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

SO CONG THUONG Déc 1ap — Tu do — Hanh phic
Sb: 02 /QD-SCT Ninh Thudn, ngay05 thang 01 nam 2024
QUYET PINH

Ban hanh Quy ché chi tiéu ndi bd
ciua S¢ Cong Thwong tinh Ninh Thuin

GIAM POC SO CONG THUONG TINH NINH THUAN

Can cu Quyet dinh s6 23/2022/QB-UBND ngay 05 thang 5 nam 2022 cua
UBND tinh vé viéc Quy dinh chirc ndang, nhiém vu, quyen han va co cdu té chirc
ciia S¢ Cong Thwong tinh Ninh Thudn va Quyét dinh s6 131/0D-UBND ngay 24
thang 3 nam 2023 ciia Uy ban nhén ddn tinh Ninh Thudn vé viéc dinh chinh diém d
khodn 1 Diéu 2 Quyét dinh sé 23/2022/0P-UBND ngady 05 thing 5 nam 2022 cia
Uy ban nhan dan tinh Ninh Thudn;

Can cir Théng tw lién tich sé 71/2014/TTLT-BTC-BNV ngay 30 thang 5 nam 2014
cuia lién Bé Tai chinh va Bé Ngi vu vé Quy dinh ché do tw chi, tw chiu trach nhiém vé sir
dung kinh phi quan 1y hanh chinh doi véi co quan nha nuée;

Can cir Quyét dinh 143/2017/0P-UBND ngay 26 thang 12 nam 2017 ciia Uy ban
Nhén dan tinh Ninh Thudn vé viéc Ban hanh quy dinh ché do cong tdc phi, ché do chi
Hoi nghi trén dia ban tinh Ninh Thudn;

Can cir Quyét dinh 65/2023/0P-UBND ngay 06 thing 9 nam 2023 cia Uy ban
Nhdn dan tinh Ninh Thudn quy dinh mot $6 noi dung va muc chi hé tro dao tao, boi
dwong trong nuoc doi véi can bo, cong chirc, vién chirc trén dia ban tinh Ninh Thugn,

Can cir Quyét dinh 42/2019/0P-UBND ngay 16 thing 8 nam 2019 cia Uy ban
Nhén dén tinh Ninh Thudn vé viéc Ban hanh quy dinh ché dg tiép khdch nude ngodi vao
lam viée tai tinh, ché dé chi té chirc héi nghi, hoi thao quo”'c té tai tinh va ché ds tié})
khdach trong nuoc trén dia ban tinh Ninh Thuan,

Trén co s6 két qua ldy y kién ciia cong chirc va ngueoi lao déng vé Quy ché chi tiéu
noi bo cua co quan tai Hoi nghi can bg, cong chirc nam 2024,

Theo dé nghi ciia Chanh vin phong sé.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché chi tiéu ndi bo ciia S& Cong
Thuong tinh Ninh Thuéan.

Diéu 2. Quyét dinh co hiéu lyc ké tir ngdy ky va thay thé Quyét dinh s6 05/QB-
SCT ngay 09/01/2023 cua Giam doc S¢& Cong Thuong.

Piéu 3. Chanh Vin phong so; cac Trudng phong chuyén mon thudc sé va toan thé
cong chirc, nguoi lao dong cua S¢ Cong Thuong chiu trach nhi¢m thi hanh Quyét dinh
nay./.

Noi nhan :

- Nhu Diéu 3;

- S& Noi vu (b/c);

- S¢ Tai chinh; KBNN tinh;
- Giam dé6c, Pho G s0;

- Luw: VT, VP ko).
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HUAN CONG HOA XA HQI CHU NGHIA VIET NAM
G Déc lap - Tw do - Hanh phuc

QUY CHE
\CH TIEU NQI BQ CUA SO CONG THUONG
raiicem theo Quyeéet dinh s602 /QP-SCT ngay05 thang 01 nam 2024
ciia Gidm doc Sé Cong Thwong tinh Ninh thudn)

Chuong I
QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh va d6i twong ap dung

1. Quy ché nay quy dinh ché d¢, tiéu chuan, dinh mirc 4p dung thong nhét vé chi
ti€éu nd1 bo tai S& Cong Thuong.

2. Quy ché nay 4p dung dbi voi cong chirc va ngudi lao dong cia Sé Cong
Thuong.

Piéu 2. Muc dich ciia quy ché
1. Tao quyén chil dong cho Giam déc s& trong quan 1y, chi tiéu tai chinh co quan.

2. Tao diéu kién cho cong churc co quan hoan thanh tdt nhiém vu duoc giao, tung
budc nang cao hi¢u qua, chat lugng trong thyc thi chure trach, nhiém vy, cong vu.

3. Thuc day thyc hanh tié't’ kiém, chdng lang phi trong viéc str dung kinh phi quan
ly hanh chinh nang cao hiéu suat cong viéc, hiéu qua st dung kinh phi quan ly hanh
chinh, tang thu nhap cho cong chirc, nguodi lao dong.

4. La can ctr dé quan 1y, sir dung va thanh toan kinh phi quan 1y hanh chinh dam
bao cac hoat dong ctia co quan trén co sé cac quy dinh cia nha nudec.

Piéu 3. Nguyén tic xdy dung quy ché

1. Phu hgp véi dic thu hoat dong cua co quan S&, khong vuot qua ché do, tiéu
chuan, dinh marc hién hanh do co quan c6 thim quyén cta nha nudc quy dinh; dam bao
tuan thil dang trinh tu, thu tuc, diy du hd so, ching tir thanh toan hop phap theo quy dinh
vé quan 1y tai chinh.

2. Pam bao str dung c6 hiéu qua ngin sach nha nudc va cic ngudn thu hop phap
trén nguyén tic dan chu, cong bang, cong khai, bao dam quyén loi hop phap cong chirc,
nguoi lao dong.

3. Puoc thdo luan cong khai, dan chu trong co quan va dugc Cong doan co s&
tham gia y kién

4. Nghiém cim viéc str dung cong quy trai voi quy dinh hién hanh.
Piéu 4. Kinh phi thye hién
1. Kinh phi ngan sach nha nuéc cip;

2. Cac khoan phi dugc dé lai theo quy dinh;
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3. Cac ngudn thu hop phap khac theo quy dinh va tién thuong ddi véi tap thé co
quan S& Cong Thuong theo quy dinh.
Piéu 5. Quy trinh thue hi¢n

Quy trinh nay quy dinh n6i dung, trinh ty thyc hién trong hoat dong chi tiéu ndi bo
co quan nhim dam bao thyc hién giai quyét quan 1y chat ché hiéu qua va khoa hoc. Quy
trinh thyuc hién, gom cac buoc sau:

Buéc 1: Cac phong chuyén mon, c4 nhdn, c6 yéu cau, 1ap gidy dé xuit theo mau
glri vé Van phong s¢ ti€p nhan, tham muu thyc hién. Cu thé:

- Gidy dé xuat mua sim, stra chita va cac ndi dung chi khac du toan tir 2.000.000
dong (Hai triéu dong) tréd xuong do Chanh Van phong s xem xét, duyét dé xuat .

- Gidy dé xuat mua sam, sira chita va cac nodi dung chi khac du toan trén 2.000.000
dong (Hai triéu dong), giao Chanh Vin phong xac nhan, tham muu ngudn kinh phi va
trinh Giam dbc s& hodc Pho Giam déc phu trach tai chinh phé duyét va thuc hién.

Buée 2: Ké toan thyc hién nghiép vu tai chinh theo quy dinh.
Buéc 3: Thu quy thyc hién nghiép vu (néu c6) theo quy dinh.
Chuwong |1
CHE PO CHI TIEU NOI BQO VA THANH TOAN CAC KHOAN CHI

Diéu 6. Chi thanh to4an ca nhan

1.Thanh toan tién luvong, lvong tap sy, luong hop dong dai ‘han tra cho cong chirc,
nguoi lao dong thuong xuyén theo hop dong va cac khoan phu cip chuc vy, phu cap uu
dai nghé, phu cp tham nién nghé, phu cip tham nién vuot khung, phu cap cong vu .

Hang thang, ké toan 1ap bang thanh toan tién lwong, cic khoan phu cap khac va
tién cong (n€u cd) trinh Giam doc s& duyét lam co s¢ dé thanh toan tién luong va tién
cong cho cong chirc va nguoi lao dong bang hinh thirc chuyén khoan qua tai khoan thé ca
nhan.

2. Thanh toan phu cép lam thém gio
a) Céc truong hop lam thém gio:

- Cong chirc va cac phong chuyén mén c6 nhiém vu cip thiét can tap trung thuc
hién phai lam thém gio, 1ap bang dang ky trinh Giam dbc so duyét. Khi duge Giam doc
S dong ¥ giai quyét 1am thém gid, chuyén Vin phong s theo dbi, phdi hop thuc hién.

- Cong chue duoc phén cong truc co quan vao cac ngay L&, Tét, bao lut va cac
ngay tryc dot xuat khac thi Van phong 1ap danh sach cong chirc dugce phan cong truc co
quan trinh Giam doc so ky duyét.

b) Thu tuc thanh toan 1am thém gid, gdm co:

- Gidy dang ky lam thém gid di dugc Lanh dao so duyét
- Gidy bao lam thém gio;

- Bang chim cong 1am thém gio;

- Bang thanh toan lam thém gio.

¢) binh murc thanh toan lam thém gio
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- Lam thém gid thuc hién nhiém vy chuyén mén dugc thanh toan tién lam thém
gi0 theo quy dinh tai Nghi dinh 145/2020/ND-CP ngay 14/12/2020 cua Chinh phu quy
dinh chi tiét va huéng dan thi hanh mot s6 diéu cua Bo luat Lao dong vé diéu kién lao
dong va quan h¢ lao dong.

- Lam thém gi¢ thyc hién nhiém vu truc co quan vao cac ngay L&, Tét, bdo lut va
cac ngay truc dot xuat khac dugc thanh toan tién lam thém gio nhu sau:

+ Thoi gian truc tai co quan tir 7h d&én 17h: 20.000 dong/gio

+ Thoi gian truc tai co quan tir 17h dén 7h ngay hom sau: 30.000 dong/gid
+ Thoi gian truc 1anh dao 24/24h: 200.000 dong/ngay

3. Thanh toan khen thudng

- Ché d6 khen thudng cua céng chuc dugc thuc hién theo quy diﬂnh cua Luat thi
dua khen thuong hién hanh. Mac chi khen thuong doi véi cd nhan, tap thé thuc hién theo
Quyeét dinh khen thuong;

- Chi mua khung khen, gidy khen theo hoa don thuc té.
4. Thanh toan ché d6 nghi phép ctia cong chirc

a) Cong chtrc dang cong tac tai don vi du diéu kién duoc hudng ché d6 nghi phép
hang nam thi don vi phai c6 trach nhiém bd tri, sap xép cong viéc, thoi gian cho cong
chtrc nghi phép nam theo ché d6 quy dinh. Cong chirc néu da dugc b tri sip xép thoi
gian cho di nghi phép theo quy dinh nhung khong c6 nhu cau nghi phép thi khong duoc
chi tra tién cong dbi voi nhitng ngay chua nghi phép hang nam.

b) Cong chuc co du diéu kién dugc nghi phép hang ndm theo quy dinh dugc Giam
déc so dong ¥ cap gidy phép cho di nghi phép nam dé thim vo hoac chdng; con; cha, me
(ca bén chong hodc bén vo) bi 6m dau, bi chét s& dugc chi tra t1en di lai (luot di va luogt
vé) 01 1an/nam theo gia cudc van tai hanh khach cong cong thyc té cia timg loai phuong
tién (trr phwong tién may bay); truong hop di nghi phép nim tir tic bang phuong tién ca
nhan ctia minh hodc phuong tién khac (khong di bang phuong tién cong cong néu trén)
thi dugc thanh toan tién ty tic phuong tién twong Gmg voi mirc gia van tai xe khach cong
cong tai dia phuong do (theo biéu gia quy dinh cta don vi van chuyén).

*Chay:

Thoi gian chi tra chi duoc thanh toan 01 1an trong nam. Phép ctia nim nao thanh
todn trong nam do. Truong hop vi cong viéc duge lanh dao co quan cho lui thoi gian nghi
phép sang nam sau ciing dugc thanh toan tién nghi phép nim nhung chi duoc thanh toan
trong pham vi thoi gian chinh 1y Ngan sach dén hét 31 thang 01 nam sau.

¢) Noi dung chi va muc thanh toan

- Phu cép di dudong (Ap dung mirc phu cap luu tri theo ché do cong tac phi hién
hanh).

- Tién phuong tién di lai bao gém: tién phuong tién chiéu di va vé tir nha dén ga
tau, bén xe; vé tau, xe van chuyén dén noi nghi phép va theo chiéu ngugc lai (theo gia ghi
trén vé, hoa don mua vé; gia vé khong bao gom cac chi phi dich vu tham quan, du lich,..).

d) Thu tuc thanh toan:
- Gidy nghi phép nam do Thu truéng co quan cp;


https://thuvienphapluat.vn/van-ban/Lao-dong-Tien-luong/Bo-Luat-lao-dong-2019-333670.aspx
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- Xdc nhdn cua chinh quyén dia phuong noi than nhan cu trd hodc co s6'y té x4c
nhan c6 ngudi than bi m dau dang diéu tri & co s6 y té, diéu tri dai ngdy tai nha hodc bi
chét.

5. Chi 6m dau thai san, nghi dudng strc:

Thuc hién theo quy dinh ctia Luat Bao hiérp xa hoi. Thu tuc giai quyét ché 36 ém
dau thai san, nghi dudng strc do Van phong s phoi hgp cung BCH cong doan co s¢ thuc
hién dam bao quyén loi cho cong chirc, nguoi lao dong.

6. Chi khac: Chi tién viéng tang, mua hoa trong va ngoai tinh cho co quan.
- Chi giri cong van truc tiép khong c6 hoa don (1 Cong vin x 3.000 dong)
Pi¢u 7: Thanh toan dich vu cong cong

1. Thanh to4n tién dién, nudc sinh hoat

Hang thang tién di@n, n}Ic'rc sinh hoat duogc thanh toan theo héa don thuc té', nhung
st dung phai trén tinh than tiét kiém. Khong mé quat, may lanh, dén va céc thiét bi str
dung khéc khi khong c6 nguoi trong phong.

2. Thanh toan tién xang xe 0 to

, Chi xang xe 6 t0 phuc vu cong tac can clr vao s Km thuc té van hanh cho moi
chuyén cong tac theo dinh mirc, c6 xac nhan cua ngudi sir dung xe.

3. Thanh toan Van phong phém

a) Muc khoan van phong phém cho ca nhan dugc thuc hi¢n theo quy. Mtrc khoan
cho cé& nhan theo dinh mirc nhu sau: 150.000 dong/quy/ngu’m DPéi véi lai xe, phuc vu,
bao vé€ co quan khi ¢6 nhu cau st dung van phong pham dé xuit guri Van phong sd xem
xét, g1a1 quyet.

~ Van phong pham khoan cho c4 nhan, bao gom tit ca cac loai vin phong pham (trir
Giay in, myc in) phuc vu chung cho phong.

Tfén khoan yén phong phém cho ¢4 nhan va phong du’(_)’g thanh toan theo quy (vao
thang cudi quy). Ké toan 1ap danh sach khoan yén phong pham trinh Lanh dao s& phé
duyét thanh toan cho ca nhan va phong (Khong can hoa don).

b) Glay 1n, glay photo va nhu cau Van phong pham khac phuc vu chung cong tac
cua co quan, cac phong lap dé xuit nhu ciu hang quy gui Van phong s& truéc ngay 10
clia thang dau quy dé tong hop dé xuét trinh 13nh dao S¢ phé duyét mua sir dung trén
tinh than tiét kiém, thiét thuc, hiéu qua, khong lang phi. Riéng ndi dung kinh phi chi van
phong pham cta cac dy &n, dé an, hoi nghi da cé trong du toan, cac phong lap dé xuat
riéng.

4. Thanh to4n thong tin, tuyén truyén, lién lac:

a) Cudc dién thoai :

- Cude dién thoai cb dinh tai co quan dugc thanh todn theo hoa don thyuc té;

- Thyc hién khoan chi dién thoai 1anh dao theo ché d6 quy dinh hién hanh, cy thé:
khoan dién thoai di dong Giam doc (250.000d/thang); khoan di¢n thoai ¢ dinh nha riéng
Giam doc (100.000d/thang), cac Pho Giam doc (80.000d/thang)

b) Cudc Internet: Thanh toan theo hoa don thuc té.

- Cudc cong vin giri qua buu chinh thanh toén theo hoa don thyc té.
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5. Chi tra mua céc loai bao chi, tap chi va cac dau sach:

Cong chure cap nhat th@ng tin, doc bao, tap chi dién tir trén mang Internet co quan,
Van phong chi dat mua mét s6 dau bao va mot so tap chi chuyén nganh chu yéu cung cap
cho 1anh dao S¢& va tu sach phap luat.

Vién phong s& chiu trach nhiém tham muu dé xuat vé sb luong, s6 dau bao can dit,
lién hé dat mua va thuc hién thanh toan theo hoa don.

Piéu 8. Thanh toin cong tac phi:

1. Thanh toén tién cong tac phi khoan theo thang:

a) Trong thang cong chic thuong xuyén di cong tac luu dong trén 10 ngay/thang,
cac phong lap danh sach dé nghi murc chi khodn cong tac phi cho ca nhan, trinh lanh dao
s0 duyét phai co bang k& chi tiét tung ngay cong tac luu dong, xac nhan cua Truong
phong kem theo. Mirc khoan 300.000 dong/thang.

b) Cong chirc duoc hudng khoan tién cong tac phi theo thang néu dugc Giam déc
sO cu di thuc hién nhiém vu theo dot cong tac cu the, thi dugc thanh toan ché dé cong tac
phi theo quy dinh tai quy dinh nay; dong thoi van dugc huong khoan tién cong tac phi
khodan theo thdng néu di cong tac luu dong trén 10 ngay/thang.

2. Ché do di cong tac:

Ché ‘d(f) thanh tqén cong :[éc phi thuc hién theo ché do hién hanh cta Nha nuéc quy
dinh tai di€u 6 “Quyét dinh s6 143/2017/QD-UBND ngay 26/12/2017 cua UBND tinh
Ninh Thuan”. Mot s6 quy dinh cac di€u ki€n thanh toan cu thé nhu sau:

- Puoc Lanh dao s cir di cong tac

- Gidy moi tap hudn, bdi dudng nghiép vu chuyén mon;

- C6 day da hoa don chimg tir dé thanh toan theo quy dinh (trir cac truong hop
dugc phép thanh toan theo phuong thirc khoén).

3. Thanh toan tién phuong tién cong tac:

a) Nguoi di cong tac dugc thanh toan tién phuong tién di lai bao gdm:

- Tién thué phuong tién chiéu di va vé tir nha dén san bay, ga tau, bén xe;

- Ve may bay, v¢ tau, ve xe van tai cong cong, vé taxi tir co' quan dé di chuyén dén
noi cong tac va theo chiéu nguogc lai (dudi 200.000 dong), trén 200.000 dong phai c6 hoda
don hop phap;

- Tién phuong tién di lai tai dia phuong noi dén cong tac: tur chd nghi dén chd lam
viéc, tir sn bay, ga tau, bén xe vé noi nghi (Iuot di va lugt vé);

Truong hop co quan cir cong chirc di cong tac va da b tri phuwong tién van chuyén
thi nguoi di cong tac khong dugc thanh todn cac khoan chi phi nay.

b) Ngudi di cong tac khi co yéu cau giai quyet cong viéc ma can di bang phuong
tién may bay, cin ct tinh chét cong viéc cua chuyén di cong tac va trong pham vi nguon
kinh phi duoc giao Giam dbc s& xem xét duyét cho cong chic duge di cong tac bang
phuong tién may bay dam bao nguyén tac tiét kiém, hi¢u qua.

¢) Chung tir va murc thanh todn: Theo gia ghi trén vé, hoéa don, bién nhan cta chu
phuong tién. Riéng ching tir thanh toan vé mdy bay, vé tau ngoai cudng vé (hodc vé dién
tu) phai kém theo thé 1én may bay, thé 1én tau (hoac thé dién tu).
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4. Thanh toan khoan tién tu tac phuong tién di cong tac:

- D6i v6i cac cong chire khong co tidu chuan dugc b tri xe 6t6 khi di cong tac
nhung néu cong chirc di cong tac cach tru s¢ co quan tr 10 km trd 1én (461 voi khu vuc
mién nai khoé khan, ving sau) va tr 15 km tré 1€n (doi voi cac vung con lai) ma tu tuc
bang phuong tién c4 nhan ciia minh thi dugc thanh toan khoan tién tu tic phuong tién
theo do dai quang duong (km) thuc t€ di va vé theo dinh mirc xang xe 20 km/1 lit xang.

- Thanh toan tién xing xe 1a s6 Km thuc té trén 16 trinh cta chuyén di cong tac
theo dinh mutrc xang xe nhan véi don gia xang trén thi truong hién tai.

- Can ctr dé thanh toan khoan tién ty tic phuwong tién cong tic gdm: Gidy di duong
cua nguoi di cong tac c6 xac nhan ciia co quan noi dén cong tac; bang ké do dai quang
duong, trinh Thu trudng co quan, don vi duyét thanh toan.

5. Thanh toan phu cap luu tru:

Phu cép luu tri 13 khoan tién do co quan, don vi chi cho nguoi di cong tac dé hd
trg thém cung véi tién lwvong nham dam bdo tién an va ti€u vat cho nguoi di cong tac,
duogc tinh tir ngay bat dau di cong tac dén khi két thuc dot cong tac tré vé co quan, don vi
(bao gom thoi gian di trén duong, thoi gian luu tri tai noi dén cong tac).

a) Mirc phu cap di cong tic ngoai tinh: 200.000 dong/ngay/ngudi. Rleng thanh

toan phu cap cho 14i xe dwa lanh dao so di San bay Cam Ranh duoc thanh toan bang mirc
phu cap di cong tac trong tinh.

b) Mirc phu cdp di cong tac trong tinh (ké ca di va vé trong ngay): 70.000
dong/ngay/ngudi;

Murc phu cip di cong tac trong tinh, chi ap dung cho truong hop di cong tac co do
dai quang duong tir co quan dén noi cong tac t6i thiéu 10km d6i voi cac xa thudc dia ban
kinh tq xa ho1 kho khan, dac biét kho khan theo cac Quyét dinh ctia Thu tuéng Chinh phu
hoac toi1 thieu 15km do6i voi cac xa con lai.

6. Thanh toan tién thué phong nghi tai noi dén cong tac:
a) Thanh toan theo hinh thirc khoan:

- Pi cong tac ¢ quén, thanh phd thudc tryc thudc trung wong va thanh phd 1a do thi
loai I thudc tinh: 350.000 dong/ngay/nguoi,

- Di cong tac tai huyén, thi xa thudc thanh phé truc thudc trung wong tai thi xa,
thanh phod con lai thudc tinh: 250.000 dong/ngay/nguodi;

- Pi cong tac tai cac ving con lai: 200.000 dong/ngay/ngudi;

- Pi cong tac tai cac ving trong tinh: 120.000 dong/ngay/nguoi;

Nguoi di cong tac 1ap bang ké thanh toan khoan 1am chung tir dé thanh toan.
b) Thanh toan theo hoa don thuc té:

Trong truong hop nguoi di cong tac khong nhan thanh toan theo hinh thuc khoan
néu trén thi dugc thanh toan theo gié thué phong thuc té (c6 héa don hgp phap) do Giam
doc s¢ duyét theo ti€éu chuan thué phong nhu sau:

- D1 cong tac tai cac quén, thanh phé thude truc thude trung wong va thanh phé 1a
do thi loai I thudc tinh: 900.000 dong/ngay/phong theo ti€éu chuan 02 ngudi/phong;
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- Pi cong tac tai cac ving con lai: 600.000 dong/ngay/phong theo tiéu chudn 02
nguoi/phong;

- Pi cong tac tai cac vung trong tinh: 300.000 déng/ngay/phong theo tiéu chuan 02
nguoi/phong;

Truong hop di cong tdc mot minh hodc doan cong tac cod 1é nguodi hoac 1€ nguoi
khac gi6i thi dugc thué phong riéng theo murc gia thué phong thuc t& nhung t6i da khong
vuot muc tién thué phong cia nhitng ngudi di cing doan (theo tiéu chudn 02
nguoi/phong).

¢) Truong hop ngudi di cong tac do phai hoan thanh céng viée dén cudi ngay,
hodc do chi ding ky dugc phuong tién di lai (vé may bay, tau hoa, 6 t6) tir 18h dén 24h
cung ngay, thi dugc thanh toan tién nghi cta nira ngay nghi thém (bao gém ca hinh thirc
thanh toan khoan va thanh toan theo héa don thyc té) toi da bang 50% muc thanh toan
khoén tién thué phong nghi twong tng cua timg dbi twong; khong thanh toan khoan tién
khoan thué phong nghi trong thoi gian di qua dém trén tau hoa, thuyén, tau thuy, may
bay, 0 t6 va cac phuong ti¢n di lai khac.

d) Chung tir 1am can ctr thanh toan tién thué chd nghi gom: Vin ban hodc ké
hoach cong tac da dugce Thi truong co quan duyét s6 lugng ngay ctr di cong tac; gidy di
duong c6 dong diu cia co quan cir cong chirc di cong tac va ky xac nhan dong du ngay
dén, ngay di ctia co quan noi cong chirc dén cong tac (hodc cua khach san, nha khach noi
Iuu trir) va hoa don hop phap (trong trudng hop thanh toan theo gia thué phong thuc té).

Piéu 9. Ché d¢ tam ng

1. Cong chirc duge tam g mdt khoan kinh phi trong nhiing truong hop sau: tam
ung di cong tac; tam trng d€ phuc vu hdi nghi; tam tng dé€ thuc hién giao dich mua hang;
tam rng phuc vu cong tdc chuyén mon, ung trude theo hop dong phuc vu co quan.

2. Cong chtrc di cong tac hodc thyc hi¢n nhiém vy chuyén mén dugc tam tng kinh
phi theo mau cua Bo Tai chinh nhung khong vugt qua muc chi theo quy dinh cho ting
chuyen cong tac hodc phuc vu cong tac chuyén moén. Mirc tam tng do cong chire dé nghi,
Ké toan kiém tra va dé xuit Giam d6c duyét.

3. DBbi véi doan cong tac thi mot thanh vién cua doan tryc tiép tam ng ti€n va co
v kién x4&c nhén cua trudng doan.

4. Pdi vé6i 1ai xe co quan khi phuc vu lanh dao S& di cong tic ngoai tinh, ngoai
viéc tam Ung chi phi cho chuyén di cong tac, dugc tam Ung dy phong thém khoan
2.000.000 dong (Hai triéu dong) va hoan ung sau khi két thuc chuyén cong tac.

Diéu 10. Thoi han thanh toan

1. Sau dot di cong tac hodc trién khai thuc hién nhiém vu chuyén mon trong thoi
han 10 ngay ké tir ngay két thuc dot di cong tic hodc trién khai thyc hién nhiém vu
chuyén mén, cong chirc c6 trach nhiém lap thu tuc thanh toan theo mau cta Bo Tai chinh
va ndp tién tam tng du (neu c6). Néu di cong tac theo doan bang xe 0 t0 co quan thi
thanh toan cong tac phi mot 1an cho ca doan sau chuyén cong tac (ké ca cong tac phi cua
14i xe, vé va 18 phi cau, dudng).

2. B6i v6i thanh toan phu cap di cong tac trong tinh, cong chirc ¢6 trach nhiém lap
dé nghi thanh toan trong thdi han tir 10 (mudi) dén 15 (muoi lam) ngay ké tir ngay két
thic cua thang di cong tac.
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3. Ké toan thyc hién thi tuc thanh toan trong vong 5 ngdy lam viéc, tinh tir ngay
nhan du thu tuc dé nghi thanh toan phu hop theo quy dinh. Truong hop cham thanh toan
do lanh dao di cong tac ngoai tinh hodc ching tur sai phai lam lai thi phai thong bao cho
nguoi dugc thanh toan biét va hen ngay thanh toan ti€p theo nhung khong qua 10 ngay
lam viéc ké tir ngay nhan du thu tuc giay d¢ nghi thanh toan theo quy dinh.

~ Piéu 11. Chi tiép khéch: (Theo Quyét dinh 42/2019/0P-UBND ngay 16/8/2019
cua Uy ban nhdn dan tinh Ninh Thugn).

1. Vige tiép khach do Gidm ddc S¢ quyét dinh voi tinh than hét stc tiét kiém, don
gian, khong ph6 truong hinh thirc, dam bao van minh lich sy trong giao ti€p, thanh phan
tham dy la nhiing nguoi truc tiép lién quan, khong str dung thudc 1, cac loai rugu, bia
ngoai dé tiép khach; moi khoan chi tiép khach phai dung chéﬁ do, tiéu chuan, df)i tuong;
thue hién cong khai, minh bach. Khong sir dung ngén sach dé mua qua tang doi voi cac
doan khach dén lam viéc.

Khoan chi tiép khach chi st dung tir nguén kinh phi duoc giao thuc hién ché do tu
chu va cac nguon thu hop phép khéc cia co quan.

2. Mtc chi tiép khach:

- Chi nudc udng: Chi nudc udng tdi da khong qua 20.000 dong/nguoi

- Chi moi com: Mifc chi tiép khach t6i da khong qua 300.000 dong/01 suat voi
cac doan khach 1a Tinh ty, Hoi dong nhan dan, Uy ban nhan dén; cac s&, ban, nganh tinh
khac den lam viéc tai co quan. Truong hop khach 1a lanh dao By Cong Thuong va cap
tuong duong, Giam doc sé bao cao UBND tinh va quyét dinh chi ti€p khach theo chi dao
cua UBND tinh.

Piéu 12: Chi hgi nghi, hdi thao (Theo Quyét dinh 143/2017/0P-UBND ngay
26/12/2017 cua Uy ban nhan dan tinh Ninh Thudn).

Piéu 13. Chi mua sim tai sin va sira chira 16n

1. Mua sim tai san:

- Mua sdm moi bang ngudn kinh phi dugc giao dy toan hang nim.

- Mua sim méi bang ngudn kinh phi khéc.

2. Viéc sira chita 16n va mua sam tai san phai thuc hién theo trinh tu, thu tuc ding
quy dinh tai chinh hién hanh.

Di¢u 14. Thanh to4n tir ngudn thu phi trich d¢ lai cho don vi sir dung

S tién phi dugc trich dé lai don vi sir dung theo quy dinh duoc st dung chi nhiing
ndi dung sau:

1. Chi thanh toan tién lam thém gid va chi hop thdm dinh cho c4 nhan truc tiép
thuc hién (theo quy dinh cia Bo Tai chinh);

2. Chi tryc tiép cho cong viéc thu phi: Chi Van phong pham, vat tu van phong,
thong tin lién lac, dién, nudc, cong tac phi, cude cong van, phi luan chuyén ho so, in..
theo tiéu chuan dinh murc hién hanh va cac ching tir phat sinh thuc té;

3. Chi sura chita thuong xuyén: Sira chita 16n, may moc, thiét bi, chi khau hao tai
san cO dinh ....;

4. Chi mua sim vat tu, nguyén li€u, may vi tinh, may photo, ...;
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5. Cac khoan chi khac lién quan truc tiép nhu: xang xe, thué phuong tién di khao
sat t}}uc té tai dia di€ém du an; thué thiét bi trong di€u kién co quan khong c6 hodc khong
da dé phuc vu cong tac thu phi, ...;

6. Chi khen thuéng cho cong chirc truc tiép thuc hién cong viée va thu phi. Mirc
khen thudéng theo quy dinh hién hanh.

Chuwong 111
SU DUNG KINH PHi QUAN LY HANH CHINH

TIET KIEM DUQC

Piéu 15. Xac dinh kinh phi hanh chinh tiét kiém

Két thiic ndm ngan sach, sau khi da hoan thanh cac nhi€ém vu cong vi¢c duogc giao,
néu so chi thue t€ thap hon du toan kinh phi quan ly hanh chinh dugc giao thyc hién ché
do tu chu thi phan chénh 1€ch nay dugc x4c dinh 1a kinh phi hanh chinh tiét kiém duoc.

Piéu 16. Phan bo sir dung kinh phi hanh chinh tiét ki¢ém dwoe.

Tuy theo két qua kinh phi tiét kiém duoc trong ndm, Thu truéng co quan quyet
dinh phuong 4n st dung sau khi théng nhét y kién véi cong doan co sé. Kinh phi tiét
kiém duoc sir dung cho céc ndi dung sau:

- B6 sung thu nhap cho cong chirc va ngudi lao dong;

- Chi khen thu;é’ng dot xuét, khen phuc vu nhi¢ém vu chinh tri chg tap thé, ca nhan
c6 thanh tich theo két qua cong viéc va thanh tich dong gop ngoai ché d¢ khen thudng
theo quy dinh hién hanh cua Luat Thi dua khen thudng;

- Chi cho cac hoat dong phuc loi tap thé: Chi tién cho cong chirc, nguoi lao dong
vao cac ngay nghi 1€ trong nim; chi trg cap khé khan dot xudt; tro cap hiéu, hy, thim hoi
om dau; trg cap nghi huu, nghi mét sirc; hd trg cho cong chirc, nguoi lao dong khi thyc
hién tinh gian bién ché.

- Trich 1ap quy du phong dé 6n dinh thu nhap cho cong chure, nguoi lao dong: S6
kinh phi t1et kiém duogc, cudi ndm chua st dung hét dugc chuyén vao quy du phong sang
nim sau tiép tuc sir dung.

- Chi cac nhiém vu khac do Giam déc s quyét dinh.

Piéu 17. Chi tra thu nhap ting thém cho cong chirc :

1. Béi twong duoc chi tra thu nhap ting thém:

- Cong chtic trong bién ché;

- Cong chuc tap su;

- Lao dong hop déng;

2. Chi tra bd sung thu nhép ting thém cho coéng chirc va ngudi lao dong
a) Nguon kinh phi ting thu nhap

Nguén kinh phi tiét kiém duoc xac dinh trén co s& sd du du toan kinh phi hanh
chinh ctia S¢ tai Kho bac nha nudc, trudc hét wu tién dé tra thu nhap ting thém cho cong
chtrc va nguoi lao dong. Mt chi hé s6 ting thém toi da khong qua 1,0 (mot) 1an so véi
muc tién luong cip bac, phu cap chirc vu va phu cap thadm nién vuot khung do nha nudc
quy dinh.
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b) Xac dinh muc chi thu nhap tang thém

Dua trén két qua phan loai, xét thi dua-khen thudéng cong chirc va nguoi lao dong vao
cudi ndm dé x4c dinh theo mirc d6 hoan thanh nhiém vu dé chi tra thu nhdp tang thém cho
cong chirc va nguoi lao dong. Mitrc chi cu thé duoc xac dinh trén co s& théng nhét ctia Tha
truong don vi va cong doan co s6.

¢) Phuong thirc thanh toan thu nhap tang thém
- Thyc hién tam chi thu nhap ting thém vao cac ngdy nghi L&, Tét nhu sau:
+ Nghi Gid t6 Hung Vwong: 300.000 dong/nguoi
+ Nghi L& 30/4 va 01/5: 500.000 déng/ngudi
+ Nghi L& 2/9: 500.000 dong/ngudi
+ Nghi Tét Duong lich: 300.000 dong/ngudi

- Thanh toan sd tién thu nhap ting thém con lai (d4 trir s6 tam chi ting thém vao
cac ngay nghi Le, Tét) sau khi c6 Thong bado két qua chi bo sung thu nhédp tang thém cho
cong churc va lao dong vao thang 12 hang nam.

) Chwong IV
TO CHUC THUC HIEN

Piéu 18. Quy dinh vé nhitng ndi dung chwa dwoe quy dinh tai Quy ché nay.

Nhitng ndi dung chua duoc quy dinh tai Quy ché nay, khi c6 phat sinh thuc hién
theo cac quy dinh hién hanh cua nha nudec.

Piéu 19. Trach nhiém thuwe hién.

1. Vian phong s& ¢ trach nhiém chung theo doi, kiém tra viéc quan 1y chat chg, sir
dung c6 hiéu qua, tranh Iang phi; chiu trach nhiém trudc Giam doc S¢ vé ché do chi tiéu
ndi bo cua co quan.

2. Trudng cac phong chuyén mén thude sd co trach nhiém pho bién Quy ché nay
dén toan thé cong chiic, lao dong trong phong dé t6 chic thyc hi¢n va kiém tra trong
pham vi minh quén 1y; dé xuat kién nghi véi lanh dao nham quan 1y t6t kinh phi.

3. Thyc hién thong nhat cdc miu ching tir ké toan theo Phu luc s6 01 kém theo
Thong tu s6 107/2017/TT-BTC ngay 10/10/2017 ctia B§ Tai chinh, gom:

- Phiéu thu (mAu C40-BB);

- Phiéu chi (miu s6 C41-BB);

- Gidy dé nghi thanh toan tam ng (C43-BB);
- Bién lai thu tién (miu C45-BB);

4. Thyc hién thong nhat cac mau chimg tir ké toan tu thiét ké phu hop viéc ghi
chep, quan ly cua co quan va dap ung t6i thi€u 07 ndi dung quy dinh tai Di€u 16 Luat Ké
toan, gom:

- Gidy dé nghi thanh toan;

- Gidy dé nghi tam Ung;

- Gidy di duong;

- Gidy ding ky 1am thém gio;
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- Gidy béo lam thém gio;

- Bang cham cong 1am thém gio;

- Bang thanh toan lam thém gio;

- Gidy dé xuit;

- Gidy dé xuat bd tri xe 6 t6 phuc vu cong tac;

- Lénh diéu xe;

- Bang ké thanh toan khoan tién tu tiic phuong tién di cong tac;
- Gidy cir cong chtic di cong tac bang may bay.

Piéu 20. Khen thuéng va xir Iy vi pham.

1. Viéc thuc hién cac ndi dung ciia Quy ché nay 13 mot trong nhiing tiéu chi dé
binh xét, cong nhan cic danh hiéu thi dua, khen thuong hang nam dbi véi tap thé phong
va cé nhan.

2. Cong chtic, nguoi lao dong vi pham cac quy dinh ciia Quy ché nay c6 lién quan
dén linh vuc di c6 quy dinh thi xir Iy theo quy dinh hién hanh. Trudng hop vi pham vuot
dinh mirc quy dinh tai Quy ché nay thi c4 nhan, don vi vi pham bi thu hdi phan vuot hodc
trir vao thu nhap luong.

Trong qua trinh thuc hién, Quy ché s& dugc diéu chinh, bd sung hang nim tai Hoi
nghi cong chirc hoac khi c6 ché d quy dinh tai chinh méi./.
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