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UBND TINH BINH BPINH CONG HOA XA HQI CHU NGHIA VIET NAM
SO NOI VU Poc lap - Tw do - Hanh phic

QUY CHE
Chi tiéu ndi b ciia Khoi Vin phong Sé Noi vu
(Ban hanh kem theo Quyét dinh so: 04/OD-SNV ngay 12//01/2023
ciia Giam doc S& Néi vu)

Chuong I
QUY DINH CHUNG

Piéu 1. Muc dich

1. Tao diéu kién chu dong trong viéc quan 1y va sir dung cac ngudn lyc tai
chinh cua Khoi Van phong So.

2. Thyc hanh tiét kiém, chéng lang phi, tham nhiing trong viéc sir dung
kinh phi. Nang cao hi¢u suat lao dong, hi¢u qua sir dung kinh phi quan ly tai
chinh tdng thu nhap cong churc, nguoi lao dong.

3. bam bao tai san cong dugc quan ly s dung tiét kiém, ding muc dich,
doi tugng va hiéu qua.

4. Thuc hién quyén tu chu, dong thoi ging voi trach nhiém ctia Nguoi
dimg dau va cong chirc trong viéc thuc hién nhi€ém vu duogc giao theo quy dinh
cua phap luat.

Picu 2. Nguyén tic

1. Pam bao cac diéu kién lam viéc va phuc vu cac hoat dong cuia Khoi
Vian phong S&, nang cao hi¢u lyc, hi¢u qua thi hanh cong vy, hoan thanh nhiém vu
duoc giao.

2. Khéng vuot qua ché do, tiéu chuan, dinh mirc chi hién hanh do Nha
nudc quy dinh; ddm bao tuan thﬁ‘dl'mg trinh ty, thu tuc, day du ho so, ching tu
thanh toan hop 1€ theo quy dinh vé€ quan 1y tai chinh.

3. Thyc hién cong khai, dan chii va bao dam quyén loi hop phap ciia cong
chuc, nguoi lao dong.

Piéu 3. Ciin cir dé xay dung quy ché

1. Luat Ké toan va Luat Ngin sach Nha nudc; Nghi dinh so
130/2005/ND-CP ngay 17 thang 10 nam 2005 cua Chinh phu Quy dinh ché do
tu chil, tu chiu trach nhiém vé sir dung bién ché va kinh phi quan 1y hanh chinh
d6i v6i co quan nha nudc; Nghi dinh 117/2013/ND-CP ngay 07 thang 10 nim
2013 cua Chinh pha sua doi, bbd sung mat s6 diéu cua Nghi dinh s6
130/2005/ND-CP ngay 17 thang 10 nam 2005;
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2. Théng tu lién tich sd 71/2014/TTLT-BTC-BNV ngay 30 thang 5 nam
2014 cua Liéq B0 Tai chinh - B,(f) Noi vu vé viéc quy dinh ché do tur chu, tu chiu
trach nhiém vé st dung bién ché va kinh phi quan Iy hanh chinh d61 véi co quan
nha nudc;

3. Quyét dinh s6 63/2021/QD-UBND ngay 27 thang 10 ndm 2021 cua Uy

ban nhan dan tinh quy dinh chirc nang, nhiém vu, quyén han va co cu to chiic
cua S& Noi vu tinh Binh Pinh;

4. Tiéu chuan, dinh murc chi va ché d6 quan 1y, str dung kinh phi quan ly
tai chinh hién hanh ctia Nha nudc va dac dlem tinh hinh cu thé cua Khdi Van
phong Sé.

Chuong 11
NOI DUNG, QUY PINH VE CHI TIEU NQI BO

Piéu 4. Bién ché, kinh phi thwe hién ché dd tw chi

1. Bién ché sir dung

Trén co s& bién ché cong chirc duoc cap co tham quyén giao hang nam.
2. Kinh phi thyc hién tu chii do ngéin sach nha nuéc cap

Thuc hién Quyét dinh cua Chu tich Uy ban nhan dan tinh vé viéc giao du
toan ngan sach nha nudc va Quyet dinh cia Giam doc So veé viéc giao dy toan
ngan sach nha nudc hang nam cho cac don vi truc thugc S& Noi vu.

Pic¢u 5. Noi dung va dinh mirc cac khoan chi thyc hién khoan
1. Chi tién lwong va cac khoan trich theo lwong

Céc khoan tién luwong, tién cong, phu cap luong va cac khoan trich theo
lvong (BHXH, BHYT, BHTN, KPCD) thyc hi¢n theo quy dinh hi¢n hanh cua
Nha nudc.

2. Chi théng tin, tuyén truyén, lién lac
2.1. Khoan dién thoai

bién thoai di dong va dién thoai cd Qinh tai nha riéng cua Lanh dao S&
thuc hién theo Ol’nl:‘['C khoén tai Quyét dinhqs() 82/2004/Qb-UB ngay 03 thang 9
nam 2004 cua Uy ban nhéan dan tinh, cy thé:

- Giam dbc S&: 350.000 dong/ngudi/thang;
- Pho Giam ddc S6: 300.000 dong/nguoi/thang.
2.2. Tién diit bao, tap chi, cwéc phi internet

Pé tang cudng trao d6i thong tin, d& nghi cong chirc va nguoi lao dong
cap nhat thong tin lién quan trén mang internet, sach, tap chi,... Hang nam, dat
B4o Nhan din, Bao Binh Pinh s6 luong 03 td/ngay va mot sé dau bao, tap chi



can thiét phuc vu cong tac nghi€p vu chuyén mon. Tién dit bao, tap chi, cudc
phi internet thanh todn theo hoa don thuc té.

2.3. Cudéc phi buu chinh

Truong hop nhiing van ban gap can g truc tiép theo yéu ciu cua Lanh
dao SO (c6 phiéu dé xuat da duoc Lanh dao So phé duyét); nguoi dugc phan
cong thuc hién giri van ban thi dugc thanh toan s tién twong duong cudc phi
giri Buu dién (10.000 dong/van ban).

3. Chi vit tuw van phong
3.1. Cac loai vat tw vin phong pham dung chung

Cong chirc, nguoi lao dong Khdi Vian phong S¢ ting cuong trao d6i thong
tin thong qua hop thu cong vuy; khai thac, sir dung hiéu qua phan mém quan ly
van ban di, van ban idesk; st dung vin ban dién tir, chit ky s6 va xay dung hd so
dién tr.

Cac loai van phong pham dung chung nhu: Muyc in, gidy in, muyc
photocopy, muc may Fax, cip ba day, bi nhua s& duoc cung cap theo nhu cau sir
dung cua tung phong (theo Phu luc 1). Nhimg thiét bi, vat tu co gia tri lon néu
sir dung hét dé nghi gui lai bao bi hodc vo cho Vin phong dé cap vat tu, thlet bi
méi. Quén tri co quan c6 trach nhiém kiém tra, theo doi viéc sur dung gidy in,
muc in cua cac phong chuyén mén trudc khi cap phat. Van phong S¢ chiu trach
nhiém cung cip vat tu, van phong pham dung chung cac phong theo nhu cau va
kiém soat chat ché viéc sir dung, tranh that thoat, lang phi.

3.2. Céc loai vat tw vin phong pham thwe hién khoan cho cong chirc

Céc loai vat tu, vin phong pham st dung ca nhan nhu: S6 ghi chép, kéo,
viét, bat xo4, but da quang, but chi, gidy vang, ghim, kep den thye hién murc
khoan 40.000 d6ng/ngudi/thang (Lanh dao S¢ thanh toan theo nhu cau thuc té).

Viéc thanh toan duoc thuc hién vao cudi quy bang hinh thic chuyén
khoan cho tirng cong chuc, nguodi lao dong.

3.3. Mua sim céng cu, dung cu va vét tw vin phong khac

Can clr vao nhu cau thyc hién nhiém vy, cac phong chuyén mon lap Phiéu
dé xuat mua sam cac loai cong cy, dung cu va cac vat ré tién, mau hong (theo
Phu luc 2) gii Vin phong Sé tong hop, béo cao Giam dbc Sa.

4. Chi phi thanh toan dich vu cong cfng

4.1. Chi phi st dung dién, nwéc

- Cong chuc, ngudi lao dong c6 trach nhiém tiét kiém va hiéu qua dién
dién, nudc tai co quan.

- Mc chi thanh toan tién dién, nuéc theo thuc té st dung can ctr chi $O str
dung tai cong to dién, nudc va don gia st dung do co quan c6 tham quyén quy
dinh. Céan ctt hoa don cua don vi cung cap dién, nudc, Van phong S& doi chi€u
thuc t€ s dung va thanh toan theo quy dinh.
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4.2. Chi tién nhién liéu xe 6 té; khoan kinh phi sit dung xe & td, xe
may di cong tac

- DPinh mtrc ti€u hao nhién li€u xe 6 t0: Thuc hién thqo quy dinh tai Quyét
dinh s6 3713/QD-UBND ngay 06 thang 12 nam 2013 cua Uy ban nhan dan tinh
v€ viéc Quy dinh bd sung dinh muc ti€éu hao nhién liéu xe 6 t6 trén dia ban tinh.

- Pinh muc theo Quy dinh tai Quyét dinh sb 54/2021/QD-UBND ngay 27
thang 8 nam 2021 cta Uy ban nhan déan tinh vé Quy dinh viéc khoan kinh phi sir
dung xe 6 t0 phuc vu cong tac chung tai cdc co quan, t6 chirc, don vi thudc
pham vi quan 1y cua tinh Binh Dinh va Théng bao ctia So Tai chinh vé don gia
khoan kinh phi sir dung xe 6 t6.

- Cong chuc co quan st dung phuong tién xe may ca nhén di cong tac,
cach tru s& co quan tir 15 km trd 1én thi dugc thanh toan khoén tién xing va tién
hao mon phuong tién theo murc khoan bang 0. 2 1it xang/km tinh theo khoan cach
dia gidi hanh chinh va theo gia xang tai thoi di€m di cong tac.

5. Chi phi phic loi tip thé

5.1. Tién tau xe nghi phép, di hoc

- Cong chirc, ngudi lao dong can sap xép bo tri cong viéc va dang ky thoi
gian nghi hop 1y bao c4o Lanh dao S¢ giai quyét ché do nghi phép theo quy dinh
hién hanh cua Nha nudc. Truong hop dac biét, do yéu cau cong tac, Lanh dao
S khong thé b tri duge cho cong chirc, nguoi lao dong nghi phép nam theo
thoi diém da dang ky hodc vao thoi diém khac thich hop thi xem xét tra thém
tién cong trong nhitng ngay khong nghi phép.

- Cong chuc, nguoi lao dong c6 du diéu kién dugc nghi pheép hang nam
theo quy dinh cua Luat lao dong, dugc Lanh dao So dong y cap gidy cho di nghi
phép nam dé tham vo hoidc chong, con, cha, me (ca bén chong hodc bén vo)
dugc thanh toan tién tau xe nghi phép theo quy dinh tai Thong tu sé
141/2011/TT-BTC ngay 20 thang 10 nam 2011 va Thong tu 57/2014/TT-BTC
ngady 06 thang 5 nam 2014 sira d6i, bd sung mot sd diéu cia Thong tu
141/2011/TT-BTC cua Bo Tai chinh.

- Cong chure di hoc tai cac truong ngoai tinh (trir nuéc ngoai), duoc chi hd
trg chi phi di lai tir co quan dén noi hoc tap (mot luot di va vé; nghi I€; nghi tét).

- ~C(A)ng chtrc dugc cur di hoc ngoai tinh tur 01 thang tr¢ [én dugc hd tro tién
thué cho nghi la 2.000.000d/thang/nguoi (trong truong hop co so dao tao va don
vi t0 chirc dao tao xac nhan khong bo tri dugc cho nghi).

5.2. Tién tra, nwoéc

Tra, nudc phuc vu khach dén 1am viée, cac cude hop va nuédc uéng hang
ngay cho cong chirc, ngudi lao dong thanh toan theo chi phi thuc té phat sinh.

6. Ché dd cong tac phi
6.1. Phu cap hru tri
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Thue hién theo quy dinh tai Thong tu s6 40/2017/TT-BTC ngay 28 thang 4
nam 2017 cta BO Tai chinh va theo Quyét dinh sé 72/2017/QD-UBND ngay 18
thang 12 nam 2017 ciia Uy ban nhan dan tinh vé viéc ban hanh Quy dinh murc
chi cong tac phi, chi t6 chure hoi nghi trén dia ban tinh.

6.2. Thanh toan tién thué phong nghi
6.2.1. Thanh toan tién thué phong nghi khi di cong tac ngoai tinh

Thanh toan tién thué phong nghi khi di cong tac ngoai tinh duoc thuc hién
theo mdt trong hai hinh thirc dudi day:

a. Theo murc khoan

- Di cong tac ¢ quan, thanh phé thudc thanh phé truc thudc trung wong va
thanh pho 1a do thi loai I thudc tinh, mtrc khoan: 450.000 dong/ngay/nguoi;

- D1 cong tac tai huyén, thi xa thudc thanh phé tryc. thudc trung wong, tai
thi xa, thanh phé con lai thude tinh, mac khoan: 350.000 dong/ngay/nguoi,

- bi cong tac tai cac dia ban con lai: 300.000 dong/ngay/ngudi.

b. Theo hoa don thue té

- D1 cong tac tai cac quén, thanh phd thudc thanh phé truc thudc trung
uong va thanh pho 1a d6 thi loai I thudc tinh thanh toan nhu sau:

+ Pbi v6i Lanh dao S duoc thanh toan muc gia thué phong ngu toi da 1a
1.000.000 dong/ngay/phong theo ti€u chuan 02 nguoi/1 phong;

+ Pbi vai cong chuc, nguoi ‘lao dong con lai dugc thanh :[OE'III muc gia
thué phong ngu t61 da 1a 900.000 dong/ngay/phong theo ti€u chuan 02 ngudi/1
phong

- Pi cong téc tai cac dia ban con lai:

+ Pdi v6i Lanh dao Sé: Puoc thanh toan mirc gia thué phong ngu t6i da
1a 700.000 dong/ngay/phong theo ti€éu chuan 02 nguoi/1 phong;

+ Pbi véi cong churc, nguoi lao dong con lai: Buoc thanh toan muc gia
thué phong ngu t61 da 1a 600.000 dong/ngay/phong theo ti€u chuan 02 ngudi/l
phong.

Truong hop di cong tac mot minh hodc di theo doan c6 1é nguoi hoac 1€
nguoi khac gioi, thi duge thué phong riéng theo muc gia thué phong thuc te
nhung t61 da khong duoc vugt mirc tién thué phong theo ti€u chuin 2
nguoi/phong.

6.2.2. Thanh toan tién thué phong nghi khi di cong tac trong tinh

Thanh toén tién thué phong nghi khi di cong tac trong tinh dugc thuc hién
theo mot trong 2 hinh thirc dudi day:

a. Theo mirc khoan

Di cong tac tai cac huyén, thi xa: 150.000 ddng/ngay/nguoi.



b. Theo hoa don thuec té

Murc thanh toan tdi da: 300.000 ddng/ngay/phong theo tiéu chuan 02
nguoi/l phong. Truong hop di theo doan ¢6 1¢ ngudi hodc ngudi khac gioi phai
bd tri phong riéng thi duwoc thanh toan véi mic téi da: 200.000
ddng/ngudi/phong.

6.3. Thanh toan tién thué phwong tién di cong tic

a. Phwong tién chiéu di va vé tir co' quan dén sin bay/ga tau/ bén xe
(noi di) va tir noi cong tac den san bay/ga tau/bén xe (noi den)

Tur chd nghi dén chd lam viéc, tir san bay, ga tau, bén xe vé noi nghi (lugt
di va lugt v€) va phuong tién di lai tai dia phuong dén cong tac. Thuc hi¢n thanh
toan theo murc nhu sau:

- Tién thué phuong tién chiéu di va vé tir co quan dén san bay/ga tau (noi
di): 100.000d/ngudi/lugt.

- Tién thué phuong tién chiéu di va vé tir co quan dén san bay/ga tau/bén
xe dén chd nghi va noi lam viéc: 700.000 dong néu di cong tac tai Ha Noi va
400.000 dong néu di cong tac cac tinh, thanh phd con lai. Truong hop dic biét
do Giam dbc S xem xét quyét dinh.

Tién thué phuong tién di lai néu trén, khi dé nghi thanh toan phai c6 hoa
don, chung tir theo quy dinh.

b. Phwong tién chiéu di va vé tir co' quan dén noi cong tac

‘ - Béi véi Lanh dao Sé: Bang xe 6 t0 co quan hodc may bay/tau/xe. Néu di

bang may bay/tau/xe thi thanh toan theo thyc t€. Néu di bang may bay thi thanh
toan theo gia v¢ may bay hang pho thong (trur truong hop khong mua duge ve
hang pho thong).

- Bdi véi cong chirc, ngudi lao dong con lai: bi bang phuong tién giao
thong cong cong thong thuong. Néu di bang phuong tién khac thi dugc thanh

toan muc toi da khong vuot qua gid vé tau (giuong nam) tai thoi diém thanh
toan.

- Trudng hop do yéu cau cong tac, viéc di lai bang phuong tién khac do
Giam doc S quyét dinh.

6.4. Khoan cong tac phi theo thang

Khoan cong tac phi theo thang cho Ké toan, Thu quy thuong xuyen di
giao dich Kho bac, Ngan hémg, Buu djén, BHXH tinh, Thué....thuc hién theo
quy dinh tai Diéu 4 cua Quyét dinh s6 72/2017/QD-UBND ngay 18 thang 12
nam 2017 ctia Uy ban nhan dan tinh, cu theé:

- Ké toan: 250.000d6ng/ngudi/thang;

- Thu quy: 150.000 ddng/ngudi/thang.



7

7. Chi phi nghi€p vu chuyén mon cia nganh
7.1. Chi phi trang phuc, dong phuc, bao hd lao dong, sach, tai li¢u...

Do Giam ddc S¢ xem xét quyét dinh theo quy dinh hién hanh cua Nha
nudc va theo cac quy dinh chung cua co quan.

7.2. Chi hoat dgng website ciia co’ quan

Mtrc chi trd nhuédn but cho céc tin, bai, hinh d4nh déng trén trang thong tin
dién tr ctia co quan thuc hién theo quy dinh tai Quyét dinh sé 92/2020/QP-
UBND ngay 22 thang 12 nam 2020 cua Uy ban nhan dan tinh ban hanh Quy
dinh ché do nhuén but, thu lao ddi véi céc tac phém duoc dang trén Cé)ng thong
tin dién tr va Trang thong tin dién tr ciia co quan nha nudc trén dia ban tinh
Binh Pinh va Quy ché hoat dong Trang thong tin dién tir S& Noi vu.

8. Chi hdi thao, hdi nghi, cac ngay I1& ky niém, cac ngay 1& 16n, ngay tét

- Chi t6 chtrc gap mat dau nam, cudi nam, to chtc hoi nghi so Kkét, téng
két, hoi nghi giao ban, cac hoi nghi khac va cac ngay 1€, ngay tét do Giam doc
S¢ xem xét quyét dinh;

- Mtc chi: Thuc hién theo quy dinh tai Thong tu s,(*) 40/2017/TT-BTC ngay
28 thang 4 nam 2017 cua B¢ Tai chinh va theo Quyét dinh s6 72/2017/QD-
UBND ngay 18 thang 12 nam 2017 ctia Uy ban nhan dan tinh.

9. Chi mua sam, stra chira tai san, thiét bi may moéc, co’ s ha tang

- Viéc mua sdm tai san: Do6i voi céc tai san thudc danh muc mua sim tap
trung, Van phong S& téng hop ding ky v6i So tai chinh dé thuc hién. Ddi véi
cac tai san con lai thuc hién theo hinh thirc d4u thau, chao hang canh tranh, chi
dinh thau theo quy dinh hién hanh cta Nha nuéc.

- Cac khoan chi phi thué mudn, bao tri, bdo dudng, stra chita nho thiét bi
may moc, co s& ha tang do Giam doc S& quyét dinh.

10. Cac muc chi khac
10.1. Chi phi tiép khach

- Bé6i tuong: To6 chuc, ca nhan dén lam viée, gidi quyét nhitng cong viéc
lién quan dén chirc ndng va cac nhi¢m vu cua So.

- Viéc chi tiép khach thyc hién trén tinh than tiét kiém, theo dang ché do,
tiéu chuan, dinh muc, ddi twong quy dinh tai Thong tu sé 71/2018/TT-BTC
ngay 10 thang 08 nam 2018 cta Bo Tai chinh quy dinh ché d¢ tiép khach nudc
ngoai vao lam vi¢c tai Viét Nam, ché d6 chi to chuc hoi nghi, hoi thao quéc té
tai Viét Nam va ché do tiép khach trong nudc; Nghi quyét sé 08/2019/NQ-
HPND ngay 11 thang 7 ndm 2019 cua Hoi dong nhan dan tinh va Quyét dinh so
28/2019/QD-UBND ngay 19 thang 7 nam 2019 cua Uy ban nhan dan tinh vé
viéc quy dinh mot sé mire chi tiép khach nudc ngoai, chi tiép khach trong nudc
trén dia ban tinh Binh Dinh.
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- Viée tiép va moi com d6i vé6i khach dén lam viée voi co quan do Giam
doc Sé& quyét dinh.
10.2. Cac khoan chi khac

- Chi 18p quy thi dua, khen thuong; chi cac hoat dong cua Dang uy, chi hd
trg Cong doan, Doan Thanh nién, chi dén on dap nghia do Giam dbc S¢ xem
xét, quyét dinh.

- Chi phu cép lam dém, 1am thém gio: Cong chuc, ngudi lao dong 1am
thém ngoai gid hanh chinh; truc 18, tét theo yéu cu cua Lanh dao S& hoic do
yéu cdu cong viée (duge Lanh dao S¢ dong ¥) duoc thanh toan ché do phu cap
lam dém, 1am thém gid theo quy dinh ctia Bo luat lao dong sb 45/2019/QH14
ngay 20 thang 11 nam 2019. Van phong theo doi thot gian, ndi dung cong viéce
lam thém ngoai gid dé 1am co s& thanh toan.

Chwong III
THANH TOAN CONG TAC PHI
PHAN PHOI KINH PHI TIET KIEM PUQC

Pi¢u 6. Thanh toan cong tac phi

1. Cong chtrc, nguoi lao dong duoc co quan cur di cong tac, khi thanh toan
cong tac phi phai ddm bao céc thu tuc sau:

- Gidy di duong, ghi r6 ngay di, ngay vé, noi dén _cong tac, luu tra ¢ ky
xé4c nhan, dong dau va ghi rd s6 km thuc té di di (theo mau Gidy di duong);

- Gidy moi, cong vin, gidy triéu tap di cong tic; vé mdy bay, tau, xe di lai
theo ché d quy dinh; hoa don tai chinh, cac chiing tir thanh toan khac;

- Céc biéu mau khéc ((theo Phu luc 4).

2. Két thuc chuyén di cong tac, trong thoi han 07 ngdy lam viéc, cong
chuc, nguoi lao dong cd trach nhiém cung cap day du ho so thanh todn theo quy
dinh chuyén Van phong S¢ dé thyc hién thanh toén;

- Truong hop qua 07 ngay lam viéc ké tir ngay két thiic chuyén cong tac
ma cong chirc, nguoi lao dong chua 1am thi tuc hd so thanh toan thi phai bao
cdo Lanh dao S& 1y do cham thanh toan. Van phong Sé chi thuc hién thanh toan
khi ¢6 y kién dong ¥ ctia Lanh dao So d6i véi nhitng hd so cham thanh toan.

- Van phong S¢ phai thuc hién thanh toan cham nhat 05 ngay lam viéc ké
tor ngay nhan day du ho so dé nghi thanh toan.

3. Tam tng kinh phi di cong tac: Cong chure, nguoi lao dong tam ung
kinh phi di cong tac phai c6 Gidy tam tng va duoc sy dong ¥ cua Lanh dao So.
Cong churc, nguoi lao dong phai thuc hién thanh toan va hoan ung trude khi tam
mg 1an tht 2 cham nhat 07 ngay 1am viéc, ké tir ngay két thuc chuyén cong tac.



Piéu 7. Kinh phi tiét kiém

1. Kinh phi tiét kiém

La khoan chénh 1¢ch gitra kinh phi dugc giao ty chu voi phan chi thyc té
hang ndm cua Khdéi Van phong So.

2. Noi dung sir dung kinh phi tiét kiém tiét kiém dwoc

- Tang thu nhap tang thém cho cdng chirc, nguoi lao dong.

- Chi hd tro cong chire, ngudi lao dong trong co quan vao dip 18, tét, cac
ngay ky niém (08/3, 27/7, 28/8, 20/10, 20/11, 22/12....)

- Chi hd trg cac hoat dong cua Pang iy, Cong doan.

- Chi tham hoi dau, dm nam diéu tri dbi vO1 cong chuc, nguoi lao dong va
nguoi thﬁn‘cﬁa cong chuc, nguoi lao d@ng‘(chéng hoac vo; cha, me d‘é, cha me
vg hodc chong, con). Muc chi: 1.000.000 dong/nguot va khong qua 2 1an/nam.

- Chi phung Viéng‘céng churc, nguoi lao dong va nguoi than cua cong
chtrc, nguoi lao dong (chong hoéq vo; cha, me dé, cha me vo hodac chong, con)
khi qua do1. Mtrc chi: 1.000.000 dong/nguoi.

- Chi trg cap kho khin cho cong chic, nguoi lao dong do bi thién tai, dich
hoa...: Mtrc chi: 2.000.000d/nguoi.

- Chi hd tro cho cong chirc va ngudi lao dong chuyén cong tac: Mic chi:
1.000.000 dong/nguoi.

- Chi hd trg cho cong chire va nguoi lao dong nghi huu theo ché d6 quy
dinh: Mtrc chi: 2.000.000 dong/nguoi.

- Chi ho1 nghi céq bd, cong chirc va nguoi lao dong; Ho1 nghi so két, téng
két: Mt chi: 200.000 dong/nguoi.

- Nhiing néi dung khac do Giam dbc S quyét dinh sau khi trao d6i thong
nhat v&i Ban chap hanh Cong doan.

Pi¢u 8. Phuwong thirc phan phoi thu nhap

1. Trong niam, 6 thang mot 1an cac phong chuyén mén thuc hién viéc danh
gia, phan loai ddi véi cong chiic va ngudi lao dong thudc pham vi quan ly cua
phong. Két qua phan loai phéan loai, danh gia phai gui vé Vian phong So trudce
ngay 10 thang 7 va ngay 10 thang 01 cua nam tiép theo. Van phong So tong hop
va bdo cdo Giam doc S¢ dé lam co s¢ chi trd thu nhap tang thém.

2. Viéc chi trd thu nhdp tang thém cua tirng ca nhan dugc thuc hién theo
murc do danh gia, phan logli hoan thanh chtrc trach, nhiém vu cta tirng cong chirc
va nguoi lao dong. Cu thé:

- Loai A: Hoan thanh xuét séc nhiém vu, huong hé s6 1;

- Loai B: Hoan thanh tét nhiém vu, huong hé 6 0,95;

- Loai C: Hoan thanh nhiém vy, hudng hé $6 0,9;
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- Loai D: Khong hoan thanh nhiém vu, huéng hé $6 0,5;

- Cong thure chi tra thu nhap tang thém dugc tinh nhu sau:

Thu nhép ting thém = Hésb xép loai x  Thu nhép ting thém binh
quan

Téng kinh phi tiét kiém dugc

Thu nhap tang thém binh quan =
Téng hé sb theo phan loai
Trong do:

+ Thu nhap tdng thém binh quan: La thu nhép ting thém binh quan cua
moi cong chirc va nguoi lao dong trong nam theo hé s6 phan loai.

+ Téng kinh phi tiét kiém duogc: La tong sd tién tiét kiém dugc con lai
trong ndm sau khi tru di chi phi 6n dinh thu nhap.

+ Tong hé sb theo phan loai: La tong cong hé sd theo phan loai clia cong
chtrc va nguoi lao dong.

+ Hé s6 phan loai: La hé s6 dé tinh thu nhép ting theo xép loai cong chirc
va nguoi lao dong.

- Riéng d6i véi nhitng ngudi méi duge tuyén dung, hop dong lao dong
hodc cong chirc chuyén cong tac tir co quan khac dén c6 thoi gian cong tac tai
co quan dudi 12 thang, tiy theo két qua danh gia, xép loai (A, B, C), duoc tinh
theo mirc chi ting thu nhap binh quan thang nhan ( x ) véi sb thang 1am viéc
thuc té tai co quan.

) Chuong IV
TO CHUC THUC HIEN

Pi¢u 9. Phéan cong trach nhiém

1. Truéng cac phong cd trach nhiém d6n déc, theo ddi coéng chic va
nguoi lao dong thudc pham vi quan 1y ctia phong thuc hién nghiém tic cac noi
dung c6 lién quan cta Quy ché nay.

2. Giao Vin phong gitp Giam doc S¢ theo ddi, kiém tra viéc st dung
dién, nudc, dién thoai, may vi tinh, van phong phém, cac phuong tién cong cong
ctia cac phong, ciia co quan va kip thoi nhac nho khong dé xay ra lang phi va
theo doi dé danh gia, phéan loai cong chiic theo dung quy trinh quy dinh; hudng
dan cac phong chuyén mén thyc hién danh gia, phan loai cong chirc, nguoi lao
dong 6 thang, nim, tong hop bao cdo Giam ddc S¢ xem xét, quyét dinh.

3. Cong chirc va ngudi lao dong thue hién tét Quy ché s& dugc xem xét
khen thudéng theo quy dinh. Cong chirc va nguoi lao dong vi pham Quy ché thi
xem xét xur 1y theo quy dinh hi¢n hanh.
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Piéu 10. Hiéu lwc thi hanh
1. Quy ché nay c6 hiéu lyc ké tir ngay ky.

2. Trong qud trinh thuc hién, cac vin ban duoc dan chiéu dé ap dung
trong quy ché nay dugc stra doi, b6 sung hodc thay thé bang cac vin ban méi thi
cac ndi dung duoc dan chiéu ap dung theo cac vin ban mdi d6. Cac ndi dung
khac chua quy dinh trong quy ché nay duoc thuc hién theo ché do hién hanh cua
Nha nudc va cua Sé Tai chinh.

3. Trong qua trinh thuc hién, néu c6 vudng mac, phat sinh dé nghi Nguoi
dung dau cac don vi thudc So, cong chirc, ngudi lao dong phan anh vé Van

phong S& dé bao cao Giam dbc SO xem xét, stra doi, bd sung cho phu hop va
dung quy dinh./. /¥
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PHU LUC 1

UBND TINH BINH PINH CONG HOA XA HQI CHU NGHIA VIET NAM

SO NOQI VU Poc lap - Tu do - Hanh phiic
Binh Dinh, ngay ...... thang ... ... nam 20......
GIAY PE NGHI

Nhén vt tu vin phong pham

Kinh gui: Van phong S& Noi vu

- PON VI CONG tAC: Lo

- Bé nghi nhan vat tu vin phong pham nhu sau:

TT Tén vat tw vin phong pham S6 lwong DVT Ghi chu

Ly do nhan
.
g
................................................................................................

Nguoi dé nghi Lanh dao phong K¢ toan Chanh Van phong
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PHU LUC 2
UBND TINH BINH PINH  CONG HOA XA HQI CHU NGHIA VIET NAM
SO NOI VU Poc lap - Tu do - Hanh phiic
Binh Pinh, ngay ...... thang ...... nam 20......
GIAY PE NGHI
Mua sam vat tw van phong
Kinh gui: Van phong Sé
FNGUOT A8 NN
= ClIC VU
-POoN VI CONG tAC: . i
- Bé nghi mua mot s6 loai vat tu van phong sau:
TT Tén vét tw vin phong S6 PVT | Ghi
lwgng chu

Muc dich mua sam:

................................................................................................

Nguoi dé nghi Lanh dao phong Ké toan Chanh Vian phong
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PHU LUC3

SO NOI VU TINH BINH PINH CQNG HOA XA HQI CHU NGHIA VIET NAM
Phong.............. Poc 1ap - Tw do - Hanh phuc

Binh Dinh, ngay ...... thang ... ... nam 20......

, BAO CAO
Keét qua danh gia, phan loai cong chire, nguoi lao dong
6 thang ... nam .....

So

TT Ho va tén Chirc vu Két qua xép loai Ghi chu

(Co Bién ban cudc hop danh gia, phan loai kem theo)

Nguoi lap biéu Lanh dao Phong Lanh dao S¢ phu trach
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PHU LUC 4

UBND TINH BINH PINH CONG HOA XA HQI CHU NGHIA VIET NAM

SO NOQI VU Poc lap - Tu do - Hanh phiic
Binh Dinh, ngay ...... thang ... ... nam 20......

BIEN BAN GIAO NHAN HO SO THANH TOAN

Kinh gui: Van phong S& Noi vu

. ~ 14
-PON VI CONG tAC: ..ottt

- D& nghi thanh toAN .............iii i

TT Ho so SO lwong | Ghi chi

1 | Gidy di duong
2 | Gidy dé nghi thanh toan (Mau s6 C37-HD)
3 | Bang ké thanh toan cong tac phi (Mau so

C17-HD)
4 | Bang ké thanh toan cho ddi tuong thu
huong (Mau sb 09)
Thoi gian nhan ho so: ....gio.... phut, ngdy ... thang ...nam....

Thoi gian giai quyét ho so:...gid.... phut, ngay....thang....nam....

Bén giao ho so Bén nhin hé so
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