 nam]/ Ké toan
Ké hoach dau thau (néu co) [ N .:]
vinh vién
[10 ndm]/ K¢ toan

Cong van dé nghi mua sam tép trung

vinh vién
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H57.37.50-08/NB/BM02

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA DUONG HOA Doéc lap - Tu do - Hanh phic

PH‘IEU? BANQ Ki N‘IUAquM, BAO TRI
VA SUA CHUA TAI SAN POT XUAT

ICHHIHBILE. ....otcommmmriommemasmsmmelimBimiikrinmmsomossmos o s

Can ctr vao chirc nang NhIEM VU .....ooveiiiiiiiie et

HI€n nay ..o nhu sau:

Muc dich yéu cau :

TT | Ténvakihiéu | DPVT| Sb Tinh trang Pé xuit
tai san lugng Mua/bdo tri/sitra chita
I.
4
3.
4,
Dwong Hoa, ngay  thdng — nam 20...
Noi nhan: NGUOI PE XUAT

- SO0 Noi vu;

- Luu: VT, KT/HCTH.



H57.37.50-08/NB/BMO3
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NA
XA DUONG HOA Doéc lap - Tu do - Hanh phic

Duong Hoa, ngay thang  nam 20...

KE HOACH THUC HIEN MUA SAM, BAO TRI, SUA CHUA TAI SAN

Theo dé nghicua....... , INUC AICH 1o
Phong [...] 1ap ke hoach mua sam, bao tri, stra chira tai san cu thé nhu sau:

1. Danh muc thiét bj:

S6 Muc Dy tru

. Th‘ ht-)\
lwong |  dich kinh phi amhen

i% 4 Pon vi Tai san, thiétbi | DVT

Tong cong

(BANgG Chif: ..o oeeeee e )
2. Hinh thte: Tap trung/Déu thaw/ Khong du thau

3. Kinh phi du kién:

Kinh phi thuc hién mua sam, bao tri, stra chlra cac tai san trén trich tr
nguon .....

Lanh dao Ngwoi lap ké hoach
(K1, ho tén) (K1, ho tén)
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H57.37.50-08/NB/BM05
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA DUONG HOA Doc lap - Tu do - Hanh phie

Duwong Hoa, ngay  thang  nam 20...

KE HOACH PAU THAU
TROT 1AM ettt er e eae e eaeeneens
DA QBTN ettt r e s s r e
TT Noi dung Tén nha cung wng | Thoi gian | Ghichu

1

2

3

4

5

6

7

8

PHE DUYET NGUOI LAP

(Ky tén, déng ddu) (Ky, Ho va tén)



H57.37.50-08/NB/BM06

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA DUONG HOA Doc lap - Tu do - Hanh phiic
S&: ##4/]...] Duong Hoa, ngay  thang — nam 20...
TO TRINH

Vé viée ding ki mua sim tip trung dot/ nim ###

Thuc hién nhiém vu ....Uy ban nhan dan xa Duong Hoa trinh nhu cau dé
nghi dang ky mua sam tap trung nim ### bao gom:
1. Ban dang ky nhu cau mua sam tap trung theo mau ...;

2. Ké hoach, danh muc du toan mua sam tai san co quan;

3. Du toan mua sam:;
Uy ban nhan dan xd Duong Hoa dé nghi S¢ Tai chinh thim dinh, t6 chtic

mua sam theo quy trinh.

Noi nhén: LANH P AO
- Mok (Ki tén va déng dcfu)

- Luu: VT, VP/HCTH.
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