
UBND THI XA-  BIM SON LONG HOA XA HO CHU NGHTA VIVT NAM 
CO QUAN UBND 	 DOc 14p - Ttr do - Hunh ph& 

Bim San, ngay Oj thang 01 n am 2018 

QUYET DINH 

Ban hanh Quy the quail 1ST, siir dung tai san cong 
ciia Co' quan UBND Thi x5 Bim Son 

THU TRU'ONG CO QUAN UBND THI XA-  BIM SON 

Can cir Lu4t Quanlf, sir dung tai san Nha ntrac so 09/2008/QH12, ngdy 03 thang 

6 nam 2008; 
Can cir Nghi dinh so 52/2009/ND-CP, ngdy 03/6/2009 dm Chinh phit ve Quy dinh 

n 	chi tiet va huang dan thi hanh mot so Dieu dm L4t quan ly, Su' citing tai san cua Nha 

nuoc; 
Can cir Thong to se; 09/2012-BTC-BTC ngay 19/01/2012 dm BO Tai chinh ve 

viec sira dOi Thong to so 245/TT, ngay 31/12/2009 quy dinh ve mot so not dung thtrc 
hi'en Nghi dinh so 52/2009/ND-CP, ngay 03/6/2009 dm Chinh phu ve Quy dinh chi 
tit va htrang dan thi hanh mot so Dieu dm Lu'4 quan ly, sir citing tai san cua Nha 

ntrac, 
Xet de nghi cua Chanh Van phong HDND&UBND Thi xa Bim San; 

QUYET DINH: 

Dieu 1: Ban hanh kern theo Quyet dinh nay la Quy the ve quan 1ST, sir dung tai 

san cong dm Co quan UBND Thi xa Bim San; 

Dieu 2: Quyet dinh nay có hieu luc ke tir ngdykT, 

Dieu 3: Cac Ong Chanh Van phong HDND & UBND thi xa, Throng cac phong 

ban, CBCC vien chirc ca quan UBND thi xa va cac don vi co lien quan chiu trach 

nhiem thi hanh Quyet dinh nay 

So: 160 /QD —CQ.UBND 

Nei nhem: 
- Nhu dieu 3; 
- Luu: Van phong. 

PHO CHU TICH UBND THI XA 
Mai Dinh Lam 
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UBND THI XA BIM SON LONG HOA XA. HOI CHU NGHIA VIET NAM 
C11 QUAN UBND 	 DOc 1ap - Tut do - Hunh phfic 

Bim Son, ngay thong nom 201 

QUY CITE 
Quin 1ST, sir dung tai sin cong cua cim Co quan UBND Thi xa Bim Son 

(Ban hanh kern theo Quy‘'t clinh so: 	/QD-CQ. UBND ngay thong nom 2018 
evict Thu truang ca quan UBND Thi xa Bim Son) 

Chuang I: NHUNG QUY DINH CHUNG 

Dieu 1. Muc dich xay dung quy die 
1.Tao quyen chu d9ng, thOng nhat trong guar' 17 sir dung, tai san cong ciia co 

quan UBND Thi xa Bim San 

2. Quail 13% va sir dung tai san cong dimg muc dich, có hieu qua, thgc hanh tiet 

kiem, ch9ng Fang phi va tieu cgc khac. 

3. Phat huy quyen lam chit tap the; Nang cao trach nhiem cua timg don vi, ca 

nhan trong quail ly va sir dung tai san cong. 

Dieu 2. Phum vi va dOi tuvng ap dung quy che 

1- Pham vi ap dung quy 
Quy che quan ly, sir dung tai san cong quy dinh viec quan 1)'/, khai thac sir dung 

try sof, tai san trang thiet bi trong ca quan UBND Thi xa Bim San , bao gom tru so 

lam viec va tai san khac gan lien vai Mt; quyen sir dung dot doi voi dot dung de xay 
dung tru so lam viec cua ca quan, to chirc, don vi; may nick, phircmg tien van tai, 

trang thiet bi lam viec va cac tai san khac do phap luat quy dinh. 

Viec quan 1ST, sir dung tai san cong khong thu9c pham vi quy dinh tai khoan 1 

Dieu nay dugc thgc hien theo quy dinh cua phap 1114 có lien quan. 

2- D9i tugng ap dung quy che: Toan the cong chirc va ngued lao d'9ng trong co 

co quan UBND Thi xa Bim San 
Dieu 3. Nguyen fAc wain 1Y, sir dung tai san cong 

1. M9i tai san cong deu dugc giao cho cac don vi, ca nhan quan ly, sir dung. 

2. Quan 17 ve tai san cong tai co quan UBND Thi xa Bim San dugc thgc hi'en 
thong nhat, có phan cong, phan cap di tham quyen, trach nhiem cua timg don vi, ca 

nhan trong ca quan; va trach nhiem phi hgp gifra cac don vi, ca nhan. 

3. Tai san cong phai dugc clan tu, trang bi va sir dung dung muc dich, tieu 

chuan, dinh muc, che d9, bao dam cong bAng, hi'eu qua, tiet kiem. 

4. Tai san cong phai lap va quan ly h9 so theo quy dinh cua phap luat, dugc 
hach toan, ghi chop day du ve hi'en vat va gia tri theo quy dinh cita phap luat, Viec 
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kiem ke, bao cao tinh hinh quasi ly va sir dung tai san, thank ly tai san theo dung 
phap luat ve ke toan- thOng ke. 

5. Tai san cong dirge bao dtro.'ng, sira chira, bao ve theo the dO, tieu chuan, dinh 
mirc kinh ky thuat quy dinh. 

6. Viec guar' VT, sir dung tai san cong dirge thgc hien cong khai, minh bach; m9i 
hanh vi vi pham the dO quail VT, sir dung tai san cong phai dugc xir VT kip thai, nghiem 
minh theo quy dinh cua phap luat. 

Dieu 4. Quyen, nghia vu ciia Thu truong co' quan UBND Thi xa Bim so'n 
trong quan 15r, sir dung tai san cong 

1. Thu truong co quan UBND Thi xa Bim son dugc giao quan ly, Su' dung tai 
san nha ntrac c6 cac quyen sau day: 

a, Chi dao to chirc thgc hien quail VT, sir dung tai san cong tai co quan; 
b, Xir ly theo tham quyen hoac trinh cap c6 tham quyen xir ly vi pham phap luat 

ve quan VT, sir dung tai san cong. 
2. Thu truong co quan dugc giao quan VT, sir dung tai san cong c6 cac nghia vu 

sau day: 
a) Ban hanh va to chic thgc hien quy the quail VT, sir dung tai san cong thuOc 

pham vi quan ly theo tham quyen; 
b) Chap hanh cac quy dinh cua phap luat c6 lien quan, bao dam sir dung tai san 

cong dUng muc dich, tieu chuan, dinh mire, the dO va hieu qua, tiet kiem, 
c) Chiu trach nhiem trtx6c phap luat ve viec quan VT, sir dung tai san cong thuOc 

pham vi quail VT. 

Thu truong co quan c6 trach nhiem chi dao, phe duyet viec cap, dieu dOng tai 
san cong; Chi dao Bo phan Ke toan mo so sach theo doi quan ly, khau hao tai san; 
Phe duyet ke hoach, de xuat bao duang dinh kST, bao &ang thuOng xuyen tai san theo 
dung quy dinh cua Nha ntro.c. 

Khen thuang kip thOi cac ca nhan, tap the trong cong tac quan ly khai thac sir 
dung tai san dung muc dich co hieu qua; phat hien xir VT kip thai nhang ca nhan sir 
dung tai san khong dung muc dich, coy lam hu hong tai san cong. 

Chanh Van phong, Ke toan truong c6 trach nhiem giup Thu truong co quan trong 
cong tac quail VT, sir dung tai san cong cua co.  quan; Huang an, theo doi, giam sat 
viec thgc hien quan VT sir dung tai san trang thiet bi cila co quan. 

Dieu 5. Trach nhiem cua cac Triro.ng PhOng, cá nhan trong quail 1157 va sir 
citing tai san cong 

1. Trach nhiOz va quy'e'n hgn cua Chcinh Van phong, Truc'Yng Phong (vie't tat la 
Truang phong) trong quan 4)5, sir dung tai san cong: 
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- Chiu trach nhiem trir6c Thu trirerng ca quan quan 1ST, sir dung tai san cong 
thu6c pham vi don vi minh quan VT; 

- T6 chirc quan VT, ban giao, phan cong trach nhiem cho tirng ngired quan ly, sir 
dung tai san cong trong not b6 don vi minh quail 

- T6 chirc thu h6i tai san khi cong chirc, ngired lao d6ng nghi huu hoc chuyen 
cong tac sang don vi khac. 

- Thir6ng xuyen kiem tra viec quail VT, sir dung tai san cong cua cong chirc va 
nguoi lao d6ng trong don vi; De xuat bao &rang, sira china theo quy dinh. 

2. Trach nhiOn cita ngithi span ly va sic dung tai san cong: 
- Chiu trach nhiem truck Tnrang phong \le tai san cong dirge phan cong quan VT, 

sir dung. 
- Quan 1ST, khai thac va sir dung trang thiet bi dimg muc dich, dat hieu qua, de 

xuat sira china kip died tai san khi c6 six c6 h6ng h6c xay ra. 
- Khong dirgc to y di chuyen tai san tin ph6ng nay sang phong khac, khong dugc 

cho thue, cho mugn hoc sir dung vao muc dich ca nhan. 
- Chiu trach nhiem den bu thiet hai khi de xay ra hu hong, mat mat do f6i chu 

quan cua minh. 

Dieu 6. Trach nhi4'm cim Bo ph4n Ke toan trong quan 13'7 tai san cong 
1345 phan Ke toan co trach nhiem thgc hien cac cong viec sau: 
1. Lap, quan ly, luu trill-16 so tai san cong cua co quan theo quy dinh cUa phap 

luat ve ke toan, th6ng ke va cac quy dinh khac cua phap luat c6 lien quan. 
2. Tai san nha nuov phai &lac hach toan kip th6i, day du ca v'e hien vat va. gia 

tri theo quy dinh cua phap luat ve ke toan, th6ng ke. 
3.T6ng hgp bao cao dinh kY hang nam, bao cao d6t xuat khi co quan quan ly 

0.1) 	cap tren yeti cau. 
4. Thgc hien viec kiem ke, bao ca.() s6 ltrang, gia tri, tinh hinh quan 1ST, sir dung 

tai san nha mr6c thu6c pham vi quan 1ST theo quy dinh cua phap luat. 
Dieu 7. Cong khai viec quail 157, sir dung tai san cong 
Thgc hien cong khai viec quan VT, sir dung tai san theo quy dinh tai Dieu 26, 

Luat Quan 1ST, sir dung tai san nha ntrac nam 2008, g6m: 
1. Cong khai tinh hinh thgc hien the d6 quail VT, sir dung tai san cong. 
2. Cong khai viec mua sam, dau to xay dung, sir dung tai san nha nu6c thu6c 

pham vi quan 
Dieu 8. Cac hanh vi bi nghiem cam 
1. Lgi dung, lam dung chirc vu, quyen han chiem doat tai san cong dugi moi 

hinh thirc. 
2. Co y lam trai cac quy dinh cua Nha nirac v'e quan 1ST, sir dung tai san cong. 
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3. Sir dung tai san cong khong dUng flux dich, tieu chuan, dinh mire, the dO; sir 
dung tai san cong lang phi hoac khong sir dung tai san dugc giao gay lang phi; sir 
dung tai san cong de kinh doanh trai phap lust. 

4. Huy hosi hoac coy lam hu hong tai san cong; chiem giir, sir dung trai phep 
tai san cong. 

5. Thieu trach nhiem trong quan ly de xay ra vi pham phap lust ve quan ly, sir 
dung tai san cong. 

6. Khong thtrc hien hoac thuc hien khong day du nghia vu doi veri Nha nu& 
trong quan ly, sir dung tai san cong. 

Chuang II: NHU'NG QUY DINH CU THE 
Mtic I: MUA SAM, TRANG BI, SeA 	BAO DU'ONG TAI SAN CONG 
Dieu 9. Mua sam, trang bi tai san cong 
1.Viec mua sam tai san cong can dr vao tieu chuan, dinh mire sir dung, kha 

nang ngu6n kinh phi dugc cap, nhiem vu dugc giao va nhu cau sir dung trang thiet bi, 
tai san cong cua cac dan vi va cong chine, nguoi lao Ong trong ca quan. 

2. ThU truang ca quan UBND thi xa Bim San can dr vao tinh hinh du toan ngan 
sach dugc giao, tieu chuan, dinh mire va ke hoach de xudt cua cac dan vi, ca nhan de 

guy& dinh mua sam, trang bi mai, dieu chuyen tai san trang bi trong not bo ca quan 
dam bao khai thac sir dung tai san dung muc dich dat hieu qua, tranh lang phi. 

3. Viec mua sam tai san cong dugc thuc hien cong khai, minh bach, theo dUng 
trinh ttr, thu tuc do phap lust ve clan thau va phap lust có lien quan quy dinh. 

4.Tai san mua sam phai dap dng dugc cac thong s6 k-y thu4t, chUng loai quy 
dinh, dam bao chat lugng, hieu qua sir dung, dam bao mai 100% va có xudt xir ri5 
rang. 

5. Nhan tai san do ten cap mai, cap 13,6 sung, dieu chuyen tin cac dan vi khac. 
6. Hang nam, cac dan vi can cir vao thuc to va nhu cau trang bi, kha nang tai 

chinh cua ca quan lap ke hoach de xudt mua sam, sira chira lan TSCD chuyen Van 
phong tong hgp (Viet eat la Van phong) de tong hgp, bao cao ThU tnrang ca quan 
guy& dinh. 

Tuy theo so lugng, chUng loai ma ap dung hinh thine mua sam phi' hop \Tali cac 
quy dinh cua nha nuac hien hanh ve mua sam tai san cong. 

Dieu 10. Ban dtro'ng, sira china tai san cong 
1. Ili san cong tai ca quan phai dugc kiem tra, bao duang, sira china theo dung 

the dO, tieu chudn, dinh mire kinh to -1(57thuat. 
2. Kinh phi bao duang, sira chila tai san cong do ngan sach nha nuerc bao dam 

theo quy dinh cua phap lust ve ngan sach nha !mac. 
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Muc II: THU HO1, DIEU CHUYEN TAI SAN CONG 
Dieu 11. Thu hoi tai san nha nuerc 
1. Thu hOi tai san cong la viec Thu truong co. quan quyet dinh thu lai tai san 

cong nhu: xe o to, xe mo to, may moc, thiet bi truyen dan, trang thiet bi lam viec va 
cac tai san khac da giao cho cac don vi trix thuOc quail VT, sir dung. 

2. Tai san cong bi thu hoi trong cac truong hop sau day: 

a) Khong sir dung; 
b) Sir dung sai muc dich, vugt tieu chuan, dinh mirc, the dO; 

c, Don vi dirge giao quan VT, sir dung to nguyen tra lai; 
d, Cac truong hop khac theo quy dinh cua phap 10t. 

3. Tai san cong bi thu hOi dirge dieu chuyen theo quy dinh tai Dieu 9 cila Quy 
the nay hoc &roc ban theo quy dinh tai Dieu 10 dm. Quy the nay. 

4. Tham quyen quye't dinh thu hoi tai san cong la nha, &At cua cac VKSND 
qu4n, huyen trix thuOc thgc hien theo quy& dinh cua Vien truong VKSND tOi cao. 

Dieu 9. Dieu chuyen tai san cong 

1. Dieu chuyen tai san cong la viec Thu truong ca quan guy& dinh dieu chuyen 
7, tai san cong nhu: xe mo to, may mOc, thiet bi truyen dan, trang thiet bi lam viec va cac 

tai san khac gifra cac don vi, ca nhan tivc thuOc. 

2. Tai san ding &roc dieu chuyen trong cac truong hop sau day: 

a, Tin not thira sang nai thieu theo tieu chua'n, dinh mirc sir dung tai san cong 
theo quy dinh; 

b, De mang lai hieu qua sir dung cao han; 

c, Cac truong hop khac theo quy dinh cua phap 

Muc III: THANH LY, BAN, TIEU HUY TAI SAN CONG 
Dieu 10. Thanh 1S.T tai san cong 
1. Tai san cong dirge thanh ly trong cac truong hop sau day: 
a, Tai san het han sir dung; 
b, Tai san bi hu hong khong the sir dung dugc hoc viec sda data khong có 

hieu qua; 

c,Tru so lam viec ho;dc tai san khac gan lien voi dAt phai pha don theo quy& dinh 
cua ca quan nha nuov co tha'm quyen; 

d, Cac trueng hop khac theo quy dinh cua phap luat. 
2. Thdm quyen quyet dinh thanh VT tai san cong la nha ddt, o to theo guy& dinh 

dm Chit tich UBND Thi x'a; 
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3. Phucmg thirc thanh 
- Ban tai san; 
- Tieu hity (Pha dO, huy b6). 

Viec thanh ly theo hinh thirc ban tai san cong dugc thirc hien cong khai, theo 
co the thi truong. 

4. Sau khi tin hanh kiem ke tai san theo khoan 1, Dieu nay, thi B6 phjn ke toan 
ljp danh sach c6 van ban de nghi thanh 

H6 so thanh ly de nghi g6m: 
+ Van ban de nghi thanh VT; 

+ Bien ban kiem tra hien trang tai san cong c6 cac thanh vien H6i d6ng thanh ly 
ky xac nhjn, g6m: Thu truong don vi quan VT, sir dung tai san cong; dai dien Ban chap 
hanh Cong doan co s6'; Van Phong; Phong Th6ng ke (net' tai san la may vi tinh, may 
in, may anh va cac thiet bi cong nghe thong tin khac). 

+ Danh muc tai san de nghi thanh 
5. Tien thu dugc tit viec thanh ly tai san cong, sau khi trii cac chi phi hop VT lien 

quan den viec thanh ly tai san cong dirge quan VT, sir dung theo quy dinh cua phap 
lujt. 

Dieu 11. Ban tai san cong 
1. Ban tai san cong la viec Thu truang co quan chuyen giao quyen sa hal tai 

san cong nhu: may moc, thiet bi truyen an, trang thiet bi lam viec va cac tai san khac 
cho to chirc, ca nhan de nhjn khoan tien tuang Umg. 

2. Tai san cong dirge ban trong cac twang hop sau day: 
a) Khong con nhu cau sir dung hoac viec sir dung khong c6 hieu qua, trir truong 

hop tai san khong dugc ban theo quy dinh cua phap lujt; 
b) Cac truong hgp khac theo quy dinh cua phap lujt. 
3. Viec ban tai san cong dugc thirc hien cong khai, theo co the thi truong. 
4. Tien thu dugc tir viec ban tai san cong, sau khi trix cac chi phi hop ly lien 

quan den viec ban tai san cong dugc quan VT, sir dung theo quy dinh cua phap lujt. 
Dieu 12. Tien huST tai san cong 
1. Tieu huST tai san cong la viec Thu truong co quan guy& dinh xoa 1)6 sir ton 

tai cua tai san cong. 
2. Tai san cong bi tieu huY theo quy dinh cua phap lujt ve bao ve moi truong va 

cac quy dinh khac cua phap luat. 
3. Tham quyen guy& dinh tieu huY tai san cong dirge quy dinh theo phan cap 
4. Kinh phi tieu huST tai san cong do ngan sach nha nu6c bao dam. 

Muc IV: TRACH NHICV1 CUA CAC DON VI, CA NHAN TRONG QUA 
TRINH QUAN LY, Sfr IDLING TAI SAN CONG 
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Dieu 13. Quin 1ST tru siY lam AO, he thiing dqn thip sang, va may phat dqn 

1. C6ng chirc, ngueri lao dOng c6 trach nhiem bao quan tru so lam viec dm co 
quan sach Op, dung quy dinh; Thgc hien nghiem bac cac quy dinh ve ph6ng chay, 

china chay. 
2. Phi Chanh van piling phu trach B9 phan Hanh chinh- Quan tri ce, trach 

nhiem quan VT an toan luoi dien cho toan co quan, bi tri du anh sang cho cong chirc, 

ngueri lao d9ng lam viec; Thuc hien cac bien phap phong chay, china chay trong co 

quan; quan VT he thing nuerc dm co.  quan. 
3.M9i cong chirc, ngueri lao d'9ng thgc hien ra khoi phong, het gier lam viec tat 

tat ca cac thiet bi dien khOng can thiet; Sir dung nuarc sinh hoat cUa co quan hop 1y va 

tiet kiem. 
4. Can b9 phu trach dien nu& cilia co quan co trach nhiem quail ly, kiem tra va 

sir dung he thing dien cua co quan, van hanh may phat dien khi c6 nhu call; 

Dieu 14. Quin ly va sir dung may photocopy 
1.Cac don vi, ca nhan dugc giao nhiem vu quan VT va sir dung may photocopy 

phai c6 trach nhiem: 

a) Photo cac loci tai lieu kip theri du so luting, dam bao chat luting. 

b) Tai lieu photo phai in 02 mat giay (trir trueng hop c6 yeu can khac). 

c) Ma s9 sach theo doi chi tiet cac not dung sau: 

- Theo d'Oi v'e sir dung giay in (bao gom so van ban cia photo cho cac loaf tai 

lieu cua phong). 
-Thgc hien the d9 bao diro'ng may thuerng xuyen, dinh k3T. 
d, Tang cirerng sir dung van ban dien tir, han the photo van ban giAy khong can 

thiet gay lang phi; tiet kiem chi phi in an, hao mon hu h6ng may photocopy. 

O'N 

	

	2.Cac Phing co tai lieu can photo tai Bo phan Hanh chinh- Quan tri thu9c Van 

phong c6 trach nhiem: 
Tinh toan chi tiet cac loci van ban, mau bieu can photo; so luting tong loci van 

ban, tranh in thira, lang phi. Thuc hien dung viec thanh toan chi phi photo theo Quy 

the chi tieu not b9 dm co quan UBND. 
Khi tai lieu dugc photo xong, nguoi nhan lai van ban phai ky xac nhan (ve ngdy, 

thang, not dung, so luting) vao s9 theo doi dm can b9 photo de lam can cu thanh 

quyet toan. 
3. Trach nhiem dm. B9 phan Hanh chinh- Quail tri: 
- Du tru so luting giay, muc sir dung hang thang de tong hop c6 ke hoach mua 

sam Wet kiem. 
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- Nhan vien photo dm Van phong phai nang cao trach nhiem quan ly, sir dung 
may photocopy dugc giao; Kh8ng de ca nhan khac kh8ng c6 nhiem vu toy sir dung 
may photocopy. 

Khi nghi phep, nhan vien photo phai ban giao may photocopy cho Lanh dao Van 
phong de phan cong nhan vien khac biet sir dung may photo quan 1Y, sir dung. 

- Tai lieu photo phuc vu cac chucmg trinh, dg an c6 kinh phi rieng. Bo phan Ke 
toan ding vgi cac Phong tinh toan cu the timg loci tai lieu d6 dua vao guy& toan theo 
cac not dung dm cac chucmg trinh, dg 

Dieu 15. Quin 1ST, sir dung may vi tinh, may in va cac thiet bi tin hue 
1.Trach nhiem cua ca nhan, don vi dugc trang bi may vi tinh, may in va cac thiet 

bi tin hoc khac: 
- Quan ly va sir dung tai san col-1g c6 hieu qua, thgc hien tot the do bao &ang, sir 

dung may. 
- Khi c6 si co, don vi quan VT va sir dung may moc phai lam phieu de xuat gui 

Van phong; Van phong c6 trach nhiem phi hop vgi BO phan Quan tri mang va phu 
trach CNTT, cac 13O phan c6 lien quan de kiem tra cac may m6c c6 six co hong. Neu 
can thiet thay the, sira chila, Van phong trinh Thu tnxang ca quan duyet de tri'en khai 

thuc hien. 
- KhOng sir dung may vi tinh, may in vao cac viec rieng, ca nhan nhu: Tro choi 

dien tir; danh may, in an cac tai lieu phuc vu cong viec rieng. 
2. Cac don vi chi dugc ket not may vi tinh vao he thOng mang not bO, mang 

Internet dm co quan khi c6 phe duyet cila Thu trugng co quan; 1\46i Ph6ng phai de it 
nhat 01 may vi tinh khong ket not vao mang de soan thao tai lieu met. 

3. BO phan Quan tri mang va phu trach CNTT c6 trach nhiem: 
- Kiem tra, hugng dan cac don vi cai det phan mem dimg chung; quan ly va sir 

dung he the;ng mpg not bo, mpg Internet, trang thong tin dien 
- Kiem tra, sira chira cac may vi tinh, may in va cac thiet bi cong nghe thong tin 

de de xuat Thu trugng ca quan, thanh ly hoec tieu huy tai san theo quy dinh; 
- Tham gia Hoi d6ng kiem ke, thanh ly khi c6 cac thiet bi lien quan den may vi 

tinh, may tin va cac thiet bi tin hoc khac. 
- Tham gia nghiem thu cac may vi tinh, may in va cac thiet bi cong ngh'e thong 

tin khac dung chimg loaf, tieu chuan kinh te- k"y thuat, xuat xir theo hop &Ong da l(ST 
(Khi Thd truang co quan yeu cau). 

Dieu 16. Quin 1S,  va van hanh cac he thong mang not bO, 'nun Internet, 
thiet bi truyen hinh truv tuyen va trang thong tin di0 tir 	quan 

BO phan Quan tri mang va phu trach CNTT c6 trach nhiem, nhiem vu sau day: 
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, 1, Quan va van hanh có hieu qua cac he th6ng mang not 130, mpg Internet, 
thiet bi truyen hinh tivc tuyen va trang thong tin dien tir cua ca quan. 

2, Quan ly, kiem tra va de xuat Thd truerng Ca quan cho phep cac don vi, ca nhan 
ket n61 may tinh vao he thOng mang not bO; he th6rig Internet; cap hOp thu dien tir 
cong vu cho cac dan vi, ca nhan; cap va quan ly tai khoan truy cap tren trang thong tin 
dien tix cho cong chirc trong ca quan; quan ly cong tac bao mat tren he thOng mang do 
ca quan quan 

3,Sir dung có hieu qua trang thiet bi thong tin dien tir, may anh, may quay phim, 
may scaner vao cong tac thong tin tuyen truyen cita ca quail; Quay phim, chup anh va 
xay dung market tai cac Hoi nghi, I-10i thao, BuOi Le \Ta giao ban -Ulm tuyen. 

4, De xuat Thu truang ca quan cac bien phap nang cao chat luting hoat dOng cua 
cac thiet bi cong nghe thong tin; phong ch6ng Virus, an ninh mang trong pham vi ca 
quan. 

5, Huerng dan cac dan vi tang cuong Ung dung cong nghe thong tin vao cong tac 
quan VT chi dao dieu hanh, gop phan cai cach hanh chinh, tiet kiem chi phi hanh chinh. 

6. Cap nhat, scaner cac van ban dien tir do cac Phong chuyen den len trang thong 
tin dien tir cua ca quan trong \Tong 08 gier lam viec, ke tix khi nhdn van ban, de phO 
bien kip thoi cho cac don vi, ca nhan thuOc Ca quan UBND thgc hien. 

Dieu 17. Quin 15rsir dung may dieu hoa nhi?t do 
1. May dieu hod nhiet dO dirge rdp ddt tai cac phong lam viec cUa lanh dao 

UBND, phong hop, phong giao ban, hOi twang va cac phong lam viec ; 
2. Viec sir dung may dieu hod nhiet dO phai dam bao hop ly dat hieu qua. Mila he 

chi sir dung may dieu hod vao cac ngay khi hdu nOng tren 30°C. 
Van phong chiu trach nhiem to chirc viec theo doi quan VT, sir dung may dieu hem 

cua cac dan vi. Moi cong chdc, nguari lao dOng trong ca quan thuc hien to giac, ti6t 
kiem cac khoan chi phi trong ca quan. 

Dieu 18. Quin 1ST phong lam viec, phi ung tin lam viec tai phong lam viec 
1.Chanh Van ph6ng can cir vao so luting bien the cua cac don vi de tham muu 

cho Thu twang ca quan duyet 13,6 tri so luting phong lam viec cho cac don vi trong ca 
quan. 

2.Cac Twang Phong chiu trach nhiem 1)6 tri ph6ng lam viec cho cong chirc va 
nguei lao &Ong trong dan vi; ban giao cac phuang tien lam viec cho cong chdc, ngueri 
lao dOng trong dan vi minh quan ly va sir dung; Thu h'oi tai san khi cong chirc, nguoi 
lao dOng nghi huu hoc chuyen cong tac sang don vi khac. 

3. Tat ca cac tai san trang bi tai cac phong lam viec cda cong chirc, nguari lao 
dOng phai co bien ban giao nhdn cho ngired truc tiep sir dung va Truamg phong, BO 
phdn ke toan phai mar so sach theo dOi ho so tai san cu cac phong lam viec. 
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4. Cong chirc, nguei lao d6ng khong dugc toy chuyen tai san cong tix phOng lam 
viec nay sang phong lam viec khac khi chug c6 sur dOng 3'T dm Truong phong quan 13'f. 

Dieu 19. Quin 1ST va sir dung cong trinh cong cong 
1. Tai san, cOng trinh cong cong bao 

a, Phong khach; 
b, Phong h9p, hoi trueng; 
c, Cac cong trinh cong cong khac; 
d, He the -1g phong chay china chay; 
e, He thOng ntrac; 
d, Cay canh. 

2.Trach nhiem cua B6 phan Hanh chinh- Quan tri, Van phong: 
a, Quan 157 toan b6 cac cong trinh cong cong neu tai Khoan 1, Dieu nay; 
b, Mua sam day du, bao throng, sira chila cac trang thiet bi cho cac cOng trinh 

cong cong de phuc vu tat nhat cho viec sir dung; 
c, Giao viec quail 1T cac cong trinh cong cong tren cho cong chirc, nguei lao 

d6ng chiu trach nhiem quart 15T, sir dung tai san va phuc vu khi c6 yeu cau; 
d, Phuc vu tot cac buOi lam viec, Wei) khach ctia lanh dao UBND, cac cu6c hop, 

hOi nghi, tiep khach cila co quan. Dam bao chu dap, lick sg, an toan, ve sinh. 
e, Ph6 Van phong phu trach Bo phan Hanh chinh- Quan tri c6 trach nhiem gidp 

Chanh Van phong quan ly, kiem tra don dOc cong chirc, ngtrei lao d6ng trong dan vi 
quan ly, sir dung tai san, cong trinh cong cong cua ca quan c6 hieu qua, tit kiem. 

3.Trach nhiem cua ca nhan, dan vi sir dung cac cong trinh cong cong 
a, Sir dung h6i trueng: Khi c6 h6i nghi, h6i thao phai sir dung h6i trueng, chive 

sir phan cong dm Thu truang ca quan giao cho Phong chuyen mon chu tri tr?c tiep 
lien quan den nghiep vu cua ph6ng phai bao trirov 02 ngay de lanh ciao Van phong xep 
lich cong tac va cling phOi hgp chuan bi hOi tnxerng, phong hop (loa, am ly, khciu 
ban ghi, ve sinh...). 

b, Sir dung phong h9p: Cac Phong, cac to chirc dang, doan the c6 nhu cau sir 
dung phong h9p phai bac, truck lanh ciao Van phong 02 ngdy (trir trtrang hop clot 
xu at) a xep lick va chuan bi phong hop dugc chu dao. 

4.Quartl ,  va bap quan cac thiet bi phong chay, chila chay 
a, Van phong thuerng xuyen phOi hop \Teri Phong chay china chay thi xa de dugc 

sir giup der'  ve ky thuat, tieu chuan, dinh mire cac trang thiet bi phong chay china chay. 
b, Hang nam c6 ice hoach to chirc tap huan nghiep vu phong chay chlra chay cho 

cong chirc, nguei lao &Ong trong dan vi. 
c,Mua ssarn day di' cac thiet bi phong chay chlra chay theo dung thiet ke ky 

thuat. Bao duang thireng xuyen cac thiet bi da c6. 
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d, Cac phong lam viec, kho ltru trir, cac cong trinh cong cong... phai dugc 13,6 tri 
sap xep hop 1Y. Kiem tra thuong xuyen tat ca cac logi thiet bi dien, khong de xay ra 
chay, chap dien. Khong but thu6c hoc dung lira tuY tien dam bao tuyet d6i an toan ve 
cong tac phong chay, chila chay. 

Dieu 20. Quin ly, sir dung xe Otto cong, xe mo to cong phuc vu cong tac 
Viec quan 1Y, sir dung xe 0 to cong, xe mo to cong ap dung theo Quy the chi 

lieu not bo ve quan ly va sir dung 0 to cong, mo to cong cua Ca quan UBND Thi xa; 

Chanh Van ph6ng, Ke toan truong chiu trach nhiem giUp Thu truong ca quan, 
sir dung xe oto cong; Cdp phat, tam img va thanh toan nhien lieu theo &mg quy dinh. 

Dieu 21. Dinh link sir dung trang thiect bi trong phong lam viec 
Phong lam viec cua Lanh dao UBND, Trirefng, Ph6 cac ph6ng ban chuy'en mon 

cac cong chirc khac va ngithi lao Ong dugc cap phat cac 6 dung va thiet bi phuc vu 
cho cong tac, dam bao du theo the dO hien hanh cua Nha nu6c, Nganh va dieu kien 
kinh phi tiet kiem dugc cua dan vi. 

Cac dung cu thu6c vat re tien mau h6ng dugc cap phat lai, nhung trang thiet bi 
thu6c tai san c6 dinh hok vat dung lau ben cac ca nhan dugc cap phat phai c6 trach 
nhiem bao quan va sir dung dung muc dich, net' quan 1y sir dung de xay ra mat hok 
hu hong do 16i chu quan cua ca nhan thi phai boi thu6ng; neu do 161 vo Y, ngir6i quan 
1Y, sir dung tai san cong phai c6 to trinh Thu truong ca quan phe duyet de sua china 
hoac mua sam 

Dieu 22. Quin ly, sir dung phtro'ng tien thong tin lien lac 
1.Dinh mtic sir dung dqn thoui: thgc hien theo Quy the chi tieu not 
- 136 phan Hanh chinh- Quan tri c6 trach nhiem quan ly, theo dO'i viec sir dung 

may dien thoai lAp dat tai Van phong, khi can thiet se mo so theo doi, dang kY cac 
cu6c g9i di cila tong 

- Cac dan vi, ca nhan dugc trang bi dien thoai phai quan ly sir dung dien thoai 
tiet kiem, hi'eu qua. Neu s6 may dien thoai nao g9i vugt mire quy dinh tren thi phdi to 
thanh toan plfan vugt qua theo quy dinh, trir cac truong hgp d4C biet not dung cac 
cu6c g9i phuc vu that su cho cong viec, thi dugc thanh toan vao ngu6n kinh phi. 

- Cac ca nhan dugc trang bi may dien thoai di d6ng cong c6 trach nhiem bao dam 
thong tin lien lac de phuc vu cong tac quan 1Y, chi dao dieu hanh cua Lanh dao UBND 
Thi xa. 

2.Sir dung may FAX (Do 130 ph4n van tint sir dung va plan ly) 
May FAX dugc sir dung vao cac cong viec can thiet cua dan vi, khi cac dan vi 

c6 nhu cAu sir dung may FAX phai dugc su dong Y dm Thu truong ca quan (hok 
Chanh Van phong). 

Dieu 23. Quail ly sir dung tai san co dinh (TSCD) 
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1.130 phan Ke toan giiip Thu truang co quan mo so theo doi TSCD, tinh khau 
hao TSCD theo quy dinh, hang nam giUp HOi clang kiem ke tai san dm co quan tien 
hanh kiem ke tai san, danh gia chat luting tai san, tham muu giup Thu trirang co quan 
thanh lap HOi clang thanh ly tai san va to chirc thanh ly TSCD da het thai gian sir dung 
hoac hu hong khong con sir dung dugc theo quy dinh. 

2.Van phong tin hanh vi'ec bao difang thirang xuyen, bao duOng dinh ky d'ai 
voi timg loci tai san dam bao dung quy dinh, &mg the dO tieu chuan dinh mirc do co 

quan Nha nuerc c6 tham quyen ban hanh. 
3.Dai voi cong chirc, nguai lao dOng dugc giao quail. 1Y, sir dung tai san c6 trach 

nhiem van 1Y, sir dung tai san dugc giao vao dUng muc dich va hi'eu qua. Khi xay ra 
su co hu h6ng phai bao cao kip thai voi lanh dap Van phOng de trinh ThU truang co 
quan phe duyet cho sira chua hoac thay the kip tiled. 

Neu trirang hap bi mat phai bao cao kip thai Thu truang co quan de giai quyet 

theo quy dinh hien hanh. 
Dieu 24: Quin 1ST Tai san aura sir dung, tai san eh& thanh 1ST 

1.Cac tai san cong mua sam mai chua sir dung; tai san cong cha thanh ly (cha 
ban, cha 114) nhu: cac may mac, vi tinh, may in, am ly, loa va thiet bi khac phai dugc 
nhap Kho cua Van phong do Thu quy- Thu kho quail ly theo quy dinh. 

2.Cac don vi quail ly va sir dung tai san cong cha thanh 1Y c6 trach nhiem nap lai 
tai san cong cho Van phong (Thu kho- Thu quy) theo quy& dinh dm Thu truang co 

quan. 
3. BO phan Ke toan c6 trach nhiem theo doi bin dOng cua tai san cong chua sir 

dung, cha thanh ly theo quy dinh cua phap lust. 
Chuang III: TO CHeC THIXC HIVN 

tr4) 	
Dieu 25: Thanh tra, kiem tra 
Chanh van phong HDND&UBND c6 trach nhiem to chirc thanh tra viec chap 

hanh the dO quan 1Y, sir dung tai san cong dm Co quan UBND thi xa; 

Dieu 26: Khen thuiYng, ky lust 
1. Cong tac quan 1Y, sir dung tai san cong la mot tieu chi khi xem xet thi dua khen 

thiremg cua cac don vi, ca nhan dugc giao quan ly sir dung tai san cong ciia co quan. 
2.Nguai c6 thanh tich, hoac phat hien vi pham trong quan ly va sir dung tai san 

cong gay thiet hai cho don vi thi dugc khen thirorng theo the d'O. 
3. Tap the, ca nhan vi pham Quy the nay gay that thodt, thiet hai thi phai bai 

thirang; Thy theo tinh chat, mix dO vi pham se bi xir ly kY lust hoac bi truy cuu trach 
nhiem hinh su theo quy dinh cua phap lust. 

Dieu 27: Dieu khoan thi hanh 
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Quy the nay có hi'eu 1rc ice -UT ngay 14. Cac quy dinh truck day trai veri Quy the 

nay khemg có hi'eu lgc thi hanh. 
Cac ong (ba) Chanh Van phong, Tru&ng Phong TCKH, cac Truc'mg Phong, Ke 

toan truong va cac ca nhan có lien quan có trach nhiem trien khai thgc hien Quy the 

nay. 
Trong qua trinh thgc hien Quy the nay, neu gap kho khan, vuong mac, cac Phong 

phan anh ve Chanh Van phong de tong hop, trinh Thu truong co quan co quan UBND 
Thi xa Bim Son xem xet quy& dinh viec sua d6i, b'O' sung hoac thay the Quy the cho 

phil hop]. 

Mai Dinh Lam 
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