SG GIAO DUC VA PAO TAO HAIPHONG  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT BACH PANG Djc 14ap - Ty do - Hanh phac
$6:0§/Qb-THPT B Hdi Phong, ngay 10 thang 01 ndm 2023
QUYET PINH

V/v ban hanh quy ché quén 1y va sir dung tai sin cng nim 2023

HIEU TRUONG TRUONG THPT BACH PANG

Can civ Ludt quan Iy va sie dung tdi san cong so 15/2017/QH14 ban hanh ngay 21
thang 6 nadm 2017,

Cdin cir Nghi dinh s6 151/2017/ND-CP ngay 26 thdng 12 ndm 2017 ciia Chinh Phi
Quy dinh chi tiét mét sé diéu cia Ludt quan Iy, st dung tdi san cong; Thong tw s6
144/2017/TT-BTC ngay 29/12/2017 hweéng dan mét s6 ndi dung cia Nghi dinh s6
151/2017/NP-CP ngay 26/12/2017 quy dinh chi tiét mot sé diéu ciia Ludt quan Iy, sir dung
tai san cong;

Cdn cir Nghi dinh 63/2019/ND-CP ngay 11/7/2019 cia Chinh phu quy dinh xir phat vi
pham hanh chinh trong linh viee quan ly, s dung tai san cong, thwc hanh tiét kiém, chong
lang phi; d trit quoc gia; kho bac nha nudc;

Can cit Thong tw s6 45/2018/TT-BTC ngay 07/5/2018 ciia B Tai chinh quy dinh ché
ds, quan Iy, tinh hao mon tai san cé dinh trong cdc co quan nha mede, don vi sw nghiép
cong ldp va cdc 16 chire ¢ sir dung ngdn sdch nha nwéce;

Cdn cir Diéu 1¢ truong THCS, THPT va trweong pho théng c6 nhiéu cdp hoc ban hanh
kém theo Thong tw s6 32/2020/TT-BGD PT ngay 15/9/2020 cua B¢ Gido duc va dao tqo;

Cdn cir cdc vdan ban hwong dén thuc hién nhiém vu ndm hoc 2022-2023 ciia S Gido
duc va Pao tao Hdai Phong;

Xét dé nghi ciia Phé Hiéu truéng phu trdch cong tae co sé vt chdt,

QUYET PINH:

Pidu 1. Ban hanh kém theo Quyét dinh nay “Quy ché quan ly, sir dung tai san céng” cia
truong THPT Bach Pang. Cac ndi dung khac vé quan ly, sir dung tai san cong khong duoc
quy dinh tai Quy ché nay thi s& thuc hién theo cic vin ban quy pham phap luat hién hanh.
Piéu 2. Quyét dinh nay c6 higu lyc ké tir ngay ky.

Diéu 3. B6 phan quan ly tai san, bo phan ké todn, cdc bd phan chuyén mén khac va ¢4 nhan
¢6 lién quan cua trudng THPT Bach Pang cin ctr Quyét dinh thi hanh./.

Noi nhin: . HIEU TRUONG
- S6 GD&DT (dé bdo cdo); p )

- Nhu diéu 3;
- Luu VT.
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QUY CHE
Quin 1y va sir dung tai sdn cong nam 2023
(Ban hémh kém theo Quyét dinh s6:0Y/0D-THPT BD ngay 10/01/2023)

Chuong 1
QUY PINH CHUNG
Piéu 1: Muc dich, yéu ciu:
1. Muc dich:

- Tao diéu kién chti dong trong vi¢e quén ly, sir dung tai san cong dugc giao; thac day
viéc sip xép to chirc by mdy, bién ché c6 hiéu qua, dam bao hoan thanh t6t nhiém vu duge
giao, nang cao hi¢u suat lao dong, hiéu qua st dung kinh phi, gop phan ting thu nhép cho
vién chuc trong bién ché quan ly nha nudc va ngudi lao dong theo hop ddng trong trudng

THPT Bach Ding;

- Thic day thyc hanh tiét kiém, chong lang phi; thuc hién quyén tw chi, dong thoi
ning cao trach nhi¢m cua nguoi dung diu don vi va vién chirc, ngudi lao dong trong vige
thuc hién nhiém vu va quéan ly, s dung tai san cong ding muc dich, c6 hiéu qua theo quy
dinh cta phap luét.

2. Yéu cau:

- Viéc quan ly, sit dung tai san cong thuc hién ding quy dinh cta phap luat: Luat
Ngan sach Nha nudc, Thong tu 144/2017/TT-BTC ngay 29/12/2017 hudng din mot sb noi

dung cua Nghi dinh s0 151/2017/ND-CP ngay 26/12/2017 quy dinh chi tiét mot s6 diéu cua
Luét quan 1y st dung tai san cong.

- Viéc ghi chép, theo ddi, quan ly tai san thuc hién theo quy dinh hign hanh cua Nha
nude va quy dinh ctia Quy ché nay.
Piéu 2: Pham vi va dbi twong 4p dung:
1. Quy ché nay quy dinh trach nhiém va thim quyén quyét dinh cta céc bo phan, ca nhan
trong quan ly st dung, mua sam, tiép nhan, stra chira, diéu chuyén, thu hoi va thanh 1y tai
san cong trong nha truong.
2. Vién chirc, nhan vién, ngudi lao dong, hoc sinh thudc truong THPT Bach Ding dugc giao
quéan ly, st dung tai san phai c6 trach nhiém thyc hién dung quy dinh cuia Quy ché nay va
cac quy dinh hién hanh cta phap luat vé quén ly, st dung tai sdn cong.
Pidu 3: Tai san trong nha truong:
(Theo diéu 4. Phdn logi tai san cé dinh tai Thong t s6 45/2018/TT-BTC ngay 07/5/2018 ciia
Bo Tai Chinh)



1. Phin loai theo hinh dang:

1.1 Tai san ¢b dinh hitu hinh: La nhiing tai san c6 hinh thai vat chét, thoa mén dong
thoi 02 tidu chuén (C6 thoi han sir dung tir 01 ndm tro 1én; C6 nghuyén gid tir 10.000.000
dong tré 1én). Riéng may moéc, thiét bi c6 nguyén gia tr 5.000.000 dong trd 1én.
Tai san ¢b dinh hitu hinh gdm: Nha 1am viéc, hoi truong, phong hoc, nha xe, cong trinh xay
dung khac, vat kién trac (tuwong rao, sdn thé thao, sdn choi, bé chira); May méc, thiét bi; cay
ldu nam; Tai san ¢6 dinh hitu hinh khéc.

1.2. Tai sdn cb dinh vo hinh: La tai sin khong c6 hinh thai vat chét, thoa man dong
thoi 02 tiéu chudn (C6 thoi han sir dung tir 01 ndm tré 1én; c6 nguyén gid tir 10.000.000
dong tré lén).

- Quyén st dung dat, phén mém tng dung, tai sdn ¢6 dinh v6 hinh khac.

1.3. Cong cu, dung cu: bao g?)m cac tai san phuc vu cac hoat dong gido duc cua nha .

truong: Ban ghé hoc sinh, dung cu thé thao, tai san khac c6 gia tri nguyén gia dudi
10.000.000 dong.

2. Phan loai theo ngudn goc hinh thanh tai sdn: Tai sdn hinh thanh do mua sam, do dau tu
xdy dung; duoc giao, duoc cho ting, tai san c¢b dinh khi kiém ké phat hién thura chua dugc
theo doi trén sb ké toan: tai san ¢b dinh dugc hinh thanh tir ngudn khac.

Pidu 4: Nguyén tic quén ly, sir dung tai san:

- Tat c4 tai san cdng trong trudng dugc giao cho mdi t6, mdi bd phan hodc céd nhén trong
truong quan ly su dung.

- Tai san cong trong truong dugc quan ly théng nhit, cé sy phan cong, phén cap quyén han,
trach nhiém gitta higu trudng vo1 cac t6 trudong, voi ca nhan dugc giao tryc tiép st dung tai san.

- Tai sén cong phai duge dau tu, trang bi, st dung ding muc dich, ding tiéu chuan dinh

mirc, ché d6 bao dam cong bang, hi€u qua va tict ki€ém, dugc bao dudng, sira chita va bao vé
theo ché dd quy dinh.

- Viée xéc dinh gid tri tai san cong trong cac quan hé mua, ban, thanh ly dugc thuc hién theo
co ché thi trrong va phi hop véi cac quy dinh cia phap luét.

- Thyc hién cong khai, minh bach trong viéc quan ly sir dung tai san cong trong trudong. Moi
hanh vi vi pham ché 6 quén ly sir dung tai san cong phai bi xtt ly nghi€ém minh.
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Chuong 11
QUY PINH QUAN LY, SUDUNG TAI SAN TRONG TRUONG HQC

Diéu 5: Pi twgng duge giao quan Iy, sir dung tai sin cong:

- Hiéu truéng, Pho Hiéu truong, Gido vién, Nhan vién;

- Céc t chic, doan thé trong trudng;

- Cac bd phan chuyén quén: Ké toan, vin thu, y té, thiét bi, thu vién, bao vé;

- Hoc sinh toan truong.

Pidu 6: Quy trinh tiép nhin tai san:

1. D6i véi tai san dugre cap:

- Hiéu trudng ban hanh quyét dinh thanh lap td tiép nhéan tai san.

- T4 tiép nhén 6 trach nhiém kiém tra cac loai gidy to clia bén giao tai san, hién trang cua
tai san theo ding cong ning st dung. Chi tiép nhan tai san khi c6 du gidy to, ding ching
loai, st dung t6t.

- Lap bién ban giao nhan tai san.

- B4o céo Hiéu trudng vé tai san méi nhan, dé xuat phurong 4n bé tri quan 1y, st dung,
Ban giao toan bd hd so cho ké toan, phdi hop véi ké toan nhap sb tai san theo phan mém
quén ly va theo doi.

VI |

- Hi¢u trudéng ra quyét dinh ban giao tai san cho by phan quan ly str dung.

2. Déi v6i tai san do cdc td chire va c4 nhan tai trg, cho, ting va tai sin ty mua: Khong
can thanh 14p t6 tiép nhan tai san. TS van phong thuc hién cac quy trinh tiép nhan tai san nhu
khoan 1 diéu nay.

Piéu 7: Quyén va nghia vu ciia ddi twong dwge giao quan 1y, sir dung tai san cong:
1. Quyén loi:
- Str dung tai san cong phuc vu hoat dong theo chirc nang, nhi¢m vu duoc giao;

- Thyc hién cac bién phao bao v€, khai thac va sir dung hi€u qud tai sdn cong dugc giao theo
ché d6 quy dinh.

2. Nghia vu:

- Béo vé, str dung tai san cong dung muc dich, ti€u chuin, dinh muc, ché d6, bao dam hiéu
qua, tiét kiém;

- Lap, quan ly hd so tai san cong, ké toan, kiém ké, danh gi4 lai tai san cong theo quy dinh
ctia phéap luat va phap luat vé ké toan;

- B4o cao va cong khai tai san cong theo quy dinh ctia phap lluaat;;

- Thyc hién nghia vu tai chinh trong st dung tai san cong theo quy dinh cuia phéap luit;



- Giao lai tai san khi c6 quyét dinh thu hoi cua co quan, ngudi c¢6 tham quyén;

- Chiju sy thanh tra, kiém tra, giam sat cia co quan nha nudc cé thdm quyén; trong quén ly,
str dung tai san cong thudc pham vi quan ly theo quy dinh cta phép luét;

Pidu 8: Nhiém vu ciia ddi twong duoc giao quéan ly tai san cong:
1. Hiéu trudéng, Pho Hi¢u trwéng duge giao phuc trach:
- T chiic thuc hién quan ly, str dung tai sdn dé thuc hién chic nang, nhi€ém vy duoc Nha
nude giao. Ban hanh quyét dinh ban giao tai san cho cac bd phan quén 1y truc tiép.
- T chirc kiém tra viéc quan 1y, st dung tai san ciia cic bd phan 01 lan/hoc ky. Thudng
xuyén giam sat viéc quan ly, sir dung tai sdn ctia cac by phén, t6 chirc, ca nhan trong trudng.
- X1t Iy theo thim quyén hodc trinh co quan ¢ tham quyén xir 1y cac hanh vi vi pham phép
luét vé quan ly, sir dung tai san cong.
- TS chirc xay dung ké hoach kiém ké tai san vao cudi ky ké toan nam, kiém ké theo quyeét
dinh kiém ké ctia cip c6 thdm quyén. Xay dung ké hoach bao tri, bao dudng.
2. Ké toan:
- Lap hd so lién quan dén viéc hinh thanh, bién dong tai san trén phin mém quan ly tai san.
Luu trit hd so tai san clia truong;
- Phéi hop véi cac ddng chi trong to Van phong, thiét bi thuc hién mot sd cong viéc sau:

+ Vao s0 tai san khi ¢6 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 thdm quyén;

+ Panh gia lai tai san, xac dinh tai san thira, thiéu va nguyén nhan dé xir ly theo quy
dinh cta phap luat; Tinh hao mon cua tai san theo quy dinh ctia phép luit;

+ Thuc hién bao cao tinh hinh quén ly tai sdn theo van ban hién hanh; Lap thu tuc
thanh Iy tai san kip thoi theo Quy ché nay;

+ Thyc hién cac nhiém vu khac do Hiéu truéng phan cong.
3. Nhin vién thiét bi (theo Thong tw 08/2019/TT-BGD PT ngay 02/5/2019 ciia Bj truéng
Bo Gido duc va Dao tao):

- T6 chirc quan 1y cac trang thiét bi ciia cac phong thure hanh Vat 1y, Héa hoc, Sinh hoc, may
chiéu, méy tinh, may in. Bao quan, sir dung thiét bi; luu gift, st dung hd so thiét bi; d& xuat
stra chita thiét bi;

- Tham muu Phé Hi¢u trudng phu trach co s& vt chit ké hoach st dung, mua sdm, stra chita
thiét bi ctia nha trudng; 14p hd so thanh 1y cac tai san dugc giao quan ly, tidu hiy thiét bi,
hoa chat hong, hét han st dung;

- Chuén bi cac thiét bi, hoa chat va vit liéu can thiét theo yéu ciu cua tirng mon hoc, bai hoc
¢6 str dung thiét bi; hudng dan sir dung thiét bi cho gido vién va hoc sinh trong cac bai thuc
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hanh, thi nghi€ém; phéi hop véi gido vién huéng dan hoc sinh thyc hanh, thi nghiém, thuc
hién cong tac ddm bao an toan, phong chong chay no trong qué trinh thuc hanh, thi nghiém;

- Khai thac phan mém tng dyng quan ly thiét bi;

- Lap bao céo dinh ky, thuong xuyén vé cong tac thiét bi, thi nghiém;

- Phéi hop véi ké toan nhap thiét bi méi nhan vé vio s tai san va kiém ké tai san cudi nam;
- Dan ma cac tai san dugc quan ly theo quy dinh cua phap luat;

- Thyc hién cac nhiém vu khac do Hiéu truéng (Phé Hi€u trudng phu trach) phén cong.

4. T6 viin phong:

- T6 chirc quan ly céc tai san chung ctia nha trudng.

- Sir dung hiéu qua tai san dugc giao. Pinh ky t6 chirc kiém tra (01 1an/ndm), kiém ké (01
lan/hoc ky) tinh hinh sir dung ciia cac by phén, phong ban, 16p hoc dugce giao quén ly;

- Lap ké hoach sir dung, mua sim, stra chita, danh muc cac tai san thanh ly trinh Ph6 Hiéu
trudng phu trach thong qua, Hi¢u trudng phé duyét;

- Phéi hop v6i ké toan nhdp tai san méi nhan vé vao sd tai san;

- Dan ma céc tai san dugc quan ly theo quy dinh cia phap luat;

- Luu trit hd so tai san duoc phan cong phu trach.

- Thyc hién cac nhiém vu khac do Hi€u truong (Pho Hi€u trudng phu trach) phéan cong.

5. Nhan vién bao vé¢:

- Tudn tra bao quét toan bd khu vuc trong pham vi quan 1y cia truong, kiém tra ngudi mang
tai san cua truong ra khdi co quan (khi c6 nghi ngo);

- I,<iém tra cac phong hoc, nha lam viéc, phong chirc ning ngoai gid hanh chinh dé tranh ton
that tai san cua nha truong;

- Thyuc hién cac nhiém vu khac do Hi€u trudng pahan cong.
6. P6i v6i T6 truéng chuyén mén, Vin phong:

- Tryc tiép chiu trach nhiém vé viéc quan ly, bao quan va sir dung nhiing tai san da dugc
giao cho T6. T4 truéng chuyén mén, Van phong lap ké hoach sir dung, ké hoach bao quén,
stra chita hang nam d¢ xuét véi Hiéu truéng va thuc hién ding theo ké hoach da duoc phé
duyét; t6 chirc kiém tra, giam sat viéc st dung va bao quan tai san theo ké hoach. T4 chirc
kiém ké tai san theo quy dinh va kiém ké dot xuat khi ¢ yéu cau ctia Hiéu truéng.

7. Dbi véi gido vién giang day trén 16p:

- Quan ly tit ca c4c tai san, trang thiét bi, d6 dung day hoc khi giang day trén 16p. Khai thac
stt dung ding muc dich, cé hi¢u qua va c6 trach nhi€ém bdo quén, giit gin, bdo dam sir dung
tai san lau bén, hudéng dan, tuyén truyén cho hoc sinh cach sir dung va bao quan thiét bi,
cong vu, dung cuy, cach stt dung dién, nude tiét kiém, ... Déng thoi, néu co phat hién hu hdng



cac loai tai san thi gido vién c6 nhiém vu bao ngay cho Phé Hi¢u trudng phu trach co s& vat
chit dé kip thoi khéc phuc.

8. P6i véi cdc phong may thuc hanh tin hoc:

- Giao cho giéo vién phu trach nhom tin va gido vién tin hoc truc tiép quéan 1y va co trach
nhiém bao quan, thuong xuyén lau chui quét don, nhéc nhé hoc sinh thyc hién tt ndi quy
phong may. Gido vién vao phong may khong dwgc phép tuy tién md mday khi chua co su
dong y clia gido vién quan ly. Khi may tinh trong phong c6 su ¢b thi bao co v4i Pho Higu
trudng phu trach dé xur 1y, khong duoc tu y thdo may tinh dé sira chira. May tinh xach tay
trang bi cho c4 nhan nao thi ca nhan d6 phai ty bao quan, hu hong phai tu stra chira, mat phai
dén bu theo gia thi truong.

9. Céc td chirc, cac doan thé, hoc sinh trong trudng:

- St dung tai san theo ding cong nang, ding muc dich, tiét kiém, hiéu qua. Bdo qudn, giit
gin céc tai san.

- Dinh ky phéi hop véi T6 Van phong ban giao, kiem ké tai sin. Khi tai san bi hong phai bao
cdo kip thoi dé khic phuc.

Piéu 9: Quy dinh vé viée str dung tai sén:

- Toan bd tii san cta nha trudng phai dugc sir dung dang cong nang, ding muc dich theo
quyét dinh cia Hiéu truong.

- Tai san nhu: Phong hoc, phong lam viéc, hoi truong, thu vién, hanh lang, cau thang, cac
khu vé sinh chung, nha dé xe, sin vuon, bdn hoa cdy canh, cac he théng cdp dién, cap nudc,
thong tin lién lac,... Cac td chirc va ca nhan trong trudng co6 quyén binh dang trong viéc st
dung chung va c6 nghia vy chap hanh céc quy dinh sau:

+ Céc bo phan mudn sit dung hoi truong phai ding ky voi T van phong (ghi 0 thoi
gian thue hién, yéu cdu vé cong tac phuc vu). Co trach nhiém bao quan tai san trong qua
trinh st dung.

+ Céc bo phén mudn sir dung phong thu vién phéi dang ky voi b phan thu vién
phong (ghi rd thoi gian thuc hién, yéu cdu vé cong tdc phuc vu). C6 trach nhiém bdo quan
tai san trong qua trinh sir dung.

+ Dbi véi phong hoc, phong lam viéc, phong thi nghiém, phong hoc bd moén phai vé

sinh sach s€, khong duoc di chuyén bat ky tai sén nao khi chwa dugce phép cua t6 van phong
hodc bo phan thiét bj. Khong duge viét v& 1én trudng, mang cac chét chay nd vao phong.

+ Dbi voi phong Thi nghiém, phong hoc bd mdn: Céc gido vién phai xay dung ké
hoach sit dung tir ddu nim hoc ¢6 xac nhén cua T trudong, Pho Hiéu trudng phuy trach. Khi
¢6 nhu cdu sir dung phong thi nghiém, phong hoc bd mdn phai ding ky voi b phén thiét bi
trude 02 ngdy theo miu phiéu quy dinh.

+ Pbi v6i khu vé sinh chung: Phéi giit gin sach s&, kho rao va thoang khi. Khong do
rac sinh hoat, bd ché va cac loai rac khac vao cac chéu rira, bon vé sinh.



+ Nha dé xe cua truong duoge dung dé 6 td, xe may, xe dap cho hoc sinh, can bo, gido
vién, nhan vién trong trudng va khach dén lién hé cong tac theo ding quy dinh. CAm hut
thude va dé xe bi 10 ri xang dau trong khu vire nha xe.

+ Dbi v6i khu vue hanh lang, ciu thang khong duoc dé cac dd dung va trang thiét b
lam viéc riéng cua cac td chirc, c4 nhan.

+ Séan truong chi duge sir dung @& phuc vu cac hoat dong tap thé, san choi cho hoc
sinh, khong str dung vao cac muc dich khac.

+ Khu vuc bon hoa, cday canh khong duoc tu y tréng, dat chau hoa, thay dbi loai cay,
vi trf cdy canh trong trudng khi chua c6 sy ddng y ctia bo phan phu trach. Khong ngat hoa va
virt rac vao cac chau cdy.

+ Khong cho phép bét cir to chirc hodc tap thé nao ngoai trudng sir dung ngudn dién.
Cim tu y dau ndi hé théng cép dién, ce“'tp nude, dién thoai, mang internet ra ngoai khuoén vién
treong cho ngudi ngoai st dung; khong dé d6 dac gy can trd viéc van hanh, stra chita cac ti
dién, hoc chita chéy tai cac ting va trong phong lam viéc.

- Tai san 1a may moc, thiét bj: C4 nhan dwoc trang bi may mdc, thiét bi lam viéc phai dugc
bao quéan can than, sir dung hiéu qua, khong dé tinh trang gdy mét, hu hong ning xay ra.
- Tai san dugc giao cho cac by phan, ca nhan st dung;:

+ Cac phong 1am viée phéi duge bd tri hop 1y, gon gang, thuén lgi cho céc thanh vién
trong t6 chirc 1am viéc va dam bao cac diéu kién vé chiéu sang, diéu tiét khong khi, duong
truyén tin hiéu dién thoai, internet theo diing cac quy dinh ctia nha nudec.

+ Khéng dem céc chét doc hai, chit d& gdy chay nd, 6 nhiém mdi trudng vao phong
lam viéc, phong hoc.

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

+ Hét gio 1am viéc phai tat cac thiét bi dién va khoa ctra phong 1am vieiejc. Khi nghi
lam viéc phai ban giao tai san cho by phan quén ly.

+ Hang ngay sau mdi bubi hoc, bao vé kiém tra viéc khoéa hét cac phong hoc, phong
chirc nang, bao vé khéa cong chinh ctia truong.

P

Piéu 10: Bio dudng, sira chira tii san:
- Bao dudng: Nha truong thyc hién vi€e stra chita va dinh ky bao dudng toan bo tai san theo
ché d¢, tiéu chuan ki thuat quy dinh. Khi tai sin bi bong, bd phan duoc giao st dung va
quén ly s€ thuc hién quy trinh sau:

+ B phén truc tiép sir dung lap phiéu dé nghi stra chita trinh Phé Hiéu truéng phu
trach xem xét (mdu 1 dinh keém);

+ Pho6 Hiéu trudng phu trach co sé vat chét tién hanh kiém tra thuc té, dé xuat phuong
4n sira chita, ky x4c nhan va tryc tiép tham muu Hiéu trudng duyét.
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+ Sau khi stra chita xong, thuc hién ban giao tai san cho by phan quan ly va sir dung
¢6 ky nhan (mdu 2 dinh kém).

- Céc truong hop sau ddy nha truong khong stra chita, cac bd phén truc tiép str dung phai ty
stra chita. Sau khi nha truong thanh 1ap ban kiém tra tai sén x4c nhén:

+ C6 y 1am héng tai san hodc khong c6 y thirc gift gin, bdo vé tai san;

+ C6 y lam mat tai san;

+ Str dung tai san khéng ding noi quy dinh (e y di chuyén tai san khi chwea dwoc sy
cho phép ciua nha truong);

Pidu 11: Thu hdi, didu chuyén, thanh Iy tai sin cong:

1. Thu hdi:

- Tai san Nha nudc (nha truong) dugce giao cho cac T, c4 nhan trong nha trudng quan ky,
str dung s& bi thu hdi trong cac trudng hop sau:

+ Céac bd phén (hodc ca nhan) dugc giao truc tiép quan ly, st dung tai san khong con
nhu cdu st dung hodc giam nhu cau sir dung do thay d6i chirc nang, nhiém vu va c4c nguyén
nhan khac;

+ Tai san thira so v&i tiéu chudn, dinh mirc duge phép st dung;

+ Tai san stt dung sai muc dich, trai quy dinh ctia Nha nudc.

Hang ndm, Phé Hi€u trudng phu trach co s& vat chit ra soat tai san, trang thiét bi
thudc céc ndi dung tai khoan 1 diéu ndy sé tién hanh thanh 1ap phiéu thu hdi (mdu sé 03 dinh
keém) trinh Hi¢u trudng duyét.

2. Diéu chuyén:

- Viéc diéu chuyén tai san tir bd phan ndy sang bd phan khic trong nha trudng do Hiéu
trudmg quyét dinh. HO so d& nghi diéu chuyén tai san clia cc ddi tuong sir dung tai san duoc
gtii dén Pho Hiéu truéng phy trach gdm bién ban diéu chuyén c6 x4c nhan cta Phé Hiéu
trudng (mdu 02 dinh kém). Phé Hiéu truéng tham muu Hiéu trudng quyét dinh. HO so' gom:

+ Bién ban dé nghi diéu chuyén tai san cua cac ddi tuong truc tiép quan ly, sir dung
tai san.

+ Béng tdng hop danh myc tai san d& nghi diéu chuyén, bién ban danh gié lai gid tri
nhiing tai san diéu chuyén va cac hd so clia tai san

+ X4c nhan cta ddi tegng dé nghi tiép nhan tai san.

3. Thanh ly:

- Tai san hét han sit dung theo ché d6 ma phai thanh ly; tai san chwa hét han st dung nhung
bi hu héng khong con sit dung dugc hodc viée sira chita khong hig¢u qua (du todn chi phi sira
chita 16n nhung sir dung khong hiéu qud), B phan st dung 1ap danh sach @ nghi thanh 1y
trinh Pho Hiéu trudng phu trach co s& vit chit xem xét (theo mau 04 dinh kém). Pho Hiéu
trwéng s& tham muu Hiéu truéng tién hanh thanh ly theo quy dinh.



- Quy trinh thanh Iy theo Nghi dinh 151/2017/ND-CP ngay 26/12/2017 Cia Chinh phi quy
dinh chi tiét mot s6 diéu Luat Quén ly, sir dung tai san cong; Luédt quéan ly, st dung tai sdn
cong ngdy 21/6/2017; Thong tu 45/2018/TT-BTC ngay 07/5/2018 clia BY truéng B Tai
chinh v& huéng din ché d quan 1y, tinh hao mon, khau hao tii sin c6 dinh tai co quan, 6
chirc, don vi va tai san ¢b dinh do nha nudc giao cho doanh nghiép quan ly khong tinh thanh
phin v6n nha nudc tai doanh nghiép.

Didu 12: Mua sim, trang bi tai san:

- Dbi véi may méc, thiét bi dugc trang bi theo chirc danh va vin phong phé bién phuc vu
cong tac hanh chinh, van thu, tiép dan: thyc hién theo Quyét dinh 50/2017/QD-TTg ngay
31/12/2017 ciia Tha tuéng Chinh phit vé viéc quy dinh tiéu chuén, dinh muc st dung may
moée, thiét bi.

- Dbi v6i may moc, thiét bi phuc vu cong tac dung chung tai cac phong nhu: Phong hop, Hoi

trudong, phong luu trit: Thyc hién theo quy dinh ti€u chudn, dinh mirc may moc thiét bi tai
cac phong phuc vu hoat dong dung chung clia cac c¢o quan nha nudc, t6 chitc don vi su
nghiép cong lap cta thanh phd Hai Phong.

Tuy thudc vao loai may moc, thiét bi dugc mua sdm tap trung hay mua sém tu do.
Viée mua sém do Hiéu truéng quyét dinh trén co s& tham muu ciia Pho Hiéu truong phu
trach co s& vit cht.

Chuong I
XU LY VI PHAM VE QUAN LY, SU DUNG TAI SAN CONG

Pidu 13: C4c hanh vi bi nghiém cim:

- Loi dung, lam dyng chirc vu, quyén han chiém doat tai san ctia nha trudng dudi moi hinh thirc.
- Co y lam trai cac quy dinh ctia Nha nude vé quan ly, sir dung tai san.

- Sir dung tai san nha nudc khong dung muc dich, tiéu chuén, dinh muc, ché d; sit dung tai

san nha nudc lang phi hodc khong st dung tai san duoc giao gdy lang phi; sir dung tai san
nha nude dé kinh doanh trai phéap luét.

- Hity hoai hodic ¢6 y 1am hur hong tai sén nha nudc; chiém gii¥, sir dung trai phép tai san.
- Thiéu trach nhiém trong quéan Iy d& xay ra vi pham phap luat vé quan ly, st dung tai san

- Khong thyc hién hodc thuc hién khong ddy du nghia vu @i véi don vi trong quan ly va sit
dung tai san.

Pidu 14: Xir Iy, vi pham vé quén 1y, sir dung tai sin cong:
1. Hinh thtrc xit Iy vi pham vé quén ly, sir dung tai sén cong
+ Nhic nho

+ Thong bao trong toan truong



+Pé nghi ha bac khi xét danh hiéu thi dua

+ Pé nghi xir Iy ky luat
2. Hinh thtrc nhic nhé duge ap dung ddi véi cac td chirc va cd nhan c6 hanh vi vi pham lan
dAu céc quy dinh vé quéan ly, s dung tai san cong.

3. Truong hop cac bd phan va ca nhan da dugc nhéc nhd nhung van tiép tuc ¢6 hanh vi vi
pham quy dinh v& quén 1y, sir dung tai san cong thi bi xir ly bing hinh thirc théng bao céng
khai trong toan trudng.

4. Céc bd phén, c4 nhan tai dién cing mét hanh vi vi pham tir 03 lan tré 1én trong mot ndm
hodc tiry theo mirc d vi pham, thi bi @& nghi ha mot bac khi xét danh hiéu thi dua trong nam.

5. Nguoi vi pham cac quy dinh cua Quy ché nay dé xay ra thiét hai tai san cong, ngoai viéc
bi xit Iy theo céc hinh thirc tai khoan 1 diéu nay con phai bj xit Iy trach nhiém vét chat theo
quy dinh hi¢n hanh.

Piéu 15. Trinh tu va thi tuc xi Iy vi pham quy dinh vé quén Iy, sir dung tai sin cong:

1. Thong bao vi pham:

Cac bo phan va c4 nhan khi phat hién hanh vi vi pham céc quy dinh cia Quy ché nay
hodc phat hién can bd, giao vién, nhan vién, hoc sinh lam that thoat, mét, hu hong tai san
cong thi thong bao bang moi hinh thitc (thdng bdo triec tiép, qua dién thogi, gii vin ban, ...)
dén Hiéu truong (Pho Hiéu truéng phu trach).

2. Lap bién ban vi pham:

Khi nhan dugc thong bao vé vi pham quy dinh vé quan ly, str dung tai san cong, Hi¢u
trudmg chi dao tién hanh: Kiém tra xac minh, nhic nhd, so bo danh gia thiét hai, 1ap bién ban
vi pham quy dinh vé quan ly, sir dung tai san cong.

3. Hiéu trudng yéu cdu can bd, gido vién, nhan vién hodc hoc sinh vi pham quy dinh vé quan
ly, sir dung tai san cong hodc giy ra thiét hai tai san cong viét ban tudng trinh v& vu viée, tu
kiém diém ban thén.

4. Quyét dinh xir Iy vi pham:

Hiéu trudng xem xét, quyét dinh xtr ly vi pham:

- Nhéc nhé hodc thong bao cong khai trong toan truong d6i véi cac truong hop vi xir ly theo
hinh thire nhéic nhé;

- Thuc hién quyét dinh xir 1y vi pham;

- Trinh ty xtt ly ky ludt, xem xét ha bac danh hi¢u thi dua d6i v6i cac bo phan va c4 nhan vi
pham cac quy dinh vé quan ly, st dung tai san cong thuc hién theo quy dinh hudng dan thi
dua khen thrrdng cta nha truong. X ly trach nhi€ém vat chit theo cac quy dinh cia phap luat.
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Chuong IV

TO CHUC THUC HIEN
Pidu 16. Trach nhiém thi hanh:
- Vién chirc, nhan vién, ngudi lao dong, hoc sinh ¢6 trach nhi¢ém thuc hign nghi€ém tac Quy
ché nay.
- Ban 1anh dao, truong cac doan thé, t6 trudng chiu trach nhiém quan triét, chi dao, giam sat
cac d6i twong thuc hién Quy ché nay.
Pidu 17. T6 chirc thye hign:
- Quy ché nay da dugc cong khai thédo luan rong rdi, dan chu trong truong trudc khu Hi¢u
trudmg ky ban hanh. Sau khi ban hanh, van phong c6 trach nhi¢m cong khai theo quy dinh.
Céc truong hop phat sinh ngoai Quy ché nay dwgc thuc hién theo Luat Quan ly, sir dung tai
san cong, Nghi dinh s6 151/2017/ND-CP va cac vin ban phap luat khac c6 lién quan.

- Quy ché nay c6 hidu luc ké tir ngay ky./.
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TRUONG THPT BACH PANG CONG HOA XA HQI CHU NGHIA VIET NAM
TO/LOP:...ccueeeeenereneereneesennns Poc 1ap - Ty do - Hanh phic
PHIEU BAO HONG

Tai san, thiet bi xin stra chira

Kinh giri: Ban lanh dao trwong THPT Bach Ping.
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Mdéiu 56 02

TRUONG THPT BACH PANG CONG HOA XA HQI CHU NGHIA VIET NAM
TO/BQ PHAN:....cccevrrrrmnnnnen Pjc 1ap - Ty do - Hanh phic
BIEN BAN

Diéu chuyén, ban giao tai sin - thiét bi

Ho6m nay, ngay.....thang...... nam 20.....
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Ching toi gom cé:

L BHBIBA: . oo vs e eonsswrsomsomesonssums st shamesumosms smas v Phé Hiéu trudng phy trach CSVC
2. ONG/DA ..o Pon vi chuyén tai san
3. Ong/ba: ......................................................... Pon vi nhén tai san
Cung tién hanh diéu chuyén, ban giao céc loai tai sin - dung cu theo danh muyc sau:
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Mbéu sé6 03

TRUONG THPT BACH PANG CONG HOA XA HOI CHU NGHIA VIET NAM -
TO/BOQ PHAN:.....covvvrnneeeerrnnnnnenne Pjc lap - Tw do - Hanh phiic
PHIEU PE NGHI

Thu hdi tai sén, thiét bi

Kinh giri: Hidu truong treong THPT Bach Ping.
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TRUONG THPT BACH PANG

Mbéiu s6 04

CONG HOA XA HQI CHU NGHIA VIET NAM

Dgc lap - Ty do - Hanh phic

PHIEU PE NGHI
Thanh Iy tai san, thiét bi

Kinh giri: Ban linh dao truwong THPT Bach Ping.
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