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TRUONG CAO DANG DU LJCH QUYTRINH Mil Uti lieu: QT.OIIHCTH
NHATRANG Bao tri, bao duong thi~t b] Phi en han:

Ngay ban hanh: /02/2023
I. MUC otcn vA PHAM VI ApDUNG. .. .

1, M1}c dich
- Viec xay dung, thirc hien va duy tri quy trinh nay nham dam bao viec bao tri,

baa duong trang thiet bi, may moe ducc thirc hien thea dung k~ hoach, xuat phat tir
nhu e~u thuc t~, dap irng kip thai, phuc vu hieu qua cac hoat dong cua Nha tnrong.

- Bam bao tinh lau ben cua thi~t bi, luon trong tinh trang t6t, s~n sang phuc vu
moi hoat dQng cua Nha tnrong

- Bam bao viec bao tri, bao dirong thiet bi diroc thuc hien thea dung Quy che
quan Iy tai ehinh va chi tieu nQi bQ, Quy eh~ quan Iy tai san cua Nha tnrong.

2. Pham vi ap dung
Quy trinh nay ap dung eho cit ca cac don vi trong Twang Cao dkg Du IiehNha Trang.

II. TAl LI1J:UVIlJ:N DAN
- Tieu ehuAn ISO 9001 :2015

- Quy~t dinh s6 17/2019/QB-TTG ngay 08/4/2019 cua Thu tu6ng ehinh phu v~
mQt s6 goi th~u, nQi dung mua sfun duy tri ho~t dQng thuang xuyen duQ'c ap d\lng hinh
thue I\la ch9n nha th~u trong wang hQ'Pdi.icbi~t thea quy djnh ~i di~u 26 Lu~t B~u th~u.

- Quy~t dinh 37/QB-CBDLNT ngay 09 thang 12 nam 2021 cua Truang Cao
d~ng Du Iich Nha Trang V~ vi~c Ban hanh Quy ch~ qufm Iy, su d\lng tai san eua
Truang Cao d~ng Du ljeh Nha Trang.

III. DANH MUC cAc TUVlET TAT

'I'-

-
Ky hi~u Di~n giiii

QT Quy trinh
BM Bi~u mdu
QB Quy~t dinh
BB Bien ban
TCKT Tai ehinh K~ toan
QLTBVT Quan Iy thi~t bi, v~t tu
BTBDTB Bao tri, bao duOng, thi~t bi

IV. DJNH NGHiA
- Bao tri, bao du5ng thi~t bi, may moe: hanh dQng duQ'Cti~n hanh dinh kY b~g

cac phuong ti~n d~ dam bao S\l v~n hanh cae thi~t bi, may moc dUQ'elien 1\le;
- Phuong ti~n bao g6m: Nguai, thi~t bi, phuong phap;
- BuQ'c th\lc hi~n sau mQt chu kY ho~t dQng cua may duQ'c xac dinh b~ng thai

gian ho~t dQng. Cong vi~c ki~m tra thong thuang dung thi~t bi chuyen dung;
- Phai k~t hQ'Pvai vi~c sua chua nh6 va thay th~ mQt s6 chi ti~t ph\l nhu banh

rang, tr\}c vit, day dai ...
- Tuy nhien eong vi~c vdn Ia ki~m tra, ph<ithi~n ngan ehi.inhu h6ng.,f'/

V. NOI DUNG QUY TRINH
1. LU'UdB quy trinh
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TRUONG CAO DANG DU LICH QUYTRINH Mil tai lieu: QT.OIIHCTH
NHATRANG Baotri, bao duong thi~tb] Phien ban:

Ngay ban hanh: 102/2023

BUOC DONVISU
DVNG

1. Ki€m tra, J
xac dinh

TO QTTB-PHONG
HCTH

HI:¢U
TRUONG VANTHlf
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5. Ban hanh va
'----~ hru HS

B1l(YC 1

B1l(YC2

B1l(YC3

B1l(YC4

B1l(YC5

2. Xay dung k~
hoach bao tri,
baa dirong eli

nam
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4.KY
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6. Mua V?t nr, phu
tung, linh ki~n thay th~
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9. Ti~n hanh baa tri,
B1l(YC9 baa duong thea k~

hoach
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10. Xac nhan
BllO'C 10 hoat d9ng baa 1+- -'
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BllO'C 11 baa tri, baa du6ng

BllO'C 6

BllO'C 7

BllO'C 12

-.

3



TRUONG CAO DANG DU LICH QUYTRINH Mil tai lieu: QT.OlfHCTH
NHATRANG Bao tri, bao dutrng thiit b] Phien ban:

Ngay ban hanh: 102/2023

, .

2. Di~n giii quy trlnh thirc hi~n

TT
Biroc
cong
vi~c

Qua
trinh

ThOi
gian

dap rrng
(ngay)

Mota

BM.Ol­
QT.OIIHCTH

Luu hB
sO'lBi~um§u

Mua v~t Truac m6i - Phong HCTH ti€n himh mua
ill, ph\! dgt bao v~t ill, ph\! tung, linh ki~n dil
tUng, linh tri, bao duqc duy~t. Dam bao du s6
ki~n thay du5ng 03 luqng, chung IOC;li,chAt luqng t6t
the~ __ ~ ~ ~n~~~a~cy ~_v_a_d_u_n~lg~v_a_i~gLiJa~'~cu~'a~th~i~t~ru~an~~~.__ ~ ~
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Biroc 1

Buoc
2

Buac
3

Buac
4

Buac
5

Buac
6

Ki~m
tra, xac
dinh

xs,
dung k€
hOC;lCh
bao tri,
bao
du5ng

L~p bang
d\I tm
kinh phi
mua v~t
ill, ph\!
tung

Ban hanh
va luu
HS

01 ngay

02 ngay

02 ngay

01 ngay

01 ngay

Tren cc s6 dS xuAt cac dan vi.
Phong HCTH ti€n hanh ki~m
tra xac dinh S\I d.n thi€t Bao
tri, bao du5n_g
Phong HCTH xay dung k€ hoach
bao tri, bao du5ng thi€t bi, may
moe trong toan tnrong. Viec bao
tri bao dirong dircc thuc hien
theo dinh ky theo tung chung
IOC;limay moe thiet bi rna co thai
_gian dai, I!g~n khac nhau.
Tren co s6 k€ hoach bao tri, bao
dirong, Phong HCTH l~p bang
dir tru kinh phi cho rung IOC;liv~t
tu, phu tung, linh kien phuc vu
cho vi~c thay th€. Vi~c l~p bang
d\I tm phai duqc din Cll vao n<)i
dung th\Ic hi~n, kinh nghi~m cua
nam truac d~ bi€t duqc s6 luqng,
IOC;lic~n mua va gia ca thi
truang. Vi~c l~p d\I tm kinh phi
Iuon phai duqc nhan vai m{>th~
s6 an toano N€u du chuy~n sang
nam sau.
Phong HCTH trinh Hi~u truang
duy~t K€ hOC;lch'va bang dt;r trU
kinh phi cho bao tri, bao duOng.
N€u kh6ng duqc duy~t ti€p t\}c
diSu chinh cho tm khi dC;ltyeu c~u.
Van thu dong dAu luu he, sa theo
dung quy dinh va ban hanh d€n
cac dan vi, ca nhan trong truang
nhu "nai nh~n".

BM.02-
QT.OIIHCTH



TRUONG CAO DANG DU LICH
NHATRANG

QUY TRINH Mfltai lieu: QT.OIIHCTH
Bao tri, bao duong thi~tb] Phien ban:

Ngay ban hanh: 102/2023

TT

7

8

9

10

11

12

Biroc Thanh
7 toan

Btr6'c
cdng
vi~c

Buoc
8

Buoc
9

Buac
10

Buac
11

Buac
12

Bao quan
vat tu,
Rfp,! tung 01 ngay
Qung quy
dinli

Ti€n
hanh bao
tri, bao
dirong 03 ngay
thea k€
hOC;lCh

Xac nh?n
hOC;lt
d(>ng bao 01 ngay
tri, bao
du5ng

Bao cao
cong tac
bao tri, 01 ngay
bao
du5ng

Qua
trinh

Luu h6
sa

VI. cAc BIEU MA.U

T?p hop dc1ydti h6 So', chimg tir,
02 ngay hoa dan thanh toan thea dung

quy trinh.

Tho;
gian

dap ung
(n~ay)

Mota

- Co th~ ti€n hanh t6 chirc mua
thanh nhieu dot khac nhau thea
k€ hoach bao tri, bao duong

Sau khi mua v~, V?t tu, phu tung
va linh kien phai duoc bao quan,
d~ noi dung quydinh d~ sir dung
eho ca nam. Viec qulin ly phai
diroc dua vao s6 sach thea doi.
- Can ctr vao k€ hoach rna Phong
HCTH ti€n hanh bao tri, bao
du5ng dung thai gian cho tirng
IOC;lithiet bi, may moe.
- Dan vi su dl,lngva quan ly thi€t
bi, may moe ph6i hqp thgc hi~n
trong vi~c thea doi qua trinh bao
tri, bao du5ng
Sau khi Phong HCTH hoan· t~t
cong tac bao tri, bao du5ng thi€t
bi, may moc. Dan vi su dl,lllgkY
xac nh?n hOC;ltd(>ngbao tri, bao
du5ng lam Co'sa d~ bao cao hOC;lt
d(>ngbao tri, bao du5ng.

Sau m6i dgt bao tri, bao du5ng,
T6 qulin tri thi€t bi t6ng hqp
cong tac bao tri, bao du5ng
thanh bao cao.

Phong HCTH luu h6 So' thea quy
diM

Luu h6
s()"lBi~um~u

BM.03-
QT.OIIHCTH

BM.04-
QT.OIIHCTH

TT Ten bi~u m§.u Ky hi~u

1 lBien ban ki~m tra may moc thi€t bi BM.OI- QT.OIIHCTH

2 Ke hOC;lChbao tri, bao du5ng BM.02- QT.OIIHCTH
3 Bien ban nghi~m thu - ban giao BM.03- QT.OIIHCTH
4 Bao cao bao tri, bao duang BM.04- QT.OIIHCTH
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BM.OI-QT.OIIHCTH
"

PHU r.uc so 01:BIEN BAN KIEM TRA MAyMoe THIET BI. . .
BQ VAN HOA, THE THAO vA DU LICH

TRUONG CAO DANG DU LJCH NHA TRANG
CQNG HOA xA HQI cnuNGHiA VI~T NAM

DQcI~p - Tv do - H~nh plnic

BIEN BAN KIEMTRAMAyMoe THIET Bl

Hom nay, ngay thang nam 2023 tai Phong/Khoa .
Chung toi gom:
I. D~i di~n phong HCTH

1. Ong (Ba) Chirc vu .

2. Ong (Ba) Chirc vu .

II. B~i di~n phong/Khoa

1. Ong (Ba) Chirc vu .

2. Ong (Ba) Chirc vu .

III. D~i di~n don vi bao tri, bao dufmg

1. Ong (Ba) , Chirc V\l '"

2. Ong (Ba) Clnrc vu .

Chung toi ti~n hanh kiem tra thiet bi, may moe voi cac n9i dung sau:

Tinh nguyen
TT Ten thi~t b] Ma tiii tr~ng nhan Bi~n phap Ghi clnisan/thi~t bi thiet bi, xirly

may moe
1
2
3

Ki~n nghi .
Bien ban ki€m tra diroc cac ben thong nh~t nhtrng n9i dung tren

Bien ban k~t thuc Iuc gio cung ngay.

PHONGHCTH
Nha Trang ng{ly thong ndm 20

DON VI SU DVNG

DONVIBAo TRI, BAODUONG

/



BM.02-QT.OIIHCTH

PHU LUC so 02: KE HOACH
BAo TRI;BAo DUONGTHitT Bl

BOVAN HOA, THE THAO vA DU LICH
TRUONG CAO DANG DU LJCH NHA TRANG

sf>: IKH-CDDLNT

CQNG HOA xA HQI CHU NGHiA VI"¢TNAM
DQc l~p - T\f do - H~nh phuc

Khimh Hoa, ngay thang ndm 20

KEHOACH
V/v Bao tri, bao du&ng thi~t b]

Can ClI k€ hoach dao tao nam h9C 2022-2023 cua Truong Cao dAng Du lich
Nha Trang;

Can ClIvao tinh hinh thirc t€ co sa v~t chat cua Nha tnrong. Nh~m khai thac hieu
qua trong viec dciu tir cling nhir tang tu6i tho cua may moe, thi€t bi, viec bao tri, bao
dirong trang thiet bi phai ducc quan tam dung mire va thuc hien thirong xuyen va dinh
ky. Truong Cao dAng Du lich Nha Trang xay dung k€ hoach bao tri, bao dirong may
moe, thiet bi nam h9C 2022 - 2023, nhu sau:

Ten thi~t bi Mii tai NQi dung bao tri, thot gianTT san/thi~t bi bao dU'O'ng thuc hi~n Ghi chu
Uin 1 Uin2

1
2
3
4
5
6

Tren day la K€ hoach bao tri, bao duong thiet bi nam h9C 2022-2023 cua Truong
Cao dAngDu lich Nha Trang. D€ cong tac bao tri, bao duang thi€t bi d~t hi~u qua cao, d€
nghi cac don vi lien quan thlJc hi~n nghiem tuc k€ ho~ch nay.!.

Noi nh~n:
- Cac PHT;
- Cac don vi thuQc truOng;
- LUll: VT, HCTH, ( ).

Hq:u TRUONG



BM.03-QT.OIIHCTH
,
I

.,PHVJ..vc.,s6 03:_KEHO~<;H
BAO TRI, BAO DUONG THIET BJ

TRlfONG CAODANG DU LICH NHA TRANG
PHONG IIANHCHiNH: TONG HQP

CQNG HOA xA HQI CUU NGHIA VI:E:TNAM
D{}cl~p - TV do - H~nh phuc

BIEN BAN NGHI:¢M THU - BAN GIAO

Hom nay, ngay thang nam 2023 tai Phong/Khoa .
Chung toi gom: .
I. D~i di~n phong HCTH

1. Ong (Ba) Chirc vu .

2. Ong (Ba) Chirc vu .

II.D~i di~n phonglKhoa

1.Ong (Ba) Chirc vu .

2. Ong (Ba) Chirc vu .

In. D~i di~n 0011 vi bao tri, bao dUOng

1. Ong (Baj.,; Chirc vu .

2. Ong (Ba) Chtrc vu .

Chung toi ti€n hanh kiem tra ban giao thiet bi, may moe va thong nhat I~p bien ban
ban giao v&j cac nQi dung sau:

1. Ve nQi dung cong viec thirc hien: Ben da hom thanh xong cong
viec bao tri, bao du5ng cac may moe, thiet bi:

Ma tai N{}idung thuc hi~n cac chi ti~t
TT Ten thi~t b] san/thi~t b] bao tri, bao dutrng sua chfr~, Ghi chii

Lan 1 Lan 2 thay the
1
2
3
4
5

2. Thoi gran thirc hien: .

3. <:;h§.tluqng thlJc hi~n cong vi~c: Qua ki~m tra ch~y thu d~t yeu
cau Icy thu~t. .

4. Cac y ki€n khac (n€u co) .....

Hai ben th6ng nh§.t nghi~m thu, ban giao dua vao su d\mg

Bien bfm nghi~m thu, ban giao duQ'c I~p thanh 02 ban, m6i ben gift 01 bfm va co
phap Iy nhu nhau.

DON VI BAD TRI, BAD DUONG
I[.hcmhHoa, ngay thang nfim 20

PHONG HCTH DON VI SU DVNG
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BM.04-QT.OIIHCTH

>. _ PHVLVC,SOp~-:BAQcAo s:

VE VI¥C BAO TRI, BAO DUONGTHIET BI

TRUONG CAO DANG DU LICH NHA TRANG
PHONG HANH CHiNH: TONG HQP

S6: IBC-HCTH

CQNG HOA xA HQI CHU NGHIA VI:E:TNAM
DQc I~p - Tl}'do - H~nh phuc

Khdnh Hoa, ngay thdng nam 20 .

BAocAo
VE VIE:C BAo TRI, BAo DUONGTHIET BI

Kinh giri: Hieu tnrong tnrong Cao dang Du lich Nha Trang

Can cir K~ hoach sf> /KH-CDDLNT ngay thang narn 2023 cua Truong Cao
dang Du lich Nha Trang v~ viec baa tri, baa dtrong may moe, thiet bi nam hoc 2022-
2023. Phong HCTH baa cao k~t qua nao tri baa dirong nam hoc 2022-2023, nhir sau:

NQi dung thuc hi~n Tinh trang

Ten thi~t bi Mii tai bao tri, bao dufrng hoat dQng
TT san/thi~t b] ciia maY, Ghi chu

moe, thiet
bi hien tai

1
2
3
4
5

Tren day la baa cao v~ viec baa tn..bao dtrong thiet bi cua phong HCTH narn hoc
2022 -2023.

TRUONGPHONG

NO'i nh{in:
- Cac PHT CdS b/e);
- Cac dan vi thuoc tnrong;
- Liru: VT, HCTH, '" .... C .... ).
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