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Ma hiéu TCN-QT1

1. MUC PiCH
- Huéng din thuc hién cong tac tiép nhan lép dat, sura chira hé théng mang, dién thoai

ndi by, may tinh, mdy in tai cac phong lam viéc cua cac don vi tai TDC va luu hé so.

- Dam béo cho céc thiét bi hé théng mang, dién thoai néi bd, may tinh, mdy in tai cdc
phong 1am viée trong truomg duoc 1ip dit va sira chira theo yéu cdu, han ché lam gién
doan cong viéc cua ngudi sir dung.

- C6 bao céo vé tinh trang cac thiét bi: hé théng mang, dién thoai ndi by, may tinh, may
in trong nha truong dé kip thoi bao tri, bao dudng, thay mdi; tang kha ning sdn sang cua
may moc thiét bi, tang d¢ an toan cho ngudi sir dung.

2. PHAM VI
Ap dung cho toan by don vi thuge TDC.

3. TAI LIEU VIEN DAN
- Can ctr Quyét dinh s6 6426/QD-BGDDT ngay 24/9/2008 ciia Bé Gido duc va Dao tao
vé viéc thanh lap thudc truong Cao ding Cong nghé Thu Pirc trén co sé truong Trung
hoc K¥ thuat va Nghiép vu Thu Duec.
- Quyét dinh s6 1018/QD-CNTD-TCNS ban hanh ngay 20/12/2022 clia ban hanh vé
Quy dinh chirc nang, nhiém vu cua cac don vi truc thudc truomg Cao ding Cong nghé
Thu Dire.
- Théng tu 45/2013/TT-BTC ngay 25/4/2013 ctia Bé tai chanh huéng dan ché dé quan
ly, str dung va trich khau hao tai san ¢ dinh.

4. TU VIET TAT
- TT.CNTT&QLCSDL hodac TCN: Trung tdm Coéng nghé Théng tin va Quan ly Co s¢
dir liéu.
P.QLTB-CSVC hodc Phong QLTB-CSVC: Phong Quan 1y Thiét bi Co s& vat chat.
BGH: Ban giam hi¢u
CAC DON VI: Bao gém céc Phong/ Khoa/ Trung tdm trong nha trudmg.

TDC: Truong Cao ding Cong nghé Thi Pic.

Ngay hiéu luc: 01/06/2023 Trang: 1/5 Lan ban hanh: 1




M hiéu TCN-QT1

5. LUU DO

nghi, lap dat

CACPON V|
4. Nhan phan
hoi

3. Phén hoi thiét bj can 12

TT CNTT&QLCSDL TT CNTT&QLCSDL
» 6. Thuc hién lap dit, |« 5. B4o cdo cho trudng
sira chira don vi
CNTT&QLCSDL
8. Luiru ho so lap
dat, sira chira
Ngay hiéu lyc: 01/06/2023 Trang: 2/5 Lan ban hanh: 1
TRUONG CAO DANG
CONG NGHE THU puc
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Ma hi¢u TCN-QT]1

6. PAC TA
S . ) oy B¢ phan/ B no %
T T?n er.(fc NGi dung BQ phan/ .| Neubi ph 5 hop Két qua dat Han‘hoén Blel.: mau/
cong viée Ngudi thue hién 2y duogc thanh ho so
T thure hién
Céc don vj lap phiéu dé nghi ldp
dat, stra chita h¢ thong mang, dign
a2z 43 .o | thoai may tinh, mdy in khi c6 nhu cau & =i s " )
1. | Lép Qh1eu .de nghi ldp hodc khi phat hién ra sy ¢o can khéc | Cac don vi Phiéu dé nghij TCN-BM1
dat, stra chira. phvie QT1
Nép phiéu dé nghi truc tiép vé
TT.CNTT&QLCSDL (Phong A109).
_ Quan ly TCN sg kiém tra ndi dung
lap dat, swa chita va phan cong cho
‘ nhin vién t6 ky thudt thuc hién dé .
2. | Kiém tra, xdc nhan nhu | nghi. . TT.CNTT & Céc don vi Xdc  nhin Trong 1 ngly TCN-BM1-
cau ldp dat, sira chita. Nhan vién t6 K§ thudt tryc tiép dén | QLCSDL huéng xir ly QTI
kiém tra tai don vi ¢6 de nghi. Xac
nhdn huéng xi ly: Khdc phuc sta
chira hodc thay méi.
Trudng hop TCN nhan thdy thiét bj
3. | Phan hdi thiét bj cin | <nONg con khic phyc duge ma phai | pp c\py g TCN-BMI-
" | Idp dat, sira chira thay méi TCN b ITE Mg, Cia s QLCSDL QT1
’ ’ miurc do gia tri thiet bi: la tai san hay la
cOng cu dung cu.
Ngay hiéu lue: 01/06/2023 Trang: 3/5 Lan ban hanh: 1
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M hiéu TCN-QT1

(

Thiét bj thay thé 1a tai san => TT
néu y kiénx vio phiéu d& mghzé cua don P.QLTB-CSVC,
4. 5 % vi va tra vé cho cac don vi, dé cac don | Cac don vi Trone | neay | TCN-BM1-
Bisfa bl ki vi thyc hién tiép tuc theo Qui trinh TT.CNTT & eI Yori
mua sim tai san, trang thiét bi hién QLCSDL
c6 cua nha truong.
(1) Thiét bi thay thé 1a cong cu dung
cu => TCN lam d& nghi mua thiét bi
cho cac don vi. .
5.  Bao c*_c’xo cho trudng ) Hu hong n@ng can moi k¥ thudt | TT.CNTT & P.QLTB-CSVC Trong 1 ngay
don vi. ngodi trudng vao sua chira. QLCSDL
= Ca 2 trudong hop trén can lién
hé¢ véi P.QLTB-CSVC dé
duoc hudémg dan thuc hién.
6. | Thuc hién lip dat, sira | TT.CNTT & QLCSDL tiénhanh I3p | TT.ONTT& | Cic don vi Trong 1 ngy
chira. dat, stra chira cho cac don vi. QLCSDL
5. | Kiém tra két qua lip | Pom vi dé nghi kiém tra két qua lap —— TT.CNTT & TCN-BMI-
dat, sira chita. dat, stra chira. ! QLCSDL QT1
o i
o3 _ , TCN-BM1-
08 " . Luu hd so lip dat, sira chita tai | TT.ONTT & QT1
g2l (& [Lmlow TT.CNTT & QLCSDL. QLCSDL TCN-BM2-
™ QTI
=0
c.9)
g z
50
Ngay higu lyc: 01/06/2023 Trang: 4/5 Lan ban hanh: 1




Ma hiéu TCN-QT]1

7. CONG CU/BIEU MAU/HUGNG DAN

7.1. Danh muc biéu miu

STT Tén biéu mau/hudng din M3 hiéu
{ |Phiéu dé nghi lap dit, sira chira TCN-BM1-QT1
2 [Béo c4o tudn TCN-BM2-QT1
7.2. Hwémg din dién biéu miu
7.2.1 Biéu miu “Phiéu d& nghi lap dt, sira chita™:
Mi biéu mau: TCN-BM1-QT1 (Thuc hién trén phin mém Word)
7.2.3 Biéu méu “Béo cdo tudn™:
Ma biéu mau: TCN-BM2-QT1 (Thuc hién trén phan mém Word)
8. LUU HO SO
St Teri hd s M hiéu Jhen N hsa
gian luu

1

Phiéu dé nghi lap dat, sira chira TCN-BM1-QT1

I nam | TT.CNTT & QLCSDL

Béo c4o tuin TCN-BM2-QT1

1 nim TT.CNTT & QLCSDL

Ngay hiéu luc: 01/06/2023 Trang: 5/5

Lan ban hanh: 1




UBND TP. HO CHI MINH Cong Hoa Xa Héi Chu Nghia Viét Nam
Truong Cao Diang Coéng Nghé Tha Dic Doc Lap — Tu Do — Hanh Phic

PHIEU PE NGHI LAP PAT, SUA CHUA

- Kinh guri: Hiéu truong
Trung tdm Cdng nghé Théng tin va Quan ly Co so Dix liéu
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Hiéu truong duyét TT.CNTT & QLCSDL Trudng b phin Ngudi dé nghi

Y kién ciia to Thiét bi Ky thuét:
Thiét bi thay thé la: [J Tai san [J Cong cu dung cu
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TT.CNTT & QLCSDL NV.KY THUAT

Xic nhin di hoan thanh Iip dit/sira chira:

..............................................................................................................................................
..............................................................................................................................................

..............................................................................................................................................

NV. KY THUAT PAI DIEN CAC DON VI

TCN-BM1-QT]1 -
TRUGNG CAO BANG

CONGNGHETHUBUC

Ngay: fzéﬁﬂ ﬁ




TRUONG CAO DPANG CONG NGHE THU bUC
TRUNG TAM CNTT & QLCSDL

BAO CAO CONG TAC TUAN
T ngay .../..../2023 dén .../..../2023

Murc do Ghi cha
Stt Céng viéc da thuc hién hoan (Ly do chua hoan thanh,
thanh dé xuat)
DU KIEN CONG TAC TUAN TOI
Tie Bgdfn. ool Ld20 onu. G8R v Lo 20,
Thoi gian Ghi cht
Stt No6i dung cong viée sé& thuc hién hoan L
thanh (dé xuat)

TCN-BM2-QT1

Thu Dure, ngay ..... thang ..... nam 20.....

Nguoi bao cdo




