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QUY DINH QUAN LY VA SUDUNG
VAN PHONG PHAM

I - MUC PiCH:

Quan ly dugc viée st dung van phong pham trong cong ty, dam bao dii nhu cau, sir
dung tiét ki¢m.

II- PHAM VI:
Quy dinh nay 4p dung cho viéc quan 1y va st dung vin phong pham trong cong ty .
111 - PINH NGHIA:
- VPP: “vian phong pham”
IV - NOI DUNG:
1. Dinh muc sir dung:

- Moi loai VPP phai c6 dinh murc sir dung. Phong HCNS lap dinh murc sir dung tam
tinh, dinh muc sir dung tam tinh dugc thao luan théng nhét véi Trudng bo phén, sau
d6 chuyén BGD Cong ty duyét.

- Hang quy, Phong HCNS c¢ trach nhiém ra soét lai dinh mtrc st dung VPP cho phu
hop, truong hop do ¢ sy thay d6i, Trudng bd phan dé nghi Phong HCNS cing
nghién ctru dé thay d6i dinh mirc.

2. Cap phat dinh ky:

- Trudce ngay 28 hang thang, cac bo phan lap gidy dé nghi VPP cua thang sau theo biéu
méau: 1/BM — QDQLVVP, chuyén Truéng bd phan duyét, sau d6 chuyén Phong
HCNS xem xét. _

- Phong HCNS c6 trach nhiém kiém tra dinh muc sir /dung theo quy dinh, néu khong
dang thi chuyen cho bd phan dé nghi chinh stra lai, neu dung thi chuyén BGD duyét.

- Can cr trén gidy dé nghi dugc duyét, Phong HCNS tién hanh lién hé nha cung tmg dé
mua VPP theo yéu cau.

- VPP duoc mua lam 02 1an, lan 1 tir ngay 01 — ngay 05 cua thang, lan 2 tir ngay 15 —
20 cua thang. Mdi lan mua bang 60 % téng nhu ciu cia thang (mic ton kho 13 20
%0).

- Viéc cip phat thyc hién lam 02 lan lan 1 tur ngay 01 — ngay 05 cua thang, lan 2 tir
ngdy 15 — 20 cua thang. M&i lan cip phat bang 50 % nhu cdu cua thang. Sau khi
kiém tra xong thi ngudi nhan VPP ky tén vao thé kho mi sb: 2/BM-QDQLV VP.
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. Cap phat dot xuét:

Khi ¢6 nhu cau VPP dot xuit, nguoi c6 nhu cau lap gidy dé nghi VPP theo biéu miu:
1/BM — QDQLVVP, chuyén Truéng bo phan duyét, sau d6 chuyén Phong HCNS
xem Xeét.

Phong HCNS ¢6 trach nhiém kiém tra dinh mic sir dung theo quy dinh, néu khong
dung thi chuyén cho bo phan dé nghi chinh stra lai, néu dang thi chuyén BGP duyét.
Cin ctr trén gidy dé nghi dugc duyét, Phong HCNS tién hanh lién hé nha cung tng dé
mua VPP theo yéu cau.

VPP dugc cip phat ngay sau khi nhan vé cho ngudi sir dung. Viéc cip phat ciing phai
ky nhén vao thé kho.

3. Quan ly va str dung VPP:

CNV duoc cap phat VPP phuc vu cho cong viéc duge giao trén co s¢ dang muc dich
sir dung, sir dung tiét kiém, tranh lang phi.

Trudng bd phan 14 ngudi chiu trach nhiém hudng dan va kiém tra truc tiép viéc sir
dung VPP cua CNV tryc thudc.

Phong HCNS c¢6 trach nhiém lap thé kho theo doi st dung VPP trong cong ty. Bam
bao dinh muc ton kho 1a 20 %.

V._Tai liéu tham khdo: khong co.

VL.

Phu Luc:
Gidy d& nghi VPP bicu miu: 1/BM-QDQLVPP
Thé kho VPP biéu méu: 2/BM-QDQLVPP
a0

GIAY PE NGHI VAN PHONG PHAM
B9 phan:

Thang .....nam 200....

STT TEN VPP PVT [S6 STT TEN VPP PVT |
lwong So lwong
1 |Gidy A4 Gram 36 [Bianit Cai
2 |Gidy Decal Gram 37 [Biala Cai
3 |Bia A4 mau To 38 [Tampon Céi
4 [PXK 16n Quyén 39  [Hop muc du Hop
5 [PXK nho Quyén 40 [Kéo bam Cay
6 |[PNK 16n Quyén 41  |Dao trd gidy Cay
7 |Phiéu thu Quyén 42 |Ludi dao trd nho Cay
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8 [Phiéu chi Quyén 43 [But 16ng bang xanh Cay
9 |SH tam ting Quyén 44 |But 1ong bang do Cay
10 [S6 quy tién mat Quyén 45 [But long dau xanh Cay
11 [S6 chi tiét thanh toan Quyén 46 [Tap 100 tr Quyén
12 [S6 tién giri ngan hang  |Quyén 47 [Tap 200 tr Quyén
13 [Kéo Cay 48  |Chudt chi Cai
14 [Thudc ké 30cm Cay 49  |H6 nudc Bén Nghé 35 ml  (Chai
15 [Thudc ké d€o Cay 50 [Kep buém Cai
16 [Pia mém Cai 51 [Ké rd nhua Cai
17 [P bdm kim Cai 52 |G& kim cang cua Céi
18 |Kim bam Hop 53 |Bia phan trang mau To
19 [Bim 16 Cai 54 [But nhi bac Cay
20 |Accor nhua cai/hdp 55 |Butchi 2B Cay
21 |But da quang TL Cay 56 [But x6a TL Cay
22 |Gidy than Horse 16n To/xap 57 [Bat TL027 xanh Cay
23 |Gidy than Horse nho To/x4p 58 [Bat TL027 do Cay
24 |Giay Note 3x3 Xap 59 [Rudt chi vang Hop
25 [Keo trong 16n Cudn 60 [Keo mouse cuon
26 |Keo vang Cudn 61 [Bia 16 nylon Cai
27 |Keo trong 1,2F Cudn 62

28 |Keo trong VP Cudn 63

29 [Keo gidy 1,2F Cudn 64

30 [Keo gidy 2,4F Cudn 65

31 |[Keo 2 mat 1,2F Cudn 66

32 |[Keo 2 mat 2 4F Cudn 67

33 |Bia cong 3F Cai 68

34 |Bia cong 5F Cai 69

35 |Bia trinh ky doi Cai 70

' Ngdy....thang.....nam 200...
Giam doc duyét Phong HCNS Trudng bd phan Nguoi dé€ nghi

THE KHO VAN PHONG PHAM
Tén van phong pham:

Pon vi tinh:
Nhap Xuht
Ngay Sb b.vsan | Nha cung Ghi chu Ngay S.lugng | Nguoi B.phén Ky tén
lugng xuat ung nhan
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SO CAP PHAT VAN PHONG PHAM
GOm c6 Stt, loai VPP, qui cach don vi, s0 lugng, ngay nhan, ngudi nhan, bo phan, ky tén
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