
UBND THANH PHO HANOI 	CONG HOA XA HOI CHU NGHIA V1E'T NAM 
DOc 14p - Tkr do - Hanh phtic 

S6:4 /QD-SVHTT 	Ha NOi, ngayZFthang 12 nam 2018 

QUYET DINH 
Ban hanh Quy the coin 15,, sir dung tai san ding 

GIAM DOC SO VAN HOA VA THE THAO 

Can cir Nghi dinh so 151/2017/ND-CP ngay 26/12/2017 qui dinh chi tie't 
mot so dieu cua LuSt quan 15T, sir dung tai san ding; 

Can cu Thong to so 144/2017/TT-BTC ngay 29/12/2017 hirOng dan mot 
so not dung dm Nghi dinh so 151/2017/ND-CP ngay 26/12/2017 qui dinh chi 
tit mot se; dieu dm Lust quanb'T, sir dung tai san cong; 

Can cir Quy6t dinh so 49/2016/QD-UBND ngay 09/12/2016 dm UBND 
thanh pho Ha NOi ye viec ban hanh quy dinh chirc nang, nhiem vu, quyLl han va 
co cau to chirc cira SO Van hod va The thao thanh pho Ha NOi; 

Can cir Quyet ,dinh so 1218/QD-SVHTT ngay 17/10/2018 dm Giam dOc 
So Van Ma va The thao thanh ph6 Ha NOi ve viec ban hanh Quy the lam viec 
cua So Van hoa va The thao Ha NOi; 

Xet de nghi cira Chanh Van phong SO. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quye't dinh nay Quy ch6 quan 1)%, sir dung tai 
san cong tai co quan SO Van h6a va The thao (Co Quy the kern theo). 

Dieu 2. Giao Van phong So c6 trach nhiem: guar-115T, sir citing tai san cong 
darn bao hieu qua, tiet kiem, dung quy dinh; don doe, kiem tra, htxong dan cac 
phong, ca nhan thuOc SO Van h6a va The thao tuan thit thtrc hi'en. 

Dieu 3. Quy6t dinh nay c6 hieu luc tir ngay ky. Cac 8ng (ba) Chanh Van 
phong SO, Trilling cac phong QLNN, can b0, cong chirc va ngtrai lao dOng 
thuOc SO Van hoa va The thao chiu trach nhiem thi hanh Quy& dinh nay./. 

SO VAN HOA VA THE THAO 

Noi nhem: 
- Nhu Dieu 3; 
- Lau VT, 



UBND THANH PHO HA NOI 	CONG Hem xx Ho CHID NGHIA VICT NAM 
S4J VAN HOA VA THE THAO 	D(ic 14p - Tur do - Hanh phiic 

QUY CHE 
Quail 157, sir dung tai san cong ciia cA9uan So' Van hOa va The thao 
(Ban hanh kern theo Quye't dinh sa4 661711D-SVHTT ngaZr /12/2018 

cita Giarn (lac So Van hoa va The thao) 

Chin:mg I 
QUY DINH CHUNG 

Dieu 1. Muc dich, yeu can 

a) Muc dich 

- Nham chu dOng quail VT, sir dung tai san cong g6p phan sap xep to chirc 
b6 may, bien the c6 hieu qua, dam bao hoar' thanh tot nhiem vu dirgc giao; nang 
cao hieu suat lao d6ng, hieu qua sir dung kinh phi, tang thu nhap cho can y6, 
cong chirc trong bien che quan ly nha nir6c va ngireyi lao d6rig theo hcop dOng 
(sau day viet tat la CBCC) thu6c Si Van hoa va The thao; 

- Thiic day thgc hanh tiet ki'em, ch6ng Fang phi; thirc hien quyen ttr chu 
&rig the(i nang cao trach nhiem cua ngired dirng dau dan vi va CBCC, nguoi lao 
d6ng trong viec thirc hien nhiem vu va quail VT, sir dung tai san cong dung muc 
dich, c6 hieu qua theo quy dinh cua phap luat. 

b) Yeu can 

- Viec quan VT, sir dung tai san cong thirc hien dung quy dinh cua phap 
luat: Luat Ngan sach Nha ntrac; Nghi dinh s6 130/2005/ND-CP ngay 30/8/2006 .fta_ 
cua Chinh phil; Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 qui dinh chi tiet 
m6t so diet' cua Luat quan ly, sir dung tai san cong; ThOng tu Lien tich s6 
71/2014/TTLT-BTC- BNV ngay 30/5/2014 dm Bo Tai chinh va B6 N6i vu; 
Thong tu so 144/2017/TT-BTC ngdy 29/12/2017 hirong dan mot s6 n6i dung 
cua Nghi dinh so 151/2017/ND-CP ngdy 26/12/2017 qui dinh chi tiet mot so 
dieu cUa Luat quail VT, sir dung tai san cong; Quyet dinh so 08/2016/QD-TTg 
ngay 26/02/2016 dm Thu tu6ng ye quy dinh viec mua sam tai san nha nu& theo 
phuang thirc tap trung; Thong tu so 35/2016/TT-BTC ngay 26/02/2016 cila B6 
Tai chinh hirang dan viec mua sam tai san nha mr6c theo phirang thirc tap trung; 
ThOng to so 58/2016/TT-BTC ngay 29/03/2016 dm B6 Tai chinh quy dinh chi 
tiet viec sir dung von nha ntrac de mua sam nham duy tri hoat d6ng tinfoil-1g 
xuyen cua ca quan nha mr6c, dan vi thu6c hrc luang vu trang nhan dan, dan vi 
su nghiep cong lap, to chirc chinh tri, to chuc chinh tri-xa h6i, to chuc chinh tri 
xa h6i-nghe nghiep, to chirc xa h6i, , ch.& xa h6i-nghe nghiep; Quyet dinh so 
3425/QD-UBND ngay 27/06/2016; Quyet dinh s6 4711/QD-UBND ngay 
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29/08/2016 dia. UBND ThAnh phO ve viec ban hanh da muc tai san mua sam 
tap trung cua Thanh phO HA N9i. 

- Viec ghi chop, theo doi, hach toan, quan ly tai s n thgc hien theo quy 
dinh hien hanh cua NhA nuac, Quy the chi tieu nOi 139 hAn nam dugc Giam doc 
Sa phe duyet va quy dinh cua Quy the nay. 

Dieu 2. &ill ttro:ng, phm vi 

1. Quy the nay quy dinh ve viec quail VT va sir dung tai san cong tai co quan 
So Van h6a va The thao bao gOm try soy lam viec va cdc tai san khac gan lien veri 
dat; quyen sir dung dat dOi v ri dat dung de xay dung try sä lam viec; phuang tien 
van tai, trang thiet bi lam viec va cdc tai san khdc dugc mua sam, hinh thAnhtir 
ngan sach nhA nu& hoac c6 nguon goc tix ngan sdch nha n 	(vien trg, qua lieu, 
hien tang, do &rig gop dm tap the...); tai san dugc dau to Icay dung, mua sam tix 
cdc nguon von khdc. 

2. Viec quan VT, sir dung tai san cong khong thuc pham vi quy dinh tai 
khoan 1 Dieu nay thuc hien theo quy dinh cua phap lust. 

3. Quy the nay ap dung dOi \Teri t& ca cdc phong chuyen mon, Van phong, 
Thanh tra So (sau day ggi chung lA cdc phong QLNN), ca nhan CBCC, nguoi lao 
d'Ong thuc Si Van hoa va The thao. 

Dieu 3. Nguyen tic quit' 1ST va sir dung tai san 

1. Van phong So lA clAu mOi thong nil& viec quan 1 , sir dung tai san cda 
co quan SO Van h6a va The thao. Hang nam thuc hien bdo do tinh hinh sir dung 
tai san giri cap c6 tham quyen theo quy dinh hoac khi co y u cau; truc tiep quan 

theo dOi, sir dung toan 139 tai san cua co quan Si Van hóla va The thao. 

, 	2. Viec sir dung tai san phai dimg muc dich, the d9, lieu chuan, dinh muc, 
tiet kiem va hieu qua. 

3. Quy che nay xay dImg teen co so dan Chu, cons, khai, cong bang va 
dugc thao luan thOng nhat trong CBCC cua co quan. 

Chtrang II 

QUAN LY VA SLY DUNG TAI SAN 

Dieu 4. Quy dinh chung ve quan 157 va sir dung tai an 

1. Viec trang bi tai san cho Lanh ciao Si, cdc 016 g QLNN va CBCC, 
ngtrOi lao d9ng thuc hien theo dinh muc, tieu chuan quy dinh cua nha 
Quyet dinh 58/2015/QD-TTg ngdy 17/11/2015 ve quy dinh tieu chuan, dinh 

the 	quan VT, sir dung may moc, thiet bi cila co quan nhA nueyc, to chirc, 
don vi su nghiep cong lap; Quyet dinh so 4711/QD-UBND gay 29/08/2016 dm 
UBND Thanh pho ye viec ban hanh danh muc tai san m a sam tap trung cita 
Thanh phO HA N9i. 
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2. Quan 13% tai san la trach nhiem chung cda,CBCC. Truemg phong chiu 
trach nhiem truck Giam dOc 	ve viec quail 13% dOi \Ted tai san cua ca phOng; 
Ca nhan chiu trach nhiem truck Truemg phong d'Oi vai tai san giao cho ca nhan 
quan ly, sir dung. Tai san dm co quan phai &roc sir dung dung muc dich, 
dam bao tiet kiem, hieu qua. Nghiem cam viec mang tai san ra khoi co quan, 
diet' chuyen tai san gifra cac phong va cac ca, nhan khi chua dugc phep cua 
lanh dao S6 hoac Chanh Van phong. Khong sir dung tai san ca quan vao muc 
dich ca nhan. 

3. Ke toan Van phong c6 trach nhiem mo so sach theo dOi, quan lY tat ca 
tai san cua co quan theo quy dinh cda Nha mr6c. Dinh kY hang nam, bO phan K'e 
toan phoi h9p bO phan Quail tri Van phong thgc hien kiem ke tai san theo quy 
dinh hien hanh. 

Dieu 5. Quail 157, sir dung hOi truirng, phong hop, phong khach 

1. Van phong trixc tiep quan lY tai san trang bi tai hOi trueyng, phong h9p, 
phong khach,... 

2. HOi trueyng, phong h9p, phOng khach dugc sir dung phuc vu nhiem vu 
chung cua co quan. Khi co nhu cau sir dung, cac phong,trao doi v6i Chanh Van 
phong hoac PhO Chanh Van phong php trach quan tri de bO tri, sap xep cho phU 
hop. Trong qua trinh sir dung cac phong, ca nhan khong dugc di chuyen cac tai 
san, thiet bi ra ben ngodi hoac toy dich chuyen vi tri tai san, trang,thiet bi trong 
hOi truemg, phong h9p, phong khach; trueyng h9p can phai thay doi do yeu cau 
cua nhiem vu thi phai dugc su.  &Ong y cua Chanh Van phong hoac Pho Chanh 
Van phong phu trach quail tri. 

Dieu 6. Quin 1ST, sir dung xe o to 

1. DM Wong dugc sir dung xe O to 

- Giam dOc, Pho Giam d'Oc So di h9p, lam viec tren dia ban thanh phO 
hoac di cong tac ngoai tinh. 

- Truemg phong, Pho Truong phong QLNN trong co quan dugc lanh ciao 
S6 cir di cong the (co lenh dieu xe cua Van phong) va phai dugc lanh dao So 
&mg y phe duyet de tlwc hien nhiem vu, cong viec dot xuat, dOi ngoai,... 

2. Trach nhiem cua ngoai lai xe '6 to 

- Chi khi nao c6 Lenh dieu xe cua Van phong va xe dam bao du cac di'eu 
kien k'y thuat, an toan thi m6i dugc cho xe ra khoi co quan. 

- Chu d'Ong, thiremg xuyen gift gin xe sach se, kiem tra k'y thuat, dam bao 
an toan tuyet doi khi di cong tac. Chu d'Ong de xuat thut hien viec bao du&ng 
dinh kY theo dung quy dinh quan lY ky thuat doi vai timg loai xe. 

- Khi xe hu hong can sira chtta, TO truong to xe hoac lai xe lap gidy de 
xuat gui Chanh Van phong hoac PhO Chanh Van phong phu trach quan tri, lap 
ho so de xuat sira chira xe bao cao Lanh dao So xem xet, quyet dinh. 
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- CO trach nhiem thanh toan tien xang, dAtt ch4m 
khi ket thitc chuyen cong tdc. 

3. Chi phi xang, &Au xe o to dugc thanh toan teen 
bang k'e xac nhP so km cita ngued sir dung xe. Mirc chi 

- Ve sinh not thAt O to, rira xe : 350.000d/xe/ thang 

- Le phi cAu &rang thanh town theo hod don, chimg 

- Chi phi xang d'au thanh town theo dinh mirc tieu hao 

4. Trtremg hop can thik, l‘anh dp Si giao cho 
mugn hoac thue xe phuc vu yeu cau nhiem vu, hog Ong 

Dieu 7. Quan ly, sir citing thiet bi va he thOng tin 

at sau 03 ngay ke tir 

an cu lenh dikt xe va 

quy dinh. 

a quang duong km. 

Van phong thvc hie -1 
hung dm co quan. 

loc 

- Van phong Si chiu trach nhiem bao quart, sir dung tai san thu6c phong 
may chit, thiet bi mpg Wifi, &rang truyen mpg LAN nOf bo So.  va cac phan 
mem img dung. 

- Van phong chit tri phi hop voi cac phong QL 	theo doi thik bi, 
may tinh trang bi cho cac phong, ca nhan quan 	sir dun. True/11g phong giao 
trach 	quan l3"7, sir dung thiet bi, may tinh tai timg dd. nhan CBCC, nguai 
lao dOng. 

- Viec quan ly, sir dung may tinh, thik bi tin h9c o cac phong phdi thtrc 
hikt dung quy trinh mer, tat. Khong dugc cai d4t cac chuong trinh img dung ca 
nhan va thtrc h*t cong vi& rieng tren may tinh; khong t dOng thdo mop may, 
sira chfra ho4c thay doi cac chuong trinh img dung da Ca d;at phuc vu chuyen 
mon nghi0 vu cila co quan. 

- Khi phat hi'41 ph'An cong, phAn mem ho4c ca phAn (img va phAn mem bi 
hong h6c ngued sir dung phai bdo ngay cho bo phP quan tit chuyen vien phu 
trach CNTT Sa. B6 phP Quan tri Van phong xdc dinh mir do loi, mirc do hong 
h6c, bdo cdo cho Ph6 Chanh Van phong phu trach quan tri. 

a) DOi v6i phAn mem: chi cai dat phAn mem ph. 
chuyen mon nghilep vu ho4c cac phan mem dimg chung c 
vien CNTT lam de xuat bdo cdo Chanh Van phong ho4c P 
phu trach quan tri, chit d6ng thtrc hien cac bin phap k57 th 
cai dat), thtrc hie -1 giam sat qua trinh cai d4t va chiu trach 
dat dam bao an toan, an ninh mpg. Van phong c6 trach 
phi trong truong hop phai thue don vi ngoai. 

c vg cho hog d6ng 
a thanh ph6. Chuyen 
io Chanh Van phong 
xat (ho4c thue don vi 
kiem ve qud trinh cai 
iiem thanh town kinh 

b) D6i vOi phAn cimg, trang thik bi Tin hoc: sau khi kiem tra, chuyen vien 
CNTT, can Ns, quan tri xdc dinh mirc do hOng h6c, lam de xuat bdo cdo Chanh 
Van phong hoac Pho Chanh Van phong phu trach quan t 
can mua thiet bi thay the, phai xin phe duyk cua lanh dp 
ghi rO chimg loaf, thiet bi can thay the). Chuyen vien CNT 
trach nhim kiem tra, giam sat qud trinh lap dat, thay the. 

1. Trong truang hop 
a (phieu de xuat can 
, can b6 quan tri co 
B6 ph4n ke toan c6 
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trach nhiem thanh toan cac khoan chi phi lien quan theo quy dinh (bao gom ca 
chi phi thue dun vi sira chita, thay the neu co). 

c) DO we in cac thiet bi Tin hoc: Khi may in, may photocopy het nwc, 
CBCC, ngired lao dOng c6 trach nhiem lap phieu de xuat c6 phe duyet cua lanh 
dao phong phu trach, giri 1)0 phan Quan tri-CNTT Van phong. Sau khi nhan 
dugc de xuat, 13,0 phan Quail tri-CNTT Van phOng bao cao Pho Chanh Van 
phong plw trach quan tri phe duyet, cu ngired (don vi bao tri) thuc hien kiem tra, 
do muc in, thay trong ho:dc cac thiet bi lien quan neu can thiet. 

Dieu 8. Mua sam, sira china, bao tri bao dirifivg tai san, thiet bi, cong 
tic ve sinh cong nghiep, sira china thirimg xuyen 

1. Hang nam, can dr vao ke hoach, nguOn kinh phi \id nhu cau mua sam 
tai san phvc vu cong tac chuyen mon nhiem vv, cac phong QLNN, bO phan 
thuc Van phong lap de xuat (thuong xuyen, dinh kST, dOt xuat) giri bO phan 
Quan tri. Bo phan Quail tri Van phong thuc hien du tit kinh phi, phan loai loaf 
hinh mua sam (tap trung ho4c khong tap trung) gui phong KHTC trinh lanh dap 
Si (hok S6 Tai chinh) phe duyet. BO phan Quan tri Van phong thuc hien quy 
trinh mua sam theo quy dinh. 

2. Viec bao tri, bao du'ang cac trang thiet bi van phong, thiet bi Tin hoc, 
cong tac v'e sinh cong nghiep (VSCN) dugc thuc hien dinh kST hang nam theo 
hop dOng 14/ v6i dun vi bao tri dugc ltra ch9n. 	phan quail tri Van phong chU 
dOng kiem tra hien trang, de xuat cac not dung can bao tri, bao duang, VSCN, 
sira chira thuong xuyen, lap du toan giri phong KHTC,xin phe duyet 	lanh 
dao 	hoc Sr Tai chinh. Thvc hien cong tac mua sam, bao tri, bao duping, 
VSCN, sua chira thuong xuyen theo quy dinh hien hanh. 

3. Cac phOng va ca. nhan CBCC, nguei lao dOng c6 trach nhiem bao 
su dung tiet kiem, co hieu qua cac trang thiet bi van phong, cong cu dung cu, vat 
tu, van phong pham dal dugc trang cap; thuc hien theo cac quy dinh tai Quy che 
chi tieu not 13.0 cid dugc Giam doc S6 phe duyet hang nam. Khi c6 nhu cau trang 
bi bo sung,,dieu chuyen, thay the trang thiet bi van phOng, CBCC cac phong, , b0 
phan lap de' xuat gui BO phan Quail tri ,Van phong de khao sat, danh gia, tong 
hgp bao cao lanh dao se!, xem xet, quyet dinh. Viec chuyen giao trang thiet bi 
van phong, cong cu dung cu, vat tu phai lap bien ban giao nhan day du, Van , 
phong cap nhat,so sach theo dpi, quan 1T theo quy dinh.,  Doi v6i dung cu bi hu 
hong hok bi mat, ca. nhan sir dung lap giay bao hong, mat (c6 xac nhan cua lanh 
dao 	bO phan Quan tri Van ph6ng; BO phan quail tri Van phong kiem 
tra, de xuat Lanh dao Van phong cho sira chaa ho4c trang bi mot trirong hgp do/ 
16i ca nhan gay nen viec hong, mat thi ca nhan phai bpi thuong. 

4. Tai san, cong cu dung cu khi het tiled han hao mon ho:ac bi hu hong, 
khong the sir dung hoc tai san, thiet bi neu tiep tic sira chira ma chi phi lan phai 
thuc hien thanh 1)2. Hang nam, 130 phan Quan tri Van phong thtrc hien ra soat, lap 
danh mvc thanh 1)"1, huy tai san giri phong KHTC hir6ng dan quy trinh thuc hien 
theo quy dinh hien hanh. 
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5. BO ph'On Ke toan Van phong So c6 trach nhiem km trir toan bo hO so 
mua sam, bao tri, bao du'ang, VSCN, sira chira thuong xu, en,... cua co quan Soy 
SO Van hoa va The thao; phoi hop voi cac phong chuyen on, 130 ph4n Quan tri 
Van phOng hang narn ,thvc 	kiem 	doi chieu so h a dam bao so lieu 
trimg khop tai san, thief bi, cong cu dung 

6. Quy trinh mua sam, hO so thanh toan thvc hien heo Quy the chi tieu 
not 1)0 hang nam da &roc Giam dOc So/ phe duye;t. 

Chtro'ng III 

TO CHIC THVC HIEN 

Dieu 9. Trach nhi?in thi hanh 

Trtrang cac phong QLNN, can b0 cong chirc va rlguoi lao dOng 
the co quan So. Van Ma va The thao c6 trach nhim thus hien Quy the nay. 

TruOng cac phong QLNN c6 trach nhiem quail tr*, chi ciao, kiem tra va giam 
sat can b0, cong chirc, ngtroi lao dOng cua phong minh huc hien nghiem tuc 
Quy the nay. 

Dieu 10. TO chtiv thirc hien 

Van phOng Sa c6 trach nhiem tham mtru giup lanh dito Se( trong vies quan 
sir dung tai san cong theo quy dinh cita Lu4t Quan 1T, sir dung tai san cong. 

Trong qua trinh dux hien Quy the neu c6 vuong mac, kip tiled phan anh 
ye Van phong So de tong hop bao cao lanh dao So sera dOi, bO sung cho 
phu hop./ .5r 
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