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1. MUC bicH

Quy trinh quy dinh trinh tu va cach thic thuc hién hoat dong mua sam vat tu
tiéu hao va van phong pham tai bénh vién Nhi Thai Binh.

2. PHAM VI AP DUNG

Ap dung cho cac hoat dong mua sim vat tu tiéu hao va vin phong pham tai
Bénh vién Nhi Thai Binh.

3. TRACH NHIEM

Phong QTTTB, phong TCKT va tit ca cac khoa, phong lién quan cé trach
nhiém thuc hién quy trinh nay.

4. KHAINIEM/ CHU VIET TAT

4.1. Thuat ngir:

4.2 Tir viét tit:

- QTTTB: Quan trj trang thiét bi

- LDPBV: Lanh dao bénh vién

- VTTH: Vit tu tiéu hao

- VPP: Vin phong pham

- TCKT: Tai chinh ké toan
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5. NQI DUNG QUY TRINH

5.1. Luwu d6
BUOC | TRACH NHIEM LUU PO BIEU MAU
1 Lanh dao cac Xac dinh yéu cau BMT.0L.QTTTB.05
khoa, phong
) v
Phong QTTTB 5 3 14 )
2 9Q Tong hop va lap dy tru BMT.02.QTTTB.05
y
3 LPBV %@
Phong QTTTB — ¥ -
4 Thuc hién mua VTTH va VPP
i v
5 Phong QTTTB Theo dbi qua trinh giao hang
Phong QTTTB M A—
6 Nhan hang va kiém tra BMT.03.QTTTB.05
. .
L |PhongQTTTB Nhan héa don, 1am phiéu nhap kho BMT.04.QTTTB.05
: N i v BMT.05.QTTTB.05
g | Cackhoa phong Lap phiéu linh VITH va VPP
Phong QTTTB
|
Trudng phong A .
9 QTTTB Phé duyét
A i v
QTTTB
 M—
11 | Phong QTTTB Ban giao va huéng dan str dung
v
BMT.07.QTTTB.05
12 | Phong QTTTB Lam phiéu xuat kho
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5.2. Dién giai luu do
BUOC | TRACH NHIEM MO TA BIEU MAU/HO SO

Céc khoa phong
c6 nhu cau

- Céac khoa, phong can ct dua trén sb
giwdng bénh, theo thuc té sir dung va ké
hoach hang nam d6i véi vat tu tiéu hao va
van phong pham; 1ap Phiéu du tri VTTH va
VPP gui Truong phong QTTTB.

- Péi véi cac khoa, phong trong qué trinh
hoat dong can VTTH va VPP ma VTTH va
VPP khdng c6 trong du tra ddu nim; lam
phiéu d& nghi cung cdp VTTH va VPP trinh
LDBYV xem xét phé duyét.

BMT.01.QTTTB.05
Phiéu du tro vat tu
tiéu hao, van phong
pham
BMT.02.QTTTB.05
Phiéu dé nghi cung
Cap vat tu tiéu hao
va van phong pham

Phong QTTTB

- Phong QTTTB tiép nhan du tri tir cac cac
khoa, phong; tong hop thanh bang du tru
chung toan Bénh vién

3 LbBV

- Cin ctr theo ké hoach mua VTTH va VPP
nam

- Can cur theo du tru cua cac khoa, phong,
LDBYV xem xét phé duyét

4 Phong QTTTB

Phong QTTTB thuc hién mua sim VTTT va
VPP theo ké hoach dugc LDBV phé duyét

5 Phong QTTTB

- Goi hang theo du tru dugc phé duyét.

6 Phong QTTTB

- Kiém tra sb lugng theo hop dong.

- Kiém tra nguén gbc, xuat xa, han dung,....
- Két qua kiém tra ghi trong s6 nhan hang
va ky nhan 3 bén (bén giao hang, phong
QTTTB va phong TCKT)

- Pi voi hang khong dat yéu cau: Lap bién
ban, khdng nhap kho va tra lai bén giao.

BMT.03.QTTTB.05
Bién ban kiém hang

7 Phong QTTTB

Lam phiéu nhap kho, khi nhap can tuan tha
nguyén tic sap xép kho:

- Phan loai vat tu theo chung loai, dé tim, dé
thay, dé Iy, dé kiém tra

- VTTH va VPP duoc sap xép theo trat ty
nhat dinh, chdng chay nd, mdi mot

BMT.04.QTTTB.05
Phiéu nhap kho
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BUOC | TRACH NHIEM MO TA BIEU MAU/HO SO
Cac khoa, phong | - Cac khoa, phong lap phiéu linh vat tu theo | BMT.05.QTTTB.05
8 Phong QTTTB | nhu cau str dung Phiéu linh vat tu
9 Phong QTTTB Truéng phong QTTTB duyét cung cap cho
cac khoa, phong
- Kiém tra sé luong, chung loai, d6i chiéu | BMT.06.QTTTB.05
10 Phong QTTTB | V6i hop dong (néu co) Bién ban ban giao
- Cap phét theo sé luong d duoc duyét VTTH, VPP
- Lam bién ban ban giao theo mau
1 Phong QTTTB | Ban giao VTTH, VPP va céc giay to di
kém, hudng dan st dung, bao quan (néu cd)
1 Phong QTTTB | Lam phicu xuat kho theo s6 lwong di duoc | BMT.07.QTTTB.05
ban giao Phiéu xuat kho
6. LUU HO SO
STT Tén hd so Trach nhiém | Thoi gian lvu | Hinh thire luvu
luu
iy Phon iy
1. | Phiéu nhap kho QTT'IqB 10 nam Vin ban gidy
Bién ban ban giao VTTH, Phon s
2. VlF?If’l an ban glao QTT'IqB 10 nam Vian ban giay
7. PHU LUC, BIEU MAU
STT| Ma biéu miu Tén bi¢u miu
1. | BMT.01.QTTTB.05 | Phiéu du trui vat tu tiéu hao, van phong pham
2. | BMT.02.QTTTB.05 | Giay dé nghi cung cip VTTH/ Ké hoach mua sam
3. | BMT.03.QTTTB.05 | Bién ban kiém hang
4. | BMT.04.QTTTB.05 | Phiéu nhap kho
5. | BMT.05.QTTTB.05 | Phiéu linh vt tu
6. | BMT.06.QTTTB.05 | Bién ban ban giao VTTH, VPP
7. | BMT.07.QTTTB.05 | Phiéu xuét kho
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8. TAl LIEU THAM KHAO

TT Tén tai liéu Ghi chu

=

Quy ché bénh vién - Nha xuat ban Y hoc nim 1997.

2 | Tiéu chuan Viét Nam 1SO 9001:2015.




BMT.01.QTTTB.05

BENH VIEN NHI THAI BINH CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA/PHONG: .................. Poc lap — Tu do — Hanh phuc

PHIEU DU TRU VAT TU TIEU HAO VA VAN PHONG PHAM
Kinh gui: - Giam déc Bénh vién
- Phong Quan tri trang thiét bi
- Phong Tai chinh Ké toan

Xin tran trong cam on!
Thai Binh, ngay  thang  nam 20

TRUONG PHONG QTTTB TRUONG KHOA/PHONG

DUYET GIAM POC BENH VIEN




BMT.02.QTTTB.05

BENH VIEN NHI THAI BINH CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG QTTTB Poc lap - Tw do - Hanh phuc

GIAY PE NGHI

Kinh giri: Giam déc Bénh vign

Phong Quan tri trang thiét bi xin ¢& nghi Giam ddc mot viéc nhu sau:

Dé dam bao cho hoat dong cua bénh vién duoc tét, cling nhu hoat dong cia khoa
phong, phong Quan tri trang thiét bi xin dé nghi 1anh dao bénh vién duyét cho mua sam
....................... , cu thé nhu sau:

TT Ngi dung PVT S0 Ghi chd
lwgng

ArIW[IN|(F

Phong Quan tri trang thiét bj xin tran trong cam on.

Thai Binh, ngay ... thang ... nam 20...

GIAM POC PHONG QTTTB



BMT.03.QTTTB.05

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Ty do — Hanh phtic

Cung ban giao cong viéc vi ndi dung nhu sau:

STT | NOI DUNG HANG HOA | MO TA TINH TRANG HANG HOA | GHI CHU

Nguoi ban giao cam doan rang toan bd ndi dung hang hoa dang thuc hién di dugc ban
giao day du. Bién ban dugc 1ap thanh 02 ban, moi bén gilr 1 ban.
Nguwoi ban giao Nguwai nhan ban giao
(Ki va ghi ro ho tén) (Ki va ghi ro ho tén)




BMT.04.QTTTB.05

Pon Vi.......ccoo.... MAu s6: C20- HD
B9 phan:.............. (Ban hanh theo QD s6: 19/006/QD-BTC ngay

) 30/03/2006 cua Bo truéng BTC)
PHIEU NHAP KHO

Ngay....thang....nam ....... NO e,
T R (oo R
- HO VA tEN NGUOT JIA0: ...viiieiii ittt ettt nnes
-Theo ...ccceevvenneee. 10 S ngay ..... thang ..... ndm ..... CUA .coovvvvvrireniennnnnn,
Nhap tai Kho: ..o, dia di€M..ccccieiiieceee e,
S | Tén, nhan hiéu, quy cach, Pon SO luong
T | phamchitvattu, dungcu | M3 | vi Theo Thuc | Pon | Thanh
T san pham, hang hoé sé | tinh | chungty | nhap | gi& tién
A B C D 1 2 3 4
Cong X X X X X
- TONG SO i8N (VIEL DANG CRTE) ..ttt
- S6 ChUNG T GOC KEM thEO ...t
Ngay ... thang... nam...
Nguai lap phiéu Nguoi giao hang Thia kho K& toan truéng
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén) (Hoac bo phan

¢6 nhu cau nhap)
(Ky, ho tén)
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SO Y TE THAI BINH MS: 01D/BV-01
BENH VIEN NHI THAI BINH Mai phiéu: ..............
Khoa/Phong:.................

PHIEU LINH TAI SAN, VAN PHONG PHAM

Ngay tao phiéu:

Pon So luwgng

STT M3 tai san Tén tai san, vin phong phim - & ]
’ phongp vi Yeu Phat

Pon gia

1

2

3

4

Tong cong: ..... khoan Ngay ... thang..... nam .....
Trwéong phong QTTTB Nguoi Linh Nguwoi phat
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BMT.06.QTTTB.05

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phuc

BIEN BAN BAN GIAO TSCP, CCDC

Pon vi ban giao tai san, CCDC: Phong quan tri TTB

Hom nay, ngay thang

Ching tdi gém:

Cac don vi lién quan cung nhau ban giao va nhan TSCD, CCDC nhu sau:

Phong Quan tri TTB ban giao cho

STT

Tén hang

PVT | Sélwong | Ghichu

1

2

3

Cac TSCP, CCDC trén dugc ban giao trong tinh trang sir dung tot

Phong Quan tri TTB

Phong TCKT

Khoa/Phong nhan tai san




BMT.07.QTTTB.05

Ponvii...................
Bo phan:................
PHIEU XUAT KHO
Ngay.....thang....nam ...... NO e,
SO e, (07 S
- Ho va tén ngudi nhan hang: ..o bia chi (b6 phan)........ccccoveevivievnennann.
= LY A0 XUAL KNOT .ottt sttt
- Xuat tai kho (Ngan 16): ....c..ovveeveeveerrreeerans Dia dieM woooeeeceeeeee e
S Tén, nhan hiéu, quy cach, M& | Pon SO luong Pon Thanh
T | phdm chat vat tu, dungcu, | s vi | Yéu | Thuc gia tién
T san pham, hang hoé tinh | ciu | xuét
A B C D 1 2 3 4
Cong X X X X X
- TONG SO i8N (VIEL DANG CRTE) oot
- S6 ChUNG T GOC KEM tEO ...ttt
Ngay .... thang ....nam...
Nguoi lap Nguoi nhan Thia kho K& toan truéng Giam déc
phiéu hang (Ky, ho tén)  (Hoac bo phan cé (Ky, ho tén)

(Ky, hotén)  (KY, ho tén)

(Ky, ho tén)

nhu cu nhap)



