_ UBND QUAN KIEN AN CONG HOA XA HOQI CHU NGHIA VIET NAM
PHONG GIAO DUC VA DAO TAO Poc 1ap — Tw do — Hanh phic

S$6:01  /QC-PGDDT Kién An, ngay 30 thang 01 ndm 2023

QUY CHE
Quan ly, sir dung tai san cong cia Phong Giao duc va Pao tao

Can ct Luat Quan ly, st dung tai san cong s6 15/2017/QH14 ngay
21/6/2017,

Can ctr Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 cta Chinh phu

quy dinh chi tiét mot s6 diéu caa Luat Quan 1y, stir dung tai san cong;

Nghi dinh s6 63/ND-CP ngay 11/7/2019 cua Chinh phii quy dinh xir phat
vi pham hanh chinh trong linh vyc quan 1y, st dung tai san cong; thuyc hanh tiét

kiém, chong lang phi; du trit qudc gia; kho bac nha nudc;

Can ctr Quyét dinh s6 50/2017/QD-TTg ngay 31/12/2017 cua Thi tudng

Chinh phui quy dinh tiéu chuan, dinh muc sir dung may moc, thiét bi;

Cin cr Thong tu sd 144/2017/TT-BTC ngay 29/12/2017 ctua Bo Tai
chinh hudng ddn mot sd ndi dung cua Nghi dinh s 151/2017/ND-CP ngay
26/12/2017 ctia Chinh phii quy dinh chi tiét mot sé diéu cta Luat quan 1y, st

dung tai san cong;

Can ctir Thong tu sd 45/2018/TT- BTC ngay 07/5/2018 cua Bo trudong Bo
Tai chinh vé hudng dan ché d6 quan 1y, tinh hao mon, khau hao tai san ¢6 dinh
tai co quan, td chire, don vi va tai san c¢d dinh do nha nudc giao cho doanh

nghiép quan 1y khong tinh thanh phan vén nha nudc tai doanh nghiép;

Can ctt Nghi quyét s6 08/ND-HDND ngay 12/7/2018 cua Hoi déng nhan
dan thanh phd Hai Phong vé phan cap quan 1y tai san cong thudc pham vi quan
Iy cta thanh phd Hai phong;

Thuc hién chi dao cua ij ban nhan dan quan Kién An vé viéc xay dung

quy ché quan 1y, sir dung tai san cong tai co quan, to chirc, don vi;

Phong Gido duc va Pao tao xay dung Quy ché quan 1y, s dung tai san
cong nhu sau:
Chuong I

QUY PINH CHUNG
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Piéu 1. Pham vi diéu chinh va déi twong ap dung

1. Quy ché nay quy dinh trach nhiém va tham quyén quyét dinh cua cac
bd phén, cd nhan trong quan ly st dung, mua sam, tiép nhén, sta chita, diéu
chuyén, thu hdi va thanh 1y tai san cong cta phong.

2. Céan bo, Cong chuc, nguoi lao dong thudc Phong Giao duc va Pao tao
duoc giao quan ly, sir dung tai san phai co6 trach nhi€ém thyuc hién dung quy dinh
ctia Quy ché nay va cic quy dinh hién hanh cta phap luat vé quan 1y, sir dung tai
san cong.

Piéu 2. Tai san trong Phong Gido duc va Pao tao

(Theo DPiéu 4. Phan loai tai san c6 dinh tai Thong tu s6 45/2018/TT-BTC
ngay 07/5/2018 ciia B¢ tai chinh)

1.1. Tai san ¢d dinh hitu hinh: La nhirng tai san c6 hinh thai vat chét, thoa
méan dong thoi 02 tiéu chuan (C6 thoi han sik dung tir 01 ndm tré lén; ¢6 nguyén
gid tir 10.000.000 dong tré 1én).

Tai san cd dinh hitu hinh g@)m: Nha lam viéc; hoi truong; phong hop; nha
xe; cong trinh xay dung khac. Vat kién tric (tuong rao....... ). May moc, thiét bi.
Cay lau nam. Tai san c¢6 dinh hitu hinh khac.

1.2. Tai san cb dinh vo hinh: La tai san khong c6 hinh thai vat chat, thoa
man dong thoi 02 tiéu chuan (C6 thoi han st dung tir 01 nam tré 1én; c6 nguyén
gia tir 10.000.000 dong tro 1én).

Quyén sir dung dat, phan mém tng dung, tai san cd dinh v6 hinh khac.

1.3. Cong cy, dung cu: bao gém cac tai san phuc vu cac hoat dong cua
Phong Gido duc va Pao tao: ban ghé phong hoi trudng, phong hop, tai san khac
c6 gia tri nguyén gia dudi 10.000.000 dong.

2. Phan loai theo ngudn gdc hinh thanh tai san: Tai san hinh thanh do mua
sam; do dau tu xay dung; dugc giao; dugc cho tang; tai san ¢ dinh khi kiém ké
phat hi¢n thira chua dugc theo doi trén s ké toan; tai san c6 dinh duoc hinh
thanh tir ngudn khéc.

Piéu 3. Nguyén tic quan 1y, sir dung tai san

1. Tai san phai dugc quan ly, khai thac, duy tu, bdo dudng, stra chira,
duoc théng ké, ké toan déy du vé hién vat va gia tri.

2. Vi¢c st dung tai san phai bao dam tiét kiém, hiéu qua, dung muc dich,
cong nang, ddi tuong, tiéu chuan, dinh muc, ché do theo quy dinh cua phap luat.

3. Viéc quan ly, str dung tai san cong phai dugc thuc hién cong khai, minh
bach, bao dam thuc hanh tiét kiém, chdng lang phi, phong, chng tham nhiing.
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4. Viéc quan ly, sir dung tai san phai duoc giam sat, thanh tra, kiém tra;
moi hanh vi vi pham phap luat vé quan 1y, st dung tai san cong phai duogc xir 1y
kip thoi, nghiém minh theo quy dinh cua phap luat.

Chuong I1
QUY PINH QUAN LY, SU DUNG TAI SAN

Diéu 4. P6i twong dwoge giao quan 1y, sir dung tai sin cong

- Lanh dao va Cong chirc, vién chirc Phong Gido duc va Pao tao

Piéu 5: Quy trinh tiép nhén tai san

1. B6i véi tai san duoc cap.

Truong Phong Gido duc va Pao tao ban hanh quyét dinh thanh 1ap to tiép
nhén tai san. TO tiép nhan co trach nhiém kiém tra cac loai gidy to ciia bén giao
tai san, hién trang cta tai san theo diing cong ning str dung. Chi tiép nhan tai san
khi co du giay to, dang chung loai, sir dung tt. Lap bién ban giao nhan tai san.
B&o céo Truong Phong Gido duc va Pio tao vé tai san méi nhan, dé xuat
phuong an bd tri quan 1y, st dung. Ban giao toan bd ho so cho ké toan, phdi hop
v6i ké toan nhap so tai san theo phan mém quan 1y va ddn ma céc tai san.

Truong Phong Gido duc va Pao tao ra quyét dinh ban giao tai san cho bo
phan quan 1y, sit dung (¢ danh muc kém theo dwoc in tir phan mém quan Iy tdi
san).

2. Déi véi tai san do cac to chirc va ca nhan tai trg, cho, tang va tai san tu
mua khong can phai thanh lap bo phan tiép nhan tai san. B phan tai vu thuc
hién cac quy trinh tiép nhan tai san nhu khoan 1 diéu nay.

Picu 6. Quyén va nghia vu ciia doi twong dwoe giao quan 1y, sir dung
tai san cong

1. Béi twong duoc giao quan 1y, st dung tai san cong cd cac quyén sau
day:

a) Su dung tai san cong phuc vu hoat dong theo chic nang, nhi€ém vu
duoc giao;

b) Thuc hién cac bién phéap bao v¢, khai thac va sir dung hi¢u qua tai san
cong duogc giao theo ché do quy dinh.

2. Péi tuong dugc giao quan 1y, str dung tai san cong ¢ cac nghia vu sau day:

a) Bdo v¢, sir dung tai sdn cong dung muc dich, tiéu chuan, dinh murc, ché
d6; bao dam hiéu qua, tiét kiém;
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b) Lap, quan 1y ho so tai san cong, ké toan, kiém ké, danh gia lai tai san
cong theo quy dinh ctia phap luat va phap luat vé ké toan;
¢) Bao cdo va cong khai tai san cong theo quy dinh cua phap luat;

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

d) Giao lai tai san khi c6 quyét dinh thu hdi cta co quan, ngudi co tham
quyen;

¢) Chiu su thanh tra, kiém tra, giam sat cua co quan nha nudc cod tham
quyén; giam sat ctia cong dong, cong chirc, vién chirc va Ban Thanh tra nhan
dan trong quan 1y, sir dung tai san cong thudc pham vi quan 1y theo quy dinh cua
phap luat;

Piéu 7. Nhiém vu ciia ddi twong dwoc giao quan Iy tai san cong
1. Ké toan

a) Lap ho so lién quan dén vi¢c hinh thanh, bién dong tai san trén phan
mém quan ly tai san. Luu trir ho so tai san cua Phong Gido duc va Dao tao.

- Vao s06 tai san khi c6 tai san méi nhan ve;

- Kiém ke tai san vao cudi ky ké toan nam, kiém ké theo quyét dinh ki€ém
ké cua cac cap c6 tham quyén;

- Banh gia lai tai san; X4c dinh tai san thura, thi€u va nguyén nhan dé xu
1y theo quy dinh ctia phép luat; Tinh hao mon cua tai san theo quy dinh cua phap
luat;

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

- Thuc hién cac nhiém vu khac do Truong Phong phén cong.

2. Cong chure phong

a) T6 chuc quan Iy céc tai san thudc ca nhan quan 1y.

b) St dung hiéu qua tai san duoc giao. Pinh ky t6 chuc kiém tra
(11an/nam), kiém ké (6 thang 11an ) tinh hinh sir dung ctia cac b pnhan;

¢) Lap ké hoach sir dung, mua sam, stra chira, dah muc cac tai san thanh ly.
d) Phoi hop véi ké toan nhép tai san méi nhan vé vao so tai san;

d) Dan ma céc tai san dugc quan ly theo quy dinh cua phép luat;



5
e) Khong dem cac chit doc hai, chat d& gay chay nd, 6 nhiém moéi truong
vao phong lam viéc.
g) Phuong tién thong tin lién lac (ké ca dudng truyén internet) tai phong
chi dugc st dung vao muc dich cong vu.
h) Hét gio 1am viéc phai tat cac thiét bi dién va khoa cira phong lam viéc.
Piéu 9. Bao dudng, sira chira tai san
Thuc hién viéc stra chita va dinh ky bao dudng toan bo tai san theo ché
d0, tiéu chuan k¥ thuat quy dinh.
Truong hop sau ddy phong khéng stra chita, ca nhan truc tiép st dung
phai tu stra chita. Sau khi phong kiém tra xac nhan:
- C6 y 1am hong tai san hodc khong ¢ ¥ thire gitr gin, bao vé tai san;
- C6 y 1am mat tai san;
- Str dung tai san khong dung noi quy dinh (ty ¥ di chuyén tai san khi
chua dugc phép cua Trudng phong);
Piéu 10. Thu hoi, diéu chuyén, thanh Iy tai san cong
1. Tai san Nha nudc (UBND) dugc giao cho cac Can b, cong chirc, ca
nhan trong don vi quan 1y, st dung s& bi thu hdi trong céc truong hop sau day:

a) Cac bg phan (hodac ca nhdn) dugc giao tryc ti€p quan 1y, st dung tai
san khong con nhu cau st dung hoac gidm nhu cau sir dung do thay doi chirc
nang, nhiém vu va cac nguyén nhan khic;

b) Tai san thtra so vai ti€u chuan, dinh muc dugc phép st dung;
c¢) Tai san st dung sai muc dich, trai quy dinh cia Nha nudec.

2. Viée diéu chuyén tai san tir bd phan nay sang bo phan khac trong phong
do Truéng phong quyét dinh.

3. Tai san hét han st dung theo ché do ma phai thanh 1y; tai san chua hét
han st dung nhung bi hu hong khong con st dung duoc hoac vi¢c stra chira
khong hi€u qua (du todn chi phi swa chita lon hon 30% nguyén gia tai san), 1ap
01 bo ho so dé nghj thanh 1y tai san.

Quy trinh thanh 1y theo Nghi dinh 151/2017/ND-CP ngay 26/12/2017 cta
Chinh phu quy dinh chi tiét mot s6 diéu Luat Quan 1y, sir dung tai san cong;
Luat quan 1y, sit dung tai san cong ngay 21/6/2017; Thong tu sb 45/2018/TT-
BTC ngay 07/5/2018 ctia Bo truong Bo Tai chinh vé huéng dan ché do quan 1y,
tinh hao mon, khau hao tai san ¢ dinh tai co quan, td chirc, don vi va tai san cd
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dinh do nha nuéc giao cho doanh nghiép quéan 1y khong tinh thanh phan vén nha
nudc tai doanh nghiép;

3.1. Béi véi cong cu, dung cu: Ho so bao gém:

a) Bién ban x4c nhan hién trang cong cu dung cuy;

b) Quyét dinh thanh 1ap ban thanh ly cong cu, dung cu;

¢) Bién ban dinh gia thu hoi cong cu, dung cy;

d) Bién ban thanh ly cong cu, dung cu.

3.2. B6i voi tai san khong phai cong cu, dung cu:

a) Vin ban dé nghi thanh 1y tai san (trong d6 néu rd trach nhiém to chirc
thanh 1y tai san; du toan chi phi stra chita tai san trong truong hop xac dinh viéc
stra chira tai san khong hi¢u qua);

b) Danh muc tai san dé nghi ‘Ehar}h 1y (chung loai; ) luong; tinh trang;
nguyén gia, nguyén gia con lai theo so ké toan; 1y do thanh ly).

Chuong 111

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

Piéu 11. Xir Iy vi pham vé quién 1y, sir dung tai san cong

1. Hinh thire xtr Iy vi pham vé quén 1y, sir dung tai san cong

a) Nhic nha;

b) Thong bao trong phong;

C) pé nghi ha bac khi xét danh hi¢u thi dua;

d) Pé nghi xtr Iy ky luét.

2. Hinh thtrc nhic nhd duoc 4p dung ddi véi cac to chie va ca nhan co
hanh vi vi pham lan dau cac quy dinh vé quan 1y, sir dung tai san cong.

3. Truong hop cac bd phan va ca nhan da duoc nhic nhé nhung van tiép
tuc ¢6 hanh vi vi pham quy dinh vé quan 1y, st dung tai san cong thi bi xur ly
bang hinh thtrc thong béo cong khai trong toan phong.

4. C4c bd phan, ca nhan tai dién cung mot hanh vi vi pham tir 03 lan tro
1€n trong mdt ndm hodc tuy theo mirc dd vi pham, thi bi dé nghi ha mot cép khi
x¢ét danh hi¢u thi dua trong nam.

5. Nguoi vi pham cac quy dinh ciia Quy ché nay dé xay ra thiét hai tai san
cong, ngoai viéc bi xtr 1y theo cac hinh thuc tai khoan 1 diéu nay con phai bi xur
1y trach nhi¢m vat chét theo quy dinh hién hanh.
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Piéu 12. Trinh tw va thi tuc xir Iy vi pham quy dinh vé quan ly, sir
dung tai san cong.

1. Thdng béo vi pham

Céc bd phan va ca nhan khi phat hién hanh vi vi pham cac quy dinh cua
Quy ché nay hodc phat hién can bo, cong chirc, ngudi lao dong 1am thét thoat,
mat, hu hong tai san cong thi thong bao bang moi hinh thirc (théng bao tryc tiép,
qua dién thoai, gui van ban...).

2. Lap bién ban vi pham

Khi nhan duoc thong bao vé vi pham quy dinh vé quan 1y, st dung tai san
cong, Truong phong chi dao tién hanh: Kiém tra x4c minh, nhic nho, so bo danh
gia thiét hai, 1ap bién ban vi pham quy dinh vé quan 1y, sir dung tai san cong.

3. Truéng phong yéu cau can bd, cong chirc, ngudi lao dong vi pham quy
dinh vé quan 1y, sir dung tai san cong hodc gay ra thiét hai tai san cong viét ban
tuong trinh vé vu viée, tu kiém diém ban than.

4. Quyét dinh xtr 1y vi pham

Trudng phong xem xét, quyét dinh xtr Iy vi pham:

a) Nhic nho hodc thong bao cong khai trong Phong déi véi cac trudng
hop bi xir 1y theo cac hinh thic nhac nho;

b) Thuc hién quyét dinh xir Iy vi pham;

¢) Trinh tu xu 1y ky luat, xem xét ha bac danh hiéu thi dua d6i voi ca nhan
Vi pham céc quy dinh vé quan 1y, st dung tai san cong thyuc hién theo quy dinh
huéng dan thi dua khen thudng ctua phong. Xt 1y trach nhiém vat chét theo cac
quy dinh cua phép luat.

Chwong IV
TO CHUC THUC HIEN

Piéu 13. Trach nhiém thi hanh

Can bg, cong chure, vién chie c6 trach nhiém thuc hién nghiém tic Quy
ché nay. Truong phong chiu trach nhiém quéan triét, chi dao, giam sat cac ddi
tuong thyc hién Quy ché nay.

Piéu 14. T6 chirc thue hién

1. Quy ché nay di dugc cong khai thao luan rong rdi, dan chu trong Phong
trude khi ky ban hanh. Sau khi ban hanh, Phong c6 trach nhiém cong khai theo
quy dinh. Céc truong hop phat sinh ngoai Quy ché nay duogc thuc hién theo Luat
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Quan ly, sir dung tai san cong, Nghi dinh s6 151/2017/ND-CP va cic vin ban
phép luat khac c6 lién quan.

2. Quy ché nay c6 hiéu lyc ké tir ngay ky./.

Noi nhin:

- UBND quén;

- Phong TC-KH quén;
-Lb, CV Phong;

- Luu: VT.
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