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Béi ngd bién tdp hdn hanh dem dén
cho Quy déc gia cuén tai liéu “C&m
nang danh muc hé so ban giao toa
nha chung cu”, nhdm cung cép
nhing kién thic nén tang vé van dé
nay. Chung toi hy vong day sé la
nguén tai liéu hitu ich, gép phén
nédng tam trai nghiém cho Quy vi khi
lua chon sinh s6ng tai nhiing té hop
khu c&n hé cao tang.

Thay mét dg ngit Bién tip

%ud&zm Due Doarnh



Kinh gui Quy déc gia,

D&t nudc ching ta dang trai qua thoi ki dé thi héa vdi téc dé cao, véi mat dé [én cac cong
trinh nha cao tang, ndi bat (& cac khu can ho. Tuy vdy, cdch tiép can cong viéc ban giao cac
t6 hop cdn hd cao tang, chua cd su théng nhét va ré rang, cu thé nhu:

1. Néu Quy déc gig da timg sé hitu cho riéng minh mét cdy dan Piano cd thi &t han, nhing
nhat ky vén hanh cdng nhu nhiing céng doan bao tri/bao duéng déu dugc ghi chép lai mét
cdch rét can thdn va kT ludng. Diéu tuong tu clng xay ra doi vdi cac nganh céng nghiép van
tai bién va hang khéng. Bi ngd bién tap mudn dung phép so sénh nay dé hinh tugng héa
qua trinh tir khi khéi déng mot du én té hop nhéa cao tdng cho dén khi dua vao khai thdc vén
hanh, véi nhiing yéu cdu nhat ky hda va s liéu héa chat ché, cdu thanh nén hé so cdu tric
bat dong san - mét trong nhing yéu té quan trong lién quan dén bao hiém ton that sau nay.

2. T6 hop cdc khu cdn hé (3 tai san b&t d6ng san cd gid tri rét [on véi tudi tho kéo dai, cd thé
[én tdi 50-60 ndm, kéo theo dd la nhiéu thay d6i xuyén sudt lién quan dén maoi truong, ludt
phap, chét luong séng,... Trong s dd, su thay d6i vé cac khia canh lién quan dén ludt phap,
dac biét & quyén s¢ hGu doi hdi su nhin nhan, danh gid va hé théng hda cac hé so, tai liéu
tlr quan ly dat dai, nguén géc sé hitu cing nhu cdc nhét ky hoat déng, hé théng céc quy tac
an toan va nhing quy dinh van hanh.

3. Cac bén lién quan, tir co quan céng quyén, chu dau tu, ngudi mua nha, ngudi s¢ hitu, ban
quan tri cho dén cac don vi quan ly vdn hanh déu chua nhén thic duoc mét céch ré rang
tdm quan trong cua cac hé so, gidy to phap ludt, cu thé nhu ludt nha 6, ludt x3y dung cing
nhu bé luéat dan su.

4. Vi&i tan suét xudt hién ngay mat nhiéu thém cda nhing t6 hop can hd, ngay nay, céc hoat
déng lién quan dén van hanh, quan ly cdc toa nha cao tang da duoc céng nhén & mét linh
vure chuyén mén riéng biét, doi hdi can cé mot hé théng chuyén nghiép, ro rang va dugc thé
hién bang tat ca cac quy trinh, tiéu chudn van hanh va cdc nhéat ky lién quan.

5. Cudi cung, ching ta dang trong qud trinh giao thoa, vdi su xudt hién cua cac xung dot
giGa chu du tu, ban quan tri va cdc cu dan do cac céch tiép nhan khic nhau trong qua
trinh ban giao céng trinh. Mot diém dang luu y nda [a hién nay, cac mé hinh ban quan tri
thuong mang tinh chdt ngén han nhung lai cé tdm anh hudng quyét dinh, mang tinh dai han
tir 5-10 ndm déi véi doi séng sinh hoat cua cu dén. Bén canh dé, su thiéu nht quan cing
nhu chua cd nhén thic ré rang vé cac bo luét, cdc quy dinh lién quan dén céng trinh cing
[a rdo can dan dén gidn doan trong qua trinh ban giao, kéo theo nhiéu hé luy vé thué dét,
thué VAT....

T&t ca cac yéu té néi trén déu gép phén ciu thanh nén quyén sé hiu va gia tri cia bt déng
san. Chidng ta khéng thé luong hda dugc nhing yéu td trén sé thay doi nhu thé nao trong
tuong lai. Su thay doi gén nhu la khéng thé trénh khdi, va dé la lic chdng ta cdn phai nhin
nhén va danh quan tdm cho viéc nghién ctiu chuyén su, bat dau tir qud trinh (4p du 3n,
cdp s6 doé cho dén nhét ky vén hanh cua du dn - nhing céng doan doi hdi rét nhiéu thoi gian
vé nguén luc. Vivdy, déi ngd bién tap hdn hanh dem dén cho Quy doc gia cudn tai liéu "Cam
nang danh muc hé so ban giao toa nha chung cu”, nhdm cung cap nhiing kién thic nén
tang vé van dé nay. Chung téi hy vong déy sé la ngudn tai liéu hitu ich, gép phén néng tadm
trai nghiém cho Quy vi khi lua chon sinh s6ng tai nhiing t6 hop khu cin hé cao tang.

Trén trong!
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Ba&n vé vi tri, ty 1& 1/500

HO S

Phé& duyét Quy hoach chi tiét, ty 1& 1/500 do UBND
thanh phd phdat hénh

Quyét dinh vé chi frucng ddu tu kém theo B&o céo ddu
tu xAy dung cong trinh (b&o cdo nghién Qau tien kha thi)
hodc quyét dinh phé duyét chii frusng ddu tu

Quyét dinh phé duyét du an dau tu xay dung cdng trinh
hodc du an thanh phdm cla cdp cé thdm quyén kém
theo DU an dau tu xay dung céng trinh (Bao cdo nghién
clu khé thi)

Cac van ban th&dm dinh, tham gia y kién clia céc ca
quan cod lién quan trong viéc tham dinh du adn ddu tu xay
dung va thiét k& ca s3.

Phuong an dén bu gidi phong mat bang va xdy dung tai
dinh cu
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[ V&n bdn cla céc 18 chic, cd quan nhd nudc cé thdm
quyén vé: thda thuén quy hoach, thda thuén hodc chdp
thudn st dung ddu ndi véi cong trinh ky thudit bén ngodi
hang rdo; danh gia tadc déng mdi frudng, dédm bdo an
todn (an todn giao théng, an todan cdc cong trinh 1an
cdn) va cac van bdn khac cd lién guan (néu cd).

HO S

Quyét dinh cdp dat, cho thué dét clia co quan cé thém
quyén hodc hdp dong thué dat ddi vai frudng hap khong
dugc cdap dat.

Quyét dinh chi dinh thdu, phé duyét két qud Iua chon cac
nhd thdu.

Céc tai liéu chiing minh diéu kién ndng Iyc clia cac nha
thdu theo quy dinh.

Cdac ho so, tdi liéu khdc cd lién quan trong giai dogan
chudn bi dau tu.

—/
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V(?n bdn chdp thudn phUOng\ an quy hoach Téng mMat
bdng va thiét ké sa bd (kém ho sa thiét ké bdn sao)

HO S

Quyét dinh phé duyét diéu chinh cuc bd chiic nang
sUf dung dat - UBND Tinh, Thanh Phé

Gidy chdng nhan ddu tu - UBND Tinh, Thanh Phé

Quyét dinh giao dat - UBND Tinh, Thanh Phé

Gidy phép xdy dung - S Xay Dung cdp

Quyét dinh phé duyét diéu chinh dy an Bau tu xdy dung
tda nha

Piéu chinh quy hoach kién tric cdng trinh
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Gidy chdng nhdn quyén st dung dat gdn lién vdi
thlia dat

HO S

Gidy ching nhan dang ky doanh nghiép

T3 khai ndép thu& chuyén quyén st dung dét

T3 khai 1& phi tfrudc ba nhd dat

Théong bdo ndp 1é phi frude ba nha dat

Phucng an ky thudt khdo sat, bdo cdo khdo sat xdy dung
cdng trinh.

Bién bdan nghiém thu két qud khdo sat xdy dung.

\_/
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J PHAP LY

K& qud thdm tra, thAdm dinh thiét k&; quyét dinh phé
duyét thist k& ky thuat, kém theo; hd sa thiét k& dd dudc
phé duyét (cé danh muc bdn vé kém theo); chi dan ky
thuat; van bdn thédng bdo k&t qud thdm tra thiét k& cla
ca quan chuyén mon vé xdy dung (néu co)

HO S

HO so thiét k& bdan vé thi cong da dugc chl dau tu xac
nhdn (c6 danh muc bdan vé kém theo)

Bién bdn nghiém thu thiét k& xay dung cong trinh

Cdac van ban, tai liéu, hd s6 khac ¢o lién quan dén
giai doan khdo sat, thiét ké xay dung coéng trinh

Cac thay déi thiét k& trong qud trinh thi céng vé
cdc van ban tham dinh. Phé duyét clia cdip cé
thAm quyén

CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU| 11
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HO sa thiét k& phuong an ndi that khu vuc

HO S

HO sa thiét ké ky thudit

Gidy chdng nhan (BU diéu kién ddm bdo an todn chju luc
cla cong trinh)

Gidy phép ching nhan (PU diéu kién ddm bdo vé
An ninh trat 1U) clda tdéa nha

Gidy phép x& thdi clia hé théng xU ly nudce thdi tap frung.

Bdo cdo danh gid tac dong mdi trudng kém quyét
dinh phé duyét bdo cdo tdc ddng moi frudng clia
dy an (BTM)

Gidy ching nhén kiém dinh ddng hd nudce (do Iuu lugng
nudc thadi) Hgp dong xU ly nudc thai

—/
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Bién bdn ban gico dua vao st dung dong hd do Iuu
lugng nudc thai (theo thong tu 35-2015-TT-BTNMT,
ND 142/2013/Nb-CP)

HO S

K&t qud thir nghiém mau nudc thai (ddi véi tda nhd da di
vao hoat ddng hodc trong qud trinh xdy dung )

K&t qud do tiéng dn phong mday phdt dién

K&t qud ddnh gid tiéng on

K&t qud do mdbi trudng khdng khi, nhiét dd moi trudng
xung quanh phong may phdat dién

Hop ddng thué don vi thu gom, van chuyén va x Iy chét
thdi nguy hai, réc thai sinh hoat, phé thai xay dung (trong
qud trinh xdy dung)

Gidy phép hanh nghé clia don vi van chuyén, x( Iy chdt
thdi nguy hai (dé nghi cung cdp c& gidy phép, vi tri x( Iy
chat thai) frong quad trinh xdy dung
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S8 dang ky chd ngudn thai

HO S

S6 dang ky cht ngudn th&i chét thdi nguy hai (cdp 1&n 1)
c6 dinh kém phu luc danh muyc chat thdi nguy hai

Thda thudn cho ddu ndi vao hé théng thodt nudc tu
tfrong cong trinh

Sa do mat bang cé hé théng thodt nudc mua, nudc
thai clia co sé

Bieén bdn kiém tra vé viéc chdp hanh phdp ludt vé b&o vé
mai trudng.

H& so cdc cudc kiém tra va thanh tra vé bdo vé méi
fruéng, trong quad trinh xay dung

Gidy phép chdng nhan dd diéu kién clia PCCC

—/
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Gidy chdng nhan thdm duyét vé PCCC

HO S

Th&m duyét vé PCCC, Hé théng tang dp, hé théng thédng
gié hat khoi

Gidly chdng nhéan kiém dinh phuong fién phong chdy va
chda chdy cho téa nha. Mau cta chéng chdy (thdi han
nam, Yéu cau kiém dinh lai)

Danh sdch hoc vién cdp gidy ching nhdn ( dé hudn
luyén nghi€p vu PCCCQC) trong qud trinh xdy dung

Van bdn: Vé viéc nghiém thu vé phong chdy va chia
chdy do B6 Céng An Cuc CAnh Sat PCCC & CNCH

Bién bdn kiém tra vé PCCC nghiém thu vé phong
chdy va chla chdy do B Céng An Cuc Cdanh Sét
PCCC & CNCH

Bién bdn kiém tra vé PCCC do B& Céng An Cuc Canh Sat
PCCC & CNCH (tfrong qud trinh thi cdng xdy dung)

BAN cam két (BAm bdo an todn phong chdy chiia chdy
cho tda nha) trong qua trinh xdy dung

pmlc CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU| 15
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Phuong an chta chdy, cdu hd tda nha

HO S

Quyét dinh vé viéc chidng nhan bdi dudng nghiép vu
phong chdy va chida chdy (frong quad trinh xdy dung)

Quyét dinh thanh 1ap dbi PCCC co s3. BAng théng ké
PCCC. Boi chta chdy tai chd (frong qud trinh xdy dung)

BAo cdo chdp hanh luat vé PCCC (frong qud tinh xdy dung)

Hop ddng bdo hiém chdy nd va céc rd ro ddc biét

Hop déng kinh t& giao nhdn thdu xay dung

Hop dong kinh t& vé viéc cung cdp thi cong hé théng
phong chdy cha chdy

Hop ddng kinh 1€ vé viéc cung cdp thi cdng hé théng dién

Hop dong kinh t& vé viéc cung cdp thi cong hé
théng nudc

—/
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HO SO PHAP LY >

Hop ddng kinh t& vé viéc cung cdp thi cdng hé théng
Camera (CCTV) hé thdng dm thanh (PA)

Hop déng kinh t& vé viéc cung cdp thi cdng hé
théng BMS

Hop Bong Mua Bdan Bién Cho muc dich Kinh
Doanh - Dich Vu

Hop Béng Haop Tdc Kinh Doanh va Cung Cdap Dich Vu
Vién Thong, Truyén Hinh tai tda nha

Hop dong cung cdp tiéu thy nudc may

Hop déng cung cdp I1&p dat hé thdng Biéu Hoa,
tai Toa Nha

Hop déng cung cdp va Idp dat thiét bi thang may tai
Toéa Nha

Hop ddong Cung cdp va 1dp dat thiét bi may phat dién du
phong va hé théng cdp dién cho mady phat dién tai Toa nhda

Hop dong Cung cdp va Idp dat tram bién dp va hé théng
cAp dién cao thé, ha thé cho tram tai Tda nhé

CAM NANG HO SO BAN GIAO TOA NHA CHUNG CUl 17
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DINING
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HO SO THIET KE BAN VE KY THUAT
TOA NHA

BAN vé hodn cdng phan kién trdc tda nhd

BAN vé& hodn cong phan k&t cdu tda nhd

HO sG thiét ké ky thudt thi cong co sd

HO sG thiét k& phuong an ndi that tang

HO so thiét k& phuong an ndi thdt can ho

plmlc CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU 119
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HO SO THIET KE BAN VE KY THUAT
TOA NHA

A

2

Hé théng diéu hdoa khdng khi var hé théng théng gid (HVAC)

A

ET KE BAN VE KY THUAT TOA NHA

O THIE

HO 'S

BAn vé hodn céng hé théng dién ndng + Mdy phdt dién

BAN vé& hodn cdng hé thong dién tfrong nhd va chéng sét

BAn v& hodn cdng hé théng dién nhe
(camera, &m thanh...... VV)

BAn vé hodn cdng hé thdng cdp thodt nudc (trong nhd
vA Nngodi Nha)

201 CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU p{m]c]



HO SO THIET KE BAN VE KY THUAT
TOA NHA

HO sa thiét k& BAN vé hodn céng hé théng xU Iy nudc thai

HO sa thiét k& BAN vé hodn cdng hé théng vach kinh

HO so thiét k&, Ban vé hodn céng hé théng PCCC

H so thiét k&, b&n vé hodn cdng hé thdng bé b

BAn vé& hodn cdng 1dp dat hé théng thang mdy + Thang cudn

pimic CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU | 21
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HO SO THIET KE BAN VE KY THUAT
TOA NHA

A

HO so thidt k& hé théng nang lugng mat trdi

A

ET KE BAN VE KY THUAT TOA NHA
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HO 'S

HO sa thiét k& hé théng mang thoai

HO sa thiét k& hé théng Car Paking

HO so hé thdng thiét k& chudng hinh
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HO SO THIET KE BAN VE KY THUAT
TOA NHA

A

HO sa thiét k& hé théng dén bdo khéng

A

<
T
Z
<
O
I_
|_
<.
D)
T
|_
>_
AV
Ll
>
Z
o<
m
Ll
4
I_
Ll

J THIE

HO S

HO sa thiét k& hé théng loc nudc

HO sa thiét k& hé théng cdp nudc

HO sa thiét ké cAnh quan tda nhd
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HO SO VE PHONG CHAY
CHUA CHAY
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Quyét dinh (V/v: thanh I1dp Iyc lugng PCC&CC tai chd)
kém theo danh sdch dbéi chia chdy cd s& cla Ban qudn
\Vareleliglgle

oV

HO S

Quyét dinh thanh 1&p Ban chi huy PCCC cd s3 cla
tda Nha

Quyét dinh ban hanh ndi quy PCCC

K& hoach hudn luyén nghiép vu PCCC, dé nghi cdp gidy
ching nhdn

Bién bdn rdt kinh nghiém hudn luyén nghiép vu PCCC

pimlc CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU |25



HO SO VE PHONG CHAY
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K& hoach thuc tép phusng an chia chdy

HO SO VE

Quyét dinh cap gidy chiing nhdn cé danh séch kém theo

Quyét dinh vé viéc thanh Iap dodn kiém fra vé tinh hinh
qudn ly st dung nhd chung cu trén dia bdn, kém theo
k& hoach

bang ky t@p hudn nghiép vu PCCC cho dbi vién doi
phong chdy chlda chdy cd sd Ban qudn ly tda nha

BANng thdng ké thiét bj phdong chdy chida chdy tai tda nhé
(do ban qudn ly tda nhd 1Gp)
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HO SO VE PHONG CHAY
CHUA CHAY
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BAng théng ké trang thiét bi, dung cu phdong chdy chia
chdy ca s& dung cho ddi chia chdy cd s (do Ban qudn
Iy t1oa nhd IGp)
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Phuong én chida chdy cd sé theo mau PC11 ban hdnh kém
theo thong tu s6 66/2014/TT-BCA

Bién bd&n kiém tra vé céng téc PCCC cla co quan

Phong CAnh sat PCCC (Bién ba&n kiém tra dinh ky)

Bién bAn tu kiém tra PCCC

Bién bdn tu dién tdp PCCC cd s3
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HO SO VE PHONG CHAY CH

HO SO VE PHONG CHAY
CHUA CHAY

NOi quy phong chdy chia chdy

Hop ddng + Gidy ching nhdn b&o hiém chay nd bt budc
cdc ndm cda tdéa nhé

B&Nn cam két ddm bdo an todn phdng chdy chiia chdy
va clUu nan clu hd clda ban qudn ly tda nha.

Sa do thodt nan tai du adn chung cu

Hudng dan van hanh hé thdng bdo chdy tu dong, hé
thédng bam chia chdy, hé théng chida chdy tu dong va
cha chdy véach tudng, hé théng mang ngdn chady.

Hudng dan van hanh 10 bdo chdy frung tam.
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HO SO VE PHONG CHAY
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BAo cdo vé viéc chdp hanh cdc quy dinh phdp luat vé
PCCC cula tda nha dong thdi cing I& thuc hién cac kién
nghi clia dodn kiém tra PCCC dinh ky tai tda nhd céc nam
clia Ban qudn ly tda nhd
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Phuong én cdu nan clu hd ca s& (Theo mdau 04 Ban hénh
kém theo nghi dinh s& 83/2017/ND-CP ngdy18/7/2017)
nam 2019

Bién bdn chay thi lién ddong hé théng cdu hda bom
chla chdy. Hé théng théng gidé quat cdp va hat tang
hdm, quat tang dp cdu thang, hut gid hanh lang,
mang ngdn chdy hdm. Hé théng thang may tda

K&t qud hudn luyén nghiém vu PCCC céc ndm frong qud
trinh qudn Iy van hanh

K&t qud do dién 1rd tiép dia hé théng chong sét tda nha

K&t qud do dién 1rd tiép dia hé théng chdng sét fram
bién dp
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HO SO
QUAN LY
HE THONG
XU LY
NUGC THAI
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Al

HO SO QUAN LY HE THONG XU LY
NUGC THAI

UGC TH
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O QUAN LY H

Bdo cdo quan trdc médi frudng, quan trdc chat lugng
nudc thai trudc va sau xU ly tai clia xd, dinh ky hdng ndm.

HO S

K&t qud thi nghiém mdu nudc thai (ddi v3i tda nhda da di
vao hoat déngQ)

K&t qud do tiéng dn phong mdy phdt dién

K&t qud danh gid tiéng 6n
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AN LY HE THONG N

A

0 QUA

A

HO S

UGC TH

Al

HO SO QUAN LY HE THONG XU LY
NUGC THAI

Két qud do madi frudng khdng khi xung quanh phong may

phdt dién

Két qud do nhiét dd mdi trudng xung quanh phong mady
phdt dién

Hop déng thué don vi thu gom, van chuyén va x( Iy chét
thai nguy hai, rac thai sinh hoat, phé thdi xay dung

Gidy phép hanh nghé clia don vi van chuyén, x Iy chdt
thdi nguy hai (dé nghi cung cdp cd gidy phép, Vi tri x ly
chéit thai)
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HO SO QUAN LY HE THONG XU LY
NUGC THAI

UGC TH
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B&o cdo finh hinh trién khai thuc hién du an va cdc bién
phdp bdo vé moi trudng (kém madu gui kém cdng van)
trong qud trinh quén ly van hanh

HO S

H& so cac cudc kiém tra va thanh fra vé bdo vé maoi
trudng, frong qud trinh qudn ly van hdanh

Bién ban kiém tra vé viéc chdp hanh phdp ludt vé bdo vé
moi frudng.
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HO SO VE HE THONG NUGC
SINH HOAT
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HO SO VE HE THONG N

K&t qud kiém nghiém nudc sinh hoat, bé Mmdi, tang ham

Gidly ching nhan kiém dinh déng hd nudc
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HO SO GIAY PHEP CUA
HE THONG CO PIEN
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HO SO GIAY PHEP CUA HE THONG
CJO PIEN

K&t qud kiém dinh hé théng 1i€p dia - chéng sét

Bién bdn kiém dinh ky thugt an todn thang may.
Phi€u két qud kiém dinh thang mady

Bién bdn thi nghiém may bién dp, mday cdt, hé théng
t0 trung thé, hé théng 10 phdn phdi, hé théng Busway

Gidly phép kiém dinh hé thdng HVAC
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HO SO GIAY PHEP CUA HE THONG
CO PIEN

Gidy phép x& thdi, tiéng dn dat chudn méi trudng, hd so
DTM (bdo cdo danh gid tac dong mdi trudng). s6 dang ky
chll nguon thai

Gidly chiing nhan thdm duyét vé PCCC.

Bién bdn kiém tra thi céng vé PCCC.

Bién bdan nghiém thu dd diéu kién vé an todn PCCC.
Bién bd&n kiém dinh trang thiét bj PCCC.

Gidy chdng nhan kiém dinh phuong tién PCCC

Gidly ching nhéan kiém dinh phuong tién PCCC hang muc
clia cudn
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HO SO GIAY PHEP CUA HE THONG
CJO PIEN

Gidly chiing nhan kiém dinh phuong tién PCCC

Gidly chiing nhdn kiém dinh cdp chdng chay, loai cép clia
B& Cong an, CAnh Sat PCCC kém theo tem kiém dinh

Gidly ching nhan kiém dinh phucng tién PCCC cla Bo
Coéng an, CAnh Sat PCCC, kém theo bdang théng ké phusng
tién PCCC, binh chla chdy bdt, binh cdu chda chay tu
doéng, binh cha chdy xe ddy, binh chda chdy bot, binh
chta chay CO2...

Gidy ching nhan kiém dinh phuong tién PCCC cla Bo
Coéng an, CAnh Sat PCCC, kém theo bdang théng ké phusng
tién phong chdy chda chay, van goc, [ang phun chda chay,
tru chta chdy, hong chia nudc, binh chda chay ABC, CO2,
binh chida chay tu déng...
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HO SG GIAY PHEP CUA HE THONG
CO DIEN

Gidy ching nhan kiém dinh phuong fién PCCC cla B
Coéng an, CAnh Sat PCCC, kém theo bdang théng ké phuong
tién PCCC ( mdy bom, binh chla chady, t4 chla chdy, ddu
cdnh bdo chdy, chudng, nat dn, ddu phun, lang phun,
cudn voi ....)

Gidy ching nhan k&t qud kiém tra thit nghiém: kiém
dinh quat tao dp budng thang may

Gidly ching nhan k&t qud kiém tra thd nghiém:; kiém dinh
quat hdt khdi hanh lang
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HO SG GIAY PHEP CUA HE THONG
CO PIEN

Cung cdp gidy phép kiém dinh may phat dién theo tiéu
chudn TCVN9385/2012 v& TCVN 4756:89

Bdo cdo k&t qud thir nghiém, bon chida dau, kém chdng chi
kiém tra ky thudt

Gidy phép st dung tan sé lién lac
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HO SG GIAY PHEP CUA HE THONG
CO PIEN

Cung cdp gidy phép kiém dinh mdy phat dién theo
tiéu chudn

Gidly phép kiém dinh déng hd do dién

Bién ban kiém dinh chéng sét van

Gidy kiém dinh mdy bién ddng do ludng ha thé
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HO SO GIAY PHEP CUA HE THONG
CJO PIEN

Bién bdan thi nghiém aptomat, mday cat ha thé, contactor,
tu dién, cdp ha thé, cdp luc

Gidy phép s dung tan s& cho hé théng Car Parking theo
(Thong tu 03/2012/TT-BTTTT)

Gidy ching nhan (BU diéu kién ddm bdo an todn chiu luc
clia cong trinh)
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HO SO QUY TRINH
HUONG DAN KY THUAT
VAN HANH BAO TRI
THIET BI







HO SO QUY TRINH HUONG DAN
KY THUAT VAN HANH BAO TRI
THIET BI

HUGNG DAN KY THUAT VAN HANH - BAO TRi

Quy trinh bdo tri tda nhd

Quy trinh hudng dan van hanh - B&o tri hé théng thang may

Quy trinh hudng dan van hanh - BAo tri hé thong dién

Quy trinh hudng dan van hanh - BAo tri hé théng bom
nudc sinh hoat

Quy trinh hudng dan van hanh - BAo tri hé thdng bam chdéng lut

Quy trinh hudng dan van hanh - B&o tri hé théng chta chdy

Quy trinh hudng dan van hanh - B&o tri hé théng bdo chay

Quy trinh hudng dan van hanh - BAo tri hé théng chiia chdy khi

Quy trinh hudng dan van hanh - BAo tri hé théng mady phdat dién.

Quy trinh hudng dan van hanh - BAo tri hé théng quat thong gid -
diéu ap, tang dp, hat khoi

46/ CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU




HO SO QUY TRINH HUONG DAN
KY THUAT VAN HANH BAO TRI
THIET B

[M1 OYd - HNYH NYA LYNHL AM Nyd DNONH

Quy frinh hudng dan van hanh - B&o i hé théng
diéu hoa khéng khi

Quy trinh hudng dan van hanh - BAo tri hé théng Camera (CCTV)

Quy trinh hudng dan van hanh - BAo tri hé théng dm thanh
cdng cong (PA)

Quy trinh hudng dan van hanh - B&o fri hé théng BMS

Quy trinh hudng dan bdo hanh - B&o tri hé théng kinh

Quy trinh hudng dan van hanh - B&o tri hé thdng tiép dia,
chéng sét

Quy trinh hudng dan van hanh - B&o tri hé théng dén bdo khong

Quy trinh hudng dan van hanh - B&o tri hé théng Car Parking

Quy trinh hudng dan van hanh - BAo tri hé thdng xd Iy nudc thai.

Quy trinh bdo tri toa nha
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HO SG HE THONG KY
THUAT TOA NHA
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1’ HE THONG Egléu HOA KHONG KHI VA
THONG GIO (HVAC)

HE THONG CAP - THOAT NUGC '2

4

3

[ HE THONG BIEN '4

HE THONG PHONG CHAY
CHUA CHAY (PCCC)

4

5 HE THONG CCTV

[HE THONG AM THANH CONG CONG '6

4

7 HE THONG MANG THOAI

[ HE THONG CHUONG HINH '8

(4

9

[ HE THONG XAY DUNG CO BAN HO

J

HE THONG THANG MAY,
THANG CUON

ﬁ HE THONG PEN BAO KHONG {
[ HE THONG LOC NUGC n 2
13 HE THONG CAR PARKING

[HE THONG NANG LUGNG MAT TROI '14

1:5 HE THONG BE BOI
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HE THONG DIEU HOA KHONG KHi
VA THONG GIO (HVAC)

HO SO K THUAT THIET Bl CO PIEN

Catalog

Ching thuyc xudt x (CO / CQ) cla hé thdng diéu héa,
théong gid va diéu dp

Catalog cac phu tung, vat tu phu nhu van cén bang ...

Phiéu b&o hanh cla gidn néng, lanh, bd diéu khién trung
tam, ...

Phiéu b&o hdanh clia cdce logi quat thong gid
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HE THONG CAP - THOAT NUGC

Z
’*L_L“
)]
(@)
O
=
N
=
T
'_
'_
<
)
T
'_
<
A
I

@ Catalog

0) Ching thuc xudt x (CO / CQ) hé théng cdp thodt nudc

® Phi€u b&o hanh cla cdc logi bom cdp, thodt nudc, cdc phu

tung, vat tu phu nhu van budm, van cdng, van 1 chiéu

® Chung thuc xudt x (CO / CQ) hé théng xU Iy nudc thai

® Phi€u bdo hanh clda cac loai, vat tu hé théng xU ly
nudc thai
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HE THONG PHONG CHAY
CHUA CHAY

HO SO KI THUAT THIET BI CO DIEN

@ Catalog

@ Chung thuc xudt x (CO / CQ)

Phi€éu bdo hanh cla cdc logi bom cdp, cdc phu tung, vat
@ tu phu nhu van budm, van cong, van 1 chiéu, van goc, Iang
vOi, du chla chay tu déng...

® Phiéu b&o hdanh clia tl bdo chdy trung tam
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HE THONG PHONG CHAY
CHUA CHAY
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Catalog clia cac phu ting, vat tu cla hé PCCC nhu: ddu

bdo chdy (bdo nhiét / bdo khéi), ndt &n khén cdp, chudng,
® ddau cdm bién Iuu lugng, van khda, van 1 chiéu, van diéu dp,
binh chda chay...

® Phiéu b&o hanh cla cdc logi clia chdng chdy

@ Catalog clia céc phu tung, vat tu cla thiét bj, clia chéng
chay

O] Phiéu b&o hanh clia tl bdo chdy frung tém
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HE THONG DIEN

A. HE THONG PIEN HA THE, MBA

HO SO Ki THUAT THIET BI CO PIEN

@ Catalog

® Chuing thuc xudt x& (CO / CQ)

® Phiéu bdo hanh clia bus duct (bus bar), ACB, MCCB, bd

diéu khién clia t0 bu céng sudt

® May bién ap, may cdt, ATS

® Catalog clia cde phu tung, vat tu clia hé théng dién nhu
khdi déng tu, ro le, PLC,...

541 CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU pmlc



HE THONG DIEN

B. HE THONG MAY PHAT DIEN
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@® Catalog

@ Ching thuc xudt xi (CO / CQ)

@® Phiéu b&o hanh cla thiét bi may phat

C. HE THONG TIEP DIA - CHONG SET

@ Catalog

® Chung thuc xudt xd (CO / CQ)

® Phi€éu bdo hanh cla thiét bj do dém, thiét bi chdng sét, phu
tang vat tu clia thiét bj
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HE THONG DIEN

D. HE THONG PIEN TRONG NHA

HO SO Ki THUAT THIET BI CO PIEN

® Catalog

Ching thuc xuat x (CO / CQ
® g thy (CO/CQ)

® Phi€éu bdo hanh cda bus duct (bus bar), ACB, MCCB

® Catalog clia cdc phu tung, vat tu cla hé théng dién nhu
kh&i dong 1, 1o le, PLC, ...
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HE THONG CCTV
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@® Catalog

@ Chung thuc xudt x (CO / CQ)

® Phi€u bdo hanh cla thiét bj
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HE THONG AM THANH
CONG CONG

HO SO KT THUAT THIET Bl CG PIEN

Catalog

Chung thuc xudt x (CO / CQ)

Phi€u bdo hanh cla thiét bj
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HE THONG MANG THOAI
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® Catalog

Chuing thuc xudt xi (CO / CQ)

Phi€u bdo hanh cla thiét bj
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HO SO KI THUAT THIET BI CO PIEN

HE THONG CHUONG HINH

® Catalog

® Ching thyc xudt x (CO / CQ)

® Phi€u bdo hanh cla thiét bj
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HE THONG THANG MAY,
THANG CUON
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® Catalog

Chuing thuc xudat x (CO / CQ
@ g mnu ( )

® HO sa kiem dinh cua thang may.
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HO SO KI THUAT THIET BI CO BIEN

HE THONG XAY DUNG CO BAN

@ Catalog

® Chuing thuc xudt x (CO / CQ)

Hb so kiém dinh cla cla chéng chdy thang thodat hiém,
gach 6p, da, thiét bj vé sinh cdn hd, cdng codng, thiét b
@® dién can hd, knung nhém kinh, hé théng kim khi, lan can,
cAu thang, san go, ...
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HE THONG DEN BAO KHONG
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) Catalog

O] Chung thuc xudt xi (CO / CQ)

® Phi€u bdo hanh cla thiét bj
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HE THONG LOC NUGC

1. HE THONG LOC NUGC

HO SO KI THUAT THIET BI CO BIEN

@ Catalog

® Ching thuc xudt x& (CO / CQ)

® Phi€u bdo hanh cla thiét bj

2. HE THONG NUGC UONG TAI VOI

@ Catalog

@ Chung thuc xudt x& (CO / CQ)

® Phi€u b&o hanh cla thiét bi
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HE THONG CAR PARKING
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@® Catalog

O Chuing thyc xudt xd (CO / CQ)

® Phi€u bdo hanh cla thiét bj
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HE THONG NANG LUONG
MAT TROI

HO SO KI THUAT THIET BI CO PIEN

® Catalog

O] Chuing thuc xudt x (CO / CQ)

® Phi€u bdo hanh cla thiét bj
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HE THONG BE BOI
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@® Catalog

O) Chung thyc xudt x (CO / CQ)

® Phiéu b&o hanh cla thiét b

® Phi€u bdo hanh clia cdc logi bom cdp, thodt nudc, cdc
phu fung, vat tu phu nhu van budm, van cong, van 1 chiéu
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DANH MUC HOP DONG PHU LUC
HOP PONG LIEN QUAN PEN
QUAN LY VAN HANH TOA NHA

Hop dong dich vu qudn Iy van hanh téa nha

Hop déong cung cdp dich vu Iam sach
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Hop déng cung cdp dich vu an ninh

Hop déng dich vu sén vudn cdy cdnh

Hop ddéng dich vu kiém sodt con triing

Hop déng cung cdp nhan sy gidm sat ky
thudt, chay thi vén hanh hé théng ky thudit

Hop ddng kiém dinh ky thudt (thang may,
chéng sét..)

Hop déng cung cdp dich vu kiém todn
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DANH MUC HOP DONG PHU LUC
HGP PONG  LIEN QUAN PEN
QUAN LY VAN HANH TOA NHA

Hop déng van chuyén réc thai sinh hoat

Hop déng van chuyén rac thdi nguy hai
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Hop ddng quan trdc maéi trudng

Hop ddng cung cdp mang thogi, fruyén hinh

Hop ddng tu vén ddo tao chuyén gicao quy
tiinh van hanh bdo tri hé thdng ky thudit

Hop dong cung cdp dich vu quang cdo

Hgp ddng thiét hai tai sén moi rdi ro (bao
gdm cd bdo hiém chdy nd bat budc)

—/
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DANH MUC HOP DONG PHU LUC
HOP PONG  LIEN QUAN PEN
QUAN LY VAN HANH TOA NHA

Gidy ching nhan bdo hiém moi rdi ro tai
sAn (bao gdom bdo hiém chdy nd bdt budc)

Hop déng b&o hiém trach nhiém céng céng
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Cac hgp ddng gid trj gia tang khéc -

Hop déng thué mat bang va ddu tu I1dp dart
hé théng phuc vu phd séng di ddng

Hop dong cung cdp dién

Hop ddng dich vu cdp nudc (kém theo bién bdn
nghiém thu va bién bdn bdn giao coéng trinh cap
nuSc dua vao st dung vé viéc Idp dat déng hd
nudc, bdan vé vi tri dau ndi)

Cdac ching U di kém déi v8i cde hgp dong
bao gédm:

- Bién bdn nghiém thu

- B ho sa thanh todn
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TAI CHiINH KE TOAN
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~ ,
SO CAl

BANG CAN BOI TAI
KHOAN KE TOAN

€3

CAC KHOAN THU

— CAC KHOAN CHI

|_B ‘ BAO CAO TAI CHINH

HO SO MUA BAN
HANG HOA

€

TAI SAN CO PINH

o BAO CAO HANG NGAY

BAO CAO HANG THANG

HO SO PAU THAU

[10 o

m ‘ QUY TRINH TAI CHINH - KE TOAN
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S6 quy tién mat
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BANG CAN PO )
TAlI KHOAN KE TOAN

BANng cdn ddi tai knodn ké todn

CAC KHOAN THU )

Bang cdng ng khdch hang hdang thang,
hdang quy, hang ndm (bdo cdo khodn
phdi thu clia cu dan)

Hoa don Gia Tri Gia Tang phat hanh

Phi€u thu
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CAC KHOAN CHI

Bdo cdo doanh thu hang ngady
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Bién Nnhan

Phi€u chi

BAO CAO TAI CHINH )

Bdo cdo ngudn thu va chi phi hoat déng
clia quy bdo tri

Bdo cdo ngudn thu va chi phi hoat déng
clia quy qudan Iy van hanh

BANg cdn ddi ké todn

Thuy&t minh bdo cdo tai chinh
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HO SO MUA BAN )
HANG HOA
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E Phiéu dé& nghi mua sam, stia chia
|_

Bién bdan hop dé nghi mua s&m, sta chia

Anh chup hién trang hang hoa, thiét bi hu
héng can phdi tién hanh mua sém, sta chia

7 TAI SAN CO PINH )

o Danh muc tdi sé&n ¢d dinh
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BAO CAO HANG NGAY )

Bang k& chi tiét thu chi fién mat

BAng ké chi tiét thu chi ngén hang

S6 quy Ban qudn fri tién mat
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BAO CAO HANG THANG >
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B&o cdo téng hop thu - chi Ban quan Iy

B&o cdo téng hop thu - chi QuYy bdo tri

B&o cdo téng hop thu - chi Quy van hanh

BANg ké chi tiét cac khodn thu phi cu ddn

Danh sGch cdng ng va8i cac nhd thdu cung
cdp dich vu, gid fri gia tang
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BAO CAO HANG THANG )

Danh sdch, d{ liéu thé xe 6 16, xe mdy

BANng ké chi tiét cac khodn thu phi cu ddn

Danh sdch tai sén+ ho s chiing minh

ngudn géc/ gid tri (néu co)

Chét kho vart tu tiéu hao bd phdn Idm sach
(gidy vé sinh, lau tay, nudc rda tay...)

Chét kho vat tu tiéu hao bd phdn ky thudt
(dinh, 6¢ vit, bang keo,...)
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BAO CAO HANG THANG )
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B&o cdo cac khodn phdi thu cu dén

B&o cdo téng hop céng nd khach hang

BAo cdo na tién xe - cu dan

S6 nhat ky chung, dinh khodn k& todn

BGo cdo tai chinh, thuyét minh bdo cdo tai
chinh (theo yéu cdu, quy dinh clia Ban qudn trj)

801 CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU pmlc



BAO CAO HANG THANG )

Danh sach, di liéu thé cu dén

Danh sach can hd thanh toan cac phi khéac

Cac khodn chi khac

HO SO BDAU THAU

Todn bd ho sa lién quan dén lua chon nhd

théu bao gdm cé nhd thdu bj logi va nha
thau frdng thdu

CAM NANG HO SO BAN GIAO TOA NHA CHUNG CU |81

Z
<C
O
=
XL
h4
1
Z
B[
)
<
s




1 1 QUY TRINH TAI CHINH - KE TOAN >
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Quy trinh thu chi tién mat tai du an

Quy trinh qudn ly tai chinh chung cu

Quy frinh mua sdm va thanh todn tai du an

Quy trinh qudn Iy thu phi tai du an

Quy trinh phdt hanh héa don tai du an.

Quy trinh thanh quyét todn tai du an.
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1 1 QUY TRINH TAI CHINH - KE TOAN >

Quy trinh thanh todn mua vat tu hang hoa.
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Quy frinh cdp phat thé xe, thé thang may

Quy trinh thu tién xe thang cla cu dan

Quy trinh thu tién xe vang lai hang ngdy

Quy trinh thu tién dién khéach hang.

Quy trinh thu tién nudc cu dan.
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PHU LUC
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DANH MUC QUY TRINH
QUAN LY

A\

J

DANH MUC QUY TRINH
VAN HANH BAO DUONG

\
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DANH MUC
QUY TRINH
QUAN LY
DICH VU
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17 Quy TRINH XU LY RAC THAI
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DANH MUC QUY TRINH
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M NANG HO SO BAN GIAO TOA NHA CHUNG CU E@

CAC CONG VIEC KHI PUA CONG TRINH
VAO KHAI THAC

@ Kndo sat va cac phuong én Iadm sach
© Knhdo sat va cac phusng éan an ninh

® Khdo sat va dé xudt clia PMC

SO TAY QUAN LY CHUNG

® S8 tay quan ly téi san

® 58 tay quan Iy hoat dong



SO TAY HOAT PONG CUA BAN QUAN TR],
CU DAN
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Q No6i quy, quy ché& hdi nghi nha chung cu

DANH MUC

. N&i quy, quy dinh (hdp ddng mua sdm) clia nhd chung cu

' Noi quy, quy ché hoat déng clia Ban qudn tri

. Quy dinh thu chi tai chinh, i khodn Ngén hang clia Ban quadn tri

. Quy dinh v& qud tinh 1&p ngdn sach, chi fiéu hang nam quy bdo tri (2%)

' Quy dinh khac lién quan dén hoat ddng clia cu dan va Ban qudn tri

. Hop déng quadn ly giGia PMC va chl ddu tu, Ban quén tri

. Quy trinh phéi hop gitia PMC va chd déu tu, Ban qudn fri

' Hé théng bdo cdo ngdy tudn, thang, quy, nam

o Nghiém thu thanh todn, bédo cdo kiém todn, céng viéc lién quan dén thu ky BQT

o Chinh séch ddo tao, danh muc ddo tao

U Gido trinh ddo tao nhdn vién
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‘ HOAT PONG CONG PONG

S8 tay quén ly hinh &nh tda nha va quan hé céng ching
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S8 tay qudn Iy hinh &nh sén vudn, khu cdéng cong, ngoagi cdnh

S& tay qudn Iy hinh &nh sén 1& tan, phong sinh hoat céng déng

An Iy cac sy kién sinh hoat cdng dong clia cu dan

S8 tay chinh sach truyén théng, lién két cdng ddng

S8 tay x Iy khiing hodng truyén théng

Cdc chinh sach lién quan dén hoat déng clia ngusi qudn gia, gilip viéc

Cac 56 tay quan Iy cdc khu vuc tién ich chung clia cu dan

S8 tay tng dung thuong hiéu clia chung cu

Chinh séach ddo tao, danh muc ddo tao

Gido trinh ddo tao

DANH MUC
@ P9 9 ® 9% ® ¢ ¢ ¢ o

A 9

SO TAY BAO HIEM, QUAN LY CHiNH SACH
BAO HIEM

Bdo hiém chay nd bdt budc (Ap dung véi nhd cao tang)

Bdo hiém trach nhiém coéng céng

B&o hiém tai s&n

Chinh s&ch qudn ly don bdo hiém (Hop ddng bdo hiém)

Khao sat va cdc phuong an lam sach
Khao sat va cdc phuong én an ninh
Kh&o sat va dé xudt clia PMC

Khdo sat va cdc phuong an lédm sach

Khao sat va cdc phuong an lam sach

Khdo sat va cdc phuong an lédm sach

' Chinh séch ddo tao, danh muc ddo tao

B Gido trinh training
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QUAN LY RUI RO

o @& @&

e Kiém tra rli ro hang ngdy tda nhé

e Phiéu bdo hdng

® Quy trinh niém phong

o S48 tay theo ddi déng md niém phong

® Bién bdn sy viéc mdat, raeh, hly niém phong
® 53 theo dai niém phong chia khéa tda nhd

® Phuong an kiém sodt ludng ngudi

@@

©

CHINH SACH PHUC VU KHACH HANG

O O 9 0 0 9 9 &
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QUY TRINH QUAN LY SANH

(=)

Co @ @ @ @ &

NHAN SU

®

o @& @® @ @ @ =

C®

o
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QuaAn ly phan phai tai liéu va con ddu

& ¢ @& @& ©

KE TOAN HANH CHIiNH

Chinh sGch ddo tao, danh muc ddo tao ké todn

Gido trinh training k& todn

S8 tay quan Iy tai sén

S8 tay quy dinh v& vé& ché dd hach todn, k& todn va thu chi

Quy trinh quan Iy kho, s& tay quadn Iy kho

e Dan dé nghi nhap hang

e Phiéu nhdp hang

® Phidu yéu cdu s dung vat tu, céng cu

® Phiéu bdo héng

® Phiéu xudt kho

® S0 dd kho

® BG&o cdo kho hang tudn (nhap, xudt, ton)

® Bién bdn huy 16i gidy vé sinh

Quy trinh qudn Iy, mua sadm vat tu, cdng cu, dung cu

® Phidu dé nghi mua s&m
® Phigu nhap, xudt

® Phigu ban giao cdng cu, dung cu

Hé théng bdo cdo ngdy tudn, thang, quy, nam
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@ QUAN LY TRANG Bl NOI THAT
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DANH MUC

o DBang ky thi céng 1&p dat va trang tri ndi that

o BAng cdau héi ky thudt thi cong 1&p dat va trang tri néi that

© Mé&u gidy Gy quyén dat va trang tri ndi that

© MaAau chdp thudn thi cong va trang tri ndi that

© MaAau dat coc thi céng 1dp dat va trang tri néi that

© MaAau dang ky nhan coéng

@ MaAau dang ky 1am viéc phat sinh nhiét

© MA&u dang ky van chuyén thiét bi ra véio tda nhd

© MaAau dang ky st dung thang may

© MaAau bién bdn gidm sat thi cong 18p dat va trang tri ndi that

© Mau bién ban xac nhan vi pham thi céng Idp dat va trang tri ndi that

© Mau yéu cdu nghiém thu hodn thanh thi céng I3p dat va trang tri ndi that
Mau bién bdn nghiém thu hodn thanh thi céng I&p dat va trang tri ndi that
Mé&u bién b&n xac nhan 1rd tién Iy quy

© Mé&u danh muc xU Iy vi pha

-

QUY TRINH QUAN LY NHA CUNG CAP

Dich vu gid fri gia tGng cho cu ddn

Cdc nha cung cdp, dinh nghia

Hé théng bdo cdo ngay tudn, thang, quy, nam
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QUY TRINH AN NINH
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DANH MUC

o 88 theo ddi phuong tién ra/vao
« S8 theo dai phuong tién dau db trong tiing gis tai béi dé xe
o S8 theo ddi 6 16, xe may dé qua dém

© 88 ban giao thé xe, phuong fién

© Bién bdn sy viéc mat thé xe

@ Bién bdan hly thé xe

o 56 theo ddi thdi gian Iam viéc clia nhan vién 1am sach tai tda nha

« 86 dang ky t&i s&n c& nhan ctia nhan vién Lam sach vao 1a viée tai tda nhé

-
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QUY TRINH LAM SACH
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® Quy trinh I&m sach khu vyc céng cdng

e Quy frinh I&m sach khu vuc ngoai cédnh
® Quy trinh I&m sach vach kinh

® Quy trinh Iam sach san vudn

® Quy frinh I&dm sach cac thiét b trén cao

® Danh muyc céc cdng viéc vé sinh dinh ky
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QUY TRINH KIEM SOAT NHA THAU
CON TRUNG

@ QUY TRINH KIEM SOAT NHA THAU
CHAM SOC CAY CANH
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QUY TRINH XU LY RAC THAI
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QUY TRINH LAM SACH KiNH TOA NHA

Hb so phdp Iy v& nhan sy nha thau I&dm sach kinh tda nhé

Phucng an va tai liéu tham chiéu hgp déng véi nhd thdu Iadm sach kinh toa nhd

S8 tay chinh sdch chung nhé thdu Iam sach kinh toa nha

Chinh sdch ddo tao va danh muc ddo tao nhdn vién I[am sach kinh toa nha

Gido trinh training nhdn vién Iam sach kinh téa nha

Hé théng bdo cdo ngay tudn, thang, quy, ndm

sO TAY HUGNG DAN CAC CHINH SACH
VAN BAN PHAP LUAT CUA NHA NUGC

8 Danh muc tdi liéu, website tham chiéu
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DANH MUC QUY TRINH
VAN HANH - BAO TRI
HE THONG KY THUAT
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VAN HANH

BAO TRIi

QUAN LY VA TIET KIEM
NANG LUONG

DICH VU KHACH HANG

QUAN LY RUI RO AN TOAN LAO
PONG VA GIAM SAT NHA THAU
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QUY TRINH V

DANH MUC

d QUY TRINH VAN HANH HE THONG KY THUAT

Website fra cliu

Hé théng chia chay

*  Service manual, catalogue
* Hé théng bom chia chay Sprinkner
* Hé théng bom mang ngan chdy

*  Hé théng binh chta chdy ca s3

Hé théng cdp thodt nudc

*
*
*
*

Service manual, caftalogue
Hé théng cdp nudc sinh hoat

Hé théng xU Iy nudc thai

Hé théng thodt nudc

Hé théng bé bai

*  Service manual, catalogue

*  Quy tinh van hanh hé théng xU Iy nudc

Hé théng clu hd thang may

*  Service manual, catalogue

*  Tailiéu hudng dén clia hang

Hé théng bai dé xe

*  Service manual, catalogue

Hé théng dién nhe
*
*
*
*
*
*
*
*
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Service manual, catalogue
iBMS

PA

CC1V

MATV

FIRE ALARM

EIB

Access Control



d QUY TRINH VAN HANH HE THONG KY THUAT

Hé théng dién nang

* Service manual, catalogue

* Cao thé, hathé

*  May phat dién

Hé théng diéu hoa thong gid

* Service manual, catalogue
# VRV DAIKIN, TOSHIBA, MITSUBISHI
#  CHILLER
* PAU
*  AHU
*  Quat hat khi théi
* Quat c8p khi tusi

J PAO TAO VAN HANH HE THONG KY THUAT

K& hoach dao tao ting hé théng

*  Slide quy tfinh v&n hanh hé théng
*  Héthéng so dd ban vé ky thuat
*  Thuyé&t minh hé théng

*  Hé théng so db chi dan bién béo

Lﬂ CONG TAC VAN HANH

»  Lich fryc ky thuat

# BANng ky gid lam viéc bd phdn ky thudt

% Gidy xin nghf phép, don xin déi ca
Quy frinh kiém sodt ra vao bd phdn ky thudt

Quy frinh céng viéc hang ngdy cla bd phan ky thudt

Quy frinh kiém sodt nha thdu

*  Quy tinh kiém sodt nha thdu thang mady
% Quy tinh kiém sodt nha thdu cén friing

Quy frinh kiém sodt nha thdu 1dp dat cair tao ndi that
*
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DANH MUC

J CONG TAC VAN HANH

S8 tay gico tiép khdch hang

% S8 tay gico 1iép vdi khach hang khéi OFFICE

* S tay giao tiép véi cu dan

Van hanh thyc té

# BANng phdn coéng cong viéc
* K& hoach cong viéc tudn, thang, nam
*  Nhat ky cédng viéc hang ngady
*  Biéu m&u van hanh
*  Biéu mau ghi chi s& dién nudc hang ngdy
* S8 ghi sy c6 cac hé théng ky thuat
*  Nhat ky vén hanh
Hé théng didu hoa, théng gié
Hé théng dién ndng
Hé théng dién nhe
Hé théng cdp thodt nudc
Hé théng bé bai

* % % % %

*  XUly khéc phuc su cé khdn cdp
*  Luu dd thao tac
* Hé théng diéu hoa, théng gid
Hé théng dién nang

Hé théng dién nhe

* % %

Hé théng cdp thodt nudc
*  Hé théng bé boi

*  SUa chia nhd theo yéu cdu clia Ban qudn Iy 1da nhd - Khach Hang

* Dy tra vat tu thay thé - stia chia

*  Dung cu ky thudt
* 56 st dung dung cu dd nghé ky thuat
*  Biéu mau ban gico dung cuy ky thudt

*  Nhan va ban gico ca, ghi sé céng viéc

Kiém tra ngan nga rdi ro

*  Cdc biéu mau kiém tra

*  Kiém tra bép, phong may, truc ky thudtt
*  Lich kiém tra, biéu mau kiém fra, ...
*  Check list kiém tra

*  Bién bdn phat hién su cd

Kiém sodt thuc hién quy trinh
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d CONG TAC BAO TRi, BAO DUGNG THEO KE HOACH

Céc tieu chudn nudc ngodi, tiéu chudn Viét Nam lién quan

Tiéu chudn Viét Nam xay dung

Tiéu chudn Viét Nam didu hoa
Tiéu chudn Viét Nam dién

Tiéu chudn Viét Nam PCCC

* % % % %

Thang may

Service manual, caftalogue

Welbsite tra clu

Quy trinh bdo tri hé théng ky thudt

*
*
*
*

Catalogue thiét bi

Ly lich thiét bi

Luu db thuc hién

B&o dudng hé thng M & E
#  Héthéng dién nang

*  May phat dién

*

Hé théng 10 Phong ha thé
Tram bién dp

TG dién téng

Hé théng ti€p dia

Hé théng chéng sét

TGty bu

Motor dién

TU dién tang

T4 dién nhénh

Hé théng dén chiéu sang

*» % % % % % % % %

Pén sy cb, Edit
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Ln CONG TAC BAO TRi, BAO DUGNG THEO KE HOACH

Quy trinh bdo tri hé théng ky thudt

* Bd&o dudng hé théng M & E
*  Héthéng dién nhe
* iBMS
* PA
* CCIV
*  MATV
*  FIRE ALARM
* EIB
*

Access Control

* Hé théng diéu hoa théng gié

* Service manual, catalogue

»

VRV DAIKIN, TOSHIBA, MITSUBISHI

#  CHILLER

*  PAU
* AHU
#  Quat hat khi thai
# Quat cdp khi tusi
*  Hé théng cdp thodt nudc
# Hé thdng cdp nudc sinh hoat
# Hé thdng thodt nudc
#*  Hé théng thiét bi WC
# Hé thdng chia chay
# Hé thdng bom chia chdy mang ngan, Sprinkler
# Hé thdng bom chia chdy du phong, Diezel
# Hé thdng dudng &ng, van khda, van gidm dp, ...

*  FORM kiém tra bdo dudng hé théng thang méy
*  Hé théng bé bai

#  Hé thdng bom xUt ly nudc

#  Hé théng dudng 8ng

*  Hé théng bé
*  Hé théng bai dd xe

#  Biéu mau bdo dudng céc hé théng
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d CONG TAC BAO TRi, BAO DUGNG THEO KE HOACH

Bd&o dudng cong tinh va xdy dung co bdn

*  Bd&o dudng trén tudng son ba
#  Bd&o dudng ndi that

*  Biéu mau bdo dudng cdc hé théng

I n CONG TAC SUA CHUA LGN

Mau bdo cdo tinh frang hé théng

Bdo cdo su tra kinh phi vat tu
Bién bdn su viéc

Bién bdan thay thé

Lﬂ CONG TAC KIEM PINH DINH KY

Lich kiém dinh thiét b

Danh myc hé théng cdn kiém dinh

*  Kiém dinh chéng sét
#*  Kiém dinh thang may

*  Kiém dinh nudc sinh hoat

Lﬂ DANH MUC KIEM TRA BINH KY

Lich kiém tra dinh ky

Kiém dinh nudc thai sinh hoart

HUt bé phot
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3 QUAN LY VA TIET KIEM NANG LUGNG

ONG

U

QUY TRINH SO TAY HUGNG DAN VE TIET KIEM
L_n NANG LUONG

2

DANH MUC QUY TRINH VAN HANH BAO D

N

TOA NHA

Gidy phép x& thdi nguy hai -)
Kiém dinh nudc thai sinh hoart

H6 so du thi tiét kiém nang lucng

m HO SG QUAN LY VA TIET KIEM NANG LUGNG

~

N

Hb so theo ddi vé& finh hinh tiéu thu dién nudc —)

Theo ddi chi s6 dién nudc

*  Tan xudt, biéu mau, ...

Ghi chép théng s hoat doéng

*  Chis6 hoat déng cla thiét bi, hé théng
*  Tan xudt, biéu mau, ...

* Do dong, nhiét dé hé théng ngudn

*  Tan xudt, bidu mau, ...

Bidu gid tri théng s6 diiéu chinh

Lj CHIEN LUQC TIET KIEM NANG LUONG

Lich bat tat thiét b —)

Lich kiém tra NNRR hé théng céc bo phan

Cac dé an nghién cdu cdi tién nhdm tiét kiém nang lugng

K& hoach kiém tra bdo dudng cdac hé théng ky thudt
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4  DICH VU KHACH HANG

sO TAY GIAO TIEP KHACH HANG

TIEU CHUAN MOI TRUONG LAM VIEC

B E

Do chiéu sang —)

% Tiéu chudn Viét Nam

Nhiét do didu hoa

DANH MUC

*  Cai dat nhiét do theo tiéu chudn

% Biéu mdu theo dbi nhiét dé hang ngdy va cdi dat nhiét dé hé théng
diéu hoa

Chét lugng khéng khi

*  Tiéu chudn Viét Nam

Chat lugng nudc

*  Quy frinh thyc hién cdng viéc hang ngdy bd phdn ky thuét

*  H s0 bdo cdo kiém tra chdt lugng nudc tai cdic co quan cé thdm quyén
kiém dinh

Phong ngtia cac yéu t6 rdi ro

* Cdc sé tay, bang biéu kiém tra NNRR bd phan

* 56 tay hudng dan s dung tién ich
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4 DICH VU KHACH HANG
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Z FORM bd&o dudng khoang khdch hang
<<
I
Z Kiém tra hé théng dién ndng
<<¢
> e
T # Thong ké kiém sodt cac line & cam, chiéu sang
Z *  Théng ké thiét bi, phu 1di
o« —
E *  Cdc form kiém sodt finh trang phu tai thiét bi
>-
=)
Ol bién nhe

DANH MUC

*  Théng ké tinh trang cdac s& dién thoai, mang
NoI thét xay dung

*  Théng ké finh frang céc vach kinh, ctia kinh, cla sé,...

*  Théng ké tinh frang trén tudng

m CONG TAC PHOI HGP HO TRG SU DUNG DICH VU

v

H& tr¢ nha thdu an ninh

*  Quy tinh kiém sodt cdng nhan, nha thdu
*  Quy tiinh kiém sodt tai sén, thiét bi tda nha

* 56 tay kiém sodt ra véio bd phan ky thudit

H& trg nha thdu vé sinh

% Quy trinh lam sach cac thiét b trén cao

HG 1ra su kién, phong hop

*  Quy trinh Tryc phong hop
% Kiém tra Setup &m thanh, dnh sang cac su kién

*  Quy tinh st dung thang mady chuyén khéch
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5 QUAN LY RUI RO AN TOAN LAO DONG

VA GIAM SAT NHA THAU

\j & TAY KIEM SOAT

38 tay hudng ddin mai trudng Iam viéc an todn & phong trdnh cdc rdi ro nghé nghiép

S8 tay x{ Iy cac finh huéng khdn cdp

S8 tay an todn dién

S8 tay hudng dan khi xaye ra hda hoan

S8 tay phdng chéng béo lut

S8 tay qudn ly chdt thdi nguy hai

S8 ta kiém sodt ra vao bd phdn ky thudt

Quy trinh kiém sodt phong ngtia rdi ro

88 tay hudng déin phong ngiia rdi ro khoang khéch hang

m QUAN LY NHA THAU CONTRACTORS & SUPPLIERS

S8 tay hudng dan cdi tqo, I1&p dat ndi thét

No&i quy thi cdng tai tda nha

Quy dinh vé& dam bdo maéi trudng thi céng
Quy dinh vé& an todn thiét bi phuc vu thu céng
Biéu md&u ddang ky thi céng

*  Nhat ky giém sat thi cong hang ngdy

* DBang ky thi cong dé gay chay nd

Théng tin lién lac cdc nhd thdu béo dudng va kiém dinh

* S dién thoai théng tin cac nha thdu
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6 CONG TAC QUAN LY
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m QUAN LY NHAN SU KY THUAT

N

AN HANH BAO D
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QUY TRINH V

DANH MUC
»*

Sa &b 18 chuic - M6 té cong viec

Phan cong coéng viéc

* Lichtryc ca, lich bdo dudng
* S8 gico ca - giao viéc

% Biéu mau lién quan

Pdo tao hudn luyén

* S8 tay nhan vién
S8 tay hudng dan fiéu chudn trang phuc

* Cac chudn kién thdc chung

# Slide ddo tao

m QUAN LY TAI SAN, THIET BI

Hb so phdp Iy clia todn nha

*  Gidy phép ching chi hoat déng

*

*

*

Nudc sinh hoat

Hé théng PCCC

Hé théng thang may

Hé théng dién nang

Hé théng chdng sét

Hé théng xU Iy nudc thdi tép chung

Hop ddng vai nha thdu xt Iy cac chdt thai nguy hai

*  Tailiéu so dd bdn vé

*

Tai liéu ban vé cdc hé théng ky thudt 1éa nha

Tdi s&n tda nha

* S8 theo ddi hé théng

* 56 ghichép ly lich may

Quadn ly vat tu, cong cu, dung cu
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G CONG TAC QUAN LY

m QUAN LY CHI PHi

Lap bdng ké du todn chi phi hoat ddng nam

\j QUAN LY HO SG LUU

Lién guan bd phan dich vu: Phiéu bdo hdng,...

Cdc bdo cdo dinh ky

Theo ddi chi phi

Phiéu theo déi b&o hanh

Cac biéu mau kiém tra NNRR

Cac biéu méu bdo dudng

Cac hd so ban vé vé thiét bi, hé théng ky thudt tda nha

S8 tay ddo tqo va cdc ching chi
Cac s tay ky thudt

Cac quy trinh ky thudt

\j HE THONG BAO CAO

BAo c&o bd phan ky thudt

* Bdo cdo téng hap hang ngdy

* Bdo cdo tiéu thu ndng lugng: Hang ngdy - Thang

Bdo cdo cong ty: Téng hop théng

Bdo cdo chli ddu tu: Téng hop quy
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