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CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM
MOI TRUONG PO THI PA NANG Péc lap - Tw do - Hanh phuc

QUY TRINH SUA CHUA TAI SAN, THIET BI,
PHUON G TIEN VAN CHUYEN CONG TY

cua Tong Gidm doc Cong ly Co phan Moz truong Do thi Pa Nang)

1. Muc dich va pham vi ap dung
Van ban nay quy dinh viéc sua chira tai san, thiét bi, phuong tién véan
chuyén tai Céng ty nhiam sira chita nhanh, tiét kiém dam bao san xuét.

Vén ban nay ap dung d6i v6i hé thong quan ly mdi truong theo ISO
14001 tai Coéng ty C6 phan Mai truong D6 thi Da Ning (goi tat 1a Cong ty)

2.Tai liéu vién daq
Quy trinh kiém soat tai liéu, ma hiéu: QT.01/MTDT
Quy trinh kiém soét hd so, ma hiéu: QT.02/MTDT
Cac tai liéu thuéoc HTQLMT
Tiéu chuan TCVN ISO 14001:2010
3. Thuit ngit, dinh nghia, tir viét tat
- Stra chira 16n:
”j Cong viéc s&a’ch&a nhu: dai tu dong co, dai tu ca bin, dai tu thung,
dai tu gam, dai tu h¢ thong chuyén dung.
* Céc cong viéce sira chita c6 mot chi tiét co gia tri lon hon 30 triéu déng

nhung khao sat gia dung theo quy trinh mua sdm trong quy ché quan ly tai
chinh.

- Stra chita nho: stra chita thuong xuyén khong nam trong sira chita 16n.
4. Noi dung

Quy trinh sira chira.

~ - Khi tai san, thiét bj, phuong tién van chuyén bi hu hong, nguoi diéu

khién hodc quan ly tai san, thi€t bi, phuong tién bao céo don vi quan ly va phong
Ky thuét kiém tra. Tuy mirc d6 hu hong phong K§ thuét trinh lanh dao ¢6 hudng
xUr ly hodc bo tri don vi stra chita cu thé.

- Phong K§ thuat chiu trach nhiém vé s6 luong, chét lugng, ngudn gbc vt
tu thay theé.

- Phong Ké toan Tai vu chiu trach nhiém vé gié ca.

- Khi phuong tién, thlet bi, tai san Cong ty dua vao stra chira 16n phai ¢o y

kién ctia Tong Giam dbc quyet dinh néi dung stra chira, don vi sua chira ¢6 bao
gia canh tranh dam bao chét luong tbt nhat.

QT.11/MTBT Trang 1/4



4.1. Cac bude sira chira thwong xuyén va trinh tw van ban ky xac nhian nhw
sau
4.1.1 Gidy bao cio sira chira nho ( Theo mdu Cong ty).

- Nguoi diéu khién phuong tién hodc nguoi quan ly tai san, thiét bj Vlet
béao cdo stra chita (ghi cu thé cum, chi tiét, nguyén nhan hu hong) theo biéu mau
BM.01/QT.11/MTDT guri lanh dao don vi quan ly.

- Cé4 nhan, don vi quan ly tai san, thiét bi, phuong tién cing phong K¥
thuat, don vi stra chita kiém tra va x4c nhén noi dung hu hong theo bdo céo.

- Pon vi stra chita cho tién hanh stra chita va 1ap du toan tong hop - biéu méu
BM.03/QT.11/MTPDT theo Bao cao Cong ty. Cac chi tiét vét tu thay thé sira chita can
ghi day du thong s k¥ thuat, sb lugng, xuat x.

- Phong K§ thuét va phong Ké toan Tai vu kiém tra theo quy dinh trén. C

- Cham nhét trong vong 1 tudn ké tir ngay hoan thanh cong viéc stra chira
(dugc l4i xe xdc nhéan) thi don vi sta chita, phong K§ thuat va phong Ké toan
Tai vu lap hd so stra chita: du toan, nghiém thu stra chita trinh 18nh dao phé
duyét theo biéu mau BM.06/QT.11/MTDT.

4.1.3 Bién ban nhap kho vt tw ci.

- Phong K§ thuét, phong Ké toan Tai vu lap danh muc nhiing vt tu can
nhap kho theo biéu mdu BM.07/QT.11/MTDT.

- Ngudi quan ly tai san, thiét bi, phuong tién c6 trach nhiém gidm sét sira
chita va nhép kho vat tu cii theo biéu mau BM.07/QT.11/MTPT.... c6 ky xac
nhén day dua.

- Nguoi quan 1y tai san, thiét bi, phuong tién, phong K§ thuat, phong Ké
toan Tai vu ky xac nhan va giao cho thu kho chju trach nhiém quan ly.

- Vat tu cii nhap kho trong vong 02 ngay sau khi sira chita xong.

4.1.4 Lap chirng tir thanh toan.
- Cé nhén, don vi stra chita tap hop hd so va ghi hoa don thanh toan.
4.2. Stra chira lon, sira chira kham lwu hanh.
Trinh tw thuc hién qua cdc budc sau:
4.2.1 Giay b4o c4o sira chira.
- Nguai diéu khién _phuong tién, nguoi quan ly tai san, thiét bi viét Béo

céo ghi cu thé cum, chi tiét, nguyén nhén hu héng, don vi quan ly xac nhan cho
stra chira (thoi gian phé duyét 1 ngay) theo biéu mdu BM.01/QT.11/MTDT.

- Phong K§ thuat kiém tra va trinh 13nh dao c6 huéng xur ly va chon giao
don vi stra chira. -

- Lanh dao duyét.
4.2.2 Bién ban thio kiém

- Phong K§ thuét lap bién ban thdo kiém theo biéu maiu
BM.02/QT.11/MTPT. (C6 kiém tra xdc nhén cia nguoi diéu khién phuong
tién, nguoi quan Iy tai san, thiét bi, phong KP thudt va phong Ké todn Tai vu)
thoi gian phé duyét 2 ngay.
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- Lanh dao duyét.
4.2.3 Du toan sira chira.

- Pon vi stra chita 1ap dy todn theo bieu mau BM.04/QT.11/MTDT theo
bién ban thao kiém.

- Phong K¥ thuat kiém tra sé lugng va chat lwong vét tu; quy dinh thoi
gian hoan thanh.

- Phong K& toan Tai vu kiém tra gia.

- Thoi gian phé duyét 2 ngay.

- Lanh dao duyét.

- Pon vi stra chita tién hanh stra chita.
4.2.4 Bién ban nghiém thu sira chira.

- Ngay sau khi stra chita xong don vi stra chita 1ap bién ban nghi¢m thu
stra chira theo biéu mau BM.05/QT.11/MTPT, phong K§ thuat quy dinh thoi
gian bao hanh sura chita hoac thay mai theo quy dinh.

- Nguoi diéu khién phuong tién, ngudi quéan 1y tai san, thiét bi, phong Ky
thuat kiém tra x4c nhan dang theo du toén stra chita.

- Lanh dao duyét.
4.2.5 Nhap kho vat tw cii.

- Phong Ky thuét, phong Ké toan Tai vu l4p danh muc nhing vat tu can
nhap kho theo biéu mau BM.07/QT.11/MTDT..

- Ngucn diéu khién phuong tién, ngudi quan ly tai san, thiét bi c6 trach
nhiém giam sat sta chita va nhép kho véat tu cl theo biéu mau
BM.07/QT.11/MTPT c6 ky nhan day di va giao cho thi kho chiu trach nhiém

quan ly.

- Vit tu cii nhap kho trong vong 02 ngay sau khi stra chita xong.
4.2.6 Thi tuc thanh toan gom.

- Gidy d& nghi thanh toén.

- Don vi stra chira 1ap va ghi héa don thanh toan.

- Cung cép day du céc hd so lién quan: Giy bao céo, bién ban thao kiém,
du toan sira chita, bién ban nghiém thu, gidy nhap kho vat tu cil...

- Xac nhén cua phong Ky thuat va ph(‘)ng Ké toan Tai vu.

- Thoi gian thuc hién cham nhat 13 1 tudn sau khi don vi stra chita nop day
du ho so thanh toan (giao phong k¥ thuat theo doi, bdo cdo)

- Lanh dao duyét.
4.3. Pon vi t6 chirc thuc hién.

DPon vi stra chita chiu trach nhiém vat tu thay thé theo dting chung loai va
chét lugng theo Du toan. Khi bi hu héng, kiém tra néu phat hién khéc loai so véi
Du toan, don vi sira chita va phong K§ thuat phai chiu trach nhiém vé cac 15i
lién quan dén vat tu dé va hoan tra toan bo céc chi phi ma Cong ty da thanh toan
theo du toan.
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Cac don vi quan ly phuong tién ciia Cong ty, cac don vi stra chita va cac
phong ban lién quan té chirc thuc hién theo diing quy dinh nay.

Trén day 1a mot s6 quy dinh vé céc budc thuc hién sta chita thiét bi xe
may tai Cong ty. Quy dinh c6 hi€u luc ke tur ngay Ky. Néu trong qua trinh thuc
hién c6 gi vudéng méc, phan anh truc tiép vé Tong Giam ddc Cong ty hodc
phong K§ thuat dé c6 hudng giai quyét.

5. Ho so cong viée
5.1. Ho so theo d6i quan 1y sira chira xe van chuyén gom

TT Tén goi ho so Ma Hiéu Noi lap Noilvu | Thoi gian luu
| Ho so quan ly stra chita - P.KT, PKT, 5 nim
phuong tién thiét bi DV sua chita | P.KT-TV

5.2. Céc ho so nay dgqc cac c{l nhan, don vi lién quan lap, kiém sodt theo quy
dinh tai Quy trinh kiém soat ho so, ma hiéu QT.02/MTDT.

6. Phu luc
Céc biéu mau ban hanh kém theo Quy trinh nay gdm:
TT Tén goi biéu miu Ma hi€u
1 | Gidy bao céo BM.01/QT.11/MTPT
2 | Bién ban théo kiém BM.02/QT.11/MTPT
3 | Du toan stra chira BM.03/QT.11/MTDPT
4 | Du toan sira chita (thiét bi, phuong tién) BM.04/QT.11/MTPT
5 | Bién ban nghiém thu stra chita(thiét bi, phuong tién) | BM.05/QT.11/MTDT
6 | Bién ban nghiém thu sira chita BM.06/QT.11/MTDT
7 | Bang ké vat tu hong nhép kho BM.07/QT.11/MTDT
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CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM

MOI TRUONG PO THI PA NANG Dgc lap - Ty do - Hanh phic
GIAY BAO CAO
Kinh giti: LANH PAO CONG TY
TOTEEN Az e, [ B8, U0 V1 s s

Xin béo cdo tinh trang (thiét bi, phuong tién) hién nay c6 cac hu hong sau:

STT Ngi dung Tinh trang | Nguyén nhin (do c4 nhan tw nhan dinh)

Xac nhin sira chira: Da Néng,ngay......théng......ncm 20...

Nguwdi bao cdo

Y KIEN PHONG KY THUAT:

LANH PAO DUYET:
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CONG TY CP MTPT PN
PHONG KY THUAT

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc l4p — Tu do — Hanh Phuc

BIEN BAN THAO KIEM (thiét bi, phwong tién)

_ Hom nay, ngay ... thang .... ndm 2016, tai Céng ty CP MTDT Da Ning ching
toi gom co:

I @ng:
2. Ong:
3. Ong:
4. C)ng:
5. Ong:

Churc vu:
Chuc vu:
Chuc vu:
Chtre vu:
Chtre vu:

Sau khi thdo kiém tra céc chi tiét hu hong cén stra chita, chung toi thong nhat cac
ndi dung stra chita nhu sau:

DUYET CUA LANH PAO

Stt Npi dung céng viéc Pvt | SLg | Tinhtrang | Huéng giai quyét
1
2
3
4
5
6
T
8
Bién ban ké:t thic cung ngay va doc lai cho moi ngudi cuing nghe va thong nhét ky
tén. Kinh dé nghi Lanh dao duyét cho stra chira.
LAI XE PHONG KT-TV PHONG KY THUAT NGUOI LAP
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

DU TOAN SUA CHUA
.. N Pon gia | Thanh tién o
STT N(:)l dung cong viéc | Dvt | Slg (@bng) (@dng) Ghi chu
(thiét bi, phuong tién)
1
2
3
(thiét bi, phuong tién)
1
2
3
(thiét bi, phuong tién)
1
2
3
(BANE CHIT:cevvvvneeneeeneeenereeeeeeeneeeenensnneens ).

X _ ba Nang, ngay ... thdng ... nam 201..
CONG TY CO PHAN MOI TRUONG PO THI PA NANG PON VI SUA CHUA
Phong KT-TV Phong K¥ thuat

Duyét
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CONG HOA XA HQI CHU NGHIA VIET NAM

. Doc lap - Tw do - Hanh phic

DU TOAN SUA CHUA (thiét bi, phuong tién)

STT | N§i dung céng viéc | Pvt | Slg ?ggnggl)a Th(zc.‘l%ggt;en Ghi chi
1

2

3

4

3

6

i

8

9

10

11

12

(BANG Chizeuernneernneeeiieeiinneeeeeeeennnnene )-

Da Nang, ngay ... thang ... nam 201..

CONG TY CO PHAN MOI TRUONG PO THI PA NANG
Phong KT-TV Phong K§ thuét

Duyét

PON VI SUA CHUA

BM.04.QT.11/MTDT*/1/ € /2016
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CONG TY CP MTPT BN CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG KY THUAT DPoc 1ap — Tu do — Hanh Phic

BIEN BAN NGHIEM THU SUA CHU'A (thiét bi, phwong tién)

Hom nay, ngay ... thang .... nam 20..., tai Cong ty CO phan Mai truong do thi DN
chung t61 gom co:

1. Ong: Chuec vu:
2. Ong: Chuc vu:
3. Ong: Chure vu:
4. Ong Chuec vu:

ba cung nhau kiém tra thuc té va théng nhét khoi luong, chét luong vat tu thay thé,
stra chita nhu sau:

Néi dung cong viéc Pvt | SLg | Huwéng gidi quyét

s
N:S\ooo\]mu\.waHg

Két luan cta hdi ddng: Thong nhdt khoi luong va chadt luong sia chita la dat yéu cau,
dung nhu du toan, nghiém thu dwa vao sit dung.
Thoi gian bao hanh: ... thdng.
Bién ban két thuc cling ngay, duoc doc lai cho moi ngudi cung nghe va théng nhat ky tén.
Ho so nghiém thu thanh toan gdm: Cdc chitng tir lién quan kém theo.
PON VI S/CHUA LAI XE P.KY THUAT

DUYET CUA LANH PAO
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CONG TY CP MTDT PA NANG CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG KY THUAT Doc lap - Tu do - Hanh Phiic

BIEN BAN NGHIEM THU SUA CHUA

HOm nay, ngay ...thang... ndm 2016, tai Cong ty Cb phan Moi truomg D6 thi Da Nang
ching t61 gom co:

1. Ong: Chuc vu:
2. Ong: Chue vu:
3. Ong Chue vu:

D3 cung nhau kiém tra thuc t& va théng nhat khéi luong, chét luong vat tu thay thé, sia

chita nhu sau:

Stt N§i dung cong viéc Dvt SLg Huéng gidi quyét

thiét bi, phuong tién

1

p

3

4

S

6

7
thiét bi, phuong tién)

1

2

3

4

5

6

K ét luan cua hoi déng: T ho”'ng nhét khoi luong va chdt luong swa chita la dat yéu

cau, diing nhw dy todn, nghiém thu dwa vao sir dung. |
Thoi gian bao hanh: ... thdng. '
Bién ban két thiic ciing ngay, dugc doc lai cho moi ngudi ciing nghe va thdng nhét

ky tén.
H6 so nghiém thu thanh toan gém: Cdc chitng tir lién quan kém theo.

PON VI S/CHUA P.KY THUAT

DUYET CUA LANH PAO
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CONG TY CP MTPT PA NANG

BANG KE VAT TU HU HONG NHAP KHO NAM 20...

Ngay nhap S6 xe | Pon vi S6

kho TénvAtte |, cthd| tinh | hwgng | S0

Stt

Ghi chii: Giao phong K¥ thuit quan ly va chiu trach nhiém theo ddi, kiém tra cic vat tw hw héng
nhap kho.

Da Ning, ngay thang  nam 20....

Phong Ké toan Phong K¥ thuat Nguoi lap
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