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NOI NHAN TAI LIEU

M BGH M Khoa Xay dung va Quan 1y do thi

M Phan hiéu Hué M Khoa Dién — Dién tir

M Phong QLDT M Khoa K5 thudt do thi

M Phong TC-HC M Khoa Co khi - Han

M Phong TC-KT MKhoa GDCT va KHCB

M Phong KDCL&KNDN M Trung tdm dao tao nganh nudc va moi trudng
M Phong KH&QHQT M Trung tAm Tu van xay dung va XKLD

M Phong QLTB&XDCB M Trung tim dio tao nghé xay dung Viét Dtic

BANG THEO DOI THAY POI TAI LIEU

Ngay sira doi Noi dung thay ddi Ngay hiéu luc




Quy trink : QUAN LY PHONG HQC — NHA XUONG

I. Muc dich va pham vi ap dung

1. Muc dich

Viéc xay dung, thue hién quy trinh Quan 1y phong hoc, nha xudng nham:
Quy dinh trach nhiém, quyén han va phuong phéap thuc hién cong viéc quan 1y
phong hoc, nha xudng cua truong phuc vu cac hoat dong chuyén mon va cong
tac dao tao chuyén nghi¢p hi¢u qua.

2. Pham vi ap dung

- Ap dung cho moi bd phén st dung phong hoc, nha xuong, phong thi
nghiém c6 anh hudng dén hoat dong giang day va nghién cuu khoa hoc tai cac
khoa/Trung tam/phong ban.

- Trudng don vi chiu trach nhiém gidm sat viéc thuc hién quy trinh nay.
- Nguoi dugc giao trach nhi€ém quan 1y phai tuan thu theo quy trinh nay.
- Quy trinh dugc 4p dung cho toan truong.

I1. Pinh nghia va tir viét tit

1. Pinh nghia

Phong hoc, nha xudng 1a co s& truong 16p, phong thi nghiém, phong may
va trang thiét bi Truong giao cho cac nhan, don vi quan ly va st dung phuc vu
cong tac day va hoc, nghién ctru khoa hoc trong nha truong.

2. Tir viét tat

- QLTB: Quan Iy thiét bi va xdy dung co ban
- TCKT: Tai chinh ké toan

- QLDT: Quan 1y dao tao

- BGH: Ban gidm hi¢u

- CSVC : Co s& vat chat

- TSCD: Tai san ¢ dinh

- LT: Ly thuyét

- TH : Thuc hanh

- BT, BD: Bao tri bao dudng

- PHNX: Phong hoc, nha xudng
I11. Lwu do



Quy trinkh : QUAN LY PHONG HQC — NHA XUONG

LUU PO QUY TRINH QUAN LY PHONG HQC — NHA XUONG

QUY TRINH QUAN LY PHONG HOC, NHA XUGNG
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Quy trink : QUAN LY PHONG HQC — NHA XUONG

IV. PAC TA
DAC TA QUY TRINH QUAN LY PHONG HQC — NHA XUONG
TT | Tén buéc Pic ta B§ phan/ B¢ phan/ | Két qua dat | Han Hoan Biéu
cong viéc Ngudi thue Ngudi dwogc thanh miu
hién phdi hop
thuc hién
1 |Nhuciu | Pinhky hing naim/dét | Ca nhan/don vi Phiéu dé xuat | Trudc khi BM/QT
cac donvi | xuét trén co s6 sb nam hoc 14/QL
lwong hoc sinh, thiét bi khai giang / TB.01
may moc, phong hoc, khi c¢6 nhu
nha xuong, cua don vi ciu.
¢6 trach nhiém dé xuét
giri vé phong
QLTB&XDCB
2 | Lapké - Can cir ké hoach dao | Phong Céc don vi | Ké hoach phan | Trudc khi
hoach tao ndm hoc cta phong | QLTB&XDCB bd nam hoc
phan bo Quan ly dao tao khai giang /
phong X - Can cir nhu ciu cac k?l ¢6 nhu
hoc, nha . cau.
. don vi
Xuong
- Lap ké hoach phan b
phong hoc, nha xudng
3 Phé duyét | Ban giam hi¢u xem xét | Ban gidm hiéu Phong Ké hoach phan | Trudc khi
ké hoach phé duyét ké hoach QLTB bd phong hoc, | nam hoc
phan bd phong hoc, nha xudng khai giang /
nha xuong dugc phé khi ¢6 nhu
duyét cau.
4 | Té chire Can ctr ké hoach dugc | QLTB Phong Céc donvi st | Thoi khoa
thuc hién | BGH phé duyét phong QLTB dung nhan biéu theo
QI:TB t? ch}'rc tl}uc Céc don vi phﬁ?ng hoc, tung hoc ky
hién phéan bd phong xudng thuc
hoc, nha xudng. hanh, thoi
khéa biéu
5 | Khaithac | Sau khi tiép nhan cac Phong Khai thac st Str dung,
su dung phong hoc, nha xudng QLTB dung quan ly
céac don vi dua vao khai QLDT xudng thyc
thac st dung ding muc Céc don hanh, theo
dich, hi€u qua theo noi . thoi khoa
. \ vi .2
quy, quy dinh st dung : biéu
phong hoc, nha xudng,
ndi quy phong hoc,
xudng thyc hanh
6 | Bao cao, - Béo cao qua trinh st | Pon vi quan ly Phong - Béo céo Theo nam BM/QT
dé xuét dung su dung QLTB, - Db xudt hoc hodc 14/QL
A . , QLDT theo hoc TB.01
- D¢ xuat cai tao stra, ky/dot xudt
chira chong xudng cap Céc don vi ; BM/QT
14/QL
TB.02
7 Kiém tra Pinh ky phong QLTB Phong QLTB Phong Bién ban Theo nam BM/QT
danh gia phéi hop véi céc khoa, QLTB, hoc hoac 14/TL
phong, don vi. Kiém TCKT theo hoc TB.03

tra danh gia viéc su
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TT | Tén budc Pac ta B phan/ B9 phan/ Két qua dat Han Hoan Bifx:u
cong viéc Nguwoi thue Nguoi dwoc thanh mau
hién phoi hop
thuc hién
dung phong hoc, nha Cac don vi ky/dot xuat
xuong hi¢u qua, ding
muyc dich
8 | Dytru Cén cir d¢ xuét va bién | Phong QLTB Phong Bang dy tri 07 ngay
kinh phi ban kiém tra danh gia, QLTB, kinh phi
BDBT Phong QLTB Ién du tru TCKT BTBD chong
ch(zng . kmA’h phlA’BTBD chong Céc don vi xuong cap
xuong cap | xuodng cap
9 | Phé duyét | Kinh phi dugc duyét BGH Phong Co6 kinh phi 02 ngay
kinh phi QLTB, thuc hién
QLPT
10 | T6 chirc Kinh phi khéng duoc BGH Phong Quay lai buéc | 03 ngay
thuce hién du}ﬂlet $IC_-|£'|B" trude Theo hop
Kiém tra giam sat don Phong hoc dong hoac
vi t’hi cong BTBD Céc don vi | xuong thuc theo thoa
chong xuong cap hanh duogc thuan
BTBD
11 | Luvuhd so | Pua phong hoc, xwong | Phong QLTB Phong Phong hoc, BM/QT
t}}uc hanh vao quan 1y, Céc don vi QLTB xuong thuc 14/QL
st dung Céc d .| hanh trong TB.01,
acdonvt | tnh trang dap 02, 03

ung nhu cau
sir dung




Quy trink : QUAN LY PHONG HQC — NHA XUONG

V.HO SO CONG VIEC

Thoi
Dang . -
Y . 5 X gian | Huy
STT Tén ho so Noi lvu triv | ho so x
luu bo
1 | Gidy dé xuat Theo
Ban 05 guy
2 | Bao céo don vi quan 1y sur dung - Phong QLTB X 9 dinh
glay nam A
. hién
3 | Bién ban kiém tra hanh
VI. CAC BIEU MAU KEM THEO
STT Tén cong cu, biéu miu hwéng din Ma héa
1 | Gidy dé xuat BM/QT14/QLTB.01
2 Béo cdo don vi quan 1y sir dung BM/QT14/QLTB.02
3 | Bién ban kiém tra BM/QT14/QLTB.03
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BO XAY DUNG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG CPXDCT PO THI Doc lap - Tu do - Hanh phuc
KHOA...........o Ha Noi, ngay thang nam

Sau .

BAO CAO QUAN LY PHONG HQC, NHA XUONG

Kinh gtri : Ban gidm hiéu
Phong Quan 1y thiét bi va Xay dung co ban

B& mon xin bao cdo vé tinh hinh quan 1y, phong hoc nha xudng tai b mon nhu

STT

Tén phong hoc, nha xwéng | NoOi dung quan ly Tinh trang Ghi chu

Béo cao nay lap thanh 03 ban, giri BGH 01 ban, phong Quan 1y thiét bi va xay

dung co ban 01 ban, 01 ban luu tai don vi.

Khoa/Phong B0 mon/Ngwoi lap




Quy trinh : QUAN LY PHONG HQC - NHA XUONG

CONG HOA XA HQI CHU NGHIA VIET NAM

BO XAY DUN
0 UNG Poc 1ap —Tw do — Hanh phic

TRUONG CPXDCT PO THI

GIAY PE NGHI

Kinh gui: - Ban Giam hiéu

- Phong QLTB&XDCB
1. DBé nghi:
Nguoidénghi: ...l Donvii oo
Noi dung:
Stt Trang thiét bi, thong s6 k¥ thuat PVT So Tinh trang
lwgng
Ha Noi, ngay .... thang ...... nam 202
Phu trach don vi Nguoi dé nghi
2. Kiém tra, thue hién:
NGUOIT KIEIM T1A7 1ovovoeeceeseee ettt st ss ettt sses st snses et sneeneas
Hién trang trang HIEE D2 cvveeeeeeeeeeeeee ettt ettt e et ren ettt en e,
DI KUAL: vttt e et e et et ettt et e ettt e e et e et ettt et e e et
Ha Noi, ngay ..... thang.... nam .......
Ban Giam hiéu Phong QLTB&XDCB Neguwoi lap

Duyét



Quy trinh : QUAN LY PHONG HQC - NHA XUONG

BO XAY DUNG CONG HOA XA HQI CHU NGHIA VIET NAM
L ) ) Poc 1ap —Tw do — Hanh phic
TRUONG CPXDCT PO THI

Phong QLTB&XDCB

BIEN BAN KIEM TRA
PANH GIA QUAN LY PHONG HQC, NHA XUONG

Hom nay ngay ..... thang .... Nam 202...Tai phong hoc/xudng.........
bomon..................... thudc khoa....... , chung t6i gom c6:
I. Pai dién phong Quin ly thiét bi va X4y dung co ban:
1.ONg (bA)in.eee i -Chlie vui.ooe
2.0Ng (DA):e i -Chue v
3.0ng (BA)i.ecieiii -Chlie vui.oo
I1. Pai dién by mon, khoa (Pon vi quan ly sir dung):
1.ONg (bA):ne e -Chue v
2.00ng (bA)i i -Chlie vui.oo
3.0ng (DA)ieeeei -Chue v

Chung t61 cung tién hanh ki€ém tra phong hoc, nha xudng véi cac ndi dung sau:

STT | Tén phong hgc, nha xwéng | Tinh trang phong hoc, nha xwéng | Ghi chu

Bién ban duoc cic bén théng nhét nhitng ndi dung trén.

Bién ban két thuc vao ltc......... gio..... cung ngay, 1ap thanh 02 ban, mdi bén
gilt 01 ban va co gia tri phap ly nhu nhau/.

Phong QLTB&XDCB Trwéng don vi Sir dung DPai dién don vi sir dung



