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SO TAINGUYEN VA MOI TRUONG Poc lap — Tu do — Hanh phac

QUY CHE
Quan ly va sir dung tai san cong tai Van phong Sé Tai nguyén va Méi truong
Khanh Hoa
(Ban hanh kém theo Quyér dinh s6 850/0P — STNMT cua Sé Tai nguyén va
Moi truong Khanh Hoa ngay ,9 thang jo nam 2021)

CHUONG I:
NHUNG QUY PINH CHUNG

piéu 1. Pham vi va déi twong

1. Quy ché nay quy dinh tiéu chuan, dinh muac va ché do quan ly tai san
va cong cu dung cu dé phuc vu cdng tac tai Van phong S¢ Tai nguyén va Mai
truong Khanh Hoa, bao gom: Tru s 1am viéc, may moc, xe 8 td, trang thiét
bi 1am viéc va céc tai san khac duoc mua sam hinh thanh tir nguén ngan sach
Nha nudc; tai san dugce dau tu xay dung, mua sam tir nguon von Khac.

2. Quy ché nay ap dung d6i véi cac phong chuyén mon; can bo, cong
chic va nguoi lao dong tai Van phong S¢ Tai nguyén va Moi truong Khanh
Hoa trong hoat @¢ong phuc vu nhiém vu chuyén mon.

Piéu 2. Muc dich

1. Tao quyén cha dong trong quan 1y tai chinh, quan Iy st dung tai san
Nha nudc.

2. Thuc hanh tiét kiém, chéng I&ng phi.

3. Quan ly, str dung tai san cong dung muc dich, hiéu qua.

Piéu 3. Nguyén tic xay dung quy ché

1. Xay dung Quy ché quan ly, sir dung tai san cong dam bao nguyén tic
cong khai minh bach, dan chu, dam bao quyén loi hop phép cua can bo, cong
chuc va nguoi lao dong.

2. Viéc sir dung tai san phai dung muc dich, ché d¢, tiéu chuan, dinh mc,
tiét kiém va hiéu qua.

3. Tai san st dung phai duoc bdo dudng, sua chira, gitr gin, bao quan tot
theo ché d6 quy dinh ciia Nha nuéc va theo khuyén cdo cua Nha san xuat.



CHUONG I:
NHUNG QUY PINH VE QUAN LY SU DUNG TAI SAN CONG

Piéu 4. Quy dinh chung vé quan ly sir dung tai san coéng.

1. Giam ddc 1a ngudi chiu trach nhiém trudce co quan cap trén, Phap luat
Nha nudc vé cong tac quan ly sir dung tai san cong cua co quan.

2. Toan thé can b, cong chirc va nguoi lao dong co trach nhiém gii gin,
bao quan va sir dung tai san cong ding muc dich, ding chirc nang, dam bao
an toan, hiéu qua va tiét kiém dé phuc vu toan b hoat dong cua co quan;
khong str dung tai san cong vao muc dich ca nhan.

3. Toan thé céan bo, cong chirc va ngudi lao dong khong dugc ty ¥ mang
tai san cong ra khoi co quan hoac ty y cho cac ca nhan, t6 chirc ngoai co quan
muon néu chua dugc sy dong y cia Lanh dao don vi.

4. Can bg, cong chuc va nguoi lao dong chiu trach nhiém trude Truong
phong quan Iy truc tiép can bo, cong chic, nguoi lao dong va Lanh dao So vé
quan ly va su dung tai san cong dugc giao. Truong phong chiu trach nhiém
trugc Lanh dao S& vé cong tac quan ly sir dung tai san cong duoc giao Can
b, cbng chic va ngudi lao dong trong phong minh quan ly va st dung.

5. Khi dich chuyén cac trang thiét bi, may moc tir phong nay sang phong
khac phai duogc su dong y ctia Lanh dao Van phong.

6. Bén ky bao dudng hoac khi co su co ky thuat can sira chita, sita chira
khac phuc khong hiéu qua, cac Truong phong thong bao tinh trang thiét bi va
dé xuat cho Vin phong S& xem xét quyét dinh cong tac bao dudng, sta chira
hoac thanh ly.

Piéu 5. Quy dinh cu thé vé quan 1y sir dung tai sin cong

1. Vé cbng so:

a. Cong s¢ quy dinh tai quy ché nay 1a noi lam viéc cua S¢ Tai nguyén
va Moi trueong bao gom: nha Iém viéc va cac cong trinh phuc vu, hoat dong
Cua co quan trong khuon vién dat cta cong sé.

b. Bao quan, gitt gin vé sinh, mdi truong canh quan céng so, b tri trang
thiet bi, may mac trong phong lam viéc gon gang, thuan tién.

c. Hét gid 1am viéc, cac thiét bi sir dung dién phai duoc tat (ngoai trir hé
thong bao chay tu dong, dién bao vé co quan), cac ctra phong lam viéc phai
duoc khda can than trudc khi ra vé. Trong thoi gian lam viéc, nguoi ra khoi
phong cuoi cung phai tat het dén quat.

d.Phong lam viéc cua cac phong chuyén moén phai tu thu don vé sinh khu
vuc lam viéc hang ngay.



2. Thiét bi théng tin lién lac, may photo, may tinh va thiét bi dién:

a. May mac thiét bj da duoc giao cho ca nhan hoic phong nao thi ca
nhan va phong do c6 trach nhiém quan ly bao quan st dung ding muyc dich.
Hang nam phai kiém ké danh gia chat luong, s6 lugng theo s tai san duoc
giao st dung véi tirng phong chuyén mén, b phan cong tac.

b. Bc‘;i v6i may vi tinh, may photo: khi khdng st dung trong thoi gian dai
thi phai tat may d¢ dam bao tuoi tho ctia may va thuc hanh, tiet kiém dién.
Truong hop cong chac va ngudi lao dong ra khoi co quan phai tat may tinh.

c. D6i voi dién thoai: khi lién hé cong tac qua dién thoai phai su duljg
dién thoai mot cach hop ly; khong lam viéc qua dién thoai (chi trao doi, nhac
viéc, hoi thong tin). Khong st dung dién thoai co quan dé lién hé viéc riéng.

d. Bi voi may diéu hoa nhiét do, quat gi6 va dién‘thép sang: may diéu
hoa nhiét d6 st dung vao mua nong cao diém, trong diéu kién thoi tiét binh
thuong chi s dung quat. Ngudi cudi cung roi khoi phong lam viée chiu trach
nhiém tat quat, may diéu hoa.

e. Khdng sir dung may méc thiét bi dé lam nhiing viéc ngoai nhiém vu
dugc giao. Truong hop can su dung thi phai xin phép va duogc sy dong y cua
Lanh dao Van phong, ca nhan sir dung phai chiu thanh toan cac chi phi phat
sinh lién quan.

f. May méc thiét bi hong do st dung 1au ngay da cii; hong do k¥ thuat
phdi bdo cdo Lanh dao van phong bict va dé xuat phuong an sua chira, thay
the kip thoi. Néu c¢o6 can ctr cho rang bi hu héng, bi mat do ngudi st dung tréi
muc dich hay st dung sai quy trinh k¥ thuat thi tuy theo mic d6 nang nhe ma
phai boi thuong trach nhiém vat chat, hoac xur ly ky luat hanh chinh theo quy
dinh tai quy dinh hién hanh.

Piéu 6. Quy dinh vé quan 1y sir dung cong cu dung cu

MObi phong duoc bd tri cic cong cu dung cu (nhu ban, ghé, ti va cac
cong cu dung cu khac), trong qua trinh su dung phai gin gitr bao quan tranh
hu hong mat mat.

Truong hop cong cu dung cu bi hu hong do st dung 1au ngay da cu thi
phdi bdo cdo Van phong S¢ va trinh Lanh dao s¢ duyét dé xuat phuong an sira
chira hay thay th¢ trén tinh than tiet kiém.

CHUONG I11

PIEU KHOAN THI HANH

Piéu 7. To6 chirc thue hién quy ché

Ban quy ché nay la nhitng quy dinh cy thé vé viéc quan ly sir dung
tai san cong, dugc nhat tri thong qua toan thé can bo, céng chic va ngudi
lao dong thong nhat ap dung.



Vin phong Sé chiu trach nhiém hudng dan trién khai thyc hién cac noi
dung trong quy ché nay va giam sét viéc thuc hién néu phat sinh vuéng mic,
can bo, cdng chuc va ngudi lao dong phan anh kip thoi vé Vin phong So dé
trinh Lanh dao S& xem xét giai quyét./.
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