PHONG GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS MAO KHE II Doc 1ap - Tu do - Hanh phuc
S6: 12/QB-TrTHCSMKII Mao Khe, ngay 12 thang 01 nam 2019
QUYET PINH

Ban hanh Quy ché quén 1y va sir dung tai san Nha nuéc
cia Trwong THCS Mao Khé I1

HIEU TRUONG TRUONG THCS MAO KHE II

Can cir Ludt qudn Iy tai san s6 15/2017/0H14, ngay 21/6/2017;

Can cir Nghj dinh sé 151/2017/ND-CP ngay 26 thang 12 nam 2017 cua
Chinh phii Quy dinh chi tiét mét sé diéu cua Ludt quan 1y, si dung tai san cong;

Can cir Nghi dinh s6 16/2015/ND-CP ngay 14/02/2015 ciia Chinh phu
quy dinh co ché tw chii ciia don vi sw nghiép céng ldp; Can cir Quyét dinh sé
695/2015/NP-CP ngay 21/02/2015 cua Thi twéng Chinh phii ban hanh ké
hoach trién khai thuc hién nghi dinh sé6 16/2015/NP-CP ngay 14/02/2015 ciia
Chinh phu quy dinh co ché tw chii ciia don vi su nghiép cong lap;

Can cir Théng tw s6 14412017/TT-BTC ngay 29 thang 12 nam 2017 cua
B6 Tai chinh Huwong dan mét sé néi dung cuia Nghj dinh s6 151/2017/ND-CP
ngay 26/12/2017 ciia Chinh phii Quy dinh chi tiét mét sé diéu cua Lugt qudn 1y,
sw dung tai san cong;

Can cir Théng tw sé6 45/2018/TT-BTC ngay 07/5/2018 cia Bé Tai chinh
hwéng dan ché dg qudn 1y, tinh hao mon, khau hao tai san ¢6 dinh tai co quan,
t6 chire, don vi va tai san ¢é dinh do Nha nuéc giao cho doanh nghiép qudn Iy
khéng tinh thanh phan vén nha nieéc tai doanh nghiép;

Can cir Quyét dinh sé 50/0P-TTg ngay 31/12/2017 cia Thi tuéng Chinh
phii quy dinh tiéu chudn, dinh mirc sz dung may méc thiét b;

Can cir nhiém vu va quyén han cua hiéu truong quy dinh tai Piéu ¢
Truwong THCS dwoc ban hanh tgi Thong tw 12/2011/TT-BGDDT ngay
28/03/2011 cua B¢ Gido duc va Pao tqo;

Can cir Nghi quyét 118/2018/NQ-HDND ngay 13/7/2018 cua HDND
tinh Quang Ninh vé phdn cdp tham quyén quyét dinh qudn 1y, si dung tai san
cong thugéc pham vi quan Iy cua tinh Qudng Ninh;

Can cir Quyét dinh sé 3637/0D-UBND ngay 17/9/2018 cuia UBND tinh
Qudng Ninh Vé Viéc quy dinh tiéu chudn, dinh mirc sit dung mdy mée, thiét bj
chuyén dung thuoc linh viec Gidao duc va Pao tao (Dot 1) cho cdac don vi thugc
pham vi qudn Iy cua tinh Quang Ninh;

Xét @é nghi cua bo phdn ké todn.

QUYET PINH:
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Picu 1. Ban hanh kém theo Quyét dinh nay Quy ché quan 1y, st dung tai
san cong cua truong THCS Mao Khé 1.

Piéu 2. Quyét dinh nay co hiéu luc thi hanh ké tir ngdy ky va thay thé Quyét
dinh s6 10a/QD-THHD ngay 15/01/2018 cua truong THCS Mao Khé II thi xa
Dong Triéu ban hanh Quy ché quan 1y, sir dung tai san cong nim 2018

Piéu 3. B phan quan ly tai san, bd phan ké toan, cac bod phan chuyén
mon khac va ca nhan c6 lién quan cua truong THCS Mao Khé II chiu trach
nhiém thi hanh Quyét dinh nay./.

Noi nhén: HIEU TRUONG
- Nhu Piéu 3 (thyc hién) ;
- Luu: VT.

an Thi Thim



QUY CHE

Veé viéc quan 1y, sit dung tai san Nha nuéce cua trweong THCS Mao Khé 11

( Ban hanh kem theo Quyét dinh sé 12/QD-TrTHCSMKII ngay 12/01/2019
cua truong THCS Mao Khé 1)

CHUONG I
QUY PINH CHUNG

Piéu 1. Muc dich, pham vi, ddi twong ap dung

1. Muc dich:

- Thuc hién théng nhét quan 1y vé tai san cta truong THCS Mao Khé 11
dam bao tuan thi cac quy dinh ctia phap luat va hudng dan cua nha truong Nha
nudc cd tham quyén.

- bam bdo tai san cong duoc quan 1y sur dung tiét kiém, ding muc dich,
d6i twong va hiéu qua.

- Thyc hién quyén chu dong, dong thoi gan trach nhiém cta Thu truong don vi
va can b, cong chirc, nguoi lao dong trong thuc hién nhiém vu duogc giao theo quy
dinh phép luat.

- Tang cuong cong tac tu kiém tra, giam sat noi ba.

2. Pham vi, d6i twong ap dung:

- Quy ché nay bao gdm cac quy dinh vé quan 1y, st dung tai san cong dé ap
dung thong nhat trong toan truong trén nguyén tic dan chii cong bang, cong khai.

- Lanh dao nha truong va toan thé can bo, cong chirc, nguoi lao dong trong
truong co trach nhiém thyuc hién va ap dung quy ché nay.

- Ngudn kinh phi quy dinh trong quy ché nay 1a kinh phi ngan sach nha
nuoc giao thuc hién ché do tu chu héng nam cua Truong THCS Mao Khé II

Piéu 2. Nguyén tic quan Iy tai san

1. Moi tai san cong déu phai duoc nha trudong quan 1y, st dung theo quy
dinh cua Luat nay va phap luat ¢ lién quan.

2. Tai san cong la tai nguyén phai dugc kiém ke, thong ké vé hién vat, ghi
nhan thong tin phut hop véi tinh chét, dic diém cua tai san; dugc quan ly, bao v,
khai thac theo quy hoach, ké hoach, bao dam tiét kiém, hiéu qua, dtng phap luat.

3. Viéc khai thac ngudn lyc tai chinh tir tai san céng phai tuan theo co ché
thi truong, c6 hi€u qud, cong khai, minh bach, dting phap luat.
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4. Vi€c quan ly, sir dung tai san cong phai dugc thyc hién cong khai, minh
bach, bdo dam thuc hanh tiét kiém, chong lang phi, phong, chong tham nhiing.

Piéu 3. Cin cir xAy dung Quy ché

- Hé théng tiéu chuan, dinh muc quan 1y st dung tai san céng do nha
truong, ngudi c¢o thim quyén quy dinh;

- Chtrc nang, nhi€m vy, td chire bo may, ciia nha truong,

- Thyc trang va yéu cau quan 1y, str dung tai san cong tai nha trudng

- Noi dung ctia Quy ché ( theo khoan 3, Diéu 7, Thong tu 144/2017/TT-
BTC ngay 29/12/2017 cia B9 tai chinh).

Picu 4. Nguyén tic quan ly, sir dung tai san cong

- Tét ca cac loai tai san céng cia nha truong déu duoc giao cho mot bd
phén hodc ca nhan quan 1y, st dung. C6 hé théng sb sach theo dbi chit ché; dinh
ki t6 chuc kiém ké, danh gia tai san theo quy dinh cua phap luat.

- Can b9, cong churc, nguoi lao dong trong nha trudng dugc giao quan ly,
su dung tai san cong phai chiu trach nhiém trudc Hi€u trudng nha trudong va
truéc phap luat néu dé xay ra mat mat, hu hong, chiém dung hoic sir dung trai
phép. Moi hanh vi vi pham quy dinh vé quan 1y, str dung tai san cong phai duoc
xur 1y kip thoi, nghiém minh theo quy dinh ctia phap luat.

- Viéc trién khai ngudn luc tai chinh tir tai san cong phai dugc thuc hién
cong khai, minh bach, dam bao thyc hanh tiét kiém, chdng ling phi, phong
chéng tham nhiing.

Pi¢u 5. Tiéu chuin, phan loai tai san

1. Nhiing tai san thudc dién quan 1y trong quy dinh nay bao gém: Tai san
¢ dinh (TSCP): TSCD hitu hinh va tai san ¢b dinh v hinh.

2. Tiéu chuan nhan biét tai san co dinh hitu hinh:

Tai san cb dinh hitu hinh 12 tai san mang hinh thai vat chét, c6 két cau doc
1ap, hodc 1a mot hé thong gdm nhidu b phan tai san riéng 1 lién két voi nhau dé
cung thuc hién mot hay mot sb chuc nang nhét dinh, thoa mén déng thoi ca 2
tiéu chuan duéi day:

- C6 thoti gian st dung tir 1 ndm tro 1én;

- C6 nguyén gia tir 10.000.000d (muoi triéu déng) tro 1én.

3. Tiéu chuan nhan biét tai san co dinh v6 hinh:

Tai san ¢b dinh vo hinh 14 tai san khong mang hinh thai vat chit cu thé ma
nha trudng don vi phai dau tu chi phi cho viéc tao 1ap nhu: Gia tri quyén sir
dung dat, bang phat minh sang ché, phan mém may vi tinh, kiéu déng cong



S)
nghiép, giai phap hitu ich, ban quyén tac gia..., thoa man dong thoi ca 2 tiéu
chuan quy dinh tai khoan 2 diéu nay.

Picéu 6. Poi twong ghi so ké toan TSCH

1. Tai san s dung doc lap dugc xac dinh 1a mot ddi tuong ghi s6 ké toan
tai san c6 dinh.

2. Mot hé théng gom nhiéu bo phén tai san riéng 1¢ lién két v6i nhau dé
cung thyc hi¢én mot hay mdt s6 chirc nang nhét dinh, ma néu thiéu bat ky mdt b
phan nao trong do6 thi ¢4 hé théng khong thé hoat dong dugc thi dugce xac dinh 1a
mot doi tugng ghi s6 ké toan tai san c¢d dinh.

3. Mot hé thong gdm c6 nhiéu bd phén tai san riéng 1é, lién két voi nhau,
trong d6 mdi bd phan cdu thanh c6 thoi gian st dung khac nhau va c6 chirc ning
hoat dong doc 1ap, ddng thoi co su doi hoi phai quan 1y riéng timg bod phan tai
san thi mdi bo phan tai san d6 dugc xac dinh 1a mot ddi twong ghi so ké toan tai
san ¢ dinh.

CHUONG II
NHUNG QUY PINH CU THE
Muc 1
QUAN LY, SUDUNG TRU SO LAM VIEC

Piéu 7. P6i twong sir dung dién tich 1am viéc

Can bo, cong chirc, nguoi lao dong trong truong THCS Mao Khé II thi xa
Pong Triéu.

Piéu 8: Tiéu chuin, dinh mic sir dung dién tich 1am viéc

Thuyc hién theo quy dinh vé tiéu chuén, dinh muc st dung tru s& lam viéc.

Diéu 9: B6 tri sip xép noi lam viéc

Can ctr vao tiéu chuan, dinh muc st dung tru s¢ lam viéc va chirc nang,
nhiém vu, s lugng can bd, cong chirc, nguoi lao dong cia nha truong dé b tri,
sap xép noi 1am viéc phu hop.

Piéu 10: Yéu cau vé sir dung tru sé lam viéc

1. Khu vyc st dung chung bao gdm: Phong hop, hanh lang, cau thang bd,
khu v¢ sinh chung, hé théng dién, thong tin lién lac, duong truyén mang. Xac
dinh day la nhiing khu vuc ma can bd, cong chuc, nguoi lao dong trong nha
truong cd quyén binh dang trong viéc st dung va c6 nghia vu chip hanh noi
quy, quy dinh vé quan 1y va st dung tai san dung chung.

2. Khu vuc st dung riéng cua cac to chuyén mon, cac bd phan trong nha
truong bao gom: Phong 1am viée, dén chiéu sang ting phong lam viéc, dién
thoai ¢b dinh... giao cho timg t6 chuyén mon, bd phén truc tiép quan 1y, str dung.
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- Cac phong lam viéc, cac 10p hoc phai duoc bé tri hop 1y, gon gang, thuan
lgi cho céan bg, vién chure, ngudi lao dong va dam bao cac diéu kién 1am viée.

- Can bd, cong chuc, nguoi lao dong lam viée tai cdc phong lam viéc va
cac 16p hoc ¢6 trach nhiém thyc hién ddy du cac quy dinh, ndi quy nha trudng;
thie hién nghiém tic viéc phan cong thuong xuyén vé sinh truong, 16p. Hét gio
lam viéc tit hét may maoc, thiét bi dién, dong cac cura trude khi ra vé dé bao vé
tai san nha truong.

Piéu 11: Duy tu, sira chira thwong xuyén tru sé lam viéc

- Cac by phan, ca nhan trong nha truong cé trach nhiém thong bao kip
thoi vé tinh trang hu hong v6i bo phan Ké toan — Hanh chinh dé tham muu véi
Hi¢u trudng co6 phuong an stra chita tai san. Khong tu vy hodc goi nguoi ngoai
nha truong vao thuc hién stra chita khi chua co y kién chi dao cua lanh dao nha
truong,

- Khong chi dao lam sai 1éch thiét ké, hién trang trong qua trinh bao
dudng, duy tu stra chira trong nha truong.

Muc 2
QUAN LY, SUDUNG MAY MOC, THIET BI VAN PHONG

Pi¢u 12: Tiéu chuin, dinh mirc trang bi may méc, thiét bi viin phong

Can ctr Quyét dinh s6 50/QD-TTg ngay 31/12/2017 ctia Tha tuéng Chinh
phu quy dinh tiéu chuan, dinh mérc str dung may moc thiét bi;

Can ct vao tinh hinh thuc té tai don vi, kha nang cua ngan sach nha
nudc cép cho don vi dé xady dung tiéu chuan, dinh muc trang bi may moc,
thiét bi van phong.

Piéu 13: Trang bi, mua sim may méc, thiét bi vin phong

Nguon kinh phi: Ngudn kinh phi chi thuong xuyén theo dinh murc bién ché
dugc giao, ngudn ngan sach nha nude cap bod sung.

Vi¢c trang bi may moc, thiét bi phai phu hop v6i chirc nang, nhiém vu
dugc giao, phi hop véi tidu chudn, dinh mic va ngudn kinh phi duoc phép sir
dung, dung ddi tuong, phuc vu hi¢u qué cho cong viéc.

1. Lap ké hoach trang bi may moc, thiét bi

- Vao quy III hang nim, bo phan K¢é toan - Hanh chinh 14p ké hoach mua
sam trang thiét bi, may méc cho nam tiép theo; du kién thoi gian thuc hién ké

hoach trong ndm; ddm bao thyc hi¢n ding ti€u chuan, dinh murc quy dinh.
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- Phat sinh trong nam: Theo nhu cau thyc té cua cac t chuyén mon nhung
phai pht hop v6i ngudn kinh phi duoc giao trong nam.

2. T6 chire thye hién ké hoach mua sim, trang bi may moc, thiét bi.

Thuyc hién mua sam, trang bi tai san dung tiéu chuén, dinh muc, co trong
du toan; tudn thi phuong thire, trinh t, thil tuc mua siam theo quy dinh; sau khi
mua sam thyc hién cong khai theo quy dinh.

Pi¢u 14: Tiép nhan may méc, thiét bi

1. Céc truong hop tiép nhan may moc, thiét bi.

- May moc, thiét bj hinh thanh tir ngudn ngan sach nha nudc cap.

- May moc, thiét bi do t6 chirc, c4 nhan tai tro, cho, tang.

- May moéc thiét bi duogc didu chuyén tir cac don vi khac vé str dung tai
Truong THCS Mao Khé 11

- B§ phan Ké toan — Hanh chinh cta nha truong chiu trach nhiém chu tri,
tham muu cho 1anh dao nha truong thuc hién cac quy trinh tiép nhan tai san,
may moc, thiét bi.

2. Viéc ban giao may moc, thiét bi da hét thoi han sir dung, bi hu hong
khong st dung duoc; khong phit hop véi tiéu chuan, dinh mirc quy dinh cho don vi.

Piéu 15: Quan ly sir dung tii sin cong

1. Nguyén tic quan 1y sir dung tai san cong

T4t ca céc tai san, may moc, thiét bi do phong quan 1y, sir dung phai dugc
theo ddi qua sd sach ké toan theo ding quy dinh, khong di chuyén tai san ra
ngoai nha truong khi chua dugce sy cho phép cua Hi€u trudng; khong st dung tai
san cua don vi vao viéc ca nhan.

2. bang ky quyén quan 1y, sir dung tai san

Tai san thudc ddi tuong phai ding ky quyén quan 1y st dung tai san gom:
Quyén sir dung dat nha truong.

3. M6 sb theo ddi tai san

- Cac biéu mau 4ap dung theo Théng tu 107/2017/TT-BTC, ngay
10/10/2017 ctia BO Tai chinh huéng dan ché do ké toan hanh chinh, sy nghiép
bao gém: S6 tai san cb dinh theo mau S24-H; Thé tai san c6 dinh theo miu S25-
H; S6 theo ddi TSCP va cong cu dung cu tai noi st dung theo mau S26-H; Bién
ban danh gia lai tai san ¢ dinh theo mau C52-HD; Bién ban kiém ké tai san cb
dinh theo mau C53-HD; Bién ban giao nhén tai san sau khi nang cdp theo mau
C54-HD; Bang tinh hao mon tai san ¢6 dinh theo mau C55-HD.
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- Cac méu biéu 4ap dung theo Théng tu 144/2017/TT-BTC, ngay
29/12/2017 cua Bo Tai chinh gdm: Bo céo tong hop hién trang sir dung tai san
theo mau 08a-DK/TSC, méau 08b-DK/TSC.

Picu 16. Hach toan tii san cong

Tai san cong phai dugc don vi hach toan kip thoi, day du thong sb quy
céch gia tri va tinh hao mon, khau hao hang nam theo dung quy dinh.

Picu 17. Kiém ké, bao cao tai sin cong

1. Kiém ké: Viéc kiém ké tai san cong phai duoc thuc hién theo dung quy
dinh hodc kiém ké dot xuit theo yéu cAu cua lanh dao, nha truong co tham
quyén.

- Thanh phan kiém ké bao gdm: Hiéu trudng, ké toan, dai dién cac bd phan
st dung truc tiép tai san, thiét bi, cong cu dung cu.

- BO phan K& toan - Hanh chinh tham muu thong bao ké hoach kiém ké
trang thiét bi dén cac bo phan it nhat 10 ngay trude khi tién hanh kiém ké.

- Cac Tb chuyén mon, cac b phan c6 trach nhiém tao diéu kién cho viéc
kiém ké dugc thyc hién theo ding ké hoach.

2. Béo cao tai san cong

Pon vi thuc hién béo céo ddi véi tai san cong dugc giao quan 1y, st dung
theo quy dinh ctia phap luat vé ké toan, théng ké va quy dinh tai Diéu 25 Nghi
dinh s6 151/2017/ND-CP ngay 26/12/2017 ctia Chinh phil.

3. Bao céo tinh hinh quan 1y, st dung tai san cong

- Hang nam, don vi thuc hi€n bao céo tinh hinh quan ly, st dung tai san
cong clia nam trudc ddi véi cac tai san quy dinh tai Nghi dinh s6 151/2017/ND-
CP ngay 26/12/2017 cua Chinh pha va bao céo dot xuat theo yéu cau cta nha
truong nha nudc cd tham quyén.

- Thoi han bdo cdo tinh hinh quan ly, st dung tai sdn cong hang nam: Pon
vi 1ap bao cdo trude ngay 30/01 hang nam. Thyuc hi¢n viéc ndp bao cao theo
dang quy dinh.

Picu 18: Bao dudng, duy tu sira chira tai san cong

1. Céc bd phan va c4 nhan khi phat hién tai san cong bi hu hong cé trach
nhiém bao cao Hibu truong xem xét, quyét dinh stra chira tai san.

2. Bo phan Ké toan - Hanh chinh nha truong tham muu cho Hiéu trudng
thue hién cac quy trinh bao dudng, duy tu sira chira tai san theo dung tham

quyén dung quy dinh.
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Piéu 19: Thu hdi tai sin cong trong don vi

- Céc trudng hop thu hoi tai san cong: Str dung khong dung muc dich,
khong dung ddi tuong; Nghi huu, chuyén don vi cong tac.

- Trinh ty, thu tuc va thim quyén thu hdi tai san cong duogc quy dinh tai Diéu
17, Diéu 18 Nghj dinh s 151/2017/ND-CP ngay 26/12/2017 ctia Chinh phi.

Pi¢u 20. Piéu chuyén tai san cong

1. Cac trudng hop diéu chuyén tai san cong

- T noi thtra sang noi thiéu theo tiéu chuan, dinh mutc st dung tai san
cong do nha trudng, nguoi co tham quyén quy dinh.

- Viéc diéu chuyén tai san s& mang lai hiéu qua st dung cao hon.

- Khi khong ¢6 nhu cau st dung

- Tai san dugc nha truong giao cho timg bd phan truc tiép quan ly, st
dung. Khi diéu chuyén giita cdc bd phan phai dugc sy déng ¥ ctiia Hiéu trudng

2. Trinh ty, tha tuc va thim quyén diéu chuyén dugc quy dinh tai Diéu 21
Nghi dinh s6 151/2017/NB-CP ngay 26/12/2017 ctia Chinh phu.

3. Tham quyén quyét dinh diéu chuyén tai san quy dinh tai Diéu 6 Nghi
quyét s6 118/2018/NQ-HPND ngay 13/7/2018 ctua Hoi dong nhan dan tinh
Quang Ninh vé phan cap tham quyén quyét dinh trong viéc quan 1y, sir dung tai
san cong thudc pham vi quan 1y cta tinh Quang Ninh

Pi¢u 21. Thanh ly tai san cong

1. Tai san cong dugc thanh ly trong cac truong hop:

- Tai san hét han st dung va khong con str dung duogc.

- Tai san chua hét han str dung nhung bi hu hong ma khong thé sira chira
hodc stra chira khong con hiéu qua.

- Tru s& 1am viée hodc tai san khac gan lién v6i dat phai pha d& theo quyét
dinh cua nha trudng nha nude c6 tham quyén.

2. Trinh ty, thu tuc thanh 1y thuc hién theo quy dinh tai Diéu 29 Nghi dinh
s6 151/2017/NB-CP ngay 26/12/2017 ctia Chinh phu.

- Tham quyén quyét dinh thanh 1y céc tai san nha truong khi bi hu hong
hodc hét thoi gian st dung, khong co st dung duoc quy dinh tai Diéu 8 Nghi
quyét s6 118/2018/NQ-HPND ngay 13/7/2018 ctua Hoi dong nhan dan tinh
Quang Ninh vé phan cap tham quyén quyét dinh trong viéc quan 1y, sir dung tai

san cong thudc pham vi quan 1y cta tinh Quang Ninh.
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Sau khi c¢6 chil truong thanh 1y tai san, nha truong thanh 1ap Hoi dong
thanh 1y, thanh phan Hoi dong theo quy dinh tai Diéu 18 cta Thong tu
144/2017/TT-BTC ngay 29/12/2017 ctia Bo Tai chinh.

Piéu 22. Ban tai sian cong tai don vi

1. Tai san cong dugc ban trong cac truong hop sau day:

- Tai san cong bi thu hoi duge xur 1y theo hinh thirc ban.

- Khi khéng c6 nhu cdu sir dung hodc giam nhu cau st dung do thay doi vé
t6 chirc, thay ddi vé chirc ning, nhiém vu va nguyén nhan ma phai thu hdi hoic
diéu chuyén.

- Thyc hién sap xép lai viéc quan 1y, sir dung tai san cong.

- Tai san coéng dugc thanh 1y theo hinh thirc ban dau gia.

2. Trinh tu, thu tuc ban tai san cong: Thuc hién theo Diéu 23 cua Nghi
dinh s6 151/2017/ND-CP ngay 26/12/2017 ctia Chinh phi.

3. Thim quyén quyét dinh ban tai san: Piéu 4 Nghi quyét sb
118/2018/NQ-HPND ngay 13/7/2018 ctia Hoi dong nhan dan tinh Quang Ninh
vé phan cip thAm quyén quyét dinh trong viéc quan 1y, st dung tai san cong
thudc pham vi quan 1y cta tinh Quang Ninh.

Piéu 23: K& khai, cong khai viéc quan 1y, sir dung tai san cong

1. Tai san ké khai, cong khai quan ly, st dung gém: Tru s& lam viéc, tai
san gan lién v4i dat, tai san cb dinh khéc.

2. Truong THCS Mao Khé II duoc giao quan ly stir dung tai san cong thuc
hién cong khai viéc mua sam, quan 1y, st dung tai san thong qua cac hinh thirc
sau: Cong khai trong cac cudc hop nha trudong hodc cong khai bing van ban tai
ban tin nha truong.

Muc 3
QUAN LY, SUDUNG TAI SAN KHAC

Picu 24. Quan 1y va sir dung cac tai san 1am viéc

1. Cac bo phan va ca nhan st dung tai san phai chiu trach nhiém theo doi
quan ly, st dung tai san cong cia bd phan minh.

2. Can b0, cong chuc, nguoi lao dong dugce giao quan ly, st dung céc tai
san lam viéc co trach nhiém bao quan, giit gin dam bao st dung tai san 1au bén,
tiét kiém, co6 hiéu qua va dang muc dich.

Piéu 25. Quin ly va sir dung thiét bi cong nghé thong tin, phin mém

quan ly trong linh vuce tai chinh
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1. Céan b9, cong chirc, nguoi lao dong nha truong khai thac duong truyén
mang dung quy dinh, dam bao viéc sir dung trao ddi thong tin thuan tién, nhanh
chong. Khong dugc sir dung méy vi tinh két ndi mang dé danh may, in, sao luu
van ban thudc tai liéu mat duoc quy dinh tai Nghi dinh sé 33/2002/ND-CP ngay
28/02/2002 ctia Chinh phu quy dinh chi tiét mot sé diéu cua Luat Bao vé bi mat
nha nudc. Nghiém cAm st dung thiét bi tin hoc vao viéc riéng.

2. Quan ly va sura chita cac thiét bi tin hoc bi hu hong; nang cép, bao tri
cac phan mém hd tro quan 1y cong tac Tai chinh, tai san nhu sau: Cac bd phan
thong bao cho bd phan Ké toan - Hanh chinh, sau d6 dé xuat, tham muu Hiéu
truong quyét dinh stra chira.

Piéu 26. Quan 1y va sir dung dién thoai

Céac bo phan dugc trang bi 01 may di¢én thoai cb dinh dé tién trong qua
trinh trao doi, giao dich, lién hé cong viéc. Tuy theo nhu cau va tinh chat cong
viéc ma can bo, cong chirc, ngudi lao dong nang cao trach nhiém, y thirc tiét
kiém trong hoat dong thuc hién nhi€ém vu duogc giao. Chi str dung dién thoai giao
dich viéc nha truong, c4 nhan phu trach dién thoai khong sir dung dién thoai cua
nha truong vao vi¢c cd nhan.

Pi¢u 27. Quin Iy va sir dung dién

1. Can bg, cong chuc, nguoi lao dong nghi€ém tiuc thuc hién cac quy dinh
vé quan 1y va sir dung dién.

- Khong ty ¥ dau ndi lam thay doi thiét ké ctia hé thong dién nha trudng,
khong tu y stra chita, kip thoi bao cao Hiéu truong nha trudng dé c6 phuong an
stra chira khi bi héng hoc.

- Tat cac thiét bi dién khi khong c6 nhu cau sir dung. Nguoi cudi cing ra
khoi phong 1am viéc phai tat dén chiéu sang va céac thiét bi dién trong phong.

2. Céc bd phan, ca nhan duoc giao quan 1y tai san thuong xuyén kiém tra
céc thiét bi dién nhim han ché cac truong hop chay chap, nd cac thiét bi anh
huong dén hé thong dién nha truong.

3. Nghiém cAm sir dung cac thiét bi dién vao viéc riéng.

Muc 4
QUY PINH VE TiINH HAO MON, KHAU HAO TAI SAN CO PINH

Piéu 28. Nguyén tic, thoi gian sir dung va ty 1 hao mon tai sin c6 dinh
- Nguyén tic tinh hao mon tai san c6 dinh: Viéc tinh hao mon tai san cd

dinh thuc hién mdi ndm 01 1an vao thang 12, trude khi khoa s6 ké toan. Pham vi
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tai san cb dinh phai tinh hao mon 1a tat ca tai san cd dinh hién co quy dinh tai
khoan 1 Piéu 12 Thong tu sé 45/2018/TT-BTC ciia Bo Tai chinh tinh dén ngay
31 thang 12 ctia ndm tinh hao mon.

- Thoi gian st dung va ty I¢ hao mon tai san ¢ dinh hitu hinh thuc hién
theo quy dinh tai Phu luc s6 01 ban hanh kém theo Thong tu sb 45/2018/TT-
BTC cua B¢ Tai chinh.

Piéu 29. Phwong phap tinh hao mon tai san c6 dinh

1. Mirc hao mon hang nim cua ting tai san ¢b dinh duoc tinh theo cong

thirc sau:
Murc hao mon hang nam _ Nguyén gia cua tai Ty 1€ tinh hao mon (%
cua tung tai san co dinh san cd dinh nam)

Hang nam, trén co s¢ xac dinh s6 hao mon tdng va s6 hao mon giam phat
sinh trong ndm Ké toan — Hanh chinh tinh tong s6 hao mon cua tat ca tai san co
dinh cho ndm d6 theo cong thurc sau:

S6 hao mon tai S6 hao mon tai P . P .
o o N SO hao mon tai S6 hao mon tai
san co dinh Iy san coO dinh da Lo . N

L, L .= L + san cO dinh tdng - San co dinh giam
ké tinh dén nam tinh dén nam (n-

(n) 1)

2. D61 v6i1 nhitng tai san c6 dinh c6 thay do1 vé nguyén gia thi Ké toan —

trong nam (n) trong nam (n)

Hanh chinh cin cir cac chi tiéu nguyén gia, gia tri con lai cta tai san cb dinh sau
khi x4c dinh lai theo quy dinh tai Piéu 10 Thong tu s6 45/2018/TT-BTC cta Bo
Tai chinh, ty 1€ hao mon tai san ¢ dinh theo quy dinh tai Piéu 14 Thong tu s6
45/2018/TT-BTC cua Bo Tai chinh dé tiép tuc tinh hao mon tai san ¢d dinh cho
cac nam con lai.

3. S6 hao mon tai san c¢b dinh cho nam cubi cung thudc thoi gian sir dung
clia tai san c¢b dinh dwogc xac dinh 1a hiéu s giita nguyén gid va sé hao mon lity
ké da thyc hién cua tai san co dinh do.

Chuong 111
XU LY VI PHAM VE QUAN LY, SU DUNG TAI SAN CONG
VA XU LY TRACH NHIEM

Picu 30. Xir Iy vi pham vé quan 1y, sir dung tii san cong

Can bo, cong chirc, nguoi lao dong vi pham quy ché nay, tiy thudc vao
muc do cu thé sé bi xur 1y theo quy dinh tai Luat Lao dong va Luat can bd cong

chuc va cac quy dinh vé quan 1y va sur dung tai san cong.
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Piéu 31. Xir Iy trach nhiém vt chat

1. Hinh thire xir 1y trach nhiém vat chat: Boi thuong va dén bu chi phi khac
phuc hau qué do hanh vi gay ra.

2. Can bo, cong chtrc, ngudi lao dong gay thiét hai vé tai san cong, cd ¥
hay khong cb ¥, déu c6 trach nhiém bdi thudng thiét hai theo chi dao cua Lanh
dao phong.

Pi¢u 32. Thim quyén quyét dinh xir Iy vi pham vé quan 1y, sir dung tai
san cdng va xir Iy trach nhiém vé vat chat

Hiéu truong truong THCS Mao Khé II Quyét dinh hinh thic xt 1y vi
pham vé quan 1y va sir dung tai san cong va hinh thirc xir 1y trach nhiém vat chat
d6i voi ddi tugng bi xir 1y 13 b phan hodc ca nhan thudc thim quyén quan 1y.

Picu 33. Hi dong xir Iy trach nhiém vt chat

1. Hoi dong xir 1y trach nhiém vat chat vi pham vi quan 1y, st dung tai san
cong, bao gém: Thu truong don vi; Pai di¢n ban Thanh tra nhan dan; Pai dién
cac bo phan lién quan; Céc ca nhan khac (néu co).

2. Trach nhiém cta Hoi dong: Xem xét, danh gia tinh chat, hanh vi giy
thi¢t hai; x4ac dinh trach nhi¢m cia nguoi gay thiét hai va tap thé, c4 nhan co lién
quan; kién nghi voi ngudi ¢ tham quyén vé murc do va phuong thirc bdi thuong
thiét hai.

Piéu 34. Trinh tw, thi tuc xir Iy vi pham quy dinh vé quan 1y, sir dung
tai sdn cong

Thong bao vi pham; Lap bién ban vi pham; Yéu cau cac bd phan, ca nhan
gay thiét hab

Trinh tw, thi tuc xir Iy trach nhiém vat chat ddi voi cac can bd cong
chire, nguoi lao dong trong nha trwong vi pham

1. Trinh ty: Chu tich Hoi dong yéu cau ngudi bi pham 1am ban tuong trinh
Lap bién ban vi pham; Xac dinh gia tri tai san bi thiét hai.

2. Thu tuc; Thu trudéng don vi thanh 1ap HoOi déng xu 1y trach nhiém vat
chat; Hoi ddng xem xét, c6 van ban kién nghi muc bdi thudng va phuong thirc
bdi thuong gui Hiéu truong; Quyét dinh boi thudng thiét hai; Thuc thi quyét
dinh bdi thudng thiét hai.

Chuong IV
TO CHUC THUC HIEN VA PIEU KHOAN THI HANH
Piéu 36. T6 chirc thue hién:
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- Hiéu trudng nha trudng c¢6 trach nhiém pho bién va trién khai to chire thuc
hién t6i toan thé can bd, cong chirc, ngudi lao dong trong nha trudng ndi dung Quy
ché.

- B0 phan K& toan - Hanh chinh ¢6 trach nhiém t6 chirc thuc hién, tham
muu kiém tra dinh ky hang ndm, kiém tra dot xuit viéc thuc hién Quy ché nay.
Tong hop tinh hinh, két qua thuc hién Quy ché bao cio Hiéu truong nha trudng;
bado cdo tinh hinh quan ly, st dung tai san cong thudc pham vi quan ly cua cac
bo phan nha truong.

Diéu 37. Diéu khoan thi hanh

Quy ché nay c6 hiéu luc thi hanh ké tir ngay ky

Nhitng nodi dung khac vé quan 1y va st dung tai san Nha nudc khong néu
tai quy dinh nay dugc thuc hién theo cac quy dinh hién hanh ctia nha nudc.

Trong qua trinh thuc hién c6 kho khin, vuéng mic, cac T6 chuyén mon
phan anh vé b phan Ké toan - Hanh chinh ciia nha truong dé tham muu Hiéu
truong xem xét, giai quyét, sira d6i bo sung cho phu hop.

HIEU TRUONG

Tran Thi Thim
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