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Da Nfmg, ngay~ thdng OJ, nam 2016

QUY TRINH THl/C HI:¢NCONG VI:¢C
DQI QUANLY DUYTU

I. CONG TAc TUAN TRA, QUAN LY THUONG XUYEN TREN
M~TC6NG

Tufzn tra - kiJm tra (theo f9 trinh) ~ N9P bdo cdo Tufzn tra vJ Ta KH-KT
~ Ta KH-KT tang hop f{lp Nh{lt kj tufzn tra va ilBng thiri giYi bdo cdo ~ Ky
thu{lt Cong ry kiJm tra va ilBngy thay hay khong ~ Ta KH-KT photo va chuyJn
~ Ta truong ta tufzn tra au« hiinh thuc hifn.

Thanh phan cong viec cua nhan vien tu~n tra:

- Chuan bi dung cu, phuong tien, trang bi bao hQ lao dong;

- Di chuyen dSn vi tri b~t d~u tu~n tra;

, - ,Tu~n tra doc tuyen cong duoc phan cong, ghi chep phan anh tinh trang
tuyen cong;

- Phat hien cac tnrong hQ'Phu hong, S\lP 15'h6 ga, dan, thanh cong, luoi,
dam:,

- Phat hien cac tnrong hQ'P vi pham hanh lang muong cong; d~u n6i trai
phep, khong dam bao ky thuat thoat mroc;

- TiSp tuc cho dSn khi hoan thanh cong viec hoac cho dSn hSt gio lam viec;

- T6ng hQ'Plam bao cao tu~n tra - kiem tra, dS xu~t xu ly (theo m~u cua DQi
cung cap);

- NQp vS T6 KH-KT.

II. CONG TAc LAp D~T, THAY THE DAN MUONG, LUOl CHAN
RAc, DAMBTCT ,',I

1. L~p d~t, thay th~ dan murrng

Can cu bdo cdo Tufzn tra ~ Sua chiia, ftip il{it dan muong ~ chf:lp hinh
trutrc va sau khi tam ~ L{lp bien ban xdc nh{ln kh8i luirng ~ Nguoi diin kj xdc
nh{ln ~ N9P vJ T6 KH-KT kem hinh anh ~ Ta KH-KT can cu bien ban XNKL
in hinh kep vao va f{lp danh sdch dan muong ilii ftip il{it ~ Ky thu{lt Cong ry
kiJm tra va ky duyft.

Thanh phan cong viec cua nhan vien I~p d~t:

- Chu~n bi phuong tien, v~n chuyen dung cu, biSn bao, rao chan, v~t tu, t~m
dan dSn hien tnrong;
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- Chuan bi mat bang lam viec;

- Chup hinh hien tnrong hu hong;

- Thao dO' tftm dan cii;

- L~p d~t tftm dan moi, tram trit kin khe ho bang vtra ximang hoan thien;

- Van chuyen v~t lieu phe thai d6 dung noi quy dinh (ngay sau khi l~p dat);

- Thu don dung cu, v~ sinh mat bang, van chuyen dung cu lao dong vS noi
quy dinh,

- Chup hinh hien tnrong hoan thanh.

- Lap bien ban xac nhan kh6i IUQ11gva dua nguoi dan ky xac nhan,

2. L~p d~t, thay th~ cac loai IU'&ich~n rac, d~m BTCT

Can ell' bdo cdo Tuan tra -7 Sua chiia, liip ilijt cac loai lU'&ichan rac,
d~m BTCT -7 Bdo cdo IcY thu~t Cting ty truac va sau khi lam -7 L~p bien ban
kiim tra hifn truirng va bien ban nghiem thu hoan thanh -7 Phuong (Qu~n)
xdc nh~n -7 Ta KH-KT tang hop danh sdch theo doi -7 Ky thu~t Cting ty kiim
tra va kj duyft.

2.1 Thanh ph~n cong vi~c l~p d~t lU'&ichan rac

- Chuan bi phirong tien, van chuyen dung cu, bien bao, rao chan, v~t tu, cftu
kien dSn hien tnrong;

- Chu~n bi m~t bang lam viec;

- Pha dO'kSt cftu be tong mieng cira thu mroc;

- DQn bun l~n soi da trong long rmrong thu, cu the:

Kich thmrc Kh8iNQi dung cong vi~c Dvt hrongDl'li RQng Cao

a. LUOl clIAN RAc BTCT KT(90x35xlO)CM lck

DQn bun l~n soi da trong long rmrong thu M3 0,7 0,3 0,2 0,042
b. LUOl CHAN RAc BTCT KT(70x30x7)CM . lck

DQn bun l~n soi da trong long rmrong thu M3 0,6 0,3 0,2 0,036

- L~p d~t lucri chan rac hoan thien theo dung ky thuat;

- Van chuyen v~t lieu phe thai d6 dung noi quy dinh (ngay sau khi l~p dat);

- Thu don dung cu, v~ sinh mat bang, van chuyen dung cu lao dong vS noi
quy dinh.

2.2 Thanh ph~n cong vi~c l~p d~t d~m BTCT

- Chuan bi phuong tien, van chuyen dung cu, biSn bao, rao chan, vat tu, cftu
kien dSn hien tnrong;
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- Chu~n bi m~t b~ng lam viec;

.- Pha do kSt cau be tong dftm Cll

- L~p d~t dftm BTCT hoan thien theo dung kY thuat;

- Van chuyen V?t lieu phe thai d6 dung noi quy dinh (ngay sau khi l~p dat);.•
- Thu don dung cu, v~ sinh mat bang, van chuyen dung cu lao dong vS noi

quy dinh.

III. XU LV DIEM NONG

Tiip nhlj,n thong tin -7 Kiim tra hiin truong va xdc nhlj,n kh6i luong -7
Thi ciing xu Ij -7 Nghiem thu kh6i lseong hoan thanb -7 Phuong (Qulj,n) xdc
nhlj,n -7 Ta KH-KT tang hop danh sdch. theo doi -7 Ky thulj,t Cimg ty kiim tra va
kj duyit.

- TiSp nhan thong tin tir ky thuat Cty (Duong day nong, Cong van);

- KiSm tra hien twang va xac nhan kh6i IUQ'Ilgvoi Phuong (Quan) va Ky
thuat Cong ty tnroc khi thi cong , l?p bien ban kiem tra hien twang;

- TiSn hanh thi cong xu ly;

- Hoan thanh -> lap bien ban nghiern thu kh6i IUQ'Ilg hoan thanh co xac
nhan cua Phuong (Quan) va Ky thuat Cong ty.

- Nop bien ban vS T6 KHKT dS theo doi va tong hop.

- Nop h6 sa Xu ly diSm nong vS Ky thuat Cong ty.

IV. DUC cAc cAu KI~N BTCT

Ta Tu8n tra dJ xuat diu: cdc cau kiin BTCT -7 Ban chi huy dri kj duyit
-7 Ta San xuat din Clf dJ xuat duc cdc cau kiin BTCT -7 Hoan thanh ban giao
siin pham cho Thii kho.

Thanh phan cong viec san xuat:

- KiSm tra h6 sa du toan va ban ve thiSt kS -> du tru vat tir -> mua V?t tir dS
chu~n bi san xuat;

- Chuan bi m~t bang lam viec;

- Chuan bi van khuon

- Gia cong va l~p d~t c6t thep;

- Tron va d6 be tong;

- Thao van khuon;

- XSp do va ban giao cho thu kho.

V. THI CONG CONG TRINH xAY DVNG

Can Clf H6 so d", todn -7 B9i Ilj,pBien ban xdc nhlj,n kh6i lutmg va giao
viic -7 Trinh liinh d{lo Ciing ty kj duyit -7 B9i trutrng giao viic cho m8i Ta
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hoiic cd nhiin nh(zn thi ciing 7 tu« hanh thi cimg ciing trinh 7 Nghiem thu
hoan thanh. voi Cong ty, SU.

Thanh phan cong viec:

- Can cir H6 sa du toan va ban ve thiSt kS;

- Khao sat cong trinh;

- Chuan bi may thi cong, v~n chuyen dung cu, bien bao, rao chan, v~t tu dSn
hien tnrong;

- Chuan bi nhan luc phuc vu cho cong trinh;

- Thirc hien thi cong cong trinh theo cac nQi dung trong du toan va thiet kS;

- Nghiem thu hoan thanh voi Cong ty, Sa...

VI. THI CONG N~O VET

Can crr H6 SO' dl;l'todn 7 Dri l(zp Bien ban xdc nh(zn kh8i lutmg va giao
VlfC 7 Trinh liinh il{lo Cong ty kf duyft 7 Dri trutrng giao vifc cho mai TJ
hoij,c cd nhiin nh(zn thi ciing 7 tu« hanl: nao vet va v(zn chuyen 7Nghiem thu
hoan thiinh voi Cong ty, SU.

Thanh phan cong viec:

- Can cir H6 sa dir toan;
- Khao sat tuyen dirong, vi tri cftn nao vet;

- Chu~ bi xe xuong, toi (neu cftn), van chuyen dung cu, bien bao, rao chan
dSn hien tnrong;

- Chuan bi nhan lire phuc vu cho nao vet;

- Thirc hien thi cong nao vet va v~n chuyen theo kh6i hrong duoc giao;

- Nghiem thu hoan thanh voi Cong ty, ...

VII. T~MUNG

ruu« ilJ nghi tam rrng 7 Xem xet, duyft 7Phiiu chi tiJn 7 Chi tiJn 7
Luu h6 SO'.

- Nhan vi en dQi khi co nhu cftu cftn tiS~ dS chi trong cong viec thi viSt phieu
dS nghi tarn irng;

- DQi tnrong xem xet va ky duyet tam irng;

- KS toan viet PhiSu chi;

,- Thu quy can cir vao PhiSu chi chi tien cho nhan vien tam irng va vao s6
quy tien mat;

- KS toan hru h6 sa tarn irng tien,
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VIII. THANH ToAN

Phiiu dJ nghi thanh todn -7 KiJm tra, dBi chiiu -7 Xem xet, dUYft -7
Phiiu chi, Phiiu thu -7 Chi hoijc thu tiJn -7 Luu ha SO'.

- Nhan vien dQi khi thirc hien xong nghiep vu c~n thanh toan tien hoac tnr s6
.• tiSn da irng thi viSt phieu dS nghi thanh toan kern cac hoa don, chirng tir co lien

quan;

- KS toan kiem tra, d6i chiSu t6ng s6 tien dS nghi thanh toan voi clnrng tir,
hoa don kern thee;

- DQi tnrong kiSm tra, xem xet va ky duyet;

- KS toan viSt PhiSu chi s6 tiSn c~n thanh toan; hoac Phieu thu neu s6 tiSn
tam irng thira;

- Thu quy thu lai tiSn cua nhan vien nSu s6 tiSn da irng Ian hon s6 duyet chi
hoac chi them tien cho nhan vien nSu s6 tiSn da irng nho hon s6 tien da duyet chi;

- KS toan hru h6 sa thanh toano

IX. HO sa CONG TRiNH THANH ToAN vor CONG TY

Bien ban xdc nhljn khBi IU(J'ngva giao vifC -7 H(J'pdang giao khodn -7
Bien ban nghiem thu nqi bq.

Ha so du: toan -7 Boc tach khBi IU(J'ng-7 Hoa don, chung tk -7 Bang ke
chung tk hoan ung -7 Gilly dJ ngh] thanh totin tam teng.

- T6 KH-KT din cir h6 sa du toan l?p bien ban xac nhan kh6i hrong va giao
viec;

- Trinh Ky thuat va lanh dao Cong ty ky duyet;

- Giri 01 ban cho P. Ky thuat hID, 01 ban irng tiSn kS toan, 01 ban dQi hru
lam h6 sa;

- Giri 01 ban cho P. KS hoach lam hop d6ng giao khoan kern h6 sa dir toan
(neu co);

- T6 KH-KT din cir h6 sa du toan boc tach kh6i hrong cong trinh;

- Cong trinh nghiem thu noi bQ xongthi T6 KH-KT lam bien ban nghiem
thu nQi bQ trinh kY thuat Cong ty ky nghiem thu;

- Can cir bien ban nghiem thu va cac hoa don, chirng tir phat sinh dS lam h6
sa thanh toan cong trinh;

- T6ng hop hoa don, chirng tir len bang ke chimg tir hoan trng;

- T6ng hop s6 tien da irng va tong s6 tien tren bang ke chirng tir hoan irng
len gi~y dS nghi thanh toan tam irng;

- Giri vS Phong KS toan Cong ty kiSm tra;

- Trinh KS toan tnrong va Giam d6c ky duyet.

DQITRUONG

5


