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BO GrAo Dl)C vA BAo TAO C(>NG HOA xA H(H CHU NGHiA VI~T NAM

TRUONG D~I HQC MO DQcI~p - TV do - H~nh phuc
THANH PHO HO CHi MINH

S6: CJ1"J:" IQD-DHM Thanh ph6H6 Chi Minh, ngayOS thangb ndm 2018

QUYETI>INH
Ban hanh Quy djnh tieu chuan, djnh mire, sir dung may moe, thi~t b]

ciia Truong I>~i hoc Mir Thanh phB H8 Chi Minh

HI~U TRUONG TRUONG D4I HQCMO THANH PHO HO CHi MINH

Can cir Quyet dinh s6 389/TTg ngay 26 thang 7 nam 1993 cua Thu urong Chinh
phu v~ viec thanh lap Dai h9C Mo Ban cong Thanh ph6 H6 Chi Minh;

Can cir Quyet dinh s6146/2006/QD-TTg ngay 22 thang 6 narn 2006 cua Thu tuong
Chinh phu v~ viec chuyen sang loai hinh tnrong dai h9Ccong l~p voi ten goi la Truong Dai
h9CMa Thanh ph6 H6 Chi Minh;

Can cir Quyet dinh850IQD-TTg ngay 12 thang 6 nam 2015 cua Thu tuong Chinh
phu v~ viec phe duyet d~ an thi diem d6i moi co ch~ hoat dQng cua Truong Dai h9C Mo
Thanh ph6 H6 Chi Minh giai doan 2015-2017 va Nghi quyet s6 117INQ-CP ngay 09 thang

11 nam 2017 cua Chinh phu v~ Phien h9P Chinh phuthuang ky thang 10 nam 2017 cho

Truang ti~p t\lCth\!'c hi~n thi diem cho t6i khi co Nghi dinh cua Chinh phu quy dinh cO'ch~
tv chu cua cO'sa giao d\lc d£;lih9C cong l~p co hi~u l\!,cthi hanh;

Can cu Quy~t dinh s650/2017 /QD-TTg ngay 31 thang 12 nam 2017 cua Thu tu6ng
Chinh phu quy dinh tieu chuftn, dinh muc, su d\lng may mac, thi~t bi;

Xet d~ nghi cua Truang phong Hanh chinh - Quan trt,

QUYET DJNH:

Di~u 1.Ban hanh kern thea Quy~t dinh nay la Quy dinh tieu chuftn, dinh muc, su
d\lng may mac, thi~t bi cuaTruang D£;lih9c Ma Thanh ph6 H6 Chi Minh.

Di~u 2. Quy~t dinh nay co hi~u l\!,cke tu ngay kY. Cac quy dinh tru6c day trai v6i

Quy~t dinh nay thi bi baiba, tru truang hqp duqc quy dinh trong quy ch~ chi tieu nQi bQ
ho~c trong cactruang hqp C\lthe do Hi~utruang quy~t dinh.

Di~u 3. Cac ong (ba)Truang phong Hanh chinh - Qmin trt, Truang phong Tai chinh
- K~ toan, lanh d£;lOcac dan vi chiu trach nhi~mthi hanh quy~t dinh n' I.

]Vl)'i nh~n:

- H9i d6ng TruOng (d~ bao cao);
- Cac Ph6 Hi~u truang (d~ chi d<;lothl!c hi~n);
- Nhu Di€u 3 (d~ thl!c hi~n);
- Luu: VT, HCQT1
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BO GrAo DVC vA BAo TAO
TRUONG D~I HQC MO

THANH PHO HO CHi MINH

CONG HOA XA HOI CHU NGHiA VI~T NAM
DQc l~p - TV do - Hanh phuc

QUYDJNH
Tieu chuan, djnh mire,sir dung may moe, thi~t b]
ciia Trurrng D~i hocM& Thanh ph8 H8 Chi Minh

(Ban hanh kem thea Quyet dinhs6 q?f:0 IQD-DHM ngay 05 thong b nom lOJf
cua tue«truong Truong Dqi h9C Ma Thanh ph6 H6 Chi Minh)

Churmg I

QUY DJNH CHUNG

Di~u 1. DBi tuong ap dung

Quy dinh nay ap dung cho cac dan vi, cong chirc, vien chirc va nguoi lao dong thuoc

Truong Dai h9C M<'YThanh ph5 H6 Chi Minh (sau day goi 1£1Truong).

Di~u 2. Pham vi di~u chinh

Quy dinh nay quy dinh v~ tieu chuan, dinh mire, che de>quan ly, su dung may m6c,
i;i.i~tbi cua Truong,

1. May m6c, thiet bi cua Truong quy dinh tai Quy dinh nay bao gorn:

a) May m6c, thiet bi van phong ph6 bien trang bi cho cong chirc, vien chirc, ngiroi lao

dong lam viec tai Truong.

b) May m6c, thi~t bi van phong ph6 bi~n, su dvng t~iphong lam vi~c cac dan vi.

c) May m6c, thi~t bi trang bi d~ su dl,lngcho phong h9P, he>itruang, phong luu tm

va cac phong phl,lcVl,lho~t de>ngchung cuaTruang.

d) May m6c, thi~t bi chuyen dung trang bi phl,lcVl,lho~t de>ngd~c thu cua Truang.

2. B5i vai h~ th5ng m~ng tin h9c (may chu va cac thi~t bi kern theo), h~ th5ng di~n

tho~i t6ng dai, h~ th5ng thi~t bi di~n (h~ th5ng di~u hoa trung tam, h~ th5ng qu~t thong

gi6 cho ca toa nha, h~ th5ng den th~p sang va cac thi~t bi di~n khac c6 lien quan) khong

thue>cph~m vi di~u chinh thea quy dinh t~i Quy dinh nay.

Di~u 3. Giai thich tir ngfr

1. May m6c, thi~t bi van phong ph6 bi~n trang bi cho cong chuc, vien chuc, ngum

lao de>nglam vi~c t~i Truang quy dinh t~i Bi~m a Khoan 1 Bi~u 2 Quy dinh nay 1£1:Be>ban

gh~ ng6i h'tm vi~c; tu, gia k~ dl,l'ngtai li~u; may vi tinh d~ ban (bao g6m ca ban vi tinh, lUll

di~n); may vi tinh xach tay ho~c thi~t bi di~ntU tuang duang; may in, di~n tho~i c5 dinh, be>

ban gh~ h9P, ti~p khach.
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2. May m6c, thiet bi van phong ph6 bien trang bi d~ su dung tai cac phong lam viec

cua cac don vi quy dinh tai Di~m b Khoan 1 Dieu 2 Quy dinh nay la: BO ban ghe h9P, bO

ban ghe tiep khach; may in, may fax, may photocopy, may scan, may huy tai lieu, may dien

thoai va may m6c, thiet bi khac.

3. May m6c, thiet bi trang bi tai cac phong h9P, hoi tnrong, phong hru trll' va cac

phong phuc vu hoat dong chung cua Truong quy dinh tai Di~m c Khoan 1 Dieu 2 Quy dinh

nay la ban, ghe, may chieu, ti vi, thiet bi am thanh va may m6c, thiet bi khac,

4. May m6c, thiet bi chuyen dung trang bi thea quy dinh tai Di~m d Khoan 1 Dieu

2 Quy dinh nay la may m6c, thiet bi chuyen nganh c6 cau tao dac biet thea yeu cfru chuyen

mon nghiep vu, tnrc tiep str dung cho nhi~m V\l d~c thu cua cac don vi va khong thuOc may

m6c, thi~t bi quy dinh t~i Khofm 1, Khofm 2 va Kho{m 3 Dieu nay.

Di~u 4. Nguyen t~e trangbi, b8 tri, sir d\lDg may moe, thi~tbi

1. Truang dam bao vi~c trang bi, kinh phi su d\lng may m6c, thi~t bi dap ung nhu

du va dieu ki~n lam vi~c cua cacdan vi thea chuc nang, nhi~m V\l duqc giao; dam bao

ch~t luqng may m6c, thi~t bi dap ung yeu du tungbuachi~n d~i h6a cong sa.

2. Truang hqp mOt nguai gill' nhieu chuc danh thi duqc ap d\lng dinh muc trang bi

may m6c, thi~t bi van phong ph6 bi~n thea chuc danh cao nh~t thea Quy dinh nay. Khi

nguai tien nhi~m nghi huu ho~c chuy~n cong tac khac rna cac may m6c, thi~t bi van phong

ph6 bi~n da:trang bi chua du dieu ki~n thay th~ thea quy dinh thi nguai mai duqc b6 nhi~m

ti~p t\lCsu d\lng may m6c, thi~t bi van phong ph6 bi~n da:trang bi cho nguai tien nhi~m.

3. May m6c, thi~t bi van phong cac dan vi duqc trang bi, b6 tri su d\lng thea tieu

chufrn, dinh muc t~i Quy dinh nay va cac quy dinh ve quan ly, su d\lng tai san nhanuac.

TruOng hqp d~ dam bao su d\lng ti~t ki~m may m6c, thi~t bi va thea chu truong cua
Nha truOng thi se b6 tri may m6c, thi~t bi dung chung t~i cacca sa cua TruOng. Don vi, ca
nhan khi su d\lng chung tai san cong c6 trach nhi~m bao dam su d\lng dung cong nang cua
tai san, an ninh, an toan; khong duqc chuy~n giao quyen su d\lng chung tai san choca
C;~lan,t6 chuc, don vi khac ho~c su d\lng VaGm\lC dich khac.

4. May m6c, thi~t bi duqc thay th~ thea yeu du cac dan vi khi bi hu hong khong

th~ ti~p t\lC su d\lng va duqc xu ly thea quy dinh cua phap lu~t v~ quan ly, su dl,mgtai san

nha nuac; truang hqp khong c6 ngu6n may m6c, thi~t bi d~ dieu chuy~n thi cac don vi

duqc mua mai thea dung tieu chufrn, dinh muc quy dinh.

5. Nghiem c~m vi~c su d\lng may m6c, thi~t bi quy dinh t~i Quy dinh nay VaGvi~c

rieng; ban, trao d6i, t~ng cho, cho muqn, dm c6, th~ ch~p ho~c dieu chuy~n cho b~t cu t6

chuc, ca nhan nao khi chua duqc phep cua nguai c6 thfrm quy~n.

6. Vi~c mua s~m, thue, khoan kinh phi su d\lng may m6c, thi~t bi cho cac dan vi

thea Quy dinh nay thlJc hi~n thea quy dinh ve quan Iy, su d\lng tai san cua TruOng va duqc

thlJc hi~n khi duqc Hi~u trucmg c6 chu truong ch~p thu~n.
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Churrng II

TIEU CHuAN, DJNH MUC TRANG BJ MAy MOC, THIET BJ

Di~u 5. Tieu chuan, dinh rmrc trang b] may moe, thi~t bi van pbong phfi bi~n

May m6c, thiet bi van phong trang bi ca nhan va cac dan vi thea PhV luc dinh kern.

Di~u 6. Trang b] may moe, thi~t bi cac phong phuc vl}hoat dQng chung cua Truoug

Viec trang bi dam bao ti~t kiem, hieu qua phu hop voi tinh ch~t cong viec, dien tich

cua cac phong va kha nang nguon kinh phi cua Tnrong.

Di~u 7. Trang b] may moe, thi~t b] chuyen dung

1. Trang bi may m6c, thiet bi chuyen dung thirc hien thea quy dinh.

2. D6i voi may m6c, thiet bi chuyen dung da qua thai gian su dung thea quy dinh

rna khong the tiep tucsir dung diroc hoac da bi hong nhung viec sua chua d~ tiep tucsir
dung khong hieu qua, diroc thirc hien thanh ly thea quy dinh.

Di~u 8. Th~m quy~n di~u chinh mrrc gia trang hi may moc, thi~t hi van phong

phfi bi~n t~i cac dO'n vi

Hi~u truOng quy~t dinh ho~c thea phan c§p thi nguai duqc phan c~p xem xet, quy~t

dinh trong ph~m vi phan c~p.

Di~u 9. Quan ly, sir dl}ng may moc, thi~t hi

1. May m6c, thi~t bi phai duqc quan ly, su dVng dung thea quy dinh phap lu~t v~tlJ
chu cua dan viSlJ nghi~p cong l~p.

2. Khi mang trang thi~t bi lam vi~c thuoc sa huu cua Truang ra ngoai phai c6 xac

nh~n cua Phong Hanh chinh-Quan trio

3. Quan ly, su dVng hi~u qua trang thi~t bi lam vi~c t~i dan vi.

a) Lanh d~o dan vi la mot ben nghi~m thu tai san duqc mua s~m, sua chua t~i dan

vi minh; c6 trach nhi~m quan ly, su dVngva bao quan tai san duqc phan b6 t~i dan vi minh;

b6 tri, di~u chuy~n trang thi~t bi lam vi~c trong noi bo dan vi; phan cong nguai quan ly, su

dVng, l~p s6 thea d5i, luu giu cac h6 sa lien quan; de nghi Phong H,'mh chinh - Quan tri

dieu chuy~n ho~c thu h6i cac trang thi~t bi lam vi~c khong con nhu cfru su dVngho~c thanh

ly cac trang thi~t bi khong con su dVng duqc; chi d~o cong tac ban giao trang thi~t bi va h6

So' quan ly, su dVng Utisan thuQc ph~m vi dan vi minh quan ly khi c6 thay d6i t6 chilc ho~c

thay d6i lanh d~o dan vi.

b) Cac cong chuc, vien chilc c6 trach nhi~m: Bao quan, giu gin va su dvng trang

thi~t bi ti~t ki~m, hi~u qua; thong bao kip thai ve tinh tr~ng hu hong cua trang thi~t bi; bao

cao lanh d~odan vi khi xay ra m~t mat ho~c cac bi~n dong, thay d6i lien quan d~n trang

thi~t bi duqc giao; bao quan tern nhan dan tren trang thi~t bi trong qua trinh su dvng va ban

giao b~ng bien ban cac trang thi~t bi duqc giao khi chuy~n cong tac, nghi huu.
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c) Phong Hanh chinh - Quan tri huang d~n, thea doi, don dbc cac dan vi, ca nhan

trong Truong thirc hien cac quy dinh v~ quan ly, str dung trang thiet bi thea Quy dinh nay.

Churmg III

TO CHUC THl/C HltN

f)i~u 10. Xir ly vi pham v~ quan ly, sir dung may moe, thi~t b]

1. Cong chirc, vien chirc, ngiroi lao dong va cac ca nhan khac d~ xay ra thiet hai tai

san cua Truong, ngoai viec phai b6i thuong gia tri tai san bi thiet hai, con phai d~n bu chi

phi khac phuc hau qua do viec vi pham gay ra. Mire b6i thuong va d~n bu chi phi khac

phuc hau qua duoc xay dung tren co sa gia tri thiet hai cua tai san va chi phi khac phuc

hau qua do hanh vi vi pham gay ra.

2. Phong Hanh chinh - Quan tri va Phong Tai chinh - K~ toan xac dinh gia tri thi~t

h;;ticua tai san lamcO' sa ap d\lng trong vi~c xu ly trach nhi~m v~t chfit dbi vai ca nhan,

c:m vi gay thi~t h;;titai san cua Truang.

3. Truang xem xet, danh gia tinh chfit cua hanh vi gay ra thi~t h;;ti,muc d9 thi~t h;;ti;

xac dinh trach nhi~m cua nguai gay ra thi~t h;;tiva nguai c6 lien quan; ki~n nghi vai Hi~u

truang v~ muc va phuang thuc b6i thuang thi~t h;;ti.

f)i~u 11. Traeh nhi~m thi hanh

1. Ulnh d;;tocac dan vi t6 chuc tri~n khai Quy dinh nay cho caccci nhan trong dan

vi thong subt d~ thlJc hi~n. ..

2. Cong chuc, vien chuc va cac ca nhan lien quan c6 trach nhi~m thlJc hi~n nghiem)~

tilc Quy dinh nay. )

3. Trong qua trinh thlJc hi~n, n~u c6 vfin d~ c~n sua d6i, b6 sung cho phil hQ'pva· ...... , ~
tlrng thai ky, de nghi cac dan vi, ca nhan c6 van ban gui Phong Hanh chinh - Quan tri dW'

t6ng hQ'p,bao cao Hi~u truang xem xet, quy~t dinh.l.
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T!" ~aiu~4-N~DJNH MirC TRANG BJ MAy MOC, THIET BJ VAN PHONG
~1~iEN_~VA TRUONG D~I HQC MO THANH PHO HO CHi MINH

({sttn,hil!f!R¬ t \"eo Quyetdinhsri g::r .2./ IQD-DHM n_g<iy_,OOlhtingb ndm2018
~,\ MOcua ~ trutrng Truong Doi hoc MIYThanh ph6 H6 Chi Minh)

\ e 'f~.\10 C~\W.\.~. ')!
\ 0,?-__/0 ,,;"i

S61U'Q'ng
1fT ~..o·t.? . ,,~ ~~...un, dinh mU'c

t6i da

I Cac chirc danh co he s6 phu c§p chirc vu tir1,00d~n duot 1,25

1 May moe, thi~t b] van pheng ph8 bi~n cho chirc danh (tinh cho1
nguoi)

1. B<)ban gh€ ng6i lamviec 01 b<)

~. Ttl dung tai lieu 02 chi€c

3. May vi tinh de ban (gom ca ban may vitinh va thiet bi luu dien) hoac01 b<)hoac
may vi tinh xach tay (hoacthiet bi dien tir tuan_g duan_g}_ 01 chiec

~. Dien thoai c6 dinh 02 chiec

~
May moe, thi~t b] van phong ph8 bi~n cho phong lam vi~c cua chirc
danh (tinh cho1 phong lam viec)

1. Be>ban gh€ h9P, ti€p khach 01 be>
~'

, -
2. May in 01 chi€c ("vot3. Cac thi€t bi khac (n€u dn)

o ~Al \-\
'.:r: .,
_ Md

~I Cac chrrc danh co he s6 phu C§__I!_chrrc vu tir 0,7d~n dU'Oi1 .(~ {~,"6c~
May moc, thi~t bi van phong ph8 bi~n cho chrrc danh (tinh cho1 1\~'8'---

1 ""'- .({

ngU'Oi)
........_.,. -

1. Be>ban gh€ ng6i lam vi~c 01 be>

2. Ttl dlJng tai li~u 02 chi€c

3. May vi Hnh de ban (g6m ca ban may vi Hnh va thi€t bi luu di~n) ho?c01 be>ho?c
may vi tinh xach tay (ho?c thi€t bi di~n tu tuan_g duan_g}_ 01 chi€c

~. Di~n tho;;ti c6 dinh 02 chi€c

~
~ay moc, thi~t bi van phong ph8 bi~n cho phong lam vi~c cua chrrc
danh (tinh cho1 phong lam viec)

1. Be>ban gh~ h9P, ti~p khach 01 be>

~. May in 01 chi~c

3. Cac thi~t bi khac (n~udnl

~II Cac chrrc danh co he s6 phu C§_.I!_chrrc vu dU'Oi0,7_itinh cho 01n_g_U'Oi~

1. Be>ban gh~ ng6i lam vi~c 01 be>

1



12. Til dungtai lieu o 1 chiec

3. May vi tinh o~ ban (gorncit ban may vi tinh va thiet bi luu dien) 01 bQ

4. Dien thoai e6 dinh 02 chiec

5. May in o 1 chiec

IV lMay moe, thi~t b] van phong ph6 bi~n cua vien clnrc(tinh cho 01
n2O'm)

1. BQ ban ghe ngoi lam viec 01 bQ

2. May vi tinh o~ ban (g6m ca ban may vi tinh va thiet bi hru dien) 01 bQ

~ Phonz Hanh chinh, van thir (tinh cho 01phouz lam vicc)

1. BQ ban ghe hQP, tiep khach 01 bQ

12. Til dung tai lieu 04 chiec

3. Gia dung eong van di, oen 02 bo

~. May in 02 chiec

5. May photocopy 01 chiec

6. May fax 01 chiec

7. May scan 01 chiec

8. Dien thoai e6 dinh (trong tnrong hop khong co h~ thong t6ng dai dien
06 chiec ',*

hoai nQi bo)
r:\.<'

9. Cac thiet bi khac (n€u can) ,c
.,

\.,..

~I Phung lam vicc cac dO'nvi (tinh cho 01 phong lam vic c)
I
I·
I {,.

1. BQban gh€ hQP, ti€p khaeh, lam vi~e 01 bQ ii~nv!~.,
./ -4",

, ~
~

2. Tu d\lng tai li~u 02 ehi€e;/

3. f)i~n thoi;lie6 dinh 04 ehi€e

14. May in 01 ehi€e

5. Cae thi€t bi khae (n€u efin)

- Cae thi€t bi khae: B6 tri theo tinh ehftt eong vi~e va nhu efiu th\le te eua don vi.

- Can eu ehue nang, nhi~mV\l, tinh ehftt eong vi~e, nhu du th\le te va kha nang tai

ehinh eua TruOng, Hi~u truang quyet dinh mue gia, s6 luqng, chung IOi;limay moe, thiet

bi van phong ph6 bien (bao g6m ea cae thiet bi khae) d~ trang bi eho cae ehue danh, can

bQ, eong ehue va phong lam vi~e eua cae dan vi eho phil hqp./.
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