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1. MUC PiCH

Quy trinh nay nhim dua ra nhing nguyen tic bao dam cung cp céc trang
thiét bi mua vao, dép ting duoc yéu cau cong viée, tao diéu kién thuan lgi cho cén
b, cong chirc va lao dong thudc Ban hoan thanh nhiém vu dugce giao.

2. PHAM VI AP DUNG

- Ap dung véi viée mua sim céc tai san, trang thiét bi van phong (trir danh
muc tai san mua sam tap trung).

- Ap dung véi tit ca cac phong trong co quan thudc Ban.

3. TAI LIEU VIEN DAN

- TCVN ISO 9001:2015

- Luét D4u thau sb 22/2023/QH15 ngay 23/6/2023;

- Luat Quan 1y, sir dung tai cong s6 15/2017/QH14 ngay 21/6/2017;

- Luat Phong, chéng tham nhiing s6 36/2018/QH14 ngay 20/11/2018;

- Lu4t Ngan sach Nha nudc s6 83/2015/QH13 ngay 25/6/2015;

- Nghi dinh s6 24/2024/ND-CP ngay 27/02/2024 cua Chinh phu quy dinh
chi tiét mdt sé didu va bién phép thi hanh Luat D4u thiu vé lua chon nha thau;

- Nghi dinh s6 59/2019/ND-CP ngay 01/7/2019 cua Chinh phu quy dinh chi
tiét mot so diéu va bién phép thi hanh Luat phong, chong tham nhiing;

- Nghi dinh s6 118/2006/ND-CP ngay 10/10/2006 ctia Chinh phi vé xir Iy
trach nhiém vat chat doi voi can bo cong churc;

- Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 ctia Chinh pht Quy dinh
chi tiét mot sd diéu cta Ludt Quan 1y, st dung tai san cong; Nghi dinh sb
114/2024/ND-CP ngay 15/9/2024 cta Chinh phu sira dbi, b6 sung mot s6 diéu cia
Nghi dinh sé 151/2017/ND-CP ngay 26/12/2017 cta Chinh pht Quy dinh chi tiét
mot s6 diéu ctia Luat Quan 1y, st dung tai san cong;

- Théng tu sb 02/2008/TTLT-BTC-BNV ngay 20/5/2008 thong tu lién tich
B0 tai chinh, bd No1 vu hudng dan thi hanh nghi dinh 118/2006/ND-CP;

- Quyét dinh s 50/2017/QP-TTg ngay 31/12/2017 cta Thu tuéng Chinh
phu vé Quy dinh tiéu chuan, dinh mac str dung may mac, thiét bi;
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- Théng tu s6 144/2017/TT-BTC ngay 29/12/2017 cua Bo Tai chinh vé
Huéng dan mét s6 noi dung cua Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017
cua Chinh pht Quy dinh chi tiét mét s6 diéu cua Luat Quan 1y, sir dung tai san cong;

- Théng tu s6 48/2023/TT-BTC ngay 12/7/2023 cua B Tai chinh huéng dan
viéc quan ly, st dung, khai thac phan mém quan 1y tai san céng;

- Nghi quyét sb 37/2024/NQ-HDND ngay 20/8/2024 cua HPND tinh Lai
Chau Ban hanh quy dinh vé& phéan cip quan 1y, sir dung tai san cong va thim quyén
quyét dinh viéc mua sam hang hoa, dich vu thudc pham vi quan ly cua tinh Lai Chau
co hiéu luc tir ngay 01/9/2024;
Quyet dinh sd 03/2019/QD-UBND ngay 08/3/2019 cia UBND tinh Lai
Chau vé danh muc tai san mua sdm tap trung tinh Lai Chau.

- Quy ché chi ti€u ndi bo, Quy ché quan 1y, st dung tai san coéng clia Ban
quan ly Khu kinh té tinh Lai Chau.

4. THUAT NGU VA CHU VIET TAT

TB: Trudng ban

PTB : Pho Trudng ban
1E Truong phong

PD; Phé duyét

NCC: Nha cung cip

TS: Tai san

TBVP: Thiét bi Vin phong
VP: Vian phong
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5. NOI DUNG QUY TRINH
5.1. Lwu dd quy trinh
Cé,c Ngu’(‘!'i thyre Trinh ty cong viéc Biéu miu
budc hién
Cac phong Nhu ciu mua szfun tai san, BM.VP.02.01
iy chuyén mén trang thi€t bi s
|
. :
512 Vin phong Kiem tra, tong hop nhu cau BM.VP.02.01
mua sam
v
Truong ban
513 hogc phé Phé duyét BM.VP.02.01
truong ban phu ;
trach tai chinh
Trudng ban l
5.1.4 hogic phé Lua chon nha cung cp BM.VP.02.02
truong ban phu
trach tai chinh
.15 Thuc hién mua hang
Van phong
" . Théng BB
LLE | VeRRIME | g b nghié BM.VP.02.03
NCC m thu
|
, L
213 Vin phong Xuét kho BM.VP.02.04
|
; 2
518 Ké toin Thanh toan va vao so theo doi
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VP tham muu QD giao
5.1.8 Vién phong 51 win
5.1.10 Vin phong Ban giao cho bd phan sir dung BM.VP.02.05

5.2. Dién gidi luu do:

5.1.1 Can cir trén tinh hinh thyc té vé nhu cau sir dung trang thiét bi van phong
cac phong chuyén moén guri dé nghi 1én 1anh dao Ban theo BM.VP.02.01 dé xét duyét.

5.1.2 Pinh ky hang quy Chanh Van phong téng hop phiéu yéu cau mua sdm
TS - TBVP theo BM.VP.02.01 va xay dung ké hoach kinh phi cua co quan trinh
Pho Ban phu trach tai chinh xem xét, phé duyét.

5.1.3 Ké toan can ctr ngudn ngén sach cua co quan cho y kién. Chanh Vian
phong trinh Trudng ban phé duyét tong hop nhu cau mua sam TS - TBVP va ké
hoach kinh phi.

5.1.4 Can ci vao tong hop nhu cau, ké hoach kinh phi dugc duyét, vin
phong tham muu cho lanh dao Ban dam phén, lya chon nha cung cap
(BM.VP.02.02)

5.1.5. Vin phong thong bao moi nha cung cip dén thoéa thudn mua sim,
Truong ban hodc Phé Trudng ban phu trach tai chinh trén co s¢ cdc thong tin da
duogc thoa thuan thuc hién viéc ky két hop dong mua sam TS - TBVP.

§.1.6. Can cu trén hop déng hodc don dat hang, nguoi dugc giao nhiém vu
mua sam thuc hién viéc mua hang.

5.1.7. Ngu¢i duge giao nhiém vy mua hang nhén TS - TBVP, dfmg thoi
kiém tra vé sb luong, chung loai TS - TBVP nhép theo yéu cau va lam bién ban
nghiém thu voi cac nha cung cép, tai san nhan vé duoc nhép kho (BM.VP.02.03).
Néu nha cung cép khong tuén thu ding cam két trong hop dong, phai bdo Chanh
Van phong, 1anh dao Ban dé giai quyeét.

Truong hop TS - TBVP khong dat yéu cau, Vin phong théng bao cho nha
cung cap va cung tim kiém bién phap giai quyét.

5.1.8. K& toan co quan thuc hién viéc thanh quyét toan véi cac nha cung cap
sau khi c6 day du cac giay to sau:

- Hop ddng kinh té.

- Bang béo gi4 (3 bang bao gia ctia 3 don vi) hodc vin ban thim dinh gia.
1
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- Bién ban nghiém thu, ban giao.
- Bién ban thanh 1y hop dong.
- Hoa don tai chinh.

5.1.9. Van phong can ctr nhu cau sir dung TS — TBVP ctia cac phong chuyén
mon lam phiéu xuat kho (BM.VP.02.04)

~5.1.10. Van phong tham muu 1anh dao Ban ra Quyét dinh ban giao tai san
dén b6 phén cé nhu céu sir dung.

5.1.11. Vian phong thuc hién ban giao TS - TBVP cho cac phong cé nhu cau
va lam bién ban ban giao véi cac phong theo BM.VP.06.05

5.3 Tiéu chi logi bé nha cung cdp.

Tiéu chi loai bé hodc thay doi d6i véi cac nha cung cap khong thuc hién theo
yéu cau cua Ban gdm:

- Chét luong khong tot

- Cung cép thiéu sb luong

- Tién d6 cham, giao hang khong diing ngay
6. BIEU MAU

STT | Ky hiéu biéu miu | Tén biéu mau
i | evrvp oo Giay béo hong, mit CCDC, TS va dé nghi thay thé,
mua Sam.
2 | BM.VP.02.02 Dé nghi chon nha cung cAp tai san, thiét bi.
3 | BM.VP.02.03 Phiéu nghiém thuy, nhap kho
4 | BM.VP.02.04 Phiéu xuét kho
5 | BM.VP.02.05 Bién ban ban giao quan ly tai san

7.HO SO CAN LUU
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STT Tén hd so Trach nhiém luu | Theoi gian luu

Giay béo héng, mat CCDC, TS va dé
nghi thay thé, mua sam

Dé nghi chon nha cung cap tai san,

2| thiét bi.

3 | Téng hop nhu ciu mua TS — TBVP

4 Hop dong va phu luc hop dong (néu
o).

5 Thu tir giao dich trong qua trinh dam
phan

6 | Phiéu xuat kho va ban giao, quan ly

7 | Bién ban giao nhan tai san

Keé toan co quan
luu trir hé so mua 10 nam
hang

- Ké toan co quan luu trit hd so mua hang trong thoi gian 10 ndm bao gom:

+ Nhu cau mua TS — TBVP.
+ Tong hop nhu cdu mua TS — TBVP.

+ Hop dong va phu luc hop dong (néu co).

+ Céc don thu chao hang.

+ Phiéu chon nha cung cép.

+ Thu tir giao dich trong qué trinh dam phan.

+ Bién ban giao nhan tai san.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1ap - Tu do - Hanh phic

GIAY BAO HONG, MAT CONG CU, DUNG CU, TAI SAN
VA PE NGHI THAY THE, MUA SAM

1 Tén, b6 phin ouiin 1F sl SIS .o oo vvn vissmms s s suass Soens e §v s 3an

a. Ngay ...... /....] 202.... xin bao mat/hong cong cu, dung cu nhu sau:
Ty S— ] Thoi gian sir dung tr | Gia tri khi
STT AnCONECN. | pvT | 86 JEONE | DIV ionsesnsmnsuinns dén | xuit sir dung | Héng | Mat | Ly do héng, mét Ghi chu
dung cu bao hong, mat < E
: DAY wasnans (néu co)
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b. Dé nghi mua sam, thay the, bo sung: (Thay mdi, stra chita, mua sam hodc c6 y€u cau gi cu thé)

udk o
STT Tén loai PVT | S6lwong e Thanh tién Gl
don gia (co6 yc chung loai)
|
2




2.Y kién ciia VP1/VP2 : Ngdy ......[...../ 202

STT Tén loai PVT S6 | Dykién | Thanh | Péng | Khong | Lydokhdng | po, 0 \pse
: lwong don gia tién y dong y dong y
1
2
3
Nguwoi lap Lanh dao phong/Trung tim Vin phong/Van phong dai dién

Phé duyét cia Pho Truéng ban phu trach Tai chinh
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PHIEU PE NGHI CHON NHA CUNG CAP TAI SAN, THIET BI, ....

Tén nha cung cip 1 Tén nha cung cap 2 Tén nha cung cip 3

Tén tai . < "

| sdn, | 6 oo | sb g | | 86 | | B I 0 O e

thiét bi, | lwong | Tén cl'é' dién ‘,’é" ’:iaf'b Tén cl’:j‘ dign |00 ':':,“b Tén 1!1? dién o‘i’é“ ';‘é“g
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Nguoi dé nghi
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Lai Chau, ngay ... thang ... nam ... ...
Lanh dao Ban phé duyét
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UBND TINHLAICHAU ~ CONG HOA XA HQI CHU NGHIA VIET NAM
BAN QUAN LY KHU KINH TE DPoc lap - Ty do - Hanh Phuc
36 /PN-BQL Lai Chdu, ngay........ thang ....... 11 o (O

PHIEU NGHIEM THU, NHAP KHO

I

2 e S S S I T T —

- Theo hop ddng s6 ........... ngay ..... thang ..... NdM ..... CUA eevvereveveereseee e
1Tl R USSR SR SO
) S6 luwgng o R
S6 | Tén, nhin hiéu, quy cach, Do-n e Thanh
TT hiam chét vi | Theo |y e | theo tién
g tinh | ching | .. HD
. ap
twr
A B € 1 2 3 4=3%2
Cong

TONG 56 tHEN (VI DANZ CHT): .o ses s sesesssses s s
SO CHUNG tI KEIM ThEO: ... s e ese s ees e ss e sees s seen
Nguoigiao  Chéanh Vin  Thi kho Ké todn Lanh dao Ban

hang phong (Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

(Ky, ho tén) (Ky, ho tén)

Noi nhin:

- Chanh VP;

- Ké toan;

- Nguoi giao;

- Luu: Thii kho (ban gbe).
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PHIEU XUAT KHO
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Gia tri

S6 | Tén, nhén hiéu, quy cach, = Bo"n SO Nguyén ‘;!1:01 Thanh
TT phim chit IS | s | hegng | g m | edn
tinh ban
giao
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Cong

TONG SO HHEN (VIEL DANG CRIL): ovoveeeeeeeeeeeeee e eeee e s e s s s e ee s ees s
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Nguwoi Lanh dao Chanh Vin Thikho Kétoan Lanh dao Ban

nhan don vi nhan phong (Ky, ho  (Ky, ho tén) (Ky, ho tén)
(Ky, ho tén) (K3, ho tén) (K, ho tén) tén)
Noi nhan:
- Chanh VP;

- Ké toan;
- Pon vi nhan ban giao;
- Luu: Thua kho (ban gdc).
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BAN QUANLY KHUKINHTE ~ CONG HOA XA HQI CHU NGHIA VIET NAM

VAN PHONG/TRUNG TAM Péoc lap - Tw do - Hanh Phic
DVKKT ; /
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S6: /BB-BQL = &

BIEN BAN BAN GIAO QUAN LY TAI SAN

IO V] TR0 cnvscissevmmmmunan osusscossansosos sxsm sy e S S S A A S S P R RS
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= DON VI NNAN ettt e ettt e e e enae s
- Nguol nhan quan 1Y ST AUNE: ...ecviecieieeieeeecee ettt b e e eenas
Gia tri
S6 | Tén, nhéin hiéu, quy céch, Ma BO.“ 'SO Nguyén t!1:01 Thanh
TT phim chat Th v lrgng gia it tién
tinh ban
giao
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Cong

TomE S0 e (VIS WaHE GHE umsnsmiomsvimsnsimm e e ooy s i

Nguwoi nhan Lanh dao don Ngudigiao  Lanh dao don K¢ toan Ban

quan ly, sir vi nhin (Ky, ho tén) vi giao hoic KT
dung (Ky, ho ten) Trung tim
(K, ho tén) (Ky, ho tén) (Ky, ho tén)
Noi nhin:

- Bon vi nhan/giao;

- Ké toan Ban;

- Nguoi quan 1y, str dung;

- Luu: Ké toan noi giao (ban gbc).




