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4. Tai san phai duoc bao ve, bao duong, sua chua theo ch~ o() quy dinh.

S. Vi~c quan Iy, su dung Uti san cong duoc thuc hien cong khai, minh bach. Moi
hanh vi vi pham che oQ quan ly, sir dung phai duoc xu Iy kip thai, nghiern minh then

guy dinh cua phap luat.
Di~u 4. Cac hanh vi hi nghiem c~m trong quan Iy, sir dung tai san cong

1. LQ"idung, lam dung chirc vu, quyen han chiem doat, chiern gilr va sir dung trai

phep tai san congo
2. Dftu tu xay dung, mua sam, giao, thue, sir dung tai san cong khong l1t'lI1gm~IC

dich, ch~ oQ, vuot tieu chuan, dinh rrurc.
3. Giao tai san cong cho cac phong, can bQ, cong chirc va ngLH'ri lao dong vll'(_)l

tieu chuAn, nwc dich ho~c giao cho phong, c{m bc), cong cht'l'c Vel nguai lao d()ng

kh6ng co nhu cftu slr d\lI1g.
4. Slr d\lng ho~c khong slr d\ll1g tai san c6ng dUQ"cgino gay lang phi; slr d~ll1g u'ti

san cong VaG nwc dich kinh doanh, cho tIme, lien doanh, lien k~t kh6ng phil hc.rp v(')'i
nwc dich slr d\ll1g cua tai s(ln, lam anh hu6ng d~n vi~c tlwc hi~n cht'rc nang, nhi~m V~l
do nh~l nu6e giao; Slr dvng tai san cong d~ kinh doanh trai phap lLl~t.

5. Xlr ly tai san cong trai guy dinh Clla phap lu~t.

6. HllY hOl;liho~c c5 y lam hu hong t::li san congo

7._Chi~m dOl;lt,chi~m gilr, slr d\lng trai phep tai san congo

g. Kh6ng tlwc hi~n ho~c thvc hi~n kh6ng dfty dll trach nhi~m, nghTa V\l trong
guan Iy, slr d\ll1g tai san cong thea guy dinh cua phap lll?t.

9. l-Ianh vi bi nghiem dm khac trong quan ly, slr d\lng tai s<.lnc6ng then qlly djnh

elta phap lu?t c6 lien guano

ChU'O'ngII

QUY DINH Cl) THE

M\IC 1

NGUYEN TAc, DINH MUC, TIEU CHuAN TRANG HI TAl SAN

Di~u 5. Nguyen t~c trang hi va c~p phat tai san

Vi~e trang bi, c~p phM tai san phai can err tieu chuAn, dinh mt'rc slr d\ll1g tai s{m
do cO'quan co thAm guy~n guy djnh va ngu6n kinh phi dUQ"cslr d\lJ1g phil hq-p v6i tinh
hinh thvc t~ d~ pl1\lc V\l hOl;ltdQng etla co guan thea eht're nang, nhi~m vv duvc giao.

Di~u 6. Dinh mlt'c va tieu chuAn tai san

l.M'lY m6c, thi~t bi ehuyen dung: t1uq-c thvc hi~n theo Quy~t (1inh s(~4970/()D­
UBND ngay 29112/2018 clta UBND t1nh Hai Duong guy djnh tieu chuAn, djnh Il1tl'CsIr



dung 1ll;'IYmoe, thi~1 hi chuycn dung cua co quan nha I1Lr6e. CO' quan Dang Cong S,11l
Vi~1 Naill. 1(~clurc chinh lri - xU h()i duoc ngan sach nha mroc darn bao kinh phi hoat
d(}ng. don vi s~r nghicp cong lap. Ban quan Iy du ;'1Il sir dung v/m ngan sach nha 1llJ'()'C
(trir linh vue Y t6. giuo due) thuoc pham vi quan I}' ella tinh.

2, T,li san. trang thi~t hi khac: Du(,J'C thuc hicn thco Quyc: dinh S(~50/2017/()D­
TTg ng<'ly 3 1/12/2017 cua Thu urong Chinh phu quy dinh ticu chuan, dinh mire str

dung 1ll{IY moe, thi6t hi.

M~IC 2

QUAN LV, SlJ' D\JNG TAl SAN CONG

Hi~1I 7. Quan Iy, Stl' dung afit
I, Vice quan IY. str dung (\,11duoc giao phai thuc hicn thco quy dinh cua phap

Ill~lt v~ dfIt dai, Vi¢e str d~lIlg dAt ph<li phil hgp v(ri quy hoych. k~ h()~lch st'r dVng d,k
Nghiclll dill vi¢e stOrd~ll1g d,1t (itrqc giao cl6 xay dVng tnl S()' CO'qWlIl VelOnwc (1ich

"h,le,

2, Van ph('mg Ban cl) tr,lch Ilhi¢m tha111 nmu l1~qUcln IY. slr d\lJlg di¢n Hcll djt
dll\)'e giao thcn quy dinh et'la Ph{lp lu~t. Trong tnr<'mg h~)'p bi ehi0111 d~lI1g. ehi~1ll do,,11,
str d~lIlg kh6ng cllll1g 111\lec1ich quy dinh ho~c c{le vi ph~11llkh{lC v6 (ijt (13i, Van ph()ng
Ball ph(li cln"1d(mg c16 xw1t. kicn nghi c{le bi¢n pll{lp gi,li quy~t trinh Trmrng Ban XCIll

xcI. qlly~t dinh,

f)i~u 8. Quan Iy va Stl' d\lng tr\l so' hIm vi~c

'1'<'lisan 1<1nha clra, v~t ki6n trllC: Nh,llam vi¢c. dc e6ng trinh xfly d\rng gitll li61l
v(,'i nh;1 nhu Silll. tm\llg rei0, C<~llg, Vi¢c qW111 IY. slr d\lllg tnl S()' lam vi¢c ciu'q'c tlwe
hi¢1l thcn Nghi dinh s{) 152/2017/N[)-CP ngay 26II2/2017 Clla Chfnh pln"1 quy dinh
lieLl ehu[lIl. cijllh llllrC st'r d\lng trv S()' 1,1111vi¢c. cO' S()'hO~lt d0ng s~r nghi¢p,

Vi¢e st'r d\lllg tr\1 s{r 1,1111vi¢c ph,li cillllg ctmg nang. thi~t kL c1llllg Ill\le dich,
khtlllg (itl'q'c ehi~11l d\lng ho~e slr d~lIlg tr~1 s6 1<llll vi¢c vao 111~ICclleh S[lIl xw1t killll
do,ltlh. dieh V~1.eho thuc. clIO I11m,m. 1,1111nll,1 c)',

Dinll k)i stra chO'a. belo dU01lg tr\1 S()' lam vi¢c then dllllg tieu chujn, dinh 1lllrC

k illl! t~ - ]\5; thu~t thco quy dinh,

ni~u9. Qu<in Iy v~l s,'r d~lI1g xc 0 to

I, Ticu chufin, dinh I11II'Csit' d~lIlg xc 0 to:

S{) lu\)'ng xc (1 t() cluq'c trang hi tlwe hi¢11 t~li Nghi dinh S(\ 04/20 19/ND-CP ng,IY
11/01/2019 etta Chfnh phll qLly (1inh tieu ehtH1n. dinh Illtl'e Slr d~lI1g xc () tf) V(I Th6ng ttl'
s(\ 24/20 19/TT-BTC ng,IY 22/4/20 J 9 ella B() T,li chinh hm'mg dfIn nH)t S(~n()i dung Clla
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Nghi dinh s6 04/2019/ND-CP ngay 11101/2019 ella Chinh phu quy dinh tieu chuan,

dinh mire sir dung xe 0 to.
XI~0 t{) duoc sir dung d~ phuc vu cong tac tlurc hien thco Qlly2t dinh s()

09/20L~/QD-UBN[) ngay 29112/2012 va cac quy dinh khac cua UBND tinh II<li

Duong.
Truong hop cAn thi2t do yeu cau cong tac din btl tri xe 0 to cho de ch\i Ilfl.nll-'

con lai khong du tieu chuan Slr dung xe 0 to thi Truong Ban xern xet, quye! dinh.

2..Trach nhiem cua Van phong

'1/) clurc quan ly, bao duong, kiem dinh, kiem tra xac dinh tinh trang xc, mire c1t)
hu hong bao cao Truong Ban quyet dinh vice bao duong, sua chua, thay 1h2phu tung,

Kiem tra, then doi va thanh to an cac khoan chi bao hi~m, slra chfra, bao duang,

thay thb plw ttll1g xe.
Ti~p nh~n nhu cfru slr d\lI1g xe d~ co kb hO~lChoi~lI o<)ng, b6 tri xc cho phll hq-p.

Ch{lI1h Van phong co trach nhi~m tham mUll cho Tnrong Ban trong vi0e x<1y
d~rng dinh mire nhien li~u xc 0 to; qU~ln ly, oi~u o<)ng, Slf dVng xe oto dill1g nwe dich,

df)i tlfl.)'ng va dill1g quy dinh.

3. Tnlch nhi~m ciia bQ ph~nK~ tmill

a) Mo 56 thco d5i nh~t ky xc di eong 1<1C, cu6i thang o(\i chibu sf) km di trong

th{mg d(\i v(yi ttrng xc.

b) Trang bi s/) (1€ghi nh~t ky v~n lu\nh eho ttrng xc oto.

c) C{tp phat nhien li~u (C{tp Phibu cAp xang) theo dill1g quang om'mg va dinh IlllrC
da quy dinh. B<) ph~n kb toan chi thanh loan nhien li~u o6i v6i cae l~nh (1i~L1xc el) th'l
ehiJ ky, dang ky, l~nh oi~lI o<)ng xe, xac nh~n cung ducmg ql th~ theo dill1g quy dinh.

4. Tnlch Ilhi~m ciia hli xc

a) Lai xc an tO~lI1, khong dung bia, rm,Ju v,\ chAt kich thleh khi lai xc.
h) Bao quan xc t6t, s~lch, oua d6n dllllg gia, nhi~t tinh, elm daD v6i cae cloc.1neong

taco
c) Tiwe hi~n t6t chb d<) bao duong xc 010, diim bao tuy~t df)i an to<\n eho xc khi

v~n 11<.1nh.Chtl d<)ng ki€m tra, phat hi~n sam cac hi~n tUQ'ng h6ng h6e db d~ I1ghi slhl

chua kip tht'ri.

d) Ghi nh~t ky v~n hanh xc dfiy OU.
e) LUll l~nh di~u xc, giAy mai dV hQi nghi (ndu c(5) db I<lm can elf thanh 10[111

cong t,'t.c phi.
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l)i~lI 10. Quan Iy v.) suodung cac trang thi~t hi van phong

I. il1liy photocopy:

(,ian cho b,) phan Van tim thuoc Van phong true ti~p qU~lI1Iy V,I sir dung.

Ca nhan duoc giao nhiem V~Iquan Iy va su dung m{IY photocopy phai co trach
11h i¢1l1:

a. Ph6 te) de loai «Ii lieu kip thoi (It'l st) IUQ"ng, darn bao ch,1t luong.

h. Tai lieu phai pho «') 02 Ill~t gi,1y (tnr tnrong hop C() ycu du khac).

c. Mo st) sach then doi chi ti0t cac n()i dung sau:

- Then doi vice su dung gi,1y (bao g(\1ll s6 gi(1y Ilh~n ()-kho van phong, S() vim ban
di! pile) «) trong tung thang)

- I)~r tru s/) 11I'Q"nggi5y. mire str dung hang thang gl'ri V[ln pll()ng 06 t[mg hq'P c()

k0 h()~leh ll1ua S~Ill.

- T1wc hi¢n eh~ ciQb,lo dll'o'ng may thm\ng XUyCll. c1inh kyo

('{Ie ph<'mg ehuycn l11()ne6 t<li li¢ll dn phC) t6 C() trach nhi¢m t[nh toan chi ti0t cae
IO~liv[ln b,ll1. Il1Ju bi6u dn ph6 t6: sc) luqng tlrng IO~liv[ln b{lIl. tr{lIlh in thira, lang phi.

I )/)i v6i de ({li li¢u pho W ph\IC V\l de nhi¢m V\l chllycn mon c6 kinh phi ricng.
k0 to{lIl clll1g v6'i cae b() ph~n Clla phc)ng ehuycn mCm til1h to{lIl C\! th0 tl1'l2g IO~lit,li li¢u
d0 quy0t toan kinh phi then quy dinh.

2. il1{~Vvi tflllt, nUIY ill, I1U~F Fax WI ctic thidt bj tin h{)c

(';111 hQ. ee)ng ehtre. nglJ'()'i lao d(mg duVe trang bi may tinh, may in va cae thi0t hi
till hqc phc'li qU;'1IlIy V(l st'r d\lllg «'Ii siln e6 hi¢u qWl, th\rc hi¢n tt)t eh6 d() b[lo cluo'ng, slr
dUllg 1ll;1V .. '- .

M{l,YI'AX dU'q'e Slr d\lI1g V,IO de e()ng vi¢e cftn thi6t ct'Ja cO' qual1. Khi c{1Il bQ c()

nhu cc1u str d\lIlg 1ll{IYFAX phai dU\K s\!' d(mg y eua (,h,lnh V[ln ph('.lI1g;

Kh(mg St"}'d\lllg 1ll,iy vi tinh, m{IY in V<'IOcae vi¢e ricng c{J nhan nhu: chui (.1i~n tl'}"
d{mh lll{lY. in ,in de teli li¢lI plWe V\l e6ng vi¢e ricng elta ca nllan.

Trong qua trinh St'!, d\lIlg. n011 m{IY 1ll(K thi~t bi v[ln plH)ng 1m l1()ng (10t xw1t din
stra chtla. thay th6 c,le phc)l1g phili c6 van b{m (16 nghi gt'ri V[ln phong c16 t1we hi¢n Sl'ra
chi1a theo quy djnh.

J)i~lI t t. QlI~in Iy v.l SlOt'd\lI1g cae t.li s~ln khac

I. Quit" (J' WI sil' d{lI1g nuiy diBullOlillhi¢t {1{j

Vi¢c sl'r d\ll1g (Ii~u ho,1 ph'li d,I111b{1Ohqp IY. d~lt hi¢ll qu{l. Chi str d\lIlg 1ll{IYt1i~u
II0;'1 V;'IO de 1H!;'t\ nhict ctt) khi hall trcn 30()C. Tilt cli011he)(l khi khe)ng St!' d\lI1g.

'- ~ .. . ..__ -
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Trong qua trlnh SLrdung, neu co hu hong dot xudt din sua chua. thay the cac
phong phai co van ban d~ nghi gui Van phong d~ thuc hien sira chua theo quy dinh.

2. Quiin If WI boo quail cdc t"i~t bi phong chtiy, chiiu chtiy

Van phong thuong xuyen phoi hop voi Phong Canh sat Phong chay, chua chay
va ciru nan ciru hQ- Cong an tinh d~ duoc huong dan nghiep vu lien quan den ky thuat.
tieu chuan, dinh nurc cue trang thi~t bi phong chay chua chay.

lIang nam Van phong tharn muu Truong ban xay dung ke hoach d) clurc 1:);)

huan nghiep vu phong chay chua chay cho dill b(\ cong chirc trong don vi.

Mua sam dAy dLI cac thiet bi phong chay chtra ch ..1y theo dlll1g thi~t ke ky thlli):.

Hilo dmJng thucmg xuyen cac thiet bi du co.

C.k ph6ng I,lm vi~e, kho tclng, cac eong trinh eong c(mg ... plu/li duqc b6 lri shp
xep hqp 1)1. Ki~m tra tlmcmg xuyen tftt ca cac 10~lithiet bi di~n, khong d~ X~lYra Ch[IY,
ch~p di~n. Khong hM thu6c ho(te dlll1g ILra tuy ti~n dam bao tuy~t d6i an tmln vb c[mg

t{lCph6ng Ch{lY,chua ehay.

3. Quail If va boo lJuiin cae ta; ,\'011,COllg e~ d(lIlg ("(I (CCDC) k/UIC:

Ti:li san, e6ng cv dVng C\l khae bao g6m: Thi~t bi am thanh cae 10~li; Thang m{IY
tai klulch; Ti vi; cae 10~litLI, ban, ghe tiep khach, ban ghe lam vi~c, billl d~ nU1Yvi tinh.
lXln gh~ hQi h9P, b\le; gi'l ltru tr[1' h6 sO', thiet bi m~ng, h¢ th6ng phAn m6m (()u{m I)'
van ban, ke toan, tai stln) va cae tai san kh{le nUl cO' quan gino eho ph6ng, C{1ll be), cong

ch(rc, ngtrai lao dQng quan Iy, SLrdvng;

Trong qua trinh slr d~ll1g, neu cae lozti tai san, eeoc khac bi hu ht'll1g din Sll<l

ehll'a, I.hay the cac ph('ll1g, dm bQ, eong ch(re, nglH'ri lao d<)ng ph'li cl) van ban de nghi

glri V[lll phong de th\rc hi¢n sua chua theo quy dinh.

ni~u 12. Di~u chuy~n, thu hBi Hli s~in

NhLi'ng tai s{m slr d\ll1g khong dlmg n1\le dieh; Tai S(lll sLr d\lI1g Vlf(l"t dinh ll1lrC,
tieu chuAn qlly dinh; Cac lo~i h'ti san du thua cae ph6ng, can bi), c(mg ch(rc, IlglH'>"ilao
d(mg khong co nhu dlu SLrdVng ho~e su d~ll1g khong het c6ng suAt thi Van ph('mg c()

trach nhi¢m d2 xudt, tham nmll cho Trtr6'ng ban di~u dQng d~n ph6ng, can b(), c6ng
chuc, nguai lao dQng co nhu diu su d~mg cao hon. Vi~c thu h6i d~ di~u clllly~n ti.li Si.ll1
trong nQi bQ d~ khai thae t6i da, tlnh nang, hi~u sudt trong vi~c sLr d\ll1g tai san 1111<1tb\
may rnoc, thiet bi du du<)'c dAu tu mua s~m. NgOi.li ra khi co quyet dinh di6u dQllg nhan
s~r ho~c qlly~t dinh thu h[)i tai san hr cac d~r {m thi tai s~ln cung se dll'l.ye thu h(\i, di&ll

cllUy~n theo ho~c lUll kho;

Van ph6ng, bQ ph~n k~ loan, ho~c can be) theo d5i l<\i s{m c6 trach nhi~lll t(\ng
h<),p,Jam thLI t~lc di6ll chuy~n, ghi tang, gi~lm ti.li san trong s6 then doi l<liSi.ln.



Di~u 13. Thanh Iy tili san

I. Cac inrong hop t11an11 ly tai san: 'lai san 116t han sir dung, tai san Li5 lur 116ng
khong th6 str dung diroc hoac (Ja stra chtra nhung khong str dung diroc; nha lam vice
hoac tai san khac gan li6n vo i clAt phai pha cia thco quyct dinh ella co' quan I1h,1 nurrc
co th,-1m quycn va C{ICtnrong hop khac thco quy dinh ClW phap luat.

2. Van phong, b() ph(111k0 toan, hoac can b() thco doi t,-li san lam ciJu 111(\iH'mg
IH/p. pll(\i 1HlPvoi C{ICphong C{) lien quail lam thu t\IC thanh ly tai S{lI1 trinh Truong

Ban quyct dinh.

ni~lI 14. Ki~111kc, bao cao va dang ky hi~n <lQng v~ tai sau

I. Dinh ky hang n.im Van ph ong, b<,)phdn k0 to,II1. h()~c c,ln b() theo doi 1<lis<ln
ti011 h{ll1h ki01ll kc th\rc to t<1isan m0t IJI1 khi k61 thlle nam t,-li ehinh.

2. Trong qWl trinh ki0m kc phcli ghi ehep dJy (Ill, kjp th(\i VelOst) theo doi t<li san
e(\ djnh. eCmg (\1 d\lIlg (\1. X{le djnh nguycn nhan hu h6ng. mAt mat V,-lc16 xw1t hi9n
ph'lp xlr 1)1 then quy djnh.

3. Vi~e dang ky bi0n d0ng vt teli s,ln tlwe hi¢n theo quy djnh t~li Nghj djll11 S(\

151/2017/NJ)-CP ng,1Y 26112/2017 ella Chinh phlol v,l huo-ng d5n ella H() Tcli ehinh.

C h nO'n g I I I

nIltu KHOAN THI HANH vA KHENTHu'ONG,KY LlJ~T

f)i~lI 15. Tdch 11hi~111clla Chanh van phong

Ch{lI1h Van ph<'mg Cc1tr{leh nhi¢m t(\ chlrc giao tlli s,ln c110 cae b() p11?n. c{j n11an
tlVC ti0p qU{1I11)1; df,n dAe dc b0 ph(1n tham 111UUgillp vi¢e 111('ysf) s{leh theo doi qU{1Il
I). kll,1u Iwo t,'li S,\I1, 1/) ehire tri0n kIwi die b() p11~lntrong cO" qWlIl bilO duang djn11 k)l,
h'\<l duo'l1g thuimg xuycll Ui sc'lIl then dllllg qlly djnh ella NIHI Illr{Ye. 1)6 xuAt khen
thtr<)"ng kjp th(yi c{le phhllg. dn b0. e6ng ehlre Vel ngutyi lao d(mg trnng eCmg t{le qlJ(ll1
1)1 kiwi th{1C su d\lI1g t<li S(111 (1lll1g nwc dich e6 11i¢lI qwL phM hi91l xlr Iy kip tlH.".ic{lC
pIH\ng. c{1Il b0. c6ng ehlre V(I ngtri)'i lao d0ng Slr d\lIlg tui Still kh6ng dllllg nwc dich. e(~

)1 "1III 1m h ()]1g t ,Ii S {111 e emg .

ni~u 16. Trach nhi~111cila K~ toan .

I. I Im'mg dlin. theo d5i, gi{ul1 sat vi¢e tlwe hi¢n quill1 Iy slr d~lI1g tai s{lIl trang

thi0t hi ella cO" quan theo quy djnh t~li Quy ch0 n~IY·

2. M()' S(). th6 theo doi V,I linh gi{l tri hao mon Clla 1<lis,ln then Ulll1g quy dinh Cl'W
nlt,'1 Illnyc. T(~ng hq"P h{lo dlo djnh ky h,lng nam, b{lo c{w d0t xu At k11i co' quan qucin I}'
, '

dp lrcn yell cau.
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Di~u 17. Trach nhiern cua cac phong va can hi,), cong ChII'C, nglfo'i lao dQllg

1. Quan ly, khai thac va sir dung trang thiet bi dung I11\lC dich, dat hieu qua, d&
xuAt sua chua kip thai tai san khi co sir c6 hong hoc xay ra. -

2. Khong duoc nr y eli chuyen tai san tir phong nay sang phong khac, khong duoc
cho thue, cho nuron hoac su dung vao muc dich ca nhan.

Di~u 18. Khen th irong, ky hl~t

Cac phong, can bo, cong chirc, nguoi lao dong co thanh tich phat hien, bao cao
cac hanh vi xarn pham boac sir dung lang phi tai san, str dung tai S{\11 khong tiling muc
dich, str dung tai san vao I1WC dich ca nhan, c6 y lam lur hong tai s..ui trang thi0t hi clIa
cu qllan du'Q'c khen thuang theo ch~ dQ hi~n hanh.

C..lc ph6ng, can b(>, cong ch(rc, nguai lao dQng dmoyegiao tnl'c ti~p qWln Iy Slr

d\1I1gt~!isan, trang thi~t bi vi plwm cac quy dinh ella quy ch~ n,IY V,l cac van b,ln ph{lp
Ill~lt kh{lC c6 lien quan, thi tllY theo m(rc d(} vi ph(_lmbi xi'r Iy ky lu~t, n~u thi~t Iwi thi
phai b6i tlurang.

Cong tac quan Iy Slr dVng tai san cong la mQt tieu chi duQ'c XCIl1 xet thi dlla khen
thm'mg dl~i v6'i C,lc ph6ng, c..1n b(>, cong chlrc, nguai lao dOng du<)'c giao q uan I) Sl'!'

d~mg tcli san trang thi~t bi clm cu quan.!; ~/

Ph~m Minh Phuo'ng
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