Cong ty Coé phan xiy dung ABC Cong hoa xa hoi chi nghia Viét Nam

Doc lap — tu do — hanh phic

Quy ché

Quan 1y diéu hanh san xuat Cong trudng

. Co cau to chuc by may:

B6 may Cong truong gém co;

e Ban chi huy gdm ;chi trudng cong trudng, phé chi huy,ké toan, thu quy, can bo vat
tu, can by an toan,thu kho,

e (CoOng truong gém: Céc doi truong, cac can bd k¥ thuat, ké hoach, can bd vat tu,
thong ké, thu kho kiém bao v€. Cong nhan san xuat dugc bién ché vao cac tdo do 1 to
truong phu trach.

e B0 phan xe may hoat dong nhu mét ddiva chiu sy quan ly truc tiép cua ban chi huy
cong truong.

Céc cong truong hoat dong theo quy ché chung ciia cong ty CP xay dung ABC.

. Phan cong, phian nhi¢m:

2.1. Chi huy truong:

T6 chirc diéu hanh, phdi hop moi hoat dong trén cong trudng theo ding hop
dong va quy ché cua cong ty.

Quan h¢ v6i1 Cha dau tu, ban QLDA tim kiém cong viéc, giai quyét cac van dé
vudng mac. Tim kiém céac doi tdc phuc vu cho viéc thi cong cong trinh.

Chiu trach nhiém tong thé trudc Giam dbc cong ty vé cac mit hoat dong cua cong
truong .

Thuc hién cac nhiém vu do Giam dbc cong ty giao.

2.2.Pho chi huy congtruong:

Phu trach cong tac ky thuat,chat luvong,tién do cua toan cong truong
Lap bién phap thi coéng .1ap hd so thanh quyét toan,va nghiém thu

Thyc hién cac nhiém khéc do chi truéng phan cong.

2.3.D0i trudng:

Quan 1y céc nguén luc ( Vat tu, thiét bi, cong cu dung cu, tién von ) va nhan luc
duoc giao dé thi cong cong trinh.

T6 chirc thi cong dung tién d6, dam bao chat luong k§ my thuét; quan 1y chi phi
thi cong,]amho so thanh quyét toan thu hdi von ciia hang muc do minh phu trach.

Duy tri ché d¢ giao ban, diéu do san xuat va ché do bao cao thong ké.

Truc tiép quan hé voi Cha dau tu, gidi quyét cac cong viéc hang ngdy tai hién
truong.



Chiu trach nhiém tong thé trude Chi huy trudng va Giam doc cong ty vé cac mit
hoat dong cua cong truong.

2.2.Can b6 k¥ thuat:

Lap bién phap thi cong cong trinh.

Chi dao k¥ thuat hién trudng. Lap phiéu giao viéc.
Chiu trach nhiém k¥ thuat vé phén viéc dugc giao.
Lap va nghiém thu hop dong giao khoan nhan cong.

Nghiém thu khéi lugng, chét lugng, xac nhan nhat trinh.

2.3.Céan bd ké toan:

Dy thao hop déng cung Gng vat tu, thiét bi. Lap bang thanh toan luong, thanh 1y
hop dong, doi chiéu cong ng.

Tap hop ching twr chi phi thi cong cong trinh.

Quan 1y chi phi thi cong cong trinh. Quyét toan chi phi thi cong véi phong Tai vu
cong ty.

Quan 1y viéc st dung von. Pam bao von cho cong trinh.

Thu héi vbn sau khi c6 hd so thanh quyét toan.

2.4.Céan bd ké hoach:

Xay dung ké hoach, tién d6 san xut theo yéu cau cua doi truong.
Lap du toan thi cong cong trinh, hang muc cong trinh.

Lap phiéu yéu cau vat tu, ké hoach vén.

Lap hd so nghiém thu, hd so hoan cong, thanh quyét toan cong trinh.
Lap bédo cdo dinh ky gtiri Ban QLDA va Cong ty.

2.5.Can b0 an toan va cac an toan vién:

Chiu trach nhiém truc tiép vé cong tac an toan, vé sinh lao dong trén cong trudng.
X4y dung phuong 4n dam bao an toan, vé sinh lao dong. Kiém tra, d6n déc, nhic
nhd moi ngudi thuc hién cac bién phdp dam bao an toan, v¢ sinh lao dong.

Co quyén dinh chi thi cong, cham dut lam viéc ngay lap tire voi bét ky ca nhan,

t6 d6i ndo hodc tir chdi cho thi cong bat cir cong viéc nao néu xét thay khong dam
bao an toan. Pong thoi bao cao Poi truong dé xu 1y.

2.6.CB Vat tu:

bam bdo cung tng vat tu thep ké hoach da duoc duyét. Trinh duyét bao gia vat
tu, thiét bi trude khi ky hop dong.

Lap bao cao vat tu theo dinh ky hang tuan.

2.7. Thu kho:

Tiép nhén, bao quan, theo ddi viéc sir dung vat tu, thiét bi, cong cy dung cu thi
cong. Néu dé mat mat, hu hong, hao hut qua dinh muc thi phai boi thuong .

Lap bao céo kho theo dinh ky hang tuan.
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2.8. Thong ké: Pdi voi cong trinh khong c6 can bo thdng ké riéng thi cong viée nay do can
bd ké hoach dam nhan.

~ Théng ké hao phi thi cong cong trinh.

~ Théng ké nhan lyc, xe may thiét bi, tai san.

— Cap nhat, Téng hop s6 lidu bao cio theo dinh ky.
. Quy ché diéu hanh san xuit:

Céc cong truong hoat dong dudi sy diéu hanh thdng nhét cia Chi huy trudong. Poi trudng
va cac by phan nghiép vu co trach nhiém tryc ti€p t6 chirc thuc hién, thi cong cong trinh
theo dung ké hoach, tién d§, ddm bao chat luong va an toan lao dong.

3.1.Ché do diéu d¢ san xuat:
3.1.1. Giao ban cong truong:

— Do chi huy truéng chi tri hang tudn vao ngdy thir sau tai céng trudng. Thanh
phan: Chi huy truong, ké toan, Doi trudng, cdn bd ky thuat, thong ké, thu kho,
vat tu cong truong.

- NOoOi1 dung: Kiém diém cong vi¢c trong tuan, chuan bi ké hoach san xuat tuan tiép
theo. Cu thé:

+ Béo cdo khdi lugng thyc hi¢n trong tuan, ké hoach tuan tiép theo.
Bao c4do Danh sach lao ddng hién c6, Tinh hinh an toan lao dong.
Bao c4o Vit tu Nhap — XuAt. Nhat trinh hoat dong xe may.

B4o c4o tinh hinh st dung von.

Xt Iy vAn dé vudng méc trong san xuat.

Nop chiing tir chi phi phat sinh trong tudn.

+ 4+ 4+ 4+ o+ o+

Trinh Chi huy truéng phé duyét:

e Don gia giao khoan, tién lwong, tién thudng, hop dong...
e Yéu cau vat tu, tién von, thiét bi.

e Cac bao cdo trinh chu dau tu, ban QLDA.

e Két qua binh bau xép loai, thi dua...

3.1.2. Piéu do san xuét:

- Do d6i truong chu tri vao cudi hoac dau mdi ngay 1am viéc. Thanh phan gom Bo
phan gian tlep cong truong va cac t6 trudng.

~ Noi dung: Kiém dlem cong viéc trong ngay va phan cong cong viéc ngay tiép
theo. Xir Iy cac van dé vuéng mic, kién nghi trong thi cong.

3.2. Ché dd bao cao:
- D61 truong phai thye hién nghiém tac Cllé d6 bao cao vé Ban chi huy cong truong
tai cudc hop giao ban tuan bang biéu mau.
~ Chi huy truong phai tong hop béo cdo vé cong ty vio ngay 28 hang thang, gdm
cac ndi dung: Tong gia tri san lugng, doanh thu, tinh hinh st dung lao dong, danh



sach lao dong, may moc thlet bi, tinh hinh str dung von va dé xuat ké hoach thang
tiép theo. Riéng tong hop tién lwong, ngy cong lao dong bao cdo vao ngay 10
thang sau.

. Quy ché quén ly cu thé:

4.1. Quan
4.1.1.

4.1.2.

4.2. Quan

4.3. Quan

Iy hop dong:
Ky hop dong:

Hop dong mua vat tu, thué may moc thiét bi phai trinh Giam dbc cong ty ky,
truong hop do chi huy trudng ky thi phai c¢6 gidy uy quyén.

Hop dong giao khoan nhan cong do Poi trudng ky sau khi théng nhét don gia voi
Chi huy trudéng.

Thanh Iy hop dong:

Sau khi két thuc hop dong, phai 1ap thanh 1y hop ddng, ddi chiéu cong no. Trir
hop dong giao khoan nhéan cong.

Iy khéi heong, chdt lwong:

Doi trudng phai chiu trach nhiém kiém tra kj hd so thiét ké, phat hién céc sai sot,
quan ly chat ch€ khoéi luong thi cong hang tuan, thuong xuyén cap nhat doi chi¢u
khoi luong thyc té thi cong va khoi lugng du toéan thiét ké, bdo cao ngay cho chi
huy truong cac truong hop co6 sy chénh I¢ch.

Can bo k§y thuat phai c6 Phiéu giao viéc( theo mau) cho céac t6 san xuit trong d6
néu ro ndi dung cong viéc, cac yéu cau k¥ thuat va dinh mirc st dung vat tu.

Moi trudng hop thi cong khong dam bao chét luong, dé thét thoat khdi luong do
khong dugc nghiém thu thi P01 truong va cac can bo lién quan phai chiu trach
nhiém.

Doi truong phai 1ap day di hd so nghiém thu khdi luong thi cong, khoi luong
phat sinh. H6 so quan 1y khoi lugng, chat lugng phai dugc luu gitt tai van phong
ban chi huy cong truong 1 bo.

ly tai chinh:

Cong trudng 1 thue hién hinh thic hach toan bao sb vé cong ty.

43.1.

4.3.2.

4.3.3.

K¢ hoach von:

Ban chi huy cong truong, cac Poi phai c6 ké hoach von hang thang, hang tuan
bao cdo Giam doc cong ty dé bo tri von.

Sur dung von:

Vén cép cho Ban chi huy cong trudong c6 thé 1a tién mat, vat tu, thiét bi... Ban chi
huy cong trudng phai dam bao quan 1y va st dung von dang muc dich.

Hang thang mun nhat 1a ngy 15 thang sau, Ban chi huy cong truong phai tong

hop quyét toan, bao céo tinh hinh str dung von va ndp toan bd ching tir vé Phong
Tai vu cong ty.

Ban chi huy cong truong cé trach nhiém truc tiép thanh toan cac khoan cho cac
khach hang theo hop dong.

Tam Ung:



4.3.4.

4.3.5.

4.3.6.

4.4. Quan

4.5. Quan
45.1.

45.2.

4.5.3.

4.5.4.

Cac d6i san xuét chi tam tng dé thanh todn cac khoan chi tién an, chi phi sinh
hoat, phi giao dich, mua céc vat tu nhd lé.

C4 nhan tam ung khong dugc cho nguoi khac tam tng lai.
Thanh quyét toan cong no:

Viéc hoan ng tmg phai c6 diy du hoa don, ching tir theo quy dinh. Hoan no tmg
lan trudc xong méi duge tng 1an tiép theo. Néu khong hoan Umg kip thot thi ké
toan s€ trur vao luong hang thang.

Vi¢c thanh toan cac khoan cong ng voi khach hang va nguoi lao dong sé do Ban
chi huy cong truong hodc Cong ty truc ti€p thanh toan.

Tap hop chi phi:

Ké toan vién tai cong truong 13 ddu mbi tap hop toan bd cac ching tir chi phi thi
cong cong trinh va phai chiu trach nhiém vé tinh chinh xac, kip thot cua so liéu.

Thanh, quyét toan thu hoi von:

Chi huy truong cong truong, Poi truong phai chiu trach nhiém vé viéc 1ap ho so
thanh quy¢ét toan thu hoi von.

Iy quy tién mdt:

Thu quy chi dugc phép chi tién khi 6 phiéu chi voi ddy di chit ky cta Chi huy
truong va ké toan cong truong. Truong hop déc biét phai bao cdo va sau do phai
hoan tat chung tir ngay.

Cudi mdi tuan, tha qui phai lap bao cdo quy tién mit ndp cho Chi huy trudng.
ly vat tu:
Yéu cau vat tu:

MJi cong trinh phai c6 S6 yéu cau vt tu cho ké hoach san xudt hang tudn trinh
Chi huy truéng cong truong phé duyét dé lam can ctr cho can bd vat tu mua.

Néu viéc cung cap vat tu khong kip thoi do khong ¢ yéu cau thi d6i trudng phai
chiu trach nhiém.

Mua vat tu:

Viéc cung tng vat tu phai dam béao kip thoi, dam bao chit lugng va da sb luong.
Néu gay lang phi, 4ch tac cong viéc do cong tac cung ting vat tu ma khong co ly
do chinh déng thi bén cung ung phai chiu trach nhiém.

Nhép vat tu:

Vit tu nhap kho phai dugc kiém dém vé s6 luong, chat lugng va phiéu nhap phai
c6 chir ky cia nguoi cung cap, tha kho, can b k¥ thuat hoac ké toan.

Thu kho 13 nguoi chiu trach nhiém chinh dbi véi vat tu nhap kho.
Str dung vat tu:

Vit tu xuat kho hang ngdy phai c6 phiéu yéu cau vat tu cia can bo ky thuat va
Doi truong. BO phan st dung phdi ky nhan va cé trach nhiém bio quan vat tu
trong qua trinh thi cong ngoai cong trudong.

Cubi tuan, ké toan cong trudng phai 1ap phiéu xuat kho.

5





