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QUYET PINH
vé viéc ban hanh Quy dinh ché d0 chi cong tac phi va
ché do chi hoi nghl, tiep khach ciia Cong ty TNHH mét thanh vién
Pau tu phat trién thuy loi Song Nhué .

CHU TICH CONG TY TNHH MQT THANH VIEN
DPAU TU PHAT TRIEN THUY LOQTI SONG NHUE

Cén cur Thong tu sb 71/2018/TT- BTC ngay 10/8/2018 ctia B4 Tai Chinh
quy dinh ché d tiép khach nuoc ngoai vao lam viée tai Viét Nam, ché d6 chi té
chirc hoi nghi, hoi thao quoc té tai Viét Nam va ché do tiép khach trong nudc;

Céan ctr Thong tu s6 40/2017/TT-BTC ngay 28/4/2017 cta B6 Tai Chinh
quy dinh ché d6 cdng tc phi, ché dd chi hoi nghi;

Can ct Quyet dinh sb 27/2010/QD UBND ngay 22/6/2010 cta UBND
thanh ph6 Ha Nbi v& viée quy dinh ché db chi tidu don tiép khach nuéc ngoal vao

lam viéc tai Viét Nam, chi tiéu td chic cic hdi nghl hoi thado Qudc té tai Vit
Nam va chi tiéu tiép khach trong nudc ctia thanh phb Ha Nbi;

Can ctr Quyet dinh sb 08/2011/QD-UBND ngay 26/01/2011 cia UBND
thanh phé Ha Nbi vé viéc ban hanh quy dinh ché do cdng tac phi, ché do t8 chirc
céc cudc hdi nghi d6i véi co quan nha nu6c va don vi céng 14p ctia thanh phé Ha
Noi;

Theo dé nghi ctia Phong Tai chinh ké toan Coéng ty TNHH mo6t thanh vién
Pau tu phét trién Thuy loi song Nhug tai To trinh ngdy 26/6/2019;

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh ndy ban quy dinh ché do cong tac
phi, ché d6 chi hoi nghi, tiép khach cta Coéng ty TNHH mo6t thanh vién Diu tu
phat trién Thuy loi S6ng Nhué.

1. Noi dung ché d6, mirc chi cy thé duoc thyc hién theo quy dinh dinh kém.

2. Cac n6i dung chi tiéu khac khdng quy dinh tai Quyét dinh nay, duoc
thue hién theo ché d6, dinh mitc hién hanh ctia Nha nude, Thanh phd va Céng ty.

3. Céc khoan chi cbng tac phi, hdi nghi, tiép khach dugc b tri trong ké
hoach san xuét va tai chinh hang ndm ctia Céng ty.

Piéu 2. Quyét dinh ndy c6 hiéu luc ké tir ngay ky ban hanh.



Pidu 3. Trudng céc don vi truc thudc Cong ty: Phong K& hoach - K§ thuét;
Phong Tai chinh ké toan; Phong QLN&CT; Phong Té chirc - Hanh chinh; Gidm
ddc cac Xi nghiép Thiy loi: Héng Van, Phu Xuyén, Ung Hoa, Thanh Tri, Tt
Lidm, Lién Mac, Ha Déng, Nhat Tyu can ctt quyét dinh thi hanh.

(Quy dinh kem theo Quyét dinh nay thay thé toan b cdc quy dinh trudc
ddy vé ché do chi tiéu ngi bo ciia Cong ty). Wy
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QUY PINH

Ché d$ chi cong tac phi va ché df chi hoi nghl, tiép khach ciia
Cong ty TNHH mot thanh vién Piu tw phat trién thuy lgi Song Nhué.

(Ban hanh kém theo Quyét dinh s6 5 Ay S7 OD-CTSN-TCKT ngay 28/6/2019 ciia

Céng ty TNHH mét thanh vién Ddu tw phdt trién thuy loi Song Nhué)

CHUONG I: CHE PO CONG TAC PHI

Dicul. P6i twgng va pham vi ap dung

Can b9, cong chirc, vién chirc, lao déng hop dong theo quy dinh cua

phép luét trong Céng ty dugc ngudi st dung lao dong hodc cp c6 thAm quyén
cur di cong tac trong nudc.

Piéu 2. Quy dinh chung:

I Cong tac phi la khoan chi ph1 dé tra cho ngudi di cong tac trong nude
bao gbém: Tién tau xe di lai, phu cap lwu trd, tién thué chd & noi dén cong tac,
cude hanh ly, tai liéu mang theo dé lam viéc (néu co).

2. Thoi gian duge hudng cong tac ph1 la thoi gian cong tac thuc té theo
van ban phé duyét cta ngu’m c6 thdm quyén ct di cdng tac hodc gidy moi tham
gia doan cdng tac (bao gdm ca ngay nghi, 18, tét theo lich trinh cong tac, thoi
gian di duong).

3. Céc don vi phai xem xét, cin nhic khi d& xuit cir nguoi di cong tac
(vé sb lugng ngu'm va thoi gian di cong tac) bao dam hi€u qua céng tac, st
dung kinh phi tiét klem va can dm trong ngudn kinh phi ké hoach hang ndm
ctia Cong ty duoc cip c6 thAm quyén phé duyét.

4. Pidu kién dé duogc thanh toan cong tac phi:

- Puoc thu truéng co quan, don vi ¢t di cong hodc duge moi tham gia
doan cong tac;

- Thyc hién dung nhiém vu dugce giao;
- C6 dly dii cac chimg tir d& thanh todn theo qui dinh.
5. Nhimg truong hop sau ddy khong duge thanh toan cong téc phi:



- Thoi gian didu tri, diéu dudng tai co s¢ y t€, nha diéu dudng, dudng suc;

- Nhitng ngay hoc tai trudng, 16p dao tao tdp trung dai han, ngén han d3
dugc hudng ché d6 dbi v6i can bo di hoc;

- Nhitng ngay 1am viéc riéng trong thoi gian di cong tac;

- Nhitng ngay duoc giao nhiém vy thuong tri hodc biét phai tai mot dia
phuong hodc co quan khéc theo quyét dinh ctia cap c6 tham quyén.

Piéu 3. Noi dung, mire chi:
1. Thanh toan tién phwong tién di cong tac:

a. Nguoi di cong tac dugce thanh toan tién tau, xe bao gdbm: Vé mdy bay,
vé tau, xe van tai cong cdng tir co quan dén noi cdng tic va ngugc lai, cude qua
pha, dd ngang cho ban than va phuong tién ciia ngudi di cong tac, phi sir dung
duong bo va cude chuyén ché tai liéu phyc vu cho chuyén di cong tac (néu cb)
ma ngudi di cong tac di truc tiép chi tra. Gia vé trén khong bao gbm céc chi
phi dich vu khéc nhu : Tham quan du lich, céc dich vu dic biét theo yéu cau.

b. Can ct tinh chit cong viéc ctia chuyén di cong tic va trong pham vi
ngudn kinh phi dugc giao, Cha tich hodc Tdng Giam dbc Cong ty xem xét vide
thanh todn bang vé may bay, vé tau hoa, vé xe 6 td cho can bo, cong chire di
cong tac dam bao nguyén tic tiét kiém, hiéu qua.

c. D61 v6i nhitng ving khéng c6 phuong tién van tai ciia td chirc, ¢4 nhan
kinh doanh van tai hanh khéach theo quy dinh cta phap luit ma nguoi di cong tac
phai thué phuong tién van tai khac thi Chu tich hodc Téng Giam ddc Cong ty
xem xét quyét dinh cho thanh toén tién thué phuong tién ma ngudi di cong tac da
thué trén co s& hop dong thué phuong tién hoic héa don véi chi phuong tién( c6
tinh dén gia vén tai phuong tién khach dang thyc hién cling thoi diém tai ving
cho phu hop).

d. Truong hop nguoi di cong tac sir dung xe 6t6 co quan, phuong tién do
co quan thué hodc co quan bo tri thi nguoi di cong tac khdng duge thanh toan
tién tau xe.

2. Thanh toan khoén tién tu tic phwong tién di cong tac:

D6i véi dbi twong 1a can bd lanh dao dugc bd tri xe 6td dua di cong tac
theo quy dinh ctia Thii tuéng Chinh pht, nhung co quan khéng bb tri dugc xe
0t6 ma nguoi di cong tac phai tu tic phuong tién khi di cong tac cach tru s co
quan 15 km tré 1én thi dugc co quan, don vi thanh toan tién khoan tir tic phuong
tién khi di cong téc. Mirc thanh to4n khoan tir tiic phuong tién theo sd km thue té
va don gi4 thué xe. Don gia thué xe theo muc gia thué phd bién véi phuong tién
loai trung binh tuy timg thoi diém.




Dbi véi cac dbi tuong can bo khong cé tiéu chuin duge bd tri xe 6 6 khi
di cong tac, nhung néu cén bd di cong tac cach tru s& co quan trén 15km trd
nén ma tu tic bang phuong tién c4 nhan ctia minh thi duoc thanh toan tién tu
tac phuong tién tuwong duong véi mirc 500d/km.

3. Phu cép lIwu tra:

Phu c4p Iuu trti 1a khoan tién do Cong ty trd cho nguoi di cong tac phai
nghi lai noi d&én cong tac dé hd trg tién 3n va tidu vat cho nguoi di cong tac,
duge tinh tir ngay bit diu di cong tac dén khi tr& vé co quan, don vi: (bao gdm
thoi gian di trén duong, thoi gian Iuu tra tai noi dén cong tac)

Mirc phu cép luu trt dé tra cho nguodi di cong tac 13 100.000d/ngay.
Trudng hop di cong téc trong ngay (di va vé trong ngay) ngoai quén, huyén 13
60.000d/ngay.

4. Thanh toan tién thué phong nghi tai noi dén cong tac:

a. Nguoi dugc co quan, don vi cir di cong tac truong hop don vi noi dén
cong tac khéng bo tri duoc chd nghi duge thanh ton tidn thué chd nghi theo
phuong thirc thanh todn khoan theo c4c mitc sau:

- Di cong tdc & cdc quén thufc thanh phd Ha Noi, thanh phé HS Chi
Minh, thanh ph6 Hai Phong, thanh phé Cin Tho, thanh phé Pa Néng va thanh
phd 13 d6 thi loai 1 thudc tinh: Mitc t6i da khong qué 350.000d/ngay/ngudi;

- Di cong tac tai huyén thudc thanh phé true thudce trung wong, tai thi xa
thanh ph6 con lai thudc tinh: Mitc t6i da khong qué 250.000d/ngay/ngudi.

* Di cong tac Huyén, Thi x4, Quén trong Thanh phé phai nghi lai tai noi
cong tac, mirc khoan:

+ Quén Ha Déng: 200.000d/ngay/ngudi

+ Cac huyén, thi x4 con lai: 150.000d/ngay/nguoi

Trudng hop can b di cong tac do phai hoan thanh céng viéc dén cubi
ngay, hodc do chi ding ky duoc phuong tién di lai (vé may bay, tau ho4, 6td) tir
18h dén 24h cling ngay, thi dugc thanh toan tién nghi cta nira ngay nghi thém
t6i da biang 50% mirc khoén phong tuong Gng.

b. Trong trudng hop mirc khoan trén khong du dé thué chd nghi duoc co
quan, don vi thanh toan theo gid thué phong thuc t&(cé hoa don hop phap) nhu sau:

- Di céng téc & cdc quén thudc thanh phd Ha Noi, thanh phé Hb Chi
Minh, thanh phb Hai Phong, thanh phd Cén Tho, thanh pho Pa Néng va thanh
phd 13 d6 thi loai 1 thudc tinh: Puoc thanh todn mirc gia thué phong nghi t6i da
900.000 dong/ngay/phong theo tidu chuin 2 nguoi/phong.



- Di cdng t4c tai cac ving con lai: Pugc thanh toan mirc gia thué phong
nghi t6i da 600.000 ddéng/ngay/phong theo tiéu chuan 2 ngudi/phong,

+ Trudng hop di cong tdc mot minh hodc doan cong tac c6 lé hodc 1é
ngudi khac gidi thi dugce thanh toan theo murc gia thu€ phong t61 da khong qua
mitc tién thué phong cta nhitng ngudi di cong tac cing doan (theo tiéu chuén 2
nguoi/phong).

c. Chirng tlr lam c&n cur thanh toan khoan tidn thué chd nghi gom: Vin ban
hozc k& hoach cong tac da du’oc Chu tich hodc Téng Gidm ddc Cong ty duyét sb
luong ngay cu di cong tac, gidy di duong c6 ky duyét déng dAu ctia co quan, don
vi clr c4n bd di cong tac va ky xac nhan dong du ngay dén, ngay di clia co quan
noi cén bd dén cong tic (hodc ctia khach san, nha khach noi Iuu tri) va hoa don
hop phép trong truong hop thanh toan theo gia thué phong thuc 8,

d. Truong hgp cén bd, cong chirc di cong tac dén noi co quan, don vi d4
bd tri dugce chd nghi thi khéng duge thanh toan khoén tién thué chd nghi. Néu
phét hién ngudi di céng tic dé nghi thanh toan khoan tién trén thi ngudi di cong
tac phai nop lai s tién d4 thanh toan cho Cong ty, dong thoi phai bi xir 1y ky
luat theo quy dinh ctia phap luét vé& can bd cong chiic.

5. Thanh toan kho4n tién cong tac phi theo thing:

5.1. Vin phong cong ty

5.1.1. Bbi tuong: Can b, cong nhan, vién chirc, lao dong hop déng theo
quy dinh cta phap ludt, lam viéc tai Van phong Cong ty, thudng xuyén di cong
tac luu dong trén 10 ngay/thang.

5.1.2. Nguén kinh phi: Chi tir Chi phi quén 1y doanh nghiép ctia Céng ty;

5.1.3. Mtrc khoén cdng tac phi nhu sau:

- Chq tich, Téng Gi4dm dbc, cac Phod Téng giam dbc, Kiém so4t vién, K&
toan trudng va Trudng cac phong truc thude Cong ty: 500.000 ddng/ thang;

- Phé céc phong truc thude Cong ty: 400.000 ddng

- Cén, bd cac phbng: Ké hoach - K¥ thuat, Quéan 1y nudc & cong trinh,
Tai chinh ké toan, T6 chitc- Hanh chinh thudc d6i tuong quy dinh tai muc 5.1.1
néu trén thi dugc huéng mirc khoén cong tac phi 1a 300.000 déng/thing;

- L4i xe cong ty: 500.000 déng/thang.

5.2. Cac Xi nghiép Thiiy lgi: Hong Van, Phi Xuyén, Ung Hoa, Lién
Mac, Tir Liém, Thanh Tri, Ha Pong, Nhit Twu,

5.2.1. Pbi tuong: Can bg, cong nhan, vién chirc, lao dong hop déng theo
quy dinh cua phap luat, lam viéc tai cac Xi nghiép Thuy loi: Héng Vén, Phu




Xuyén, Ung Hoa, Lién Mac, Ttr Liém, Thanh Tri , Ha Péng, Nhat Tyu thuong
xuyén di cong tac lvu dong trén 10 ngay/thang,.

5.2.2. Ngudn kinh phi: Chi tir ngudn Chi phi quén ly, vén hanh céng
trinh do Hop tdc xd ban giao vé Cong ty quan ly theo Quyét dinh sb
41/2016/QD-UBND ngay 19/9/2016;

5.2.3 Muc khoén cong tac phi nhu sau:

- Gidm dbc xi nghi€p: 1.548.000 déng/théng;

- Ph6 Giém ddc xi nghiép: 1.290.000 ddng/thang;

- Truéng céc don vi thude Xi nghiép: 500.000 déng/théng;

- Phé truéng céc don vi thude Xi nghiép: 400.000 déng/théng;

- Cén b céc t6: Ké hoach - K thuat, Hanh chinh - T chite, Tai chinh
thudc doi twong quy dinh tai muc 5.2.1 néu trén thi dugc hudng mirc khoan
cdng tac phi 1a 200.000 dong/thang;

- Cén b dén tuéi, c4n bd k¥ thuat cac cum, doi: 200.000 ddng/théng;

- T6 trudng tb cdng, trrdng tram bom: 200.000 d@)ng/théng;

- Ké toan, hanh chinh cac cum, d6i: 200.000 dé)ng/théng

5.2.4. Can by CNV duoc hudng cong tac phi khoan thi khong ap dung
ché do phu cap luu tra.

5.3. Mirc khodn cdng tac phi d6i véi can by kiém nhiém cdc ban
quan ly dv an:

Chi dugc thanh todn mét 1an/ théng (néu thanh toan & Cong ty thi khong
duoc thanh toan cac Ban quan ly dy 4n va nguoc lai).

CHUONG II. CHE PQ CHI TIEU HQI NGHI, TIEP KHACH

Piéu 4. D6i twgng va pham vi ap dung

a. Poi twong 4p dung ché d6 chi tiéu hoi nghi 13 cic hdi nghi so két va
tong két chuyén d&, hai nghi tong két nam, hoi nghi tdp huan trién khai nhiém
vu cong tac cia Cong ty.

b. Chi tiép khach trong nuéc: Viée td chic tiép khach phai don giép,
khong phé truong hinh thic, thanh phan tham dy chi 13 nhitng ngudi truc tiép
lién quan. Nghiém cim viéc str dung céc loai ruqu, bia ngoai dé chiéu dai, ti€p
khach. Khéng st dung ngén séch dé mua qua tang 461 vai cac doan khach dén
lam viéc.

c. Thoi gian t6 chirc hoi nghi:

- Hop tong két cong téc nim khong qué 1 ngay;
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- Hop so két, tdng két chuyén dé tr 1 dén 2 ngay tuy theo tinh chét va
ndi dung ctia chuyén de;

- Hop tép huén, trién khai nhiém vu cong tc tir 1 dén 3 ngay tuy theo
tinh chét va ndi dung clia van dé;

- Péi véi céc cude hop khac (bao gbm ca cudc hop theo nhiém ky) thi
tuy theo tinh chit va ndi dung ma bo tri thoi gian tién hanh hop ly, nhung
khong qua 2 ngay.

Diu 5. Noi dung chi tb chitc hi nghi:

- Tién thué hdi trudng trong nhitng ngay td chirc hoi nghi (4p dung chg
don vi khong c6 dia diém phai thué hoic c6 nhung khoéng dép ung dugc so
luong dai biéu tham du);

- Tién tai liéu cho dai biéu tham dy hoi nghi;

- Tién thué xe 6td dua dén dai biu tir noi nghi dén noi t6 chirc cude hop;

- Tién nuéce ubng trong cude hop;

- Chi h tro tién an, thué chd nghi, tién tau xe cho dai biéu 1a khach mdi
khong hudng luong;

- Chi bu tién &n ma khoén chi phu cAp an tra va tiéu vit con thiéu ctia
can b hién dang hudng luong;

- C4c khoan chi khéc nhu: tién 1am thém gio, tién thudc chita bénh thong
thuong, trang tri hoi treong va cac khoan chi li€n quan truc tiép dén cong tac td
chtrc hoi nghi.

D6i v6i cac khoan chi vé khen thuéng thi dua trong cudc hop tong két
hang nam, chi cho cdng tac tuyén truyén khdng dugc tinh trong kinh phi t6 chirc
hoi nghi, ma phai tinh vao khoan chi khen thuéng, chi tuyén truyén cia co quan.

Diéu 6. Mikc chi tb chirc hdi nghi, tiép khach:

a. Chi hoi nghi: Can ctr theo du tru kinh phi (cac khoan muc chi tai Piéu

5) dugc Cha tich hodc Tong Gidm doc phé duyét.

b ‘Chi tiép khach dén 1am viéc tai co quan don vi:

- Chi nuéc ubng: Tbi da khong quéa 20.000 dong/ngudi/ngay;

- Chi moi com: Céng ty khong td chirc chi chidu dai dbi véi khach trong
nude dén lam viéc tai co quan; truong hop can thiét thi to chirc moi com khach:

+ Cbng ty: Mitc chi tiép khach tdi da khéng quéa 200.000 d/1 suét

+ Céc don vi truc thudc: Mirc chi tiép khach tdi da khong qué
100.000d/1 suat (thanh phan dg com tiép khach gom dai dién 1anh dao va 1 dén

2 can bo gitip viéc tham du), truong hop dic biét phai ¢ sy dong ¥ ctia Cha
tich hodc Tong Giam doc Cong ty.




CHUONG III. TO CHUC THU'C HIEN

1. Kinh phi thyc hién ché d6 cong téc phi, ché do chi tidu hoi nghj phai
duoc quan ly, st dung theo ding dinh mtc, tiéu chuln, ché dé quy dinh cda
Nha nuéc; quy ché chi tiéu ndi by va trong pham vi nguén kinh phi duogc giao
hang ndm cta Coéng ty.

2. Trong qua trinh thuc hién néu c6 vuéng mic dé nghi cdc don vi phan
4nh vé Cong ty (qua phong Tai chinh ké to4n Céng ty) dé duoc giai quyét va
'~ diéu chinh./. W | | |
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