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

PHUONG XUONG GIANG Doc 1ap - Tw do - Hanh phuc
Sb: 14 /Qb-UBND P. Xuong Giang, ngay 12 thang 01 nam 2024
QUYET PINH

Vé viéc ban hanh Quy ché chi tiéu ndi bd, sir dung tai san cong
cua UBND Phuong Xwong Giang nam 2024

CHU TICH UY BAN NHAN DAN PHUONG XUONG GIANG

Can cir Lugt Té chic chinh quyén dia phwong ngay 19/6/2015; Ludt sira
doi, bé sung mét sé diéu cua Lugt Té chiee Chinh pha va Ludt Té chize chinh
quyén dia phwong ngay 22/11/2019;

Can cit cdc Nghi dinh cua Chinh phi: S6 1 30/2005/ND-CP
ngayl7/10/2005 Quy dinh ché dg tw chi, tw chiu trach nhiém vé sir dung bién
ché va kinh phi qudn Iy hanh chinh déi véi cdac co quan Nha nuoc; s6
117/2013/ND-CP ngay 07/10/2013 vé sira doi, b6 sung mét sé diéu cia Nghi
dinh 130/2005/ND-CP ngay 17/10/2005 cua Chinh phu;

Can cir cic Théng tw lién tich cua Bg Tai chinh, B¢ Néi vu: Sé
03/2006/TTLT-BTC-BNV ngay 17/01/2006 vé huwéng ddn thuc hién Ngh; dinh sé
130/2005/ND-CP ngay17/10/2005 cua Chinh phi Quy dinh ché do tir chu, tw
chiu trach nhiém vé six dung bién ché va kinh phi quan 1y hanh chinh déi véi cac
co quan Nha nuéc; sé 71/2007/TTLT-BTC-BNV ngay 26/6/2007 vé hwéng dan
sira d6i Théong tw lién tich so 03/2006/TTLT-BTC-BNV ngay 17/01/2006 cua lién
B¢ Tai chinh, B Ngi vu;

Theo dé nghi cua cdng chizc Tai chinh - Ké toan phuwong.

QUYET PINH:

Picu 1. Ban hanh kém theo Quyét dinh nay Quy ché Quy ché chi tiéu noi
bo, str dung tai san cong cia UBND Phuong Xuong Giang nam 2024.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Cong chirc Vian phong - Théng ké, Tai chinh - Ké toan, cac don vi, bd
phan, can bo, céng chirc, ngudi lao dong co quan phudng, cac té chirc, ca nhan
lién quan can ctr Quyét dinh thi hanh./.

Noi nhan:

- Nhu diéu 2 (dé T/h);

- Chu tich UBND thanh pho (dé Blc);

- Phong TC-KH thanh phd;

- Cong doan, Ban TTr nhan dan phuong;

- TT. Pang try, HDND phuong (dé B/c);

- Lanh dao UBND phuong;

- MTTQ, céc t6 chuc CT-XH phuong (dé P/h):;
- Cén bd, cbng chirc, NLD (dé T/h);

- Luu: VT.

oang Van Vuong
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
PHUONG XUONG GIANG Doc 1ap - Tw do - Hanh phuc
QUY CHE

Chi tiéu noi bg, st dung tai san cong cia UBND Phuong Xwong Giang nam 2024
(Ban hanh kém theo Quyér dinhso  /OP-UBND ngay  /01/2024
cua Chu tich UBND Phuong Xuong Giang)

Chwong I
NHUNG QUY PINH CHUNG

piéu 1. Pham vi, ddi twong diéu chinh

1. Quy ché nay quy dinh vé quan ly chi tiéu noi bo, quan ly sir dung tai
san cong caia UBND Phuong Xuong Giang; nhitng noi dung khdong néu trong
Quy ché nay thi thuc hién theo quy dinh hién hanh caa Nha nudc.

2. Quy ché chi tiéu noi bo, quan ly, sir dung tai san cong bao gdom cac quy
dinh vé ché do, tiéu chuan, dinh muc chi tiéu, quan ly, st dung tai san &p dung
thng nhat trong co quan phuong.

3. Quy ché nay &p dung cho MTTQ, c4c t6 chirc chinh trj - x& hoi, can bo,
cdng chuc vién chic, nguoi hoat dong khong chuyén trach va nguoi lao dong
(sau day goi chung la can b9, cong chuc) tai co quan Phuong Xuong Giang.

Piéu 2. Muc dich

1. Tao quyén cha déng trong quan Iy tai chinh, quan 1y, sir dung tai san
Nha nuoc.

2. Thuc hanh tiét kiém, chong 1ang phi trong viéc sir dung tai san cong, tai
san Nha nudc.

3. Thiac day viéc sap xép, to chirc bo may tinh gon; nang cao trach nhiém
cua tirng can bo, cong chuac trong viéc st dung tai san cong dang muc dich, co
hiéu qua, thuc hanh tiét kiém, chéng lang phi.

4. Bong vién, khuyén khich can bo, cong chic phan ddu hoan thanh tot
nhiém vu duoc giao.

Piéu 3. Nguyén tic

1. Xay dyng quy ché chi tiéu noi bo, quan ly, st dung tai san cong dam
bao nguyén tic cong khai, dan chu, cdng bang va dugc thao luan théng nhat
trong céan bo, céng chic caa co quan cung véi y kién thong nhat caa Ban Chap
hanh Cong doan co quan phuong.

2. Cac muc chi quy dinh trong Quy ché nay khéng vuot qua ché do chi
hién hanh do co quan c6 tham quyén quy dinh; trén tinh than tiét kiém kinh phi,
dam bao quyén va loi ich hop phap cho ngudi lao dong va phi hop dac thi hoat
dong cua co quan.

3. Céc khoan chi tiéu khong néu trong Quy ché nay dugc thuc hién theo
Quy dinh hién hanh ctia Nha nudc.
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Piéu 4. Nguén kinh phi quan ly hanh chinh
1. Kinh phi chi thudng xuy@n ngan sach cap.
2. Ngudn tai trg, xa hoi hoa bang hién vat.

3. Céc khoan thu hop phép khéc.

Chuwong 11
NOQI DUNG QUY CHE

biéu 5.

1. Chi hgp dong lao dong

a) Hop dong nhan vién:

- Tra cong don dep v€ sinh co quan phuong: 2.600.000d/thang.

- Phat thanh vién hop dong 01 ngudi: 800.000d/thang.

- Hop dong can bo danh may va pho to tai lidu: 1,0 x v6i hé s6 luong co so.

b) Hop dong nhan vién bao vé khong qua 2 nguoi mic chi:
2.500.000d/ngudi/thang (bao gom tién cong bao vé va chiam soc cac cay canh).

2. Kinh phi chi khen thuéng

- UBND phuong chi kinh phi khen thuong tir ngudn quy thi dua, khen
thuong gém nhimng ndi dung sau: Khen thudng tong két nam, khen thuong tong
két nhiém ky cta cac doan thé, khen thuong so, tong két chuyén dé tir 02 nim
tré 1én theo sy chi dao cua cép trén va khen thuong dot xuat hodc theo chuyén
dé do UBND phuong phat dong theo timg dot thi dua. Pinh muc chi khen
thuong dung theo quy dinh tai Nghi dinh s6 91/2017/ND-CP quy dinh chi tiét
thi hanh mot sd diéu cta Luat Thi dua khen thuong, tip thé 1a 0,3 x v6i hé s6
luong co s&, cd nhan 1a 0,15 x v&1 hé ) lvong co s6.

- Péi voi khen thuong hang nim, hodc mang tinh dong vién phat dong
phong trao thi dugc chi trong kinh phi khodn cua nganh hodac tur kinh phi su
nghiép, kinh phi hoat dong cua cac ban nhu: Chi khen thudng tong két cong tac
dam bao trat tw ATGT; phong trao phong, chdng tdi pham, phong trao toan dan
bao vé an ninh T qudc thi kinh phi chi khen thudng tir ngudn xir phat vi pham
hanh chinh trén Iinh trat tu an toan xa hoi.

Pi¢u 6. Quy dinh vé sir dung, mua sam Vin phong pham

1. Thuc hién khoan Vin phong pham theo bién ché duoc duyét. Viéc st
dung Vian phong pham phai trén tinh than tiét kiém, hiéu qua.

- Chi phi Van phong pham: La cac khoan chi mua gidy viét, so, cap, bat
photo tai liéu va vat tu van phong khac nhiam phuc vu cho hdi nghi, so tong két,
tap huan va st dung cong viéc quan ly hanh chinh tai bo phan:

+ Khoén Vin phong pham cho céc cong chic: Tai chinh-Ké toan luu hd
so xay dung co ban va ching tir chi thudng xuyén, Van phong-Théng ké Iuu ho
so, Tu phap-Ho tich luu ho so, Van hoa-X4 hoi (Lao dong TB&XH), Vin hoa-
X& hoi (Thdng tin, thé thao), Tu phap-Ho tich, Pia chinh-Xay dung, Chi huy
treong Ban CHQS, mac khoadn la 1.800.000d/nguoi/nam; Vién chuc Thu y
1.000.000d/nam.
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+ Dbi voi MTTQ, cac doan thé chinh tri-xd hoi: Muc khoan Vian phong
pham va phd td tai liéu 1.800.000d/doan thé/nam.

- Chi phi ché nudc: Khoan ché nudce cho cac dong chi Thuong truc Pang
iy, HDND, UBND va Chu tich Uy ban MTTQ phuong 100.000d/ngudi/thang.

2. Truong hop céac can bd, cong chirc ¢d nhu cau stra chita cac trang thiét
bi, dung cu Van phong, sir dung cac loai Vin phong pham khéc véi Van phong
pham thong thuong hoic dung véi sé lugng Ion, dot xuit phuc vu cong tac,
nhiém vu thi 1ap Giay dé nghi mua sam, stra chira vat tu, trang thiét bi (6t xuat)
giri Bo phan Tai chinh-Ké toan phuong tong hop, trinh Cha tich UBND phuong
duyét ¢& mua sam, cap phat kip thoi nhung phai that su tiét kiém, tranh hinh
thac, 1&ng phi.

Piéu 7. Quy dinh vé quan ly, sit dung, mua sim, sira chira tai san,
trang thiét bi vat tw vin phong

1. Tai san, trang thiét bi tai cac phong lam viéc ciia can bo, cong chic phai
c6 Bién ban giao, nhan cho can bo, cong chuc sir dung; cong chic Tai chinh - Ké
toan mé S6 theo ddi tai san, cong cu, dung cu. Thuc hién ché do kiém ké dinh ky,
tinh khau hao tai san dé danh gia qua trinh st dung cua cac loai tai san.

2. Can bo, cdng chuc phai cé trach nhiém bao vé, bao quan, st dung co
hiéu qua céc trang thiét bi, vat tu van phong di duoc trang bi cho phong, cho ca
nhan. Nghiém cam can b, céng chuc sir dung trang thiét bi cia co quan vao
viéc riéng. Khong duoc cho nguoi ngoai co quan sir dung tai san cong.

3. Viéc diéu chuyén tai san trong ndi bo co quan tir phong nay sang phong
khac phai trao d6i véi cong chirc Van phong - Théng ké phuong dé trinh Chu
tich UBND phuong; khi nhit tri méi duoc chuyén giao. Moi chuyén giao déu
phai 1ap Bién ban giao, nhan day du, dong thoi, phai thong béo cho cong chuc
Tai chinh - Ké toan phuong biét dé theo ddi vao hé thong so sach ké toan
(truong hop khdng thong béo cho cong chirc Tai chinh - Ké toan phuong biét,
khi kiém ké coi nhu that thoat, ca nhan st dung phai bdi thudng theo quy dinh).

4. Khi ¢6 nhu cau mua sam mai tai san, stra chira trang thiét bi van phong
va dung cu lao dong thi cac can bo, cdng chuc lap dé nghi giri céng chirc Vian
phong - Théng ké phuong kiém tra va xem xét tinh hop 1y trén co s tiéu chuan,
dinh mac hién hanh, dé xuat Chu tich UBND phuong xem xét, quyét dinh; khi
Chu tich UBND phuong nhat tri mai thyc hién.

UBND phudng chi sira chita, thay thé, ¢6 myuc may in va stra chira co ban
khéng qua 200.000d/1an; nhitng bo phan, can bo, céng chic sta chira thay thé
linh kién trén 200.000d phai bdo véi B6 phan Van phong va trinh Chu tich
UBND phuong xin y kién thay thé stra chira thay thé thiét bi, néu bo phan nao
khéng thuc hién thi b phan @6 tu chiu trach nhiém thanh toan.

Picu 8. Quy dinh vé sir dung dién, nwéc va cac trang thiét bj khac

1. St dung dién: Thuc hién theo Quy ché sé 02/QC-TTrCQ ngay
17/7/2017 cua Thu trudng co quan phudng vé s dung dién & co quan phuong.
Cu thé: Can b, cong chuc tan dung tdi da anh sang va thong gi6 tu nhién, tat
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bot dén chiéu sang khi sé nguoi 1am viéc trong phong giam; chi st dung may
diéu hoa nhiét do khi that can thiét, dung quat thay thé diéu hoa khi thoi tiét
khong qua nong, cé it ngudi trong phong.

- Tién dién st dung diéu hoa: UBND phuong di trang bi diéu hoa cho
phong lanh dao va cac don vi, bd phan, can bo, cdng chirc phuong, mdi phong
can bo, cong chire déu co lap ddng ho riéng, tién sir dung diéu hoa dugc tinh, cu
thé nhu sau:

+ Pdi v6i cac phong lanh dao, MTTQ str dung diéu hoa khoan 4 thang
mua He (thang 4, 5, 6, 7) dugc tinh khoan: 400.000d/phong;

+ P6i voi cac bo phan, can bo, cong chirc duoc tinh theo gia dién hién
hanh ctia Nha nudc: 1.000d/sd6 dién (bat dau dugc tinh sb dién tir ngay
(01/01/2023);

+ Pbi véi phong Bao veé: 4 thang mua Heé (thang 4, 5, 6, 7) duoc tinh
khoan: 600.0004.

- S6 tién thu phat sinh tién dién diéu hoa duoc giao cho Bo phan Vin
phong kiém tra tong hop va thu khi cac phong phat sinh theo quy, sé tién thu
duogc s& tdng hop cong khai va nop tién dién UBND phudng theo quy dinh.

- Cén bd, cong chic khong sir dung dién tai co quan vao viéc riéng; tat
cac thiét bi sir dung dién khong can thiét khi ra khoi phong va hét gio l1am viéc,
khong dé thiét bi s dung dién & trang thai cho (may in, may photocopy, man
hinh vi tinh...).

- Sau khi két thac cudc hop, can bo, cong chtc chiu trach nhiém chinh
(can b, cdng chic tham muu moi hop) phai tat cac thiét bi sir dung dién trong
phong hop, hoi truong...

2. St dung nudc: Can bo, cong chic phai khoa van nuac khi dung xong,
truong hop khi mé van khong c6 nuéc thi phai khda van lai ngay. Néu phat hién
rd ri, hu hong... phai bao ngay cho cong chiac Vin phong - Théng ké phuong
biét dé xu 1y.

3. Sur dung may vi tinh, may in: Can b, cdng chic dugc giao quan ly, st
dung may vi tinh, may in phai van hanh theo ding quy dinh. Chi dugc sir dung
cho cong tac chuyén mon. Khong choi tro choi dién tir, danh mdy, in an cAc tai
licu phuc vy cdng viéc riéng. Khi khdng st dung phai tat nguon dién.

4. Viéc quan ly, sir dung mang Lan, mang Internet ¢ co quan: Chi st dung
mang dé phuc vu céng tac, nhiém vu chuyén mén, khdng vao céac trang WEB cd
noi dung xau, phan dong hozc bi cam.

5. Str dung dién thoai co quan: Can bg, cong chuc khi st dung dién thoai
co quan phai tiét kiém, chi goi khi giao dich lién hé cong tac. Cac phong duoc
trang bi dién thoai cé dinh ty quan Iy may cuia phong. Co quan khong chap nhan
thanh toan cho céc cudc goi riéng.

6. Stir dung may Photocopy: Thuc hién theo quy ché s6 01/QC-TTrCQ
ngay 31/3/2016 cua Thu trudng co quan vé quan ly, st dung may Photocopy tai
co quan Phuong Xuong Giang.



Piéu 9. Quan Iy tru sé 1am viéc

- Thuc hién theo quy dinh tai Quyét dinh sé 213/2006/QD-TTg ngay
25/9/2006 cua Thua tuéng Chinh phu ban hanh Quy ché quan Iy cdng so cac co
quan hanh chinh Nha nudc. Viéc quan ly va s dung cong trinh céng cong trong
co quan nhu:

+ Phong Hoi truong;

+ Phong hop;

+ Phong Tiép dan;

+ Céc cong trinh céng cong khac.

- Giao ¢ong chtrc Van phong-Thdng ké phuong gidp Thu trudng co quan
quan ly toan bo cac cdng trinh céng cong trén; thudng xuyén Kiém tra do an toan
cua cac thiét bi. Trong trudng hop sir dung ngoai nhiém vu cia co quan phuong
phai bao c4o xin y kién lanh dao.

Picu 10. Quy dinh vé sir dung, quan ly va giir gin tai san cong

- Pbi voi may mac, trang thiét bi can c6 ché do bao tri thuong xuyén va
bao dudng dinh ky, can bo, cong chicc dung may moéc, trang thiét bi phai thao
tac ding hudng dan va quy trinh sir dung dé gitr cho may méc van hanh tét va
tiét kiém chi phi sira chira.

- Can b9, cong chuc cd trach nhiém quan ly tai san dugc giao theo dung
quy dinh ciia Nha nudc vé quan Iy TSCD, cong cy, dung cu. Khi duoc giao quan
ly tai san phai ghi s6 dé theo dai.

- Can bo, cdng chac ndo 1am mat mat, hong hoc tai san cong do nguyén
nhan chu quan thi phai béi thuong bang tién mat toan bo chi phi sitra chita hoic
mua moi tai san d6 va chiu cac ché tai khac theo quy dinh hién hanh cia Nha
nudcC.

- Pén ngay 31 thang 12 hang nim, phai tién hanh kiém ké TSCPD, cong
cu, dung cu dé tong hop theo quy dinh.

Chuwong 111
TO CHUC THUC HIEN VA KHEN THUONG, KY LUAT

Piéu 11. Trach nhiém caa can b, cong chirc

Can bo, cong chic phai thuc hién dung cac quy dinh tai Quy ché nay. Néu
lam hu hong, that thoat, mat mat déu phai boi thuong vé mit vat chat va tly theo
mirc d6 sai pham sé bi st Iy theo quy dinh cua phap luat.

Can b, cong chtc cb trach nhiém sir dung tiét kiém, dung muc dich cac
tai san, trang thiét bi, dung cu, cong cu lao dong, 1am viéc, Van phong pham
duogc cap phét...

Pi¢u 12. Khen thwéng, ky luat

- Nguoi ¢6 thanh tich phat hién, bao cao cac hanh vi xdm pham hoac st
dung lang phi tai san, stir dung tai san khong ding muc dich, sir dung tai san vao
muc dich ca nhan, ¢ ¥ lam hu hong tai san, trang thiét bi cia co quan duoc
khen thuong theo quy dinh.



7

- Cén b, cdng chuc duoc giao truc tiép quan ly, sir dung tai san, trang
thiét bi vi pham cac quy dinh cua Quy ché nay va cac vin ban phap luat khéc co
lien quan, thi ty theo tinh chat mic do vi pham bi st Iy ky luat, néu thiét hai thi
phai bdi thuong.

- Céng tac quan ly, st dung tai san cong la mot tiéu chi khi binh xét thi
dua khen thudng cta can bo, cdng chac hang nam.

Chwong IV
TO CHUC THUC HIEN

Diéu 13. Piéu khoan thi hanh

1. Céc can b, cdng chirc co quan phudng, cac to chic, ca nhan lién quan
c6 trach nhiém thuc hién tét Quy ché nay. Cong chirc Vin phong - Théng ké va
Tai chinh - Ké toan phuong chiu trach nhiém trién khai, huéng dan thuc hién
dung cac quy dinh tai Quy ché.

2. Cong chic Van phong - Thong ké phuong c6 trach nhiém theo dai,
kiém tra viéc quan ly, st dung phuong tién, tai san, trang thiét b trong co quan
dam bao quan ly chat chg, sir dung cé hiéu qua, tranh lang phi. Chiu trach nhiém
trudc Chu tich UBND phuong vé quan ly, st dung tai san.

3. Cong chuc Tai chinh - Ké toan phuong cé trach nhiém theo ddi, 1ap bao
céo dinh ky hang thang va lap phuong an st dung kinh phi tiét kiém dugc hang
quy dé tham muu cho Chu tich UBND phudng trong viéc quan Iy, st dung kinh
phi theo dung quy dinh tai chinh hién hanh va quy dinh ctiia Quy ché nay.

Hang quy, béo céo tirng noi dung chi ¢é Chu tich UBND phuong chi dao,
diéu hanh, kip thoi diéu chinh cho pht hop véi du toan chi caa co quan.

4. Ban Thanh tra nhan dan c6 trach nhiém giam sét, kiém tra dinh ky hoic
dot xuat theo chire ning, nhiém vy duoc phap luat quy dinh.

5. Quy ché nay c6 hiéu luc ké tir ngay ky, duoc cong khai trong toan co
quan va guri Phong Tai chinh - Ké hoach thanh phd, Phong Giao dich Kho bac
Nha nudc dé kiém soat chi theo quy dinh.

Trong qué trinh thuc hién, néu c6 van dé can sia doi, bo sung, can bo,
cong chac phan anh vé Bo phan Tai chinh - Ké toan phuong dé tong hop, bao
c4o Chu tich UBND phuong xem xét, diéu chinh cho phu hop./.
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