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Ouy trinh guan Iy sw dung o t6 OT.TC-HC.05

1. Nguoi cé lién quan phai nghién citu va thuc hién ding cdc ngi dung cua quy dinh
nay.

2. N¢i dung trong quy d_in}g nc‘zy’ ¢6 hiéu lwe thi hanh nhu su chi dao cua Giam déc
Trung tam Thong tin y té Quoc gia.

3. File mém duoc cung cdp trén mang ni bé dé chia sé thong tin khi can.

NOI NHAN (ghi ré noi nhdn roi ddnh dau X 6 bén canh)

o | Phong T4 chirc - Hanh chinh | o | Phong Giai phap va Quin ly chit lwong

0 | Phong Ké hoach - Tai chinh | 0 | Phong Ha ting va An toan thong tin
mang

0 | Phong Nghién ciru phat trién | o | Phong Ho trg khach hang

0 | Phong Dy dn thong tin y té o | Tap chiY, Dugc hoe

0 | Phong Dich vy chuyén ddisé | o | Viin phong dai di¢n Trung tim Thong

y té tin y té Qudc gia tai TPHCM
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danh trach phong TC-HC
——1,""—-_-'-*-\.\
Chir ky .
el

Neay ban hanh: 12/2023 2/6




Quy trinh guan 1y sur dung 6 t6é QT TC-HC.05
I. QUY PINH QUAN LY PHUONG TIEN XE O TO
1. Muc dich

- Xac dinh cac budce thuc hién diéu xe phuc vu cong tac ciia cac Lanh dao;
cac phong, don vi; vién chirc va nguoi lao dong thudc Trung tdm Thong tin Y té
Quoc gia (sau day goi la Trung tam).

- Bam bao phuc vu phuong tién di lai cuia cac Lanh dao; cac phong, don vi
(sau day goi tit 1a don vi); vién chirc va nguoi lao dong thudc Trung tam bang 6
to dap ung kip thoi, thuén tién va an toan.

- Pam bao viéc sir dung xe 6 t6 diing nguyén tic, xe dugc sir dung ding
muc dich, tiét kiém va hiéu qua.

2. Céc nguyén tic chung quan Iy va sir dung xe

- Xe 6 t6 chi phuc vu cho nhu cau cong tac ciia Trung tdm, khong duoc sir
dung vao muc dich riéng, trir truong hop xe sir dung cho cong viée can thiét cia
Lanh dao Trung tdm, nhung ngudi st dung phai chiu chi phi xdng xe va phu cap
cho nhan vién lai xe.

- Déi tugng va tiéu chudn dugc st dung xe quy dinh tai Nghi dinh
04/2019/ND-CP ngay 11/01/2019 cta Chinh pht; Thong tu 24/2019/TT-BTC
ngdy 22/04/2019 ctia Bo Tai chinh va Quy ché chi tiéu ndi bd cta Trung tam.

- Céc don vi, ca nhan sur dung xe 6 t6 di cong tac, lai xe ¢6 trach nhiém tuan
thi cdc quy dinh vé& quan ly, sir dung xe 6 t6 tai Quy ché quan ly, st dung tai san
cong cua Trung tam.

- Phong T4 chirc - Hanh chinh 1a don vi truc tiép quan 1y diéu hanh doi xe,
xe 6 t6 ciia Trung tim; quan ly kinh phi xing/dau va cac kinh phi duy tri hoat
dong cua xe 6 t6, theo ddi cac khoan kinh phi ¢6 lién quan dén hoat dong cua xe
0 to.

I1. QUY TRINH SU DUNG PHUONG TIEN XE O TO

1. Pang ky sir dung xe

- Cac don vi ¢6 nhu cau sir dung xe 6 t6 guri Phiéu dang ky xe 6 to di cong
tac (BM.TC-HC.05.01) dén phong Té chirc - Hanh chinh duyét. Néu dua dén
ngudi di cong tac tai san bay thi bd sung thém thong tin chuyén bay.

- Thoi gian ding ky sir dung xe 6 to: Néu di va vé trong ngay, phai dang ky
trude 01 ngay. Néu di va vé tir 02 ngay trd 1én, phai ding ky trude 02 ngay.
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Quy trinh guan IV sur dung 6 16 QOT.TC-HC.05

- Phong T chirc - Hanh chinh dwa vao Phiéu ding ky xe 6 t6 di cong tac,
xem xét sO xe hién c6 dé diéu dong xe phu hop (néu khong con xe thi phai thong
bao cho don vi ding ky sir dung xe biét).

2. Trinh Lanh dao Trung tam duyét

Phong T6 chirc - Hanh chinh giri trinh Lanh dao Trung tdm duyét Phiéu
dang ky xe 6 t6 di cong tac.

3. Lai xe nhan phan cong cong tac

- Sau khi dugc phé duyét, phong T6 chirc - Hanh chinh giri Phiéu ding ky
cho 14i xe 6 t6 nhén lénh diéu xe.

- Khi nhan dugc Phiéu ding ky xe 6 t6 di cong tac, lai xe phai chuén bj xe,
xang dau... va gidy t& lién quan dén xe 6 t6, gidy to cua lai xe.

- Lai xe can kiém tra dau, nuéc lam mat, nudc binh dién, hé thdng 14i, hé
thong phanh, 16p xe, hé thong dén, hé thong truyén luc... dé xe hoat dong tot va
dam bao an toan cho chuyén cong tac.

- L4i xe don diing gio, dung dia chi ghi trong 1énh diéu xe.

- Khi d6n ngudi di cong tac, 1ai xe thong bao chi s6 dong hd cay sé lic roi
khoi doi xe dé Trudng doan hodc dai dién doan cong tac biét.

4. Két thiic chuyén di

- L4i xe thong bao chi s km lic vé ghi vao Bdo céo két qua chuyén di, dé
nghi Trudng doan hodc dai dién doan cong tac xac nhan s km da di cua chuyén
cong tac.

- Sau chuyén di cong tac 03 ngay, l4i xe ndp Phiéu ding ky xe 6 t6 di cong
tac, Béo cdo két qua chuyén di va cac héa don chimng tir cho phong Ké hoach -
Tai chinh.

ITI. TRACH NHIEM CUA PHONG TO CHUC - HANH CHINH VA
LAI XE

1. Trach nhiém ciia phong T6 chirc - Hanh chinh:

- Truc tiép diéu dong lai xe di cong tac hang ngdy va nhu ciu dot xuét cta
cac don vi;

- Quan ly viéc tiéu thu xdng dau, sam 16p, binh dién v.v.. theo dinh murc ddi
v6i timg loai xe tuong tng véi s6 km xe chay; kep chi ddng hd cong to mét cho
tat ca cac xe dang quan ly (trir xe méi mua theo quy dinh ctia nha san xuat) dé
dam bao mic tiéu thu xang dau chinh xac vé6i sb km chay thuc té;
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Quy trinh quan Iy s dung 6 16 QT TC-HC.05

- Kiém tra, cap nhat s6 theo ddi xe cla tung lai xe va xac nhéan hang thang
lam co s& cho phong Ké hoach - Tai chinh thanh toan xing dau cho mdi xe trong
01 thang;

- Lap ké hoach kiém tra, stra chita, bao dudng, bao tri dbi véi tung xe; co
ké hoach phan cong xe hop ly dé hang nam céc xe déu dugc kiém tra dinh ky, stra
chita, bao dudng kip thoi, bio dam an toan tuyét déi cho mdi xe; du tri1 kinh phi
hang nam, timg quy guri cho Phong Ké hoach - Tai chinh;

- Giai quyét nhanh chong céc d& nghi cua lai xe dé xir ly, dam bao phuc vu
kip thoi nhu cau cong tic cua cac Lanh dao, don vi, vién chirc va nguoi lao dong
thudc Trung tam.

2. Trach nhiém cua lai xe

- Chép hanh Iénh diéu dong, phan cong ctia phong Té chirc - Hanh chinh
va chiu su diéu dong truc tiép ctia Trudng doan khi di cong tac;

- Chuén bj va kiém tra k¥ thuat xe chu ddo trudc moi chuyén di cong tac,
thuong xuyén gilr gin xe trong diéu kién hoat dong tot, sach sé&;

- Chép hanh ding luat giao théng, ndi quy, quy ché ctia Trung tim dé bao
dam tuyét doi an toan vé ngudi va xe;

- Dam bao ding gio va ding dia diém dén, tra ngudi di cong téc theo yéu
céu cua Truong doan va Phieu dang ky xe 6 t6 di cong téc;

- C6 thai d6 hoa nha, vui vé, giao tiép lich thiép, ding muc ddi véi ngudi
di cong tac va can bd noi dén cong téc;

- C¢ y thuc tiét kiém xang dau, sam 16p, binh dién. Mdi chuyén cong téc,
tir khi xuat phat dén khi ket thic, phai lay chit ky x4dc nhan cia Trudng doan cong
tac vé s6 km thuc té cho dot cong tac do;

- Bé phuc vu cong tac dot xuat, mdi xe duogc phép ton du 20 lit xdng/dau,
néu muc xang/dau ton du qua 25 lit, khi cap phat tam ng xdng dau cho cac dot
cdng tac tiép theo, ké toan s& trir s0 xdng dau ton du qua quy dinh trén;

- Khi st dung xe vao ngdy nghi, phai bao cho by phan Bao vé co quan bing
van ban dé theo ddi, kiém tra. Bao vé co quan c6 trach nhiém ghi chép vao s6 theo
ddi truc tat ca cac xe 6 to ra khoi co quan trong cac ngdy nghi, ngay 12, tét va béo
céo cho Trudng phong T chirc - Hanh chinh;

- Khéng dugce tu y dua xe ra khoi Trung tim khi chua c6 1énh diéu xe hodc
chua c6 y kién cta Trudng phong T chire - Hanh chinh;

- Mbi 14i xe phai c6 s6 ghi theo dbi s6 km, xang dau, vét tu, binh dién, 15p,..
va phai thuc hién dung dinh muc di quy dinh./.
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QOuy trinh guan Iy s dung 6 t6 QT.TC-HC.05

) ) _ BM.TC-HC.05.01
TRUNG TAM THONG TIN  CONG HOA XA HQI CHU NGHIA VIET NAM
Y TE QUOC GIA Poc lap - Tw do - Hanh phic

PHIEU PANG KY XE O TO PI CONG TAC
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S6 nguoi di: ............ TrUONG AOAN: ..o,
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K¢ hoach cong tac/Dot xuat Km dong ho Km di
Km
........................................................................................ N\
)2
Ha Ngéi, ngay....thang....nam .... _ / ;/]
Ngwoi ding ky Truwong don vi Truwéong phong TC-HC Lanh dao Trung tim //

BAO CAO KET QUA CHUYEN PI
Stt Noi dung Cu thé

1 | S6 nguoi thuc té di xe

2 | Sé Km thuc té ctia chuyén cong tac

S6 Km tang so vai du kién

Nguyén nhan tang (néu co)

4 | Kim ddng ho Km vé

5 | Nhién liéu tiéu thu (xang/dau)
Xdac nhan cua Lai xe Xac nhan cia Trudng doan

Ngay ban hanh: 12/2023 6/6




