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SO DU LICH TINH NINH BINH CONG HOA XA HQOI CHU NGHIA VIET NAM
TRUNG TAM THONG TIN Doc lap - Tuw do - Hanh phic
XUC TIEN DU LICH

QUY CHE
Chi tiéu ndi bd Trung tim Thong tin Xic tién Du lich Ninh Binh
(Ban hanh kém theo Quyét dinh s6 ~ /OP-TTTTXTDL ngay / /2025
ciia Gidm doc Trung tam Théng tin xiic tién Du lich Ninh Binh)

CHUONG I
NGUYEN TAC CHUNG

Piéu 1. Pham vi 4p dung

Béan quy ché chi tiéu ndi bd (CTNB) nay chi dugc ap dung cho noi b Trung
tam Thong tin Xtc tién du lich Ninh Binh ké tr ngay quyét dinh thyc hién vin ban
quy ché c6 hiéu luc , co quyét dinh giao quyen tur chu tai chinh cho Trung tam va
quyét dinh phan bd du’ ton cuia cap co thAm quyen hing ndm. Khi muc kinh phi do
NSNN cép va cac khoan thu khac ( néu co) hang nam coé thay d01 thi ban quy ché
nay duoc tap thé CBVC, NLD don vij ban bac diéu chinh mét sb dinh murc thu chi
cho phu hop.

Pi¢u 2. Muc tiéu thue hién va nguyén tic xay dung

1. Muc tiéu thuc hién

Tao diéu kién chu dong trong viéc quan 1y, st dung kinh phi duogc giao
hiéu qua, hoan thanh tot nhiém vu.

Thiic day viéc thyc hanh tiét kiém, chong lang phi trong viéc sir dung kinh
phi tai Trung tam, nang cao hi¢u suét lao dong, hi¢u qua st dung; kinh phi quan
1y hanh chinh.

bam bdo tai san cong dugc sir dung dung muc dich, c6 hi¢u qua.

Khuyén khich CBVC, NLD Trung tam déy manh hoat dong su nghiép dé
tang thu, tiét kiém chi, c6 tich liy.

Thue hién cong khai, dan chi va dam bao su phan phdi cong bang trong
Trung tam.

Thuc hién quyén tu chi, dong thoi gin véi trach nhiém cta Thu trudng
don vi va CBVC, NLD trong viéc thuc hién nhiém vu dugc giao theo quy dinh
cua phap luat.

2. Nguyén tic xay dung

Bao dam hoan thanh t6t nhiém vy theo chuc nang, nhi¢m vu duoc giao,
phu hop véi kha nang chuyén mén va ngudn tai chinh ciia Trung tam.

Can ctr vao nhiém vu dugc giao va kha nang nguén tai chinh, déi voi céc
khoan chi thudng xuyén va ngudn thu sy nghiép, Thu trudng don vi dugc quyét
dinh cac dinh mirc chi néu trong qui ché.

CBVC, NLD cua Trung tim phai tuan tha ché d6 ching tir ké toan theo
quy dinh hién hanh va Quy ché nay.

Str dung tai chinh, tai san cong dung muc dich, tiét kiém, hiéu qua, chéng
lang phi.



2

Piéu 3. Nguyén tic xay dung Quy ché

1. Can ctr cac quy dinh hién hanh cta nha nudc va tinh hinh thuc té, tinh
chét cong viéc va ngudn tai chinh ctia Trung tAm.

2. Pinh muc chi khong vuot qua ché do6 hién hanh do co quan co tham
quyén quy dinh. Phu hop véi tinh hinh thyc té ctia Trung tim.

3. Bam bao cho co quan va CBVC, NLDP hoan thanh nhiém vu dugc giao.
DPam bao quyén loi hop phap cho CBVC, NLD .

4. Moi viéc chi tiéu dam bao cé du ching tir, hoa don hop 1€, hop phap.

5. PBuoc thao luan dan chu, cong khai va théng nhét tai hoi nghi CBVC,
NLD trong co quan.

Piéu 4. Cin cit dé xay dung quy ché

1. Ché db tiéu chuan, dinh muc chi hién hanh cia co quan Nha nudc co
tham quyén;

2. Chtrc nang, nhiém vu va dac diém tinh hinh thyc hién nhiém vu chuyén
mon dugc giao cua Trung tam;

3. Can cu bién ché duoc giao, dinh mic phan bd ngan sach va dy toan chi
ngan sach hang nam dugc S& Du lich tinh Ninh Binh giao thuc hién ché do tu
chu tai chinh, sb thu dwgc phép sir dung tai Trung tam.

_ CHUONG II
QUY PINH VE QUAN LY CHI TIEU NQI BQ

Pi¢u 5. Chi thanh toan cho c4 nhan

1. Tién lwong, tién cong, phu cip va cac khoan theo lwong

a) Viéc chi tra tién luong can ctr theo thang bang lwong va phu cép luong
hién hanh cua Nha nudc véi mue lvong co ban theo quy dinh.

b) Vi¢e trich nop BHXH, BHYT, BHTN va céac khoan dong gép dua theo
quy dinh hién hanh cua Nha nudc.

2. Lam thém gio

Do cong viéc dot xudt VC&NLD phai 1am thém gid thi phai duoc Giam
dbc déng ¥ Ché do thanh toan 1am thém gio, lam ngdy nghi, ngay 18 theo Diéu
98 Bo lut lao dong nha nude sb 45/2019/QH14 ngay 20/11/2019 va Piéu 55
Nghi dinh s6 145/2020/ND-CP ngay 14/12/2020 vé quy dinh chi tiét va hudng
din thi hanh mot sd diéu cua B luét lao dong vé diéu kién lao dong va quan h¢
lao dong.

2.1. Nguoi lao dong 1am thém gio duoc tra luong tinh theo don gia tién
lwong hoic tién luong thuc tra theo cong viéc dang lam nhu sau:

Tién lwong _ | Tién 150 %
lam them gio | — | lwong |~ | Hodic 200 %

gio Hosic 300%

X | S6 gitvlam
thém

a) Vao ngay thuong, it nh?it bang 150%;
b) Vao ngay nghi hang tuan, it nhat bang 200% ;
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¢) Vao ngay nghi 1, tet ngay nghi c6 hudng luong, it nhit bang 300%
chua ké tién luong ngay 18 tét, ngdy nghi c6 hudng lwong d6i voi nguoi lao dong
huong luong ngay.

2.2 Nguoi lao dong dugc st dung nguoi lao dong lam thém gio khi dap
g day du cac yéu cau:

a) Puogc sy dong y cua nguoi lao dong;

b) S6 gio 1am thém cua ngudi lao dong khong qua 50% sb gio lam viée
binh thuong trong 01 ngay; truong hop ap dung quy dinh thoi gian lam viéc binh
thuong theo tuan thi tong s6 gid 1am viéc binh thudng va sb gio 1am thém khong
qué 12 gio trong 01 ngay; khong qua 40 gio trong 1 thang;

¢) S6 gio 1am thém cua nguoi lao dong khong qua 200 gid trong 01 nam.

2.3. Trudng hop do yéu cau ciia cic nhiém vu va tinh chat cong viéc phai
thuc hién lam thém gio, nhung kinh phi trong nam khong du chi tra theo ché do
lam thém gid thi tuy ting nhiém vy Giam dbc quyét dinh hd tro 1am thém gio
muc tdi da khong qua 200.000d/ngudi/ ngay.

Cin ct dé thanh toan ché d6 1am thém gio 13 gidy bao lam thém gio, bang
chdm cong lam thém gid, cac van ban lién quan dén viéc yéu cau phai lam thém
gi0 va xac nhan ctia Lanh dao Trung tam, lam thém gio cua thang phai lam thu
tuc thanh toan.

3. Ché d¢ 6m dau, thai san

Khi CBCC va NLD nghi 6m dau, thai san theo ché do phai trinh gidy nghi
va cac gidy to lién quan khac theo quy dinh dé phong HCTH lam thu tyc gui co
quan Bao hiém dugc huong cac ché do theo Luit dinh. Phong HCTH sé& thanh
toan cac ché do cho CBVC va NLD sau khi c6 thong bao clia co quan bao hiém.

Piéu 6. Chi khen thuéng

Thyuc hién theo quy dinh Luat thi dua khen thudng va cac Van ban quy
dinh hién hanh.

Noi dung va muc chi:

1. Thuong nam: Cac danh hiéu nhu ngudi lao dong tién tién, chién sy thi
dua cép co so, gidy khen, bang khen murc thudng theo quy dinh.

2. Chi thudng thanh tich cong tac dot xudt va thuong dinh ky theo két qua
danh gia, xép loai mirc d§ hoan thanh nhi¢ém vy hang nam theo Nghi dinh sb
73/2024/ND-CP ngay 30/6/2024 ctia Chinh phu.

* Mirc thuong thanh tich cong tac dot xuat:

Mirc thudng thanh tich cong tac dot xuét theo 02 muirc tién thuong tuong
ung voi s6 diém thanh tich ca nhan dat duoc:

- Ca nhan dat tir 05 diém dén 08 diém: Thuong sé tién bang 02 1an muc
lwong co sé/ngudi/01 1an thudng.

- C4 nhan dat trén 08 diém dén 10 diém: Thudng s tién bang 03 1an muc
lwong co sd/ngudi/01 1an thudng.

* Mtrc thuong theo két qua danh gia, xép loai mac d6 hoan thanh nhiém
vu hang nam ciia céng chirc, vién chirc va ngudi lao dong

- X4c dinh tong kinh phi chi tién thuéng dinh ky hing nim:
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Tong kinh phi chi tién thuong dinh ky hang nam 1a kinh phi chi thuong
duoc cip thim quyén cap hing nam theo quy dinh.

-) Xac dinh mirc tién thudng dinh ky co so:

Miic tién Téng kinh phi chi tién thuong dinh ky hang nim
thuong dinh ky

CO SO =
(S6 ¢4 nhan (S6 ca nhan (S6 ¢4 nhan
c6 két qua danh gia, co két qua danh gia, c6 két qua danh
xép + loai hoan xép + loai hoan gia, xép loai hoan
thanh  xudt sic thanh t6t nhiém vu) thanh nhiém vy) x
nhiém vu) x 3,0 x 2,4 1,0

- Mtic tién thudng

+ Mitic 1 (c4 nhan hoan thanh xuét sic nhiém vu): Thudng sé tién bang
3,0 1an murc tién thuong dinh ky co so;

+ Mitc 2 (ca nhan hoan thanh tét nhiém vu): Thudng sé tién bang 2,4 1an
muc tién thudng dinh ky co so;

+ Mirc 3 (c4 nhan hoan thanh nhiém vu): Thuong sb tién bang 1,0 lan
muc tién thudng dinh ky co so.

* Kinh phi chi tién thudng cho ngudi lam cac cong viée theo ché d6 hop
déng quy dinh tai Nghi dinh 111/2022/ND-CP ngay 30/12/2022 4p dung nhu
vién chtrc va dugc bb tri tir dy toan ngan sach nha nude duoc giao (ngudn kinh
phi thudng xuyén giao ty chi) va cac ngudn thu hop phap khac.

Piéu 7. Chi nghi phép hang nim

Thuc hién theo ché d6 quy dinh cua Nha nudc: Luat lao dong sd
45/2019/QH14 c¢6 hi€u lyc thi hanh tor ngay 01/01/2021; Nghi dinh s6
145/2020/ND-CP ngay 14/12/2020 cta Thu tuéng Chinh pht quy dinh chi tiét
va hudng dan thi hanh mot s diéu cua Bo ludt Lao dong 2019 vé diéu kién lao
dong va quan hé lao dong, Thong tu sd 141/2011/TT-BTC ngay 20/10/2011 cua
B6 Tai chinh quy dinh ché do thanh toan tién tau xe cho CNVC nha nudc di
nghi phép hang nim, Théng tu sé 57/2014/TT-BTC ngay 6/5/2014 cta Bo Tai
chinh stra ddi, bd sung modt sé diu Thong tu 141/2011/TT-BTC ngay
20/10/2011 ctia Bo Tai chinh vé ché d6 thanh toan tién nghi phép hang nim doi
v6i CBVC, NLD hop dong 1am viéc trong co quan nha nudc va don vi su
nghiép cong lap va cac vin ban sira doi, bo sung (néu co).

1. Pdi twong: CBVC, NLD duoc Giam dbc Trung tam phé duyét cho di
nghi phép nim dé tham vo, chong; con; cha me (ca bén chong hoic bén vo) bi
dm dau hodc chét.

2. Noi dung, mirc chi:

2.1. Nguoi di nghi phép dugc thanh toan tién phu cap di duong (trong
duong voi mic phu cdp luu tra theo ché do cong tac phi hién hanh) va tién
phuong tién di lai khi nghi phép nam.

2.2. Tién phuong tién di lai khi di nghi phép


https://thuvienphapluat.vn/van-ban/lao-dong-tien-luong/Bo-Luat-lao-dong-2019-333670.aspx
http://vbpl.vn/TW/Pages/vbpq-thuoctinh.aspx?ItemID=70174
http://vbpl.vn/TW/Pages/vbpq-thuoctinh.aspx?ItemID=70174
http://vbpl.vn/TW/Pages/vbpq-thuoctinh.aspx?ItemID=70174
http://vbpl.vn/TW/Pages/vbpq-thuoctinh.aspx?ItemID=70174
http://vbpl.vn/TW/Pages/vbpq-thuoctinh.aspx?ItemID=70174
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a) Tién phuong tién di lai bao gbém: Tién phuong tién van tai (trr phuong
tién may bay) cua to chirc, ca nhan kinh doanh vén tai hanh khach theo quy dinh
cua phép luat bao gom 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 nguoc lai.

b) Mtrc chi theo gia ghi trén vé, hoa don mua vé véi mirc gia van tai phd
bién cua loai phuong tién cong cong tai dia phuong nhung khéng vuot qué mirc
khoan tién ty tac phuong tién khi di cong tac theo quy dinh hién hanh, khong
bao gém cac chi phi tham quan du lich, cac dich vu dac bi¢t theo yéu cau.
Truong hop CBVC, NLD di nghi phép st dung phuong tién 1a may bay khi co
vé hop phap duoc thanh toan tdi da theo gia cudc van tai khach cong cong bang
phuong tién duong bd, dudng sit, duong thuy hop voi tuyén duong di nghi
phép.

¢) Néu nguoi di nghi phép nim ty tac bang phuong tién ca nhan ctua minh
thi duoc thanh toan khoan tién ty tic phuong tién theo sb ki-16-mét thuc di,
tuong Ung voi mirc gia van tai pho bién cua loai phuong tién cong cong tai dia
phuong nhung khong vuot qua mirc khoan tién tu tac phuong tién khi di cong
tac va phai dugc quy dinh trong quy ché chi tiéu ndi b cua co quan, don vi.

d) Truong hop nguoi di nghi phép nam két hop gitra di cong tac va nghi
pheép tham nguoi than thi chi thanh toan tién phu cp di duong va khong dugc
thanh toan tién tau xe di phép do da duoc thanh toan trong cong tac phi.

e) Chung ttur, thu tuc thanh todn

- Tién phuong tién di nghi phép hang nam chi dugc thanh toan mdi nam/
lan;

- V¢ tau, xe hoac hod don mua vé hoac thé 1én may bay (truong hop su
dung phuong tién may bay);

- Bang ké cu ly dbi véi nhitng doan dudng khong cé phuong tién van tai;

- Gidy nghi phép nim dugc Giam ddc Trung tdm phé duyét va xac nhan
dia diém nghi phép;

- Phai dugc chinh quyen dia phuong noi than nhan cu trd hoac co so'y té
xac nhan c6 nguoi than bi 6m dau di diéu tri & co so y té, diéu tri dai ngay tai
nha hodc bj chét.

Picu 8. Chi vt tw, viin phong pham

1. Khoan vin phong pham phuc vu cong tic thuong xuyén cho CBVC,
NLP 100.000d/ngudi/thang (Bao gdm But bi; but xo6a; but viét bang; ghim kep
gidy; Gidy A4; kep sat, ho dan, mét sb vat tu vin phong dung thudng xuyén
khac).

2. Chi nuéc ubéng cho CBVC, NLD trong gid lam viéc: mic khoan
50. OOOdong/ nguoi/thang.

3. Pbi véi cac phong, tram hang thang lap dy tru chi tiét: Chi hanh chinh,
an pham, tai liéu, bang ke vé nhiing vat tu, cong cu, dung cu van phong pham
theo yéu cau cua cac phong , tram cy thé ting loai, gtri vé phong Hanh chinh
téng hop dé tong hop trinh lanh dao Trung tdm xem xét phé duyét, trén co so d6
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HCTH 1ap du tru dé mua cap cho cac phong, tram. dinh mic chi mdi thang
khong qua 5.000.0004.

Trén co s& cac dy tru nhitng cong cu dung cu,vat tu van phong pham da
duoc giam ddc trung tim duyét, nhan vién hanh chinh thyc hién mua va cap phat
cho timg phong, tram. Nguoi cap phat phai 1ap bang ké cap phat co day du chir
ky ctia ngudi nhan, ngudi mua va nguoi cip phat.

Cac dung cu van phong khac, mua sim thay thé, bao dudng, bao tri, stra
chira trang thiét bi phuong tién lam viéc cua CBVC, thanh toan theo thuc té phat
sinh.

Viéc to chic mua sam thyc hién theo quy dinh hién hanh ctia nha nudc.

4. Vé mua sam thanh ly TSCD trong don vi theo quy dinh ctiia Nha nude.

Viéc mua sam, sira chira tai san c¢b dinh phai duoc dy tri tir ndm trude va
phai c6 trong du todn dugc duyét trong nam ké hoach.

Céc bd phan chuyén mon dé nghi mua sam thiét bi, dung cu lam viéc phai
lap du toan guri Phu trach ké toan xem xét, thim dinh gia cd, chung loai, chat
lugng hang ho4, trinh 1anh dao xét duyét;

Thanh toan theo du toan hang nam, moi ho so, ching ttr, thu tuc thanh toédn theo
quy dinh hién hanh cua Nha nudc

Picu 9. Chi thanh toan dich vu cong cong

1. Str dung nwdc sinh hoat

a) D6i voi cac phong: Thanh toan theo hoa don mua nude thuc té.

b) Péi véi cac tram: Nudc ubng mién phi cho khach du lich phuc vu cong
tac hod trg khach tai cac tram khong qua 600.000d/thang/tram. (Nguon kinh phi
khong thuong xuyén chi hoat dong céc tram).

2. St dung dién sinh hoat

Thanh toan theo hoa don thuc té véi muc st dung tiét kiém nhat, chi
dong dién khi lam viéc nhu: Piéu hod, may vi tinh, may in,... dién cac phong
lam vi€c chi khi ¢6 nguoi lam viéc madi duge bat den va quat, khong duge mo
ctra khi bat diéu hoa, néu nguoi di ra khoi phong phai tat dién toan bo cac dung
cu dang sir dung dién. Cac b phan tiét kiém dién muc t6i da. Phong Hanh chinh
tong hop theo doi, kiém tra viéc thuc hién cia CBVC, NLD .

3. Ché d9 sir dung dién thoai

May dién thoai trong Trung tdm chi dé giao dich phuc vu cong tac
chuyén mén, moi CBVC, NLb can néu cao tinh than tiét kiém, chi st dung khi
that can thiét, noi dung can ng:fm gon, khong stir dung dién thoai trong co quan dé
giao dich viéc riéng;

Thuc hién quy dinh mirc cudc phét sinh t6i da hang thang (ca tién thué
bao) cho tirng may di¢n thoai nhu sau:

Dién thoai Phong Xtc tién: S6 may 0229.3884.101: 300.000d/thang;

Pién thoai Phong Hanh chinh - Toéng hop: S6 may 0229.221.900:
250.000d/thang;
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S6 may dién thoai 0914002396: 250.000d/thang. Phi duy tri dau sd
1900117 va duy tri hé thong Toéng dai hotline: 12.716.000d / nim (theo thong
béo cua nha cung cap)

4. Pit bio, tap chi thanh toan theo héa don thuc té v6i Buu Dién.

Piéu 10. Chi nghiép vu chuyén mén

1. Chi mua hang hoa vat tu, chi thanh toan hop déng thuc hi¢n nghiép vu,
photo in an tai lidu phuc vu cong tac thanh toan theo héa don thuc té.

Chi tra nhuan but tin, bai, anh dang tai trén trang tin di¢n tir cia nganh:
Can ct theo Nghi dinh 18/2014/ND-CP ngay 14/3/2014 ciia Chinh phu vé ché
dd nhuan but trong linh vuc bao chi, xuat ban va thuc hién thanh toan theo
Quyét dinh s6 52 /QBD-TTTTXTDL ngay 01thang 07 nim 2021vé viéc ban hanh
quy ché chi tra nhuan but va thu lao cac Trang Thong tin dién tir tong hop do
Trung tam thong tin xtc tién du lich thiét 1ap.

2. V& quan lya an pham phuc vu cong tac tuyén truyén quang ba

Khi nhap an phidm cin c6 bién ban ban giao ky nhan gitra thu kho va
nguoi giao hodc nhan. Can ctr vao bién ban ban giao ké toan tién hanh 1ap phiéu
nhap dé theo dai, quan ly a an pham theo dung quy dinh.

Khi ¢6 nhu cau sir dung an pham bd phén can str dung lap gidy dé nghi
xuét kho. Can cir vao gidy dé nghi ke toan tién hanh 1ap phiéu xuat kho, can bd
thu kho mo s6 theo di cho timg loai 4n pham.

Piéu 11. Pinh mirc chi t0 chire hoi nghi trong nwéc

1. Noi dung va mirc chi td chirc hdi nghi

a) Chi thué hoi trudng (néu cb).

b) Chi tién van phong phém phuc vu hoi nghi; tai li€u, van phong phém
phat cho dai biéu tham du hoi nghi.

c¢) Chi thu lao cho gidng vién, bdo cdo vién; chi cho nguoi c6 bao cao
tham luan trinh bay tai Hoi nghj (thu lao duoc tinh theo budi, mdi budi bang 4
tiet)

- Giang vién, bao cdo vién 1a Uy ban Trung wong Pang; Bo trudng; Bi thu
tinh Gy va céc chtrc danh twong dwong: Mtc chi 2.000.000 dong/ ngudi/budi;

- Giang vién, bao cao vién la Thi truéng; Pho Bi thu Tinh uy; Chu tich
Ho1 déng nhan dan tinh, Chu tich ny ban nhan dan tinh, Chu tich ny ban mat
tran TO qudc Viét Nam tinh ca cic chirc danh twong dwong; Gido su; chuyén gia
cao cip; Giang vién cao cap; Tién si khoa hoc: Muc chi 1.800.000 dong/
nguoi/budi;

- Giang vién, bao cao vién 1a Uy ban Thuong vu Tinh ty (bao gdm Giam
dbc cac So, ban nganh thudc tinh; Bi thu xi, phuong (néu c6) 1a Uy vién Ban
Thudng vu tinh ty); Phé Cha tich Hoi dong nhan dan tinh; Pho cha tich Uy ban
Mit tran T quéc tinh; Vu truong va Pho Vu truong thuoc Bo; Vién truong va
Pho Vién trudng thudc Bg; Cuc truong va Phé Cuc truong thude Bo; va cac
chic danh twong dwong nhu Phé Gido sw, Tién si: Muc chi: 1.600.000
ddng/ngudi/budi;
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- Giang vién, bao cdo vién 1a Uy vién Ban Chap hanh Pang b tinh (bao
gom Phé Giam ddc cac S&, ban, nganh thudc tinh; bi thu xa, phuong (néu co) 1a
Uy ién Ban chap hanh Pang b6 tinh); Giam dbc So, thu truong ban nganh caaos
tinh va twong duong; chuyén vién cao cap va cac chirc danh tuong dwong; Mirc
chi 1.400.000 d6ng/ngudi/budi;

- Giang vién, bao cio vién 1a Pho Giam dbc So, Pho thu trudng ban,
nganh cap tinh; Bi thu; Chu tich Uy ban nhan dan céc x4, phudng va cac chirc
danh twong duong; Mirc chi 1.200.000 d6ng/ngudi/budi;

- Giang vién, bdo cao vién con lai ngoai cac ddi tuong néu trén cong tac
tai cac co quan, don vi O trung wong va cdp tinh: Muc chi 1.000.000
ddng/ngudi/budi;

- Giang vién, bao c4o vién con lai ngodi cac d6i tugng néu trén cong tac
tai cac co quan, don vi cip xa: Mirc chi 800.000 ddng/ngudi/budi.

d) Chi giai khat giira gio 50.000d6ng/01 budi (ntra ngay)/dai biéu.

e) Chi hd tro tién an cho dai biéu 13 khach moi khong trong danh sach tra
lwong cuia co quan nha nudc va don vi sy nghi€p va doanh nghiép theo murc
khoan nhu sau:

Cudc hop t6 chirc tai cac tinh: 200.000ddng/ngudi/ngay;

Cudc hop do x4, phuong t6 chic (khong phan biét dia diém to chirc):
150.000 ddng/nguoi/ngay.

i) Chi hd tro tién thué chd nghi, tién tau xe cho dai biéu 1a khach moi
khong trong danh sach tra luong thanh toan khoan hoic theo hoa don thuc té.

k) Céac khoan chi khac: Chi 1am thém gid, mua thudc chita bénh thong
thudng, trang tri hoi truong va cac khoan chi lién quan truc tiép dén cong tac to
chuc hoi nghi.

1) Pbi voi khoan chi khen thuéng thi dua trong cudc hop tong két hang
nam, chi cho cong tac tuyén truyén khong duge tinh trong kinh phi t6 chtrc hoi
nghi, ma phai tinh vao khoan chi khen thuéng, chi tuyén truyén ctia don vi.

2. Ché dd dao tao, bdi dwuong CBVC, NLD

Thuc hién theo quy dinh tai Thong tu s6 36/2018/TT-BTC ngay
30/3/2018 ctia B6 Tai chinh huéng dan viéc 1ap du toan, quan 1y va sir dung
kinh phi tir ngan sach nha nudc danh cho cong tac dao tao, boi dudng can bo,
cong chirc; Nghi quyét s6 25/2019/NQ-HPND ngay 12/7/2019 ctia HPND tinh
Ninh Binh ban hanh Quy dinh ndi dung, muc chi, mic hd tro danh cho cong tac
boi dudng can bo, cong chirc, vién chirc tinh Ninh Binh;

a) Chi bdi dudng giang vién, bao cdo vién (bao gdm ca soan va giang
bai): Tbi da khong qua 800.000 dong/budi.

b) Chi khoan xe di lai cho giang vién ¢ Trung wong: Téi da khong qua
1.500.000 d6ng/ngudi/luot.

¢) Chi tién an, ngti cho giang vién & Trung wong, muc toi da: Tién an:
250.000 déng/ngudi/bira; Tién ngu tdi da 1a 700.000 ddng/ngay/phong theo tiéu
chuan 02 nguoi/01 phong. Trudng hop di cong tic mot minh thi muc chi tdi da
13 500.000 dong/ngay/phong.

3. Héa don, chung tir thanh toan



9

a) Vian ban, ké hoach t6 chuc hdi nghi theo quy dinh. ’
_b) Hoa don, chimg tir hop phap va bang ké thanh toan doi voi cac khoan
chi bang tién theo dung quy dinh ctia phap luat hién hanh.

Piéu 12. Pinh mire chi tiép khach

1. Khi c6 khach t6i giao dich can phai moi com, ngudi dugc phan cong
tiép khach phai dé xuit ghi cu thé doan khach, truong doan, s6 luong khach;
murc dat com tiép khach; cac khoan chi phat sinh cu thé; dia dlem va thoi gian
tiép khach, trinh thil truong co quan duyét theo dinh murc chi tiép khach nhu sau:

a) Chi giai khat: Muc chi téi da 30.000d/budi (nira ngay)/ngudi.

b) Chi mdi com khéch trong va ngoai tinh: Mire chi toi da 300.000d/xuit

Chi moi1 com khach nudc ngoai (theo Quy dinh cua Trung uwong tai
chuong II, chuong 111, chuong IV, chwong V Théng tu sé 71/2018/TT-BTC)

Khach hang dic biét: Do thi truéng co quan dugc giao nhiém vu don tiép
phé duyét trong chuong trinh don doan:

Poan 13 khach hang A: M tbi da 1.500.000d/ngudi/ngay;

Poan 13 khach hang B: Muc tdi da 1.000.000d/nguoi/ngay;

Doan la khach hang C: Muc t6i da 800.000d/nguoi/ngay;

Khach moi quéc té khac: M téi da 600.000d/nguoi/ngay;

Mtre chi @n hang ngay néu trén bao gbm cé tién do udng (ruou, bia , nudc
ubng san xuét tai Viét Nam), chua bao gom céc loai thué phai tra cho nha cung
cap dich vu theo quy dinh hién hanh.

¢) Trong trudng hop can thiét phai co can bd cua don vi dén tiép di in
cung doan thi dugc thanh toan tién an nhu ddi v6i thanh vién cua doan.

2. T6 chire chiéu dai:

a) Khach hang dac biét: Do thu truong co quan dugc giao nhiém vy don
tiép phé duyét trong chuong trinh d6n doan;

b) Péi voi khach tir hang A, hang B, hang C: Mdi doan khach duoc to
chue chiéu dii mot 1an. Mirc chi chiéu dai khach t6i da khong vuot qua mirc tién
an mot ngay cua khach theo quy dinh;

¢) Trudong hop dic biét do giam dbc Trung tAm quyét dinh.

Piéu 13. Thanh to4n tién cong tic phi

1. Cong tac phi la khoan chi phi dé tra cho nguoi di cong tac trong nude
bao gém: Chi phi di lai, phu cap luu trd, tién thué chd & noi dén cong tac, cude
hanh 1y, tai liéu mang theo dé 1am viéc (néu c6).

2. Thoi gian dugc huong cong tac phi la thoi gian cong tac thuc té theo
van ban phé duyét cua nguoi co tham quyén cir di cong tac hoac gidy moi tham
gia doan cong tac (bao gdm ca ngay nghi, 1&, tét theo lich trinh cong tac, thoi
gian di duong).

3. Cac diéu kién dé dwoc thanh toan cong tac phi

Puoc Giam dbc Trung tdm ctr di cong tac (c6 quyét dinh, ké hoach,danh
sach can b di cong tac);
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Thuc hién ding nhiém vu duoc giao; Co du ching tir dé thanh toan theo
quy dinh.

4. Nhirng tru’0’ng hop khong dwgc thanh toan cong tac phl

Thoi gian nghi diéu tri, diéu dudng tai co so y té, nha diéu dudng, dudng
suc;

Nhitng ngdy hoc & trudng, 16p ddo tao tdp trung dai han ngin han da
huong ché do di hoc;

Nhitng ngay lam viéc riéng trong thoi gian di cong tac;

Nhiing ngay dugc giao nhi€ém vu thudng trd hodc biét phai tai mét dia
phuong hoic co quan khéc theo quyét dinh ctia cap c6 tham quyén.

5. Thanh toan tién chi phi di lai theo h6a don thyc té

a) Nguoi di cong tac duoc thanh toan tién chi phi di lai bao gdm: Chi phi
chiéu di va vé tir nha hodc co quan dén san bay, ga tau, bén xe; vé mdy bay, vé
tau, xe véan tai cong cong dén noi cong tac va theo chiéu nguoc lai; Chi phi di lai
tai dia phuong noi dén cong tac: Tir chd nghi dén chd lam viéc, tir san bay, ga
tau, bén xe vé noi nghi (Iuot di va luot v&); Cude, phi di chuyén bang phuong
tién dudng bo, duong thuy, duong bién cho ban than va phuong tién cia nguoi
di cong tac; Cudce tai liu, thiét bi, dung cu, dao cu (néu cO) phuc vu truc tiép
cho chuyén di cong tac ma ngudi di cong tac da chi tra; Cude hanh 1y ctia ngudi
di cong tac bang phuong tién may bay trong trudng hop gia vé khong bao gom
cudc hanh Iy mang theo.

b) Truong hop co quan noi cir di cong tac va co quan noi dén nhan cong
tac da bo tri phuong tién van chuyén thi nguoi di cong tac khéng duge thanh
toan cac khoan chi phi nay.

Riéng truong hop vé may bay khong bao gdm cudc hanh 1y thi nguoi di
cong tac duge thanh toan cudce hanh 1y theo don gia cudc hanh 1y cua chuyén di
va khéi luong hanh 1y dugc thanh toan t6i da bang khéi lwong hanh 1y dugce
mang theo cta loai vé thong thuong khac (1a vé di bao gdm cudc hanh 1y mang
theo).

¢) Dbi v6i nhirg ving khong c6 phuong tién vén tai cia to chiic, ca nhan
kinh doanh véan tai hanh khach theo quy dinh cua phap luat ma nguoi di cong tac
phai thué phuong tién van tai khac thi thu truong co quan, don vi xem xet quyét
dinh cho thanh toan tién thué phuong tién ma nguoi di cong tac dé thué trén co
so hop dong thué phuong tién hodc gidy bién nhan voi chu phuong tién (co tinh
dén gia van tai phuong tién khac dang thuc hién cung thoi diém tai ving d6 cho
phu hop);

6. Thanh toan tién chi phi di lai theo hinh thirc khoan kinh phi

CBVC, NLD duogc cu di cong tac dén dia diém cach tru sé co quan tur
15km tré 1én ma ty tic bang phuong tién ca nhan cta minh thi dugc thanh toan
khoan tién tu tic phuong tién bang 0,2 lit xang/km tinh theo khoang cach dia
giéi hanh chinh va gia xing tai thoi diém di cong tac.

7. Thanh toan phu cip lwu tri:

Phu cap luu tra 13 khoan tién hd tro thém cho nguoi di cong tac ngoai tién
lwong do co quan, don vi cir ngudi di cong tac chi tra, duoc tinh tir ngay bat dau
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di cong tac dén khi két thic dot cong tac trd vé Trung tim (bao gdm thoi gian di
trén dudng, thoi gian luu tra tai noi dén cong tac).

Mirc phu cap luu tra: Mtc phu cip luu tri dé tra cho nguoi di cong tac:
300.000d/ngay.

Truong hop di cong tic trong ngdy (di va vé trong ngdy), Gidam dbc
Trung tim quyét dinh muc phu thu luu tri theo cac tiéu chi: S gio thuc té di
cong tac trong ngdy (bao gdm ca thoi gian di trén duong): 100.000d6ng/
nguoi/ngay.

CBVC, NLD ¢ dat lién dugc cu di cong tac lam nhiém vu trén bién, dao
thi duoc huong muc phu cap luu tra: 400. 000d/ngudi/ngay thuc té di b1en dao
(4p dung cho ca nhiing ngay lam viéc trén bién, dao, nhimg ngay di, Ve trén
bién, dao). Truong hop mot s6 nganh dic thu dd dugc cap co thim quyén quy
dinh vé ché do chi boi dudng khi di cong tac trén bién, dao thi duoc chon ché do
quy dinh cao nhét (phu cap luu tra hodc chi bdi dudng) dé chi tra cho nguoi di
cong tac.

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

CBVC, NLD dugc Trung tam cur di cong tac khi phat sinh viéc thué phong
nghi noi dén cong tac thi duoc thanh toan tién thué phong nghi theo mot trong
hai hinh thirc: Thanh toan theo hinh thirc khoan hoac thanh toan theo hoa don
thuc té:

a) Thanh toan cho CBVC, NLD theo phuong thirc khoan

Pi cong tac ¢ quan, thanh phd thudc thanh phd truc thudc trung wong:
600.000d/ngudi/ngay.

Pi cong tac tai cac tinh: 500.000 ddng/ngudi/ngay.

Pi cong tac tai cac ving con lai, mirc khoan: 300.000 dong/ngudi/ngay.

b) Thanh toan theo héa don thuc té:

Trong truong hop nguoil di cong tic khong nhan thanh toan theo hinh
thirc khoan thi duoc thanh toan theo gia thué phong thuc té (c6 hoa don, ching
tir hop phap theo quy dinh ctia phap luat) do Giam ddc Trung tdm duyét theo
tiéu chuan thué phong nhu sau:

Di cong tac tai cac thanh phd thudc thanh phd tryc thudc trung wong:
1.400.000 dong/phong/ngay theo tiéu chuin 02 ngudi/phong.

Pi cong tac tai cac tinh: 1.100.000 dong/phong/ngay theo tiéu chuan 02
nguoi/phong.

Truong hop di cong tac mot minh hodc doan cong tac c6 1¢ nguoi hodc 1¢
nguoi khac gioi thi duge thué phong riéng theo mirc gia thué phong thuc té
nhung téi da khong dugc vugt mirc tién thué phong cua nhimg ngudi di ciing
doan (theo tiéu chuan 2 ngudi/phong).

9. Thanh toan khoan tién cong tac phi theo thing:

CBVC, NLD thudgc Trung tam phai thuong xuyén di cong tac luu dong
trén 10 ngay/thang thi duoc thanh toan khoan hd tro tién gui xe, xing xe theo
muc tdi da 700.000 ddng/ngudi/thang .

10. Chirng tir thanh toan cong tac phi
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Gidy di duong ctia nguoi di cong tac c6 dong ddu xac nhan cta co quan
noi dén cong tac (hodc cua khach san, nha khach noi luu tra);

Vin ban hodc ké hoach cong tac da duoc thi trudng co quan phé duyét;
cong vin; gidy moi; vin ban trung tdp tham gia doan cong tac;

Hoa don; chimg tir mua vé hop phap theo quy dinh cua phap luat khi di
cong tac bang cic phuong tién giao thong hodc gidy bién nhan cua chu phuong
tién. Bang ké d§ dai quang duong di cong tac trinh thu trudéng co quan duyét
thanh toan (ap dung khi thanh toan khodn chi phi di lai).

Két thuc chuyén cong tac, trong thoi han 7 ngay, CBVC, NLP dugc cir di
cong tac phai hoan chinh cac ching tir dé thanh toan. Viéc thanh toan phai tap
hop theo timg chuyén cong tac.

Piéu 14. Quan ly, sir dung xe 0 t0 ( néu Trung tim dwoc cip xe )

1. Trong trudong hop can thiét, phuc vu cong tic chuyén mon can phai
duoc su dong y cta Giam ddc Trung tdm hodc ngudi dugc Gy quyén méi co
quyén diéu dong xe 6 t0.

2. Ké toan Trung tdm c6 trach nhiém thanh quyet toan xang dau hang
thang theo quy dinh trén co so dinh mic tiéu hao xing, dau: 20 1it/100km va ho
so lich trinh xe chay dugc 1anh dao duyét; Giam sat viéc sua chira, duy tu bao
dudng xe 6 t6 khi c6 phat sinh.

3. Lai xe co trach nhiém md s6 theo dbi lich trinh, s6 km da chay, xac
nhan cia nguoi st dung xe, cudi thang trén co sé lich trinh xe di theo ddi lap
giai trinh st dung xang xe trong thang trinh Giam dbe Trung tdm phé duyét lam
cin cr quyét toan s0 xang dau da st dung trong thang. Kiém tra xem xet dé nghi
trinh Giam dbc quyét dinh duy tu bao dudng, sira chita xe khi can thiét dam bao
an toan khi van hanh xe; Thuc hién ding thoi gian dang kiém xe 6 t6 theo quy
dinh NN.

Diéu 15. C4c khoan chi khac

1. Chi thué mwon

- Chi thanh toan tién cong bao vé an ninh, vé sinh co quan (02 nhan vién
bao vé va 01 nhan vién don vé sinh): 3.500.000d6ng/ngudi/thang.(S6 lwong thué
nhan vién phu thudc vao tinh hinh thyuc té tai don Vi)

- Cac khoan thué mudn khac phat sinh do Lanh dao Trung tim quyét
dinh.

2. Chi cac hoat dong phic lgi

2.1. HO tro cac ngay 18, tét trong nam

a) Ngay tét duong lich: Tir 1.000.000d dén 3.000.000d/nguoi

b) Tét nguyén dan: Tir 3.000.000d dén 5.000.000d/ngudi; Chi mua tai qua
LD trung tdm di chuc tét cac dong chi nguyén Lanh dao trung tim; VC&NLD
tui qua khong qua 500.000d/ tai/ nguoi

¢) Cac ngay 18 16n: Gid to (10/3 am lich); Qudc té phu nir (08/3), Giai
phong MN (30/4), Quéc té nguoi lao dong (01/5), thanh 14p nganh Du lich Viét



13

Nam (9/7), Qudc khanh (2/9) Truyén théng phu nit Viét Nam (20/10): Tir
300.000d dén 1.000.000d/ngudi/ngay.

d) Chi ngay 27/7 ngay Thuong binh Liét sy tir 200.000d dén 1.000.0004d
(Gia dinh CB,VC&NLD co6 bd,me 1a thuong binh, bénh binh va Liét sy)

e) Chi gip mat dau xuan cho CBVC, NLD: Tir 100.000d dén 500.000d/
nguoi

f) Chi hd trg cac ngay, 18 tét trong nim d6i voi CBVC, NLD dugc bién
ché vao don vi c6 thoi gian dudi 6 thang so véi thoi gian chi tra cac ngay 18 tét
thi mc hd trg 1a 50% so véi cac muc ap dung d6i véi CBVC, NLD & Trung
tam.

2.2. Chi cac hoat dong khac trong don vi

a) HO trg con CBVC, NLP t6 chtic Tét trung thu, Tét thiéu nhi: Tur
100.000d dén 300.000d/ chau.

b) Chi khen thuéng con CBVC, NLD c¢6 thanh tich hoc tap: Danh hi¢u
hoc sinh tiéu biéu mirc 100.000d/chau, dat danh hiéu hoc sinh gioi, xuét sic muc
200.000d/chau, dat giai cdp xi, phuong: 300.000 d/chau; dat giai cip tinh:
400.000d/ chau; dat giai Quéc gia: 500.000d/chau; Hoc sinh thi dd dai hoc:
300.000 d/chau.(Truwong hop cdc chdu dat nhiéu gidi thuong cing lic sé dwoc
nhdn phan thuréng cé gid tri cao nhat).

2.3. Chi to chirc phiing viéng dam hiéu

T6 chirc phiing viéng khi gia dinh CBVC va nguoi lao dong c6 ngudi than
(TG than phu mau hodc chong, (vo), con) qua doi muc chi phing viéng tir
500.000d dén 1.000.000d va tién huong hoa tri gia khong qua 1.000.000d.
Truong hop dic biét do Lanh dao Quyét dinh

Pam hiéu nguoi than (TG thin phu mau hodc chdng, (vg), con) can bd
phong, ban, cac don vi tryc thuge S¢, cac CB,VC&NLD da nghi huu, dam hiéu
cac dbi tac ngoai giao khac mirc phung Vleng 500.0004 va tlen huong, hoa
khong qua 500.000d. Trudng dic biét do Giam ddc Trung tdm quyét dinh.

Cac truong hop khac tuy theo mirc do quan hé cong tac phong hanh chinh
téng hop bao céo lanh dao Trung tim quyét dinh muc viéng cu thé.

2.4. T6 chirc tham quan nghi mat, kham strc khoe dinh ky trong nim

a) Tham quan nghi mat: Phén déu 01lan/nam mirc t6i da khong qua
3.000.000d/ ngudi/nim do phong Hanh chinh tong hop dé xuit cac chuong trinh
tour, lya chon trinh Giam doc duyét.

b) Kham stc khoe dinh ky trong nim: Phin dau Ol1lan/nim muc chi
khong qua 2.000.000d/ nguoi tai co s¢ dang ky BHYT kham chira bénh, thoi
gian va lich trinh kham bénh do hong Hanh chinh téng hop dé xuat trinh Giam
dbc duyeét.

2.5. T6 chirc thim hoi CBVC, NLD trong don vi; tir than phu miu va con
CBVC, NLD 6m phai diéu tri tai bénh vién, mic chi khong qua 500.0004/
nguoi/ 1an (khong qua 2 1an / nam).

2.6. HO tro cac to chuce doan thé cac don vi trong co quan t6 chiic ky niém
ngay thanh lap, td chirc Pai Hoi, hoat dong doan thanh nién, tham gia cac hoat
dong van hoa, van nghé, thé duc thé thao, hd tro khuyén hoc..... phai c6 du tru
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cu thé, mac hd tro tir 5.000.000d dén 10.000.000d va 01 ling hoa khong qua
1.000.000/ 1an, tiy timg trudng hop cu thé do Lanh dao trung tim quyét dinh.

2.7. Chi cac sy kién chic mung

a) Chi chiac mung CBVC, NLD trong don vi cudi vo (hodc léy ché)ng),
mue chi tir 1.000.000d dén 2.000.000d/ ngudi.

b) Chi mua qua tang cho Lanh dao S¢, CBVC, NLD don vi nghi theo ché
d6 BHXH hoidc chuyén cong tic sang co quan khac, tinh nguyén vién khi hét
nién han cong tac vé nude. Pinh mirc khéng qua 5.000.000d/ngudi.

2.8. Cac co quan, don vi c6 gidy moi dén du

a) Pai hoi, don nhan danh hi¢u anh hung, Huan chuong céc loai... chi phi
chtic ming mirc chi tir 1.000.000d¢ dén 3.000.000d va 01 ling hoa khong qua
1.000.000d/ 1an.

b) L& ky niém, khai giang, khai truong, khanh thanh....chi phi di chic
mimg tir 500.000d dén 1.000.000d va 01 ldng hoa khong qua 1.000.000d/ 1an.

Céc truong hop khac: M chi cu thé do Giam ddc quyét dinh

2.9. Chi mua dong phuc CB,VC,LD cua Trung tdm muc chi khong qua
2.000.000d/ngudi/mam; dong phuc cac tram HTK mac chi khéng qua
2.000.000d/ nguodi/ nam va thanh toan héa don thuc té ddi vai bao ho, 4o mua, 6
che néng, mua va cac trang thiét bj thiét yéu khac cho CBVC, NLD tai cac tram
h6 trg khach du lich tr nguén kinh phi hoat dong tram hd tro khach.

Pi¢u 16. Tra thu nhép ting thém cho CBVC, NLD :

1. Nguyén tic

- Viéc chi tra thu nhap tang thém cho timg CBVC, NLP dam bao nguyén tac
gan voi chat lugng va hiéu qua cong viéc; ngudi nao, bo phan nao 6 thanh tich
dong gop dé tiét kiém chi, co hiéu sudt cong tac cao thi dugc tra thu nhap ting
thém cao hon; khong thyc hién viéc chia thu nhéap tang thém cao bang binh quan
hodc chia theo hé sb luong. Mtrc chi tra cu thé dya trén mtc hoan thanh cong
viéc do Lanh dao Trung tim quyét dinh sau khi théng nhét y kién v&i cac phong.

- Béi tuong duoc hudng thu nhap ting thém: CBVC, NLD c6 thoi gian
cong tac tai co quan Trung tam tur 01 nam tr¢ 1én.

- Céan ¢t vao tiéu chuan, chic nang nhiém vu dugc giao va muc do hoan
thanh cong viéc, cudi naim Hoi dong thi dua khen thudng théng qua T6 chirc
cong doan tién hanh binh xét va xac dinh hé s tra thu nhap ting thém cho ting
CBVC, NLD theo 4 loai cu thé nhu sau:

. Loai A: La ngudi hoan thanh t6t nhiém vu tré 1én duoc giao duge hudng
hé sb thu nhap tang thém H =1,0

. Loai B : La nguoi hoan thanh nhi€ém vu duoc giao dugc huong hé s6 thu
nhép tdng thém H = 0,8

. Loai C: La nguo1 hoan thanh nhiém vu dugc giao nhung con vi pham
quy ché bi nhic nhé nhung chua dén muc ky luat dugc huong hé s6 thu nhap
tang thém H =0,5

. Loai D: La nguoi khong hoan thanh nhiém vu dugc giao bi xtr 1y ky luat
tir khién trach trd 1én khong duoc huéng thu nhap ting thém.
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2. Thoi diém chi tra thu nhap ting thém

Vao thang 01 nam sau, sau khi xac dinh dugc sd kinh phi quan 1y hanh
chinh tiét kiém duoc _trong nam, Phong Hanh chinh tong hop chu tri, phdi hop
v6i cac phong xuc tién du lich, phong thong tin, hd trg khach xay dung phuong
an chi tra thu nhép tang thém trong nam, phu hop voi thyuc té va kha niang ngudn
kinh phi tiét kiém, trinh Lanh dao Trung tdm xem xét, quyet dinh.

3. Phuwong phap xac dinh

- Trong pham vi ngudn kinh phi tiét kiém duoc st dung chi tra thu nhap
tang thém, Trung tdm thyc hién chi tra thu nhadp tang thém cho vién chic va
nguoi lao dong t6i da khong qua 1,0 (mot) 1an so véi mie tién lwong cap bac,
chtc vu do Nha nudc quy dinh. Quy thu nhép trd thu nhap tang thém dugc xac
dinh theo cong thirc:

QTN =Lmin x K1 x K2 x L x 12 thang

Trong do:

QTN: La quy tién luong, tién cong duoc phép tra ting thém tdi da trong
nam;

Lmin: La muc luong co sé (d6ng/thang) hién hanh do Nha nuéc quy dinh;

K1: La hé sb diéu chinh ting thém murc luong t6i thiéu duoc xac dinh trén
co s phuong an sir dung da dugc Lanh dao S¢ phé duyét (t6i da khong qua 1,0
lan);

K2:Lahé sO  luong cap bac chtrc vu binh quan thang;

Hé sb phu cap luong binh quéan dé xac dinh quy tién luong, tién cong tra
thu nhép tang thém t6i da néu trén bao gdém cac khoan phu cap tinh theo luong
t6i thiéu va cac khoan phu cip tinh theo luong cap bac, chirc vu cta cac ddi
tuong dugc huong duge tra hang thang cung voi tién luong thang theo quy dinh.
Khong bao gom cac loai phy cap khong dugc xac dinh tra cung voi tién luong
hang thang nhu: phu cap lam dém, lam thém gio..

L: La s6 bién ché bao gdm ca s lao dong hop d6ng tra luong theo thang
bang lvong do nha nudc quy dinh.

4. Xac dinh thu nhip va phan phdi kinh phi tiét kiém cho c4 nhin

[JThu nhgp = (LCB + PC) x H x Hs
Trong d6 : + LCB: Luong co ban
+ PC: gém: PC chtic vy, PC Tham nién vuot khung
+ H: Hsd tra TN tang thém cho can bd xac dinh qua binh xét A,B,C
+ Hs : Thu nhap ting thém tinh cho 1 hé s6
+ [JHS(A,B,C,D): Téng hé sb hoan thanh cong viéc cua ca don vi.
[1KPtk

'HS(A,B,C,D)

Piéu 17. Phwong an sir dung kinh phi tiét kiém dwoc tir ngudn dwoe
giao tw chii (néu co).

1. Kha ning tiét kiém kinh phi dwoc giao tw chii

Kha nang tiét kiém kinh phi duoc xac dinh nhu sau:
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S6 kinh phi — Téng kinh phi _ Kinh phi du kién chi
tiét kiém dwgec giao tu chu hét tir nguon dugce giao
trong nam trong nam tw chii trong nam

Két thac nim ngan sach, sau khi da hoan thanh cac nhiém vu dugc giao,
néu s chi thyc té thip hon du toan kinh phi quan 1y hanh chinh dugc giao thuc
hién ché d6 tu chu thi phan chénh 1éch nay duoc xac dinh 1a kinh phi quan 1y
hanh chinh tiét kiém duoc;

2. Phwong 4n phan bd kinh phi tiét kiém

Can ct vao chénh 1éch thu chi cudi nim (néu c6) don vi s& st dung theo
trinh tu nhu sau:

a) Tra thu nhp tang thém cho ngudi lao dong

b) K&t thiic nam tai chinh, sau khi hach toan dy du cac khoan thu, chi phi
thuong xuyén giao tu chu, trich khau hao tai san ¢ dinh, trich 14p ngudn cai
cach tién luong theo quy dinh, ndp thué va cac khoan ndp ngan sach nha nudc
theo quy dinh, phan chénh 1éch thu 16n hon chi hoat dong thuong xuyén giao tu
chu (néu cd) dugce xac dinh la kinh phi chi thuong xuyén tlet kiém dugc.

¢) Pon vi str dung sb kinh phi chi thuong xuyén tiét kiém dugc theo thir
tu nhu sau:

B6 sung thu nhap cho vién chirc, ngudi lao dong: Bon vi chi thu nhap
binh quan tang thém cho vién chirc, nguoi lao dong t6i da khong qué 0,3 lan quy
tlen luong co ban cua vién chirc, ngudi lao dong cua don vi theo nguyén tic phai
gan v6i hiu qua, két qua cong viée cua ting nguoi;

Chi khen thudng va phuc loi: chi khen thudong dinh ky hoac dot xuat cho
tap thé, ca nhan trong va ngoai don vi theo két qua cong tac va thanh tich dong
gop; theo quy dinh cua luat khen thudng chi cho cac hoat dong phiic loi tap thé
cua vién chuc, nguoi lao dong; tro cép khé khan dot xuét cho vién chie, nguoi
lao dong , ké ca d6i voi nhimng truong hop nghi huu, nghi mat sirc; chi thém cho
ngudi lao dong trong bién ché khi thyuc hién tinh gian bién ché;

Khi xét thdy kha ning tiét kiém kinh phi khong 6n dinh, don vi trich 1ap
quy du phong dé 6n dinh thu nhap cho vién chirc, nguoi lao dong.

d) S6 kinh phi tiét kiém duoc, cudi ndm chua sir dung hét duoc chuyén
sang nam sau tiép tuc sir dung.

Thu trudng don vi quyét dinh phuong an sir dung kinh phi tiét kiém néu
trén theo quy ché chi tiéu nodi bo va cong khai trong don vi.

Phuong 4n tra thu nhap ting thém dua trén tién luong cip bac, chic vu va
hiéu sut cong tac cla timg CBVC, NLD dugc phén lao theo binh bau A,B C...
de tir d6 x@y dung h¢ s6 tra thu nhép tang thém. (Luong cap bac chirc vu: gdm
tlen luong theo ngach bac va phu cap chirc vu, phu cap tham nién vuot khung
néu co)

e) Chi khen thudéng dinh ky, dot xuét cho tap thé, c4 nhan trong va ngoai
don vi theo hi€u qua cong viéc va thanh tich dong goép vao hoat dong cua don vi;

g) Chi phuc loi, trg cép khé khan, dot xuét cho nguoi lao dong, ké ca cac
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truong hop nghi huu, nghi mat stc trong nim; chi thém cho ngudi lao dong
trong bién ché thuc hién tinh gian bién ché;

h) Chi tang cuong co s& vat chét cua don vi;

Truong hop x¢ét thdy kha nang tiét kiém kinh phi khong 6n dinh, don vi
s& lap quy du phong 6n dinh thu nhap dé dam bao thu nhap cho ngudi lao dong;
truong hop chénh 1¢éch thu 16n hon chi bang hodc nhoé hon 01 1an quy tién luong
cap bac chuc vu thi don vi trich quy 6n dinh thu nhap 1a 20%

i)Truong hop chénh 1éch thu 16n hon chi 01 1an quy tién lwong cip bac
chtic vu trong nam thi don vi sau khi trich quy phat trién hoat dong su nghiép toi
thiéu 25%; tra thu nhap tang thém trong nim cho ngudi lao dong khong qua 1,5
lan quy tién luong cap bic chirc vu trong nam do Nha nudc quy dinh; Trich quy
khen thudng khong qué 01 thang luong; trich quy phtc loi khong qué 02 thang
lwong; néu kinh phi con thi trich qu§ on dinh thu nhép;

k) Tam tGng chi truéc thu nhap ting thém: Can ctr két qua hoat dong tai
chinh quy, nim cta don vi; nham dong vién kip thoi nguoi lao dong phan dau
hoan thanh nhiém vu dugc giao, can ctr vao so kinh phi co thé tiét kiém don vi
quyét dinh tam chi truéc thu nhap ting thém cho ngudi lao dong trong don vi.
Mirc tam chi hang quy tdi da khong qua 50% sb kinh phi ¢ thé tiét kiém duoc
mot quy cua don vi.

3. Quy dinh binh xét xép loai CBVC, NLP

Vi¢c chi tra thu nhdp tang thém cho timg CBVC, NLD dam bdo theo
nguyén tic gan véi chat lugng va hiéu qua cong viéc; nguoi ndo bo phan nao cé
thanh tich dong gop dé tiét kiém chi, c6 hiéu suat cong tac cao thi duoc tra thu
nhap ting thém cao hon. Ap dung theo mirc xép loai.

a) Tiéu chuan xép loai CBVC, NLD: Cin ctr theo tiéu chi huéng dan hang
nam cua Van phong S¢ Du lich trién khai dén cac don vi truc thude So.

b) Quy dinh xép loai CBVC, NLD theo 4 mic: CBVC, NLD loai xuat séc,
hoan thanh tt nhiém vy, Hoan thanh nhiém vu, Khong hoan thanh nhiém vu

¢) Nhitng CBVC, NLD di hoc, nghi phép ndm, nghi chita bénh, sinh san,
diéu dudng khong xép loai nhu quy dinh & trén ma don vi s& xem xét cho hudong
tang thu nhap nhu sau:

CBVC, NLb dugc ctr di hoc co6 thanh tich hoc tap tdt thi duge huong loai
B nhiing thang di hoc;

CBVC, NLD nghi phép ndm & thang nao thi dugc huong loai B ¢ thang
d6. Néu nghi qua thoi gian so v6i quy dinh hién hanh ctia nha nudc thi khong
duoc hudng loai nao trong thang, c6 thé bdi dudng thap hon loai C do toan thé
CBVC, NLD don vi hop xét va dong y;

CBVC, NLP nghi ém, chita bénh, diéu dudng, sinh san (phai diéu dudng
¢ bénh vién)... ngoai thuc hién ché do chinh sach hién hanh con dugc cho huong
loai B tai thang d6. Néu nghi qua thoi gian so véi quy dinh hién hanh ciia nha
nuée thi khong dugc huong loai nao cia thang, co thé xét bdi dudng thap hon
loai B do don vi xét;

CBVC, NLbD di hop, di hoc, di cong tac, sinh hoat noi cu trd vi pham
khuyét diém, vi pham quy dinh & dia phwong, phap luat nha nudc, chinh quyén,
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co quan noi vi pham thong béo truc tiép hay bang vin ban dén don vi thi khong
cho hudng loai ndo; Pon vi xem xét néu phai xtr 1y ky luat thi khong cho huong
12 thang tiép theo; Néu tai pham xt 1y twong tu va ning hon.
Pbi voi CBVC, NLD ¢6 thoi gian cong tac dudi 10 thang mirc chi ting
thu nhap do giam ddc don vi quyét dinh.
4. Pinh mirc chi tra thu nhap tang thém
a) Kinh phi tiét kiém duoc phan phdi cho CBVC, NLD theo két qua binh
x&t Xép loai: Hoan thanh xuét sic nhiém vu (XS), hoan thanh tdt nhiém vu (A),
hoan thanh nhiém vu (B). Cu thé duogc xac dinh nhu sau:
Doi véi loai XS, hé s6 2,0.
Doi véi loai A, hé s6 1,65.
Doi véi loai B, hé s6 1,3.
¢) Khong xét lwong ting thém dbi voi nhiing trudng hop: Bi ky luat dudi
moi hinh thirc trong tho1 gian quyét dinh ky luat c6 hi¢u lyc.

Piéu 18. Pi véi ngudn kinh phi khong giao tu chi

Cén cur vao tinh hinh NSNN tinh hang ndm ma UBND Tinh s€ c6 quy
dinh cu thé vé ngudn va quan 1y, sit dung ngudn khong giao tu chii cho don vi.

Chi Quang cdo, tuyén truyén quang ba du lich.

Can cu vao kinh phi va nhiém vu dugc giao h.':?mg nam don vi tién hanh
chi thuc hién cdc nhiém vu theo ding du toan hang nam, moi ho so, ching tur,
thu tuc thanh toan theo quy dinh hién hanh cia Nha nudc.

Pi¢u 19. Cac quy dinh vé trinh tw thi tuc chirng tir chi tiéu ndi bo:

1. Chirng tir thanh toan: Tat ca cac noi dung trén khi thanh toan yéu cau
phai c6 diy du cac thi tuc sau:

Chung tir gdc, hop ddng, hoa don mua béan, gidy bién nhan va cc ching
tur ¢6 lién quan khac hop phap kem theo...

Gidy dé nghi, dé xuat, bao gid, du tru kinh phi, hop dong, thanh 1y hop
ddng, bién ban ban giao nghiém thu cong viéc, gidy giao nhan cho bd phan quan
1y va st dung (néu o), gidy dé nghi thanh toan theo mau biéu quy dinh;

Céac chimg tir thanh toan trudc khi trinh Giam dbc ky duyét phai thong
qua ké toan dé kiém tra, huéng dan hoan thién vé thu tuc.

Sau khi day du hoa don ching tir ké toan 1am thu tuc trinh lanh dao phé
duyét thanh toan.

2. Duyét chi thanh toan: Chi c6 chu tai khoan va ngudi duge uy quyén
mai duge ky duyét chi thanh toan.

Can ctr vao quy dinh hién hanh ctia Nha nudc, ké toan xem xét lam thu
tuc thanh toan, cu thé 1a:

Truong hop hoa don, chimg tir hop 1¢ thi lam thi tuc dé nghi ké toan
trudng va chu tai khodn duyét chi. Sau khi chu tai khoan da duy¢t chi, trén co s¢
kinh phi hién c6 ké toan 1am thu tuc thanh toan theo quy dinh hién hanh.

Truong hop c6 khé khin vudng mic vé hoa don, ching tir thi phai bao
céo ngay cho Phu trach bd phan biét va xin ¥ kién chi dao giai quyét. Tét ca cac
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chtng tir phai theo dung quy dinh cia Nha nudc. Néu CBVC, NLD di tng tién
tai quy co quan ma khong hoan thién duogc thi tuc thanh toan thi ké toan truong
béo cao v6i Giam dbc quyét dinh trir vao lwong hang thang cua ngudi do, dén
khi hét s6 tién da tng.

Quan 1y lvu gitt chtng tir thanh toan: Ké toan c6 trach nhiém quan 1y luu
giit tat ca ho so, hoa don ching tir ¢6 lién quan dén cac khoan chi tiéu cua co
quan theo quy dinh.

CHUONGIY
QUY DINH VE QUAN LY TAI CHINH
Picu 20. Viéc 1ap du toan kinh phi hang nim

Vao dau quy III hang ndm, cic phong duoc ngin sach hd trg kinh phi hoat
dong phai 13p du tru kinh phi phuc vu cho cac hoat dong chuyén mén nam sau,
giri Phong Hanh chinh tong hop (bd phan ké toan) dé tong hop ké hoach du toan
chung ctia co quan, bao cao Giam ddc xét duyét va trinh cac cap co tham quyén
quyét dinh phé duyé¢t. Bo phan chuyén mén nao khong 1ap du tru du toan phai chiu
trach nhiém vé kinh phi phuc vu cac hoat dong dac thu chuyén mon cua bd phan do.

Piéu 21. Viéc tam &ng va thanh toin tam tng

Nguoi tam Ung tién mit phai viét gidy dé nghi tam tmg, néu rd 1y do, ndi
dung cdng viéc, sb tién tam ung, thoi han thanh todn gui lanh dao phu trach
phong, tram xem xét, bdo cdo Giam dbc Trung tim duyét ung. Sau khi duoge
Giam dbc Trung tam duyét Gmg, ngudi tam Ung tién chuyén gidy tam ung dén
Phu trach ké toan va thu qui xuét tién cho nguoi xin tam {ng.

Trong thoi han 7 ngdy ké tir ngdy hoan thanh cong viée, ngudi tam (g
phai hoan tit hoa don, chtng tir hop 1& ndp vé ké toan dé thanh toan va lam thu
tuc hoan tra tién di tam Gmg. Néu CBVC, NLD c6 lién quan khéng chip hanh,
ké toan va tha quy co trach nhiém bao cdo lai dé Giam déc Trung tam biét va c6
¥ kién chi dao giai quyét.

Piéu 22. Cong khai tai chinh

Vé viée cong khai tai chinh thyc hién theo Thong tu 90/2018/TT-BTC
ngay 28/9/2018 vé stra d6i bo sung mot sé diéu Thong tu 61/2017/TT-BTC ngay
15/6/2017 cta B Tai chinh hudng din thuc hién quy ché cong khai tai chinh
ddi véi cac don vi du toan chi ngan sach va céc td chirc duoc ngan sach hod tro.

Giam doc Trung tdm cong bd cong khai trong hdi nghi CBVC, NLD co
quan vé du toan, quyét toan kinh phi hang nam ( Ké ca phan dy toan diéu chinh
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tang, giam, bo sung trong nim) dé CBVC, NLD trong co quan biét, thuc hién va
tham gia kiém tra, giam sat viéc quan 1y tai chinh, tai san cua co quan.

- CHUONG 1V
TO CHUC THUC HIEN

1. Ban Quy ché CTNB di dugc thong qua CBVC, NLP Trung tim Thong
tin Xtc tién Du lich.

2. Trung tim Thong tin Xtc tién Du lich Ninh Binh c6 trach nhiém thuc
hién quy ché nay. Tap thé, cd nhan thuc hién tét s& duoc biéu duong, khen
thuong, néu vi pham, tuy theo mtc do s& bi phé binh, phai bdi hoan thiét hai
hodc phai chiu cac hinh thire ky luét theo quy dinh cua Phap luat.

3. Ban quy ché chi tiéu ndi bd duoc giri vé co quan S¢ Du lich, S¢ Tai
chinh va Kho bac Nha nuéc tinh Ninh Binh lam co s dé kiém soét chi.

4. Quy ché nay co hiéu luc ké tir ngay ky.

5. Phong hanh chinh tong hop chiu trach nhiém theo doi, kiém tra d6n ddc
toan thé CCBVC&NLD thuc hién quy ché nay va bao cdo kip thoi véi Giam dbc
Trung tdm dé chi dao.Trong qua trinh thyc hién, Trung tim Théng tin Xtc tién
Du lich dugc diéu chinh duy toan thu chi hodc diéu chinh quy ché CTNB trong
pham vi ngudn tai chinh dugc st dung cho hop ly véi tinh hinh thuc té. Khi diéu
chinh phai hop thong qua thuc hién quy ché dan chu cong khai, gui vé co quan
S& Du lich, S& Tai chinh va Kho bac Nha nuéc tinh dé theo ddi va kiém soat
chi./.
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