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. MUC PIiCH

Quy trinh nay duoc xay dung, thuc hién nham kiém soat hoat mua theo dé xuét cac
don vi tai trudng. Nham giai quyét nhanh, thuan loi cho cac don vi khi ¢6 nhu cau mua sim
co s& vat chat, do dung phuc vu 1am viéc, giang day.

1. PHAM VI AP DUNG

Tat ca nhu cAu mua sam thiét bi giang day, co so vat chat.. caa cac don vi can dé xuit
tai Truong Dai hoc Kinh té - K§ thuat Binh Duong.

I11. NOI DUNG QUY TRINH
1. Luwu dd



Trach nhiém
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Xuat mua Oach-tai chin
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duyét
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3 Lap dw tru kinh phi mua Ban giam hicu
\ 4
4 ‘ o Phong Ké
Trinh phé duyét BGH hoach- tai chinh
A\ 4
: Phong Ké
Trién khai mua va nhap kho dir liéu hoach- tai chinh
-Phong Ké
o s hoach- tai chinh
6 Ban giao theo yéu cau -Pon vi/ca nhan

mua; Bao céo
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2. Dién giai quy trinh

Pon vi/ ca nhan chiu

Ho so lién

STT Néi dung chi tiét g o
tranh nhiém guan
Tle}\p nhar? théng tin ho so mua/ dé - P,hong Ké hoach- tai DA XUA hd
1 | Xuatmua: : . |chinho o sO tam mua
Don vi/ca nhan nop ho so mua/de xuat | -Don vi/ca nhan co nhu T A
X theo yéu cau
mua. CaU mua
Kiém tra xir ly hd so' mua/dé xuit
, | mua: q ‘ | Phong K& hoach- tai
Ké toan kiém tra ho so mua/dé xuat | chinh
mua hop I¢;
Lap dw tru kinh phi mua:
3 K& toan 13p dy trd kinh phi mua theo Phong Ké hoach- tai
yéu cau cua don vi/ca nhan. chinh
Trinh phé duyét BGH:
Ké toan trinh ho so/dé xuat mua va du
tru kinh phi mua cho Ban gidm hiéu
duyét
A - Néu BGH khéng duyét ké toan | Ban giam hiéu
tra lai cho don vi/ca nhan yéu
cau
- Néu BGH duyét ké toan xu ly
theo quy dinh mua cua truong.
Trién khai mua va nhap kho dir liéu:
Ké toan lién hé don vi cung cap dé
tham khao gi4, chat luong san pham; Phong Ké hoach- tai
s |Lap thong ké cac béo gia cua don vi | chinh
cung cap san pham trinh Ban gidm | Ban giam hiéu
hiéu phé duyét nha cung cap;
Tién hanh mua va nhap kho di liéu.
Ban giao theo yéu cau mua; B&o céo
Ké toan moi don vi/ca nhan c6 yéu
cau mua téi ban giao san pham di | - Phong Ké hoach- tai
g | mua ky nhan phiéu/sé theo dbi/ hd so | chinh

mua;

Lap bao cédo v/v mua theo yéu cau cac
don vi;

Luu ho so mua.

-Pon vi/ca nhan ¢ nhu
cau mua




IV.HO SO LUU TRU

Thoi A LA . ,
STT Tén van ban gian luu Bo ph?n chiu tr?Ch
~ nhiém lwu triv
trir i
1 Dé xuit/ hd so tam mua theo yéu cau don vi 5nam | Phong KH-TC
Phicu dy trti kinh phi
-Bang bao gia nha cung cap (neu co)
2 —Phiéu chi 5nam | Phong KH-TC
-Phicu thu
-S06 theo ddi ky nhan
3 Bé&o c4o mua theo yéu cau 5nam | Phong KH-TC




