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I. MUC PICH VA PHAM VI AP DUNG
1. Muc dich.

Quy dinh trach nhiém va phuong phap quan ly, bao tri, stra chira tai san, may
moc thiét bi trong toan truomg.

Nhim kiém soét chat lugng si dung céc loai tai san dang hoat dong, chti dong xay
dimg ké hoach bao tri, stta chira dé nang cao chét lugng hiéu qué sir dung, han ché téi da viée
hur héng dot xudt, dam bio dap tmg day du, kip thoi nhu cu sir dung trong toan truong.

2. Pham vi ap dung.

Quy trinh nay dugc 4p dung cho tAt ca cac loai tai san bao gém: Nha cira, vat kién
triic, may méc thiét bi va cac loai tai san khac thujc nhém TSCP.

IL. DPINH NGHIA VA TU VIET TAT VA TAI LIEU THAM KHAO

1. Dinh nghia.

Tai san, may moc thiét bi bao gdm: Nha cira, kho tang, vat kién tric; trang thiét bi,
phuong tién 1am viée clia co quan, cén b vién chire; vat tu, dung cu, cong cu céc loai tai
san khéc.

2. Tir viét tit.

- TS: Tai san

- MMTB: May méc thiét bi

- TSCD: Tai san ¢b dinh

- P. TCHCQT: phong T6 chirc-Hanh chinh-Quan tri

- P. KT: phong K¢é todn
3. Tai liéu tham khéo
3.1 Tai liéu ngi bg.

Céc ndi quy, quy dinh cia co quan, quy ché chi tiéu noi bo.

3.2 Tai liéu ngoai.

- Nghi dinh 52/2009/ND-CP ngay 3/6/2009 quy dinh chi tiét va huéng dan thi hanh
mot sb diéu cia Luat quan 1y, st dung tai san Nha nu6c ; Thong tu 245/2009/TT-BTC
quy dinh thyc hién mot s6 noi dung ctia Nghi dinh 52/2009/ND-CP;

- Quyét dinh s6 32/2008/QD-BTC ngay 29/5/2008 ciia B tai chinh vé viéc ban hanh
ché d6 quan 1y hao mon TSCD trong co quan Nha nude don vi su nghiép cong lap va

céc tb chire sir dung Ngén sach Nha nude.
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III. LUU DO (Xem trang 4)
IV. DAC TA (Xem trang 5-6)
V. CAC CONG CV, BIEU MAU

T Tén biéu miu/hd so M sb Ghi
1 | Bién ban ban giao tai san, may moc thiét bi BM.01-QT.16
2| 86 theo dsi tai san BM.02-QT.16
3 | Gidy dé nghi bao tri, sira chita may moc thiét bi BM.03-QT.16
4 | Bién ban kiém tra tai san may moc thiét bi BM.04-QT.16
5 | Bang du toan kinh phi BM.05-QT.16
6 | Bién ban nghiém thu ban giao BM.06-QT.16
7 | Dé nghi thanh toan BM.07-QT.16
8 | Ho so quan ly,béo tri, stra chira tai san, mdy moc thiét bi BM.08-QT.16
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QUY TRINH QUAN LY, BAO TRi, SUA CHUA TAI SAN, MAY MOC THIET BI
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Tén buée & nhi B phgn/ Hen Biéu miu/
sEE cong viée N§i dung ZN.MM ”.___...”...n:”:m: Nguoi phdi | Két qua dat duge —:Ww: e
hop thanh
1 ,Emﬁ nhén, Nhén vién quan ly tai san :mv GV, NV quan ly tai | Cac don vi | Cac phong, khoa, 5 ngay BM.01-QT.16
ban giao TS, | nhén, ban giao tai san cho GV, | san MMTB, T bd don vi tiép nhén tai
MMTB NV, T bd mén, Phong, khoa, | mén, Phong, khoa, san, may moc thiet
cac don vi sir dung cac don vi bi dua vao sir dung
2 | Ghi ma hi¢u, | Nhan vién quan ly tai san gian | Nhan vién quanly | Céacdonvi | Ghi ma hiéu, dén | 5 ngay
dantem TS, |tem TS, MMTB dé quan ly tai san tem TS, MMTB
MMTB
3 | Ghisotheo | Nhan vién quan ly tai san ghi | Nhan vién quanly | Cacdonvi | Ghisdtheo ddi |2ngay | BM.02-QT.16
doi tai san chép s6 quan 1y theo dai tai tai san tai san, may moc
san, MMTB thiét bi
4 | Pénghibao |GV, NV sir dung tai san Cac don vistr dung | Phong TC- | Cac don vi dé 3ngdy |BM.03-QT.16
tri, stra chita | MMTB, T bd mén, Phong, tai sitn MMTB bi HC-QT nghi bao tri, stra
khoa, cac don vi dé nghi bao chira
tri, stra chira
5 |Lapbiénban | GV, NV quan ly tai san GV, NV quan ly mdy | Phong TC- | Lap bién ban I ngay | BM.04-QT.16
kiém tra tai MMTB, Té boé mén, Phong, moc thiét b, T6 by HC-QT kiém tra tai san,
san, may moc | khoa, cac don vi lap bién ban | mon, Phong, khoa, may moc thiét bi
thiét bi kiém tra tinh trang hu hong céc don vi hu hong
6 | Lap du toan Nhén vién quan ly tai san lap Nhén vién quan ly | Phong TC- | Lap duoc du 3ngay | BM.05-QT.16
kinh phi bao | du toan kinh phi bao tri, stra tai san HC-QT toan kinh phi bao
tri, sira chira chira tri, stra chira
7 | Xem xét, phé | Trinh dy toan kinh phi bao tri, | Hi¢u truéng 3 ngay
duyét stra chira Ién Hiéu trudng xem
x€t phé duyét
8 | Thuc hién Nhén vién quan ly tai san Thyc | Nhan vién quan ly Cac don vi | Thue hién bao Theo k&
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