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1. Muc dich
- Cu thé hod c4c budc trong cong téc xay dung dinh mic, ké hoach, mua
sam, cap phat va quan ly vat tu thuc hanh, phuc vu cong tac dao tao cac 16p chinh
quy.

- Xac dinh r6 trach nhiém cua cac phong, khoa chuyén mén trong hoat
dong xay dung dinh muc, ké hoach, mua sam va quan ly vat tu thuc hanh.

2. Pham vi va déi twong ap dung

a) Pham vi

Quy trinh dwoc &p dung trong viéc quan 1y mua sam va cap phét vat tu thyc
hanh doi véi cac 16p hé chinh quy tai Truong Cao dang Kon Tum.

b) Poi twong &p dung

Ap dung ddi véi cac khoa chuyén mon c6 hoat dong husng dan thuc hanh
va cac phong chae nang c6 lién quan den hoat dong xay dung dinh muc, ké
hoach, mua sam va quan ly vat tu thyc hanh.

I1. Pinh nghia va tir viét tit

1. Pinh nghia

- Vit tu thyc hanh: La cac nguyén, nhién, vat liéu, van phong pham khi dua
vao sir dung cho hoat dong thuc hanh, thuc tap trong cac tiet thuc hanh theo quy
dinh trong chuong trinh khung cia timg nganh nghe.

- Quan ly vat tu thuc ha‘mhi La hoat dong kiém sogit lugng Yat tu vao, ra cua
nha truong. Qua trinh nay bao gom tu viéc mua sam, cap phat dén cong tac quan
1y kho, thu hoi phé liéu sau thyc hanh.

- Cép phat vat tu thyc hanh: La qua trinh cap phat vat tu (nguyén, nhién,
vat liéu) tu khoa vat tu dén cac b phan can trién khai hoat dong thuc hanh, thuc
tap.

2. Tir viét tat

CM Chuyé&n mon

bM VTTH binh murc vat tu thuc hanh

QLbT Quan ly dao tao

TC-KT Tai chinh - Ké toan

TH-HC&QT Tong hop - Hanh chinh va Quan tri
VTTH VAt tu thuc hanh

III. Co s6 xay dung quy trinh
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1. Quyét dinh s6 131/QD-CDKT ngay 16/01/2024 cua Hiéu truong Truong
Cao dang Kon Tum ban hanh Quy dinh vé xay dung ke hoach, mua sam, quan ly,
cap phat, st dung vat tu, dung cu trong thuc hanh, thuc tap, thi nghiém.

2. Quyét dinh s 839/QD-CDCD ngay 10/08/2023 ciia Higu truong Truong
Cao dang Kon Tum vé viéc ban hanh quy ché chi tiéu ndi b nam 2023.
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V. Pac ta:

Bo phan/

Bo phan/

Tén buéc va N v Ngudi phoi | Kétqua | Thai han P
STT cbng viéc Noi dung Ngur’](;"é:]huc hop thuc | dat dwgc |hoan thanh Biéu mau
J hién
Sau khi ban hanh chuong trinh
khung dao tao doi vaoi cac Phong QLDT Trudc thoi
B1: Xay dung|nganh, nghé, Khoa CM lap Phong TH- | Bang DM | diém vao
L oM VvTTH  |dinh mizc VAt tu thuc hanh toan KhoaCM | iceoT: | VTTH |nim hoc 1,5 BM/QTL7/TCKT/OL
khoa doi voi tung nganh, nghé Phong TC-KT thang
cu thé.
Can ctr danh muc vat tu duoc .
2 quy dinh trong chuong trinh Ph Bane DM Oir?.gaz sa
B2: Tham dinh|;.7 ~ | : ong ang i nhan
2 PM VITH da? tao, phqng QIjBTAtham gia QLDT Khoa CM VTTH | duoc Bang BM/QT17/TCKT/01
tham dinh dinh muc vat tu thuc
. DM VTTH
hanh.
Can cu danh muc vat tu va co \
: s& vat chat cua nha truong Phong TH Bine DM Oiﬁga%/ >au
B3: Tham dinh|_, . * >’ Phong TH- ang I nhan
3 DM VITH Ptlong 'TH-!—IC&Q,T 'Eham gia HC&QT Khoa CM VTTH | duoc Bing BM/QT17/TCKT/01
tham dinh dinh muc vat tu thuc
\ bM VTTH
hanh.,
Can ctr danh muc vat tu va 03 ngay sau
2 . |dinh mic kinh phi dao tao . , A
B4: Tham dinh|, . ] . : 'l Phong TC- Bang PM | khi nhén
4 DMVTTH Phong TC KT’ than) gia tham KT Khoa CM VTTH | duoc Bang BM/QT17/TCKT/01
dinh dinh muc vat tu thuc DM VTTH

hanh.




Bo phan/

Bo phan/

Tén buwéc va N e Nguwoi phéi | Kétqua | Thoi han 2 x
STT cbng viéc Noi dung Nglﬁérﬁhl‘m hop thuc | dat dwgc |hoan thanh Bieu mau
J hién
Can ct quy dinh va céc y kién Khoa CM;
tham muu cua cac phong chic Linh dao Phong QLDT,| Bang DM |02 ngay sau
5 |B5: Duyét ning, Lanh dgo truong, phgl ~o ' %" | Phong TH- | VTTH | khidugc |BM/QT17/TCKT/0L
duyét bang dinh muac vat tu g HC&QT, |duoc duyét| tham dinh
thuc hanh toan khéa phong TC-KT
Can cu Bang dinh muc vat tu Trudc thoi
B6: Lap Kéjtoan khoa va ké hoach ddo tao : Ké hoach | diémvao |BM/QT17/TCKT/02;
® lhoach VITH  [chi tiét nam hoc, Khoa CM Iap| "3 CM|Phong QLB \r ™ | oc ks moi [BMIQT17/TCKT/03
ké hoach vat tu theo hoc ky. 01 thang
03 ngay sau
, [B7: Thim dinh|Phong QLBT tham gia tham| ~ Phong | .\, | Kéhoach gg'ozhég BM/QT17/TCKT/02;
KHVTTH  |dinh ké hoach vat tu hoc Ky. QLDPT VTTH hoach | BM/QTL7/TCKT/03
VTTH
Lanh dao truong can cu quy , O}(Q?ﬁ%;ﬁu
8 |B8: Duvet dinh va y kién tham muu cual Lanh dao Khoa CM; | Keé hoach duoc Ké BM/QT17/TCKT/02;
- DUy phong chic nang, phé duyét truong |Phong QLDT| VTTH hoach  |[BM/QTL7/TCKT/03
chuyén sang budc tiep theo. VTTH
Can ctt ké hoach vat tu dugc 05 ngay sau
B9: Lap du trujduyét, Phong TH-HC&QT thuc . _/Dutru kinh| khi nhan
9 |kinh phi vat tw |hién Khao sat gid va lap dy tro| <08 €M PhONG TC-KTE by miy lawgc ban g BM/QTLITCKTIOA
kinh phi gui vé phong TC-KT. hoach




Bo phan/

Bo phan/

Tén buwéc va N e Nguwoi phéi | Kétqua | Thoi han 2 x
STT cbng viéc Noi dung Ng“ﬁﬂ thyc hop thuc | dat dwgc [hoan thanh Biéu mau
en hién
VTTH
Phong TC-KT can ctr dinh mirc 05 ngay sau
, x n|phén khai kinh phi hang nam, \ i \ i L khi nhan
10 (BI0: - Thampy < dinh gi4, cha trl tham| TONg TC- | Phong TH-Dutru kinhi o @0 b il BMIQT17/TCKT/04
dinh gia Loee b p z KT HC&QT | phi VTTH . .
muu bo tri kinh phi mua sam kinh phi
vat tu thuc hanh VTTH
Lanh dao truong can c quy Lanh dao Du tru kinh| 02 ngaxsau
11 |B1l: Duyét dinh va y kién tham muu cua . |Phong TC-KT| phi VTTH | khitham |BM/QT17/TCKT/04
R fo L, s truong R .
phong chirc nang, quyét dinh. duogc duyét dinh
PhOng’TH-HC&QT thuc hién 07 ngay sau
B12: Té chici 2 S0 theo du tru da dugc ohong TH. Vatte | khinhan
12 |mua sim|Phe Quyet. , X 9 "7 Iphong TC-KT| dugc nhap | dwoc Dy tri| BM/QT17/TCKT/05
Phong TC-KT huéng dan] HC&QT : .
VTTH N . kho kinh phi
Phong TH-HC&QT ,thu:c hién VTTH
cac thu tuc khi mua sam.
Can cu Bién ban nghiém thu , Khi nha
B13: Nhap, hpf,lc hcza don mua hang, thuc Phong TH- Quan Iy Phlelu nh?p cung cép BM/QT17/TCKT/06
13 udt ko VTTH lieh nhap kho vat tu. HC&QT |  xuong | <% P Ipan giao vat
Nha gido quan 1y xuong, kho 9 | xudtkho gtu U BMIQT17/TCKT/07

thuc hién vao so theo doi cap




Bo phan/

Bo phan/

Tén buwéc va N e Nguwoi phéi | Kétqua | Thoi han 2 x
STT cbng viéc Noi dung Ng“ﬁﬂ thye hop thuc | dat dwoc |hoan thanh Bieu mau
en hién
phat, xuat kho vat tu cu thé
theo tirng modul, mon hoc.
Phong TH-HC&QT tong hop
hd so lién quan giii P. TC-KT.
, Phong TC-KT huoéng dan X
Bl4:  Thanhipy g TH-HC&QT hoan thien| Phong TC- | Phong TH- | Héso | 03 N9 SAU| gy y17/TCKT/08
14 |toan kinh phi|,_» . . .| khi VTTH
ho so thanh toan theo quy dinh. KT HC&QT | thanh toan A
VTTH . ~ . A nhap kho
Trinh Lanh dao truong phé
duyét chang tu thanh toan,
chuyén sang budc tiép theo.
Lanh dao truong can cu quy 01 ngay sau
15 |B15: Duyet din‘h va y kiénvtham muu cﬁAa Lénl} dao Phong TC-KT| Phé duyet khi nhkén BM/QT17/KHTV/08
phong chic nang phé duyét| truong duogc ho so
chuyén sang budc tiép theo. thanh toan
Phong TH-HC&QT phdi hop
véi Khoa CM kiém tra, lap Bidn ban
B16: Bién ban|Bién ban xur ly vat tu sau thuc oA, (10 ngay sau
16 |xir Iy VAt tu sau/hanh, Khoa CM XY VA it g | B QT LT TERTIOO
thyuc hanh Xir Iy VTTH, san pham thuc Sa#anﬁc hoc ky

hanh, phé liéu... theo quy dinh.




Bo phan/

Bo phan/

Tén buwéc va N e Ngudi phoi | Kétqua | Thai han 2 x
STT cbng viéc Noi dung Nglﬁérﬁhl‘m hop thuc | dat dwoc |hoan thanh Biéu mau
J hién
(LA 3NQAY Sau
] . Bao cao ket .Y 7
B17: Bao cao|,, . 2 5 o1 | KNI CO Bién
17 két qua xir Iy 0ong TH-HC&QT tong hop| Phong TH- 1oy o oy jQuaxaly |5 ey | BMIQTL7/TCKT/A0
béo céo ket qua xu ly. HC&QT vat tu sau ~
VTTH N vat tu sau
thuc hanh N
thuc hanh
Lanh dao truong xem xét phé| . \ i 02 ngay sau
18 |B18: Duydt  |duyét Béo cdo két qua xi ly| "2nndao | Phong TH- | poy g et | khi co bao |BMIQTL7/TCKT/L0
truong HC&QT .
VTTH cao
Luu hé so theo chic ning,| ., . | Phong TC- \ \
19 |B19: Luru hd so |nhiém vu ciia timg don vi lién| T 1oM9 TH- 1T Khoa | HO S0 luu | Theo ting
quan HC&QT CM triv hoc ky
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VI. Céc cdng cu/biéu mau/hwéng dan

STT |Tén cong cu/biéu mau/hwéng dan Ma hoa
1 |Bang dinh mac VTTH tiéu hao BM/QT17/TCKT/01
2 |Ké& hoach vat tu BM/QT17/TCKT/02
3 |Phu luc ké hoach vat tu BM/QT17/TCKT/03
4 Dy tru kinh phi vat tu BM/QT17/TCKT/04
5 |Phiéu giao hang BM/QT17/TCKT/05
6 |Phiéu nhap kho BM/QT17/TCKT/06
. Phiéu cap phat (phiéu xuat kho) vat tu, BM/OTL7/TCKT/O7
dung cu
8 [DPé nghi thanh toan BM/QT17/TCKT/08
9 |Bién ban xur ly vat tu BM/QT17/TCKT/09
10 |Béo céo két qua xtr Iy VTTH BM/QT17/TCKT/10
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