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eTY THOAT NUde & XLNT uA NANG

PHONG CONG NGHE MT NT.
CONG HoA xA HOI CHU NGHiA VIET NAM. . .

DQc l~p - Tl}' do - H~nh phuc

Da N8ng, ngay J-6 thang 0) ndm 2016

QUY TRiNH THl/C HI~N CONG VI~C

I. Chirc nang, nhiem V\I phong Cong ngh~ MTNT
1.1. Clnrc nang

- Tham rmru cho Ban giam d6c Cong ty trong linh vue xu 1;' mroc thai,
quan 1;' moi tnrong thuoc linh V\fChoat dong cua Cong ty, quan 1;' chfrt hrong,
kh6i hrong cac cong trinh do Cong ty thi congo

- KiSm tra, giam sat, huang d~n, nghiep vu cho cac don vi tnrc thuoc
Cong ty.

1.2. Nhiem v\I

- L~p kS hoach theo doi, kiem tra, giam sat cong tac moi tnrong cua h~
thong thu gom va xu 1;' mroc thai tren dia ban thanh pho;

- Nghien ciru, dS xuat cac giai phap kh~c phuc xu 1;' 0 nhiem moi tnrong
cua h~ thong thu gom va xu 1;' mroc thai, cac diSm nong 0 nhiem moi tnrong
tren dia ban thanh pho;

- Theo doi, danh gia s6 lieu quan tr~c moi tnrong cua cac Tram xu 1;'
mroc thai nr do co nhfrng dS xuat phu hop trong cong tac van hanh h~ thong;

- Ph6i hop voi cac co quan chirc nang danh gia hien trang moi tnrong
trong pham vi quan 1;' cua Cong ty;

- Chu tri, l~p h6 so du toan, quyet toan cac cong trinh xu 1;' 0 nhiem moi
tnrong do Cong ty thirc hien theo quy dinh cua Nha mroc;

- Chu tri nghiem thu kh6i hrong trong noi bQ Cong ty;

- Chi dao, giam sat thi cong cong trinh xu 1;' 0 nhiem;

- Lay m~u va phan tich cac chi tieu 0 nhiem moi tnrong mroc va khong
khi:,

- Tu vfrn khao sat, thiet kS, giam sat, quan 1;' du an d~u tu cac cong trinh
xu 1;' mroc thai;

- Nghien ciru, ling dung khoa h9C cong nghe trong Iinh V\fCxu 1;' mroc
thai;

- Thirc hien cac cong viec khac do Lanh dao Cong ty phan congo

1



II. Quy trinh xii' Iy cong vi~c

2.1. Quy trinh ti~p nh~n, giai quy~t va phat hanh van ban

2.1.1. Trinh t(l' xu If

Trach Ky hi~u Bmrc cfmg vi~c Bi~u m~u
nhiem

Nhan vien Bl.I Ti€p nhan van ban d€n
vanthu

BM OIPCN
Truong Duyet chuyenphong/lanh B1.2
dao phong

Ghi s6 theo d5i S6 theo doi VB
Nhan vien B1.3 Chuyen giao van ban dSn
van thu

+ +
Tham ThlJc hien

Nhan vien B1.4 rrnru,giai theo n9i
Nghiep vu quyetcong dung van

van d€n ban

I••
Truong ~

phong/ lanh B1.5 Soat, xet van ban du thao
dao phong

Ban Giam B1.6

~

d6c

•
Nhan vien B1.7 Theo d5i k€t qua giai quyet
nghiep vu

Nhan vien B1.8
~

van thu
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2.1.2. Mo ui n9i dung ciing vifC

B1.1. Ti~p nh~n hB so, van ban d~n

Nhan vien van thu tiSp nhan cong van dSn, trinh Truong phong xem xet.

B1.2. Duy~t chuyen

Tr,uOng phong xem xet, duyet chuyen dSn cac nhan vien dS nghien ciru,
giai quyet.

B1.3. Vito sA, chuyen giao van ban

Nhan vien van thu can cir vao duyet chuyen cua Truong phong, chuyen
van ban dSn nhan vien giai quyet; ghi ten ca nhan nhan van ban vao s6 theo doi
van ban dSn dS theo d5i chuyen van ban.

B1.4. Tham rmru giai quyet van ban

Nhan vien nghiep vu nhan diroc van ban nghien ciru yeu c§.ucua van ban,
tnrc tiep lien h~ voi cac don vi lien quan dS giai quyet noi dung theo yeu c§.uva
soan thao van ban phuc dap theo dung thai gian quy dinh.

B1.5. Soat xet van ban d1}'thao

Nhan vien nghiep vu, trinh Truong phong soat, xet van ban du thao,

B1.6. Xet duy~t

Sau khi tnrong phong soat, xet van ban, nhan vien nghiep vu trinh Ban
Giam d6c Cong ty duyet, ky.

B1.7. Theo doi k~t qua giai quyet

Nhan vien nghiep vu giai quyet xong van ban co trach nhiem chuyen van
ban da duoc Lanh dao phe duyet cho nhan vien van thu cua Phong TCHC vS kSt
qua giai quyet dS ghi nhan vao S6 theo doi van ban dSn.

Nhan vien nghiep vu co trach nhiem theo d5i tiSp tuc cong viec van ban
da xu ly va chuyen van ban da diroc vo s6 dong d~u cho nhan vien van thu cua
phong dS hru.

B1.8. Luu hB so

Nhan vien van thu co trach nhiem hru he, sa theo dung quy trinh va giri
cong van dSn don vi tiep nhan duoc neu trong van ban.

2.1.3. Thoi gian hoan thimh quy trinh

Trong tnrong hop co quy dinh trong van ban dSn: Thai gian xu ly toan bQ
quy trinh khong vuot qua thai gian yeu c§.u trong van ban dSn, tinh tir ngay
ngiroi tnrc tiep thu ly van ban.

Trong tnrong hop khong quy dinh trong van ban dSn: Thai gian xu ly
toan bQquy trinh khong qua 04 ngay lam viec,
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2.2. Quy trlnh ti~p nh~n, Xtf ly hB so cong trinh

2.2.1. Trinh II!' xii' Ij

Trach nhi~m Ky hi~u Bmrc cong vi~c

BM04PCN

Truong phong
/lanh dao
phong

B2.1 Ti€p nhan chu tnrong tir
Lanh dao Cong ty

Bi~u m~u

Truong phong/
lanh dao phong B2.2

-*-
Duyet chuyen

BM OlPCN

Nhan vien van
thu B2.3 Ghi s6 theo doi

Chuyen giao van ban
S6 theo doi VB
dSn

Nhan vi en
nghiep vu B2.4 L~p h6 sa du toan cong

trinh
I

Truong phong/
lanh dao phong B2.5 Soat, xet h6 sa du thao

Ban Giam d6c B2.6

Nhan vien
nghiep vu/van
thu

B2.7 Luu va gui d€~ cfip co tham
quyen

Nhan vien van
\ thu B2.8

I

Ti€p nhan H6 sa giai doan
dfiu nr, thi cong .....

Truong phong B2.9
BM OlPCN

Nhan vien
nghiep vu B2.10

J.

Phi€u giao viec, thu tuc lien
quan cho don vi thi cong

BM02PCN

Lanh dao
phong zNhan
vien kY thuat

B2.11
..

Nghiem thu voi don vi thi
cong

BM03PCN

Truong phong B2.12

I

Nghiem thu voi chu dfiu tu
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Nhan vien B2.13 Lap thu tuc Quyet toan
nghiep vu conz trinh

.1

Truong phong B2.14 I Soat, xet h6 sa Quyet toan

I
Ban Giam d6c B2.15

~

Nhan vien ••
nghiep V\ll van B2.16 Luu va giri d€n chu d~u tu
thu

2.2.2. Mo tii n~i dung ciing vifC

B2.t. Ti~p nh~n chii truong, van ban d~n

Sau khi tiep nhan chu truong, cong van tir Lanh dao cong ty. Tnrong
phong duyet, chuyen dSn nhan vien nghiep vu nghien ciru, tlnrc hien.

B2.2. Dlly~t ch lly~n

Truong phong duyet, chuyen dSn nhan vien nghiep vu nghien ciru, thirc
hien.

B2.3. Vao s8, chuyen giao van ban

Nhan vien van thu can cir vao duyet chuyen cua Truong phong, chuyen
van ban dSn nhan vien giai quyet; ghi ten ca nhan nhan van ban vao s6 theo doi
van ban dSn dS theo doi,

B2.4. Thuc hi~n giai qlly~t van ban

Nhan vien nghiep vu nhan diroc van ban nghien ciru yeu c~u, tnrc tiep
lien h~ voi cac ca nhan, don vi lien quan va l~p h6 sa du toan cong trinh.

B2.S. Soat xet van ban d\f thao

Nhan vien nghiep vu sau khi l~p h6 sa dir toan va cac van ban di kern
trinh Truong phong xern xet,

B2.6. XCi d lly~t

Sau khi tnrong phong xern xet h6 so, nhan vien nghiep vu trinh Ban Giam
d6c Cong ty ky duyet.

B2.7. LUll va giri hB so d~n c~p co thfim quyen

Sau khi trinh Lanh dao duyet h6 sa va van ban di kern, nhan vien nghiep
vu giri cho nhan vien van thu P.TCHC dS vo s6 hru van ban di kern h6 sa.
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Nhan vien nghiep vu co trach nhiem giri h6 sa dSn cac c~p co tham quyen

va lien h~ voi c~p co tham quyen dS giai quyet cac biroc tiSp theo lien quan dSn
h6 sa duoc gtri.

B2.8. Ti~p nh~n hB so' giai doan chuan b] d~u tu, thi cong ...

.i Nhan vien van thu tiSp nhan Quyet dinh phe duyet du toan, h6 sa du toan
diroc duyet, Hop d6ng gitra cong ty voi chu dftu tu vS viec lira chon don vi thi
cong cong trinh.

B2.9. Duyet, chuyen

Nhan vien van thu trinh Truong phong duyet, chuyen dSn nhan vien
nghiep vu,

B2.10. Giao vi~c, cac tho tuc lien quan cho don vi thi cong

Nhan vien nghiep vu lam phieu giao viec, cac van ban lien quan voi don
vi thi cong cong trinh. Nhan vien ley thuat giam sat cong trinh trong su6t qua
trinh thi congo

B2.11. Nghi~m thu nQi bQ

Sau khi hoan thanh cong trinh, nhan vien ky thuat nghiem thu kh6i hrong,
ch~t hrong cong trinh voi don vi thi congo

Nhan vien ky thuat luu gill' t~t ca cac bien ban lien quan dSn cong tac
nghiem thu dS thuc hien lap h6 sa thanh quyet toano

B2.12. Nghi~m thu cong trinh

Tir kSt qua nghiem thu nQi bQ, Truong phong phoi hop cung Ban giam
d6c nghiem thu khoi hrong, ch~t hrong cong trinh voi chu dftu tu.

B2.13. L~p hB so' Quy~t toan cong trinh

Dua vao Bien ban nghiem thu cong viec, nhan vien nghiep vu l?p h6 sa
Quyet toan, to' trinh ....

B2.14. Soat, xet hB so Quy~t toan
Nhan vien nghiep vu trinh Truong phong soat, xet h6 sa.

B2.15. Duy~t hB so

Sau khi tnrong phong xem xet h6 so, nhan vien nghiep vu trinh Ban Giam
d6c Cong ty duyet.

B2.16. Gifi hB so

Nhan vien nghiep vu co trach nhiern giri h6 sa dSn co quan co th~m
quyen, d6ng thai lien h~ voi cac c~p co tham quyen dS giai quyet cac thu tuc
quyet toan toan bQ h6 sa.

Nhan vien nghiep vu co trach nhiem giri lai toan bQ h6 sa cho nhan vien
van thu luu gill' theo quy dinh.
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2.3. Quy trlnh xii' Iy d~ xu~t ciia cac don vi true thuQc cong ty

2.3.1. Trinh t~ xii' Ij

Tnich nhiem
Ky

Burrc cong vi~c Bi~u miu
hi~u

Don vi tnrc thuoc B3.1 I D~ xuat IC6ng ty

~

BMOIPCN
Truong phong B3.2

'-1"
-w

Nhan vien Ki~m tra, tham rmru
Nghiep vu B3.3 Truong phong

••
Xem set, tham muu

Truong phong B3.4 Lanh dao

Ban Giam d6c B3.5 <S>
Nhan vien nghiep

I Giam sat tlurc hien d~ xuatvu B3.6

Truong

I Iphong/Nhan vien B3.7 Nghiem thu
nghiep vu

2.3.2. Mo tii n{Ji dung ciing vifC
A 'B3.1. De xu at

Cac don vi tnrc thuoc trinh dS xuat tnrc tiSp cho Truong phong xem xet,

B3.2. Duy~t chuyen

Truong phong xem xet, duyet chuyen dSn cac nhan vien nghiep vu dS
kiSm tra theo nQi dung dS xuat.

B3.3. Bao cao k~t qua ki~m tra

Nhan vien nghiep vu sau khi kiem tra theo noi dung dS xudt, bao cao kSt
qua, tham muu voi Truong phong.

B3.4. Phf duy~t d~ xu~t

Sau khi nhan vien nghiep vu bao cao, Truong phong se xem xet dS xuat.
D6!1gy duyet cho don vi triSn khai dS xu~t hoac khong dong y cho thirc hien dS
xuat.
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NSu khong d6ng y, tra lai dS xuftt cho don vi va quy trinh kSt thuc,

NSu d6ng y cho trien khai trong tnrong hQ'P dung theo dS xuftt, se cho
trinh Ban Giam d6c xet duyet va tiSp tuc thirc hien cac biroc tiSp theo. NSu d6ng
y cho triSn khai nhung trong tnrong hQ'P cfin thiSt phai thay d6i, b6 sung hoac
c~t giam cho phu hQ'P, don vi dS xuftt lai va trinh Tnrong phong xem xet trinh
Ban Giam d6c xet duyet va tiep tuc thirc hien cac buoc tiSp theo.

B3.5. XH duy~t
NSu d6ng y theo nQi dung dS xuat, se trinh Giam d6c phe duyet cho phep

thuc hien theo dS xuat.

B3.6. Giam sat thuc hi~n
Nhan vien nghiep vu co trach nhiem giam sat qua trinh thuc hien dS xuftt

cua don vi true thuoc va bao cao thuong xuyen voi Truong phong vS tiSn dQ
thirc hien dS xuat.

B3.7. Nghi~m thu

Truong phong cling nhan vien nghiep vu nghiem thu kh6i hrong, chftt
hrong thirc hien dS xuat sau khi cong viec hoan thanh,

2.2.3. Thai gian hoan thanh quy trinh

Thai gian xu ly giai doan tir buoc B3.1 dSn B3.5 cua quy trinh khong
vuot qua 07 ngay lam viec tinh tir khi cac don vi b6 sung dfiy du cac h6 sa, thu
tuc kern theo neu co, hoac thay d6i, sua chfra, c~t giam nSu co.

Thai gian xu ly giai doan nr buoc B3.6 dSn B3.7 cua quy trinh khong qua
04 ngay lam viec sau khi hoan thanh toan bQ cong trinh dua vao sir dung.

2.4. Quy trinh thuc hi~n quan tr~c va phan tich
2.4.1. Quy trinh xu Ij

Tnich nhiern Ky hi~u Blf(YCcdng vi~c Bi~u m§u, hB so

Truong phong Ti~p nhan chu tnrong yeu
/Hinh dao B4.1 d.u thu nghiem
phong

I
I

Nhan vien B4.2 Lap k~ hoach, chuang
nghiep vu trinh l~y mfru

I•Truong phong/ B4.3 SoM xet du thao
lanh dao phong

I

Lanh dao Cong B4,4
~

ty

+
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Nhan vien thi B4.5 Ti€p nhan KH l~p lich
nghiem lfty m~u & PTMT

I
+

Ph6 tnrong B4.6 Ki~m tra lich, bang
phong phan cong

I
1

Truong phong/
T, _

B4.7 Duyet lich lay mau,
lanh dao phong bang phan cong

Nhan vien lfty • Quy trinh 2.5
Thirc hien lfty man/dom~u, quan trac B4.8

hien tnrong true ti€p tai hien tnrong

I• Quy trinh 2.6
Nhan m~u va phan tichNhan vien thi B4.9

Quy trinh 2.7
nghiem mau Quy trinh 2.8

I N<)iquy PTN
,I,

Nhan vien thi B4.10 Ghi k€t qua vao s6 S6 theo doi k€t

nghiern
qua phan tich

I••
Ph6 Truong B4.11

Ki~m tra k€t qua phan
phong tich

I
Nhan vien thi

y
BMPKQPT-

L~p phieu k€t qua phannghiem TN&XLNTB4.12 tich

1
Truong phong B4.13 I

Duyet
I

I
J.

Ban Giam d6c B4.14 Lanh dao cong ty duyet
I

Nhan vien thi
.•.

BM02
Gui k€t qua d€n khach hangnghiem B4.15

I
T Soluu

Nhan vien thi B4.16 LUll phieu k€tnghiem
qua tai PTN
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2.4.2. Mo tii nri dung ciing vi?c
B4.1. Ti~p nh~n chii truong yen cAu thir nghiem

- D6i voi chuang trinh l~y m~u da co trong kS hoach d~t hang, Truong
pI:0ng se can cir tren chuang trinh chi dao nhan vien thi nghiem l?p kS hoach l~y
mau,

- D6i voi cac chuang trinh thir nghiem do khach hang yeu c~u: Sau khi
tiSp nhan chu tnrong, chuang trinh quan tr~c tir Lanh dao cong ty. Tnrong .
phong duyet, chuyen dSn nhan vien nghiep vu dS l?p kS hoach thirc hien.

B4.2. L~p k~ hoach churrng trinh I~y m~u

Sau khi nhan chi dao tir Truong phong, nhan vien nghiep vu chiu trach
nhiem soan thao kS hoach quan tr~c trinh Truong phong soat xet.

Trong tnrong hop kS hoach l~y m~u da duoc phe duyet trong d~t hang
hang nam thi nhan vien thi nghiem chiu trach nhiem l?p lich l~y m~u, khong c~n
l?p kS hoach, chuang trinh l~y m~u.

B4.3. Soat xet

Truong phong se soat xet va chinh sua nQi dung dir thao kS hoach quan
trac, ky nhay va chuyen lai nhan vien nghiep vu trinh Lanh dap Cong ty phe
duyet.

B4.4. Duy~t k~ hoach

Sau khi duoc tnrong phong soat xet, nhan vien nghiep vu trinh Lanh dao
Cong ty phe duyet va chuyen kS hoach duoc duyet cho van thu P.TCHC dS vo
s6 luu va giri dSn cac don vi co tham quyen,

Nhan vien nghiep vu co trach nhiem theo doi thuc kS hoach va chuyen kS
hoach da duoc phe duyet cho nhan vien van thu hru, d6ng thai chuyen cho
Tnrong pho phong dS dua vao lich l~y m~u hang thang,

B4.5. L~p lich va bang phan cfing cong vi~c I~y m~u va phan tich mfii
truong

Sau khi tiSp nhan kS hoach l~y m~u, nhan vien thi nghiem se l?p lich quan
trac, l~y m~u tren kS hoach da diroc duyet, d6ng thai l?p bang phan cong cong
viec trinh Truong pho phong kiSm tra.

B4.6. Ki~m tra lich I~y m~u, bang phan cong cong vi~c

Truong pho phong kiem tra S\T phu hop va ky nhay lich l~y m~u do nhan
vien thi nghiem thao tnroc khi Truong phong xet duyet.

B4.7. Duy~t ljch va bang phan cong

Sau khi diroc kiem tra, nhan vien thi nghiem trinh Truong phong xem xet,
neu d6ng '1 ky duyet cho trien khai. NSu khong d6ng '1, chuyen vS chinh sua sau
do trinh duyet va cho triSn khai.
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Nhan vien thi nghiem co trach nhiern photo, giri lich va bang phan cong
cong viec diroc duyet dSn tirng nhan vien thi nghiem thirc hien va Truong pho
phong theo d5i huang d~n.

B4.8. Thuc hi~n lay m~u, do m~u tai hi~n truong

Can cir vao lich va bang phan cong nhiem vu duoc Truong phong phe
duyet, Truong pho phong se huang d~n viec l~y m~u, tlnrc hien cac phep thir sao
cho phu hQ'Pvoi muc dich quan trac.

Nhan vien l~y m~u, quan trac tai hien tnrong se tien hanh trien khai thuc
hien l~y m~u, do nhanh cac thong s6 moi tnrong mroc, quan tr~c cac thong s6
khi thai ... theo quy trinh 2.5

B4.9. Nh~n m~u va phan tich m~u

Nhan vien thi nghiem can cir vao bang phan cong cong viec da duoc
duyet cua Truong phong, tien hanh nhan m~u.

Nhan vien thi nghiem can cir cac chi tieu cAn phan tich trong bang phan
cong cong viec thirc hien phan tich m~u theo quy trinh 2.6 va quy trinh 2.7.

B4.I0. Ghi k~t qua vao s8

Nhan vien thi nghiem sau khi phan tich xong ghi kSt qua phan tich vao S6
theo doi kSt qua phan tich va trinh Truong pho phong kiSm tra.

B4.l1. Ki~m tra k~t qua phan tich

KSt qua phan tich duoc trinh Pho Truong phong xem xet. NSu kSt qua
phu hQ'Pse cho tien hanh l~p phieu. NSu kSt qua co nghi ngo, se cho nhan vien
thi nghiem phan tich lai.

B4.12. L~p phi~u k~t qua phan tich

Sau khi Pho tnrong phong xem xet kSt qua, nhan vien hoa nghiem l~p
phieu kSt qua phan tich trinh Truong phong ky duyet.

B4.13. Soat duy~t

PhiSu kSt qua diroc Truong phong scat duyet kSt qua truce khi trinh lanh
dao Cong ty ky.

B4.14. Lanh d~o eong ty duyet

PhiSu kSt qua sau khi duoc Truong phong ky duyet, nhan vien thi nghiem
trinh len Ban Giam d6c ky duyet, van thu Phong TCHC dong d~u.

B4.15. Gifi k~t qua d~n khach hang

PhiSu kSt qua sau khi duyet, vo s6 luu dong dau, nhan vien thi nghiem
chiu trach nhiem giri dSn cac don vi giri m~u 1 ban.

B4.16. Luu phieu k~t qua

Nhan vien thi nghiem co trach nhiem giri lai toan b9 phieu kSt qua phan
tich cho nhan vien b9 phan thi nghiem duoc giao nhiem vu hru gift.
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2.4.3. Thoi gian hoan thanh' quy trinh
Thai gian xu ly giai doan tir biroc B4.1 dSn B4.7 cua quy trinh khong

virot qua 05 ngay lam viec tinh tir khi dat thoa thuan voi khach hang nSu co.

Thai gian xu ly giai doan tir biroc B4.8 dSn B4.14 cua quy trinh khong
.• qua 08 ngay lam viec trong tnrong hQ'P chi phan tich mfiu 1 l~n da: cho kSt qua.

2.5. Quy trinh I~y m§u

2.5.1. Trinh tl}' xii' Ij

Trach nhi~m Ky hi~u Burrc cdng vi~c Bi~u m~u, hBso

N~an vien lfry B5.1
Chuan bi lfry m~u

mau
I

Nhan vien lfry •••
Thirc hien lfrym~um~u duoc phan B5.2

eong I
1 Tern dan m~ut T -.

~an vien lfry Xu ly & Do mau Cac ban lfrym~u
B5.3 ,

mau Bao 9uan tnrc tiep
mau tai HT

I

~ ~ Cac ban lay m~u

NI:an vien lfry V~n K€t qua
mau

B5.4 ehuy~n do

I I• J, Bien ban lay m~u
Nhan vien thi Ban giao m~u K€t qua do nhanh
nghiem/nhan B5.5
vien lfrym~u

2.5.2. Mo tii n~i dung ciing vi?c
B5.1. ChuAn b] I~y m§u

Can bQ diroc phan cong chuan bi d~y du cac noi dung yeu c~u theo kS
hoach l~y mfiu. Ngoai ra c~n chu trong chuan bi cac cong viec sau:

- Phai co d~y du phirong tien bao hQ ca nhan khi l~y mfiu theo yeu c~u;

- Nhat ky ghi chep, cac loai Bien ban l~y mfiu, PhiSu nhan dang mfiu
(Tern dan mfiu);

- Phuong tien van chuyen: Chuan bi phirong tien chuyen cho mfiu phu
hQ'P;

- Phai co d~y du thict bi do mfiu hien tnrong;
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- Dung cu chira m~u: Dung cu chira m~u chuyen dung, dap irng yeu c~u
d6i voi tirng thong s6 quan trac; .

- ThiSt bi lfiy m~u: Trang thiSt bi phai phu hop voi yeu c~u ki thuat cua
phuong phap, phai co huang d~n van hanh va phai duoc kiem tra a trang thai
hoat dong t6t tnroc khi mang ra hien tnrong;

- Chuan bi d~y du cac Phuong phap lfiy m~u theo yeu cau,
A -BS.2. Lay mau

- Can b<)lfiy m~u tiSn hanh lfiy m~u theo kS hoach va phuong phap da xac
dinh.

- Sau khi lfiy m~u xong, phai tiSn hanh ngay viec dan nhan cho nrng m~u
tuong irng dS tranh nham l~n theo m~u nhu sau:

K' h'AU Ao y, 1~~ ma~: .
o Nga~ .la~ ma~: .
o Nguoi lay mau: .
o Bao quan: .
o Ghi chu: .

- TiSn hanh do/thir nhanh cac chi tieu yeu c~u (theo muc B5.3 duoi day)
va l~p Bien ban lfiy m~u nhu sau:

o Bien ban quan tr~c lfiy m~u khong khi, theo biSu m~u

o Bien ban lfiy m~u mroc va quan tr~c hien tnrong, theo bieu m~u

- Trong qua trinh lfiy m~u va do m~u phai dam bao kiem soat cac diSu
kien moi tnrong thich hop theo yeu c~u cua Phuong phap thir dS ra va ghi chep
d~y du VaG Bien ban lfiy m~u lien quan cling nhu Nhat ky lfiy m~u.

BS.3.1. Do, thir m~u true ti~p t~i hi~n trtrong

B6i voi cac chi tieu phai do/thir nhanh ngay tai hien tnrong thi phai tiSn
hanh ngay khi lfiy m~u hoac ngay sau khi lfiy.m~u theo yeu c~u cua tirng chi tieu
cu thS.

- Viec thirc hien do/thir diroc tiSn hanh theo cac Phuong phap thir tuong
irng hoac may do nhanh.

- Voi nhirng phuong phap do/thir da duoc xac dinh, phai sir dung trang
thiet bi phu hop, dap irng yeu c~u cua phuong phap vS mat ki thuat va do hrong,

- Barn bao cac thiet bi do phai diroc kiem tra, hieu chuftn tnroc khi thirc
hien,

- Can b<)do/thir phai ghi chep d~y du VaG Bien ban lfiy m~u nhirng d~c
diSm khong binh xay ra trong qua trinh do, thir m~u.

BS.3.2. Xir lyva bao quan m~u
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- Viec bao quan m&u duoc thirc hien theo cac TCVN tirong (mg.

- U6i voi cac chi tieu phai -do/thir khong thuc hien ngay tai hien tnrong thi
phai tiSn hanh xu ly m&u theo quy dinh cua cac Phuong phap thir nrong (mg.

- Cac m&u moi tnrong, d~c biet la mroc mat, mroc thai va cac loai khi,
- thirong bi bien d6i a nhtrng mire dQ khac nhau do cac tac dong ly, hoa va sinh

V?t hoc xay ra trong thai gian lfty m&u dSn khi phan tich. Ban chftt va t6c dQ cua
nhtrng tac dong nay thuong co thS lam cho nong dQ cac chftt c~n xac dinh sai
khac voi hIC moi lfty m&u neu khong thirc hien viec xu ly va bao quan m&u c~n
thiSt.

- Tuy theo tirng chi tieu khac nhau ma dung cu chira m&u, hoa chftt c6
dinh m&u va nhiet dQ bao quan m&u se khac nhau.

B5.4. V~n chuyen

- Khi van chuyen cac binh chira m&u c~n phai diroc lam kin dS chung
khong bi hong hoac gay mftt mat mot phan m&u trong khi v?n chuyen.

- C~n dong goi cac binh chira m&u dS khoi bi nhiem bAn tir ben ngoai va
tranh bi va.

- Trong khi van chuyen, cac m&u c~n duoc gift lanh, tranh anh sang va d~t
m6i m&u trong mot vo rieng khong thftm mroc.

B5.5. Ban giao m~u

- Nhom lfty m&u hien tnrong tiSn hanh ban giao m&u cho can bQ nhan
mau.

- U6i voi m&u diroc cac don vi giri len thi viec ban giao phai kern theo cac
Bi~n ban lfty m&u hien tnrong va kSt qua do tai ch6 va l?p bien ban giao nhan
mau.

2.5.3. Thoi gian hoan thanh quy trinb

Thai gian hoan thanh quy trinh khong qua 1 ngay d6i voi cac m&u don.
Cac loai m&u t6 hop se theo quy dinh cua kS hoach lfty m&u.

2.6. Quy trinh ti~n hanh phep thir Hoa

2.6.1. Trinh t~ xu Ij r.
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Sa a6 tien hanh thu' nghiem phep thu' H6a

t,

M~u da duoc ma h6a Luu mau

Thfr nghiem H6a I

ICae aiJu kien TN
siin sClng 1 1H6a chftt

Phuong tien do IM~u TN I I M~u luuI I- May m6c thi~t bi 1- Dung C\l -
Di~u kien moi tnrong XulYmJu
Nurre cftt Phuong phap co hoc: Lac, 5
Phuong phap thir tron, ... -;j
Nhan hrc I<CIl

1 8.-CIl·-...t:::
(.)

XulYmJu ,-.•...
c

Phuong phap h6a hoc: hoa tan, pha <CIl...t:::

loang, IQcnra ...
p...

-
tu« hanh tren thiit bi Phuang phap chudn aD
- Ki~m tra thong sf> may thd tieh~ Do mau
- Ki~m tra dung dich chuan - Ki~m tra dung dich chuan

Tinh toan
k~t qua

I
Bao
cao K~t qua K~t qua'khong
k~t phu h<JP phu h<JP
qua

2.6.2. Mo ta nQi dung phep thir Hoa

Tnroc khi tien hanh thir nghiem, PTN phai xem xet, kiSm tra diSu kien
m~u thir va cac chi tieu phan tich theo lich l~y m~u va bang phan cong cong viec
(Kiem tra s6 ma hoa tren m~u, tinh trang m~u, xem co phu hop voi nhfrng mo ta
tren bien ban nhan m~u hay khong).

D6i voi phep thir Hoa, t~t ca cac phep thir dSu phai tiSn hanh theo phuong
phap thir nghiem va yeu cftu chung diroi day:
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2.6.2.1. Chuan hi

a. Phuong phdp thu:

- Khach hang phai diroc thong bao vS phuong phap thir.

- PTN phai ap dung cac phep thir nghiem s&n co theo TCVN, Tieu chuan
Quoc tS hoac phirong phap thir ni)i bo,

b. May moc, thiit bi:

- Phai duoc kiSm tra thuong xuyen va bao tri bao duong dinh ky.

- Phai trong tinh trang s&n sang hoat dong va duoc chuan bi twin thu theo
huong d~n cua Cac huang ddn vdn hanh, baa duiing, hieu chudn noi bo, xu If;
S1! c6 thiit bi.

c. Dung cu:

- Dung cu phai sach se, diroc trang nra bang mroc c~t 1 l~n (hoac 2 l~n tuy
theo yeu cau), c~n s~y kho nSu phep thir yeu c~u.

- Phai trang nra lai theo huong d~n cua tirng phirong phap thir nghiem dS
han chS cac ySu t6 anh huong dSn chat hrong phep thir.

- Dung cu phai phu hQ'P voi muc dich c~n sir dung. C~n hra chon each
thirc danh ma s6 thich hQ'P cho dung cu tnroc khi tiSn hanh phep thir.

- Cac dung cu dS thir nghiem phai tuan thu theo Qui dinh v¢ sinh an toan
lao a(5ng.

d. Haa chdt:

- Cac hoa ch~t phai s&n co, dung chung loai va diroc kiSm tra phu hQ'Pvoi
phirong phap thir quy dinh.

- Viec quan ly sir dung hoa chat phai tuan theo cac quy dinh trong Quy
trinh quan If;, su dung hoa chdt.

e. Di~u kien moi truong:

- Tuy theo cac chi tieu phan tich va yeu c~u cua phtrong phap thir dS kiSm
soat diSu kien moi tnrong thir nghiem phu hQ'Ptheo qui dinh.

- Dam bao viec kiSm scat nhiet di), tho~g gio moi tnrong thir nghiem.

g. Nutrc cdt:

- Nurre c~t sir dung cho viec tiSn hanh phep thir hoa phai duoc kiSm tra
cac ySu t6 co thS anh hirong dSn phep thir tnroc khi sir dung,

- Trong twang hQ'P mroc c~t sir dung dS lam m~u trang hay pha loang
m~u phai su dung mroc c~t 2 l~n.

h. Nhdn luc:

- Nhan vien PTN duoc dao tao, t~p huan, du ky nang, nang hrc va kinh
nghiem dS dap irng yeu c~u cong viec.
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- Nhan vien thir nghiem phai mang bao hQ lao dong dfty du va phu hop
(mac ao blouse, mang gang tay, kh~u trang tnroc khi b~t dftu lam viec); v~ sinh
ca nhan sach se tnroc va sau khi tiSn hanh thir nghiem,

2.6.2.2. Xii' Iy m~u:

.• a. Xu If! theo phuong phap co h9C:

- D6i voi m~u dang long phai l~c dSu nhiSu lftn truce khi lAy m~u thir
nghiem.

- Khi xu ly m~u phai su dung cac dung cu sach se, kho rao va trang Iai
dung cu do nhieu lftn bang m~u dang xu IY.

b. Xu If! mJu theo phuong phap h6a h9C:

- D6i voi m~u da diroc xu ly qua phtrong phap co hoc diroc tiep tuc xu ly
qua cac khau nhu: sAy, co dac, pha loang, hoa tan, IQc, ...Trong cac qua trinh
nay, m~u phai diroc gift khong dS cho yang, ban ra ngoai hoac v~t la roi van
m~u. NSu dS xay ra tnrong hop roi vai m~u hoac nhiem v~t la van m~u thi phai
huy qua trinh xu ly do va lAy m~u hru tiSn hanh lai tir dftu. M~u khong qua xu
ly co hoc diroc dem di xu ly hoa hoc nhu tren (neu can)

- Lam song song voi m~u trang dS loai tnr tnrong hop cac thuoc thir, hoa
chat dua van m~u cac nguyen t6 gay sai s6 cho phep thir.

2.6.2.3. Ti~n hanh phan tich:

a. Do mJu:

- Viec do m~u diroc tiSn hanh theo trinh tv cong viec cua phuong phap
thir theo TCVN va cac tieu chuan khac theo thoa thuan voi khach hang hoac
theo cac phirong phap noi bo.

~ D6i voi phep thir co yeu cftu s6 lftn l?p lai thi phai tuan thu dfty duo

~ D6i voi phep thir khong co yeu cftu s6 lftn l?p lai cu thS thi thuc
hien nhu sau:

• D6i voi phep do tren may: l?p lai phep do it nhAt Ol lan/mot
chi tieu cftn xac dinh hoac do l?p lai 03 IftnlmQt chi tieu va lAy kSt qua
trung binh (voi diSu kien phep thir duoc tiSn hanh tren cac thiSt bi da
diroc kiSm dinh, hieu chuan nQi bQ, dieu kien moi tnrong, diSu kien
tiSn hanh phep thtr duoc dam bao)

• D6i voi cac phep do khong sir dung may (vi du: chuan dQ
tay): l?p lai phep do it nhat 02-03 IftnlmQt chi tieu cftn xac dinh va lAy
kSt qua trung binh hoac xu ly s6 li~u theo quy dinh,

- Viec do m~u co thS thirc hien bang phirong phap chu~n dQ thS tich, so
mau bang mat tai cac khu V\fC chu~n dQ hoac thuc hien tren cac may moc thiSt bi
nhu: May quang ph6 so mau, may do pH, may do dQ d~n dien ... Khi thirc hien
biroc nay thi phai dam bao cac thong s6 kY thuat tren may moc thiet bi phai 6n
dinh, cac chAt chu~n phai diroc kiSm tra va hieu chinh lai.
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"b. Ghi chep kit qua:
- Cac kSt qua sau khi thir nghiem phai dtroc ghi chep dAy du, chinh xac

vao S6 nhdt kYphdn tieh mJu eel nhdn trong do thS hien diroc cac nQi dung sau:

+ Ngay nhan mftu/ngay phan tich

+ Ten mau/khach hang

+ Cac ghi chu vS dQpha loang, thS tich mftu l~y phan tich, ...

- M6i nhan vien thir nghiem chiu trach nhiem vS tinh bao mat, khach .
quan, trung thuc cua ket qua trong S6 ghi chep; d6ng thai quan ly chat che dS
trach hu hong, rach nat, m~t mat, .... Cu6i m6i nam (31/12 hang nam) phai giao
nQP s6 cho Phu trach PTN dS dira vao h6 sa luu.

e.Kidm tra kit qua:

- KiSm tra sai s6 giira cac IAn thir l~p lai, NSu kSt qua phu hQ'Pthi tien
hanh tinh toan theo muc d. diroi day.

- Khi kSt qua thir nghiem co tinh b~t thirong hoac nghi ngo, phai tien hanh
ra soat, kiSm tra lai t~t ca viec chuAn bi va cac thao tac da thirc hien.

+ KSt qua cua hai phep thir l~p lai co dQ lech nam trong gioi han cho phep
cua phuong phap thir Ia phep thir co kSt qua phu hQ'Pva ngiroc lai phai tiSn hanh
thir nghiem mftu luu lai tir dAu.

+ Khi co b~t thuong xay ra phai tiSn hanh bao cao ngay cho Pho Truong
phong dS co phirong an xu ly thich hQ'P.

d. Tinh kit qua:

- Can cir kSt qua thir nghiem da duoc kiSm tra phu hQ'P, tien hanh tinh
toan kSt qua theo huang dftn cua tirng phirong phap thir (cAn chu y dSn h~ s6 pha
loang hoac co d~c mftu).

e. Chuyen giao kit qua:

- KSt qua sau khi thir nghiem duoc chuyen giao cho Pho Truong phong
kiSm tra va tinh toan lai kSt qua va t6ng hQ'Ps6 lieu dS l~p phieu kSt qua va tiSn
hanh ra soat tinh dAy du va phu hQ'Pcua kSt qua so voi yeu cAu thir nghiem; NSu
dam bao thi giao nhan vien l~p phieu c~p nh~t vao Phiiu tong h9'P kit qua thu'
nghiem theo bieu mftu, neu khong thi tra lai cho Can bQ thir nghiem ra soat, b6
sung.

- KSt qua cuoi cung diroc Truong pho phong soat xet va bao cao kSt qua
cho Truong phong nam, sau do chuyen cho nhan vien l~p PhiSu kSt qua thir
nghiem, trinh soat xet, phe duyet, ban giao cho khach hang.

g. Kit thuc cong viec:

- Sau khi hoan t~t cong viec thir nghiem tiSn hanh v~ sinh khu V\IC thir
nghiem va cac nQi dung lien quan khac theo nQi quy quy dinh phong thi nghiem.
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2.6.3. Thoi gian hoan thanh quy trinh
Thai gian hoan thanh quy trinh duoc quy dinh theo TCVN hoac QCVN

cua tirng phirong phap thir va khong vuot qua 06 ngay trong tnrong hQ'Pkhong
phai phan tich lai mftu l~n 2.

.i 2.7. 'Quy trinh ti~n hanh phep thir Vi sinh

2. 7.1. Trinh tte xi;' It,
• SO' dB ti~n hanh thir nghiem vi sinh

M~u da duoc ma h6a

1
I Thu nghiem Vi Sinh I

I

+
I M~uTN M~u hru r-

- H6
-M

Xu ly m~u I ~ -D
~ - Di.-roo

-N.•...

- KiSm tra moi tnrong
] - Ph
;:j -N

- CAy mfru I(ro
S.-~ .
.:::

(<1) •.-...c:::
u

Nuoi c&ym~u, thee d5i
::l....c:::

nhiet d('>
f-<

KSt qua khong
Tinh toan kSt qua --. phu hQ'P

,',

KSt qua phu hQ'P -----. Bao cao kSt qua

san sang
a ch&t

ay m6c thiet bi
ung cu
~u kien moi tnrong

iroc cat
irong phap thir

han hrc
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2.7.2. M8 tii npi dung phep thir Vi sinh
2.7.2.1. Chultn hi:

a. May moc thiit bi:

- Tu u vi sinh, tu ~m, phong c~y phai diroc kiSm tra thirong xuyen va hieu
chuan theo dinh ky.

- Phai trong tinh trang s~n sang hoat dong va duoc chuan bi tuan thu theo
huang d~n van hanh,

b. Dung cu:

- Cac dung cu sau khi nra sach, h~p tiet hung, bao goi thich hQ'Ptranh
nhiem vi sinh v~t tir ben ngoai vao.

- Danh ma s6 dung cu thich hQ'Ptnroc khi tiSn hanh phep thir.

c. Hoa chdt - moi truong dinh duiing:

- Sir dung va bao quan dung theo yeu c~u cua nha san xu~t. Khong sir
dung hoa chat - moi tnrong da hSt han.

- D6i voi hoa chat tong hQ'Phoac cac hoa chat dinh dirong (Pepton ...) phai
diroc bao quan trong tu lanh.

- Chuan bi moi tnrong theo yeu c~u cua Phuong phap thir; Pha chS moi
tnrong theo chi d~n ghi a tren hop cua nha san xuat.

- Dung mroc c~t hai l~n da kiem tra dat yeu c~u dS n~u moi tnrong va pha
hoa ch~t.

d. Di~u kien thu' nghiem:

Tnroc khi tiSn hanh thir nghiem phai:

- Dung bong tAm c6n lau ban, tu cay;

- B~t den UV tiet trung khoang 15-20 phut truce khi thirc hien c~y m~u;

- Van hanh tu an toan theo dung Huang ddn vdn hanh tit cdy va trung;
Chu y: DS dam bao an toan, sau khi t~t den ti~t trung khoang 15 phut thi rnoi
thuc hien cac thao tac trong phong thir nghiem,

e. Nuac cdt:

- Nurre c~t sir dung cho viec tien hanh phep thir vi sinh phai diroc kiem tra
cac ySu t6 co thS anh huang dSn dQvo trung tnroc khi sir dung.

- Trong tnrong hQ'P mroc c~t sir dung dS lam m~u trang hay pha loang
m~u phai sir dung mroc c~t 2 l~n va duoc kiSm tra nghiem ngat vS m~t hoa ly va
vi sinh vat.

f Nhdn luc:
- PTN phai sir dung nhan vien co trinh dQ, hoc van, kiSn thirc va kinh

nghiem c~n thiet dS tien hanh viec thir nghiem, cling nhu co du ky nang va nang
lire dap irng yeu c~u cong viec.
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- Nhan vien thir nghiem phai mang bao hQ lao dong d~y du va phu hQ'P; v~
sinh tnroc, sau khi tien hanh thir.nghiem.

h. Xu ly mdu:

- Tnroc khi thir nghiem phai sat trung tay ben ngoai bang cfm 96°.

- Dung cu dung mftu phai diroc nra bang xa phong, nra sach, lau kho
tnroc khi sat trung bang bong t~m con,

- Xu Iy mftu va pha loang mftu theo yeu c~u cua phuong phap thir va theo '
d~c thu cua mftu thir.

2.7.2.2. ru» hanh cay mau:
- Theo trinh nr, nQi dung yeu c~u cua phuong phap thir nghiem.

- D6ng thai cac thao tac d6i voi mftu thir, thirc hien d6i voi mftu trang
(mroc c~t 2 l~n dat ch~t hrong) dS kiem tra tinh vo trung cua moi tnrong va cac
diSu kien thir nghiem,

- Thirc hien theo Huang ddn phdn tich T6ng coliforms (TCVN 6848
2001, TCVN 4882 : 2001)

2.7.2.3. Nuoi mau:
- Tuy theo khoang nhiet thich hQ'P cua tirng chung vi sinh v~t dS cai d~t

nhiet dQ nuoi c~y cho thiet bi tu ~m khac nhau.

- Thirong xuyen theo doi nhet dQ da cai d~t cua thiSt bi tu ~m, dam bao
duy tri dung nhiet dQ quy dinh,

2.7.2.4. Kiim tra va doc kit qua:

- D9C kSt qua theo huang dftn cua phuong phap thuc hien nrong ling.

- KiSm tra d~c tinh sinh hoa cua VSV dS khang dinh, nSu dung thi ghi
chep va chuyen giao kSt qua theo muc 2.7.2.5 & 2.7.2.6 duoi day;

- NSu kSt qua thir nghiem co tinh b~t thirong hoac nghi ngo, quay tro lai
mftu luu lam lai va phai tiSn hanh ra soat, kiSm tra lai t~t ca viec chuan bi,
tnrong hQ'P lam lai mftu luu kSt qua vftn co tinh b~t thuong phai bao cao Truong
pho phong cho y kiSn xu IY. .,

- Mftu luu: duoc bao quan trong tu lanh a 4°C theo thai gian quy dinh,
Khi l~y mftu luu ra lam lai cac chi tieu vS vi sinh, phai dS mftu tro vS nhiet dQ
phong dS vi sinh v~t dtroc hoat dQng tro lai.

2.7.2.5. Ghi chep kit qua:
- Cac kSt qua sau khi thir nghiem duoc ghi chep d~y du, chinh xac vao sf>

nh~t ky phan tich mftu ca nhan.

- Nhan vien thir nghiem chiu trach nhiem vS tinh bao mat, khach quan,
trung tlnrc cua kSt qua trong sf> ghi chep; d6ng thai quan ly chat che dS trach hu
hong, rach nat, m~t mat, .... Cuoi m6i nam (31/12 hang nam) phai giao nQP sf>
cho Truong pho phong kiem tra dS dua vao h6 sa luu.
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2.7.2.6. ChuyJn giao kit qua:

- KSt qua sau khi thir nghiem duoc chuyen giao cho Tnrong pho phong
tien hanh ra soat tinh dfiy du va phu hop cua kSt qua so voi yeu cfiu thir nghiem;
NSu dam bao thi chuyen nhan vien l~p phieu cap nh~t vao PhiSu t6ng hop kSt
qua theo biSu mfiu; neu khong thi tra lai cho nhan vien thir nghiem Vi sinh thir
nghiem ra soat, b6 sung.

- KSt qua cuoi cung diroc Truong pho phong soat xet, chuyen cho nhan
vien l~p Phieu kSt qua thir nghiem, trinh soat xet, phe duyet, ban giao cho khach
hang.

2.7.2.7. Kit thuc ciing vi?c:
- Sau khi hoan t~t cong viec thir nghiem tien hanh v~ sinh khu V\lC thir

nghiem va cac noi dung lien quan khac theo NQi quy PTN.

2. 7.3. Thoi gian hoan thanh quy trinb

Thai gian hoan thanh quy trinh duoc quy dinh theo TCVN hoac QCVN
cua tirng phirong phap thir va khong vuot qua 05 ngay trong tnrong hop khong
phai phan tich lai mfiu lfin 2.

2.8. Quy trinh quan Iy, sir dung hoa chat, dung Cl}

2.8.1. Trinh t~ xii' Ij

Trach nhiem Ky hi~u Burrc cong vi~c Bi~u m§u, hAso

ThukholKS S6 theo doiH6a chat, dung cu nhap v€
toan/Nhan vien B8.1 PTN
nghiep vu

I
••

S6 theo d5iNhan vien thi Phan 10~iva s~p x€p
nghiem B8.2

I• S6 theo doiNhan vien thi B8.3 I Luu trfr va baa quan hnghiem
" I

•• S6 theo d5iNhan vien thi Quan ly, sir dung
nghiem

B8.4
I

Tnrong pho • S6 theo doi

I IphongiNhan Thai bo
B8.5vien thi

nghiern
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"2.8.2. MfJ ta n~i dung

B8.1. Hoa ch~t, dung Cl}. nh~p kho PTN

- Hoa ch~t sau khi mua v@diroc thu kho, nhan vien kS toan va nhan vien
nghiep vu kiSm tra dat yeu cfiu v@ s6 hrong, ch~t hrong va ban giao cho Thu
kho.

- Sau do Thu kho ban giao cho PTN dS quan ly sir dung,

- Nhan vien nghiep vu diroc giao nhiem vu tien hanh kiem tra lai ben '
ngoai bao bi, nhan mac, han sir dung, rna s6 chung loai cua tirng loai hoa ch~t
theo don d~t hang va lam thu tuc nhap kho PTN.

B8.2. Phan loai, s~p x~p hoa ch~t, dung Cl}.

- Nhan vien thi nghiem duoc giao nhiem vu b6 tri s~p xSp hoa chat, dung
cu theo tirng loai, nhirng ch~t co thS phan irng voi nhau, gay nguy hiSm thi
khong xep canh nhau.

- Ch~t chay nl, duoc bao quan trong kho chong chay d~c biet, each biet
voi hoa ch~t cua cac nhom khac. TiSn hanh phan loai tirng nhom hoa chat, dung
cu nhu sau:

+ Nhom hoa chat long va r~n dS chay nl, nhu Oxygen, ccn, Aceton ....duoc
s~p xep bao quan gan ch6 co thiSt bi ciru hoa.

+ Nhom hoa chat kho dung trong bao goi diroc s~p xep tren gia rieng biet,
dircc bao quan noi kho rao tranh ~m.

+ Nhom dung moi dS chay dung trong tu k~, dS noi thoang mat, duy tri
nhiet dQ thap.

+ Nhom hoa ch~t dQc hai duoc bao quan trong tu rieng biet co khoa c~n
than, dS dam bao an toan cho can bQ trong PTN.

+ Nhtrng nhom hoa ch~t thuoc moi tnrong vi sinh diroc bao quan trong ill
phong Vi sinh, tranh phan huy, hu hong.

- Tuyet d6i khong luu tni dung moi dS chay trong tu lanh, gia dung vi dS
gay chay nl,.

- Cac hoa ch~t sau khi phan lo~i duQ'c (fan nhan nhu sau:

° Nh6m h6a chat: .
° Ten h6a chat: .

K' hieo y ieu: .° Ngay nhap: .° Ngay sir dung: .
° Han sir dung: .
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B8.3. LUll trfr hoa chat, dung C1}:

- Sau khi da b6 tri s~p xSp thich hop, nhan vien thi nghiem duoc giao
nhiern vu tiSn hanh l~p hoac c~p nh~t van s6 cho tirng loai hoa ch~t g6m cac
thong tin sau:

+ Ten hoa ch~t

+ Ky hieu

+ B~c tinh Icy thuat

+ Kh6i hrong

+ Ngay nhap

+ Ngay sir dung

+ Ngay hSt han sir dung

- Vi tri luu trfr hoa ch~t phai a vi tri kho rao va thong thoang, hut ~m, thiSt
bi phong chay chira chay.

- Su dung cac gia dO'nhiSu ngan dS chira dung hoa chat, tirng ngan duoc
danh s6 thtr tv dS thuan tien cho viec theo doi, kiSm tra, xuat, nhap; hoa chat,
thuoc thir khong a dang dung dich dtroc s~p xep, luu tru tren tirng ngan cua gia
dO'.

- Trong qua trinh luu tnr cftn chu y toi dieu kien ma nha san xuat dS nghi,
cftn liet ke cac loai hoa chat cho tirng ngan tirong irng.

- KiSm tra thuong xuyen tinh trang bao bi dung hoa chat, tranh d6 va, ro
ri, nhanh chong s~p xSp lai, thay bao bi moi hay xuftt su dung ngay nSu cftn phan
tich.

- KiSm tra dinh ky hang thang dS phat hien nhirng loai hoa chat bi phan
huy, chay mroc va nhtrng hoa chat hSt han sir dung, dan nhan "HOA CHAT
KHONG BAT" l~p Danh muc hoa ch~t hSt han sir dung hoac hu hong (khong
dam bao sir dung) bao cao len Truong pho phong thanh ly, thai bo.

- Hang quy nhan vien thi nghiem Bao cao hoa chat, dung cu ton kho trong
quy cho Truong pho phong dS nam diroc nhirng loai hoa chftt nao da hSt, va co
kS hoach dS xuat Truong phong mua.

B8.4. Quan Iy sir dung Hoa ch~t, dung C1} tai PTN:

- Bao quan rieng nhfmg Hoa chat, dung cu co tinh dQc hai cao theo chi
dftn cua nha san xuat, d~c biet than trong trong khi pha che, su dung.

- B6i voi cac ch~t bay hai, dS chay nhu dung moi cac ch~t dS bi nhiet
phan huy thi chi dir trir s6 hrong vira phai dS sir dung trong phong thir nghiem,

- Khi pha chS hoa chat phai sir dung cac loai can phan tich va ky thuat da
hieu chuan.

- Nhtrng hoa chat sau khi pha chS diroc dan nhan nhu sau:
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o Ten h6a chat: .
o N6ng d9: .
o Ngay pha: .
o Han sir dung: .
o Nguoi pha: .
o Ghi chu: .

- Khi dung dung dich cfin l~y dung hrong cfin thiet, khong diroc phep d6
dung dich dung con thira tro lai lo, khi rot, gift lo sao cho nhan nam phia tren
dS tranh lam uot nhan khi hoa ch~t bi roi vai. Khong duoc dS phan nham, day
nut cham xuong mat ban.

- Khi lam viec voi cac acid, kiem manh, chat dQc hai cfin than trong tuan
theo cac bien phap phong ngira, khong diroc xac dinh cac thuoc thir bang each
ngiri mui true tiep hoac nem, Cac ch~t dS chay phai dS xa lira va dung cu dun
nong dang lam viec. Cac ch~t dQc hai bay hoi manh cfin phai pha chS trong tu
hut.

- KiSm tra, gia han theo quy dinh

- Cac hoa chat dS chay: ete etylic, con, benzen, aceton .. khi rot cling nhir
khi chung c~t hoac chist tach, lam bay hoi, earn khong diroc co ngon ilia trfin
trong phong.

- Cac loai acid d~m d~c dang sir dung: Khi l~y cac loai acid nay, phai
dung pipet co dan nhan rieng cho tirng loai.

- D6i voi hoa chat pha dung a cac phong xir Iy : duoc dan nhan co ghi r6
cac thong tin nhir sau:

+ Hoa ch~t phai duoc dS dung vi tri quy dinh, t~t ca thir nghiem vien phai
theo doi va gia han kip thai dS sir dung theo quy dinh,

+ D6i voi hoa ch~t pha da hSt han sir dung hoac hoa chat sir dung con
thira sau m6i phep thir phai duoc thai bo va cap nhat vao s6 theo doi,

- Thai gian qui dinh d6i voi cac hoa chat pha:

+ Nhom dung dich pha acid, bazo, dung moi hfru co it phan huy: H2S04
1:1, HN03 10%, HC11:l. .. : 6 thang.

+ Nhom dung dich pha acid, bazo dS bi phan huy: acid citric 2%... : 3
thang

+ Nhom dung dich pha muoi, d~m dS bi phan huy: KCN 10%, amoni
molipdat 10%, acetat natri 30% ... : 3 thang

+ Nhom thuoc tlnr pha it bi phan huy: phenolphtalein 0,1 %, metyl da cam
0,1 %, metyl do 0,1%... : 6 thang
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+ Nhom dung dich thuoc thir pha dS bi phan huy: alizarin, dimetyl
glyoxim , .. phai bao quan a tu lanh, binh nau ( neu phirong phap thir yeu c~u ) :
1 thang,

- Trong qua trinh sir dung, Nhan vien thir nghiem phai thirong xuyen theo
doi tinh trang va han sir dung cua hoa chat, dung cu. NSu phat hien chung bi
biSn chftt hoac tinh trang bftt thuong hoac hSt han sir dung, bi va thi phai bao
cho Truong pho phong dS thai huy va ghi VaG s6 theo doi,

2.8.5. Thai huy Hoa ch~t, dung cu tai PTN:

- Nhtrng IOC;lihoa chat da hSt han, phan huy diroc chira rieng tirng IOC;linhu
sau:

+ Dang dung moi,

+ Chat dQc hai.

+ Chftt an mon ....

- S~p xep rieng biet nrng IOC;lidS tranh gay phan irng trong qua trinh hru
tm.

- Dan nhan phan IOC;licho tirng hoa chftt huy bo, bo vao binh kin.

- Phan IOC;litirng hoa chftt doc hai va hoa chftt khong dQc hai,

- Chftt thai dQc hai phai bo chai t6i mau, co n~p kin.

- Tftt ca dS xa nhtrng noi nhan vien thir nghiem lam viec,

2.9. Quy trinh bao tri, bao duo-ng thi~t b] phong thi nghiem

2.9.1. Trinh 11;1' xu If

Trach nhiern Ky hi~u Burrc cong vi~c Bi~u m§u

Nhan vien thi B9.1
L~p k€ hoach bao dirong,

nghiem hieu chuan, kiem dinh

I•Tnrong pho B9.2 Ki€m tra k€ hoach
phong

I
+

Truong phong B9.3 I Duyet du thao I
I

Ban Ghim d6c B9.4

~

Don vi Kiem + Phieu kiem dinh
B9.5 I Ki€m dinh Idinh

I

••
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Phong thi So theo doi may
nghiem/ nhan B9.6 Ban giao, dua vao sir dung m6c thiet bi
vien thi nghiem

2.9.2. M8 tii n~i dung quy trinh

B9.1. L~p k~ hoach bao tri, bao dufrng, hi~u chuan thi~t b]

Nhan vien thi nghiem diroc giao nhiem vu kiSm tra s6 theo d5i thiSt bi,
danh muc thiet bi c~n bao tri, bao dirong va hieu chu~n kiSm dinh lap.

Nhan vien thi nghiem soan du thao kS hoach bao tri bao dirong may moc
thiet bi tai PTN.

B9.2. Ki~m tra k~ hoach

Truong pho phong kiSm tra d6i chiSu h6 so thiSt bi tnroc khi trinh Truong
phong phe duyet.

D6i voi cac thiet bi khong c~n hieu chuan, kiSm dinh theo quy dinh thi
diroc bao tri, bao duong tai PTN. Tnrong pho phong cung nhan vien PTN se tiSn
hanh viec bao tri, bao du5ng va c~p nhat van nhat Icy cua tirng thiSt bi.

D6i voi cac thiSt bi b~t buoc phai hieu chuan, kiem dinh theo quy dinh thi
l~p danh sach dS hop d6ng don vi co chirc nang thirc hien.

B9.3. Xem xet duy~t k~ hoach .

Sau khi kS hoach diroc kiem tra, nhan vien thi nghiem trinh tnrong phong
xem xet va phe duyet kS hoach bao tri bao dirong may moc thiSt bi.

B9.4. Xet duy~t

Sau khi du thao kS hoach diroc Truong phong thong qua, nhan vien thi
nghiem trinh Ban Giam d6c Icy duyet,

Sau khi Giam d6c ky duyet, nhan vien thi nghiem se tiSn hanh cac thu tuc
theo quy dinh cua Cong ty vS: DS xuat, chon don vi du tham quyen kiem dinh,
hop d6ng ....

B9.5. Ki~m djnh

Sau khi tiSn hanh cac thu tuc, nhan vie~ thi nghiem giri thiet bi dSn don vi
kiem di,nh dS kiSm dinh. Trong thai gian nay phong thi nghiem khong thirc hien
quan trac,

B9.6. Ban giao dira van sir dl}.ng

Sau khi thiet bi diroc chuyen vS PTN, nhan vien thi nghiem c~p nhat van
s6 theo doi thiet bi. Van hanh thir thiet bi dS kiem tra tinh 6n dinh.

Nhan vien thi nghiem co trach nhiem theo d5i tiep tuc cac may moc thiet
bi da:diroc kiSm dinh.

2.9.3. Thoi gian hoan thanh quy trinh

Thai gian hoan thanh quy trinh theo thoa thuan cua don vi kiSm dinh.
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2.10. Quy trinh mua hoa ch§t, dung cu, theo dfii pha hoa ch§t PTN

2.10.1. Trinh t{l' xu If

Tnich nhiem Ky hi~u Binrc cong vi~c Bi~u m§u

DXPCN -M~uTnrong pho Lap k€ hoach mua h6a
phongINhan BIO.l chat, dung cu

Cong ty

vien thi nghiem
I

•••

Tnrong phong BIO.2 Scat, duyet K€ hoach

I

Giam D6c BIO.3 .<:$=>
Nhan vien thi + Bieu m~u Cong ty

BIOA Mua h6a chfit, dung cunghiem

Thu kho/ke .J,

toan/Nhan vien BIO.5 Nhap kho
thi nghiem
Thu kho/ke +

Xufit kho cho PTN quantoan/Nhan vien BIO.6
Quy trinh 2.8

h6a nghiem ly, su dung PXK

2.10.2. Mo ta n9i dung quy trinh

B10.1. L~p k~ hoach mua boa ch§t, dung cu:

Nhan vien hoa nghiem co trach nhiem lap kS hoach mua hoa chfit, dung
cu dinh ky dS dam bao du hoa chfit phuc vu thi nghiem trong vong 1 nam,

Truong pho phong kiSm tra su phu hQ'PkS hoach mua hoa chat, dung cu
tnroc khi trinh Truong phong xem xet.

B10.2. Duyet bang k~ hoach

Truong phong soat xet duyet bang kS hoach mua hoa chat, dung cu va kY
duyet kS hoach tnroc khi trinh Giam d6c Cong ty quyet dinh.

B10.3. Lanh d~o Cdng ty Duyet

Sau khi bang kS hoach mua sam hoa chat, dung cu diroc Truong phong
soat duyet se duoc trinh len Ban Giam B6c Cong ty ky duyet,

B10.4. Mua boa cb§t, dung cl]

Sau khi kS hoach diroc Lanh dao Cong ty ky duyet, han vien thi nghiem
lien h~ nha cfing cfip mua cac hoa chat, dung cu phuc vu cong tac phan tich cac
chi tieu tai PTN.
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Nhan vien thi nghiem chiu trach nhiem l~p cac thu tuc dS xuftt mua hoa
chat dung cu phuc vu tai PTN theo quy dinh cua Cong ty.

BI0.5. Nh~p kho cong ty

Boa chat, dung cu sau khi mua vS duoc kiSm tra vS s6 hrong, quy each
boi Thu kho va nhan vien kS toano Nhan vien Thu kho va kS toan chiu trach
nhiem l~p cac thu tuc nhap kho cong ty.

BI0.6 Xu~t kho chuyen cho PTN quan ly, sir dung

Nhan vien thi nghiem chiu trach nhiem l~p cac thu tuc dS xuftt xu~t kho
hoa chat, dung cu vS PTN. Thu kho, nhan vien kS toan lam cac thu tuc xuat kho
hoa chat, dung cu tai kho cong ty dS dua vS phuc vu cong tac thi nghiem theo
quy dinh cua Cong ty.

Nhan vien thi nghiem chiu trach nhiem l~p cac thu tuc thanh quyet toan
toan be;,hoa chat, dung cu dfl QUQ'c dS xuftt mua theo cac thu tuc quy dinh cua
Cong ty.

2.11. Quy trlnh mua hoa ch~t, ch~ pharn xir ly miii hoi cho cac don vi

2.11.1. Trinh tv xii' If

Trach nhiem Ky hi~u Cac burrc cong viec Bi~u m§u

Tram xu

I I
DXtr~m

D~ xufttly/Tnrong BIl.I
phong •

Truong phong BII.2 Duyet chuyen

I
••

Nhan vien BIl.3 Mua h6a chftt, ch~ pham
chuyen men xuly

Nhan vien • PNK - Bieu mfiu

chuyen mon/thu BII.4 Nhap kho h6a chat, che Cong ty

kho pharn xu ly
r

~
Nhan vien BIl.5 Xuftt kho h6a chftt, che PXK - Bi~u mfiu
tram/thu kho pham xu ly Cong ty

Nhan vien ••
chuyen

BII.6
Cftp xuong cac don vi

mon/nhan vien su dung
tram I

T

Nhan vi en BIl.7
L~p thu tuc thanh

Bieu mfiu cong ty
chuyen mon toan
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2.11.2. Ma tii n~i dung quy trinh
Bl1.1.I>~ xu~t ciia cac (loon vi <fa (lugc duy~t

Khi co nhu cau, cac tram I~p dS xuat chuyen len Truong phong xem xet.

NSu d6ng y se ky duyet, sau do nhan vien tram se trinh Lanh dao Cong ty
Ky duyet.

Bl1.2. Duy~t chuyen

Sau khi dS xuat diroc Giam d6c ky duyet, nhan vien tram chuyen lai
Truong phong duyet chuyen dSn nhan vien chuyen rnon dS mua hang.

Truong hQ'Pkhong phai dS xu~t cua cac tram ma do nhu cc1ustr dung cua
PCNMNT, Truong phong chi dao nhan vien chuyen mon dS mua hang.

Bl1.3. Mua hoa ch~t, ch~ ph~m xii' If:

Nhan vien chuyen mon din cir vao DS xu~t mua hoa ch~t cua cac don vi
da dircc ky duyet hoac chi dao tnrc tiSp tir Truong phong lien lac voi nha cung
c~p dS mua hoa chat, hang hoa phuc vu xu Iy 0 nhiem moi tnrong.

Bl1.4. Nh~p kho hoa ch~t, ch~ ph~m xii' If

Nhan vien chuyen mon phoi hQ'Pcling voi thu kho kiem tra s6 hrong quy
each hang hoa va lam thu tuc nhap kho cong ty so hrong hoa ch~t diroc mua vS.

Bl1.5. Xu~t kho hoa ch~t, ch~ ph~m xii' If

Sau khi hoan thanh thu tuc nhap kho, nhan vien moi tnrong tai don vi dS
xuat lam thu tuc xuat kho nhan hoa chat vS dS xu Iy 0 nhiem.

Bl1.6. c~pxuBng cac (loon vi sir dung

Sau khi nhan hoa chat, chS pham tir kho. Cac don vi tiSn hanh bao quan,
su dung hieu qua va dung muc dich.

Bl1.7. L~p thii tuc thanh toan

Nhan vien chuyen mon co trach nhiem I~p cac thu tuc thanh quyet toan
viec mua hoa chat, chS pham theo quy dinh cua Cong ty.

-:

TRUONGPHONG

30


