UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA PHONG HIEN Doc lap - Tu do - Hanh phuc
Sé: 13 /QDb-UBND Phong Hién, ngdy 10 thang 01 ndm 2023
QUYET PINH

Vé viéc ban hanh Quy ché quan Iy va sir dung tai san
cong thugc co’ quan Uy ban Nhin dian xa Phong Hién

UY BAN NHAN DAN XA PHONG HIEN

Can cir Ludt Té chire Chinh quyén dia phiong ngay 19/6/2015 ciia Quéc hii;

Can civ Ludt Ngdn sdch Nha mede s6 83/2015/QHI3 ngay 25 thang 6 nam
2015 va cdac van ban phap quy hwéng dan thi hanh Ludt Ngdn sach Nha nuoc;

Can cur Ludt Ngdn sach Nha nudc ngay 25 thang 6 nam 2015,

Can cir Quyét dinh so 3056/0D-UBND ngay 23 thang 12 nam 2020 cua
UBND huyén Phong Pién vé viéc giao duw todn ngdn sach nha nwée nam 2021

Can cir Quyét dinh s6 16/0P-UBND ngay 06 thdng 01 nam 2021 ciia UBND
xd Phong Hién vé viéc giao duw todn Ngdn sdach Nha mede xa nam 2021

Can cur thong tw 40/2017/TT-BTC ngay 28/4/2017 cua B¢ tai chinh quy dinh
mukc chi ¢éng tdc phi va ché do Hoi nghi;

Can cit Quyét dinh sé 28/2018/0P-UBND ngdy 08 thing 5 ndm 2018 ciia
UBND tinh thira thién Hué Quy dinh vé ché dg céng tdc phi, ché do t6 chire cdc
cuoc hoi nghi;

Can cit Quyét dinh sé 46/2019/0P-UBND ngay 23 thang 8 nam 2019 ciia
UBND tinh ban hanh quy dinh dinh mitc chi dao tao, boi duwéng va chinh sdach ho
tro dao tao, boi duong can bo cong chure, vién chirc thudc tinh thira thién Hué;

Xét dé nghi ciia Vin phong théng ké UBND xd va Bé phdn ké todn ngdn sdch,
QUYET PINH

Piéu 1: Ban hanh kém theo Quyét dinh nay Quy ché quan 1y va st dung tai
san cong thudc co quan Uy ban nhan dan xa Phong Hién gom 3 Chuong, 15 Diéu.

Piéu 3: Quyét dinh nay co hiéu luc ké tir ngay ky, thay thé quyét dinh sb
286/Qb - UBND xa ngay 30/12/2021.

Picu 4. Van phong UBND x4, cac ban, nganh, doan thé Thu trudng cic co
quan lién quan chiu trach nhiém thi hanh quyét dinh nay./.

TM. UY BAN NHAN DAN
Nei nhan: CHU TICH
- Nhu Piéu 4;
- Phong TC-KH huyén;
- Kho bac NN huyén;
- Luu VT.
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QUY CHE ‘
Quan ly, sir dung tai sdn cong nam 2023 cia UBND x4 Phong Hién
(Kem theo Quyét dinh so: 13/0D-UBND, ngay 10/01/2023 cua UBND xa)

_ CHUONGI
NHUNG QUY DPINH CHUNG

Piéu 1: Co sé phap ly dé xay dung quy ché
Can ctr Luat quan 1y, st dung tai san cong s6 15/2017/QH14 ngay 21 thang 06
nam 2017;

Cin ct Nghi dinh s6 151/2017/ND-CP ngay 26 thang 12 nim 2017 cua Chinh

phu quy dinh chi tiét mot sé Diéu cua Luat quan 1y, st dung tai san cong;

Cin cr Quyét dinh sb 42/2018/QD-UBND ngay 08/8/2018 ciia UBND tinh

Thira Thién Hué Ban hanh Quy dinh phan cdp quan 1y tai san cong tai cc co quan,
td chirc, don vi thudc pham vi quan 1y cua dia phuong trén dia ban tinh Thura Thién
Hué

Piéu 2. Muc dich xy dung quy ché

- Tao quyén chu dong trong quan 1y tai chinh, quan 1y st dung tai san nha

nudc.

- Nang cao ¥ thtic trach nhiém cua can bo, cong chirc, cac ban nganh doan thé,

can bo khong chuyén trach vé thuc hanh tiét kiém chéng lang phi trong don vi.

- Lam can cur quan ly, sir dung tai san cong dung muc dich va co6 hi¢u qua.

- Ngin chin va day Iui nan lang phi dang dién ra trong céc linh vyc sir dung

tién tai san ciia Nha nudc.

- Pong vién, khuyén khich céng chirc, vién chirc trong don vi phan ddu hoan

thanh t6t nhiém vu duogc giao.

Piéu 3. Yéu cau

Cu thé hoa Luéat quan 1y, st dung tai sdn nha nudc, cac Nghi dinh cua Chinh

Phu va Thong tu ciia Bo Tai chinh. Xay dung cac dinh murc st dung tai san phu hop.

Piéu 4. Nguyén tic

1. Xay dyng quan 1y, sir dung tai san cong dam bao nguyén tic cong khai, dan
chu, dam bao quyén loi hop phéap cua cong chirc, vién chirc.

2. Quy ché quan 1y va sir dung tai san phai duoc thao luan tham gia ¥ kién
doéng gop cua toan bo cong chure, vién chuce trong don vi thong qua hdi nghi cong
chtrc dau nam.

3. Hoan thanh t6t nhiém vu duogc giao.

Piéu 5. Pham vi va d6i twong ap dung quy ché

1. Pham vi 4p dung quy ché.

Quy ché quan ly, sir dung tai san cong quy dinh viéc quan 1y, khai thac, sir
dung tru so, tai san, trang thiét bi trong co quan gdm: Truy sé lam viée, cac tai san
nhu may tinh, may in, may photocopy, ban ghe va céc trang thiét bi duoc hinh
thanh tir nguén ngan sach nha nudc hodc cd ngudn tir ngan sach nha nudc.

Viéc quan 1y tai san cong phai dam bao nguyén tic va phuc vu vao cong
viéc chuyén mon cua don vi.



1. Bbi tueong ap dung quy ché.

Toan thé can bd, cong chirc, cac ban nganh doan thé, can bd ban chuyén
trach UBND xa.

CHUONG II

NHUNG QUY PINH CU THE

Piéu 6. Trang bi tai sin cong

Vi¢c trang bi tai san phdi can cu vao ti€u chuan, dinh mbc st dung, kha
nang ngudn kinh phi dugce cip, nhiém vu dugc giao va nhu cdu st dung trang
thiét bi, tai san cong cua cac bd phan va ca nhan cong chire, vién chirc trong co
quan. Thu truéng co quan cin ct vao tinh hinh dy toan duogc giao, tiéu chuan,
dinh murc va ké hoach dé xuét cta cac bd phan va ca nhan dé quyét dinh mua sdm
trang bi m&i, diéu chuyén tai san trang bi trong ndi bd co quan dam bao khai thac
st dung tai san dung muc dich va c6 hiéu qua cao.

Piéu 7. Viéc trang bi tai san cong dwge thue hién theo cac hinh thic.

Mua sém mai bﬁng ngu(‘A)n kinh phi duoc giao trong dy toan hang nam.

Mua sam méi bang nguon tham dinh quyet toan xay dyng co ban.

Nhén tai san do cép trén cap mdi, cap bd sung, diéu chuyén tur don vi khac.

Tuy theo sb lwong, ching loai ma ap dung hinh thitc mua sam cho phu hop
voi cac quy dinh hién hanh, cac by phan can ctt vao nhu cu va nhiém vu dugc
giao, lap ké hoach mua sim tai san, thiét bj cho bo phan minh gt ké toan téng
hop trinh thi truong don vi duyét va tién hanh mua sam trén co s& nguon du toan
duoc giao.

Picu 8. Quan ly, sir dung tai sian va cac trang thiét bi

1.May photocopy: Giao cho can bo thong ké truc tiép quan 1y sir dung va
phai c6 trach nhiém:

- Pho to cac loai tai liéu kip thoi du sb luong va dam bao chat luong

- Tai liéu pho to phai in hai mat gidy (trir truong hop yéu cau khac)

- Thyc hién ché do bao dudng may thuong xuyén va dinh ky.

- Du tru sd luong gidy, muc sir dung hing thang giri ké toan tong hop dé co

ké hoach mua sam.

2. May vi tinh, may in va cac thiét bi tin hoc: Pugc mua sim theo kha ning
du toan giao va va nhu cau thuc té cua timg bo phan.

Trach nhiém ciua mdi can bo, cong chure, cac ban nganh doan thé, can bd
ban chuyén trach UBND xa.

- Quan ly va sur dung tai san c6 hi¢u qua, thuong xuyén bdo dudng va bao tri
may.

- Khi phét hién may moc ¢ sy cd hong, chat lugng chua dat yéu cau thay
thé, sita chita phai dé xuat Thu truong don vi duyét chuyén ké toan trién khai
thuc hién.

- Khong str dung mdy vi tinh, may in vao cac viéc riéng, viéc ca nhan nhu:
Tro choi dién tur, danh may, in an cac tai liéu phuc vu viéc riéng ca nhan.

Diéu 9: Quan 1y, str dung may diéu hoa nhiét do:

- Viéc stir dung may diéu hoa nhiét do phai tiét kiém va c6 hiéu qua, chi sir
dung may diéu hoa khi nhiét 46 qua cao trén 30 d6 C, khi ra khoi phong phai tat
may diéu hoa.



- K& toan don vi c6 trach nhiém theo doi, quan ly viéc st dung may diéu
hoa. Moi cong chuc, vién chuc trong don vi phai ¢é tinh tu gic, tiét kiém cac
khodan chi phi trong co quan.

Piéu 10: Quan Iy tru s&, dién thip sang

Thuyc hién theo Nghi dinh s6 152/2017/ND-CP ngay 27 thang 12 nam 2017
cua Chinh phu quy dinh ti€u chuan, dinh muc st dung try s& lam vi¢e, co s&
hoat dong su nghiép. Tai san trang bi tai cac phong lam viéc cua cong chuc, vién
chtrc phai c6 bién ban giao nhan cho can bg, by phan str dung, ké toan ma so theo
ddi ho so tai san, thyc hién kiém ké dinh ky, tinh khéu hao tai san, tinh gia tri con
lai cta tai san, tai san nao hét thoi han st dung phai thanh ly. Mo1 cong chc,
vién chirc ra khoi phong hét gio lam viéc phai tit toan bo thiét bi dién khong can
thiét.

Piéu 11: Quan 1y, sir dung ban ghé

- Céan bd, cong chuc, cac ban nganh doan thé, can bd ban chuyén trach
UBND x4 trong don vi dugc giao quan 1y, st dung ban ghé c6 trach nhiém quan
1y str dung dting muc dich va c6 hiéu qua, khi thay su ¢d hu hong phai kip thoi
bao cho Lanh dao don vi dé c6 ké hoach tu sira hodc thay thé.

- Phai thuong xuyén bao dudng ban ghé, lau chui sach sé.

- Néu c6 trudong hop mat mat phai bao ngay Thu truong don vi dé c6 bién
phéap xtr 1y kip thoi.

CHUONG III

Picu khoan thi hanh, khen thuéng, ky luat

Picu 12: Trach nhiém ciia Thi truéng don vi

Thu truong co quan co trach nhiém t6 chirc giao tai san cho cac bo phan, ca
nhan truc tlep quan ly tai san, don dbc ké toan mo so sach theo ddi quan 1y, khau
hao tai san, t6 chirc trién khai cac bd phan trong co quan bao dudng dinh ky, bao
dudng thuong xuyén tai san dung theo quy dinh hién hanh. Khen thudéng kip thoi
cac ca nhan, cac by phan trong cong tac quan ly, sir dung tai san diang muc dich
va ¢O hiéu qud, phat hién xu ly kip thoi nhiing ca nhan st dung tai san khong
dung muc dich, ¢ ¥ 1am hu hong tai san.

Piéu 13: Trach nhiém cia ké toan don vi

- Hudng dan, theo ddi va quan 1y viée sir dung tai san, trang thiét bi trong co
quan.

- M6 s6 theo doi tai san va tinh gia tri hao mon cia tai san theo dung quy
dinh cua nha nudc.

- Tham muu Tha truong don vi thanh 1y tai san khi cac tai san di hét thoi
han str dung.

Picu 14: Trach nhiém ciia cong chire, vién chirc

- Can b, cong chirc, cac ban nganh doan thé, can bd ban chuyén trach
UBND x4 trong don vi phai c6 trach nhiém quan ly, khai thac va sir dung trang
thiét bi dung muc dich va c6 hiéu qua, dé xuét sira chita, thay thé kip thoi cac tai
san khi bi hu hong.

- Thuong xuyén bao dudng, bao tri, lau chui sach s€ cac tai san.



- Khong duge tu ¥ di chuyén tai san tir phong ndy sang phong khac ma
khong c6 su d@)ng y cua Lanh dao don vi, khong dugc cho thué, cho mugn hoac
su dung tai san cua co quan vao muc dich ca nhan.

Pi¢u 15: Khen thuong, ky luat

- Can bo, cong chuc, cac ban nganh doan thé, can bd ban chuyén trach
UBND xa.c6 thanh tich phat hi¢n, bao cdo cac hanh vi str dung lang phi tai san,
st dung tai sdn khong dung muc dich, sir dung tai san vao muc dich cé nhan, cd v
lam hu hong tai san thiét bi cua co quan duogc khen thudéng theo ché d6 hién
hanh.

- Céac bo phan, ¢4 nhan duoc giao trach nhi¢ém quan 1y st dung tai san, trang
thiét bi ma vi pham cac quy dinh ctia Quy ché nay va cac vin ban cua phap luat
co lién quan, tuy theo mirc d0 vi pham b1 xu 1y ky luat, néu thiét hai thi phai boi
thuong cho co quan.

Cong tac quan 1y, str dung tai san 1a mot tiéu chi dé xét thi dua, khen thudng
clia ca nhan duogc giao quan 1y, str dung tai san trang thiét bi co quan.

™. UY BAN NHAN DAN
CHU TICH

Tran DPirec Thién
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