UBND TINH HAI Di,J"(;)‘N(} CONG HOA XA HOI CHU NGHIA VIET NAM
’ BAN QLJAN LY Poc 1ap - Ty do - Hanh phiic
CAC KHU CONG NGHIEP

Hai Dwong, ngay 4L thing 9 nam 2019

So {4AY/QD-KCN

QUYET PINH

Ban hanh Quy ché quan Iy, sit dung tai san cong
TRUONG BAN BAN QUAN LY CAC KHU CONG NGHIEP

Cian ctr Luat Quan ly. su dung tai san cong s& 15/2017/QH14 ban hanh ngay

21/612017.

Can ctr Nghi dinh s& 151/2017/ND-CP ngay 26/12/2017 ctia Chinh pha qui dinh
chi tiét mot so dicu cta Ludt quan Iy, su dung tai san cong:

Can cir Nghi dinh & 152/2017/ND-CP ngay 26/12/2017 cua Chinh phu quy dinh
(i¢u chuan. dinh muc st dung try s lam viée, co s¢ hoat dong sy nghi¢p;

Can et Quyét dinh s& 50/2017/QD-TTg ngay 31/12/2017 cua Tha tudng Chinh
phua quy dinh ticu chuén. dinh muc st dung may moc. thiét bi:
<& 144/2017/TT-BTC ngay 29/12/2017 cua Ba Tai chinh huong

Can ctir Thong tu
2017/NP-CP ngay 26/12/2017 cua Chinh

dan mot sO noi dung cua Nghi dinh sd 151/
pha qui dinh chi (iét mot s6 didu cua Ludt quan ly, st dung 1ai san cong;

Can cir Nghi quyét s6 03/2018/NQ-HDND ngay 11/7/2018 cua HPND tinh vé
viée ban hanh quy dinh phan cap quan ly. st dung tai san cong tai cdc co quan, to
chire. don vi thude pham vi quan ly cua tinh Hai Duong:

Can ¢t Quyél dinh s& 18/2016/QD-UBND ngay 18/7/2016 cia UBND tinh vé
viée quy dinh chire nang. nhi¢m vu, quyén han va co cAu to chtre cia Ban Quan ly cac
khu cong nghiép:

X¢t dé nghi cua Chanh Van phong,

QUYET DINH:

Ppicu 1. Ban hanh kem theo Quyét dinh nay “Quy ché quan ly, s dung tai san
cong tai Ban Quan 1y cac khu cong nghi¢p™.

Didu 2. Quyét dinh nay ¢ hi¢u luc ké tir ngay ky.

Pidu 3. Chanh Van phong. Trudng cdc phong va can
dong thude Ban Quan 1y cac Khu cong nghi¢p chiu trach n

nay ./'./Q{j]

Noi nhan:
- Lanh dao ban;
- Nhu Diéu 3;
- Luu: VT, K¢ toan.

bo cong chire, nguoi lao
hiém thi hanh quy¢t dinh

Pham Minh Phuong




UBND TINIT HAI DUONG CONG HOA XA HOQI CHU NGHIA VIET NAM
~ BANQUANLY Doc Iap — Ty do — Hanh phic
CAC KHU CONG NGHIEP

Hai Duong, ngay AL thing Q néim 2019

QUY CHE
Quan ly sir dung tai san umg cua Ban Quan ly cac khu cong nghiép
(Ban hanh kém theo Quvét dinh so H,,Z?’QD KCN ngay AL/ 9 /2019 )

Chuong 1
QUY PINH CHUNG

Dieu 1. Muc dich

I. Quy ché nay nham thuc hién thong nhat quan ly tai san cong cua Ban Quan ly
cac khu cong nghiép tinh Hai Duong (goi tat la Ban). dam bao tuén thu cac quy dinh
cua phap luat.

2. Khai thac va st dung tai san ¢ hiéu qud, tiet kiém, chong lang phi, that thoat.

3. Tang cuong cong tac tu ki¢m tra, giam sat ndi bo.

4. Néng cao tinh than trach nhi¢m ctia cac phong, can b, cong chire va nguoi lao
dong phat huy dan chu. cong khai trong quan 1y va st dung tai san cong. .

Diéu 2. Pham vi va doi tuwgng ap dung

qu ché nay quy dinh vé ché do quan ly, st dung ldl san cong cua Ban bao
oOm: quyén st dung dat: tru s& 1am viée va tai san khac gan lién voi dat; mdy moc.
phuong ti¢n \’an tai. trang thiét bi lam viéc va mc ldl san khac dugc mua sam. hinh
thanh tor nguon ngan sach nha nudc hodc w nguon gbe tir ngan sach nha nudce: tai san
duoc diu tr xay dung. mua sdm tir cac ngudn von khac.

2. Quy che nay ap dung ddi vai cac phong, can bo. cong chirc va ngudi lao dong
thudc Ban.

Piéu 3. Nguyén tiic quan ly tai san cong

I. Viée quan ly, st dung tai sin cong duoc thuc hi¢n thong nhét, ¢d phan cong
ro trach nhiém cta timg phong, cd nhin can bo, cong chirc va ngudi lao dong va trach
nhiém phdi hop gifta cac phong, ¢d nhan lién quan.

2. Tai san duoe dau tu. trang bi va st dung dang muc dich, tiéu chuan, dinh murec.

ché do. bao dam cong bang. tict ki¢m. hi¢u qua.

3. Tai san cong phai duge hach toan day du v& hién vat va gia tri theo quy dinh
cua phap Tudt. Viée xac dinh gid i tai san trong quan hé mua. ban, thu¢, cho thug,
thanh Iy tai san trong cac giao dich khac duoce thue hién theo co ché thi truong, trir

truomg hop phap ludt ¢o quy dinh khac.




4. Tai san phai dugc bao vé, bao dudng, sua chita theo ché do quy dinh.

5. Viéc quan 1y, sir dung tai san cong duge thue hién cong khai, minh bach. Moi
hanh vi vi pham ch¢ do quan ly, sir dung phai duoc xtr ly kip thori, nghiém minh theo
quy dinh cta phap luat.

Pidu 4. Cac hanh vi bi nghiém cam trong quan ly, sir dung tai sian cong

I Loi dung, lam dung chirc vy, quyén han chiém doat, chiém gilr va st dung trai
phép tii san cong.

2. Déu tu xdy dyng, mua sam, giao, thué, st dung tai san cong khong ding muc
dich, ché do, vuot tiéu chuan, dinh muec.

3. Giao tai san cong cho cac phong, can bo, cong chire va ngudi lao dong vuot
{iéu chudn, muc dich hodc giao cho phong, can bo, cong chie va ngudi a0 dong
khong ¢6 nhu cau sir dung.

4. Sir dung hodc khong su dung tai san cong duge giao gay lang phi; str dung tai
san cong vao muc dich kinh doanh, cho thué, lién doanh, lién két khong phu hop vai
muc dich st dung cua tai san, lam anh huong dén viéc thuc hién chuc nang, nhi¢m vy
do nhi nude giao; sir dung tai san cong dé kinh doanh trai phap luat.

5. X ly tai san cong tri quy dinh cta phap luat.
6. Hay hoai hodc ¢ y lam hu hong tai san cong.
7. Chiém doat, chiém giit, str dung trai phép tai san cong.

8. Khong thyc hién hodc thuc hién khong déy du trach nhiém, nghia vu trong
quéan ly, str dung tai san cong theo quy dinh ctia phap ludt.

0. Hanh vi bi nghiém cam khac trong quan ly, sir dung tat san cong theo quy dinh
cua phap ludt co lién quan.

Chuong Il
QUY PINH CU THE
Muc 1
NGUYEN TAC, PINH MUC, TIEU CHUAN TRANG Bl TAI SAN
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Piéu 5. Nguyén tic trang bi va cap phat tai san

Viéc trang bi, cAp phat tai san phai can cu tiéu chuan, dinh mirc str dung tai san
do co quan ¢o thAm quyén quy dinh va ngudn kinh phi dugce str dung phu hgp voi tinh
hinh thuc té dé phuc vu hoat dong cua co quan theo chirc nang, nhiém vu dugce giao.

Pidu 6. Pinh mirc va tiéu chuin tai sin

1. Mdy moc, thiét bi chuyén dung: Dugc thure hién theo Quyél dinh $& 4970/QD-
UBND ngay 29/12/2018 ctia UBND tinh Hai Duong quy dinh tiéu chuan, dinh mure sir

“



dung may moc. thiét bi chuyén ding cua co quan nha nude. co quan Dang Cong san
Viét Nam. 1O chte chinh tri - xd hoi duge ngan sach nha nude dam bido kinh phi hoat
dong. don vi su nghiép cong 1ap. Ban quan Iy du an st dung von ngén sach nha nuoc

(trir linh vue y té. gido duc) thude pham vi quan ly cua tinh.

TTg ngay 31/12/2017 cta Thu twong Chinh phu quy dinh tiéu chuan, dinh muce su

2. Tai san, trang thiét bi khac: Dugce thue hién theo Quyét dinh sd 50/2017/QD-

dung may moc. thiét bi.

Muc 2
QUAN LY, SU DUNG TAI SAN CONG

Dicu 7. Quan ly, sir dung dit

[. Viée quan Iy, st dung dat duge giao phai thue hi¢n theo quy dinh cua phdp
ludt vé dat dai. Viée st dung dat phai pht hop voi quy hoach. k¢ hoach su dung dat.
Nghiém cam vice st dung dat duge giao dé xdy dung (ry s¢ co quan vao muc dich
khac.

2. Van phong Ban ¢6 trach nhi¢m tham muu dé quan ly. su dung dién tich dat
duoc giao theo quy dinh cta Phip ludt. Trong truong hop bi chiém dung, chi¢m doat,
st dung khong ding mue dich quy dinh hodc cac vi pham khdce vé dat dai. Van phong
Ban phai chu dong d¢ xuat. kicn nghi cac bién phap gidi quyct trinh Trudng Ban xem
xEt. quyct dinh.

Dicu 8. Quan Iy va su dung try so lam viéc

Tai san 1a nha cira. vat kién trac: Nha lam viée. cdc cong trinh xdy dung gan licn
vai nha nhu san. twong rao, cong. Viée quan ly. st dung try so lam vice dugc thue
hi¢n theo Nghi dinh so 152/2017/ND-CP ngay 26/12/2017 cua Chinh phu quy dinh
ticu chuan. dinh mure str dung tru s¢ lam vice. co s hoat dong sy nghicp.

Vice st dung tru so lam viée phai dang cong nang, thict k&, dung muc dich.
khong duge chicm dung hode st dung try s¢ lam viée vao muc dich san xuét kinh
doanh. dich vu. cho thué. cho muon. lam nha o.

Dinh ky sta chita. bao dudmg  tru so lam vige theo dung tiéu chuan, dinh muc
kinh (¢ - ky thuat theo quy dinh.

Dicu 9. Quan ly va sir dung xe 6 to

1. Tiéu chuan, dinh mirc sir dung xe 0 t6:

SO Tugng xe 6 10 duge trang bi thuce hign tai Nghi dinh so 04/2019/ND-CP ngay
11/01/2019 cta Chinh pht quy dinh tiéu chuén. dinh mire st dung xe¢ 6 to va ‘Thong tu

s& 24/2019/TT-BTC ngay 22/4/2019 cia BO Tai chinh huong dan mot so nodi dung cua
3




Nghi dinh & 04/2019/ND-CP ngay 11/01/2019 ctia Chinh phi quy dinh ticu chuan,
dinh mirc su dung xe 0 10.

Xe & to duoc st dung dé phuc vu cong tac thyuc hién theo Quyét dinh so
09/2012/QDb-UBND ngay 29/12/2012 va cac quy dinh khac cua UBND tinh i
Duong.

Truong hop can thiét do yéu cau cong tac can bd tri xe & 1 cho cic dot tronye
con lai khong du tiéu chuan su dung xe 0 10 thi Trudéng Ban xem xét, quyet dinh.

2. Trach nhiém ciia Viin phong

Td chire quan ly, bao dudng, kiém dinh, kiém tra xac dinh tinh trang xe, muc do
hu hong bao cédo Truong Ban quyét dinh viéc bdo dudng, stra chira, thay thé phu tung.

Kiém tra, theo doi va thanh toan cac khoan chi bao hiém, sua chira, bdo duong.
thay thé phu tung xe.

Tiép nhin nhu cau sir dung xe dé co ké hoach dicu dong, bo tri xe cho phu hop.

Chanh Van phong ¢6 trach nhiém tham muu cho Truong Ban trong viée xdy
dung dinh murc nhién li¢u xe 0 t0; quan ly, diéu dong, str dung x¢ 6to ding muc dich,
dbi trong va dang quy dinh.

3. Trach nhiém ciia by phin Ké toan

-
,

a) M¢ s6 theo doi nhat ky xe di cong tac, cudi thang doi chiéu sO km di trong
thang doi v timg xe.

b) Trang bi s6 dé ghi nhit ky van hanh cho timg xe¢ 0to.

¢) Cip phat nhién li¢u (Cap Phicu cap xing) theo ding quang duong va dinh murc
da quy dinh. Bo phan k¢ toan chi thanh toan nhién li¢u doi voi cac lénh diéu xe ¢o du
chir ky, dang ky, 1énh diéu dong xe, xac nhan cung dudng cu the theo ding quy dinh.

4. Trach nhiém cua lai xe

a) Lai xe an toan, khong dung bia, rugu va chit kich thich khi lai xc.
b) Bao quan xe tot, sach, dua don dang gio, nhiét tinh, chu dao vai cac doan cong

~

¢) Thuyc hién tot ché do bao dudng xe 0t6, dam bao tuyét doi an toan cho xe khi
van hanh. Chu dong kiém tra, phat hién som cic hién tuong hong hoc dé dé nghi stra
chira kip thot.

d) Ghi nhat ky van hanh xe day du.

¢) Luu lénh diéu xe, gidy moi du hoi nghi (néu ¢d) dé lam cin cbr thanh toan

A

cOng tac phi.



Dicu 10. Quan ly va sir dung cac trang thiét bi van phong

1. May photocopy:

Giao cho bo phan Van thu thudoe Van phong truc tiép quan ly va st dung.

Ca nhan dugce giao nhi¢m vu qudn ly va st dung may photocopy phdi ¢o trach
nhiém:

a. Pho to cac loai tai licu kip thot du so lugng, dam bao chat luong.

b. Tai li¢u phai pho to 02 mat giay (trir truong hop co yéu cau khac).

¢. Mo s6 sach theo doi chi tiét cac ndi dung sau:

- Theo doi vige sur dung gidy (bao gom s6 giay nhan ¢ kho van phong. so vin ban
da pho 1o trong tirng thang)

- Dy tra so lugng giay. muce st dung hang thang gii Vian phong dé tong hop co
k¢ hoach mua sam.

- Thue hi¢n ché dé bao dudng may thuong xuvén. dinh ky.

Cdc phong chuyén mon ¢ tai liéu can pho (6 ¢6 trach nhiém tinh todn chi tict cac
loai vin ban. mau bi¢u can pho t0: so lugng tirng loai vian ban. tranh in thua, 1ang phi.

DO vai cae tai licu pho to phuc vu cie nhiém vu chuyén mon cé kinh phi riéng.
k¢ toan cang véi cde bd phan cua phong chuyén mon tinh toan cu the timg loai tai ligu
dé quy¢t toan kinh phi theo quy dinh.

2. May vi tinh, mdy in, mday Fax va cdc thiét bj tin hoc

Can bo. cong chire. nguoi lao dong dugc trang bi mdy tinh, may in va cac thict by
tin hoc phai quan 1y va st dung tai san ¢6 hi¢u qua. thue hién (6t ch¢ d bao dudng. su
dung mav.

Miy FAX dugce st dung vao cac cong viée can thict cua co quan. Khi cdn bo ¢o
nhu cau sir dung may FAX phai duge sy dong y cua Chanh Vin phong:

Khong st dung may vi tinh. mdy in vao cdc vi¢e riéng ca nhan nhu: choi dién tu,
ddnh may. in an cac tai li¢u phuc vu cong vice riéng cua ca nhan.

Trong qua trinh str dung. néu may moce thict bi van phong hu hong dot xuat can
stra chira. thay thé cac phong phai ¢6 véan ban dé nghi gui Van phong dé thue hién sura
chira theo quy dinh.

Dicu 11. Quan ly va sir dung cac tai sian khac

1. Qudn Iy va sir dung may diéu hoa nhiér dj

Viée st dung dicu hod phai dam bao hop ly. dat hi¢u qua. Chi sur dung may dicu

L , R Cnl g PRV . 0,0 erel. geX . R
hoa vao cac ngay nhiét do khi hiu trén 307C. Tat dicu hoa khi Khong su dung.




Trong qua trinh su dung, néu ¢6 hu hong dot xuat can stia chira. thay the cae
phong phai ¢6 van ban dé nghi gtri Van phong dé thyc hién stra chira theo quy dinh.

2. Quiin Iy va bdo quan cdc thiét bi phong chdy, chita ¢hdy

Vian phong thuong xuyén phoi hop v6i Phong Canh sat Phong chay, chita chay
va ctru nan ciru ho- Cong an tinh dé duge hudng din nghiép vy li€n quan dén ky thud.

tiéu chuén, dinh mirc cac trang thiét bi phong chay chira chay.

Hang nim Van phong tham muu Truong ban xdy dung k& hoach to chae tap

huén nghiép vu phong chdy chira chay cho can bd, cong chire trong don vi.

Mua sdm day du cac thiét bi phong chay chira chdy theo dang thict ké Ky thugs.
Bao dudng thuong xuyén céc thict bi da co.

Cic phong lam viée, kho tang, cac cong trinh cong cong... phai duoc bo tri sdp
xép hop ly. Kiém tra thuong xuyén tAt ca cac loai thiét bi dién, khong dé xay ra chay.
chép dién. Khong hut thude hodc dung lira tuy tién dam bdo tuyét ddi an toan vé cong

tac phong chay, chira chay.
3. Quin Iy va béo qudn cdc tai san, Cong cu dung cu (CCDC) khac:

Tai san, cong cu dung cu khac bao gom: T hiét bj am thanh cac loai; Thang may
tai khach; Ti vi; cac loai ti, ban, ghé tiép khach, ban ghé lam viéc, ban dé may vi tinh.
ban ghé hoi hop, buc; gia luu trr ho so, thiét bi mang, hé thdng phan mém (Quan 1y

van ban, ké todn, tai san) va cac tai san khac ma co quan giao cho phong, can bd, cong

chure, nguoi lao dong quan ly, st dung;

Trong qué trinh su dung, néu cac loai tai san, CCDC khac bi hu hong ¢in st
chiia, thay thé cac phong, can bo, cong chure, ngudi lao dong phdi co van ban dé nghi
gui Van phong dé thuc hién stra chira theo quy dinh.

Diéu 12. Diéu chuyén, thu hoi tai san

Nhirng 1a1 san st dung khong ding muc dich; Tai san str dung vuot dinh miure,
tiéu chuén quy dinh; Cac loai tai san du thira cac phong, ¢ ¢an bo, u)nb chure, nguoi fao
dong khong c¢o nhu ciu st dung hodc st dung khong hét cong suat thi Van phong ¢o
trach nhiém dé xuat, tham muu cho Truong ban diéu dong dén phong, can bo, cong
chire, ngudi lao dong ¢6 nhu cau st dung cao hon. Viée thu hoi dé didu chuyén (ai san
trong ndi bo dé khai thac 16i da, tinh nang, hiéu sudt trong viéc str dung tai san nhit ia
may moc, thiét bi da dugc dau tur mua sam. Ngoai ra khi co quyct dinh diéu dong nhén
sur hodc quyét dinh thu hdi tai san tir cac dy an thi tai san ciing s€ duge thu hoi, dicu

chuyen theo hodc luu kho;

Van phong, bd phin ké toan, hodc can bd theo doi tai san ¢o trach nhiém tong

hop, Jam thi tuc diéu chuyén, ghi tang, giam tai san trong 0 theo doi (ai san.

§)



Diéu 13. Thanh ly tai san

[. Cac truong hop thanh 1y (ai san: 'Tai san hét han su dung, tai san da hu hong
khong thé stir dung duge hode da stra chita nhung khong su dung dugc; nha lam vice
hofic tai san khac gan lién vai dat phai pha do theo quyet dinh cua co quan nha nudc
¢o tham quyén va cac truong hop khac theo quy dinh cua phap luat.

2. Van phong. bd phédn k¢ toan, hode can bo theo doi tai san lam dau moi tong
hop. phoi hop vai cac phong ¢o lién quan lam thu tuc thanh ly tai san trinh Truong
Ban quycét dinh.

Di¢u 14. Kiém ké, bao ciao va ding ky bién dong vé tai san

[. Dinh ky hang nam Van phong, bo phin k¢ todn. hode cin bo theo doi tai san
tién hanh kiém ké thuc (¢ (ai san mot 1an khi két thae ndm tai chinh.

. Trong qua trinh ki¢m k¢ phai ghi chép day du. kip thoi vao s6 theo doi (ai san
¢ dinh. cong cu dung cu, xac dinh nguyén nhéan hu hong. mét mat va dé xudt bi¢
phap xtr 1y theo quy dinh.

3. Vice diang ky bién dong vé tai san thue hién theo quy dinh tai Nghi dinh s
151/2017/ND-CP ngay 26/12/2017 cua Chinh phi va huong dan cua Bo Tai chinh.

Chuong 111
PIELU KHOAN THI HANH VA KHEN THUONG, KY LUAT

Piéu 15. Trach nhiém cita Chanh vian phong

Chanh Van phong c6 trach nhi¢m (o chie giao (ai san cho cac bo phén. ca nhén
truc Giép quan ly: don doc cac bo phan tham muu gidap vice mo s sach theo doi quan
Iv. khau hao tai san, {6 chire trién khai cac bo phan trong co quan bao dudng dinh ky,
bao dudng thuong xuyén tai san theo dung quy dinh cua Nha nude. Dé xuit khen
thuong kip thoi cde phong. ¢dn bo, cong chie va ngudi lao dong trong cong tic quan

Iv khai thac su dung tai san ding muc dich ¢o hicu qua: phat hi¢gn xir ly kip thoi cac

phong. can bg. cong chire va ngudi lao dong su dung tai sin khong ding muc dich. ¢h
v lam hu hong tai san cong.

Piéu 16. Trach nhiém cia Ke toan

I. Huong dan, theo doi, giam sat vi¢e thuc hién quan ly st dung tai san trang
thiét bi cua co quan theo quy dinh tai Quy ché nay.

2 Mo so. the theo ddi va tinh gid trj hao mon cua (ai san theo dang quy dinh cua
nha nude. Tong hop bao cdo dinh ky hang nam., bao cdo dot xuat khi co quan quan ly

cap trén veu cau.




Piéu 17. Trach nhiém ciia cac phong va can b, cong chire, nguwoi lao dong

I. Quan ly, khai thac va sir dung trang thiét bi dung muc dich, dat hi¢u qua, de
xuat stra chita kip thoi tai san khi cé su ¢o hong hoc xay ra. -

2. Khéng duoc tu y di chuyén tai san tir phong nay sang phong khac, khong duoc
cho thué, cho muon hodc sur dung vao muc dich ca nhan.

Dieu 18. Khen thwdng, ky luét

Cac phong, can bo, cong chire, nguoi lao dong co thanh tich phat hi¢n, bdo cao
cac hanh vi xim pham hodc st dung lang phi tai san, stir dung tai san khong dang muc
dich, str dung tai san vao muyc dich ¢a nhén, ¢0 y lam hu hong tai san trang thict bi cua
co quan duge khen thuéng theo ché do hién hanh.

Céic phong, can bd, cong chire, ngudi lao dong dugc giao truc tiép quan ly su
dung tai san, trang thiét bi vi pham cdc quy dinh clia quy che ndy va cdc van bdan phap
ludt khac co lién quan, thi tuy theo mirc do vi pham bi xtt ly Ky ludt, néu thi¢t hai thi
phai boi thuong.

Cong tac quan ly str dung tai san cong la mét tiéu chi dugc xem xét thi dua khen
thudng doi véi cac phong, can bd, cong chire, nguoi lao dong duge giao quan ly st
dung tai san trang thiét bi cta co quan./. 3@1




