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1. Muc dich:

X4y dung, thuc hién va duy tri quy trinh nay nham muc dich gitip cho viée
quén ly, str dung tai san dam bao dung quy dinh.

Quy trinh nay quy dinh trdch nhiém va phuong thirc quan ly tai san tir khi
phat sinh, sir dung dén khi thanh ly, hiy bo tai san nham dam bao tai san duge st
dung dung muc dich va hiéu qua.

Lam co s& dé ban hanh céc ché do, tiéu chuin dinh murc st dung tai san cua
truong.

Lam can ci dé xac dinh nhu cau xay dung, mua sam tai san héng nam cua

ting don vi phu hgp v6i yéu cau phuc vu theo hudng hién dai va tiét kiém theo
ding quy dinh cia Nha nudc va quy ché chi tiéu noi bd ctia Nha truong.

2. Pham vi va d6i twong ap dung
2.1 Pham vi ap dung:

Quy trinh nay duoge ap dung trong viée thyc hién quan ly, sir dung tai san tai
Truong Trung cap nghé Co khi xay dung d6i VO’l tAt ca cac tai san hitu hinh va vo
hinh c6 nguon gbe tir ngan sach Nha nuorc ngudn vén tu cé cia don vi, qua ting,
diéu chuyén tlr noi khéc dén ..

2.2 Péi twong dp dung:

Quy trinh nay dugc ap dung véi tat ca cac don vi truc thudc Truong.
3. Ciin cir phap ly va tai liéu tham chiéu

Can cr Luat quén ly, st dyng tai san cong s6 15/2017/QH14 duge Québc hoi
thong qua ngay 21 thang 6 nam 2017.

Can cir Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 ctia Chinh phu quy
dinh chi tiét mot s6 diéu cua luat, quan ly st dung tai san cong.

Cin c&t Théng tu s6 144/2017/TT-BTC ngay 29/12/2017 cua B Tai chinh
huéng din mot s6 ndi dung ciia Nghi Dinh s6 151/2017/ND-CP ngay 26/12/2017 ctia
Chinh pht quy dinh chi tiét mét s6 diéu ctia Luét quan ly, sir dung tai san cong.

Cin ot Nghi dinh s& 152/ND-CP ngdy 27/12/2017 vé viée quy dinh tiéu
chuén, dinh mtrc str dung tru s& 1am viée, co s6 hoat dong sur nghiép.

Cin ct Thong tu sb 107/2017/TT-BTC ngay 10/10/2017 cua Bd Tai chinh
va hudng dan thuc hién ché dd K& toan hanh chinh sy nghiép.

Céan cur Quyet dinh s6 163/QD- BXD ngay 15 thang 3 nam 2017 cua B0 trudng
B§ Xay dung vé Vlec giao tai san nha nuéc theo co ché giao vdn cho doanh nghiép
cho Truong Trung cap nghé Co khi xay dung.
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Cin ot Quyét dinh sb 806/QD-BXD ngay 15/6/2018 cua Bg truong Bo Xay
dung vé viéc phan cap tham quyen quyet dinh viéc mua sam tai san, hang hoa, dich
vu, quan 1y, st dung tai san cong cua Bo Xay dung.

4. Pinh nghia va tir viét tit

4.1 Dinh nghia

- Tai sén bao gom tai san hitu hinh va v6 hinh ma trudong giao cho cac don vi truc
thudc quan 1y st dung, dung chung cho hoat dong cla truong, co6 thoi gian st dung
trén mot nam. Bao gom nhiing tai san theo Nha nude quy dinh nhu:

+ Tai san 14 nha cira, vat kién tric: Nha lam viéc, cac cong trinh xay dung gén lién
v6i nha nhu bé nude, san, tudng rao, cdng ngd ...

+ Phuong tién van tai: Xe 6 t6 va céc loai phuong tién van tai khac.

+ May moc thiét bi quan ly: Mdy vi tinh; mdy in; may photo; cac thiét bi lap dat
kém theo mdy vi tinh nhu: bn 4p, bd luu dién, loa, ... may chiu; may Scan; may
chup anh céc loai; my quay phim; may dém tién; dau mdy video; tivi; may dién
thoai céc loai, ti lanh, mdy lanh ....

+ Céc loai tai san quan ly khac: Két sét, quat cac loai, Am dién nau nudc céc loai;
Loai tai san dd g8, gia gb: Céc loai tu, ban ghé lam viée, hoc tép, ban dé vi tinh,
ban ghe hoi hop, buc néi chuyén, céc ké luu trit ho so va céac loai tai san khac ma
Truong giao cho cac don vi dé quan ly st dung.

+ Nhiing tai liéu quan trong trong phuc vu cho cong tac chuyén mon.

+ Phan mém quan 1y chuyén mén dugc mua trang bi cai dat dé phuc vu cdng tac
quan ly va dao tao ctia nha truong.

+ Céc tai san khac phuc vu cho cong tac quan ly, phuc vu dao tao.

4.2 Tir viét tit

STT Tur viét tit Y nghia
1 BB Bién ban
2 BGH Ban Giam hiéu
3 BM Biéu mau
4 CCDC Cong cu dung cu
5 P.TC-KT Phong Tai chinh — K& toan
6 P.TH Phong Tong hop
7 Qb Quyét dinh
3 QL Quan ly




STT Tir viét tit Y nghia
9 SD Str dung

10 TS Tai san
11 TSCD Tai san b dinh

5. Lwu d6 (Xem trang 4)

6. Pac ta (Xem trang 5)

7. Céc bidu miu/ hwéng din

STT Tén bidu miu/ hwéng din Ma hoa
1 | Quyét dinh v/v Giao quan ly, st dung tai sin BM/QT48/P.TH/01
2 | Bién ban ban giao tai san BM/QT48/P.TH/02
3 | Bién ban giao nhédn TSCD C50-HD
4 | S theo ddi bao tri, bdo dudng tai san BM/QT48/P.TH/03
5 | Gidy dé xuat BM/QT48/P.TH/04
6 | Bién ban kiém tra BM/QT48/P.TH/05
7 | Du trii (du to4n) chi phi bao tri, sira chita TS BM/QT48/P.TH/06
8 | Quyét dinh thanh lap Hoi dong kiém ké TS BM/QT48/P.TH/07
9 | Bién ban kiém k& TSCD C53-HD
10 | Quyét dinh thanh 1ap Hoi dong thanh 1y TS BM/QT48/P.TH/08
11 | Bién ban hop Hoi dong thanh ly TS BM/QT48/P.TH/09
12 | Danh muc tai san dé nghi thanh ly BM/QT48/P.TH/10
13 | Quyét dinh vé viéc thanh Iy tai san BM/QT48/P.TH/11
14 | Bién ban thanh ly TSCP C51-HD
15 | S& theo dai tén tai san va théng s k¥ thuat BM/QT48/P.TH/12
16 | Sb theo ddi, ghi chép thoi gian sit dung tai san BM/QT48/P.TH/13
17 | S theo doi TSCP va CCDC tai noi st dung S26-H
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LUU PO
TT Ciic buéc cong viée | Trach nhi¢m | Tai lidu, biéu miu Xew | Thol
cau gian
Ay 3 . , Khi co
Quyeét dinh giao Quyet .
1 quiki15: stidng P.TH BM/Q48/P.TH/O1 | "3t | phét sinh
TS
Duyét
v
¢ Q B Sau 3
Quyét uye :
2 dil}l]h Hiéu trudng dinh ngay
: trinh ky
X P.TH, in S khi
Ponvi QL. | BM/Q4SP.THIOZ | oo au
o Giao nhan TS str dung TS; C50-HD an ban | c6 Quyet
P.TC-KT gan dinh
Vao sb
P.TH; theo
4 Quan ly Pon vi QL, dai, Tur khi
tai san su dung TS; tinh <6 TS
P.TC-KT. khéu
hao
. S8 theo
Don vi QL, e . .
5 »| Baotri, bio sitdung TS; | BM/Qag/P.TH/3 | 901 D20 Dinh ky.
duong TS P.TH trl, bao | 36t xuat
' dudng
P& nghi sira Ponvi QL, | BM/Q48/P.TH/04; k]ffm Khi ¢6
6 — chira TS str dung TS; BM/Q48/P.TH/0S; tra: D& hu hong
(néu co) P.TH BM/Q4S/P.TH/06. | 5/ s
e , ; Pinh k3
: I (RS - Hoiddng | BM/Q4S/P.TH/O0T; E:g " d
iy kiém ké TS C53-HD Lidm ke BHE
L ISMKC | pim
BM/Q48/P.TH/08;
e i BM/Q48/P.TH/09; | Bién .
8 > Thanhly TS L1 dong BM/848/P.TH/10; Wiy | DPKE
thanh Iy TS | pypoagp THAL, | QD | Kiémke
C51-HD




o7 | Ciebusc congvide | Trich nhigm | Tailigu, bitumiu | v | 0%
cau gian
N Doiz?;QL BM/Q48/P.TH/12; lusoong Sau
4p nhat dit liéu 1 QL, . ¢ A 1A
? v& TS st dung TS; BM/Qgggg H/3; TS thye kicm ke,
P.TC-KT té thanh ly
— v P.TH;
10 — : Pon vi QL, Theo
Luu trit ho so st dung TS; quy dinh
P.TC-KT
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PAC TA

Buée 1: Tai san sau khi c6 (dugce hinh thanh tir viéc mua sim, diéu chuyén tlr noi
khac vé hodc tiép nhan), Phong Tong hop du thdo Quyét dinh giao quén ly, su
dung tai san cho cdc don vi duoc quén ly, st dung.

Buée 2: Hidu trudng sau khi xem xét, ky quyét dinh giao tai san.

Buée 3: Phong Tong hop, phong Tai chinh K& toan va cac don vi st dung tién
hanh ban giao tai san cho cac don vi quén ly, str dung.

Bude 4: Cac don vi quan ly, su dung t3i san theo chirc nang nhiém vu cta minh.

+ P.TH vao sb theo dai tén tai san, thong s k¥ thuét, noi nhdn quan Iy, str dung tai san.
+ Pon vi quan ly, stt dung TS lap sd theo dai, ghi chép thoi gian su dung TS.

+ P.TC-KT lap s6 theo ddi gia tri TS.

Buée 5: Dinh k¥, hodc dot xuét, don vi st dung, quan ly TS phéi hop véi P.TH
tiép hanh béo tri, bao dudng TS. Lap s theo doi ké hoach bao tri, bao dudng TS.
Buwée 6: Can cr vao bién ban kiém tra TS gitta don vi quan ly, st dung TS va
P.TH, don vi quan ly va sir dung TS lam gidy dé& nghi stra chita TS néu c6 hoéng
hoc.

Buwée 7: Dinh ky hang nim, P.TC-KT, P.TH va cac don vi quan ly, sit dung TS
tién hanh kidm ké va bao cdo kiém ké TS theo quy dinh.

Buée 8: Sau khi cac don vi ky vao bién ban kiém ké, phong Téng hop d& xuét

thanh 1§ déi v6i nhing tai san cfi hong, khong stra chira, d4 hét khau hao.
Buée 9: Cac don vi cap nhat di liéu tai san sau kiém ké, thanh ly.

Bude 10: Cac P.TC-KT, P.TH va cac don vi quéan ly, st dung TS luu trft ho so
theo quy dinh.
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