CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Ty do - Hanh phuc

BIEN BAN BAN GIAO CONG VIEC VA TAI SAN

Hom nay, vao ldc ... gio .., ngdy ... thang ... nim 2025. Tai: [Pia diém ban giao]

I. BEN BAN GIAO (Bén A): Ong/Ba: [Tén nhan vién nghi viéc] Chic vu: ...

IL. BEN NHAN BAN GIAO (Bén B): Ong/Ba: [Tén nhan vién tiép nhan] Chuc vu: ...
I1IL. BEN GIAM SAT (Bén C): Ong/Ba: [Dai dién Nhan su/Quan 1y truc tiép]

IV. NOI DUNG BAN GIAO:

1. Ban giao cong viéc chuyén mon: | STT | Noi dung cong viéc | Tinh trang (Hoan
thanh/Dang do) | File luu trit/Pudng dan | Ghi ch |

e By |-mmmmm e e |-mmmmmme e |---mmm- | 11| DyanX|
Pang thuc hién giai doan 2 | Server/Project/X | Deadline 30/12| | 2 | Bao cao thang 10 | ba
hoan thanh | ... | ... |

2. Ban giao hé so, tai li¢u:

e Danh sach khach hang (File cimg/mém): ...
e Hop dongkinh té 6 ... ...
e Cac chung tir ké toan: ...

3. Ban giao tai san, cong cu dung cu: | STT | Tén tai san | Ma tai san | Tinh trang | Ghi cht |
B B [-=-mememeees [---mememeeee [-=-meeeme | | 1| Laptop Dell | AST-001 | Tét, day du sac|
Pass: 123| | 2 | Chia khéa tud] ... | ... | ... |

4. Cac vén d@ tai chinh, cong no:

e Tam Gng chua hoan: ... VND
e (Cong no khach hang phu trach: ...

V. KET LUAN: Bén B di kiém tra va nhan day du cac hang muc néu trén. Ké tir thoi diém nay,
Bén A khong con quyén truy cip va trach nhiém ddi véi cac tai san, cong viéc da ban giao. Bén
B chiu trach nhiém quan ly va tiép tuc thuc hién.



Bién ban dugc lap thanh 03 ban, mdi bén giit 01 ban.

NGUOI BAN GIAO NGUOI NHAN BAN GIAO NGUOI GIAM SAT (Ky, ho tén) (Ky, ho tén) (Ky,
ho tén)



