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TRANG KIEM SOAT TAI LIEU

1. Danh sach phan phbi tai liéu
- Ban Giam hi€u.........ccccccoviiiiiiiiii e
- Van PhONg......oooviiiiiii e
- Céc don Vi trong truONZ......cccverveerierieeiee e
- Trung tAm Dam bao chat IUong.........cocovvvvevevverrereeeae,

2. Trang sira doi

Lan sua
doi

Trang

Noi dung stra doi sira doi Ngay hi¢u lyc | Phé duy¢t

3. Phé duyét
Nguoi soan thdo Nguoi kiém tra Nguoi phé duyét

Phan Phung Hiru
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NOI DUNG
1. Muc dich

Qui trinh nay théng nhét trinh ty, ndi dung va trach nhiém trong viéc quan Iy st
dung co so vat chat cia Truong Pai hoc Duy Tan.

2. Pham vi ap dung

Vién ban nay dugc ap dung cho tAt ca cac tap thé, don vi va ca nhan thudc Truong.
3. Tai li¢u lién quan

+ TCVN ISO 9001:2000, 9001:2008;

+ S tay chét lwong ciia Truong Pai hoc Duy Tén;

+ Ké hoach Chién luoc ting giai doan phat trién cia truong;

+ Cac Nghi Quyét cua Hoi ddng Quan tri theo tirng giai doan;

+ Cac quy dinh vé quan Iy va sir dung co s& vat chat.

4. DPinh nghia, thuat ngir
+ HPQT: Hoi d6ng Quan tri;
+ BGH : Ban Giam hiéu;
+ PHT: Pho Hiéu truong;
+ CSVC - Co s& vat chit: Co so vat chat duoc hiéu nhu sau:
- Nha cira va vat kién trac;
- Phong hoc, phong lam viéc;
- Ban ghé, phuong tién di lai.

Cac thuit ngit, dinh nghia va tir viét tit khac: St dung nhu trong So tay chit
lugng cua Truong va ti€u chuan ISO 9001:2008;
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5. Noi dung

5.1. Luu do
Trach nhiém | Bwéc Luwru do Tai li¢u / Biéu miu
Cac don vi/ .
Truong oy
1 Can ctr co so vat chat hién
co
T6 quan ly — ¥
CSVC- vin ) Lap ke hoach str dung
phong CsvC
BGH 3 Phé duyét
Céc don vi/ v
Truong 4 Thye thi ké hoach
T6 quan ly .
CSVC —vian Kiém tra viéc sir dung
phong 5 CsvC
T6 quan ly
CSVC- vin 6 Danh gia hién trang
phong CSVC hién co
Té quan Iy —
CSVC — vin 7 Bao cao BGH vé viéc su
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5.2. Dién giai

Buéc 1: Tlep nhan CSVC: Tur Ban quan ly cong trinh, Pon vi thi cong hodc tur
Ban co so vat chit va mua sim ciia Trudng chuyén giao.v...vv.

Bude 2: Lap ké hoach st dung CSVC: Cén ctr nhu cau str dung co sé Vat chat cua
cac don vi lap ké hoach phan bo cho cac don vi.

~ Buwéc 3: Trinh BGH phé duyét: Pé xuit phuong an phan b(;; va su dung co s vat
chat cho cac don vi trong truong st dung trinh BGH phé duyét. Néu chua hop 1y lam lai
budc 2.

Bwéc 4: Trién khai thuc hién: T6 quan Iy CSVC - Vian phong cha dong phdi hop
véi cac don vi €6 lién quan dé thuc hién cac phan viéc theo dung phuong an da duoc phé
duyét.

Buwéc 5: Kiém tra viéc sir dung: T6 quan ly CSVC - Vian phong theo di viéc
quan ly va st dung CSVC cua cac don vi theo dang cac qui dinh cua truong.

Buéc 6: Danh gia hién trang CSVC: Phi hop v6i cac don vi kiém dinh lai hién
trang CSVC qua qué trinh st dung.

Buéc 7: Bao cao két qua cho BGH: Bao cao két qua cho BGH.

6. HO so
STT Tén Hb so Noilww | M0 | Thoi | Hinh thic
thire luvu | gian luu huy

1 | To trinh cac don vi; Van Vanban | Laudai

Phuong an dé xuat phong/cac
don vi

2 | Bién ban vi pham viéc quan | Van phong/ | Van ban | Kém theo | May huy
ly va sir dung CSVC. Céc don vi ké hoach | gidy
Vin ban tong hop bao cao
BGH.




