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. MUC PIiCH

Quy trinh nay hudng dan trinh tu, cach thirc thuc hién va cac yéu cau théng
nhat d6i v6i viéc sira chita, thay thé, xu 1y, khac phuc su ¢c6 mang may tinh, phan
mém, may tinh, may in, may scan, may chiéu va cac thiét bi tin hoc khac tai Van
phong UBND tinh.

Il. PHAM VI AP DUNG

- Quy trinh nay ap dung cho viéc stra chira, thay thé, xur 1y, khac phuc sy cd
mang may tinh, phan mém, may tinh, may in, may scan, may chiéu va cac thiét bi
tin hoc khéac cua Van phong UBND tinh.

- Ap dung d6i v6i ca nhan, phong, ban, trung tam lién quan trong qua trinh
stra chira, thay thé, xur 1y, khac phuc sy ¢c6 mang may tinh, phan mém, may tinh,
may in, may scan, may chiéu va céc thiét bi tin hoc khac thudc Van phong UBND
tinh Quang Binh.

I1l. TAILIEU VIEN DAN

- Nghi dinh s6 64/2007/ND-CP ngay 10 thang 4 nam 2007 cta Chinh pha vé
ung dung cong nghé thong tin trong hoat dong cia co quan nha nudc.

- Thong tu sb 58/2016/TT-BTC ngay 29/3/2016 cua B Tai chinh quy dinh
chi tiét vi¢c st dung von nha nudc dé mua sam nham duy tri hoat dong thuong
xuyén clua co quan nha nudc, don vi :[hu(f)c luc lugng vii trang n}lén dan, don vi su
nghiép chg 1ap, to 9hﬁc chinh tri, ‘56 chtrc chinh tri - xa hoi, to chirc chinh tri xa
hoi - nghé nghiép, t6 churc xa hoi, to chire xa hoi - nghé nghiép.

- Quy ché l1am viéc ctia Van phong UBND tinh.

- Tiéu chuan Viét Nam TCVN 1SO 9001:2015.

IV. DINH NGHIA/TU VIET TAT

Dinh nghia

- Thiét bi tin hoc: Gom mdy tinh, thiét bi mang, may in, my Scan, may chiéu
va thiét b1 ngoai vi khac;

- Phan mém: Gom phan mém hé théng va cac tng dung dung chung.

Quy dinh tir viét tit:

- BM: Biéu miu

- TBTH: Thiét bi tin hoc

- TTTHCB: Trung tdm Tin hoc — Cong bao

- QTTV: Quan tr1 - Tai vu

- bVSD: Cé nhan, phong, ban, trung tdm thudc Van phong UBND tinh
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V. NQI DUNG QUY TRINH:
5.1 So dé quy trinh
TT | Trach nhiém Cac buérc thuc hién Noi dung Bié¢u miu
thwc hién

1 [-BVSD Pién ddydu  |BMO01.QTO01/

o thong tin vao  |THCB
Bao cao phiéu yéu cau
Surco Xt 1y su co.

2 |-bVSD Xac gﬁnh ,du:qc

-TTTHCB v su 0, khdc
" . phuc hodc tiép
Kiém tra su co tuc xu 1.

3 |-TTTHCB Nghiém Qua Don| | T Ap bién ban  |BM02.QTOL/
-bVSD trong  nghiém Tgﬁﬂ kiém tra, d¢  |THCB
-Phong QTTV | | TTTH ~ trong CB xa| | Xudt stra chita,

~ CB Xu Xu e e
- Lanh dao Iy 1-2 Lap bién ban 1y tai thay thé thiét
Vién phong ngay kiém tra cho| | b1 cho BVSD.
4 |-Phong QTTV ! Co doi tac sira
i {Jﬁnh (:]2'}0 Chon dbi tac stra chira Cl?lfa’bmiﬂ g cap
an phong su ¢b, cung cap thiét b t Alet kl ?0
yéu cau dé
xuat.
— \ 4 <
5 |- Dot tac K% hoo ddne. ta Yéu cau da
- Phong QTTV ~Y 0P cors, fien duge xtr 1y
N - hanh stra chita cung
- Lanh dao Van A g e xong.
. cap lap dat
phong

6 |- Poi tac v Nghiém thu,
-TTTHCB Ban eizo. nehiém thu ban giao, [am
- Phong QTTV glao, nghiem t, tha tuc thanh

N . thanh ly , N
- Lanh dao Van 1y hop dong
phong cho doi tac.

7 |-DVSD * Pa khic phuc |BM03.QT01/
-TTTHCB Pua thiét b xong dua vao |THCB
- Phong QTTV vao sir dung su dyung.
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5.2 Mo ta cac bwéc thuc hién
Budc 1: Béo céo su ¢d

Pon vi st dung thiét bi bao cio, 1ap phiéu cau xur 1y su ¢ vao biéu mau
BMO1.QTOL/THCB gui dén TTTHCB va Phong QTTV.
Budéc 2: Kiém tra su cb

TTTHCB phan cong Chuyén vién, kiém tra.
- Su ¢ don gian, Chuyén vién TTTHCB s& khac phuc xur 1y tai chd dua vao sir

dung ngay.
- Sy cb nghiém trong, Chuyén vién TTTHCB can thoi gian 1 dén 2 ngay dé tién
hanh xtr Iy, néu su ¢d quéa nghiém trong thi s& qua budc 3.

Buac 3: Lap bién ban kiém tra

Can cir vao tinh hinh thyc té sau khi kiém tra su ¢ TTTHCB két hop v6i Phong
QTTV, can bd quan 1y sir dung thiét bi xac nhan bién ban kiém tra (theo biéu mau
BMO02.QTOL/THCB). Bé xuét stra chita, thay thé thiét bi va trinh Lanh dao Vin
phong phé duyét.
Budc 4: Chon d6i tac sira chira, cung cap thiét bi

Phong Quan tri tai vu tién hanh chon dbi tac sira chira, cung cap thiét bi va
Iy bang gi4 trinh Lanh dao Van phong phé duyét.
Budc 5: Ky hop dong, tién hanh stra chira cung cap lip dat

Phong QTTV chu tri soan thao hop d’(k)ng trinh Lanh dao Van phong ky, doi
tac dugc chon thuc hién stra chita, lap dat thiét bi cho dén khi hoanh thanh cong viéc.
Budéc 6: Ban giao, nghi¢m thu, thanh 1y

Sau khi hoan thanh viéc stra chita, lap dit thiét bi cho don vi sir dung, Phong

QTTV chii tri phoi hop v6i TTTHCB va doi tac tién hanh nghiém thu thict bi. Trinh
Lanh dao Van phong ky hgp dong thanh 1y va thanh toan kinh phi cho doi tac.

Budc 7: Pua thiét bi vao sir dung

Su ¢ da khic phuc xong dua thiét bi vao st dung, ky bién ban ban giao
thiét bi theo biéu mau BM03.QT01/THCB.
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VI. CAC BIEU MAU KEM THEO
TT | Ma hiéu Tén Biéu mau
1 | BMO01.QTO1/THCB | Phiéu yéu cau xu ly su b
2 | BM02.QTO1/THCB | Bién ban kiém tra thiét bi
BM03.QTO1L/THCB | Bién ban ban giao thiét bj
VIlI. HO SO CAN LUU
Céc biéu mau BM01.QT0L/THCB, BM02.QT01/THCB, BM03.QT01/THCB
va toan bd chung tir ¢6 lién quan duoc luu tai Bo phan Ké toan thudc Phong Quan
tri - Tai vu theo ché do luu trit tai liéu ké toan hién hanh./.




BMO01.QT01/THCB

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

PHIEU YEU CAU XU LY SU CO

Kinh gtri: - Trung tam Tin hoc - Cong b4o;
- Phong Quan tri - Tai vu.

THONG TIN YEU CAU

TN thi€t Di: wveveeeeeeeeeeeeeeeeee e SO RIBU: vttt
NEUOT ST QUNE: 1. e et e e bae e e ssaeeenes
DO VI ST QUNE: covveiii

Tinh trang su cd:

Ngay .....thang....nam 202....
XAC NHAN TRUONG PHONG Nguoi 1ap phieu
(Ky, ghi ro ho tén)



BM02.QT01/THCB

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

BIEN BAN KIEM TRA THIET BI.....

Cin ctr thong tin yéu cau xir 1y su ¢6 thiét bi.......... ctia dong chi
................ thudc Phong ...
Hom nay, ngay .....thang....ndm 202..., tai phong 1am viéc ctia ddng chi
......................... , chung t61 gém co:
|. Pai dién Phong Quan tri - Tai vu
Lo ONG/BA: e
- Chtrc vu: Trudng phong
I1. Pai dién Trung tim Tin hgc - Cong bao

L ONE/BA: e
- Chtrc vu: Lanh dao trung tam,;
2 ONE/BA. o
- Chtrc vu: Chuyén vién Phong THHC.
Tién hanh kiém tra thiét bi......caadéng chi .................... , két qua kiém tra
nhu sau:
1. Ten thibt bi: wovoveveeeeeeeeeee e, SO RIBU: 1ttt
2. Tinh trang trrdc Khi KIEM tra: . .....c.cveeeeeeeeeceeeees e
3. K&t QUA KICM A 1ov.vvvicvceceeeeece ettt

TRUNG TAM TIN HQC - CONG BAO PHONG QUAN TRI - TAI VU
LANH PAO CHUYEN VIEN TRUONG PHONG
PHONG THHC

PHE DUYET LANH PAO VAN PHONG



BMO03.QT01/THCB

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

BIEN BAN BAN GIAO THIET BI

_ Hom nay, ngay ... thang ... nam 202..., Tai Van phong UBND tinh,
BEN GIAO:
1. Phong Quan tri - Tai vu, Van phong UBND tinh
FONE/BAL e
= SO GIBN TNOGL: .. v e oottt e et et ee et e et et et e e enee et et eeeeeeennens
2. Trung tim Tin hoc — Céng bao, Van phong UBND tinh
~ONE/BA:

= SO AN thOGL: . v
BEN NHAN:
L Vin phong UBND tinh
= ON g/ B

SO VU o

2SO GIBN thOL: v,
NOI DUNG BAN GIAO:

1. Ban giao thiét bi: Tén thidt bi ...........cocooviiiiiiie el

2. Tinh trang thiét bi sau khi khic phuc xong sw co:

Bién ban nay duoc 1ap thanh 03 ban, 02 ban luu tai bén giao, 01 ban luu tai
nguoi nhan.

XAC NHAN CUA CAC BEN

Bén giao Bén nhin
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)



