QUY TRINH QUAN LY XUAT, NHAP TAI LIEU, VAT TU , VAN PHONG PHAM

I. Ngudi phu trach:

2. Phéi hop:
3. Thoi gian thuce hién:

(Ap dung trong ngi bo trung tim)

Pham Thi Diu (Tht kho),Hoang Thi Hau (TT); Lé Hong Giang (Tro ly vat ta);

Sé dién thoai: 0975 576 858; 0978 606 208; 0977 832 201

Email: hthau(Dvnua edu.vn, lhgiang@vnua.edu.vn, ptdiu@vnua.edu. vn,

Céc 16 tr uong to cong tac,
Dau quy 1,2,3,4 h hang nam;

Can b¢ cung wng BS; Ke
toan

(1)

Tha kho
(2)

Cic th truong, Tha kho
3)

I.Can b9 lap du tru mua
sam, bd sung mua Tai liéu,
Vit tu, Van phong pham;

2. Ké toan tién hanh céc thu |

tuc thanh ly hop dong
nghiém thu, giao nhan,
thanh toan ... (néu co)

3. Ban giao TL, VT, VPP da
mua /nghi¢p thu cho thu
kho quan ly;

1.Nhan TL/VT/VPP; viét
phiéu nhép kho, chuyén 01
nién cho ké toan dé theo
doi;

2. Phan loai, trinh duyét
BGD ké hoach bao quan,
phan phéi, lich cAp phat;

3. Thong bdo cho cac tb
truéng/ca nhan dén nhan
TL/VT/VPP theo hang muc
cép phét da duogc phé duyét;

1. Thu kho Giao TL/VT/ VPP
cho bo phén/ca nhan str dung
(theo di ky nhan trén so cap
phat vat tu/TL/VPP);

2. Théng ké, Tong hop, bao
céo dinh ky hang thang/ quy
cho BGD vé s luong céac
khoén da cép phat (chuyén
01 ban TK cho ké toan dé
theo doi, dbi chiéu)

B¢ phén siv dung

L))

1.T6 trudng theo doi,
viéc st dung cdc vat
tu/TL/VPP  dd nhan
ding muc dich, hiéu
qua;

2. Kiém ké, Bao cdo tinh
trang /két qua SD...cac
hang muc da nhén, dinh
ky hang nam/khi duoc
yéu cau;

LANH BPAO DON VI

=
Pham Thi Thanh Mai




