. UBND TINH NAM DINH CONG HOA XA HQI CHU NGHIA VIET NAM
(,()M1 I'Y TNHH MOT THANH VIEN Dge lap - Ty do - Hanh phic
NONG NGHIEP RANG DONG

Sb: Ob 1QD-CT Nam Dinh, ngay 12 thang 01 nim 2023

X QUYET PINH
Vé vi¢c ban hanh Quy ché chi tiéu ndi b

CHU TICH
CONG TY TNHH MOT THANH VIEN NONG NGHIEP RANG DONG

Céin cir Ludt Doanh nghiép sé 59/2020/QH 14 ngay 17 thang 06 ndm 2020)
_ Can cit Ludt ké todn s6 88/2015/QH13 ngay 20/11/2015 vé cde vén ben huing
dan thi hanh; .
Cain i Piéu 1¢ va 16 chire hoat déng ciia Cong ty TNHH MTV NN Rang Dong
Céin cit tinh hinh thuc 1€ tai Céng ty.

QUYET PINH

Piéu 1: Ban hanh kém theo Quyét dinh nay Quy ché chi tiéu ndi bd trong Cong ty
TNHH MTYV ndng nghiép Rang Dong.

Pidu 2: Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay 01/01/2023. Nhing quy dinh
trudc day trai véi quy dinh nay déu hét hiéu luc thi hanh.

Pidu 3: Cac Ong/ba Phd dbc cong ty; K& toan trudng; Trudng cc phong nghiép vu,
c4c don vi, bd phan, ca nhan c6 lién quan chiju trdch nhiém thi hanh Quyét dinh nay.

Noi nhan:
- Niue diéu 3;
- Lwu HC- KT; VT

Trin Duy Niing
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CONG TY ITNHI MOT THANH VI

UBNN TiNH NAM DNII CONG HOA XA HOI CHUNGHIA VIET NAM
Dije Iip —'Tw do - Hanh phic

NONG NGHIEP RANG DONG

Rang Déng, ngay — thang 01 ndm 2023

QUY CHE Cll TIfEU NOI BO
CONG TY TNHH MOT THANH VIEN NONG NGHIEP RANG DONG
(Ban hanh theo Quyét dinh sé 06 ngdyd L thing 01 nim 2023 ciia Chii tich Cong ty vé vige
ban hanh Quy ché chi 116u ndi hj)
Chuong 1
NHUNG QUY D|NH CHUNG
Didu 1. Pham vi, doi tugng dp dung
1. Quy ché chi tiéu ndi bd quy dinh viée quan ly, st dung, thanh toan, quyét
todn va dinh mirc chi tidu cdc khoan chi tiéu trong Cong ty TNHH MTV nong
nghié¢p Rang Dong.
2. Can bg, cong nhan vién va ngudi lao dong (sau day goi chung la nguol
lao dong) lam viée trong Cong ty thuge déi tugng diéu chinh ctia Quy ché nay.
Pidu 2. Ciin ctr xiy dung quy ché
[. K& hoach tai chinh hang nim cia Cong ty;
2. Céc chinh sach, ché d¢ tidu chudn, dinh muc chi tai chinh hién hanh do co
quan nha nudc cé tham quyén ban hanh;
Piéu 3. Muc dich xay dung quy ché
1. Thuc hién quan 1y chit ch& cic khoan chi, dé giam chi phi va ha gia thanh
san xudt, ting lgi nhuan cho Cong ty, khuyén khich can bg, céng nhén va ngudi lao
dong hoan thanh t6t nhiém vu dugc giao, sir dung kinh phi tiét kiém ding muc dich
va ¢o hiéu qua.
2. Quy ché chi tiéu néi by duge phd bién, cong khai cho ngudi lao dong
trong Cong ty biét dé thuc hién va kiém tra, gidm sat.
Chuong 11
NGUYEN TAC XAY DUNG QUY CHE CHI TIEU NQI BO
Ditu 4: Quy ché chi tiéu ndi by duoc xay dung trén nguyén tic: Thao ludn
ddn chu, cong khai rong rii trong toan Cong ty, co y kién tham gia ctia t6 chic
Cong doan df"mg thoi duge thong qua hdi nghi can by, cong nhén, nguoi lao dong
hang nam.
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LoQuy ehé bao phm cic qui dinh vé ché ), tiéu chudn, dinh J’n(r:; Ap dy,,
théng nhi trong toin Céang ty dam bito cho efie don vj hoin thinh nhiém vy "”',’"
gino, str dyng ¢ hi¢u qua kinh phi-vit tiing cudmy cong, te quin 17 rén npuyén v
din chu, cong hﬁng. cOng khai,

L . i , . ‘ / Ao p
2. Chu tjely Cong ty dirge phép phé duyét cac khodn chi thip hon mire quy
dinh theo Didy, I¢ hogt ddng cua Cong ty,

3. Nhitng noi dung chua ban hanh ché do, Chu tich Cong ty chi dao iy
dvng mire chi cho Wmg nhiém vy phit hgp véi nguon tai chinh cia Cong ty.

CHUONG 111
NHUNG NOI DUNG CHi]
Muc |
TIEN LUONG, TIEN CONG
Tién lrong 1a khodn (ién ma Cong ty trd cho ngudi lao dong dé thie hicn
cong viée theo thoa thufin trong hep ddng lao ddng vii thoa ude lao dong tap thé.

Dicu 5: Xic dinh quy tidn lwong ciia Cong ty:

Quy tién lvong ngudi quan ly cdng ty: Can cir Nghj dinh 52/2016/ND-CP ngay 13
thing 6 nim 2016 cia Chinh phti, Tién lvong cia ngudsi quan ly Cong ty dugce tri theo
h¢ s mire lwrong x mire lrong co s x ty 1¢ tAng thém.

Quy tién lrong ngudi lao dong cén bd, nhan vién quan ly duge xae dinh theo nam
(rong tmg véi niing sudt, higu qua san xuit kinh doanh c(ia Cong ty,

Quy tién lrong ngudi lao dong huéng luong theo sin pham (lao dong trye ticp):
Cin ctr theo thong w* 26/2016/TT-BLDTBXI] ngay 01/9/2016 xay ding don gia 1ién
lromg theo don gid sar pham.

oA 7 ” . , N ) ‘ _
Di¢u 6: Phwong thire tri lwong: Cin cir theo hop dong lao dong va thoa
uoc lao dong tap thé
IA r d -Z ~ Ae
Di¢u 7: Thanh toin bio hiém xi hoi
Chi tra bao hién' xa hdi cho n judi lao dong nghi 6m, con om, nghi thai san,
tai nan, ... can clr vao cdc loai gidy ho phép nghi cia co quan chuyén mon ¢6
thim quyén theo quy dinh cta Ludt 110 dong, Luat bao hiém x3 hoi va cac vin ban
khac co lién quan.
e '\ A (5 0 \ s oA a £
Diéu 8: Tién lwong lam thé n gior va cong viée dot xuat

1. Nguyén tic:
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Can ctr vao thuc té nhu ciu cdng viéc, néu cin thiét phai bo tri lao ddng lam
thém gidy, cac don vi, bd phan 1ap dé nghi phat sinh lam thém gid' dugc Ban lanh
dao Céng ty phé duyét, cé chim cong cu thé.

2. Thanh todn:

Céan cr B ludt lao dong nim 2019 sé 49/2019/QH 14 ngay 20/11/2019.

Can cir tinh hinh tai chinh ctia don vi, Chu tich Céng ty quyét dinh vé& viée
nguoi lao dong lam thém gior ¢ thé duoce tra luong theo cong viéc dang lam nhur
sau:

- Vao ngay thuong, it nhit bang 150%;

- Vao ngay nghi hang tuén (thir bay, chi nhat), it nhét bing 200%

- Vao ngay nghi 1§, Tét, ngay nghi c6 hudng luong theo quy dinh cua Nha
nudc it nhat bang 300% chura ké tién luong ngdy I€, ngay nghi c6 huong luong doi
v6i nguoi lao dong hudng luong ngay.

- Nhitng cong viéc dot xuét phat sinh khac nhu phfmg chéng [ut bdo, gial toa
V€ sinh kénh muong, ting cudng viée thu hdi tién n san, gidi quyét vi pham vé dat
dai, tham gia huén luyén tur vé ... can ctr vao tinh hinh tai chinh thuc t& Chu tich
Cdng ty s& quyét dinh mirc thanh toan chi tré trén tinh thin tiét kiém va hiéu qua.

Muc 2
CONG TAC PHI

Pi¢u 9: Cong tac phi la khoan chi phi dé tra cho nguoi di cong tac trong
nudc bao gom: Tién phuong tién di lai, phu cdp luu tri, tidn thué chd & noi dén
cOng tdc, cudce hanh ly, tai liéu mang theo dé lam viée (néu co).

Cht tich Cong ty phai xem xét, cAn nhic khi cir nguoi di cong tac (vé so
lugng nguoi va thoi gian di cong tac) dam bao higu qua cong tdc, str dung kinh phi
tiét kiém va trong pham vi tai chinh cta Cong ty.

1. Can cir chi cong tac phi:

Cong tac phi dugc chi trén co s& quyét dinh ctr di cong tac, hoc tap cua Cha tich
cdng ty kém theo giay di duong c6 xac nhan noi dén va cac ching tir khac ¢4 lién
quan.

2. Cic diéu kién dé duge thanh todn cong tac phi

-Co quyét dinh cir di cong tac, hoc tap ctia Chi tich Cong ty, Ban gidm dbc
Cong ty

- Thyce hién ding nhiém vu dugc giao;

- C6 du cac chimg tir dé thanh toan theo quy dinh.
3
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\ ( '(0)'C in cong tie lllli:
3. Nhll'll;'l l’l‘ll'(‘)'ll[.', II()’]) san ('llly kh mg (Ill(')t thanh to: pid

i co s A did JRFL nhd dudng .\‘l'rc;
a. Thoi giun (“éll tl'i, (‘“L\ll (Ill’()'ll[.{ fareo soy {e, nha dicu durd ng B

. . ) Aoe (o Al han, ngdn han da
b. Nhimng ngdy hoc & trudmg, 16p ddo tgo tip trung ddi han, ny
b ] A ~ .‘l ) » LY B
duge hudng ché do dbi véi cdn bo di hoc;

¢. Nhitmg ngdy lam vige ridng trong thoi gian di cong tic;

d. Nhimg ngdy duge giao nhi¢m vy thudng (i hogic bi¢t phdi tai mot dia
phuong hofic co quan khéc theo quyét dinh ctia Chi tich Cong ty.

4. Noi dung chi vi mike chi cong tie phi
a. Thanh todn tién phuong ti¢n di cong tic

Ngudi di edng tée duoce thanh todn tién phuong tién di lai bao gom: tién thué
phuong tién chidu di va v& tir nha dén sn bay, ga tau, bén xe, vé mil)’ bay, V‘- ‘5‘“:
Xe van tai cong cdng tir co quan dé di duyén dén noi cong tac; tir f:lu‘) nghi dén cho
lam viéc, tir san bay, ga tau, bén xe vé noi nghi (lugt di va lugt vE); cude qua pha,
qua do cho ban than va phuong ti¢n ctia ngudi di cong tac, phi st dung duong bo
va cudc chuyén ché tai liéu phuc vu cho chuyén di cong tac (néu cd) ma nguoi di
cdng tac da truc tiép chi tra.

Cén cir vao tinh chit cong viéc va kha ning tai chinh cia Cdng ty, Chi tich
Cong ty xét duyét cho CBCNV Cong ty duge thanh todn tién phuong tién di lai
cdng téc bang phuong tién mdy bay, tau hoa, xe 6 to hofic phwong tién thé so dam
bdo nguyén tic tidt kiém, hiéu qua.

Trudng hop di cong tac bing 6 t6 co quan thi khéng duoe thanh todn khoan
chi phi van chuyéh nay.

Trudng hop ngudi di cong tic khong st dung phuong ti¢n van tai cua co
quan ma ty tic phuong tién thi duge thanh todn khoan chi phi n

ay theo gia cudc
van tai 6 16 hanh khéch cong cong thing thuong tai dj

a phuong cho s6 km thye dj,
b. Nguoi di cong tac chi duo: thanh todn coy

1g tac phi khi ¢o du cde gidy 1o
hop 1€ sau:

- C6 quyét dinh hogic viin bar. ctt i cong tac ctia Ch tich Cdng ty, Ban gidm
déc. Vin ban d6 phai ghi r6 muc dich hodic ké hoach, dia didm, thai gian cong téc:
Truong hop dic biét, ngoai ra cac 'oai vin ban nhur: gidy moi, gidy trigu tip tham
du hoi nghi, héi thao, du hop cia ¢ ¢ co quan hitu quan ¢ phé duyét ctia Chu tich
Cong ty , Ban gidm déc cling ¢6 giu tri nhu quyét dinh cir di cong tac.
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Gidy di dudng theo miu sé 04-LDTL (ban hanh theo Théong tu
200/2014/TT-BTC ngay 22/12/2014 cua B Tai chinh) do phong Hanh chinh - ¢
toan Cong ty cap.

- Phong Hanh chinh - K& toan chi dugc cip giﬁ'y di duong cho ngudi di cong
tac khi ¢6 quyét dinh hoic viin ban cir di cong téc cta Ch tich Cong ty, Ban glam
ddc. Can bd vin thu cin cur 1énh ctr di cdng tac ghi ddy du thong tin vao mau gidy
di dudng khi cip.

- Ngudi dé nghi thanh toan phai ghi ddy du néi dung theo mau in sin trén
gidy di dudng bao gdm:

+ Tén quén, huyén, thanh phé, thi x4, tinh noti dén cong tac; uidy

+ Ngay, gid di va vé; tyae 1

+ Phuong tién di (may bay, 6 to cia co quan, tau hod, 6 t6 khach, phuong tién

khac); G A

+ Phai co chir ky xdc nhén cua nigudi co thdm quyén va dong du cia noi
dén cong tac hodic khach san, nha khach noi luu trd (phtt hop véi dia diém dén
cong tac da ghi trong Quyét dinh hodic viin ban cir di cong tic).

Neéu di cong tac bang xe 0 t6 cia co quan thi: nguoi s dung xe ghi tén lai xe
vao gidy di dudng cla minh, nguoi lai xe phai lay chit ky xac nhin ciua nguoi s
dung xe vé so ngay di cong tac thyc te.

+ Liét ké ndi dung dé nghi thanh todn cong tac phi bao gém: tién thué
phuong tién (néu co), tién khoan hoc thué noi nghi, tién phu cép luu tra.

+ Chui tich Céng ty, Ban giam dbc hoic Trudng doan cong tac (néu di theo
doan) ky xac nhin s6 ngay thuc té di cong tic ké ca thoi gian di trén dudng va thoi
gian cong tac cua can b trong don vi hodc thanh vién trong doan;

- Néu di cong tac bang may bay, ngay sau khi két thiic chuyén cong tac thi
nguoi di cong tdc phai ndp lai cho Nhén vién dat vé cia Van phong cudng vé (hoic
vé dién t) va thé 1én may bay.

Trudng hop ngudi di cong tac tu mua vé may bay thi phéi ¢6 hoa don thu tién mua
vé hop 1€ clia noi ban va thé 1én'may bay mdi dugc thanh toéan tién vé.

Néu di bing phuong tién giao thong khac phai c6 vé hoiic hoa don thu tién
hop phép (ngay, git ghi trén vé phai phi hop voi thoi gian duoc et di cong tac).

- Hod don dich vu néu ¢6 (nhu cudce van chuyén tai liéu,...).

- Hoa don phong nghi hgp phap (trong truong hO'p thanh todn theo gid thue
phong thyc té), ngudi di cong tac khi nhan hod don tra tién phong nghi phai yéu ciu

5
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ngudi viét hoa don ghi r5 tén s6 phong nghi, sé luong ngay, dém nghi va don gia thua
phong. Néu dj cong téc theo doan thi ngoai hoa don tién nghi con phai c6 chir ky xic
nhan cia timg nguoi trong doan vao bang ké tén s6 phong nghi, so dém nghi kém
theo.

- Khéng thanh toan 1am thém gio trong thoi gian di cong tac.
5. Thoi han thanh toan:

Sau khi két thic chuyén cong téc, ngudi lao dong phai lam thu tuc thanh
lodn cdng téc phi va tién tam tmg di cong tac (néu c6). Néu di cong tac theo doan
bang xe 6 t§ co quan thi thanh toan cong tac phi méot 14n cho ca doan sau chuyén
cong tac (ké ca cong tc phi cia l4] xe, vé va |é phi cu, dudmg, pha déi vdi xe).

* Mc thanh toan: Theo gia ghi trén vé, héa don mua vé, hoiic gidy bién
nhan cia chy phuong tién; gia vé khéng bao gom céc chi phi dich vu khac nhu:
Tham quan du lich, céc dich vy ddc biét theo y8u cau.

Diéu 10. Thanh todn khodn tién ty tic phwong tién di cong tic:

- D6i véi can bd, lanh dao c6 tiéu chudn dugc b tri xe 6 t6 dua di cong tac
theo quy dinh cua Cong ty, nhung khéng b6 tri duoc xe 6 t6 cho nguoi di cong tac
ma nguoi di cong téc phai ty tic phuong tién khi di cong tac cach tru s& co tir
[5km trd 1én thi duoc Cong ty thanh toan tién khodn tw tic phuong tién khi di cong
tac. Mirc thanh todn khodn tr tie phuong tién duoc tinh theo sé km thuc té va don
gia th}xé xe. D’(m gid thué xe do Chu tich Cong ty quyét dinh cin cir don gia thué
xe pho bién doi véi phuong tign loai trung binh taj dia phuong.

- I?éi v6i cdn bd khong c6 tieu chudn duge b trf xe & t6 khi di cong téc,
nhung néu di cong téc z4ch tru s¢ co quan trén 15km tré 1én ma ty tic bang
phuong tién ca nhan cia minh ﬂ"ﬁ dugc thanh toan tién ty tic phuong tién tuong
duong véi mirc gid vé xe lia tuyén dudng di cong téc.

Piéu 11. Phu c:‘;p lwu tra

La khoan tién chi 1.3 tro tién an va tiéu vét cho nguoi di cong tac phai nghi lai
noi cong tac (bao gom thei gian di trén dudng, thoi gian Iuu tr tai noi dén cdng téc).

- Déi v6i ngudi di cong tac phai nghi lai noi dén cong tac: M phu cip luu
trd dugc chi téi da khong qué: 150.000dong/ngay.

- Dbi vé6i truong hop di cong téc trong ngay (di va vé trong ngay): mic phy
cfip duge chi tdi da khéng qua: 100.000 dong/ngay.

Muc 3
CHI HQI NGHI + TIEP KHACH

Diu 12:
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1. Nguyén tic chung:

Ho1 nghi, hgi hop trong co quan bao gém: héi nghi so két, tong két, hoi nghi
tap hudn, hoi nghi trién khai nhiém vu cdng tic, hop lam viéc, hop chuyén mon,
hoi thao chuyén dé... dugc quy dinh tai Quyét dinh sb 114/2006/QD-TTg ngay
25/5/2006 ctia Thi tudng Chinh phii ban hanh quy dinh ché do hop trong hoat
dong cua cdc co quan hanh chinh nha nuée.

Viée t§ chire hgi nghi phai trang trong, khong phé truong hinh thire, thanh
phan tham du 1a nhiing nguai truc tiép lién quan.

Cén ctr thanh phan, tinh chét, thoi gian lam viéc, bo phan chu tri budi lam
viéc xay dung ké hoach chi tiét trinh Chi tich Cong ty phé duyét.

V& cong tic 1 tan, phong hop, khanh tiét don vi cha tri phai thong bao cu thé
toi phong Hanh chinh - K& toan dé chuén bi phuc vu.

2. Miic chi:

2.1. Hoi nghi

Céan ctr Thong tu 40/2017/TT -BTC ngay 28/04/2017 ctia BO Tai chinh quy
dinh ché d§ cong tac phi, ché ¢ chi t chitc céc cude hdi nghi di véi co quan nha
nude va don vi su nghiép cong 1ap.

Cén cur vao tinh hinh SXKD thuc té tai don vi, Cong ty quy dinh nhu sau:

a. Hoi nghi hop can b chu chét mirc chi hd trg tidn an: 100.000
déng/ngubi/buéi hop.

b. Hoi nghi hoc tdp Nghi quyét cua Déng va Nha nudc mirc chi hd tro tién
an: tir 100.000 déng dén 150.000 déng/ngu&yi/ngéy.

c. Hoi nghi triéu tap toan thé CBCNV khi cin thiét mtre chi hé tro tidn dn: tir
100.000 déng dén 200.000 déng/ngubi/buéi hop.

d. Hoi nghj trién khai nhiém vu san xuit chi mitc hd tro tién dn: 100.000 d/
ngudi/ budi hop.

e. Hoi nghi tap huin phuc vu san xuét cho cdc hd nhén khoan chi hd trg tién
an 100.000 d/ nguoi/budi, hé tro tai ligu hoc tap tir 5.000 d — 10.000 &/ nguoi.

f. Céc hoi nghi duogc td chirc, b§ phin chu tri 1ap du tro béo ¢

do Chu tich
Cong ty quyét dinh murc chi tiry theo vao tinh hinh thuc té doanh thu cg

a don vi.

- Tién nuéc udng trong cudc hop: tbi da khong qua 20.000 déng/ngziy (2
budi)/dai biéu;
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- Cac khodn chi khéc thanh toan theo sé lugng trong dg‘toz'm ,Chl t-OlChlrc lll(t)i
hghi da duge Chi tich Céng ty phé duyét va cé bang ké mua hang héa dich vu theo
bang ké s 01/TNDN. '

g Céc hoi nghi khac do Cha tich Céng ty quyét dinh trén co s& tit kiém.

2.2 Tiep khich 1am vige tai Céng ty:

Can clt Thong tu s6 71/2018/TT-BTC vé ché do ti khach nudc ngoz‘lli, tai Ylet
Nam , ché dé té chirc hdi nghi , hdi thao qudc té tai Viét Nam va ché do tiep khach
trong nude lam viée tai co quan, don vj minh.

Can ctr vao tinh hinh thuc té tai don vi, cong ty quy dinh nhu sau:

a/ Moi com khéch chi t5i da khéng qua 200,000 d/ 01 sudt

b/ Chi nuréc udng chi téi da khong qué 20.000 d/ ngudi / ngay.

Thanh toan: Can ¢\t vio lich lam viéc cua cac co quan, don vi lam viéc viéc
tat cbng ty Phong HCTH c6 ké hoach 18p dy tru kinh phi dé nghi lanh dao phé
duy@t t6 chire 1am com mai khach. Héa don chimng tir thanh todn day di ding theo
quy dinh hién hanh,

2.3 Chi phi ché, nuée tiép khich

Hang thang cac bo phén trong Cong ty dugc thanh toan chi phi tién che, nuoc
tiép khach nhu sau:

TT Déi twong Pon vi tinh Ml:lcnik[:::)iﬁn
l Ph(‘m‘gﬂch‘fl‘ tich Cong ty . df)ng/phbng/théng‘ ~ 150.000 |
2 [Phong p_ho_ gigﬁrp_déc Cong ty déng/phbng/t_héng | 100.000
3 |Cac phong nghiép vu déng /phong /thang 100.000

* Chimg tir thanh toén:
- Thanh toén theo quy.
Phong HC-K& toan I3p chimg tir thanh toan dung thii tyc va hop 1¢.

Diéu 13. Ddi sin xuit to chire hi i nghi dugc chi cic ngi dung sau: Tién thue
trang thiét bi, do diing phuc vu truc tiép hdi nghi; tién tai lidu, tién lam them gig
cho b6 phén t6 chirc va phuc vu hé1 nghi...Cac khoan chj ndy khi thanh toan phai
dam bao diy du chimg tir hop 16.

Muc 4
SU DUNG PHUONG TIEN THONG TIN LIEN LAC

Dicu 14: Trang bi, qudn Iy va sit dung dién thoai, mang internet:
8
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1. Cin ci:

Quyét dinh sb [7/VBHN-BTC ngay 04/3/2014 ctia B6 Tai chinh vé ché do str
dung dién thoai cong vy tai nha riéng va dién thoai di dong dbi v6i can bé lanh dgo
trong céc co quan hanh chinh, don vi sir nghiép, td chuc chinh tri, 1 chtre chinh trj -
Xa hdi.

2. Khozn dién thoai cu thé nhu sau:

Cén ctr tinh hinh san xuit kinh doanh tai don vi:

Dé dap ung nhu cau lién lac phuc vu cong viée cua don vi trén tinh than co
hiéu qua va tiét kiém, Cdng ty s& khoan chi nhu sau:

* May dién thoai ¢6 dinh trang bi cho viéc lién lac ctia Cong ty dugc lap tai
phong Hanh chinh — Ké toan cudc cudc goi thanh todn theo chi phi phat sinh hang
théng nhung khéng vuot qua 150.000 dong/may/thang (khong bao gdm tién thué
bao, thué GTGT) .

Dién thoai c6 dinh cta co quan chi phuc vu céng tac chuyén mén, khong st
dung vao muc dich riéng. Khi dam thoai can chuan bj truée ndi dung, néi ngén gon
nham tiét kiém chi phi. Cdc ndi dung trao ddi dai can chuyén sang hinh thirc vin
ban qua Internet.

* Pudng truyén internet, truyén hinh cép thanh toan theo g6i cude thue té.

Muc 5
TRANG BI VA SUDUNG VAN PHONG PHAM,
CONG CU DUNG CU VAN PHONG

«A A £ - \ A X ’ A A A A
Dicu 135: Viée sir dung van phong pham phdi dwgc tinh trén nhu ciu cin thiét -

v tiét kiém, tranh ling phi.

- Cép dung cu vin phong: muc in, gidy in, gidy phd t6, bt viét bang, but
x6a, ghim cai tai liu, ti ho so, bia, kep, cong USB...), cong cu dung cu (dm,
chén, phich dung nudc, x6 nhya, kéo, may tinh tay, may dép ghim, binh dung
nudc...)

- Thue hién cap phat theo nhu cau sir dung thuc té cia céc bd phan co gidy
d& nghi theo mau quy dinh giri vé phong Hanh chinh K& toan Cong ty. Phong Hanh
chinh Ké toan Cong ty c6 trach nhiém kiém tra, kiém soat va trinh lanh dao Cong
ty phé duyét theo phan cdp quan 1y trong Céng ty.

- Riéng dbi v6i thay mdi (cuc muc) muc in ctia may vi tinh phdi thye hién
db myc bd sung it nhit 02 (hai) 14n méi dugc thay méi. Trong qud trinh sir dung
(cuc muc) c6 thé hong héc mot s6 bd phan nhu tréng, gat muec...thi can cir vao tinh
hinh thuc (&, cdc don vi, bd phan lam dé nghi stra chita hoiic thay thé.
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- Khuyén kich khai thac, s dung internet trong viéc tham khdo tai liéu va
thong tin ndi b Cong ty dé tiét kiém sir dung gidy (chi nhimg vin ban nao dugc
Chii tich Cong ty yay ciy 520 glri dén cac bd phan trong Céng ty thi méi thyc hién
vige phé t6 dé gui),

NiA TSR 2e As o 4
Dicu 16. Quanp ly st dung di¢n nwére trong co quan, dji san xuiit.

MOoi ngudi lao déng, bo phan, don vi trong Céng ty cin 4p dung céc bién
phip ting cuong tiét kiém siy dung dién, nudc.

L. Trich nhi¢m ciia ngudilao djng
- Khéng sir dung dién, nuéc vio vic riéng (nau 4n, sic thudc...);

- Tat cdc thiét bj dién khong cin thiét khi ra khoi phong va hét gior lam viéc.
Tén dung tdi da 4nh sang va thong gi6 tyr nhién, tit bot dén chiéu sang khi s6 nguoi
lam viée trong phong giam;

- D6i véi nhiing phong duge trang b didu hoa: Str dung diéu hoa mot cach
hop 1y tiét kiém tranh Ianh phi dat hiéu qua khi sir dung. Chi duoc bt diéu hoa khi
nhiét d khong khi tir 35 °C trds Jén.

2. Trach nhiém ciia Bio vé co’ quan

- Quan ly, str dung hé thong chiéu sang hanh lang, trang tri co quan; khu vuc
can dién chiéu sing dé bao vé.

- Cat dién nhimg khu vue khong c6 nguoi lam vige dé dam bio tiét kiém
dién.
3. Khoan tié_n di¢n hang thang.
- Véin phong cdng ty thanh toan theo sb thure té phét sinh hang thang.
4. Sir dung may phat dién:

Dam bao duy tri cong viée khi dién luéi mat, phong HC-Ké tosn g3 nghi
Chu tich, Ban déc Cong ty cho no may phat dién. N6 may phat dién duoc khoan
nhu sau:

- Dinh mttc dau chay may : 1,3 1it/01h (di véi may 15CV)

Thanh toan: Nguoi st dur g may no phai ghi chép ddy di 15 rang thoi gian
né mdy cé xac nhan ciia ngudi phu trach dé 1am co s¢ thanh toan. Hég don
xing, dau ddy du ding thoi gian nd may.

Muc 6 ,
THANH TOAN CHI PAI NGHIP VU THUONG XUYRN
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bicu 19; Vige mua siim vit tu, trang thict bj phuc vy SXKD dugce thyre hi¢n
theo Quy dinh mua sim Vit tu, trang thiét b clia Cong ty.

Thye hign Xdy dyng co ban, cdng vige phuc vu cho sdn xudt can thict thué
muon nhin cong ngoai,

* Gid thué nhén céng phu hop véi cong lao dong tai dia phrong.

+ Bang cham cong thoi gian thud mugn ¢o Xac nhin ctua nguoi lam va Thu
truong dom vi.

*+ Lip bang thanh toan tién thué ngoai theo thong tur 200/2014/11-B1C

*+ Thu tuc thanh toan: Thyc hién theo ché dd ciia Lugt thué thu nhdp ci nhan

'A - A - A

Dicu 20: Bio ho Iao dong:

Thyc hién theo ché do hi¢n hanh cta Nha nuée vé trang bj, cdip bao ho lao
dong, trang phuyc tly vao kha nang tai chinh ctia Cong ty va theo logi cong vi¢e cua
CBCNV Céng ty muc trang bi bao hj lao dong, trang phyc s¢ khiac nhau nhung
tong so chi phi 1 nim (ké ca bing tien hodc hién vat) khong qua 5.000.000
dong/ngudi/mam. Mic chi cy thé cho timg ndm do Ch tich Cong ty ra quyét dinh.

oA . < . . A . - \ \

Dicu 21: Chi mua sim cdc trang thiét bi, CCDC vin phong diing cho hoat
ddng chuyén mén; séich, tai lidu, ché do ding cho cdng tic chuyén mén nghién ctiu
khoa hoc, nghiép vu quan 1y, vin ban phap lut thanh toan theo ké hoach hang nam
duge cic by phén 13p dur trd da duge Chu tich Céng ty, Ban Giam déc Cong ty phé
duyét va theo thuc té trén nguyén tic tiet kiém, hidu qua.

A . X 3 A a » » N A

Di¢u 22: Chi ho trg hoat dong cong tic Ding, doan thé trong co
quan: Theo quy dinh vé ché dj chi tiéu ctia Nha nude va cic 6 chirc Dang, doan
thé pht hop véi diéu kién cu thé cia doanh nghiép.

Muc 7
QUAN LY TAI SAN CO BINH

Diéu 23: Viéc quan ly va sir dung tai san ¢ djnh trong Cong ty phai dugc

mo s6 theo dai va trich khau hao theo quy dinh ctia Nha nudée tai timg thoi diém.
Muc 8
SU'DUNG XE O TO CONG TY

Diéu 24: Ciin cur Quyét dinh 3272015/QD-TTG quy dinh va ché do quan ly,
sir dung xe 0 6 trong co quan Nha nuoce, don v sy nghiép cong lip, Cong ty
TNHH MTV 100 von Diéu Ié Nha nude do Thu twong chinh phu ban hanh. Vige
st dung xe 6 0 dung myc dich cong viée cia Cong ty, khong st dung vio vige
ricng, ban, trao doi, ting cho, cho mugn, cim ¢d hoic diéu chuyén cho bit ¢t 16
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. : , 6 g p ard &n theo quy din
chire ndo khi clura durge phép clia co quan Nha nude 6 tham quye o quy I|h
\ . P e A an . 1t ong ty ph¢
cua phip ludt, Khi sir dung xe phdi cé I¢énh diéu dong xe do Chu tich Cong ty p

\l

duy¢t v dirge khodn cu thé nhr sau;
= Dinh mire xiing: 14 1t/100 km,
- V¢ ciu pha: Thanh todn thye té phat sinh theo tuyén duong di cong tac.
- V¢ sinh xe: binh quin 3 lan/théng
- Thu tue thanh todn: Lich trinh tuyén duong di cong tac, hoa don chimg tir

hop 1§,

- Cuoi thiing ciin ¢t vao lénh didu xe va kidm tra sé cong to met cua xe 0 to
d¢ xde dinh sé km thanh toan.

Muc 9
VON DAU TU XAY DYNG CO BAN, MUA SAM VA SUA CHUA LON
TAI SAN CO DINH

oA . # - 2 2 . - PR TR
Dic¢u 25: Kinh phi thwe hién dau tr XDCB, mua sim trang thiét bj, stra
chita 1on TSCD duge thye hién tir cdc nguon:

[ Nguf)n ngdn sach Nha nudc cf'lp dé diu tur XDCB;

2. Ngudn quy dau tu phét trién;

3 Nguén vén khiu hao TSCPB; Nguén von san xuit kinh doanh,
4. Nguodn thanh Iy TSCP duge dé lai theo quy dinh.

Khi ddu tw XDCB, mua sém trang thiét bi, sira chita 16n TSCB Cong ty phai
thye hi¢n theo ding ché do Nha nuéc quy dinh hi¢n hanh vé quan ly dau wr
XDCB.

Muc 10
CAC KHOAN CHI THUONG

Diéu 26: Cin cir tinh hinh sin xuat kinh doanh cua Cong ty timg thoi ky ma
¢o thé phat sinh nhimg khoan chi tin thuong 1€ tét nhu sau:

1. Ngay I¢, tét:

- Chi thuéng tét nguyén dan, tét duong lich 01.01, ngay 30.04, ngdy quéc té
lao dong 01.05, ngay Quéc khant 02.09. Tuy thude vio két qua san xuit kinh
doanh Chui tich Cong ty sé dua ra quyet dinh thuong trong timg thai diém cu the.
Mirc thuong khéng qua 500.000 dong (ndm trim nghin dong) /ngudi /ldn .
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2. Hoat dong trong cong ty.

- Dai hdi va cac hoat déng vin nghé thé duc, thé thao trong Cong ty: Cach
thL‘l‘C to cl}uc, hoat ddng, kinh phi, chi phi s& duoc Chu tich Cong ty va Cong doan
thong nhat cin ot vao ket qua san xuit kinh doanh.

+ Ca nhén khong qua: 500.000 ddng/1 ngudi/lin
+ Tép thé khong qué: 2.000.000 dong/1 don vi/ lan

- Ngay thanh [dp Céng ty: Chi phi t6 chirc theo Quyét dinh ctia Ban ldnh dao
Cong ty.

3. Tham quan, nghi mat: Céng ty va Cong doan Céng ty thong nhat 6
chirc tham quan, nghi mét cho c4n bd nhéan vién guong mau, hoan thanh tot nhiém
vu dugc giao mirc chi ty thudc vao tinh hinh thuc té san xudt trong nim.

4. Kh/e_ﬁ thuéng danh hiéu lao tip thé lao ddng, lao djng xuiit sic ticu
biéu cudi ndm: = -

- Cé nhian khong qué: 1.000.000 ddng/ngudi

- Tap thé: khong qua: 2.000.000 dong/tap thé.

* Tai mdi thoi didm chi thudng cu thé déu phai co Quyét dinh chi thudng,
danh sach chi thudng kém theo va to trinh cuia tirng phong ban, dé1 san xuat.

Muc 11
TRICH LAP VA SU DUNG CAC QUY
Piéu 27: Viéc trich 1ap cac quy thuc hién theo quy dinh hién hanh.
- Sir dung quy khen thuéng dugc ding dé:

+ Thudng cudi nim hodc thuéng thudng ky trén co so ning suét lao dong va
thanh tich c6ng tac cia moi can bg, cong nhén vién trong Cong ty;

+ Thudng dot xut cho nhimg ca nhan, tap thé trong doanh nghié¢p;

Héang nim Chi tich Céng ty ra quyét dinh mirc thuéng cu thé cho CBCNV
Cong ty trén co s& da tham khao y kién ciia Cong doan Céng ty trude khi ra quyét
dinh.

- Quy phic loi ding dé:
+ Pau tr xdy dung hodc stra chita cc cong trinh phuc lgi ctia Cong ty;

+ Chi cho céc hoat dong phuc loi tap thé ngudi lao dong trong Cong ty: hidu,
hy, 6m dau, xay dung gia dinh...
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+ St dung mgt phan quy phie lgi dé g edp kho khin dot xudt cho nhimg
nguoi lao dong ke ed trudng hop ve hiru, ve midt sire, 1dm vao hoan canh kho Khin,
khong noi nurong tyra hode [ cong tde tr thién xi hoi.

+ Tham gia hogt ddng va ting hé ede ban ngdnh (6 chire trong v ngodi Cong ty

Vige sir dung quy phiie lgi do Chu tjch Cong ty quyét dinh sau khi tham
khao y kicn ctia Cong dodn Cong ty.

Chwong 1V
\ ' 4 N A A
DIEU KHOAN THI HANH
oA L v SR, AT A A \ ' ~ ] Jar o)

Dicu 28: Quy che chi tiéu ndi bo duge xiy dyng va thio ludn din chu, cong
khai va dugce thdng qua Déng tiy Cong ty, Cong doan Cong ty.

Quy ché ndy ¢é higu lye ké tir ngdy 01/01/2023 Cic viin ban trudce diy co

A S (8 » e )( \ }\ ~ *
not dung trdi voi quy ché ndy déu bii bo./.

Tran Duy Niing
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