BO GIAO DUC VA PAO TAO Sé hiéu : 01
TRUONG PAI HQC SU PHAM

THE DUC THE THAO HA NOI LAn ban hanh: 01

Ngay ban hanh : /8/2023

QUY TRINH PIEU XE O TO

Téng s6 trang: 08

1. MUC PICH:

Théng nhét vé cach thirc diéu hanh va sir dung xe 6 t6 ciia don vi, dam bao phuc
vu kip thoi, an toan, hi¢u qua va ding quy dinh.

2. PHAM VI AP DUNG:
Pham vi ap dung gdém vién chuc, si quan, nguoi lao dong, ngudi hoc va khach
cua Truong Pai hoc Su pham TDTT Ha Noi.

3. TAI LIEU VIEN DAN:

- Can cur Luat Quan ly, st dung tai san cong nam 2017.

- Can ctir Nghi dinh s6 72/2023/ND-CP ngay 26/9/2023 cta Chinh phu vé viéc
ban hanh quy dinh tiéu chuan, dinh mirc sir dung xe 6 to.

- Cin ctr Luat Gido duc dai hoc ngay 18/6/2012 va Luat sira d6i, b sung mot sd
diéu cta Luat Giao duc dai hoc ngay 19/11/2018.

- Can cur Nghi dinh 99/2019/ND-CP ngay 30/12/2019 cua Chinh phu quy dinh
chi tiét va hudng dan thi hanh mot s6 diéu cta Luat sira doi, bo sung mot s6 diéu cua
Luat Giao duc dai hoc.

- Cian clr Nghi dinh s6 16/2015/ND-CP, ngay 14/02/2016 ctua Chinh phi Quy
dinh co ché tu chu cua don vi sy nghiép cong 14p.

- Can ctr Nghi quyét sé 96/NQ-HPT ngay 31/3/2023 cua Hoi dong truong,
Truong Pai hoc Su pham TDTT Ha Noi vé viéc ban hanh Quy ché t6 chtrc, hoat dong
cua Truong Pai hoc Su pham TDTT Ha Noi.

- Can ctr Quyét dinh sé ..../QD-DPHSPTDTTHN vé viéc quy dinh quan 1y, st
dung xe 0 t0 tai Truong Pai hoc Su pham TDTT Ha Nai.

4. THUAT NGU, PINH NGHIA VA CHU VIET TAT
- TDTT: Thé dyc thé thao.

- BGH: Ban Giam hiéu.

- HCTH: Hanh chinh - Tong hop

5.NQI DUNG QUY TRINH
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5.2. Mo ta

Budéce

Noi dung cong viéc

Ngudi thue hién

Biéu mau/ tai liéu
dinh kém

Don vi yéu cau: Doi twong duoc st dung
xe 0 tO theo quy dinh cia Truong (xem
xét theo quy dinh vé tiéu chuln sir dung
xe cua truong)

boi tuong dugc st
dung xe 6 t6 theo quy
dinh ctia Truong

Dang ky sir dung xe: DOi tugng c¢6 nhu
cau str dung xe dang ky lich tuan, hoic
lap Gidy dé nghi si dung xe (kém ké
hoach, thong bdo, to trinh c6 lién quan da
duoc BGH duyét)

Doi tuong dugc st
dung xe 0 t6 theo quy
dinh cta Truong

BMO1/HCTH-
bX-01

Xem xét va xu ly

Tiép can gidy dang ky sir dung xe tir cac
don vi, can cir lich diéu xe kiém tra kha
ning diéu dong xe trinh TP hoic PTP.
HCTH (phy trach diéu xe) ¢ y kién

- Chuyén vién phu
trach

- TP hoac PTP. HCTH
(phu trach diéu xe)

- Néu dong ¥ phé duyét thi thuc hién
budc 4:

+ Phén cong lai xe, cdp nhat nhat ky diéu
Xe

+ Lam lénh diéu xe (xac dinh 16 nguoi st
dung xe, dia diém dén va sb km)

+ Gidy di duong (dbi véi cong tac ngoai
tinh)

- Phan héi cho don vi yéu cau

- Néu khong dong ¥: thyc hién budc 2

- Chuyén vién phu
trach

- TP hoac PTP. HCTH
(phu trach diéu xe)

BMO02/HCTH-
bX-01
BMO3/HCTH-
bX-01

Chuén bi xe

- Nhan duoc phan cong didu xe 1ai xe
kiém tra xe, vé sinh xe.

- Tam (ng tién dé cung cap nhién liéu.

- Phéi hop don vi yéu cau 1én ké hoach
chuyen di: 10 trinh, thoi gian dua don, dia
diém cong tac, nghi ngoi, ché do cong
tac ...

Lai xe

Thuc hién

- Can cu 1énh diéu xe, ké hoach chuyén
di: 1ai xe thuc hién lai xe

- Hoan tit céc thu tuc, chung tur ¢6 lién
quan (Hoa don mua xing/dau; héa don
vé cau duong...)

- Lai xe yéu cau don vi/ca nhan sir dung
xe xac nhan viéc su dung, 19 trinh xe

Lai xe

BMO1/HCTH-
bX-01

Bao cao (neu cd): Trong qua trinh vén
hanh xe néu thiy xe co dau hiéu that
thuong hodc phat hién c6 hu hong can
sua chira:

1. Can stra chita ngay trén duong phai
dién thoai bao cao ngay cho TP hoac
PTP. HCTH (phu trach diéu xe) vé hién

trang va dé xuat phuong an stra chira va

Lai xe
TP hodc PTP. HCTH
(phu trach dicu xe)




kinh phi

2. C6 dau hiéu hodc hu hong nho chua
can stra ngay. Khi hoan thanh chuyén di
vé bao céo cho TP hodc PTP. HCTH
(phu trach diéu xe)vé hién trang va dé
xudt phurong an sira chita va kinh phi.

Tu bao céo trén TP hoac PTP. HCTH
(phu trach diéu xe) co y kién chi dao.

Hoan tét thu tuc thanh toan

- Sau chuyén di 1ai xe cap nhat day du
ching tir dé thanh todn nhu: Héa don
8 tién nhién liéu, tién O, phi tram dudng
bo. ..

- Cap nhat nhat ky ban 10 trinh hoat dong
cua xe 0 t0

Lai xe
Don vi yéu cau

9 [Luu ho so Lai xe
6. HO SO LUU
STT | Tén hé so Hinh thire lwu | 001 glan Mgy triv
trir (toi thiéu)
1 | Gidy dé nghi sir dung xe | Vin ban 5 nam Phong HCTH
2 | Lénh diéu xe Vin ban dong cudn 5 nim Phong HCTH
3 | Gidy di duong Vin ban dong cubn 5 nam Phong HCTH
4 Bqémg lé’A trinh hoat dong Vin ban 5 nam Phong HCTH
cua xe 0 to
Phong KHTC
5 | Chung tir thanh toan Van ban 5 nam va phong
HCTH
7. BIEU MAU - PHU LUC PiNH KEM
7.1. Biéu mau
STT Tén biéu miu Ky hiéu
1 | Phiéu @ nghi st dung xe BMO1/HCTH-bX-01

BMO02/HCTH-bX-01

N

Lénh di€u xe

3 Giéy di duong BMO03/HCTH-bX-01

BMO0O4/HCTH-bX-01

4 | Bang 10 trinh hoat dong cta xe 0 t6

7.2. Biéu miu kém theo quy trinh



BMO01/HCTH-DX-01

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAL HQC SU PHAM Péoc lap - Tu do - Hanh phic
THE DUC THE THAO HA NOI

PHIEU PE NGHI SU DUNG XE

Kinh gui:
- Ban Giam hiéu; q
- Phong Hanh chinh - Tong hop

Pon VI CONZTAC . o.nvit e
D& Nghi AUOC ST AUNE XE «...evveet oo ee e
Muc Gich ST AUNG ..o
SO TwONg NEUOT trONG QOAN. .....oveieeeeeeeeeeeee ettt
Thoi gian di cong tac: TUNGAY...ceevveeeiveeiieeieeeee e, DEN ... oo,
DA GIEIM Gt
Dia GHEM GEN .vvooie et
Dé nghi Ban Giam hiéu, Phong Hanh chinh - Téng hop xem xét va giai quyét.
Ha Noi, ngay .... thang ... nam 20..

Ngudi dé nghi
(Ky va ghi ro ho tén

TRUONG PHONG HC-TH BAN GIAM HIEU



BMO02/HCTH-bX-01

BO GIAO DUC VA PAO TAO

BO GIAO DUC VAPAOTAO  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HQC SU PHAM Poc Lap - Ty Do - Hanh Phiic
THE DUC THE THAO HA NOI

TRUONG PAI HQC SU PHAM
THE DUC THE THAO HA NOI

LENH PIEU XE LENH DIEU X
SO i SO &

- Can ctr quyét dinh cta : HIEU TRUONG - Can ctr quyét dinh cua : HIEU TRUONG

= SO AANG KY CUA XC: .o = SO AANG KY CUA XE: .o
-Ho, tén, nguoi i Xe: .....ooiiiiiiiii i - Ho, tén, ngudi 141 Xe: ..ot
- Ho, ten nguoi dUng Xe: ....ovvviiiiiiiiiiiiee e - Ho, ten nguoi dUng Xe: ...ooiviiii it e e e
S CIC VU = CMlC VU oo
- NOT AN CONG tAC: ... “NOT AEN CONG tAC: ...t
-Sékm xe chay............... sO luong xang/dau............ -Sékmxe chay............... sO lwong xang/dau...........................
- NO1 dung CONE VIEC: ..onvvinniiiiiit i, - NO1 dUNG CONG VIEC: ..nvineitiie it
Ditrngdy .... thang ....ndm ...... Ditorngay .... thang ....ndm ......
Pén ngay.....thang..... nam ..... Pén ngay.....thang..... nim .....
Ngdy .... thang ... nam .........
Ngay .... thang ... nam ......... TL. HIEU TRUONG
TL. HIEU TRUONG _ KT. TRUONG PHONG
KT TRUGNG PHONG PHO TRUONG PHONG HCTH
PHO TRUONG PHONG HCTH

Pang Pinh Diing bang Dinh Diing






BO GIAO DUC VA PAO TAO
TRUONG PH SU PHAM TDTT HA NOI

CONG HOA XA HQI CHU NGHIA VIET NAM

Doéc Lap - Tw Do - Hanh Phic

GIAY DI PUONG
CAP ChO: vrvvneeeeerernneeeerrranieeeerrrnnneeeesssnnnes SO:eiirririieeeerrnnnnn
(01311 ()
Dugc clr di cONG tAC ta1: vevvverieriiiierieiiniieiieiieiiiiiiiiiiencnnn
Theo cong 1énh (hodc gidy gidi thidu): S6 ... ngdy ...... thang.......... nam 20.....
T ngay ........ thang ..... nam 20.......... dén ngay .... thang ........ nam 20......
Ngay ... thang ... nam 20...
TL.HIEU TRUONG
TRUONG PHONG HC-TH
Noi di . P!imm,g S6 ngay , , Chlrng.nhAan cua co'
. 2k Ngay tién st A , Ly do luu tru quan noi cong tac (Ky
noi dén cong tac A . A
dung tén, dong dau)
A 1 2 3 4 B
-Noidi: ...oenaee.
Noi dén............
-Noidi........o......
Noidén............
-Noidi..ooeennnne.
-Noi dén............
SVENGUOT v vé ) A= d
SVECUOC o vé D S d= d
- Phu phi 14y vé bang dién thoai .........vé X e, A= d
-Phongnghi .............oooiii vé b = d
1- Phu cAp di dUONE: CONG ...oeeevve e d
2- Phu AP WU T ..o d
TONG CONG NEAY CONG TAC: . oovvveeee e e d
Negay ..... thang ........ndm.......
Duyét Duyét
Thoi gian Ivu tra dugce hudng S tién dugc thanh toan 1a: ...............
phucp ................ ngay
Nguwoi di cong tac Phu trach by phan K& toan truwéng
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)






BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TRUONG DAL HQC SU PHAM
THE DUC THE THAO HA NOI

BMO04/HCTH-bX-04

BANG LOQ TRINH HOAT PONG CUA XE O TO

( Danh cho nhdn vién ldi xe tw ghi)

- Hiéuxe ........... -Loaixe .......... “Bin SO Xe ceniiiiiiiei,
- Hovatén nhan vien 141 Xe: ...
Xac
) Lé ohi nhan
So Ngay | \a. n ¢ pm cia
HC Noi di -Noi dén than | \1AUNBCONg | qp | Can |
viec duong,bé .
TH g : nbai) | dung xe
(ky ,ho
tén)
Ha Noi,ngay thang nam 2023
LAI XE TP. HANH CHINH - BAN GIAM HIEU
TONG HQP

Nguyén Minh Tw Hwéng Xuan Nguyén




BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAl HQC SU PHAM Poc 1ap - Tw do - Hanh phic
THE DUC THE THAO HA NOI

S6: /QD-PHSPTDTTHN

Ha Noi, ngay  thang 12 nam 2023

QUYET PINH
Ve viéc ban hanh “Quy trinh di€u xe 6 to
tai Truwong Dai hoc Sw pham TDTT Ha Noi”

HIEU TRUONG TRUONG PAI HQC SU PHAM TDTT HA NOI

Can cwr Ludt Quan ly, sur dung tai san cong nam 2017;

Can cw Ludt Giao duc dai hoc ngay 18/6/2012 va Ludt sua doi, bo sung
mot sé dieu cua Ludt Gido duc dai hoc ngay 19/11/2018;

Can cir Nghi dinh s6 72/2023/NB-CP ngay 26/9/2023 ciia Chinh phii vé
viéc ban hanh quy dinh tiéu chuan, dinh mirc sir dung xe 0 10,

Can cwr Nghi dinh 99/2019/ND-CP ngay 30/12/2019 cua Chinh phu quy
dinh chi tiét va hwong dan thi hanh mét sé diéu cua Ludt sira doi, bo sung mot
s6 dieu cua Ludt Gido duc dai hoc;

Can cir Nghi dinh s6 16/2015/NP-CP, ngay 14/02/2016 ciia Chinh phii
Ouy dinh co ché tir chii cua don vi sy nghiép cong lap; ‘

Can cw Nghi quyét so 96/NQ-HDT ngay 31/3/2023 cua Hoi dong truong,
Truong Pai hoc Suw pham TDTT Ha Noi vé viéc ban hanh Quy ché t6 chire, hoat dong
cua Truwong Pai hoc Su pham TDTT Ha Noi;

Theo dé nghi ciia Trudng phong Hanh chinh - Tong hop.

QUYET PINH:

Piéu 1. Ban hanh kém theo quyét dinh nay Quy trinh diéu xe 6 to tai
Truong Pai hoc Su pham TDTT Ha Noi.

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Picu 3. Truong phong Hanh chinh - Tong hop, truéng cac don vi thudc
va ¢4 nhén c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: HIEU TRUONG
- Cac PHT (dé€ chi dao);

- Nhu bieu 3;

- Luu HC-TH.

Nguyén Duy Quyét



BO GIAO DUC VA PAO TAO

TRUONG DAl HQC SU PHAM
THE DUC THE THAO HA NOI

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phic

Miu s6 C06-HD
i (Ban hanh kem theo QD
SO & e $619/2006/QD/BTC ngiy
30/03/2006 va TT s6
. . 185/2010/TT-BTC
GIAY DI PUONG
CAP ChO ONE (DA): oottt n sttt enen et
L5 16 {72 PP
DUuoc clr @1 CONG TAC 111 wovieiiiiiiiie et
Theo cong 1énh (hodc gidy gi6i thiéu) s6 ....... ngay...... thang ...... nam .......
Tu ngay ...... thang ...... nim ......... dénngay ...... thang ...... nam .....
Ha Noi, ngay ....... thang ....... nam ........
TL. HIEU TRUONG
TRUONG PHONG HCTH
Nguyén Minh Tw
Phuon S0
Noi di va noi . rong ngay | Ly do | Chirng nhan cia co quan noi
£ Ngay tién n , n . oA . £
dén , cong | luu tra | cong tac (Ky tén, dong dau)
str dung .
tac
JA[o; ¢ R S e I
Noi dén ..ocvvrvcenn| .. Joodvoioe | i | |
JA\Ce ¢ R S e O
\[07 1 N Joidvooii || i |
JA\Ce ¢ R S e O
Noi dén o] o Joidvooi | i | |




1. Tién vé tau, xe, may bay:

Theo MUC KNOAN: ..o e
TREO thUC t&: oo
2. Tién thué phuong tién di lai:

Theo MUC KNOAN......uuiiiiiiiii i e e e e
TREO TAWE € ..ttt e e e
3. PhU AP TUU 1T oo e

4. Tién phong 6:

Theo MUC KNOAN: ..o e
TREO thUC 1. ettt
Ngay ....... thang ....... nam .........
Duyét o Duyét
Thoi gian luu tri duge huong So tién dugc thanh toan la: ....................
phucap: ................. ngay

NGUOI PI CONG TAC PHU TRACH BQ PHAN KE TOAN TRUONG



