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UBND TINH CAOQ BANG CONG HOA XA HOI CHU NGHiAQIET NAM
BAN DAN TOC Déc lap - Tw do - Hanh phiac
Sé6: 33 /QP-BDT Cao Bang, ngay /thang 01 nam 2023
QUYET PINH

Vé viéc Ban hanh Quy ché quan 1y, st dung tai san céng nim 2023

TRUONG BAN DAN TOC TINH CAO BANG

Can cur Ludt quan Iy, su dung tai san cong ngay 21 thang 6 nam 2017,

Can cur Nghi dinh 151/2017/ND-CP ngay 26 thang 12 nam 2017 cua Chinh
phu quy dinh chi tiét mét so diéu cia Ludt quan Iy, su dung tai san cong;

Can cir thong e s6 144/2017/TT-BTC ngay 29 thing 12 nam 2017 ciia B
Tai chinh huéng dan mét so néi dung cua Nghi dinh s6 151/2017/ND-CP ngay
26/12/2017;

Can cir Nghi quyét sé 05/2018/NO-HDND ngay 12 thang 7 nam 2018 clia
HGgi déng nhdn ddn tinh Cao Bang Ban hanh Quy dinh phdn cap quan Iy, sur dung
tai san céng trén dia ban tinh Cao Bang;

Can cur Quyét dinh sé 32/2018/OP-UBND tinh ngay 19 thang 10 nam 2018
vé quy dinh phén cdp quan 1y, si dung tai san cong trén dia ban tinh Cao Bang;

Can cir Quyét dinh sd 25/2020/0D-UBND ngay 30/10/2020 ciia Uy ban
nhdn ddn tinh Cao Bang sua doi bo sung khoan 2 dieu 4 Quy dinh phdn cap quan
Iy, sir dung tai san cong trén dia ban tinh Cao Bang kém theo Quyét dinh so
32/0P-UBND ngay 19/10/2020 cuia Uy ban nhdn dan tinh Cao Bang;

Can cir Quyét dinh sé 06/2022/QOD-UBND ngay 18 thang 3 nam 2022 cua

Uy ban nhan dan tinh Cao Bdng Ban ‘hanh quy dinh chirc nang nhiém vu, quyén
han, co cau té chire ciia Ban Ddn téc tinh Cao Bang;

Can cir Bién ban Hoi nghi cong chure, nguoi lao dong ngay 06 thang 01 nam
2023,

Xét dé nghi ciia Chanh van phong va Ban chdap hanh Céng doan Ban Dén
foc.

QUYET DINH:

Piéu 1. Ban hanh kém theo quyét dinh nay Quy ché quan Iy, st dung tai
san cong cua Ban Dan toc tinh Cao Bang.

Piéu 2. Quyét dinh nay ¢6 hiéu luc k& tir ngay k¥ ban hanh va thay thé
Quy ché s6 41/QD-BDT ngay 14/01/2022 ctia Truéng Ban Din toc véi Ban chap




hanh cong doan Ban vé ban hanh Quv ché quan 1y, s dung tai san cong nim
2022.

Piéu 3. Chanh Van phong Ban, Ban chap hanh céng doan Ban, Truong
céc phong chuyén mén va toan thé cong chirc, nguoi lao dong thude co quan Ban
Dan tdc chiu trach nhiém thi hanh Quvét dinh nay./.

Noi nhin :

- Nhu diéu 3;

- 8¢ Tai chinh;

- KBNN tinh:

- Lanh dao Ban:
-Luu: VT.KT. j,’
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UBND TINH CAO BANG CONG HOA XA HOI CHU NGHIA VIET NAM
BAN DAN TOC Déc lip - Tu do - Hanh phac

Cao Bdng, ngay92 thang 01 nam 2023

QUY CHE
Quan ly, sir dung tai san cong nam 2023
(Kém theo Quyét dinh s6 33 /OP-BDT ngay 42 01,2023 ciia Truong Ban Ddn
toc tinh Cao Bc%ng_)

Chuong I
Nhirng quy dinh chung

Piéu 1. Pham vi, d6i twong diéu chinh

1. Quy ché nay quy dinh vé quan Iy tai san cong cua Ban Dan tdc tinh Cao
B%mg.

2. Tat ca cong chirc, nguoi lao dong lam viéc tai co quan Ban Dan tdc
thudce doi tuwong diéu chinh cua Quy ché nay.

Dieu 2. Muc dich
1. Tao quyén chu dong trong quan 1y tai san cdng cua co quan.

2. Bong vién, khuyén khich cong chire, nguot lao dong trong co quan hoan
thanh tot nhiém vu dugc giao.

3. Su dung ta1 san cong dung muc dich va c6 hiéu qua, nang cao ¥ thic
trach nhiém cua moi cong chire, ngudn lao dong.

4. Nham thue hién tot viée thue hanh tiét kiém, chdng ling phi trong qué
trinh quan 1y tai san cong cua co quan.

Piéu 3. Nguyén tic

1. Xy dung Quy ché quan Iy, st dung tii san cong dam bao nguyén tic cong
khai, dan chu, dam bao quyéen lo1 hop phap cua cong chire, nguor lao dong tuan thu cac
quy dinh cua Chinh Phu. UBND tinh vé quan Iy ta1 san, su dung tai san cong.

2. Phai phu hop v dac thu cua don vi.

3. Phai duoc thao ludn, tham gia ¥ kién déng gdp cua toan thé cong chire, nguoi
lao ddng trong don vi thong qua hoi nghi.

4.Van phong quan Iy chung ta1 san coéng cua Ban Dan toc, Truong phong
chiu trach nhiém quan Iy ta1 san duoc giao cho phong sir dung.

Chwong I1
Noi dung quy ché quin Iy, sit dung tai san cong



Piéu 4. St dung may van phong va van phong pham.

1. Sir dung may phé td: Viée sao chup vin ban dwoc théng qua ¥ kién cuia
Chanh van phong, giao cho dong chi van thu true tiép phd t6. Trude khi sao chup
van ban cén kiém tra k¥ céc 161, khi phd to can tin dung 2 mat gidy, phat hanh
vira du (ké ca pho to sao gui). Khong pho t6 tai liéu riéng va cdc van ban cua
ngudl ngoai co quan.

2. Str dung may vi tinh: Trén co s& may vi tinh da duoc giao, cac phong
chu dong quan Iy giay in, muc 1n va in an van ban Phai nang cao chat luong soan
thao vén ban, soat k¥ van ban trude khi in dé tiét kiém gm\ va muc in. Khong
duoc mang may v1 tinh sach tay v e nha de su dung vao vige rieng (Truong hop
can thiét mang may tinh sach tay vé nha dé giai quyét cong viée co quan thi phai
duoc su dong ¥ cua Truéng phong). Truéng phong o trach nhiém quan I¥ va
kiém tra viéc st dung may vi tinh cia phong minh, khéng sir dung méy vi tinh
vao muc dich riéng trong gio lam viée.

3. Quan Iy va sir dung van phong pham:
- Lanh dao Van phong nhap van phong pham tha kho mo s6 theo doi nhap

xuit, Ké toan hang quy ddi chiéu, kiém tra viéc nhép, xuit vin phong pham co
quan.

- Quan Iy va sur dung vén phong phdm bao gbm (but viét, but phu, gidy
photo, muc in, muc pho o, sO cong tac, cap tai lidu, céc loal ghim déng tai liéu,
phong bi...) Su dung van phong pham phati huat phat tr nhu cau thuc té cong
viée, tranh mua thira, thiéu. Mdi ngudi duoc cap 01 quven s0 cong tac va 04 quan
but bi dé si dung trong nim, con cac loai van phong pham khéc thi hang thang
quy hoac dinh kv cac phong nhan van phong pham tai Van phong va cé giay de
nghi lav van phong pham co chir ky cua truong phong, la\ vo1 sO luong theo su
can thiét va tinh chat cong viée ctia phong trén tinh than tiét kiém chung.

4. Mua che, nuoc: Dinh mirc mot lang ché/nguor/thang, mua vao dau théng
va duoc cap ve cac phong, riéng do1 voi phong Lanh dao ban va Chanh Van phong
sir dung theo thuec té.

Piéu 5. Sw dung 6t6 phuc vu cdng tic.

Xeotod cong tac phai c6 ké hoach cu thé duoc lanh dao phé duyét. MGéi
dot di cong tac can bo tri két hop cac bd phan ciing di nham giam dwoc s6 lan di
cong tac. Chanh van phong ¢ trach nhiém quan 1Y, theo ddi va diéu xe 6 td di
cong tac theo dung quy dinh.

1. Tiéu chuan: La lanh dao Ban (Trwong, Phé Truong Ban)

Truong hop do véu cau khan cap hodc do véu cau dac biét phuc vu cong
tac, Truong Ban quy ét dinh viéc b tri xe 6 10 cho cac chire danh khong co tiéu
chuén st dung xe 6 6.

2. Pmh muc xang

- Xe di cong tac ¢ khu vuc mién nui, vung sau, vung xa. ving DPBKK: dinh
murc tiéu hao nhién liéu 0,20 livkm




- Xe di1 cong tac o khu vuce dong bang:
+ Xe PAJERO V6 dmh mire tiéu hao nhién liéu 0,20 lit’km:
+ Xe Fotuner V dinh mutc tiéu hao nhién liéu 0,19 lit’km

3. Swra chira. bao dudng xe: Phai co gidy dé nghi néu 1d Iy do va dwoc su
nhat tri cua Truong Ban.

4. Cur la1 xe dua, don lanh dao di hop trong dia ban thanh phé. Cap xang
theo thang hoic quy trude khi cap phai co giay dé nghi cap xing cua lai xe.

Diéu 6. Bao chi, mang vién théng, thué dich vu may chu:

Thanh toan theo hoa don hop 1é; mang dién t tra theo thué bao tron géi
hang thang, theo hop dong: thué may chu gii liéu cong tac dan toc; cong chire su
dung mang dién tir dé tra curu tai liéu phuc vu cong tac.

Diéu 7. Sw dung dién thoai

Giao cho cac phong tw quan Iy dién thoai lip dit tai phong, dinh mirc sir
dung (Co ca thué bao) nhu sau:

- May dién thoai cta phong Linh dao: 120.000 dong/ thang/'may
- May dién thoai cua cac phong chuyén mon: 100.000 dong’ thang / may

= X g i . . s X ’, A
- Ho trg tién goi dién thoai cho Trudng ban la 100.000 dong thang chuyén
cung vao tién luong hang thang.

bé phuL vu tot cong tac chuyén mon cac phi)ng sir dung dién thoat phéi tiét
kiém, khong sir dung dién thoai co quan dung cho viéc riéng cua ca nhan, yéu cau
ting phong tu quan 1y theo mrc quy dinh trén, can bo néu cao y thirc tiét kiém
tirng cudc g01 Cudi nam cdn cur vao gidy bdo ng ciia Cong ty dién bao dién thoai
Vin phong ¢6 trach nhiém tong hop cude phi binh quin cia timg may va thong
bao vé cic phong.

« A > oA .

Diéu 8. Sw dung dién, nwdc trong co quan.

1. DBién: Thuc hién t6t chi thi cua UBND tinh vé thuc hanh tiét kiém dién,
tan dung to1 da anh sdng, khong khi tu nhién khong sur dung cac thiet bi khi
khong can thiét dé tiét kiém.

Hét gid lam viée cac phong phai kiém tra tit cac thiét bi sir dung dién nlur:
Diéu hoa, bong dién. binh dun nude, may vi tinh va céc thiét bi khac dung bang
dién.

2. Nudce: Cong chire, nguoi lao dong déu phai co v thire trong viéc dung
nudc tai co quan, phai chi ¥ khoa cac van nwrdce khi khong c6 nhu cau sir dung

Piéu 9. Sira chira may méc thiét bi van phong, tai san

Chi stra chira la nhitng cong viéc ¢o tinh chat thong thuong nhung hét sire

A . ‘ * ~ 2 -~ ’ r - b ” - ’ ’
can thiét nhu swra chira, bao dudng may moc chuyén diung (may vi tinh, may
photo. mdy fax, may in ...), phuong tién vén tai, hé thong vé sinh, dién thong




thuong (chdy bong, cau dao,cau chi ...). Khi ¢6 nhu cau, cic phong lam véan ban
de xuat gui vé van phong.

Doi véi chi phi sira chita thuong xuyén tai san c6 gia tri 16n van phong ra
soat, xem xét tinh hop 1y. dé xuit stra chira va du toan kinh phi (bao gia). Trén co

so d6 van phong tong hop, can d6i nguon va @& xuat Truong ban phé duyét dé
thue hién hop dong stra chita theo quy dinh.

Poi véi chi phl sira chita thuong xuyén tai san cd gia tri nho Véan phono
xem xét d& xuat sira chira, kiém tra du toan, ngudn kinh phi. Trén co s¢ do,
Chanh van phong phé duyét trude khi tién hanh stra chira; dong thoi cé trach
nhiém bdo cao lai cong viéc stra chita vo1 lanh dao Ban.

Do1 vl nhiing swira chira, bao dudng may moée chuyén dung thude linh vue
cong nghé thong tin, khi cac phong dé xuat stra chira, bao dudng can c6 xac nhan
cua lanh dao phong.

Piéu 10. Chi mua sim tai san, trang thiét bi, phwong tién lam viéc

1. Can ¢t nhu cau su dung thuc té, dinh ky hang quy (thang dau cua quv)
nim ké hoach, cac phong lap ké hoach, nhu cau mua sAm tai san trang thiét vi gii
van phong dé ra soat, xem xét tinh hop 1y. Trén co s& d6 van phong tong hop nhu
cau mua sam, cin doi nguon va de xuat Truong ban phé duvét danh muc dé thuc
hién. Trudng hop mua sim dot xuat dé kip thoi phuc vu cong tac khong co trong
ké hoach, cac phong lam van ban dé xuat van phong cin doi nguon va bao céo
Trudng ban phé duyét dé thuc hién.

2. Trwdng ban can cit tidu chuan. dinh mirc quy dinh hién hanh, trong pham
v1 du toan ngan sach duoc giao hang nam va dé xuat ciia Chanh vin phong quyet
dinh mua sdm tai san cong (tru tai san quy dinh tai diém a, khoan 2, Piéu 1 cua
Quyét dinh s6 25/2020/ QD-UBND ngay 30/10/2020 cua Uy ban nhin dan tinh
Cao Bang) la may moc thiét bi, cac ta1 san khac dud 500 triéu doncr trén 01 don
vi tai san hodc mot lan (mot goi) mua sim co tong gia tri dwdi 10.000 triéu dong

Diéu 11. Piéu kién dé thanh toin cic ngudn kinh phi cia co quan

Pé théng nhat quan I¥ kinh phi co quan tiét kiém va hiéu qua Chéanh Van
phong phai kiém soat cac khoan chi hoa don xdng, hoa don stra chita may moc
thiét bi, ...Cac hoa don ching tir thanh todn phai co chr ky hodc ky nhay cua
Chanh Van phong mai hep 1€ va Chanh Van phong phai chiu trach nhiém trude
lanh dao Ban vé cac khoan chi cua co quan.

Piéu 12. Xir Iy vi pham

1. Ca nhan, tap thé vi pham Quy ché quan Iy tai san cong cé lién quan dén
cac linh vuc da co quy dinh cua Nha nudce thi xur 1y theo quy dinh hién hanh.

2. Céa nhan, tap thé vi pham vuot dinh mirc va trai véi quy dinh tai Quy
ché quan I¥ tai san cong thi phai bo1 hoan va chiu hinh thure xu 1y cua co quan
theo mirc do vi pham.

3. Ban Thanh tra nhan déan ¢o trach nhiém kiém tra, giam sat viéc thuc hién
Quy ché quan Iy ta1 san cong cua don vi.
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_ Chuong III
Pieu khoan thi hanh

Piéu 13. To chire thwe hién

1. Mdi cong chire, ngudi lao dong trong co quan can néu cao ¥ thire trich
nhiém trong cong viéc, nghiém tac thue hién sir dung, quan 1y tai san vdi pt;uo*ng'
cham tiét kiém. hiéu qua, chi ding muc dich, dung quy dinh. Thuc hién tot che
do cong khai tai chinh, dan chu trong co quan.

2. Trudéng ban la nguodi truc tiép quan 1y didu hanh toan bd nguén tai chinh
cua don vi. Thuc su dua cong tac tai chinh la dong luc thuc dﬁ_\'. giip lanh dao
Ban diéu hanh moi hoat dong cong tac cua don vi ¢6 hiéu qua, hoan thanh moi1
chi tiéu ké hoach nha nuéc giao.

3. Chanh van phong Ban, Ban chap hanh cong doan va ké toan chiu trach
nhiém trién khai huéng dan thuc hién ding cac quy dmh tai Quy ché nay. Dong
thoi giao trach nhiém cho Ban thanh tra nhan din kiém tra thuc hién quy ché nay.

Trong qua trinh thue hién néu ¢o diém nao khong hop lv hodc khong kha
thi thi cén bd, cong chirc ¢6 ¥ kién véi Van phong dé tap hop trinh linh dao xem
xét, diéu chinh cho phu hop véi tinh hinh thuc té cia don vi va quy dinh chung
cua Nha nudec. .

RUONG BAN

TM. BCH CONG DOAN

Pao Vin Mii Bé Vin Hing
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