UBND TINH NINH BINH CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC HOA LU Poc lap - Tu do - Hanh phiie

QUY TRINH
QUAN LY PHONG THI NGHIEM, THUC HANH
(Kem theo Quyét dinh s6 ‘WVQD-DHHL ngay 05/11/2021
cua Hiéu truong Truong Pai hoc Hoa Lu)

1. Muc dich: Quy trinh quan ly phong thi nghiém, thuc hanh nhdm thong nhat
trach nhiém va trinh tu trong cong tac quan ly, su dung, sua chira, bao tri, bao dudng
cac phong thi nghiém, thuc hanh va cac trang thiét bi phuc vu cong tac giang day,
nghién cuu khoa hoc trong nha truong. Trong dé quy dinh r6 vé chirc nang, nhiém
vu, quyén han, trich nhiém cua cac ca nhan va don vi c6 lién quan.

2. Pham vi, d6i twgng ap dung: Quy trinh nay duoc ap dung d6i vai tat ca cac
can bo, giang vién, gido vién, nhén vién, hoc sinh va sinh vién thugc thim quyén
quan ly ciia Hiéu truéng Truong Dai hoc Hoa Lu; nhitng nguoi dugc nha truong moi
tham gia cac hoat dong giang day, nghién ciru khoa hoc tai nha truong; Cac phong thi
nghiém, phong thuc hanh trong pham vi quan ly cia truong Dai hoc Hoa Lu.

3. Can cir phap ly:

- Luét quan l)'z, str dung tai san cong ngay 21/6/2017;

- Théng tu s6 16/2019/TT-BGDDT ngay 04/10/2019 cua Bé Gido duc va Dao
tao Hudng dan tiéu chuén, dinh murc sir dung may méc, thiét bi chuyén dung thudc
linh vuc gidao duc va dao tao;

- Quyét dinh s6 27/2021/QD-UBND ngay 16/7/2071 cua UBND tmh Ninh Binh
vé viéc ban hanh Quy dinh chiic nang, nhiém vy, quyén han va co cAu td chuc cua
Truong Pai hoc Hoa Lu,

- Quyét dinh s6 395/QD-PHHL ngay 04/8/2021 cua Hiéu truong Truong Dai
hoc Hoa Lu ban hanh Quy dinh chirc nidng, nhiém vu cua cac don vi thudc va truc
thudc Truong Dai hoc Hoa Lu.

4. Cac chir viét tit:

BM: Biéu mau;

CB: Can bg;

GV: Giang vién, gido vién;

HS, SV: Hoc sinh, Sinh vién;

TNTH: Thi nghiém, thuc hanh;

TT.TV-TB: Trung tdm Thu vién - Thiét bi.

5. Noi dung

5.1. Luwu dé
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Phén loai thiét bi
theo cac phong TNTH
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Vé sinh/bao tri dinh ky
thiét b
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Bién ban
ban giao thiét bi
BM.TNTH-01

S6 theo ddi tai san
BM.TNTH-02

- Nhat ky phong THTN
BM.TNTH-03;
- S6 theo di tai sin
BM.TNTH-02;
- S6 cho mugn thiét bi
BM.TNTH-04

TT.TV-TB,
GV céac bo
mon lén

quan

Ra soat, bao cédo hu hong, dé
Xuat sira chira/bd sung thiét bi

Nhat ky phong THTN
BM.TNTH-03

- Bién ban kiém tra thiét bj
BM.TNTH-05
- Giay dé nghi sira chira, bo
xung thiét bi
BM.TNTH-06




5.2. M6 ta chi tiét quy trinh:

Ho so/
TT Trinh ty thye hién Thoi gian | Trach nhiém &
Biéu mau
Hang nam, cin ctr vao ké hoach mua
sam trang thiét bi cia nha truong, CB ,
. ) e " CB phu trach
phu trach phong TNTH phoi hop voi " i o
e E o Theo k& cac phong - Bién bar. ban
GV cac by mén co lién quan to chirc . . o
| (- B s e .; ) ) hoach cua TNTH, GV giao tai san
tiép nhan tai san, kiém tra cac thong = iy ) N
e B o R . Nha truong cac bd mon BM.TNTH-01
sO ky thuat, tinh trang hoat dong cua .
SR ke« o e BESE e Uk B o . lién quan
thiét bi va lap Bién ban ban giao tai
san, mdi bén luu 01 ban.
Sau khi tiép nhan thiét bi, CB phu
trach phong TNTH tién hanh phén
loai, dan nhan cho timg thiét bi theo | Sau khinhdn | CB phu trach | - S6 theo doi tai
2. | quy céch: Tén thiét b, sb hiéu, s6 thir | thiét bj 15 cac phong + san
ty trang thiét bi; sip xép bao quin ngay TNTH BM.TNTH-02
thiét bi va cap nhat vao sb theo doi tai
san hang nam.
Cin cir ké hoach phan cong giang day - Danh sach céac
nam hoc cta don vi va thoi khoa biéu, hoc phﬁn TNTH
GV giang day cac by mon guri danh Dha 03 GV giang day | BM.TNTH-07
s .| -DPaunam 5 ,
3. | sach cac hoc phan TNTH, cac ké b cac hoc phan - Ké hoach
. c
hoach TNTH clia céc hoc phén cho| . : . TNTH TNTH cho céc
. | -Pau hoc .
cic phong TNTH trong nam hoc vé ey hoc phan
TT.TV-TB. BM.TNTH-08
- CB phu trach phong TNTH chuan
bi céc thiét bi, vat tu, so nhat ki
TNTH, huéng dan sir dung thiét bj
i ~ :oing . CB phu trach
un thudt; si gid g ;
£k g ) ‘ Thoi diém cac phong P
- CB phu trach phong TNTH thuc ) . S0 nhat ky
_ , ) . . N hoc thi TNTH va GV
4. | hién viéc md cira phong theo lich, ban N B ) TNTH
e it Wi e, GG ALY, vap| TSNS | ERAGCERED | oy
ién tran 4 1, V2 : ) 5 . -
glaoh ;V &; %Ap " g’[’NTH' hanh theo lich hoc phan
tuc (? e O~C. uc 2 TNTH
- Két thic budi day, GV ghi théng
tin va ky ban giao vao so nhat ky
TNTH luwu tai phong TNTH.
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- Thug én kiém tra tinh tran ; .
. guyer?’ le_m e ln e CB phu trach - S6 theo doi
hoat dong cua thiét bi, phu kién; . L ) . L
Thue hién vide vE sinh. bio tri c4 Dinh ky tuy cac phong tai san
- : ; cac e R «
e fuen viee ve ST, 539 T S5 1oai thiét bi TNTH BM.TNTH-02
thiét bi cua cac phong TNTH dinh ky.
- Thuc hién dinh ky thong ké thiét bi, e
. b . 1 - Bién ban kiém
tong hgp nhimg thiét bi hu hong; dé P
it sira chil 5i thidt bi CB phpuge | O
t 1 : u trac
xudt stra chira, mua mai thiét bi ' 'p a BM.TNTH-05
- Béo céo lanh dao TT.TV-TB cac oo cac phong o ,
. . . . | Cudi ndm hoc - Giay dé nghi
truong hop vi pham, lam hu hong, mat TNTH; GV . eme
o o o . P =l stra chira, bo
thiét bi cua cac phong TNTH dé lanh cac by mon o
3 . e x xung thiét bi
dao TT.TV-TB tong hgp bao céo lanh lién quan
. BM.TNTH-06
dao trudng.
6. Luru ho so:
AL _— . Thoi han
TT |» Tén ho so Ma hiéu Noi luu
Iuu
1 | Bién ban ban giao tai san BM.TNTH-01 | TT.TV-TB Lau dai
2 | S theo dbi tai san BM.TNTH-02 | TT.TV-TB |  Laudai
3 | S6 nhat ky phong TNTH BM.TNTH-03 | TT.TV-TB |  Laudii
4 | S6 cho mugn thiét bi BM.TNTH-04 | TT.TV-TB |  Laudai
5 | Bién ban kiém tra thiét bi BM.TNTH-05 | TT.TV-TB |  Laudi
6 | Gidy dé nghi sia chira, b6 sung thiét bi | BM.TNTH-06 | TT.TV-TB Lau dai
7 | Danh sach cac hoc phan TNTH BM.TNTH-07 | TT.TV-TB 5nam
8 | K& hoach TNTH cho cac hoc phin BM.TNTH-08 | TT.TV-TB 5ndm
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TS. Vi Van Truong




BM.TNTH-01

TRUONG PAI HOC HOA LU  CQONG HOA XA HQI CHU NGHIA VIET NAM

TRUNG TAM TV-TB

Hom nay, ngay.. .o

Pac lap - Tu do - Hanh phic

Ninh Binh, ngay

BIEN BAN BAN GIAO TAI SAN, THIET BI

Jew........, tai treomg Pai hoc Hoa Lu, ching t6i gom:

nam 20....

L BRI BB CBBE Y05 covsinoransonsmionns s wesissssons s a4 (AR SER S 5SS b s eV e i e ST S
OBl ol B CRIEE VI i corssnusvnumnsaussmssinyosimismasssmsssninsuvessvisavisvass
2.0ng/Ba: ... TR MU s i s R R RN A SR e
3.0Ng/BA i CRUC VUL oot
IL BEn nhan (Ben B)i... ..o
1.ONE/BA: ..o CRIIC VU oottt
3. DElB o vansvmnseninmimssesnssussse ChUC VU ..o ool
R CRTC VL oo

II1. N§i dung ban giao

Bén A di tién hanh ban giao tai san cho bén B theo bang thong ké chi tiét sau:

STT

Tén tai san,
thiét bi

Ma tai
san,
thiét bi

Nam
san

xuat

Pon vi
tinh

So
lwgng

Tinh
trang

Ghi chu

Hai bén da kiém tra, xac nhan tai san, thiét bi trén con mai, dam bao dung chung

loai, hién tai str dung tot.

Bién ban di dugc thong qua vao héi ....h.....

bén gitr 01 ban./.
BEN GIAO

BEN NHAN

cung ngdy va dugc lap thanh 02 ban, méi

TRUNG TAM TVTB




BM.TNTH-02

TRUGNG PATHOC HOA LU CONG HOA XA HQI CHU NGHIA VIET NAM

TRUNG TAM TV-TB Poc lap - Tuw do - Hanh phuc
Ninh Binh, ngay....... thang... ... nam 20....
SO THEO DOI TAI SAN, THIET BINAM .......................
AT (DD s mmnssns iy T S5y S oo A S AT B SRRV o) SNV SRR SRR 33
& D A g T a P TIN
L T
Bt ot Bafi 2 Nam : 2 Ngay
Tén tai san, | Ma tai san, ) Pon vi So
STT b T san , nhiap | Ghichu
’ thiét bi thiét bi z tinh lwgng
xuat kho
v

PHU TRACH PHONG, KHO TRUNG TAM TVTB



TRUONG PAI HOC HOA LU

NHAT KY PHONG THi NGHIEM, THU'C HANH NAM HOQC

TRUNG TAM TV-TB

BM.TNTH-03

CONG HOA XA HQOI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phiic

Ngay,
Tinh trang may, | Vit tu Ghi GV giang da
TT| thang, Hoc phin Tén bai e e || e ) =V AR
) tai san, thiétbi | tiéu hao chu (ky, ghi ré ho tén)
nam




BM.TNTH-04

TRUONG DAI HOC HOA LU CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM TV-TB Doc lap - Tw do - Hanh phiie

SO CHO MUQN TAI SAN, THIET BINAM HOC .........ccooiiiiiiiiiiiiiiiee e
PROME (KO ...
IR i oo e S T AR R S A oo B e A RSB e e RS A A SR AR
NEUOT QUAN LY ettt ettt e et e et e et e ettt ettt ettt ettt ettt ettt

B s, S8 e — % Ngudi mugn
Tén tai san, thiét bi Ma tai san, Pon vi So . . . L,
STT e Ngay mwon | Ngay tra (Ky, ghi ro ho Ghi chu
muon thiét bi tinh lrong

téen, don vi, sdt)




BM.TNTH-05

TRUGNG PAIHOCHOALU  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUNG TAM TV-TB Déc 1ap - Tu do - Hanh phiic
L
Ninh Binh, ngay ..... thang......nam 20.....

BIEN BAN KIEM TRA THIET BI

Hom nay, ngay......../ el veeee e, tai trudng Pai hoc Hoa Lu, ching t6i gom:

Wi s & e ——. 1 T L T R ——
2, C)ng/Bé: ................................. Chite vu, don Vit...ooiiiniiineniiiien
3, OBE/BE: .....vonmamessusiamssvansnssussss Chiie i R Vi, somes sheompussasasssromensanss
4, ONG/BA: cccocvnnviiirirrnrnnnnassoininans Chitc vy, G0N Vii...oeoeiiinieiiiiiiiinen.
5, ONE/BA: .eeoeiiieeiii e Chire Vi, QM Vit...eveeeeesveieieiemeenennnancns
Di tién hanh kiém tra tai san, thiét bi tai PhOng f......eiviienineiiinnr
KT QUA KEBIM T181 ovvvvevseeeessssecscescossssassssssmsssssssssssasssss s
B IR .. ...coneeeevrsemsrnmessmssmoseis 548N UARAAR 1Y s Ras S s Rms a4 S5 s RS SERS FHAF A R T e
......................................... s
CAC THANH VIEN THAM GIA TRUNG TAM TV-TB
(Ki, ghi ré ho tén)
P L -1
B, oo RO s o SR
Bl s e s s S VAR e
B o sy somr SRS TR A
B i cos sy s o G



10

[
BM.TNTH-06
TRUONG DAl HOC HOALU ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM TV-TB Doc lap - Tuw do - Hanh phic
Ninh Binh, ngay ..... thang... ... nam 20.....
GIAY DE NGHI

V/v sira chira, bo sung thiét bi

Kinh giri: - Ban Giam hié¢u truong Pai hoc Hoa Lu;
- Trung tdm Thu vién — Thiét bi.

Di{én ol o siiom memom s 73 1 e
L i 1 P,
Cin cir Bién ban kiém tra thiét bi ngay .... thang .... nam ...... , toi xin dé nghi vé viéc

sira chira va bo sung cdc thiét bi tai phong............. theo danh muc nhur sau:

. % Pé xuit (sira
R S Ponvi | S0
STT Tén tai san, thiét bi ) chira, mua Ghi chu
tinh | lwgng .
moi....)
GH PHU TRACH TRUNG TAM TVTB NGUOT PE NGHI
L
HIEU TRUONG DUYET

10
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BM.TNTH-07
TRUONG PH HOA LU CONG HOA XA HQI CHU NGHIA VIET NAM
BDON V].ounensenmernsrsrussensonis - Doc lap - Tu do - Hanh phic*

Ninh Binh, ngay.... thang.....nam 20....

DANH SACH CAC HQC PHAN THi NGHIEM, THUC HANH

Kinh giri: ~ Trung tim Thu vién — Thiét bi.

Cin cir ké hoach va phan cong chuyén mén ndm hoc ................... Va dé thuan tién
cho coéng tac xip xép, b tri phong thi nghiém, thyc hanh cho cac hoc phan, Khoa, by mén:
giri t6i Trung tam TVTB danh muc céc hoc phan thuc hanh, thi

nghiém tai cac phong theo danh sach cu thé nhu sau:

Tén lop, . —
Thoi lrgng Giang vien,
Y R va (56 tiét, budi) o
on 1 0 fet, buol 120 vien
Tén hoc % s6 lwrgng e g” Ghi
STT g nghiém, . va thoi gian giang day + .
phan . Sinh = X chu
thuc hanh, | | dwr kién bat (Ho tén, sdt,
vién, hoc | _; o _
. dau, két thuac email)
sinh
TRUNG TAMTVTB TRUONG PON VI

11
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BM.TNTH-08

TRUONG PH HOA LU CONG HOA XA HQI CHU NGHIA VIET NAM

520 i [ oA, Doc lap - Ty do - Hanh phiic
Ninh Binh, ngay.... thang.....nam 20.....
KE HOACH THUC HANH
Hige pHANT - ossmsscsvisesssavsnsspnsinn Hge kY o0 BRI BYC siioncisonsonanons
Kinh gri: ~ Trung tam Thu vién — Thiét bi.

O UL [riiiuinuncinunsssvoasmnuinsasss s ssmbonssssuutsons sy soass oA TR ST NSRS AT

TN NIEE e s UM AR o A R T

Piénthoai :......ooovvvviiiiiiiinnn. EMail oo

915 1 10 S SO ST

Cian cir ké hoach va phan cong chuyén mén ndm hoc ................... T61 duoc phan
cong giang day hoc phan: ................... Chie 1092 ..o coviivornes = KHOA? .vuanvvasansy DOE
kY v NEM DOC oniasnannsi theo lich vao cac tiét:........... s W sscnnss BE DERY ool R
ngay ..../ .../ ..... Vi vy t6i xin dé nghi Trung tdam TVTB bo tri phong thuc hanh, thi

nghiém. ......, chudn bi cac thiét bi, dung cu, hoa chat, cir can bd phu trach déng mé cura,
true phuc vu cho timg budi cu thé nhu sau:

L .| Thiét bi, vat tw, h6a chat, dung cu
STT | Tieét, tha, ngay | Tén bai % - Ghi chu
can chuan bi
TRUNG TAMTVTB ~ TRUONG DON V] NGUOI DE NGHI
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