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UBND TINH DONG NAI
TRUONG D~I HQC DONG NAI

CQNG HOA xA HQI cnu NGHiA VI¥TNAM
Di)c I~p - TV do - Hanh phuc

S6: ItsAjlQD-DHDN Dong Nai, ngay.2.1{JuingYndm 2023

QUYETDJNH
Ban hanh Quy trinh Ki~rn ke tai san

HI~U TRUONG TRUONG D~I HQC DONG NAI

Can cu Quyit dinh s6 15721QD-TTg ngay2 01812010 cua Thu tuong Chinh phu v€
viec thanh ldp Truong Dai h9CD6ng Nai;

Can cu Ludt quan ly, sir dung tai scm cong s6 1512017IQH 14 ngay 211612017;
Can cu Nght dinh s6 151120171ND-CP ngay 26/12/2017 cua Chinh phu quy dinh

chi tiit mot s6 ai€u cua Ludt quan ly, su dung tai san cong;
Can cu Thong tu s6 144120171TT-BTC ngay 29/12/2017 cua B(J Tai chinh huang

ddn mot s6 noi dung cua Nght dinh s6 151120171ND-CP ngay 2611212017 cua Chinh
phu quy dinh chi tiet mot s6 ai€u cua Ludt quan ly, sir dung tai san cong;

Can cu Thong tu s6 45120181TT-BTC ngay 71512018cua B(J Tai chinh quy dinh
chi a(Jquan ly, tinh hao man, khc1uhao TSCD,'

Can cu Nghi ainh s6 63120191ND-CP ngay 111712019 cua Chinh phu quy ainh
vi¢c xu phc;ltvi phc;lmhanh chinh trong lfnh V1!Cquan ly, sir dl:lngtai san cong;

Xet a€ nght cua Truong phang T6 chuc - Hanh chinh va Quan trj,

QUYETDJNH:
Di~u 1. Ban hanh kern thea Quy~t dinh nay Quy trinh Kiim ke tili san, rna s6

QT.TB.02.
Di~u 2. Quy~t dinh c6 hi~u h,rcke til' ngay kY.
Di~u 3. TruOng ph6ng T5 chilc - Hanh chinh va Quan trt, TruOng cac dan vi va

vien chilc, nhan vien c6 lien quan cua TruOng D~i h9C D6ng Nai chiu trach nhi~rn thi
hanh Quy~t dinh nay./.



TRANG KIEM SOAT

QUYTRINH
2. ", ?

KIEM KE TAl SAN
Mii sB: QT.TB.02

BANG THEO DOl sirADOl

Ngay ban hanh:

Trang:

~ ...

Lan
sira d6i NQi dung sila d6i

Trang Ngay
Phe duyetsua d6i hi~u hFe

,
1.MT)C DICH

- Bi~t diroc s5 IUQ'ng,tinh trang trang thiet bi, chuan hoa diroc nguon du lieu v~

tai san, lam co sa d~ co k~ hoach phan b6, di~u chuyen, thanh ly, su dung hop Iy va

l~p k~ hoach cho sua chua, mua s~m cua nam ti~p theo.

- Th5ng ke, kiem tra, danh gia toan dien v~ viec d~u tu, mua sam, quan ly, sir

dung, bao tri, sua chua tai san thea quy dinh hien hanh cua Nha mroc va nha tnrong

nham tang cuong cong tac d~u tu, quan ly, sir dung tai san hieu qua.



- Thirc hien kiem tra, kiem soat cua Truong d6i voi cac dan vi, dira cong tac

quan ly tai san di vao n~ nep, dung quy dinh cua Nha mroc.

2. PH~M VI Ap DVNG

Quy trinh nay ap dung cho tfit ca cac dan vi tnrc thuoc Truong Dai h9C D6ng

Nai.

- Tfit ca tai san cua tnrong d~u phai duoc kiem ke, bfit k~ tai san do co tren s6

thea doi tai san tai noi sir dung hoac tren s6 tai san k~ toan hay khong, tai san c6 dinh

dff h~t khfiu hao vfrn con t6n tai, cong cu dung cu dff phan b6 h~t gia tri nhung vfrn

dang su dung.

- Tai san duoc phan loai thea hien trang su dung, chfit luong va nhu d.u su d\lng.

- Tai san cua dlJ an chua k~t thuc va chua lam thu t\lC ban giao l<;ticho nha

truOng, k~ toan dlJ an ki~m ke, phan lo<;tiva gui l<;tis6 li~u C\lth~ cho t6 ki~m ke.

- Yeu d.u cong tac ki~m ke, phai dam bao khach quan chinh xac, trung thlJc, thlJc

hi~n thea dung cac quy dinh cua phap lu~t va dung thai h~n.

3. TAl LI~U THAM KHAo
- Lu~t quan ly, su d\lng tai san cong s6 15/2017/QH14 ngay 21/6/2017;

- Nghi dinh s6 151/201 7IND-CP ngay 26/12/2017 cua Chinh phu quy dinh chi

ti~t mQt s6 di~u cua Lu~t quan ly, su d\lng tai san cong;

- Quy~t dinh s6 50/2017/QD-TTg ngay 31112/2017 cua Thu tu6ng Chinh phu

quy dinh tieu chu~n, dinh muc su d\lng may moe, thi~t bi;

- Thong tu s6 144/2017/TT-BTC ngay 29/12/2017 cua BQ Tai chinh hu6ng dfrn

mQt s6 nQi dung cua Nghi dinh s6 15112017IND-CP ngay 26/12/2017 eua Chinh phu

quy dinh chi ti~t mQt s6 di~u cua Lu~t quan ly, su d\lng tai san eong;

- Thong tu s6 45/2018/TT-BTC ngay 7/5/2018 cua BQTai ehinh quy dinh eh~ dQ

quan Iy, tinh hao mon, khfiu hao TSCD;

- Can eu Nghi dinh 63/20191ND-CP ngay 1117/2019 eua Chinh phu quy dinh

vi~c xu ph<;ttvi ph<;tmhanh ehinh trong lInh VlJCquan Iy, su d\lng tai san cong;

- Lu~t giao d\le d<;tih9C thea Van bim hqp nhfit s6 42/VBHN- VPQH ngay

10112/2018;

- Quy~t dinh s6 1572/2003/QD- TTg ngay 20108/2021 cua Thu tu6ng Chinh phu

v~ vi~e thanh I~p Truang D<;tih9CD6ng Nai;
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- Thong nr s6 08/20 16/TT- BTC quy dinh v~ quan ly, thanh toan v6n d.lu tu st'r

dung nguon van ngan sach nha mroc;

- Thong tu s6 58/2016/TT-BTC ngay 29 thang 3 nam 2016 v~ viec quy dinh chi

ti~t viec SU dung v6n Nha mroc d~ mua sam nham duy tri hoat dong thtrong xuyen cua

co quan Nha mroc, dan vi thuoc hrc hrong vfi trang nhan dan, dan vi thuoc SlJ nghiep

cong l~p, t6 chirc chinh tri, t6 chirc chinh tri - xa hoi, t6 chirc chinh tri xa hoi - nghe

nghiep, t6 chirc xa hoi, t6 chirc xa hoi - nghe nghiep.

4. TUVIET TAT

- Phong TC-TH &QT: Phong T6 chirc - Hanh chinh va Quan tri

- Phong KHTC: Phong K~ hoach - Tai chinh

- BP.TB: Bo phan Thi~t bi

- TSCD: Tai san c6 dinh

- HDKKTS: Hoi d6ng kiem ke tai san

- CBQL TS: Can bo quim ly tili sc'm

5. NOI DUNG QUY TRINH

5.1. Llfll dB Quy trinh
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Burrc Ti~ntrinh Trachnhi~m Hi Ii~u/
Bi~um§u

1 Thanh I,p HD KKTS Phong TCHC&QT;
Ph6ngKHTC

, '"

2 H9PHI)KK'fS
HDKKTS

...
3

'" Ib;~a"b·.'*1,',· HDKKTScae dan
". ",' ' ;,,\

_t

4 Ti~n hanh ki~m ke tai san 1 HDKKTS; CBQLTS
T "--~ cua cac don vi

S6 TSCD, CCDC,y

,."Ii'sa Ii~u,.'khb ....W ]
bieu m§:u

5 HDKKTS Ol/KK,021KK

t

6 Trinh LDT cho y ki~n xli Iy HDKKTS

7 Thong bao k~t qua ki~m ke HDKKTS

,
8 C~pnh,t s61i~utaL$an (phdn Ph6ng TCHC&QT;

m~m/sAsach do plIong quan Iy) Phong KHTC

5.2. Di~n ghli quy trinh:

Blf(YC1: BPTB, Phong KH-TC thanh l~p HD KKTS vao tuan dfru tien cua thing 01

hang nam se ti~n hanh tong kiem ke, tnrong hQ'Pkiem ke d<)txuat se co k~ hoach rieng.

Thanh phan HD KKTS bao gorn:

- Dai dien Lanh dao tnrong

- Dai dien Phong T6 chirc Hanh chinh va quan tri

- Dai dien Phong K~ hoach - Tai chinh

- Dai dien B<)phan TTGD
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- Dai dien Cong doan (tuy thuoc vao tinh chfrt cua cuoc kiem ke)

BU'O'e 2: HQP HD KKTS l~p k~ hoach, phan cong cu th~ va s~p x~p lich kiem ke
thong bao tren E office cua tnrong,

Bmrc 3: HD KKTS giri 01 danh sach tai san cho dan vi quan ly thea m~u cu th~.

* Ki~m ke thirong ky: Cac dan vi gjri bieu m~u (s6 TSCD, s6 CCDC, bi~u m§u

OllKK, bi~u m§u 02/KK), HD KKTS se d6i chieu voi s6 tai san va phan mem d~

xu ly.

* T6ng kiem ke: HD KKTS se d~n kiem ke tai san thuc t~ tai tfrt ca dan vi trong
tnrong,

Burrc 4: Cac dan vi ra scat va tu kiem ke, ghi vao bieu m~u (s6 TSCD, s6 CCDC,

bi~u m§u OllKK, bi~u m§u 02/KK) va gui l£;licho HD KKTS (thlJc hi~n trong 2 tu~n).

(Ki~m ke thuang ky)

BtrO'e 5: HD KKTS ti~n hanh xu ly s6 li~u, ki~m ke thlJc t~. (t6ng ki~m ke)

BU'O'e6: HD KKTS trinh LDT danh m\lc tM san thira, thi~u, dff h~t khfru hao, khong

con nhu c~u su d\lng, hong n~ng khong con kha nang sua chua va de xufrt phuang an xu

ly trinh LDT.

BU'O'e7: HD KKTS clla truemg thong bao k~t qua ki~m ke va ph6i hQ'Pvai cac dan

vi dugc ki~m ke, th6ng ke, danh gia tinh tr£;lng,su d\lng Clla tai san, b6 sung h6 sa tu vfrn

vi~c d~u tu mai, quan ly, su d\lng, bao tri, sua chua, dieu chuy~n, thanh ly tai san, t6ng

hQ'Pbao cao LDT ve s6 lugng trang thi~t bi; tinh tr£;lngtrang thi~t bi; l~p dlJ tru cho nam

ti~p thea (bao duang, nang cfrp,mua mai).

BtrO'e 8: Chuyen vien BP.TB, Phong KH-TC ti~n hanh c~p nh~t s6 li~u tM san vao

s6 sach.

6. TRAcH NHI~M CVA cAc DON VI LIEN QUAN

6.1. Tnleh nhi~m ella dO'n vi sir d1)ng tai san

Ph6i hQ'Pvai HD KKTS ti~n hanh ki~m ke s6 lugng tai san, trang thi~t bi t£;lidan vi

su d\mg khi c6lich ki~m ke.

Bao cao cho HD KKTS tinh trang Cllatai san dang su dung thea bi~u m~u.

Giai trinh vai HD KKTS trong twang hgp nhung tai san dang su d\lng khong ra
ngu6n g6c ho~c mfrt mat.

6.2. Tnkh nhi~m ella phong TCHC&QT

Len k~ hO£;lChki~m ke, ph6i hQ'Pvai Phong KH- TC thlJc hi~n ki~m ke, ki~m tra, d6i
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chieu, rei soat s6 lieu voi dan vi su dung,

Ph6i hop voi Phong KH- TC d6i chieu s6 Iuong thirc t~ ki~m ke va s6 k~ toan, I~p

bao cao kiem ke.

Phan tich, danh gia, bao cao s6 li~u sau kiem ke trinh LDT d~ co phirong an xu ly
kip thai

Ti~n hanh dan tern tai san, khi co yeu cdu hoac tuan thu quy trinh tong kiem ke.

Tham muu cho LDT viec ddu tu moi, quan ly, su dung, bao tri, bao duong, sua chua,

dieu chuyen, thanh Iy tai san, t6ng hop bao cao LDT.

6.3. Trach nhi~m cua phoug K~ hoach - Tili chinh:

Ph6i hop voi BP.TB kiem tra d6i chieu s6 lieu kiem ke dan vi su dung. Cung cfrp

s6li~u tren s6 sach k~ toan cua tung dan vi cho BP.TB d~ ph6i hgp ki~m ke.

Ph6i hgp vai BP.TB d6i chi~u s6 IUQ'llggiua thlJc t~ ki~m ke va s6 sach k~ toan d~

I~p bao cao ki~m ke.



TRUONG D~I HQC DONG NAI
Ten DO'n vi:

" "SO CONG CU DUNG CU.. .
Niim: .

on VI tID : ong
Chung nr Ghi tang cong cu dung cu Ghi giam cong cu dung cu BQph~

Ghi,ch(
Ten, Thong Chung nr tI1Jc
d~c

Ma
Nhan S6

s6ky Niroc Nfun Don Ly do
thuoc (nguyeiTT S6 Ngay diem, hieu, hieu, S6 Don Thanh

S6
S6 Don Thanh (nguoi nhan,hieu, thuat, ky san su Ngay ghihieu thang Seri s6 the V! IUQ'Ilg gia tien IUQ'Ilg gia ti~n tI1JCtiep hienky hieu model hieu qui xuat dVng tinh hieu thang . giamCCDC CCDC su trang ..)CeDC cach

dung)
A B c D E F G H I J K 1 2 3 4 5 6 7 8 9 10 11
1
2

CQng

D .. h d},

Nguiri ghi s6
(Ky va ghi ro ho va ten)

D{mg Nai, ngay thang ndm 20...
Truoug don vi

(Ky va ghi ro ho va ten)



TRUONG D~I HQC DONG NAI
Ten DO'n vi:

so TAl SAN CO DJNH
Niim: .

Don vi tinh: dAng

Clnrng tir Ghi tang tai san Ghi giam tai san BQ phan Ghi chu
Ten, d~c S6

Thong Chung tir tl1JCthuoc (nguyen
TT S6 diem, ky Ma tai

Nhan
hi~u,

s6 ky Niroc Nam Dan
S6 Thanh S6 Thanh

Ly do (ngiroi nhan,Ngay
hieu thing hieu san

hieu,
Seri

thuat, san sir V! IUQng tien S6 Ngay luong tien ghi tl1JCtiep hien
TSCD

model
TSCD

ky hieu xuat d\lIlg tinh hieu thang giam sir dung) trang ..)qui each
A B c D E F G H I J K 1 2 3 4 5 6 7 8 9
I
2

Con2

NgU'Ol ghi sA
(Kf; va ghi ro ho va ten)

Dong Nai, ngay thang nam 20...
Trmrng don vi

(Ky va ghi ro ho va ten)



TRUONG D~I HQC DONG NAI
Ten DO'nvi: Biiu OllKK

DANH MDC KIEM KE THUC TE TAl SAN CO DINH THOI DIEM 0 GIO NGAy 01.01.20.... . .
D ., h d:l.on VI tID : oog

Thong Theo s6 sach Chenh lech D~ nghi B9Ph~ Ghi chu
Mff Nhffn sf> sf>ley

Niroc Nfun Sf>luqng ~qrc thuoc
Ten, di,icdi~m, ky

tai hieu,
hieu, thuat,

san Slr
Dan thea kiem Di~u (nguoi (nguyenTT sf> Nguyenhieu TSCD Seri ky hieu vi tinh ke thuc t~ Thira Thi€u Thanhlysan model xuat dung IUQng gia chuy~n tnrc tiep nhan, hien

TSCD qUI Slr dung) trang ..)
each

A B C D E F G H I 1 2 3 4 5 6 7 8 9
1
2

C{)ng

D6ng Nai, ngay thang nam 20 .
Cdn bV kiim ke 1

(Ky va ghi r5 ho va ten)
Can bv kiim ke 2
(Ky va ghi r5 ho va ten)

Truong dun vi kiem Truong Ban KJ( dun vi
(Ky va ghi r5 ho va ten)



TRUONG B~I HQC DONG NAI
Ten Boonvi: Bi;u 021KK

DANHMVC KIEM KE THVC TE CONG CV, DVNGCV THin DIEM 0 GIO NGAY 01.01.20...

Theo s6 sach Chenh lech D~ nghi Bo phan
Ghi chu

Ten, dac S6 Thong trvc

diem, ky Ma hieu, Nhan
hieu,

s6 ky Nuoc Nam Do-n So luong thuoc (nguyen
TT hieu

Seri hieu, s6 the
thuat, san Slr VI D011 thea ki~m Di~u (nguoi nhan,

eeDe model ky hieu xuat dvng tinh So hrong Thanh ti~nke thuc t~ Thira Thi~u Thanhly
chuy€neeDe eeDC gia true tiep hien

quicach Slr trang ..)
dung)

A B C D E F G H I 1 2 3 4 5 6 7 8 9 10
1
2

CQng

Don vi tinh: d6ng

lJ6ng Nai, ngay thang nam 20 .....

Can bQ kiem ke 1
(Ky va ghi ro ho va ten)

Can bQ ki~m ke 2
(Ky va ghi ro ho va ten)

Trufmg don v] kiem Trufrng Ban KK don vi
(Ky va ghi ro ho va ten)


