UBND HUYEN TIEN LANG CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG TIEU HQC TIEN MINH DPoc 1ap - Tw do - Hanh phiic
S6:18 /QD-THTM Tién Minh, ngay 17 thang3  nam 2025
QUYET PINH

Vé viéc ban hanh Quy ché quan Iy va sir dung tai sin cong
cua trwong Tieu hoc Tién Minh

HIEU TRUONG TRUONG TIEU HQC TIEN MINH

Can cir Ludt Quan Iy, sir dung tai san cong sé 15/2017/QH14 ngay 21/6/2017;

Cdan cir Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 ciia Chinh Phit quy
dinh chi tiét mét so diéu cia Ludt Quan 1y, sir dung tai san cong;

Can cir Nghi dinh s6 152/2017/NP-CP ngay 27/12/2017 cia Chinh phii quy
dinh tiéu chuan, dinh mirc sir dung tru so lam viéc, co so hoat dong sy nghiép;,

Can cir Quyét dinh s6 50/2017/QD-TTg ngay 31/12/2017 cua Thii twéng
Chinh phii quy dinh tiéu chudn, dinh mirc sir dung mdy méc, thiét bi;

Can cir Diéu 1é truong tiéu hoc ban hanh kém theo Thong tw s6 28/2020/TT-
-BGD BT ban hanh ngay 04/9/2020 cua B Giao duc va Pao tao;

Can cir Thong tw s6 14412017/TT-BTC ngay 29/12/2017 cia Bé Tai chinh
Huéng ddn mét sé ndi dung cia Nghi dinh s6151/2017/NP-CP ngay 26/12/2017
ciia Chinh phii quy dinh chi tiét mét sé diéu cia Ludt Quan Iy, sir dung tai san
cong; Thong tw s6 45/2018/TT-BTC ngay 07/5/2018 cia Bé Tai chinh huwdng dan
ché dé qudn 1y, tinh hao mon, khdu hao tai sdn c¢é dinh tai co quan, té chire, don vi
va tai san cé dinh do nha niede giao cho doanh nghiép quan 1y khéng tinh thanh
phan von nha niede tai doanh nghiép;

Can cir Nghi quyét sé 08/2018/NO-HPND ngay 12/7/2018 ciia Hoi dong
nhdn dan thanh phé Hai Phong vé phdn cdp quan 1y tai san cong thudc pham vi
qudn 1y ciia thanh phé Hdi Phong.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh “Quy ché quan Iy va sir dung tdi san
céng” cua Truong Tiéu hoc Tién Minh;

Piéu 2. Quyét dinh nay co hiéu luc ké tir ngay ky;

Céc ndi dung khac vé quan 1y, sir dung tai san cong khong dugc quy dinh tai
Quy ché nay thi s& thuc hién theo cac vin ban quy pham phap luat hién hanh.


https://vanbanphapluat.co/van-ban-lien-quan?id=15/2017/QH14
https://vanbanphapluat.co/van-ban-lien-quan?id=151/2017/N%C4%90-CP
https://vanbanphapluat.co/van-ban-lien-quan?id=144/2017/TT-BTC
https://vanbanphapluat.co/van-ban-lien-quan?id=151/2017/N%C4%90-CP
https://vanbanphapluat.co/van-ban-lien-quan?id=162/2014/TT-BTC

Piéu 3. Ban Giam hiéu nha truong, td quan ly co s vat chét, Ké toan, Béo vé
va cac b phan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.
Noi nhdn:

- Nhu Diéu 3;
- Luu: VT.
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QUY CHE ]
Quan ly va sir dung tai sin cong trong trwdong Tiéu hoc Tién Minh
(Kem theo QD s0:18 /OD-THTM ngay 17 /03 /2025)

Chuwong I
NHUNG QUY PINH CHUNG
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 bo
phén, ca nhan trong quan 1y st dung, mua sam, tiép nhan, sira chita, diéu chuyén,
thu hoi va thanh 1y tai san cong trong nha trudng.

2. Can b, vién chirc, nhan vién, nguoi lao dong, hoc sinh thudc truong Tiéu
hoc Tién Minh dugc giao quan ly, st dung tai san phai c¢6 trach nhiém thuc hién
dung quy dinh cua Quy ché ndy va cic quy dinh hién hanh cta phap luat vé quan
1y, sit dung tai san cong.

Picu 2. Tai san trong nha truong

- Tru s& lam viéc va tai san gén lién trén dat, co sé hoat dong su nghiép.
- Gia tri quyén sir dung dat.

- Phuong tién van tai.

- Phan mém, ung dung may vi tinh.

- May méc, trang thiét bj 1am viéc va trang thiét bi chuyén dung.

- Tai san khac.

b) Nguon hinh thanh tai san

- Tai san nha nudc giao cho don vi quan 1y, str dung.

- Tai san dugc hinh thanh tur nguon ngan sach nha nudc hodc co nguon gdc tir
ngan sach nha nudc, tai san dugc dau tu xdy dyng mua sim tir cac ngudn thu cua
don vi, tur nguon quy phat trién hoat dong su nghiép, quy phuc lo¢1; tai san dugc dau
tu xay dung mua sdm tur ngué)n vién tro, tai tro, du an,..

Piéu 3. Nguyén tic quan Iy, sir dung tai san

1. Tai san coéng giao cho co quan, don vi, to chirc phai dugce quan 1y, sit dung
theo quy dinh.

2. Quan 1y nha nudc vé tai san cong duoc thyc hién thong nhét, ¢6 phan cong,
phéan cap theo tham quyén, trach nhi¢m cua ting t6 chirc, ¢4 nhan trong nha truong.

3. Tai san cong phai duoc dau tu, trang bi va su dung dung muc dich, tiéu
chuan, dinh mic, ché do, bao dam cong bang, hiéu qua, tiét kiém.

4. Tai san cong phai dugc 1ap va quan 1y ho so; hach toan, ghi chép day du ca
vé hién vat va gia tri tai san; bao cao tinh hinh quan 1y, sir dung tai sdn cong duoc
giao theo quy dinh cta phap luat. Viéc xac dinh gid tri tai san trong quan hé mua,
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ban, thué, cho thué, lién doanh, lién két, thanh 1y tai san hodc trong cac giao dich
khac dugc thuc hién theo gia thi truong, trir trudng hop phép luét cé quy dinh khac.

5. Tai san cong st dung trong co quan dugc bao dudng, stra chira, bao vé theo
ché do quy dinh.

6. Viec xu ly, sap xép lai tai san cong (sap xép lai, thu hoi, diéu chuyén, ban,
chuyén doi hinh thirc s& hiru, thanh 1y, tiéu hiy) phai thuc hién dung quy dinh cta
Nha nudc.

7. Viéc quan ly, sf],.’ dung tai san cong dugc thuc hién cong khai, minh bach;
moi hanh vi vi pham ché d6 quan 1y, str dung tai sdn cong phai dugc xur 1y kip thoi,
nghiém minh theo quy dinh cta phép luat.

Chuong 11
NHUNG QUY PINH CU THE
Piéu 4. P6i twong dwoe giao quan 1y, sir dung tai san cong
1. Hiéu truéng, Pho hiéu trudng, gido vién, nhan vién;
2. Céc t6 chuc, cac doan thé trong truong;
3. Cac bd phan chuyén quan: K& toan, van thu, y té, thiét bi, thu vién, bao vé;
4. Hoc sinh toan truong.

Picu 5. Quyén va nghia vu ciia ddi twong dwoe giao quan ly, siv dung tai
san cong

1. Béi tugng duoc giao quan 1y, sir dung tai san céng cd cac quyén sau day:

a) St dung tai san cong phuc vu hoat dong theo chirc nang, nhiém vy duogc
giao;

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

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

a) Bao v¢, sir dung tai san cong ding muc dich, tiéu chuan, dinh muc, ché do;
bao dam hi¢u qua, tit ki€m,;

b) Lap, quan 1y hd so tai san cong, ké toan, kiém ké, danh gia lai tai san cong
theo quy dinh cua phép luat va phap luat vé ké toan;

c) B4o cdo va cong khai tai sdn cong theo quy dinh ctia phap luat;

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

d) Giao lai tai san khi co quyét dinh thu hdi ciia co quan, ngudi c6 thim
quyén;

¢) Chiu su thanh tra, kiém tra, giam sat cua co quan nha nudc co tham quyén;
giam sat cua cong dong, cua vién chirc va Ban Thanh tra nhan déan trong quan ly,
st dung tai san cong thudc pham vi quan ly theo quy dinh cua phap luét;
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Piéu 6. Nhiém vu ciia di twong dwoc giao quan ly tai sin cong
1. Hi¢u truong, Phé hi€u trudng duoc giao phu trach

a) T chirc thuc hién quan 1y, sir dung tai san cong dé thyc hién chirc ning,
nhiém vu dugc Nha nudc giao. Ban hanh quyét dinh ban giao tai san cho céac bd
phan quan 1y truc tiép.

b) T6 chirc ki€m tra viéc quan 1y, sir dung tai san cua cac by phan 1 lan/hoc
ky. Thuong xuyén giam sat viéc quan 1y, st dung tai san ctia cac bod phan, to6 chire,
ca nhan trong truong.

¢) Xt 1y theo thidm quyén hodt trinh co quan c6 thAm quyén xur 1y cac hanh vi
vi pham phap luét vé quan 1y, str dung tai san cong.

2. Ké toan

a) Lap ho so lién quan dén viéc hinh thanh, bién dong tai san trén phan mém
quan ly tai san. Luu trir ho so tai san cua truong;

b) Phéi hop véi td van phong va cac bd phan lién quan thuc hién mot sé cong
viéc sau:

- Vo s0 tai san khi c6 tai san méi nhan ve;

- Kiém ké tai san vao cubi ky ké toan nim, kiém ké theo quyét dinh kiém ké
cua cac cap c6 tham quyeén;

- Panh gia lai tai san; xac dinh tai san thira, thiéu va nguyén nhan dé xu ly
theo quy dinh cua phap luat; Tinh hao mon cua tai san theo quy dinh cia phép luit;

- Thuc hién béo cédo tinh hinh quan 1y tai san theo van ban hién hanh; Lap hé
so thanh 1y tai san kip thoi theo Quy ché nay; Xay dung ké hoach bao tri, bao
dudng;

- Thyc hi¢n cac nhiém vu khac do Hi¢u truédng phan cong.

¢) Luu trit ho so tai san duoc phan coéng phu trach. Tap hop toan b ho so tai
san theo ndm dong quyén luu van thu.

3. Nhan vién thiét bi (theo T hong tuw 08/2019/TT — BGDDPT ngay 02/5/2019
ca Bo truong bo Gido duc va Pao tao)

a) T6 chirc quan 1y cac trang thiét bi ctia cac phong: Thu vién, thiét bi, Ngoai
ngfr, Am nhac, M7 thuat; quan ly dd dung day hoc cho cdc mén hoc, dung cu thé
duc thé thao, tu sach thu vién, to dung d6 dung thiét bi, .Bdo quan, st dung thiét
bi; Iuu giir, sir dung ho so thiét bi; stra chita nhimg thiét bi don gian;

b) Lap ké hoach sir dung, mua sam, stra chita co s& vat chat, thiét bi ctia nha
truong phuc vu cho day, hoc; lap ho so thanh 1y cac tai san duoc giao quan 1y; tiéu
huy thiét bi. ...

C) Chuén bi cac thiét bi, dd dung day hoc can thiét theo yéu cau cua ting mon
hoc, bai hoc co6 st dung dd dung; huéng dan sir dung thiét bi cho gido vién va hoc
sinh trong cac bai thuc hanh, thi nghiém; phdi hop véi gido vién hudng dan hoc
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sinh thyc hanh, thi nghiém; thyc hién cong tac dam bao an toan, phong chbng chay
nd trong qua trinh thyc hanh, thi nghi¢m;
d) Nghién ctru, dé xuat bo sung va sir dung phan mém tGng dung quan 1y thiét bi;
d) Lap bao céo dinh ky, thuong xuyén vé cong tac thiét bi, thi nghiém;
e) Phéi hop véi ké toan nhap thiét bi m&i nhan vé vao so tai san;
g) Dan ma céc tai san dugc quan ly theo quy dinh cta phép luat;

h) Thuc hién cac nhi¢ém vu khac do hi€u trudng (pho hi¢u truéng phu trach)
phan cong.

4. G1ao vién Tin hoc,

a) T6 chirc quan 1y cac trang thiét bi cta cac phong: Tin hoc; Khoa hoc-cong
ngh¢ ..Bdo quan, st dung thiét bi; luu gift, sit dung ho so thi€t bi; stra chita nhiing
thiét bi don gian;

b) Lap ké hoach st dung, mua sdm, stra chita co s& vat chét, thiét bi tai cc
phong duoc giao phuc vu cho day, hoc;

c) Hudng dan hoc sinh sur dung, bdo quan thiét bi tai cac phong Tin hoc, Khoa
hoc-Cong nghg.

5. Gi&o vién tong phu trach

a) T6 chirc quan 1y cac trang thiét bi cua phong hoat dong Poi va cac thiét bi
dung chung nhu: tang am loa may, dai, may chiéu, may trg gidng, may soi vat thé,
may chup anh.

b) Cac ¢4 nhan trong nha trudng khi c6 ké hoach sir dung cac thiét bi loa may,
may chiéu, may soi.... Can bao trudc cho gido vién Tong phu trach it nhat 2 ngay.

6. Gido vién khéac

T6 chirc quan 1y trang thiét bi duoc giao phu trach, quan 1y.

7. T6 Van phong

a) To chtc quan 1y cac tai san thudc khu vuc thu vién, kho, phong Y té, Hoi
truong, phong gido vién, cac khu vuc dung chung trong nha truong, nha xe, tuong
rao, cac phan mém quan 1y...

~ b) Su dung hi¢u qua tai san dugc giao. Dinh ky t6 chirc kiém tra (1 1an/nim),

kiém ké (1 lan/ndm) tinh hinh st dung cta cac bd phan, phong ban, 16p hoc duoc
giao quan ly;

c) Lap ké hoach st dung, mua sam, stra chita, danh muc céc tai san thanh ly
trinh hi¢u trudng phé duyét;

d) Phéi hop véi ké toan nhap tai san méi nhan vé vao so tai san;

d) Dan ma céc tai san dugc quan 1y theo quy dinh ctua phap luét;

g) Thuc hién cac nhiém vu khéac do hi¢u truong (pho hi€u trudng phu trach)
phan cong.
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Piéu 7. Quy dinh viéc sir dung tai san

1. Toan bd tai san cua nha truong phai dugc st dung dung cong nang, dung
muc dich theo quyét dinh ctia Hiu trudng.

2. Tai san nhu: phong hoc, phong gido vién, Hoi truong, thu vién, hanh lang,
cau thang, cac khu v¢ sinh chung, nha dé xe, san vuon, bdn hoa cay canh, cac hé
théng cap dién, cap nuée, thong tin lién lac...Cac to chirc va ca nhan trong trudng
c6 quyén binh ding trong viéc sir dung chung va c6 nghia vu chdp hanh cac quy
dinh sau:

a) Cac bd phan mudn st dung phong hoi trudng phai ding ky véi td vin
phong (ghi o thoi gian thyc hién, yéu cau vé cong tac phuc vu). Co trach nhi¢m
bao quan tai san trong qua trinh str dung.

b) Cac bd phan mudn st dung thu vién va thu vién xanh phai ding ky voi bo
phan thiét bi (ghi 10 thoi gian thyc hién, yéu cau vé cong tac phuc vu). Co trach
nhiém bdo quan tai san trong qua trinh st dung.

¢) Dbi véi phong hoc, phong 1am viéc, phong thu vién, phong thiét bi, phong
hoc b mon phai vé sinh sach s€, khong dugc di chuyén bat ky tai san nao khi chua
dugc phép cua to vin ‘phong hodc bo phan thiét bj. Khong duogc viét vé 1én tuong,
mang cac chat chay nd vao phong.

d) Béi voi phong hoc bdo mon: Céac gido vién day cac mon chuyén cé trach
nhiém quan 1y, bdo quan tai san trong qua trinh stir dung; khi can thiét phai b6 sung,
sua chira thi€t bi trong phong gtri van ban dé nghi vé Phé hiu truong.

d) Poi voi khu vé sinh chung phai gilr gin sach s€, kho rao va thoang khi.
Khong d6 rac sinh hoat, ba ché va céc loai rac khac vao cac chau rira, bon v¢ sinh.

e) Nha dé xe cua truong dugc dung dé xe may, xe dap cho hoc sinh, can bg,
gido vién, nhan vién trong truong va khach dén lién hé cong tac theo dang quy
dinh. CAm hut thudc va dé xe bj ro i xang dau trong khu vuc nha xe; khong quay
xe trong nha xe dé bao vé nén nha.

g) Béi voi khu vue hanh lang, cau thang khong duoc dé cac do dung va trang
thiét bi lam viéc riéng cua cac to chirc, ca nhén.

h) San truong chi dugc sir dung dé phuc vu cac hoat dong tap thé, san choi
cho hoc sinh khong sir dung vao cac muc dich khéc.

i) Khu vuc bon hoa, cdy canh khong tuy y trong, dat chau hoa, thay doi loai
cdy, vi tri cay canh trong truong khi chua c6 sy dong y ciia by phan phu trach.
Khong ngat hoa va vt rac vao cac chau cay.

_k) Khong cho phép bat clr t6 chirc hodc tap thé nao ngoai truong sur dung
nguon dién. Cam ty y dau ndi hé théng cap dién, cip nudc, dién thoai, mang
internet ra ngoai khudn vién truong cho ngudi ngoai str dung; khong dé db dac gay
can trd viéc van hanh, stra chita cac tu dién, hoc chita chay tai cac tﬁng va trong
phong lam viéc.



7

3. Tai san dugc giao cho cac by phan, cad nhan su dung

a) Cac phong lam viéc pha1 duoc bd tri hop ly, gon gang, thuan loi cho cac
thanh vién trong to chue lam viée va dam bao cac diéu kién vé chiéu sang, diéu tiét
khong khi, duong truyen tin hi€u dién thoai, internet theo dung cac quy dinh cua
nha nudc.

b) Khong dem cac chat doc hai, chit dé gy chay nd, 6 nhiém méi trudng vao
phong lam viéc, phong hoc.

¢) Phuong tién thong tin lién lac (ké ca dudng truyén internet) tai truong chi
dugc st dung vao muc dich cong vu.

d) Hét gid 1am viée phai tit cac thiét bi dién va khoa cira phong 1am viéc. Khi
nghi lam vi¢c phai ban giao tai san cho bd phan quan 1y.
Piéu 8: Bao dudng, sira chira tii sin

Bao dudng: Nha truong thyc hién viéc sua chita va dinh ky bao dudng toan
bo tai san theo ché do, ti€u chuan k¥ thuat quy dinh. Khi tai san bi hong, by phan
dugc giao st dung va quan 1y sé thuc hién quy trinh sau:

1. B§ phan tryc tiép str dung 1ap phiéu dé nghi stra chita guri vé t6 quan 1y co
s& vat chat ( Pho hiéu truéng phu trach)

2. Pho hiéu trudng chi dao bd phan quan 1y tai san kiém tra thuc té, dé xuét
phuong an stra chira, ky xac nhan va chuyén Hi¢u truong;

3. Sau khi stra chira xong, thuc hién ban giao tai san cho b phan truc tiép sur
dung c6 bién ban kém theo.

Truong hop sau day nha truong khong stra chita, cac bo phan truc tiép su
dung phai tu stra chita. Sau khi nha truong thanh 14p ban ki€m tra tai san xac nhan:

- C6 y 1am hong tai san hodc khong c6 ¥ thire gitr gin, bao vé tai san;

- C6 y 1am mat tai san;

- Sir dung tai san khong dung noi quy dinh (tu ¥ di chuyén tai san khi chua
dugc phép cua nha trudong);

Pi¢u 9. Thu hdi, didu chuyén, thanh ly ti san cong

1. Tai san Nha nuéc (nha trudng) duoc giao cho cac To, ca nhan trong don vi
quan ly, str dung s€ bi thu hoi trong cac truong hop sau day:

a) Cac bo phan (hodc ca nhan) dugc giao truc tiép quan 1y, st dung tai san
khong con nhu cau str dung hodc giam nhu ciu sir dung do thay doi chirc ning,
nhiém vu va cac nguyén nhan khéc;

b) Tai san thtra so vdi ti€u chuan, dinh mirc dugc phép stir dung;
c¢) Tai san st dung sai muc dich, trai quy dinh cua Nha nudc.

2. Viéc diéu chuyén tai san tir bd phan nay sang bo phan khac trong nha
truong do Hiu truong quyét dinh. Tai san di€u chuyén phai duoc kiém ké, xac
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dinh gia tri con lai, ghi tdng, gidm tai san va gia tri tai san, dang ky lai tai san voi
ké toan don vi. H6 so d€ nghi di€u chuyén tai san cua cac doi tugng st dung tai san
duoc gui dén hi¢u trudng phu trach bao gom:

a) Bién ban dé nghi diéu chuyén tai san cta cac doi tugng truc ti€p quan ly, s
dung tai san;

b) Bang tong hop danh muc tai san dé nghi diéu chuyén, bién ban danh gia lai
gi4 tri nhimg tai san diéu chuyén va cac hd so cua tai san;

¢) Xac nhdn cua ddi twong dé nghi tiép nhén tai san.

3. Tai san hét han st dung theo ché 36 ma phai thanh 1y; tai san chua hét han
st dung nhung bi hu hong khong con stir dung duoc hodc vi¢e stra chira khong hiéu
qua (du toan chi phi stra chita 16n hon 30% nguyén gia tai san), 1ap 01 bd ho so dé
nghi thanh 1y tai san.

Chwong I11
XU LY VI PHAM VE QUAN LY, SU DUNG TAI SAN CONG

Piéu 11. Xir 1y vi pham vé quén 1y, sir dung tai sin cong

1. Hinh thirc xir 1y vi pham vé quan 1y, sir dung tai san cong

a) Nhic nho;

b) Théng béo trong toan truong;

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

d) Pé nghi xtr Iy ky luat.

2. Hinh thue nhic nhé duoc ap dung dbi voi cac t6 chic va ca nhan c6 hanh
vi vi pham lan dau cac quy dinh vé quan 1y, st dung tai san cong.

3. Ngudi vi pham cac quy dinh cia Quy ché nay dé‘ xay ra thi€t hai tai san
cong, ngoai viéc bi, xur ly theo céac hinh thirc tai khoan 1 di€u nay con phai bi xir 1y
trach nhiém vat chat theo quy dinh hién hanh.

Chuong IV
TO CHUC THUC HIEN

Pi¢u 12. Trach nhiém thi hanh

Can b0, vién ghlﬁ:c, nhan vién, nguoi lao dong, c6 trdch nhi¢ém thuc hién
nghiém tac Quy ché nay. Ban giam hi¢u, Truong Ban thanh tra nhan dan, truong
cac doan the, to tméng chiu trdch nhiém quén triét, chi dao, gidm sat cac doi tugng
thuc hién Quy ché nay.

Pi¢u 12. T6 chirc thue hién

1. Quy ché nay di dugc cong khai thao luan rong rdi, dan chil trong truong
trude khi Hi€u truong ky ban hanh. Sau khi ban hanh, van phong c6 trach nhiém
cong khai theo quy dinh. Céac truong hop phat sinh chua dugc quy dinh cu thé
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trong Quy ché nay dugc thyc hién theo Ludt Quan ly, st dung tai san cong, Nghi
dinh s6 151/2017/ND-CP va cac van ban phép luat khac ¢ lién quan.

2. Quy ché nay c6 hiéu luc ké tir ngay ky va thay thé Quy ché Quan Iy va su

dung tai san cong cla trudong tiéu hoc Tién Minh ban hanh kém theo Quyét dinh s
50/QD-THDL ngay 18/8/2021./.
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