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QUYET PINH
V/v Ban hanh Quy ché quan Iy va sir dung tai sin cong ciia Trung tim Phuc
vu hanh chinh c¢ong phwong Phan Pinh Phiing nim 2025

GIAM POC TRUNG TAM PHUC VU HANH CHINH CONG
PHUONG PHAN PINH PHUNG

Can cir Ludt Quan ly, sur dung tai san céng;
Cdin cir Nghi dinh s6 1 86/2025/ND CP ngay 01 thang 7 ndm 2025 cia Chinh

phu quy dinh chi tiét mét sé dzeu cua Ludt Quan Iy, sw dung tai san céng dwoc sira

déi, bé sung boi Nghi dinh s6 286/2025/ND-CP ngay 03 thang 11 nam 2025 cua
Chinh phui,

Can cic Quyét dinh s6 15/2025/0P-TTg ngay 14/6/2025 ciia Thii twéng

Chinh phu quy dinh tiéu chudn, dinh mitc sir dung mday mée, thiét bi;

Xét dé nghi ciia ké todn T rung tam Phuc vy hanh chinh cong phuong Phan Dinh Phimg,

QUYET PINH

Piéu 1. Ban hanh kém theo Quyét dinh ndy ban “Quy ché quan ly va sit dung
tai san cong” cua Trung tdm Phuc vy hanh chinh céng phuong Phan Pinh Phung.

Picu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 3. Ké toan Trung tdm, can b9, cong chirc Trung tém’Phuc vu hanh chinh
cong phuong Phan Dinh Phung chiu trach nhiém thi hanh Quyét dinh nay./.
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/QD- TTPVHCC ngay 08/7/2025
cong phuong Phan Dinh Phiing)

I. CAN CU XAY DUNG QUY CHE

Can cu Luﬁt Quan ly, str dung tai san codng sb 15/2017/QH14 dugc stra ddi, bd
sung b0'1 Luit sb 64/2020/QH14 Luét sb 07/2022/QH15, Luat sb 24/2023/QH15,
Luat s6 3 1/2024/QH15, Luét sb 43/2024/QH15, Luat sb 56/2024/QH15 va Luat
s6 90/2025/QH135;

Cén ctr Nghi dinh s 186/2025/NB CP ngay 01 thang 7 ndm 2025 ctia Chinh
phu quy dinh chi tiét mot sb dleu cua Luat Quan ly, str dung tai san céng duoc sta
doi, bd sung béi Nghi dinh s6 286/2025/ND-CP ngay 03 thang 11 nidm 2025 cua
Chinh phu;

Can cir Quyét dinh sé 15/2025/QD-TTg ngay 14/6/2025 ctia Thi tuéng
Chinh pht quy dinh tiéu chuan, dinh mic sir dung may méc, thiét bi;

II. QUY PINH CHUNG

- Viéc mua sim tai san cia don vi phai dugc tinh toan cin nhéc cho pha hop va
dat hiéu qua sir dung, khi mua Thu truéng don vi va codng doan thong nhét vé chung
loai, khdo sat gid ca va ciing nhau chju trach nhiém vé tai san cAn mua.

- Nhiing tai san duoc giao cho can bg, chuyén vién trong don vi quan ly st dung
dé lam viée, phai c6 trach nhiém bao quan giir gin, khong duoc tu y di chuyén hoac
mang tai san ra khoi noi quy dinh khi chua c6 su dong y cua lanh dao.

- Céc by phan dugc phén céng quan ly tai san khi sir dung bi hu hong cin sira
chira, phai bao cdo ba"mg van ban dé nghi lanh dao phé duyét méi duge thuc hién
stta chita, néu héng héc, mat mat khéng ¢6 ly do chinh dang thi can b phu trach
phai bdi thudng hoan toan.

III. QUY PINH CU THE

1) Muc dich yéu cau

- Dam bao viéc quan ly, sir dung tai san cong tai co quan hiéu qua, tiét kiém:;
chéng lang phi, that tho4t.

- Nang cao tinh than trach nhiém cua cén b, cong chirc va ngudi lao dong
trong cong tac quan ly va sir dung tai san cong cla co quan.
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2) Pham vi diéu chinh, d6i twong ap dung: Quy ché nay diéu chinh téi toan
bd tai sdn cong do Trung tdm Phuc vu hanh chinh cong phuong quan ly, st dung
va dugc ap dung trong pham vi co quan.

3) Nguyén tic quan Iy, sir dung tai san

- Tai san cua Trung tdm Phuc vu hanh chinh cong phai dugc quan ly tap
trung, théng nhét, c¢6 su phan cong, phéan cp cho tap thé, c4 nhan quan ly. Lap ho
so s0 sach theo doi, quan ly chét ché, to chuc kiém ké, danh gié tai san theo quy
dinh hién hanh.

- Tai san cong cua Trung tdm Phuc vu hanh chinh c¢ong phai duoc st dung
ding muc dich, tiéu chuan, dinh muirc, ché d9; dam bao cong bang, hiéu qua, tiét
kiém va phai tudn theo quy dinh hién hanh vé quan Iy va sir dung tai san.

4) Tai san cong tai Trung tim Phuc vu hanh chinh cong

a) Phan loai tai san cong

- C4c phong lam viée dugc cip ¢6 thAm quyén giao quyén sir hitu, quyén quan
ly, str dung cho phong.

- May moc thiét bi: My vi tinh, mdy in, méy photocopy (néu c¢6), may diéu hoa,
am ly, loa dai va cac may méc khac, thiét bi van phong khac.

- Cong cy, dung cu quan ly: Ban, ghé, tu, két sat, tu tai lidu...

- Céc loai tai san khac...

b) Ngudn hinh thanh tai sin:

- Kinh phi ngan séach giao du toan hang nam

- Piéu chuyén tir don vi khéc

- Tiép nhén tai san do duoc tai trg, cho, tdng.

5) Quy dinh cu thé:

a) Quy trinh thii tuc mua sim tai san cong

- Can ctr quyét dinh giao du toan chi ngan sach hang nim cua Trung tam Phuc
vu hanh chinh c6ng phuong vé mua sdm, sra chita tai san; cin ¢t vao nhu cau thuc
t€, dinh ky cac bd phén dang ky nhu cau trang bi tai san gui vé ké toan cua phong.

- }3(_”) phan ké toan phéi hop véi cdc bd phan chuyén mén khao sét, kiém tra, ra
soat, tong hop trinh Lanh dao Trung tdm Phuc vu hz‘ml} chinh cong, I’finh dao Trung
tdm Phuc vu hanh chinh cong phé duyét chu truong, ké hoach mua sam tai san.

L3 Sau khi duoc Lanh dao phé duyét chu truong, ké hoach mua sam, ké toan
pl:l()i hop vai céc’ can bd chuyén mén tham muu t(:)’ChI’IC lya chon nha thau cung
cap, dam bao chat luong tai san va thuc hién mua sdm tai san theo ding quy dinh
hién hanh ctia Nha nude.



- Sau khi hoan thanh viéc mua sdm tai san, ké toan ban giao tai san cho cac ca
nhan dé sir dung ddng thoi 14p hod so quan 1y tai san theo ding quy dinh.

b) Stra chira, bao dudng, thanh ly tai san

- Pinh ky hing niam, bo phan ké toan phdi hop voi cac bd phan chuyén mén,
cé nhan c6 st dung tai san 1ap ké hoach duy tu, bao dudng, sira chita céc tai san dé
lam co s& lap du todn chi ngén sach va thuc hién viéc bao dudng, sira chira tai san
theo ké hoach va quy dinh hién hanh.

- Trudng hop tai san bi hu hong dot xuét, c4 nhan duoc giao quan Iy, sir dung lap
giay bao hong giri vé ké toan dé kiém tra, 14p du toan trinh lanh dao phong phé duyét.

- D6i véi tai san hu hong ma kinh phi sira chita dudi 200.000 ddng/lan/don vi
tai san thi sau khi kiém tra s& giao bo phan, c4 nhén truc tiép quéan 1y sit dung tai
san d6 chiu trach nhiém stra chita va hoan tat thu tuc thanh todn.

- Nghiém cim viéc céc bd phén, ca nhéan tu y sta chita, thay dbi tai san cong
khi chua duoc lanh dao phong cho phép.

- Céc bd phén, ca nhan duoc giao quan ly, st dung tai san coéng can thanh ly
thi tién hanh 14p danh muc gt ké toan dé tong hop tham muu cho lanh dao phong
thuc hién quy trinh thanh ly tai san theo quy dinh hién hanh.

6) Trach nhiém quén ly, sir dung tai san cong

- B phan ke toan: Chiu trach nhigm 13p ho so theo ddi toan b tai san ctia co quan
theo quy dinh hién hanh. Tryc tiép quan ly, sir dung tai san ding chung cho co quan.

- Thuong xuyen kiém tra, giam sat viéc quan ly, str dung tai san cta cac bd
phén, c4 nhan dé tham muu cho lanh dao phong cac bién phap xu ly ¢6 hiéu qua.

- Dinh ky hodc dot xuét theo yéu cu cla cap trén t§ chirc kidm ké tai san dé
bdo cdo theo quy dinh.

- C4c ¢4 nhén tryc tép quan ly, sir dung tai san: Chiu trdch nhiém quan 1y, sir dung
tai san dugc trang bi dung muc dich, dat hiéu qua cao, kip thoi dé xudt viéc sira chita,
bao dudng, diéu chuyén, bd sung phtt hop véi nhu cau va muc dich st dung.

- Chiu trach nhiém vé quan ly, sur dung tai san; l’d‘ll dé say ra mat, thét thoat
khong c6 nguyén nhén chinh dang hoac do cé nhan thi€u trach nhiém trong quan ly
va st dung.

IV. TO CHUC THU'C HIEN

- B6 phén ké toan, can bd cong chtre, nhén vién trong phc‘mg thyc hién quy ché nay.

- Trong qua trinh thyc hién néu c6 phat sinh, vuong mac cac b phan, ca nhan

thudc don vi phan anh bang vin ban vé bd phan ké toan dé téng hop trinh lanh dao

xem xét, bd sung, stra déi. Quy ché nay duoc théng qua toan thé can bd, chuyén
vién tai don vi.




