1.  Muc dich:
Quy dinh théng nhét vé trinh tw mua hang héa phuc vu cho cac cong trinh, hang muc cong trinh & Céng
ty Me.
2, “Pham vi ap dung:
Ap dung cho cac don vi triee thudc cé nhiém vu mua hang héa phuc vu cho cac cong trinh, hang muc do
Coéng ty Me quan ly, thwc hién.
3. Tai liéu lién quan:

- Quy pham, quy dinh, huo’ng dan hién hanh cta Nha nwéc, Cong ty Me vé hoat ddng mua hang.
- Quy ché phan cép quan ly vat tw ctia Cong ty Me s6 48/QD-TCT ban hanh ngay 1/6/2005.

4. Pinh nghia:

- Hang hoa la may moc, thiét bi (toan bd, déng bd hoac thiét bi 18), ban quyén s& hiru cong nghiép, ban
quyén s& hiru cong nghe nguyén liéu, nhién liéu, vat liéu, hang tiéu dung (thanh ph&m, ban thanh pham)
phuc vu cho hoat ddng san xuat kinh doanh cua Céng ty Me.

- Mua hang hoa la hoat ddng thuvong mai cia Cong ty Me q’éi voi cac nha cung tng hang hoa nhdm dam
bao dwgc cung tng day du, kip th&i cac loai hang hoda (vé chiing loai, quy cach, chat lwgng...) cho cac
cong trinh, hang muc do Cong ty Me quan ly, thyc hién.

5. Noi dung:
5.1.1. Quy dinh chung:

- Danh muc hang héa giao cac don vi mua phuc vu cho hoat ddng san xuét kinh doanh dwoc Cong ty Me
quy dinh ddi véi tivng cdng trinh, hang muc, cu thé.

- Trong qua trinh mua hang, moi sy thay ddi nha cung (rng, mat hang (loai bd, thay méi ho&c b sung)
déu phai duwoc phé duyét ciia Ngudi cé thAm quyén.

- Hang héa dwoc mua ding theo tién do thi cong va tién dd cung tng vat tw, thiét bi... da dwoc phé
duyét.

5.1.2. Quy dinh trach nhiém:
- Phu trach don vi mua hang:

+ Phan cong, giao trach nhiém cho cac b phan, ca nhan tham gia hoat dong mua hang ctia don vi.

+ Tb chire, thuc hién theo ddi, kiém tra, téng két hoat ddng mua hang cta don vi.

+ XU ly cac sai pham trong qua trinh thwc hién hop ddng, thda thuan mua hang da ky trong pham vi quyén
han, trach nhiém duwogc giao.

+ Ky phé duyét cac hop ddng mua hang hoa co gia tri < 500 triéu VND.

+ Ban hanh, phé bién cac quy dinh, hwéng dan vé hoat ddng mua hang trong don vi.

- B6 phan, ca nha:m duoc gigo trach nhiém mua hang:
+ Lap ké hoach, to chirc, trién khai hoat ddng mua hang theo cac qui dinh clia Cong ty Me va don vi.
+ Thue hién theo déi, kiém tra, danh gia nha cung trng va cac mat hang mua theo néi dung hop dong,

théa thuan da ky véi nha cung thng hodc theo yéu cau clia Lanh dao Tong cong ty hodc phu trach don vi.

+ Lap danh sach nha cung (rng, thwdng xuyén cap nhat tén nha cung ng mai hodc loai bé khéi danh sach
nha cung ng khéng con phu hop.
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5.3. Mo ta:
5.3.1. Nhu cau mua hang héa:

,BC) phan, ca nh;?m dwoc giao t(éch nhiém mua hang lap phu cau cung cap hang hoa trén co s&:
+ Ké hoach san xuat ctia don vi, tien dé cung (rng vat tw, thiét bj cho cac cong trinh da dwoc phé duyét.

+ Y@&u ciu cla thuc té san xuét cia don vi.

Phiéu nhu cau cung cap hang hoa dwoc 1ap theo biéu mau BM.08B.01.




5.3.2. Tim nha cung &rng hang hoa:

Viéc tim kiém nha cung (rng qua méi quan hé truyén thong, chao hang hoac theo chi dinh ctia Nguoi co tham
quyén. Danh sach nha cung &ng dwoc 1ap theo BM.08B.02.

5.3.3. Danh gia nha cung rng:
- Bb phan, ca nhan dwoc giao trach nhiém Iya chon nha cung rng:

+ Yéu cau nha cung tng cung cap cac thong tin: sb lwgng, ching loai, don gia va diéu kién thanh toan dé
thwe hién qué trinh mua hang.

+ Xem xét, Iva chon nha cung trng trén co s& thong tin thu dwoc vé nha cung (*ng va céc tiéu chi danh gia
nha cung ng. Két qua dwoc ghi vao phiéu thu thap théng tin va danh gia nha cung &ng theo
BM.08B.03.

5.3.4. Ky két hop dong: ’
- Hop dong mua hang c6 gia tri < 500 triéu VND, Giam doc xi nghiép ky.

- Hop ddng mua hang cé gia tri > 500 triéu VND, Xi nghiép phai trinh Téng Giam dbc ky.

5.3.5. Giao nhan hang:
- Qua trinh giao, nhan hang duoc tién hanh theo trinh tw sau:
+ Kiém tra chirng tir, chirng chi chat lwong, ngudn gbc hang héa, ching loai, sé lwong, qui cach k¥ thuat
cla hang hoa.

ot ~Cé1 nhan dwoc giao trach nhiém thep doi viéc giao nhan hang hoa lap phiéu,giao nhan béng hoa theo
biéu mau BM.08B.04. Tuy thudc vao thyc té clia viéc giao nhan hang hoa ma cé thé lap thém so theo doi giao
nhan hang cua tirng dw an, cong trinh, mat hang...

+ Thu kho |ap sb theo ddi giao, nhan hang hoa theo BM. 08B.05.

+ Cé& nhan duwoc giao quan ly hoat ddng mua hang, 1ap sb theo ddi hop ddng mua hang hoa theo BM.
08B.06.

+ Hang hoa dwoc lam tha tuc nhap kho theo quy dinh hién hanh ctia Nha nwéc, Céng ty Me va don vi.

- Trong qua trinh giao nhan hang hoa, néu phat hién cé sy thay ddi, sai léch véi hop déng kinh té va
thoa thuan (da ky), bé phan, ca nhan mua hang phal kip thoi xt ly trong pham vi chirc nang, quyen han clia
minh va bao céo phu trach don vi xem xét, gidi quyét. Cac hang hoa khéng dam bao cac yéu cau chat lwong
dworc loai bo.

5.3.6. Thanh ly hop dong:

- Sau khi hoan tat viéc giao nhan hang, bd phan, ca nhan duoc giao trach nhiém mua hang tién hanh lap
ban thanh ly hgp dong trén co s&:

+ Noi dung hop dong kinh té va thoa thuan (néu co) da ky.
+ Két qua thwc hién hop dong thdng qua cac ho so da lap.




+ B6 sung, hoan chinh céc tai liéu, hd so cla qué trinh mua hang.

- Ban thanh Iy hop ddng dwoc trinh phu trach don vi phé duyét theo phan cap quan ly va quy dinh cla
Coéng ty Me va don vi.

5.3.7. Két thic: Bo phan, ca nhan duorc giao trach nhiém mua hang phai:

Tap hop, bd sung, hoan chinh, sap xép cac tai liéu, hd so cla qua trinh mua hang.

- Chuén bj day da cac chirng tlr phuc vu cho viéc thanh toan.

- Lap bao cao danh gia lai nha cung (rng theo biéu mau BM.08B.07.

6. Hé so: Tailiéu, hd so hoat ddng mua hang bao gdm céc van ban, hé so cé dwoc trong qua trinh mua

hang dugc quan ly, lwu gite theo quy dinh vé phan cap quan ly ctia Coéng ty Me. Thoi gian lwu triv 20
nam ké tir khi dwa vao lwu triv.

7. Phu luc:
Phiéu nhu cau cung cép hang héa: BM. 08B.01
Danh sach nha cung &ng: BM. 08B.02
Phiéu thu thap théng tin va danh gia nha cung t&ng: BM. 08B.03
Phiéu giao nhan hang: BM. 08B.04
Sé theo dbi giao, nhan hang: BM. 08B.05
Sé theo d&i hop ddng mua hang hoa: BM. 08B.06

Phiéu danh gia lai nha cung ng: BM. 08B.07
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