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1. MUC PIiCH:

Quy trinh nay théng nhat cong tac quan 1y sir dung HOi truong, Phong
hop. Quan ly st dung HGi truong, Phong hop bao gom cac ndi dung: st
dung/van hanh Héi truong, Phong hop.

2. PHAM VI, POI TUQNG:

Quy trinh ndy dugc ap dung cho tit ca co quan Pang, Hoi dong nhan dan,
Uy ban nhan dan, Mit tran T quéc Viét Nam phuong.

3. TAI LIEU VIEN DAN

STT N:;’; Ilfgnhl‘lg‘:lh Noi dung tai lidu
1. Sgg%%%(/)g//%%éz Lut Quan Iy va str dung tai sin Nha nude
X Nghi dinh Chinh phu qui dinh chi tiét va hudéng dan
2. 82155/2(());)/96//1;(?0_9(: P thi hanh mot s6 di€u ctia Luat Quan ly, sir dung tai
84y san Nha nudc
X i Quy dinh cua Ban Bi thu Trung wong vé chiic ning,
3. ioglzg(g)g%?z/gg nhiém vy, t6 chuc by may co quan chuyén trach
84y tham muu, gitp viéc dang uy xa, phuong, dic khu
4 S6 01-Qc/bu, | Quy ché lam viéc cia Ban Chap hanh Pang bd
’ ngay 03/7/2025 | phuong, nhiém ky 2025 - 2030

4. PINH NGHIA/ VIET TAT

Cfl:"vllett“’ta ) Di%n giai nghia
DU Dang uy
UBND Uy ban nhan dan
VPDU Van phong Dang uy
Cac co quan, Thuong truc HDND, UBND, UBMTTQ, cac dpén thé, co
don vi quan chuyén trach tham muu gitp viéc BU, céc t6 chiic dang
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5.NOI DUNG QUY TRINH:

5.1. Luu d6
. Trach . Biéu mau/
TT Trinh tw nhiém Thoi gian Két qua
Cic co Chiéu th
| Dé xuit st dung hoi an 5 hang BM.VP.13.01
trudng, phong hop Ua ) dn/ theo | DY
don vi p
ké hoach
v
Thir 5
2 ”I:iép nhan nhu VPPU tu?}n
cau, ra soat lich trudc/
phat sinh
¢ r
3 Vao lich Tuan VPPU Thir 6
tuan trudc
X b i [
T4 chitc Hoi nghi POMVE T Theo ké
4 s dung, hoach
VPbU '
s Thu don, sap xép, tra lai bon vi Sau hoi
nguyén trang str dung nghi
v
Sau hoi
6 CNghiém thu, nhan ban giao) VPPU i‘;hi("l
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5.2. Dién giai lwu do

Budc 1. Pé xudt nhu cau: Thudng truc HDND, UBND, UBMTTQ, céc
doan thé, co quan chuyén trach tham muu giup viéc DU, cac t6 chirc dang cin
ctr ké hoach cua td chirc hoi hop, trong d6 c6 thoi gian, dia diém (Ho1 truong,
phong hop Pang ty) da duoc Thuong truc Pang uy nhit tri, dang ky nhu cau s
dung hoi truong vé Van phong Pang uy.

Budc 2. Tiép nhdn nhu cau: Van phong Pang uy cin ctr biéu BM.VP.13.01
do cac don vi giri dén tong hop:

- Néu trung lich bao lai cac don vi xin y kién

- Néu khong trung lich thi vao lich cong tac va phdi hop chuan bi hoi truong

Budc 3. Vao lich tuan: Can ctr vao danh sach nhu cau, chuyén vién VPDU
tién hanh ra soat lich cia Thuong tryc Pang uy, Ban thudng vu Pang uy, Pang
lly, néu khong trung 1ap thi vao lich Tuan, néu trung lap thi “diéu chuyén”.

Budc 4. T6 chire hdi hop:

Budc 5. Thu don, sdp xép, trd lai nguyén trang: Cac co quan, don vi sau
khi str dung hoi trudng, phong hop chu dong thu don dé tra lai nguyén trang.

Budc 6. Nghiém thu, nhan ban giao: VPDU nhan ban giao.

- Viéc nhan ban giao can phai dam bao cac yéu cau sau: Kiém tra cac thiét
bi dién, 4m thanh, man led, thu don tai liéu mat (néu cd), vé sinh, sap xép ban
ghé, buc,... lai nguyén trang.

6. BIEU MAU:

TT | Mai hi¢u Tén biéu miu

1 BM.VP.13.01 | Phiéu ding ky str dung hoi truong, phong hop
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BM.VP.13.01
DANG BO PHUONG HONG AN PANG CONG SAN VIET NAM
Ponvic................l
*
PHIEU DANG KY
Str dung H@i truong/Phong hop Pang iy phuong

1. Hovaténcan bo ding ky: ................ , SOPT:eeeeiiieeeeeeeeneenne

2. Ponvis ..o

3. Pang ky str dung: Hoi truong ; Phong hop

Thoi gian: tu ... gio ... phut, ngay ... thang

... phtt, ngay ... thang ... ndam 2026
e SO lwgng ngudi tham du: ..... nguoi

e Noi dung hgi nghi/cugc hop: ..........

e Ping ki co sé vat chat sir dung:

....1ndm 2026 dén ... gid

TT

Trang thiét bi

S6 lwong

Ghi chu

Ghé

Buc noéi

Bl W N =

Man hinh Led
Noi dung tit chit

Am thanh (Mic buc)

Mic cam tay

Bién diéu hanh

Bién tén chirc danh
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D8 XUAE KDAC: oo,

Cam két ciia don vi sit dung: Str dung tiét kiém dién, bao quan va su
dung cac thiét bi dung k¥ thuat, ddm bao v¢ sinh sau st dung va ban giao
nguyén trang, ding thoi gian dang ky./.

Hong An, ngay.....thdng......ndm... ...
VAN PHONG PANG UY PON VI PANG KY





