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NOI DUNG

1. Muc dich
Thyc hién nghiém chinh cac quy dinh cua phong KHTC va dam bao tinh nguyén

tac, thuc hién day du kip thot 0 rang cac bleu mau théng ké bao céo. Nham st dung
Vin phong phim dang muc dich, dam bao tiét kiém phuc vu cong tac dao tao cua nha
truong co6 hi€u qua, chat luong.
2. Pham vi ap dung
Céc don vi trong toan trudong.
3. Tai li€u lién quan
+ TCVN 150 9001:2008
+ Quy dinh s6 346/Qb — HPQT & BGH ngay 20/02/2002
4. Pinh nghia, thuat ngir

+ VPP: Vin phong pham o 9 )
Cac thuat ngir, dinh nghia va tir viét tat khac: Str dung nhu trong S6 tay chat luong
cua Truong va tiéu chuan ISO 9001: 2008.



Ma s6: QT08
Lanbanhanh: ..........
Ngay ban hanh: ..........
Trang : 4/6

QUY TRINH THU'C HIEN
CONG TAC CAP PHAT
VAN PHONG PHAM

DT U

DUYTAN University

5. Néi dung

51. Luudd
Trach nhiém | Buwéc Luwru do Tai li¢u / Biéu miu
A 4
, . Can ctr nhu clu cac don vi gui to
Cac don Vi 1 d& nghi cip VPP vao diu thang
Nhén vién phu r -
trach cap phat Tap hop phan loai
VPP Yéu cau
v diéu chinh
Nhén Vi,én phl.l 2 Kiém tra, xtr
trach cap phat Iy
VPP
Nhén vién phu v
trach cap phat 3 Cép phat VPP
VPP
Nhan vién phu v
trach cap phat 4 Vao sd theo doi
VPP
Nhan vién phu . v
trach cap phat 5 Tong hop bao cao P. KHTC
VPP
v
Vian phong 6 Luu trir theo doi




~ _ as0: QTO8
QUY TRINH THUC HIEN [Fa2S1

DT U

CONG TAC CAP PHAT |-i-bunhind
DUYTAN University 9 N p Ngay ban hanh: ..........

VAN PHONG PHAM Trang - 5/6

5.2. Dién giai
Budc 1: Can ctr nhu cau cac don vi giri: Khi nhan phleu dé nghi cap phat vin
phong pham tir cac don vi, tién hanh kiém tra tinh hop 1y vé nhu cau sir dung cta don vi

dé nghi nhu: loai VPP, s6 luong va muc dich st dung, thoi gian st dung, ngay thang
nam 1ap, chit ky ngudi 1ap va ¥ kién cta thi trudong don vi.

Budc 2: Tap hgp, phan loai VPP:

Bwéc 3: Kiém tra, xir ly: Sau khi kiém tra, tdp hop sé lugng timg loai VPP can
cap phat cho céac don vi, tién hanh cap phat.

Buéc 4: Cap phat VPP: Khi xuat VPP cho cac don vi, cac don vi phai ky nhan
vao giay dé nghi, s6 luong tirng loai VPP nhén, bén giao va bén nhan kiém tra lai VPP
trude khi ky giao nhan, photo 1am 2 ban bén gitr giao 1 ban va bén nhan gitr 1 ban.

Bwéc 5: VAo sb theo ddi :Vao so theo ddi sé luong timg loai VPP xuét cho cac
don vi, ghi: ngay thang ndm xuat, don vi tinh, s6 lugng don vi nhan.

Bwoc 6: Lwu trir theo doi

- Cudi thang 1ap bao cdo sb lwong nhip — xuét — t6n timg loai VPP va ghi téng
gia tri hang nhap trong thang, tong gia tri hang xuit trong thang. Pong thoi
1ap bang ké s luong va gia tri VPP xuat trong thang theo timg don vi, 1ap guri
vé phong KHTC 1 bang, nguoi 1ap luu lai 1 bang dé dong tap chung tir theo
dai.

- Pong tap chimg tir luu: Sau khi cdp phat VPP cho cac don vi, luu lai bang dé
nghi va giao nhan VPP dé dong tap theo thang, cudi thang dong kém bang bao
céo tong hop.

- Khi cac don vi c6 nhu ciu cép phat mdi VPP, phai tién hanh x4ac dinh viéc
nhan sir dung vao muc dich gi va so VPP hi¢n con tai don vi trén so6 theo doi
VPP cuia tirng don vi, trudce khi cap phat méi.

6. HO so

Hinh Thoi Hinh thire
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1 | B&o céo tinh hinh st dung | Van phong
VPP

2 | B4o c4o nhap — xuat — ton | P.KHTC
VPP
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GIAY PE NGHI CAP VAN PHONG PHAM

Kinh g¢i : Van phong Truong

bé phuc vu cong viéc tai don vi trong thoi gian : thang .. . nam ...2012 .. dé nghi bd

phan cap phat VPP cip cho don vi mot sé VPP nhu sau:

STT Loai VPP pvr | SE 1 nNuc dich sit dung SL | Ghichy
nghi cap
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