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编制时间：2022 年 9 月 



ׁ   

ѭ҃ ℓώ ѧỌԓ Ẉι↨ת ԓ ίֺιזẶ ί ֺấ ι⁞Ὧ ᾤ ԋ҈ᴍᴧ ᾤ҆ўᴅӈԓ ίֺ

ε ζ ￼ ε Һ 2012 21 ᴺζ ᾤ ԋ҈ԅ ὸ ᾤ҆ўᴅӈԓ ίֺấ ￼ֺẙỴ ε Һ 2015 24 ᴺζ

ᾰҭῶԋ ∂ι῍῎ṴỌתᴎ  љẇ ѧỌᶈѧỌ Ṁ⃰ Ṁїấ ԓίấ ṪӐ ֺιјᾸὸ ԓίấ ṪӐ  

῍῎ṴỌתᴎ  љẇ ѧỌᶈѧỌҨώ ￼ιӼ֫ӘἘṰῶדטẈѭ↨ת ιᶈᶂḲᵙמҸת ўῶԋᾤ │ ￼ᶢ

іι ᵀḫ ўח⸗♇ιấ ᴅӈṖ љўחṖ Ẋѯ￼ԓ ίֺӌ ιҨ ḧῼ ӂѭ ᾦ ֺιҨӡỤἩ ѭἐⅎιώ״

ιẊᶈד ίֺ￼ᶢט╗╝ і ℓὸ ḫאѧỌԅ ўחԓ ίֺ ￼ת קљẂỗק  

ᶈ ╙חўת ӂ ט╗╝ ᵙḢᵱ ֺẙ￼ᶢ іι῍῎ṴỌתᴎ  љẇ ѧỌấ ῍῎ṴỌתᴎ  љẇ

ѧỌԓ ίֺ ἐԛ ιץὐ҃ ӂ ᴅӈṖ ᵙўחṖ ԓ ίֺӌ  

 ἐԛ їᴧѳῄ ιᶈѧỌ ᶀԓἚ ѧỌṄḧῼẦṝ ט╗╝ ӂιὙ Ӣ ᵙјᾸḢᵱ ἐԛιẊᶈ ԓίט╗╝

￼ᶢ іι ℓὸ ᴿ ўט╗ח￼ԅ ԓ ίֺấ  

 

 

 

 

 

 

 

 



第一部分  手册编制说明 

一、编制目的和意义 

ѧỌԓ ίֺῗѭ҃Ӡ ѧỌ￼ўט╗ח ᶼῶẑ ᾦᶊ ӐιӠ ғ￼ḠԅḢᾯι ₿₱ ѭιώ Һ ӡỤ￼

ḫớᵙ֝ ớιḫאѧỌ ת ‰ι ֺḧᵙḫᾼ￼ ֯ίֺ ￼Ά│ ὺᾼᵙ ẑιḾ ￼ט╗╝ ᵙ ί  

ѧỌԓ ίֺ Ѯ￼ת Ӡתὐχᵀץ‰ ѧỌ ᵀ│ᵀט╗╝ ғḠԅᵙӔּזῶᾦ ӡỤח ḫḢᾯιώ ѧỌԇԊ

Ὸח￼ᾦꞌᵙᾦ‛ιῶᾦ ᵙ  

ѧỌԓ ίֺῈᶈḾ ת ᾠᾟ ת ת ᵀᵃ ת ғ ת 项目管理 Ԉ ט╗╝ ιῈᶈώ

ѧỌ Ӕּז￼ᾦꞌᵙᾦ‛ιώ ѧỌԓ Ẉ↨ת  

ѭ ℓώ ѧỌԓ Ẉι↨ת ԓ ίֺιזẶ ί ֺấ ιѧỌԓ ίֺấ Ṁṇ ᴍ ῍῎ṴỌתᴎ 

љẇ ѧỌԓ ίֺἐԛ εҨї ɒ ἐԛɓζιӐѭѧỌԓ ίֺ ת ᵙ Ү￼ὝṀᵙӘὯ  

 ἐԛ῎ ҃ѧỌ ԓט╗╝ ίֺ ᵙת ￼ᶢ ᴝֱ ẑᵙίֺ ∂ιῈᶈώ ѧỌᴿṖ Ṁẇ ᵙṪӐҚᵔ￼

Ỵ ιὸטѧỌ ԓט╗╝ ιӠ״Ẉ￼ώ↨ת ѧỌᴿ ῶᾦ￼ט╗  

二、编制的依据和原则 

ᾤ҆ўᴅӈԓ ίֺ ε ζε Һ 2012 21 ᴺζεҨї ɒԓί ɓζ ᵀѧỌԓ ט╗╝ ḫ￼ת ֺ

ἄ  



ѧỌấ ᵙḫᾼԓ ίֺ Ỉ￼ї֯ᴝֱχ 

1.ԅ ớᴝֱχԓ ίֺ ѧỌ ֘￼ט╗╝ Ἒ ᵙ ԅ ιᶈḫאḾѧỌ ԅ￼ט╗╝ ίֺᶢ іι ℓὸ ᴿ

ўח￼ԅ ίֺ  

2. ớᴝֱχᶈԅ ίֺ￼ᶢ іιѧỌԓ ίֺѮ ԋ├ѧỌ ᵙט╗╝ ￼ט╗╝ ᶽ  

3.ֺ ớᴝֱχԓ ίֺẔᶈѧỌԓ ḫא ת ֫Ṫ ўח╙ Ά ￼ Ҋֺ ᵙ Ҋ  

4. ẔớᴝֱχѧỌԓ ίֺ ᵀᶂḲῶԋ ḧᵙᴅӈ￼ḫ ừ֙ιẊ ᶹ קᶫ￼ᴪע ѧỌўט╗ח￼ ᾯᵙ ת ∂￼

ώ ιјᾸӢ ᵙḢᵱ  

三、内容框架 

 ἐԛỞԛԊ֫ѭѕ ֫ιָ֫ѭἐԛ ֺ ῎ ᴅӈṖ ԓ ίֺ ת ўחṖ ԓ ίֺ ת  

֫ ἐԛ ֺ ῎χѮ ὼ  ἐԛ￼ ‗ᴣӔּז ῎ι ҟ  ἐԛ￼ ‗ ԓḳ ⸗ề Ӕּז ∂ ֒љᴧṵ

ᴧᾣ ẑ  

҇ ֫ ᴅӈṖ ԓ ίֺ χѮת ὼ ѧỌᴅӈṖ ԓ ίֺ￼ấ Ӱԅừ֙ι ♇ὼ ҃ѧỌԓ ίֺ ￼ת ‰

 ‗ ֘ט╗╝ Ἒ  ֺ ԓט╗╝ ίֺΆ│ ԓ ίֺ Үљ  ֺ  

ѕ ֫ ўחṖ ԓ ίֺ χѮת ὼ ѧỌўחṖ ԓ ίֺ￼ấ Ӱԅừ֙ιԊץὐԈѦўח₩ᶒιָ֫ѭ ת ᾠ

ᾟ ת ת ғ ת ᵀᵃ ᵙת ת ⅛Ѧ₩ᶒ ♇ὼ ҃ўח זּ ᶀ ╧ᴣ ֺẙ  

 ἐԛỞԛѕѦѮ ֫ᶈ ‗ᵙԓḳіῃ Ҋ ιᴡᴿἄӌ ιẊљѧỌ ט╗╝ ת ἄιԊᵃ‗ἄ҃ᾟ ѧỌ

ᵙῶᾦẦṝўחṪӐ￼ ԓט╗╝ ίֺ ӌת  



 

第二部分  单位层面内部控制管理 
 
一、内部控制管理职能机构 

1.ԓ ίֺấ Ṁṇ ῗѧỌԓ ίֺ￼ ι‗ ת ᴃ ԓ ίֺ ӌ ấ ṪӐιԏӌ ḅїχ 

ε1ζ ḙѽιḮҽᶡ ψ 

ε2ζֺḧḙѽԓ ίֺṪӐΆ⁮ψ 

ε3ζ ╙חўת ι῎ ўעח ι ḧ╙ ҸקΆ⁮ψ 

ε4ζ֫‘ўח ι ḧ ♇ι ḫᾯᾡὺᾼι Ὅ ẔḾ  ψצּ

ε5ζֺḧ ῍῎ṴỌתᴎ  љẇ ѧỌԓ ίֺἐԛ ψ 

ε6ζẦṝ ιӢᾡḢᵱ ԓ ίֺἐԛ ψ 

ε7ζḧῼẦṝԓ ίֺ ἅ Ү  

2.ԓ ίֺấ Ṁṇ ᴃ ѧỌ￼ԓ ίֺṪӐιѮ ḅїχ 

ε1ζ ᴃ ѧỌԓ ίֺῄẂṪӐψ 

ε2ζ ώ֧ѧỌԓ ￼ ט╗╝ ᶽ֘ ᶽ ᶽ҆ҭᵙ ўח╙ ￼ԓ ίֺṪӐψ 

ε3ζ ώ֧ ט╗╝ ת ᵙצּ ￼ ᶽ ט╗╝ ת ֘Ά⁮ιẊ Ά⁮￼ ḫᾼᵙḾ ￼ῄẂ ίψ 

ε4ζ ᴃ ѧỌ ḫԓ ίֺ￼ᾯᾡ ֮ᵙὺᾼψ 



ε5ζ ᴃ ѧỌԓ ίֺ￼ԎҤῶԋṪӐ  

 

二、经济活动决策执行机制 

ѧỌԓ ίֺ ᶀת ɒֺ  ֺɓ￼⁄Ọộỳιḫ ֘ Ἒ Ҋ֫ ￼ ט╗╝ ֺ ת ᶈ ֘ט╗╝ Ά ι

Ḿ҈ɒ ᶽ҆ ֘ ẇ үԁ Ḡὴ ᶽ ￼Ӕּזɓι ọ Ὗ ḧ Һ ᵅ ֘ḧψᶈ Ἒט╗╝

Ά ι ấ ѧỌԓ ίֺ ԋת ӈ үֺιḫ ј ḳ ӈ֫  ֺᵙԋ ӈ  ֺι ӠѧỌᴿ ῶᾦἚ￼ט╗╝

 

三、经济活动评价与监督机制 

ѧỌ ט╗╝ Үљ  ֺѮ ҡ ӂᵙԓ ίֺ Үљ ѣΆ Ầṝ  

1.风险评估 

ѧỌԓ ίֺấ Ṁṇ ḧῼẦṝ ӂṪӐι⅛ẉ Ṉ ₭ιḾѧỌ ￼ḕᶈט╗╝ ԅ ᵙḭ ￼ ӂ  

2.内部控制评价与监督 

ѧỌԓ ίֺ Үṇ Ḿᴧא￼ԓ ίֺ ᵙ ιώ֧ᾯᾡΆ⁮ι ᴨ Ẹ￼ẻẪᴣῊἵᵓ ḧῼḾԓ ίֺ

￼ῶᾦớ ἅ Үι֧ԏԓ ίֺ ἅ Үἵᵓ ᵀѧỌ￼ ừ֙ιḾԓ ίֺ￼ῶᾦớ ҮιẊ֧ԏԓ ίֺ Үἵ

ᵓ  



ѧỌԓ ίֺ љ ₅‬￼ ꞌ֫ѭḧῼᵙјḧῼι⅛ẉḧῼẦṝ ₭ Ḿԓ ίֺấ ᵙἚ ừ֙￼ԅ ᶚ ₅‬ᵙ

ἅ Ү ᵃῊι Ẕ⁞Ὧԏӌừ֙јḧῼḾԓ ίֺẦṝᴿ њ ₅‬ Ἲ‬ ₅‬ṪӐ  

四、经济活动内部控制方法 

Ḿ ט╗╝ ӂ ‛ιѧỌ ᵀ Ҩїѓזּ ίֺΆ│ιᴏј ḳ ӈ Ҋ֫ ֺẙ ԓ ά Ḭἥίֺ ίֺ

ғӠἴίֺ Һ ίֺ ᴅὯίֺҨᴣӡỤԓ ԇẦֺẙιḫאḾѧỌ ט╗╝ ￼ῶᾦ ί ԏӌḅїχ 

1.不相容岗位相互分离制度：ѧỌᴿ ҆ט╗╝ ךּ￼ Ḭ⁄ Ἒ ӡỤ ẹᵙԓ ӈѳ Ҋ֫ ιԏӌӌא

ᶈχ 

ўחχ ֺљḬἥψ ḬἥљἚ ψ Ἒ љ֫‘ Үψ֘ ֺљḬ⁄  

ᾠᾟўחχᾠ₲љҺ ⁄ ψᾟּ֧ך љԓ Ḭἥψҥ₲Ḭἥљҥ₲Ἒ ψўח љҺה ⁄  

ўחχ ∂ֺḧљԓ Ḭ⁄ψ ᾰҭ ֺљᶶ⁄ψᵀᵃ љ ᾠψ ᾠљӠ  

ғ תהχת ṳ ўח￼ԅ ψ ғ Ӕּזᵙᶴ ￼֘ Ἒ љ  

ᵀᵃ χᵀᵃ￼ὉḧљḬ⁄ψᵀᵃ￼Ḭ⁄љḬἥψᵀᵃ￼Ḭἥљת ψᵀᵃ￼Ἒ љ  

2.内部授权审批控制：ѧỌὟⱢɒ֫ ת ֫ ά  Ḭἥ ɓ￼ᴝֱι⁞Ὧ ת ᶀᵙ ╝ўחớ ֫

֫ ḧḬἥҚᵔᵙḬἥ ẑιҨ⅛ ҆ ᾟ֧ ẙᶽṇ֮֫Ḭἥ ₭ιḬἥ ẑּיӉ ₭ᵇ ₭ ḔḬἥιүӍҚјệ

 Ḭἥ ҆ ᴿ ⁞ὯѧỌ  ת Ḭἥι ḬἥҚᵔẔἚ ɒ ḫ ᵀ│ ᵀת ᾦ ɓ￼ḬἥᴝֱιѤ⁪

ὟⱢẉẙ ἥᶶ ẙᵙԓḳḬἥ  

ԄѧỌ ח ⁄ת ￼ᴿ ἵ ι ὟⱢѧỌ Ḭἥ │הת ḧ,ḢἄׁῼḬἥ ẑᵅΆᴵתהἵ ўח  



3.预算控制：ѧỌἍῶ ᶎḫט╗╝ ​ι ᾟ֧ọ ῶ Ẕ￼ ḠὴἆԎҤ ‎◊ιѧỌ ח ⁞Ὧᴧṝ ‰ᵙ

ṪӐ ֮ ֺẉẙ ח ιḾᴿ ҆ ᵙ ֫ ι⅛ ꜠ ᴺι֫ ⁄ᵙת ιὟⱢ ḧ￼

‰֝ ᶀ ẙᵙῊ ᾠԄᵙḠὴᾟ֧ιјệ Ӭ֯ᾟ  

ᴝֱі ἥᶶјԜḾ ᾠᾟ ᾯιᶈ Ἒ ѧּ҈י ῶᶂḲᾤ ᾯ ѧỌṪӐүחᴧּו ᶽᴪקҨᴣᴿ

ᴧ҆ҭ јᴵ ᴝᵼιѧỌᴵҨ⁞Ὧḫ ừ֙Ὗ ḧ ẑἥ֝ᵅḾᵅῼ￼ ᾭὯ ᾟ֧ ᶀᴣԓḳ ᾯἆᶭ֟  

ᾯץὐ ז ᶭ ֟ ᵙ ᾯ ԓḳ εԏӌ ᾯ ָᴣ Ḭἥ  ╙ת ζ 

5.财产保护控制：ѧỌᴿ Ầṝẻἄ￼ᶁḧט╗╝ ғι ᴨ ︡ ᶁḧ ғ ᴶת ấ ᶁḧ ғᴊⱭ ῎ ᶁḧ ғ

Ӡ үҚ ḧῼ Ḿ Ầṝᶁḧ ғ▐‬ ♇ ғ Ά│ιת ӠѧỌᶁḧ ғ￼ḠԅᵙӔּזῶᾦ  

6.会计控制χѧỌẦṝ ᴣᴿט╗╝ ￼ ᾠᾟừ֙ιӘὯ ᾤẗҺ ֺẙ Ẕ תᶴח Һ ίֺ￼ԓḳץὐ

Һ ӈ ᶵҺ Қᵔ ấ Һ ֺҺ ֣ ֺ Һח ἵᵓ Ӡ Һ ⁶⁮ ι ӠѧỌ ￼ӡỤח ḫḢᾯ  

7.单据控制：ѧỌ חẦṝ╧ᴣ￼ўט╗╝ ᴅᵙ Ὧι ԋṪӐҚᵔὟⱢ ḧ ᶪֺ Ḭ⁄ ặ⁶ᵙӠ ιӔѧỌᴿ ╝

ѭӮֹɒּפᴍɓᵙɒῶ︠ɓι ӠѧỌᴿ ᵀ│ớ￼ט╗╝ ᵀ ớᵙ ḫớ  

8.信息内部公开：ᶈѧỌԓ ￼ ḧ ᶀԓιὟⱢῃḧΆ│ᵙ ẑԇẦ ӡỤιҡט╗╝ Ặԓזֹ ιӞ

ᴃ Ҩᴣ Ӟ ԋ ώ״ṪӐᾦꞌ￼ῶᾦΆ│ ὐץ Ἒ ừ֙ ᾟ֧ừ֙ ᾤẗ ừ֙ ғӔּזừ֙ ᵀᵃ

ừ֙ ṝừ֙ ӡỤ  

五、内部控制评价监督机制 



1.运行工作机制 

ѧỌԓ ίֺ ԓיṪӐּת ίֺấ Ṁṇ ⱷ᷃ιᶀ ѧỌԇԊ ỌṪӐι⁄￼ת ῎ ᴿט╗╝ ӈṪӐҚᵔ

￼ṪӐ ᵙ ιד ӠѧỌᴿ ￼ῶאὟⱢט╗╝ ẙֺת ўח╙ ṪӐ ᴅᵙӡỤ ῶᾦ  

2.内部控制体系日常维护 

ѧỌԓ ίֺӌ ῄẂ ἴ ῄẂ￼ᾨ ᶡ ấ כ☼ ​ ֺ ᶡ ԓ ίֺᾰק ΆẪιѭԓ ίֺ ώӗᶓḫӠ ι

ӠѧỌԓ ίֺ￼ῶᾦ  

ѧỌẔ ᶺזּ ẻẪ ԓί ᶀι‴ ᵙԓקᾰת ίֺתỔιјᾸẶקᵙώ״ᴿ Қᵔᵙת Ṫ￼ԓίἚ Ỵ ι

ḅẦṝԓίἚ Ү  

ѧỌԓ ίֺӌ ῄẂ ἴ￼ԋ ᶈ҈Ὑ Ҹקԓ ίֺ ת ιᴣῊ Ḿԓ ίֺ ￼ѧḕᶈת Ҹק῭ᾺιӔѧỌ

￼ԓ ίֺӌ Ẕԓᶹ ѧỌԓאιḫקᶫ￼ᴪע ίֺӌ ￼ῶᾦ  

 

 

 

 

 

 

 



第三部分  业务层面内部控制管理 
一、预算管理 

Ӑѭ ԅΆӈ ԅ ԅᵔᴠљ ֺљḫᾼ￼ Ẫι֣ӨԎ₩ת ֮ ᴃ ίֺ כ☼ Ү ᵀ ות ιҸק

◊ιώ״ ᾦꞌιἄѭӞ ѧỌỞӌ ‰ḫא￼ Ἥἐ Ѯת ὐץ ֺ Ἒ ֘ ἵ ֫‘љ

⁄ ўח╙  

1.适用范围 

 ᴎתṴỌ῎῍҈זּ љẇ ѧỌ  

2.规章制度 

ε1ζ ԇ װ ԅ │הẙḫᾼֺת  

3.相关部门职责 

ε1ζѧỌ ח ḌᵔҺιת Ὁ ח ￼ ‰ ᾤ ιֺḧ ιḬ│הԏӌὺᾼᵙ￼ת Ẉ Ἒ Ά

⁮ι Ḭ ⁄Ἒ ừ֙ι Ӟ ‰Ḣἄψ 

ε2ζѧỌ ח ѭ ח ԏӌ ι ѧỌ ח ￼ ֺ Ḭ‬ ∆Ở іἵι ₅‬ Ἒח ừ֙ψ 

ε3ζ ח Ṁṇ ᵙѧỌ ח Ḿ ח ￼ ṪӐᵇѧỌ│Қת ψ 

ε4ζѧỌԏӌ   ḯўח╧ᴣ￼ṪӐ ￼ ֺιἚ ֫‘ ίֺ ṪӐιẊ ᵀѧỌ ח ӮḄѧỌỞ ￼ ᵀẈ ι

ᴃ ίֺι ⁄ ṪӐ Ѯ ḯ ҚᴠזѧỌ ח Ṁṇ ιẊḾ  ḯ ח Ἒ ‛ἨἻ үψ 



ε5ζ Ḭיּ‗ ⁄ ח Қ҆ ᵀ ἄιּיḬ ⱷ᷃ ⁄  

 

预算编制管理流程--流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 

ṵ үחιώ

֧ ֺᾤ

∂ιї

ẙ 

῍῎Ṵ ᾤṕ  

Ṵ῎῍יֺּ ᾤṕїᴧṵ үחιώ֧

ֺᾤ ∂ Ẋї ẙι Ḍת

ᵔҺ  

῍῎Ṵ ᾤṕԋ҈ ֺ

xxxx-xxxx ẉѧῼ ᾤ

֮ᵙ xxxx ẉṴ 

￼  

02 
⁞Ὧᾤ ∂ιώ

֧ ֺ  
  ḌᵔҺת

ḌᵔҺṄת ֺ￼ ∂ї ֹ ḯι῎

ӌ ֺ‰֝ ἵ ẑ ᴿ ặ

ᴭ ֺ ᴣԎ ֺ ∂љ ι ᴃ ԋ ү

Ầṝẉẙ ֺṪӐ  

ֺ ∂ 

03 
ἵךּ ιẊ ֺ

ấ ѿ 
ўח ḯ  Қ C01ה

ѭ ᾟ֧ι ԋўח ḯ￼ ἵךҚּה ιẊ

֒ ấ ѿιҐּי ҚḬ⁄  ֺ ∂ 

04 Ḭ⁄ 
ўח ḯ

Қ 
C02 

ᴿ ḯ ҚḬ⁄ ấ ѿι ♇ԋ├ ấ

ѿ￼ᴵ ớᴣᵀתớ  
 

05 Ḭ⁄ ֫  C03 
ᴿўח ḯ֫ Ḭ⁄ ấ ѿι ♇ԋ├ ấ

ѿ￼ᴵ ớᴣᵀתớ   



编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

06 
ᴵ ớ

֫‘ 

ўח ḯ Қה

ᶵ  ḌᵔҺת
C04 

ᴵ ớ֫‘Һ ιḾ ҡᴿѦΆ ᴵ ớ֫

‘ ιẻἄᴵ ớ ἵᵓ 
ᴵ ớ ἵᵓ 

07 ֺ  ᵔ  
јῗ ᾟ֧￼ι⁞Ὧ ֺ ι ת ӘὯḧ

‰֝ ֺ   
 

08 
Ḭ⁄ ∆Ởιẻἄ

⁮ 
ח Һ  C05 

ᾟ֧ ᴵ ớ֫‘ ᵅ ח Һ ∆Ở

ᾟ֧ љᶢ ᾟ֧ ιẻἄ ⁮ 
⁮ 

09 Ḭ⁄ ח  C06 
ח Ḿẻἄ￼ ⁮ Ḭ⁄ι ♇ԋ├ῗᵋ

ᵀѧỌ ᾠᾟ ₩ Ὰᶭ ӘὯῗᵋӼ֫  
 

10 Ḭ⁄ ֫  C08 

ח ֫ Ḿẻἄ￼ ⁮ Ḭ⁄ι ♇ԋ├

ῗᵋ ᵀѧỌ ᾠᾟ ₩ Ὰᶭ ӘὯῗᵋӼ֫

 

 

11 Ḭ  ḌᵔҺ C09ת 
ḌᵔҺḾת ⁮ Ḭ ιḬ ♇ԋ├ῗ

ᵋ ᵀѧỌ ᾠᾟ ₩ Ὰᶭ ӘὯῗᵋӼ֫  
Һ  

12 Ḭ  ԃḌҺ C10 

Ḿɒ іɓ ԃḌҺԜ₭Ḭיּ⁮ ι ♇ԋ├ ⁮

ֺ￼ ḫớ ᵀתớ ᵀ ớ Ḭ ῂầ ᵅіἵ

ṴᴌӰḌḬ⁄  

Һ  

13 Ḭ⁄  ṴᴌӰḌ C11 
ṴᴌӰḌḾ ⁮ Ḭ⁄ιḬ⁄ῂ ᵅіἵṴ ᾤ

ṕ Ḭἥ  
 



编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

14 
Ḭἥ ιẊ

ї ἥᶶᾭ 
Ṵ ᾤṕ C12 

Ṵ ᾤṕ ℓḬ⁄ ⁮ι֝ ῂ ᵅιїᴧᶢ 

ᾟ֧љ ᾟ֧￼ɒ їɓίֺᾭ  

ԋ҈ї xxxx ẉ

￼  

15 ∆Ở 
ח Һת

 
C13 

ח Һ ⁞ὯṴ ᾤṕї ￼ɒ їɓίֺᾭι

ֺɒ҇іɓ￼ ⁮  
 

16 Ḭ⁄ ח  C14 
ח Ḭ⁄ ἥᶶᾭι ♇ԋ├ ⁮ ֺ￼

ḫớ ᵀתớ ᵀ ớ  
 

17 Ḭ⁄ ֫  C16 
ח ֫ Ḭ⁄ ἥᶶᾭι ♇ԋ├ ⁮

ֺ￼ ḫớ ᵀתớ ᵀ ớ  
 

18 Ḭ  ḌᵔҺ C17ת 
ḌᵔҺḾת їίֺᾭḬ ι ɒ҇іɓ ⁮Ḭ

‛ῶᴪטιὶℓ 21ψᴦѳὶℓ 22. 
Һ  

19 Ḭ  ԃḌҺ C18 
ɒ҇іɓ ⁮Ḭ ῶᴪטιҐּיԃḌҺԜ₭Ḭ ι

♇ԋ├ ⁮ ֺ￼ ḫớ ᵀתớ ᵀ ớ  
Һ  

20 Ḭ  ṪҦ ᶽҺ C19 

ṪҦ ᶽҺḾɒ҇іɓᴪט￼ ⁮ἆ ῶᴪטӇṰ

ԃḌҺḬ ￼ ⁮ ℓḬ ι ♇ԋ├ ⁮

ֺ￼ ḫớ ᵀתớ ᵀ ớ Ḭ⁄ῂ ᵅҐּיṴ

ᴌӰḌḬ⁄  

Һ  

21 Ḭ⁄  ṴᴌӰḌ C20 
ṴᴌӰḌḾѧỌώҐ￼ɓ҇іɒᾭ Ḭ⁄ιῂ ᵅҐ

Ṵיּ ᾤṕḬἥɒ҇їɓίֺᾭ  
 

22 
Ḭἥ ιẊї ɒ҇їɓίֺ

ᾭ 
Ṵ ᾤṕ C21 

Ṵ ᾤṕḾṴᴌӰḌώҐ￼ɓ҇іɒᾭ Ḭ⁄ι ῂ

ầ ї ἥᶶιὶ Ἒ ֫‘љ ί╙  
 

决算编报流程--流程图说明 



编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 їᴧ֘ ἵ ∂ ṴᴌӰḌ/ ᾤṕ  ṴᴌӰḌ/ ᾤṕїᴧ֘ ֺ ∂  ֘ ἵ ∂ 

02 ẉẙ֘ ח ֺ Һ  C01 

ח ẔὟⱢ ᾤ ֘ ֺ ∂ὟῊḢ

ἄẉẙ֘ ֺιọ ӮֹᾭḔ ḫ ֝

ἐ Ḣᶵ ԓḳḢᾯ ἵ ᴣῊ  

֘ ἵᵓ 

03 Ḭ⁄ ח  C02 
ח Ḭ⁄ẉẙ֘ ἵιѮ ԋ├Ԏᾭ

Ḕ֝ ớ ḫớ  
 

04 Ḭ⁄ ֫  C03 

ח ֫ Ḭ⁄ẉẙ֘ ἵιѮ ԋ├

ԎᾭḔ֝ ớ ḫớ ἐ ῗᵋḢᶵ ԓḳ

ῗᵋḢᾯ  

 

05 Ḭ  ԇҺ C04ה 

ԇҺḬה ẉẙ֘ ἵιѮ ԋ├Ԏᾭ

Ḕ֝ ớ ḫớ ἐ ῗᵋḢᶵ ԓḳῗᵋ

Ḣᾯ  

Һ  

06 Ḭ⁄∆Ở֘ ἵ ṴᴌӰḌ C05 

ṴᴌӰḌḬ⁄ẉẙ֘ ἵιѮ Ḭ⁄ԎᾭḔ

֝ ớ ḫớ ἐ ῗᵋḢᶵ ԓḳῗᵋḢ

ᾯ ιẊ֧ԏḬ⁄Ỵ  

 



07 Ḭ⁄∆Ở֘ ἵ Ṵ ᾤṕ C06 

Ṵ ᾤṕḬ⁄ẉẙ֘ ἵιѮ Ḭ⁄ԎᾭḔ

֝ ớ ḫớ ἐ ῗᵋḢᶵ ԓḳῗᵋḢ

ᾯ ιẊ֧ԏḬἥỴ Ḭ⁄ῂ ᵅιώ֧ἥ

ᶶ ᾯấ  

ԋ҈ї ÖÖÖÖẉ ֘

￼  

08 ᾯ ח Һ  C07 
⁞ὯṴ ᾤṕᵙṴᴌӰḌ￼ἥᶶỴ ᾯẉ

ẙ֘ ἵᵓ 
 

二、收支管理-收入管理 

ѧỌᾠԄῗὝѧỌẦṝўיּט╗ח ᾤԅ Ὄҥ￼ᶢ ᾟ֧ᴣ ᾟ֧  

1.适用范围 

 ᴎתṴỌ῎῍҈זּ љẇ ѧỌ  

2.规章制度 

ε1ζ ᾤ҆ўᴅӈᾠԄ ẙֺת  

3.相关部门职责 

ѧỌᾠԄ ╙ת ╧ᴣ ח ўח  

ε1ζὟⱢḧ ֺừ֙ᴣῊ⁄Ḿ ᾤὌ₲ᾠԄιјệἈּפ ὥּז  

财政收入管理流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 



01 ὶᾠ ֹ ח  Һ   
ח Һ ᶈ ᾤ ת ѧіἵ

₲זּ ֮ι ᾤїᴧ ᾤ ẙ  
₲זּ ֮  

02 ᾠ₲ ח ֧   ὶᾠ ֹ ι ԋ   

03 
ἔᴍ ᾤ ẙֹ

ᴅιẊḬ⁄ 
ח Һ  C01 

ᾤᾠԄι ‎₲ ιἔᴍ ᾤ

ẙֹ ᴅιẊḬ⁄ι ўח ḯ  
ֹ ᴅ 

04  ўח ḯ חҚ C02 ԋўה ḯ   

05 ︡ ẹԄ ח ֧   ⁞Ὧֹ ᴅι︡ Ԅ   

06 Ḭ⁄ẊӮ ח  ѮהҺ  C03 
ѮהҺ Ḭ⁄֧ ώҐ￼ ԋ ᾳι ḧ

ḫớᵙ֝ ớιӮ תᶴח  
 

项目资金收入入账管理流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 

ὶᾠ ֹ ιḬ⁄

Ẋἔᴍ ẙֹ

ᴅ 

ח Һ   
ԅ ᾤ ᾠԄּי Һ ὶᾠ ֹ

ιḬ⁄Ẋἔᴍ ẙֹ ᴅιɔ ֧  

ᵻᴅ 

ֹ ᴅ 

ח  02 ֧  C01 ח ֧ Һת ֹ   

03 їᴧ ח  Һת   
ᾠԄ/ ẙֹ ѳᵅι Һת

їᴧ ўח ḯ  
 



04  ѧỌ  Қ C02ה
ѧỌ Қה ᾠԄẊ זּ

₲  
₲זּ ֮  

05 Ḭ⁄ ח Һת  C05 

ח Һת Ḿ ҚӮ֧￼

Ḭ⁄ι ♇ԋ├ ӘὯῗᵋ

ᵀ ￼ח ֺẙιḬ⁄ῂ ᵅҐּ֧י ︡

ṹ  

 

06 ẹԄ︡ ח  ֧ ח   ֧ ӮԄ ︡   

07 



ε1ζ ᾟ֧ ẙֺת  

3.相关部门职责 

῍῎ṴỌתᴎ  љẇ ѧỌᾟ֧ ╙ת ╧ᴣўח ח ֫ Ṁ ԇҺה  

ε1ζ⁞Ὧ  ớᴝֱι ά ￼ḬἥҚọ ḾԎḬἥᵃỴ￼ ᾟ֧ᵀתớ ᵀ ớҨᴣ ￼⃰ ớἨἻ Ṁ үψ 

ε2ζ Қᴣה ε ζ ҚḾ ᾟ֧￼ᵀתớ ᵀ ớᵙ ￼⃰ ớἨἻ ὶ үχὯḫώ֧ ᾟּ֧ך ιὟ ḧ

Ḭἥ ẑψὟⱢ ḧתה ἵ ẑιὟ ∂ώӗ ḫῶᾦ￼ᴝḊ֣ ψέᾁ  ￼ Ἒ ừ֙ι Ӡ ᾟ֧ј

ẙψ Ḿ  ᾟ֧ѧᴧא￼ầẂừ֙ᴣῊ ᴨῶᾦὺᾼι ט╗╝ ѭιẊᴣῊᵇ ח ἵ Ἒ ừ֙ψ 

ε3ζ ח Ḿ ᾟ֧￼ᵀתớ ᵀ ớᵙ ￼⃰ ớἨἻҺ Ḭ⁄ үχ⁞Ὧ Ὕ‰ᵙ ꜛ֙ѭўח ᾟּ֧ך

ώӗᾟὙψḬ⁄ ᾟ֧҆ ￼ ḫớ Ḣᾯớᵙ֝ ớιẊѤ⁪Ḭ‬ἵ ᴅὯψὟⱢḬἥ ₲Өתה‛ ἵזּ ᾟҥ ἐ

ψḧῼ Ẋἵᵓιѭ‘֫ח ֘ת ώӗӡỤᾟ ψ ѧỌᴿ Һ￼ט╗╝ ⁄ ᵙ ιấ ẊӠ Һ ⁶⁮ψ 

经费支出申请流程--流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 ᾟּ֧ך  ѧỌ   Қה

ўח ḯ ҚḾה ᾟ֧҆ ώ֧ᾟּ֧ך ιᶪ֒

ᾟּ֧ך ᴅ  ᾟּ֧ך ᴅ  

02 Ḭ⁄ ѧỌ֫ Ṁ C01 

ѧỌ֫ ṀḾἍῶ ᾟ֧ Ḭ⁄ι ♇Ḭ⁄ў

ח ḫớ ᴅᶪἵ⃰ ớ ḢᾯớιἍ ᾳῗᵋ

ԅιῂ ᵅ Ḕ  

 

 



03 Ḭ⁄/Ḭἥ ѧỌѮү C02 

ѧỌѮү⁞Ὧ Ẕᾟ֧  Ḭἥ  

ѧỌѮүχχḾ҈Ἅ ԓ￼Ἅῶ҆ ￼

ᾟ֧ Ḭἥψ 

ԇҺχḾ҈ה 1єӺεᵍ 1єӺζҨі￼ Ầזּ

ᾟ Ḭ Ḿ҈ ᶹἍῶ￼ ᾟ֧ Ḭ ι

Ḭ ᵅὶᾟ֧ἵ ╙  

Һ  

借款管理流程-流程说明 

编号 步骤名称 主责部门/岗位 
控制编

号 
步骤描述 输出文档 

01 
ώ֧Ө₲ּך

 
ѧỌ   Қה

ѧỌ Қ⁞Ὧה ᾟ֧҆ ᶪ֒Ө₲ּך ἵᵓ֯῎Ө₲

ᵙּז ιẊ Ḕ



ח ₲Өתה 05 ֧   

֧ Қᵔ⁞ὯӨ₲ּך ᴧא ἆ∆ ιẊ︡ Ө₲ᴶ ι

Қה Ṅᾠ₲ᴅӈ ֧ ῄῼ זּ ᶪ֒ ԅ

₲ ​ᵅιὶᾟ֧ἵ ╙ ιᵃῊ֗ Ө₲  

ᴶ  

06 ︡ Ḕ ўח ḯ חҚ  ўה ḯ Қה Ө₲︡ Ẋ Ḕ  ᾟ ︡זּ  

支出报销流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 
ώ֧ ἵזּ

ךּ  
ѧỌ   Қה

ҚḾה ᾟ֧￼҆ ώ֧ἵ ךּ ιᶅ ֒ ἵזּ ᴅιᾠ

₲ᴅӈ ᵄ ι Қה Ḕι іׁ҆Ḭἥ ԋᴅὯι

Ẋᶈᴧ ḔιώҐ ҚḬ⁄  
ἵזּ ▐ᴅ 

02 ῎ ѧỌ ῎Қ C01 
ѧỌ ῎ҚḾ ᾟ֧҆ ￼ ḫớ ᴅᶪἵ⃰ ớ Ḣᾯớ

῎ιῂ ᵅ Ḕ  
 

03 Ḭ⁄ 
ח ⁄Һ

 
C02 

ח ⁄Һ Ḭ⁄ἵ ԋ ҭι ♇ԋ├ ԋ ҭῗᵋ

ԅιῗᵋ Ẕᾟ֧Ḭἥ ẑιῂ ᵅᶈ Ởἵ∆זּ ᴅі Ḕ

 

 

04 Ḭ⁄ ח  C03 
ח Ḭ⁄ ἵזּ ▐ᴅᴣ ԋ ҭιѮ ԋ├ῗᵋ Ẕ

ᾟ֧  ḬἥιḬ⁄ῂ ᵅ Ḕ  
 



05 Ḭ⁄ ѧỌ֫ Ṁ C04 
ѧỌ֫ ṀḬ⁄ ἵזּ ▐ᴅᴣ ԋ ҭιѮ ԋ├ῗᵋ

Ẕᾟ֧  ḬἥιḬ⁄ῂ ᵅ Ḕ  
 

06 Ḭἥ ѧỌѮү C05 
ѧỌѮүχḾ҈Ἅ ԓ￼Ἅῶἵ ▐ᴅᴣ ԋ ҭιѮ

ԋ├ῗᵋ Ẕᾟ֧  ḬἥιḬ⁄ῂ ᵅ Ḕ  
 

07 ἵ /֗ ח  ֧   ֧ Ḿ Ὧ ḫớ Ḭ⁄ιḬ⁄ῂ ᵅҥ₲   

四、采购管理（CG） 

ѧỌ ῗὝѧỌ Ҁⱶ εἆ ὶᴩחםζᴣᾟҥ₲ ԋ╗ט ѧỌ ῗת ѭιώ ￼Ӕּזᾦ ι

Ӟ Ạᾤấ Ἅ ￼ ὐץιט╗ת ֮Ḭἥ ת Ἒ ת ᾠ Ҩᴣת ᵅ Ү ת  

1.适用范围 

 ╙ ѧỌ҈זּ ᴿזּ ẻẪ ￼ ўח  

2.规章制度 

ε1ζ ᶵⱶ ṪӐֺẙת  

3.相关部门职责 

ѧỌ ╙ת ╧ᴣ ךּ ת ḌᵔҺת ḬᵙѧỌ Ṁ  

ε1ζ ḌᵔҺχԅת ѧỌ￼ ṪӐת ḾѧỌ ֮Ḡὴ Ḭ ιᵎᴨἚ ừ֙￼∆ἵψ





编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

02 
Ḭ⁄ ∆Ởι

ֺ ֮ 

ặᴭ ת

ᵔ 
C02 

ặᴭ ת ᵔḬ⁄ ∆Ởўח ḯ

∂ι ֺẉẙ ֮ἆ ῎  

ẉẙ ֮

῎  

03 Ḭ⁄ ѧỌ֫ Ṁ C03 

ѧỌ֫ ṀḾẉẙ ֮ἆ ừ֙ Ḭ⁄ι

Ѯ ԋ├ῗᵋ ᵀ  ṪӐ ֮ᴣḫ ∂ιῗᵋᶈ

ᶀԓ  

 

04 
Ḭ⁄ ι∆Ởιẻ

ἄ ֮ ⁮  
ח Һ  C04 

ח Һ Ḭ⁄ ∆ỞѧỌ ∂ιẻἄẉẙ

֮ ⁮  
ẉẙ ֮ ⁮ 

05 Ḭ⁄ ח  C05 

ח Ḿẉẙ ֮￼ԓḳ Ḭ⁄ιѮ ԋ

├ῗᵋ ᵀѧỌṪӐ ֮ᴣḫ ∂ιῗᵋᶈ

ᶀԓ  

 

06 Ḭ  ḌᵔҺ C06ת 

ḌᵔҺת ι ♇ԋ├ ךּ ῗᵋ

ᵀѧỌ￼ṪӐ ֮ιּך Ἅ֯҆ ῗᵋ ᵀѧỌ￼ḫ

∂ιּך ῗᵋᶈ ḯ￼ ᶀԓ ⱡᵅ

Ἦ  

Һ  

07 Ḭ  ԃḌҺ C07 
ԃḌҺḬ ẉẙ ֮ι ♇ԋ├ּך ῗᵋ ᵀѧ

Ọ ∂ιῗᵋᶈ ḯ ᶀԓ  
Һ  

08 Ḭ  ṪҦ ᶽҺ C08 
ṪҦ ᶽҺḬ ẉẙ ֮ιῳ ֘ḧῗᵋḫᾼι

Ḭ ᵅ҄Ҩἥ  
Һ  



编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

09 Ἒ  
ặᴭ ת

ᵔ 
 

ặᴭ ת ᵔὟⱢḬ ￼ẉẙ

֮  
 

 

临时采购计划审批流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 
⁞Ὧўח

ֺ ∂ 
ѧỌ  Қ C01ה

ѧỌ⁞Ὧḫ ўח ∂ιώ֧ ∂ιẊᶪ֒ѪῊ

ךּ ᴅ  ѪῊ ךּ ᴅ 

02 



ғ￼ὶᾠ ᴧ֧ ῄẂ ♇ᴣἵẘ ע  

1.适用范围 

 ╙  ᴎתṴỌ῎῍҈זּ љẇ ѧỌ ṳ ḫⱶ ғᵙῂẻ ғ ת  

2.规章制度 

ε1ζ ṳ ẙֺת  

ε2ζ ᶁḧ ғ ẙֺת  

ε3ζ ῂẻ ғ￼   ẙֺת

3.相关部门职责 

῍῎ṴỌתᴎ  љẇ ѧỌ ғ ╙ת ╧ᴣѧỌᴿ Ởח ӡỤה ᶵ ח ᵙѮ Ṁ ᵃῊι╙

╧ᴣֹ ԋᾤẗ  

ḫⱶ ғ  χת

ε1ζѧỌᴿ ѭḫⱶ ғ￼Ӕּז Ѥ⁪Ἒ ѧỌ￼ ֺẙιֺḧ  ᶁḧ ғ ḫᾼת ֱ   Ὁ

￼ḫᾼ ֺ֮ḧ ∂ ḧ ḫ ṪӐψ⁞ὯѧỌ ֺẙι ԋἐ ιḢἄἆᴃיḢἄᾺᶭ ғ￼ ᵙ ᾠṪӐψ

ḧ  ғ ψת ғӔּזҚᵔ￼Ἡ ᶡ ψתהᶁḧ ғᶭז ֿ ᶴ ἐ ιẊӠḕ ԋᾰҭ ᾳψ   ᶁ

ḧ ғ￼▐‬ᵙ ṪӐψ   ᶁḧ ғ҇ ᴶ ￼ấ ιẊ ᵙѧỌᶁḧ ғ ᴶ ￼⁄ḾṪӐιẊӠḕ ԋ ᾳιẊ

ḢἄѧỌѪῊҐה￼ԎҤүח  



ε2ζỞח ӡỤה ᶵ ῗѧỌᶁḧ ғ ḕ ғặᴭ ת ׁѧỌ ғ ᾫᶈᴿ֫ת Ѯ ψᴿ Ѯ

⁞Ὧі ῶԋ ғ ￼ת ḧι Ὁ Ẋ ḫᾼѧỌ ғ ιấ│הԏӌ￼ת ᵙӰԅᴿ ֺẙψ ѧỌ ғεᶢ

ấṪ ᶹ)￼ ṪӐψ ѧỌ ￼ת ғ ￼ח ᵙ︡ת ιấ ḫⱶ ψ ѧỌ ғ▐‬ᴣῄẂ ṪӐιḧῼ

ғừ֙ψ ѧỌ ғ￼ᶴ ṪӐψ ѧỌ ғᾭὯ∆Ởᴣἵ іἵṪӐψḢἄѧỌҐה￼ԎҤ ғ ῶԋṪӐת  

ε3ζ ח ḫⱶ ғ ҮӪ ιת ḫⱶ ғ ת  

ε4ζѮ ṀὟⱢḬἥ  Ḿ ғ ᵻᾠᵙᶴ ט╗ Ḭἥ  

ṳ  χת

ε1ζѧỌѭ ṳ ￼Ӕּז Ѥ⁪Ἒ ᾟ֧ἵ ╙ ψọ Ѥ⁪Ἒ ᶵּז ֺẙψḸ֬ԋ├ӗ ᴅӈἆᾼṪᴅӈᵀᵃ

ừ֙ιᴧּוầẂẔᴣῊ ᴨίֺὺᾼιẊ ח ᵀᵃầẂ ₿ῊẔᴣῊљḾΆ⁄Ḿ ₲ᵻᾠỀ‎ת▐ Ẋ Ѥ⁪￼Ḭ

‬ḬἥψὟ ∂ ֺ  ԋўחẔᾠᴣ ҥ₲ ᵻᾠừ֙ת▐ ᴣ֫‘ἵᵓἵ ח  

ε2ζ ח ῗ ṳ ￼ặᴭ ת ι א ḕ₲ ת ֧ Қᵔọ Ѥ⁪ὟⱢ ẑאתה ᾠҥ₲ўחψ ח Ѥ

⁪ὟⱢא ת ḧ￼ ᶀאתה ᾟҥψ⅛ῄ ҃ι֧ Қᵔ ♇ẓḕא ιӮֹῄ▐ῴ ι ₲ ₲ј ￼ιẔᴣῊ‬

ἧᴝᵼẊᵇ ח Қ∆ἵψ֧ Қᵔ ᶵњּזӠ ⌠‫ιјệ Ӡ ‫Ḹ ιјệҐּיҤҚҦ ιѤ Ӡ ᶹא ιѤ ︢‍

ἹẓιѤ ᾚ ὥּז תה ўח ѧỌӠḠҚᵔיּ ᵃιᵼѦҚᴝᵼ ἄὫ᷂￼ ѦҚἨἻיּ ү  



银行对账流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 

Ḿ Ẋ ֺ

ḕ₲ӎ

 

ח ѮהҺ   

⅛ῴִּי ח ѮהҺ ᴨᴅӈᴿ Ἃ￼Ḿ

ᴅ Ḿ ιẊ ֺ ḕ₲ӎ ḕᶈ῾

ιὶℓ 02ψ јḕᶈ῾ ιὶℓ 03  

ḕ₲ӎ

 

02 
⁄Ḿ῾ Ẋ

‬῎ᴝᵼ 
ח ֧  C01 

ח ֧ Ṅ⁄Ḿ῾ Ẋ‬῎ᴝᵼιῗ ᵻᴅ

јᴣῊ ῗ ᶶԄ ι ֒῾ ừ֙ ῎ιіἵ

ח ҚḬ⁄  

῾ ừ֙

῎ 

03 Ḭ⁄ ח Қ C02 

ח ҚḾḾ ‛ Ḭ⁄ι ♇ԋ├Һ ῗ

ᵋὟ ∂ ҃Ḿ Ḿ ‛ῗᵋῂ ῾

ᴣừ֙ ῎ῗᵋṞḫ ιḬ⁄ ᵅ Ḕ  

 

04 
ặ⁶Ӡ ḕ

₲ӎ  
ח ѮהҺ   

ח ѮהҺ Ḿ ḕ₲ӎ ῾ ừ

֙ ῎ ḇᵱặ⁶Ӡ  
 

一般物资入库流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 

ᾯת ᵃ

ᴅљ ֮ι

іἵ  ח

ѧỌⱶ ᵔ C01 
ⱶ ֹẓᵅιѧỌⱶ ᵔḾⱶ ᾠιᶈ ᾠ

ᵀ⁪ᵅιᾯת ᵃ ᴅҐҺ  
ᵃ ᴅ ֮ 



ח תᶴח 02 ѮהҺ ח   Һ ⁞ὯᴅὯ תᶴח  Һ ֣  

固定资产入库流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 
ᾯת ᾠᴅ

ᾠἵᵓҐ  ח

ặᴭ ת

ᵔ 
 

Ὰ ￼￼ᶁḧ ғֹ ᵅι ԋ

ᾠι ᾠᵀ⁪ᵅι ặᴭ ת

ᵔᾯת ᾠᴅ ᾠἵᵓ ᴧ ᴣᵀᵃ

ᾳҐ ח ψ 

ᾠᴅ/ ᾠἵ

ᵓ ᴧ ᵀᵃ  

02 

ᶈ ᾤ҆ўᴅӈ

ғ љ ח

ѧẹԄ ғ

ӡỤ 

ח ᶁḧ ғҺ

 
C01 

ח ᶁḧ ғҺ ⁞Ὧ ᾠᴅἆ ᾠἵ

ᵓ ᴧ ᵀᵃ ӡỤιᶈּזᴤ ח ѧ

ẹԄ ғӡỤιἔᴍᶁḧ ғᴊⱭιẊᶈ

ᾤ҆ўᴅӈ ғ ѧẹԄ ғӡỤ  

ᶁḧ ғᴊⱭ 

ח תᶴח 03 ѮהҺ ח   ѮהҺ תᶴח  Һ ֣  

固定资产日常维修流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 ώ֧ Ӣּך  ѧỌ  Қ C01ה
ѧỌ Қώ֧ה Ӣּך ι ῎ ғᵄ ᴺ Ӕ

ẉזּ ᾥ ᴝᵼ ᾥ ừ֙ ԓḳ  
Ӣᴅ/ Ӣἵᵓ 



02 Ḭ⁄ ѧỌ֫ Ṁ C02 
ѧỌ֫ ṀḬ⁄ Ӣּך ι ♇ԋ├ Ӣ҆ҭ￼

ḫớ ọ ớ  
 

03 
₅‬ ғừ֙ι

ӂ Ӣἄ  

ᶁḧ ғặᴭ ת

 Қה
 

ᶁḧ ғ ԇḯהת ‬Қḫᶊ₅ה ғừ֙ι ӂ

Ӣἄ  ғᶈӠӢῼԓιὶℓ 04ψ ғј

ᶈӠӢῼԓћјọ Ӣιὶɒᶁḧ ғᶴ ╙

ɓψ ғῶọ Ӣћῂ│ ӢιὶɒӗẔ

ᵬ֝Ԅ ╙ת ɓψ ғῶọ Ӣћ Ӣι

ὶℓ 05 ғṞ҈⸗℮ᶁḧ ғћῶọ Ӣι

ὶℓ ɒᴅ ‎◊ ╙ ɓ  

 

04 
ӠΆḢἄᶁḧ

ғ Ӣ 
ӠΆ  ᶈӠӢῼԓιּי ӠΆḢἄᶁḧ ғ Ӣ   

05 

ὟⱢᶁḧ ғ

Ӣ ֘Ά⁮ḾԎ

Ӣ 

ặᴭ ת   Қה
ặᴭ ת Қה ӢҚᵔὟⱢᶁḧ ғ

Ӣ ֘Ά⁮Ḿᶁḧ ғ Ӣ  
 

06 ᾠẊ Ḕ  ặᴭ ת Қ C03 

ᶁḧ ғ ӢḢ⅞ᵅιּיўח ḯ Қ ặᴭ

ת Қᵙ ӢҚᵔḾ Ӣᵅ￼ᶁḧ ғ

Ӕּזᾦ ҭḠԅừ֙ Ά ᾠι

ᾠḢ⅞ᵅιўח ḯ Қᵙ ặᴭ ת

Қᶈ Ӣ ᾠᴅі Ḕ ιὶℓ 08  

ᶁḧ ғ Ӣ

ᾠᴅ 



07 ᾠẊ Ḕ  
ўח ḯ Қ ₅

ḻḯ Қ 
C04 

⸗℮ᶁḧ ғ ӢḢ⅞ᵅιּיўח ḯ Қ ₅

ḻḯ Қᵙ ӢҚᵔḾ Ӣᵅ￼ᶁḧ ғ

Ӕּזᾦ ҭḠԅừ֙ Ά ᾠι ᾠḢ

⅞ᵅιўח ḯ Қᵙ ₅ ḻḯ Қᶈ Ӣ

ᾠᴅі Ḕ  

ᶁḧ ғ Ӣ

ᾠᴅ 

08 
︡ ԋ Ӣӡ

Ụ 

ᶁḧ ғặᴭ ת

 Қה
 

ᶁḧ ғặᴭ ת Қ︡ה Ӡ ԋ Ӣӡ

Ụ  
 

固定资产盘点流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 
Ṁ֧ᶁḧ

ғ▐ᴅ 

ח ᶁḧ ғҺ

 
C01 

ח ᶁḧ ғҺ ᶈѧỌ ғ ת ѧώᴨᶁḧ ғ

▐ᴅιѧỌ⅛ẉ Ṉ ₭ᶁḧ ғ▐‬ ♇  
ᶁḧ ғ▐ᴅ  

02 
Ḿ Ḕ

 

ח ᶁḧ ғҺ

ғ ᵔת

ặᴭ ҚᵔἆḬת

Ἅἆễṷ҆חἍ 

C02 

ח ᶁḧ ғҺ ғ ᵔת ặᴭ ҚᵔṄᶁḧת

ғ▐ᴅљѧỌᶁḧ ғ ת ѧ￼ᴶ ⁄ḾιḬ

ἍἆễἍ ιḾ ​ᵅιԊᵃ Ḕ ιẻἄᶁḧ

ғ ♇ἵᵓᴣ ѕΆ ἵᵓ ћ ḫ ι

ֱ╙ ​ψ ј ἆ ḫј ιὶℓ 03  

ᶁḧ ғ ♇ἵ

ᵓ ѕΆ ἵ

ᵓ 

03 
֒Ṯầ

῎ 
ғ  ᵔ C03ת

ј ἆ ḫј ιᶁḧ ғặᴭ ת ẓ ᵔ⁞

Ὧ ♇Ṯầừ֙ ֒Ṯầ ῎ι├Ỵ֒῎Ṯầ ғ￼ᵄ

ᾭ ⁪ ιẊẻἄִℓᶴתỴ ιώҐ ḯ ҚḬ

⁄  

♇Ṯầ ῎  



编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

04 Ḭ⁄ 
ᶁḧ ғặᴭ ת

Қ 
C04 

ᶁḧ ғặᴭ ת Қ Ḿ ј ἆ ḫј ￼

ừ֙Ḭ⁄ ♇Ṯầ ῎ιẊḾִℓᶴתỴ ￼ᵀתớљᴵ

ớ Ḭ⁄ ᶽ҈ 1000 Ӻιὶℓ 06ψ

ἆ ṇ҈ 1000 Ӻιὶℓ 05  

 

05 Ḭ⁄ ח Қ C05 

ח ҚḾᶁḧ ғ ♇Ṯầ ῎ᵙᶴתỴ Ḭ

⁄ι ♇Ḭ⁄ ￼ᶁḧ ғᴣִℓᶴתỴ ￼ᵀת

ớљᴵ ớ ח ҚḬ⁄ᵅιώҐ ח ѮהҺ

Ӯ ιὶℓ 09  

 

06 Ḭ⁄ ѧỌ֫ Ṁ C06 

֫ Ḿ 1000 ӺҨі￼Ṯầ ῎ Ḭ⁄ι

♇Ḭ⁄ ḯᶁḧ ғ ừ֙ιẊḾִℓᶴתỴ ￼ᵀ

ớљᴵת ớ Ḭ⁄  

 

07 Ḭ  ԃḌҺ C07 

ԃḌҺ Ḿ 1000 ӺҨі￼Ṯầ ῎ Ḭ⁄ι

♇Ḭ⁄ ḯᶁḧ ғ ừ֙ιẊḾִℓᶴתỴ ￼ᵀת

ớљᴵ ớ Ḭ⁄  

Һ  

08 
‬ἧᴝᵼẊ

ᵻἆ ӳ 
ѧỌ Қ  ѧỌה Қ‬ἧה ᴝᵼιẊ ᵻἆ ӳ   

 תᶴח 09

ח ѮהҺ

ח ᶁḧ ғҺ

 

 

⁞ὯѧỌ Ṁ֘ḧ￼ ᶴתΆ⁮ι ח ᶁḧ ғ

Һ ῭Ὰᶁḧ ғᴶ ι ח ѮהҺ Һ ᴣῊ

תᶴח  

 

固定资产处置流程-流程图 



编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 
ᶪ֒ ᶁḧ ғ

ᶴ ךּ  
ѧỌ  Қ C01ה

ѧỌ Қώ֧ᶁḧה ғᶴ ךּ ιᶪ֒ ᶁḧ ғᶴ

ךּ ι֒῎ּךἵ ḯ ἵῄῼךּ Қ ᶁḧ

ғᵄ ⁪ᶚᴺ Ӕּז ḯ ᾭ ᵏּזῄῼ ḫ

ẉזּ ἵẘᴝᵼ  

ᶁḧ ғᶴ ךּ  

02 

ḫᶊ ‬ 

ֺӐᶪ֒ἵẘ

 

ᶁḧ ғặᴭ ת

 Қה
 

ᶁḧ ғặᴭ ת ҚḾᶁḧה ғ Ἡ 

‬ιѮ ԋ├ᶁḧ ғῗᵋ ֹἵẘ‰֝ Ḿ҈ ֹἵ

ẘ‰֝￼ᶁḧ ғι ֺӐᶪ֒ἵẘ  

ᶁḧ ғἵẘ  

04 Ḭ⁄ 
ᶁḧ ғặᴭ ת

Қ 
C03 

ᶁḧ ғặᴭ ת ҚḬ⁄ᶁḧ ғἵẘ ιѮ

ԋ├ểᶴ ғ￼ᴅӈҮӪἆ ἥ ҮӪῗᵋ ֹ

ᶴ ￼ ι֧ԏḬ⁄Ỵ  

 

05 Ḭ⁄ ѧỌ֫ Ṁ C04 

ѧỌ֫ ṀḾ ғᶴ ךּ Ḭ⁄ιѮ ԋ├ῗᵋ

Ѥ⁪ ᶁḧ ғᶴ Ḭἥ ẑ ᶴ ῗᵋᵀתọ

 

 

06 Ḭ  ԃḌҺ C05 
ԃḌҺḾ ғᶴ ךּ Ḭ ιѮ ԋ├ᶁḧ ғӔ

ῗᵋזּ ḧẉ ιᶁḧ ғᶴ ΆẪ￼ᵀתớ  
Һ   

07 ֧ԏ ἵᵓ   Һ ṷ҆חἍ  
Һ ṷ҆חἍ⅛ẉḾѧỌ ₭ ғ ḧιẊ֧ԏ

ḧἵᵓ 
ḧἵᵓ 



编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

08 
ᶈ ѧᶪ֒

ᶴ ךּ ᴅ 

ח ᶁḧ ғҺ

 
 

ח ᶁḧ ғҺ ᶈ ᾤ҆ўᴅӈ ғ ѧᶪ֒

ᶴ ךּ ᴅιẊώҐ ԋ ῎ ᾳ 
ᶁḧ ғἵẘ  

09 Ḭ⁄/Ḭἥ   
ṴᴌӰḌ Ṵ ᾤ

ṕ 
C06 

ṴᴌӰḌḾᶴ ךּ Ḭ⁄ιṴ ᾤṕḾểᶴ

ғ Ḭἥ  
 

10 

⁞ὯḬἥ ‛

ѧỌ Ѯ Ὅ

ᶴ ΆẪ   

ᶁḧ ғặᴭ ת

 Қה
 

ᶁḧ ғặᴭ ת Қ⁞ὯḬἥה ‛ѧỌ Ѯ

Ὅᶴ ΆẪ ᴵ Ὅ֧ᵩ Ґּי ѕΆ ‗ᶴ Ά

Ẫ  

 

11 ᾯ  ӡỤח

ᶁḧ ғặᴭ ת

Қה ח

ѮהҺ ח

ᶁḧ ғҺ  

 

ᶴ Ḣ⅞ᵅιᶁḧ ғặᴭ ת ҚᴣῊה ᾯᶁ

ḧ ғᴶ ӡỤι ח ᶁḧ ғҺ ⁞ὯἥᶶӮ ғ

￼῎ ι ח ѮהҺ ᴣῊḾᶴ ғ ᶴח

ת ᾠԄі  

 

无形资产申报入账流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 

ώҐ ᵀ

ᵃ ᴧ

ᾠᴅ ԋ

ᾳ  ח

ӡỤה Қ C01 

ӡỤה Қ ԋ ḯᵙҚᵔḾ Ҁ￼

ҭ ᾠιⱡᵅᵇ ח ώҐ ҭ Ҁᵀᵃ

ᾠᴅᴣᴧ  

ᵀᵃ ᴧ

ᾠᴅ 



02 

ᶈ ғ ת

ѧẹԄ ғ

ӡỤ 

ח ᶁḧ ғҺ

 
C02 

ח ᶁḧ ғҺ ⁞Ὧ ᾠᴅἆ ᾠἵᵓ

ᴧ ᵀᵃ ӡỤιᶈּזᴤ ח ѧẹԄ

ғӡỤιἔᴍ ғᴊⱭιẊᶈ ᾤ҆ўᴅӈ

ғ ѧẹԄ ғӡỤ  

 

03 
Ӯῂẻ ғ

 
ח ѮהҺ ח   ѮהҺ Ӯῂẻ ғ ῎   

无形资产转让及处置流程-流程说明 

编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

01 ώ֧ἵẘּך  ѧỌ  Қ C01ה
Ӕּז ḯ Қώ֧ῂẻ ғἵẘᶴ ךּ ι֒῎ῂ

ẻ ғᵄ ῄῼ Ү⁪ ἵẘᴝᵼ  

ῂẻ ғἵẘּך

ᴅ 

02 
Ḭ⁄ιẊᶪ֒ἵ

ẘ  

ғặᴭ ת Ἡ

 Қᵔ 
C02 

ғặᴭ ת Ἡ ҚᵔḾᴿӔּז ḯώ֧￼ᶴ

Ḭ⁄ιḬ⁄ ᵅιᶪ֒ᶁḧ ғἵẘ  
ᶁḧ ғἵẘ  

03 Ḭ⁄ 
ғặᴭ ת

Қ 
C03 

ғặᴭ ת ҚḬ⁄ ғἵẘ ιѮ ԋ├

ểᶴ ғ￼ᴅӈҮӪἆ ἥ ҮӪῗᵋ ֹ ᶴ

￼ ι֧ԏḬ⁄Ỵ  

 

04 Ḭ⁄ ѧỌ֫ Ṁ C04 
ѧỌ֫ ṀḾ ғᶴ ךּ Ḭ⁄ιѮ ԋ├ῗ

ᵋѤ⁪ ғᶴ Ḭἥ ẑ ᶴ ῗᵋᵀתọ  
 

05 Ḭ  ԃḌҺ C05 
ԃḌҺḾ ғᶴ ךּ Ḭ ιѮ ԋ├ᶁḧ ғ

Ӕּזῗᵋ ḧẉ ι ғᶴ ΆẪ￼ᵀתớ  
Һ  



编号 步骤名称 主责部门/岗位 控制编号 步骤描述 输出文档 

06 ֧ԏ ἵᵓ Һ ṷ҆חἍ  
Һ ṷ҆חἍ⅛ẉḾѧỌ ₭ ғ ḧιẊ֧ԏ

ḧἵᵓ 
ḧἵᵓ 

07 
ᶈ ѧᶪἵᶴ

ךּ ᴅ 

ח ᶁḧ ғ ת

Һ  
C06 

ח ᶁḧ ғ Һת ᶈ ᾤ҆ўᴅӈ ғ ѧ

ᶪ֒ᶴ ךּ ιẊώҐ ԋ ῎ ᾳ 
ғᶴךּת  

08 Ḭ⁄ ṴᴌӰḌ C07 ṴᴌӰḌḾᶴ ךּ Ḭ⁄   

09 Ḭἥ Ṵ ᾤṕ C08 Ṵ ᾤṕḾᶴ ךּ Ḭἥ   

10 
⁞ὯἥᶶӮ ח

ᶴת 

ח ᶁḧ ғҺ

ח ѮהҺ  
 

ח ᶁḧ ғҺ ⁞ὯἥᶶỴ ғ￼῎

ח ѮהҺ ⁞ὯἥᶶỴ Ӯ ιẊתᶴח ᾯ ח

ӡỤ  

 

六、合同管理 

ѧỌ ᵀת ӈ ῎   ι Ỉњў ᵙת ᵀ ᵀ￼ᴝֱι Ḭ⁄Һ ֺẙιḫ҃אᵀᵃ љת

ת ᾠᾟ ת ᵀ￼ԅ ớᵙטỗớ￼ ת  

1.适用范围 

 ╙ ѧỌљ҈זּ ⱡҚ │ҚᴣԎҤ Ẉ Ѯӌѳ ᴪ῭ ₿↓҆ ַѲחԋ ￼ᵀᵃᴣᴃ  

2.规章制度 



ε1ζ ᵀᵃ ẙֺת  

3.相关部门职责 

ѧỌᵀᵃ ╙ת ╧ᴣᵀᵃἨה ᵀᵃ ת ᵀᵃặᴭ ת ᵙѧỌ Ṁ  

ε1ζḬ ḯῗѧỌᵀᵃặᴭ ת ι Ḿ ᶀԓἍ╧ᵀᵃ҆ח ặᴭ ιѮת ѭḬ‬ᵀᵃ￼ ḫớ ọ ớ

ᴵ ớᵙ ╝ιᵃῊ⁞ὯѧỌ￼ ώӗᵙ ԋ│ễ│ ιẊ ֘ᵀᵃ ת ѧ֧א￼ᵀᵃ ᴣԎҤ│ễ  

ε2ζѧỌῗᵀᵃặ⁶ ιѮ Ḿᵀᵃ ֫ ιẊת ᵀᵃ￼ ҆ḩ  

ε3ζᵀᵃἨה ᵀᵃ￼ ι ᵀᵃ ￼ᴃ ᶴתṪӐι ễ│תה │ Ἅ ḧ￼ᵀᵃẔẸ ￼

ἥ֝ ︡ ἆᶵ⁮ἐ  

ε4ζT ᵃўחᵃῊ╧ᴣԎҤῶԋ   ￼ι⅝ḅ╧ᴣ↨ּכ↔ῧ ἆ╧ᴣḠԅ￼ιọ Ởח ᶢấἆῶԋ ўחḬ‬ι

ԎḠԅớ ᴵ ớ  

合同申报与审批管理——流程说明 

编号 步骤名称 主责部门/岗位 
控制 

编号 
步骤描述 输出文档 

01 Ὁḧᵀᵃᾰ  ᵀᵃἨה ḯ  Қ C01ה

ᵀᵃἨה ḯ Қה ԋḬἥ╙ љᶹ ᴅ

ӈ ἄ ╝ᵀᵃỴᵇẊὉḧᵀᵃᾰ ִ ι⁞

Ὧᵀᵃ ԋԓḳᶪ֒ᵀᵃ Ḭ ι֝ ᶵᶹ ᴅӈ

 ᾳιώҐ ҚḬ⁄  

ᵀᵃḬἥҺ

             

 ᵀᵃ ⁮ 



编号 步骤名称 主责部门/岗位 
控制 

编号 
步骤描述 输出文档 

02 Ḭ⁄ ᵀᵃἨה ḯ Қ C02 

ᵀᵃἨה ḯ ҚḬ⁄ᵀᵃᾰ ִ ᴣ ԋ

ҭ ᾳιѮ ԋ├ᵀᵃᾰ Ὁḧ￼֝ ớᴣ ҭ

ԅớιᶈᵀᵃ Ḭ ѧώ֧ ԋỴ  

 

03 Һ  

Һ εᵀᵃἨה

ḯ ח Ḭ ḯ│

ễ Ḭ ḯḬ ᵔ

ў֫ח ѧỌѮ

үζ 

C03 

Һ Ḿᵀᵃᾰ ִ Һ ιẊώ֧ѿ Ỵ

 

Ἠה ḯ ҚḾᵀᵃѧᴠᾭ ∂ ᶚᴺ Ἡ ‍

₲ Ḭ⁄ψ 

ח Ḿᵀᵃ ҥ₲ΆẪ ╝ớ Ά

￼Ḭ⁄ψ 

Ḭ ḯ│ễ Ѯ Ḿḫ ớ‍₲ῗᵋᵀ│

Ḣᾯ ῎ ԏӌ ᾰḔ ῗᵋῂ℗Ѳ ￼Ḭ⁄ι

ᶈ ᵀᵃḬἥҺ ѧώ֧ ԋỴ ψ 

╧ᴣ ԋ ᾤ ḯι ԋ Ḭ

⁄ιẊᶈ ᵀᵃḬἥҺ ѧώ֧ ԋỴ  

Ḭ ḯḬ ᵔḾᵀᵃᾰ ￼ᵀ ớ ᵀ│ớ ᶶ

⁄Ẋ Ỵ  

Ἠה ￼֫ Ṁָ֫ḾᵀᵃἩ ‍₲љ ╝

‍₲ Ḭ⁄ιẊᶈ ᵀᵃḬἥҺ ѧώ֧

ԋỴ ψ ╧ᴣ ԋ ḯι ԋ ḯ֫

Ḭ⁄ιѮ Ḿ╧ᴣԎ ￼ᵀᵃԓḳ Ḭ⁄ιẊ

ᶈ ᵀᵃḬἥҺ ѧώ֧ ԋỴ ψ 

ѭ ҆ ιҺ ᵅὶℓ 04 ѭ ᶽ ╝

ᵀᵃι ԇҺḬה ֘ḧ ὶℓ 05  

ễṷỴ ѿ 



编号 步骤名称 主责部门/岗位 
控制 

编号 
步骤描述 输出文档 

04 Ḭἥ ѧỌѮү C04 
ᵀ ԋỴ ι Ỵ љấ ᵀᵃἨ

ה ḯ Қ⁞ὯḬ⁄Ỵה Ӣᾡιὶℓ 06  
 

05 Ḭ  ԇҺ C05ה 

Ḿ҈ẽᵠ ᶽ ╧ᴣ њўἩ ἆ│ễԋ ᶶ 

￼ᵀᵃιҺ Ḭ⁄ᵅι ώҐ ԇҺḬה

ἥ֝  

Һ  

06 Ḭḧ ԃḌҺ C06 

Ḿ҈ẽᵠ ᶽ ╧ᴣ њўἩ ἆ│ễԋ ᶶ 

￼ᵀᵃιԃḌҺ ᵀ ԋ ᴣ ԇҺỴה

Ḭḧ  

Һ  

07 
⁞ὯḬ⁄Ỵ

Ӣᾡ 
ᵀᵃἨה ḯ  Қ C07ה

ᵀᵃἨה ḯ Қ⁞ὯḬ⁄Ỵה љấ Ḿᵀᵃ

ᾰ  Ӣᾡιẻἄᵀᵃḧ  
 

08 Ḭ⁄ 



编号 步骤名称 主责部门/岗位 
控制 

编号 
步骤描述 输出文档 

13 ︡ ᶵ⁮ Ḭ ḯᵀᵃ   ᵔת
Ḭ ḯᵀᵃ תᵔᾯת ԋ ᾳι︡ ᵀᵃᴶ

ᶵ⁮ιїὶɒᵀᵃ љ ╙ת ɓ  
ᵀᵃᴶ  

ᵀᵃ љ ╙ת ɋɋ╙ ῎ 

ᴺ ℓ ᵄ  Ѯ / ӈ ίֺ ᴺ ℓ ὼ  ֧ᾰ⁶ 

1 љ  
ᵀᵃἨה ḯ Қה Ḭ ḯ

ᵀᵃ  ᵔת
 

ᵀᵃἨה ḯ Қה ᵀᵃιḬ ḯᵀᵃ ᵔת

⁞Ὧᵀᵃᴶ ḾἨה ḯ Қה ιώ

Қᾟҥה ẙ  

 

2 Ḿ  
Ḭ ḯᵀᵃ ᵔת ח Һ

 
C01 

Ḭ ḯᵀᵃ ᵔḧῼљת Қᵔ⁄ḫᾟҥח ẙι

Ẋ⁞Ὧḫ ừ֙῭Ὰᵀᵃᴶ ᴧּוᵀᵃ Ӽ

ᴪ῭ ừ֙ιὶɒᵀᵃ љḬἥ ╙ת ɓψ

јᴧּוᵀᵃ Ӽ ᴪ῭ ừ֙ιὶℓ

03  

 

3 

⁞Ὧ ừ֙ᴣῊ

῭Ὰᵀᵃᴶ ֫

ᴺι︡ Ẋ

ᾯ⁶ת⁮ 

Ḭ ḯᵀᵃ  ᵔ C02ת

Ḭ ḯᵀᵃ ᵔ⁞Ὧᵀᵃת ừ֙ᴣῊ῭Ὰᵀ

ᵃᴶ ιẊḾᵀᵃᴶ ֫ ᴺι︡ Ẋᾯ

⁮⁶ת  

ᵀᵃᴶ  

七、科研项目管理 



1.适用范围 

 ╙  ᴎתṴỌ῎῍҈זּ љẇ ѧỌ ἵךּ Ḭ ḫᾼ ѧῼ₅‬ ⁶⁮ ᴣת Ӕּז ת

ўח  

2.规章制度 

ε1ζ │הת  

ε2ζ │הת  

ε3ζ │הת  

3.相关部门职责 

ε1ζẇ ѧỌχ ᴿ ￼ῄẂ ת ὐץ ἵךּ Ḭ ḫᾼ ᴣ ԋӡỤῸחṪӐψᴃᵃ ח ӮḄ

ԋ҆ח￼ חᵙῸת  

ε2ζ ח χ ￼ ח ᵙҺת ⁄ ιᴃיὝṀ ￼ ֺᵙ ᾯιὝṀ Қ Ɫ

│ ιᵀ Ӕּז ιḬ‬ ֘ ιᴃיӮḄ Ḭ  

ε3ζḬ ḯχ ￼Ḭ  

ε4ζ Қχ ԏӌḫᾼўחιḾ ￼Ὴ Ά│ ἄ‛Ӯ֧ ֮ᵙ ι

ᴣῊ Ҹ ᶊ֝ᶵ ᴿ  ᾳιὶᴩѧῼ₅‬ᴣ ᾠ Ә│ Ὧḫ ֺ ᵙ֘ ιѤ⁪ὟⱢἥᶶ￼ Ӕ

זּ ιẊ ὶᴩѮ ḌἘᴅӈᵙѧỌ ԋ ￼ ת ₅‬ᵙ Ḿ ḫᾼ ѧᴿ ᴣט╗ ᾟ֧￼ ḫớ



ᵀ│ớ ԋớ ῶᾦớᵙ ớἨἻԅ ү  

ἵךּ ╙ת ɋɋ


