UBND PHUONG LE CHAN CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG VAN HOA - XA HOI Péjc 1ap — Tw do — Hanh phc
S6: 04 /Qb-VHXH Phwong Lé Chan, ngay 04 thang 8 nam 2025
QUYET PINH

Veé viéc ban hanh Quy ché chi tiéu ndi bé niam 2025
cua Phong Van hoéa - X& hi phwong Lé Chan

TRUONG PHONG VAN HOA - XA HQI PHUONG LE CHAN

Can cir Lugt t6 chirc chinh quyén dia phwong sé 72/2025/QH15 ngay
16/6/2025;

Can cir Ludt Ngdn sdach nha nwéc sé 83/2015/QH13 ngay 25/6/2015;

Can cit Nghi dinh s 130/2005/ND-CP ngay 17 thang 10 ndm 2005 cua
Chinh phi quy dinh vé ché dé tw chu, tir chju trach nhiém vé siz dung bién ché
va kinh phi quan Iy hanh chinh @i Véi cdc co quan Nha niedc;

Can cir Nghi dinh sé 117/2013/NP-CP ngay 7/10/2013 sita déi, bé sung
mét sé diéu cua Nghi dinh 130/2005/ND-CP ngay 17/10/2005 cia Chinh phui
quy dinh ché dg tw chui, tw chiu trach nhiém vé sir dung bién ché va kinh phi
qudn Iy hanh chinh déi Véi cdc co quan nha Nuoc;

Can cw Thong tw s6 08/2005/TTLT- BNV- BTC ngay 05/01/2005 cua Bé
NGi v va B Tai chinh hwéng dan thyc hién ché dé tra lwong lam viéc vao ban
dém, lam thém gio doi véi can bé cdng chic, vién chirc;

Can cir Théng tir s6 08/2017/TT-BNV ngay 21/10/2017 cua Bé Néi vu quy
dinh chi tiét thi hanh mét sé diéu cia Nghi s6 91/2017/NP-CP ngay 31/7/2017
cia Chinh phi quy dinh chi tiét thi hanh mét sé diéu cua Ludt Thi dua, khen
thireng;

Can cir Théng tw lién tich sé6 71/2014/TTLT-BTC-BNV ngay 30 thang 5
nam 2014 cua Bé Tai Chinh va Bé Néi vu quy dinh ché dé tir chii tw chju trach
nhiém vé tir chui tir chju trach nhigm vé siz dung kinh phi qudn Iy hanh chinh doi
VOi cac co quan nha nuoc;,

Can cir Thong tw 40/2017/TT-BTC ngay 28 thang 4 nam 2017 cua B¢ tai
chinh Quy dinh ché @ cong tac phi, ché dé chi héi nghi d@éi véi co quan nha
nuoc va don vi Su nghiép cong lap;

Can cit Nghi quyét sé 02/INQ-HPND ngay 01/7/2025 ciia Héi dong nhan
ddn phwong L& Chan quyér dinh thanh ldp cdc co quan chuyén mén va Trung
tam phuc vu hanh chinh cdng thugc Uy ban nhén déan phirong L& Chan;
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Can cir Quyét dinh s¢ 309/0P-UBND ngay 27/9/2025 ciia UBND phwong
L& Chan vé viéc giao dir todn thu chi ngan sdch nha nwéc 2025 cho cac phong
ban, don vi,

Xét dé nghi cia bg phdn Ké toan phong Phong Van héa - X& héi phuong L&
Chan.
QUYET PINH

Piéu 1: Ban hanh kém theo Quyét dinh nay “Quy ché chi tiéu noi bo nam
2025 cua Phong Van hoa - Xa hoi phuong Lé Chan”.

Picu 2: Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky.

Piéu 3: Toan thé lanh dao, can bo, cong chirc Phong van hoa - X& hoi
phuong L& Chan va cac don vi lién quan can ctir Quyét dinh thi hanh./.

Noi nhgn: TRUONG PHONG
- Nhu biéu 3; .
- Luu: VHXH.
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UBND PHUONG LE CHAN CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG VAN HOA — XA HOI Péc 1ap - Tw do - Hanh phdc
QUY CHE

Chi tiéu ngi b nam 2025 cia Phong Vian hoa — Xa hoi phwong L& Chan
(Ban hanh kém theo Quyér dinh s6 04/0P-VHXH ngay 04 thang 8 ndm 2025
cua Phong Van hoa — Xa hoi phurong L& Chan)

Chuong I. QUY DPINH CHUNG

I. Muc dich xay dwng quy ché

1. Nham cu thé hoé céc noi dung chi tiéu, muc dich thuc hién quy dinh
ctia Luat Ngan séach, trach nhiém caa don vi ty chu tai chinh. Tao quyén chu
dong trong quan ly va chi tiéu tai chinh cho Thu truéng co quan.

2. Tao quyén chu dong cho can bo cdng chicc (CBCC) trong co quan hoan
thanh tt nhiém vu duoc giao.

3. Str dung tai san cong dang muc dich, c6 hiéu qua.

4. Thuc hanh tiét kiém, chong lang phi trong chi tiéu.

I1. Nguyén tiac xay dwng quy ché

1. Bam bao theo dting chirc nang, nhiém vu cta Phong Van hoa — Xa hoi,
khong vuot quéa ché do chi tiéu hién hanh do cap c6 tham quyén quy dinh, phi
hop véi diéu kién, dic thil cia co quan; trong pham vi nguén kinh phi dugc Uy
ban nhan dan phuong L& Chan quyét dinh phan bo.

2. Bam bao cho co quan va can b céng chac hoan thanh dugc nhiém vu
duoc giao.

3. Bam bao quyén loi hop phap caa nguoi lao dong.

4. Moi khoan chi tiéu déu phai c¢6 du héa don, ching tir hop phap.

5. Quy ché nay duoc thao luan rong réi, dan chi, cong khai trong co quan
va c6 y kién théng nhat cua t6 chic cong doan co quan.

II1. Cin ctt xay dwng quy ché

1. Ché d9¢, tiéu chuan, dinh muc chi tai chinh hién hanh cua co quan nha
nudc ¢6 tham quyén quy dinh.

2. Tinh hinh thuc hién qua cac nam vé chi tiéu va sir dung tai san tai co quan.

3. Du toan thu - chi ngan sach dugc giao thyc hién ché d6 tu cha nim
2025 cua Phong.

Chuwong II. NOI DUNG QUY CHE
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Pé sir dung ngudn kinh phi tu chu duoc giao ding muc dich, tiét kiém va
c6 hiéu qua phong Vin hoa — Xa hoi phuong L& Chan xay dung quy ché chi tiéu
nodi bd, cu thé nhu sau:

1. Tién lwong, phu cip lwong va cic khoan déng gép theo lwong

* Ché d tién luong

Tién lwong ngach bac dugc chi cho CBCC cua co quan trén co sé hé sd
lwong theo tidu chuan, chic danh va mirc lwong tdi thiéu hién hanh va hop dong
lao dong do Nha nuée quy dinh (Néu co).

* Phy cp lwong

- Phu c4p chtc vy, phu cép tham nién vuot khung, phu cip cong vu, phu
cap kiém nhiém,...: chi theo quy dinh.

- Ché d¢ tra luong lam thém gio d6i véi CBCC duoc thyuc hién theo quy
dinh hién hanh caa co quan nha nudc c6 tham quyén va cac van ban huéng dan
cu thé.

* C4c khoan dong gop theo lwong

Can ctr vao hé s6 luong, phu cap cua CBCC dé trich nop Bao hiém x& hoi
17.5%, bao hiém y té 3%.

2. Chi cong tac phi di cong tac

+ Piéu kién dé thanh toan cong tac phi:

- C6 Quyét dinh, cdng Iénh duogc cir di cong tac cua cap co tham quyén.

- Thuc hién ding muc dich nhiém vu dugc giao.

- C6 du chung tir thanh toan: vé xe, gidy di duong, chung nhan cua noi

dén cong téc.

+ Cac khodn duwgc thanh toan cong tac phi

- Tién thué phuong tién.

- Tién cudc qua do, qua pha cho ban than va phuong tién.

- Phi str dung duong bo va cudc chuyén cho tai liéu phuong tién cho dot
cbng tac.

- B6i véi can b, cong chic di cong tac ma khong duoc bb tri xe 6 to khi di
cOng tac; khi st dung cac phuong tién cong cong thi dugc thanh toan theo gia vé
thuc t& Nha nude quy dinh. Truong hop di cong tac cach try s& co quan tir 15
km tro 18n ma tu tic bang phuong tién c& nhan cta minh thi dugc thanh toén
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.

+ Phu cdp lwu trii, di dwong:
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- Phu cép luu trG 14 khoan tién hd tro thém cho ngudi di cong tac ngoai
tién luong do co quan, don vi ctr ngudi di céng tac chi tra, duge tinh tir ngay bat
dau di cong tac dén khi két thiic dot cong tac trd vé co quan, don vi (bao gdm
thoi gian di trén duong, thoi gian luu tra tai noi dén cong tac). Mt phu cip luu
tra dé chi tra cho nguoi di cong tac 300.000 dong/ngay.

Truong hop di cong tac trong ngdy (di va vé trong ngay), thu trudng co
quan, don vi, quyét dinh mic phu cap luwu tra theo céac tiéu chi: S6 gio thuc té di
cong tac trong ngay (bao gém ca thoi gian di trén duong), quing duong di cong
tac va phai duoc quy dinh trong quy ché chi tiéu ndi b cia co quan, don vi.

- Can bd, cong chirc, vién chirc va ngudi lao dong ¢ dit lién duoc cir di
cong tac lam nhi€ém vy trén bién dao thi dugc hudong mirc phu cdp luu tra:
400.000 dong/ngu:m/ngay thue té di blen dao (ap dung cho ca nhiing ngay lam
viéc trén bién, dao, nhitng ngay di, vé trén bién, dao).

+ Thanh toan tién thué phong nghi tei noi dén cong tac

* Thanh toan hinh thirc khoén:

- Pi cong tac tai cac thanh phé truc thudc trung wong: 600.000
dbéng/ngay/ngudi

- Di cong tac tai cac tinh: 500.000 dong/ngay/ngudi

* Thanh toan cong tac phi theo thang

- D6i véi can bo cap xa thuong xuyén phai di cong tac luu dong trén 10
ngay/thang; can bg, cong chuc, vién chuc, nguoi lao dong thudc cac co quan,
don vi con lai phai thuong xuyén di cong tac Iuvu dong trén 10 ngay/thang thi
duogc thanh toan khoan tién hd tro tién giri xe, xing xe theo muc t6i da 700.000
dong/ngudi/thang.

- Cac ddi tuong can bo néu trén néu duoc Chu tich UBND phuong cir di
thuc hién nhiém vu theo cac dot cong tac cu thé, thi duoc thanh toén tién
phuong tién di lai, phu cp luu tra theo quy dinh tai quy ché nay déng thoi van
dugc huong khoan tién cong tac phi khoan theo thang néu du diéu kién di cong
tac luu dong trén 10 ngay/thang.

3. Vat tu van phong.

- Viéc mua sam vat tu van phong pham phuc vu cho céng tac chuyén
mon cua phong phai thuc hién theo dang thu tuc quy dinh. Cac loai cong cu lam
viéc phai duoc 1ap s6 sach theo ddi, 1ap bién ban giao nhén, ban giao, diéu
chuyén.

- Quy dinh: Chi theo nhu cau thuc té phét sinh cia don vi va thanh toan
theo quy dinh ctia Nha nudc, phai c6 day du hoa don, ching tir hop 6.
4. Thong tin tuyén truyén lién lac
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- Cudce phi sir dung dién thoai, Internet: thanh toan theo bang ké cudéc vién
thong, hoa don st dung thuc té.

- Cuéc phi giri cong vin: Thanh toan theo nhu cau sir dung va hoéa don
thyc té.

- Bao chi: Hang quy, phong Van héa — Xa hoi phuong Lé Chan dat cac
loai bao (theo nhu cdu néu co): Béo Hai Phong, bao Suc khoe doi sdng. Viéc
thanh toan dugc thuc hién trén co so bao gia, hoa don cua buu dién.

5. Thanh toan dich vu cong cong

- Sir dung dién nudc tiét kiém, chdng lang phi. Nghiém cdm cac hanh vi
st dung dién nudc phuc vu cho muc dich ca nhan. Hét budi 1am viéc hoic khong
lam viéc phai tat hét cac thiét bi dién. Hang thang thanh toan tién dién theo hoa
don st dung thuc té.

- Thanh toéan phi vé sinh moi truong theo hoa don thyc té hang nam.

6. Chi ché @ hoi nghi, tap huan, hdi thao gom: Tién tai liéu, thué dia
diém, khanh tiét hoi nghi va tién nuéc udng duoc thuc hién theo quy dinh hién
hanh.

- Chi thu lao cho giang vién, bao cao vién; chi cho nguoi c¢d bdo cao tham
luan trinh bay tai hoi nghi: Thuc hién theo mitrc chi thu lao quy dinh d6i V6i
giang vién, bao cdo vién tai Thong tu s6 36/2018/TT-BTC ngay 30 thang 3 nim
2018 cua Bo trudng Bo Tai chinh huéng dan viéc lap du toan, quan ly, sir dung
va quyét toan kinh phi danh cho cong tac ddo tao, boi dudng can b, cong chic,
vién chirc; Thong tu s6 06/2023/TT-BTC ngay 31 thang 01 nam 2023 cua Bo
truong Bo Tai chinh sta d6i, bo sung mot sb diéu cua Thong tu s 36/2018/TT-
BTC ngay 30 thang 3 nam 2018 cua B0 truéng Bo Tai chinh™.

- Chi giai khat gitra gio: 50.000 dong/mdt budi (nira ngay)/dai biéu.

- Chi hd tro tién an cho dai biéu 1a khach moi khong trong danh sach tra
luong ctia co quan nha nudc, don vi su nghi¢p cong lap va doanh nghiép theo
murc khoan nhu sau:

ot Cuoc hop td chuc tai cac thanh phé truc thudc trung wong: 250.000
dong/ngay/nguoi;
+ Cudc hop to chirc tai cac tinh: 200.000 dong/ngay/ngudi;
+ Cudc hop do xa, phuong, thi tran t6 chtrc (khong phan biét dia diém t6
chuce): 150.000 dong/ngay/nguoi.

7. Chi phi thué¢ mudn


https://thuvienphapluat.vn/van-ban/Bo-may-hanh-chinh/Thong-tu-36-2018-TT-BTC-huong-dan-lap-du-toan-quan-ly-kinh-phi-dao-tao-can-bo-cong-chuc-383277.aspx
https://thuvienphapluat.vn/van-ban/Bo-may-hanh-chinh/Thong-tu-06-2023-TT-BTC-sua-doi-Thong-tu-36-2018-TT-BTC-kinh-phi-boi-duong-can-bo-cong-chuc-518151.aspx
https://thuvienphapluat.vn/van-ban/Bo-may-hanh-chinh/Thong-tu-36-2018-TT-BTC-huong-dan-lap-du-toan-quan-ly-kinh-phi-dao-tao-can-bo-cong-chuc-383277.aspx
https://thuvienphapluat.vn/van-ban/Bo-may-hanh-chinh/Thong-tu-36-2018-TT-BTC-huong-dan-lap-du-toan-quan-ly-kinh-phi-dao-tao-can-bo-cong-chuc-383277.aspx
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- Chi thué phuong tién van chuyén di cong tac, di hoc tap kinh nghiém:
Mtc chi theo héa don thuc té. Viéc thanh toan duoc thuc hién trén co sé hop
ddng thué muén, thanh Iy hop dong va héa don hop phap.

- C4c loai chi phi thué mudn khéc phuc vu khi c6 nhu cau phat sinh,
thanh toan theo héa don thuc té.

8. Chi sira chira thwong Xuyén, mua sam tai san cé dinh

- Chi stra chira thwong xuyén: Thuc hién thanh todn nhitng khoan chi sua
chira nho nhu stra chira may vi tinh, may in, bao dudng may vi tinh ... theo hop
ddng, thanh Iy hop dong va hoa don thuc té.

- Mua sam tai san ¢ dinh: Trén co sé dé nghi cua tirng can b, cdng chic
ting bo phan chuyén mén, ldnh dao co quan s& quyét dinh mua sam cu thé. Viéc
mua sam, trang thiét bi duoc thuc hién theo quy dinh hién hanh, thanh toan theo
hop dong, thanh ly hop dong va héa don mua thyc té.

9. Ché db chi tiép khach, chi ky niém cac ngay 18, tét, cac khoan chi khac

* Chi tiép khach: Ap dung theo Thong tu 71/2018/TT-BTC ngay
10/8/2018 cua Bo Tai chinh va Nghi quyét s6 06/2023/NQ-HPND ngay
04/7/2023 ciia HDND thanh phé Ha Noi.

* Chi ky niém céc ngay I8, tét: Pé tao diéu kién vé tinh than, vat chat hd
tro can bé nham phan dau hoan thanh xuat sic nhiém vu duoc giao, nhan ky
niém cac ngay 18 Ion nhu: Tét Duong lich, ngay gid to 10/3 (AL); 30/04, 1/5;
2/9; ngay giai phong Thu d6 10/10, ... co quan théng nhat mac hd trg cho mai
can bo tir 1.000.000 dong dén 2.000.000d/ngudi/ngay; Lao dong hop dong,
cdng chue du bj hd trg mie 500.000 ddng dén 1.000.000 dong/ngudi.

+ Riéng Tét Nguyén Pan dé dong vién kip thoi; co quan thong nhat mic
hd tro cho mdi can b, céng chuc tir 1.000.000d/ngudi dén 3.000.000d/ngudi.

+ Can bo nit c6 thém 02 ngay 08/3 va ngay 20/10 co quan thdng nhat chi
tr 500.000 dong dén 1.000.000 ddng/ngudi/ngay; Lao dong hop dong, cong
chuc du bi chi 500.000 dong /ngudi/ngay.

* Chi khac

- Chi dong vién con em can bo cong chic ngay 1/6, tét Trung thu. Mic
chi 200- 300.000dong/chéu;

- Chi qua ting chia tay khi c6 can bo cdng chiic co quan thuyén chuyén
cong tac murc chi: 1.000.000 d/nguoi.

- Chi tién mua ch¢, nuéc udng hang thang trong co quan: Co quan thanh
toan theo hoa don thuc té:
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- Chi hd tro tham hoi d6i véi viéc hiéu, hy, 6m dau, thai san cua cén bo,
cong chic va ti than phu mau cua can b, céng chic trong co quan (bb, me, vo,
chdng, con) muc chi téi da khong qua 500.000d/1an.

- Chi quan hé véi cac phong, ban, xi, phudng, co so... nhu: Viéc hiéu, hi
(lanh dao phong ban, xi, phuong, so, thanh phd, ...); ki niém ngay thanh lap;
khanh thanh,...; mac chi téi da khong qua 500.000d/14n (twong tng vai 01 vong
hoa hoic 01 lang hoa).

- Chi hd trg cac phong trao tap thé, cac hoat dong do Chi bo, Poan thanh
nién va hoat dong cua céc té chirc doan thé khac, hoat dong cua cac to chuc
chinh quyén dia chinh. Mic chi hd tro do céc to chirc dé xuat va Lanh dao co
quan phé duyeét.

10. Quy dinh vé quan ly, mua sam tai san, sira chira tai san phuc vu
cong tac chuyén mén

- Can clr vao du toan dau nim duoc giao, nhu cau cong viéc, tiét kiém cac
khoan chi khac, co quan mua sam thém cac tai san thiét yéu phuc vu cho cong
tac chuyén mon.

- Can bo cdng chirc, lao dong hop ddng trong co quan cé trach nhiém bao
quan, sir dung tét trang thiét bi cia co quan néi chung va cta ca nhan duoc giao
quan 1y néi riéng (nhu con dau, may tinh, ban 1am viéc, ...); thuong xuyén veé
sinh trang thiét bi sach s&, str dung dung quy dinh vé k¥ thuat, khong dé xay ra
mat mat, hu hong.

- Khi tai san bi hu hong, can b stir dung tai san c6 trach nhiém bao céo
lanh dao va dé suét sira chira. Viéc thanh toan dugc thuc hién trén co so hop
dong, nghiém thu va thanh Iy hop dong, hoa don hop phép.

11. Chi cho cdng tac dao tao, boi duwéng can bd, cong chirc

Can ctr vao kha ning can ddi kinh phi caa don vi Thu trudong don vi quyét
dinh muc hd tro cho can bg, cong chirc dugc cir di hoc tap dao tao theo quy dinh
ctia Thong tu sé 139/2010/TT-BTC ngay 21 thang 9 nim 2010 cua Bo Tai chinh
quy dinh vé& viéc 1ap dy toan, quan ly va sir dung kinh phi tir ngan sach nha nudc
danh cho cong tac dao tao, bdi dudng can bo, cong chirc nha nudc.

Dién cén bo di hoc theo nhu cau caa ban than: Ca nhan ty tlc toan b kinh phi.

12. Chi tra thu nhap tang thém cho can b9, cong chirc

* Chi tra thu nhap ting thém tir nguon kinh phi quan ly hanh chinh tiét
Kiém trong nam:

- Két thac nam ngan sach, sau khi hoan thanh nhiém vu dugc giao, néu sb
chi thyc té da sir dung trong nam thap hon du toan kinh phi quan Iy hanh chinh
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duogc giao dé thuc hién ché @6 tu chu tai chinh thi phan chénh Iéch nay dugc xac
dinh 1a kinh phi quan ly hanh chinh tiét kiém trong nam. Phan kinh phi tiét kiém
duoc sir dung cho cac ndi dung sau:

- Chi thu nhap tang thém cho cén bg, cong chirc vé1 mie chi tir 1.000.000
dén 3.500.000 dong/ngudi/thang.

- Chi thu nhap tiang thém cho lao dong hop ddng, cong chic dur bi voi mirc
chi tir 500.000 dén 2.500.000 dong/nguoi/thang.

- Chi khen thuong cho tap thé va ca nhan c6 thanh tich xuat sic.

- Chi cho cac hoat dong phuc lgi trong co quan.

- Chi tro cip kho khin cho ngudi lao dong.

Thu truéng co quan quyét dinh viée sir dung kinh phi tiét kiém theo cac noi
dung néu trén sau khi théng nhét véi to chirc cong doan va duoc cong khai trong
toan co quan.

- Vao thang cudi cung cua quy 2, don vi tam chi thu nhap ting thém cho
can bo cdng chirc nhu sau:

+ Pbi v6i can bo, cong chire muc chi: 2.000.000 dong/thang (Bding chit:
Hai triéu dong chan)

+ P6i voi nhan vién lao dong hop dong: 1.000.000 dong/thang (Bdng chik:
Mot triéu déng chc%n)

- Vao quy 4 hang nidm, sau khi xac dinh chinh xac sé kinh phi tiét kiém
dugc trong nam, Lanh dao phong xem xét, quyét dinh muc chi thu nhap ting
thém cho can bd, cong chirc co quan dam bao khong dugc vuot qué sb thyc té
tiét kiém chi trong nam.

CHUONG III. TO CHUC THUC HIEN
Quy ché nay da dugc thdng qua tai hoi nghi, todn thé lanh dao, can bo
cdng chirc, doan vién cong doan trong co quan va thdng nhat trién khai thuc
hién ké tir ngay ky. Trong qué trinh thuc hién néu co thay ddi s& duoc bo sung
dé phu hop véi quy dinh hién hanh cua Nha nudc.
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