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QUY TRINH VE DIEU HANH vA THUC HIEN CONG VItC

1. Quy trinh di~u v~n xe may

Cac don vi l~p k€ P .KY Thuat x€p lich - Xtrong s~p x€p b6 tri
hoach sir dung xe Lanh dao Cong ty phuong tien va nhan I--

(Lenh di€u xe) duyet SlJ

Xe may hoat dong
phai co lenh dieu xe

cua Lanh dao Cong ty
phe duyet

* Thuyet minh quy trinh:
B 1. Can cir vao k€ hoach san xuat cac don vi l~p k€ hoach sir dung xe may theo

tuin hoac theo khoi hrong cong viec;
B2. Can cir vao k€ hoach cac don vi d€ nghi sir dung xe may, phong Ky thuat

Cong ty co trach nhiem tbng hop, x€p lich hoat dong xe may, l~p lich di€u d(>ngtrinh
Lanh dao Cong ty ky va thirc hien;

B3. Can cir lenh di€u dong xe may, k€ hoach heat dong ma lanh dao Cong ty da
ky, Xirong co khi s~p x€p b6 tri kiem tra phirong tien va tb clnrc thirc hien di€u van;

B4. Tfit ca xe may khi ra khoi tru sa don vi d€u phai co Ienh di€u dong cua Ban
Giam d6c Cong ty phe duyet trong lenh phai ghi ra rang diy dli n(>idung ngiroi str dung,
noi dung cong viec, tuyen dirong hoat dong thai gian (dir kien va thirc hien);

* Trong tnrong hQ'Pd(>txufit (nhu giai quyet SlJ c6 cong viec cfip tren giao ....) viec
giai quyet xe may phai duoc SlJ d6ng y cua giam d6c Cong ty phe duyet va khong lam
anh huang d€n k€ hoach da b6 tri cho cac don vi.

2. Quy trinh c§p ung, thanh toan nhien li~u

Lai xe d€ xuat, PT P. Tai vu xufit Don vi san xufit I--

Xirong xac nhan trng nhien lieu xac nhan

PhongTC-KT Phong Ky Thu~t Lai xe l~p
quy€ttoan tong hQ'P bao cao ~

1

---,L ~~==~ ~=========_~======~



'1 * Thuyet minh quy trinh:
B 1. Can cir vao k~ hoach san xufit, Lai xe lam gifiy d~ xu fit cung cfip nhien lieu c6

xac nhan cua XUOng tnrong.
B2. Giri phong Tai chinh - k~ toan lam Phieu cung cfip nhien lieu hoac cho tarn

irng bang ti~n mat.

B3. Lai xe l~p bao cao t6ng hop khoi hrong van chuyen trong thang c6 xac nhan
cua Phu trach xirong co khi, don vi san xufit, giam sat cong trinh, hoac bai d6 my thee
yeu cdu d6i nrong van chuyen giri phong Ky Thuat cham nhat vao ngay 3 cua thang sau
d~ t6ng hop d~ nghi phong Tai chinh - K~ toan thanh quyet toano

H6 sa d~ nghi thanh quyet toan nhien lieu g6m:
+ Lenh di~u dong xe may;
+ Nhat ky v~n chuyen;
+ Bang t6ng hop bao cao khoi hrong van chuyen;
+ Bang t6ng hop quyet toan nhien lieu.

3. Quy trinh giao nh~n HB so hoan cong

N9P
PKT ti~p nhan, kiem

tra H6 sa
Chu ddu tir/Don vi
di~u hanh du an

D~ydu

Thi~u

Ky Bien ban giao
nhan H6 sa

Luu trfr

* Thuy~t minh quy trlnh:
B 1. Chu ddu nr hoac don vi di~u hanh dir an nop h6 sa tai Phong ky thuat
B2. Phong ky thuat ti~p nhan va kiem tra h6 sa. Thanh phan h6 sa g6m c6:

1. Danh muc tai lieu hru trir trong h6 sa
2. Cac van ban phap ly (ban chinh hoac ban sac hop phap)
3. Tai lieu quan ly chat hrong
4. Ban ve hoan cong, thuyet minh h6 sa hoan cong
5. Nhat ky cong trinh
6. UTa CD

7. H6 sa thiet k~ ban ve thi cong - DlJ toan da:diroc ph~ duyet.
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" B3. - N~u h6 sa dfry du theo yeu cfru, tien hanh nhan va ky bien ban giao nhan h6
sa.

- N~u thieu, yeu cfru chu dfru tul don vi di~u hanh du an b6 sung, chinh sua
cho hoan thien.

B4. Ti~n hanh nhap kho va luu trtr h6 sa.
4. Quy trinh xii' Iy h8 so' d~t hang DVTN

PKT l~p h6 sa du toan
d(lthang

1
Lam bien ban xac nhan

- Sa TNMT kiem tra
- Sa Xay dung tham dinh KL tarn thai voi don vi

thi cong

Lam bien ban xac nhan
UBND thanh ph6 phe duyet, khoi lUQ11gchinh thirc

ky k~t h9'P d6ng voi don vi thi cong

l
L~p h6 sa quyet toan d(lt hang Ky Bien ban nghiem thu kh6i

nghiem thu voi Chu d~u tu IUQ11gvoi don vi thi cong

* Thuyet minh quy trinh:
B 1. Dfru nam PKT l~p h6 sa du toan giri Sa tai nguyen kiern tra va trinh Sa Xay

dung tham dinh.
B2. Trang thai gian h6 sa duoc cac d.p tham dinh va phe duyet, PKT lam bien

\ ban xac nhan khoi IUQ'ngtarn thai cac hang muc trang d?t hang cho cac don vi thi congo
B3. Sau khi h6 sa dir toan d?t hang diroc UBND thanh ph6 phe duyet va hQ'Pd6ng

duoc kY k~t, PKT lam bien ban xac nhan khoi hrong chinh thirc cac hang muc trang d?t
hang cho cac don vi thi congo .,

B4. PKT l~p h6 sa quyet toan dat hang nghiem thu theo tung quy voi don vi Chu
dfru tu

B5. Ky bien ban nghiem thu khoi hrong voi cac don vi thi cong dira tren kh6i
hrong nghiern thu voi Chu dfru tu.
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5. Quy trinh xu If Sl}' co theo tluirng day nong ho~c Cong van

PKT tiep nhan
thong tin di~m

nong
1----..1 D<)i duy tu

Hi~n tnrong

Mai UBND
Phuong/ Quan

xac nhan

Chup anh
hien tnrongXu ly ngay

DS xufit
phirong an

L~pBBNTv&i
UBND

Phuong/ Quan
Trinh lanh

d~o

Bao cao
lanh dao

* Thuyet minh quy trinh:
- Phong ky thuat tiep nhan thong tin diem nong. Bao cho D<)i quan ly Duy tu xuong

hien tnrong kiem tra tinh hinh, tim hieu nguyen nhan:

+ N€u SlJ c6 thirong gap, co th~ xu ly diroc: Moi UBND Phuong/Quan xac nhan va
ti€n hanh xu ly ngay. Sau khi xu ly xong, l~p Bien ban nghiem thu voi UBND Phuong/
Quan r6i bao cao lanh dao.

+ N€u SlJ c6 Ion, khong th~ xu ly duoc: Ti€n hanh ghi chep nhanh hoac chup anh
hien tnrong r6i dS xu fit phuong an trinh lanh dao d~ nhan ducc SlJ chi dao xu IY.
- D<)i Quan ly duy tu tien hanh xu ly theo SlJ chi dao. Sau khi xu ly xong, bao cao lanh

dao Cong ty. Trong qua trinh xu ly, n€u co vuong mat phat sinh, khong th~ xlr ly duoc
ti€p tuc dS xufit phirong an khac, ... Cho d€n khi khac phuc xong SlJ c6.
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6. Quy trinh Xtf ly h6 SO' cong trinh di~m nong hang nam

PKT l~p h6 sa du toan
xu ly diem nong

Qui chu dftu tir d€ Lam bien ban xac
trinh cac d.p phe nhan khoi hrong voi

duyet don vi thi cong

Ky bien ban nghiem
Lap h6 sa quyet thu voi don vi thi cong

toan voi chu dftu tir

* Thuyet minh quy trinh:
B 1. Phong ky thuat dira vao bien ban nghiern thu khoi hrong gitra cac don vi thi

cong voi dia phuong d€ l~p h6 sa du toan xu Iy diem nong,

B2. Qui h6 sa xu ly diem nong cho Chu dftu nr d€ trinh cac c~p tham quyen phe
duy~t.

B3. Lam bien ban xac nhan khoi hrong voi cac don vi thi congo

B4. Sau khi h6 sa du toan xu ly di€m nong duoc phe duyet va hop d6ng duoc kY
k~t, PKT l~p h6 sa quyet toan voi Chu dftu ttr.

BS. Ky bien ban nghiem thu khoi hrong voi cac don vi thi cong dua tren khoi
hrong nghiern thu voi Chu dftu tir.

TRUONGPHONG
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