UBND TINH NINH THUAN CONG HOA XA HQI CHU NGHIA VIET NAM

CONG TY TNHH MQT THANH VIEN Poc 1ip — Tw do — Hanh phiic
X0 SO KIEN THIET
S6: 45/QDP-XSKT Ninh Thudn, ngay 15 thdng 5 ndm 2023
QUYET PINH

Ban hanh Quy ché chi tleu ndi bo ciia Cong ty TNHH mot thanh vién
X6 s6 kién thiét Ninh Thuan

CHU TICH CONG TY TNHH MTV XO SO KIEN THIET NINH THUAN

Cdan cir Ludt quan Iy, sic dung von nha mede dau tw vao san xudt kinh
doanh tai doanh nghiép ngay 26/11/2014;

Can cir Ludt doanh nghiép ngay 17/6/2020;

Cdn cir Nghi dinh s6 122/2017/NP-CP ngay 13/11/2017 ciia Chinh phi
quy dinh mét sé néi dung ddc thit vé co ché quan Iy tai chinh va danh gia hiéu
qua hoat déng doi véi doanh nghiép kinh doanh x6 sé; So giao dich chimg
khoan va trung tam luu ky chljng khoan Viét Nam;

Can cur Quyet dinh s6 43/2021/0D-UBND ngay 03/8/2021 cua Uy ban
nhan dan tinh vé viéc ban hanh Diéu ¢ 16 chire va hoat dong cua Cong ty TNHH
mét thanh vién x6 so kién thiét Ninh Thudn;

Cén cir Quyét dinh s6 73/0D-UBND ngay 13/3/2019 cia Uy ban nhdn
dan tinh vé viéc ban hanh Quy ché tai chinh ciia Cong ty TNHH mét thanh vién
x0 $6 kién thiét Ninh Thudn,

Theo dé nghi ciia Gidm doc Cong ty tai To trinh s6 150/TTr-XSKT ngay
11/4/2023 va noi dung cudc hop cua Lanh dao Cong ty ngay 12/5/2023.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyet dinh nay Quy ché chi tiéu néi bo cua
Cong ty TNHH mot thanh vién x6 s kién thiét Ninh Thuan.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky va thay thé Quyet dinh
so 58/QD-XSKT ngay 08/4/2022 ctia Chu tich Céng ty TNHH mét thanh vién xo
s6 kién thiét Ninh Thuén ban hanh Quy ché chi tiéu ndi bo ctia Cong ty TNHH
mét thanh vién x6 s6 kién thiét Ninh Thuén.

Nguoi quan ly, Truong cac phong, Trudng Van phong dai dién va Nguoi
lao dong Céng ty chiu trach nhiém thi hanh Quyét dinh nay./

Noi nhan:

- Nhu Diéu 2:

- Kiém so4t vién;
- Luu: VT, KT.

Tran Minh Thanh







. UBND TINH NINH THUAN CONG HOA XA HOQI CHU NGHIA VIET NAM
CONGPYTNHI MOT THANH VIEN Poc ldp — Tw do — Hanh phuc

wmmhﬂwsn
X0 SEMENTHIET

3 Chuong I
NHUNG QUY DPINH CHUNG

Piéu 1. Pham vi diéu chinh va ddi twong ap dung

1. Pham vi diéu chinh: Quy ché nay quy dinh cac ché do, quyeén loi, diéu
ki¢n, dinh muc, ti€u chuan va nguyén tac chi tiéu cua cac khoan chi phi phat
sinh, ap dung tai noi bo Cong ty TNHH mdt thanh vién x6 s6 kién thiét Ninh
Thuan (sau day goi la Cong ty).

2. Béi tuong ap dung: Nguoi Quan l)’/,‘Kiém soat vién chuyén trach va
nguoi lao dong lam viéc theo ché do hop dong tai Cong ty (sau day goi la
CBNV).

Piéu 2. Muc dich yéu cau

Quy ché nay 1a mot trong nhimg co s& dé cac bo phan nghiép vu, CBNV
dé xuat lanh dao phg’: duyég cac khoan chi tiéu trong hoat\dc}ng kinh doanh, dé
c6 dinh hudng va thong nhat quan ly tai chinh Cong ty, nham:

1. Thuc hién quan ly chat ché cac khoan chi, stir dung kinh phi tiét kiém,

dtng muc dich va c¢6 hiéu qua, dong thoi khuyén khich CBNV hoan thanh tdt
nhiém vu dugc giao.

2. Nang cao trach nhi¢m cua timg CBNV trong viéc su dung tai san cta
Cong ty dung muc dich, c6 hiéu qua; thuc hanh tiét kiém, chdng lang phi.

3. bam bao nguyén tac cong khai, dén chu, ding quy dinh phap luat hién
hanh trong t6 chirc thuc hién va kiém tra, gidm sat.

AChmr_rng I X
NGUYEN TAC CHI TIEU

Piéu 3. ThAm quyén quyét dinh chi tiéu

1. Giam dbc Cong ty la ngudi quyét dinh toan b cac loai chi phi chi tiéu
trong Cong ty theo dung quy dinh tai Quy che nay, trir nhitng khoéan chi thudc
thdm quyén phé duyét cua Chu tich Cong ty.
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2. Giam dbc Cong ty co thé ty quyén cho Phé Giam ddc giai quyét cac
khoan chi, cac khoan mua sim thuong xuyén nhu: Tién luong, vin phong
pham, dién, nudc, nhién liéu cho van tai, may moc thiét bi, cong tac phi...theo
linh vuc cong tac dugc phan cong.

3. Cac ndi dung, mirc chi khéng néu trong Quy ché nay duoc thuc hién
theo quy dinh hién hanh ctia Nha nudc.

Diéu 4. Nguyén tic chi tiéu

1. Cac khoan chi tiéu phai ding muc dich, tiét kiém, hiéu qua, hop phap.

2. Céc khoan chi tiéu phai c6 chimg tir hop 1y, hop 1é, day du.

3. Phong Ké toan — Tai vu chiu trach nhiém theo doi, kiém soat tat ca cac
khoan chi tiéu cua Cong ty.

) ChU'O’ng I11
CAC KHOAN CHI

Piéu 5. Mua sim vat tw, phwong tién, cong cu, dung cu

Mua sam vat tu, phuong tién, cong cu, dung cu phai do yéu cau cong viéc
va c6 du hoéa don, ching tir hgp phap; trude khi mua sam phai khéao sat gia. Cac
phong chuyén moén nghiép vu (CMNV), vén phong dai dién (VPDD) thuc hién
theo Quy ché mua sdm, sira chira, diéu chuyén, thanh Iy, thanh huy tai san cb
dinh, cong cu dung cu va cac dich vu..

Piéu 6. Chi dao tao, bdi dufmg

1. CBNV duoc cép ¢6 tham quyén, Chu tich, Giam ddc cir di hoc duoc
xem xét ho tro mot s6 khoan phi dao tao, boi dudng trén co so cac quy dinh
hién hanh cta Uy ban nhan dén tinh. Truong hop khoa hoc ¢6 td chie di thuc té
trong va ngoai tinh, can cir van ban cua nha truong va kha nang tai chinh cua
Cong ty, Giam ddc quyét dinh mie chi hd tro chi phi di thuc té nhung khong
qua 200.000 dong/ngudi/ngay.

2. CBNV khong thude dién quy hoach dao tao nhung c¢6 nguyén vong
hoc tap dé nang cao trinh d6 chuyén mén nghiép vu phu hop vo6i nhiém vu cong
tac, Giam doc Cong ty xem xét giai quyét, tao diéu kién vé thoi gian nhung
kinh phi do ca nhan tu tac.

Pic¢u 7. Chi hdi nghi ddi véi dai biéu
1. Hoi nghi, tong két hoat dong kinh doanh nam, so, téng két chuyén dé;

hop, 1am viéc véi lanh dao tinh hodc lanh dao S¢, ban, nganh, dia phuong:
200.000d6ng/ngudi.

2. Bao cdo vién Hoi nghi tdp hudn trién khai nhiém vu: 500.000 —
2.000.000 dong/budi.

Piéu 8. Thanh toan cuée phi dién thoai
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1. Trang bi dién thoai ¢b dinh, internet:
Tai céc cac phong chuyén moén, cac VPDD Cong ty;

Nguoi quan ly, Truong céc phong, Truéng VPBD co trach nhiém theo
ddi quan ly, thuong xuyén nhac nhd nhan vién st dung tiét kiém va phuc vu
cong tac chung cua Cong ty.

2. Thanh toan cudc phi dién thoai:
a) Muc chi dién thoai ¢ dinh:

- Déi véi VPPD, diém giao dich thanh toan theo hoa don dién thoai,
cuoc internet nhung khong vuot qua dinh mirc nhu sau:

+ VPPD tai Ba Néng: 550.000dong/thang;

+ VPDD tai Thira Thién - Hué, Dik lak: 500.000d6ng/thang;
+ VPBD tai Khanh Hoa: 400.000 dong/théng;

+ VPDD tai Binh Pinh, Phu Yén: 300.000d6ng/thang;

+ Piém giao dich: 100.000 dong/thang.

- B6i voi cude phi cude dién thoai co dinh, internet cua Nguoi quan ly,
Kiém soat vién chuyén trach khong chi qué dinh mirc nhu sau:

+ Chu tich, Giam ddc: 300.000dong/thang;

+ Pho Giam déc, Kiém soat vién chuyén trach, Ké todn trudng:
200.000dong/thang.

b) Dién thoai di dong:
- Chu tich, Giam dbc duoc thanh toan khong qua dinh muec:
500.000dong/thang;

- Phoé giam dde, Kiém soat Vie";n chuyén trach, Ké toan truong duoc thanh
toan khong qua dinh muc: 350.000d6ng/thang;

- Truong phong CMNV dugc thanh toan khong qua dinh muec:
250.000d/thang;

- Ph6 phong CMNV, Truéng VPDD duge thanh toan khong qua dinh
muc: 150.000d6ng/thang;

- Phé truong VPDD, Déi trudng dugc thanh toan khong qua dinh muec:
80.000d/thang.

- Nhan vién quan ly dia ban, phong Ké toan - Tai vu (trir tht qu¥), thu
kho, bao vé, lai xe dugc thanh toan khong qué dinh murc: 50. 000ddng/ thang.

Piéu 9. Thanh toAn cong tac phi
1. Thanh toan tién phuong tién di cong tac va phu cip:

a) CBNV di cong tac bing phuong tién ngoai dugc thanh toan thuc té
bang vé xe, hoa don tau lta (vé tau ngdi mém diéu hoa). Truong hop di cong
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tdc bing may bay, vé tau giwong nam thi phai duoc sy dong y cua Giam dbc
Cong ty;

b) CBNV di cong tac ngoai tinh ¢ lai duge phu cap ZOO.QOOdéng/ngéy di
duong; truong hop, di va vé trong ngay dugce phu cap 150.000dong/ngay;

¢) CBNV di cdng tac trong tinh Ninh Thuén tai huyén Bac Ai dugc phu
cap 120.000 dong/ngay, huyén Ninh Son: 100. 000dong/ngay, huyén Thuan Béc
va Thuan Nam duoc phu cap 80. OOOdong/ngay Nguoi lao dong lam nhiém vu
hiy vé ngay thtt 6 hang tudn tai huyén Ninh Phudc dugc phu cap
50.000d6ng/ngay;

d) CBNV di cong tac tai cac dia ban duoc phu cip nhu sau:

Trong tinh, thanh phé noi VPPD déng tru sé (di va vé trong ngay), pham
vi cu ly tor 20-40km va Nguoi lao dong tai Pa Ning dén cong tac huyén Dién
Ban tinh Quang Nam dugc phu cidp 80.000dong/ngay; cu ly tir 40-60km phu
cap 100.000d6ng/ngay; cu ly trén 60km phu cdp 120.000dong/ngay;

d) Nguoi lao dong khi duge ctr vé Cong ty cong tac trong thang thi duoc
thanh toan s6 ngay cong tac nhu sau:

- VPDD tai Thira-Thién-Hué, Da Nang: 05 ngay/thang;
- VPBD Binh Dinh, Pht Yén, Dak Lik: 04 ngay/thang;
- VPDD tai Khanh Hoa: 03 ngay/thang;

- Riéng Piém giao dich Quang Ngai khi duoc Giam déc diéu dong vé
cOng tac tai van phong Cong ty thi dugc thanh toan theo so ngay thuc te.

e) Nguoi lao dong di va vé cong tac theo quyét dinh diéu dong cua Giam
déc Cong ty thi dugc thanh todn béng phuong tién 6 t6 hodc tau Iua theo gia
thuc té tai timg thoi diém véi tinh than tiét kiém. Phong KT-TV sé khao sat gia
theo tirng thoi diém thanh toan.

- Pbi véi phuong tién 6 t6: Néu gid xe khach dudi 200.000d0ng khong cé
vé xe thi phai c6 gidy dé nghi thanh todn kém theo mau sd: 01/TNDN dugc
Gidm doc duyét. Truong hop gia vé xe trén 200.000dong, nguoi lao dong khi
thanh toan chi phi di lai phai c6 vé xe.

- D01 véi phuong tién tau ltra: nguoi lao dong dugce thanh todn vé tau
ngdi mém didu hoa (cé kém theo hoa don). Truong hop di cong_tac bang
phuong tién vé tau giuong nam hodc méy bay thi phai duoc sy dong y cua
Giam doc duyét trén gidy dé xudt hodc ké hoach cong tac.

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

a) CBNV Céng ty di cong tac tai cac thanh phd truc thugce Trung uong va
thanh phd do thi loai 1 thudc tinh khong qua 1.200. OOOdong/ngay/phong 2
nguorl cac tinh, thanh phd con lai khéng qua 1.000. OOOdong/ngay/phong 2
ngudi. Néu di cong tic mot minh hodc doan cong tac co 1é nguoi hodc [é nguoi



khéc gidi thi duoc thué phong riéng nhung gia thué phong khéng vurot muc tién
thué phong néu trén;

b) Nguoi lao dong (khong c6 gia dinh tai Ninh Thuan) vé Cong ty cong
tac dugc thué phong nghi tai thanh ph6 Phan Rang- Thap Cham muc gid khong
qua 600.000dong/ngay/phong 2 nguoi. Néu di cong tac mét minh thi dugc thué
phong riéng nhung gia thué phong khong vugt mirc tién thué phong theo tiéu
chuan 2 nguoi/phong;

Chimng tir lam can ctr thanh toan tai diém a va b khoan nay phai kém theo
hoéa don, giay di duong c6 dong dau va ky xdc nhan cua Lanh dao Cong ty,
Truong phong Hanh chinh — Quan tri, Truong VPDD (hodc uy quyén cua
Truéng VPDD) noi di va dong dau ky xac nhan ngay dén, ngay di cua co quan
dén cong tac (hoac khach san, nha khach noi luu tra).

Tlucmg hop khi chi vuot mire thué phong theo quy dinh khoan 2 diéu

nay, nguoi lao dong lap glay dé nghi thanh toan giai trinh 5 1y do vuot murc
thué phong trinh Giam dbc Cong ty duyét dé thanh toan theo hda don thuc té.

3. Thanh toan khoén tién cong tac phi theo thang (chi thanh toan trong
truong hop sur dung xe ca nhan phuc vu cong tac):

Péi tuong duge huong 1a ngudi lao dong thuong xuyén di giao dich vai
cac co quan, don vi, quan ly dia ban, dai ly (van thu, hanh chinh, ké toan giao
dich, nguoi lao d(f)ng dugc phan céng quan ly dia ban, dai ly,...). Mtrc khoér}
nay phai dam bao s6 ngay di cong tac luu dong trén 10 ngay/thang va theo s6
kilomét thuc té di dugc nhu sau:

a) Mtc 1: 200.000ddng/thang (cu ly tir 100km dén 150km/thang);

b) Mirc 2: 250.000d6ng/thang (cu ly tir trén 150km dén 200km/thang);

¢) Muec 3: 300.000 dong/thang (cur ly tir trén 200km/théng).

Muec phi khoan nay khong tinh cho truong hop di cong tdc quy dinh tai
khoan 1 Diéu nay.

Hang thang cén cu thuc té cong tac, bang chim cong, Trudong phong

CMNV, Truong VPDD (neu cd) lap danh sach cho timg ngudi lao dong ky xac
nhan va gui vé phong Ké toan — Tai vu Céng ty [am co s& thanh toan.

_ Piéu 10. Quy dinh dinh mirc nhién li¢u (xing, nhét), vin phong
pham, thong tin ket qua

1. Nhién liéu (x@ng, nhdt) xe mo t6 tai cac VPDD:

a) Xang xe

- Phong Kinh doanh: 20 lit/xe/thang;

- VPPD tai Da Nang: 40 lit/2xe/thang;
- VPPD tai Hué: 25 lit/2xe/thang;

- VPPD tai Dak Lak: 25 lit/2xe/thang;



- VPDD tai Binh Dinh: 26 lit/xe/thang;

- VPDD tai Khanh Hoa: 22 lit/2xe/thang;

- VPBD tai Phu Yén: 20 lit/xe/thang;

b) Nhaot:

- Phong Kinh doanh: 3 thang thay nhot/xe;
- VPPD tai Pa Nang: 3 thang thay nhot/xe;
- VPDD tai Hué: 4 thang thay nhot/xe;
- VPPD tai bak Lik: 4 thang thay nhét/xe;
- VPDD tai Binh Binh: 3 thang thay nhdt/xe;
- VPBD tai Khanh Hoa: 4 thang thay nhot/xe;
- VPDD tai Phu Yén: 3 thang thay nhot/xe;

Gi4 nhién liéu tinh theo timg thoi diém thanh toan.
2. Dinh mitc tiéu hao nhién liéu (xang, dau) xe 6to:

a) Dinh muc tiéu hao xang:

Xe Toyota 7 chd: 18 1it/100km;
b) Pinh mirc tiéu hao dau:

- Xe Ford Ranger 5 cho: 14 1it/100km;
- Xe Huyndai Solati 16 chd: 17 lit/100km;

3. Chi phi van phong phdm va chi phi bom muc duoc thanh toan khong
vugt qua muc sau:

- VPDD tai Da Ning: 2.600.000d6ng/quy;
- VPPD tai Hué: 1.400.000d6ng/quy;
- VPPD tai Pik Lik: 1.300.000d6ng/quy;
- VPBD tai Khanh Hoa: 800.000d6ng/quy;
- VPPD tai Binh Dinh: 700.000d6ng/quy;
- VPPD tai Pha Yén: 700.000d6ng/quy;
- Piém giao dich Quang Ngai: 500.000dong/quy;

Riéng mua méi muc (may in, photo, fax), Truéng Vin phong dai dién
bdo cdo va dé xuat Giam doc xem xét.

4. Chi phi théng tin két qua:
a) Cong ty cung cép gidy dic ching dé in thong tin két qua nhu sau:
- 400 vé phat hanh = (A) to gidy khé A4;
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- Riéng Van phong Binh Dinh va Pha Yén: 100 vé phat hanh = (A) t&
giay kho A4. Bia ban Quang Binh 250 vé phat hanh/ = (A) to giay kho A4;

b) Cong ty va VPDD in thong tin két qua mo thuéng 1 ky tai noi Photo:
(A) x 280dong/to giay kho A4 (da bao gom thué GTGT);

¢) Phai ¢ hoa don khi thanh toan (01 quy mot lan vao quy sau) va lay
héa don theo sd lugng t6 hodc ky vé hodc tong cong sb tién theo sé lugng vé
phat hanh thyc té.

Piéu 11. Chi phi thu h01 vé, quay s6 mo thudéng va chi cong tac giam
sat ciia Hoi dong giam sat x0 6, chi lam thém gio.

1. Nguoi lao dong vi ly do bat kha khang khong thé di thu hoi vé theo
phan céng phai bdo cdo dé l1anh dao VPDD nho nguoi lam thay va bdo cao lanh
dao Coéng ty, chiu trach nhiém lién déi rléL} x:ély ra sai sot. Muc chi cho nguoi
lam giup cong tac huy vé khong vuot qua so tien: 200.000d6ng/1an.

2. Chi quay s6 mo thudng cho ddi thiéu nién quay sé: Theo hop dong tai
tung thoi diém.

3. Chi phu cap kiém nhiém thanh vién hoi dong giam sat (HDGS); thu lao
thanh vién T gitp viéc HDGS thue hién theo quyét dinh cta Uy ban nhéan dan
tinh.

4. Chi phi hé trg thém ngoai quy dinh chung cho HDGS, phat thanh vién,
doi thiéu nién quay sb khi lam nhiém vu cua Cong ty vao dip nghi L&, Tét do
Giam dbc Cong ty xem xét quyet dinh, mirc hd tro phu hop kha nang tai chinh
va tinh hinh kinh doanh cta Cong ty nhung khong quéa 300.000dong/ngudi/ky
phat hanh.

5. CBNV lam thém gio trong tuan (th sau la 1,5 gio; chu nhét la 3,5 gio
va cac ngay I¢ thuc hién theo thong bdo cua Giam doc Cong ty) duge thyc hién
theo quy dinh tai Thoa udc lao dong tap the.

Piéu 12. Cic khoan chi khac

1. Chi phi mua bao hiém nhan tho cho CBNV khéng vuot qué mirc chi
3.000. OOOdong/thang/ngum Tuy theo tinh hinh kinh doanh, Lanh dao Cong ty

chon muc phi, thoi gian tham gia déng phu hop va duoc quy dinh cu thé diéu
kién, tiéu chuén, d6i tuong tai Théa uée lao dong tap thé.

2. Chi trang phuc cho CBNV Cong ty chuyén trach:

a) Mirc chi bang tién mat t6i da 5.000.000d6ng/ngudi/nam va chi bang
hién véat phai c6 hoa don;

b) Thoi gian cong tac tir du 6 thang tré 1én tinh du mdc chi, dudi 6 thang
duge huong 50% muc chi. Trudong hop khéc do Giam ddc Cong ty xem xét,
quyét dinh.

3. Chi phi dién, nudc tai Cong ty, cac VPDD phai trén tinh than tiét kiém,
c6 hoa don ching tur.
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4. Chi phi quang cdo thuong hiéu c6 gin logo ctia Cong ty trén co so dé
xuét ctia Truong phong Hanh chinh — Quan tri hodc Trudng phong Kinh doanh
(SH lugng, chung loai, thiét ké mau san pham, ...) duoc Giam doc duyét khi c6
nhu cau qua tang, luu niém gin véi tuyén truyén quang cao thuong hiéu Cong
ty cho khach hang.

5. Chi nhuén but cho bai viét dugc dang tai trén website: 50.000d0ng/bai.

6. Chi phu cap kiém nhiém cho cac thanh vién quan tri website:
100.000d6ng/nguoi/thang.

7. Chi xay dung hoan thién cac dé an, quy ché, quy dinh, Piéu 1 (goi
chung la dé 4n) dé ap dung tai Cong ty, thuc hién theo quy dinh cua Uy ban
nhén dén tinh. truong hop Uy ban nhén dan tinh khong quy dinh thi muc hd trg
khong qua 3.000.000ddng/dé an, do Giam doc Céng ty duyét trén co sd ndi
dung va tinh chat dé an xay dung duoc phé duyét.

8. Chi hd trg cho co quan coéng an va céc co quan c6 lién quan di hoan
thanh cong tac diéu tra, kham pha, thu ly cac vu an veé s6 dé, lam vé s gia. Miuc
chi hd trg theo quy dinh ctia Uy ban nhén dan tinh va phit hop véi kha nang tai
chinh va tinh hinh kinh doanh cuia Cong ty.

9. Nguoi quan ly, nguoi lao dong thanh toan chi phi xét nghiém covid-19,
theo thuc té gia tai cac co sd y té va c6 hoa don kém theo.

10. Chi tra phi chuyen khoan cho dai ly x6 sd, thoi han thanh toan chimng
tir khong qua 03 thang ké tir ngay tién vao tai khoan cla Cong ty.

11. Chi hd trg céc t6 chirc chinh tri xa hoi trong Cong ty: Can cir ké
hoach hodc to trinh duge Giam doc Cong ty xem xét va phé duyét mirc chi.

12. Chi phi kham stc khoe cho CBCNV trong danh muc theo quy dinh
cia Bo Y té.

13. Chi hd trg Hoi dong va Té gitp viéc hoi dong khi thuc hién nhiém vu
tiéu huy hodc phuc tra vé triing thudng theo quy dinh la 100.000dong/ngudi/
ngay.

Piéu 13. Ché dj chi hdi nghi, tiép khach

1. Viéc chi hoi nghi, tiép khéch tai vin phong Cong ty

a) Déi tuong dugce tiép khéch: Chu tich Céng ty, Giam déc, Pho Giam

déc, Kiém soat vién chuyén trach, K& toan truong, Truong phong CMNV,
Truéng VPDD, ngudi dugc phéan cong tiép khach.

b) Viéc tiép khach phai lién quan dén hoat déng kinh doanh hodc phuc vu
cong tac quan ly cua Cong ty.

<) Ddi tugng tiép khéch phai bdo cao Chu tich, Gidm ddc Cong ty trudce
khi tiép khéach.

d) Mt chi cho phan an, nudc ubng khong vuot qua 500.000d0ng/ngudi.
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ﬂ e) Phan cong phong Hanh chinh — Quan tri chiu trég:h nhiém chon dia
diém tiép khach va lap thu tuc thanh toan chi phi giao dich tiép khach.
2. Cong tac to chirc Hoi nghi khach hang va tiép khach cua phong Kinh
doanh va cac VPDD:
a) Truong phong Kinh doanh, Truong VPDD khi t6 chirc Hoi nghi khach
hang, so ket tong két nam phai 1ap du tru chi phi (d01 tuong chu yéu la cac
Cong ty xo s6, van phong dai dién, dai ly va Hoi dong giam sat) voi so luong

ngudi va tong chi phi trinh cho Gidm dbc xem xét, phé duyét trude khi to chic
thuc hién.

b) Phong Kinh doanh, cac VPPD va diém giao dich duoc chi phi trong
quan h¢ va giao dich thuong xuyén vai Hoi dong giam sat, dai ly, Cong ty x6 sb
va chinh quyén sé tai, véi mirc chi cu thé nhu sau:

- Phong Kinh doanh, Diém giao dich Quang Ngii: 01 triéu dong/théang

- VPPD tai Binh Dinh, Phti Yén: 1,2 triéu dong/thang

- VPPD tai Khanh Hoa: 2 triéu dong/thang

- VPDD tai Thira Thién-Hué, Pa Nang, Dak Lak: 3 triéu dong/thang

Chi phi quan h¢, giao dich phai c¢6 héa don, chimg tir hop phap, dugc phé

duyét cua Giam déc (hodc Phé Giam dbc duge Giam doc giao nhiém vu) gui vé
Phong Ké toan - Tai vu Cong ty thanh toan.

Diéu 14. Chi phi ¢6 tinh chat phiic loi
I.  Chi nghi mat cho CBNV Cong ty khéng qua
10.000.000d6ng/ngudi/nam.

2. Chi phi mua bao hiém tai nan, bao hiém stc khoée va bao hiém tu
nguyén khac cho CBNV véi muc chi khong qua 1.000. 000dong/ngudi/mam.

3. Chi hd tro chi phi di lai ngay 1& tét cho CBNV khong qud
1.000.000d0ng/ngudi/ngay.

4. Chi khen thuong cho con CBNV dat thanh tich ¢ cac cép nhu sau:

Mau gigo: Pat danh hiéu Bé khoe bé ngoan muc chi khong qua 200.000
dong/chau

Cép I: Hoc sinh gidi muc chi t6i da 300.000 ddng/chéu; hoc sinh tién tién
muc chi khdng qua 200. 000d6ng/chau.

Cap II: Hoc sinh gioi mirc chi khong qua 500.000 d6ng/chau; hoc sinh
tién tién mue chi khong quéa 300.000dong/chau.

Cap [1I: Hoc sinh gioi muc chi khong qua 700.000 dong/chau; hoc sinh
tién tién muc chi khéng qua 500.000d6ng/chau.

Hoc sinh gioi: Cap huyen thanh phé muc chi khong qua
1.500. 000dong/chau; cép tinh muac chi khéng qua 3.000. 000dong/chau; cap
Quéc gia muc chi khdng qué 5.000. 000dong/chau.
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5. Chi hd tro kham chira bénh hiém ngheo cho CBNV, mure chi khong
qua 30.000.000 dong/ngudi/lan (khong qua 2 1an cho thoi gian cong tac tai
Cong ty).

6. Chi t6 chic khdm sirc khoe dinh ky cho CBNV, miic chi khong qua
4.000.000 dong/nguoi/nam (ngoai danh muc quy dinh cua B Y té).

7. Chi ho tro ngay thanh 14p Céng ty, chi ming sinh nhat cho CBCNV
murc chi toi da 1.000.000dong/ngudi/truong hop.

8. Chi hd trg CBNV khi ém dau (n.%m vién theo chi dinh cua bac si) véi
muc chi khéng qua 2.000.000dong/nguoi/lan.

Trong qua trinh thyc hién ngoai cac khoan chi c6 tinh chét phuc loi quy
dinh muc chi cu thé, truong hop ¢6 chi tinh chat phuc lgi khac Gidm doc Cong
ty trinh Chu tich Coéng ty xem xét muc chi c6 tinh chat phutc loi khac phu hgp
v61 hoat dong kinh doanh Cong ty.

Tong chi phi ¢ tinh chét phic loi néu tai Di’éu nay khong qua mot (01)
thang luong binh quéan thuc hién trong nam tinh thué cua Cong ty.

Piéu 15. Chirng tir thanh toan

1. Quy dinh vé chimg tir thanh toén:

a) Déi véi khoan chi theo dinh muc: Chimg tir thanh toan 1a gjéy dé nghi
thanh toan c¢6 xac nhan cua Lé"mh’ dao phong, VPPD, dugc Giam doc duyét va
hoa don hop phap cua bén cung cap hang hoa, dich vu.

b) D6i vé6i khoan chi theo hinh thitc khoan: Chung tir la gidy dé nghi

thanh todn c6 xac nhan cua Lanh dao phong, VPDD va bang cham céng,...phu
hop v6i thoi diém thanh toan duge Gidm déc phé duyét.

¢) Chiing tir thanh toan phai kém theo céc gidy to sau:

- Cong tac phi:

+ Gidy di duong cta nguoi di cong tic c6 dong ddu xac nhan cua co
quan, don vi noi dén cong tac (hodc cua khach san, nha khach noi luu tra);

+ Vén ban hodc ké hoach cong tac da duoc Gidm déc phé duyét; cong
van; gidy moi; vin ban trung tap tham gia doan cong tac;

+ Hoa don; ching tir mua vé hop phap theo quy dinh ctia phéap ludt khi di
cong tac bang cac phuong tién giao thong hodc giay bién nhan cta chi phuong
tién. Riéng ching tr thanh todn vé méy bay ngoai cudng vé (hodc vé dién tir)
phai kém theo thé Ién may bay theo quy dinh cua phép luét;

+ Bang ké d6 dai quang duodng di cong téc trinh lanh dao Phong, VPPD
x4c nhén va duge Giam ddc duyét thanh toan (4p dung khi thanh toan khoan chi
phi di lai);

+ Hoéa don, chung tur thué phong nghi hop phép theo quy dinh cua phép
luat (4p dung khi thanh toan tién thué phong nghi theo héa don thuc té).
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- Ho1 nghi:
+ Vian ban, ké hoach t6 chirc hoi nghi dugc ngudi c6 thim quyén phé
duyét theo quy dinh.

1 Hoa don, ching tir hop phap va bang ké thanh toan d6i véi cac khoan
chi bang tién cho nguoi tham du hoi nghi theo quy dinh (néu c6) theo quy dinh
cua phap luat hién hanh vé hoa don, chimg tir thanh toan.

- Tiép khach:

+ Gidy dé nghij tiép khach dugc Giam ddc phé duyét;

+ Gidy dé nghi thanh toan;

+ Hoa don ban hang hop phap ctia don vi cung cap dich vu.
- Cac noi dung khac:

Theo huéng dan cua Phong Ké todn — tai vu.

2. Mau biéu hudng dan thanh toan tai Phu luc 01 kém theo Quy ché nay.

, Chuong IV
TO CHUC THUC HIEN

Diéu 16. To chirc thue hién
1. Truong cac Phong CMNV, VPDD, Piém giao dich Cong ty co trach

nhiém trién khai, hudng dan nguoi lao dong thuc hién Quy ché nay; phd bién
cho nguoi lao dong biét va giam sat thuc hién.

2. Phong Ké toan — Tai vu ¢o trach nhiém theo di, kiém soat cac khoan
chi tiéu; hudng dan thu tuc, thanh quyét toan theo ché do ké toan va dinh muc
ding quy dinh ctua Quy ché nay.

3. Truong hop chi khong dung quy dinh nhing khoan chi quy dinh tai
Quy ché nay, ngudi ra 1énh chi sai phal boi hoan sb tién chi sai d6 cho Cong ty
va tuy theo mrc do vi pham s€ bi xur ly ky luat theo quy dinh.

4. Quy ché nay c6 hiéu luc thi hanh ké tur ngay ky. Cac quy dinh trugce
day ctia Cong ty trai voi quy dinh cua Quy ché nay déu bai bo. Cac chi phi khac
¢6 lién quan dén hoat dong kinh doanh ctia Céng ty nhung chua quy dinh trong
Quy ché nay thi thuc hién theo quy dinh hién hanh cua Nha nuéc hodc cac Quy
ché, Quy dinh khéc ctia Cong ty, do Chu tich Cong ty quyét dinh.

5. Trong qua trinh thue hién néu co ndi dung can stra doi, bo sung cho
pht hop dé nghi phan anh vé phong Ké toan — Tai vu dé bao cdo Giam doc

Cong ty trinh Chu tich Cong ty xem xét quyét dinh. /,;U\_///







