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UBND THANH PHO HAI PHONG CONG HOA XA HOI CHU NGHIA VIET NAM
SONOQI VU Péc lap - Tw do - Hanh phic

QUY CHE CHI TIEU NQI BOQ
(Ban hanh kém theo Quyét dinh so 6185 /QD-SNV
ngay 14 thang 8 nam 2025 ciia So Noi vu)

Chuong I
Quy dinh chung

Piéu 1. Pham vi, d6i twong diéu chinh

1. Quy ché nay quy dinh vé quan 1y chi tiéu ndi bo cta co quan So Noi vu.

2. Cong chuc, nguoi lao dong Van phong S¢ thude d6i twong diéu chinh
Quy ché nay.

Piéu 2. Muc dich thue hién

1. Tao quyén chui dong trong quan ly chi tiéu tai chinh.

2. Thyc hanh tiét kiém, chong lang phi trong chi tiéu.

3. Tang thu nhap cho cong churc, nguoi lao dong.

4. Bong vién, khuyén khich cong chirc, ngudi lao dong phan dau hoan
thanh t6t nhiém vu dugce giao.

Picu 3. Nguyén tac xay dwng quy ché

1. Str dung cac ngudn kinh phi dung ché do, tiét kiém, hiéu qua muc chi
cho ting ni dung cong viéc phu hop véi dac thu cta co quan nhung khdng vuot
qua_ ché d9, tiéu chuan dinh mirc chi hién hanh do co quan nha nudc c6 tham
quyén quy dinh.

2. Cong khai, dan chu, dam bao quyén loi hop phap ctia cong chirc, nguoi
lao dong.

3. Pam bao hoan thanh tét nhiém vy dugc giao.

4. Khong ting bién ché va kinh phi quan 1y hanh chinh duoc giao, trir
truong hop ¢6 quy dinh riéng.

Chwong 11
Noi dung quan ly chi tiéu ngi bo

Piéu 4. Nguon kinh phi va ndi dung chi

1. Nguon kinh phi

Kinh phi quan 1y hanh chinh dugc giao cho S Noi vu thuc hién ché do tu
chu tir cac ngudn sau:

a) Kinh phi thuc hién ché d6 tu chu NSNN cap hang nam.
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b) Cac khoan thu hop phap khac theo quy dinh cuia phap luat.
2. N¢i dung chi
- Chi thanh toan cho c4 nhan: Bao gdm tién luong, cac khoan phu cap, tlen

lam thém gio, cac khoan dong gop trich ngp bao hiém x4 hoi, bao hiém y té, tién
thuong, tro cap kho khan...

- Chi quan 1y hanh chinh: Chi vin phong pham, dién, nudc, thong tin lién
lac, hoi nghi, cong tac phi va cac chi phi quan ly hanh chinh khéc.

- Chi nghiép vu chuyén mon: Tai liéu séach bao, tap huan, hoi thao...

~ -Mua sam sira chira 16n va stra chira thuong xuyén: Mua §ém dung cu thay
the, stra chira tai san ¢ dinh nhu nha ctra, xe 6 t0, may moc thict bi van phong...

- Chi khéc: Tiép khach, bao hiém xe 6 6, 1& phi, trat ty an ninh...

- Céc khoan chi cd tinh chat thuong xuyén Khac cta Sé.

Piéu 5. Cac ndi dung chi cu thé

Trong pham vi kinh phi duoc giao va nguon duoc trich lai theo quy dinh,
S¢ chu dong bo tri,osfr dung kinh phi theo cac nd1 dung, yéu cau cong viéc dugc
giao cho phu hop dé hoan thanh tot nhiém vu, bao dam tiet kiém, hi¢u qua.

Cin cir vao quy dinh cta nha nudc vé ché do chinh sach tai chinh, dinh
murc chi va tinh hinh thue t€ chi phuc vy hoat dong, S¢ xay dung quy ché chi
ti€u nd1 bd & mot so linh vuc chu yeu sau:

1. Chi cho cong chire, ngwoi lao dong

a) Tién luong va cac khoan theo luong:

- Luong theo ngach, béc, hé sb;

- Phu cép luong;

- Tién cong cta nguoi lao dong 1am viée theo ché do6 hop dong thuc hién
quy dinh tai Nghi dinh 111/2022/ND-CP ngay 30/12/2022.

- Thanh toan theo quy dinh hién hanh.

b) Phu cap 1am thém gio

- Quy dinh vé thoi gian lam thém gid: Thyc hién theo Dicu 107 By Lut lao
dong s0 45/2019/QH14 ngay 20/11/1019 va cac quy dinh hién hanh.

Thanh toan theo thyc t€ nhung toi da khdng qua 200 gid/ngudi/ndm; khong
qua 40 gio/ngudi/thang; khong qua 12 gio/ngudi/ngay. Trong trudng hop do yéu
cau phai giai quyet cong viéc cap bach, khong thé tri hoan phai t6 chirc lam
thém gio tr 200 gid den 300 gio trong nam thi phdi c¢6 cong van chap thuén cua
co quan c6 tham quyén.

- Quy dinh vé tién lam thém gio: Thyc hién tai Dicu 55, Diéu 56, Diéu 57
Nghi dinh s6 145/2020/ND-CP ngay 14 thang 12 ndm 2020 ve che d¢ trd tién
lam thém gio doi véi cong chire, nguoi lao dong.

c) Cac quy dinh khac:

~ - Cac phong phai chu dong ra soat cong vi¢c, phan cong trong pham vi bién
ché dugc giao dé hoan thanh hiém vu trong gid hanh chinh. Trong trudng hop



d6t xuét, do nhu cau coéng viéc can phai lam thém gio dé dam bao hoan thanh
cong vige theo thoi gian quy dinh phai dang ky lam thém gio, xin y kién lanh
dao S¢, trong do ghi 0 ndi dung cong viéc can lam thém gid, thoi gian lam thém
va danh sach cdn b tham gia lam thém.

- Cudi thang hoic cudi quy, cac phong gui hé so vé Van phong dé xem xet,
trinh 1anh dao thanh toén theo quy dinh. HO so, thu tuc thanh toan tién luong
lam thém gi¢ bao gom:

+ Gidy dé xuat dang ky 1am thém gio duoc Lanh dao S phé duyét;

+ Giay béo l1am thém gid; Bang cham cong lam thém gio;

+ Bang thanh toan lam thém gio;

+ Giay dé nghi thanh toan tién luong 1am thém gio.

d) Chi khen thuong

- Ché dg) chi thudng thuc hién theo Luat Thi dua, khen thuéng va cac van
ban hudng dan thi hanh c6 hi¢u luc.

- Nguén chi cho khen thudng:

+ Dbi v6i tap thé, cong chirc, ngudi lao dong cac phong chuyén mén thudc
Sé dugc Giam doc céng‘nhan cac danh hi¢u hoac hinh thirc khen thudng, tién
thudng duoc trich tir nguon kinh phi cia S& Noi vy,

+ Pdi vai tap thé, cong chirc, vién Chl:IC va nguoi lao dong & cac don vi truc
thugc S¢ ¢6 tai khoan riéng duge Giam doc cong nhén cac danh hi¢u hodc hinh
thirc khen thudng, tién khen thudng dugc trich tir nguon kinh phi ctia don vi truc
thudc So.

2. Mua sam vét tw, vin phong phim

a) Van phong So:

- Lap Dy toan mua sam vt tu, van phong pham hang thang hoic hang quy;

- Hudng dén, tong hop, theo ddi tinh hinh str dung vat tu, van phong pham
cua cac phong;

_ - bap ung du nhing yéu cé}u hop ly cua cac phong chuyén moén nghiép vu
vé cac loai vat tu, van phong pham theo so lugng, chat lugng;

b) Céac phong:

- Lap Gidy dé nghi sura chira, nang cap trang thjét bi va cap vian phong
pham cua cong chtrc gui vé Van phong S¢ khi c6 nhu cau thuc té;

. Tong hop cac yéu cau vé sir dung tai san, van phong pham ciia cong chure
lam phiéu dé xuat vé sb luong, loai vat tur gtri Van phong S& dé 1am can ctr cip phat

- Quan ly sir dung céc loai tai san, vat tu, vin phong pham dam béo tiét
kiém, dang muc dich, hi¢u qua.

¢) Pinh mirc cap phét van phong pham, vt tu, céng cu, dung cu:

- Van phong phém:, Muec in, gidy in, but, cip, sb... cip theo nhu cau thuc té
stir dung trén tinh than tiét kiém, khong lang phi;

- Cong cu, dung cu vin phong: Ban ghé, tu tai liéu duoc thay thé, cip moi
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theo nam (do hong hodc ¢6 nhu cdu ting thém) dam dao dang tiéu chudn, dinh
murc theo quy dinh;

- Vat tu khac: Cap ‘theol nhu cau thu:cqté’ hodc ¢6 su ¢ hong hoc can phai
thay thé thi can clr vao dé xuat cia phong dé trang bi;

- May vi tinh, may iq, thiét bi tin hoc: Can cir theo dy toan ngén sach duoc
mua sam va duoc duyét cap hang nam, nhu cau can thiét cua timg cong chirc dé
trang bi, cap phat ddm bao dung tiéu chuan, dinh mirc theo quy dinh.

3. Sir dung 6 t6 phuc vu cong tac

a) Tiéu chuan st dung xe 0 t6:

- Giam dbc S¢ va cac Pho Giam dbc S¢;

- boi v0i lanh dao phong, cong chirc dugc ctr di cong tac, di hop: Giam déc
S¢ uy quyen cho Chanh Vén phong S¢ can cu vao tinh hinh thyc té, tinh cap
béach, khan truong ctia cong viée, bd tri xe cho cong chirc di cong tac, di hop.

b) Viéc str dung xe 0 t0:

- Cén ctr dé diéu xe 0 t0:

+ Tiéu chuan dinh muc st dung xe 6 t6 ctia Nha nudc;

+ Lich di cbng tac cua Lanh dao So;

+ Lich di du ho1 nghi, hop... dugc Gidm doc So phan cong cho cac Pho
Giam doc di du;

+ Pdi v6i Lanh dao cac phong chuyén mon va chuyén vién trong co quan
dugc cu di cong tac dugc su dong y cia Giam doc S& cho phép st dung xe 6 t0;

- Quan 1y va st dung xe 6 t6: Xe 6 to6 st dung cho muc dich chung cua S¢,
khong su dung phuc vu cho ca nhan va myc dich riéng. Van phong S¢ giup
Giam doc S¢ trong viéc phan cong, diéu xe 6 t6 phuc vu cong tac.

- Trach nhiém cua Van phong S¢:

+ M0 s6 theo dBi nhat ky xe di cdng tac;

+ Trang bi s6 dé ghi nhat ky van hanh cho ting xe 0 t6;

+ Xuét 1énh diéu xe di cong tac ngoai tinh (di trong thanh phd ghi nhat ky);

- Trach nhiém cua lai xe:

+ La&i xe an toan, khong dung bia, rugu va chat kich thich khi i xe;

+ Bao quan xe tdt, sach, dua dén ding gio, nhiét tinh, chu ddo véi cac doan
cbng tac;

+ Thuc hién tot ché d(f),béo dudng xe ‘6 to, dam l?éo tuyét dbi an toan qho Xxe
khi van hénh,, phat hién thiét bi xe hong can thay thé, stra chira, phai c6 dé xuat
duoc Giam doc So phé duyét méi thuc hién;

+ Luu gidy diéu xe, gidy moi du hoi nghi (ban chyp)... d¢ lam can ctr cho
viéc thanh toan.

+ Pinh mirc xang dau, tiéu hao qhién li¢u va bao dudng ky th}leftt: DPuoc xac
dinh trén~co s loai xe va nam san xuat, xang xe dugc khoan cu thé nhu sau: xe 6
t0 4-5 cho 16 1it/100km.



+ Thay dau méy: 5.000 km/lan;

+ Rura Xe: 4 1an/thang (trir truong hop dot xuét);

+ Thay 10p, phu tung sira chita thudng xuyén: Lai xe c¢6 van ban dé nghi
v6i Chanh Vian phong S& xem xét tinh hinh cu thé dé thay thé, stra chita. Trudng
hop thay thé, sira chita 1on, Van phong Sé cung 1ai xe kiém tra thuc té, khao sat
gia va nang luc cic co so sira chita 1am to trinh bao co, dé xuat Giam dbc So
quyét dinh.

4. Str dung dién thoai

a) Dién thoai cd dinh tai co quan:

- Céc s6 may cb dinh néu c6: Mirc chi tdi da 200.000 dong/may/thang.

- Cac cd nhan, don vi dugc trang bi dién thoai phai quan ly viéc sir dung
dién thoai tiét kiém, dung muc dich.

b) Str dung dich vu Internet, Website:

- Mtic thanh toan thué bao dudng truyén Internet, thué bao chit ky sd cua
Lanh dao S& thanh toan theo hoa don thuc té.

- Cac phong chuyén mon nghi¢p vu quan 1y khai thac, st dung céac dich vu
trén phai thuc su c6 hiéu qud, khong sir dung vao viée riéng, ca nhan.

c) Mua sach, béo va tap chi

Can clr vao s lugng dit bao, sach, tap chi. Vin phong So tong hop béo céo
Giam dbc duyét mua cac loai nham dap ung cong tac thong tin lién lac thuc su
can thiét phuc vu cho cong tac chuyén mon ctia nganh.

5. Sir dung dién, nwdc tai co quan

- Thiét bi dién trong co quan bao gém: May diéu hoa nhiét do, may tinh,
may in, may phd t6, dén, quat... duoc trang bi tai cac phong lam viéc, phong
hop, hoi truong va cac cong trinh cong cong.

- Khi sir dung dién, nudc phai tiét kiém va an toan; mdi ca nhan, cac phong
phai thuc hién t6t cac noi dung sau:

+ Cac phong c6 lap dat diéu hoa phai tur gidc tiét kiém dién, dat & ché do thap
nhét 13 25 °C. Tit diéu hoa trude khi hét gior 1am viéc trong ngdy it nhat 1a 15 phut;

+ Cac bd phan phuc vu, cac phong c6 nhu cau su dung thiét bj dién (ngoai
cac trang thiét bi dugc S¢ lap dit) nhu ldp méi, stra chita, thay thé phai co Phiéu
dé xuét do Lanh dao phong ky giri vé Van phong S¢ dé tong hop, bao cdo Chanh
Vién phong So duyét trude khi thyce hién. Lap dit cac thiét bi dién phai dam bao
hop 1y vé s6 luong, chat lugng va cong suat st dung...

+ Viéc sir dung dién, nudc tai cac cong trinh cong cong nhu phong hop, hoi
truong, nha WC, ... cong chirc, nguoi lao dong phai luén co y thie tiét kiém,
thuong xuyén klem tra cac thiét bi dién, nuéc dé bao dam do an toan cao.

+ Viéc thanh toan tién dién, nudc hang thang theo thuc té sir dung.
6. Thanh toan cdng tac phi, chi hgi nghi
6.1. Ché d6 cong tac phi
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a) C4c diéu kién dé duoc thanh todn cong tac phi:
- Thyc hién dtng nhi€ém vy dugc giao;
- Thoi gian duge hudng cdng tac phi la thoi gian cong tac thuce té theo van

ban phé duyét ctia ngudi co tham quyen cu di cong tac hoac glay moi tham gia
doan cong tac (gom ngay nghi, L&, Tét theo lich cong tac, thoi gian di duong);

- C6 du cac chimg tir dé thanh toan theo quy dinh (trir cac trudng hop duoc
phép thanh todn theo phuong thirc khoan).

b) Nhitng truong hop sau dday khdng dugc thanh toéan tién cong tac phi

- Thoi gian diéu tri, diéu dudng tai co so' y té, nha diéu dudng...;

- Nhimmg ngay hoc ¢ truong, 16p dao tao tap trung dai han, ngan han da
duoc huong ché do ddi voi can bo di hoc;

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

- Nhiing ngay dugc giao nhiém vu thuong tri hodc biét phai tai mot dia
phuong hodc co quan khac theo quyét dinh cia cap c6 tham quyén.

¢) Yéu cau chung

Khi Giam ddc S& ctr ngudi di cong tac (vé sb luong nguoi va thoi gian di
cong tac) bao dam hiGu qua cong tac, str dung kinh phi tiét kiém va trong pham
vi du toan ngén sach hang nam cta So dugc cap ¢ tham quyén giao.

6.2. Noi dung chi va murc chi cong tac phi

Thanh toan tién chi phi di lai

* Thanh toan theo hda don thuc té

a) Nguoi di céng 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
may bay, vé tau, xe van 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
viée, tur san bay, ga tau, bén xe vé noi nghi (Iuot di va luot Vé).

- Cudrc, phi di chuyén bang phuong tién dudng bo, dudng thuy, dudng bién
cho ban than va phuong tién ctia nguoi di cong tac.

- Cudc van chuyén tai liéu phuc vu truc tiép cho chuyén di cong tdc ma
nguoi di cong tac da chi tra.

- Cudc hanh 1y cta ngudi di cong tac bang phuong tién may bay trong
truong hop gia vé khong bao gdm cudc hanh 1y mang theo.

Truong hop Giam ddc S& cir ngudi di cong tac va co quan, don vi noi dén
cong tac dd bd tri phuong tién van chuyén thi ngudi di cong tac khong duogc
thanh toan cac khoan chi phi nay.

b) Cin ctir quy ché chi tiéu ndi b, tinh chat cong viée cta chuyén di cong
tac va trong pham vi ngudn kinh phi duoc giao; Giam déc So xem xét, duyét cho
nguoi di cong tac duoc di bang phuong tién sau: May bay, tau hoa, xe 6 to hodc
phuong tién céng cong hodc cac phuong tién khac bao dam nguyén tic tiét
kiém, hi€u qua.
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c) Quy dinh vé tiéu chudn mua vé may bay di cong tac trong nudc: Ngudi di cong
tac bang phuong tién may bay thi duoc thanh toan vé méy bay hang ghé thuong.

d) Péi véi nhitng ving khong c¢6 phuong tién vén tai cua t6 chirc, ci nhan
kinh doanh van tii hanh khach theo quy dinh cta phap luat ma nguoi di cong tac
phai thué phuong tién van tai khac thi Giam dbc S& xem xét, quyét dinh cho thanh
toan tién thué phuong tién ma nguoi di cong tac da thué trén co so hop dong thué
phuong tién hodc gidy bién nhan véi chu phuong tién (c6 tinh dén gia van tai
phuong tién khac dang thuce hién cing thoi diém tai ving d6 cho phu hop);

d) Murc thanh toan: Theo gia ghi trén vé, hoa don, chimg tir mua vé hop phap
theo quy dinh hodc gidy bién nhdn ctia chii phuong tién; gia vé khong bao gom cac
chi phi dich vu khac nhu: Tham quan du lich, cac dich vu dac biét theo yéu cau.

Riéng trudng hop vé may bay khong bao gdm cudc hanh 1y thi nguoi di cong
tac dugc thanh toan cudc hanh 1y theo don gia cudc hanh 1y cta chuyén di va khoi
luong hanh 1y duoc thanh toan ti da bang khéi lugng hanh 1y dwoc mang theo cua
loai vé thong thuong khéac (1 vé da bao gom cudc hanh 1y mang theo).

* Thanh todn khodn kinh phi sir dung 6 t6 khi di céng tdc, khodn tién tw tic
phuong tién di cong tdc

a) P6i vai cac chirc danh lanh dao co tidu chuan st dung xe 6 to khi di
cong tac theo quy dinh cua Thu tudng Chinh phu ty nguyén dang ky thuc hién
khoén kinh phi str dung xe 6 t6 khi di cong tdc: Muc thanh todn khoan kinh phi
st dung xe 6 t& khi di céng tac thuc hién theo quy dinh tai Nghi dinh sb
72/2023/ND-CP ngay 26/9/2023 ctia Chinh phil quy dinh tiéu chuan, dinh murc
str dung xe 6 t0; Nghi dinh 153/2025/ND-CP ngay 15/6/2025 stra d6i, bd sung
mot s6 diéu Nghi dinh s 72/2023/ND-CP ngay 26/9/2023;

b) Pbi voi cong chire khong o tidu chuan duge bd tri xe 6 t6 khi di cong
tac, nhung néu di cong tac cach tru sé co quan tir 10 km tro 1én (ddi voi cac x4
thudc dia ban kinh t€ xa h¢i khé khan, ddc biét kho khén theo cac Quyét dinh
ctia Thil tudng Chinh phi) va tir 15 km trd 1én (d6i v6i cac x4 con lai) ma ty tac
bang phuong tién c4 nhan ctia minh thi dugc thanh todn khoan tién tu tic
phuong tién tuong duong véi mirc gia vé tau, vé xe cong cong cla tuyén duong
di cong tac hoic bang 0,2 lit xang/km tinh theo khoang cach dia gi6i hanh chinh
va gid xang tai thoi diém di cong tac.

7. Phu cap luu tri

a) Phu cdp luu trt 12 khoan tién hd trg thém cho ngudi di cong tic ngoai
tién lwong do Giam ddc S& ctr nguoi di cong tac chi tra, dugc tinh tir ngay bit
dau di cong tac dén khi két thuc dot cong tac tré vé S (bao gom thoi gian di
trén duong, thoi gian luu trd tai noi dén cong tac). Mt phy cap luu tri dé tra
cho ngudi di cong tac: 300.000 dong/ngay.

Truong hop di cong tac trong ngdy (di va vé trong ngdy). Mirc phu cép luu
tra dé tra cho nguoi di cong tac: 200.000 dong/ngay.

b) Cong chirc duge cir di cong tac lam nhiém vu trén bién, dao thi duoc
huong muc phu cip luu tri: 400.000 déng/ngudi/ngay thuc té di bién, dao
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(4p dung cho ca nhirng ngay lam viéc trén bién, dao, nhirng ngay di, vé trén
bién, dao).

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

a) Nguyén tac thanh toan tién thué phong nghi noi dén cong tac

- Cong chirc duoc Giam ddc S¢ cir di cong tac khi phat sinh viéc thué
phong nghi noi dén cong tac thi dugc thanh toan tién thué phong nghi theo mot
trong hai hinh thirc: Thanh toan theo hinh thirc khoan hodc thanh toan theo héa
don thuc té.

- Truong hop nguoi di cong tac duge co quan, don vi noi dén cong tac bd
tri phong nghi khong phai tra tién, thi ngudi di cong tac khong duge thanh toan
tién thué phong nghi. Truong hop phat hién ngudi di cong tac da duoc co quan,
don vi noi dén cong tac bb tri phong nghi khong phai tra tién nhung Van dé - nghi
S& thanh toan tién thué phong nghi, thi nguoi di cong tac phai nop lai s tién da
dugc thanh toan cho co quan, don vi noi dén cong tac dong thoi s& bi xu 1y ky
luat theo quy dinh ctia phép ludt vé can bd, cong chirc, vién chic.

b) Thanh toan theo hinh thirc khoan

- P1 cOng téc tai cac thanh phé tryc thudce trung wong, mic khoan: 600.000
ddng/ngay/nguoi.

- bi cong tAc tai cac tinh, mac khoan: 500.000 dong/ngay/ngudi.

¢) Thanh toan theo hoa don thuc té

Trong truong hop nguoi di cong tac khdng nhan thanh toan theo hinh thic
khoan thi dugc thanh toan theo gia thué phong thuc té (c6 hoa don, chimg tir
hop phap theo quy dinh cta phap luat) do Giam dbc S¢ duyét theo tiéu chuan
thué phong nhu sau:

- Can bo 1anh dao dugc hudng hé sb phu cap chirc vu theo chirc danh lanh
dao tr 0,8 dén 1,2.

+ D1 cong tac tai cac thanh phé tryc thudc trung vwong: Pugc thanh toan
muc gia thué phong ngu 13 1.200.000 dong/ngay/phong theo tiéu chuan 01
nguoi/phong.

+ DBi cbng tac tai cac tinh: Pugc thanh todn mirc gia thué phong ngu la
800.000 dong/ngay/phong theo tiéu chuan 01ngudi/phong.

- Céc ddi tuong can bo, cong chic, vién chirc va nguoi lao dong con lai:

+ Pi cong tac tai cac thanh phd truc thudce trung wong: Puogc thanh toan
mirc gia thué phong ng 1a 1.400.000 dong/ngay/phong theo tiéu chuin 02
nguoi/phong.

+ DBi cbng tac tai cac tinh: Puoc thanh todn mirc gia thué phong ngu la
1.100.000 ddng/ngay/phong theo tiéu chuan 02 ngudi/phong.

+ Truong hop nguoi di cong tac thudc doi tugng thué phong nghi theo tiéu
chuan 02 ngudi/phong di cong tac mot minh hodc doan cong tac ¢ 1é ngudi
hodc 1¢ nguoi khéac gidi, thi duge thué phong riéng theo muc gia thué phong
thuc té nhung t6i da khong dugc vuot mire tién thué phong cua nhitng ngudi di



cung doan (theo tiéu chuin 02 ngudi/phong);

+ Trudng hop nguoi di cong tac thudc ddi tugng thué phong nghi theo tiéu
chuan 02 ngudi/phong di cong tac ciing doan véi cac chie danh lanh dao co tiéu
chuén thué phong khach san 01 nguoi/phong, thi nguoi di cong tac duge thanh
toan theo muc gia thué phong thuc té cua loai phong tiéu chuan (phong
Standard) tai khach san noi cac chitc danh 1anh dao nghi va theo tiéu chuan 02
nguoi/phong;

+ Truong hop ngudi di cong tac do phai hoan thanh cong viéc dén cubi
ngay, hodc do chi dang ky dugc phuong tién di lai (vé maybay, tau hoa, 6 t0)
tr 18h dén 24h cung ngay, thi dugc thanh toan tién nghi cua nira ngay nghi
thém (bao gdm ca hinh thirc thanh toan khoan va thanh toan theo hoa don thuc
té) toi da bang 50% murc thanh toan khoan tién thué phong nghi twong Gng cia
ting d6i tuong; khong thanh toan khoan tién khoan thué phong nghi trong thoi
giandi qua dém trén tau hoa, thuyén, tau thily, may bay, 6 t6 va cic phuong
tién di1 lai khéc.

+ Cac muc chi thanh toan tién thué phong nghi tai cac khoan trén 1a mirc
chi d3 bao gdm cac khoan thué, phi (néu c6) theo quy dinh ciia phap luat.

9. Pi cong tac theo doan cong tac phoi hep lién nganh, lién co quan

a) Truong hop SO cd nhu cdu trung tap can bo, cong chirc, vién chirc va
nguoi lao dong thudc co quan, don vi khac di phdi hop cong tac lién nganh
nham thuc hién nhiém vu chinh tri cua Sé; trung tap tham gia céc dé tai nghién
ctru co ban thi S¢ ¢6 trach nhiém thanh toan toan bo chi phi cho doan cong tac
gom: Tién chi phi di lai, phu cép luu tra, tién thué phong nghi tai noi dén cong
tac theo murc chi quy dinh tai quy ché chi tiéu ndi bo nay.

b) Truong hop di cong tac theo doan phdi hop lién nganh, lién co quan do
thu trudng co quan quan 1y nha nudc cap trén triéu tap, trung dung hoic phdi
hop dé cung thuc hién cac phﬁn viéc thudc nhiém vu chinh tri cia mdi co quan,
don vi thi co quan, don vi chil tri doan cong tac chiu trach nhiém chi tién chi phi
di lai cho nguoi di cong tac trong doan. Truong hgp cdc cd nhan thudc thanh
phan doan cong tac khong di tap trung theo doan dén noi cong tac thi co quan,
don vi ctr ngudi di cong tac thanh toan tién chi phi di lai cho ngudi di cong tac.

Ngoai ra, SO cir ngudi di cong tic c6 trach nhiém thanh toan tién phu cap
lru tra, tién thué phong nghi cho ngudi thude Sé ctr di cong tac.

€) Vin ban trung tap (gidy moi, cong van moi) cong chire, vién chirc va ngudi
lao dong thuge cac co quan, don vi khac di cong tac phai ghi r6 trach nhiém thanh
toan cac khoan chi phi cho chuyén di cong tac ctia mdi co quan, don vi.

d) Chung tur thanh toan céng tac phi

- Gidy di dudng cua nguoi di cong tac c6 dong dau xac nhan cua co quan,
don vi noi dén cong tac (hodc cua khach san, nha khéch noi luu tra).

- \/a‘m ban hodc ké hoach cong tac da dugc Giam ddc So phé duyét; cong
van; gidy mo1; van ban tham gia doan cong tac.

- Hoa don; ching tir mua vé hop phap theo quy dinh cua phap luat khi
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di cong tac bang cac phuong tién giao théng hodc gidy bién nhan cta chu
phuong tién.

- Bang ké d¢ dai quing duong di cong tac trinh Giam dbc S¢ duyét thanh
toan (ap dung khi thanh toan khoan chi phi di lai).

- Héa don, chung tir thué phong nghi hop phap theo quy dinh ctua phap luat
(4p dung khi thanh toan tién thué phong nghi theo hoa don thyc té).

- Thoi han thanh toan: Cong chirc dugce cur di cong tac vé cham nhét sau 30
ngay phai chuyén chimg tir thanh toan vé Vin phong. Néu qua thoi han trén ma
Khong c6 1y do chinh dang Van phong khong chiu trach nhi¢m thanh toan, trong
vong 10 ngay ké tir khi nhan duoc hd so thanh toan, chimg tir hop phéap hop 18
Chu tai khoan, ngudi Gy quyén chi tai khoan phé duyét, ké toan thyc hién thanh
toan bang hinh thtrc chuyén khoan qua tai khoan cé nhén.

- Thanh toan khoan cong tac phi cho mot so chic danh cong viéc thuong
xuyén phai tu tic phuong tién di cong tac trén 10 ngay/thang, dé giao dich vdi cac
co quan Buu dién, Dién luc, Kho bac, Ngan hang, Tai chinh, Thué, BHXH ...gom:
Nhan vién van thu, tha quy, ké toan. Mtc khoan 1a 500.000 dong/ thang.

10. Ché d@ chi tiéu hoi nghi

- Tién thué hoi trudng trong nhing ngay t6 chtre hoi nghi (neu hoi truong
ctia S¢ khong dap tng duoc yéu cau hoi nghi hodc sb luong dai biéu tham du’)

- Tién tai liéu, van phong pham cho dai biéu tham du hoi nghi, tién boi
dudng gidng vién, bao cao vién;

- Tién thué xe 6 td dwa don dai biéu tir noi nghi dén noi t6 chtrc cudc hop;

- Tién nuéc uéng trong cudc hop;

- Chi hd tro tién an, thué chd nghi, tién phuong tién di lai cho dai biéu 1a
khach moi khong hudng luong tir ngan sach nha nudc;

- Chi bu thém phan chénh 1éch (giita mutrc chi thuc té do t6 chirc an tap
trung va tién an tir tién cong tac phi) ctia cac dai biéu hudng lwong tir ngan sach
nha nuéc, dai biéu thudc cac don vi su nghi¢p cong 1ap (bao gém don vi su
nghiép tu bao dam chi phi hoat dong va don vi su nghié€p tu bao dam mot phé‘m
chi phi hoat dong) va dai biéu thudc cac doanh nghiép;

- Céc khoan chi khac nhu: Trang tri hoi truong, &m thanh...

- Péi véi cac khoan chi vé thi dua, khen thuong trong cudc hop tong két
hang nam, chi cho cong tac tuyén truyén khong duge tinh trong kinh phi t6 churc
hoi nghi, ma phai tinh vao khoan chi khen thudng, chi tuyén truyén cta co quan.

- Muc chi cu th’é thuc hién theo Théng tu s6 40/2017/TT-BTC ngay
28/4/2017; Thong tu s6 12/2025/TT-BTC ngay 19/3/2025 cua Bo Tai chinh quy
dinh ché do cong tac phi, ché do hdi nghi.

11. Chi nghiép vu chuyén mén cia nganh

- Chi cong tac tiép cong dan, xir 1y don thu: Nguoi duge giao nhiém vu

hodc dugc phan cong lam nhiém vu tiép cong dan, xu ly don khiéu nai, to cao,
kién nghi, phan anh tai Phong tiép cong dan néu chua dugc huong phu cap trach
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nhiém theo nghé thi duoc bdi dudng 120.000 dong/ngay/ngudi; truong hop dang
dugc huong ché d6 phu cép trach nhiém theo nghé thi dugc bdi dudng 96.000
doéng/ngay/nguoi;

- Céc khoan chi nghiép vu khac: Cac phong, don vi thudc S& can cir vao ké
hoach cong tdc nam, du toan dugc giao trong nam va ché d6 chi hién hanh, lap
ké hoach thuc hién dam béo hoan thanh tot nhiém vy, st dung kinh phi tiét
kiém; giri Vian phong S¢ tong hop, bao céo va trinh Giam dc So phé duyét.

12. Chi hd tro dao tao, bdi dudng

Can ctr vao nguén tai chinh hién c6, Giam déc So quyét dinh ho tro mot
phan hoc phi dé dong vién, khuyén khich cong chirc tich cuc tham gia cac 16p
hoc dao tao dai han, ngén han, nang cao trinh do vé chinh tri, chuyén mon
nghiép vu.

a) P6i voi céac 16p dai hoc, trén dai hoc:

- Cong chuc dugc Gidm dbc So cir di hoc mire hd tro: THi da 1a 100% tién
hoc phi, tién tau xe thanh toan 01 1an/thang (theo gia vé tau, xe thong thuong tir
noi cong tac dén noi hoc tap va nguoc lai). Truong hop, trong thoi gian hoc do
yéu cau cong viéc phai di va vé dé lam viéc thi duoc thanh toan tién tau xe.

- COng chtrc tu xin di hoc: Khong duoc hd tro tién hoc phi va cac khoan
chi khac.

b) Pbi véi cac 16p dao tao ngan han:

- Céc 16p vé b(f)i dudng nghiép vu chuyén nganh, quan ly nha nudc, tin
hgc... duoc Giam g‘Iéc S& q& di hoc thi duoc thglnh toan 100% tién hoc phi va
tién mua tai liéu (n€u co), tién tau xe lugt di va ve.

- Cac truong hop tu xin di hoc cac 16p hoc ngan han trén thi khéng duoc
thanh toan bat ky khoan chi nao.

c) Chi khéc

La cac khoan chi khong néu cu thé theo mirc ¢ trén ma thuc té phat sinh tai
co quan va c6 trong muc lyc Ngan sach nha nuéc thi duoc chi voi tinh than tiét
ki€ém nhat.

Piéu 6. Sir dung kinh phi hanh chinh do tiét kiém

1. Trach nhiém cia Giam doc Sé

Trong pham vi kinh phi dugc giao, Giam ddc S¢ c6 trach nhiém:

- Chii dong b tri, s dung kinh phi theo cac ndi dung, yéu cau cong viéc
duoc giao cho phu hop dé hoan thanh nhiém vy, bao dam tiét ki€ém, hi¢u qua;

- Puoc quyét dinh muc chi cho ting noi dung cong viéc phu hop voi dic
thi co quan nhung k}léng vuot qua ché dg, ti€u chuan dinh mrc hién hanh do co
quan nha nudc c¢6 tham quyén quy dinh;

- Puoc sir dung toan bo kinh phi tiét kiém va chi vao c4c ndi dung sau:

+ Bé sung thu nhép cho cong chirc, nguoi lao dong theo he s6 ting thém do
Giam doc So quyét dinh cu thé dua trén s6 kinh phi tiét kiém dugc nhung toi da
khong vuot qua 01 lan lwong (gom luong theo hé so va phu cap chirc vu) do Nha
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nuodc quy dinh;
+ Chi khen thuong cho tap thé, ca nhan c6 thanh tich;
+ Chi cho cac hoat dong phuc loi trong co quan;

+ Truong hop xét thay kha nang tiét kiém khéng 6n dinh, Giam dbc So ¢o
thé trich mot phan sb tiét kiém duoc dé 1ap quy du phong 6n dinh thu nhap;

+ Cudi nam kinh phi tiét kiém chua sir dung hét duogc chuyén sang nim sau
tiép tuc sir dung.

Giam ddc S¢ quyét dinh viéc sir dung kinh phi tiét kiém theo cac ndi dung
néu trén va cong khai trong toan co quan.

2. Sir dung kinh phi quan Iy hanh chinh do tiét kiém

- Kinh phi quan 1y hanh chinh do tiét kiém 1a phan chénh léch dugc xac
dinh khi két thtic nim ngan sach da hoan thanh cac nhiém vu cong viéc dugc
giao va sb chi thuong xuyén thuc té thap hon du toan cép c6 thim quyén giao.

- Khoan kinh phi da duogc giao nhung chua hoan thanh cong vi¢c trong nam
va bat budc phai chuyén sang nam sau dé hoan thanh cong viéc d6 thi khong goi
1a kinh phi tiét kiém.

2.1. Chi tra thu nhﬁp téng thém cho can bd cong chirc

Pam bao nguyén tic gin chat lugng va hiéu qua cong viéc nguoi nao,
phong nao co thanh tich déng gop dé tiét kiém chi c6 hiéu sudt cong tac cao
thi duoc tra thu nhap tang thém cao hon. Mirc chi tra cu thé do Giam ddc So
quyét dinh.

a) Céch xac dinh

Trong pham vi ngubn kinh phi tiét kiém dugc, co quan thyc hién ché do tu
chu duoc ap dung hé so6 tang thém quy tién luong toi da khong qua 1,0 (mot) lan
so voi muc tién luong va phu cap do nha nudc quy dinh dé tra thu nhap hang
thang tang thém cho can by cong chirc va nguoi lao dong.

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

Trong d6:

- QTL: La Quy tién lwong ngach, béc, chirc vu ctia co quan duoc phép tra
tang thém to1 da trong ndm;

- Lmin: L& mirc luong co sé (ddng/thang) hién hanh do nha nudc quy dinh;

- K1: La hé sb diéu chinh ting thém thu nhép (t5i da khong qua 1,0 lan);

-K2: Lahésd lvong ngach, bac, chirc vu binh quén cua co quan;

-L:La 5O bién ché duoc giao va sb lao dong hop dong khong xac dinh thoi
han ‘déi vo1 mot sO chirc danh theo quy dinh ctia phap luat va dugc cap c6 tham
quyén phé duyét.

b) Tra thu nhap tang thém

- Can ctr két qua tai chinh va s6 kinh phi tiét kiém wéc thuc hién. Vao cubi
quy Van phong co6 trach nhiém bao cao Lanh dao S¢ xem xet chi thu nhap tang
thém cho cbng chirc, nguoi lao dong theo quy dinh tai Thong tu s6 71/2014/TTLT-
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BTC-BNV ngay 30/5/2014 thong tu lién tich cua B Tai chinh - B6 Noi vu quy
dinh ché dd tu chu, tu chiu trach nhiém vé sit dung kinh phi quan 1y hanh chinh do6i
vdi cac co quan Nha nudce .

- Can cu phé duyét ctia Lanh dao S¢&, Van phong thuc hi¢n tam chi ‘grél thu
nhap tang thém vao tai khoan ca nhan cua cong chirc, ngudi lao dong. Cudi nam
sau khi két thuc hoat dong, truong hop so6 1,<inh phi thuc tiét ki€ém cao hon s6 da xég
dinh, s€ duoc trinh Lanh dao S& xem xét tiép tuc chi tré} thu nhap tang thém theo ché
dd quy dinh, Qém bao khf)r,lg vuot qu,é 1,0 lﬁn’ so voi tién lvong ngach bac, chire vu.
Truong hop so kinh phi tiét kiém thap hon s6 da tam chi thu nhap tang thém trong
ndm, s€ gidm trir vao soO kinh phi tiét kiém ctia ndm sau.

2.2. Chi khen thuong

a) Trich tir quy khen thudng dé thudng cho tap thé, ca nhan co thanh tich.

b) Tién thudng cho tap thé, c& nhan dugc ap dung theo quy dinh hién hanh.

2.3. Cac khoan chi khac mang tinh chat phuc loi tap thé:

a) Ho trg tién an trua: Mirc chi hd tro tdi da 1a 500.000 dong/nguoi/thang
va dugc chuyén vao tai khoan ctia cong churc, nguoi lao dong.

b) Chi céc ngay 18

- Mitee chi téi da 12 5.000.000 dong/ngudi ddi véi Ngay Tét Duong lich.

- Mitic chi téi da 12 15.000.000 dong/ngudi doi vai Ngay Tét Nguyén dan.

- Mitc chi téi da 14 3.000.000 dong/ngudi ddi véi Ngay thanh 1ap nganh.

- Mtic chi t6i da 1a 1.000.000 déng/nguoi d6i voi Ngay Quéc té Phu nir 8/3,
Ngay Phu ntt Viét Nam 20/10, Ngay Gib t6 Hung Vuong, Ngay Chién thang
30/4 va Qudc té Lao dong 1/5, Ngay Quéc khanh 2/9.

- Mitic chi t6i da 12 500.000 dong/ngudi doi véi cac ndi dung sau:

+ Ngay thanh 1ap Quan d61 Nhan dan Viét Nam 22/12; ngay thuong binh
li¢t sT27/7 (chi cho hoi vién hoi cyu chién binh S6).

+ Ngay Quoc té thicu nhi 01/6: Chi cho cac chau la con cong chiic va
nguoi lao dong (ttr khi mo1 sinh cho dén 16p 12).

+ Ngay Tét Trung thu: Chi cho cac chau la con cong chuc va ngudi lao
dong (ttr khi moi sinh cho dén 16p 12).

2.4. Chi qua tang cong chirc, ngudi lao dong nghi huu:

- Tang qua mrc t6i da 2.000.000 dong/nguoi.

—,Tiép xuc gap mat (mua hoa, qua, banh keo, nudc ngot...): thanh toan theo
thuc té.

2.5. Chi tham héi, phing viéng

a) Bdi vai ¢ong chirc, ngudi lao dong

- Khi 6m dau phai nam vién dicu trj tr 10 ngay (Iam viéc) tro 1én, chi tro

cap toi da la 3.000.000 dong/ngudi/lan; tir 03 ngay (lam viéc) dén 9 ngay, chi trg
cap to1 da 1a 1.000.000 dong/nguoi/lan (mot nam khong qua 2 lan);

- Tt than phu mau, chdng (vg), con cua cdng chirc va nguoi lao dong 6m
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phai ndm vién dai ngdy: Mirc chi 1.000.000 dong/ngudi/ 1an (mdt nim khong
qua 2 lan);

- TG than phu mau, chdng (vo), con ciia céng chirc va nguoi lao dong
khéng may qua doi: Mt chi viéng t6i da 2.000.000 ddng/ngudi + vong hoa;

- Ban than cong chirc va ngudi lao dong khong may qua doi: Mac chi t6i
da 5.000.000 ddng/ngudi (hodc theo quyét dinh ctua Giam dbc So);

b) Dbi véi cac dbi tuong khéc

- Céac dong chi Bo truong, Tha truong Bo Tai chinh; Bi thu, Pho Bi thu
Thanh ty; Uy vién Ban thuong vu Thanh ty; Chu tich, Pho cha tich UBND
thanh phd; Chu tich, Phé Chu tich HDND thanh phd hodc ngudi than (tr than
phu mau, vg, chong, con) khong may qua doi muc viéng: 2.000.000 dong va
mot vong hoa.

- Lanh dao cac S¢&, ban, nganh.... hodc nguodi than (ti than phu mau, vo
chdng, con) khdng may qua doi mirc viéng: 1.000.000 dong va mot vong hoa.

- Cac ddi tuong khac vian phong xin y kién Giam doc Sé quyét dinh mirc
chi phu hop.

2.6. Chi ting hoa: Chi ting hoa Pai hoi; Hoi nghi; Ky nién ngay 1& truyén
théng cua cic co quan d6i ngoai; cac don vi tryc thudc muc chi toi da:
1.000.000 dong.

2.7. Chi thuong cho cac chau la con cong chirc va nguoi lao dong c6 thanh
tich cao trong hoc tap (chi cho céc chau hoc sinh tir 16p 1 dén 16p 12), mirc chi
toi da 1.000.000d/chau.

2.8. Chi hd tro hoat dong 16n cua td chirc bang, doan, cong tac an ninh...
Mtrc chi cho mdi t6 chirc ti da khéng qua 10.000.000 dong/lan va khong qué 02
lan/nam.

2.9. Chi kham strc khoe dinh ky cho CBCC, NLD trong co quan. Chi phi
kham strc khoe thuc hién theo hop dong kham bénh véi don vi ¢o chirc ning
cung tng dich vu theo quy dinh hién hanh téi da khong qua 3.000.000d/ngudi.

2.10. Chi dong phuc cho cong chtic, nguoi lao dong ctia co quan téi da
3.000.000 dong/nguoi/11an/2 nam.

2.11. Céc khoan chi phic lgi khac: Nhu t6 chire thim quan du lich; giao
lwu van nghé; Thi dau thé thao, chi phuc loi khac ...cho céng chic, ngudi lao
dong trong co quan tiy theo ngudn kinh phi tiét kiém, Giam déc S¢ quyét dinh
ndi dung, muc chi phu hop.

_ Chuong 111
To chirc thue hién

Pi¢u 7. Phan cong trach nhi¢m

1. Van phong s&

- Cong khai Quy ché trén Cong thdng tin dién tir ciia co quan; Tham muu
cho Giam ddc quan 1y, sir dung kinh phi hanh chinh, kinh phi tiét kiém cua co
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quan theo quy ché nay;

- Hudng dan kiém tra viéc 1ap du toan, ké hoach kinh phi hanh chinh va st
dung kinh phi hanh chinh, kinh phi tiét kiém cua co quan;

- Thanh quyét toan kinh phi, hach toan ké toan kinh phi, bdo céo cong khai
tai chinh theo quy dinh.

2. Cac phong thujc s

- Lap dé xuét ¢ duy trir kinh phi kém theo dé nghi Giam dbc phé duyét dé
thuc hién cac nhiém vu stir dung kinh phi hanh chinh phuc vu cong tac quan ly
nha nudc va hoat dong thuong xuyén ctia phong minh theo chirc nang nhiém vu
dugc giao.

- Thyc hién tiét kiém chéng lang phi trong sir dung kinh phi hanh chinh,
dam bao hoan thanh nhi€ém vu va nang cao thu nhdp cho cong churc nguoi lao
dong trong co quan.

Picu 8. Khen thwéng; Ky luit- xir Iy vi pham

- Thanh lap td cong tac kiém tra giam sat vi¢c thuc hién cac noi dung
trong quy ché, 1am can ctr danh gia két qua viéc thyuc hién tiét kién chi. Tir d6
c6 ché do thudng, phat nham dong vién khich 1€ tap thé, c4 nhan thuc hién tbt
quy ché nay.

- Cac ddi tuong dugc ap dung trong quy ché phai nghiém chinh chap hanh
cac ndi dung d3 dugc xdy dung trong quy ché. Néu ca nhan, tap thé phong nao
vi pham, gay thét thoat lanh phi trong quan 1y hanh chinh. Can ctr vao muic d6 vi
pham Giam déc so quyét dinh hinh thirc xir 1y ky luét theo quy dinh.

Diu 9. Diéu khoan thi hanh

- Quy ché chi tiéu ndi bo c6 hiu luc ké tir ngay ky.

- Trong qua trinh thyc hién néu phat sinh cac khoan chi méi; cac phong,
don vi, cong churc, nguoi lao dong dé xuét stra d6i, bd sung, diéu chinh cho phu
hop, bao cao Giam dbc S quyét dinh./.
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