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HIEU TRUchTG TRUchTG THPT BACH BANG

Can cid Lu&t qudn ly vd sth dung tdi  sdn c6ng s615/2017/QH14  ban hdnh ngdy  21
thdng 6 ndm 2017 ;

Can cfr Nghi  dinh s615l/2017/ND-CP  ngdy  26 thdng  12  ndm 2017  cda Chinh Phi

Quy  dinh  chi  ti6t  mat  s6  di6u  ctia  Lu¢t  qudn  ly,  sdi  ding  tdi  sdn  c6ng;   Thong  tut  s6
144/2017/TT-BTC   ngdy   29/12/2017   hachg   dan  mat   s6   noi   dung   cda  Ngiv   dinh   s6
15 l/2017/ND-CP ngdy 26/12/2017  quy dinh chi ti6t met s6 diau ctia Lu¢t qudn li},  sdi ding
tdi sdn c6ng;

Can c{r Nghi dinh 63/2019/Nf)-CP ngdy 11/7/2019 cia Ch{nh phi quy dinh xdr phqt vi

phqm hdnh ch{nh trong linh vquc qudn ly,  sth dung tdi sdn c6ng;  thprc hdnh ti6t ki¢m,  ch6ng
ldng phi; dy trd: qu6c gia., kho bqc nhd nardc;

Can c{r Thong tar s6 45/2018/TT-BTC ngivy 07/5/2018 ctia 8¢ Tdi chinh quy dinh ch6
d©,  qudn lf],  tinh hao  mt}n tdi  sdn c6  dinh trong cdc  co  quan nhd nurdc,  dorn vi  squ nghi¢p
c6ng lap vd cdc t6 clulc c6 sth dyng ng&n sdch nhd nndc;

Cdn c{r Diau 1¢ tr'u:chg THCS, THPT vd trurchg ph6 thong c6 nhi6u cdp hQc ban hdnh
kem theo Thong tar s6 32/2020/TT-BGD DT ngdy 15/9/2020 ctia 8¢ Gido dyc vd ddo tqo;

Can cir cdc van bch hadng dan thprc hi¢n nhi¢m vy ndm hQc 2022-2023  ctia Sd Gido
di.ic vd Ddo tqo Hdi Phbng;

X6t da nghi. ctia Ph6 Hi¢u trndng ply trdch c6ng tdc cci sd vat chdt,

QUYET DINH:

Di6u  1.  Ban hinh kem theo  Quy6t dinh nay "Quy ch6  quan ly,  sdi dung tai sin c6ng"  ctia
truchg THPT Bach Ding.  Cac n§i dung khac v6 quan ly,  sir dung tai sam c6ng kh6ng duQc

quy dinh tai Quy ch6 nay thi se thuc hien theo cac via bin quy pham phap luat hien hinh.

Di6u 2. Quy6t dinh nay c6 hieu luc k6 tlr ngdy ky.

Di6u 3. 86 phfu quan ly tai sam, b¢ phan k6 toin, cac b6 phan chuy6n m6n khac vi ca nhin
c6 1i6n quan ctla turchg THPT Bach Ding cia ct[ Quy6t dinh thi hanh./.

Nalnh¢n,
- s6 GD&DT (d6 bao cao);
- NIur di6u 3 ;
- Lunl VT.

HIEU TRUchG
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QUY D|NH CHUNG

Di6u 1: Muc dich, y6u cau:

1. Muc dich:

-Taodi6ukienchid6ngtrongviecquinly,stidungtaisanc6ngduQcgiao;thhcday

viecs*px6pt6chi[cb§mdy,bi6nch6c6hieuqua,dambaohointhinht6tnhiemvudugc

giao,nfrogcaohieusuatlaod§ng,hieuquastrdungkinhphi,g6pphintingthunhapcho
vien chtrc trong bien ch6 quan ly nha nu6c va ngu6i lao d§ng theo hap d6ng trong truchg
THPT Bach Ding;

- Thiic day therc hanh ti6t kiem,  ch6ng lang phi; thuc hien quy6n ty crfu,  d6ng thai

ning cao trach nhiem ctla ngudi dting dau don vi va vien chtic, ngudi lao d6ng trong vi"
thuc hien nhiem vu va quan ly,  str dqug tai sam c6ng dhng muc dich, c6 hieu qua theo quy
dinh ctla phap lust.

2. yeu cau:

• Viec  quth ly,  stl dung tai  san c6ng thuc hien dthg quy  dinh ctia phap lust:  Luat

NgansachNhanu6c,Th6ngtu144/2017/TT-BTCngdy29/12/2017huchgdinm6ts6n§i
dungctiaNghidinds6151/2017IND-CPngdy26/12/2017quydinhchiti6tm¢ts6di6uctia
Lust quan ly str dqug tai san c6ng.

I  Viec ghi ch6p, theo d6i, quan ly tai san thuc hien theo quy dinh hien hinh ctla Nha

nudc va quy dinh ctia Quy ch6 nay.

Di6u 2: Pham vi va d6i tu'9'ng a p dung:

1.  Quy ch6 nay quy dinh trach nhiem va tham quy6n quy6t dinh cua cac b§ phan, ca nhan
trong quan ly sti dqug,  mua sam, ti6p nhan,  stia Oho.a,  di5u chuy6n, thu h§i va thanh ly tai
sam c6ng ti.ong liha truchg.

2.Vienchirc,nhanvi6n,ngubilaod6ng,hQcsinhthu6ctruingTHPTBachDingdugcgiao

quanly,stidungtaisanphaic6trachnhiemthuchiendingquydindctlaQuych6nayva
cacquydinhhienhanhcuaphapluatv6quanly,stldungtaisanc6ng.

Di6u 3: Tai sam trong nha trudrng:

(Theodiau4.Ph&nloqitdisdnc6dinhtqiThc)ngturs645/2018/TT-BTCngdy07/5/2018cita
BS Tdi Chinh)



1. Phan loai tlieo hinh clang:

1.1 Tai salt c6 dinh hfu hinh: La nhthg tai san c6 hinh thai vat chat, th6a man d6ng
thb± 02 ii€ou chitin (C6 thdi hqn sdi dyng tdr 01  ndm trd len;  C6 nghuyen gid th  10.000.000
d6`ng fJ`d /G%/. Rieng may m6c, thi6t bi c6 nguyen gia tlr 5.000.000 d6ng trd len.

Tai san c6 dinh hfu hinh g6m: Nha lam viec, h6i truchg, ph6ng hQc, nha xe, c6ng trinh xay
dqug khac, vat ki6n trdc  /f%dng rdo,  SG# zfoG' zfocro,  sc9# cfoo.I.,  6G' cfochc7/,.  May m6c, thi6t bi; cay

lau nan; Tai sam c6 dinh hthi hinh khac.

1.2.  Tai sin c6 dinh v6 hinh:  La tai san kh6ng c6 hind thai vat chat, th6a man d6ng
thb± 02 ti€M chafan  (C6  thdi  hqn sir dyng tdr 01  ndm trd  len;  c6  nguyen  gid th  10.000.000
d6ng trd len).

- Quy6n sti dung dat, phin m6m tog dung, tai sam c6 dinh v6 hinh khac.

1.3.  C6ng cu,  dung cu:  bao g6m cac tai sam phuc vu cac hoat d©ng giao duo ctia nha
truchg:  Bin  gh6  hQc  sinh,  dung  cu  the  thao,  tai  sin  khac  c6  gia  tri  nguy6n  gis  dudi
10.000.000 d6ng.

2. Phan loai theo ngu6n g6c hinh thanh tai sam: Tai sam hinh thinh do mua sin, do dau tu
xdy dprg; duQc giao, duQc cho tang, tai sin c6 dinh khi ki6m ke phat hien thtia chua dugc
theo d6i tr6n s6 k6 toan; tai san c6 dinh dugc hinh thanh th ngu6n khac.

Di6u 4: Nguyen tf c quin ly, sfr dung tai sam:

- Tat ca tai  sam c6ng trong truchg duQc giao cho m8i t6,  m6i b6 phth hoac  ca nhin trong

truchg quan ly sti dung.

- Tai san c6ng trong truchg duQc quin ly th6ng nhat, c6 su phan c6ng, phan cap quy6n ham,

trachnhiemgit±ahieutruchgv6icact6truchg,vdicanhandugcgiaotructi6pstidungtalsin.

- Tai sin c6ng phai duQc  dau tu,  trang bi,  sti dung dthg muc  dich,  dthg ti6u chuin dinh
mtrc, ch6 d§ bao dam c6ng bang, hieu qua va ti6t kiem, duQc bao duing, stia chtra va bao v€
theo ch6 d© quy dinh.

- Viec xac dinh gia tri tai san c6ng trong cac quan he mua, bin, thanh ly duqc thuc hien theo

co ch6 thi t"6mg va phi hay vdi cac quy dinh ctla phap lust.

- Thuc hien c6ng khai, minh bach trong viec quin ly sti dqug tai sin c6ng trong truchg. Moi

hanh vi vi phgrn ch6 d¢ quin ly sti dung tai sin c6ng phai bi xti ly nghi€m minh.



Chuo.ng 11

QUY D|NH QUAN LY, SU DUNG TAI SAN TRONG TRU.chTG HQC

Di6u 5: D6i tLrg'ng du.gc giao quin ]y, sfr dung tai sam c6ng:

- Hieu truchg, Ph6 Hieu t"6mg, Giao vi6n, Nhan vi6n;

- Cac t6 chic, doin the trong turchg;

- Cac bo phan chuy6n quan: K6 toan, van thu, y t6, thi6t bi, thu vien, bao ve;

- HQc sinh toan truchg.

Di6u 6: Quy trinh ti6p nhsn tai sin:

1. D6i vdi tai sam dugc cap:

- Hieu tru6mg ban halin quy6t dinh thanh lap t6 ti6p nhan tai sin.

- T6 ti6p nha]i c6 trach nhi€m ki6m tra cac loai gidy td ctia ben giao tai sin, hien trang ctia

tai sam theo  diiing c6ng ming stF dung.  Chi ti6p nhan tai  san khi c6 di gidy tb,  dthg ching
loai, stl dung t6t.

- Lap bi6n ban giao nhan tai sam.

-Bao cao Hi?u tru6iig v6 tai sin mdi nhan, d5 xuat phuong in b6 tri quin ly, sti dung.       -
Bin giao toan b6 h6 so cho k6 toan, ph6i hop vdi k6 toin nhap  s6 tai sin theo phil m6m

quin ly va theo d6i.
- Hieu truchg ra quy6t dinh bin giao tai sin cho b6 phan quin ly sti dung.

2. D6i vdi tai sam do cac t6 chtrc va cf nhan tai trg, cho, ting va tai sam tT mua: Kh6ng
cia thanh lap t6 ti6p nhan tai sam. T6 via ph6ng thoc hien cac quy trinh ti6p nhan tat san nhu
lchoan  1  di6u nay.

Di6u 7: Quy6n va nghia vv cda d6i turg'ng durqc giao quin ]y, sfr dung tat sam c6ng:

1. Quy6n lot :

- Sti dung tai sam c6ng phuc vu hoat d6ng theo chtrc ming, nhiem vu duQc giao;

- Thuc hien cac bien phao bao ve, khai thac va sdi dung hieu qua tai sin c6ng duQc giao theo

ch6 dS quy dinh.

2. NghTa vu:

- Bao v?, sdi dung tai sin c6ng ding muc dich, ti6u chuin, dinh mtrc, ch6 d6, bao dam hieu

qua, ti6t kiem;

- Lap, quan ly h6 so tai sin c6ng, k6 toin, ki6m k€, dinh gia lai tat sin c6ng theo quy dinh

ctla phap luat va phap luat v6 k6 toin;

-Bao cao va c6ng khai tai sin c6ng theo quy dinh ctla phap lluaatj;

- Thoc hien nghia vu tai chinh trong sdi dung tai sin c6ng theo quy dinh ctla phap luat;
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- Giao lai tai sam khi c6 quy6t diin thu h6i crfua co quan, ngudi c6 tham quy6n;

- Chiu su thanh tra, ki6m tra, giam sat ctia co quan nha nu6c c6 tham quy6n; trong quin ly,

sti dung tai sam c6ng thu§c pham vi quin ly theo quy dinh ctia phap luat;

Di6u 8: Nhi?in vv ctla d6i tug'ng dug'c giao quin ly tai sam c6ng:

1. Hi?u tru6'ng, Ph6 Hi?u tru6'ng dug'c giao phuc trfch:

- T6 chtic thuc hiSn quin ly,  sdi dung tai sin d6 thuc hien chtic ning, nhiem vu duoc Nha

nu6c giao. Ban hinh quy6t dinh bin giao tat san cho cac b§ phan quin ly truc ti6p.

-T6  chtrc ki6m tra viec  quin ly,  sdi dung tai  sam ctia cac b6 phan 011inthQc ky.  Thuchg

xuy6n giin sat viec quan ly, str dung tat sam ctia cac b¢ phan, t6 chirc, ca nhan trong truchg.

- Xti ly theo thin quy6n hoac trinh co quan c6 thin quy6n xtr ly cac hinh vi vi pham phap
lust v6 quin ly, sdi dung tai sin c6ng.

- T6 chtrc xay du]ig k6 hoach ki6m k6 tai sin vao cu6i ky k6 toin nam, ki6m k6 theo quy6t

dinh ki6m k6 ctia cfo c6 thin quy6n. Xdy di]ng k6 hooch bao tri, bao duchg.

2. K6 toan:

- Lap h6 so. 1i6n quan den viec hinh thalih, bi6n d6ng tai sam tren phin m6m quin ly tai san.

Luu rfu h6 so tai sam ctla truchg;

- Ph6i hop v6i cac d6ng chi trong t6 Via ph6ng, thi6t bi thuc hien met s6 c6ng vi?c sau:

+ Vao s6 tai sam khi c6 tai sam m6i nhan v6;

+ Ki6m k6 tai sin vao cu6i ky k6 toin nam, ki6m k6 theo quy6t dinh ki6m ke ctia cac
icap c6 than quyen;

+ Dinh gia lai tai sam, xac dinh tai sin thtra, thi6u vi nguyen nhin d6 xtr ly theo quy
dinh ctla phap luat; Tinh hao m6n ctia tai sam theo quy dinh ctla phap luat;

+ Thoc hien bao cao tinh hinh quan ly tai sam theo via bin hien hinh;  Lap thti tuc
thanh ly tai sam kip thai theo Quy ch6 nay;

+ Thtrc hiSn cac nhiem vu khac do Hieu tnrchg phin c6ng.

3. Nhan v.i^en thi\6t b.\. (theo Thong tu: 08/2019/TT-BGD DT ngdy 02/5/2019 ctia 8¢ trarchg
8¢ Gido dpec vd Ddo tqo):

- T6 chtrc quin ly cac trang thiet bi ctla cac ph6ng thtrc hinh Vat ly, H6a hQc, Sinh hQc, may

chi6u, may tinh, may in. Bao quan, sti dung thi6t bi; 1un giti, sdi dqug h6 so thi6t bi; d6 xuat
stia chtra thi6t bi;

- Tham mum Ph6 Hieu turchg phu trach co sd vat chat k6 hoach sti dung, mua sin, stia chtia

thi6t bi ctla nha tlurchg; lap h6 so thanh ly cac tai sam duQc giao  quan ly, tieu hdy thi6t bi,
hoa chat h6ng, h6t ham sti dqug;

- Chuin bi cac thi6t bi, h6a chat va vat lieu can thi6t theo yeu cia ctia ttmg m6n hoc, bai hQc

c6 sir dung thi6t bi; hu6mg din sti dung thi6t bi Oho giao vien va hQc sinh trong cac bai thuc



hanh, thi nghiem; ph6i hQrp vdi giao vi6n hudmg din hQc  sinh thuc hinh,  thi nghiem, thuc
hien c6ng tac dam bao an toil, ph6ng ch6ng chdy n6 trong qua trinh thuc hinh, thi nghiem;

- Khai thac phil men ling dung quin ly thi6t bi;

- Lap bao cao dinh ky, thuchg xuy6n v6 c6ng tac thi6t bi, thi nghiem;

- Ph6i hQip v6i k6 toin nhap thi6t bi m6i nhan v6 vao s6 tat sam va ki6m k6 tat sin cu6i nan;

- Din rna cac tai sin duQc quin ly theo quy dinh ctia phap lust;

- Thuc hien cac nhiem vu khac do Hieu truchg (Ph6 Hi€u truchg phu trach) phin c6ng.

4. T6 van phdng:

- T6 ch.tic quan ly cac tai sin chung ctla nha truchg.

-Sdi dung hi¢u qua tai sin duQc giao.  Dinh ky t6 chtrc ki6m tra (01  lan/nit),  ki6m k6 (ol

lalithQc ky) tinh hinh str dung ctla cac b6 phan, ph6ng ban, ldy hQc duQc giao quan ly;

- Lap k6 hoach str dung, mua sam, stia chtia,  danh muc cac tai sin thanh ly trinh Ph6 Hieu

trudmg phu trach thong qua, Hieu truchg phs duyet;

- Ph6i hay v6i k6 toin nhap tai sin m6i nhan v6 vao s6 tai sam;

- Din rna cac tai san duQc quan ly theo quy dinh ctla phap luat;

- Lun trfu: h6 so tai sin duQc phan c6ng phu trach.

- Thuc hien cac nhi?in vu khac do Hieu turchg (Ph6 Hieu truchg phu trach) phin c6ng.

5. Nhan vien bao v?:

- Tuin tra bao quat toin b6 khu vuc trong pham vi quin ly ctia truchg, ki6m tra ngudi mang

tai sin ctla truchg ra kh6i co quan (khi c6 nghi ng6);

- Ki6m tra cac ph6ng hoc, nha lam viec, ph6ng chtic ming ngoal gid hanh chinh d6 trinh tan

that tai sin ctla nha turchg;

- Thoc hien cac nhiem vu khac do Hieu truchg pahan c6ng.

6. D6i v6i T6 tru6'ng chuy6n m6n, Van phdng:

- Tngc ti6p cliiu trach nhiem v6 viec quin ly, bao quin va sdi ding nhthg tai sin da duQc

giao cho T6.  T6 truchg chuy€n m6n, Vie ph6ng lap k6 hoach sdi dung, k6 hoach bao quan,
stia chtia hang nam d6 xuat vdi Hieu turchg va thuc hien ding theo k6 hooch da duQc phs
duyet; t6 chtrc ki6m tra,  giam sat viec sti dung va bao quin tai sin theo k6 hoach.  T6 chtrc
ki6m k€ tai sin t-heo quy dinh va ki6m k6 dot xuat khi c6 y6u cia ctia Hieu truchg.

7. D6i vdi giao vien giang day tren ]6'p:

- Quin ly tat ca cac tai sin, trang thi6t bi, d6 dting day hQc khi giing day tr6n Ida. Khai thac

sti dung dthg muc dich, c6 hieu qua va c6 trach nhiem bao quan, giti gin, bao dam sdi dyng
tai san lau ben,  hu6mg din,  tuyen truy6n cho hQc  sinh cach sti dung vi bao  quin thi6t bi,
c6ng vu, dung cu, cach sdi dung dien, nu6c ti6t ki¢m ,... D6ng thai, n6u c6 phat hien hu hdng



cac loai tai san thi giao vien c6 nhiem vy bao ngay Oho Ph6 Hieu truchg phu trach co s6 vat
chat d6 kip thai khic pht[c.

8. D6i v6'i cac phbng may thu'c hanh tin hoc:

I Giao cho giao vien phu trach nh6m tin va giao vien tin hQc truc ti6p quan ly va c6 trach

nhiem bao quan, thuchg xuyen lau chhi qu6t don, nhac nh6 hQc sind thuc hiSn t6t n¢i quy

ph6ng may.  Giao vien vao ph6ng may kh6ng dugc ph6p tdy tien m6 may khi chua c6 su
d6ng y ctla giao vien quan ly. Kbi may tinh trong ph6ng c6 su c6 thi bao cao v6i Ph6 Hieu
truchg phu trach d6 xtr ly, kh6ng dugc ty y thao may tinh d6 stia chfta. May tinh xach tay
trangbichocanhannaothicandand6phaitubaoquan,huh6ngphaitustrachffa,matphai
din bti theo gia thi trudng.

9. Cfc t6 chtrc, cac doan the, hgc sinh trong truing:

- Sti dung tai sin theo dthg c6ng ning, dthg muc dich, ti6t kiem, hieu qua. Bao quan, gitr

gin cac tai sam.

-Dinhkyph6ihapv6iT6Vinph6ngbingiao,ki6mketaisin.Khitaisinbih6ngphaibao

cao kip thai d6 khac phoc.

Di6u 9: Quy dinh v6 viSc sfr dung tai sam:

I Toan b§ tai san ctla nha truchg phai dugc str dung ding c6ng nang,  dthg muc dich theo

quy6t dinh ctia Hieu turchg.
• Tai sin nhu:  Ph6ng hoc, ph6ng lam viec, h§i truchg, thu vien, hanh lang,  cau thang, cac

khu ve sinh chung, nha d6 xe, san vuch, ban hoa cay canh, cac he th6ng cap dien, cap nu6c,
thong tin lien lac ,...  Cac t6 chi[c va ca nhan trong truchg c6 quyen binh clang trong viec sti
dung chung va c6 nghia vu chap hanh cac quy dinh sau:

+ Cac b§ phan mu6n sti dung h¢i truchg phai ding ky vdi T6 van ph6ng /gfoj rG ffod7.

97.¢#  zfegrc  for.€#,  );G#  cd`#  vG`  c6ng z¢c pfe¥c  v"/.  C6  trach nhiem bao  quin tai  san trong  qua
trinh sti dung.

+ Cac  b§  phan mu6n  sir  dung ph6ng thu vi?n phai  ding ky v6i b6 phan the vien

phbrL8 (ghi  r6  thai gian thquc hi¢n, you cdu va  c6ng tdc phyc vy).  C6 trtich rfuiem bbo auto
tai sin trong qua trinh sdi dung.

+ D6i v6i ph6ng hQc, ph6ng lam viec, ph6ng thi nghiem, ph6ng hQc b¢ man phai ve
sinh sach s5, 1ch6ng drcyc di chuy6n bat ky tai stu nao khi chua duQc ph6p ctla t6 vim ph6ng
hoacb6phanthi6tbi.Kh6ngdugcvi6tvelentruchg,mangcacchatchdyn6vaoph6ng.

+ D6i v6i ph6ng Thi nghiem,  ph6ng hQc b¢  m6n:  Cac  giao  vi6n phai xay dqug k6
hoach str dung th dau nam hQc c6 xac nhan ctla T6 truchg, Ph6 Hieu truchg phu trach. Khi
c6 nhu cau stl dqug ph6ng thi nghiem, ph6ng hoc b6 man phai ding ky v6i b¢ phan thi6t bi
trudc 02 ngdy theo mau phi6u quy dinh.

+ D6i v6i khu v? sinh chung: Phai giti gin sach se, kh6 rao va thoing khi. Kh6ng d6

rac sinh hoat, ba che va cac loai rac khac vao cac chau rfua, ban ve sinh.



+ Nha d6 xe ctla truchg duQc dting d6 6 t6, xe may, xe clap cho hQc sinh, cia b©, giao

vi6n, nhan vi6n trong truchg va lthach den lien he c6ng tic theo  ding quy dinh.  Cam hdt
thu6c va d6 xe bi r6 ri xing din trong lchu vuc nha xe.

+ D6i vdi khu vuc halih long, cia thang kh6ng duQc d6 cac d6 ding vi trang thi6t bi
lil viec ri6ng ctla cac t6 chtic, ca nhan.

+ Sin tru6mg chi duqc sti dung d6 phuc vu cac hoat d6ng tap the,  sin choi   cho hQc
sinh, kh6ng sti dung vao cac muc dich khac.

+ Khu vuc ban hoa, cay calih kh6ng duqc ty y tr6ng, dat chau hoa, thay d6i loai cay,

vi tri cdy calih trong truchg khi chua c6 su d6ng y ctia b¢ phan phu trach. Kh6ng ngat hoa vi
vut rac vao cac chau cay.

+ Ith6ng cho ph6p bat ctr t6 chtic hoac tap the nao ngoai truchg sdi dung ngu6n di€n.
Cia tu y dfu n6i he th6ng cap dien, cap nu6c, dien thoai, mqug internet ra ngoal khu6n vi6n
truchg cho ngudi ngoai sti dung; kh6ng d6 d6 dac gay cia trd viec van hinh, stia chtia cac th
dien, h6c chtia chdy tai cac ting va trong ph6ng lam viec.

- Tai sam la may m6c, thi6t bi:  Ca nhin duQc trang bi may m6c, thi6t bi lil viec phai duQc

bao quin can than, sir dung hieu qua, kh6ng d6 tinh trqug gay mat, hu h6ng nang xay ra.

- Tai sam duQc giao cho cac b6 phan, ca nhan sir dung:

+ Cac ph6ng lam viec phai duQc b6 tri hay ly, gQn gang, thuan lQi cho cac thinh vi6n
trong t6 chtrc lam viec va dam bao cac dieu kien v6 chi6u sing,  di6u ti6t kh6ng khi,  duchg
truy6n tin hieu dien thoai, internet theo ding cac quy dinh ctia nha nu6c.

+ Kh6ng dem cac chat d¢c hai, chat d6 gay chdy n6, 6 nhi6m m6i truchg vao ph6ng
lam viec, ph6ng hQc.

+ Phuong tien thong tin li6n lac (k6 ca duchg truy6n internet) tai turchg chi str dung
vao muc dich c6ng vu.

+ H6t gib lain viec phai tat cac thi6t bi dien va kh6a ctia ph6ng lam vieiejc. Khi nghi
lam viec phai ban giao tai sin Oho b© phan quin ly.

+ Hang ngdy sau m6i bu6i hQc, bao ve ki6m tra viec kh6a h6t cac ph6ng hQc, ph6ng
chtic nang, bao ve kh6a c6ng chinh ctla truchg.

Di6u 10: Bao du6'ng, sfra chtra tai sin:

- Bao du6mg: Nha truchg thuc hiSn viec stia chtia va dinh ky bao duchg toin b¢ tai sin theo

ch6 d¢, ti6u chuin ky thuat quy dinh.  Khi tai sin bi b6ng, b§ phfu duQc giao sti dung va

quin ly s€ thu'c hiSn quy trinh sau:

+ 8© phan truc ti6p  sir dung lap phi6u d6 nghi stra chtia trinh Ph6 Hi€u truchg phu
tralchxemx€+ (mdu  1  d{nh kam).,

+ Ph6 Hieu truchg phu trach co sd vat chat tich hanh ki6m tra thuc t6, d6 xuat phuong
in stia chia, ky xac nhan va truc ti6p tham muu Hieu truchg duyet.



+ Sau lchi stia chtia xong, thuc hien bin giao tat sin cho b§ phen quan ly va sti dung
c6 ky r"qu (mdu 2 d{nh ham) .

- Cac truchg hop sau day nha ti.u6mg kh6ng stia chtia, cac b§ phan truc ti6p sti dung phai ty

stia chtia. Sau khi nha truchg thanh lap ban ki6m tra tai sin xac nhan:

+ C6 y lin h6ng tai sin hoac kh6ng c6 y thtic giti gin, bao v€ tai sin;

+ c6 y lam mat tai sam;

+  Str dung tai  sin kh6ng dthg noi quy dinh (zgrj; c7z. cfo#};G'7c  fdz. sd77 4fez. cfoz" cJ%p'c sgr

cho ph6p ctia nhd trmchg) ;

Di6u 11: Thu h6i, di6u chuy6n, thanh ly tai sam c6ng:

1. Thu h6i:

- Tai sin Nha nu6c (nha truchg) duQc giao cho cac T6, ca nhan trong nha truchg quin ky,

sdi dung s€ bi thu h6i trong cac truchg hop sau:

+ Cac bo phfu (hoac ca nhan) ducyc giao trtlc ti6p quin ly, sdi dung tai sam kh6ng con
nhu cia sir dung hoac giin nhu cia sdi dung do thay d6i chtic ning, nhiem vu va cac nguy6n
nhan khac;

+ Tai sin thtra so vdi ti6u chuan, dinh mbc duQc ph6p sti dqug;

+ Tai sin sdi dung sai muc dich, trai quy dinh ctia Nha nudc.

Hang nan,  Ph6 Hi?u truchg phu trach co sd vat chat ra soat tai sam, trang thi6t bi
thu6c cac n¢i dung tai khoan 1 di6u nay se ti6n hinh thinh lap phi6u thu h6i /777¢~# s6' 03 dz'7cfo
fr6m/ trinh Hieu tnrchg duy€t.

2. Di6u chuy6n:

-  Viec  di6u chuy6n tai  sin ttr bo phth nay sang bo phan khac  trong nha turchg  do  Hieu

truchg quy6t dinh. H6 so d6 nghi di6u chuy6n tai san ctla cac d6i tuquig str dquig tat sin duQc

gtii den Ph6 Hieu truchg phu trach g6m bi6n bin di6u chuy6n c6 xac nhan ctia Ph6 Hieu
truchg /77"7# 02 dz'7cfo frGm/. Ph6 Hieu truchg tham mum Hi?u truchg quy6t dinh. H6 so g6m:

+ Bien bin d6 nghi di6u chuy6n tai sin ctla cac d6i tuqng truc ti6p quin ly,  sti dung
tai sam.

+  Bang tang hQip danh muc tai sin d6 nghi di6u chuy6n, bi6n bin dinh gia lai gia tri
nhthg tai sam di6u chuy6n va cac h6 so ctla tai sam

+ Xac nhan ctia d6i tuQng d6 nghi ti6p nhan tai sin.

3. Thanh ly:

- Tai sin h6t han sdi dung theo ch6 do rna phai thanh ly; tai sam chua h6t ham sti dqug nhung

bi hu h6ng kh6ng con sti dung duqc hoac viec stra chtia kh6ng hieu qua (c7gr zo¢7t cfez. pfoz' s#cr
cfo#gr /d# 72feLj77g s# cJgrng 4feGng fez.€# gcfd/,  8¢ phan sti dung lap  danh sach d6 nghi thanh ly

triuli Ph6 Hieu truchg phu trach co s6 vat chat xem x6t  /rfeeo 77"rrw  04 cJz'77fo 4G77¢/.  Ph6  Hieu
truchg s€ tham mum Hieu tnrchg ti6n hinh thanh ly theo quy dinh.



• Quy trinh tlianh ly theo Nghi dinh 151/2017IND-CP ngdy 26/12/2017 Ctla Chinh phi quy

dinh chi ti6t met s6 di5u Lust Quan ly, sti dung tai sin c6ng; Lust quan ly, sti dung tai sin
c6ng  ngdy  21/6/2017;  Thong  tu  45/2018/TT-BTC  ngdy  07/5/2018  ctla  8§  truchg  8§  Tat
chinh v6 hu6ng din ch6 d§ quin ly, tinh hao m6n, khau hao tai sin c6 dinh tai co quan, t6
chic, don vi va tai sam c6 dinh do liha nu6c giao cho doanh nghi?p quan ly kh6ng tinh thinh

phin v6n nha nu6c tai doanh nghiep.

Di6u 12: Mua sam, trang bi tai sam:

- D6i v6i may m6c, thi6t bi duqc trang bi theo chtrc danh va van ph6ng phs bi6n phuc vu

c6ng tac hinh  chinh,  van thu,  ti6p  dan:  thuc hien theo  Quy6t dinh 50/2017/QD-TTg ngay
31/12/2017 ctia Tin tuchg Chinh phi v6 viec quy dinh ti6u chuan,  dinh mtic sti dung may
m6c, thi6t bi.

- D6i v6i may m6c, thi6t bi phuc vy c6ng tac ding chung tai cac ph6ng nhu: Ph6ng hop, H¢i

truchg, ph6ng luu trti:  Thuc hien theo quy dind ti6u chuan,  dinh mtrc may m6c thi6t bi tai
cac ph6ng phuc  vy hoat dong  dthg chung ctia cac  co quan nha nu6c,  t6  chtrc  don vi  sp
nghiep c6ng lap ctia thanh ph6 Hai Ph6ng.

Tdy thu©c vao loai may m6c, thi6t bi dugc mua sin tap trung hay mua sam tu do.
Viec mua sam do Hieu truchg quy6t dinh tr6n co sd than mum ctia Ph6 Hieu truchg phu
trach co sd vat chat.

Chuo.ng Ill

XU LY VI PHAM VE QUAN LY, SU DUNG TAI SAN C6NG

Di6u 13: Cac hanh vi bi nghi6m cf in:

- Lch dung, lam dqug chtrc vu, quy6n hap chi6m doat tat sin ctia nha truchg dude mQi hinh thtrc.

• C6 y lam trai cac quy dinh ctla Nha nu6c v6 quin ly, sti ding tai sin.

- Sdi dung tai sam nha nu6c kh6ng dthg muc dich, ti6u chuin, dinh mtrc, ch6 d6; sti dung tai

sam liha nu6c lang phi hoac kh6ng sti dung tai san duQc giao gay lang phi; sdi dung tat sin
nha nudc d6 kinh doanh trai phap lust.

-Htiyhoalhoacc6ylalnhuh6ngtalsinnhanu6c;chi6mgiti,strdungtralph6ptalsin.

- Thi6u trach nhiem trong quan ly d6 xdy ra vi pham phap luat v6 quin ly, sdi dqug tai sam

- Kh6ng ttryc hi€n hoac thuc hien kh6ng diy dtl nghia vu d6i v6i dcm vi trong quin ly va sir

dqug tai sam.

Di6u 14: Xfr ly, vi pham v6 quan ly, sfr dung tai sam c6ng:

1. Hinh thtrc xti ly vi pham v6 quin ly, sti dung tai sin c6ng

+ Nhac nhd

+ Thong bao trong toil turchg



+ D6 nghi ha bac khi x6t danh hieu thi dua

+ D6 nghi xti ly ky lust

2. Hinh thtrc nhac nh6 duQc ap dung d6i v6i cac t6 chtic va ca nhan c6 hanh vi vi pham lil
din cac quy dinh v6 quan ly, sti dung tat sin c6ng.

3. Truchg hay cac b§ phan va ca nhin da duQc nhic nhd nhung via ti6p tuc c6 hanh vi vi

phgrn quy dinh v6 quin ly, str dung tai sin c6ng thi bi xti ly bang hinh thtrc thong bao c6ng
khai trong toan truchg.

4. Cac b¢ phan, ca ndan tai di6n ctmg mat hanh vi vi pham th 03 1in trd len trong m6t nam
hoac try theo mtic d¢ vi pham, thi bi d6 nghi ha m¢t bac khi x6t danh hieu thi dua trong nit.

5. Ngubi vi pham cac qny dinh ctia Qny ch6 nay d6 xdy ra thiSt hai tai sin c6ng, ngoal viec
bi xti ly theo cac hinh thtic tai khoan  1  di6u nay con phai bi xtr ly trach nhiSm vat chat theo

quy dind hien hanh.

Di6u 15. Trinh tT va thtl tuc xfr ly vi pham quy dinh v6 quin ly, sir dung tai sam c6ng:

1. Thong bao vi pham:

Cac b6 phan va ca nhan khi phat hien hanh vi vi pham cac quy dinh ctla Quy ch6 nay
hoac phat hien can b¢,  giao vi6n, nhan vi6n, hQc sinh lam that thoat, mat, hu h6ng tai sin
c6ng thi thong bao bing mQi hinh thirc (/fo6ng b¢o  f7quc  J7.GZ7,  g#cr CJj.€73  Zfoo¢z.,  giv7. vd# bd7€, ../

den Hi?u truchg (Ph6 Hieu truchg phu trach).

2. Lap bi6n bin vi pham:

Khi nhan dugc thong bao v6 vi pham quy dinh v6 quan ly, sdi dung tat sin c6ng, Hieu
tru6ng chi dao ti6n halih: Ki6m tra xac minh, nhac nhd, so b© dinh gia thiet hai, lap bi6n ban
vi pham quy dinh v6 quin ly, sti dung tai sin c6ng.

3 . Hieu truchg y6u cia cia b¢, giao vi6n, nhan vi6n hoac hQc sinh vi pham quy dinh v6 quin

ly, sti d`]]ig tai sin c6ng hoac gfty ra thiet hai tai sam c6ng vi6t bin tuchg trinh v6 vu viec, ttr
ki6m di6m ban than.

4. Quy6t dinh xti ly vi pham:

Hieu tm6mg xem xet, quy6t dinh xti ly vi pham:

- Nhac nhd hoac thong bao c6ng khai trong toin truchg d6i vdi cac turchg hay vi xti ly theo

hinh thtrc nhac nhd;

- Thoc hien quy-6t dinh xti ly vi pham;

- Trinh ty xti ly ky lust, xem x6t ha bac danh hi?u thi dua d6i v6i cac b¢ phth va ca nhin vi

pham cac quy dinh v6 quin ly, str dung tai sam c6ng thuc hien theo quy dinh huchg din thi
duakhenthudngctlanhatruchg.Xtrlytrachnhiemvatchattheocdequydinhctiaphapluat.



Chuo.ng IV

TO CHUC THUC HIEN

Di6u 16. Trfch nhi?in thi hanh:

I Vien chic, nhan vi6n, ngu6i lao d¢ng, hQc sinh c6 trach nhiem thtrc hien nghiem the Quy

ch6 ndy.

- Ban lanh dao, truchg cac doin the, t6 truchg chiu trach nhiem quin triet, chi dao, giin sat

cac d6i tuQing thuc hien Quy ch6 nay.

Di6u 17. T6 chti'c thTc hi?n:

- Quy ch6 nay da duoc c6ng khai thao luan r§ng rai,  dan chi trong truchg tru6c khu Hieu

truchg ky ban hanh.  Sau khi ban hanh, van ph6ng c6 trach nhiem c6ng khai theo quy dinh.
Cac turchg hay phat sinh ngoai Quy ch6 nay duQc thuc hien theo Lust Quan ly, sti dung tai
san c6ng, Nghi dinh s6151/2017IND-CP va cac van bin phap lust khac c61i6n quan.

- Quy ch6 ndy c6 hi?u luc k6 th ngdy ky./.



Mdu s6 01

TRUchG THPT BACH BANG           CONG HOA XA HOI CHtl NGHiA VIET NAM
Tothch: .............................                                   D¢c lsp -Tut do -Hanh phtic

PHIEU BAO HONG

Tai sam, thi6t bi xin sfra chtra

Kinh gdi: Ban lanh dao truchg THPT Bach Bang.

STT Ti=tcahftrs£/ihda6yntg¥ s6 Dur hi6n s6t'i6nstrachti.a(d) Hi?u tru6'ng Sau khi

(ghi r5 rna s6, kyhi?u,chdngloai,.. .) lu9ng x6t duy?t sfra chtra

1

2

N©i dung khac

pH6 HIEu TRudrG csvc
Hdipht)ng,ngdy     thdng       ndm20 .....

NGU-OI DE NGH|

HIEU TRUONG

`,.i.:i::.:::,.::,,



Md„ s6 02

TRu'drG THPT BACH BANG           CONG HOA XA Hal CHO NGHiA vlET NAM
Torso PHAN: ..................... D¢c lap - Tqu do - Hanh phdc

BIEN BAN

Di6u chuy6n, ban giao tai sam - thi6t bi

H6m nay, ngay ..... thang ...... nan 20 .....

Theo d6 nghi ctla

Chthg t6i g6m c6:
Ph6 Hieu trudmg phu trach CSVC

Don vi chuyen tai sin

Don vi nhan tai sin

Cing ti6n hanh di6u chuy6n, ban giao cac loai tai sin - dung cu theo danh muc sau:

STT Ten tai sam, thi6t bi s6 ,uqug
Nam dua vaosfrdung Ghi chti

ly do di6u chuy6n
Hdiphbng,ngdy     thdng       ndm20 .....

HmuTRuoNG        p. HIEUTRuoNG    NGu.olNHAN          NGuolcHuyEN



Mdu s6 03

TRU'chTG THPT BACH BANG            CONG HOA XA Hal CHO NGHiA VIET NAM

TOH}O PHAN: .............................                               DSc ]Sp - Tqu do - Hanh phtic

PHIEU DE NGHI

Thu h6i tai sam, thi6t bi

Kinh gfri: Hi?u tru6'ng trurdrng THPT B?ch Bang.

STT
Ten tai sam thu h6i (ghi r6

s6lurg'ng Tinh trangstudung Ly do thu h6i
8? phsn Tthh:Ei:n

5S,,

rna s6, ky hi?u, chdng clang su
loai...) dung

1

2

.J

•t,..

dyo ``+

PH6 HIEU TRUchTG CSVC

Hdiphbng,ngdy     thdng       ndm20 .....

T0 TRUchG

HIEU TRU.dNG



Mdu s6 04

TRutING THPT BACH BANG           CONG HOA XA Hal cHb NGmA vlET NAM
TO/BO PHAN: .............................                              D¢c lsp - Tqu do -Hanh phtic

PHIEU DE NGHI

Thanh ly tai sam, thi6t bi

Kinh gdi: Ban lanh dao trurdrng THPT Bach Ding.

STT Ten tai sam
Ma tai s6 Nu6'c SX N5m sfr Tlnh

Ghi c`hti,

`!;),

sam lug'ng -Ham SX dung trang

Hdiphbng, ngdy     thdng       ndm20...„           `,

PHO HIEU TRudNG CSVC                                      TO TRudING

HIEU TRUchG


