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UBND HUYEN NINH HAI CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG NOQI VU Doc 1ap - Tw do - Hanh phiic
sé: AL4/QD-PNV Ninh Hai, ngay,29 thang 7 ném 2021
QUYLT PINH

X - A b3 A 7 r h 7 b i d A b Y ol
Vé viéc ban hanh Quy che Quan ly va sir dung tai san cong ctia Phong Noi vu

TRUONG PHONG NOI VU HUYEN NINH HAI

Cén cir Ludt Quan ly, sir dung tai san cong ngay 21 thang 6 nam 2017,
Cin cit Nghi dinh s6 151/2017/NP-CP ngéay 26/12/2017 cia Chinh phii

\(0\\3\) S

quy dinh chi tiet mot so dieu cua Lugt quan ly, st dung tai san cong;

Thong  tw s6 144/2017/TT-BTC  ngay 26/12/2017 cua Bg Tai chinh
hudng dan mot so noi dung ciia Nghi dinh so 151/2017/ND-CP ngay 26/12/2017
ciia Chinh phit quy dinh chi tiét mét so dieu cua Ludt quan ly, sir dung tai sdn
cong;

Cdn cik Nghi dinh $6 167/2017/ND-CP ngay 317/12/2017 ciia Chinh phii quy
dinh viéc sap xép lai, su ly tai san céng;

Can cir Thong tu 56 45/2018/TT-BTC ngay 07/05/2018 cua B Tai chinh
hgré’ng dan che do quan [y, f{nh hao mon, khau hao tai san co dinh tai co quan,
t6 chikc, don vi va tai san co dinh do Nha nude giao cho doanh nghiép quan [y
khéng  tinh  thanh  phan  von  Nha  nudc  tai doanh  nghiép;
Can cir Quyeét dinh so 50/2017/ QD-TTg ngay 31/12/2017 cua Thi tudng
Chinh phut quy dinh tiéu chuan dinh mirc sir dung mdy moc, thiét bi;

Céin cir Théng tw lién tich sé 71/2014/TTLT-BTC -BNV ngay 30/5/2014 BIC-
BNV cﬁq Lién Bo Tai chinh va By Xdy dung quy dinh ché doé tir chu, tu chiu trach
nhiém vé suw dung kinh phi quan Iy hanh chinh doi voi cdac co quan nha mede;

Cén civ Quyét dinh s6 145/QD-UBND ngay 06/02/2016 ciia UBND huyén
Ninh Hai vé viéc ban hanh quy dinh chirc nang, nhiém vu, quyén han va té chirc bg
may cua phong Noi vu;

Theo dé nghi ciia b phdn Ké todn,

QUYKET PINH:

Pidu 1. Ban hanh kém theo quyét dinh nay Quy ché quan ly, sir dung tai
san cong cua Phong Noi vu.

Piéu 2. Quyét dinh nay cé hiéu lyc thi hanh ké tir ngay ky.

Noinhan:

- UBND huyén;

- Phong TC — KH;

- Kho bac NN Huyén;
- CBCC trong co quan;

Luu: VT.
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QUY CHE
’ Quan ly, sit dung tai sén cong
(Kem theo Quyét dinh s6: Z:.24/0D-PNV ngay, {9/ 7 /2021 cua Phong Ngi vu)

Chuong I
QUY DINH CHUNG

Piéu 1. Muc dich quin 1y, sit dung tai san

1. Tao diéu kién chu dong trong viéc quan ly, st dung tai san cong dugc
giao, thuc diy viéc sap xép td chiic bo may, bién che cé hiéu qua, dam bao hoan
thanh t6t nhiém vu dugc giao, nang cao hiéu suét lao ddng, hidu qua st dung
kinh phi, gép phan ting thu nhap cho cn bd, cong chirc Phong Noi vy;

2. Thuc déy thuc hanh tiét kiém, chéng lang phi; thuc hién quyén tu chu,
dong thoi ning cao trach nhiém cha ngudi ding dau don vi va can bd, cong chirc
trong viéc thuc hién nhiém vu va quan ly, st dung tai san coéng ding muc dich, ¢
hiéu qua theo quy dinh cta phap luat.

3. Pam bdo tai san cong dugc st dung dung muc dich, c¢6 hiéu qua, theo

dung quy dinh ctua phap luat. Viéc theo doi, ghi chép, hach toan ké toan gia tri
tai san cong dugc thyc hién theo ding quy dinh hién hanh ctia Nha nudc.

Piéu 2. Pham vi va ddi tu'o‘ng ap dung
1. Quy ché nay quy dinh vé viéc quan ly va su dyng tai san cong tai don vi
bao gdém phong lam viéc va cac tai san khac gan lién véi phong; may moc, trang

thiét bi lam viéc va cac tai san khac dugc mua sdm, hinh thanh tUr ngan
sach nha nudc hodc c6 ngudn gde tir ngan sach nha nude.

2. Viéc quan ly, st dung tai san cong khong thudc pham vi quy dinh tai
khoan 1 Di€u nay thuc hién theo quy dinh cua phap luat.
Piéu 3. Nguyén tic quan ly, siv dung tai sin
1. Xay dung Quy ch‘é quan ly, st dung tai san cong dam bao nguyén tic cong
khai, dén chu, ddm bao quyén loi hop phép ctia cong chire, ngudi lao dong tuén thu cac
quy dinh ctia Chinh Phu, UBND tinh vé quan ly tai san, str dung tai san cong.
2. Phai phu hop vai déc thu cta don vi.
3. Phai dugc thao ludn, tham gia ¥ kién dong gép cta toan thé cong chic,
ngudi lao dong trong don vi thong qua sinh hoat co quan.
4. K& toan quan ly chung tai san coéng ctia phong, Trudng phong chiu trach
nhiém quan 1y tai san dugc giao cho phong su dung.
Chuong II
QUAN LY VA SU DUNG TAI SAN CONG
Piéu 4. ThAm quyén, trach nhiém quan ly, sit dung tai sdn
1. Truong phong quyét dinh viéc mua sam, stra chira, bao dudng, thanh
ly, diéu chuyén tai san (dudi 10 triéu) trong thadm quyén.



2. Ké toan phong chiu trach nhiém tham muu véi 18nh dao phong t6 churc,
thyc hi€én mua sdm, stra chira tai san (dudi 10 triéu) theo quy dinh.

3. K& toan —Thu qu¥ truc tiép quan ly tai san cong cia phong.

4. K& toan c6 trach nhiém theo dai, cap nhat day du tinh hinh tai san cia don
vi; tham muu thue hién cac quy dinh ctia nha nudce vé quan ly, st dung tai san.

Pidu 5. Sir dung may vin phong va vin phong pham

1. St dung may phétd: Viée sao chup vin ban duoc théng qua ¥ kién cta lanh
dao phong, giao cho dong chi van thu truc ti€ép photé. Trude khi sao chup van ban can
kiém tra k¥ cac 16i, khi photo can tan dung 2 mit gidy, phat hanh vira da (ké ca photoé
sao gui). Khong photo tai liéu riéng va cac van ban cua nguoi ngoai co quan.

2. St dung may vi tinh: Trén co s& may vi tinh da dugc giao, lanh dao va
chuyén vién phong chi dong quan ly gidy in, myc in va in an van ban. Phai ning
cao chat lugng soan thdo van ban, soat k¥ van ban trudc khi in de tiet kiém giay va
muyec in. Trudng phong c6 trach nhiém quan ly va kiém tra viéc st dung mady vi tinh
cuia phong minh, khong st dung lam viéc ri€ng trong gio lam viéc.

3. Quan ly va st dung vin phong pham:

- Lanh dao phong nhdp vén phong pham, thu quy mo s6 theo ddi nhap xuét,
K& toan hang quy dbi chiéu, kiém tra viéc nhap, xuét vin phong pham co quan.

- Quan ly va sir dyng van phong pham bao gdm (but viét, bat phu, gidy
phdto, myuc in, muc photo, sb cOng tac, cap tai li€u, cac loai ghim dong tai liéu,
phong bi...) St dung véan phong pham phai xudt phat tir nhu cau thuc té trong nim,
con céc loai van phong phdm khéac thi hang thang, quy hodc dinh ky lanh dao va
chuyen vién nhan van phong pham tai Thu quy va c6 gidy dé xuat mua vén phong
pham c6 chir ky cia trudng phong, lay véi sb luong theo su can thiét va tinh chét
cong viéc cua phong trén tinh than tiét kiém chung,.

4. Mua tra, nu6e: Dinh mirc mét lang tra/nguoi/thang, mua vao ,d::iu thang
va dugc cap ve phong, riéng doi vdi phong Lanh dao st dung theo thuc te.

Piéu 6. Sir dung thong tin lién lac (dién thoai, cong vin, Internet):

Dién thoai cua don vi chi thyc hién trong git hanh chinh, khi st dung phai
can cir vao thye t€ nhu céu cong viée, khdng st dung cho nhu céu ca nhan, han ché
goi di dong, tirng can bg, cong chirc co y thirc trong viée tiét kiém khi st dung (trir
truong hop can thiet, dot xuat cia co quan).

Cong van chi giri nhitng noi xa, nhiing noi gan phai tryc tiép di gui.

Piéu 7. St dung dién, nwée trong co quan

* Dién: Can by, cong chire trong co quan phai ¢6 y thire tiét kiém trong vi¢c
sir dung dién. Khi hét gio lam viéc, ra khoi phong phai kiém tra va tat het cac thiét
bi c6 st dung dién. Mirc st dung hang thang theo hoa don thuec té.

* Nuée: Moi can bd cong chire déu phai ¢6 y thire trong viéc dung nudc tai
co quan, phai chi y khod céc van nudce khi khong cé nhu céu str dung.
Piéu 8. Stra chita may mée thiét bi vin phong, tai san
_ Chi sira chira 1a nhiing cdng vi€e c6 tinh chit théng thuong nhung hét stc cdn
thiet nhu stra chita, bao dudng may madc chuyén dung (mdy vi tinh, may photo, may



in ...), h¢ thong v€ sinh, dién thong thuong (chay bong, cdu dao, cau chi ...). Khi c¢6
nhu cAu, cac chuyén vién lam vin ban dé xuét véi Trudng phong.

Péi vai tai san cta don vi, timg can bo, cong chire phai ¢ y thirc trong viée
bao quan thiét bi, may moc, khong dé mat mat, hu hong, han ché toi da viéc sua
chira. Trudce khi stra chita phai ¢6 y kién cua lanh dao.

Néu xay ra mat mat, hu hong thudc pham vi cd nhan quan ly thi phai boi
thuong cho don vi theo quy dinh phap luat. Viéc str dung tai san don vi khong vi muc
dich cho cé nhan, ngoai co quan mugn tai san phai c6 y kieén cia lanh dao quyét dinh.

Piéu 9. Pidu kién dé thanh tosn cic ngudn kinh phi ciia co' quan

Pé théng nhit quan 1y kinh phi co quan tiét kiém va hiéu qua Lanh dao
phong phai ki€m soat cac khoan chi hoa don stra chita may mac thiét bi, ...Céac héa
don chung tr thanh toan phai c6 chir ky hodc ky nhay cia Lanh dao phong méi
hop 1€ va Lanh dao phong phai chiu trach nhiém trudce 1lanh dao UBND huyén vé
cac khoan chi cua co quan.

Piéu 10. Xir Iy vi pham

Cé nhan, tap thé vi pham Quy ché quan 1y tai san cong c6 lién quan dén cac
linh vuc da c6 quy dinh ctia Nha nudce thi xir ly theo quy dinh hié¢n hanh.

Ca nhan, tap thé vi pham vuot dinh mirc va trai v6i quy dinh tai Quy ché
quan ly tai san cong thi phai boi hoan va chiu hinh thirc xr Iy ctia co quan theo
murc do vi pham.

Lanh dao phong c6 trach nhiém kiém tra, giam sat viéc thuc hién Quy ché
quan ly tai san cong cua don vi.

Chuwong III
TO CHUC THUC HIEN VA PIEU KHOAN THI HANH

Pidu 11. TS chire thuce hi¢n

Quy ché nay s& duoc trién khai thuc hién nghiém tac sau khi thong qua tap
thé Lanh dao va chuyén vién phong va duoc sira ddi, bd sung khi can thiét.

Léanh dao Phong c6 trach nhiém phd bién va trién khai t6 chire thuc hién
trong co quan ndi dung Quy ché nay.
Piéu 12. Piéu khoan thi hanh
Quy ché nay c6 hiéu luc ké tir ngay ky quyét dinh ban hanh.
_ Trong qua trinh thyc hién qéu c¢6 khoé khin, vudng mic, cac b phan phan anh
v€ bd phan K€ toan-Thu quy dé bao cdo Truong phong xem xét giai quyet hodc
stra d61 bo sung cho phu hop ./.
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