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

PHUONG HANG KENH Péoc lap - Tw do - Hanh phiic
S6:113/Qb-UBND Hang Kénh, ngay 3thang 1zdm 2024
QUYET PINH

Ban hanh Quy ché quén 1y, sir dung Tai sin cong

CHU TICH UY BAN NHAN DAN PHUONG HANG KENH

Can cit Ludt qudn 1y, sit dung tai san cong so 15/2017/QHI14 ngay 21 thang
06 nam 2017,

Can cir Nghi dinh 151/2017/ND-CP ngay 26 thang 12 nam 2017 cua Chinh
phii quy dinh chi tiét mét s6 diéu cia ludt quan 1y, sir dung tdi san cong;

Can cit thong tw s6 144/2017/TT-BTC ngay ngay 29 thang 12 nam 2017 ciia
Bé tai chinh hweong dan mét sé néi dung ciia Nghi dinh 151/2017/NP-CP ngay 26
thang 12 nam 2017 ciia Chinh phii quy dinh chi tiét mét sé diéu cua ludt quan 1y, siv
dung tai san cong;

Can cir Nghi quyét 17/2021/2018/NQ-HPND ngay 10/12/2021 ciia chii tich
HBPND Thanh phé Hdi Phong vé phdn cdp qudn Iy tai san céng thuge pham vi quan
ly ciia thanh phd;

Can cir quyét dinh sé 50/2017/0D-TTg ngay 31 thang 12 nam 2017 cua
chinh phu quy dinh tiéu chuan, dinh mitc sir dung mady moc thiét bi;

Xét dé nghi ciia bg phdn Vin phong - Thong ké va bg phdn Tai chinh - Ké
toan Ngan sach UBND phuwong Hang Kénh.

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh ndy “Quy ché quan 1y, sir dung Tai
san cong’. ’ 7

Piéu 2. Quyét dinh nay co6 hiéu luc ké tir ngay ky.

Piéu 3. Can b9, cong chirc, nguoi hoat dong khong chuyén trach, hop dong
thudc Uy ban nhan dan phuong chiu trach nhiém thi hanh Quyét dinh nay.

Noi nhén: TM. UY BAN NHAN DAN
_CT, PCT HPND phuong : .

- CT, cac PCT UBND phuong ;
- Toan the CBCC,CBBCC,CC, HD phuong ;
- Luu: VT.

Bui Dire Hieu



UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
PHUONG HANG KENH Poc lap - Tu do - Hanh phiic

QUY CHE QUAN LY, SU DUNG TAI SAN CONG
(Ban hanh kém theo Quyet dinh s6:113/0D-UBND ngay 31 thang 12 nam 2023 cua
Uy ban nhan ddn phuwong Hang Kénh )

CHUONG I
NHUNG QUY PINH CHUNG

1. Cac tir ngir tai Quy ché nay dwgc hiéu nhw sau

"Tai san cua co quan" 1a trang bi, thlet bi, may moéc, phuong tién, tru sé lam
viéc, nha hoi truong, tuong rio, san choi, giéng khoang, dat, cdy 1au nam..

"Tai san c6 dinh" (viét tit 1a TSCP) bao gdm cac tai san co glé tri tu
5.000.000 ddng tré 1én va c6 thoi gian st dung trén 1 ndm. Gom: dat dai, nha cira,
vat klen tric, may moc, thiét bi, phuong tién vén tai, cdy lau niam, cac loai ban
quyén phan mém.

"Cong cu dung cy" 1a nhiing tai san c6 gia tri nho dudi 5 tri¢u va thoi gian sur
dung ngan dudi 1 nam.

2. Nguyén tic quén 1y TSC tai co’ quan

Tai san co quan (Vlet tat 1a TSCQ) phai duoc quan Iy chat ché, s dung ding
muc dich, ché do, tiéu chuan, dinh murc, tiét kiém va co hiéu qua. Tuyét di khong
duoc sur dung tai sdn co quan cho muc dich ca nhan va muc dich khac.

Viéc quan ly TSCQ dugc thuc hién & cadc khau: mua sam, str dung, stra chira,
di€u chuyén, thanh 1y va phai lam dung theo quy dinh nay va cac quy dinh khac cta
Nha nudec.

TSCQ phai dugc theo ddi chi tiét trén s6 sach ké toan, hang nim ké toan tinh
hao mon va gié tri con lai cua ting loai TSCD theo ding quy dinh hién hanh.

TSCQ duogc giao cho tung ¢4 nhan, bo phan cu thé quan ly, str dung dé phuc
vu cong viéc chung. Viéc giao, nhan quan 1y tai san phai thyc hién bang van ban c6
xac nhan cua hai bén giao - nhan bang bién ban ban giao doi véi viéc giao nhan lan
dau hodc vao so theo doi tai san doi véi cac 1an chuyén giao ti€p theo.

Viéc mua sdm, stra chita va thanh 1y TSCD duogc thuc hién theo quy dinh Nha
nudce, dam bdo tiét kiém, chong lang phi.

Tai san ctia co quan khi mua vé phai dugc dua vao sir dung ngay. Tt ca cac
loai tai san sau khi mua sam, sua chita déu phai dugc nghiém thu bang van ban
trudc khi thanh toan va dua vao st dung.

3. Cac by phan, ca nhan quan ly, sir dung tai san c6 trach nhiém

Quan ly, st dung TSC theo dung quy dinh nay.



Thuc hi¢n ké hoach stra chira, bao dudng, cdi tao tai san theo quy dinh cua
Nha nudec.

Béao vé, gitr gin tai san dugc giao, khong dugc dé tai san that lac, hu héng,
mat mat.

Chiu tréc}} nhiém vé vat chét lién quan dén viéc hu hong, mat TSCQ do
nguyén nhan thiéu trach nhiém trong quan ly, sir dung TSCD.

B6 phan ké toan co trégh nhiém dinh ky kiqém tra viéc mua sam, quan ly, su
dung va thanh ly TSC thuoc Uy ban xa quan ly dé bdo cao Chu tich theo quy dinh.

Bdo dudng, stra chira tai san:
- Tai san chung cta co quan (nha lam vi¢c, ban ghé, may moc ¢ cac phong

hop, hoi trudng...) giao bo phan van phong quan 1y tham muu Chu tai khoan to
chtrc Bao dudng, stra chira.

- Ta1 san giao cho cac bd phan hay ca nhan ( may tinh xach tay, may tinh c4
nhan, dién thoai ban, may anh, may ghi am, may vi tinh, may in...) st dung thi bo
phan hay c4 nhan d6 tu quan 1y va phdi hop voi can bo ki thuat dé dé xuat Chu tai
khoan bao dudng, stra chira.

4. Phan cap thim quyén duyét mua siam, sira chira TSCQ

Truéc khi mua sim tai san, sua chira tai san, bao dudng tai san, phai c6 ke
hoach, to trinh, phiéu dé xuit va dugc Chu tai khoan phé duyét vao phiéu dé xuat
khi d6 cac bd phan phdi hop véi ké toan dé 1ap du toan.

Pbi véi nhitng TSCD khong con sir dung dé nghi thanh 1y hodc chuyén
nhuong phai do Chu tai khoan duyét.

Moi khoan chi phat sinh ngoai ké hoach phai dugc Chu tai khoan phé duyét.

Moi thu tuc thanh toan viéc mua siam, stra chita TSCD phai tudn theo quy
dinh hién hanh cua Nha nudc.

MUA SAM TAI SAN CONG
1. Lap ké hoach mua sim

Trén co s& du toan dugec UBND giao, cac bd phan, ca nhan dé xuit mua sim,
phai trinh chui Tai khoan phé duyét.

Déi y(’yi mua sdm 16n thi b phan van ph(‘)ng théng ké chiu :[réch nhiém téng
hop mua sam TSCD, cong cu dung cu theo ké hoach dugc duyét dé trang bi cho céac
b phan thugc UBND phuong.

Pbi v6i mua saim nho 1é thi bd phan chuyén mén chu dong 1am to trinh, phiéu
de xuat trinh chu tai khoan phé duyét.

2. Mua sam tai sian cong

Viéc mua sim TSCD, cong cu dung cu phai dugc tién hanh theo dang quy
dinh cua Nha nudc.

3. Thim quyén quyét dinh gia mua sim

- Chu tai khoan can ctr phiéu dé xuét, to trinh va b4o gia (tiy thudc vao mit
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hang) dé quyét dinh gia mua khong bt budc phai tham dinh gia.

- Chu tai khoan quyét dinh gi4 mua khong bat budc phai tham dinh gia doi
v0i tai san dugc mua toan b hoac mot phan tir nguon ngan sach nha nude co6 don
gia hodc téng gia tri dudi 10 tridu dong cho mot 1an mua sim va chiu trach nhiém
vé quyét dinh cta minh.

- Pbi véi tai san duge mua toan bd hodc mot phﬁn tur nguén ngan sach nha
nude c6 don gia hodc tong gia tri tir 10 triéu dong dén dudi 20 triéu déng cho mot
14n mua sdm thi ké toan phdi hop véi van phong chiu trach nhiém khéo sat gia thi
truong, tham muu Chu tai khoan cho ¥ kién trude khi mua sam.

- Pbi véi tai san duge mua toan bd hodc mot phﬁn tur nguén ngan sach nha
nudc c6 don gia hodc tong gia trj tir 20 triéu déng dén dudi 100 triéu ddng cho mot
1an mua sdm thi Chu tai khoan chi dao ké toan phdi hop véi vin phong khao sat gia
thi truong lap to trinh co quan tham dinh gia sau khi c6 két qua tham dinh gia thi
ké toan lap céac thu tuc mua sam trinh Chu tai khoan theo quy dinh ctia Nha nudc.

- Sau khi ddy du céc thu tyc trén nguoi dé nghi 1ap gidy dé nghi thanh toan
dugc chu Tai khoan duyét chj. Bo phan ké toan hoan thién cac thu tuc tiép theo dé
thanh toan cho don vi cung cap hang hoa.

- P6i véi tai san duoc cho, biéu ting can phai 1am bién ban tiép nhan va lam
thu xac 1ap Tai san.

CHUONG 11
QUAN LY, SU DUNG TAI SAN CONG VA CONG CU DUNG CU
1. Nguyén tic quan ly tai san

Moi tai san co quan déu duoc giao cho ca nhan, bd phan chiu trdch nhiém
quan ly, st dung, bao quan cuy thé. Ca nhan, bd phan dugc giao quan ly, st dung
bdo quan tai san co quan chiu trach nhi€m toan dién vé tai san do.

- Tai san trong cic phong hop, hanh lang phai c6 bién ban kiém ké chi tiét
tung loai tai san, danh gia chat luong tai san, giao cho bo phan tap vu quan ly.

- Viéc giao tai san cho bd phan, ca nhan quan 1y, str dung phai thuc hién bang
van ban (bién ban giao nhan).

2. Xt ly vi pham trong quéan ly, sir dung tai san

Viéc xem xét, xir 1y trach nhiém vat chat d6i véi cong chirc, vién chirc va
nhan vién (sau dy goi 1a nhan vién) lam mat mat, hu hong hodc gy ra thiét hai vé
tai san cua co quan phai cin cir vao 16i, tinh chit cta hanh vi gdy thi¢t hai, muc do
thiét hai tai san thuc té gay ra dé quyét dinh mtrc va phuong thirc bdi thuong thiét
hai, bao dam khach quan, cong bang va cong khai theo quy dinh hién hanh. Ngoai
ra con bi xur 1y ky luat theo quy dinh cta phap luat.

Tai san bi mat mat, hu hong, thiét hai do 15i ¢6 ¥ ciia nhan vién thi nhan vién
gdy mat mat, hu hong, thiét hai tai san phai bdi thuong toan bo gia tri thiét hai gay
ra. Néu tai san bi mat mat, hu hong, thiét hai do 16i vo ¥ cia nhan vién thi can ctr
vao timg trudng hop cu thé Chu tai khoan, ngudi c6 tham quyén quyét dinh mirc va



phuong thirc boi thudng. Truong hop thiét hai vt chat xay ra do nguyén nhan bat
kha khang thi nhéan vién lién quan khong phai chiu trach nhiém boi thuong.

Céan b9, cong churc gay ra thi¢t hai c6 trdch nhiém boi thuong thiét hai theo
quyét dinh ctua Chu tai khoan hodc cdp co tham quyén. Néu can bo, cong chirc
khong du kha ning boi thuong mot 1an thi s& bi trir 20% tién luong hang thang cho
dén khi boi thuong du theo quyét dinh ctia ngudi co tham quyén. Trudng hop can
bd, cong chirc gy ra thiét hai thuyén chuyén cong tac, nghi huu hay théi viéc thi
phai hoan thanh viéc boi thuong trude khi thuyén chuyén nghi huu hay thoi viéc;
néu khong du kha nang bdi thudng thi giao ké toan phdi hop voi co quan moi hodc
chinh quyén dia phuong noi can bg, cong chirc cu tra tlep tuc thu tién bdi thuong
cho dén khi thu du theo quyét dinh cta nguoi c6 thim quyén.

Truong hop co nhiéu can b, cong chirc cung lam mat mat, hu hong hodc gay
thiét hgi dén tai san cua co quan, don vi thi ho déu phai lién déi chiu trach nhiém
vat chat trén co s& muc do thiét hai tai san thuc t€ va mac do trach nhi€ém cta moi
nguoi.

Truong hop can bg, cong chirc ngay sau khi gy ra thiét hai c6 don xin ty
nguyén bo1 thub:ng thiét hai va duogc Chu tai khoé}n, nguoi c6 thim quyén dong y
bang van ban vé muc, phuong thirc va thot han boi thuong thi thuc hién theo quy
dinh cua phap luat.

CHUONG 111
QUAN LY VIEC TIEP NHAN, PIEU CHUYEN, KIEM KE,
PANH GIA LAI TAI SAN

1. Tiép nhin tai san

Khi dugc ngan sach nha nuéc cap Von hodc nhén vién trg bang tai san cong
ké toan ph01 hop céac don vi ¢o lién quan kiém tra tham muu Vin phong to chuc tiép
nhan tai san; mo sb theo ddi, t6 chuc quan 1y tai san cOng hach toan ké toan theo

dung quy dlnh hién hanh cta Nha nudc. Dé nghi c6 hd so diyd du va xac nhan
quyén sé hiru toan dan.

2. Kiém ké, thanh ly tai san

- Tai san chung trong cic phong lam viéc phai c6 bién ban kiém ké chi tiét
tung loai tai san, danh gia chat lugng tai san. Bién ban kiém ké dugc lap thanh 2
ban c6 xac nhan cia Chu tai khoan, van phong ,ké toan, c4 nhan st dung tai san do.

Kiém ké tai san 1a viéc can, dong, do, dém s lwong; xac nhan va danh gia
chat lugng, gla tri cua tai san, nguon von hién co tai thoi diém kiém ké dé klem tra,

d6i chleu v6i s6 lidu trong s6 ké toan. Viéc kiém ké phai phan anh dung thuc té tai
san, ngudn hinh thanh tai san.

To chirc kiém ké tai san hang nim vao ngay 31/12. T6 kiém ké gom: lanh dao
Vin phong, ké toan, thii quy, dai dién b phan tong hop, dai dién bo phan hanh chinh,.

Thuyc hién kiém ké theo quy dinh ctia Phap luat.

Sau khi kiém ké tai san, ke toan 1ap bao cao tong hop két qua klem keé.
Truong hop cd chénh 1éch giita sb liéu thuc té kiém ké véi sb liéu ghi trén s6 ké



toan, phai xac dinh nguyén nhan va phai phan anh s6 chénh léch va két qua xu ly
vao sO ke toan trudce khi 1ap bao cdo tai chinh.

Thuc hién dleu chuyen tai san cho don vi khac theo quyét dinh cta co quan
co tham quyén, ké toan ph01 hop Vo1 cac bd phan lién quan tham muu cho Chu tai

khoan t6 chirc ban giao tai san va thyuc hién hach toan ké toan giam tai san va von theo
dang quy dinh hién hanh cua Nha nudc.

Trong qua trinh sir dung tai séan, ké toan chiu trach nhiém tinh gia tri hao mon
tai san theo dung ché do tai chinh hién hanh.

CHUONG IV
BAO DUONG, SUA CHUA TAI SAN CO PINH
1. Mt s6 nguyén tic trong sira chira, biao duwéng TSCD
‘ Tat ca cac TSCD déu phai duoc sira chita, bao dudng dinh ky theo ding yéu
cau k¥ thuat cua ting loai tai san.

Vi¢e sura chita TSCD phai gin ]ién v6i hiéu qua kinh té cua tai san do,
nghiém cam truong hop khong c6 nhu cau su dung hodc sir dung khong c6 hi¢u qua
nhung van stra chira gay thiét hai cho ngan sach Nha nudec.

Nhiing tai san sau day khong duoc tién hanh sira chita:

- Tai san khong can dung, tai san cho thanh 1y.

- Kinh phi sira chita tai san bang hodc cao hon gia tri tai san do.

- Tai san qua cii ky, lac hau.

2. Quy trinh, thi tuc va trach nhiém sira chira TSCD

TSCD khi hu hong can stra chira thi bd phan, ca nhan truc tiép quan ly, sir

dung tai san bdo cao (bang phleu dé xuét) Chu tai khoan dé quyét dinh sira chira,
sau d6 phdi hop véi ké toan dé tién hanh sira chira .

Khi tring tu, stra chita 16n nha ctra, vat kién trac phai 1ap ké hoach trinh Chu
tai khoan dé 1ap to trinh bao cdo UBND huyén phé duyét méi dugc tién hanh sua
chira.

3. Quy dinh vé ché d6 bao duong TSCD

Cong tac bao dudng 13 kiém tra toan bo céac thiét bi dam bao an toan sir dung;
lam vé sinh may moc, v dau md... Viéc bao dudng cac thiét bi chuyén dung duoc
thue hién thong qua hop dong dich vu v61 don vi bao dudng chuyén nganh hodc do
co quan ty 1am néu dam bao yéu cau k¥ thuat theo quy trinh bao dudng.

Giao trach nhiém cho timg ca nhan, bo phan 1ap ké hoach bao dudng hay
thué ky thuat bao dudng cho tung loai tai san cu thé:

i v6i hé théng dién chiéu sang, hé théng nudce, cac thiét bi vé sinh, thong
qua cong tac kiém tra hang ngay, néu phat hién b1 hu hong phai kip thoi stra chita
thay thé.



CHUONG V
TO CHUC THU'C HIEN
Céan b, cong chirc, chuyén trach va nhan vién hop dong,Vin phong HDND
va UBND phuong Hang Kénh phai nghiém tac thuc hién quy dinh nay.

Tai san, cong cu, dung cu van phong tai cdc phong, giao cho cac ban nganh,
doan thé quan 1y va str dung, can b, cdng chirc caa ban nganh, doan thé sir dung
cua phong nao thi phai chiu trach nhiém quan ly cua Phong d6 va c6 y thirc bao
quan t6t tai san, thuong xuyén kiém tra, bao dudng may moc thiét bi.

Quan 1y, sur dung tdt tai san duoc xem 1a mét chi tiéu thi dua khi xét cac danh
hiéu lao dong cu6i nam.

Trong qua trinh thyc hién Quy ché nay co gi vuong mic dé nghi cac bd phan
ca nhan bao cao dé Chu tai khoan di€u chinh, b6 sung cho phu hop.

TM. UY BAN NHAN DAN
CHU TICH

Bui Duc Hiéu
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