UBND HUYEN CATHAI ~~ CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TH NGUYEN VAN TROI Poc 1ap - Tw do - Hanh phuc

QUY CHE
Chi tiéu ndi bo va quan ly, sir dung tai san cong nam 2023
(Ban hanh kém theo Quyét dinh s6 ~ /OP-THNVT ngay /01/2023
ciia Hiéu trueong Truong Tiéu hoc Nguyén Van Troi)

I. QUY PINH CHUNG
1. Pham vi diéu chinh, d6i twong 4p dung
1.1. Pham vi diéu chinh:

, Quy ché chi tiéu ndi bd quy dinh viéc quan ly, st dung, th,anh toan, guyét toan
do61 nguon kinh phi thuong xuyén dugc ngan sach Nha nude cap va nguon thu hop
phép khac thudc nha truong.

1.2. Poi twong ap dung:

Quy ché chi ti€u ndi1 bo ap dung déi voi cac b phén, cac t6 chuyén modn, to
van phong va toan thé can bd quan li, gido vién, nhan vién, nguoi lao dong thudc
nha truong.

2. Muc tiéu
Nhim tao quyén tu chu trong quan 1y tai chinh cho 1anh dao nha trudng.

Tao quyén chu dong cho can bg, gido vién, nhan vién, ngudi lao dong hoan
thanh t6t nhiém vu duoc giao.

Thue hanh tiét kiém, chdng lang phi trong chi tiéu va t6 chirc cac hoat dong.
Quan ly, str dung tai san cong ding muc dich, hi¢u qua.

Quan 1y cac khoan chi tiéu trong co quan, thuc hién sy kiém soat ctia co quan
cap trén, tai chinh, kho bac, co quan thanh tra, kiém tra.

Khuyén khich ting thu, tiét kiém chi, timg budc nang cao thu nhap cho can
b0, gido vién, nhan vién, nguoi lao dong.

3. Nguyén tic xdy dung

Quy ché chi tiéu ndi bo bao gdbm cac quy dinh vé ché d, tiéu chuan, dinh
muc ap dung thong nhat trong pham vi nha truong, nham dam bao cac hoat dong
on dinh, hiéu qua.

Cong khai, dan chu, c6 su tham gia, giam sat cua cong doan.

Gén murc d6 hoan thanh nhiém vu dugc giao, thuc hanh tiét kiém, chéng lang
phi v61 binh xét, danh gia.

Uu tién nguén kinh phi thuc hién chi cho con ngudi, chi nghi€p vu chuyén
mon.



Céac muc chi cho tirng ndi dung cong viéc khong vuot qua ché do, ti€u chuan,
dinh murc hién hanh.

Khi ¢6 vin ban méi stra d6i, bo sung, thay thé nhitng quy dinh hién hanh thi
thuc hién theo van ban moi.

II. NOI DUNG QUY CHE

1. Tién lwong, phu cip lwong, tién cong, cac khoan trich theo lwong va
cac khoan thanh toan ca nhin

1.1. Tién hrong, phu cip lwong, tién cong:

*Tién lwong: Thyc hién theo Nghi dinh s6 204/2004/ND-CP ngay 14/12/2004
cta Chinh phu; Nghi dinh 76/2009/ND-CP ngay 15/09/2009 ctia Chinh phu; Nghi
dinh s6 14/2012/ND-CP ngay 07/03/2012 cua Chinh pha; Nghi dinh s
17/2013/ND-CP ngay 19/02/2013 ctia Chinh phi.

* Phu ccfp tham nién vuwot khung: Thyuc hi¢n theo Thong tu sb 04/2005/TT-
BNV ngay 05/01/2005 cia Bo Noi vu.

* Phy cdp chitc vu: Thuc hién theo Thong tu sd 33/2005/TT-BGDPT ngay
08/12/2005 cua B Giao duc va Dao tao.

* Phy cdp thdm nién nghé: Can ctt Nghi dinh sd 77/2021/ND-CP ngay 01
thang 8 ndm 2021 cua Chinh phu vé ché d6 phu cip thim nién d6i voi nha gido;

* Phu cdp khu vie: Thuc hién theo Thong tu Lién tich s6 11/2005/TTLT-
BNV-BLDTBXH-BTC-UBDT ngay 05/01/2005 cua lién Bo Noi vu, B Lao dong
- Thuong binh va Xa hoi, B6 Tai chinh va Uy ban Dan toc.

* Phy cdp wu dai: Thuc hién theo Quyét dinh s6 244/2005/QD-TTg ngay
06/10/2005 cta Thi tuéng Chinh pho; Thong tu lién tich sb 01/2006/TTLT-
BGD&DT-BNV-BTC ngay 23/01/2006 cua lién Bo Gido duc va Pao tao, B Noi
vu va B Tai chinh; Thong tu sb 27/2018/TT-BGDDT ngay 25/10/2018 cua B
Giao duc va bao tao.

* Phu ccfp trach nhiém t(fng phu trdach: Thuc hién theo Thong tu sb
05/2005/TT-BNV ngay 05/01/2005 cua Bo Noi vu.

* Phu cap trach nhiém ké todn: Thyc hién theo Thong tu so 04/2018/TT-
BNV ngay 27/03/2018 cua Bo NoOi vu; Cong van s6 889/UBND-NV ngay
28/06/2018 ctia Uy ban Nhan dan huyén Cat Hai.

Mirc lwong sé thay doi khi cdc van ban nha nieée quy dinh thay doi.

* Tién cong: Thyc hién theo BO luat Lao dong s 45/2019/QH14 ngay
20/11/2019; Nghi dinh s6 145/2020/ND-CP ngay 14/12/2020 ctia Chinh phu;

Tién cong hop dong bao vé, lao cong chi tir ngudn ngan sach Nha nudc theo
hop dong da dugc ky két vo1 nha truong.

- Thoi gian thanh toan tién lvong, phu cap luong, tién cong:
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+/ Pbi véi tién luong, phu cip: Tir ngady mung 5 dén hét thang.
+/ Pbi voi tién cong: Tir ngay 20 dén hét thang.
Ngoai ra nhan vién béo, ve€, lao cong du’qq trang bi: Quﬁn ao bao ho lao
dong, a0 mua, dén pin, chan, goi... theo nhu hgp dong.
1.2. Cac khoan trich theo lwong:

* Bdo hiém xd hoi: Thyc hién theo Ludt Béo hiém xa hdi s6 58/2014/QH13
ngay 20/11/2014; Nghi dinh s6 115/2015/ND-CP ngay 11/11/2015 cta Chinh phu;
Thong tu s6 59/2015/TT-BLDTBXH ngay 29/12/2015 cta Bo Lao dong, Thuong
binh va Xa hoi.

* Bdo hiém y té: Thuc hién theo Luét bao hiém y té s6 25/2008/QH12 ngay
14/11/2008; Luat sira d6i, bo sung mot so diéu cta Luit bao hiém y té sd
46/2014/QH13 ngay 13/06/2014; Nghi dinh sé 146/2018/ND-CP ngay 17/10/2018
cua Chinh phu.

* Bdo hiém that nghiép: Thyc hién theo Luat Viée lam s6 38/2013/QH13
ngay 16/11/2013; Nghi dinh s6 28/2015/ND-CP ngay 12/03/2015 cta Chinh phu;
Thong tu s6 28/2015/TT-BLDTBXH ngay 31/07/2015 cua B Lao dong, Thuong
binh va Xa hoi.

* Kinh phi cong doan: Thyc hién theo Luat Cong doan s6 12/2012/QH13
ngay 20/06/2012; Nghi dinh s6 191/2013/ND-CP ngay 21/11/2013 cua Chinh phu.

1.3. Thanh toan thém gio:

- Day thém gio (Péi véi gido vién): Thuc hién theo Thong tu Lién tich sb
07/2013/TTLT-BGDDT-BNV-BTC ngay 08/03/2013 cuia lién B Giao duc va Bao
tao, BO NO1 vu va Bo Tai chinh.

Puoc thanh ‘toén day thay cho cg’m bd gido vién nghi ché d6 é6m dau, thai
san, di cong tac. HO so thanh todn bao gom:

- Bang phan cong chuyén mon.

- Bang ké khai thanh todn day thay.

- Bang d¢ nghi thanh toan day thay.

Pbi v4i viée thanh toan day thém gio v6i diéu kién gido vién phai thuc hién
da dinh mutc gio day theo quy dinh va thanh todn theo ndm hoc.

Cu thé: S6 gi0 thuc day cua mét nam hoc > sb gi0 theo dinh mic.

- Lam thém gio (Poi voi hiéu trucng, phé hiéu truong, nhan vién): Thuc hién
theo Thong tu Lién tich s 08/2005/TTLT-BNV-BTC ngay 05/01/2005 cua lién Bo
Noi vu va B Tai chinh; Diéu 98, B4 Luat Lao dong 2019 va Piéu 55, Nghi dinh
s6 145/2020/ND-CP ngay 14/12/2020 cua Chinh phii nhung t6i da khong qua 12
gio/ngudi/ngay, 30 gio/ngudi/thang, 200 gio/ngudi/nim. SO tién thanh toan 1
thang khong qua 1/2 thang luong.
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H6 so thanh todn gdm: Gidy bao 1am viéc ngoai gio, xac nhan cua td trudng
(hodc phu trach bo phan), duyét chi cua lanh dao.

1.4. Thanh toan tién nghi phép:

- Pbi voi can bo, gido vién: Thuc hi¢n theo Thong tu scf) 28/2009/TT-BGDDT
ngay 21/10/2009 cta Bo Gido duc va Pao tao; Thong tu so 15/2017/TT-BGDDT
ngay 09/06/2017 cua B Gido duc va Pao tao;

- Truong hop gido vién nit c6 thoi gian nghi thai san trung véi thoi gian nghi
hé: Thyc hién theo Cong van s6 1125/NGCBQLGD-CSNGCB ngay 18/8/2017 cua
Cuc Nha gido va can b quan 1i gido duc. Cu thé: Gido vién s& dugc bd tri thoi gian
nghi hing nim theo Piéu 113 va 114 B Luat Lao dong Trong trudng hop nha
truong khong bd tri dugc thoi gian nghi hang nim cho gido vién thi chi hd tro tién
nghi hang ndm cho gido vién, mirc chi hd tro dugc quy dinh tai Khoan 2, Diéu 5,
Thong tu 141/2011/TT-BTC.

- Pbi voi nhan vién: Thuc hién theo Théng tu sd 141/2011/TT-BTC ngay
20/10/2011 ctia B9 Tai chinh; Thong tu s6 57/2014/TT-BTC ngay 06/05/2014 cua
B0 Tai chinh.

- Trong truong hop nha truong khong bd tri duoc thoi gian nghi phep cho can

b, giao vién, nhan vién thi dugc thanh toan tién nhitng ngay chua nghi phép theo
mirc lwong ngach bc, phu cap thdm nién vuot khung va phu cap chire vu.

1.5. Thanh toan cong tac phi:

Thyc hién theo Thong tu s6 40/2017/TT-BTC ngay 28/04/2017 ctia B Tai
chinh; Nghi quyet s0 09/2018/NQ-HDND ngay 12/07/2018 cua Hoi d6ng Nhin
dan thanh phd Hai Phong; Cong van s6 5545/UBND-TC ngay 04/09/2018 ciia Uy
ban Nhan dan thanh phb Hai Phong. Khi Nha nudc c6 su thay d6i dinh mirc chi s&
thuc hién theo van ban qui dinh.

Cu thé nhu sau:

* Thanh todn tién chi phi di lai:

Qén b0, giao vién, nhan vién di cong tac dugc :chanh toan tién chi phi di lai
bao gom: V¢ tau, xe van tai cong cdng tir co quan dén noi cong tac va nguoc lai,
cudc qua pha, do ngang cho ban than va phuong tién cua nguoi di cong tac, phi sur
dung dudng bo va cude chuyén cho tai liéu phuc vu cho chuyén di cong tac (néu
c6) ma nguoi di cong tac da truc ti€p chi tra. Gid vé trén khong bao gom cac chi
phi dich vu khac nhu: tham quan du lich va céac dich vu dac biét theo yéu cau.

* Thanh todn khodn tién ti tic phwong tién di cong tdc:

Cén b, gido vién, nhan vién di cong tac cach tru s& co quan trén 15 km trd
1én ma tu tic bang phuong tién ca nhan cta minh thi dugc khoan tién tu tlc
phuong tién cu thé nhu sau:

T Cat Ba di Cat Hai, Viét Hai (nguoc lai): 70.000 dong/ngudi/luot.


http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=141%2f2011%2fTT-BTC&area=2&type=0&lan=1&match=False&sort=2&vc=True
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Tu Cat Ba di Phu Long, Gia Luan (nguoc lai): 45.000 déng/nguéi/lu’qt.
Tir Cat Ba di Hién Hao (nguoc lai): 30.000 dong/ngudi/luot.
* Phy cdp heu trii:

Cén bo, gido vién, nhan vién di cong tac tai cac quan, huyén thudc thanh phé
Hai Phong, ngoai tinh dugc thanh todn nhu sau:

- Di ngoai tinh: 100.000 dong/ngudi/ngay.
‘ - Bi cac quan, huyén thudc thanh phé Hai Phong (trir huyén Cat Hai): 80.000
dong/ngudi/ngay.
* Thanh todn tién thué phong nghi tai noi dén céng tdc:
- Can b9, gido vién, nhan vién di cong tac ’tai cac qué}n, huyén thudc thanh phé
Hai Phong: Thanh toan theo hoa don thyc t¢ nhung t61 da khong qua 300.000
dong/ngudi/dém.
+ Truong hop di cong tac theo doan:
- Binh mitc 500.000d/1 phong/1 dém (Ap dung cho 2 ngudi/l phong).
- Khac gi6i s& thué mdi ngudi mot phong nhung khong vuot qua 300.000d/1
phong/1 dém.
- C{Etn b0, gido vién, nhan vién di cong tac tai cac tinh, thanh phé khac:
400.000 dong/ngudi/dém.
* Chueng tuw thanh toan cong tdc phi:
Hb so thanh toan cong tac phi bao gdm:

- Gidy di dudng cua nguoi di cong tac c6 day du xac nhan cta noi di, noi
dén cong tac hodc cua thu truong don vi, nguoi di cong tac phai ky tn, dién day
du cac thong tin trén giay di khach san, nha nghi noi luu tra. Gidy di duong phai c6
day du chit ky cua truong nhu ngay di, ngay v€ va ndi dung di cong tac.

- Vin ban hoic ké hoach cong tac, 1¢nh dleu dong da duoc thu truéng don vi

hodc cap trén phé duyét; cong van, gidy moi, gidy triéu tap, vin ban tham gia trung
dung doan cong tac.

- Hoa don, chung tir mua veé hop phap theo quy dinh cua phap luét khi di
cong tac bang cic phuong tién giao thong hodc gidy bién nhan cua chu phuong
tién. V& tau, vé xe, vé may bay phai con nguyén ven khong rach, nhau nat, ghi day
du ngay, thang di cong tac trén vé.

- Bang ké khai tu tac phuong tién (d6i v6i thanh toan chi phi di lai theo hinh
thirc khoan).

- Hoa don, chung tir thué phong nghi hgp phéap theo quy dinh cua phap luat.

1.6. Ché @9 bodi dudng va trang phuc doi véi gido vién thé duc:
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Thyc hién Quyét dinh s6 51/2012/QD-TTg ngay 16/11/2012 cta Thu tudng
Chinh phu. Cy thé nhu sau:

- Ché do bodi dudng duoc chi tra béng tién va duoc tinh béng 1% muc luong
co sO cho 1 tiét gidng thuc hanh. Thanh toan theo thang cung thoi diém chi tra ca
nhan cua thang ti€p theo.

- Déi voi gido vién day chuyén trach mon thé duc duoc cip: 2 bd quan 4o thé
thao dai tay, 2 doi giay thé thao, 4 doi tat thé thao, 4 4o thé thao ngan tay. Cép 1
14n/nam vao thoi diém dau nim hoc.

- P6i v6i gido vién day kiém nhiém duoc cap: 01 bo quan 4o thé thao dai
tay/nam, 01 doi gidy thé thao/nam, 02 ddi tat thé thao/ndm, 02 4o thé thao ngan
tay/nam.

1.7. Pao tao, boi duwdng can b, gido vién, nhan vién:

Thyc hién theo Thong tu s6 36/2018/TT-BTC ngay 30/03/2018 cua Bo Tai
chinh; Nghi quyet so 23/2019/NQ-HDPND ngay 19/07/2019 cua Hoi dong Nhan
dan thanh pho Hai Phong. Cu thé nhu sau:

- Hb tro kinh phi mua tai liéu hoc tap bat budc.

- Ho tro chi phi di lai tir co quan dén noi hoc tap (mot luot di va ve; nghi 1&;
nghi Tét).

- Chi dao tao, boi dudng khac: Thuc hién theo quy dinh chung.
2. Vin phong pham, vét tw, cong cu, dung cu viin phong
2.1. Vé sir dung vin phong pham:

2.1.1. Van phong phdam cho bé phdn hanh chinh (Ban gidm hiéu, ké todn,
thw vién, tong phu trach Dgi,....), bao gom cd nhdn vién hop dong (dinh mirc toi
da):

* Ban gidm higu: Mdi dong chi dugc giao dinh murc s dung nhu sau:
+ S6 ghi chép: 1 quyén/hoc ky
+ Bit bi: 6 chiéc/hoc ky
+ Gidy in: 3 gam/quy (Riéng PHT phu trach HDNGLL: 02 gam/quy)
+ S6 bia cling: 1 quyén/ndm va cip vao ddu nim hoc
+ Bt ki: 1 chiée/ nam.
+ Bt da: 1 chiéc/ndam
+ Bt nhd: 1 chiéc/nam
+ Bt chi: 1 chiéc/nam
+ Bia mau (A4): 2 gram/nam
® T(fngphy trach:



+ BUt bi: 3 chiéc/hoc ky

+ Gidy in: 3 gam/hoc ky

+ S6 ghi chép: 01 quyén/nim (phat dau nim)
+ Bia mau (A4): 1 gram/nam

+ But da: 1 chiée/nam

+ Phan: 2 hop/nam (1 tring + 1 mau)

* Ké todn:

+ Bit bi: 6 chiéc/hoc ky

+ Gidy in: 3 gam/quy

+ S6 ghi chép: 3 quyén/hoc ky

+ Bia bong kinh: 01 gram/nam

+ Bia mau A4: 02 gram/nam.

+ Gidy Toky dong chimg tir: 15 to/nam.

* Thur vién

+ Bt bi: 2 chiéc/hoc ky

+ Gidy in: 2 gram/nim

+ S6 ghi chép: Puoc cip 01 quyén/nim.

+ Bia in: 2 gram/nam (Dung chung cho thu vién va do dung)
* Thiét b:

+ Gidy in: 01 gam/ndm

+ Bt bi: 2 chiéc/hoc ky.

+ S6 ghi chép: 01 quyén/niam.

* Van thu:

+ But bi: duoc cip 3 chiée/quy.

+ S6 ghi chép: 2 quyén/hoc ky

+ Gidy in A4: 3 gam/quy

+ Bia mau (A4): 2 gram/nam

+ Bia bong kinh: 1 gram/nam

2.1.2. Vin phong pham cho gido vién:

Céc loai h so, s6 sach Phong GD&DT quy dinh thi duge cip theo quy dinh.

Giay in: Moi giao vién s€ dugc cap 03 gram/ nam hoc.
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But bi den hodc xanh: 06 chiéc/nim hoc.
Bt bi d6: 04 chiée/ndm hoc (d6i voi gido vién vin hoa).
02 chiée/ndm hoc (d6i véi gido vién bd mon).
But chi: 01 chiéc/ ndm hoc.
Phén trang: 01 hop to/nim hoc (ddi v6i gido vién vian hoa, tiéng Anh).
02 hop nhé/ndm hoc (d6i véi GV bd mén, trir Tiéng Anh).
Phan mau: 01 hop/niam hoc (trir gido vién Mi thuat, khoi 1).
02 hop/nam hoc (gido vién khdi 1).
03 hop/nam hoc (gido vién M1 thuat).
Thude ké: 01 chiée/nam hoc.
S6 tu hoc, s6 ghi chép: 02 quyén/ nam hoc.
Hop dung hd so: 1 hop/GV/nam hoc

Ngoai ra, cac to truong dugc phat thém tdi da: 01 quyén so, 02 gram gidy in/
nguoi/ nam hoc.

Trén day 1a dinh mac chi cho gido vién, trong qua trinh thyc hién néu nhu
cau con thiéu giao vién tu trang bi thém cho minh.

2.2. Viin phong pham ding chung phuc vu nha trwong (dinh mirc t6i da)
- Gidy photo A4:

+ Hanh chinh: 15 gram/quy

+ In, sao dé: Theo ké hoach cua chuyén mon.

- Gidy photo A3: 2 gram/nim

- Bia bdng kinh: 01 gram/hoc ky.

- Bi dung hd so: 50 chiéc/hoc ky.

- Cip ba day: 30 chiéc/ndm hoc.

* Ho so, sé sdch, tai liéu quén Iy va chuyén mon:

Trang bi day du hd so cho can bd quan 1y va gido vién, nhan vién theo quy
dinh cua B0 GD&DT, S6 GD&DT, Phong GD&DT theo nam hoc (co bang cap
phat kém theo)

2.3. Vit tw, cong cu, dung cu vin phong (dinh mirc t6i da):

- D6 myc may phd t6: 7 lan/may/nim.

- B6 muyc may in:
+ Hiéu truong, Ké toan, van thu, PHT phu trach chuyén mon: 04 lan/nam.
+ Ph6 Hiéu truong, TPT: 03 lan/nam.



+ Cac may con lai: 02 1an/nam.
- Phin mém diét vi rat: 01 bo/may tinh/nim.

- Bao dudng may tinh, mdy in, may phé t6, may chiéu, quat tran: 01 lan/may
(chiéc)/nam.

- Lich dé ban (hodc treo tuong): 01 quyén/phong chirc ning/nam.
- Pin Trung: 03 d6i/quy
- Pin tiéu (hop 15 vi x 4 vién): 02 hop/thang
- Muc dau: 01 lo/nam.
2.4. Vat tw van phong khac:

Céac van phong pham, vat tu, cong cy, dung cu vin phong khac phuc vu cho
cong tac chuyén mon, hanh chinh khac dugc trang bi, bo sung khi can thiét. (May
tinh cam tay, dao doc gidy, kéo, ban dap, but xoa, bi hé so, kep gidy A4, bia mau,
ghim gai, ghim ddp, kep sat, gidy nhé, hé dan, bing dinh, , ...... ) va mot sb d6
dung nhu: Am chén, coc, _phich, siéu dién, chdi, gianh rac, xéng hot cho tung
phong,......: Chi theo nhu cau thuc té ting thang, tung quy, hiéu truong quyét dinh
chi (c6 bang cap phat, str dung VPP) trén tinh than triét dé tiét kiém.

3. Pién thoai c6 dinh, internet, b4o chi
3.1. Pién thoai c6 dinh:

Trang bi may di¢n thoai c¢6 dinh cho Hiéu truong, Pho Hiéu trudng, van thu,
phong thudng truc theo quy dinh chung. Cac bo phin khic duoc trang bi may ¢b
dinh theo dic thu cong viéc. Thuc hién theo Quyét dinh s6 3256/2016/QD-UBND
ngay 22/12/2016 ctia Uy ban Nhan dan thanh phd Hai Phong. Cu thé nhu sau:

- Dién thoai chi str dung cho nhiém vu co quan, khong stt dung vao muc dich
ca nhan.

- Kinh phi thanh toan cudc dién thoai ¢ dinh theo bang thong bao cudc dién
thoai cua don vi cung cap dich vu nhung t6i da khong qua 250.000
d6ng/méay/thang. Trudng hop st dung qua quy dinh trén thi bd phan, ci nhan dugc
giao quan 1y dién thoai tu chiu trach nhiém thanh toan phan ting thém so v&i quy
dinh.

3.2. Internet

Pé phuc vu cho cong tac quan li, viéc hoc tap cua hoc sinh va giang day cua
gido vién, nhan vién, nha trudng c6 két ndi internet cap quang. Internet chi str dung
cho cong tac quan li, nhi€ém vu chuyén mon, khong sir dung vao muc dich ca nhan.

Mady n61 mang internet dugc thanh toan cong thém s6 cudc phi ndi mang.

Viée thue tén mién, hosting hang nam; cai tién giao dién theo nhu ciu sir
dung, nang cAp website, ...ty theo yéu cau thuc té, hiéu trudng duyét chi theo hop
ddng.
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3.3. Bao chi

D¢ phuc vu cong tac chuyén mon, cong tac boi dudng thuong xuyén cua can
bod quan li, gido vién, nhan vién, nha trudng c6 dat mot so tap chi, béo.

Kinh phi thanh toan tién bao chi theo hop dong hoic bang thong bao thanh
todn cua don vi cung cap dich vu.

4. Chi h¢i nghi

Thyc hién theo Thong tu s6 40/2017/TT-BTC ngay 28/04/2017 ctia B Tai
chinh; Nghi quyet s0 09/2018/NQ-HPND ngay 12/07/2018 cua Hoi dong Nhan
dan thanh phd Hai Phong; Cong van s6 5545/UBND-TC ngay 04/09/2018 cta Uy
ban Nhan dan thanh pho Hai Phong. Cu thé nhu sau:

- Chi thué hoi truong (trong truong hop hoi truong nha truong khong dap ung
sO luong dai biéu tham du): Theo hop dong.

- Chi trang tri, tién van phong phém phuc vu hoi nghi: Theo thuc té.

- Chi giai khat gitra gi¢' (dinh murc t61 da): 40.000 dong/ngudi/ngay (1am viéc
1/2 ngay: 20.000 dong/ngudi/budi).

- Céc khoan chi khac thuc hién theo quy dinh chung.

5. Hanh chinh phi (dinh mirc t6i da)

5.1. Che, nwéc dung chung cho nha truwong:

- Binh muc chi: 380.000 dong/thang.

5.2. Nuére loc binh (binh 19 lit) cho cac phong chirc nang:
- Phong Hiéu trudng: 04 binh/hoc ky.

- Phong Pho Hi¢u trudng: 03 binh/hoc ky.

- Phong Déi, tai vy, thu vién: 02 binh/phong/hoc ky.

- Phong giao vién: 04 binh/thang.

“Chi hanh chinh phi khac tuy thugc vao tinh hinh thyc t& ma Hiéu trudng s&
quyét dinh chi cho phu hop.

6. Chi hoat déng chuyén mén (dinh mirc téi da)

Céc hoat dong chuyén mon phai theo ké hoach chi dao cua Phong GD&DT va
S& GD&DT, phai phu hop véi ké nhiém vu trong tam nam hoc, ké hoach gido duc
cua nha truong.

Thuc hién theo Nghi quyét sb 23/2022/NQ-HDND ngay 09 thang 12 nam
2022 Quy dinh no1 ‘)dung va murc chi t6 chuc cac ky thi, cudc thi, hoi thi ap dung
do1 voi gido duc pho thong trén dia ban thanh pho Hai Phong. Muc chi cu thé nhu
Sau.

- Chi phi trang tri, khanh tiét, ché nudc:
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Trang tri khanh tiét tuy theo qui md, hinh thirc t,é) chtrc cua: Ky thi, cudc thi,
hoi thi, giao luu, ki€m tra,... s€ thanh toan theo thuc té.
* Chi cong tac to chuc:
- Ban t6 chifc:
Trudng ban: 200.000 dong/ngudi/ngay
Pho trudng ban: 170.000 dong/ngudi/ngay
Uy vién, thu ki: 140.000 ddng/ngudi/ngay
Y té, ki thuat vién, nhan vién phuc vu, bao vé: 90.000 dong/ngudi/ngiy
- Hoi dong ra dé:
Chu tich hoi
- Thuong hoc sinh dat giai trong hoi thi cap trudng:
+/ Giai xuat sac: 200.000 dong/giai.
+/ Giai nhat: 150.000 dong/giai.
+/ Giai nhi: 120.000 dong/giai.
+/ Giai ba: 100.000 dong/giai.
+/ Giai khuyén khich, phu: 50.000 déng/giai.
+/ Giai khan gia: 40.000 dong/giai.
+/ Giai tap thé: Chi gip hai giai ca nhan.
- Chi thué trang phuc biéu dién:
+ Trang phuc thudng: 50.000d/b6 - 70.000 ddng/bd
+ Trang phuc dep: 120.000d/bd - 150.000d/bd
Ngoai ra, chi hd trg cac dao cu, cac phu kién...theo thyc té nhung phai duogc
Hiéu trudng duyét chi.
- Chi h tro cac cudc thi, giao luu ctia hoc sinh tai thanh phé:
+ Tién vé tau, xe (di + vé): Chi theo thyc té
+ Tién an:
- An chinh: 70.000d/HS/bita
- An phu :30.000d/HS/bira
+ Nudc uong, thuodc va hoa qua boi duong: 20.000d/HS/ngay.
+ Tién thué phong nghi: Phai co héa don phong nghi theo s6 Iugng hoc sinh
nhung khong vuot qua 400.000 dong/phong/dém.

+ Tién thué do dung, dung cu phuc vu cho cac cudc thi: Theo thuc té.
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*Chi phi thué muon (phong, bat, loa may,....), mua van phong pham nguyén
vt liéu 1am @6 dung day hoc, d6 dung phuc vu cac hoi thi, cac chuyén dé, cac cudc
giao luu, chi phi thiét ké bai giang (néu o), cic ndi dung khac: Tuy theo thuc té
ndi dung cac hoat dong, cac bd phan bio céo dé xuit v6i Hidu truéng va do hiéu
truong duyét chi cho phu hop.

7. Str dung dién, nudc, phi v€ sinh moi trwong
bi¢n, nudc st dung ddm bao an toan, ti€t ki€m.

Khi hét thoi gian giang day, 1am viéc hodc ra khoi phong phai tit toan bo
trang thiét bi dién.

Co so thanh toan: Thanh toan theo hop dong hodc bang thong bao thanh toan
cua don vi cung cap dich vu.

8. Chi tiép Kkhich: Thyc hién theo Nghi quyét so 12/NQ-HPND ngay
10/12/2021 cua Hoi dong nhan dan thanh Hai Phong.

9. Cac khoan chi khac:

9.1. Ky niém cdc ngay 1é Ién: Tuy vao ndi dung, quy md t6 chirc hiéu trudng
duyét chi cho phu hop..

9.2. Kinh phi doén Tét nguyén ddn:
Bang, co, tuyp chit, khau hiéu, hoa tuoi: Chi theo thuc té.
Chi phi cho cac khoan khac: 1.000.000 dong.
Boi dudng bao vé truc Tét: 50.000 ddng/ngudi/ngdy.
9.3. Kinh phi ra qudn dau ndm:
Bing, co, tuyt chit, khau hiéu, hoa twoi va cac chi phi khac: Chi theo thuc té.
Chi phi cho cac khoan khac: 1.000.000 dong.
9.4. Phong chong bdo:
Boi dudng truc va tham gia chdng bao: 100.000 dong/ngudi/ngay.
Chi phi vat tu phong chdng bao: chi theo nhu cau thyc té.
9.5. Cdc khodn chi phi khdc (néu cd): Chi theo nhu cau thyc & phét sinh va do
hiéu trudng quyét dinh.
10. Thu, chi cac quy ngoai ngan sach
10.1. Cac khoan thu théa thuin:

Thuc hién theo Cong vian sb 5031/BGDDT-KHTC ngay 27/10/2017 cua B
Gido duc va DPao tao; Cong van so 2464/UBND-GD&DT ngay 29/9/2022 cua
UBND huyén Cat Hai.

10.1.1. Hé tro hoc badn tri
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Mtrc thu: 145.000 dong/hoc sinh/thang (giam % ddi v6i hoc sinh ho nghéo,
can ngheo, ho ddc bi¢t kho khan)
Muc chi:
a. Tién nguoi truc tiép ndu an (chi theo thang)

+ Chi cd nudi: 4.680.000 ddng/thang (trach nhiém t6 trudng thém
300.000d/thang)

b. Chi trong trua (Chi theo thuc té sd ngdy trong trua cta tig thang)
- S6 tién: 100.000 dong/gido vién/ budi

c. Chi quan li (chi theo thang)

+ Pho Hiéu trudng phu trach ban tra: 1.600.000 dong/thang

+ K¢é toan: 1.100.000 dong/thang

10.1.2. Tién in, ga

a. Muc thu (Theo thdéa thuan véi cha me hoc sinh)

- Tién an: 22.500 ddng/HS/bita (Thu theo thang).

- Tién ga va phu phi: 2.500 dong/HS/bita (Thu theo thang).

* Can ¢t vao gia ca thuc pham trén thi trudng, mic thu tién in c6 thé diéu
chinh theo tung thoi dieém.

b. Murc chi:

- Tién &n: Chi dn 100%

- Tién ga, phu phi:

+ Chi mua ga: Theo thuc té st dung
10.1.3. Trang thiét bi phuc vu bdn trii
* Mtrc thu:
Theo theo théa thuin dau nidm hoc (déi v&i hoce sinh hoc ban tri)
+ Hoc sinh 16p 1 méi + HS chuyén méi dén: 290.0004/HS/ndm hoc
+ Hoc sinh 16p 1 luu ban + HS con lai: 190.000d/HS/nam hoc

* Muc chi:

+ Vat dung ti€u hao dung chung: 23.535.0004

+ Mua trang thiét bi phuc vu ban tra: 32.030.000d

+ Mua moi vat dung ca nhan va dung chung: 16.630.000d

+ Mua bo sung vat dung ca nhan va dung chung: 32.440.0004d
10.1.4. Tién day hoc 2 buoi/ ngay
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* Mirc thu:
30.000d/HS/thang ( thu theo thang)
(Mién, giam Y ddi vai hoe sinh can nghéo, hd dac bi€t kho khan)
* Muc chi:
+ Chi stra chira hé théng dién, quat, mua bo sug bong di€n, quat, ... cac
phong hoc: 20%
+ Sira chira hé thong nudc: 20%
+ Chi céac co sé vat chat phuc vu cho day hoc 2 budi/ ngay : 60%
10.1.5. Quy Pji (Quy vong tay bé ban):

Thuc hién theo Ké hoach sb 313 -KH/LN ngay 03/9/2020 cua Thanh doan va
S¢ Gido duc va Pao tao Hai Phong vé viéc xay dung quy “Vong tay beé ban” trong
truong hoc giai doan 2020-2023.

~* Muc thu (Xay dung tir dong gop ké hoach nho): Tri gia twong duong 25 kg
giay/nam hoc/doi vién (tri gia khong qua 35.000 dong/nam hoc/doi vién, nhi
dong).

* Chi:
- Trich 25% ndp 1én Hoi dong Poi huyén Cat Hai.
- Chi 75% cac hoat dong cua Lién Doi.

10.1.6. Tién hoc Tiéng Anh Phonics

* Muc thu (Theo hop dong véi cdng ty Phonics):

- Tién hoc: 70.000 dong/em/thang (Cac thang chi hoc ¥4 thoi gian thi s tién
thu la 35.000 dong/em/thang)

(Ché d6 mién, giam theo phé duyét ctia cong ty Phonics)

* Mt chi:

- Nop vé cong ty Phonics: 55% (Theo thang)

- Tra luong giao vién day: 22% (chi theo thang)

- Quan li : 15% (Chi theo thang); Trong do:

+ Hi¢u truong : 32%/Tbng s6 tién chi quan Iy
+ Pho Hiéu truong (phu trach CM): 27%/tong sd tién chi quan 1y
+ K¢é toan: 24%/Tong sb tién chi quan 1y

+ Thi quy: 17%/Tong s6 tién chi quan 1y

* S6 tién chi co thé thay d6i theo s luong hoc sinh hoc. Vi cac thang thu %
s0 tién theo dinh murc thi so tién chi cho quan 1i cling giam 50% dinh muc thu.
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- Chi khéc (8% tién hoc):

+ Mua CSVC, d6 dung day hoc, stra chira céac thiét bi phuc vu cong tac day
hoc Phonics.

+ L& phi chuyén tién, phi ndp céc loai hd so.
+ Céc chi phi khac phuc vu cong tac day va hoc ngoai ngtr...
* Mtrc thu, chi cac khoan thu thoa thuén s& diéu chinh theo tung ndm hoc./.
10.2. Cac khoan thu h - chi hg
10.2.1. Tién khdm sirc khée:
- Thu: 15.0004/HS/nam
- Chi: Thanh toan theo hop dong véi Trung tim y té huyén Cat Hai.
10.2.2. Bdo hiém y té hoc sinh:

Thuc hién theo Luat bao hiém y té s6 25/2008/QH12 ngay 14/11/2008; Luat
stra doi, bo sung mot s diéu cta Luat bao hiém y té s 46/2014/QH13 ngay
13/06/2014; Nghi dinh s6 105/2014/ND-CP ngay 15/11/2014 cua Chinh phu; Cong
vin s6 139/BHXH ngay 28/08/2022 ctia Bao hiém xa hoi huyén Cat Hai (Chi thu
doi véi HS khéng c6 hé khau thieong trl hodc tam trii tai huyén Cat Hai).

* Muc thu:

Murc luong co so x 4,5% x 70% x s6 thang tham gia.
* Chi: Nop 100% vé Bao hiém xa hoi huyén Cat Hai.
10.2.3. Tin nhin dié¢n tiv

Theo Hop dong voi Cong ty Co phan tap doan Cong nghé Quang Ich cung
cap va trién khai phin mém lién lac truc tuyén — e NetViet nim hoc 2022-2023.

- Mtrc thu: 135.000d8/HS/nam (15.000d/HS/thang)
- Miic chi:

* Nop vé Cong ty: 80%

* S6 tién trich lai: 20%

+ Chi cho gido vién chu nhi¢m: 14%

+ Chi cong tac quan ly (6%): Trong do:

- Hi¢u truong : 1,6%
- Pho Hiéu trudng (phu trach CM): 1,3%
- Pho Hiéu trudng (phu trach BT) : 1,1%
- Ké toan :1,1%
- Thu quy :0,9%
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10.3. Khoan thu tw nguyén
10.3.1. Cdc khodn van dong, tai tro

Thuc hién theo Thong tu sé 16/2018/TT-BGDDT ngay 03/8/2018 cia Bo
Giao duc va bao tao;

10.3.2. Quy lon siéu trong

- Mirc thu: Tir phong trao nudi lon siéu trong (Tuy tinh hinh thuc té cua mdi
nam hoc, theo cong van cua Hoi chir thap do)

- Mtrc chi:

+ Trich nop 1én cap trén (30%): Theo hudng dan ciia Hoi CTD huyén.

+ Chi khanh tiét, khen thudng, ting qua cho GV kho khan, ting hoc bong cho
HS kho khan, tang qua cac gia dinh thuong binh li¢t si, gia dinh kho khén trén dia
ban: Theo huéng dan ctia Hoi CTD huyén (70%). Dinh muc: tuy tinh hinh thyc té
va dugc hi¢u trudng duyét chi.

III. QUAN LY, SU DUNG TAI SAN CONG

1. Nguyén tic quan 1y, sir dung tai san cong tai Truong Tiéu hoc Nguyén
Vin Troi

Thyc hién theo Lut Quan ly, sir dung tai san cong s6 15/2017/QH14 ngay
21/06/2017; Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 cua Chinh phu;
Thong tu s0 144/2017/TT-BTC ngay 29/12/2017 cua Bo Tai chinh; Nghi quyet so
08/2018/NQ-HPND ngay 12/07/2018 cua Hoi dong Nhan dan thanh pho Hai
Phong.

1.1. Moi tai san phai dugc hiéu trudng giao cho cac bd phén, ca nhan truc tiép
quan li, st dung va chiu trach nhiém theo quy dinh va Quy ché nay.

1.2. Tai san phai duoc quan ly, khai thac, duy tu, bao dudng, stra chita theo
ti€u chuan, ché do.

1.3.7 Tai san cong phéi duoc dau tu, trang bi, st dung dl’lpg muc dic,h, ding
tiéu chqﬁn, dinh murc, ché d0 bao dam cong khai, hi€u qua va tiét kiém, chong lang
phi, chong tham nhiing.

1.4.Tai san phai duoc thong ké, hach toan day di vé hién vat va gia tri. Viéc
xac dinh gia tri tai san cong trong cac quan hé mua, ban, thanh ly dugc thuc hién
theo co ché thi truong va phu hop véi cac quy dinh ctia phép luat.

1.5. Viéc quan ly, sir dung tai san cong phai dugc giam sat, thanh tra, kiém
tra. Moi hanh vi vi pham phép luat vé quan ly, st dung tai san cong phai dugc xtr
1y kip thoi, nghi€m minh theo quy dinh ctia phap luat.

2. Cac hanh vi bi nghiém cam trong quan li, sir dung tii sian cong

- Loi dung, lam dung chtic quyén chiém doat, chiém gilt trai phép tai san
cong.
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- Pau tu xay dung, mua sam, st dung tai sadn cong khong ding muc dich,
ché dd vuot ti€u chuan, vuot dinh murc.

- Giao tai san cong cho t6 chirc, don vi, ca nhan vugt ti€u chuan, vugt dinh
murc hodc giao tai san cong cho t6 chirc, don vi, cd nhan khong c6 nhu cau su
dung.

- Str dung tai san cong do cac td6 chuc, ¢4 nhan cho, taing khong ding muc
dich, ché do, vuot ti€u chuan, vuot dinh mic.

- St dung hodc khong str dung tai san cong dugc giao gy lang phi; St dung
tai san cong vao muc dich kinh doanh, cho thué, lién doanh, lién két khong phu
hop voi muc dich s dung cia tai san, lam anh huéng dén viéc thyc hién chirc
nang, nhi¢m vy do Nha nudc giao; st dung tai san cong dé kinh doanh trai phap
luat.

- X1r 1y tai san cong trai quy dinh ctia phap luat.
- Haty hoai hodc ¢6 ¥ 1am hu hong tai san cong.
- Chiém doat, chiém gift, str dung trai phép tai san cong.

- Khong thuc hi¢n hoac thuc hi¢n khong dﬁy du trach nhi¢m, nghia vu trong
quan ly, st dung tai san cong theo quy dinh ctia phap luat.

- Hanh vi bi nghiém cam khac trong quan 1y, st dung tai san céng theo quy
dinh cua phap luat co6 lién quan.

3. Tai san trong nha truong

(Theo Pieu 4. Phan logi tai san co dinh tai Thong tw s6 45/2018/TT-BTC
ngay 7/5/2018 cua B¢ tai chinh).

3.1. Tai san ¢6 dinh

+ Tai san ¢d dinh hitu hinh: La nhirng tai san co6 hinh thai vat chét, théa méan
dong thoi 02 ti€u chuan: Co6 thoi han st dung tir 01 nam tr¢ 1€n; Co nguyén gia tir
10.000.000 dong tr¢ 1én.

Tai san co dinh hiru hinh gom:

- Nha lam viéc; hoi truong; phong hoc; nha tap luyén; nha xe; cong trinh xay
dung khac.

- Vat kién tric: Tuong rao, san choi, bé chura, bé boi.

- M4y mdc, thiét bi.

- Cay lau nam.

- Tai sn ¢6 dinh hitu hinh khéc.

+ Tai san c¢6 dinh vo hinh: La tai san khong c6 hinh thai vat chét, thoa min
dong thoi 02 tiéu chuan: Co thoi han st dung 01 nam tré 1én; CO nguyén gia tu
10.000.000 dong tro Ién.
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Tai san ¢ dinh v6 hinh gdbm:

- Quyén st dung dat.

- Phan mém ung dung.

- Tai san cb dinh v6 hinh khac.

+ Cong cu, du,ng cu: Bao gém cac '[é,vi san ph}_lc vu hoat dong gido duc cua
nha truong: Ban ghé hoc sinh, dung cu thé duc thé thao, tai san khac cé gia tri
nguyén gia dudi 10.000.000 dong.

3.2. Phén loai theo ngudn goc hinh thanh tai san

- Tai san dugc dau tu, mua sam bang tién do Ngan sach Nha nudc cip, tién
c6 ngudn gdc tir NSNN va tir Quy phat trién hoat dong sy nghiép.

- Tai san dugc ti€p nhan va hinh thanh tir cdc nguodn vién trg, tai trg; tai san
do céc to chirc ¢4 nhan trong va ngoai nudc bicu, tang, cho; tai san c6 dinh dugc
hinh thanh tir nguon khac.

4. Quy trinh tiép nhan tai san
4.1. Péi vdi tai sdn dwoe cdp

Hiéu truong ban hanh quyét dinh thanh lap t6 tiép nhan tai san. T6 tiép nhan
c6 trach nhiém kiém tra céc loai glay to' cua bén giao tai san, hién trang cua tai san
theo dung cong nang su dung. Chi tiép nhan tai san khi c6 du gidy to, dung chung
loai, str dung tét. Lap bién ban giao nhén tai san. Bao cao Hiéu truong ve tai san
moi nhan, dé xuat phuong an b tri quan ly, st dung. Ban giao toan b hé so cho
ké toan, phdi hop voi ké toan nhip so6 tai san theo phin mém quan 1y va ddn ma
cac tai san.

Hiéu trudng ra Quyét dinh ban giao tai san cho bd phan quan 1y, st dung.

4.2. Doi véi tai sian do cdc té chike cd nhén tai trg, cho, ting thuc hién céc
quy trinh ti€p nhin theo Thong tu 16/2018/TT-BGD&DT.

5. Quyén va nghia vu ciia ddi twong dwoce giao quan 1y, sir dung tai san
cong

5.1. Déi twong duge giao quan 1y, st dung tai san céng cd cac quyén sau
day:

- Str dung tai san cong phuc vu hoat dong theo chirc nang, nhi€ém vu duoc
giao;

- Thuc hi¢n cac bién phap bao vé, khai thac va st dung hi€u qua tai sdn cong
duoc giao theo ché do quy dinh.

5.2. Béi tugng dugc giao quan 1y, sir dung tai san cong cd cic nghia vu sau
day:
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- Bdo v¢, sur dung tai san cong dung muc dich, tiéu chuén, dinh muc, ché do;
bao dam hiéu qua, tiét ki€ém,;

- Lap, quan 1y ho so tai san cong, ké toan, kiém ké, danh gia lai tai san cong
theo quy dinh cua phap luat va phap luat vé ké toan;

- Bao cao va cong khai tai san cong theo quy dinh cua phép luat;

- Thuc hién nghia vu tai chinh trong sir dung tai san cong theo quy dinh ctia
phap luat;

- Giao lai tai san khi c6 Quyét dinh thu hdi cta co quan, ngudi c6 tham
quyén;

- Chiu su thanh tra, kiém tra, giam sat ctia co quan Nha nudc c6 tham quyén;
giam sat cuia cong dong, cong chirc, vién chirc va Ban Thanh tra nhan dan trong
quan ly, st dung tai san cong thudéc pham vi quan ly theo quy dinh ctia Phép luat.

6. Nhiém vu cta ddi tuong duoc giao quan 1y tai san cong

6.1. Hi¢u truong, pho Hiéu truwong dwoc giao phu trdach

- T6 chire thyuc hién quan ly, st dung tai san cong dé thuc hién chirc nang,
nhi¢m vu dugc Nha nudc giao. Ban hanh Quyét dinh ban giao tai san cho cac bo
phan quan 1y truc tiép.

- T6 chuc kiém tra viéc quan ly, st dung tai san ctia cac bo phan 1 lan/hoc
ky. Thuong xuyén gidm sat viéc quan ly, st dung tai san cta cac b phan, t6 chic,
cad nhan trong nha truong.

- X 1y theo tham quyén hodc trinh co quan c6 tham quyén xir 1y cic hanh vi
vi pham phép luat vé quan ly, st dung tai san cong.

6.2. Ké todn

- Lap ho so lién quan dén viéc hinh thanh, bién dong tai san trén phan mém
quan ly tai san. Luu trit ho so tai san cia trudng.

- Phoi hop voi cac dong chi trong t6 van phong, thiét bi thuc hién mot s
cong viéc:

+ Vao s0 tai san khi ¢6 tai san méi nhan vé;

+ Kiém ké tai san vao cudi ky ké todn nam, kiém ké theo Quyét dinh kiém
ké cua cac cap c6 tham quyén,;

+ Panh gid lai tai san; Xéac dinh tai san thura, thi€u va nguyén nhan dé xu ly
theo quy dinh ctia phéap luat; Tinh hao mon cua tai san theo quy dinh cua phap luét;

+ Thuc hién bao cdo tinh hinh quan ly tai san theo van ban hi¢n hanh; Lap
ho so thanh 1y tai san kip thoi theo Quy ché nay; Xay dung ké hoach bao tri, bao
dudng;

+ Luu trit ho so s6 sach ké toan vé tai san theo quy dinh ctia phép lut.
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6.3. Nhéin vién thiét bi (Theo Théng tw s6 08/2019/TT-BGDDT ngay
02/5/2019 cua B¢ truong Bé Gido duc va Pao tqo).

- T6 chire quan 1y cac trang thiét b, dung cu day hoc, tang 4m loa dai, may
chi€u... B4do quan, sir dung thi€t bi; luu gift, sit dung ho so thiét bi; stra chita nhirng
thiét bi don gian.

- Lap ké hoach str dung, mua sdm, stra chita thiét bi ctia nha truong; Lap hd
so thanh 1y céc tai sdn dugc giao quan ly; ti€u huy thiét bi hong, hét han sir dung.

- Chuan bj cac thiét bj can thiét theo yéu cau clia cac bai hoc cé st dung thiét
bi; hudong dan str dung thiét bi cho gido vién va hoc sinh thuc hanh; thyc hién cong
tac ddm bao an toan, phong chong chay no trong qua trinh thyc hanh.

- Khai thac phan mém tng dung quan ly thiét bi.

- Lap bao cdo dinh ky, thuong xuyén vé cong tac thiét bi.

- Phoi hop voi ké toan nhap thiét bj m&i nhan vé vao sd tai san.
- Dan ma céc tai sdn dugc quan 1y theo quy dinh ctia phap luat.

- Thuc hién céc nhi¢ém vu khac do Hiu trudng (phd Hi€u trudng phu trach)
phan cong.

6.4. T6 van phong

- T6 chiic quan 1y céc tai san thudc khu vuc: Cac nha 16p hoc, nha thu vién,
nha kho, nha xe, tudng rao, cac phan mém quan ly...

- Su dung hi€u qua tai san dugc giao. Dinh ky t6 chirc kiém tra (1 1an/nam),
kiém ké (1 lan/hgoc ky) tinh hinh st dung ctia cac by phan, phong ban, 16p hoc
duoc giao quan ly.

- Lap ké hoach st dung, mua sam, stra chita, danh muc cac tai san thanh ly
trinh Pho Hi¢u trudng phu trach phé duyét.

- Phoi hop voi ké toan nhap tai san mdi nhan vé vao so tai san.
- Dan ma céc tai san dugc quan 1y theo quy dinh ctia phap luat.

- Luu trit hd so tai san duoc phan cong phu trach. Tap hop toan bo hd so tai
san theo nam dong quyén luu van thu.

- Thuc hié€n cac nhiém vu khac do Hi¢u truong (Phé Hiéu trudng phu trach)
phan cong.

6.5. Nhan vién bdo vé

- Tuan tra bao quat toan bd khu vuc trong pham vi quan 1y cta trudng, kiém
tra ngud1 mang tai san cua truong ra khoi co quan (khi c6 nghi ngo).

- Kiém tra cac phong hoc, nha 1am viéc, phong chirc ning ngoai gio hanh
chinh dé tranh ton that tai san cua nha truong.

- Thyc hién cac nhiém vu khac do Hi€u truéng phan cong.
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6.6. Cdc to chirc, cdc doan thé, hoc sinh trong trwong

- Sir dung cic tai san theo diing céng ning, dung muc dich, tiét kiém, hiéu
qud. Bao quan, gitr gin cac tai san.

- Pinh ky phéi hop véi té vin phong ban giao, kiém ké tai san. Khi tai san bj
hong phai bao céo kip thoi dé stra chira, khic phuc.

7. Quy dinh viéc sir dung tai san cong

Thyc hién theo Quyet dinh s6 50/2017/QD-TTg ngdy 31/12/2017 cta Thu
teong Chinh phu; Quyét dinh sb 2919/2016/Qb-UBND ngay ngay 24/11/2016 cua
Uy ban Nhan dan thanh phd Hai Phong; Quyét dinh sé 31/2020/QD-UBND ngay
ngay 18/11/2020 ctia Uy ban Nhan dan thanh phd Hai Phong;

7.1. Toan bd tai san cua nha truong phai dugce sir dung dung cong nang, diing
muc dich theo quyét dinh cia Hi¢u trudng.

7.2. Tai san nhu: Phong hoc, phong héi truong, thu vién, hanh lang, cac khu
vé sinh chung, nha dé xe, san vuon, bon hoa cdy canh, cic hé thong cap dién, cap
nude, thong tin lién lac...Céc t6 chiic va c4 nhan trong trudng c6 quyén binh dang
trong viéc sir dung chung va c6 nghia vu chip hanh cac quy dinh sau:

- Céac bd phan mudn st dung phong Hoi trudng phai ding ky véi van thu
(ghi 1o thot gian thuc hién, yéu cau vé€ cong tac phuc vu). Cé trach nhi€ém bao quan
tai san trong qua trinh sur dung.

- Béi véi phong hoc, phong 1am viéc, phong hoc bd mon phai vé sinh sach
s&, khong duoc di chuyén bat ky tai san ndo khi chua dugc phép cta phd hiéu
truong phu trach co s¢ vat chit hoic bd phan thiét bi. Khong duogc viét v& 1én
tuong, mang cac chit chay nd vao phong.

- P61 voi khu vé€ sinh chung phai gitr gin sach s€, khd rdo va thoang khi.
Khong d6 rac sinh hoat, ba ché va cac loai rac khac vao cac chau rua, bon vé sinh.

- Nha dé xe cua truong duoc dung dé xe may cho can bd, gido vién, nhan
vién trong truong va khach dén lién hé cong tac theo dung quy dinh. Cam hut
thudc va dé xe bi ro ri xdng dau trong khu vuc nha dé xe.

- Béi véi khu vuc hanh lang, cau thang khong dugc dé cac do dung va trang
thiét bi lam viéc ri€éng cua céc to chirc, ca nhan.

- San trudng chi dugc st dung dé phuc vu cac hoat dong tap thé, san choi
cho hoc sinh khong dugc str dung vao cac muc dich khac.

- Khu vuc bon hoa, cay canh khong tu y tréng, dat chau hoa, thay doi loai
cdy, vi tri cay canh trong truong khi chua c6 sy dong y cta bo phédn phu trach.
Khong ngat hoa va vt rac vao cac chau cay.

- Khong cho phép bét cu’ t6 chirc hoac tap thé nao ngoai truong st dung

ngudn dién. CAm ty y ddu ndi hé théng cdp dién, cdp nudc, dién thoai, mang
Internet ra ngoai khudn vién truong cho ngudi ngoai sir dung; khong dé do dac gay
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can trd viéc van hanh, stra chita cac tu dién, hoc chita chay tai cac tang va trong
phong lam viéc.

7.3. Tai san dugc giao cho cac bd phan, ca nhan s dung

- Cac phong lam viéc phai dugc b tri hop ly, gon gang, thuan lgi cho cac
thanh vién trong to chue lam viée va dam bao cac diéu kién vé chiéu sang, diéu tiét
khong khi, duong truyen tin hi€u di¢n thoai, Internet theo dung cac quy dinh cua
Nha nudc.

- Khong dem cac chat doc hai, chat dé gy chdy nd, 6 nhiém moéi truong vao
phong lam viéc, phong hoc.

- Phuong tién thong tin lién lac (ké ca duong truyén Internet) tai truong chi
duoc st dung vao muc dich cong vu.

- Hét g0 lam viéc phai tit cac thiét bi dién va khoa ctra phong lam vi¢c. Khi
nghi lam viéc phai ban giao tai san cho by phan quan ly.

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

8. Bao dudng, stra chira tai sin

Cac phong c6 trach nhi€ém quan 1y, st dung va bdo quan tai san, may moc,
thi€t bi cua phong. Gido vién chi nhiém c6 trach nhi€ém quan 1y tai san, may moc,
thiét bi ctia l6p hoc, nhac nhd hoc sinh s dung va bao vé tai san, may moc, thiét
bi. Nghiém cam ty y thdo lap va di chuyén céc thiét bi khi chua c6 1énh cua hi¢u
trudng.

Nha truong thuc hién viéc stra chita va dinh ky bdo dudng toan by tai san
theo ché do, ti€u chuan k¥ thuat quy dinh. Khi tai san bi hong, bé phan duoc giao
st dung va quan 1y s€ thuc hién quy trinh sau:

- B6 phan tryc tiép st dung 1ap phiéu dé nghi sira chita tai van phong nha
truong.

- Pho hi¢u truong chi dao bo phan quan 1y tai san kiém tra thuc té, dé xuAt
phuong an stra chira, ky x4c nhan va chuyén Hi€u truéng phé duyét.

- Sau khi stra chita xong, thyc hi€n ban giao tai san cho by phan quan 1y va
st dung c6 bién ban kém theo.

Truong hop sau ddy nha truong khong sira chita, cac bo phan truc tiép sir
dung phai tu stra chita. Sau khi nha truong thanh 1dp Ban kiém tra tai san xac nhan:

- C6 y 1am hong tai san hodc khong ¢ ¥ thire gitt gin, bao vé tai san.

- Cb ¥ 1am mat tai san.

- Str dung tai san khong ding noi quy dinh (ty ¥ di chuyén tai san khi chua
duoc phép cua nha truong).
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Ph6 Hiéu trudng phu trach co so vét chat co trach nhiém quéan 1y tai san, may
moc, thiét bi chung ctia nha truong. Két thic nim ngin sach, ndm hoc Phé Hiéu
trudng phu trach co s& vét chat phéi hop véi cac phong, gido vién chu nhi¢ém kiém
ké danh gia, phan loai tai san, may moc, thiét bi, d& xuat thanh 1y, trang bi moi tai
san, may moc, thiét bi ctia tirng phong, ting 16p hoc.

Tai san, thiét bi 1am viée duoc giao da qua nhiéu nam st dung, vi vay kinh
phi stra chita chi theo thuc té phat sinh.

9. Kiém ké va bdo c4o tai san

Bd phan co so vat chit chiju trach nhiém xay dung ké hoach, t6 churc kiém ké
tai san hang nam va theo cac dot dot xuat khac. Cac bo phan, cd nhan dugc giao
quan li, sir dung tai san phai tuy kiém ké tai san cia minh trudc khi nha truong to
churc kiém ké, do1 chiéu.

Trong qua trinh kiém ké phai ghi rd thuc trang tai san, nguyén nhan hu
hdéng, mat, dé xuat bi¢n phdp xur 1i tai san, bdo cdo Ho1 dong kiém ké trude khi cap
nhat thong tin kiém ke.

Ho1 déng kiém ké co trach nhiém td chirc ddi chiéu tai san vai s sach, dé
xuat hinh thirc xtr 1 v&1 nhitng tai san khong dung, tai san hu hong khong st dung
duoc.

10. Thu hdi, diéu chuyén, thanh 1y tii san cong

10.1. Tai san cta nha trudng duoc giao cho cac TO, ca nhan trong don vi
quan ly, st dung s€ bi thu hoi trong céc trudong hop sau day:

- Céac bd phan (hodc ca nhan) dugc giao truc tiép quan 1y, st dung tai san
khong con nhu cau st dung hodc gidm nhu cau st dung do thay déi chic nang,
nhi¢m vu va cac nguyén nhan khac.

- Tai san thira so véi tiéu chuin, dinh mac dugc phép str dung.

- Tai san sur dung sai muc dich, trai quy dinh ctia Nha nudc.

10.2. Viéc diéu chuyen tai san tur by phan nay sang b phan khac trong Nha
truong do Hiéu trudng quyét dinh. Tai san diéu chuyén phai duoc kiém ké, xic
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. HO so dé nghi diéu chuyén tai san cua cac d6i twong str dung tai san
dugc giri &én pho Hiéu trudng phu trach bao gdom:

- Bién ban dé nghi diéu chuyén tai san cia cac ddi twong truc tiép quan Iy,
st dung tai san.

- Bang tong hop danh muc tai san dé nghi diéu chuyén, bién ban danh gié lai
gia tri nhitng tai san diéu chuyén va cac ho so cua tai san.

- Xac nhan cua doi tugng dé nghi tiép nhan tai san.
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10.3. Tai san hét han st dung theo ché d6 ma phai thanh 1y; tai san chua hét
han sir dyung nhung bi hu hong khong con sir dung dugc hodc viée stra chira khong
hi€u qua, 13p 01 bd ho so dé nghi thanh ly tai san.

Quy trinh thanh 1y theo Nghi dinh 151/2017/ND-CP ngay 26/12/2017 cua
Chinh phu quy dinh chi tiét mot sé Diéu Luat quan 1y, sir dung tai san cong; Ludt
quan 1y, sir dung tai san cong ngay 21/6/2017; Thong tu s6 45/2018/TT-BTC ngay
7/5/2018 ctia Bo trudng BO Tai chinh vé hudng dan ché d6 quan 1y, tinh hao mon,
khau hao tai san cd dinh tai co quan, t6 chirc, don vi va tai san c¢d dinh do Nha
nuéc giao cho doanh nghiép quan 1y khong tinh thanh phan von nha nuéc tai
Doanh nghiép.

* Poi voi cong cy, dung cu: HO so bao gém:

- Bién ban xac nhan hién trang cong cu dung cu.

- Quyét dinh thanh 13p ban thanh 1y cong cuy, dung cu.

- Bién ban dinh gié thu hoi cong cu, dung cu.

- Bién ban thanh 1y cong cu, dung cu.

11. Quén li, str dung tai san dugc hinh thanh thong qua viéc cho, tang,
tai trg

Céac tai san dugc hinh thanh thong qua viéc cho,‘tefmg, tai tro phai duogc thuc
hién cong khai, minh bach, phu hop vo1 cac quy dinh vé tai tro gidao duc.

Phu trich co s& vat chét tiép nhan tai san, quan li cac tai san duoc hinh thanh
thong qua vi€c cho, tang, tai trg; tap hop, ban giao day du ho so phéap li vé gia tri,
ki thuat va chit lugng dé danh gia, ghi ting trén s sach ké toan.

12. Cong khai tai sian cong

12.1.Viéc cong khai tai sdn cong phai dugc thuc hi¢n dﬁy du, kip thoi, chinh
xac theo quy dinh ctia phap luat.

12.2. Noi dung cong khai gom:

a, Van ban quy pham phép luat, dinh mtec, ti€u chuén, tht tuc hanh chinh vé
tai san cong.

b, Tinh hinh dau tu xay dung, mua sam, sir dung, thu hdi, diéu chuyén, thanh
li, ti€u huy va hinh thure xtr 1i khac véi tai san cong.

¢, Tinh hinh khai thac ngudn luc tai chinh tir tai san cong.

12.3. Hinh thtrc cong khai

a, Trang website cia nha truong

b, Niém yét tai tru sé co quan

c, Cong b tai cac cudc hop hoi déng nha truong.

d, Céc hinh thirc cong khai khéac theo cac quy dinh cua phap luat.
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12.4. Trach nhiém cong khai

a, Bo phan ké toan, phu trach co s vat chit c6 trach nhiém thuc hién cong
Khai.

b, Thuc hi¢n cong khai, minh bach theo cac quy dinh cua phdp luat.

13. Xir Iy tai san trong truwdng hop bi mit, bi hiiy hoai

- Nguoi quan Iy CSVC, vin phong, ké todn va cac bd phin dugc giao quan
1y, st dung tai san phoi hop dé thuc hién xur 1y tai san trong trudng hop bi mat, bi
huy hoai theo quy trinh, quy dinh v€ quan 1y st dung tai san cong.

- Néu dé xay ra truong hop tai san bi mat, bi huy hoai thi cac c4 nhan duogc
giao tryc ti€p quan 1y va st dung tai san do6 phai kip thoi phoi hop cung bo phan
bao v¢, nguoi quan ly CSVC 14p bién ban x4c dinh nguyén nhan, quy trach nhiém
dén tung ¢4 nhan va bdo cao Hi¢u trudng.

14. Xir Iy vi pham vé quén 1y, sir dung tai san cong

- Hinh thure xir Iy vi pham vé quan 1y, sit dung tai san cong:

+ Nhic nhé;

+ Thong bao trong toan truong;

+Pé nghi ha bac khi xét danh hi¢u thi dua;

+ D& nghi xtr 1y ky luat.

- Hinh thtrc nhac nhé duge ap dung dbi voi cac to chirc va ca nhan ¢6 hanh
vi vi pham lan dau cac quy dinh vé quan 1y, stir dung tai san cong.

- Truong hop cac bo phan va ca nhan d3 duoc nhic nhd nhung van tiép tuc
c6 hanh vi vi pham quy dinh vé quan ly, sir dung tai san cong thi bi xur Iy bang
hinh thirc Thong bao cong khai trong toan truong.

- C4c bo phan, ca nhan tai dién cung mot hanh vi vi pham tir 3 lan tré 1én
trong mot ndm hodc tuy theo murc do vi pham, thi bi dé nghi ha mdt cap khi xét
danh hiéu thi dua trong nam.

- Nguoi vi pham cac quy dinh ctiia Quy ché nay dé xdy ra thiét hai tai san
cong, ngoai vi¢c bi xur 1y theo céc hinh thirc tai khoan 1 di€u ndy con phai bi xtr 1y
trach nhiém vat chat theo quy dinh hién hanh.

15. Trinh tw va thi tuc xir Iy vi pham quy dinh vé quan ly, sir dung tai
sdn cong

- Thong bado vi pham

Cac b phan va ca nhan khi phat hién hanh vi vi pham cac quy dinh cua Quy
ché nay hodc phat hién can bd, gido vién, nhan vién, hoc sinh lam that thoat mat,

hu hong tai san cong thi thong bio bang moi hinh thirc (thdng béo truc tiép, qua
dién thoai, gui van ban...) dén Hi€u trudng (Pho Hi¢u truong phu trach).
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- Lap bién ban vi pham

Khi nhan dugc Thong béo vi pham quy dinh vé quan 1y, st dung tai san
cong, Hi¢u trudng chi dao ti€n hanh: Kiém tra xac minh, nhac nhg, so bo danh gia
thi€t hai, 1ap bi€n ban vi pham quy dinh vé quan ly, str dung tai sdn cong.

- Hiéu truong yéu cau can bo, gido vién, nhan vién hodc hoc sinh vi pham
quy dinh vé quan ly, sir dung tai san cong hodc gay ra thiét hai tai san cong viét
bang tudng trinh vé& vu viée, tuy kiém diém ban than.

- Quyét dinh xtr 1y vi pham
Hiéu trudng xem xét, quyét dinh xir 1y vi pham:

+ Nhic nhé hoic Thong bao cong khai trong toan truong d6i vdi cac truong
hop bi xtr Iy theo céc hinh thirc nhac nhd;

+ Thuc hién Quyét dinh xur Iy vi pham;

+ Trinh ty xu 1y ky luat, xem xét ha bac danh hi¢u thi dua ddi véi cac bd
phan va c4 nhan vi pham cac quy dinh vé quan 1y, str dung tai san cong thuc hién
theo quy dinh huéng dan thi dua khen thuéng ctia Nha trudng. Xir 1y trach nhiém
vat chit theo cac quy dinh ctia Phép luat.

V. QUY DPINH CHUNG

Chung tur ké toan yéu cau : Pay du, rd rang, sach s&, khong tiy x6a, rach
101, chap va.

Chung tu phat sinh trong thang phai ndp tir ngay mung 1 dén hét ngay ming
5 cua thang ti€p theo.

Riéng chung tir thang 12 :

- Chirng tir phét sinh trude ngay 20/12 ndp chim nhat ngay 20/12.

- Chimng tir phat sinh sau ngay 20/12 ndp ngay sau khi két thac hoat dong
chi.

Khi ¢6 vin ban mdi sira doi, bo sung, thay thé nhitng quy dinh hién hanh thi
thuc hién theo van ban moi.

V. KINH PHI TIET KIEM

Thuc hién theo Nghi dinh s6 43/2006/ND-CP ngay 25/04/2006 cua Chinh
phu; Nghi dinh s6 16/2015/ND-CP ngay 14/02/2015 cta Chinh pha; Thong tu s
71/2006/TT-BTC ngay 09/08/2006 ctia Bo Tai chinh.

Trich 1ap cac quy: Hiéu trudng cin cr kinh phi tiét kiém cua don vi quyét
dinh trich 1ap cac quy theo quy dinh.

1. Chi tra thu nhap ting thém

Can ctr kinh phi tiét kiém cta don vi va két qua thi dua cua can b, gido
vién, nhan vién, Hi¢u trudng quyéet dinh mirc chi thu nhap tang thém nhung to1 da
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khong vuot qua 1 lan tong muc luong ngach béc, phy cap tham nién vuot khung va
phu cap chiic vu tai thoi diém chi tra. Cu thé nhu sau:

+ Xép logi cdn bg, gido vién, nhdn vién:

- Can b, gi4o vién, nhan vién hoan thanh xuit sic nhiém vu: Xép loai A

- Can b, gi4o vién, nhan vién hoan thanh tt nhiém vu: Xép loai B

- Can b9, gido vién, nhan vién hoan thanh nhi¢m vuy: Xép loai C

+ Tinh binh qudn kinh phi tiét kiém:

Binh quan kinh phi tiét kiém = Tong s6 tién KP tiét kiém trong nim

(ax1,2)+(bx1,0)+(cx0,8)

Trong do:

- a 1a s6 nguoi xép loai A

- b 1a s6 nguoi xép loai B

- ¢ 1a s6 ngudi xép loai C

+ Phdn phéi kinh phi chi tiét kiém:

- Can b9, gido vién, nhan vién xép loai A: Binh quan KP tiét kiém x 1,2
- Can b9, gido vién, nhan vién xép loai B: Binh quan KP tiét kiém x 1,0
- Can b9, gido vién, nhan vién xép loai C: Binh quan KP tiét kiém x 0,8
2. Mua sim tai san trang thiét bj

Sau khi chi tra thu nhap ting thém ma van con kinh phi thi chi mua sam tai
san, trang thiét bi.

3. Chuyén kinh phi sang niim sau

Sau khi chi mua sam tai san, trang thiét bi ma van con kinh phi thi chuyén
kinh phi sang nam sau.

Phuong an sir dung kinh phi tiét kiém duoc théng nhat y kién bang vin ban
gitta Hi¢u trudng voi to chirtc Cong doan nha truong trudce khi trinh cap trén xem
Xét.

VI. TO CHUC THUC HIEN

Céc to chuyén mén, cac bd phan can ctr Quy ché nay xdy dung quy ché hoat
dong cu thé phu hop véi tung linh vuc dugc phan cong phu trach va c6 trach nhiém
chap hanh thuc hién nghiém tic Quy ché€ nham gép phan xay dung moi trudong va
diéu kién thuan loi dé nha trudong hoan thanh t6t nhiém wu.

Tap thé, cd nhan nao khong thuc hién t6t quy ché€ nay, tuy mic do vi pham
s€ c6 hinh thic ky luat twong trng véi hanh vi vi pham.
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Trong qu4 trinh thuc hién c6 vin dé gi ban khoan, vuéng méc, pht sinh, cac
t0, bd phan bao cdo vé lanh dao nha trudng xem xét, di€u chinh cho phu hop.

Quy ché nay di duoc thong qua ¥ kién cua toan thé can b, gido vién, nhan
vién trong cudc hop hdi dong nha truong ngay  thdng 01 nam 2023 va niém yét
cong khai./.



-29.



