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1. Mgc d[ch:

XAy dgng, thgc hiQn vi duy tri quy trinh ndy nh6m mpc dich giirp cho viQc

quan ly, su dUng thi s6n dAm bio dung quy dfnh.

euy trinh ndy quy dinh tr6ch nhiQm vd phuong thuc qu6n li tei s6n tir khi

ph6t sinh, sri dpng don klhi thanh ly, huy b6 tei s6n nhim d6m b6o tdi sin dugc su

dUng dung rnpc dich vd hiQu qu6.

Lam co so'dO ban hinh c6c chti d6, tiOu chuAn dinh muc su dpng tlri sin cua

trudng.

LDun c6n cu, d6 x6c dfnh nhu cAu xAy dung, rnua sim tdi s6n hdng n6m ctra

ttng dcrn vi phu hcr. p vcri y6u c6u phUc vr,r theo hu6ng hiqn dai vd ti6t kiQm theo

dung quy dinh cua Nhd nu6c vDr quy chti chi ti6u nQi bQ cua Nhd trudng.

2. Ph4m vi vh tliii tugng 6P dgng

2.1 Phgnt vi tip dl.tng:

Quy trinh ndy dugc 6p dpng trong viQc thpc hiQn qu6n ly, su dung tdi s6n t4i

Trudng Trung cAp ngha Co khi xAy dgng OOi vOi tl,;t cb citc titi s6n hiru hinh vd v6

hinh c6 1,guO1 g6c tu ng6n s6ch Nhd nu6c, .rgrdt, v6n tr,r c6 ctra dcrn vf, qud t[ng,

didu chuy6n tu noi kh6c dt5n ...

2.2 EOi twqng tip dqtng:

Quy trilh 1dy dugc 6p dpng vcri t6t cd cdc don vi trgc thuQc Trulng.

3. Cin cri'phip lf vh tii liQu tham chi6u

Cdn cri Lu4t qu6n 1;i, su dUng tdi s6n c6ng sa rctZOlTlQHt4 dugc QuOc hOi

thong qua ngdy 21 thdng 6 ndm 2017.

CEn ci1 Nghi dinh sO tSll2Ol7ND-CP ngdy 2611212017 c'(ra Chinh phu quy

dinh chi ti6t mot s6 di6u cta luat, qu6rn ly su dUng tdri san c6ng.

Cdn cir Th6ng tu s6 lA4lzOl7lTT-BTC ngdy 2911212017 c'ba B0 Tei chinh

hu6'ng dAl mQt s6 1Qi dung cuaNghf Dinh ro ts1/20174ID-CP ngiy 2611212017 cua

chinh phu quy dinh chi ti6t m6t ro aiou cua LuQt qu6n ly, sri dung tai s6n c6ng.

Cdn cir Nghi dinh s6 152A{D-CP ngdy 27ll2l2Tl7 vO viQc quy dinh ti6u

chuAn, dinh rnuc su dung try scr ldm vi6c, co sd ho4t dQng sr,r nghiQp.

C6, cu Th6ng tu s6 lO7:2O|7ITT-BTC ngay |Oll0l20l7 cin B0 Tei chinh

va huo'ng dAn thpc hiqn chtS dO KO to6n hdnh chinh sp nghiQp.

Cd, cf,euy6t dinh s6 163/QD- BXD ngdy 15 th6ng 3 n6m 2017 cira BQ truong

BQ XAy dyng vO viQc giao tdi s6n nhd nu5'c theo ccv ch6 giao v6n cho doanh nghiqp

cho Trudng Trung c6p nghA Co khi xdy dr,rng.
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C6n cri euyi5t dinh s6 806/QD-B{D ngdy 151612018 cria BQ truong BQ XAy

du,.,g * ,iO. pfran cap thAm quydn-quytlt dinh viqc mua sim tlri sin, hdng hoa, dich

vu, quAn ly, su dung tlii s6n c6ng ctra BQ XAy dung'

4. Dinh nghia vi tir vi6t tit
4.1 Dlnh nglda

- Tdi sdn bao g6rn tdi sAn hfiu hinh vd v6 hinh md trudng giao cho c6c don vi tn;c

thuQc quan ly su'dung, dung chung cho hopt dong ctra trubnB, c6 thoi gian str dpng

tr6n m6t ndrn. Bao g6m nhtng tdi sfin theo Nhh nudc quy dinh nhu:

+ Tdi sin ld nhd ctra, v4t kitin trirc: Nhd ldm viQc, c6c c6ng trinh xdy dpg gAn 1i0n

voi nhd nhu bO nu6c, s6n, tudng rdo, c6ng ngd "'
+ phucrng tiQn vQn t6i: Xe 6 t6 vd c6c lo?i phuong tiQn vQn t6i kh6c.

+ M6y moc thi6t bi qu6n ly: M6y vi tinh; m6y in; m5y photo; c6c thi6t bi lFry d4t

kdrn theo rn6y vi tinh nhu: 6n 6p, bQ luu diQn, 19u, ...mhy chi6u; m6y Scan;miry

ch*p Anh c6c lopi; m6y quay phim; ,i6y dtlm ti6n; dAu m6y video; tivi; m6y diQn

thoai c6c lopi, trJr lpnh, m6y lpnh . . ..

+ C6clo4i tdi san quan ly kh6c: K6t sit, quqt citc lopi, 6m di6n n6u nu6c cdcloqi;

Loai tdi ,a, ao g5, giit 96: c6c lopi tri, bdn ghc ldm viQc, hgc tpp, bdn d6 vi tinh,

bdn gh6 hQi hgp, bpc noi chuyQn, c6c kQ luu trfi hti so vdr c6c loai tdi s6n kh6c md

Trudng giao cho c6c dcvn vi dO qu6n ly su dUng'

+ Nhfrng tdi li6u quan trong trong phUc vu cho c6ng t6c chuyen mon.

+ PhAn *6,, qu6n ly chuyen m6n duoc mua lrang bi cAi dat dA phUc vp c6ng t6c

quAn ly vd ddo tPo cria nhh trulng.

+ cttc tdi san kh6c phuc vu cho c6ng t6c qu6n ly, phgc vu ddo tao'

4.2 Til'viAt lit

STT rir vitit tit Y nghi4

1 BB Bi6n bAn

2 BGH Ban Gi6m hiQu

a
J BM Bi6u m5u

4 CCDC C6ng cp dpng cP

5

6

P.TC-KT Phdne Tdi chinh - K6 to6n

P.TH Phirns T6ns hotl

1 QD Quy6t dinh

B QL QuAn l:i
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STT tir vi6t tit Y 
"g!iu

9 SD Su dpng

10 TS Tiri s6n

11 TSCD TAi sAn cO Ointr

5. Luu dd (Xetn trang 4)

6. D4c til (Xeru trang 5)

7. C6c bi6u m5u/ hu6'ng din

STT TGn bi6u m6u/ hu6'ng d6n M5 h6a

I QuvtSt dinh v/v Giao quin ly, str dUng tdllgq BN4/QT48/P.Trv01

2 Bi6n birn bdn giao tdi sAn BI\4/QT48lP .THl02

3 Bi6n bAn giao nhpn TSCD C5O-HD

4 Sd theo d6i b6o tri, b6o dudng tdi sAn Blvf/QT48lP.TIVO3

5 Gi6v de xu6t BN4/QT48/P.TFVO4

6 Bi6n bdn ki6rn tra BrwQT48lP.Tw0s

7 Du tru (dU toSn) chi phi b6o tri, sua chira TS BM/QT48/P.TW06

8 Quv6t dinh thdnh 10p HQi d6ng ki6m kq Iq BN4/QT4&lP.TW07

9 Bi6n b6n ki6m kO TSCD C53-HD

10 OuvSt dinh thdnh 10p HQi d6ng thanh lv lq BrwQT4s/P.TWo8

11 Bi6n bAn hop HQi d6ng thanh lY ]q BrwQT4S/P.TFI/o9

T2 Danh rnuc tdi sAn dd nghi thqlh-lY BrwQT48/P.TFy10

13 Quvt5t dinh vO viQc thanh lY tdi s6n BrwQT4s/P.TFV11

l4 Bi0n bAn thanh li TSCE C51-HD

l5 Sd tl-reo ddi tdn tdi s6n vd th6ng sO kllhlat BIWQT48.IP.TLl/1,2

1.6 56 theo d6i, ghi ch6p th-o, giut t,i dUrg tdi B]WQT4B/P.TW13

t7 56 theo d6i TSCD vd CCDC t4i noi su dpng S26-H
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LUU EO

TT Cfc bu6'c c6ng viQc Tr6ch nhiQm Thi liQu, bi6u m6u
Y0u
cau

Thli
gian

1
P.TH BM/Q48/P.TH/01 Quy0t

dinh

Khi c6

ph6t sinh

TS

Quydt dinh giao

quAn ly, su dung

Duy€t

QuyOt
dinh

2 HiQu truo'ug
Quyet
dinh

Sau 3

ngey

trinh klf

J

P.TH;
Don vi QL,
su dung TS;

P.TC-KT

BM/Q48/P.THlo2;
C5O-HD

Bi0n
bdn bdn

giao

Sau khi

c6 Quy6t
dinh

Giao nh4n TS

4

P.TH;
Dcrn vi QL,
su dung TS;
P.TC-KT.

Vdo s6

theo
clol,
tinh
khAu
hao

Tr khi

co TS
Qudn lj
tdi sin

5

Dcrn vi QL,
su dUng TS;

P.TH

I so tlr.o

BM/e48/p rH/03 
I *::|i:
I au"rg

Dinh k,,
dQt xudt

BAo tri, bio
du0ng TS

6
G6,g,r,;-
I chira TS

(n6u co)

Don vi QL,
su dpng TS;

P.TH

BM/Q48/P.THlo4;
BM/Q48/P.TH/05;
BM/Q48/P.TH/O6.

BB
,.i
Klem

tra; Dii
nghi

Khi co

hu hong

TS

7
HQi d6ng

ki6m k0 TS
BM/Q48/P .THl07;

C53-HD

B6o
c5,o

Klem Ke

Dinh ky

hdng

nlm
Ki6rn ke TS

8
HQi d6ng

thanh ly TS

BM/Q48/P.TH/O8;
BM/Q48/P.TH/09;
BM/Q48/P.TH/10;
BM/Q48/P.TH/1 1;

C51-HD

Bi6n
bitn;
QD

Sau khi
,.:.kleln Ke

Thanh lf TS
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Tii liQu, bi6u miuCric bu'6'c c0ng viQc

S6

lugng
TS thgc

te

Sau

ki6m k6,

thanh lj'

BM/Q48/P.THlt2;
BM/Q48/P.TH/13;

S26-H

P.TH;
Dori v! QL,
su dpng TS;

P.TC-KT

Cap nh.at dit IiQu

vd TS

Theo

quy dfnh

P.TH;
Dcrn vi QL,
su dpng TS;

P.TC.KT
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DAC TA

Bu,6,c 1: Tdi san sau khi co (dugc hinh thinh tu viQc *'u"A-' didu chuy6n tt noi

ffi;, r.oa, ti6p nhpn), Phdng T6ng hqp du th6o Quvet ainr' giao quin 1;i' sir

dung tdi s6n cho c6c don vi dugc quan ly, su dUng'

Bu'6c 2: HiQu trucrng sau khi xem xdt, ky quyOt dinh giao tiri s6n'

Bu6c 3: Phdng T6ng ho.p, phdng Tdi chinh Ki5 to6n vd c6c dcrn vi sir dpng tiSn

hanh bdn giao tdi sAn cho c6c don vi quin ly' su dung'

Bu'6c 4z C(cdon vi quSn ly, su dung thi sirn theo chric n6ng nhiQm vu cfia minh'

+ P.TH vho s6 theo d6i t6n tdi sirn, thdng sO ky thuflt, noi nhpn quan ly' su dUng tdi sin'

+Donviquanly,sirdungTSlOps6theodSi,ghich6pthoigiansudpngTS.

+ P.TC-KT 10P sO theo d6i gi6 tri TS'

Bu,6c 5: Dinh ky, ho[c dQt xuAt, do-n vi sir dpng,. qu6n 1)' TS ph6i hqp voi P'TH

ti6p hdnh b6o tri, b6o du6ng TS.LQp s6 theo d6i k5 hoach b6ro tri' b6o du6ng TS'

Bu6c 6: C[n cir vdo bi6n b6n ki6m tra TS giira dcrn vf qu6n ly' sir dung TS vd

p.TH, do-n vi quAn ly va ,* oung iS ldm giay dA nghi sua chta TS n6u c6 hong

hoc.

Bu,6c 7: D|nh ky hdng nam, P.TC-KT, P.TH vir c6c don vi qu6n ly, su dpng TS

ti6n hanh f.ie* kO vd b6o c6o ki6m kO TS theo quy dinh'

Bu6,c 8: Sau khi c6c don vi ky vdo bi6n b6n ki6m k6, phdng T9"* hqp dc xt'5t

thanh 1:i d6i voi nhirng tdi s6n cfi h6ng, kh6ng stra chta, da h6t khSu hao'

Bu,6'c 9z ckcdon vi cpp nhat dir liqu tdi s6n sau ki6rn k0, thanh 11i'

Bu6c 10: c6c P.TC-KT, P.TH vh c6c don vi qu6n ly' sri dung TS luu trt h6 so

theo quY dinh.


