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TRUONG DAI HQC MO TP.HCM
PHONG HANH CHINH-QUA.N TRJ

C<)NG HOA xA H<)I CHU NGHiA VI~T NAM
DQcl~p - TV do - H~.mhphuc

QUI TRINH
Thuc hi~n cac cong tac cua Phong Hanh chinh-Quan tr]

(Kem thea cong van s6 17IHCQT, ngay 04 thong 3 nam 2014 cua Phong Hanh chinh-Quan tri)

QUI TRINH
DAu tu, mua s~m trang thi~t b] phuc V\I cong tac giang day, hoc t~p,

nghien ciru va quan Iy

I. L~ KIt HO~CH, THOI GIANvA TO caucvA xET CHQNNHACUNGcAp.
1. L~p k~ hoach:

Chuan bi nam moi, vao thang 10 hang narn cac don vi l~p du tru mua sam thiet bi,
v~t nr phuc vu cong tac giang day, hoc tap, nghien cuu va quan ly (sau day goi t~t 121trang
thi~t bi) thea m~u 1, kern thea bang thuyet minh nhu cau SLYdung giri v~ Phong Hanh chinh
Quan tri (P.HC-QT) d~ tong hop, l~p k~ hoach mua sam chung cho toan Truong va trinh
HQi d6ng mua s~m tai san xem xct va trinh Ban Giam hi~u phe duy~t.

2. Th(')'igian tB chu'c mua s5m:
- Sau khi duQ'c HQi d6ng mua s~m tai san thong qua va Ban Giam hi~u phe duyet,

P.HC-QT se ti~n hanh cac thu t\lC mua s~m trang bi cho cac dan vi thea dLll1gqui dinh Clla
Nha nu6c v~ vi~c quy dinh chi ti~t vi~c slr d\mg v6n nha mr6c, c1~mua s~m nh~m duy tri
ho~t dQng thucmg xuyen cua dan vi S\Inghi~p cong l~p.

- Thai gian t6 chuc mua s~m trang thi~t bi cua cac dan vi se c1uQ'ctlwc hi~n 2 IAn
trong nam vao c1fiuquy I (thang 01- 03) va quy III (thang 07- 09).

- TruOng h9]Jcac dan vi co nhu cdu trang bi c6p bach, d(5txu6t (ngoai kd hot;lch
nam), dan vi l¢p phidu d~ nghi kem theo bang thuydt minh Cl;i thi goi P.HC-QT trinh Ban
Giam hi¢u xem xet quydt dinh.

3. TB chuc va xet chQn nha cung dp:
Tlly thea gia tri cua tung 10~i trang thi€t bi, hang h6a ... , P .HC-QT se d~ nghi mQt trong

cac hinh thuc mua s~m cho tlmg 10~i hang h6a nlm: mua sitm tfl,l'c ti~p, chao hang c~nh
tranh, chi dinh thfiu, d~u thfiu.

D6i v6i cac hinh thuc chao hang c~nh tranh, chi c1inhthfiu, c1~uthfiu, HQi c16ngmua sitm
cua Truang se duQ'c tri~u t~p th\Ic hi~n vi~c xem xct, danh gia cac h6 sa tham gia chao hang
c~nh tranh, d~u thfiu Clla cac nha cung dp d\Ia tren PMp lu~t d~u thfiu va cac Nghi c1inh,
thong tu thvc hi~n d~u thfiu mua s~m tai sc'mnh~m duy tri ho~t dQng thuang xuyen Clla
Truang.

n. KYKET HQP DONG,TIEP~, BAN GIAO,NG~M THU, THANH ToAN
1. Ky l{~thQ'pd6ng
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Can cir nQi dung phe duyet k~t qua xet chon Nha cung cap, HQi dong mua sam tai san
tnrong se chinh thirc "Thong bao k~t qua xet chon nha cung cap" d~n cac nha thau tham gia
dir th~u va P.HC-QT tien hanh thuong thao, ky k~t hQ'Pdong voi cac nha than trung thau,

2. Ban giao, nghiern thu, dua vao sir dung

P.HC-QT phoi hop dan vi S11 dung tien hanh giao nhan, nghiem thu hang h6a thea
nQi dung hQ'Pdong da duoc ky k~t voi nha cung cap,

3. Thu tuc thanh quyet toan HQ'P dc3ng, bao gc3m:
- HQ'Pdong kinh t~;

- Bien ban nghiem thu;
- Bien ban ban giao;

- H6a dan tai chinh thea quy dinh hien hanh;
- Bang thong bao tY gia h6i doai (N~u gia tri hQ'Pdong duoc qui d6i bang ngoai t~

khac VND);
- Bien ban thanh ly hop d6ng;

- Van ban phe duyet k~ hoach mua sam;
- Bien ban rna th~u, bien ban xet thau, bao cao k~t qua xet th~u va cac van ban

khac c6 lien quan. (n~u la hinh thuc chao hang c<;tnhtranh, d~u th~u);
- Van ban phe duy~t k~t qua xet chon nha cung dp.

4. Thii tl,lc nh~p tai san.
Th~l tl:lC nhq,p tili scm baa g6m cac h6 S(J, chUng h'r nhu sau:

H6a dan tai chinh thea quy dinh hi~n hanh (bim photocopy);
Bien ban ban giao tai san: 04 ban (P.HC-QT 01 ban, P.TC-KT 02 ban, dan vi str
dl.,lng01 ban).

III. cAc HINH THUC DAu TV'MUA SAM, THAM DINH KE HO~CH
1. Cac hlnh thuc dAu to', mua s~m:

Dfru tll' m6i hoan toan cho phong thi nghi~m m6i xay d\mg thea nhu du dao t<;lO

ho~c dao t<;tothea nganh ngh~ m6i (L~p dv an dfru tll' thi~t bi thea m~u 2) .

Mua s~m v~t tll', v~t dl.,lng,m~u v~t, h6a ch~t, dl.,lngCl.,lthi nghi~m, linh ki~n ...
phl.,lcVl.,lcho cong tac giang d<;ty,hoc t~p, thi nghi~m, cong tac qUEm1Y. (L~p d~r
tru trang thi~t bi phl.,lcVl.,lcho nam ..... thea m~u 3)

2. THAM DINH KE HO~CH DAu TV':
D6i v6i hinh thuc xin d~u tll' a ml.,lc 1 se dll'Q'cP.HC-QT t6ng hQ'p trinh HQi c16ng
mua s~m tai san xem xet, danh gia, trinh Ban Giam hi~u phe duy~t.
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