SO GD & BT NAM BINH CONG HOA XA HQI CHU NGHIA VIET NAM
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Sb: 232/QP- THPTXTB

Xudn Truong, ngay 18 thang 10 nam 2024

QUYET PINH
Ve viéc ban hanh Quy ché mua sam, quan ly,
str dung tai san cong cia Truwong THPT Xuin Truong B

HIEU TRUONG TRUONG THPT XUAN TRUONG B

Can cir Piéu 16 truong trung hoc co so, truong trung hoc phé théng va trwong phéd
théng c6 nhiéu cap hoc ban hanh kém theo Théng tw sé 12/2011/TT-BGDDT, ngay
28/3/2011 cua B¢ truong Bo Gido duc va Pao tao;

Can cit Théng s6 58/2016/TT-BTC ngay 29/3/2016 ciia Bé Tai chinh quy dinh chi
tiét viéc sir dung von nha nude dé mua sam, duy tri hoat dong thirong xuyén ciia co quan
nNha nuoc, don vi sy nghiép cong lap;

Can cir Ludt quan Iy, sit dung tai san céng s6 15/2017/QHI14 ngay 21/6/2017 ciia
Quéc hor,

Can cit Nghi dinh s6 167/2017/ND-CP ngay 31/12/2017 cia Chinh phii quy dinh
viéc sdp xép lai, xir Iy tdi san cong;

Can cir Thong twr s6 144/201 7/TT-BTC ngay 29/12/2017 cua Bo Tai chinh Hudng
dan mét sé ni dung cua Nghi dinh s6 151/2017/NP-CP ngay 26/12/2017 ciia Chinh phii
quy dinh chi tiét mét sé dzeu cua Ludt quan ly, sw dung tai san cong;

Can cit Nghi quyét so 06/2018/NQ-HDND ngay 06/7/2018 cua Hoi dong nhan ddn
tinh Nam Pinh Quy dinh vé phdn cdp tham quyén quan Iy tai san cong tai cdc co quan, t6
chure, don vi thuoc dia phuong quan ly trén dia ban tinh Nam Dinh,

Can cir Cong van sé 06/2021/QD-UBND ngay 04/3/2021 ciia Uy ban nhédn dén
tinh Nam Dinh vé viéc ban hanh tiéu chuan, dinh mitc siv dung may moc, thiét bi chuyén
dung trong linh vuc gido duc va dao tao cho cdc co quan, don vi thuoc pham vi quan ly
cua tinh Nam Dinh.

Can cit Céng van sé 1595/STC-QLG&CS ngay 30/7/2018 hwéng dan sir dung tai
san cong vao muc dich kinh doanh, cho thué, lién doanh, lién két tai don vi sw nghiép
cong ldp;

Can cir Cong vin s6 354/STC-QLG&CS ngay 11/4/2019 cia S¢ Tai chinh Nam
Pinh huéng dan xie Iy tai san cong theo hinh thirc diéu chuyén tai san céng va thanh Iy
tai san cong tai co quan, té chire, don vi thudc dia phiong quan 1y trén dia ban tinh Nam
Dinh;

Can cir Cong vin s6 630/SGDPT-KHTC ngay 09/5/2020 ciia S6 Gido duc va Pdo
tao Nam Dinh vé viéc xdy dung quy ché mua sam, quan Iy, sir dung tdi san cong tai co
quan, don vi;

Can cir Nghi quyét sé6 192/NO-THPTXTB ngay 04/10/2024 Héi nghi Nha gido,
can bo quan ly, nguoi lao dong cua Truwong THPT Xudn Truong B nam hoc 2024-2025.

QUYET DINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy ché mua sim, quan 1y, sir dung



tai san cong” ap dung tai Truong THPT Xuéan Truong B.

Diéu 2. Quyét dinh c6 hiéu luc ké tir ngay ky, thay thé Quyét dinh s6 214/QD-
THPTXTB vé viéc ban hanh Quy ché mua sam, quan ly, st dung tai san cong cua
Truong THPT Xuan Trudng B. Cac ndi dung khac vé mua sam, quan 1y, str dung tai san
cong khong duoc quy dinh tai Quy ché nay thi s€ thuc hi¢n theo cac van ban quy pham
phap luat hién hanh.

Piéu 3. Quy ché mua sim, quan 1y, sir dung tai san cong 1a co s& phap 1y dé trién
khai thyc hién tai Truong THPT Xuan Truong B. Trong qua trinh thuc hién, néu co su
thay d6i vé co ché, chinh sach ... nha trudng s& diéu chinh, bd sung cho phu hop tinh
hinh thuc té ciia don vi. Cac bd phan, c& nhan can bo, gi4o vién, nhan vién, nguoi lao
dong va hoc sinh Truong THPT Xuan Truong B chiu trach nhiém thi hanh quyét dinh
nay./.
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QUY CHE QUAN LY, SU DUNG TAI SAN CONG TRONG TRUONG HQC
(Ban hanh kém theo Quyet dinh so: 132/0D-THPTXTB, ngay .../10/ 2024

cua Hiéu truong Truong THPT Xudn Truong B)

CAN CU PE XAY DUNG QUY CHE

Can cir Diéu 1¢ trudng trung hoc co so, trudng trung hoc pho thong va trudng phd
thong c6 nhiéu cip hoc ban hanh kém theo Thong tu sé 12/2011/TT-BGDDT, ngiy
28/3/2011 cua Bo truong B Giao duc va Pao tao;

Cin ctr Thong s6 58/2016/TT-BTC ngay 29/3/2016 cua Bo Tai chinh quy dinh chi
tiét viée sur dung von nha nude dé mua sam, duy tri hoat dong thuong xuyén cia co quan
nha nudc, don vi su nghiép cong lap;

Cin ctr Lut quan 1y, st dung tai san cong s6 15/2017/QH14 ngay 21/6/2017 cia
Quéc héi;

Cin ¢t Nghi dinh sé 167/2017/ND-CP ngay 31/12/2017 ctia Chinh phi quy dinh
viée sip xép lai, xur 1y tai san cong;

Cin ctr Thong tu s6 144/2017/TT-BTC ngay 29/12/2017 caa B6 Tai chinh Hudng
dan mot s6 ndi dung cua Nghi dinh sé 151/2017/ND-CP ngay 26/12/2017 ciia Chinh phu
quy dinh chi tiét mot s6 diéu cua Luat quan ly, sir dung tai san cong;

Cin ct Nghi quyét so 06/2018/NQ-HDND ngay 06/7/2018 ctua Hoi dong nhan dan
tinh Nam Pinh Quy dinh vé phan cdp thim quyén quan 1y tai san cong tai cic co quan, to
chtrc, don vi thudc dia phuong quan 1y trén dia ban tinh Nam Dinh;

Cian ctr Cong van sd 06/2021/QD-UBND ngay 04/3/2021 ctia Uy ban nhan dan
tinh Nam Dinh vé viéc ban hanh tiéu chuan, dinh mc sir dung may méc, thiét bi chuyén
dung trong linh vuc gido duc va dao tao cho cac co quan, don vi thuoc pham vi quan ly
cua tinh Nam Dinh.

Cin clir Cong van sd 1595/STC-QLG&CS ngay 30/7/2018 hudng dan sir dung tai
san cong vao muc dich kinh doanh, cho thué, lién doanh, lién két tai don vi su nghi¢p
cong lap;

Cin cir Cong van sé 354/STC-QLG&CS ngay 11/4/2019 ciia S& Tai chinh Nam
Dinh hudng dan xir 1y tai san cong theo hinh thirc diéu chuyén tai san cong va thanh 1y tai
san cong tai co quan, tO chirc, don vi thudc dia phuong quan 1y trén dia ban tinh Nam
Pinh;

Cin ctr Cong vin s6 630/SGDPT-KHTC ngay 09/5/2020 cua So Gido duc va Pao
tao Nam Dinh vé viéc xay dung quy ché mua sim, quan ly, str dung tai san cong tai co
quan, don vi;

Cin ctr Nghi quyét s6 192/NQ-THPTXTB ngay 04/10/2024 Hoi nghi Nha giéo,
can bg quan 1y, nguoi lao dong cia Truong THPT Xuan Truong B nam hoc 2024-2025.

CHUONG I
QUY DINH CHUNG

Pi¢u 1. Pham vi diéu chinh va d6i twong 4p dung

1. Quy ché nay quy dinh trdch nhi¢m va tham quyén quyét dinh cua céc bo phan,
c4 nhan trong quan 1y, st dung, mua sam, tiép nhan, sira chira, diéu chuyén, thu hoi va
thanh ly tai san cong trong nha trudong.

2. Cong chuec, vién chiic, nhan vién, nguoi lao dong, hoc sinh ... dugc giao quan
1y, sit dung, mua sim tai san phai c6 trach nhiém thyc hién ding quy dinh cua Quy ché
nay va cac quy dinh hién hanh cua phap luat vé quan ly, str dung tai san cong.

3. Quy che nay khong ap dung dbi voi cac truong hop:

a) Mua sam vat tu, trang thiét bi thudc du an dau tu;



b) Mua sam trang thiét bi, phuong tién dic thu, chuyén ding cho qudc phong, an
ninh;

¢) Mua sdm tai san, hang hoa, dich vu tai nudc ngoai dé phuc vu hoat dong thuong
xuyeén cua cac co quan Viét Nam ¢ nudc ngoai;

Diéu 2. Muc dich ban hanh quy ché: Nhim thyc hién viéc thong nhit vé mua
sam, quan 1y, st dung tai san cua Truong THPT Xuan Trudng B dam bao tuan thu ding
cac quy dinh ciia phap luat va huéng dan ciia co quan Nha nude c6 thim quyén.

Khai thac, quan 1y va sir dung hiéu qua, tiét kiém tai san cong ctia don vi dé phuc
vu cong tac chuyén mon; phat huy quyén lam chu tap thé, céng khai, dan chu trong cong
tdc quan ly va st dung tai san cong; tdng cuong vai tro, trach nhiém cua cac bd phan
chuyén mén, trong cong tac tu kiém tra, giam sat ndi bo ciing nhu phat huy hiéu qua tai san
dugc trang bi.

Diéu 3. Tai san trong nha trudmg (Cin cir Diéu 4. Phéin logi tai san c¢é dinh
tai Théng tw s6 45/2018/TT-BTC ngay 07/5/2018 ciia B Tai chinh);

1. Phan loai theo tinh chat, dic diém:

1.1. Tai san cé dinh hiru hinh: La nhitng tai san c6 hinh thai vat chét, thoa man
dong thoi 02 tiéu chuan (CO thoi han sit dung tir 01 nim trd 1én; co6 nguyén gia tir
10.000.000 ddng tré 1én). Tai san ¢b dinh hitu hinh gom: Nha 1am viéc; hoi trudng;
phong hoc; nha cong vu; nha xe, cong trinh xay dung khac. Vat kién tric (tudng rao; san
thé thao; san choi, bé chtra); may moc, thiét bi; cdy lau nam; tai san ¢d dinh hitu hinh
khac

1.2. Tai san c6 dinh vé hinh: La tai san khong c6 hinh thi vat chat, thoa man dong
thoi 02 tiéu chuan (C6 thoi han sir dung tir 01 ndm tr¢ 1én; c6 nguyén gia tir 10.000.000
ddng tro 1én), nhu: Quyén st dung dat, phdn mém ung dung, tai san cd dinh vo hinh
khac.

1.3. Céng cu, dung cu: Bao gom cac tai san phuc vu cac hoat dong giao duc cua
nha trudng: ban ghé hoc sinh, dung cu thé duc thé thao, tai san khac c6 gia tri nguyén gia
dué6i 10.000.000 dong.

2. Phan loai theo ngudn gdc hinh thanh tai san: Tai san hinh thanh do mua sam; do
dau tu xay dung; duoc giao; dugc cho ting; tai san cb dinh khi kiém ké phat hién thira
chua dugc theo doi trén s6 ké toan; tai san ¢ dinh dugc hinh thanh tir ngudn khac.

Picu 4. Nguyen tic mua siam, quan ly, st dung tai san

1. Mua sam trang thiét bi, phuwong tién 1am viéc theo quy dinh cua Thu tudng
Chinh phu vé tiéu chudn, dinh muc trang thiét bi va phuong tién lam viéc cia cac co
quan va can b, cong chirc, vién chirc nha nude dé duy tri hoat dong thudong xuyén cua
don vi.

2. Tai san phai dugc quan 1y, khai thac, duy tu, bao dudng, sira chita, dugc thong
ké, ké toan day du vé hién vat va gia tri.

3. Viéc mua sim, sit dung tai san phai bdo dam tiét kiém, hiéu qua, dung muc
dich, cong nang, doi tuong, tiéu chuan, dinh mirc, ché do theo quy dinh ciia phap luat.

4. Viéc mua sam, quan ly, st dung tai san cong phai dugc thyc hién cong khai,
minh bach, bao dam thuc hanh tiét kiém, chéng lang phi, phong, chéng tham nhiing.

5. Viéc mua sam, quan ly, st dung tai san phai dugc giam sat, thanh tra, kiém tra;
moi hanh vi vi pham phap luat vé quan 1y, sir dung tai san cong phai duoc xir 1y kip thoi,
nghiém minh theo quy dinh ctua phap luat.

Piéu 5. Trach nhiém cta ngudi duoc giao quan 1y tai san: Cac bo phéan, ca nhan
dugc giao quan ly, st dung tai san c6 trach nhiém sau:

1. Quan Iy, str dung tai san Nha nuéc theo diing quy dinh ctia Quy ché nay.



2. Lap va thyc hién ké hoach mua sam, stra chita, cai tao; thanh 1y tai san theo quy
dinh cua Nha nudc.

3. Bao v¢, gilt gin tai san dugc giao; khong duoc dé tai san thét lac, hu hong, mét
mat.

4. Céc bo phan co thé giao tai san 13 phwong tién 1am viéc hang ngdy cho ca nhan
thudc to minh truc tiép bao quan va sir dung.

5. Cac b phan dugc giao quan ly tai san chi dugc phép st dung vao muc dich
chung; khong dugc chiém dung lam tai san riéng.

6. Cac t6 chuyén mon, phong bd mén, cic phong chic ning dwgc giao quan 1y
phai ¢6 trach nhiém dinh ky kiém tra viéc quan 1y, st dung tai san Nha nudc ma minh
phu trach quan 1y.

CHUONG II
MUA SAM TAI SAN

Picu 6. N¢i dung mua sam (Theo Piéu 2 Thong tu 58/2016-BTC) gom:

a) Mua sam trang thiét bi, phuong tién 1am viéc theo quy dinh ciia Thu tudng
Chinh phu vé tiéu chudn, dinh muc trang thiét bi va phuong tién lam viéc ctia cac co
quan va can bd, cong chure, vién chirc nha nudc;

b) Mua sim may moc, trang thiét bi phuc vu cho cong tac chuyén mon, phuc vu an
toan lao dong, phong chay, chira chay;

) Mua sim nguyén nhién liéu, xing dau, vat tu, vt liéu tiéu hao, cong cu, dung
cu bdo ddm hoat dong thuong xuyén;

d) May sam trang phuc nganh, trang phuc phuc vu hoat dong dic thu ciia nganh,
linh vyuc theo quy dinh (nhu: quin 4o bao vé, trang phuc cia gido vién TD-GDQP, nhan
vién Y té);

d) Mua sam cac san pham cong nghé thong tin gom: May moc, thiét bi, phu kién,
phan mém va cac san pham, dich vu cong nghé thong tin khac, bao gom ca lap dat, chay
thir, bao hanh (néu c0) thugc du an cong nghé thong tin sir dung vbn sy nghiép theo quy
dinh cta Chinh phii vé quan 1y dau tu tmg dung cong nghé thong tin st dung ngudn von
ngan sach nha nudc;

e) San pham in, tai lidu, biéu mau, an pham, an chi, tem; vin hoa pham, sach, tai
lidu, phim anh va cac san pham, dich vu dé tuyén truyén, quang ba va phuc vu cho cong
tac chuyén mon nghiép vu;

g) Dich vu phi tu van bao gom: Thué cac dich vu bao tri, bao dudng, stra chira
may moc, trang thiét bi, phuong tién lam vi¢c, phuong tién van chuyén; sta chita thuong
xuyén nho, 1é nha cira, cong trinh xay dung khong thudc du an dau tu xay dung co ban;
dich vu thué try s¢ lam viéc, nha tram, 6 t6 phuc vu cong tac, vé sinh cong nghi€p; dich
vu xtt Iy chat thai; dich vu chdm séc vudn hoa, ciy canh; dich vu thué duong truyén dan;
dich vu bao hiém; dich vu thim dinh gia (neu c0); dich vu cung cap dién, nudc, dién
thoai ¢6 dinh; dich vu dao tao, tap huén, t6 chirc hoi nghi, hoi thao va cac dich vy phi tu
van khac;

h) Dich vu tu vin bao gdm: Tu Van lya chon cong nghé, tu van dé lap, phan tich,
danh gia ho so du thau va cac dich vu tu van khac trong mua sim nham duy tri hoat dong
thuong xuyén cua co quan, don vi;

i) Ban quyén s& hitu cong nghiép, s& hiru tri tug (néu co);

k) Cac loai tai san, hang hoa, dich vu tu van, dich vu phi tu van khac duge mua
sam nham duy tri hoat dong thuong xuyén cia co quan, don vi.



Céc loai tai san, hang hoa, dich vu tu van, dich vu phi tu van néu trén, sau day goi
chung 1a tai san, hang hoéa, dich vu.

Diéu 7. Ngudn kinh phi mua sim tai san, hang hoéa, dich vy, gom:

a) Ngudn chi thuong xuyén ngan sach nha nudc theo quy dinh cua Luat Ngan sach
nha nudc dugce co quan c6 tham quyén giao trong du toan chi ngén sach hang nam cua co
quan, don vi (bao gom ca ngudn bd sung trong nim);

b) Ngudn von su nghiép thuc hién Chuong trinh Muc tiéu quéc gia trong truong
hop thyc hién theo hinh thirc khong hinh thanh du an dau tu;

¢) Ngudn thu tir phi, 1& phi dugc st dung theo quy dinh cta phap luat vé phi, 16
phi;

d) Nguon kinh phi tir thu hoat dong sy nghiép, qu¥y phét trién hoat dong su nghiép,
quy khen thuong, quy phtc loi, qui hop phap khac theo quy dinh cta phap luat tai don vi
su nghi€p cong lap;

d) Nguon Quy Bao hiém y té;

e) Nguon thu hop phap khéac theo quy dinh (néu co).

Piéu 8. Viéc mua sam tai san trong nim phai thuc hién theo trinh tw sau

1. Kiém ke tai san tai cac bo phan, phong ban dé xac dinh nhu cau can mua sam tai
san.

2. Lap ké hoach mua sam trong nam.

3. Cac to6 nhom, phong ban chuyén mén I1ap du trl mua sam nhitng tai san can
thiét giri Hiéu truong, hoic Pho Hiéu trudng (dugc uy quyén) kiém tra, xét duyét.

4. Hiéu truong hoic Pho Hiéu trudng (duoc ty quyén) ky duyét ké hoach mua sam
ctia cac té6 nhém, phong ban chuyén mén.

5. Lua chon nha cung cap, tham khao gié tai san can mua sam, ra quyét dinh chi
dinh thau va lam thuong thao, ky két hop ddong mua sam.

6. Ké toan ghi ting tai san mua sam, tinh khau hao tai san va Iap bién ban ban giao
tai san mua sam cho bo phan dé nghi mua tai san dwa vao sir dung.

7. Truong hop mua sim dot xuat ngoai ké hoach trong nim do nhu cau céng viéc:
Ban TC — CSVC ban bac, théng nhat trién khai cac budc 3,4,5,6 caa diéu nay.

Piéu 9. Nguon kinh phi mua siam tai san, dau tw xay dwng: Tai san Nha nudc
do nha truong quan ly, sau day goli Chung la tai san thuoc Truong THPT Xuan Truong B
la nhitng tai san dwoc hinh thanh tir cAc ngudn ngan sach Nha nuéc hodc co ngudn géc tir
ngan sach Nha nuéc, tai san dugce dau tu xdy dung, mua sam tir cac nguon thu cia don vi
duoc phep su dung theo quy dinh, tir nguén Quy phét trién su nghiép cia don vi; Tai san
dugc dau tu xay dung, mua Sam tir cAC nguodn tai tro, biéu, ting cua cac td chic, cac ca
nhan trong va ngoai nuéc bao gom:

1. Nha, dat thuoc tru so 1am viéc va céc cong trinh xay dung khéc gan lién voi dat;
Quyén sir dung dat dé xay dung tru s& 1am viéc, co s¢ hoat dong su nghiép.

2. May moc, trang thiét bi lam viéc va cac tai san khac phuc vu nhu cau chuyén
mon, cong tac hoc tap va giang day duoc xac dinh la tai san theo Quy dinh tai Luat Tai
san.

Piéu 10. Tiéu chuan, dinh mikc, ché dd sir dung tai san

1. Pi véi tai san Nha nude da c6 quy dinh vé tiéu chuan, dinh muac st dung cia
co quan Nha nuéc ¢ tham quyén, don vi su nghiép dugc cap va sir dung theo tiéu chuan,
dinh mirc d6. Truong hop tai san ma Nha nudc chua co quy dinh vé tiéu chuan, dinh mirc
sir dung, don vi Su nghiép can c&r vao nhu cau sir dung tai san phuc vu hoat dong su
nghiép dé xay dung tiéu chuan, dinh muc s dung cho phii hop véi chire nang, nhiém vu
dugc giao, bao cdo co quan nha nudc co tham quyén phé duyét.



2. Béi véi don vi Truong THPT Xuén Truong B la don vi ty bao dam mat phan
chi phi; can cur vao nhu cau tai san can mua sam phuc vu cong tac chuyén mon thi viéc
mua siam cta don vi tir cAc nguoén kinh phi quy dinh tai Dleu 7 ctia Quy ché nay. Viéc dau
tu xdy dung co ban khong dugc ngan sach Nha nudc cip thi khong duoc sir dung tir
ngudn kinh phi ndy ma can huy dong tir nguon x& hoi hoa, tir nguén ung ho, biéu ting
cua cac to chirc, ca nhan trong va ngoai nudc.

CHUONG 111

QUY PINH QUAN LY, SUDUNG TAI SAN TRONG TRUONG HQC

Diéu 11. Poi twong dwoc giao quan 1y, sit dung tii sin cong

1. Hi¢u truéng, Pho hi¢u trudng, gido vién, nhan vién;

2. Cac t6 chirc, cac doan thé trong truong;

3. Cac bg phan chuyén quan: K& toan, van thu, y té, thiét bi, thu vién, bao v¢;

4. Hoc sinh toan tru’(‘mg

Diéu 12: Quy trinh t1ep nhan tai san

1. B6i véi tai san duoc cap

Hiéu truong ban hanh quyét dinh thanh lap t6 tiép nhan tai san. To tiép nhan c6
trach nhiém kiém tra cac loai gidy to clia bén giao tai san, hién trang cla tai san theo
dung cong nang sir dung. Chi tiép nhan tai san khi c6 du gidy to, dung chung loai, sir
dung tot. Lap bién ban ban giao nhan tai san. Bdo cdo Hiéu truong vé tai san méi nhén,
dé xudt phwong an bd tri quan 1y, sir dung. Ban giao toan bd ho so cho ké toan, phdi hop
v6i ké toan nhap so tai san theo phan mém quan 1y va dan ma cac tai san.

Hiéu trudng ra quyét dinh ‘ban giao tai san cho b6 phan quan ly, str dung (c6 danh
muc kém theo duoc in tir phan mem quan ly tai san).

2. Pdi voi tai san do céac td chirc va ca nhan tai tro, cho, tdng va tai san ty mua
khong can phai thanh 1ap to tiép nhan tai san. Ban TC-CSVC thuc hién cac quy trinh tiép
nhan tai san nhu khoan 1 diéu nay.

Pi¢u 13. Quyén va nghia vu ciia d6i twong dwoc giao quan 1y, sir dung tai sin
cong

1. Déi tugng duoc giao quan 1y, sir dung tai san cong c6 cac quyén sau day:

a) Sur dung tai san cong phuc vu hoat dong theo chirc ndng, nhiém vu dugc giao;

b) Thuc hién cac bién phap bao v¢, khai thac va st dung hiéu qua tai san cong
dugc giao theo ché d6 quy dinh.

2. Bdi tugng dugc giao quan 1y, sir dung tai san cong co cac nghia vu sau day:

a) Bao v¢, str dung tai san cong ding muc dich, tiéu chuan, dinh murc, ché do; bao
dam hiéu qua, tiét kiém;

b) Lap, quan 1y ho so tai san cong, ké toan, kiém ké, danh gia lai tai san cong theo
quy dinh cta phap lut va phap ludt vé ké toan;

c) B&o cao va cong khai tai san cong theo quy dinh cua phap luat;

d) Thuc hién nghia vu tai chinh trong st dung tai san cong theo quy dinh cua phap
luat;

@) Giao lai tai san khi c6 quyét dinh thu hdi ciia co quan, ngudi co thim quyén;

e) Chiu sy thanh tra, kiém tra, gidm sat cua co quan nha nudc c6 tham quyén;
giam sat cua cong ddng, cong chirc, vién chirc va Ban Thanh tra nhan dan trong quan 1y,
st dung tai san cong thudc pham vi quan ly theo quy dinh cua phap luit;

Pi¢u 14. Nhiém vu ciia d6i twong dwoc giao quan ly tai san cong

1. Hiu trudng, Pho hiu trudng dugce giao phu trach



a) T6 chirc thuc hién quan 1y, str dung tai san cong dé thuc hién chirc ning, nhiém
vu duoc Nha nudc giao; ban hanh quyét dinh ban giao tai san cho cac bd phan quan 1y
tryc tiép.

b) Tb chire kiém tra viéc quan 1y, sir dung tai san ctua cac by phan 1 lan/hoc ky;
thudng xuyén giam sat viéc quan 1y, sir dung tai san cua cac bd phan, to chirc, ca nhan
trong truong.

¢) Xt 1y theo thAm quyén hodc trinh co quan c¢6 thim quyén xt 1y cac hanh vi vi
pham phap luat vé quan 1y, st dung tai san cong.

2. Ké toan

a) Lap ho so lién quan dén viéc hinh thanh, bién dong tai san trén phan mém quan
Iy tai san; luu trir ho so tai san cia trudng;

b) Phéi hop véi cac dong chi trong Ban TC- CSVC, té Vin phong, thiét bi thuc
hién mot sd cong viéc sau:

- Vao s0 tai san khi ¢ tai san méi nhan vé;

- Kiém ké tai san vao cudi ky ké toan nim, kiém ké theo quyét dinh kiém ké cua
cac cap c6 tham quyén;

- Péanh gia lai tai san; xac dinh tai san thira, thiéu va nguyén nhan dé xir 1y theo
quy dinh cua phap luit; tinh hao mon cua tai san theo quy dinh cua phap luat;

- Thuc hién bao cédo tinh hinh quan 1y tai san theo van ban hién hanh; 1ap ho so
thanh 1y tai san kip thoi theo Quy ché nay; xay dung ké hoach bao tri, bao dudng;

- Thyc hién cac nhiém vu khac do Hi¢u truong phan cong.

3. Nhan vién thiét bi (theo Thong e 08/2019/TT — BGDPT ngay 02/5/2019 ciia Bo
truong bo Giao duc va Pao tao)

a) T6 chirc quan ly cac trang thiét bi cta cac phong thuc hanh Vat 1y, Hoa hoc,
Sinh hoc, Tin hoc, Ngoai ngit, dung cu thé duc thé thao, dung cu hoc mon giao duc quéc
phong, ting 4m loa dai, may chiéu, may tinh, nha da nang...Bao quan, st dung thiét bi;
Iwu giit, str dung ho so thiét bi; sira chita nhiing thiét bi don gian;

b) Lap ké hoach st dung, mua siam, stra chita thiét bi cua nha truong; 1ap hd so
thanh ly cac tai san dugc giao quan ly; tiéu huy thiét bi, hoa chat hong, het han st dung;

¢) Chuén bj cac thiét bi, hoa chat va vat liéu can thiét theo yéu cau cia timg moén
hoc, bai hoc cé st dung thiét bi; hudng dan sir dung thiét bi cho gido vién va hoc sinh
trong cac bai thyc hanh, thi nghiém; phéi hop véi gido vién huéng dan hoc sinh thuc
hanh, thi nghiém; thuc hién cong tic dam bao an toan, phong chéng chay nd trong qua
trinh thyc hanh, thi nghiém;

d) Khai thac phan mém tng dung quan ly thiét bi;

d) Lap bao cao dinh ky, thuong xuyén vé cong tac thiét bi, thi nghiém;

e) Phdi hop véi ké toan nhap thiét bi madi nhan vé vao so tai san;

g) Dan ma cdc tai san dugc quan ly theo quy dinh cia phap luat;

h) Thuc hién cac nhi€ém vu khac do Hiéu truong, Pho hiéu trudng phu trach phan
cong theo quy dinh.

4. Ban Tai chinh — CSVC (TC-CSVC)

a) T chuc quan ly cac tai san thuoc khu vuc nha hoc, khu hiéu bg, thu vién, kho,
nha xe, tudng rao, ...

b) Str dung hiéu qua tai san duoc giao; dinh ky to chirc kiém tra (1 lan/nam), kiém
ké (1 lan/hoc ky) tinh hinh st dung cta cac bd phan, phong ban, 16p hoc duoc giao quan
ly;

c) Lap ké hoach sir dung, mua sam, stra chira, danh muc céc tai san thanh ly trinh
Pho hi¢u truong phu trach phé duyét;



d) Phéi hop vé6i ké toan nhap tai san méi nhan vé vao s tai san;

d) Dan ma cdc tai san dugc quan ly theo quy dinh cta phap luat;

e) Luu trir hd so tai san dugc phan cong phu trach; tap hop toan bo hd so tai san
theo nim dong quyén luu van thu;

g) Thuc hién cac nhiém vu khéc do Hiu truong (Pho hi€u truong phu trach) phan
cong.

5. Nhan vién bao vé

a) Theo ddi, kiém tra bao quat toan bo khu vuc trong pham vi quan 1y cua truong,
kiém tra nguoi mang tai san cua truong ra khoi co quan (khi ¢6 nghi ngo);

b) Kiém tra cac phong hoc, nha lam vi€c, phong chirc nang, nha da nang ngoai gio
hanh chinh, dé tranh ton that tai san cta nha trudng;

) Thuc hién cac nhiém vu khac do Hiéu truong phan cong.

6. Cac to chirc, cac doan thé, hoc sinh trong trudng

a) Sur dung céc tai san theo diing cong ndng, ding muc dich, tiét kiém, hiéu qua;
bao quan, gilr gin cac tai san.

b) Pinh ky phdi hop véi Ban TC-CSVC ban giao, kiém ké tai san; Khi tai san bi
hong phai bao cao kip thoi dé khic phuc.

Pi¢u 15. Quy dinh viéc sir dung tai sin

1. Toan b tai san cua nha truong phai dugc sir dung diing cong nang, ding muc
dich theo quyét dinh cua Hiéu truong.

2. Tai san nhu: Phong hoc, phong hoi déng, thu vién, nha Pa nang, san choi, bai
tap, san bong da mi ni, hanh lang, cau thang, cac khu v¢ sinh chung, nha dé xe, san vuon,
bon hoa cdy canh, cac hé thong cip dién, cAp nudc, thong tin lién lac...cac to chirc va ca
nhan trong truong cd quyén binh dang trong viéc str dung chung va cd nghia vu chip
hanh cac quy dinh sau:

a) Cac bo phan mudn str dung phong hoi dong phai diang ky voi Ban CSVC (ghi rd
thoi gian thuc hién, yéu cau vé cong tac phuc vu); ¢6 trach nhiém bao quan tai san trong
qué trinh s dung.

b) Cac bd phan mubn sir dung nha da ning, san choi, bii tap, sin bong da mi ni
ngoai gio hoc phai dang ky véi bo phén thiét bi va lanh dao phu trach (ghi ro thoi gian
thue hién, yéu cau vé cong tac phuc vu) dé nha truong cir nhan vién bao vé quan ly, theo
d6i, giam sat; co trach nhiém bao quéan tai san trong qua trinh sir dung. Riéng dbi véi hoc
sinh, trir nhitng ngay nha trudng t6 chiic cac su kién theo ké hoach, chi duoc phép tap
luyén, vui choi thé thao sau gio hoc budi chiéu tai nha da nang, san choi, bai tap, san
bong da mi ni dén trude 18h hing ngay va phai dang ky voi BCH Poan trudng, tu chiu
trach nhiém vé an toan trong tap luyén va bao quan tai san; khong duoc tu y dua hoc sinh
ngoai nha trudng vao luyén tap; nhan vién Bao vé c6 trach nhiém don doc, nhac nhd HS
thue hién dung thoi gian quy dinh. CB, GV, NV trong truong co thé sir dung nha da
nang, san choi, bai tap dén 19h30 hing ngay; co trach nhiém bao quan tai san cua nha
truong, ngat dién trude khi ra vé. Trudng hop c6 céc to chue, ca nhén ngoai nha truong
giao Iuu hoat dong thé thao, c4 nhan c6 lién quan phai truc tiép bao cdo Hiéu trudng hodc
lanh dao phu trach, thong bao voi Bao vé dé phdi hop quan 1y tai san nha trudng.

¢) Déi voi phong hoc, phong lam viée, phong thi nghiém, phong hoc bd mén phai
vé sinh sach s&, khong duoc di chuyén bat ky tai san nao khi chua dugc phep cua Ban
CSVC hoic bo phan thiét bi; khong duoc viét v& 1én tuong, mang cac chat chay nd vao
phong.

d) Dbi voi phong thi nghiém, phong hoc b mén (bao gom ca phong thyc hanh
moén Tin hoc): Cac gido vién phai xdy dung ké hoach sir dung tir dau nam hoc c6 xac



nhan cua to trudong, Phd Hiéu truong phu trach. Khi ¢ nhu cau su dung phong thi
nghiém, phong hoc b6 moén phai dang ky voi bo phan thiét bi trudc 2 ngay theo mau
phiéu quy dinh.

d) P6i v6i khu vé sinh chung phai giit gin sach s&, kho rdo va thoang khi. Khong
dd rac sinh hoat, bi ché va cac loai rac khac vao cic chiu rira, bon vé sinh.

e) Nha dé xe hoc sinh, gido vién cua trudng duoc dung dé xe may, xe dap dién cho
hoc sinh, can bg, gido vién, nhan vién trong truong va khach dén lién hé cong tac theo
dang quy dinh; dam bao cong tac PCCC theo quy trinh.

) DBdi véi khu vuce hanh lang, cau thang khong duoc dé cac d6 dung va trang thiét
bi lam viéc ri€éng cua cac t6 chirc, ca nhan.

h) San truong chi dugc st dung dé phuc vu cac hoat dong tap thé, san choi cho
hoc sinh khong sir dung vao cac muc dich khac.

i) Khu vuce bdn hoa, ciy canh khong tu y trdng, dit chau hoa, thay ddi loai cay, vi
tri cay canh trong truong khi chua co sy dong y cta bd phan phu trach; khong ngit hoa
va vut rac vao cac chau cay.

k) Khong cho phép bat ctr to chic hodc tap thé nao ngoai trudng st dung ngudn
dién; ciAm tu y ddu ndi hé théng cdp dién, cAp nudc, dién thoai, mang internet ra ngoai
khuon vién trudng cho nguoi ngoai str dung; khong dé do dac gay can tré viée van hanh,
sira chita cac ta dién, hoc chita chdy tai cac ting va trong phong lam viéc.

4. Tai san dugc giao cho cac bo phan, ca nhan st dung

a) Cac phong lam viéc phai dugc bb tri hop 1y, gon gang, thuan loi cho cac thanh
vién trong to chtrc 1am viéc va dam bao cac diéu kién vé chiéu sang, diéu tiét khong khi,
duong truyén tin hiéu dién thoai, internet theo dung cac quy dinh cua nha nudc.

b) Khong dem céc chat doc hai, chat d& gay chay nd, 6 nhiém moi trudng vao
phong lam viéc, phong hoc.

¢) Phuong tién thong tin lién lac (ké ca dudng truyén internet) tai truong chi duge
st dung vao muc dich cong vu.

d) Hét gio 1am viéc phai tat cac thiét bi dién va khoa ctra phong 1am viéc; Khi nghi
lam viéc phai ban giao tai san cho bo phan quan 1y.

d) Hang ngay sau mdi budi hoc bao vé khoa hét cac phong hoc, cong chinh cua
truong.

Pi¢u 16: Bao dudng, sira chira tai san

Bao dudng: Nha truong thuc hién viéc stra chira va dinh ky bao dudng toan bé tai
san theo ché d, tiéu chuan k¥ thuat quy dinh. Khi tai san bi hong, bo phan dugc giao sir
dung va quan ly s¢€ thuc hién quy trinh sau:

1. B6 phan truc tiép s dung lap phiéu dé nghi sira chita tai Ban CSVC nha
truong;

2. Ban CSVC, ké toan c6 trach nhiém chi dao bd phan quan 1y tai san kiém tra
thuc té, dé xudt phuong 4n sira chita, ky xac nhan va chuyén Hiéu truong (Pho hiéu
truong phu trach phé duy¢ét);

3. Sau khi sua chita xong, thuc hién ban giao tai san cho by phén quan 1y va su
dung c6 bién ban kém theo;

Truong hop sau ddy nha truong khong stra chita, cic bd phan truc tiép st dung
phai ty sira chira, sau khi nha truong thanh 1ap ban kiém tra tai san xac nhan:

- C6 y 1am hong tai san, hodc khong co ¥ thirc giir gin, bao vé tai san;

- C6 y 1am mét tai san;

- Str dung tai san khong dung noi quy dinh (tw y di chuyén tai san khi chwa dwoc
phép cua nha truong),
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Diéu 17. Thu hoi, diéu chuyén, thanh 1y tai sin céng

1. Tai san Nha nuée (nha trudng) duoc giao cho cac to chire, ca nhan trong don vi
quan 1y, st dung s& bi thu hoi trong cac truong hop sau day:

a) Cac bo phan (hodc ca nhan) dugc giao tryc tiép quan ly, sir dung tai san khong
con nhu cau sir dung hodc giam nhu cau st dung do thay ddi chirc ning, nhiém vu va cac
nguyén nhan khac;

b) Tai san thtra so vdi ti€u chuan, dinh muc duogc phép str dung;

c¢) Tai san sur dung sai muc dich, trai quy dinh cua Nha nudc.

2. Viéc diéu chuyén tai san tir bd phan nay sang bo phan khac trong nha trudng do
Hiéu truong quyét dinh. Tai san didu chuyén phai dugc kiém ké, xac dinh gia tri con lai,
ghi tang, giam tai san va gia tri tai san, dang ky lai tai san voi ké toan don vi. H6 so dé
nghi diéu chuyén tai san cua cac dbi twong str dung tai san dugc giri dén Phoé hiéu trudng
phu trach CSVC bao gdm:

a) Bién ban dé nghi diéu chuyén tai san cua cac doi tuong truc tiép quan ly, sir
dung tai san;

b) Bang tong hop danh muc tai san dé nghi diéu chuyén, bién ban danh gia lai gia
tri nhitng tai san diéu chuyen va cac hd so cua tai san;

¢) Xac nhan cua dbi tuong dé nghi tiép nhan tai san.

3. Tai san hét han st dung theo ché d6 ma phai thanh ly; tai san chua hét han sir
dung nhung bi hu héng khong con st dung duogc hodc viéc stra chira khong hi¢u qua (du
toan chi phi sira chira 16n hon 30% nguyén gia tai san), 1ap 01 bo hd so dé nghi thanh 1y
tai san. Quy trinh thanh 1y theo Nghi dinh 151/2017/ND- CP ngay 26/12/2017 ctia Chinh
pht quy dinh chi tiét mot sé diéu Luat Quan 1y, st dung tai san cong; Luat quan 1y, s
dung tai san cong ngay 21/6/2017;

Ho so dé nghi thanh 1y tai san bao gdom:

a) Bién ban théng nhat, xac dinh tai san dé nghi thanh Iy cua don vi hoic cua
nguoi truc tiép quan ly, sir dung tai san.

b) Bang tong hop danh muc tai san dé nghi thanh ly.

c) Bién ban danh gi lai tai san can thanh ly cua don vi tryc tiép quan ly, sir dung
tai san hoac bién ban tham dinh chat luong tai san cia cic co quan chiic nang doi véi tai
san la tru so lam viéc.

d) Théng bao cong khai tai san thanh ly.

d) Khi c6 Quyét dinh thanh Iy tai san, Hiéu truong tién hanh cho thanh ly tai san
d6 va thyc hién cac cong viéc tiép theo theo trinh ty:

+ Thanh I1ap Hoi dong thanh ly tai san Nha nude do Hiéu truong (hodc nguoi dugc
Hiéu truong uy quyen) lam Chu tich Hoi déng cung véi cac thanh vién 1a ké toan; dai
dién bo phan truc tiép quan ly tal san thanh 1y; dai dién cong doan nha truong; thanh tra
nhan dan; can bo c6 hiéu biét vé dic diém, tinh ning k§y thuat cua tai san thanh ly.

+ T6 chirc viéc ban thanh ly tai san hoic tiéu huy tai san.

+ Ké toan ghi giam tai san va nhap s6 tién thanh ly tai san thu dugc vao s6 sach ké
toan theo quy dinh hién hanh.

o _ CHUONG IV o
XU’ LY VI PHAM VE QUAN LY, SUDUNG TAI SAN CONG

Diéu 18. Xir Iy vi pham vé quan 1y, sit dung tai sian cong

1. Hinh thire xit 1y vi pham vé quén 1y, sir dung tai san cong
a) Nhac nho;
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b) Thong bao trong toan truong;

C) pé nghi ha bac khi xét danh hiéu thi dua;

d) Dé nghi xir Iy ky luat.

2. Hinh thtrc nhic nhd duoc ap dung dbi v6i cac to chiic va ca nhan c6 hanh vi vi
pham 1an dau cac quy dinh vé quan 1y, sir dung tai san cong.

3. Truong hop cac by phan va ca nhan da duoc nhic nhé nhung van tiép tuc cé
hanh vi vi pham quy dinh vé quéan 1y, st dung tai san cong thi bi xt 1y bang hinh thirc
thong bao cong khai trong toan truong.

4. Céc bo phan, ca nhan tai dién cing mot hanh vi vi pham tir 03 1an tré 1én trong
mot nam hodc tiy theo muc d6 vi pham, thi bi dé nghi ha mot cap khi xét danh hiéu thi
dua trong nam.

5. Ngudi vi pham cac quy dinh cia Quy ché nay dé xay ra thiét hai tai san cong,
ngoai viée bi xir 1y theo cac hinh thirc tai khoan 1 diéu ndy con phai bi xir 1y trach nhiém
vat chét theo quy dinh hién hanh.

Diéu 19. Trinh tw va thi tuc xi Iy vi pham quy dinh vé quan ly, sit dung tai
san cong.

1. Thong bao vi pham

Céc bo phan va ca nhan khi phat hién hanh vi vi pham cac quy dinh ctia Quy ché
nay hodc phat hién can b9, gido vién, nhan vién, hoc sinh l[am that thoat, mat, hu hong tai
san cong thi thong bao bang moi hinh thirc (thong bao truc tiép, qua dién thoai, giri van
ban...) dén Hiéu truong (hodc Pho Hiéu trudng phu trach).

2. Lap bién ban vi pham

Khi nhan duoc thong bao vé vi pham quy dinh vé quan 1y, sir dung tai san cong,
Hiéu truong chi dao tién hanh: Kiém tra xac minh, nhic nhé, so b danh gia thiét hai, lap
bién ban vi pham quy dinh Ve quan ly, sir dung tai san cong.

3. Hiu truong yéu cau can b, gido vién, nhan vién hodc hoc sinh vi pham quy
dinh Ve quan ly, st dung tai san cong hodc gay ra thiét hai tai san cong viét ban tuong
trinh vé vu viéc, ty kiém diém ban than.

4. Quyet dinh xtr Iy vi pham: Hiéu truong xem xét, quyét dinh xur 1y vi pham:

a) Nhic nho hoic thong bao cong khai trong toan truong dbi vai cac truong hop bi
xtr 1y theo cac hinh thirc nhic nha;

b) Thuc hién quyét dinh xtr Iy vi pham;

¢) Trinh tu xt 1y ky ludt, xem xét ha bac danh hiéu thi dua d6i v6i cac bo phan va
c4 nhan vi pham cac quy dinh vé quan 1y, sir dung tai san cong thuc hién theo quy dinh
huéng dan thi dua khen thuéng cua nha trudng; xir Iy trach nhiém vat chét theo cic quy
dinh cua phép luét.

- CHUONG YV
TO CHUC THUC HIEN

Piéu 20. Trach nhiém thi hanh

Can bo, vién chirc, nhan vién, nguoi lao dong, hoc sinh Truong THPT Xuén
Truong B c6 trach nhiém quan thyc hién nghiém tac Quy ché nay. Ban giam hiéu, truéng
cac doan thé, to trudng cua nha truong chiu trach nhi¢m quan triét, chi dao, gidm sat céac
d6i twong thyc hién Quy ché nay.

Diéu 21. Té chirc thyc hién

Quy ché duoc cong khai thao luan rong rai, dan chu trong Hoi déng gidao duc nha
truong trude khi Hidu trudng ky ban hanh. Sau khi ban hanh, K& toan, Ban CSVC c6
trach nhiém cong khai theo quy dinh. Céc truong hop phat sinh ngoai Quy ché nay duoc

12



thyc hi¢n theo Ludt Qudn Iy, s dung tai san cong, Nghi dinh s6 151/2017/ND-CP va céc
van ban phap luat, hudéng dan khac ¢ lién quan.
HIEU TRUONG

(Pa ky)

Tran Xuan Tra
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