UBND TiNH BEN TRE CONG HOA XA HQI CHU NGHIA VIET NAM
SO GIAO DUC VA PAO TAO Péc lap - Tw do - Hanh phic

$b: M6 /SGD&PT-KHTC Bén Tre, ngay 20 thdang 02 nam 2014
V/v khai thac sit dung phin mém
quan ly tai san cua cic co sO gido
duc cong lap va ché d6 béo céo tinh
hinh ting giam tai san tir nam 2014.
Kinh guri: )
- Phong Giao duc va Pao tao cac huyén, thanh pho.
- Cac don vi truc thudc Sé.

S& Giao duc va Dao tao da kiém tra viée ké khai tai sép hiff;n cO cua cac co
50 gido duc cdng 1ap trén phan mém quéan ly cta cac don vi, hdu hét céc co s& gido
duc cong lap deu chua ké khai ddy du cac tai san, cong cu dung cu hién c6 cia don
vi vao phin mém quan Iy tai san;

Nhim quan 1y khai thac sir dung t6t phin mém quén ly tai san da duoc trang
bi, 8¢ Gido dyc va Dao tao yéu cau Phong Gido duc va Pao tao cac huyén, thanh
phé, cic don vi true thude S& thuc hién cac yéu ciu sau:

1/ Phong Gido duc va Do tao cic huyén, thanh phé:

- Chi dao cic don vi truc thudc ké khai day du céc tai san, cong cu dung
cu hién ¢6 tai cac phong ban cia don vi vao phan mém quén 1y tai san.

- Xay dung ké hoach kiém tra chuyén dé vé cong tac quan ly sir dung tai
san cua cac don vi tryc thude cdc ndi dung nhu: viée xay dung trién khai qui ché
quan ly tai san, tinh hinh sit dung tai san tai cac phong ban & cac co so gido duc
cdng 1ap, viéc ké khai c4c tai san vao phdn mém quan ly tai san..

- Qui dinh ché d6 bao céo cip nhit tinh hinh ting gidm tai san trén phin
mém quan ly.

2/ Céac don vi truc thudce Sé:

- Ké khai toan b9 tai sin cong cu dung cu hién c6 tai cac phong, ban cia
don vi vao phin mém quan Iy tai san.

- Ra soat hoan chinh qui ché quén ly tai san cuia don vi, hru y trong qui
ché quan 1y tai san cén qui dinh cy thé trach nhiém, quyén va nghia vy cia ngudi
sir dung tai sén cong (chi tiét theo phong).

3/ Thoi gian hoan thanh viéc ké khai tai san, cong cu dung cu vao phin mém

quan ly: tit ca cac co sO gido duc cong lap hoan thanh viéc ké khai han chét ngay
31 thang 3 nam 2014.

4/ Ché 6 bao cdo tinh hinh ting giam va cip nhat trén phin mém quan ly
tai san:

- Ngay cudi méi qui Phong Gido duc va Pao tao hoan thanh vige tong

hop tinh hinh tang giam tai san cua céc don vi truc thuge bao cao vé& S& Gido duc
va Dao tao.




- Ngay cudi mdi qui cac don vi truc thudc S& cip nhit tinh hinh ting
giam tai san, cong cu dung cu cua don vi va gui bao cao vé S& Giio duc va Dao
tao.

5/ Théng nhét cach dat ma tai san: dé théng nhit quan ly tinh hinh tai san
cda toan nganh S& Gido duc va Pao tao yéu cau cic co s& gido duc dat tén , ma tai
san theo bang hudng dan dinh kem.

Trong qua trinh thyc hién néu cé vudng mjc cac don vi phan anh vé S& Gido
duc va Dao tao d€ dugc hudng dan, giai quyet./. [17_

Nai nhin:

- Nhur trén;

- Ban Giam dbc (dé bao cdo);
- Website cia S& GD&DT;

- Lwu: VT, KHTC.




L. SO PO KHAI BAO BQ PHAN SU DUNG TAI SAN
1. Sodo

TRUTNG THRT ABC

L DAYA
| PHONGHOC1

- PHONGHQC 2

DAY A KHAC

| DAYB
PHONG HIEU TRUONG

PHONG GIAO VIEN

pAYC
PHONG HOC 3

L NHAVESINH

2. Huéng din khai bio:

« Cich khai b4o: Vao Danh muc/ Bo phén sir dung tai san: Nhén thém
dé khai bao tén b phén sur dung dau tién 13 “ Truong THPT ABC”.

= Pé khai béo tiép cac bd phan nho hon sir dung nhu “ Diy A” “ Diy
B”... thi don vi tich phai vao bo phan “ Truong THPT ABC” chon
thém dé thém bo phin “Day A”, “Day B” nhu so d6

» Tuong tu dé khai béo bo phan sit dung 1 “ phong 17, “Phong 2”... thi
don vi phai tich phai vao chi tiéu cha ( & ddy 1a “Day A”, “Day B”,
“Dgy C” ...) dé khai bdo

II. CACH PAT MA VA TEN BO PHAN SU DUNG TAI SAN

M3 Bo phén sit dung Tén Bo phén sir dung

PUT PHONG HIEU TRUONG

PHP PHONG HIEU PHO




PKT PHONG KET TOAN

VP VAN PHONG

PMI PHONG MAY 1

PM2 PHONG MAY 2

PHI PHONG HOC 1

PH2 PHONG HQC 2

PH3 PHONG HQC 3

PTB PHONG THIET BI
PTN_HOA PHONG THI NGHIEM HOA
PTN_LY PHONG THI NGHIEM LY
PTN_SINH PHONG THI NGHIEM SINH
PGV PHONG GIAO VIEN

HT HOI TRUONG

LUUY: CHI KHAI BAO PHONG BAN KHI MA TRUONG PO CO CHIA RO TUNG

PHONG RIENG BIET. TRUONG HQP O DON VI CO PHONG BAN
KHAC VOI NHUNG PHONG BAN O TREN THI LIEN HE MISA DE
THONG NHAT CHUNG CHO TOAN NGANH

L CACH DAT MA TAI SAN o
TAT CA PON VI THONG NHAT CACH DPAT MA TAI SAN NHU SAU
“Muc dich sir dung_Ma tai san_Pic tha_Sb thir t”

1.

3.

MUC PiCH SU DUNG: Dit la “VP” hoic “GD”
TAI SAN SE PHAN THANH 2 LOAI THEO MUC PICH SU DUNG:
Van phong sir dung: dit 1a “vVP»
Dung cho giang day chuyen mon: dit 13 “GD”
MA TAI SAN_ BAC THU
Pon vi lru ¥ 1 s tai san chinh s& c6 cach dat tén va ma nhu sau:
= Ban hoc 4 ch ngdi (14 ban va ghé lién nhau) mit MDF:
Ma tai san: BAN4C_MDF
= Ban hoc 2 chd ngdi (14 ban ¢ 2 ghé ri) Mt gd:
Ma tai san: BAN2C_GO
SO THU TV




Don vi d4nh s6 thit t cho cac tai san gidng nhau: gdm 2 chit sé ( vi du: 01, 02...)

L4 - ”, A .‘ b il
Vidu: don vi c6 mjt so tai san sau:

* May tinh x4ch tay ding & van phong: VP MVT _MXT 01, VP_MVT_MXT 02

IB6

may

tinh ban dung

VP_MVT MB_02 ..
" B6 ban ghe dung & vin phong VP_BG_01...
* Ban r&i dung & VP: VP_BAN 01...
» Ban 2 chd dung cho céng téc chuyén mén mat gd: VP_BAN2G_GO_01...

& vién phong:

‘Muc dlch sir Ten tal san ‘Dic?h_u i_Sé TT .Cach dat Ma tal san_ dac

| dung J_ ! Ithu

. Vin phong (VP) : Mdy vi tinh (MVT) ‘ :May ban (MB ) 01 'VP_MVT _MB_01 7

'Giang day(GD) i 'May xach tay (MXT) r 02 GD_MVT _MXT 02

' Vin phong (VP) |Bo ban ghé lam viéc| | (khong c0) 01 | VP_BG_01

(BG) |

Giang day(GD) |Banrin (BAN) (khong cd) 101 GD _BAN 01

Vin phong (VP) | Ghé roi (GHE) (khéng cb) 01 GD_GHE_01

'Giang day(GD) |Ban hoc 4 chd ngdi | (khong cb) 01 ?GD,_BAN4C_01
(BAN4C) g |

Giang day(GD) |Ban hoc 2 chd ngdi  Mét MDF (MDF) 01 EGD_BANZC_MDF__OI

' Giang day(GD) | (BANZC) 'Mat g5 (GO) 01 |GD BAN2C_GO 01

Giang day(GD) |Ban gido vién dung;Mit MDF (MDF) 01 GD BGV_MDF 01

Giang day(GD) |Cho gidng day ‘Mit g5 (GO) ‘o1 lGDp BGV GO 01
(BGV) i !

i

DPon vi c6 thé tham khdo thém mét s6 ma tai san nhir sau:

Tén tai sian

Mai tai san

Tivi TV

_l\_/l_éy pho to i PHOTO
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{May chidu - oMCc
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VP_MVT MB_01,
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Luu y:

- Néu don vi c6 nhitng tai sin khdc ma khong biét dt tén, vui long lién hé véi
MISA dé dugc huwdng dan

Ko ) h L » Y p - - r A r - -‘A F 4 - r - ':
- Doi véi tai san 1a nha: khi khai bao ca hau y chon loai: kién co hodc ban kién co



